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CHAPTER 1: INTRODUCTION: 

� TO SIMPLIFY DTR USAGE. 

� TO AVOID BUNDY PUNCHING. 

� CAPTURED REALTIME. 

� ORGANIZED DAILY TIME RECORD (DTR) OUTPUT. 
 

CHAPTER 2: SYSTEM REQUIREMENTS 
 

DTR MAKER CAN RUN THRU:  

� ALL WINDOWS OPERATING SYSTEM 
 

 

 

CHAPTER 3: HOW TO INSTALL DTR MAKER 

A. Copy the following files to “c:\alas\”  (if folder does not exist please create one) 

 

 

 

 

 

 

 

 

B. Double click the folder Utilities. This window will appear 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



C. Double Click the Vf7-driver folder  

 

 
 

 

 

 

D. Go Back to previous folder as seen in step 2 and double click the Vf9-driver 

 

 

 
 

 

 

 

 

 

E. Go Back to previous folder as seen in step 2 and double click the Calendar driver 

 

• For ALL Windows Platform except Vista 

 

 
 

 

 

 

 

 

 

 

This file will appear click and install as instructed 

This file will appear click and install as instructed 

This file will appear click and install as instructed 



• For Windows Vista 

 

 

 

 

1. Now go to the Start Menu 

 

 
 

 

 

 

 

 

 

 

 

 

 

Type “r” in the search button and double click the “Run” 



2.  And this window will appear. Type “msconfig” and press enter 

 

 

                         
 

 

 

 

 

 

3. This window will appear. Go to the “Tools” Tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

4. Look for the “Disable UAC” and click for the “Launch” Button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. A command window will appear  type “regsvr32 

\windows\system32\MSCOMCT2.OCX” and press  Enter 

 

 

 

 

 

6. This confirmation window will appear press ok and close everything          

 

 

         
 

 

 

 

 

 



 

 

 

F.  Now go back to “c:\alas” rename the folder “DTRMaker(ne)” to ” DTRMaker” 

 

                   
 

 

 

 

 

G. Go inside the DTRMaker folder.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Right click on the dtrmaker.exe” 



 

 

 

H. Then click Send To and Desktop (create shortcut) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CHAPTER 4: INSTRUCTIONS HOW TO UPDATE DTR  

I. Download the attached file 

 
J. Double click the file. This window will appear 

 
 

 

 

K. This folder will appear 

 
 

 

 

 

 

 

 

 

 

 

 

Press the 

install 

button to 

extract the 

Double click the DTRUPDATE. 



 

 

 

L. The following file and folder will appear 

 
 

 

 

M. Go to your DTR shortcut 

 
 

 

 

 

N. Right Click the click properties 

 
 

 

 

Right click the DTR 

shortcut then click 

the Properties. 



 

 

 

 

 

 

 

 

 

 

O. This window will appear 

 
 

 

 

 

 

 

 

 

 

 

 

 

Click the Find 

Target Button 



 

 

 

P. A window similar to this will appear it may vary but the most important folder to be here is the 

data folder, reports folder include folder and the dtrmaker.exe 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Q. Copy all this file and folder.(e.g. reports folder and dtrmaker.exe) from the one you extracted 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

R. And paste to the folder that was popped from the find target button which look like on step 

no.10 

S. That’s all we are now done updating our dtrmaker system. 



CHAPTER 5: HOW TO MANAGE DTR MAKER MENU 
 

A. FILE MANAGER  
• CLICK FILE MANAGER AND REASONS OPTION. 

 
 

� REASONS 

 

 

� CLICK ADD. 

� TYPE TO DETAILS ALL KIND OF REASON. 

� THEN CLICK SAVES. 

� REASONS WILL APPEAR ON ATTENDANCE SLIP AND 

DTRMAKER. 

� FOR CONFIRMATION FOR NOT USING FINGERSCAN 

AND APPEARANCE ON DTRMAKER. 



B. DTR MODULE:  
 

 

� SET DATE OF ATTENDANCE 
 

       
 

 

 

 

 
 

 

 

 

 

 

 

Set the date of attendance period. 

If you set the date then click “OK” 



 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHOOSE THE MONTH YOU 

WANT TO PROCESS AND 

CLICK THE POSITIVE SIGN 

BEHIND THE MONTH TO 

SEE ALL NAMES & DATA 

ENTRIES OF EMPLOYEES. 



 

 

 

 

 

 

 

 

 
  

 

 

 

   

 

 

 

 

CHOOSE NAME OF 

EMPLOYEE TO 

VIEW THE 

ATTENDANCE 

RECORD. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FILTER OPTION: FASTEST WAY OF PRINTING DTR. 

