
CATS MANUAL REPORT                    

  CATS (CENTRALIZED ATTENDANCE TRACKING SYSTEM) 

Menus of cats 

Attendance 

 Roaster Making 
 Data Processing 
 Manual Modification 
 Processing Criteria 
 Weeklyshift Manipulation 
 Short Leave Deduction  

Masters 

 Shift  
 Division Master 
 Shift Master 
 Flexi Shift Master 
 Company policy 
 Designation Master 
 Employee master 
 Other Master  
 Stores Role Master 
 View Holiday 
 Leave Master 
 Policy Master 
 Holiday Master 
 Grade Master 
 Company master 
 Department Master 
 Cost center Master 

Leave 

 Application Form  
 Leave Balance 
 Late Arrival Deduction 
 CO Application  

Application Status 

 Pending Application  
 Pending Overtime Application 

javascript:__doPostBack('ctl00$ContentPlaceHolder1$myView','s2')
javascript:__doPostBack('ctl00$ContentPlaceHolder1$myView','s3')


Misc Form 

 Travel Request Form 
 Salary Slip 
 Advance Application 
 Advance Approval 
 Attendance Regularization 
 Night Approval Form 

Maintenance 

 Role Management 
 Level Management 
 Mapping Master to Unit 
 Change Password 
 Transaction monitoring 
 Menu Management 

Admin 

 Get Password 
 Add Device 
 Manage Devices 
 Map Device to Location 
 Employee Authorization 
 Email Setting 
 Leave Setting for Advance Approval 
 Leave Approval Setting 
 Leave Generation 
 General Setting 
 Message Board 

Reports 

 Login History 
 Leave Reports 
 Employee List 
 Daily Attendance 
 Activity Log 
 Monthly Reports 
 Sap Formats 

Help 
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            Description – Enter User name and password. 

 

 

 

 

 

 



FLOW OF CATS 
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Company Master- 

 

 

Description –In Company Master we Add Company with Code. 

In this Form we have four Options.  

Save, Clear, Delete and Export. 

Save-With the help of save option we can inserts data in data base or edit the details of existing 
Company. 

Clear- With the help of clear option we can clear the text box. 

Delete- With the help of deletes option we can delete data from database. 

Export- With the help of Export option we can Export data in Excel file.  

 

 

 



Company Policy- 

 

Description- in Company Policy we add the policy about the Company. 

In this Form we have one Option. -Submit 

Submit-with the help of submits option we can inserts data (policy) in data base or edit the details 
of existing policy. 

Import point- 

Month Parameter for salary generation from (starting date) and to (end date). 

 With the help of this option company decide salary of date. 

No. of Present Days to Calculate to Weekly Off                

 With the help of this option company decide weekly off depend upon no of present day. 

Club weekly off with absent. 

 If user check this option then week off  take as a Leave. 

 



Calculate Short Leave in Single Swipe. 

 If users check this option then short leave calculate on single swipe. 

Department Master- 

 

 

Description –In Department Master we Add Department with Code. 

In this Form we have four Options.  

Save, Clear, Delete and Export. 

Save-With the help of save option we can inserts data in data base or edits the details of existing 
Department. 

Clear- With the help of clear option we can clear the text box. 

Delete- With the help of delete option we can delete data from database. 

Export- With the help of Export option we can Export data in Excel file.  

 



Division Master – 

 

 

Description –In division Master we Add division with Code. 

In this Form we have four Options.  

Save, Clear, Delete and Export. 

Save-With the help of save option we can inserts data in data base or edits the details of existing 
division. 

Clear- With the help of clear option we can clear the text box. 

Delete- With the help of delete option we can delete data from database. 

Export- With the help of Export option we can Export data in Excel file.  

 

 

 



Designation/Category Master – 

 

 

Description –In designation Master we Add designation with Code. 

In this Form we have four Options.  

Save, Clear, Delete and Export. 

Save-With the help of save option we can inserts data in data base or edits the details of existing 
designation. 

Clear- With the help of clear option we can clear the text box. 

