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(iﬂ?lm OIYl) SIFCSd Givj TG AT AT | AN I WS HeAle O3 QSTAT IR,
©IF717 Save Changes-4 5 5|
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5 Autopay is mactive. Set up sutopay of choose a one-time subseription payment.

Company Settings
MINIGE YOUF COMpEnY pialorances, SNand

Indian Rupes (INR}

DO-MM-YYYY

Payroll & Tax 5519

Regional & Locale Settings

% o o Adimin ”
@ Al Branches 4 Growth |1S5'days lft o A ADMonsTRATGR
Hulp

TIMEZONE

india Standand Time [IST)

English -

Payroll & Tax (IS 3 B1I3) BIE WIHHIF (I 5@ (85 8 (10 =), PF, ESI 8 amg3ft ¢iftest
VIR YT I2 A | ASTET ([FOA 8 TIANR-(S [T AT AR

ST 1T I S

ST TCAT WAFT S T [T @Tm* | AFST =g Fomy fors-w31 G<vto 2Ag, Tite
T 9y o FIToF TSI FIYFIE QAR 218 FACS ALK

1. Organization — Branch (*I11)-(S < 7 | S STIBTRTT WY (ATFS @F B Main

Branch (i€ *114T) STz |

2. SEF O (+++) Y= @32 Edit (afh)-a s 41

3. @B ™I¥ Branch name (¥ F1¥), Q16 (216 Code (G, (TN “NOI-HQ ) Q2

Address (541 U=

4, T FHF FGHBOIR QAN (FI5t FJCS 5130 Primary branch (212fS<s =14m) 51y T

5. Geo-fencing (f&13-CHf31R) B16] T SIF9IF (AT (16 FF: Locate me (WNF
@ gg)-a 5 T4, Latitude (STH1*T) @ Longitude (FIfesie=) fagm, =t 901
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TS NHoca i T

6. Radius (m) (I, fGIR) f=: 91T (Ut T TR (A8 FHIT 2B FICo AR

7. Save Changes-4 < |

Edit branch ®
Name, code and address ane nequired

Branch name Code
Noida Head Office NO-HG
Address

Flot 42, Sector 63, Nolda

Primary branch
Geo-lencing
S8t can anly punch in within the radius of this lscation @
Locatian & Locae me
Latitude Longitude Radius (m)

28,6270 77.3750

atet.
et b
§ >
KHAND | % +
wEl o f JAYPEE
= |\l<’l|mrt:§i .
e — %
TECHNOLOGY'SD L
EM oftice. e
i gre time s B
& o a-?ﬂ«ﬁ-la%!‘fw
{
“2?';,"‘ Mirg E
ce,
=0 S secton 3 g
YesMadarn
seceiszinny YIS O
Googler= Q) @ Lo iuiien it

WG @I (st Fhco Add branch (3147 (151 267)-4 T35 26, A3 TR 979
FF Q32 Add branch-a 55 31

s FHITE 50 G 7Y IRT T4 | TEF (GO (T GPS T [Rget 77, WK Y7 (=6
e fieeT ST e (O (AR 2A1R FACO -8 AN

S YT O FE18-CFsT TR SIfdT<hIT (gl Y| QFING Q6“1 I TISTAT QFS
MY SATIF I *Y Iucetd & (All Branches, 319 #1141 59319 |
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s @ Al Brazghes v Y
Organization ~  Time & Leave ~  Data Download - Reparts ' Supp
Al Branches -
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

@RI Trrs [&re-(F1R By 900 37| (YA SR Ay @ wifes B3y wAfdf)

etst 8 *mfT caist 59

o1 aeeT TR 51 omiT 3 oS g (cowma FITteT 2, 932 AT (-fFor 8
CATHIBCH (AL |

1. Organization — Department (FS1%)-9 fFF T4 | WFF G 76 @15 WIS (A3
(T AT

2. (I ST #m (@I FH00 oI FifRF (3 (+++) Y= Edit-a f§F F2+1 Designations
(*mf)-37 A6 T orwg AW favyw, #1taafoa &= Add designation (W3 cTist F5261)-9
3 F=64, ©IF91F Save Changes-4 5 S|

3. 99 5% (ofF Faro Add department (15t (15t T67)-9 T FF, Department name
(Rrersz Fm) =, g *miRISE (@15 FF9 9IL oS FFF|

4, AT @FAfAT A6 om w3 ¢S @@= [Reisx ot vuts (GRt Departments
(fret9Y) (AT Designations (#fJ)-(® InAl |
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ﬂ.{ﬁ;{ o Q. Search Taaturos. mek 4B All Branches 15 days beft o A, A e
gamnw& Devica Setup Grganization Time & Loave Data Downlaad Reparts Payrasl Accoss Contral  Account Holp & Support
@ » Dashboard © Department
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment. Raview biing
Departments +
Your teams and the job Wies in each
Designations 5 P D i Q Searcn
Designation Department Statt
Supervisor Froguction o
Maching Operator Production o
Quality Inspector Froduction o
HR Manager Human Resources o
HR Exocutive Human Resourcos o

Mesaheip) o Support +3179820

70 S Hepior -8

© 2026 Sadf Khata - Aengance

AT TR Sifeg A 8 wifes G613y ifsfs o6 w1
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%ﬁ:ﬁlﬁﬁﬂﬂemﬁwﬁ%ﬂﬂﬁﬁ

AT I AT

&R Fw 5 3 Staff Khata &S #1126t IO 4= (FI061 SOIIBIRN, WYARST Ty
FO BB NI AL FAIT (AT QATH B FACO A | WiesT 5137 A5 5 g 97 @6
RS, - I AR

1. Organization (2f$31) - Company (&F=*7)-(o < FF, ©I991F Attendance Rules
(=ferarz ) B o)

2. (T RIS 51 (IS i T84 (RTea GRer mg=)|

3. Absent Day Deduction Penalty (S~ g 1o Gifasam) - @y oS
WIS WATRST T F© Mg (@7 FIBT | L[S 1 ST =7

4. Save Changes (93399 oS FFA)-9 f$F FFA|

_..llﬂﬂ LTIME 4B Al Branches & Growin L5daye ke o A, . ™
Organization ~  Time & Leave ~  Data Download - Reparts Halp & Support
tooard ‘Company
[ Auopay ts mactive. Set up sutopay of choose a one-time subscription payment. Rirview biting
Company Settings
MANIQE Your Company preforences, atendance rules, payroll, and policies

Attendance Rules
@ Configure automatic punch-oin, o
Enatiie Aute Punch-Out

Enable Overtime Tracking
FieC0n oVRITI NODTS Worked Deyon

Enable Live Attendance Natifications

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters
) oo e SRS

Enabio Geo-Fencing You have unsaved changes Otscérd m Branch-wise Ruie
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If6e aft Fraa

Enable Auto Punch-Out (STCGT #iT26- THIAT AIB-WREE FACS QLT (I IS 11:59-9 SITH HAT6-=TG6

TNSG BIe] F3+7) FE ¢TI

Enable Overtime Tracking (SSIFBI3Y  F*IR(6 I3 FIG AT I6T (@TFE6 I, TS (@O I BIFT

Bfse BIg ) ST T | SOIFBI3Y eI ST 3 ©f FI56, @6k 8
SOIIBIBN-Q 6 FB |

Enable Live Attendance Admin 8 HR TIIRITE 2SS 21126-39 3 21B-WSE *91577 191-

Notifications (=713 zf&=at (o fReIT AT

o= vie] F7)

Start Journey on Punch-In (12:-3(w QY Journey Tracker JIG-HCHF 7| (MY Journey Tracker|
Al YF )

Absent Day Deduction Penalty A6 TgoTie WP-ifFfST Ty FI16T @O i, 0 (@A 301
(SfERfST g S5 wfsEn)

f&ra-cHisie vig Fa1
18- (1L FTMT FITST SIS T AP (N3 SIS 212k 0o (A 7|

1. 933 BIItd Geo-Fencing Parameters (f$13-GF31e sMQITGE) oIS T S|

2. Enable Geo-Fencing (f&18-(f3i Bic] F2) Bic] I
3. aft FIeIF AWIeT 3@ of (&g [=:

Branch-wise Rule (*1121fSf@ss fFgw); &S et g Ao @i 8 g I
w31 Apply to Branches (<141 ST T564)-A #TATSTEAT (0] 71 9FIfEF @i
AFeeT Qfb3 T Sitet|

Apply All Employees (5 SR @9IF TS FF4): I Ty A6 (@1 Geo
Fence Radius (Metres) (f&r8-cms1 Iy, o) M= a3 Twsiift @z Ate Set Map
Location Coordinates (W Hf5ta (FITT*IN (16 F7)-9Q 5 T

4. Save Changes-4 f5 T=71

staffkhata.com/guide - 23 / 119


https://staffkhata.com/guide/bn/shifts-and-overtime?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=bn
https://staffkhata.com/guide/bn/shifts-and-overtime?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=bn
https://staffkhata.com/guide/bn/journey-tracker?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=bn

lllRentime B it TaatrE " B Wil Branches & growin isdaysn AN
AMTICALTIME %
Diiowis | DavicaSoun ~ 10 Payol = Atcuss Gomral  Account

Time & Loave Data Download Reparts

Enable Overtime Tracking
m odit
Enable Live Attendance Natifications ©

Start Journey on Funch-in

-
@ Geo-Fencing Parameters

Restrict mobile attendance pun
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

‘,‘DD'V

il Apply to Branches - 2

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

%845: Branch-wise Rule-a3 &=y Witst Organization — Branch (*121)-(s &S =g 914 9@
JTIE (T6 A | (MY WA FN To FFo |

(DI AFGH FHIF G7 BIF (ATHI3eTT Attendance & devices (21T @ fTo3) st [s-
(FiIL IFHS FATS NI

WhatsApp F1%t (Jtg

Notifications (FIGTRE*) B1Ita @#ifF WhatsApp-a Daily Attendance Summary (nf<<s
RIT&FIF ST, Monthly Attendance Summary (157 3IfSRTF SA1e#T) @32 Device Health
Alerts (fTSI33 (R FEAIB) Bie] FACS AR | Y~ WhatsApp 8 3fFra==|

wiferst BIRY Afsfs ¢ofs a5

FS B13w A WM (@ BHIfRTs 32 97 @it @It 7 2w-0 3 WPERiS 3w o
IR W2TF AT ATAHT F17 Ty {6 707 T|

1. Organization — Office Time Policy (=151 5135 #ifcf)-© s T
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2. Create First Policy (2% #Iff51 (of3 FF)-a f$F I (I T (QATF 9F6 AvceT Add
New Policy (7= “Ifdfst st F5<67)) |

3. @35 Policy Name (sif&ifsig 7)o, (=1 "Standard Office Policy" | Swx Ao sifafst
(I3 SIMF K19 8917 aft &TTIeT T30 513t Default (fGe6) Bieg Arg=|

4. Grace periods & working hours (ca151 933G 8 Fite sT9)-9F [A0e 961 @ NG 797
TG T3

i uft 7

Permitted Late Arrival (Scnne (=TG5 NI N1 30T FAIT IO (TS WIS AR, (T 15 NG|
TS =)

Permitted Early Departure I 5T ST R o 11 307 SR Fo0T WS (0 AN,
(SCTIfors =St 5ot Tha ) 9= 10 NG|
Half-day threshold (2rs-¢T Si=T) FITS TNY AT FN 7 106 2F-(T I (TN 7 T61) |

Absent threshold (S=#1f%fS= 5=m) IS TN AT TN A 16 WP=ifFs o bfrs o (@@= 4
qoBY) | Off =IF-T STIF 6T T3 YA

WIS 16 FI6t

AT UfF AT BT *AfFers 00 afts Ime 41

1. Monthly late deductions (N5 (76 FIGT) BIe] FF|

2. Deduction source (1T (AT FI6T 2() (@ [: Attendance (21, 2fS=w o= FiH)
3T Leave Balance (CL) (353 5111, FIGRII feie FICE) |

3. Monthly late count (WIS (76 5124031) @2 Cut Days (FIGT =) 16 FFF | (T%H, 33 1
W Wi &S 3 39 wiFce et @ T S5 |

WA i 8 ISt v TrSTiF Ay

Late arrival rules (fJte =z fF3w)-a3 6 Add rule (RS (15t T69)-@ 5 F24, 9B
Duration (S73s1e7) i @32 Cut Days &g [A71 (a9, 1 9617 & fS 3¢ 0.5 (Half Day)
(0.5, 3IH-CT) FIGT I | WA S5 415 A% (15t FI00 Nt | |t 5red ST FHIF Gy
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Early departure rules (st 5t THSTIF fN3W) AF30IR FIa I | AR 2fog s
RS stoT F0o 513t Apply on weekly offs (IR B6Te ATt FFA) GBI I

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

Palicy Name *
‘Standard Office Policy

Detauly [ @]
Grace periods & working hours
Permitted Late Arrival Fesmitted Early Departuse

0o Vo 15 minhes o0 Hours ;10 minctes
Half-day threshold Absant threshold

o7 Moars - o0 A o4 Hours o0 ey
Betow this: haf cay, unless marked absent Below this- atisent. Kiep bedow the half-day nreshold

Attandance & deductions
Monthly late deduciions. [ @)

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count Cut Days
3 £3 1 -
»
Late arrival rues 1074 + Asafule

Apgty on weekly ot
e T
Duration Cut Ds

5. Create Policy (sif&fsT (ofd F7)-a 5 I

AT S iR, ST ST, TF-(T 8 TFARIST STrasTR ST gt | @ A fSwmen
R O IuIcs Afefsa s &9 (+++) YT Make Default (Gt FF)-9 $F I

JI‘REHL'IINLE' ) Search featuns. L] @ Al Branches w = .
e Office time policy created successtully

Dashboard  Device Sotup ‘Organization Time & Leave Data Download Reports Payrodl Access Control  Account Halp & Support

@ » Dastboord © Office Tame Policy
5 Autopay is mactive. Set up autopay of choose @ cna-time subscription payment. Rrview bifing

