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Manage your company pretorences, attendance rules, payroll, and policies

Regional & Locale Settings

TIMEZONE

Indian Rupes (IR} v india Standand Time [IST)

DATE ISPLAY FORMAT

DO-MM-YYYY - English
" »

Payroll & Tax 63

Payroll & Tax ((9IF'd W F9) (BI© HIAHIF WAV 5F (WIS I *1¥F =), PF, ES] <6
(ag357 (2fbey, WiT WA RS 2 AT | UIRIF O WIFH MIHRI-S JroT (3R

AR *MASTE T 95

AT CRCE WK AHE I FIFAFF FF | ATSO! =147 o f&Go'-cve ifF3 #4i, e
FAGIRNT (7 Ao FHFI 35 2R 1B 37 FRIQ NS

1. Organization — Branch (*I11)-S {53 $IF | WIAHIF IHT#ES WSIF 217 QBT Main
Branch (&1 *I14T) SR |

2. NM[NF O (+++) QA W Edit (F70)-S $F FIF|

3. @Bt =¥ Branch name (¥11F %), QBT 5 Code (F'T, (I "NOI-HQ ) =11<s Address
(=) M=)

4. T FHAGINIP [CHoOIE TS (5t FRI A Primary branch (2Afs<s =14t o=
T
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5. Geo-fencing (f&r=r'-(F372) W= 35| ©IF 12 B9 (26 T3F: Locate me (o7 [{51fS
Sfeana)-© i $9=, Latitude (ST%1*T) W< Longitude (FifsiesT) fad<s, It form e
THtae f$F 33|

6. Radius (m) (57, f51R) s o= o= e st e FHAEIRCT 2ite 39 R[S
SIEE]

7. Save Changes-© 5 3|

Edit branch
Name, code and address ane required

Branch name Code
Neiga Head Office NOE-HG

Address
Pt 42, Sector 63, Nolda

Primary branch
Haw 5131 are acded

Geo-fencing (@)
SeatT can only punch in within the ratius of this location.
Lacatian & Locateme
Latitude Longitude Radius (m)
28,6270 77.3750
e ates
Habs 4 \ T
SON Ty IO
& —
3
KHAKD | 2 +
wel f JAYPEE
INRTIH”EgP .
IFF NG :%-
TECHNOLOGY o=
EM office o T 5
el i
s ° - ’mm emle City
gl 0
7
o 2-_secTones - MERSM
ke st
Secid 62 Moidh g YesMadars
s, Vs O
Googlerark Q) () Loan Cotes e

N QBT B (15t FR3¢T Add branch (<141 (q15t $95)-0 (8 F3F, QTR 99 9F I AT
Add branch-s 5% 35|

AFITf: S8 50 WEIIT AN IR FI | << (OO0 (TIHI GPS F9 Af¥3<F 27, WiE A6 <6
T AN NG (T I3 NP 39 T Iy A7 2N

TBCAT AT (S ETAIDI o'~ LT O1to wifeddi® (el Y1 QIS OB *4T IT TJCEANRIT
QTFECS! BIRCT @9I9F JI9 #1401 53619 (All Branches) 331 $35|
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narc @ Al Bragghes & Growin |LSdaye kit [ e ™
Organization ~  Time & Leave - Data Download ~  Repants Swisch Branch Halp & Support
Al Branches w
rpanization
Delhi Showraam
53 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Nolda HeadOfies 00| mvewbm ing
Branches Mansge Branches
Your office locations, S1aff can be imited to punching In near theér branch
Branches 2
@  Delhi Showroom DEL-01 [ et
@  Noida Head Office | Prmary Ol HE [ o

&' (F1e @PARIR I8 W TR w@ifara | SaAfFfSs s s wfss sy JifS sres|

fSetst ori<s 2wl it FI

fRIStst (arg WAIHIF 7oz | 2MT (02 ATSE! mei oI FINT AN, WS Q3[R GIfFs s
o' HIZTS AT T

1. Organization — Department (1) 5 T35 | AR 1T 761 Kot 5jfE S @@=t
R

2. @A IO SINT TN Q19 FRIACA O #N[F (] (+++) (AT W1 Edit-© 5 5351
Designations (#31)-I ©eT® QBT 71N {5746, 2IK91C61< 1t Add designation (%3t cist
T99)-© [ $3F, ©IF f9%© Save Changes-© 55 F35|

3. 999 v 2 Ffeacet Add department (@15t (15t $35)-© 5 F9, Department
name (RSt ) s, 39 2MIR (T FIF AIF (TS FIF |

4, AR FEANIT ATSTET FINF TN HWF G (FF o197 WSS oI I (BIALT
Departments-3 #/<T Designations-(e T I3
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tArE h featuns s K 15 days heft
ﬁx‘unm ifaetibneoles B Al Branches e

ﬂashburu‘ Device Sotup Grganization Time & Loave Data Download Reparts Payro Accoss Contral  Account

@ » Dashboard © Department
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment.

Departments.

Yol teams and the job Wiss in each.

A

Admin
» ADMDRSTRATOR

Help & Support

R biting

Designations 5 P 5. D i Q Search ge
Designation Departmant sttt

Superviser Proguction o

Machine Operator Production o

Quality Inspector

0

HR Manager Human Resaurces o

HR Exocutive Human Resources o
Mesaheip) o Support +3179820 = Emai catfehatacom . © 2026 Seaff Khata - Andance

3 g, @t SoAfRfSe A s wifnt s S (w6 s
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CE: IT<FCAT AT

SRS ey [Refiaer 03 Staff Khata-a &S o128 &S s197 1 5 we6Ey 3 4=1
o, WPATRST T = F01 I, NF AR F'F 2177 9126 37 FRI AN | AFH6 1397
NS IS FF @R EISTT 21T, Sy T I Sg=1Fe i sty =31

AT SATRST e 56 T3

1. Organization (51:%l) = Company (&=171)-5 f$F F3F, ©IF f9ge Attendance Rules
CRIECRIEERINCERSIGE

2. weffA Roat e o1 5533 (961 (63 5183)|

3. Absent Day Deduction Penalty (S~ZfS3 TE Gifaw=1)-© S SHFT TFARST
NI (3 M3 vIwzl F61 7 o1t Mg | stgiReres 1 s 231

4. Save Changes (7f3a%4 (2° T39)-© FF 35|

4B Al Branches & Growin L5daye ke o A, . ™
Help & Support

mooard . Company

[ Autopay is mactive. Set up sutopay of choose a one-time subseription payment. Rewew biting

Company Settings D Rese
Manage your company preterences, attendance ruies, payroll, and policies.

Attendance Rules

Enabio Aute Punch-0ut

Enable Overtime Tracking

Enable Live Attendance Natifications

@O

Start Journey on Punch-in

T i1F
\d
Geo-Fencing Parameters
B cofacingbummemny:

Enabio Geo-Fencing You have unsaved changes Discard

Branch-wise Rule
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c=fte

Enable Auto Punch-Out
(FfEFT *NB-=SH)

Enable Overtime Tracking

(SSI6I3Y (§fFQ)

Enable Live Attendance
Notifications (s13@ SRS
TIA)

Start Journey on Punch-In
(12B-37S TAT HWIY)

Absent Day Deduction Penalty

3P

FAGIICT 1L TN B AR 1S 11:59 PM-B (0 ETIFH 18
TGH F|

B B I I IBT (TG E, O OIS (I3RS AR
IR AN OB (G AR 591 27 o1 B, Q@8I o
STOIFBIZT-© (35 FIT |

Admin =<F HR (TXI6® ATSTET 2i1B-3 SI=E 2HB-W|TGE *IT A9-S19f
o1t g

&J< Journey Tracker @G-JHF I | Journey Tracker B1S3F|

ATSTOr WFIS WYAFST T FO1 wIwRIF =, 0F 21[1 30¢ |

foror'-cois1e o9 35

forr'-(Fo0e FHEIRTFA FHFS T TR Q2 [T e 37 o et A

1. QLI (BIC® Geo-Fencing Parameters ([&rer'-(F312 (oIRITGR)-(A F'd 35|
2. Enable Geo-Fencing ((='-(F1R AT F53F) &9 I35
3. 3 (FES Y T'T IR FIF;

Branch-wise Rule (¥4t S91fs ) SfSor =413 Fow 34 wi<s 5iref Imi9 F)
Apply to Branches (*IT41S A1® FIF)-S AR IR FIF | WK QBIOF WLF
B A1fFceT a30BIRS ToA|

Apply All Employees (Tt FHEIRTS 1% FI5): TFCANS I QB3 B9 Geo
Fence Radius (Metres) (fer=r'-cws1 qmsiref, NG1R) o< =ui<s 5134 I1%fy 5fI<ee Set
Map Location Coordinates (NHfta® B4 (26 F35)-© (FF I35

4. Save Changes-© 5 33|
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4B Al Branches 4 Growih LS dayE kit o A o | FER—
Ha spport

Grganization Time & Loave Data Download Reparts

Enable Overtime Tracking
m e odit

Enable Live Attendance Natifications
Show ine pURCH-in A pUnch-out lerts with 5

Start Journey on Funch-in

ABSENT DAY DEDUCTION PENALTY
@ Duplicate employees
1

@ Geo-Fencing Parameters
Restrict mobile anendance
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule

‘,‘DD'V

@ Apply to Branches - 2
s

Manage Branches

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

(611: Branch-wise Rule-3 J1J &0 Organization — Branch-S 2fSeo! #1411 fog o<
M (6 I | AT S (RO FIF HISTF |

A FIET AT FHEIKI IR (08T 'Fi3a9 Attendance & devices (SRS o< [To13p)
HAMCHFAS G- (FHL WCHT FRI M|

SNFIT WhatsApp STi1#t aisf T3

Notifications (Gi=1) (63@ =I9fF WhatsApp-© Daily Attendance Summary (vf<<s
SRS TRILT), Monthly Attendance Summary (RS SRS ST =11<F Device
Health Alerts ((To1353 W OA16) W= BT 2T | WhatsApp =016 3Bre®s 51a|

wIfer6 s S e F9

WRFE T NS AR (816 PHHfTs s & fowr §ft W= wner i 31 srg=if%fS 77 o =6
FE | TENTIF AT NSO AR IR [TF6 =71

1. Organization — Office Time Policy (&35 53 FIf9)-© s T35 |
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2. Create First Policy (212 SifS 512 5535)- 5 35 (31 I W91ts @bt @iy (ors Add
New Policy (797 FifS @15t T9)) |

3. @Bt Policy Name (SIS 1) fist<s, It "Standard Office Policy" | Rsieets R RifS 713
(SSTHIF AFCANR NI Q3 TS 1Y 3'7 A1fsiceT Default (FOFE) & 4|

4. Grace periods & working hours (¢S5 933G W< FINF 961)-F TeTo T6T W WAGS
ST (26 I

=2f5e 3P I

Permitted Late Arrival (Sc7iie THCIST @16 I e @RI v /e WRI 2", @@= 15
TN ) iRl

Permitted Early Departure THCIRT I (TI=1 I ofrs @R v Sres 19 #1,
(IS GTIHPICE (T @ 10 A5

Half-day threshold (St =g SN 399 FINF G610 I %'( MG et o =7 (I 7 T61)|

Absent threshold (TRSI ) 399 I IBr0F I 3 =61 wgeifFe 3 fbfee 337 (@ 4
1) | 3 @iEt e rets W 14|