Delete- With the help of delete option we can delete data from database. 

Export- With the help of Export option we can Export data in Excel file.  

 

 

 



Grade Master – 

 

 

Description –In grade Master we Add grade with Code. 

In this Form we have four Options.  

Save, Clear, Delete and Export. 

Save-With the help of save option we can inserts data in data base or edits the details of existing 
grade. 

Clear- With the help of clear option we can clear the text box. 

Delete- With the help of delete option we can delete data from database. 

Export- With the help of Export option we can Export data in Excel file.  

Import point- 

Maximum ARF-ARF stands for (Attendance Regulization form) that mean’s .if any person skip in punch or 
out- punch then required ARF file .here company/organization decide no of ARF Application accept. 



Cost Center Master – 

 

 

Description –In Cost center Master we Add Cost center with Code. 

In this Form we have four Options.  

Save, Clear, Delete and Export. 

Save-With the help of save option we can inserts data in data base or edits the details of existing 
grade. 

Clear- With the help of clear option we can clear the text box. 

Delete- With the help of delete option we can delete data from database. 

Export- With the help of Export option we can Export data in Excel file.  

 

 

 



Shift Master- 

 

 

Description –In  Shift Master we Add Shift  with Code. 

In this Form we have four Options.  

Save, Clear and Shift. 

Submit-With the help of Submit option we can inserts data in data base or edits the details of 
existing Shift. 

Clear- With the help of clear option we can clear the text box. 

Delete- With the help of delete option we can delete data from database. 

 

 

 

 



Leave master – 

 

 

Description –In  Leave Master we Add Leave with Code. 

In this Form we have three Options.  

Clear and Add New, Save  and delete 

Save  -With the help of Save  option we can inserts data in data base or edits the details of existing 
Leave. 

Clear and Add New- With the help of clear and New option we can clear the text box and add new 
rocord. 

Delete- With the help of delete option we can delete data from database. 

 

 

 



Role Management/Or Employee type – 

 

 

Description - User can create no. of Roles like admin, sales which would be used for 

defining menu privileges. So that when user logged into his account, they can see 

only those menu for which their role has been authorized. For adding new roles just 

enter it into the textbox which is given below and then click on 'Add & Update' to 

add. 

In this Form we have three Options.  

Add New, Edit,update,Cancel and Delete. 

Add New -With the help of Add New option we can inserts data in data base . 

Edit - With the help of  edits option we can update existing data . 

Delete- With the help of delete option we can delete data from database. 

 

 



Other Master – 

 

In Other master we have Four  Tab- 

 Qualification master 
 Bank master 
 Nationality Master 
 Religion Master 

  

 

 

 

 

 

 



 

 

Level Management – 

 

Description - In Level Management, User can assign menus to the particular Role. 

Below mention tree view is showing all the menus from which they have to select 

appropriate menus, select specific Role and then update it. 

Process – first of Select role from the list box then assign menu and then save. 

 

 

 

 

 

 



Mapping Master To unit – 

 

 

Description –in this form we create mapping with unit. 

Process of mapping- First of all select Unit then Division and then check  division list. 

Unit ->Division Master ->division list, 

 

 

 

 

 

 

 

 



Employee Master – 

 

DESCRIPTION:  User will add the details of new employee or edit the 
details of existing employees. 
STEPS  TO USE : 
(A) Enter details of employee 

(B) Click on save to add the new employee. 

(C) Select existing employee to edit the existing employee. 

(D)  Click on save to edit the employee. 

(E) Select the Login Role for employee. 

Important Terms : 

 Temporary Delete (Button) : This will delete the employee 

temporarily, User can recall the employee by using Recall 

(Button) 

 Permanent Delete : User can delete the employee permanently. 

 

 



                                LEAVE APPLICATION FLOW 

 

                                                                          Admin 

 

                                                           Leave Approval setting  

 

                                                             Approving Level Master 

 

                                                          Map Leave & Grade with Level 

 

                                                                Approving Employees 

 

                                                                Map employee with Level 

 

                                                              List Employee with Mapping 

 

 

 

 

 

 

 

 

 

 

 

 



   Approving Level Master - 

                                                              

 

 

Description –In approving level master we assign the level. 

