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Company Settings
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#
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NUMBER OF DIGITS
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Data Download
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Define how employee codes and 105 are

ou have unsaved changos
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SEPARATOR | DELIMITER
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

Company Settings
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-
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@ Configure system language, tnazane 7

TIMEZONE
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eamgn b =
i i
KHAND | 2
Wiz | 5
= I\HTIHJH:
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.
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3 Autopay is mactive. Set up sutopay of choose  cne-time subscription payment.
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Designations 5

Designation

Supervisor

Machin Operator

Quailty Inspector
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Mesaheip) o Support +9179820 71270
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Production
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Human Resources
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S Hoipior: +91 7065 7005 40
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Q Search
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Company Settings
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Rahul Verma Production rahul verma@aharma- tatios o
Active
RV sr.0001 Suparvisor ~316000000002 ©
o Admin Ade - priya@sharma-textiles. exampbe W Active
ADM - PYMULADE ~S1800000000]

Neeaneip? % Support *H1798I0 71270 S Holplow +91 706700540 [ Emai wppon@aafikhatacom  © 3020 Stadf Knata - Anendance Control Plasiorm

Import Employees
Add many employees at once from o spreadshivet,

1 Getthe template
1t hats every comn and Ehies example s, Replace the ecamples
W your PmplaYeEL, Orek per row, 3nd ke B header row.

D Exceltempiae CEV remplate

Upload your file

sharmartextiies-stati.cov

o

Staff Khata aasl §550U lacassy 35 5810058 50 oS Lo oS LB gy 31 iylad caxaylS oS oS lacays,
7Mool saaaglls e yu 1y oyl . aiS e conygd (2ol il glocassy) Rows that need fixing 5 1y gl
A 3ylgoyliga |y b ylas g aas

ol H9 auS Blol passSWord b @ Setw wxaylS 3o &gl youe 3oy crusd gl 3310 youe Jay oot oS 1SS
i3 38 1y ol 399 31 g Audles SIS 31 g e oo @abai syl Slil (238 i yoss 3oy S
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gliss g wlesuive JuosT glys LS5 3l wiges
A8 0 Blol gusgs 1y sgs  SSL wleMbl g gylydas! ulad ( Slid (gd oyl siaylS

AS olsasl 1y (wwylS 31 wges) Invite Employee o .S sUS Add Employee (LS S0 ¢y .1
AS 3 1y (4al5 8,4las) Phone Number o ( J«ul) First Name, Last Name, Email 2

Reporting ..cs olssl 1y Joining Date o Branch (( :s) Department. Designation, Role .3
el ¢yles | Manager

A4S SIS (awbesges Jluyl) Send Invite ¢oy 4

&+ Send Employee Invite

il 8 NEw bedm meermiber 10 cabnard, Sut their dapanment, role permmisisns, sad branch
assignment

H PERSONAL & CONTACT DETAILS

FIRST NAME * LAST HAME
Neha Joshi
EMalL * PHOME MUMBER *

neha joshi@sharma-textiles. examp &= 4e. v BO00OD00O3

) ORGANIZATIONAL ASSIGNMENT

DEPARTMENT = DESIGHATION *

Human Resources ek HR Executive ™
ROLE * BRANCH *

Emplayes ~  Deihi Showroom (DEL-01) -
JORNING DATE * REPORTING MAMAGER

B octis, 2026 Select Manager (Optianal) -

il 1y 383 Caon Byany by S LS e 3 1y o S e wdlyys WhatSAPD 5 Jual $asb 31 Sosy Sy azeyls
(o losle a5 5959 JeS5) Complete onboarding coy o S o (i youe Joy AS 0y |y Lidilasiin (S 0
.J)L) _)Lu.c‘ Joy Vo .JJSOA SIS
Lo ylE S cuyssa
1S 50 1y aieylS 30 (00) sy goio

s 4@ |y ol wlasin ((aaylS jiulyg) Edit Employee

Ao 1y d3atws o Boii> auS e |y ol Foi> s lu ((od> baalin [ (uuei) ASsign [ View Salary
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e Realtime Syyagy 0wy goy 1y ol @y8 by eSSl 431 :(Sy 2004 <o) Biometric enrollment
S s aa oee 3oy ol gl Hsee 3oy Siluyios«) Update Password

Lagys ¢ilw les) Enable Mobile Punch / ( Llge U sgyg ¢3le Jled,.2) Disable Mobile Punch
3939 .23 3959 S50 cumdga g alw by Staff Khata Jsboa (pacsSLll 31 A5lgs sa ol LJTJWS YPLE] (JJL\QA
9l 1y o iy 3959 Suyiages o8iws bl badd oS JUSHIS gly el cpingy suam USHE gly Jaliga b

_ulﬂﬁfﬂ_”l-!\__? Q Soarch features. @ A Branches QA Mneraror
Dashboars  Device Sotup Groanization Time & Loave Data Downlasd Repatts Payradl Atcoss Gontrol  Account Halp & Support

@ 0 Dastboard © Employes List

3 Auopay i mactive. Set up sutopay of choose a one-lime subscription payment. Raview biting
Employee Directory < Refresh || + AddEmployee v
Everyona in your arganisation, with their department, $1atus and accoss,