Office Time Policy

Configura grace timings, half-doyiabsent rules, late coming & early departure deductions

Office Time Policy 1 Q Search palickes by name
Pasicy Hame Late Arrival Esely Depaure Hait Dy Adisent Deductions
Standard Office Policy  Detant [C5 1 00:10 o700 oann Deguct From Anendince

Meeatip? % Support sR17IRI0 71270 S Holplow +01 TOEGTOEE40 [ Emad sippon@staffenaiacom  © 2026 Saff Khath - Anendance Control Piatiorm »
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SIAnTf: g ST T, (@T0F FIFAFF G, WA FHY 7IFIK? a6 For «Afefs tofz =
OJR (T3 IR (Tt It afSB 17 57 Office Time Policy 93 ¢ift &g =1

AT AT DRI S A |
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F carst 3 AfFelaat T4

AT I AT

TN (st A AT Toirg =itz Add Employee (51 (st 67) T W07 QAT AFTH,
Excel I3 (ATF AFAN HAFGH, WA N A3, Tite SA1 [res [roma o2 239
IEAI

Fit Sifeit Yo

Organization (&ifS$$1) - Employee List (F ifeizst)-( {55 F%+1 Employee Directory
(TN FSa3fF) T S (1S, [FOISY, (TISITINEIF O 3 SBHBISTIR AT | &= 7f6 ST
o7 Add Employee 31 TSI <1 S19 (More ways to add, (I1s 19 WS &oIT) I<RT
S

QFGIH AT CTI5t F9

Add employee T 510 419 TR | ST HiTe TS I, IFSEA AT 9790 FICo
I |

g19f 1: Personal Info (Sif&ste ©2)

1. First Name (193 2125 =12#1), Last Name (#%f3) @32 Work Email (f=sfsmet 3ower) =1

2. (MIF (&hesiz Contact Number (CTISITTIS 999) 91 7t (191 289 219 Aft e iy
el

3. AT Password (S8 3T6 TP | A3 37 AT 7 91 fS Inette 2= |

4. Gender (575 @y 34, ©19917 Next (919391)-(© 55 I

g9t 2: Employment (51513)

1. IR (@FPANRT FINE QAF &S (ofF F90o Employee Code / ID (F &1G / @13f%)
IS IrYF | YT 2ATF E AN GTE? T |

2. Joining Date (smitag ©ifF) ey A=, S99 Branch (*1141), Department (Xo1sY)
«3g Designation (¢mfJ) &g A1
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3. System Role (56 @1eT) @z 91 @ g<ist F5 Employee (F51); ST 8¢ o o4
|

4, =17 g 711 Iz Office Time Policy (SI=55 5139 #1f@fT) Siroma f[Swes sifafst s
I

5. Reporting Manager (FFeenfGe wmtena), EPF number (EPF 759) @32 ESI number (ESI
T94) @f5F | Next-@ 55 Fa71

allBeniminve @, Search fasturs " B A Branches - S

Dashboard  Device Sotup Organization Time & Leave Data Download Repants Payrol Accoss Conrol  Account Hoip & Support
152 Acd Empioyee
5 Autopay is mactive. Set up sutopay or choose a one-time subscription payment Rarview bifing
Add employee  Back to Diroctary
WP Flil in the basics first — you can add the rast later

© employment

Employment Details

Employee Coge / 1D & Jaining Date* Branch®
£ 18 0c1 2026 Noida Head Office (NOI-HQ)
Department * 0 Designation () Reporting Manager ©
Production Supervisor ol
Status * Office Time Policy ( System Role* &
Standard Office Policy (Defaun) - Employee
HR & Compliance
Total Experience (1 EPF number ( ESI number ©

< Pravious Haz 3

g9t 3: Bank & education (I713F 3 f*r551)

[SH AIITS T O IRNF | {6 W18 @f5aF | Next-a fFF FFA1
g19t 4: Attendance & devices (21t @ foeis)

=ifee aft St s

Disable Attendance Tracking (2if&=1 Grifse 33 a3 IR T 8 [N (I I A |
S=))

Enforce geo-fencing (f&13-CFiik ITonyaiss ) 8¢ SIF =TT f&1S-(F1H (TOET 113 5oy 37|

Require Attendance Approval (JIfSRT eI &I @O ISR WIS AFGH WIS S
ATIIGTH) A
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e aft F s

Devices (fTe139) T ACIHG COBTSETE 3 FH 212k FACO
RIGISEI

Add employee-a f$F 7| 9 IR SIF NG (FIOHR SIfFHT 2T TR

'ia—.‘»—]i‘i{-{ €1 Soarch featunes -k @ Al Branches % Grown |LSdays e 2 A i ™
organization ~  Time & Loave ~  Data Download - Reparts o
s Agd Employee

5 Autopay is nactive. Set up autopay o choose a one-time subscription payment. — Raviewbith ng
M Add employee % Back to Directory
B il in the basics first — you can add the rest later

¢ Parsar © snendance & devices
Attendance Biometric devices

yevices this employes can

Disable Attendance Tracking
Leave empicyee oul 6f Mendance and oM Devices | D
o = Solect dev

niorce geo-fencing ©
Require Attendance Approval [ ®)

fance & devices © Provious

Excel CATE FT 3G F4

1. Add Employee-a3 “lI*I7 Sitd f§5<s T4 a2 Import from Excel (Excel (AT 3N
FFA) @ A1

2. Get the template (GG H)-a3 A6 Excel template (31 CSV template)-a 55 F641
e AfSE e @ [t Trmge T =e|

3. SWIRRISTEIR SIS WA FA g, &S MfFte asve| uigs 7ifFft @ =i

4. Upload your file (SI#[F1F H13e WITATS F5)-9 6 130 (20T o1 It browse
(ANSeT)-a T FFF1 Excel I CSV, SIT86 2 MBI

5. Import employees (FF 3TAG T24)-9 fFF T
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1nee " . Admin 2
EHATA Qi S0l faieg: ! @ Al Branches 8 A Wowstaaren

Dashboard  Device Sotup Organization Time & Loave Data Download Repants Payros Accoss Contral  Account Holp & Suppert

@+ Dastooord © Employes List

3 Autopay is mactive. Set up sutopay of choose a cne-time subscription payment. Rarvierw Liting

) Employee Directory o notesn | -

MW Evoryona in your arganisatian, with their dopartment, s13tus and accoss.

3 Invite Employee

Employees 7 2active Qimactive 1isinedinthe lan 30as | 7 Fiers: || Q s{ & import fromgxcel

Empioyee Deparimant Caontact Staties
Rahul Verma Preduction ralul vermaEanarma - taxties o
Active
RV sr.0001 Siparvisor ~316000000002 ©
o Admin Ade - priya@sharma-textiles. exampbe W Active
ADM- PYMULAGE ~PLSI000DCO0]

Nesamep? S Support *R17982071270 R Helplor 917085700540 [ Emat wpponGeafkhaacom  © 2026 Siadf Knata - Anendance Gontrel Pladlorm

Import Employees
Add many employees at once from o spreadshivet,

1 Getthe template
1 hats very comn and Ehiee example fows. Replace the ecamples
W YOUT DMEKYWES, Ok pr T, a0 Kaap End HE3J0! Fow.

D Exceltempiae B csveemplite

Upload your file

sharmartextiies-stati.cov

o

T IS T (T (@3, TS WAFT (G TFIWIG QTF QB0 @16 21171 g 07 52 301
Staff Khata cT®tett Rows that need fixing (T SRSt 3F Fa00 209)-9F 6 A
TIOHEIG T TR T 55 T TIRATD WAT INAD T |

ST (GNCATE AT SATET FAN (3| ATSIT IR AT AISIE (6 FHCS password T
AFB FAN (19T T 1 Qf T AIFceT OFB LT et FAMSIE 16 2, ©I3 FATM 13 39
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LWW@W\DWI

1 a3 Ao TrelfEy, BFE!, SsiE CTISTrsT QI WIS ©LF (A9 I |

1. Add Employee-a3 #Ie<Iq Sita {3 T+ @2 Invite Employee (FHITE SNget Sii=i=)
@z 1

2. First Name, Last Name, Email (3t3<7) @32 Phone Number (519 759) #i9 S|

3. Department, Designation, Role (&1=), Branch A3t Joining Date (Jtg fA=| Reporting
Manager @52 |

4. Send Invite (F #11519)-@ {5 Fa71

& Send Employee Invite

i1 8 Niewi beam memey [0 caboard, St their depanment, role pemiskons, and branch
assgnment

A PERSONAL & CONTACT DETAILS

FIRST NAME * LAST HAME
Neha Joshi
EMaL * PHOME NUMBER *

s

4l ORGAMIZATIONAL ASSIGNMENT

DEPARTMENT * DESIGNATION *

Human Rescurces ¥ HR Executive
aaaaaaa
Employee ~  Deihi Showroom (DEL-01)
JORNING DATE * REPORTING MANAGER
B octis, 2026 Select Manager (Optional)

e

NI 3017 8 WhatsApp-9 a3f6 e i1 i ¢1ft caiees, 831=-513% 1o ey Ao 1is13
A, RS 97 979 FEH, 2SS 16 FE= a2 Complete onboarding (RIS s7=9yef
TFN)-A [FF a1 G 7 = e @

OFCH FHICF AfToIAx T3
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AT FHF TRF G (+++) YT WA TI00 ANE:

Edit Employee (S5t afSE T267): SIF ©2F IR |

Assign / View Salary (@7 R4 / (74A): SIF (FOF FIOTHT GT6 FF7 | (YT [TOA 3
RG]

Biometric enrollment (ITIHGEF QFERIACTG); Realtime ITINIGE fCo3eT $I9
Reorafars I 16 Ffige F41 Y AFE [Ty

Update Password (SIS W9ITGE F56A): SIF T T ASTG (16 Fo+ |

Disable Mobile Punch (CTI913 #it28 I ) / Enable Mobile Punch (GTIRI3& #ii2s Bie]
T4): S o1e1f3s @ @It it Staff Khata CTIRIRE W79t (ATF 2R FACS AFE 5 1
Sl g FFF| TYF FAWMI G5 (NI 2128 Bie] AF; NI S ATTNIGS [SSIZET N2

41 Sfvw, STvg Ty Aft I T

_mﬂ@_g_ﬁ‘_l]l.-{._g_ . G Tk " B Al Branches AN i
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Payro Accoss Contral  Account Halp & Suppert

o - Employes Lis

£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Riview bifing
W =.cryono in your organisation, with thek department, s1atus and sccess
Employees @ Pactive: Qiactive: Riinsdinthe lan 30cys | Fiers | Q) Search emplayess.
Empiyee  Geparimam Sea

Nd ﬂ:ﬂhﬂ..f.dﬂu P:I.?!-l\ill FFESBI:’J\':EB r:?l:!f.msffl(?ll.\lﬂrm.!-[EllIIES.!x. * () Active

ap  Arun Mehta I!\Irof.ﬂ.satoon Technology af.l:ﬂ.' mnl:v.ta_duls'mrmu-ie:uuu. @D etive

e xswila?nu Human Resources KoV [90@<harma -1enties.xd. @D Active

pry POk Nae Prouztion pacia.naingsharma-eaies exs @ raive

g Imran Shalkn Prosuction ran shakn@shama -texties... @ Actve

5P Sunﬂu F‘-‘ﬂil Fr?v.u\;lu.qrn N sumita E:mf!?lma'1=xlllssvx. D Acthve

AK I;Im\l Kurmnar Fr\DII.ltIA’JI‘\I - alvl:.m...uumar@.sm a-lextied ex... () Active

§ " ¢ Edit Empioyee
gy Rahul Verma Production fahul vermagshamma-texties.e... @ actie e
i il e % Assign | View Satary
& ﬁd:nm Aaman _ priya@sharma-texties example ) Active G Biometric enveliment

£ Update Password

) Disable Mobile Punch

B Delete User

I IR T FICo OIfAFIF Status (SBIIGT) Y36 IR I | [Nizew IR0 A3 37
FACS NEF T Q2 ST @A T |

.

N

2N ATAIGH: ST 3 (VNI I IR A3, (IANZA A1 8 TAH-AIIBLR, T AT
BI3CS 1| AfSTE 97 @R 517 g W 1 15 g Grle =171 ISH AT Ty
Billing & Plan ([f: @ 2719) (g1
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OFoIT B, @IS6IF 8 STIABIRN oS R |
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RS, B @ GSIEBEN

AT I AT

RIrFB WP ST IS TN, (5 B3N 8 A3 56 5 311 @561 I & @
&I It FIe FARA, WH SSOFLIREI W 5 F@ Wfoiie a6 B! Freig msT [

OFG 156 cToena 359

I STFEHT @6 General Shift (STeiger f*6) @2 @56 Night Shift (<136 f#r56) ey
OF T | AT TS S (TATCS QST fSE FFA, I 79 66 (ofd FI0o Add shift
(FrB carst 9)-9 5 641

1.

2.

