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ABOUT SAMAY 

Samay is the kind of application software which reduces the human efforts. It keeps the records of the employee at regular basis. 
One can upload the data from the attendance machine in the database for the further use. 

You can check the status of the employee, daily performance report, monthly performance report, muster roll, detailed muster roll, 
and ŜƳǇƭƻȅŜŜΩǎ ƭƛǎǘΦ 

In this era no one wants to keep attendance manually because it will take some time every day. This application is used to keep 
attendance up to date with the time attendance machine. You can add as much employee as you have in the organization. You can 
also add the Shift Type, company, Department, Branch in Samay according to the need in master entries. 
 
In Samay the most important thing is the process log. If you want to show the reports, you must have to process all the data. If the 
data is not processed then it might be that you can not show the reports. 
 
Samay is not to large application so it is not complex. It is easy to use and user friendly application. 
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INSTALLATION GUIDE 

MINIMUM HARDWARE/SOFTWARE REQUIREMENTS 

MINIMUM HARDWARE REQUIREMENTS 

Processor:  400 MHz 

RAM: 256 MB 

Disk space: 300 MB (280 MB for .net framework and 10 MB for MS Report Viewer included) 

Display: SVGA (1024 x 768 pixel resolution) 

MINIMUM SOFTWARE REQUIREMENTS 

Operating System: Windows 2000/XP/Vista/7  

SOFTWARE NEEDED TO BE INSTALLED BEFORE INSTALLATION OF SAMAY 

 .net framework 2.0 or later. 
 Microsoft Report Viewer 

INSTALLATION STEPS 

× First run the setup file then click run button next. 
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× If you want to install this application for your own use select Just Me otherwise every one. 
. 

 

× Click next for confirmation. 
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× Installing Samay please wait. 

 

× Click close to exit setup. Setup has been installed successfully. 
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CONFIGURATION GUIDE 

DATABASE CONFIGURATION 

Database file should be placed in the same folder where Samay is installed. Do not cut the database file and paste to other location 
it will cause problem. 

COMPANY RELATED CONFIGURATION 

1. Click  Organizational Structure >> Companies and Branches 

 

2. Enter Company Name, Address and Pin Code Telephone No. and Email in the respective grid, and then click Save Changes 
to save data. 

 

ü Close Companies and Branches 
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3. Click  Organizational Structure >> Department and Sections 

 

4. Enter Department Name and Section Name corresponding to Company and branch. 
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8.        Click Organizational Structure >> Grade, Categories and Designations 

 

9.       Enter Categories Name, Grade Name, and Designation Name.  

 

a. Please enter card number without leading zeros (means use 12, not 0012) 

b. You can use alphanumeric entry in Pay code section according to your organizational requirements. 

c. Mark active as true for current working employees. You can just remove the check mark of active when any employee 
leaves your organization. 

d. tƭŜŀǎŜ ǎŜƭŜŎǘ ǘƘŜ ²ŜŜƪŘŀȅǎ ŀǎ CƛǊǎǘ ŀƴŘ {ŜŎƻƴŘ hŦŦ ŘŀȅǎΦ {ŜƭŜŎǘ άbƻ hŦŦ άΣ ƛŦ ƴƻ ǿŜŜƪ ƻŦŦ ƛǎ ŦƛȄŜŘ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 

10. Save and Close the window. 
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11. Click Organizational Structure >>Employees  

 

12. Enter required information of all employees. 
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13. Click Organizational Structure >>Employees 

 

14. Enter required information according to Machine type and model installed at your premises. 

 

ü Terminal ID is compulsory. If there is only one machine it will be always 1, otherwise put the value according to 
ǘƘŜ ǾŀƭǳŜ ƎƛǾŜƴ ƛƴ ƳŀŎƘƛƴŜΩǎ ŦƛǊƳǿŀǊŜ ǎŜǘǘƛƴƎǎΦ 

ü Select Device Type. 

ü Enter IP Address of machine (Not required for Syris, Heart or SmartI Databases) 

ü Enter Port Number as given in machineΩǎ ŦƛǊƳǿŀǊŜ ǎŜǘǘƛƴƎǎΦ 

ü tǊƻǾƛŘŜ a5. ŦƛƭŜΩǎ ǇŀǘƘ ŦƻǊ {ƳŀǊǘL ƻǊ {ȅǊƛǎ aŀŎƘƛƴŜǎΦ 

ü Close Machine Details 
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15. Click Shift Management >>Define Shift Timings 

 

16. Enter shift timings 

 

 

ü If your shift crosses the Midnight mark, means if your shift starts on one date but ends on next date, then 
ŎƘŜŎƪ ǘƘŜ άLǎ w¢/έ ŎƘŜŎƪōƻȄΣ ƻǘƘŜǊǿƛǎŜ ƭŜŀǾŜ ƛǘ ǳƴŎƘŜŎƪŜŘΦ 

ü LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŘŜŘǳŎǘ ǘƘŜ ƭǳƴŎƘ ǘƛƳŜ ǘƘŜƴ ŎƘŜŎƪ ǘƘŜ άLǎ [ǳƴŎƘ 5ŜŘǳŎǘέΣ ƻǘƘŜǊǿƛǎŜ ƭŜŀǾŜ ƛǘ ǳƴŎƘŜŎƪŜŘ 
ü Save and Close Shift Details window. 
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17. Click Shift Management >>Define Shift Patterns 

 

18. Enter shift pattern 
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19. Click Shift Management >>Assign shift pattern to employee. 

 

20. Assign shift pattern to employees 
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21. Click Shift Management >>Show shift pattern assignment 

 

22. It will show shift pattern assigned to employees 
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23. Leave and Holidays>>Define Holidays 

 

24. Enter Holiday Name and Date. 
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25. Leave and Holidays>>Assign holidays to departments. 

 

26. Enter Holiday code and department code. 
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27. Leave and Holidays>>Define Leave Types 

 

 

28. Enter leave type information according to requirements. 
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29. Leave and Holidays>>Define Leave Accrual. 

 

30. Enter actual starting leave. 
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31. Leave and Holidays>>Define for leave 

 

32. Enter the leave information for applying leave. 

 

 