TR (16 o4
T A ATTHD WD PO T DIRAC 3D IR I

1. Monthly late deductions (TR ((T6 FO) W FIF|

2. Deduction source (971 ©e¥) 15 T3 Attendance (S+1f%fSx v 1T6) a1 Leave
Balance (CL) ((FG< Q0! FICB)|

3. Monthly late count (ST (76 YY) W<F Cut Days (FoT H) (26 FIF| (TH, 3 W
1 NI WIze 2AfS 3 IR AN WRIF IR At Fo1 T

S 21T IS GNFPITA (Tii9 [y

Late arrival rules (s/e75¢F W21 fF3%)-3 Teto Add rule (RS (15t 7535)-© (5 35, Qb
Duration (STI51HT) s =11<6 Cut Days e F3F | (T(H, 1 I6M00F AT 29 7' 0.5
(Half Day) 51 13| SI9JfF 451010 AN (15t FIRI 20T | GIHPICA (T FHOISIS I Early
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departure rules (NI (TIIF fHTN)-9 QEWRE IV I | ABIRF 391 0o ez

siefy 3'F wif51cT Apply on weekly offs (STI&IRT I5© A FI5) W FI37|

5. Create Policy (RIS 512 755)-© 5 3|

Add New Policy

Grace perios, working hours and deductions

) e to s this paticy

Palicy Name *
‘Standard Office Policy

Detault

Grace poriods & working hours
Permitted Late Arrival

0o Houn 15 mimAes

Half-day throshold

o7 Mours : o0 Lt

Betow this: Ralf dary, uniéss marked sbsent

Attandance & deductions
Monthly late deductions

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count
3

Late asrival rules 1074

Apgty on weekly ot

®
Pesmitted Early Departuse
o0 H 10 Pt
Atsant throshoid
i o4 Hours o0 L
Below i anisent. Kiep below the half-au i
Cut Days
1
»
+ Adfule

NS 3T @6, GBI (T, i o WF A#ARSF shrerR offdwre ¢t T3 &= S
fOFeB 7'T OT A FRACT NS *MAF (T (+++) (AT W<F Make Default ((TF6 T535)-©

= 3351
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aillRertTive
alifeamme

Q Soarc

Dashboars  Devica Sotup Grganization Tima & Loave Data Download Reparts Payrofl

shoard © Office Tme Policy

[ Autopay is nactive. Set up sutopay of choose a one-lime subseription payment.

Office Time Policy

Configure

Ce timings, halt

s0nt rules, late coming & warly dopatture dec

Office Time Policy 1
Late Arreval

Poiicy Name

Standard Office Policy  Defasmt

[T

.

Accoss Conral  Account

Eaely Departure Hait Oy Ansent

o700

@ Al Branches E 3 il
Office time policy created successtully
Hol & Support
Rarviw biting
Q Search s Ly name.
Dettuttions
Do ”

sIrrsf: iR FHAGIRT T Q@S AN At (@, (T ST IR Ied? By abr S
T FIF AT G138 FHCIIFAP (TI9T I Tom1 FI 1o Office Time Policy 939 73061 IR

PIPB

N

33K foIge, AN FHAGI[ TS FIF|
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FAGIR st AiE AfIoIadt FIF

CE: IT<FCAT AT

FHGIRT (15 T SO To Witz Add Employee (FH6IRT (T15T FIF) THE 9GH AT,
Excel SI3e11 2T QTS IgoCH, I WINge T3 Tt @b o [Rigss e o)

F619 oifedst (AT

Organization (5131 - Employee List (F¥6IS1F ©ifci<e!)-© {5 9| Employee Directory
(FAOIR TIRRFN)-A FFENS (SETETI T, [Fotsr, st [aga =i Ffox tiee
(YR | =T 751 ST I Add Employee, It 33715 19 16 5% (More ways to add, st
TR AL T2 IR FIF |

GG FAGIA TS FI5

Add employee 5 BIfIG! AMTH? W | ©1 {57 A1 IR ILTOIAF, AP W9y
forge s/ [T M|

AMTH 1; TfSsTe o7

1. First Name (2% =1¥), Last Name (S+1f%) =1i<s Work Email (55191 3073+) g

2. (7¥I] '59% Contact Number (CTSNTTIS 99) AT<s | SHOIRT (T F11 e 3316 S1=fy
Ff7 @RI

3. abr &YV Password (PE6) (Z6 TFIF | TR 37 T (F15o SHGIRET 3T0F T F[kK
AN

4. Gender (251) IR T, ©IF rz® Next (9I91)-© i 35|

osmeset 2: fFgfe

1. SN (FPAINIT OIS 291 F'T (oFF F¥dcet Employee Code / ID (FHEIRT F'G /
TIREG) AT I1UF | AT @GR (BEN9 FIF 51SF |

2. Joining Date ((TIsIHT ©If9¥) #1561 FIF, ©IF f9'g® Branch (<141), Department (Xer)
o< Designation (¢ I T35
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3. System Role (f5t8% gii<e!) IR T35 | @Rers FH6IST Employee; (98T (&9 [How

OYTR M |

4. SN =1 @bt IR 9560 Office Time Policy (S3F6 S19T FifS)-@ Sien=ig e NS

RN IE|

5. Reporting Manager (fR#1'f6e ot=en=), EPF number (EPF 59<) =<6 ESI number (ESI

T91) @f5F | Next-© 5 I35

ailRenimive
Dashboard Device Setup Organization Time & Loave Data Downloag Reports C
Is2 Acd Empicyee

5 autopay is nactive. Set up sutopay of choose a ona-time subseription payment

P Add employee
BRI | i 1 e b2 ahea Mirst — viodl ooy acld Hi0 rest Matar
; © employment

Employment Details

Emplayes Cote /1D (0 Jalning Date®
Auto-ganerated £ 18 0ct 2026
Department* () Dasignation ()
Production Supervisor
Status Office Time Policy (
Standara Office Policy (Defaur)
HR & Compliance

Total Experience () EPF number ¢

AMTF 3; (IF WIS st

4 Admin “
& ADMONISTRATOR

Holp & Support

Riview bifing

% Back to Directary

Branch®
Noita Head Office (NOI-HQ)

Reporting Manager ©

System Role* ©1

Employes

ES number ©

< Pravious Haz 3

[@FF a9 vawwy AL T IR T | LIIBT WA @feeT | Next-S (5 FI5

AMTFI 4: TATRS =i fTo1ze

c=2fte

Disable Attendance Tracking (S+if3fS (G5 35
TI)

Enforce geo-fencing (foror'-(F12 1oy F9)

3

a3 FHEIRNT SARS wi=s 9161 o= am x|

AP (T (0BT AT G- F311 fTog00m s
Luf
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c=2fte

Require Attendance Approval (S %fS3 S

TS

Devices (f5s13p)

Add employee-3 5% T35 | TR FAGIRIGH [HGF F'GAR SifcdHro AT |

3T

JPE

(A (T DTS (AR SATRS S

A3 FAGINT i 39 I o= Amwizs

RSSJELEREY

5 Autopay is inactive. Set up autopay of choose & one-time subscription payment.

M Add employee
WP 7 i tho basics first — you can add tha rast later
¢ Personal info

Attendance
Disable Attendance Tracking
Enforce geo-fencing

Require Atendance Approval

oparts

86 8

Biometric devices
s Bmployee can punch in on

Devices O

Excel- o191 361 Smif¥ F1F

< Provious

1. Add Employee-3 513 G oo {5 9 =11 Import from Excel (Excel-3 <11

Y F95) IR I

T | ITTO AT BY A1 FSNBT Sringer =1} |

555 351 Excel 1 CSV, 2 MB-(TGS |
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. Get the template (BTG =19F)-F ©e1o Excel template (31 CSV template)-s 5=

. SHIRINIIRT I3 WENFIR FAOIRITFAS T, S AN© AT | (T NIATE! ILF|

Upload your file (SToNFIT FIB WI9'T F5)-F OO FI3C0!T G FIF T browse-o



5. Import employees (FEIT AW F9F)-© FF I35

sare . Adimin 5
EHATA Qi S0l faieg: ! B Al Brarches 8 A Aomnstaron

Dashboard  Device Sotup Grganization Time & Loave Data Download Repans Payros Accoss Control  Ascount Holp & Suppert

@+ Dastooord © Employes List

A s mactive. Set up sUlcpay of choose a ona-lime subscrij ment. Rirview bifing
opay p pay

Employee Directory O Rofresh || e

Everyona in your organisation, with their department, $131us and access

3 Invite Employee

nelan 30cs |V Filters a 2, import from Lxcel

Employees 2 ctive - 0 imactive - 1 joinad
Employee Deparimant Caontact States
Rahul Verma Production rahulvermaEanarma- texties &
Active
RV sr.0001 Suparvisor ~316000000002 ©
A Admin | Admin = priya@sharma-toxtiles.example @ Active
ADM - TYMULAGE - 901 2

Nesatwip? %o Support *R179BI0 77270 R Helplor +3170S5700840 X Emad sppon@eafinetacom.  © 2020 Siaff Khata Anendance

Import Employees
Add many employees at once from o spreadshivet,

Getthe template
11 R every colume nd i example rows. Replace (he examples
W your PmplaYeEL, Orek per row, 3nd ke B header row.

D Exceltempiae CEV remplate

Upload your file

sharmartextiies-stati.cov

v
b 13%8

FHOIRT T A AT NCAFIT 'S FOH6 A9 A6 F'G 2117 | [dgw= =1 [{va1 2 Staff
Khata-a GT3(19 Rows that need fixing (7 SR =1)-3 Teto MYATT | TEA'S F1
T30 GRS 3T T W (13 FIZACGT 7[AF AN FIF |
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.
Al GNCATT ARTEI TS F13| ST FHEIRNT AT 2276 (26 F{QACT password NI QBT

Y (T FIF | 3T W2 QBT W5 TH6 A2 (26 37, SIS FAGIRIFAS QI3 37 IS
fPIme 31F T4 SR FSF|

\

FA6INS e a3 Mt Ssget oS

FAGIRNT Ao TR ©ifY, FF1, TEIAFAIT TSNS <F ([ {7719 [eer @@ist w1

1. Add Employee-3 I3 FI1T oo f$F F9 W Invite Employee (FXEISIF Swge!
THISF) IR FIF|

2. First Name, Last Name, Email (3t73«7) =I5 Phone Number ((F19 759) 93 35|

3. Department, Designation, Role (gf=1), Branch =1i<s Joining Date I $35|
Reporting Manager @&

4. Send Invite (SNg #f3a18F)-© FF I35

A& Send Employee Invite

10 8 N DM METEOEY 10 DADOA, BT (e DODANMENt, T0le DIESSHNS, 200 Dranch
e

# PERSONAL & CONTACT DETAILS
FIRST NAME * LAST HAME

Neha Joshi
EmaiL * PHONE NUMBER *

L
———

@ ORCANIZATIONAL ASSIGNMENT

DEPARTMENT * DESIGNATION *
Human Resources ¥ HRExecutive
aaaaaaa
Employee % Delhi Showroom (DEL-01)
JOMING DATE * BEPORTING MARAGER
B octis, 2026 Select Manager [Cptianal)

FHGISNCT 30936 A1F WhatsApp-S GBI e #1908 A FoT (A, 19 [T F'(SF
e sTorem 03, Ao [R93 913 T3, 2IRTS (26 FF Wi Complete onboarding
(TAR'TTL T70ef F7F)-© FF FF| [AeFoT 7 Macet sl
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FAGIA Aol FIF
RIS SHOIRT =[N 7 (--+) YA =9 @31 {7 o=

Edit Employee (FXEIST S9! T9F): (08T [RAe T FI5 |
Assign / View Salary (m3Iwal A1 / 519%): (087 7929 AN (26 T35 | (I9'A WIS
TNT! 51SF |

Biometric enrollment (ITIHGEF e S); Realtime NG Toisce 08T
R2sN=TEIG 1 F6 e lS FI | ATAHRIGS G186 518 |