Organization (&f$31=) — Shift Details (Frc63 [739)-9 5 T3
T Rreeea THT o (+++) YT Edit (@fSE)-a 5 Fa1

. Shift name (Frt6a 7)) e A= W32 @6 (=16 Code (G, TNF "6S ) (TSt FHA|

. Starts (83) Q32 Ends (*1F) 6 T | WLFITOF 21T *1F 38T A136 FIH6¢ "ends the

next day" (91 U= <19 33) RO ofze =t 271

. Late punch-in allowed (f3Ts #i128-39 Wqqii®) W3R Early punch-out allowed (STrTst

P1B-ITSG WYNIfre) NG 6 FF41 (T9=, &fSf6 15 =AG

MIRT Bt st T

. Weekly off (-11ji73z 3f6)-7 e Add off day (2o i (st F57)-9a 55 T

Day (), Type (£3: Full day (5[tat =) It Half day (2r5-(%)) @3t Which weeks (&=
TR) @0z A9 Every week (&S 1@i®), ST IR 1, 27, 37, 42 I Ig A=

. &AfSTE gfoa Mg o7y aft o3RS F71 awm, afS sae I[TT W3R 27 8 44 TR

=fS<ra focer = wiet 7S =1 == 3 on=)

. Save Changes (JIR3%7 1@ F7)-A [FF T
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Edit Shift ®

1 1hé Working haurs, Grace time and weekly offs

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 hobcdys batween two s days are Counted 5a beave.

cifSe aft Ft F=

Late punch-in allowed (f3Ts #f28-37 a3 FRIpeB (16 WIS 2ol SR Fo N6 miHce wnite
TITS) NI

Early punch-out allowed (STITst #1126-S1S5 TS ST NI BT IR Fo WG ST (0o

TITo) ANFRAI

Weekly off (51313 3fD) 9% FRreba fow o1 2r-(T-8 Fite = {er sty
FI

Sandwich rule (TT7SE3E fA3) 9% 2fox s W= saifRs 3t @ 3 5t Rea
RRIEY

O@fots [Oe6 16 T4

Rt RT o7 YT Make default ((Tw6 FF)-a 5 771 @397 aAfSH 7o T @3
R0 9F I | Sifewry [Tt 6t Wit Default ((Gwe6) ITre, ©1F WY, (&5 8 MRS

2foss T T
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Sotup Organization o B SUpp
it Detads
Autopay is mactive. Set up autopay or cho one-lime subscription payment.  Review bising g
sate
Wwerking h g
Shifis
© General Shift | Defautt 9:00 AM - 6:00 PM
a3 2 »

& mEght Shin ?-a-a PM - 5:00 AM

AT ATARG: 6T 20T @0 et arer w1 sy 598 Gift  fSh 8 R s 21|
WS 6 (ofF FICo THoF AT A9 2CF; Billing & Plan (Rfe: @ a117) (g1

QAroIa vca =it [Refige s

Shift Roster (5 @B1R) T QFB TSI, (TUH o I & &9 FIw Fior @A
ST A

1. Time & Leave (ST 8 G) — Shift Roster-a {5 F-1 Calendar (FIETTF), Week
(TA1R) @32 Month table (WTa (Bfe) foGwa ey IweT=, @32 T, [ersr 31 w6 oy
eI T

2. Assign Shift (Fr=0 Rsfiger F7)-a 5 T

3. Who (&)-a3 {36 @i Ot Employees (51) g, W2t #jcdt 5% fRte Departments
(Rrerst) AT |

4. Shift (#r6) @rg A1

5. When (F47)-937 fA6 One day (95 =), Date range (S1fRt43 #if3517) I Pick dates
(SIfFY Ig) @r A7 QIR I 16 T |

6. Assign Shifts (RrFE R FF)-9a f$F FFA1
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Assign Shift
Pick who, wikch shift and when, Works for ane doy of many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

T (T Rt [NEfiaer T, ©f o1k SIfFe QA 2ATTIor 37, IO 1 S9N o=y Rt N
@41 Time & Leave — Shift Assignment (<56 SSIIZATHG) AN QF3 2T AT |

10 epIg T STst (At sAfaagat F31

QI FAFCAT G QTG AT I W oo AT I o)

1. Time & Leave — Shift Planner (F16 271919)-@ {5 <61

2. Departments It Employees I3+, SIF91F @56 From ((ATF) 3 To (915S) ©ifFe =, =2y
This week (43 &%), Next week (9137 &%), This month (93 J157) I Next month
(P13 TI3)-A 5 T

3. Pick a shift, then click days (aFG R0 g, O MAStETe FF F7)-93 e
a6 Rt i Fa1

4. et St e s T2, WA QAN 917 BIceR = 99eo Fill range (skip weekly
offs) (o137 T, MART 56 IIn)-9 5 T Fill every day (&S sz57) Aifzs
2fo8 WSve I |

5. fHt63 AT Save (OT© FF+)-A [FF T4

staffkhata.com/guide - 38 / 119



0L Soarch featun K fa) Admin
Q0 Soarch featunos @@ All Branches a A AOMORSTRATOR
Dashboard  Devica 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
Nesaheip? % o+ 798 R Holplow: + TO0E 4 B Emai © 2020 Sadf Khata + An
¥ o § ek o Agmin
"n‘HRH Q Soarch fe @ Al Branches & A saren
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 & Refrosh & Export B Plan by employes
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

SOIFGIRTHS [T 16 T

SOIFBIRmT W 3% @ @or Afoie I67 5 Freid (e 36| =t Enable

Overtime Tracking (\SSIIGI3Y FiifHe 5] F) Bie] I, MY o= e
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1. Organization — Over Time (8SIF6I3%)-9 f§F T4, ©IF921F Add Rule (R cTist F525+7)-
q {5 Fa71
2. @35 Rule name (e W) iy, T+ "Weekday overtime"|

3. Applies to (at=ron)-a3 s All employees (57 F51) I Some departments (53 Jeist)
Qg 991

4. Pay as (eI MST 3 )-aF N5 aAfSTE otET 9617 bie Froim MeTl 31 ©f [T
S 2 e

Multiple of pay (FoT gfdes): @WF 1.5 x TB1AfS @o7|
Percent of pay ((Tod *oie#l): (T9= TGS @ox 150% |

Fixed amount (Rg «ifZser); sara oy g61afS a3 sifawre

5. Minimum overtime (h) (TJ7o¥ SSIIBIEN, T61) @I Maximum overtime (h) (56
BTIFGIZN, TBT) (T6 FB | 8Y Q3 FINF LT AWSTAe B3 5197 T, (TN 1 (ATF 4 07|

6. Effective from (153 28T1F ©IfF) 16 T2, ©19917 Add Rule-@ 55 71

@@ Al Branches F - s
Overtime rule added successiully
fica So Organization Hil B SupE
Over Time
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirviewr biting
QOvertime rules +Aod Rute.
How extra howrs ane paid, and the minimum and maximum overtime that counts
Overtime rules 1
\.m.ekq.ay flwmlme 1.5= haurly pay 1-4n Oct 18, 2026

( 2T SATAIGH: SSIFBI3HI Gy Gobod ATIF wA19ito A1t | Billing & Plan (4|

OQIAT YT FHRAT (IS I [T A I
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CTIIRA Il o a1

AT: FHT FASIBTIR ATH

Staff Khata sirot ey NI Ao BiF (A3 aifear i1 AfSTB oieek S5, (BItad @I 8
OFIB T TS T, QL WHAFIF SN o8-t 5 3 (@1 (T 22k I |

2D ATAGH: ST 8 (VIR FHT A5 [N 2 7 AIBCS AT | WA FRIQT 13N 3
FACO J1 ATACA IONH 7N 8 277 & Billing & Plan (Rf&: 8 a119) (g

FAITA GI5: SI9f RSB I TR 34 FPA

AT SGINT ST 513 (O FET | ST (16 I 300 (I CHIF 79F) 8 ATTISTE WA
IS

1. Google Play Store (Android) I App Store (iPhone) (At Staff Khata 37561 <61

2. =ifG Y1 Sign in to your account (SHIFIT SUIFIGTG STI3T 39 $267)-4 WI#1F Email
or Phone Number (3057 1 (519 599) W32 Password (18 IrG) = |

3. Sign In (5713 37)-Q B9t 5511 Today (%) &R cAice|
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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

S T 8y Ao 2IfSEs (a1 e Bt aeer Today (Wer), Attendance
(=&, Leave (25) @3 Company (&)

ST FSE Qe (S10z? A137-39 FH7 Forgot Password? (SIS e (sitg=1?)-a Byref
FFA, WA AR {6 FACS I

FIITIAT 3 AT SIS fue

TN FITST TUTSNT A F [ (TATS T AT @I AT, T ANB (T =6 Gy

JITIAT <TI0V |
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1. AT 2N FAF TNT (T @AFHAET TINS 5171 Allow (STRFS fi)-a Gior 64
("While using the app" &tz fA=)I

2. JHFT YA FIHFIF WYfo8 M|

Qe B 1 ¢ YT A9 Location required ((FIEF*I9 ATTGiH) I Camera access
required (FJITIFIT TATS ATAIGH) AT Enable Camera (FIITIAT Bie] F2571)-4 BTt 526+,
ST (FICFF Settings (ifoes) — Apps (T1#1) — Staff Khata — Permissions (SI9f%) e
T ST Ble] FPA|

o1t 8@ GPS fuey siferat v

1. Today-cS Punch in (#12-39)-q G719t S5z | (S1#1fF Attendance 5519 4tsT Mark
Attendance (2if&at fi=)-@ Biolg TS AR )

2. Attendance & =1I/91F Assigned Shift (Ffs® f#156) @3 Current Location (I$N=
() AT | HFHT G IF 30 Tap to refresh location (@I [t T Gyl
TF)-A G I |

3. Tap to take a selfie (GTe1fF TeCo Biof F67)-@ BIof I J0d4T Q16 AR 2R g1 @aft
Verification Photo (I161303= 2f)-7 Rte orat T

4. Punch in-a B9t |
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B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

® 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

9IS TR Punched In Successfully! (STFeTSITT #126-37 JCACT!) (MARA | SHAFIF G N
FEIT CIRPCT N I GIHRITE HNwfB Uts 21|

fore-crIg IRE@ I =T

TR =TT f&13-CHL BIe] AIFTT AN @ SIF IS &3, (TWA WIHFIF SN 200
fB1=, 212k Ao AR | ©IF 13 #1126 Outside Allowed Radius (SICIie 7T I130R)
T WG T1T: "You are outside the allowed punch-in radius. Please move closer and try
again." (I WYHITS 2N12e-37 IS IR N | FIZ AT WIF (G2 FF 1)
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O

Error

Outside Allowed Radius

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

Done

SIfF0T A, Tap to refresh location-a 5ot 27 AR WK #1126 FF | STGH=T ST
T Gy AT (16 FE | (YA AT GEA, =114t @ et oiewuter F2 1

olB-STo6

1. =g g Today-(S Punch out (S128-I1GE)-A BIIof 56|
2. WIEFG GT1F Qeed Punch out-A Biiof 61

=0191fF Punched Out Successfully! (STFeTSIT #128-SIGE 30ACR!) MA@ Staff Khata Snora
Rrpeea s A SRR 96t 3717 0, I3 (16 WIS, W 5T TS 8 STIIGIBT W
G5 TS (TS SieT 31
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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 HEIMDUrsements 5
Submit and | ckaiaimmns

ST =S 2fSas g

1. Attendance 57T 95171 Day (f%=) @ Month (J151)-a3 W&y Inetid, Q3R S facy
THIPITITATT N A |

2. I T Biof @ O Punched In At (91128-3t9< 35%) 8 Punched Out At (i12k-
WNGLBI TNT), AT 8 BT YA

3. #3891 A1 (73? 73 ity Request Regularisation ((@SeTRISIGHITNT SA1E)-a Giof
TFA, ATSF INT 8 T Ui, SIF2IF Submit Request (T Tt fii=)-@ Briotr T
AT TGN SR Q6 Tem FE=|
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ST T): TSIF FAIF CTIAIRA 2112B Bie] I IF; T34

T FHIMF G (TI3T #1126 fGH6I Bl A | T @Y ICTITNGS (IR o128 F1 Sivs,
SR oy aft 35 FFA1

1. Organization (2f$$19) —» Employee List (5 Sifei)-o 5 1
2. FHF NS +++ (o F I

3. Disable Mobile Punch ((IJ13e #1128 I, $F)-Q T T4 (I WK bie] 4o Enable
Mobile Punch (CTIRI3 #1128 5] F5267)) |

aflieryge

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

..... parts Payra Accoss Control  Account Holp & Support
o Employe 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

Employee

ng Neha Joshi @ weive
A Anin Msktia WD aetve
kg KonitaRao nan R @ rctve
PN Pooja Nair FrDIl.:l(.:I:x?n EIQIOI\? MEEPENArmMS - textiles. exd. . O Active
jg  Imran Shaikn Proguction nran.shalkn@sharma -textias... @ retie
sp  Sunit Patl Proguction Uit patiBsharma- Texthes.x @D Active
ar At Kumar Proguction AmLKUMAEE ST -Textles.ex.. @ st
Rahul Verma Proguction rahul vermagsharma - textdes.e. - o Edit Empioyes
B (Rabul iy cpesiabirtns @D active
" 3 : 3 Assign [ View Satary
o A
A Admin ‘adna ~ priya@snarma-texties.example At 2 Biometric envoliment

& Update Password
£ Disable Moblle Punch

[ Debete User

«ft I AIFTeT T FHICE ST "Mobile punching disabled” (CTIRTSE s ) QL SIF
Rehife ¥ e Fa0e I @IE FHF AMSTE G5 1 {16 FI0o @R (e Update
Password (SISTE TITTH T+ IR I |

OIS T5: 2iT (HIAT (ATF QTITs (YA

AfSTB GIRIES *i1ek JIFIF TIFIRITE Recent Punches (ST2f$<F #h26)-q 8@ WG (gt T
AR SifeH IR T

1. Time & Leave (9% 8 §f5) — Attendance Process (&t aifér)-co 5 F671
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2. GPS punches (GPS #1128)-q {5 FF4| 8 9 (ATF AT 2126 (AT 77, 2SS GPS

IEae]l

3. WHwa (55-39 3 (5F-WISHF (CTIT*IH AL HBT BT (TUTS (FIHT T (BT WRH
T T | WIGHFHI A7 (NAIZA M1k 9FB F=oa m4rs Map view (T=5a f$8)-s 5

