
   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to Get a Staff attendance / clock-in report 

 
1.) Open Alien Software and click on the reports button on the menu bar.  

2.) Click on the clock-in button in Miscellaneous Reports. 

3.) Select - date range / Region / Locations and staff member. 
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4.) Run report to view details per staff member. 

 

 
 

How to view exceptions from the normal hours worked: 
 
5) Select the Exceptions tab and complete all fields - Date / Regions / Locations and staff member. 
6) Run the report to display the line items, line items can be deleted to only display exceptions which can be 
save.  
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