Update Password (91236 SHIGE F9F): (98T T T 2e6 (26 FI35|

Disable Mobile Punch (33137 #iizk I <<5) / Enable Mobile Punch (I'313e1 #i12k &1
T93): (09 Staff Khata W13 QoI 2I1 (5116 WIS WIFIFI 10O e 39 FRI 2N &3
@RI, oI FIge FIF | T FABIKIT IR T'IIBA NP W AF; et FHEI[T
(T TGS [CoI3perE 211 BRI A6, (GEEIFI K ITF TS FIF|

allBeniinve Q Soarch featuro o @ Wi Branches Y
Dashboard  Device Setup Grganization Time & Loave Data Download Reparts Payro Accoss Contral  Account Halp & Support
Emplayes L

£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Rerview biting
"W Employee Directory o fotrosn | - [EEEEEETEE
W =.cryono in your organisation, with thek department, s1atus and sccess
Employees @ Raactive @ inactive - B joined in e law 30 cay ¥ Fillers | Q0 Search ampioyecs

Departmant Cantact Statu

Nd ":Q!ﬂﬂ.JGHII r‘:lil‘ﬁll FI{ESBI:JCEB r:fl:!?.msr.!l(?_l’:ll.\:ﬂrm.!-[El‘llES.ex. * () Active

ap  Arun Mehta I!\r.of.ﬂ.sateon Technology aflf.l!.' mur_vta_@u_s'nsrmn-ie:uns 2. @D etive

ke KwitaRao Human Resources @D #etiv

) tasrng @ wen

s Imran Shalkn Prosuction ran shakn@shama -texties... @ active

5P ?fm_rlu Pl Fr;.xl.uclv.qrn N slf:!_ll.if ii.a.lrf@s:‘!.auna".cxn:ssﬂx. D Acthve

AK I;Im\l Kurmnar Pr\o.:.xmnl . \!I\.!.\ﬂ...lﬁuml(@%&l a-lextied ex... O Active

§ . & Edit Employee
gy Panul Verma Production rahuLverma@shanma - textias.e... @ ncve e
i il e % Assign | View Satary
. Ad
a hdmin - Admin _ priya@sharma-texties example Active @ Blometric enoliment

£ Update Password

) Disable Mobile Punch

B Delete User

I FHEINT AT S0 ©IfFIg Status (BFS) 536 Im T3 | Rt FHERE 237 37
I @R WS SRS 21T a3 394 77

€A ATAIG: ([T WIF V'3 Q9IS FAGIST A3, T3 A1 WIS (5o8-AF] TOLTR, T (A7
SATATGH T NI | AT TR EATRICT FFCAT CATAT AT 15 =T I 1T | IST=F (27
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L 31e3 Billing & Plan (& 1= (2) 5195

331 forme, R, QBN < WSINBI3Y (RS9 FI5|
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%%,mmmgu

CE: IT<FCAT AT

R WM FHOIRNT NI T61, (35 BI3T Ii<w MRS IF (26 | IR FY &FIH &
T (@ Rge 1% IR, WS WeR6IENS AU wfee 9611 sAfkehy @ 3'3 e
IE|

abl g cebwot FI5

TAIFIF IHCE Bt General Shift (STt f2133) =< @Bt Night Shift (1 f%33)-@ =S 371
AT TBIF IS AT QIR TN FIF, I 797 aB1 SR FfIcet Add shift (g
ISt FID)-© [ I

1.

2.

Organization (513!) — Shift Details (33 [Ra9)-© i 351
R RN O (++) QTS W06 Edit (57o1me)-© 55 311

. Shift name (Rr3F 71%) 21T 35, W= GGI 56 Code (F'T, (A "6S ) (5t FI7 |

Starts (S11S\) W16 Ends (1Y) (20 95| WG*M1F f9me @Iy @i e+ Rgss "forafuar ey
=" 1 ol =1 331

. Late punch-in allowed (SIJC1® #e #i126-377) @11< Early punch-out allowed

(SCTTAS TN “126-=166) NN6® (26 FIF| (T, 2AfSEIR IR 15 WG|

MYIRT IF Qs FIF

. Weekly off (TIRF I5)-7 5e1o Add off day (IFF T (151 F535)-© 5F T35

Day (=), Type (2119 Full day (5=7<f =) I Half day (Suisit 7)) =11<s Which weeks
(T AR) IR FIF: Every week (S &®), I1 W=F 1, 27, 37, 4% I +1F Y=

. AfSTBT 7T AT AT SIS T35 | @, &AfS TPRIT MSIF = 27 Wi 4L ASRT

N1 ot SHERTT Wize 56! =N 35 2T

Save Changes (ifRT9A (29 335)-© F 35|
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c=fbe

Late punch-in allowed
Early punch-out allowed
Weekly off

Sandwich rule (59535 f3™)

31 fowe0 A 1

Edit Shift

1 1hé Working haurs, Grace time and weekly offs

3P

9% RFo @6 N @RS FA6IRI FHE NG oo =z ol
CTHBITS (TS W @RS FAGIKE R NNt =site I 2|

93 P 71 M7 | St o afssne wuifiest fZeret stey <1 231

Shift nama Codae {optional]
Ganeral Shift G5
Deseription {optionsl)
Starts Ends
08 v |1 D0 v | AM v 08 v : 00 v PM v
0 shin
Late punch-in allowed Early punch-cut dllowed
15 minse 15 mimtes
Weaikdy off
Sunday v || Fullday ~ || Every week | 58
Saturday ~ || Fullday v || 2nd ~
Saturday > Full day w amn - x
+ Add off day
Sandwich rule
Waaidy offs and holcdiys batwean two lasve days are coun .
v

5! Z61F Mg o AT I35 Wi I53 M= go! o1t stery T 371

G NN O (W= Wi Make default (G556 T5)-© 553 35| ©1F fPrge afSe a9+
FHEINT Q3 fAHre WY 37| wifewre [Soes RPoT Default @, 3K T96T, (A6 WI<e MAIBH

JFHI (3Tto (4T |
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General Shift | Defautt 9:00 AM - 6:00 PM

£:00 PM - 5:00 AM

€29 otareE: A9 (e bt R g onf3) =nef[ s1far S oo s fRfier sk
AT | W& g 7T SR T (277 SAWIGH 2T ANS; Billing & Plan ([fe: =1i<s (2/7) 51831

Qe R Rdigd 3

Shift Roster (R @BIN) txtg Tt M @It (@1 RHo 19 BT ©IF Q949 (@FEAYIR|

1. Time & Leave (WWgﬁ) — Shift Roster-© 3% 35| Calendar (& 91R), Week
(TAR) =15 Month table (12T (5JF) F*IF GT© el I, W IAGIS, Kot 1 g
PR P01 FIF|

2. Assign Shift (B R4 335)-© i$F F3|

3. Who (&9)-3 510 AT AT Employees (FXEIRY) IR~ 55, T GNES 7 7'
Departments (Kolst) I2fF T35

4. Shift (Frg) I F351

5. When (&f531)-3 9579 One day (Uf=), Date range (o145 #1fS519) 1 Pick dates (Sifs4
I FIF) IR I3, W< SIfTY (6 FI

6. Assign Shifts (Rrg R T399)-© i 351
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Assign Shift

wha Employees  Depariments
Production

Rahul Varra (ST-000N At Wumar (ST-0002)  Sunita Pasl [ST-0003]
+2 Mo

Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

o e 91 g o713 ©IfFes 1= St #1177, STttt sl @teTst bt [efige
73| Time & Leave — Shift Assignment (g OBI3FTNG)-Q Q0T (A3 IFABIIICT

CATTeT |

AE AT TS A sgal F35

QTFeTCs! JRCOT (AP I QBT TR I T 9T IR0 (3711 @R 4]

1. Time & Leave — Shift Planner (R (291<)-© < 351

2. Departments I Employees Iz« 3, ©1F 2@ From (#1=7) =11 To (¢=7) ©ifS4, T This
week (93 7&13), Next week (I3f 5&1%), This month (93 %) It Next month (3! W13)-

53 I35

3. Pick a shift, then click days (%3¢ I T35, OF foge Mo FF F95)-F Oe1o aB!

e i 31

4. Q@A Qe o e T3, I TFCE! FHUIST ATt 97 Fia¢e Fill range (skip
weekly offs) (41357 77 T3, MAIRF 75 Im ™)-© i T3 Fill every day (2fSm= 77

TIF)-Q MAIRF I TSGF I

5. T IS Save ((T9 I33)-S 55 33|
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Q. Search featur nek o Admin
Q Soarch features 4@ Al Branches o A AOMORSTRATOR
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Pay Access Contral  Account Holp & Support
@ Snift Detalls. + Shif Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
Pian shifts for employees of whole departme 5% @ date range, day by day
Departments Emplayees From To
€@ Human Resources L A Employees - 2 = 0 et 25, 2026 B Oct 3, 2026 Thisweek  Noxiwesk  Thizmooth  Nextmanth
Plick a shift, then click days
4 Filrangs (skip weekty ofts)  Fllaverydsy £ Ciar changes
Gengtal Shit ® Night
Sum [ Tuw e nu i sar
25 26 27 2 9 a0 n
Gararal it Y| | General S U2 General iR Ganerad St 7| General Sy T (Genwalsun 3
G day(s) for 2 employees - 2 shifts Discard
Mesanep? % ot 031798 S Holpior: 00840 [ Ema © 2020 Seadt Khata - A
QIR TofS o', g T3 AfS! fve ofsTr siv g o Ty
’ S S
"n‘ﬁr’i{:{ € Soarch o @ A Branches (R
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
@ s S Roster
5 Autopay is nactive. Set up sutopay of choose a one-lime subscription payment. Riview biting
i *
Shift Roster O Refresh | & Export ) Planby employeo
Who works which shift, day by day
< Today 3 | Sctebar 3026 £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
£ Al Emplayees ¥ @ Al Dopartments ¥
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
' v +
4 s L] 7 L] L] 10
1 12 13 14 15 & 17
2] ms| 1 ms ns m 4 2 ms 24 ms
o Gonarstsnin 3| o Gosarsisnn 5 = Gererasun 5« Generssshin * General Tvn 5 |+ Denesisnn 5 |+ Qe s
23 C ] AT ogt =7 28 2] m7 30 S
o Comerst srin 5| a Gossel nin 7| | = Ganerst 2ain T e Comecsinin = Ganarat S 7| | = Oeneesssnin T e Genenst s 7

SISIIbIRNT [ (56 T3

TOIRBIRNS AT ¢0IR'e® WfSfae TG AR (e 2'7 199 =1 A Enable
Overtime Tracking (STSIFGI3Y (§RR) &+ F3<; SRS e sres|
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1. Organization — Over Time (WSIIGI3N)-S fFF T35, ©F forzs Add Rule ([ st
FID)-© [T I

2. @aBf Rule name (RTw= 71%) s, (IF "Weekday overtime"|

3. Applies to (713 331)-3 ©e1o All employees (STt FHEIST) I Some departments
(Rrgwi= fere) I~ s

4. Pay as (JIRTN4T 439)-F Teto ATSEI ASIIBIT TBIR AR (FECF 2] IR FIF
o T M

Multiple of pay ("7I33R &fdw): = T612S 7921 1.5 x|
Percent of pay (FI93IF *IS1): (I T612fS 7I7=2F 150%|

Fixed amount (R &=); SteTx 17 &S 9610 Qi #Afwrer|

5. Minimum overtime (h) (FToX WSIFGI3Y, T°6T) W15 Maximum overtime (h) (511f&<
TOIFGIBN, TBT) (26 FIF| (@I Q3 AT [Sovx WS 61z 5197 37, @ 17 9[1 4
5T |

6. Effective from (FIXF]T (@RIR ©IfY) (26 T3, ©IF f91z© Add Rule-s 55 35|

B A Branchas F = Rdonin
Oventime rulo added successully
ca S0 Organization Halg & Supp
Over Trme
53 Autopay is nactive. Set up sutopay or choose a one-time subscription payment. Riview biling
Overtime rules
o @tra s are pakd, arsd the ik 40 ki ciwertine fhat colnts
Overtime rules
Waoldday ovartma 1.5% hourly pay 1-4h et 18, 2026
v
BSI[€S) S A 3'F A1 Billing & Pl
.
( €A SATAIGH: WOIFBIENT T ( . 37 | Billing an oIS |