PP

allReauTime Q Search features o
b
Dashboard  Device Sotup Grganization Tima & Leave Data Downlosd Reparts Payrotl Accoss Gontrol  Account
@ Dastboord Time & Leave
5 Autopay is mactive. Set up sutopay of choose a one-time subseription payment.
Attendance
Dalty chock-inz, blometric logs, regularization requests and missing punches.
EY Anendance Regularization @ Missing punches B My corrections
Late
& A
Today Al Present  Late  Absent AR Pending  Approved
Empioyee Tate Status Check in J oot
el Kimu ?‘M Oct 18, 2026 @ Prosen ¥ 9:08 AM | BGPS
i Yonadeand 0ct 18, 2026 @ Prasent 41503 AM | BGPS
i :ullrll.lr:_w Oet 18,2026 @ Prasant 4] BIS6AM | 90PS
A Arun Menta Oct 18, 2026 © Provent 4] Bi48AM | BGPS
Nend il g ot +31 79820 71 S Hoipine: + = Emai u
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Haolp & Support
Raview biting
3 Refresh &
O taave
(©] 0 8
@ GPS punches & T Fiters @ D Map view & Export
Punctisality Houry
on time Q- L4
G time o-- ® 7
On tima @ - L
O tima. (B & 4
siknatacom.  ©'2026 Siadt Khata - AnsiGanGe




aFHb Realtime ICTTHfGE IR Tegs a4

AT I AT

T TR TAGUT 212 FEA, ST 96 Realtime ITH[E IR =19 900 g1 @ft
TS T It ATSTG Forafes 1 16 ok FF GFeed qogy Staff Khata-cS ¢fftg 291

( %8y Staff Khata 8@ Realtime ITTTH{F IfFfF-9F Y FIo FE

cif*iafors Staff Khata-g fats o6 959

CIR{B 3 BIAAGT LI 2B TSI, ©I3 W QTS IFIF Ao st e 3= |

1. Device Setup ((TO135 <T6=I#1) - Manage Devices (o135 #fF51a1)-o fFF I

2. How to connect (RIS TTE FAWT)-Q fFF FFF| IH LIS 8 TSI S0
ST AT |

3. I*H{B FBIEE (LAN T Wi-Fi) ITS 0 Bie] I |
4. (I#19 Menu (G77) = Comm. (3t Cloud Service) 4~ | TGN PIN SISO |
5. WIHFHIF (IREET 437 SIS TSI M =, oo I3 a3 (10 R[50 T

¥ 39 TrSteag e
WebSocket xf*r ‘wss: //machine.staffkhata.com"

FK Web (HTTP) cif¥ “http://device.staffkhata.com"
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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 I 3 S T O AR S SRS 5 | BT 2198 WHeinT?
AT I ga @ity 5 9 (g @32 [Rfee I (@ @5 STIE 3TBIR[E0 W

Hifaae 99 voa = carst 69

1. Manage Devices-a Add device (T35 (15t FFH)-A fFF FFA|

2. (R SR @, I @R Menu — System Info (STGBw ©207) (At Serial Number
EIRRGEREEER]

3. @B Device Name (fSo3tia 9) 9, (I9= "Main Gate" | #1991 Sy 1fB
IR FACo A Y|

4. Add device-a = 31
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Add device

Serial Number *
R55202503115271

=T Sifeiers it 91 51 5 SfSTea Weay Staff Khata IS (ITF STTST (9IteT A SB35
Online (WF&T13H) (41, 9301 Offline (HeA13) |

e 99 a1 J1 3, 3T @RRG Ws (T T 2R, TN Aft QU8 TSI g
ST LIPASTAT Y B WD (G FPA|

IR -+ (1 (ATF W91 Manage Device (o135 #f3sre T a3 38@id, <iftest @ fRoas
), O T Edit (af$t), w2t @ft Delete (Y07 (FejH) FACS AN

HATTR IR NS

CIFRIE T TS W, 8Y SR AN FICS ANEH|

1. Device Setup — Users Synchronization (353 SEAIEGHR)-a 5 T aFIfeF
¥ AT 8ot @it @ [

2. Send to device (TSR #M1517) Yo | TAT @UTS (WA (73 SIvF Sifeist (4TS Missing
on this device (43 fSO130T (A3) @07 7, WAIT IR FLET @ICAT IR ATSIAT =77+
SImd @5 Never synced anywhere (&1 5 331f7) &g =1

3. Send to device-« = = Af*6© Fa71
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s1nre Q0 Search featunos ek il h $ G 11 days ot O GRLNER
ﬁa‘.H-’\Tr\ g @ Al Branches % Growth i v —
Sashbord D Grganization Time & Loave Dsta Downlosd - Reparts Payro Accoss Conral  Account Help & Support

............ Devica Sotup g Repans 8 Supp
ric ip Users Synchronization
5 Autopay is inactive. Set up autopay or choose a one-lime subscription payment. Riniewbiling
M Users Synchronization m
W cocp usors the same tn St Khats and on your machings.

Waiting for upload ¢

-------
ST-0001 Rahul Verma
5T-0008 Neha Joshi
ADM-7YMULAGL Admin
5T-0002 Amit Kumar
57-0003 Sunita Patil
ST-0004 . man Shaikh
5T-0005 Pooja Nair
5T-0006 Kawita Rao
5T-0007 Arfun Mehta
D History 3

T IFRITT ST (ATFR TG Witg, Gife T §F A0 W SIS T FICST et Import from
device ((TSI3H (ATF INID F677) QT ISGIAMA Staff Khata-(S i, @32 Copy to other
devices (W7 fTOIRET 5 TE) SIMT Y AFB W13 (IR o |

(FIAT (R (F (& 1B IO AR ©f (4TS Manage Devices 4, -+ = Manage
Device-9 {5 377 Q32 Users (359TR) 5717 Yo7 | (f*1twa &SI $Gwnw Staff Khata-(o $11
TR AN T |

fEsirafer® 31 316 Ffige s+

9g G5 (IRB a3 AFro |

1. Organization (2f$$19) —» Employee List (5 ©ifeiat)-o 5 571
2. I MfFe «++-@ 555 S Biometric enrollment (IITN{GF OSRSN6) (@0 1

3. Biometric Device (TG fSw1357) @0 1 Step 1 (4191 1)-97 06 =5 @B
Machine User ID (9315 3%enw w13f%) facy (¥t Rafae =71 3fn [ ae=s aif¥iea =
1, Sync Employee to Device (S5t fSoi3tt g a)-a {555 71

4. Step 2 (1% 2)-a3 HTE Fingerprint ((5571=f2<5) I RFID Card (RFID 16) &g 41
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5. Start Live Fingerprint Scan (73S F51afars w19 g% T9)-9 (55 FF7, o9 T
OF3 WNGe AT (IR IrLATS I (I TS (RIS Ieg7) |

& Biometric Machine Enrolimen
™ Begister eenpl rerereral an

&, SELECTED EMPLOYEE + DIOMETRIC DEVICE

Lol

STEFY TERMINAL 1D 8 SYNC

® Enrolied on this Terminal
Machine User ID #0002

This arpioyes ks registered and ready for blomweric capture i $1op 2

¥ Rf*® Facer TR 2B FICo AT | AT 21128 THIT TIHFEITE F13e @6 R
R gy T

=1t TSIl Ph s GRSt FF

@A IR e TFART AT G5 ST NPT (@0 T | WA HATATRA A TS
B S|

1. Data Download (GG TGt G) - Download data from Devices ((TS135 (AT (B!
TGS FF)-9 5 I

2. Device (fSo13)-a7 s [Tz @z A=

3. oI &g [F9: Today (WS), Yesterday (5/5F), Last 7 days (57 7 =), This month
(@3 W), WA From ((TF) 8 To (F1FY) (T6 F4 | AFIIE T 90 A TIreFeis F4to
AT |

4. Add to attendance automatically (Rte QI ATSAT @15t F567) Bie] YA, AT TS
AP (0 AT I FFA|
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5. Download punches (#12 GISAEATG FF)-Q 5 Fa|

SHATA oo bilbenkeg i 4@ Al Branches F 3 e
'iacH-'\Tr\ Punchies added to attendance
Dashboard  Devic

Devica Setup -~ Grganization Time & Loave Data Download - Reparts Payras Accass Conral  Account Hakp b Support

ard Data Download
5 Autopay is nactive. Set up autopay f choose a one-time subscription payment. Riniewbiling
o Download from devices & Rofrosh & mporigiog fio
Pull punches stored on a biometric device Into attendance, ¢.Q. after it was offiing,
Pavice Dates Today = Yestorday Lost7days  This montn
Lo r.!ai!\ e * Onding From Te
B oo22 202 B 0e122,2028
Add to antendance autematically [ @]

& Dlogsimparted 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Empioyes

Oct 22, 2026 08P Fegep rint Chack-in

CI*ITg 191 FIRA BACAID TP

IR SR (TCS TNt USB AT @ #irss =15t QI I INH b |

1. Data Download — Import Biometric Machine Logs (IITNG (AT 75t 39D
FH)-A $F I

2. Select Machine Log File ((f31(=g 75 I3 I1g7)-aF N6 FIZA (.txt, .csv I .tsv) @2
ST Upload & Preview Logs (SI#I(aTG ¢ 5t S0 F)-a 5 I

3. fafSS mea =1 Mapped (37719 2T) 3San==t SR S fNeetce; Unmapped (35191 =t
T4 ST WS QU8 TS AN TF T

4. @ NI 2fSar s 9o 3@ ©IF From date (83357 ©1f39) 8 To date (It37 oY) 16
PP

5. Confirm & Import Attendance (Rf*ts 3 2GRN ITHD F67)-9 55 T

219 STAre: Data Download Q32 (IR ITHT 151 3NOND AT TGOS fFAThd LT, I feg
AT 1 IO AT | (W 9 T, 3G IR 41 8 QFHIATHB I I Fher I |
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AT I AT

TGS (T 8 (WIS S (ATF TS A B AFT (ITSi3 JeT | ST (AT iy =B
TGI8 FEA, 2ATB AN FEA IR (FOAT WIS GAGTAT AL FI|

OF FGILd AGICHT AIF (WY

S19i=1g Dashboard (SIIRTG) (LT &Gt (F S9ifF, (& WoiHe 132 (& miEes aoieH|
Recent Punches (STATSF #izk) AfSTE (5F-37 T6IF S SN S Igs FF, AL (RS
STt fofre At | Tafota gt T G FNBSTET (@I QATF Q|

@ SifeiFIF Ty Time & Leave (579% 8 BG) — Attendance Process (ISt aif&)-o
FFA

SISt ol freb1a T4

Attendance (2ifS1) Iaft WGt M (A1t 891tEd FT6SET (Present ($91%w), Absent
(S#iF), Late (W), On leave (ZBTo)) (NG T MLATT| BY (T3 (IFMI MATS GFI6 FICG
5 91

(GIRTAT SR 43 76 febig WiTw:

fRreorg aft Ft ordrm

All (57) / Present / Late / Absent G SBIB SIIRT S

Pending (STCorssI<) PN I ST AFT 2128
Approved (IITS) (T ATBSTAT HIATT HITIB T FICRA

GPS punches (GPS #f12g) BY (AR (VIS S (AT I AT
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_-nlld]ﬁ_{_-ﬁ_l_‘.l.'\{u_‘i Q Search features L) @ Al Branches

A ADMRSTRATER
Grgan m Data Downlosd - Reparts Halp & Sups
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
o e
7 & 2 & 1 0 8
Today Al P cPs 7 F (] 0D Map view & Expo Q
Empicyee Stat Pun Hou
?:‘"_"“'_""“ Oct 18, 2026 O e ) 926 AM Late @-- @ &
i et Oct 18, 2026 @ Prasent 41 5108 AM | 9GP Ontime & @ &
AR f:"":’;""" Oct 18, 2026 @ Praset + B:07 AM On time @©-- ® &
AV zf"_“‘\“_“""a Oct 18, 2026 @ Frosent 41 803 AM On tima - ®
iy Mehetvoanl Qct 18, 2026 @ Preseen 1 B3 AM | 80ES Ontime ©-- ® 2
A f“!'l'l""! e ©ct 18, 2026 @ Prasem +) BiIS6AM | BOPS Eatime - ® 7
A f:i”" Melta Oct 18, 2026 @ Prosem 5 B:48 AM | 9OFS ontme @ @ 7

QTG IR I W) TNTFIS 20O Filters (Feb19)-a {5 T, S Apply (2TT19 F6)-9
5 T QFB =M MATS 89IFF I All Branches (37 #141) II731F 69| QFGHE JGTO
Search by name or ID... (715 It @113fG A 4gA...) W3R SIfEFT BIe=ers T Export
(QFND) IIRNT FF|

Attendance Details (T&TF R YAt @THIET AR (BI04 A FF FF: (6F-37 3
(5F-JNGLBI AN, ITS [GOIB JT (FAIF, FIF6 8 6T, QI GRS NPT GHia 2RI 21|

AT ATTGA: FNEFT AN TIIHIAD o619 OB MR T | =& W, 329 I e w
AT (MU SIS NG 27 ISt

1. Filters-a {5 %4, Quick Select (© I1213)-93 A6 This Month (93 W) &g A7 @)
Apply-a 5z 5|

2. Pending-a 55 S

3. I AIfJTS Review (FIFTEATST)-(S 5 T84 0T, @+ 8 5] ey =1

4. Approve (M F57)-A FF FF 0 FFa| (FIET 218 o= FI0o Reject
(SISTIATIH T37)-« [ FE TACHE FIF M1
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£ Attendance Details
g Neha Joshi
Emplayes I0: 5T-0008 Sat

Attondance Summary
4] Checkin
856 AM =
sifice | On tima
® Korc Bagh, Niw e

S ATB-WANGE FACO G (S OIF 6T FRAT T T /11 96 e @qist Fe1

1. = fom sF T g Yo 3 @ T 2 Filters oy swssist 66 67|

2. o3 fAce ¢ifsie w3 (Edit, afSE) i< 571 Update Manual Attendance (3TS
TIf ST SITTs ) AT |

3. Punch Out Time (*I12B-WMGI6F STNY) (76 T4 | fSF TS 1138 IS FF A1FCeT Next
day (o133 fi=) fo o

4. Update Attendance (ISR SITTE F257)-9 fFF 61 @47 961 X577 707 T
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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

.
oI arT*f: Missing punches (31 #IGt #128) SR S SIfEFT A I (5F-37 WCE 7 G-

SISG (73 (1 Seenith) | Add missing check-out (317 #IGT (5F-WSE (J15t F37)-9 T T4,
Y A9 @32 Save attendance (ST 1o TF)-@ fFF T4

N

3Ite 3IfSEl caist 39 (Manual Punch)

