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1. How to populate a staff clock-in report

1.) Open Alien Software and click on the reports button on the menu bar in the miscellaneous field.
2.) Click on the Miscellaneous tab and then select clock-in.
3.) Select date range / Region / Locations and staff member.
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4) Click on the run report to view details per staff member.
Jc\ockfln Report } Exceptions
o Regions Locations Staff Members
ate krom [] Botswana =
I(]1 February 2024 j ID{]:OO:OO :‘ EE?‘:;D;:;';:QWH ‘ g?‘l”]#\dmin (Support) (’)
To - T —
[os w2024 =] [11:58:50 = | zemere [2IRyan (Swain) =
Staff No Staff Member Date Time Clock Type Store Comment
4 Reg De Kock 0.00
2024/05/08 14:47 Clod ClO0095
2024/05/08 14:48 Clock In NCIO0085
2024/05/08 14:48 Clock In NCIO0095 4
2024/05/08 14:49 Tea NCIO0095
2024/05/08 14:49 Clock In NCIO0085
2024/05/08 14:49 Lunch NCIO0085
2024/05/08 14:50 Clock In NCIO0095
2024/05/08 14:50 Clock Out NCIO0095
2024/05/08 14:51 Clock Out NCIO0085
0.00 Hrs

*How to view exceptions from the normal hours worked



5) Select the Exceptions tab and complete all fields: Date / Regions / Locations and staff members.
6) Click the run button to populate the report. The line items can be deleted to only display exceptions by
clicking in the boxes in the delete column. Click the save button to save the report.
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NCIO 95 4 Reg De Kock 2024/5/8 14:49:00 Tea [F

NCIO 95 4 Reg De Kock 2024/5/8 14:49:00 Return 00:00 ]
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1. How to populate miscellaneous quick fuel reports

1.) Click on the reports tab, then click on the quick reports tab.

2.) Select the date range, or enter the cash-up numbers you require.

3.) Select the criteria you want to include in the report, the region, and the origin.
4.) Click on the run button to populate the report.
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1.) Click on the reports tab, then click on the fuel reports tab in the miscellaneous field.

2.) Select the date range, select completed, uncompleted, or cancelled to include in your report.
3.) Select the criteria you want to include in the report and the origin.

4.) Click on the run button to populate the report.
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Enable AllocationlD  CardID
] 8 481
102 1

110 281
1m 4381
127 481
1128 281
1129 281
1130 481
131 481
1132 281
1150 481
161 481
1163 0
1181 481
1182 481
1185 281

I~ Show incomplete
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Cardnumber
2211110480 Reg [Reg De Kock)
2211110000 Diamond Logistics
2211110480 Reg [Reg De Kock)
2211110480 Reg (Reg De Kock)
2211110480 Reg [Reg De Kock)
2211110480 Reg [Reg De Kock)
2211110480 Reg [Reg De Kock)
2211110430 Reg [Reg De Kock)
2211110480 Reg [Reg De Kock)
2211110480 Reg [Reg De Kock)
2211110480 Reg [Reg De Kock)
2211110430 Reg [Reg De Kock)
2211110480 Reg [Reg De Kock)
2211110480 Reg (Reg De Kock)
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2211110480 Reg [Reg De Kock)
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EndDate
2022/08/20 11:59 PM
2022/08/30 11:59 PM
2022/09/27 11:59 PM
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2024/04/18
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2025/09/16

2024/04/19 11:59 PM
2024/04/19 11:59 PM
2024/04/19 11:59 PM
2024/04/19 11:59 PM
2025/10/25 11:59 PM
2025/02/21 11:59 PM
2025/07/16 11:59 PM
2025/09/15 11:59 PM
2025/09/15 11:59 PM

2025/09/16 11:59 PM

[ MOSW

Mosh Belville
Mosh Belville
Mosh Belville
Bersig Service Station
Bersig Service Station
Bersig Service Station
Bersig Service Station
Bersig Service Station
Bersig Service Station