Process –Give the name of Level->assign level->Day to change the Previous shift(NA used for 
disable this feature)->Can file Application->Add 

Import points – 

Can File Application- if user select yes then apply application  for other employee which come 
under the level. If no then not apply application  for other employee. 

 

 

 

 



 

 

 

 

Map Leave & Grade with Level – 

 

 

Process – select leave Type->select Approval Level -> select grade ->Save 

 

 

 

 

 



 

 

 

Approving Employees – 

 

 

Process – Select unit->Employee name->select Approving level Authority 

 

 

 

 

 

 



 

 

 

 

Map employee with Level – 

 

 

 

Process – Select the Approval level ->Select Employee which Approving Authority->select Unit-
>select Department of employee 

 

 

 

 



 

 

 

 

List Employee with Mapping – 

 

 

 

 

 

 

 

 



 

 

 

 

DEVICE MANAGMENT 
 MANAGE DEVICE: 

 

 
 
DESCRIPTION:  This form is used to perform operations on device. 
 User can Perform Online Enroll finger operation using this form. 

 User can upload the details of Employee (not Fingerprint) in 

machine. 

 
STEPS TO USE :  
(A)  Search employee. 



(B)  Select Device Action. 

(C) Select Device on which user wants to perform operation. 

(D)  Select Finger Index, click on submit to perform the operation. 

 
 

SHIFT MANAGEMENT 
 SHIFT MANUPULATION: 

 

 
 

DESCRIPTION: This Page will display Monthly Schedule of Employee 
shift. 
STEPS  TO USE :  
(A) By default Current Unit/Store, Current Year, Current Month 

selected.  

(B) Select Department 

(C) Click on Show Shift Button 



(D) Select  All Employees of selected department 

(E) Select Day From and Day To  from the drop down 

(F) Select Desired shift for create roaster 

(G) Click on Button (Show shift), this will display the shift Roaster. 

(H)  Select desired shift from Shift (Dropdown list). 

(I) Select Employees by select checkboxes. 

(J) Click on Assign Shift & Save (Button). This will assign and save the 

shift. 

(K) User can click on (WO) or (HD) to assign Shift on (WO)\ (HD). 

(L) User can click on Edit Button (left side) to assign\change the 

shift\wo of Single employee. 

 
REPORT GENERATION 

 EMPLOYEE LIST: 

 



 
 

 
DESCRIPTION:  

 User can see the list of employees on this page. 

 If user wants to see the list of left employees, check the 

checkbox (include left employees), click on submit to get the 

details of employee. 

 User can Export the Report in Excel, Word or PDF Format. 

 
 DAILY ATTENDANCE REPORTS: 

 ATTENDANCE REPORTS: 



 
 
DESCRIPTION:  User can see the daily attendance report on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

attendance report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see attendance of their 

employees.  

(D) User can Export the Report in Excel, Word or PDF Format. 

 
 

 

 VIEW MOVEMENT: 



 
 
DESCRIPTION:  User can see the View Movement report on this page; this 
report will show View Movement report of employees. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

View Movement report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see View Movement report of 

their employees.  

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 
 EMPLOYEE PRESENT: 



 
 
 
DESCRIPTION:  User can see the Employee Present report on this page, this 
report will show the list of Present employees. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

Present report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see Present Report of their 

employees. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 
 ABSENT FULL DAY REPORT: 



 
 
DESCRIPTION:   User can see the absent full day report on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

absent full day report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see absent full day report of their 

employees. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 

 
ABSENT WITH HALF DAY REPORT: 



 
 
DESCRIPTION:   User can see the details of employees present in half day 
or absent for full day. 
 STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

absent with half day report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see details of employees present 

in half day or absent for full day. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 
 LATE ARRIVAL  REPORT: 



 
 
 
 
DESCRIPTION:   User can see the details of late coming employees. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get late 

arrival report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see details of late coming 

employees. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 
 

 EARLY DEPARTURE REPORT: 