S ATHANIS B FACO T AT, (T 136 St BFhee, aft Iz 71

1. Add Manual Attendance (2T IIf&AT (15t T7)-Q 5 F24 (I Time & Leave —
Manual Punch (S7I5{=1 #1128)) | Single Punch (453 #i128) (It Y|

2. Employee (51, Date (S1f3¥) @32 Shift (Fr6) @z =1
3. Punch In Time (#112B-3t97 39¥) Q32 ST AFceT Punch Out Time =1

4. Status (SBIGI) (@ 49 Present, Absent, Half Day (2r<5-(T) It Leave (25)1 Absent it
Leave-a37 Gy AN AT T

5. B13teT @6 Remark (F337) (151 T+ W2 Submit Attendance (2If&=T &t fu=)-a 5
T

OFANA FCAFGACS Bfe F64 (Bulk Manual Punch)
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1. Time & Leave — Bulk Manual Punch (A3 S #1128)-9 fFF T4, AT 20O
If&=9 Soig (o Bulk Manual Punch-@ w1

2. Select Employees (5 q1g)-a3 {06 eitorsc o< =, At Select All (3 Ag)-4 <
I

3. Date, Punch In Time @32 Status 76 41 Ao e Fret 1939 9o Shift-&
Auto / Profile Default (SICGT / (2THI3eTF [SHe6)-a Y|

4. st fifeicy fRtg Record Bulk Punch (A5 112k @6 F69)-A (55 S|

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

== Punch in Time * Clost Punch Out Time
© 900 AW @ Pick Time

] g KavitaRao

2 5T-0000

Heha Josni
N $1-0008

ASATIRCGHITIT SIS ST T

THIAT R T ST (ATF SR 2418 AN TCIE FICS A, HICA (I AN FIG
TR ©f 8 FIFAAT|

1. Time & Leave — Regularization (RSANBCGHN)-@ 55 T4, WA A& Goies
Regularization 5713 Ye] | A1 SCHHIT AIFC BII AT (AT |

2. SR 9N 8 FIF Nfecy =1

3. Approve JI Reject-a f$F FF| TN WAF AT AINATS T o foeg 5117 Ty
OB WIIFHF 2T FFA|
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WOV FAC FAF TG SIF S FAT ST WATSE T T

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

Dashboard  Device Sotup Grganization Time & 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.

Rarview bifing
Attendance 23 Refrosn
Dally chock-ing, blometric logs, regularization requests and missing punches.
3 Atendance @ Missing punches B My corrections
(D These tatals are for Oct 1, 2026, not 1oday.
Peagant Amgans Late O laave
9 & 0 A Tis @ [+ ]
Chached in today Mot checked i Afor thah start tne Agoroved ave 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 +] %07 AM 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 @-- ® &
15 :}“_‘tgns:‘ﬂkn Qct 18, 2026 @ Presemt = $:00 AM On tme (<28 @ ¢
Bl 0c1 18, 2026 @ Present 41 9:00 AM On rine - ® 7
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%ﬁamﬂ,gﬁam&esﬁw

2714: 26 @ fetess e

AT FHT FIF (I 4 B o 2ARET AR WA 206 Siferst aw31d (376 367 |
S B67 SR, I 3 3feAcs e (@ ISR 8 (@S 5iet T

2T ATAIG: ZfT I[7FAT 8 AT [AET AN A5 YIS M| (TS AF AT IS WY 3
271" & Billing & Plan (Rf&: 8 a119) (g1

I, 51, TG 8 NoQIIAIT Zo NHAFIF Ty AT (A3 (76 I AR | QST S
T34 1 [T 4379 (TI5 I

1. Organization (2f$$19) — Define Leave (3G A«a)-q 55 FF41 Leave types (253
439) Sifeirg AfSo 47Ee F 15, IR Fo T, TIR_TO MET I T IR WA 10T 5
BN IRIB]

2. Add Leave Type (353 &390 (@15t FF)-a 55 I

3. NG 7T T
G152 aft Ft
Name (719) 8 Code (=F19) @99 "Compensatory Off" 8 "CO"| Ec%ﬁa‘raﬂml
Days per year (32 i) SATOTF I IRF TS M A1

Carry forward unused days (SRiRg® M FF  BIe]; T (@@ WA 2179 I9CI | IF: I2F T o

FASTG) X
Needs approval (ST 2ATIG) oie]; fReenBe smeens At HR- 2ifSTB sy sy
TS XA |

Colour () TSI 8 ZioF TS (AT T
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4. Add Leave Type-a f§< =571

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
Tha repeortng manager or HR must apErove S35 reGues

Colaur

00000000 -

* Compentatory OFf

FIET 479 ITATCS I Y=o ©IF TfHAce Edit (9fSB) I Delete (02 (FA) IIRNT FFA|

ofta AT 7Y (Leave Opening Entry)

1. Time & Leave (9% @ §f5) — Leave Opening Entry (353 2138 afF)- f$F 41

2. Ao IR @ Boq 4T T WA Allowed (Srifirs), Used (319%9) 8 Left (J1f3F) o
a3e Total left (G115 1fF) ATS 11

3. 8o At wWifdfs I e, AT 25T 4=, =4, [t ar w5t ooy st s
(BT TS FACS Export (QFID)-a 3 T3
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D Al Branches _ arowin 15 days it AR W
Halgs & Support

- 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

TR [Ne 39T 8 SIS T S8 39 R, ST https://attendance.staffkhata.com-
@ 3t Staff Khata SI51eet (Leave (2fB) B71<) | ST Apply Leave (253 SitawA) cdites, S gfoa
LA AT T, 49 3 S I, FIF (@T0LF GIR AT | S Wyearafo

MR SICPSHIT A |

G TR I (FIF FICA I W9 JIRF A A AfS FITST «rest |

1. Time & Leave — Leave Application (263 @@W=)-9 f$F FFA|
2. Apply leave (253 WI@w= TF4)-A fFF FFA|

3. Employee (F51), 51991 Leave type (257 &37) &g A1 ST s=eg #nest s =
MITAT T

4. One day (aF =), Half a day (St =) It Several days (FTF ) @z 7 Q3R
oIfe It SIS IR
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5. a6 Reason (FEY) (15t FF11 Also notify (M8 TIHI)-aF N6 SN G (15
RS AEA|

6. Apply leave-a {5 S|

Casual Leave (10 remaining]

B 26 0c1 2026
Nty Manbers <o

Search & seloct members...

Masson
Famity function o Jpur

B ST I ASTLI A

1. Time & Leave — Leave Application-a {55 <5771 Leave requests (263 Sar)
Pending (o I9)-@Q (41T |

2. (I WY Review (IITs)-(S 558 Fa1 557 43+, 917, fam @ e Nfecg [

3. Approve (S F264) AT Reject (S F5)-9 5 I oo F71
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Approved (SICIfs), Rejected (o1rame) @3R All (319) BT 3SR AT | HITF (&FIet
TR RIFT QF g InAe 8 g |

I TS cOist 9

R0T FHCETOIT (MYl T AR TSI NS 9217 37| 8§ AT TICOCT T SATT 30!
AT OIfi<eT SHEG FAT

CEIGIRG (ATF IS FH4

1. Organization — Define Holiday (3fcits [R4=e)-a f$F FF1
2. Import (3H15)-9 5 T3 |

3. Need A Template ((GXCEG 7I1H)-AF AT QT T TREACATG FIco CSV It Excel-a
T FF71 Qo fSAT6 T Wtz: Holiday Name (3f@itsg a), Type (4<9: Full Day 3t
Half Day) @2 Date (®1fF%, DD-MM-YYYY)!

4. @ft 27 I, TIFT BIRATG IH (BT HIYF I IAGTT FACO [ 671 2 MB 2IS CSV,
XLS @ XLSX FI3eT 5t |

5. Import-Q f$F T | WK A7 (AT AP qrst 76T T
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Q6 3fETT st FF9

1. Define Holiday-a Add Holiday (zf&te 1t ©69)-a {5 FF41

2. Name (71%) =, Date (91f%%) g @32 Full day (s[taT =) It Half day (St =) @cg
391 Description (73 @f%|

3. Add Holiday-a f§F= =71

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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SIfe (4ts Upcoming (SSE), Past (o) @ All 511 17319 FF4, QIR (@I TF InaAics
SIto Edit 1 Delete I3 F64 |
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e, o-fFo @ wfaw

AT ([@OATR AT

Staff Khata 2Ife1, Bf5, 2@ @ @16 W6 @ ST o7 25717 7, O W CEet
SIS | AT GIEHN FF+, B9 AfS T FIlo Fers o o]

I ATAGH: ([TOET T ([FO17 AF (6 (913G AT AT | Payroll (&F97) (Y A AP IoqH
217 &% Billing & Plan (Rf&: 8 2i714) g

oA b 8 fSfday, FI6! 16 T4

93 1foe aAfSH @O v GFa Arey|

1. Organization (&f$319) - Company (&F=*11H)-(o f$F FF, ©1F91F Payroll & Tax (&7
3 BJI) BT Y|

2. Salary Cycle Period (&% 5t&d STIIe1)-a3 fACE Period Start Day (835 i) @32
Period End Day (*IT33 =) 16 11 "I (1T o QI_ANTS *Iesd i iR 0 v

3. Statutory Deductions & Contributions (Xf&=% 161 @ Sqwi=)-a3 N6 W+ cvea T
ATIIGT O BIc] FBA|

4. Save Changes (73399 oo FF)-9 f$F FFA|
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@ Al Branches A o ADMOISTRATOR
tup ma & Data Downlaad Report coss G | 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
Salary Cycle Period
Define manthiy salary eaicutation star date
PERIOD START DAY PERIOD END DAY sz
1 o
@ Payroll & Tax
L
@ Locakization
Statutory Deductions & Contributions
A My Prafile ESI {Employee State Insurance)
PF (Provident Fund) o©
Gratuity Liability
FF CONTRIEUTION % 51 CONTRIBUTION %
12 278 %
You have unsaved changes Discard B Save Changes
- Financial Year Definitian

cif6e

ESI (Employee State Insurance)
(oI Fre =)

PF (Provident Fund) (&fSts5
TIY)

Gratuity Liability (amg3f% W)

Financial Year Start / End
(el IuEe ©F / *1N)

aft St

(19T ([N G5 ESI Sqwi— (15t F¢J | ESI Contribution % (ESI
TR %)-Q RIT (T6 FI+7 |

EPF <FIGT 8 fRTsimsia sTyoifasier s=swis st el PF Contribution
% (PF S9N %)-AQ RIF (76 I8+, TLIFNS 121

AT AMGRTF T FF I

wnifaf<s fReonfoerse oy q9Te 94|

(@O DI WITST HTo5P FHIG QBB (o PO TFFI|

1. Payroll - Salary Management (@5 JiIgI9)-(S f5F T11 2ToTF TN S 5, W,
16T, A6 @7 8 I CTC-7% oifeTigs|
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2. I IR AfTe AfSt W3 (5 T, I T97 FI98 Ty Assign Salary Structure
(@O FIOITT N7 F7)-9@ 55 I

3. Payroll Cycle (&% 5&: Monthly Cycle (Fi5< 5&) If Weekly Cycle (STi&iRs 5&F)) Q3R
Salary Type (@907 437: Fixed ([Rfig), Variable (sif§<5=#11<7) I Commission Based
(Fhfofes)) @ A1

4. Earnings () 77 $64: Je1 (04, HRA, TToIe orel, Hieest oret a3 S=31+y orel |

5. Deductions (F1BT) S99 F, (TN PF, ESI A2 ST G| ESI OF0a I HeAMIS I
AT IS
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)

Configure event tempiates >

BTSG (GACAD IO FI

1. Event templates (37975 (BNC2IB) BIIF eI | IACF 3o R wifeis! @its: Check In
((535-39), Check Out ((555-=T1SG), Late Arrival ((fRte =), Missing Punch (3 #1o!
#128), Leave Application (263 @1tawH), Leave Approved (25 Sis), Leave
Rejected (2fC 2or4o) @3g Daily Summary (ifR<s STR1e#) |

2. af6 3re76 g, (T9H Check In|
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3. Approved template name (SIJCI® (GICTGR 1), Approved language code
(S ©IFF &G, (@9« en_US T hi) 32 Exact approved template text (232
SIS (BNCAE @141 i, Meta (TOIE WYoIm= Iz 3 Grei S @1

4. Variable mapping (fRca=e wifore)-a3 s S @R 39 of IrgH, @@+
Variable 1-93 &=y employee name (19 71¥) @3] Variable 2-93 T=5 punch time
(PNTRLT STHY) |

5. Recipients (2/191<5) g Q2 W#HfN Meta-T S (GNEG N oredtes ©f [fs Fare
e o A=

6. f3% Jt ATSIHI T MUTS Preview message (TGS (ATS0)-(o 5 F57 | 2161 Fa00
A6 Test number (913617 759) it Send Test (IR #11517)-9 {5 B

7. Enable event (375 Bi5] 564) Bic] F4, SIF91F Save configuration (FATHSIE*H oo
FFAH)-A $F I

Checkin
Set1he appeoved message an

Appreved template name

artendance_check_in

Approved language code

HI {10}, your eheck-in a1 ((2)} is recorded|
Leave Application
Incomelate

Leave Approved

.
%841: Missing Punch (TeTaift 156 (19 28719 30 [RAG 17 @11 2ASIA! T, T4 Y a6

37 I WISE 2126 A | Daily Summary SIFST ST 1S 1051 50 QR 8Y WA T9ISTEATS
T

L

Activity (FIIFAT) B ST AT 8 3000 (IS SIfAFT AR WHHFIT (TSGR
CTSTAT 29 HACY [ A1 ©F ACF |
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sfanr: "Accepted" (521%) I Meta (ToTes a2 Fce| aft coferelfd Hfbe @ a1 sk
ATSTTIIT SIS AN Meta SIFIENS (el =1