Employees Ractive - Qimacive: B imedinthe e 30aws | P Fiers || Q Search empioyses.
Employee Departmant &

ng Nehatosni nm:aln Resoisces neha joshi@eharma: texties ex @ rerve

A Ariun Monta Infarmation Technology AR D rewve

L B oo sl Lok € seme

PN !?:N{IIN)M FrIDIl.II(.:l.«?n B}ﬁo]\f.ﬂa“@fl‘ﬁrma-MxlIIES.EKS.. () Active

g Imran Shalkh Proguction Imean.shalkh@@sharma -texties. . @ Active

P ?‘_‘_"_";’_f*" Fr:.\d.uc.lo.qrn s.hff:i.:::! P_a:d_;é:?‘arma'lexnlesﬂx.. @ Active

AR élk'ml K_n_lmar IP‘I'MJCIKJI‘\ = avln?l.knfmar@s‘mnmn-'.exmes.m.. () Active

it Empéo;
Ay Fanul verma Prosuction fahuL varmagsharma - oxtios.o.. @ e o EdnEmployes
s : i 5 Assign | View Satary
& Jl\f::\lmr! i _ Priyasnarma-texties example @) Active 2 Biometric envoliment

& Update Password

) Disable Mobile Punch

[ Detate Usar

93922 3l 9 Bat 33lg algl sad Jled st (USHIS aS Jladyl 1y 1ia)lS wian ygd 53 (cumdg) Status 4 S
Aod e ol ld
\

oSaa (lasgs baugi wlasuin J4aSh o Jibge b agyg dlax 31 Libge ansSilyl 9 g 4 LSHS 5949 :p38 25
Sl a8 o cdlys 3L wlblKal daa b ojgy V0 v&,{LojTS)gJ SO s ey s sl aals Jlo oy 3ll b 4 el

Ao |y (t).b 9 Vluiygo) Billing & Plan o=é glaz b

J

S g3lloly 1y 4ISeBLo g 1S &y s dalsl 5
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06
sBalal g o485 daliys (s
lazsb 4o iz sk

4 33 S 4 205 50 9IS &aliy S e s |y e GLSHB (Sde elidant g 3OH1 o) (oylS ilelus iy
Ao sl gy <Us§_‘> Blol wlelw 38 o uni JSBLo! 198 o 1S o0 HI8 b PI.\S)J R3LS)

38 3l ol y el S

Iy ool s oo g o (cut cuies) Night Shift <5 o (Legee cians) General Shift <5 U las ¢ylS clad
S SIS (g (ja9380) Add shift oy as s sl gl b oS Jalig 393 olelu Gl

A4S SIS (s oldys) Shift Details — (L) Organization co, .1

S SIS (aals0) Edit oy 9 a8 50 1y caea Sy (+0) Gaay goie 2

AwS a3Lol (TBST Mia) oliss (u5) Code Sy g auS awyy |y (cawn »U) Shift name 3

ends the next» g o plad cuidad 3l uy oS b can 0S @das 1y (LL) Ends g (¢ 952) Starts 4
29350 cadle (35 0 plad any 3g)) «day

(3o K033 z935) Early punch-out allowed o (55,5 jlow 1515 Late punch-in allowed 5
g8y 15 9'.\53@% S A i ds w |y

1S Lol 1y [Suan edldass

A4S SIS (Jdaei 5oy o09381) Add off day ¢oy (Suaa Vaes) Weekly off 5 1

Iy (nazaa »1.5) Which weeks g (59,00 Half day U 35,2k Full day :¢ o3) Type .(55,) Day .2
ola )_'>-T L rsle pow pos Jol duaa by (ais0 y2) Every week . oS olsel

slo ys Jubaol & 93 p3lea 9 poo gloide duia boMedy audn 5o 4:0aS) Min S 13T Juhaed 59y 50 ¢l 3

S 0 QLZS)[S 8]

AS SIS (ol yuei by53) Save Changes ¢o, 4
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Edit Shift ®

Set e working hours, grace tme snd weekly offs

Shift nama Code {optional]
Ganeral Shift G5

Deseription (optonsl)

Starts Ends
08 v |1 D0 v | AM v 08 v : 00 v PM v
0 shin
Late punch-in allawed Early punch-cut dllowed
15 minse 15 mimtes
Weaikdy off
Sunday v || Fullday ~ || Every week w | 5
Saturday ~ || Fullday v || 2na v |
Saturday » Full gay - amn w x
+ Add off day
Sandwich rule

Weekly 0ffs and hobiduys betwean two e cays are counted 33 kv,

38 esdaid

9 o U aSOT s aile yisms s ol 4o wilgl e LSy oS LaylBs Late punch-in allowed
Do ed alBiangy gy oSSl o Doy yisg) anlgl e o LSHS oS LaylEs Early punch-out allowed
Wigd 5o Dlus 6318 1oy lized gy i ol Judasd glajgy Weekly off