3YI] foIme, FABIRNT TR Q9O (FAHCP 2B 37 F(E GIGF|
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N'IIRA QI ol 37 F41

(2I; FHBIR AN T (A

Staff Khata Qo FHEIRIET [FoR (F19F [ SRS fofre a1 AfSor #iee sy, Fies
TIZH HIF BT (B (TS I, WF AT =T fGTo'-CF F'I 1[0 212 IR 207 o
iR =1

CAT ATAIGH: ([T W< V'IBeT© FAGIRL 51349 [T (27 =1 AifFT #i=| I seenas FHoR_RE
239 39 FRT @RI, (O3 IOFHF JoT) A< (2 1 Billing & Plan ([ o= (27) 5185 |

FAGIRNT I 99 IATA FIF WIS [ 34 FID

A QTGN HCHAIF T3 R B | (98 HTHAIF I (F6 T ICI3A (I (FIT ¥99) H<
RIS HAFIF AT

1. Google Play Store (Android) I App Store (iPhone)-3 9t Staff Khata 3731 35|

2. Q9B (A1e1<F | Sign in to your account (STHHIF OFTSBS I3 39 FIF)-T WA
Email or Phone Number (3073« I (14 59<) =<6 Password (si1g<6) fas<s|

3. Sign In (2134 37)-5 (5% T3 | Today (S01fe) Fpter (AN AT
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B:55 i

& S TAFF
Y KHATA
Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

vD.11.1

A ST (T e SefFiorr | 59 (GITR ¢x0g Today, Attendance (S91f%f%),
Leave (Z61) 1< Company (=211

IIrTf: SRS NIRRT @fF? =IBF-37 FHieS Forgot Password? (S1236 2t @f5?)-5 Gat
333, I AN QSN 3T [{2b TR 36F|

TR AT SFFAT SJfs s

N FHAFTS WG (F 13 AIH FRICT Q9T NI WIF IS, I A2 (GBI A
(PR T |
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1. AT AP FRITS W (FIH TIRFI HATS BT | Allow (RS o 76)-S (B
393 ("While using the app" IR $33)|

2. (I AT A (OIS Wgaros ma<s|

Tt S eTre 713 e (e, (S8 atef Location required (<519 2G31TeH) I Camera
access required ((FIFIF AN ATHGH) MY | Enable Camera (&FIS1 Sifay $35)-©
(B T, I WIAHIF (FIHF Settings — Apps — Staff Khata — Permissions 4f& G13@F
o FIF|

(611 w1 GPS-(I ©oif3fS folrs T3

1. Today-% Punch in (s1128 39)-5 (6o 3| (@19]f Attendance (63 4f& Mark Attendance
(T3S fofre T3)-cor (G691 kT 2N=))

2. Attendance T SR Assigned Shift (RS R&g) =<5 Current Location (I$9H
SRIE) AT | A1 g (7= Tifee Tap to refresh location (SR [ty FRFc (G
FID)-© (B FIB|

3. Tap to take a selfie ((GEF T'ILA (B FIF)-© (G FIF W AWIAFF JAF QAT =9
H6! =183 | 3 Verification Photo (SToioiF HC61)-3 BeTo (Ll T |

4. Punch in-® G FI1
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B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

® General Shift
09:00 AMTo 06:00PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

9 TR Punched In Successfully! (STFeoItF #1128 37 3'A!) (M7 | SAIHIF QSN
FIRF IS IO (08T (TUI'ES ANBBT Y|

forer-cesr aifRse S e

Tt AR #1ATS G- F 1 T A, (98 FioY[F et 3719 7T oo A FRI
IF, (T A6 HIRSHIE 200 N6F1 3319 I12T© 12661 Outside Allowed Radius
(SIS T I1RT0)-T IF I 3T "W TIirs #ir6-39 e IRTo Ag | TR
Y 353 W 77 (G FIF 1"
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B:55 vi

< Attendance

® Ready to Punch

08:56:

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00 PM

(&

Current Location
© @

mTan wi_fa_ 1 PP

O

Error

QOutside Allowed Radius

You are outside the allowed radius. Please
move closer and try again

WHbS fYoxte IS8T, Tap to refresh location-S (571 F3F, T 7[AF B FIF| QG
SIfSTET *IT21F I [ (R0 FF | AT GEIEATRY, =2 HF KOS (GEAA FIF G518 |

ol SCD FIF

1. fi=9 1% Today-© Punch out (9128 STSE)-© (G FIF|

2. I QBT (51fp «1\8<F W< Punch out- (5% I |

w9 Punched Out Successfully! (STFeTOIR #1128 WSG 3'a!) ifA| Staff Khata-Q SIS
RHI O1ro A3 IR I61 25191 R, SIS (16 WIh, GIHIIC (I S HoIBISN
IR I ST 1 57
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8:55 vi

Today 'ﬁ' KHATA
26 Hello, Rahul Q

: Thursday, October 22

Your shift
@ General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00 PM

Checklin Checkout

08:56 AM -

00:00:14
[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave N
Apply and track your requests

= My payslips %

E?:l Heimpursements 5
SUbmIt AN | "

SIS SRS 3fonls 51es

1. Attendance (53 (41515 | Day (=) =11<s Month (12)-3 WIG® T $IF, W AT
TGTS TR 316 o 2T FIT|

2. @I =T Punched In At (#1126 379 579%7) @< Punched Out At (#1128 SI1S6 57),
IR AW FO! BIRACA (13 S (B I

3. #fixe g« 1 913 (@f? 73 o Request Regularisation (Fafiosses wgEi«)-o G
TP, G THY WF I 31, ©1F g Submit Request (1Y ST U5F)-S (Gt
TIF | AT QGNE @0 3TF WY FE|
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QST IT: AFSTIH FABINT T T'ARA ol O I P FIF

T FAGIRIT T '3 N2 [CHeboid W AT | ATFA FHOIRNET (& TG
5T s FRI A, (GEEIFT I TAF T I3

1. Organization (513%!) —» Employee List (F61]1F oife)-© $F I35
2. IHAGIRE ANAS -+ o FF I3

3. Disable Mobile Punch ('3 #iixp Ig FF)-© 5 I3 (1 997 W F194¢eT Enable
Mobile Punch ('313e 22k & 53)) |

& Gro fal Admin -
@ Al Branches 4 Growth (11 daye kit A LominsTRaTos
Halp

ard - Employes List

5 Autopay is nactive. Set up autopay of choose & one-lime subscription payment. Raview biting
Evoryona in your arganisation, with the department, $13tus and accass

Employees @ & active pctive - B i the las? 30 cay ¥ Filters

Empioyee

) enm e @D #ctive
(0 R pedagi WD aetve
kp KavitaRao Human Resources @D Active
PN Pooja Nair FrDIl.:l(.:I:x?n ﬁlﬂ.o.\? MEEPENArmMS - textiles. exd. . D Active
jg  Imran Shaikn Proguction nran.shalkn@sharma -textias... @ retie
sp  Sunit Patl Proguction SUnRD.DIRBhama- 1exthes.x @D Active
ar At Kumar Proguction AmLKUMAEE ST -Textles.ex.. @ e
Rahul Verma Proguction rahul vermagsharma - textdes.e. - o Edit Empioyes

B (Rabul iy cpesiabirtns @D active

" 3 : 5 Assign | View Salary

o A

A Admin ‘adna ~ priya@snarma-texties.example At % Blometric envoliment

& Update Password
£ Disable Moblle Punch

[ Debete User

} & 0T Quot FHABIKIS "Mobile punching disabled" (13 sz %) I T W<
iR o= e FRIACA FT1 @I FHOIRNT 2SS (26 1 {026 FRACA AF6T GrF
Update Password (91236 SIS F9F) 92T FIF |

GO qITT: ol F'T 219 WfR0E 518F

ATSTH! T 212k TENTIF (GRI'EF Recent Punches (FIToI #hiB) I WiHfoae gt 7|
oy Sifesig I

1. Time & Leave (7% W< 36) — Attendance Process (S+if%S afaw)-© 5 I35
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2. GPS punches (GPS +1iz8)-© {5 T35 | (FIT Q9T 21T T 2P MYSAT 2T, ATSEre

GPS o 2|

3. THaS (6F-39 WIF (GF-WNGHI WIZIT HIF AIPI BT 51 AT 5FF WRFAS (P
T3 | WG TCeA! W'IIBA 2116 947 FiHbace sikceT Map view (W=oa 7#1)-© 5 T35 |

_Eﬂﬂemzl.\,\sl €1 Soarch featuros . @ Al Branches o e
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Accoss Conrol  Account Hoip & Support
@ Time & Leave
5 Autapay is mactive. Set up sutopay of choose a one-time subseription payment Roview biing
Attendance 23 Refrosh &
Dalty check-ins, blometric Ings, regularization requests and missing punches
Y Atendance Regularization (O Missing punches B My comrections
Late O beave
& 2 a 00 8
Today * Al Present  Lole  Absent A‘ Pending  Approved @ GPSpunches & W Finers @ D Map view & Export Q Search by name of
Empiopee ate Status Gheck in/ et Punchuity Houry
Nf S A Oct 18, 2026 @ Present +) .08 AM | 8GPS ntime @ - @ &
gy Movadeand 0ct 18, 2026 © Prasee 4 9:03AM | B0Bs ntime @ & 2
A Ot 18, 2026 @ Prasant ©n time @ - ® g
a Ariun Metta Ot 15, 2026 Cro S BABAM | S0P oniima ® 2
Mesameis? % Support +9179820 772 e M. © 2026 Seadt Kiata - Amangar
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Realtime IITATAGF Ao ATTIS FIF

CE: IT<PCAT AT

RIS 2R FI FHAGISKICT Realtime ITTTHGF @foT 1721 TR M| 709 @R FPres
ATSTE! FERsMIfSE AT FIG 1B (FRRFINI f[ToIco Staff Khata-¢1 =R

( GBI Staff Khata (3«7 Realtime Tt (ifoas titots 19 1|

cafoatot Staff Khata-g ¢ite ATl 96

ot 3BIHER GIfITTo 2hB AT, sifSt AT 3T ANENNIR TSR D1 wst |

. Device Setup ((T@135 (26=#) - Manage Devices (G136 #IfR5IaA1)-© FF F35|

2. How to connect (AT AT FIQ)-T fFF FIF | IFHBTS FMTHATIR W TSI
PR s |
3. (A5G 3BIREGI 1o (LAN T Wi-Fi) SIS FIF WS A I |

—

4. (59w Menu — Comm. (3T Cloud Service) (A& | AT QTR PIN IS 2R

5. SNIN (o< AFIRS I oIk a1 T, (3o 33, Wi (qfoace! [RBIT6 51

ciftae aIg wSI1 Pt
WebSocket xfo ‘wss: //machine.staffkhata.com’

FK Web (HTTP) cufo= “http://device.staffkhata.com"

staffkhata.com/guide - 49 / 120



How to connect %

Connect the maching o the internet (LAN of Wi-Fi) and power it
on.

0N the machine, apen Meny — Comm, [or Cloud Service). You
may need the admin PIN.

Enter e server URL Tor your Maching lypo below, save, and
restart the machine.

Click "Add Seice” and enter The Serial nuMBer from e machings
sticker of Menu — System info.