SMS At SII=lG ond=

SMS Gateway U391 TG F: Configure-a 5T 57, AT (ATSIZTIT FT& T+,
ST 306 (BT oW FB | =91 MSG91, Fast2SMS I &5 (TSGR G
Custom URL (5155 URL) ATeTs AT | SISIT SMS-QF &) W91 DLT-Soiirs orer
W13, QFTB0 ARS8 GICAET T2 AT, T3 AT (ATSIBOIEI IR QR CTSTAT (ofF

Y|

O STHL ST 200 A5 (\STIILT)

(S AIB-39 I, RO WA I 3010 (LA WIHFIF [NTed STEOSWIF I & IAT
SIBITTH FAE SIFICS B130 SRR IR I |

1. Webhooks API S1TS Configure-a {5 41
2. o[ Webhook Target URL (8aI<gs 61ts{G URL) =1

3. Event Subscriptions (3756 RR*I7)-Q3 N6 (T ICSBSTET IS o1 (et B |

4. SIS FIF%T FFCo Test Ping ((B3G f91)-a {5 T+, ©1991F Save Configuration
(FATHNTFT TS F+)-9 55 FaA1
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.. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa
it

andocint whare $2a8 Khata epakhes tigned avant netificasions
1 EVENT SUBSCRIPTIONS B TRIGGER FILTERS *

B atendance punch_logs ATTEROANCE
Fis-tame wabbosk paylond (eupatched on every Shack-In g chack-o3

ATTENDANCE

ATTENDANCE

> TestPing

AFSTG 306 BT T AN, ©I3 WA HE6N 513 Fh0o 21 @ aft 76138 Staff Khata Qs
ATICE | AT (Groa1a Webhook API Spec (STIRESF APl ¢91F)-9 [RSIfRs 21|

(I LTS IF;, FICO G116 YT Disconnect (15t {foey F7)-a fFF I
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14
SIS 3 (IR T Clers-Sifos

AT: FAT FASIBTIR ATH

B 5139 AP ATOIP BT ST AL Android 8 i0S-a7 Staff Khata wiptet fvcers Staff
Khata SIBIe=6 #i=| ST Ate et TS, g «i26 135 09, 37 WiEam FA0o ag (-
fH9r (TATS TN, A AT FICR Y 2 JICT

2D ATAIG: I A3 fRET 2 T VIFCS A | ISHIT 2" F T Billing & Plan ([Xfeis 3
2I19) g

FAwd 5154 fo

1. Organization (2f$$19) —» Employee List (S5 ©ifeit)-o 5 571

2. Add Employee (S5t (15t T525)-aF AT B9 Y Invite Employee (St wiiiget
TI)-A 55 T, WA TR I 30T 8 (I3 THA0R (I FbT | (YN FAL G151 3
ARTOIA FHA|

3. IS ANSTNG <16 It OB T 7RI (77 Y7 Update Password (SI151ST1E S9ITTE
FFAH)-A $F I

4, IIEF TATF M Staff Khata S3er (T 2118 FI0o Mo 7T (39 4t Enable Mobile
Punch (CTIRIZ #1128 Bie] F)-A 5 T

TR A3 30T 8 AISTIG e https://attendance.staffkhata.com-a 3t Staff Khata =iiest
139 39 |

My Dashboard (ST TH*ITI1S)

NI 13 39 Fc7 My Dashboard-a ¢ifzi=1 aft @3 Nitt $17 F1ce 9961, 3i5a Ipiens, S
WIS TFFE QN RTT ((T9F I 20T 212B-TRG6) U2 QU8 2Ig e e (| [Seea
Brrete Miore 2ifEEn @ 3t [Rsifds orarg)
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allReaunive % m £ N Meteson
A o ENERLTEE
My Dashboard My Attendanc aysip: b Holp & Supps
Gaood night, Neha! & Ratresh
e e

¢} 2 2 Hasa a8 d a

118h 23m 112 2 22

Wiew detads

Neads your attention S This month at a glance
@ Sl clocked in— 003 AM
14 8 2 1 1 118h 23m
@ Missing punch-auts — 1 Days n Laswe s1ing Pur
# Mo @ Ationdance & Leave
SUNDAY, 0T 1 Ty
My Attendance = £ N Lavs S i e
Casuat Leave 10120 I
—
Tatat Hows Sick Leave: ol me
14:20:02 Eamed Leave DI E e
Maternity Leave sisy s
ampensatory of siac we
& ® a8 ® Famaiing 112 ® Used 1
08:03 AM Sh Aciive
P B iarih

My Attendance (ST 3ifSmat)

My Attendance SIS T°BT, O3 T&IT, Q3 NI QIR (TCHICT SSIFBIEN (M|

ST (AT A1P-3F FHA
1. Punch In (o1128-39)-@ {55 34 (8917 TR T GIte) |

2. JrOGI BIRC FITHAT 8 (EAIFHI NS v |
3. a6 ol g Ao T

2126fB GTeIfF 8 @ F=ATR 7% 3| A GIF Punch Out (SN126-WI1G6)-@ 5 T
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N

£I!B=E.HL'NMEI' Q Soarch featunes. L ,?.7':?0‘.‘1‘("

My Dashboasd My Attendance  Apply Loave My Paysiips My Profilo Halp b Support
@ My Dastiboard © My Aftendance

My Attendance & Retresh

Your punches, working hours and sttendance history.

AUNDKY ¢ °°L; = Clackeain Today's Hours. This Week B This Manth B Gvertime o
Total Hours 14h 20m 9h §7m 128h 20m Oh 00m
14:20:20 — —_— T
00 OF B M sy targt 000 &5 M wey tagut 45 OF 18 H mersy Lsget
a o A
o0 AM Ll At
L Ao perei] QUICK LINKS
T - e .
L] History &% @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Saitie Bate Sans Check In { Eut Late Production
NS 18 et 2026 » PRESENT 903 AM o Time @ - ® 7
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
N £ 16 Oct 2028 » PRESENT o Time @ BN @
N4 £ 15.0ct 2026 » PRESENT ©n Time @ BN ® &
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
NJ £ 13 0ct 2026 * PRESENT On Time © sH20M & y
NJ £ 12 01 2026 » PRESENT O Time @ BsEM @ g

afSas igm

Attendance History (2f&=1 3f5=1w) Biita 2fS6 Mcag sifersst At | #ite S, <73
SO QIR THE@ @I MUTS &I AT Gt WRFH 5 I

Attendance Details

Y]

Nena Joshi
sT-0008

PRESENT | | ON-TIME

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours
PUNCH INFORMATION
@ S03IAM  OFFICE

O Samusng Gatary A4 - At

Karcd Bagh, New Daihi

VIJAY SALES.
3 KARDL BAGH
7 )

Kaiod Bag

< Galfar markt
el j SO
o

¥ ;009

QT B STLTHYT FA
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1. f=fore oSt wRsE i T39I

2. Request Correction (RTNYAFT HJ14)-A Punch In Time (P112B-377F SWY) 8 Punch
Out Time (S112B-ITSTGF STNT) (T6 F |

3. af6 Reason (139 it Submit Request (ST Tt i=)-a 5 S

WIS IR Ty ST FITR H0T | FHIFT Regularization (@@A130eI9) B @ft
GIIF I AB-|NGG (73 997 Mt Missing Punch Outs (3% #IGT 126-S1S6)-a [ATe
SifTige A, 9IR ATFINF 1B (3 Q97 Mg o7 Request Missing Attendance (Im
2ITT FIFGHT WRTY) AR

Request Correction

Forgot to punch out at the gate

Apply Leave (267 STitaw=)

Apply Leave-a3 N5 FHT S1ova BiGa pietst @3e 2SS Sy 6o aed =1 Siar Apply
Leave-9 {53 F&, Leave Type (353 437), ©If3¢ (31 Half Day, 3r5-(T) T2, FIF @A
G2 T (i | Sl TS @ft semE T e FE)

My Payslips (ST1g ¢o1-fFe1)
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My Payslips-a3 3o =5t 3157 8 997 @z A6 meT @oF med=, =, FI6! 8 FIe Hass|
RIG!, W, FIGT S FATT A6 ([@@51% AT -fF91 Yoo View (0g)-a 5 T, a3e aft
PDF fRTTII GISHEATG T4 |

ullRenuive Q Soarch features. o G i M
My Atiendance  Apaty Los

poly Laave My Paysiips My Profilo Hatp & Suppert

SToO0Y

% 3 My Dasnboard 5 Faysly
@ Payslip Details @ Hide Annual CTC | & Print
View and download salary siip

PAYSLIP NO

ST PN-FOSE
Mot Septemier 1036

Garwated: 18 Dclcber 2036

To 3 o 8
Office Time Policy:  Standard Offica Pul 1 1
ssssssss v DEDUCTIONS

24,000.00 FF ([Employes ¥2,880.00
R9G00.00  PF (Employe) (Exciuded v0.00
LT 70.00
02000 B8 iEmplay .00
1,550.00 0.00
000 *200.00
rrrrrrrrrrr ¥18,000.00 LOF Deo ¥2.800.00
nnnnnnnn 6,880,00
#D Annaal Cost ko Company (CTC] 74,56,000,00 v

My Profile (ST cATHIR)

My Profile J5f&ste ©y, FHGRET 357 8 I B AF SIS LT |

Staff Khata Sijitet

CTIRIBE ST BRI ATHE 953 oI (A

Mark Attendance (2if& fi=): GTaf™F @ @I T 21126-37 3 HNB-|IGH | SIMF )
CTIRIBA A1 I, VB ST AT N BTovd [FfFe Realtime NG fSons e
P

Attendance (21 TR AT FHETTIF | 2RI TIRNAIRT 8 (5F-3(F (AT (LTS
I T Briot 261, W3R 5 0o Request Regularisation (@SSRRGHET
SIE)-AQ Biof I |
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Leave (3f5): <[0T =, 2155-CT 1 SIRTLR SAfRET Ty WM 5967 AR WA SBIIGT
Y|
Payslip (¢oI-f&#f): (It I (¢= @32 Download PDF (PDF GRSATATSG F6H)-Q Giiof

PP

Claims & Reimbursement (%3 @ fF3wrsft6): [iteta 27 At PDF-51% wifaw ar Wz mf?
51| @ft WM Ty Wi#iE Advances & Reimbursements (SIfa @
BN CT5)-Q SIS |

Profile (coi=s13+); 3f&s1e 8 it B

8:55 v

< Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

& Checkscomplete & Locationaptional

General Shift

@ 0%:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

starT*f: fo3-(HiaiL i) AP SR BY TS ATBIF (SO TR W (ATF B FACS
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L ST | (YA AT 2w @ =fesst Braw sifafs|
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5

Journey Tracker (S71G-511)

2T9: Journey Tracker SIIG-&(F

Journey Tracker ST T AT AV FGT FE: (o1 fSG0, (SfFeifs, fSs w11 T
Staff Khata (I3 SR SItnd G598 (TG I, W WA ST S0t (ATF i Sy
AT W, (FIATT QAT QI It UI6 IR

-
I ATAGH: Journey Tracker AFB (3T SHIG-AF | AHAFT SIFNGTH WIG-HF ble] 012
(T3 Journey Tracker (3 3 G153 B1IF (0T T | IO 7iewd & Billing & Plan (ke @
2AT) Y|

L

Journey Tracker bic] 54

T BN IR BF FIIT AT (FISTEAT FO G99 G99 @TIFH AIIE ©f (16 FF |

1. Organization (2f$31) - Company (&F=oM)-o fF I
2. Company Settings (=115 ¢15351)-@ Journey Tracker 5519 4|

3. Enable Live Location Feed (7139 (AT 3G BIe] F26+) Bie] I |

4. Location Update Interval ((GItF*F S#ITS6F I941) Gt es M| @RFFerst forg e
T (TGS ST I BT

5. Save Changes (9IfRR%7 T® Fz67)-4 5 71 @191 "Journey settings saved" (Ira
B TS TCACR) (AT

staffkhata.com/guide - 95/ 119



Reparts

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

Company Settings
Manage your company preforences, attendance rules, payroll, and policies.

Journey Tracker Settings
©' Configura tua iocation updaias and auinmiss

Enabio Live Lecation Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

YU Ve Unsaved changes

@ All Branches

Roview bifing

D Reset

Distara & Save Changes

cif6e

Enable Live Location Feed (s713©

aft Ft s

FHAT Al GATPIAT EIHHT STHATTH AT

(A G BI] F67)

Location Update Interval
(CTITF*I SATGGF I

CWWWWWW,’I CW6OCWIWWW@'&T
G 8 (B (GHT 46 =TI

Start Journey on Punch-In (sf128- NI (I3 WIS 2A126-37 FACH (00T (ATHS AT GF T

B Tl Y 56)

Automatic Start Applies To (STTBT All departments (55 fJ@1sY), W2<T 8¢ Selected departments

BF ATING)

Tial SF FHA (F1, CTIFIRA SOIIA)

@R FS1sT) | IR ©8 TS AT SF FACS AN

1. Staff Khata Stoi Home ((319) T2 Journeys (J1al)-T Bl F-1 | =i More (S013)

— Journey Tracker-4Q8 (JCS ANITI

2. StartJourney (J1@T BF FF)-9 BII7f T34, OIFAF M50 Done (S7°91F)-AQ Giiof T |
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5:20 vi

Journey Tracker
€« Y ©
® Ready to start Online

JAYPEE
SNSTITUTE OFs
#~ INFORMATION
S TECHNOLOGY

SECTOR 62
&2
SECTOR 63
Google
® Readytostart
2 ©) ®
0.00 KM —_ 0
Distance Duration Checkpoints
I start Journey
Journey Timeline
No stops recorded

QU R QU3 SIS 77, ST 8 (GFT632 On Trip (Fest wiee) (s wirst
AFEATETT VB (FI @I AT |

-
siarT*f: STt I To<F I "Battery optimization is on — tracking may stop" (BIR

BTG Bieg — HIFR I7 20O A1), O Fix (BF F67)-9 Bt I wgwfs i1 g
CFIF B JIBITO JFFATST I IF FE M, A PG BIP (/TP T

N

AIRCFD FITG AHT (CHATTO Tl FFA

ETIATTB OB 69 (TG I (AT o, Tt 20707 QIR &It [k
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1. 1§ f& Add Checkpoint (GFTIT (TIst F5671)-a BII9f FFF| Log a Stop (359 151 F3+7)
B AT | SR (@I S (@03 I& 3T

2. Add a Note (Optional) (TG @5 T2, @f5a)-a7 e It 20 [FYH, @57 @#F @
SR ATl

3. 3=, 3fvm a1 =f7 st Face Attach Documents (S 2@ T5267)-@ B1iof FF4 | Take
Photo (23 $e177) It Browse Files (F13a IR&G1 F3+) (0T A1

4. Save Stop (5% TS F)-Q Bl I |

T LE
Y STt
=

o520 _
e
I .(z_";‘u_.:L..;,a-,ﬁ.L_L_

lanrnau Tramlar e .\

Log a Stop

Recard details about your current location.