Lgd o Olus ad 3 a3 3oy 99 st e § S oMl dass (zuovile o9318) Sandwich rule

A8 (D98 iy bl |y
ol b s wiaylS 50 ey o 31 0wiS SIS (35S (238 i) Make default oy o 008 3L 1y caen usy g0

u.'Zs' ,i.m/ Wb g é\é_}' el ‘(uo_).%ulz.u) Default uL.uJ Ly uo_).%ulz.u Cb s (s 340 ..&.ZSL;A ¢ 93 by
A3 e lad

staffkhata.com/guide - 34 / 116



@ Al Branches E - i
“General SKR™ i now the defacl Shin

Devica Sotup - Organization Time &Loswe ~  Dota Downlosd ~  Reporis'~  Payrofl - AccessContial  Account Hatp & Support

ord  Shift Detaits

5 Auwopay s mactive. Set up sutopay of choose a ona-time subscription payment. Riyview biting
sate
Working hours, grace fime and weekly offs for yous staff,

Shifts

© General Shift | Defaut t 9:00 AM - 6:00 PM

& mEght Shin 8:00 PM - 5:00 AM

ol gl s jawasd o ialig |y o wleioe lizad aiils o Sloe caie S sl glozsb a3l zsb
Ao 1y (z3b o wlussiygo) Billing & Plan ol awsls L5 gyl z3b @ ol (San yricg glocacs

AS 0 8 cbn PI.&S 333938 oS dx s 0 Lis oS cewl aygds (cadis K31 Q.AU);) Shift Roster
(u947) Calendar clols oy .ouS SIS Shift Roster = (a5 10 ¢ ¢ loj) Time & Leave ¢y .1
A yuld can U gladybs aiaylS julal 3 g wgi bals (dlab Joas) Month table g (a:a0) Week

A8 SIS (e jowoss) Assign Shift cqy 2

Iy (o laiyLs) Departments U oS olsesl S0 S0 1y (LS, 8) Employees (.S 4») Who 5 3
285 JS Vsl gy
A ool 1y (caws) Shift 4

(ol wlssl) Pick dates L (U 551) Date range (3o, <) One day (o) <) When 5,5 .5
S s |y Eli 9 9 OBl

S SUS (locas joxass) Assign Shifts ¢o, 6
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Assign Shift ®

Wha Emplayees  Departments

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

& amployesls)

[Teﬂeuksd\m @s) - J

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

Ss1x1s%shits Cancel

Time & w00 jaasd oS08 cdun oS o U gd e Jlacl sy 4 g3l plao 3l agas o jowasd oS b
A a3 eudtua 1y S e (ciws acass) Leave — Shift Assignment

el 333dalips b oo licn 32 940liys
el gy glojee yoboay sai pai gly ol Su Ly aite SO 35S 5 ¢l Fayaeliy

A4S SIS (caws juyaely) Time & Leave — Shift Planner ¢o, .1

This week ¢o, L .(5) To o (1) From ., s oS w3l |y Employees L Departments .2
A4S SIS (a2 ole) Next month U (ol ) This month (1 &:50) Next week (waa )

b So goy (1S SUS ooy oy usw (S ol casn o) Pick a shift, then click days 5 .3

wdlbed yoa w3l ¢asS 32) Fill range (skip weekly offs) ¢o; L S SUIS ailSlax lajoy gy 4
Sae odldasi (lojgy 4aa a5 ) Fill every day .wgas s lrSh o5 lojgy da U aus SIS (S
9o Jolin oo Iy

S SIS (0343-3) Save coy sl slgd 3o .5
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e o Py I

Dashboard  Device Sotup Grganization Tima & Loavo Data Download Reparts Accoss Control  Account Halp & Suppert
@ » Dashboard * Shift Details > Shift Planner
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Raview bifing
Shift planner & Shift Roster
Pran shifts for employees of whole Sopartments 3ctoss a date range, day by day.
Departments Emplayees From To
£} Human Resources L A Employees -2 = 0 et 25, 2026 B Oct:, 2026 Thisweek  Noxtwesk  Thismonth  Next month

Pick 3 shift, then click days

§t Filrange (skipweskty offs)  Fllmwrydsy £ Ciar changes

Gengtal Snift ® Night Shift 4

S o Tue wed L Fn s

2% Werk ¥ 28 27 E 1 a0 £l
Geraral STt 12| | oeneral el U2 General iR 3 [Ganerat Shin 3T | Genwral S T Genwalshn

& day(s) for 2 employoes - 2 shifts Discard

satlhatacom.  © 020 Siaff Khata  Anendance

DEEAD [ Emak wpp

Mesahep) R Support 9179830 7 % Hoipior

a3 oo lad 1y ag3 cdd oSt oad g3ayaaling oy 3 gyl &by @ cuas3b b

" . Fa) shdmin. v
Woii | oo e .

