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Chapter 1 Basic Module Reports 

The Basic Module of COSEC web Application allows to view detailed and focused reports on users as well 

as their access events on COSEC web portal. These reports can be viewed, exported in various file 

formats like PDF, MS Excel, MS word, Crystal Report, XML and printed at any time. 
 
COSEC Basic Module Reports cover users and devices  in which various reports are there. 

 User Reports 
 

 Direct Door Wise User  

 User-Wise Controller  

 User Access Profile  

 User Contact Information 

 User Official Information 

 User Personal Information 

 User Wise Controller  

 Door Accessed by User 

 Door Usage  

 In Out Event Report 

 In Out Summary 

 Out Time  

 Who Is In 

 Access Denied  

 Enrollment Status 

 Former Users 

 Pending Confirmation 

 Reporting Group-Wise Report 

 Users Without  Reporting Group 

 

 Device Reports 
 

 Door 

 Panel 

 Invalid Events 

 Device-Wise Event 
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Direct Door Wise Users Report 

 
This report shows the users assigned to the particular door along with the details. 
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User-Wise Controller Report 

This report shows the user wise Door Access with its status details. 
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User Access Profile Report 

This report shows the detail of users like no. of credentials allowed, shift allocated and holiday Schedule 

etc. 
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User Contact Information 

This report displays user details like contact number, Email ID  and address. 
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User Official Information 

This report shows official details of the user like Joining Date, department, week off days, qualification, 

Experience. 
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User Personal Information 

This report gives personal information: Name, Birth date, Blood group, Qualification, Nationality, Marital 

Status and gender of user. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



COSEC Reports Page 8 
 

User Wise Controllers Report 

This report  displays the list of selected users along with the details of the panels and Direct Doors 

assigned to them as shown. 
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Door Accessed by User 

This report shows details like which user has used which door at what time. 

 

 

 

 

 

 

 

 

 

 



COSEC Reports Page 10 
 

Door Usage Report 

This report enables the application user to view the duration spent by users in a particular area based on 

the consecutive IN/OUT punch event pairs of user as shown. 
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In Out Event Report 

This report generates a list of all entry and exit events of the selected users. 
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In Out Summary 

This report gives a list of entry and exit of users, department wise for a day. 
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Out Time Report 

This report gives the duration of the presence of a user in the premises. 
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Who Is In 

This report displays a list of all users  that have “Punched-In” over the last 24 hours but have not 

“Punched-out”. In other words, a list of users who are still within the premises. 
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Access Denied Report 

This report displays a list of all users  whose punches are not accepted and not allowed to access the 

premise with reasons. 
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Enrollment Status Report 

This report shows the status of user enrollment with Credential Details Like Card, Fingers, Palm and how 

many numbers on it. 
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Former Users Report 

This report shows the details of Former users like Name, Designation, Date of Joining and Confirmation, 

Date of leaving and reason of Leaving. 
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Pending Confirmation Report 

This report shows the details of employees whose confirmations are still pending. 
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Reporting Group-Wise  Report 

This report shows the status of employees, Reporting Group-Wise. 
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Users Without Reporting Group Report 

This report shows Detail of users of different department with different Designations. 
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Door Report 

This report shows door details like Door MAC Address, Status, Alarm, sense and Tamper. 
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Panel Report 

The COSEC system enables the user to extract a detailed listing of the configured Panel as shown in 
following reports. 
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Invalid Events 

This report shows the events which are invalid with reason like Time out, Invalid Input etc. 
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Device-Wise Events 

This report shows Device wise events for Users with Event Date, Time, type and user name. 
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Chapter 2 Access Control Reports 

Access Control reports of the COSEC web application allow to view  an assortment of detailed 
and focused reports on the user access control activities on the site. These reports are 
guaranteed to assist in managing the site better. 
 
