
Using the Time and Attendance Feature 
 
 
Overview 
 
This guide shows you how to set and use the new Time and Attendance function, which has been 
introduced with GuardPoint Pro version 1.6.036.  This feature allows you to accurately track the passage 
of cardholders, and to generate reports on each individual’s entry time, exit time, and, by extension, the 
length of time spent on site.  This can be extremely useful for quickly and easily checking on the number 
of hours each cardholder has worked. 
 
 
The Setup 
 
For the purposes of this example, this guide assumes you have the following: 
 

A copy of GuardPoint Pro 1.6.036 or greater 
A working controller with at least 2 readers 

 
If you are still using an older version of GuardPoint Pro, you must update it to at least 1.6.036 in order to  
access the new features.  This can be done with a free download from here. 
 
This guide assumes that you have already setup your controller, and have full communication with it and 
the readers.  It also assumes that you have at least one valid cardholder already entered on the system.  If 
you do not have these established, please do so before continuing.  If you are uncertain about any of the 
procedures involved in setting up a controller and/or a cardholder, please refer to your software manual. 
 
 
The Process 
 

1) The new feature relies upon readers being defined as Entrance or Exit readers, so the first step is 
to establish those definitions now.  In our simple example, we have only two readers attached to 
the controller, although it will work with more. 

2) Please start the GuardPoint Pro software, then go to Parameter, Controller, then click on the 
Readers tab, then click on ellipse (three dots) button to the right of the window.  If the time & 
Attendance box is not already showing at the bottom right of the screen, hold down the Shift key 
and press F12, then release both keys.  Your window should now look something like this: 

 

 

http://ftp.sensoraccess.co.uk/guardpoint/Pro_v1.6.036/updateGPP_v1.6.036.exe


3) You will note that the new features resides in the lower right of the window.  This is where you 
will define your reader types.  Ensure that the selected reader (listed in the white box at the top 
middle of the window) is set to an entrance reader (i.e. one that monitors traffic going in to the 
site).  Now select the option Entrance from the Time & Attendance box, then click Save. 

4) You will now need to define at least one exit reader.  Using the top middle dropdown box, select 
an exit reader (i.e. one that monitors traffic going out of the site).  Now select the option Exit from 
the Time & Attendance box, then click Save. 

5) You can continue this process for as many readers as you like, but must make sure that you click 
Save after setting each one.  You should always maintain the procedure whereby each reader that 
allows people in to the site is setup as an Entrance, and each reader that allows people out of the 
site is set up as an Exit.  When you have finished, please Close all the open windows to return to 
the main screen of the GuardPoint Pro software. 

6) When you are ready to produce a time and attendance report, you will need to go to Modules, Roll 
Call.  Unless it appears already, you will need to make the new feature visible by holding down 
the Shift key, pressing F12, then releasing both keys.  Your window should look like this: 

 

 
 
7) By default, the roll call will generate a report based on the day you check it.  If you wish to 

generate a longer report, then make your changes to the Start date and End date boxes at the top 
left of the window.  Since you are taking information directly from the Entrance and Exit readers, 
you do not need to make any selections from the two white windows, so these can be ignored. 
When you are happy with the date range, check the Check entry/exit readers only box, then click 
the large Preview button to the top right. 

8) After a short moment, a report screen will be automatically generated, showing a list of each 
cardholder, together with the date and time they swiped in, the time they swiped out, and the total 
number of hours spent on site, calculated as the difference between the previous two columns.  
There is also a grand total for each day, which takes into account multiple swipes in and out (such 
as employees leaving for lunch then returning later) and totals them together. 

 
 
 
 
 
 
 
 
 
 
 



Incomplete Reports 
 

1) There might well be some cases where cardholders have gone into a site but not swiped out, or 
vice-versa.  These situations can arise easily, and the new time and attendance feature is fully 
equipped to deal with them.  Let’s take a look at the following example: 

 

 
 

2) Here we can see that Mr Test1 left site at 10:13.  He then returned at 10:25, but has not yet left 
again.  Consequently, his Exit column shows ???, as does the Total hours column to the right. 
Below that we can see the reverse situation.  Mr Test2 did not log in during the morning, but did 
log out at 10:25.  This time, his Entry column shows ???, as does the Total hours to the right. 

3) When a situation like this arises, a new button is automatically generated on the menu.  The Add 
missed transactions button (between Export and Print) will allow a user to manually enter missing 
details in order to correct the form.  Click on Add missed transactions to bring up the following: 

 

 
 

4) When clicked, a new window pops up, listing all of the time and attendance cardholder passes in 
the database, with any which are causing confusion marked in red.  In order to manually enter 



corrective details, simply click on the red box to be altered, then set the time at the bottom of the 
window.  Once done, click on the Update button.  The time will now be applied, and the box will 
change from red to green.  Repeat this step for each red box, entering time(s) for each, and 
clicking Update after each one.  When you have finished, use the Windows X box in the upper 
right of the window to return to the report preview. 

 

 
 

5) The report will automatically amend itself to the time(s) entered.  You will notice that asterisks 
appear as an indication of manual editing.  The report can now be exported to another file format, 
redesigned, or printed as required. 

 
 
Final Notes 
 
The new time and attendance feature is an extremely reliable way to determine cardholder traffic, even 
over large sites that have multiple entry and exit readers.   
The report, like all reports in GuardPoint Pro, is fully customisable to your individual tastes, and can be 
exported into a wide range of alternative file formats for manipulation by other programs. 
Note that the Add missed transactions button will only appear when required (i.e. when there are cases of 
a cardholder swiping in but not out, or vice-versa).  If there are no such cases, the button will not appear. 
Finally, the manual addition feature not only allows you to repair reports, but is also configured to 
disallow the entry of times and dates that lie in the future, which increases both security and accuracy. 
 