Accoss Control  Account Help & Support

Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payr

Shift Details © Snt Roster

[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting

Shift Roster A4 O Refresh & Expon B Plan by employea w

Who works which shift, day by day

October 2026 € Colendar  #2 Week @ Month table

87 shifts - 7 of -5ta81 schoduled

< | Today >

S All Emplayoes “ @ Al Departments -

ARSEAIS e Genorsi ShAt » Mget Shin

Men Toe viea ™ #n
1 2 3
v v R
4 s e 7 . s 10
3 : ¥ ' + + ;
1 12 13 14 15 16 i
+ + + . + + +
2] ms| 1 ms ns m Rs | 2 B 24 e
* Coneral Shift 5 » Gooaral Shatt s * Genaral St 5 ® Genera Skt L ® General Bt 5 + Genersl Shatt 8 * Ganaral B 5
% s 26 = 7 LT - L ] & 30 Er A R
+ Gomrat S0 5| 4 Gosaraisnin 7| | Owerstznin 3| o Cemenzan 71 (o Gwwraisnn 3] (o Gemmsin 71 [ Oweain 7
" + ' ; R : ;

AcS pdadly ySaslal il gd

Enable Overtime l.ol wga cslayy g8 §od> o adlol wilelu auS oo fpani jSadLo! 1 5lg8
Ao |y DL g yga ilgd S gy |y (sl ug[,g.))) Tracking

et SS—r ol
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SIS (4958 oyug381) Add Rule oy us S SUIS (5S48Ls]) Organization — Over Time ¢y .1

A8 3ylg «Weekday overtime» wisla (938 »U) Rule name < .2

(o ylaiyLs 3 50) Some departments L (;,LS,IS &aa) All employees .( Je!) Applies to o5 .3
AS wlsasl 1

S aylg 1y F5 o wBsl ) HSdLo! el yo cilsyy b (s lsyy bgo0) Pay as .y 4
el s3azws X 1.5 e (030w 31 o) Multiple of pay
csielw s3aws %150 Mo ((s3aws 31 gauo ) Percent of pay
) gly el ya ¢y oSy Lol (el gle) Fixed amount

»Slas) Maximum overtime (h) o (celw 4 ySaslsl 8la>) Minimum overtime (h) 5
el 461 Yo s o wlus 03l oy BLo] oilelu s (S e dasi |y (el 4y ySadlol

S SIS Add Rule oy e aS oo 1y (Iy1 50,0) Effective from .6

_4|;ﬂ]8{,94_[':|,'\:._g O Soarch featurs mek & All Branches E ) =
] Owertime rule added successtully

Dashboard  Devica Setup Organization Time & Leave Data Downlaad Reparts Payrod Access Control  Account Holp & Support
o+ Over Time
5 mnopay is inactive. Set up sutopay r choose a cna-tima subseription payment Rarview biling

Overtime rules
Hiow xtrs houss ang pald, and the minimurm and maximum cvettima that counts

Qvertime rules 1

Ty S 1.5x hourly pay 1-41 ¢t 18, 2026

i |y Billing & Plan sl azals 3L oyl 7yb @ cosl oSan j5aslo] 1238 yb

A5y 0 3939 Jalige oSyl 3o S LSS sy dalsl 4o
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0
3939 b 1 ibigo Sl

oS8 5959 sbils slazsb iz b
9 u.;.us? CamBga yla) 3959 30 .S o cud ol asud O.wsf Llyags ygas LSylS Staff Khata Sl b

ol jloa 1S 31355 1S o el lad & lblyer slas g A8 e 033 1) LAl S

35lg a5lg3 ad b (LSHIS (ST .amly J88 150l slog s ys ol (Sas Jaliss 9 Do a1 o LSH 3959 1p3d 2sb
A |y (z3b o wlussygo) Billing & Plan led claz b g lacasd ¢ly g

S0t 3319 9 4S i 1y (pdeSlal 1 LSS (g5
Ala 3L 0ayS et Ll &S gy9ue Jay g (0als S3let L) Juaal 4 s3lison 1y gUsgye Gl e yosa

S wwai App Store (iPhone) U Google Play Store (Android) ;! I, Staff Khata .1

Email or Phone (¢S olus a5 5559) Sign in to your account s oS 50 1y il 2
AS aylg 1y 395 (Gose 3oy) Password g (,als 6yl b Juasl) Number

oo 3L (Goyel) Today asdo iy (5gy9) SignIn coy 3
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8:55 vi

& S TAFF

Y KHATA

Welcome Back,

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 ~

StaffKhataPro

v0.11.1

(ole ¢ y52>) Today. Attendance asio ol gladl) auoe Iy oUsss Olé g ygoo bid dies la

Aczwa (eSya) Company g («5 y) Leave

153 (SaulosyS Lugalyd Iy youe 3ay) 2ZFOrgot Password oy sgy9 dxao ys SaulosyS Lugalyd Iy youe Jay 1duss
A8 iladil 1y o aselssy olissse 31 L

S CunBgo g (o8 4 ot ks B}l

318 300 ey s sgyg Lalw gl o Sl8e comBoa ay ctwd 518 s aSiyl sy gl eSSl
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(gals 03l>) AlOW go5 aalgs oo ly S8 coumBoo a uytws 83l 95 il o0 3959 45 4L s 1
(08 ol 1y (paeSUll 31 oslazwl 550 «While using the app») a3

Ay @@ |y cpayes d Ganyins 83l b a0 Bg 2

Camera access L (sl p3¥ Jl5s cue8ge) Location required :a.sLll ulosyS sy Laleal (S|

b oy (eyes gile l28) Enable Camera ¢y a0 o olio [y (canl p33 (o390 4 L yiws) Fequired
3L 1y (lajs=e) Staff Khata — Permissions — (laaoliy) Apps — (oslaas) Settings sg3  agS 5o
S gy ly ol g auS

