
 

 

 

 

 

 

 

 

 

 

 

 

 

Tools Module 

Sundry Applications 

• Forms (HTML layout) 

• Clock In 

• Import 

• Displays 

 

How to create a new or select and edit an existing template 

1) Select the Tools tab on the main module and then the forms button.  

2) A design form will be opened where you can design your document template. 

3) In the dropdown menus, you can select or view existing templates to edit. 

4) Do not remove or change the editorial content in the square brackets; Account Tags - Sub-

Account Tabs, in the document, these titles will extract the data from the software and 

include it automatically. Once edited, you can set it as a default by selecting the default tick 

box under the drop-down list. All the different document options will display in the drop-

down list; each of them can be edited and then saved as a default. An alternative template 

can also be designed if different entities in the company use different document layouts. 



 

5) To design a template from scratch, start with clicking the new action icon button and then 

design and save the new document. 

6) Name the document type, add text on the document re. demand, criteria, for overdue 

accounts etc. 

7) Add your company logo using copy and paste into the document. 
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8) Make sure to add the correct contact details and Banking details in the case of an account 

statement or invoice / quote. 

 

9) Once satisfied with the layout and details of the entire document, you can save it directly to 

the work directory on your C: drive or save it to a different folder. – Contact the Alien support 

team should you need assistance with this. 
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You can preview your progress by clicking on the preview button in the tabs bar. 

 

Clock-in – Staff attendance and reporting. 

1) Select the Clock in button to get a list of all users / staff on the system. Each can then select 

their name and enter their login details to be able to clock either in or out. 

 

2) A full report will be available under the “Miscellaneous reports” group in the main module 

menu.  

3) Select the Clock In button. 
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Miscellaneous 

• Import Data 

 

1) Select the Import Data module to open the Import list from the system.  

2) After selecting the file format from the dropdown list, the operating save as window will 

open to select the destination where you save the document. 
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