SOP: Attendance Data Entry and Management in
System

This SOP details the process for attendance data entry and management within the system, covering accurate
recording of employee attendance, timely data input, validation and correction of discrepancies, secure data storage,
and periodic reporting. The objective is to ensure reliable and efficient tracking of attendance to support payroll,
compliance, and workforce management functions.

1. Purpose

To standardize the process of recording, managing, and reporting employee attendance data in the system, ensuring
accuracy and compliance with organizational policies.

2. Scope

This SOP applies to all staff responsible for attendance data entry, HR managers, payroll personnel, and system
administrators.

3. Roles and Responsibilities

Role Responsibility

Attendance Data Entry Operator Input daily attendance records accurately and timely.

HR Manager Validate attendance records and address discrepancies.
Payroll Personnel Use validated attendance data for payroll processing.
System Administrator Ensure data security, backup, and system maintenance.

4. Procedure

1. Recording Attendance
o Collect attendance data from biometric devices, manual logs, or timesheets.
o Ensure data is captured for every active employee, including infout times and leave status.
2. Data Entry
o Log into the attendance management system using secure credentials.
o Enter attendance data daily, preferably before 11:00 AM the following workday.
o Double-check entries for accuracy, ensuring no missing or duplicate records.
3. Validation and Correction
o Review system-generated reports for inconsistencies or anomalies (e.g., missing punches, overlaps).
o Investigate and correct any discrepancies in collaboration with concerned employees or supervisors.
4. Secure Data Storage
o Ensure all attendance data is stored in accordance with organizational data security policies.
o Periodically back up attendance records as per IT guidelines.
5. Reporting
o Generate and submit attendance reports (weekly/monthly) to HR and payroll departments as required.
o Maintain a record of report submissions for future reference and audits.

5. Documentation and Records

Attendance logs or timesheets (original source data)
System attendance entries

Correction logs (record of amendments made)
Attendance summary reports

6. Data Security and Confidentiality

¢ Access to attendance data is restricted to authorized personnel only.
e Allrecords must be stored in secure, password-protected systems.
¢ Dispose of obsolete records following data retention policies.



7. Review and Audit

¢ The procedure should be reviewed annually or as necessary to ensure compliance and effectiveness.
¢ Internal audits should be conducted periodically to verify adherence to this SOP.

8. References

¢ Company Attendance Policy
¢ Payroll Processing Guidelines
¢ Data Protection Policy

9. Revision History

Version Date Description Author

1.0 2024-06-20 Initial creation of SOP template HR Department
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