Access Control reports enables to Following types of reports: 

 Access Zone 

 Time Zone 

 Groups 

 I/O Linking 

 User Access 

 Guard 

 Door Held Open 
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Access Group Report 

This report gives detail about different groups with Group Name, Group ID, working hours, 
break hours, status, etc. 
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Access Zone Report 

This report shows detail about access zone as shown below. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11:44 

Sr No ID   Name Level  Application Type Visitor Escort Zone Access First In User

1 1   Zone-1 8  Access Control InActive ANYONE  InActive

1 1   QC 8  Access Control InActive ANYONE  InActive

2 2   Production 8  Access Control InActive ANYONE  InActive

3 3   Acct  - Purch 8  Access Control InActive ANYONE  InActive

4 4   Support 10  Access Control InActive ANYONE  InActive

5 5   Alert Zone 6  Access Control InActive ANYONE  InActive

Matrix Comsec Pvt. Ltd. Page 1 of 1

Access Zone

First In Group
Run by: System Admin Date: 23/10/2013

List 1

List 1

HO Panel Lite

List 1

Factory Panel

List 1

List 1

List 1
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Functional Group Report 

This report shows defined functional group Name and ID. 
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Guard Tour Report 

This report shows detail of guard tour like Guard Name, start time, duration at which guard needs to be 
there at a particular location. 
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I/O Linking Report 

This report gives details related to Input/Output Port linking with its status. 
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Time Zone Report 

COSEC Time zone report shows assigned time zones with its start time, end time and active week days.  
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Door Held Open Report 

This report generates a list of the occasions when the door had been held open for more than the 
permissible period of time. 
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Zone Accessed by User 

This report generates a zone wise list of users who have accessed the access zone. 
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Guard Tour Details Report 

This report shows Detail tour detail of a guard with start time and time with the devices through which 
guard is supposed to pass. 
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Input Port Group Report 

This report shows detail of input port like Fire alarm input, Door Force open etc. 
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I/O Linking-Direct Doors 

This report shows input-output linking details with status. 
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I/O Linking-Panels 

This report shows input-output linking panel details with status. 
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Output Group Report 

This report shows the output port group details with pulse time detail. 
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First In User Report 

This report shows first in user detail with User ID. 
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2-Person Groups Report 

This report shows group wise listing of members of all the two person groups created. 
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Chapter 3 Time-Attendance Reports 

Reports form a key component of any Time-Attendance system. COSEC Time-Attendance module allows 
to create and view an assortment of detailed and focused reports on the time and attendance activities 
of the users on the site. 
Various types of reports available within the COSEC Time-Attendance module is as follows: 

 Time Management 

 Absenteeism 

 Overtime 

 Exceptions 

 Monthly Reports 

 Registers 

 Yearly Reports 

 User Defined Reports 
 
Charts: COSEC Time-Attendance module also provides the option for extracting various reports in the 
form of pie and bar charts. The following section would enable to view some of the Time-Attendance 
charts and graphs which can be extracted from COSEC  system. 
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 Absentee Report 

This report generates a group wise listing of the employees with details of the absent days during the 
specified time period. 
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 Absenteeism Memo Report 

 The COSEC Absenteeism report generates the memo of absent user for a particular time period. 
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 Attendance Summary Report 

This report generates a detailed department wise attendance summary for all working days in specified 
time period. 
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Continuous Absenteeism Report 

This report shows the detail of the users who are continuously absent for a particular time period. 
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Late In Report 

This report generates a department wise listing of the employees with details of Late In events during   
the specified time period. 
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Early In Report 

This report generates a group wise listing of the employees with details of Early In events during the  
specified time period. 
 

 

 

 

 

 

 

 

 

 

  



COSEC Reports Page 48 
 

Early Out Report 

This report generates a group wise listing of the employees with details of Early Out events during the     
specified time period. 
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Branch Wise Overstay Report 

This report shows the overstay time of the users for the particular month with In and Out time. 
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Branch Wise Shift Change Report 

This report shows the details regarding the shift change of the users for a particular day. 
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 Special Function Wise Punch Report 

This report generates a function wise listing of all employees who have made use of the special function 
for official work during the specified time period, as shown. 
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Weekly Working Hours & Overtime Report 

 This report gives the total weekly working hours of a user with Overtime also. 
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Yearly Performance Report 

This Report enables to get all details of a user with its yearly working hours, week off hours, Leave hours     
etc. 
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Department ‘s per Shift’s Head Count & Overtime Report 

This report shows Branch wise head count and Overtime  for every shift. 
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 Organization-Wise Attendance Exception Report 

This report shows a listing of selected users attendance exceptions for each day, wherever exceptions 
has occurred. 
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Organization-Wise Manual Correction Report 

This report shows a listing of all the attendance records for the selected period where manual correction 
has been done. 
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Organization-Wise Pending Authorizations Report 

This report shows a listing of all the records for OT, C-OFF, Personal/Official marking and attendance and 
attendance correction which are pending for authorizations. 
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Muster Roll  Report 

This report shows a department wise muster roll with the system-defined attendance status as well as 
the leave status. 
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Muster Summary  Report 

This report shows a summary of the data presented in the muster roll. 
 