Location attached when you save
GPFS coordinates will be attached autornatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents Add
Upload bills, receipts, or photos
fuel-bill.j
IPg o
28.7KB

qlal I FPH
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1. e =19 301 End Trip (5o o1 $F9)-@ Bt I3

2. End trip My Rf*6s T37 1 @19 I I Tral WKIF i) I I 1

a1 O 6, G 77w 3 2AfSG 569193 I 31 FH1AT More — Journey History (Irara
3fSam)-@a e §or (rets ol

A1 foTS A% (g (STTefi=)

1. 82EI (IJ0o Journey Tracker-a {5 |

2. Refresh (Rtz*)-a 5 41 i1 {Geot Witey 17 5113 Live now (A9 =113%)-a7 Nt
4T A1

3. Journeys List (TraiF SIfE<wN)-(0 @1 7iEFT T@ THta W3S ($F S O %S
@ Y| T EFHF WIAF S AN =oa FHE TPt F, e 9o
Activity Timeline (FTIFIT BI3NIR) A |

i
e ol
S+ — s S s NS L E e

& JoumeyTracker o
* Rpcordng Onling Rahul Verma
- & p - D 0
Dk tagacan, Aty Fimatne = i
; { i
SR F
I =TT _— eee AR L ' s L
S, = 3 I 5
4 Gty iy b i : g
§ Sl SECTORES ij
- AL VAR e
2
_I. Park, 2
Sectar-62 4 g é --------------- b asiy sy
A= i .
oz o ¥
3 e | +
i i,
o OnTrip i L
art Time: " i 3
.
o @ @ | .
Y a ¥
0.00KM 00:00 ] H 1 P
ance Curation € =heckpaints ‘:z ;’ = 7
| H |
13 o 4 ¥
@ AddCheckpaint 4 3 By o
» ) e Cotre
& i -
F EndTrip = e ?
Goage L= - .
it fo

Journey Timeline

SRR AFAN (LTS 39TF I Live Locations (7139 1t*)-9 {55 T4 @ft fGeor
AIFT AT FAICE BB WG AT
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1. Filters (FeB19)-93 A6 Today (W1S), Yesterday (s/5<F1), Last 7 days (51 7 &) qtf This
month (43 WI57) A%, WA FRTSF From () 3 To (21S) SIfFd 16 677 | OFG FRIS
MRS ANRA|

2. 8IT IO Total (GB) Trat, Active now (94 5if&%), Ended (19), Distance
covered (Wo@FS 739) A2 Avg. duration (51 STIFIeT) (AT |

3. oifeel Feora Fare All (39), Active (51fF), Ended 8 Auto Ended (Ftet (It &19) 5111
JRIIT FFA, AL TIOAG FACO Export (QFND) IR I |

4. (P! A BT NI [T FBA| A ST 3 FIIT TN, (16 5694, Tax G
Journey Timeline (A1 BI3N=13T) (LTS TSI GIzw @ S Bt IR ©F FOH 5|
(GFTICTE FHIF (15 @t T, @32 [eT Yeies w1 attachment (12 Y(&F)-o $5 00

AT

+ JowneyEnced 5 Reoute Remap € »

Starteo At p Ended A
L K206, 10:16-57 am EUNI0T6, 012332 pm
o Tast Stops o Ditance
3 0 ks
St apted Latt mcorged
Jaurnay ended mem 01119:39 pm
oL $iilm

= Journey Timeline

1838
A @ Tracking Started

BHX $rllm

#
"y
130 o
A Dive. a8k
05 m
St 38m
Snwea Bam Toxlies, Kava bioe
Codecten chsous for Segtember
# tacrmers
0K $1ile
1200
] Orive 450
o 7asm

Q36 T fae e T4

1. TIAF AN View route (6 (YA)-A fFF I <[t {§of Wi=fota =it 77, oS strer
T (ST AT |

2. =T fFAee FA0S o 5171 1%, 2%, 4% 1 8x IS @z =1

3. JWBIYTE FE QATF MATS 3D Mode (3D (I1G) QR THIGIR6 f[SST Ty Satellite
(STFCB=T3G)-a T F2511 Reset View (B 1B F+) WHbace WK SR (AT
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= Rahul Verma
2026-10-21 - 5T

B Activity Timeline ®

1038 @ Trching artea

Sharma Testies, Sector 83, Noida

o1
e ® o Drve

S4aBkm 26m

S0 37m
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-
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am ® Drive Ty
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um )
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Crands Chawk
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e
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1224 (5
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= 1e)
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Pro HRMS (S031G-&19)

AT: Pro HRMS &je-\1+

Pro HRMS 2if&1 I3 S9i=1a wai HR § (191 0 (@=oNifH s, s f{eonfos
FISITH, (@THIRA, 770w GoIfR, #ifeft @3 @i sen® o=1 aft Manager @198 (@15 33,
Tt oF faear Ao (I e FI0o AR |

2T STAEH: Pro HRMS QB (9136 SIG-\F | WIFIF TIPS cs Afb 516 213 (I 9F (]
@4l I | IS 7IeIF & Billing & Plan ([fe: @ 2719) g1

Pro HRMS ¢ JgH

TIG- BIe] 0T WG 8 WIS Gi) ST I QIR FHT AT a6 Pro HRMS
I 74t T | FRTeR S1_fFg o1 (el Wity |

Organisation Feed (2fSHitaz fFo)

CIFHT, FIST® ST 8 SHIIATHT G5 QB0 FITIG I (ST |

1. Pro HRMS — Organization Feed-4 5 F2|
2. (oISB I fo1g | WIS 137 F9cS Photo / Video (2R / [©f%8)-(o 5 FF1
3. (& M4E ©f g Everyone (S113) Jf Specific Department (g [era)|

4. Post (9115 T5F)-Q [T T
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Q Search features ek Al Branches
ﬁxH-’\TI’\ a
Dashboard  Devica Setup - Organization Time & Loave Data Gownlosd arts Payrod Accass Control P Account

ard - Organization Feed

) Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biling
M Organisation Feed
MW Company announcemaents, updates and celcbrations.
A A Welcome (o the team, Neha! F- Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
@
o o
My departmen s
£ Colobrations
B

o posts yet— be the first to share!
\eran Shaikn . kb, ol "

FAIT (FHITB 135, TS 8 (376 FACO Aa | Celebrations (SWo1F) F16 WG 8 SIS
T QR FICSTF I (AT |

Org Tree (=15f f§)

@1sf f§ (1Y (& 19 iy f{een® s

1. Pro HRMS — Org Tree-(® {5 =641

2. Create First Position (2% # (SfF F67)-9 [T T4 (9K, Create Root Position (I
o (ofF ) |

3. Link to Employee (9 Mt T& T5<6)-a7 A6 T Ig+, SI991 Position Name (9Itha
=1%), Department (XS1s1) @ Designation (#fJ) #/7< $=571 Responsibilities (Mf3g) 8
Y Iftas|

4. Create Position (7 ({3 7)-@ 55 T34 f§ ez e Iroits @it #itq Add Direct
Report (TR RTNB (T FFA) 2T F3+7 |
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RCTIST T 2@ IS (FIET 917 et AIvTS 2A1eg | IR My Org Tree (g wwsf {5)-co f§ aea=

Job Referrals (515 (awitas)

1. Pro HRMS — Job Referrals — Add Job Opening (5/F&J X[F5oW (T15f F)-a fFF FF|

2. Job Title (¢itwg A1), Description (RF<Y), Location ((F1F*17) @ Department fi=,
TR (TS T

TR S Job Referrals (9Itar A1fe *MIteTr (i W3R «ifFoe 16 2817 7o Refer
Now (9473 @FIF T7)-a 55 @1 Wi View Referrals (&SI@s igH)-a 2T
HLTATEAT FF ATOIFE Pending (SeswIeY), Hired (R&) 31 Rejected (So514s)-Q S|

Daily Work Updates (¢Cufa FITSia SI9ITSE)

N4t Submit Today's Work Update (SGa SIS Wi#Ites ot iw)-a 55 5 St e
ST BACRA ©f (AT | SIGHHF 8 WyiAeigat Pro HRMS — Daily Work Updates-4 Sif34 Jt
TN I B I TNT AT (T QI (TSTET Export (QFNG) FA0o 2AE=|
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Assets (37271n)

TR TG, (I 8 WAy SIS o qrgH|

1. Pro HRMS — Assets — Add Asset (7% (151 T7)-9Q 55 T

2. a6 49 g (TNF Laptop, F1=1G1), Asset Name (S=twg 1) 3 Serial Number
(e 7797) = W3 e A1

3. Inventory (39ToGF) Sifeisry s=*miGre Assign (f47)-a f5<F 67, Select Employee
(T Ig)-aF e T @07 7 93 Assign Asset (5701 i=)-a {5 T

2AfSTB soitia @G Assignment History ((7eT1 3fS317) At | ST My Assets (SIS
To9N)-Q AT ST IR Dl AT

Policy Documents (sifeifst w1f2)

Pro HRMS — Policy Documents — Upload Document (S SIS 5564)-9 5 F641
Policy Name (sif@fSi@ 919) @ Policy Category (sififsia st fim @32 @6 w1%e arg (PDF,
Word, Excel, PowerPoint 31 2f3, It1o6 2 MB) | a1 #if&S{G goet Acknowledge (Fi=s1=
TF)-A [FF IEF, AR & & NI FERET O AN (AT AMF= |
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HR Support (HR J=ITST)

e, 26, @7 8 W1y HR RS0 2tw Ty @it (3 (o3| FHIT Raise Ticket (656
)-A e @ Ry, [ @3 & 56 T3 (@15t FE= 1 HR 8 e fN=dt Pro HRMS —
HR Support-a 57 fBfF6 (e a3 Update Status (SBIGIST SI#ITGs F26) i ettt Open
(caT=TT), In Progress (5e7(%), Resolved (14 3t31CR) 8 Closed (IF)-a3 w5 ey @it @1

FIOH WItASHT FFA

1. Organization (2f$317) — Employee List (I3 ©Ifc0)-( < @ IR St T

2. Employment (511F) &9t 4te1 System Role (STG6W @11)-& Manager (WItHeid)-a 16
Sl

3. Save Changes (73797 oT© FF4)-9 FF T4

'i sinse @ Al Branches & Growtn 15dmemt A ik R
Organization Suppe
A Empic
Autopay is mactive. Set up autopay or cho ona-tirm P payment.  Revew biling 9
Edit Employee  Back to Directory
Ralvul Vétma - ST-0001
3 prsciial 1t © employment

Employment Details

Emplayes Code / ID Jalning Dats* Beanch®
Change £ 12 Jun 2023 Neida Head Office (NOI-HQ)
Department * () Dasignation () Reporting Manager ©
Production Supervisor o
Status Office Time Policy ( System Role* ©
Standara Office Palicy (Defaur) - Manager
HR & Compliance
Total Experience O EFF number @ ESI number ]

OFGH WIFGIES BF 301 SIAT 713 Hw Reporting Manager (Reonfte smicens) o3 & |
B arters smong Employment 1ot Oft o6 S|

H8dT: System Role-a Manager S#I¥14f5 @ Pro HRMS BIe] A=BCeTs (A2l T
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WIS A

WIS ST 39 F4ceT Manager Dashboard (TTHSR TIFENG)-@ (g | (e Wig:

(1]} WITAGIFF! T I FCIF

My Team (=1 o) S I [N 1 ARG *WiS, @ Iomied SifFe @ SBHssTR (e |
Team Attendance ((ooig Brrg (i< RIfSRT @ 2k (= Q3R ISR TN AT 2T
i) FEA

Team Leaves (f6t2 2fP) B B TR 2L ATTA FRE WY I ASHATT FEA

My Team uppo
i Din My Team
Qs My Team
M

o3 100 i e 100 & o % 0 o
Team Members 3 £ Raetresh
g it Kumar Machine Operator 8 2028-01 08 < hetve

e cENERAL
o ‘Sunita Patil Quality Inspector y 2022-11-21 - Actve

515008 cENERAL

imran Shaikh Machine Operator 12 =
|5 JEFpoten CENEmAL 12035003 Acsivw

f6d WYY AN T

1. Team Leaves-4 55 T4

2. Leave Request Details (263 SR8 [RIAY) YATS (&IAT TRLT (BT HI3FCH
5 91

3. Approve (S FF+), AT FIFR Reject (AT FF)-a FF I
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Leave Request Details

QTG BB T MITFSIF 8 HR JOAIS WM A IS WM FIF 917 HR TS
WM JT (ST 218 S "Approval Pending from HR" (HR-QF S0+ J1f<F) (AT
AT GG ASILI FACA 0 AOHUIS 3|
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17

o, [Afee @ et

AT A9 AT

O3 YT (AT AR I AT YIS (TR, BoIE TG FAE, DO (ITT-6

I 2TSCI BIGACEANG FAEF AIR DS SR AR | 8 Admin AT IS (AT 3 AT
FACO ATEGH|

AT IS 2 Y
I AT AN (TG S FIOIER IIF sz iy Qe

1. ST ST AT IS fFF I

B Al Branches

M fa) Admin
\[ [ 8 A smarn

Dashboard  Devica Setup Grganization Time & Leave Data Downlaad Reparts Payro Accoss Control  Account Halp & Support
5 Autopay is inactive. Set up autopay of choose 3 one-tme subseription payment. Riniprbiling
2 Welcome back, Admin! 3 Refresh
Sunday, 18 October 2026 - You're all caught up! No panding actions require your attention today
Total employees 2 Presant today s Absent pday o Late today @ on leave "