WHBSSEKET Machines
wss: f/machine.staffihata.con
P Wb (HTTP) machings

http: /fdevice.staffkhata.con

oIl 31 S R0 31 T % Wiz 5 35| [RBIGT et ez @fs?
e I G A (@ AIH FIF WS (6900 36106 Ay 713 [bo F351

fefatas F9EE oo carst 1

1. Manage Devices-5 Add device (oI35 (15 F95)-S FF I35

2. (o fRFI9 #1&1, I (9579 Menu — System Info-3 21T Serial Number (&St 759)
fa=s |

3. @b Device Name (1353 791%) fasss, (I "Main Gate"| (o s 91w I9mi< SR_<e
B AT AL

4. Add device-© 55 35|
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Add device

Serial Number *
R55202503115271

TSB! Sifeire (el T (T 5 A5 fowsw® Staff Khata-Q 319 #I<1 51tFs #AiteT 33011 [FfS
Online (SF1137) (MY, 92 Offline (STFeA13) |

T RIS 799 TIF6 2T, (oS WBABT 3T WISITe3 (19 FI (307, 37 AfoT18 e $9/To
CRIAT | SIS FMTHANYR 9yl FIF W A (53 FIF |

== -++ (7= 2191 @9 Manage Device (f5o135 #ifSreat: 3711 I-=RFINT, (2f6eg wis
YR 291 FIY), ITF TN Edit (S7°911), 1 3T1F Delete (W653F) TR AN

FAGINS Ao «Afdaraes

ISt (T 3O FLIHFo GNFTFARR ek FRAce e

1. Device Setup — Users Synchronization (IT2ISFIST fR@F A1306%)-© ($F 35|
AT ABTOF AT (o AfFC 82170 I3 IR FI5|

2. Send to device ((e13piet #If3a18) (AT | AfSTNS (WoT® FIF! AT OifFidIgs
fI3¢sT Missing on this device (93 fS13E® F13), I (FTOANS GFIAT (o= AATSST
AT FHEIKT I Never synced anywhere (&S18 (ol i @it 718) g
SEHl

3. Send to device-s f$& T35, ©iF forge A*be 35|
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s1nre Q Svarch featuros ek il Branch 4 Growth i1dmekn  [EEGREFY
ﬁa—.w\m @ Al Branches & Growlh 2 L
st Payro Accoss Control  Account

Dashbosrd  DevicoSetup ~  Organization ~  Time & Loave Data Download -~ Reg arts

5 Autopay is mactive. Set up sutopay of choose a one-lime subseription payment. Rerwiew biling

M Users Synchronization m
MW ocn users the same in ST Khata and on your machnes
P ther devices

Missing an this device o £ Refrosh

Waiting for upload ¢
ST-0001 Rahul Verma
ST-0008 Neha Joshi
ADM-7YMULAQL Admin
5T-0002 Amit Kumar
5T-0003 Sunita Patil
ST0004 . immn Shaikh
ST-0005 Pooja Nair
ST-0006 Kavita Riao
ST-0007 Arfun Mehta
D History 3

ST 21T IRIIIIST AT TR WY FR1ICS AT (GINR T2 FF | Import from
device (T35 191 WWIfA)-@ 3T IRRIIFITFAS Staff Khata-Ce1 ST, =015 Copy to
other devices (TN fSo136ta FfH)-Q (SEEAIFF W QBT WAAIBA (WGl FiH IR

&I AHFo 21128 FRI 2T 2551 FFAce1 Manage Devices (415, -+ —» Manage Device-S
< 33, W Users (I[TIFINN) (BI W | (o711 aAfSer ItFI_t Staff Khata-© (583
FIHCIRNT GITo NRTF A

ferestafS<t It 16 TIvefS T3

BRI (WIHAGT W13 AfFT =i

1. Organization (513%!) —» Employee List (FH61]1F oife)-© FF T35

2. INGIRNT NI ----© fFF I W< Biometric enroliment (ITTGF Tsf®) I
I

3. Biometric Device (ITTNGF [TOI36) 2 FI5| Step 1-F 1o FAGISIGH QBT
Machine User ID (G157 IRRIRFINT W13f%)-F (Hfoaw “IGTge 301 I (08 afsns sre
13, Sync Employee to Device (61915 (G036 B8 595)-© ($F T35

4. Step 2-3 ©e1© Fingerprint (5:5119f21<G) I RFID Card (RFID F16) 2R F535|
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5. Start Live Fingerprint Scan (7139 f5es1SfSG o WIRQ F95)-© 5 F395, ol f9ge
IHOIRIP Q0! hefe fofaR iftas 1At 6T (I FIEUT §IIRA F8F) |

& Biometric Machine Enroliment
™ Begister eenpl rerereral an

&, SELECTED EMPLOYEE + DIOMETRIC DEVICE

Lol

STEFY TERMINAL 1D 8 SYNC

Enrolied on this Terminal

@ Machine User ID #0002

This ampioyes is registered and ready for blcrweric Copture i Stop 2

I Rf*oe T fPrge FHEIRET 2B FRT 211 ATSET 2hB TENHIR (CRI'ES #1339 Gt
fRBIter gy |

It ALTH F1 2H P TISAA'G FIH

I @I (I g ST a1z Wifgd, (ors 3 Ao #irestyz 12 A1 979 T=erizy @R
forge GIRER W 76|

1. Data Download (TG GIG+«1'G) - Download data from Devices ((GSI351 #I<t GIGH
TIOHA'G T935)-S [ FIF

2. Device ((5©13p)-3 oo [SwI36CE! AR I

3. ©Iif¥¢ I=4 FF: Today (&), Yesterday (F1fe), Last 7 days (&=t 7 =), This month
(9% W), I From (2I]T) 016 To ((e7) (26 I | W9 Q19w 90 et Troas's Fk
A

4. Add to attendance automatically (FElFTeiE SRS 5 T3F) & 4, I AATT
AW FAITH FIRACA 3TF TS I
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5. Download punches (7128 TGS TIF)-S [5F FIF |

'i\ rass Q Soarch featuros e @ Wil Branches r i o
EHATA Puncnes asded to aftendance
Dashboard  Devic

Devica Setup Crganization Time & Loave Data Download Reparts Payrasl Accoss Control  Account Hotp B Suppert

ard Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & mpm-‘a‘qu fibg
Pull punches stored on a blometric device into attendance, ¢.9. after it was offiing,
Davice Lol Loring Dates Todsy = Yestorday Lost7days  This month
@ Mangale * Gndine From T
B 0Oc22 20 B 0e22, 2026
Add to antendance autematically [ @]
© 0logs imported 1o HRMS successfully
G Downioad punchas
Downloaded punches 1 © Added to Mlendance & Export

Date

Amit Kumar Oct 22,2026 305PM 0 Fegem it Chack-in

CIfoa A9 TIRA AW FI5

W WSB! T3 2'F (IS, (98 USB-F TR 3T 9128 o797 QTG I3 W< WINTif
PP

1. Data Download — Import Biometric Machine Logs (IG5 (foa1 w15t srsmifa
II9)-© 5 351

2. Select Machine Log File ((51 &151 131 2~ T95)-F ©© HIZCHT (.txt, .csv AT .tsv)
IR T W< Upload & Preview Logs (75t SI+/e'T W< (oS F53<)-© FF 95|

3. fAfSS «I% T35 Mapped (NERT) IRTTIISITA FHGIKNT OIS AR 20
Unmapped (RNtTRT) 32t Rfomyg  fSans St o1 w2 @il 13|

4. R e SRS st k7 «11tst, ©1 From date (ssfas ©1fs9) =<6 To date (199
SIfFY) (26 FIF|

5. Confirm & Import Attendance (Rf*t® T35 W= SRS wmi $95)-© f$F I35

C2 JTAIGH: Data Download S1<F (6= =15 @IS aTeise {9163 W, R 9 (eve
= AT N1 Ifor st 1, IR 22T I < TNSfS AR (A0S et |
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e ey e

CE: IT<PCAT AT

JCHGS Ao N T'IBA QAT THCAT 2T OB 2[DITS Wy | OIF 2713 Aoffa 6T s/t
FE, ATB YOI I AP (]S AT900 Yo BRI

ST TTF 9F TGS 51S8TF

SN Dashboard ((T93'6)-Q WifS @17 S92 %o, WgoifFe =< #1717 o (7411 Recent
Punches (FITSH #1128)-9 ATSTBT (5F-37 (R T T SIS FE, W ATAE WK
e a1 3371 W=ftas TR 2hp F'F 219 Wz YT

=9y ST 1T Time & Leave (79 W15 561) — Attendance Process (S9%fS aifarm)-o
T 31

SoATHfS ol Febre 9

Attendance (S+If%fS) F/S1IEr WfER fm® (A1 411 89193 FIGTYE (Present (S %),
Absent (S771f%s), Late (#17%7), On leave (3619)) Y5 T (MY | (I (T3 (GTIFAFAS
MY I FIES (FF T35

(BJI] 3IFS oI FeBIRT (516 |E:

o1 } S g

All / Present / Late / Absent ToAfFfox B Wit FHe_t

Pending (I1F1) AT SICAMAI I CFIFS A=k
Approved (SCIo) w9y 3fSwCay eIV FRT oAt

GPS punches (GPS #izs) (T T'IZA Q9T A TIFIATR T A1
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@ All Branches

A ADMRSTRATER
m Data Dowmlos Ruparts Holp & Supg
ard Time & Leave
5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riiewbiling
@ Attendance 3 Refrosh & impont
Dakty chock-ins, blometric Iogs, regularization requests and missing punches.
£ Anendance (3 Regularization O Missing punches B My corrections
Pros Lake
7 & 2 & 1 0 8
Today Al P Ay P Al cPs T 7 F (] 0D Map view & Expo Q
Empicyee = e Punc Hat
Sunta pati o 18, 2026 Gime ) 826 AM 4
KR :f_:“’“a__f““ Oct 18, 2026 @ Prasent 41 D08 AM | BGPS Gntime @z ® 7
Ak, Amittmar Oct 18, 2026 @ Prasesn 4 B:07 AM Ontime @- @ &
AV zf"_“_‘_\‘{“""a Oct 18, 2026 @ Frosent 41 803 AM On tima - ® 2
iy Mehetvoanl Qct 18, 2026 @ Preseen 1 B3 AM | 80ES Ontime ©-- ® 2
e Oct 18, 2026 © Prasem ¥} BIS6AM | 9.0PS Sotime @-- ® &
A f:i”" "'_‘"“’ Oct 18, 2026 @ Prosem 5 B:48 AM | 9OFS on tme @-- @ &

G FAGIST I (A TN IR~ FH¢ Filters (Fe619)-5 5 T3, ©1F forgs Apply
(AT FIF)-S [$F TIF| QB! *14T 5ICA 8919 I1KF All Branches 3731 35 | 9O e
fJ51f3te1 Search by name or ID... (A1 1 W3S [EIFF...), WF SIfAFILF TEAA'S
CeT Export (9F#1'D) IR FIF |

Attendance Details (S+1f3f53 [{geet) Yfoater RS =1 551 WT© (5 FIF; (5F-37
I (5F-WTG B TN, A2 91 FSI36 I WIFH, &F <6 T61, W6 T2 21BI A
1B BT

29 JTAG: [N (2o IR Rpeoiw abt e MfNe | ¢Is3 WY, 759 I Vo IR—g
A7 DIt GTOISTG 9T AP (AT AT

NP W HIB
1. Filters-S f§5< 35, Quick Select (F© I2[)-I ©7© This Month (43 WIR) IEH T3,
o Apply-© 5T I35
2. Pending-© 5= 3|
3. (I NS Review (FIH! FI5)-© [ I35 | AN, WIFH HIF HOT AINH FIF |
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4. Approve (S T9F)-S [$F T35, O forgs Ao F3F| 212k 166 FAc Reject
(AT FIF)-© [FF FIF WF Qb1 5o T o |

£ Attendance Details

wy  Meha Joshi @ Presant | Ontime |- 3 Pending
Emplayee I0: 5T-0008  Sat, Oct 17, 202