GPS o 4l b ys00 el

Mark co) 5 1.5 35U oo Iy Attendance &Uj aslgi o) a0y (599 wi) Punchin ¢y Today ys .1

(2w (e wus) Attendance

(= 28 40) Current Location g (ab oass cas) Attendance, Assigned Shift isao 2
cilwo3li ¢ly) Tap to refresh location co; sy oo 315 o e yoll Slad 81 aas o olid 1y b

Aoy (a3 cumBga

225 oS Sy liesgs 3l by use g s (ais (el (283 ¢ly) Tap to take a selfie ¢oy 3
55 sa osls inla (ol LuSe) Verification Photo

sy Punchin ¢qy 4
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8:55 vi

< 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

a5l iy By L yyva s oo oloy bolyan Iy (las b cuddgn b 3gyg) 'Punched In Successfully 5L

Al 0 395 JJ%’E'J 33 b 3939

w8l o0 Sl ax lélss ylos 51 ose

5185 Blybl 10 200 Ue a3y 3959 219300 o g lad (gys bod iy gy les & ldlser slas S
You are» g o sgaue (3lne ¢ o 31 z,15) Outside Allowed Radius alo U sgys ool 51 o950
¢ laas 31 2415 laa) «.outside the allowed punch-in radius. Please move closer and try again

(S (a5 03ligs g aue 333 bl aiws 5949 jlono
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O

Error

Outside Allowed Radius

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

Done

s s 32 gl |y gled oluae i i 3959 03bgs o w3 Tap to refresh location oy g yids 3419

Ao |y g ladybs g ladieds (Sya giluilely . auS o

TN
A0y (zoys «d) Punch out ¢o, Today ys .59y UL ys 1

Ay Punch out 69)9"‘3}.’5‘3 6){55 ual..u 2

L1yl I8 wlelw Staff Khata s e 1y (s ood cuddsa b zoy35) IPunched Out Successfully »Lo
Ao n dralen o lyly y5aBLol g plKinsg) clozoss oyl juy S e duglie luba
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8:55 vi

Today 'ﬁ KHATA
. Hello, Rahul n

. -

Thursday, October 22

Your shift
@ General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00 PM

Checkln 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 %

% Heimpursements 5
Submit and | ek

Sl g oo daslus dualin
Sy oy oy oy Ko U g wsa asls (o) Month g (5o,) Day .o oS 5L 1y Attendance &by 1

9 cumbga [z oy5 oloy) Punched Out At 4 (bgy5 ;o) Punched In At ¢loyloy U gy 3oy SO goy .2

S 1y lojuSe

o (Mol canlgsys) Request Regularisation coy joy olea yo Soais o U sl oleral 3959 .3
3o by ol lads yae aiyy (Caslgs s Jlayl) Submit Request coy s S 3ylg 1y s g canys glogylo)

A8 o anli Ug
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Si0yl5 3o glys Jslige Lsgyg S isgald- b gy iyl ssse gl

3939 Saytege o8t b b b oS SUSHIS gly canl gy (238 ey yobay suas (LSH gl Jabse b sgys
S ngals 1y ol iy

A4S SIS (LSS s yed) Employee List — (L) Organization co, .1

AS SIS wiaylS cayay s ot goie g9y 2

[Enable Mobile Punch L) 1S SIS ((Lblgoe b agyg ¢ilw Jledy.2) Disable Mobile Punch .oy .3

Loylgs osS Gangy sl e abisa b sgy9 il Jlnd

ailRenunive @ Al Branches & crown ndmenn [NARY

Adimin -
» ADMURSTRATOR

Dashboard  Devica Setup - Organization Time & Loave Data Downlosd - Reparts Payro Accoss Contral  Account Halp & Support

o+ Employes List

4 Austopay is mactive. Set up autcpay of choose a one-lime subscription payment. Riniewbiling
' Employee Directory o Refrosh + AddEmpioyee v
WP =cryona in your organisation, with thei department, $13us and sccoss.

Employees @ B active - O inactive - B joinedin the lax 30 iy 7 Filters Q Search employeos.
Employee Stati

ng Nehatosni Human Resources neha joshi@eharma: texties ex @ rerve

aa Ariun Mehta Information Technalogy AdLpaiadama . D rewve

kg KwitoRao Human Resources Kivita,a0@sharma -texties.exa. @D Active

PN I.‘fﬁp.Nmr Prom.uc.l:x?n nlo.ﬁ.\?.MH@?I‘T!?NG-MHIIES.EKJ.. D Active

g Imran Snaikn Proguction Imean.shalkn@snarma -texties... @ Active

) ‘et i I et © oo

AK .ﬁ.m\l Kurmar ﬁr\:t:m:w_zn.. - ajlr.\i!...ku.l\‘\l!@.s.ﬂmMJ-'.?X[\BQS.M.. () Active

Rahul Verma Proguction rafhvulvermagsharma - texties e. & Edit Employee
B (Rabul Hssrny cpesiabirtns @D active
4 ? 3 i 5 Assign | View Satary