 

 

 



COSEC Reports Page 60 
 

Salary Data  Report 

This report shows a salary data statement for the specified month for selected users. 
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Overtime Detail Report 

This report shows a group wise listing of the employees with details of their overtime during the    
specified time period. 
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Head Count and Overtime Report 

 This report shows shift-wise total headcount and overtime hours for the specified date range. 
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Site-Wise User’s Attendance  Report 

This report shows the attendance of users as per sites. 
 

 



COSEC Reports Page 64 
 

Organization-Wise Attendance Register  Report 

This report shows organization wise attendance register with attendance details of all employees. 
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Late In Register  Report 

This report shows user wise late In detail for the whole month. 
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Overtime Register  Report 

This report shows user wise overtime  detail for the whole month. 
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Attendance  Report 

 This report shows all attendance details with Shift, IN/OUT Time, Total Work Hours etc. 
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Daily Work Hours  Report 

 This report shows user wise daily work hours with Gross work hours, net work hours. 
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Organization-Wise Grace Time Usage  Report 

This report shows organization wise grace time usage with total grace time hours for specified time 
period. 
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Hourly Attendance  Report 

This report shows hourly details like In/Out Time, Late In , Early Out, Gross work hours, Extra work 
hours, net work hours, Total overtime of user. 
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Late Arrival Memo  Report 

This report shows late arrival memo for the user who has been late in office for more than he times 
allowed in a month. 
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Net Work-Time Report 

This report shows user wise net work time detail for the specified period. 
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Branch Wise Overstay Report 

This report shows branch wise overstay of employees with shift, in/out time details. 
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Work Hours Summary Report 

 This report shows work hour summary for the month. 
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Shift Change Reports 

This report shows shift change detail for the user. 
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Week Off and Holiday on Same Day Report 

This report shows the day which are  having week off and holiday. 

 

 

 

 

 

 

 

 

 

 

    



COSEC Reports Page 77 
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 Time Loss Chart 

This chart displays the group wise time loss data for selected groups during the selected time period in  
a bar chart as shown. 
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 Department-Wise Overtime Chart 

This chart displays the group wise overtime data for selected groups during the selected time period in 
a bar chart as shown. 
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 Department-Wise Absent Chart 

This chart generates a chart denoting the comparative department wise absentee for the specified 
period. 
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User Absent Graph chart 

 This chart shows an absent count  of users for particular given duration. 
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User Late in Chart 

This chart gives the Late in count of users for a particular duration. 
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User Irregularity Chart 

This chart gives user’s irregularity details like absent count, Late In count and Early out count. 
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Attendance Summary Chart 

This chart shows an overall attendance summary with Number of present, absent, paid holiday, week 
off, Leave and Tour. 
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Shifts and Schedule Reports 

Shifts and Schedule Module allows to create and view an assortment of detailed and focused reports on 
Shifts, schedules and  holidays . These reports can be viewed on the screen or printed at any time. 
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Shifts Reports 

This report shows all details like Shift Name, Shift start time, Shift end time, Break start time and Break 
end time with minimum working hours. 
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Schedule Groups 

This report shows details of schedule groups with shift’s start time, end time, break start time, break 
end time, week off day etc. 
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Holiday Schedule Reports 

This report shows total holidays of the year with Holiday Name, Start Date and End Date. 
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Chapter 4 Leave Management Reports 

COSEC Leave Management module allows to create and view an assortment of detailed and focused 
reports related to the Leave Management system. These reports can be viewed on the screen or printed 
at any time. This module is available with the Time and Attendance Module. 
 