Attendance Summary

+) Gheckin
B:56AM =

JAFI oNB-e0 5 T

(TR 211 TGS FRICA AR (08 61 fForot {7 @K1 SINToT e st 351
1. fa=cer Roifs Sfemmes | SH6IRR FIti [Koiss S SN 727 I Filters- ISR (26
95|

2. 13 =T ifpet W3 (Edit, 57=oM%)-© {5 F951 Update Manual Attendance
(TR GRS WITTs FIF) (AT AT |

3. Punch Out Time (51128 STSGI W) (26 FIF| (08 NG *F FFnieTcs F BT Next
day (Prefian) o 31

4. Update Attendance (S#if3fS SItTt F35)-© f$F 35| QfST IBIRIF stoT =71
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift *
1 Oct 1z, 2026 Genes

Punch In Time * Clear Punch Out Time
D 901 AM (0 605 PM

.
siIqrr=f: Missing punches (72! 1128) (51 (5F-39 WIR [5G (GF-ANGE 13 (I 3T [9191o)

AT TFEANS oifeidige 3| Add missing check-out (AT (5F-ATSH (TS FI6)-S [$F
I, WY 77, =<s Save attendance (913 (3o 335)-5 i$F 351

N

Bitetd GAIfEfS cgist 3 (Manual Punch)

(FIHEIRIE ATHANR AP FRI @R, T 5136 fSfG61 oo, 30 TN I

1. Add Manual Attendance (&&= SRS (Tt $95)-© < T35 (31 Time & Leave —
Manual Punch)i Single Punch (QF3 #1128) RN FE AL

2. Employee (F5131), Date (S1f3%) @11=s Shift (Frp) 3= s
3. Punch In Time (#1128 393 5¥) W06 ST 11 Punch Out Time <1

4. Status (FRfS) Ir=f~ F3: Present, Absent, Half Day (STt =) I Leave (g61)1 Absent T
Leave-S I AN FITICaT|

5. 355! FRCeT aBf Remark (I837) (T15t T, W< Submit Attendance (S9If%fS Tt fis<s)-
S 55 33|

QTHALst (RIS f6fe F9 (Bulk Manual Punch)
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1. Time & Leave — Bulk Manual Punch (3% (& 1128)-S 5 95, I (@ SATRS
F3q f¥og@ Bulk Manual Punch-(s1 i1 $3F |

2. Select Employees (X6} 3124 95)-3 oato AfSee 3f&F< 5 F3<5, 3T Select All
(TR IR F99)-© fFe T35

3. Date, Punch In Time =<5 Status (26 3333 | afoo=s [Row Rp IaR <3t Shift
Auto / Profile Default-(o 91451

4. SR AF FIF, ©IF 915w Record Bulk Punch (315 #1128 (36 35)-© (55 351

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Selact Employees * 2/95eected  Seoctas Date* Shift
B Getis, 2026 Auto | Profile Detault
Q Fifter employees by name or 1D
Punchin Tima * Clest Punch Gut Time

© 900 AW @ Pick Time
] g KavitaRao
5T-0000

Heha Josni
N $1-0008

fFRafessce SRy SgeIme 395

FAGIRNCT Q91 I (@IS A1, AFOCO FIN FIN TN W IR, e 128 8Lt SFie
I ANE|

1. Time & Leave — Regularization (Fafsosa9)-© T T3, 31 SRS P
Regularization (53 (ATAF | AYIIL NEFFHIFS AFCA (GIGIS AT (AT T

2. SR TN WIF T AMH FI|

3. Approve 3T Reject-S 5 35| ATF! 20! 5IIACA I3RS BF TP W TFANT
T ATF0! I IR I
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S SO FReT FHOIRIT SARRRS (08 [T Tt SItes 27

. : Admin v
Q0 Soarch featunos: ¥ @ Al Branches ADMNISTRATOR

Dashboard  Device Sotup Grganization Tima & Loave Data Download Repants Payros Accoss Contral  Ascount

Halp & Support

@ » Dastboard - Time & Leave

3 Autopay is mactive. Set up autopay of choose @ cna-time subscription payment.

Rarviw biting
Attendance 23 Refrosn
Doy chock-ing, biometric Iogs, regularization requests and missing punches.
3 Atendance @ Missing punches B My corrections
(D These tatals are for Oct 1, 2026, not 10day.
Peagant Amgans Late O laave
9 & 0 A Tis @ 0 ]
Chacied in todey Mot checked i Afer ihh start ime. Agoroved v today

Danes: Oc1l, 2026 - Ot 3, 2006 % 1D Resar

Oct1-0ct 31,2026 122 An Present Late Absent A Pending Approved # GPS punches 55 ' Fiiters. . 0 Map view & Export Q Search by name or 1D,
Employee e Status. Check in [ out Punctualty Mgaars
Z) St 0ct 18, 2026 Lo 41 9:28 AM Lote @-- @ &
L Wloihd Oct 18, 2026 & Present 41 908 AM | # Ontme @ ® £
A Amh Ko Oct 18, 2026 @ Present 4] 9:07 AN on time @-- @ &
av f:"‘::’"""‘ Oct 18, 2028 & Pressmt 4 9:03 AM On time ©-- ® 2
" ;‘[‘_”;gg"" Oet 18, 2026 © Preseet +] 503 AM | B 0PE O bt @-- ® &
5 m;nimkn Oct 18, 2026 @ Presern - $:00 AM O e s & P
Bl 0c1 18, 2026 @ Present 41 9:00 AM On rine - ® 7
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%ﬁam,ﬁamammﬁw

(2/: 0! Wi I97 = AT 2=

AT FHBIIICT 0'7 T ZOI ADI W16 I%9 AT ©ifeisl @19 (26 T35 | OIF forgs ghix
TR, (AR HF IFF T e e SoARS =ie o'« I

CAT ATAIGT: RO! ATREIA W IFF U7 77 (g7o 3 I 2T (Tg° TF 4l o' (@ Ioq=HI
) WIS (9K I Billing & Plan (Rfee o1 (a7) 5165 |

BoIq IR AR F3F

YR, WYZO!, TGS WIF oI Zo! WAIF T HI5ITS3 (26 TN HICR | O3
TV T3 I Ao TR @15 FIF|

1. Organization (31331 — Define Leave (Z6! Fi39 35)-T 5 95| Leave types (2619
AFIF) SIfTTFIR ATSTEr AFII F'T, IO (3 U, WI[T© M [T T, WIF T AT
A TS YT

2. Add Leave Type (3619 211 (19 99)-S 5 95|

3. TNYT AT FIF

c=fbe s

Name (19) =i<¢ Code ('9) @ "Compensatory Off" &1<s "CO"| Ecaﬂ?f Lo A |

Days per year (3239 fi=) 2AfSe FHCINT I27° 32 U A1

Carry forward unused days (%o fid & (@RI AT Pre3 3230 T19| &F: I939 GIFO

RIRICRERED) 3R IS 77

Needs approval (ST =151 o: AFSTEr Wty {9162 oien= At HR-9@ S 1
o

Colour () FEAYIF HF ZoIF ([(FGTS T |
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4. Add Leave Type-S 5 35|

Add Leave Type

Haw many doys $taft get each yeos and how requests are
nandied,

Marneg Code
Compensatory Off co
Days por year
08
Carry forward unused aays
Diaye Ao TAkEN St 10 AT year stead of psing

Needs approval
The rep=:

Parting mandger of HI MUT ARErEY ICh rPGUET

Colaur

00000000 -

* Compentatory OFf

(AT AP AT I WO 3T N[N Edit (57177 It Delete (W6F) KR FIB |

BbI9 (ATAB G1SF (Leave Opening Entry)

1. Time & Leave (793 &< 36) — Leave Opening Entry (2613 SS9 @<h)-© s T35

2. ST FHABINT W ZoIF AFIRT I W Allowed (SFCTTHS), Used (I95o) W< Left
(I =, w151t Total left (Y5 BT T

3. 89T ST [T I7F T FIF, I JOIF AT, #1401, [orst 1 FHA6I_ Wil oo
TIF| (GIAT TGS FI30eT Export (AF'D)-© 5 T35
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- Time PF
ard Leawe Opening Entry
3 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Rirview biting
9 Leave Opening Entry & Empont
Financial yoar: 01 Ape 2026 = 31 Mar 2027
8 01Apr 2026 - 31 Mar 2027 (Current Al Leave Types 4 Al Branches -~ D All Departments ~ &, AllEmployees
Leave balances @
® Casual Leave ® Sick Leave & Eamed Leave ® Masermity Leave ® Compersatory Off
Empiany d Used Left  Allowed = Useda Leh i 1 Used 1
prectyedt z 12 12 12 15 15 90 50 3 s 135
Bl Mooy 12 0 12 12 12 15 0 15 a0 90 ] ] 135
A i 12 0 12 12 0 12 15 ] 15 90 0 50 ] 0 ] 135
Sl i 12 o 12 12 [ 12 18 ) 15 ag %0 8 0 8 138
!T".".s.":f.'f‘": i 12 0 12 12 g 12 15 o 15 20 0 20 6 o 8 135
PP”’?.’?':“ decton Ml 12 0 12 12 0 12 15 o 15 20 [ 20 6 o & 135
foaginotind 12 12 12 12 15 15 90 50 6 & 138
St ndains 12 ] 12 12 : 12 15 ) 15 20 E ] ] 135
Nt o 12 1 1 12 12 y 15 ] 15 a0 20 & 0 8 134

FHGIATT (HTALS 61T HNIUA FI

FHGINICT oR 303 Wi FRACGE, (@I https://attendance.staffkhata.com- I Staff
Khata Q9IS (Leave (53) 2137 39 33| (53TeiF Apply Leave (619 SITIWH) (AT, SAfSTET
R0IF AP (AR B, AP W O IR FEF, FIIA (TSt T W “id7T| oF fHge

SRILCE! VAT I WTH FI|

FEIANT ¢ ROIF AU FIS

(FIARIE SF I T FRCA I Q9 IR TFRCA 3 PO AR

1. Time & Leave — Leave Application (2613 S@WA)-© & T35
2. Apply leave (2613 W@Tw T95)-S 5 5|

3. Employee (F¥6I1S), ©1F forgs Leave type (2619 &) I F35| AT o€ FIgo
B T ST 77

4. One day (afi=), Half a day (=t =) It Several days (331! IR FIF, W
SIfIY I SIfFYTE IR T35
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5. AaBl Reason (F1F9) (15 FIF| Also notify (Q SR TANSF)-J TeA® GHIF AN (IF
IR BRI 2NERN

6. Apply leave-S 5z 35|

Casual Leave (10 remaining]

B 26 0c1 2026
Nty Manbers <o

Search & seloct members...

Masson
Famity function o Jpur

B6! ST 1 FIF6 I

1. Time & Leave — Leave Application-s 5= $<| Leave requests (2015 (1)
Pending (I<F)- (4T AT

2. (FIAI AJFILS Review (1! $93)-© [ 93| 619 SF1F, oIk, fw o Figa
AT I

3. Approve (M= F3F) T Reject (FIFE T93)-© [ T3, OFF foge [t T35
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Approved (SICIfs), Rejected (F155) I<E All (STFCET) (BI© 3SR AT | RIS [{ages
211 9 forgret g st~ S M=)

SeHFIe 938 M st 1

IF PRI (FEYIT (Y T W SRS Rore It 331 WIKS 11K AG13e U]
TATT (20T WK Sifei<st SwifS 11|

CRTANGF 2 AW 5

1.

2.

Organization — Define Holiday (I3 7 R4 5535)-© s 331
Import (I mifA)-© 5 351

Need A Template (CBICT AI5)-F TeTo AT TGS HfId¢at CSV T Excel-© 5
35| 371 S5 88 Wita: Holiday Name (3% A= a), Type (&<F1=: Full Day 3t Half
Day) =< Date (S1f3%, DD-MM-YYYY)!