 
 

DESCRIPTION:   User can see the Early Departure report on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

Early Departure report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see Early Departure report. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 
 

 



 IMMEDIATE STATUS REPORT: 

 

 

DESCRIPTION:   User can see the immediate report  on this page. 
 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

immediate report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see immediate report. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 
 

 EXTRA HOUR  REPORT: 



 

 

DESCRIPTION:   User can see the Overtime report  on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

Extra hour report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see Extra hour report. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 

 
 SINGLE PUNCH  REPORT: 



 
 
DESCRIPTION:   User can see the Overtime report  on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

Single Punch report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see Single Punch report of 

employees. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 
 

 

 
 SHORT LEAVE  REPORT: 



 
 
DESCRIPTION:   User can see the Short Leave report  on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

Short Leave report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see Short Leave report of 

employees. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 
 

 

 
 MANUAL MODIFICATION  REPORT: 



 
 
 
DESCRIPTION:   User can see the Manual modification report  on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date, click on submit to get 

Manual modification report. 

(B) In case of Employee Login, Employee can see only his report. 

(C) In case of H.O.D login, H.O.D can see Manual modification report of 

employees. 

(D) User can Export the Report in Excel, Word or PDF Format. 

 

 
 CONTINOUS ABSENT  REPORT: 



 
 
DESCRIPTION:   User can see the Continuous Absent report  on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date 

(B)  Enter the days for continuous absent.  

(C) Click on submit to get Continuous Absent report. 

(D) In case of Employee Login, Employee can see only his report. 

(E) In case of H.O.D login, H.O.D can see Continuous absent report of 

employees. 

(F) User can Export the Report in Excel, Word or PDF Format. 

 

 
 CONTINOUS LATE  REPORT: 



 
 
DESCRIPTION:   User can see the Continuous Late report  on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date 

(B)  Enter the days for continuous late.  

(C) Click on submit to get Continuous Late report. 

(D) In case of Employee Login, Employee can see only his report. 

(E) In case of H.O.D login, H.O.D can see Continuous Late report of 

employees. 

(F) User can Export the Report in Excel, Word or PDF Format. 

 

 

 
 
 



WORKING IN HD/WO REPORTS: 
 

 
 
DESCRIPTION:   User can see the details of employee who had worked on 
holiday or weekly off on this page. 
STEPS TO USE : 
(A) Select Unit, Enter from date and to date 

(B) Click on submit to get Working on HD/WO report. 

(C) In case of Employee Login, Employee can see only his report. 

(D) In case of H.O.D login, H.O.D can see Working on HD/WO report of 

employees. 

(E) User can Export the Report in Excel, Word or PDF Format. 

 

 
 



 
 

Monthly Reports 
 
Muster Reports: 
 

 
 
Description: 
In this report we can see monthly attendance of employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
Attendance Report: 
 

 
 
Description: 
 
This is the summary of monthly attendance which calculate pay days 
for selected period. 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
Machine wise Report: 
 

 
 
Description: 
 
This report show in which machines employees marked the 
attendance. 
 
 
 
 
 
 
 
 



 
 
 
 
Managerial Reports: 
(Reports=>Managerial Report=>Attendance Summary) 
 
Attendance Summary 

 
 
Description 
 
This report show how many employees are present for full day in 
selected period. 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
Manpower Summary: 
(Reports=>Managerial Report=>Manpower Summary) 
 

 
Description: 
This report show how many employees have been come in selected 
period. 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
Absentee Analysis: 
(Reports=>Managerial Report=>Absentee Analysis) 
 

 
 
Description: 
This  report shows how many employee do not present  in selected 
period. 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
Late/Early Analysis: 
(Reports=>Managerial Report=>Late/Early Analysis) 
 

 
Description: 
 
This report shows  late coming or early departure  status in selected 
period. 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
Working Hours Status: 
(Reports=>Managerial Report=>Working Hours Status) 
 

 
Description 
 

 This repots shows Working hours of Employee 
 You can select the criteria for working hours. 