9 9 0 1 0

Map view View details Recent Punches View All
a 2 Chéckin @
Sunita Patl
ot v Al o sz OR28 (BB Eriracce Teiia Late
T s E
4an sazkn = = owos ke NaviaRao
"i;'. ANAND VIHAR Ko mtcirk e
— CHANDN| - st firgre Fvl:"\
it B =T ¢ LB it
PAHARGANS fiii NDIEAPURAM Main Estrance Tu
bl S Vigan o
= 5 hpe oo gy PahulVerma n
IER NAGAR # Lnxisg SHIPRA SUNCITY Main Estrince Te
ez b - PATRARGAN) L
B Y
i 0moy wy Nenadosd n
1 P.EXTENSION ‘_ Samsung Datay A3
MANDI HOUSE pacsig __
wht prom El L omico (1) Hnew Shakd
b N3 ¢ i Wiyl B
B i 1
PANDAY HAGAR MAYUR VIHAR %2 3 - i
Google New Delhi i Roid PHASE 1 BLR : oo g Podadak
Late arrivals 1 Wiirer Al Upcoming Leaves 1 Viww & Celebrations Mclidays
Sunita Patil o Neha Joshi
. gt L] MW ol Larve 012618 Appeoved 1 Imran Shaikh

2. Manage Subscription (TIRf#*I7 #AfFEA1) (orer (At | aft W= Y T, Foo
3CTIT 8 TS [GOI3s Il I QIR TS o U IifE of (41|

3. Included Features (ISG& fFEIR)-9F A6 SR 4TIt AT 2AfS6 WSS reg=, a9+
Attendance Tracking (&=t GiifsFe), Shifts (*r<°G6), Leave Management (2
g1, Payroll (@) 32 Employee Login (5 1513) |
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siare Q Soarch features
EHATA
Dashboard  Devica Sotup Grganiz i

ard - Subsscrigtion

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

e Manage Subscription
Bamng & Plan

Growin
Included Seatures
& @ (7]
Attendance Tracking Shifts Organization Selup
o] =B ]
Leave Management Holidays Payrall
®

Emplayes Login

Reports

Overtime

B 15 Mg Graeets STy Feg Wt ANF | G 217 W SIFre6 AfF e ooe

I, QI AT 71 T LS 57 619 75 2307 @0 A=

ST 2N NATH G FPA

TS oG, WIS FCOIBS I (FIHT 16 I oI 1919 30 WIATAT FHEA|

1. Manage Subscription-a Browse Plans & Upgrade (2717 (74 \8 ST H6H)-A 5

PP

2. Upgrade your plan (SU9F1F 2714 ST ) AT 27 sm=«if# ¢4, i User
limit (3%wg 551), Device limit (o135 ) @ fFoasz1 @6 279 Recommended
(es1f7e) e ofee At | g A7t Pro HRMS I Journey Tracker-a3 ol S5TG-&(

TGS AT |

3. (T 27 B OIF QIS 5 T | FFIF IS 2 (@G 30T Manage or renew

(SIfFBIET I FAFIS ) |
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@ All Branches

&) o o 7 Fa v
EIAGE F=7Jf T
(GIHGH SICTITS W AMRCo 2AFA:
T aft Ft a7
Monthly (J1f5i<F) It TS T4 T (FITT6 FARA|
Yearly (I173=5)
Purchased seats TOGH IGGIRI T (I FIRA | SIRFICoF NI G Tgsht YA, o1
(1 51B) {tet 319 1 576 &= 33

Add-ons (S7G-31, Wi 9GT, (W9 Pro HRMS T Journey Tracker, ST S9I=1R 231 (31
f5)

Autopay (STCBTeY) TIICS (PITT6 FT TIF AT Ty | HIAF (PITNT6F ©UF 71 ey &S west st
Ao Aft I I | FRSFT A9 2T AFINEI GITIC6d G0 Af I35 T

Order summary (TEIFF STIALH) LTI WIS WHAT GST-52 F© (MR QL IS ANFIET
NI AR | (PITT6 QIS 3 R FI9W (PITT6 SIS (B *1F TP+ | IO
witwd i Billing & Plan (Rfe: @ 2i117) (g1
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39 9o A mifsiss sifftee @ 2t o #1eT T 11 GToHta (G [Nrer (T3
OTANIL (ITICG B T

fafsie, SITeiTet @ 3Feras AAfFoie= F54

1. Account (SIF1S6) — Billing & Plan-a {5 1 Billing & Subscriptions ({2 @
TIRFEH*I) (orer (AT |

2. Current subscription (ISTH TIRIFHH) ST AT, WG GBI fF 71, o=
Purchased seats 38 5if&s 3%wig, Current period (IS STTFIE) 932 Next renewal
estimate (9IFIS! TIAFACF WIHIfAF AT 2|

3. W 27T (TS Change Plan (2719 W), AT AKTO ! ANIFITEAT G (ITI6 FICS
Renew plan (277 A1 F67)-A [T T

4. BTt IF ATFCA OT6 FCo Enable Autopay (BTt 51 T64)-A 5 4| JoAfF 9Fo
(RIB (FITIB WA B, TTo SiTced N [{et e @tes 16T 371

5. Billing History (Rfiscsa 3fam)-a afSfo ¢itaesa siferst 41t 1 All (519), Successful
(57F<1), Pending (STtersswier) It Failed (372f) e fReebiq T35, ST FIGHI* W3S
s ey g1

6. (I T PDF 3790 GGG FA0O ©its Invoice (3990T)-@ 55 I |

allRertmime O, Search fastas . @ A1 Branches

A
ADM Toia
ganization ~  Time & Loave - Data Downioad ~  Reports Account b Supp
it > ik
5 Auiopay is mactive. Set up sutopay of choose @ oneslime subseripionpayment. —— Revewbis ng
Billing & Subscriptions
Manage your AUtopay mandates, active plans, and biling history
¥
Billing History o Q Seacch by Ta eseript Al @ Successful 0 Pending 0 Failed 0 £ Relresh

3}

Mo Transactions
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AT WIPFIT TIFRITE ST GBI I Review billing (Rfee (igA) Qroms a3
(IS (AT |

IR TRIFHLFED GTIM 19 30 QFT6 Subscription Inactive (TR Rfgm) It
TIFITIANG WIGCE (M| (ITID I SIHA BF (TS Proceed to Payment (¢ITIe6 @foieg I1=)-

q 5 a1

ey fA @ fofet 9o

1. IR (ATHI3 20 5 FF Help & Support (SR 8 T3IFs!) (@ {9, WA 61
J1ta9 T Help & Support-a 5 41

2. @9IF Contact support (STTHTE CIISNTIISY) SN STHD T, (RGETR 8 30T (LT
3. fofb g=cs Raise Ticket (6156 gam)-a s FFA1
4. @3B Subject (%) M= W3 Description (RIge)-a 571G fevg=|

5. Attachments (572gf&)-a3 A5 @+ifF sces 56 13 (15t Faco #1@ (PG, PNG, PDF
DOCX, &S 2 MB), (TN {6 fF=151

6. Submit Ticket (536 Tt i=)-@ 5 T8I

Raise New Support Ticket

Subject *

Paysiip shows the wrong department

Description *
Reahud Merma's Sephambes payyip lists Production, Mhmﬂuﬂlnmyhd]

woek, Pleaie haip us update it

staffkhata.com/guide - 113/ 119



wioIR fofF6 @ Ticket ID (556 =113fS)-513 Te =31 W3R Support Ticket Log (Seoi® GG
F91)-Q (AT T | SFT FIESET Open & Pending (AT @ Seww1e), In Progress (561(R)
32 Resolved & Closed (S71&1 @ %) 56 sta=t 31 f[{I7qer 8 SB151s (Mets &It fBis
5 <61, SBIGIT Open (CATET) (AT In Progress, Resolved (ST« 303t) 8 Closed (I)-9
I

rrrrrrrrrrrrrrrrr

UPDATE FEEVELE
m In Progress. Resotved Cloted

Close

%85: Help & Support {56 Admin It HR (SIteT=T | ST 8 MRS WSt S (&@r=oAifva
Admin-a3F FITg A 618 Sfto|
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ATHYRST 8 AN AAIHIH

AT I AT

STRFAT I @R (T ANSTEA FEA OIF B0 S6J | WK T QI 7T B Help &
Support (T2 8 FRITS!) (ATF 96 BfFs 9o (g 201, [ @ smrsen)|

i 3 oIS

OFGH T (FIF (ATF HAB-3F FACO AT 1
QYT FHPNE MY

1. S T (IS i1 Ble] Witz | Organization (&fS$19) - Employee List (Ft ifeist)-
(© T AT I Yo7 W FH7 (T CNAIZA N2 Biey WTR | IF; BT 19 "Mobile
punching disabled" (T3 itk Ig) AT

2. (ANFHIAI SPAFS WG| (FIH (A ST B Ao 3 Q3R Staff Khata Siesg

CAIC<P2ICnd \'M';DIR!J TR [ |

3. fofF fore-cFTa (oo Wite | St 9 It SR Somifrs etz a3, o BH
B (ATF WS 7 AWIeH | Organization — Branch (¥1141)-(S *T1F (@IFF 3 Jiref

Y| (YA CTAZA A=

4, TIOIF AT IR AN TF G | A SR 513 00T St T3 37 S | WA
TN IR 937 1 VB ST "Employee login is locked" (FHF F9137 «15 1) (U

QFH6 IR [TSIRT SHaAIRT (MLUTeR

@y IR fye @ 3B1AE Wicg 6 71, @32 9T TSR 5511 Device Setup (fGo3s
oTowr#) - Manage Devices (fGe135 #ifS51e=1)-93 How to connect (FISIR TeT& FAEH)-9
AT I 76 T W fF 7 (@A AfRRSET 917 (IR 5615 FF4 | STweizy BHi
ST ST B AT ;T SifFedd «ifsas o G tet wiHee Data Download (GGGt
TIG=eTG) — Download data from Devices ((SO135 (ATF (GBI TIEHEG F+) I I |
MY TG [Tz |

sIar*f: Organization — Company (&™*1f¥) — Notifications (FIBEE*7)-9 TFART
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L OIS &5 WhatsApp STTeTl’ bie] 536, TS STC5 ST GIi=Ts AT |

&FIF TGS ey wfdfs?

BYNTa Realtime ITIHEF f[TO137 | o=y IS Staff Khata- S A& T 71

QTG T NP FACR (g 0T gt I (73

Time & Leave (57573 8 §f5) = Manual Punch (ST #112k)-9 @ft 5 T, At
Regularization (QSIRIRGHIN)-Q FHF ALTNLAT WAL WY FFH | (YT Al
R

SHIFISS 3 TIBRF-39
W 2AASTIE et (1%

S39-39 (9ITST Forgot password? (S15ST6 Gie (51te7?)-a {5 67, W1t WieHae 3o9e
A QIR PSICET (FIC WP T | 2T LIPISTET AR o 8 AT FASNIBH- =T |

QTG FA ANSTRE YT (ST

T QIS FIIF AT Admin TSI A3 GT6 FEF | TQF ASTAG 76 FIcS Employee List
QT FHIE AfSE T, WA IR [N 37et e Forgot password? I<3F FICS AT

SN TIRF-IT F1G 23S

BINIT (1Y 28T 2IFS WH T4, ©IF2F Resend Code (WRIF &G 2M51)-A 5 T
AT AT (FISIF MY, AR A*6© FF9 (T (FF 9@ SMS SATS AT |

oIl eI WeAIF?

W (ATHIReT 27 — Language (S191)-(o {55 T4 @32 5515 TSl (AT (@0 {71 5137 37
AT AT (ITG] ST (I OIFT (@O RN FPA |

TS 8 bt
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QFGH FA1 [FAND =3

BT branch switcher (¥4 IweT) (Y1 QFT6 *TAT IR AIFCA AT S 1R *M4F
FAtma (2@ | All Branches (319 #1141 @y =1

RN oI T TGS IR0 OF YA |

™y~ T Employee List-9 Active (&%) @ites 5 71, @31 Si7 @i ofFe [{esimda
STNIAPICAFT st 5 71

Q6 fHToND Freitg aFOIG T332

RIS o guet Export (QTeit) o e «ft Excel 31 PDF fRTIT SISATIG 6, WA f216
T3 | g et |

OFHB O ARET F7F (FF?

= I WA 2T o2 Eo1a{t (31 SR 279 (UTS 251 IS (55 I, WA f[Heea
GReET Y|

QI o919 30 B 37?2

AT SPGB AfF 2 50 T HHFIF (GO (R T | AT 794 AT (F Eoraete
(A3, TG I FAT LS TS TF A |

& I FCO Aitaq

HR 3Seidr Admin-ad NCol13 O3 SIS fZRtH T3 37 a9 Wieiaid Pro HRMS SIihe-
S AT |

fFor Admin HR Manager Employee
@, =, [Rersy it off — _
TIfSe W 8 @i it ot _ _
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CTeSTof 3
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e o5 oray

Rrorw fow o

Ao foram

ST Tg7 @A 517 g WHeTs 11 15 Mg Grie =i | Sigeia:
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MRS, i 8 AT [N, T TCSG [N, SHEST FEEI, (G SHIGSIG [[ebyR (3T

TGS A=
@A, TR, RETISTS, of-f&Fet, s [esnd [OTR (913G AT
WIS @M, (&@ohfT e, ousf G, som Pro HRMS SIjTG-&1
s SR 113© Gfee Journey Tracker =IG-&=
.

2T SATAIGH: AT 3 OIS Il ASGF ©f ITANS AT | ISHF SIfeipIF G 2714 TS — Browse

L

Plans & Upgrade (2719 (YA 8 WITAT FFA)-a [FF FF4, Q32 I9NH Wi & Billing &
Plan (&2 8 279) (A1
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