B 9] FIF, O 150 HIZATB! IIFBL BIfA T I JrowT AT 5 51 2 MB-
CTCE CSV, XLS =< XLSX 13t BraA |

Import-S {3 I | W AFCE 5 0 QTFeTist (qIst =77
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9GB! IFT U ca1st <

1. Define Holiday-s Add Holiday (333 9 (151 5335)-© 5 33|

2. Name (71%) T3, Date (S1fF4) = F3F, W<F Full day (57s1<f =) I Half day (Stram
=) T2 F5F | Description (kI3 @<

3. Add Holiday-© < 33|

Add Holiday

Shawn ¢n calendars and used in Aendance reports,
HName
Cempany Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]
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SIfeB4= 51t Upcoming (N51E<F), Past (Wete) Wi All (63 IRIT 95, WIF T
R3¢ *NFF Edit I Delete I7TT FIF
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I, ifFor oris wfw

(AT AT AT (A

Staff Khata-3 $=if%fS, gbl, 391 e @< 1o fows #i9t AfSo! vawst 3o 31, aifSts
HAHIE CRTRNG TS| 3TIF OIF (26 I, O e oS Ww @36 fFare o'
s

CA SATAIG: (P17 IQ (PR WIGS AFT GBI (913 (o= 10t I Payroll (¢9IF's) (1 7 (]
A, (S0S IONFF (279 I Billing & Plan ([fe: =11=s (817) 51851

wINRId b Wi RS9y, 69 (26 T

9% (2fBTR ARSI (919 BEARITS +1 37|

1. Organization (513%l) = Company (&=1R1)-5 fFF 3, ©iF 9rze Payroll & Tax ((?IF's
TIE 1) (6F (AT |

2. Salary Cycle Period ("S92I9 5&1 STI11)- 7w Period Start Day (SRS =) =Ii<s
Period End Day (153 i) (26 33| "W @1F "3 11 191 =y f3oiest 0 s

3. Statutory Deductions & Contributions (&7 FO7 W WIWH)-T TeTo AT
e R 7Y 37 GIRERIT W I3 |

4. Save Changes (ifRT97 (2@ F35)-© FF 97|
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4@ Al Branches

tip me & Data Downlaad 433 Control  Account Holp & Suppert
‘Company
(] Autopay is mactive. Set up sutopay of choose a one-time subscription payment. Rerview biling
Company Settings o Reset
Manage your company pieforences, attendance rules, payroll, and policies.
@ Company Profile
Aikdit i Salary Cycle Period
B pefine monthiy sa ary eaie
PERIOD START DAY PERIOD END DAY ¢ st
1 o
) Payroll & Tax
L
@ Locakization
Statutory Deductions & Contributions
O Conigurs Provids Fund (PF), ES1, and gratishy vaicking.
A My Prafile ESI {Employee State Insurance)
PF (Provident Fund) ©
Gratuity Liability
FF CONTRIEUTION % 51 CONTRIBUTION %
12 278 %
You have unsaved changes Discard B Save Changes

- Financial Year Dafinition

c=fte

ESI (Employee State Insurance)
(61 ST =)

PF (Provident Fund) (sfs= f3f%)

Gratuity Liability (2535 weget)

Financial Year Start / End (R@lw
9T WSS / *1F)

waaalg s faas

3fFIe

1917 RIS It ESI S (s 5| ESI Contribution %-© 31
(20 I

EPF 9 W<k [NTISIFoIS ST Swi— (151 | PF Contribution
%-© IS (R0 FIF, TLIFATO 121

IRIIT (APRBF IR fZBror Iy

fFary Forfoes I a9 91 94|

I SIS WSTo ST FHEIRNT mIwgF NI =i
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& Refresh € Wabhock AP1 Spac

nd automation togls
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© 30 L] HMAC-SHA256 (6]

Automations & Custam APY 1 Al'3  Conmected 0 Available 3

AN 3 Communication 2

Availaste

Avaiiable Available
B =

BEVELOPEE & CUSTAM
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AR fAGT WhatsApp Business F91 9319 $I5

HAIF Meta-F Cloud API-S @Bt WhatsApp Business aJF1&<s 9], T'S 61T (GG
Meta-g SI5ITo3 WM FRCE|

AT ISP

1. WhatsApp F16s Configure-s f§& $ | Connection (STRTI1Y) (B (AT 2T |

2. SR Meta access token (Meta Q3% (BITFH) W Meta phone number ID (Meta
I 991 ID) fas<s | (19 906! 937, Meta-F 2191 (O (FI9 791 ID I3 7|

3. Alert numbers (TSI T99)-9 ©eT© NPT STOBIST A1 51 W3 FHIQIS g
(20 BICaAC) |

® WhatsApp Cenfiguration
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Connectlon  Event templates  Activity

Connect your provider

Setup the cannection ance, then choose which events can send messag

WhatsApp provider

Mets WhatsApp Cloud ARl

® 123456785012345

8 M fegrtinesd phone numess |0, ot The diigliy numes:

Configure event tempiates >

OIS (BACAD (b FIF

1. Event templates (S6H1F (GNCEB) (G (ATHF | TOAIIF INSFIHA OIfciFIrge FI ANT:
Check In (55 37), Check Out (5 ™ISG), Late Arrival (9175 @131), Missing Punch
(7T #1), Leave Application (261 Witan), Leave Approved (261 SIio), Leave
Rejected (26! 71F5) W< Daily Summary (7S STiRie=) |

2. Bl 9641 IR 5, SurnIem<et Check In|
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3. Approved template name (SICI® (B9CGF 71w), Approved language code
(SIS O '8) (09 en_US T hi) @11 Exact approved template text (e
(GBI 23T 1Y) s, Meta-3 R woim S[f%et 3 oram s 11

4. Variable mapping (SfRtae (If912)-3 weto 2AfSTH! efitae [FE 27 33 IR 33,
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punch time (2163 3NY)|

5. Recipients (2191<5) 32N I Wi WA GRCATET Meta-I 7o Na11R o130z I oo
AT v B mT=s|

6. f5< i #ifdaa1 3'7 51T Preview message (ISR fAfS0)-© fFF 35| (581 FF 57
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7. Enable event (Y641 &y T59F) W= F93F, ©IF f912® Save configuration (S
(T FID)-© [$F 33|
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nUs
54 e language of The apprved template, for énample en LIS o hi
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Incomelate
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.
GBIFt: Missing Punch IS8T 3% 1y (@111 30 WAG forge w3 sifdear 331, cafsw @=et st

! (T PN QB A | Daily Summary SIS I 5= 10 IS 5 W (&I
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L
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1. Webhooks API F1$s Configure-s 5 33|
2. ST Webhook Target URL (&323 &%) URL) s<s |

3. Event Subscriptions (671 2IIH#157)-F oo AT s To1RFS B |

4, SRTAS 2 S0 Test Ping (9191551 fo2)-5 fss <5, ©1F forgs Save Configuration
(FATHSIET (T FIF)-0© [ FIT|
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FAITH! BRI I | AT (Sroa+iF 73T Webhook API Spec (&I=F API {g39)-3 oo
A1
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1. NGRS W3S 55 393

2. Request Correction (33T W7(F1%)-S Punch In Time (T2 375 ST573) W15 Punch Out
Time (91128 SNSGS 3I9Y) (B FIF |

3. AaBl Reason (F139) T =1=s Submit Request (1Y G )-© 5 35|
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SoEl
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Journey Tracker (95-31F)

(29: Journey Tracker @G-
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Pro HRMS (QG-919)

39: Pro HRMS @o-&F

Pro HRMS-4 $#ifZf$T 18 SIen=1s s HR BRI (151 FR: (AT G, e
RorfBR sHf, @witas, s0m< fZo191, NS s @bt =T (&1 ]} Manager $N<18 (@19 31,
IS TS JIR I (O (AAFAFAS TG A'F AT

¢ ATAIG: Pro HRMS QBT (913G QG-I | 3 (YRIF (&FIA HIAHIF QFISB® 3 Afadg
@RAF frgety T T | ISHFF Y11 I Billing & Plan ([ &1 (27) 5185 |

Pro HRMS o1 fo1fS Sfemies

OG-T6! TfFT @RI fFIge aBiNT W< (AR I 89K IO, WIS FAGIK (o QB!
Pro HRMS (3 (M4 T | ST TFCANIIF (T3 (0O AITF |

AZR 5o

TN, SAMITY WIF SUIHAHF IR QL4 I FI TR |

—

. Pro HRMS — Organization Feed (3231 50)-© $F 3|
(o8 IIFH© B39 T3 | NS Se19 FR2CT Photo / Video (61 / fofow)-© 5 35351

N

3. (I B I F3F: Everyone (FFAIE) T Specific Department (g [ersy) |

4. Post (o112 T3F)-© [ 351
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sinee Q Search features Al Branches i
ﬁi\: HATA a ADNINIST
Dashboard  Devico Setup -~ Qrganization Time & Loave Data Dowmios d - Reparts Payrod Accoss Control  ProHRMS ~  Account Halp & Support
ord ‘Organization Feed
() Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biling

M Organisation Feed
Y ampany announcemoents, updates and celobtations,
A A Welcome (o the team, Neha! F Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
E @
o o
& My depanment s
£ Colobrations
B
ur Mo posts yet— be the first to share!
£ tervan Shai e ki, Wl

FABIRTT (NTS A13F, NI W (79 FSI A Celebrations (SHI#H) FITE WfeR =i<e
HISIGF T W FINF I (LT

LRI oIg
Org Tree-A (I FIF 9D I YT

1. Pro HRMS — Org Tree (33T 51%)-© s 35|
2. Create First Position (&2 #I% 32 3<)-S {7 T35 (Frzs, Create Root Position (&
o 1T FIF))|

3. Link to Employee (FXGIIT TTS ST T9F)-F OeT© IAGIST IR T35, OF f9gs
Position Name (¢ 71%), Department (Se1s1) @115 Designation (>3 9 FIF
Responsibilities (Mf3g) =<5 w61 @H|

4. Create Position (+ 32 35)-© T F35| 9747 Bl Sifbace @It s Add Direct
Report (o7 WHFF (TSt FIF) IS I3 |
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51%)-9 ©eTO BT |
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1. Pro HRMS — Job Referrals (51593 (1t3s7) — Add Job Opening (5IFRT A #m st
II9)-© 5 I351

2. Job Title (v1=f= fIta=w), Description (RS=), Location (319) @11<s Department
(oo fiwss, @11 oo (3o 351

FHGISICT fRGiF Job Referrals s31® Uit 2WIF B1F W= B11F FIIIRIF 15 H151961K¢T Refer
Now (afST13 (FFIF T5393)-© 3 3| W7 View Referrals ((FFII 518F)-F TeTo
AT 21 I Wi 2AfSG=F Pending (31, Hired (F%) I Rejected (7155)-¢7
D&

ufe FINT SIIteD

FHGISICT Submit Today's Work Update (SIS S5 S9I0SE Ol w3<)-© §% T3 Wi
SIS F IV FRCA I FF | 9GNF W (" Pro HRMS — Daily Work Updates
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(Cnf<s I AATTE)-F TeTo SIfFY I FHABIR WA o619 BT AFCEANR HITTE 51, WIS
T3RIF Export (9F+1'5) FRI 2|

b i L]

AT A5, (I TE T35 TG 2198 I14=m|

1. Pro HRMS — Assets (57°%) — Add Asset (377 (151 TI5)-© [ FIF|

2. OBl ST IR FIF (SURITFFCT Laptop (91591)), Asset Name (579 F1¥) S
Serial Number (BfRtIs1 799) s, =< (3o 35|

3. Inventory (Yg©) Sifeis® S=7GIF Assign (MT<)-© f$<F 9=, Select Employee
(FHCIR IR FIF)-F O FHGIN! I FIF, W Assign Asset (7o0m iT)-S
JFYLB

Br  Assign Asset
Defl Latitwde 5440 (DLS440-0921)
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Lot

2IfSTBT St QBT Assignment History (TM=1F 3515 It | FHEISI Ao 3row <5 witg My
Assets ((NIF 3=%N)-F ©cTo BIY|

AfSz afY
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Pro HRMS — Policy Documents (S1f$3 7f2) = Upload Document (3 ST 559<)-©
< 951 Policy Name (SIS 711) =11=s Policy Category (SifS3 1) fisrss, wii=s @Bt w13er
% 9 (PDF, Word, Excel, PowerPoint I &fJ, 2 MB-(e1F) | FHEIRICT MOUT (AT &F
Acknowledge (FFIF T35)-© [$F TR, WF &I 37 I {0z W9 619 2171

HR 3121

GRS, 61, (oIF'a W% W35 HR RT99 243 1T QBT T2 (G% | FHGISICT Raise Ticket
(OB (U1T3)-© f$e FF, [Ty, RIS W=6 5 BT TR (TI5T T | HR WIF QSN Pro
HRMS — HR Support (HR 531%)-3 ©e1o S5t foras 519 @i Update Status (RS =ieites
F9F)-(F (T13F1F Open (A1), In Progress (5 @11tg), Resolved (ST141= (2(%) =< Closed
(IF)-¢e1 [T

FIIFS TG I SFH

1. Organization (513%T) » Employee List (FH6ISIT OIfc)-© FF FIF AWE FHAOIKIGHAF
TN FI|

2. Employment (FRTI15Y) *MTH# (413 =01 System Role (28w g¥<1) Manager
(CTTAGTR)-(T (26 T |

3. Save Changes (7339 (7@ T93)-© & 35|
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5 Auwopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.