Bersig Service Station

-Bersig service station

All

All 4

Bersig Service Statiol

El

Bersig Service Station

Bersig Service Station

uLPgs
uLp9s

Stock_code  OrderNo,
1000007
7000022 585789
Testds0
Test2/840
April602
1000012 VW18April
1000012 April18/2
1000012 April18/3
1000012 April18/4
1000012 ryan bike
1000016 Beetle 23 Oct

1000007 7777Feb25

1000016 1706
1000007 03369
1000007 hai ya daniel

1000007 5050

Velocity

Limit
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5.) How to populate miscellaneous Shift end reports

1.) Click on the reports tab, then click on the shift end reports tab in the miscellaneous field.
2.) Select the date, shift end time, and till number.
3.) Select the criteria you want to include in the report and the origin.
4.) Click on the run button to populate the report.
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1.) Click on the reports tab, then click on the controller recon reports tab in the miscellaneous field.

2.) Select the to and from dates and times.

3.) Select mismatches, manual sales, or all tills to include in the report.

4.) Select the criteria you want to include as report information: grade, pump, hose, cash-up, invoice,
and/or, delivery, then select the location.

5.) Click on the run button to populate the report.
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DellD ‘ InviD ‘ Del.End ar Date ‘ Inv Date Grade ump \/zse# Price Inv Price ‘ '3
28 2025/10/01 2025/10/01 202 Diesel 50 1 1 23.35
29 2025/10/01 2025/10/01 20251 Diesel 50 1 1 23.35 \
30 2025/10/01 S 1 2025/10/0 Diesel 50 1 1 2335
31 2025/10/01 2 2 i 2025/10/01 Diesel 50 4 1 2335 5
32 2025/10/01 2 1 2025/10/01 3 Diesel 50 1 23.35
33 2025/10/01 2025/10/01 2025/10/01 Diesel 50 2 1 2335
34 2025/10/01 2025/10/01 2025/10/01 Diesel 50 1 1 2335
35 2025/10/01 2025/10/01 2025/10/01 Diesel 50 1 1 23.35
36 2025/10/02 2025/10/02 2025/10/02 Diesel 50 1 1 23.35
37 2025/10/03 2025/10/03 2025/10/06 Diesel 50 1 1 2335
38 2025/10/03 2025/10/03 2025/10/08 Diesel 50 2 1 23.35
270 2001/01/01 2025/10/06 2025/10/08 ULP 951 2 1 23.35
39 2025/10/06 2025/10/06 2025/10/06 ULP 951 1 1 19.84
40 2025/10/07 2025/10/07 2025/10/07 ULP 951 1 1 19.84
41 2025/10/07 2025/10/07 2025/10/07 ULP 951 2 1 19.84
271 2001/01/01 2025/10/07 2025/10/07 ULP 951 1 1 19.84
272 2001/01/01 2025/10/07 2025/10/07 ULP 951 2 1 19.84
273 2025/10/07 2025/10/07 2025/10/07 ULP 951 2 1 20.25
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6.) How to populate miscellaneous Etotals recon reports

1.) Click on the reports tab, then click on the Etotals Recon reports tab in the miscellaneous field.
2.) Select the to and from dates.

3.) Select the location.

4.) Click on the run button to populate the report.
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L o 1 DIESEL 50 gM 1000012 24 1886515 26954882 320 37 129.9513 283 4129513 137 963.78
1 DIESEL 50 PP 1000012 18 42620246 81958481 1 419 330.2608 418 87.7392 31947
4200 614854 1089134 46021 135.00 -32521 138 28
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Click on the reports tab, then click on the wet stock reports tab in the miscellaneous field.
Select mechanical or electronic readings to include in your report.

Enter the to and from cash up numbers.

Select the region and location.

Click on the run button to populate the report.
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1.) Click on the reports tab, then click on the tank reports tab in the miscellaneous field.
2.) Select the to and from dates.

3.) Select the tanks, groups and locations.

4.) Click on the run button to populate the report.
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