� USER CAN SET THE DATE FROM/TO 

WHATEVER YOU WANT. 

� BY: NAME, ID, GROUP OR ALL.  

� VALUE: ONE BY ONE ID NO., NAME AND BY 

GROUP. 

� CHECK THE BOX IF YOU WANT A CARBON 

COPY OR UNCHECKED IF YOU WON’T. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

AFTER YOU SET THE FILTER OPTION CLICK PRINT. 

IN PRINTING OPTION YOU CAN SET: 

DIRECT PRINTING TO: 

�  PRINTER 

� TEXT 

� EXCEL 

� PREVIEW 

      PAGE RANGE: 

� ALL 

� BY PAGES 

      NUMBER OF COPIES 

      REPORT OPTION 

 



PRINT PREVIEW IMAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

C. LOGS 

� USER CAN SEE ALL TRANSACTION/IN AND OUT OF EMPLOYEE. 

� BY NAME, EMPLOYEE, DEPARTMENT AND POSITION. 

       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LOGS PRINT PREVIEW 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

D. ATTENDANCE SLIP 

USED OF THE ATTENDANCE SLIP: 

� TO FILL-IN INCOMPLETE LOG IN/LOG OUT. 

� ATTENDANCE SLIP NEEDS THE APPROVAL OF HEAD BEFORE FILL-IN 

INCOMPLETE LOGS. 

             



 
 

 

 

 

 

 

 

 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THIS IS THE EXAMPLE OF 

ATTENDANCE SLIP REPORT:   

(NEEDED BEFORE FILL-IN 

INCOMPLETE LOGS) 

� EMPLOYEE NAME 

� POSITION 

� TIME 

� REASONS FOR NOT USING 

FINGERSCAN 

� REMARKS 

� RECOMMENDED 



 

 

 

E. UTILITIES 

� IN AND OUT DETERMINANT OPTION. 

 

 
 

 

 

 

 

� PROPER DETERMINANT MENU 

               
� THIS IN/OUT/OT DETERMINANT IS ONE OF SENSITIVE BECAUSE THIS 

COULD BE THE ARRANGEMENT OF LOG IN/OUT. 

 

 

 

 

 

 

 

 

 

 

 



� USER AND PASSWORD    

 

                        
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

                               

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: DO NOT DELETE THE OLD USER AND PASSWORD. BECAUSE IT IS USED BY:                                           

ALAS GROUP FOR SUPPORT ON TECHNICAL PROBLEM. 

STEP 1: TO CREATE A NEW SYSTEM USER. 

� ADD AND ENTER BASIC INFORMATION. 

� USER ID 

� USER NAME 

� TYPE AND CONFIRM PASSWORD. 

 

STEP 2: IF YOU WANT TO CHANGE PASSWORD. 

� CLICK SET PASSWORD. 

� TYPE AND CONFIRM PASSWORD FOR THIS USER. 

� OLD PASSWORD 

� NEW PASSWORD 

� CONFIRM NEW PASSWORD 



� DATABASE CONNECTION 

� THIS WOULD BE THE CONNECTION OF DEVICE AND THE SYSTEM. 

HOW TO USED DATABASE CONNECTION 

� CLICK TEST AND SAVE 

             

 
 

 

 

 

 

� CLICK SCOPE  ICON 

 

 

 

 

 

 
 

 

 

 

 

 

CLICK THE SCOPE ICON. 



 

 

 

 

IF YOU CLICK SCOPE ICON NEXT PICTURE WILL APPEAR ON YOUR SCREEN. 

 
 LOOK IN: 

� LOCAL DISK [C:] 

� FIND PROGRAM FILES FOLDER 

� CHOOSE ACSERVER  FOLDER 

 

 

 

 

 

 

 

 

 

 

 

 



OPEN ACSERVER FOLDER TO PATH THE ACCESS.MDB 

 

� FIND THE ACCESS AND SELECT  

 

 

 
 

 

 

 

ACCESS- HOLDS ALL 

TRANSACTION/LOGS /ENTRIES OF 

EMPLOYEES. 



 
 

NOTE: BEFORE YOU ENTER ON DTR MENU ALWAYS CHECK THE DATABASE 

CONNECTION. IF THE PATH IS ON C: PROGRAM FILES\ACSERVER.MDB ALWAYS 

CLICK THE TEST ICON AND SAVE ICON. 

 

E.HELP 

OPTION:  

� TEL NO. 632.751-5114/5115 

� FAX NO. 632.750-6191 

 

 

 

 

F.EXIT 

 