° Edit Employee
Rahul Verma - 57-0001

1 Persony

Employment Details

Empioyee Coge /1D

Department * 0

Production

Status * ¢

Active

HR & Compliance

Total Experience O

S yoars

P o Admin ?
@ Al Branches & Growin (15'days ket & A ADMBISTRATOR

Data Downlosd - Reparts ~  Payrofl - Accaess Gontrol  Pro HRMS Account Halp & Support

Roview bifing

& Back to Directory

© Employment 3 Sank & education 4 Aendance & devies
Jaining Date* © Branch® ©
Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}
Designatien Reporting Manager @
Supervisor =
Office Time Pasicy ( System Role* (1
Standard Cffice Policy (Detault) v Manager
EPF number (& ESI number ©

€ Pravious Mext >

(TAGIRT wel (307 A5Fe19 Reporting Manager (R#1'5: (tAwnR) oi3e 35f& | wetx aifSe
7T Employment #MGHis 3315 (26 FI5 |

CBIt: System Role-S Manager RFHBT (a1 Pro HRMS Sif&ss 2nfftetee ardt =i

CITAGIT (ATIA

(VG 7139 39 S0t (98 Manager Dashboard (SR (GHI'6)-5 $9A%® 311 (o

A=

8t

My Team (1S 7<)

Team Attendance (ve1S

ToIffY)

Team Leaves (WS g01)

TG ofs f$ 1
O3 fI91'G T AFCANS 2M3, (T SifIe o< [Zfows s

A (E SATRTS WI=s 21126 AITH FE, WF TARTS yfog sy
AITH FEI

TS 019 NI AT I W WA I 76 I
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1|!R§HL“M_E Q. Soarch features. =
e R

Mansger Dashboard  MyTeam  Team Atiendance  Toam Leaves  Pro HRMS

@+ Manager Dasbooars My Team

My Team

Emplayeas who report 1o you and their detalis,

| TOTALMEMBERs o e
o3 100% & 3.y

PACTIVE

100% 2 0

Team Members 3

Empispes
At Kumar

il $T-0000

g Sunita pati
1008

| Imean Shaikh
-0

Needheip? % Support +9179820 71270

Besignaton

Machine Opesator
N

Quality Inspector
CENERAL

Machine Operator
CENERAL

S Hoipior: +31 7065 7005 40

2019 ARG WA FIS
1. Team Leaves-S & 35|

2. Leave Request Details (613 Srcaies Rggel) Yfeidtet (@I AFEILT 5F HWI3HA© (5B

I

B2 Ema: wegonEatichea.con

Juining Date

£ 2024-01-08

0 2022-11-21

520250403

0%

»

© 2026 St Khata - Afgndance Control Platiorm

" Rahid Verma
« N o e

Halp & Suppert

wew sonna
05 9%

&3 Retresh | QO Search team members.
Slatus

o Aetive

3. Approve (= FIF)-© [P 97, I FII9R Reject (ATFE FIF)-S [$F FIF|

Leave Request Details

A Amit Kumar

HST-0002

s starvs
Casual Leave Pending

oM
2026-10-28

il
2026-10-28

REASON FOR LEAVE

“Bocior appeintment”
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GBI ZOIF I (TAGIF HIF HR FIAIE WA AT | (AGIE eI F919 92 HR-9
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SIPNFIT ISTIHT (Y 5ISF

AT (2T ST 7D SIS, FITTAF I =T TR TCo (M8 =7

1. 8 G (39 oo [ I3 |

s1are fa Adimin
;. @ Al Branches : o AT
Dashboard  Device Sotup Grganization Time & Loave Data Download Rugans Payro Accoss Contral  Account Halp & Support
53 Autopay is inactive. Set up sutopay of choose o cne-time subscription payment. Rerview biling
2 Welcome back, Admin! 3 Refresh 2 Add Emplayes
= Sunday, 18 October 2026 - You're all caught up! No pending actions require your attention today
Total employees =, Present today 2 Absent today o Late taday @ on leave =)
Map view Recent Punches View Al
= LR Ll
- o s 3 opge g BamaPed Late
B £ =
e 4 0908 ke MBviaRao
.E A kil iR G
- n D ¥ A VIL
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— H s wac £
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aETE i+ i e e
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o
ooz me R
MANDI HOUS ~
il grow = sEzToR 48
L =Y i ot [ SN Ie
% e : ik Manusi Enery
PANDAY NAGAR MAYUR VIHAR 5' - -
rE A PHASE | Bl Peoja N
Googe  New Delhi 2 bt o’ M 8003H - T Wagert s map o oo (8
Late arrivals 1 Wiirer Al Upcoming Leaves 1 Viww & Celebrations Holidays
Sunita Patil - Neha Joshi
g ) MW ol Larve 012618 dppcoved 1 Imran Shaikh

2. Manage Subscription (ZIREI6= AT 2S5t (AT AT | IS WTHIF (3= 71, 3
IR IRIFINT W [ToEp3 WS M, W Fras [ fba I wieg &)

3. Included Features (TSG& iI41)-T 570 W9 HAFIR (20 TSGF ATSE! G
@, (I Attendance Tracking (S#1f%fS Sgs1=), Shifts (53), Leave Management
(261 #If¥B1e), Payroll (¢91'+) =11<s Employee Login (FXGIST #5139) |
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Dashboard  Device Setup - Organiz Time & Loave Data Gownlosd jarts - Payro Accoss Control  Account

ard - Subsscrigtion

5 Mwopay is mactive. Set up autopay or choose 8 ena-time subseription payment.

e Manage Subscription
Bamng & Plan

Growth

Included ;eatum

@ o] @ 8]
Attendance Tracking Shifts. Qrganization Setup Reports
B =2 B @
Leave Management Holidays Payrall Overtime
@

Empiayee Login

COIT: 15 M= BT ST9T® AFCEARIS (AT AT | Tt 5o ehFR a3hess Wik
CBACT T, W HATHAT TFIICAD [PRHA R 7 2T ANF|

STATIT CYA SATATH G B

HfEF IR, WfEF TOI3E 1 71 (% I 74t AN o as 5|

1. Manage Subscription-S Browse Plans & Upgrade ((3 BI'SF HF AT FI5)-©
5 331

2. Upgrade your plan (RUPHIF (81 ST F59F)-9 ATSE! (97 FICT FI0g, 379 User
limit (IRIIFIRT 7, Device limit ((TS1351 ) wis JR4518 (YT QBT (9o
Recommended (¢IIws) o At | ieg== (27® Pro HRMS It Journey Tracker-3 W
OG-TF Y AT |

3. W9 IR (21 JOITS 5 FI3 | WA ISV (Ao JGINIGT (32 Manage or
renew (SIfSBIE! I FAFIT FIF) |
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€ Goback

Recommended

&) o 7 Fa v
EIHCE T FIF
(FFATSE B34S WA Il BT #i=:
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FAFI BRI BF W I3 | FNFT AN LT Q< AR A

3T T I

Order summary (TG TII)-Q GST-577 WI4fF Wi e #f{ehe w01, =is oISt
NPT ANAF AT YA | AN IO FF FIF AF JIwo AR_RENY TIY'S
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QIR AN T =771

fafeie, SICoItet Sl 39930 Ao FIF

1. Account (931S<B) — Billing & Plan-5 5 331 Billing & Subscriptions ({fes =<
RIIERATT) 2D (AT AT

2. Current subscription (IS IARFRAT)-Q WA (2, SCHIT TF HCR (7 T3,
SN Purchased seats (571 [26) oii<s sif@sw I9=I<<1ST, Current period (I$N=S
SIS Wi Next renewal estimate (SIS AJBIET I 2Af1er) (g

3. W (e TRCT Change Plan (CaiF o1 3)-S {5 T35, I 998! SINTANIT I
Iy FRIICT Renew plan ((2F FNFI F35)-© (55 T35

4, SCHIT I AT 3716 (=6 FI4eeT Enable Autopay (I T $9)-S 5 T35
ST QBT 9= AfRTaE Swts Mo e siires T e [Hoe e sas =71

5. Billing History (Rfaex 3fSam)-o afS! #fIwny sifesrge 21t 1 All (T56),
Successful (5757), Pending (I It Failed (FFe) wmR fRFebg 3, I (A= ID A
AT AT STHF I

6. I =R PDF 39936 TRG'G 93¢t Invoice (39936)-© 553 33|

willRenumive Q Soarch features. . @ Al Branches [ A
gamization v Time&Leswe~ Dt Downioad »  Repon Account ! Stipp

i 3 e
£ Autopay is mactive. Set up sutopay of choose a one-time subseriptionpayment.  Ravewbi ng
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¥
Billing History o Q Seacch by Ta eseript Al @ Successful 0 Pending 0 Failed 0 £ Relresh
B
Mo Transactions
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AT FTNFIT (THI'EI 39T WG (@19 AT Review billing ([f: «19hwt F53F) IoI
LT B AT

T AT BIRERAEAI W Shiel T, (903 aBT Subscription Inactive (2RfZ167 )
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HSACF)-S [ FIF

MR ANSF Wi forat (Ui

1. AR &'FI3A 20 f$F F3F W Help & Support (ST N T9F) g+ F3, i
(V9 I CIIFIteT Help & Support-s 55 33|

2. @999 Contact support (=TI (TS CTISITAIS)-Q HINIF TR F9K, (FFTI3T 16 30931
CTYRT|

3. b= Yfeiaia Raise Ticket (B0 (4157)-© {5 35|

4. QBf Subject (FF%7) i =<5 Description (RII)-S STISIICET I FI5|

5. Attachments (A9F)- ©eTo WA 5 BIeaTtF F13 (JPG, PNG, PDF It DOCX, 2ifStot 2
MB) (st R PR, (T QBT FlB|

6. Submit Ticket (o= Tt fiws)-© 5 <1

Raise New Support Ticket
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Close
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T Admin-3 s1217 [Ro1fR =it
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StS e A1
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QG FHGIRITT 21ip e rg s g at 713
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T3 (VI 2iedS eIt
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R AT

V3 BIRH-SF F'G (oAl 713
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R I (SACS AATN FIAA?
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STHINTIT IS (F HIH I
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