
ANDROID SMARTPHONE CLOCK 
INSTRUCTIONS FOR USE 

 
1. INSTALLING THE ANDROID APP 

 
1.1. For installation, tap on the Play Store icon available on your phone:  

 
 
Free option: You may install the app as a standalone on the telephone, and use it 
completely cost-free. This implementation requires you to send the data from the 
phone to any e-mail address, in a pipe-delimited file, which you may open in Excel 
or similar, for further processing in whichever way you choose. 
 
If you wish to use the app in conjunction with our time and attendance application on 
your computer, you need to register the app as well as your cell number with us. 
Upon registration we will supply you with a token which you need to enter on your 
smartphone, to allow it to access our web-based data transfer. Finally, your 
computer-based application will be automatically enabled to download the 
transferred data from the web. The download process is subject to an annual fee, 
which will be included in your normal renewal of your Africlock license. 

  



 
1.2. Tap on the “Search” icon as indicated in the example below:  

 
 

1.3. Search for the AfriClock application, by typing “africlock” in the field available: 

 
 



1.4. The AfriClock icon should be displayed now:  

 
 
 
Tap on the AfriClock icon to initiate installation. 
 

1.5. The following screen will allow you to proceed with the installation. Tap on “Install”. 

 
 
 
 



1.6. Before installation, you also need to accept the permissions, as requested. The 
“Location” permission is required to allow Africlock to control the GPS in order to log 
actual locations of staff when clocking. Tap on “Accept”: 

 
 

1.7.  Installation will follow, whereafter you will be prompted to tap on “Open” for the 
application to open: 

 



Upon successful installation of the AfriClock software on your Android Smartphone, the AfriClock 
icon will be displayed on your phone’s menu as one of your downloaded applications.   See 
example below:  

 

 
 

This concludes the initial installation process of the Africlock app. Two supporting 
apps will be automatically installed when required. The first of these is a barcode 
scanner necessary to enable reading of QR codes, and the second enables NFC 
tags – this is not available on all phones. 
 
We recommend that you use the Barcode Scanner app for registering employees 
directly off your computer screen, even if you do not wish to use QR codes for 
actual clocking (you might want to clock employees manually, or by means of NFC 
tags). 
 

  



 
1.8. Employees are added and will be recognised by the smartphone by using a QR 

Code.  If a Barcode Scanner has not previously been installed on your phone, you 
will be required to install the scanner first.  You will be prompted to install the 
Barcode Scanner.  Tap on “Yes” to accept installation:  

 
 

1.9. Tap on “Install” to start installation of the Barcode Scanner:  

 
 

  



1.10. Before installation, you also need to accept the permissions, as requested.  Tap on 
“Accept”. 
 

 
 

 
 
 

2. SETTINGS 
 

2.1. Tap the “Settings” icon at the top right hand side:  
 

 

  



 
2.2. The following screen will be displayed from where settings need to be adjusted as 

per the example below:   
 

 
 

2.2.1. Enable the upload of data to tell the app to send e-mails or uploads 
depending on how you wish to use the system;  
 

2.2.2. Enter e-mail address where reports will be sent;  

 
 

  



2.2.3. Enter the country dailing code for your phone number;  
 

2.2.4. Enter the 10-digit smartphone number, including any leading zero; 
 
2.2.5. Enter your unique token which you need to obtain from AfriClock. Please 

click here to register for your token (but finish reading this document first 
please) 

 
2.2.6. Enable GPS location: 

 
 

 
2.2.7. Enable download of photos on mobile network. 

 
 
 

3. ADDING OF EMPLOYEES 
 

Upon successful installation of the Barcode Scanner, the adding of employees can now 
be done. You can do this either manually or by means of capturing a QR code (only if you 
make use of our Windows application) 



 
 

3.1. To add employees by using QR codes, click where indicated:  

 
  



3.2. Place a barcode inside the viewfinder rectangle to scan it:  

 
 

You may use the QR code displayed on the computer screen in the main Africlock 
application on your PC: Go to Personnel, open an employee, then click on “Clock” in 
the yellow box on the left, and the screen will show a QR Code at bottom right. 
 
3.3. To add employees manually, tap where indicated in the example below:  

 

 
 
 



 
 
 

3.4. Manually complete the required particulars of the employee:  

  
 
 
  



While it is possible to manually enter employee data, we strongly recommend that users 
of our Africlock application on their Windows PS, use the QR-code approach to entering 
employee data as this ensures an exactly matching employee number and name.  
 
Manual entries leave the door open to typing errors, and the process is also far slower 
and more tedious than simply taking a quick scan off the computer screen as shown on 
the previous page. 
 
Our time and attendance product assists with processing the actual clocking data into 
hours worked, with distinction between normal hours and overtime. It also caters for leave 
and other absences from work (authorised or otherwise) and offers the option of using 
our own payroll, or of exporting data to the most popular payroll applications (Sage VIP, 
Pastel, Quickbooks etc). 
 
Please visit our website at http://www.africlock.co.za for more information. 
 

4. MAIN MENU 
 

4.1. The Main Menu is available by tapping on the AfriClock icon (blue clock face 
showing 09:00) as indicated below:  

 
  



 
4.2. To display additional options tap in the left top corner (navigation drawer, see 

example below):  

 
 

5. MANAGING EMPLOYEE DATA 
 

5.1. When tapping on the “Employees” option, an employee list will be displayed:  

 
  



  
5.2. To edit an employee, tap on the specific employee, and hold: 

 
 

 
5.3. Additional settings will be displayed, being:  

 
5.3.1. Send to blacklist – this disables clocking for the employee; 
5.3.2. Generate NFC Tag – used to create an NFC tag for electronic clocking (see 

next paragraph); 
5.3.3. Generate QR code – demonstration of QR code, useful for registering an 

employee on another phone; 
5.3.4. Take photo;  
5.3.5. Edit details; 
5.3.6. Manual Clock in.  

 
 

5.4.  The app provides you with the ability to program an NFC tag (a special type of RFID 
tag) to use as a clocking tag or token. This is only available on some phones 
(excluding the budget type of phone) and  is an easier method of clocking – the app 
does not have to be visibly open on the screen for this to work. 
 



 
You typically need to hold the tag against the back of the phone where the NFC reader 
coil is located. 

 

6. REPORTS 
 

6.1. Reports displaying daily in-and-out clock movements of employees are available by 
tapping on the “Reports” button.  
 

 
 



6.2. Tap on “Day” as per the example above, and then select the date from the 
Calender: 
 

 
 

7. Two methods of transferring clock data 
7.1. Free option: Via e-mail 

Click on the “Share” icon at the top of your screen. This will open the e-mail app on 
your smartphone, and will attach the currently shown report to your e-mail for sending 
to the office. The data will be sent in a pipe-delimited format similar to CSV. We 
prefer  the pipe symbol as delimiter because some applications are confused by 
comma delimiters (a pertinent example being Excel 2010, which may see it as a 
decimal symbol). 

 
7.2. Paid option: Automated upload to website and download into Africlock PC-

based application 
This option should work automatically, by uploading previously collected data at a 
random time between 00:00 and 05:00AM. Should the upload not happen for 
whatever reason, you may use the up/down arrow as shown below to force the 
upload. 

 
 

This will present you with a calendar to select the date you wish to upload data for. 
You may roll the calendar up and down to obtain previous months as well. Please 
note that the phone only retains data for sixty days as it does not have unlimited 
storage space. 