Admin Adne _ Priya@sharma- texties.example ) Active @ Biometric envoliment

& Update Password

) Disable Mobila Punch

B Debate Usor

(cenl Jlodye Libga b sgye) «<Mobile punching disabled» sl aioylS @y Sl aly ugals B4
Update jl .wio)lS joue joy SLasil b oesd ly A oslatul juladljonass oiws 3l 1sS 50 9 30350
A8 oslatal 9o cpuad 53 (s9ee 3oy Siluyigyw) Password

Sloads cud xS 3l dagyg s 1yl i gl s

Sl g o 00ls iolad lad syguinls dudi oy 9 (GUEY éLQJg)g) Recent Punches 3 Lbga Lsgyg s

ZJA‘S M).Q_Q

AS SUS (Ble g yga> nilay) Attendance Process — (o3 40 5 o) Time & Leave o, .1
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2313 inlad wiloas ol (il 51 oS ldagyg bidd S SIS (GPS ¢lasgyg) GPS punches ¢oy 2

A3sls GPS Cews plaS 2 g Wigds 0

o gl e 1y 3959 uSe g 4l goy 1y ZosS 9 3909 CumBoa U S SIS ausy Sy o ey slad g9y 3

A8 SIS (ads glai) Map VIEW oy asdi S5 g9 Hosol hbise gldagyg dan

_.g__‘_ggﬂl.!lhﬂ_l 0 Search features e} B Al Branches h (R 8 AL womonstasros
Dashboard  Device Sotup Organization Time & Leave Data Download Reports. Payroll Accoss Contral  Account

Haip & Support

@ » Dasmooard © Time & Leave

B Autopay s inactive. Set up sutopay or choose 8 ona-time subseription payment

Review biting

= Attendance

O Refrosh
Dty chock-ing, blomatric Iogs, reguiarization requests and missing punches.

£ Anendance (& Regularization O Missing punches B My corrections

Prosen Absart Late
7 & & 0 (] 8
v iy an erve o
Today * All Present  Loe  Absent a‘ Panding  Approved @ GPS punches & W Finers @ 0D Map view & Export Q1 Search by name of 10,
Empioyee ate Status Ghackin] oot Punctuaity Hours
(e Oct 18, 2026 @ Present 4 908 AM | 8GPs ntime @ - @ &
W :“"‘a Jashi Oct 18, 2026 @ Prasant 41003 AM | BGBT Gnitime ©-- & 2
A 2:|':'_|';wm,_‘: Oct 18, 2026 @ Prasent ) BIS6AM | 90PS Gntime (3 ® &
Al St Masea 01 18, 2026 @ Frosem ) Bid8 AM | DOPS ontime @ ® &

Mesame? R Support +9179830 77270 R Helplew +31 TOSETOEE A0 B3 Emad weopunBstatknatacom  © 2020 St Khata - Anandance Control Piatiorm
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08
Realtime < yia g 0 Ky Jlad!
laz b 4 izsb

S1Usgys 30 (Jladl 3 g a8 solazwl Realtime Syzagy oiiws 3 il gl oo 453 0 3559 33 LS S SIS,
Ay o Staff Khata a «sb ws Byl oylS L euss!

AS e yS Realtime Suyngw sboKuwws U kas Staff Khata 14 g5

1S Joua Staff Khata 4 1y 0Ky

18 3L e ygyee a5 @y syl Ly catn 13 e iyl Baybo 31 1y g g oSitus

A4S SIS (woBiws cuyas) Manage Devices — (oSuus gjlailely) Device Setup oy .1
AS o Cewnygd ly yoyw gla Slid g Sl a8 ol oS SIS (JLOJ' 59>~i) How to connect Ly 2
.%Syhgjgdog(Wi-Fil,gLAN) cdyiol aly 0wy 3

oSan .4 3U 1y (epl wosw) Cloud Service U (wblsyl) .Comm — (s0) Menu 08wy ¢oy 4

Al aals 3L5 yae PIN @ el

1S gilailoly oylign 1y oy g S 03433 S sylg 1y 393 oBiiws g o3 @y bgyse yoyw Slad 5

203 Slad oSy ¢ b
‘wss: //machine.staffkhata.com’ WebSocket ¢laoKws
“http://device.staffkhata.com’ FKWeb (HTTP) ¢laoKws
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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

[oR-UT
nat

3y Lo Senl (M jgia 03bgs gilasloly 31 uy .axS SUS o1 4US S slad g9 ( SLid S (335 (S gl 1S
18 Lyt eyl @y aSd e alae g 1S ey U bale yba

1S Lol JUgws dylads U1y o &uus

S SUS (68ws yug380) Add device 5, Manage Devices ;s .1

wleMbl) Menu — System Info ;1 U 08wy oy cawn o 31 1y (I bylen) Serial Number 2
AuiS 3yl oBis g9y (eteusas

inyl3S 08wy &S el wilay JIB S1.aS 5yl «Main Gate» sl (08ws 5U) Device Name <, .3
239350 )8 W aas e

A4S SIS Add device ¢oy 4
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Add device