Reports available within the COSEC Leave Management Module are categorized as below: 

 Leave 

 Leave Group 

 Leave Application 

 Leave Encashment 

 Leave Credit/Debit 

 Leave Register 

 C-OFF Register 
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Leave Application Report 

 This report gives a detailed department wise listing of all leaves applied by employees. 
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Organization-Wise Leave Credit/Debit Report 

 This report shows Leave credited/debited to users with remarks. 
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Leave Register Report 

This report gives a detailed user wise listing of all leave details of the selected employees for specified     
months. 
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Department-Wise Leave Encashment Report 

This report shows department wise leave encashment of the users. 
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Leave Group Report 

This report shows a list of all leave groups configured on the system and the leaves grouped under 
them. 
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Leave  Report 

This report shows a detailed list of all leaves configured on the system. 
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Chapter 5 Cafeteria Management Report 

The COSEC Cafeteria management module allows to create and view an assortment of detailed and 

focused reports on cafeteria activities on site. These reports can be viewed on the screen or printed at 

any time. 

Some of the reports available within the COSEC  cafeteria management  module are as below: 
 

 Items 

 Menu 

 Menu Schedule 

 User Reports 

 Canteen Reports 
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Item-Wise Consumption Report 

This report shows item wise consumption with quantity, price, discount and total payable for easy  
 calculation. 
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User-Wise Daily Consumption Report 

This report shows user wise daily consumption with User name, Date, Item, Quantity, Price, Discount 
and total Payable. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



COSEC Reports Page 99 
 

Cafeteria Sales Report 

 
This report shows total sales of the cafeteria  with all the details like Item, Quantity, Price, Discount for 
all different levels of employees. 
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Cafeteria Head  Count Report 

This report shows head count for the day with separate number for Lunch and breakfast. 
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Items Report 

This report shows the number of items to be viewed. 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



COSEC Reports Page 102 
 

Menu Report 

This report shows all items to be viewed. 
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Chapter 6 Enterprise Structure Reports 

COSEC Enterprise structure module allows to create and view an assortment of detailed and focused 
reports on Enterprise structure on site. These reports can be viewed on the screen or printed at any 
time. 
 
Some of the reports available within the COSEC Enterprise structure module are as below: 
 

 Organization 

 Branch 

 Department 

 Designation 

 Section 

 Category 

 Grade 
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Branch Report 

This report shows details of all the branches of an organization with its Name, address and city. 
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Category Report 

This report shows all details like Category ID, Category Code, Category Name and status. 
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Department Report 

This report shows details of different departments of an organization. It covers detail like Department   
   Name, Department ID, Department Code,status etc. 
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Designation Report 

  This report shows details of different Designations in the organization. It covers detail like Designation  
  Name, Designation ID, Designation Code, status etc. 
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Grade Report 

This report shows Grade ID, Grade Code, Grade Name and Status. 
 

  



COSEC Reports Page 109 
 

Organization Report 

This report shows details of various organizations of a big group. It covers Organization ID, Code, Name,  
status etc. 
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Section Report 

 This report shows Different Sections of the organization with its details. 
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Chapter 7 Visitor Management Reports 

COSEC Visitor Management module allows to create and view an assortment of detailed and focused 
reports on the visitor activities on site. These reports can be viewed on the screen or printed at any 
time. 
Some of the reports available within the COSEC visitor management module are as below: 

 Visitor Access 

 Visitor Pass 

 Visitor Summary 
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Visitor Head Count 

This report shows a department wise listing of the visitor head count for the specified Time Period. 
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Visitor History Report 

 This report  shows a listing of all the visitors during the specified time period along with the visit details. 
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Visitor Watch List 

This report shows  banned visitors along with their details as well as Photograph wherever available. 
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Visitor Punch Detail 

This report displays details of visitors including Name, Entry Date & Time as well as Host Name for the 

selected date range. 
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Visitor Punch Exception   

This report shows exceptions like absence of In time or out time of visitors. 
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Visitor Pass Validity 

This report shows list of valid visitor passes for the selected date as well as the validity period of passes. 
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Pre-Registered Visitors 

 This report shows list of all pre-registered visitors along with their details. 
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Visitor Punch 

This report shows details of all visitors punches in the defined range. 
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Visitor Pass Status 

This report lists out the details of the visitor pass status for the specified range. 
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Visitor Enrollment Status 

This report generates a listing of all visitors who haven’t been enrolled against a particular credential. 
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Expired Passes 

 This report shows a list of the Visitors whose passes are no longer valid, but are yet to be surrendered. 
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