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User Reports 
 

COSEC SAMAY user reports give vital information to HR about user profile and access detail in an excel format by 
just a few clicks. 
 
It contains reports like: 

 Invalid Events 

 User Access Profile 

 User Event From 

 User Master Information 
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Invalid Events Report 
 

This report generates a list of invalid events with reasons like Invalid input, time out etc during specified time 
period. 
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User Access Profile Report 
 

This report gives an overview about the user’s credential enrollment station, their shift pattern with start shift 
and validity in a simple manner. 
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User Event Report 
 

This report generates user wise access events with time and type during the specified time period. 
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User Master Information Report 
 

 

This report generates organization- wise user’s information like user ID, user name, gender, joining date, 
confirmation date, branch, section, designation, category, address etc in a single report. 
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Time-Attendance Report 
 

Time-Attendance reports are the final output in any Time-Attendance system. With COSEC SAMAY, HR can 
generate various attendance and leave related reports using various filters in a simple manner. This reports can 
be exported to payroll software or used for salary processing. 
 
Time-Attendance reports in COSEC SAMAY are divided into:  

 Daily Reports 

 Monthly Reports 

 Leave Reports 
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Daily Reports 
 
[[ 
COSEC SAMAY  can generate daily time-attendance reports as mentioned below: 

 Late-In Report 

 Early-In Report 

 Early-Out Report 

 Absentee Report 

 Attendance Report 

 Exception Report 

 Overstay Report 

 Work Hours and Overtime Report 

 Grace Time Usage Report 
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Late-In Report 
 

This report shows a list of employees who reported late during the specified time period. 
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Early-In Report 
 

This report shows a list of employees who came early then official time during the specified time period. 
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Early-Out Report 
 

This report shows a list of employees who left early then official time during the specified time period. 
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Absentee Report 
 

This report generates a list of employees who are absent in the organization. It shows the status 1st and 2nd half 
with reasons. 
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Attendance Report 
 

This report gives date wise all user’s attendance detail with punch time, shift detail, attendance status, late-in, 
early-out, OT, COFF and total working hours in a simple manner. 
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Exception Report 
 

This report gives all kinds of punching exceptions with reasons in a given time period.  
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Overstay Report 
 

This report shows the date-wise user’s total overstay hours with In and out punch detail. 
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Work-Hours & Overtime Report 
 

This report shows the user-wise total working hours, overtime and COFF hours detail for the complete month. 
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Grace Time Usage Report 

This report shows the Grace time Usage of the employees with details like Usage count and total time of the 
Grace Period. 
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Monthly Reports 
 

COSEC SAMAY  can generate monthly time-attendance reports as mentioned below. 

 Absentee Detail Report 

 Attendance Summary Report 

 Monthly Attendance Report 

 Shift Schedule Report 

 Leave Transaction Report 
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Absentee Detail Report 
 

This report generates a list of employees who are absent with dates and total absent days during a particular 
month. 
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Attendance Summary Report 
 

This report gives a snapshot of user’s attendance during a particular month. It shows present, absent, week-off, 
leave, COFF, overtime and total working hours in a month. 
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Monthly Attendance Report 
 

This report gives a detailed date-wise attendance and shift status of an user during a month.  
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Shift Schedule Report 
 

This report gives user-wise shift schedule in a month for better work planning. 
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Leave Transaction 
 

This report gives leave-wise and user-wise leave balance transaction in a particular month with credit and debit 
detail.  
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Leave Register Report 
 

This report gives user-wise all leave transactions with opening balance, credit, debit, encashed, availed and 
closing balance during a month. 
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