Serial Number *
R55202503115271

Device Name

Main Gate

Ledve Bk 10 upe 1he name rEperted by the machine

Online ioogaal 43S o5 ol 31 axniS &8s 0 ys Staff Khata jS1.agi oo sl Lol cauygd yo oiws
R (Q.J)LQT) Offline ygo ol su g8 g (L)JMJT)

JolS 1y Jlas! Jolyo .l oasyd yoyw 0 joxa b ol ouss adlo] 8 31 L o0&ty wgaid axd iy YUy dylacs 531
S b 0)bigs 9 aS

ol a6 (es oly glaglayd o wladass ol yylS 0&iws o yuae) Manage Device ol g5 oo 08wy 30 =+ coia 3l
.S (i) Delete 1y o U (il yso) Edit 1y

i yhs 0 s 4 1y LSS
Aiload 03,53 QT 89y &S a3 50 39y9 3! JluS @ aidd oKws
S 3l i 581 awS SIS (41,8 ¢5lwpBan) Device Setup — Users Synchronization ¢g, .1

S oLl b o 1y ol auyls oy

Iy (Coucs 0wy ol ¢9y) Missing on this device ..csS 5L 1) (6&iws a5 Jlwyl) Send to device .2
550) Never synced anywhere U oS olsesl xciad 08wy coy 3950 a5 SluS dad couygd ¢l
Ailonds 0slinyd aKiws e 4y a8 oS JSUSHS gl 1y (oaid Plim

S 3l uss S SIS Send to device o) .3

staffkhata.com/guide - 49/ 116



Siase 0. Soarch featur ek i tro o Admin ?
ﬁxH-;\Tn’\ 0 Soarch featuros @ Al Branches & Growih (11 diys it o A ADMOISTRATOR

Dashboard  Devico Sotup Organization Time & Loave Data Download Reparts Payrol Accoss Control  Account Haelp & Support
0 Users Synchronization
3 Autopay is mactive. Set up autopay or choose 8 ena-lime subseription payment. Riniewbiling
M Users Synchronization m
MW rcoop usors the same in SLAfY Khata and on your machings.
P tmport from device O Send to deviee  ca Copy 16 other devices

Seénd Staff Knata em)

Miissing on s device & Refrosh

Waiting for upload ¢
Emptorse i Exact e
ST-0001 Rahul Verma
ST-0008 Neha Joshi
ADM-7YMULAQL Admin
5T-0002 Amit Kumar
5T-0003 Sunita Patil
ST-0004 Imran Shaikh
ST-0005 Pooja Nair
ST-0006 Kavita Riao
5T-0007 Arjun Mebta
D History 3

3yl9) Import from device .syls y,lS 18 31 a5 1S o g gy atws b oS auS 0 SaS 8g 300 claawils
(s woliws 4 S) Copy to other devices g 55l o Staff Khata « Iy o] o158 (6ws 31 a8
.JJ‘SUA Q_,S \SJ‘i’-J QJ)L»T oKt L8] b ngj

= e+ oy S 3L 1y Manage Devices i 3559 0Biws SO b adlgi e Sl dn aSul sy gl
Staff yu b gise aioylS as 0wy yylS sa .08 3L 1y (ly,18) Users &L o oS SIS Manage Device

el oa 0sly gy Khata

NIR) LR ERGOPA €] ] LA
Al QJBAJT byl Q,gl 6[_)4 oKy

A4S SIS (LSS s yed) Employee List — (L) Organization co, .1
AS obasl 1y (Soyegw <o) Biometric enrollment g oS SUIS wiaylS cagsy yo oo goy .2

Machine < U woylS () &> y0) Step 1 405 .auS wlsasl 1y (S e g0 08ws) Biometric Device 3
Sync Employee 89 s OT $9) o )f[ RO W RO RN L CIR 89 (o6&t s duwlun) User ID
2SS SIS (0&tws b aiaylS ¢3lwpKaa) to Device

AwS wlsasl 1y (RFID w,ylS) RFID Card U (=S5l y51) Fingerprint (v 4> o) Step 2 415 4
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2l g3 w8 31 un S SUIS (eSSl 431 8u5y Sl ¢ 94) Start Live Fingerprint Scan ¢qy .5
(J.J_)J OT:L; Iy uﬁ_)lfl..g))_)‘_\ig oKt sou by CwAs] laa b aw

& Biometric Machine Enroliment

4 Rugistor tererral ang

&, SELECTED EMPLOYEE + DIOMETRIC DEVICE

Lol

STIP1 TERMINAL 1D & SYNC STEPZ  CAPTURE BIOMETRICS

Enrolied on this Terminal

(0] Machine User ID #0002

This ampioves is registered and ready for blcrweric capture

S5 sa 0313 inla lad syl 33 0153 el 3004 3539 32 433 358 115 e a2aylS (S 45 o8y 1B

0wy 33 dubid 153 cldsgyg sglils

AS by Iy Loyl s ool oyligs 89 asls o oS5 1y Linlaagyg gy M8l e aliws Sl
(Loxwys 3l 0sls 3551s) Download data from Devices — (ool sgbils) Data Download ¢gy .1
AS ol (0&wss) Device 1y 0wy 2

This month (<235 35, v) Last 7 days (o ,s0) Yesterday (5o 00) Today oS wlsesl 1y oz, 3
A8 30l Ty 595 90 U ailgl s 5l 3o awS @dais 1y (1) To o (1) From Ly (slo o)

ey gl b auyliSs gy Iy (Ole g yga> @ ySag3 ag381) Add to attendance automatically 4
S ggals 1y ol ia938l 31 (i agyg

A4S SIS (lasgyg sgbils) Download punches ¢oy .5
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ﬁ( T © Search Testures “e @B Al Branches E § e
EHATA Punches acdded to attendance
Dashbosrd D

9 Device Sotup Grganization Time & Loave Data Download Repants Payrotl Accoss Gontrol  Account Holp & Siipport
ard Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices £ Refresn & imporyaiog fie
Pull punches stored on a blometric device into attendance, ¢.9. after it was offiing,
Daoe Dates Today Yestorday Lost7days  This month
g Mangae » Online From T
R§52025031152
B oo22 202 B oet22, 2028
Add to antendance autematically [ @)

2 Dlogs impartid 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © hddedto Randance & Export Q Search by name or 10,
Empioyes Date Time Varilied by
A oy Oct 22, 2026 305 PM Fegerprion thack-in

=

0wy inyl3S bsld asS aylg
A8 3319 9 3055 953 USB gasb 511y (anlasgyg o135 e opdlil 1lgl el oSiiss S|
0wy cla yuyl3S 35S 3ylg) Data Download — Import Biometric Machine Logs ¢gy .1

9 auS ol 1y (tsv. L txt, .csv.) Ll (o&iws LayliS Lils wlsesl) Select Machine Log File 45 .2
S SIS (Lo gy 135 aaled o 9 6)135,1) Upload & Preview Logs o

S35 cladwlian ciloads osls dudai LSS L (o_\‘ubu_}a) Mapped Sl aS awyy ly Liolad i 3
Sloadd osls Ugw ouS a g (euzslsiys) Unmapped

AS @das e g yaas danlsa ¢l 1y (70 U) To date g (x50 3)) From date 4

S SIS (0l g yaas 535S 35lg 9 4uls) Confirm & Import Attendance s, .5

23 Sl Saa oS laus yacg 6M&JU§ 3 s oKt Ls‘.md:b)lf aS 3le g Data Download Zﬁ‘)i C_)b
LS 0 418 Loz b ded y3 Shyteg e o linlS gilupSan oitas (3938l aialy a8 450l glogz b
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09

Gljgy Ll 9 Yoo Cuida

laz b 4 izsb

o 1y 3oy bl 31 .Sai oo pas asio S s (Bbse icSill 3l dy g Shytagw gwoliiws 3l dx lasgyg dea
S o ol 1y loleial (Bods 31 iy 9 9wS oo wili |y osgyg S o

Sionns 0183 S g 1y So 30

Recent Punches .ulosSys b cole yols SluS ax joyel aas oo lid i (3yg.2ls) Dashboard
623539 38350 Lad 4l Wigd e osliS e oy g w8 e cnygd abisd laa 1y 3559 30 (5 glasgys)
ilosd el S 31 JLbige

(vl g y5a> Juilsy) Attendance Process — (a3 50 g o)) Time & Leave c¢oy  JolS csygd ¢l p

1S yils 1y Attendance asao

«wule Absent o> Present) JU clacs,ylS g oo 3U josal coy (0le g y50>) Attendance d~ao
31381 laa badd U auS SIS wylS S g9y dids oo olid |y lag ganxa (u‘o_&}o)a On leave ©033S s Late

Mg 0sls ilad

sl yild ans g3 Joa 3L

2350 olid g @ b

9o canog wlel g o USHS Present / Late / Absent / («a2) All

ariad o sl shie S lasgye (Wl ys) Pending

alosyS sl Us oS slasgyg (sana0l5) Approved

Sloads o cumbga b olyaa bibge el 51 oS slasgyg bad (GPS clasgys) GPS punches
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iReaunive @ Al Branches

Admin -
o ADMURSTRATOR

Dashboard

fica Setup Grganization Time & Loave Data Download Reparts Payro Accoss Control  Account Holp & Support

@ o Dastboord - Time & Leave

7 Autopay is inactive. Set up sutcpay or choose a one-lime subseription payment. Rewsew biting

23 Refrosn & impont + Add Manuak Attendance

EY Anendance & Reqularization O Missing punches B My corrections

Progen Absard Late O laave
70 & 20 o 1 ® [+ =]
Today 7 Al Present Lot  Absent A Pending  Approved @ GRS punches d T Fiters 0D Map view & Export Q Sear D,
Empioyee Date Status Check inJ oot Punctalty = Houm
td ?;'"_“.fm“ Oct 18, 2026 O e ) 926 AM Late @ ® &
o M b Oct 18, 2026 © Prasent 4] G08AM | BGPS G time &= ® 7
A Amittimar Oct 18, 2026 @ Prasesn 4 907 AM ontime @ ® 2
) Mo Oct 18, 2026 @ Frasent 4 503 AM G tima. G- ® &
iy Mehetvoanl Qct 18, 2026 @ Preseen 903 AM | 8088 ntime ©-- ® 2
A f:“!'l','_"_f b Oct 18, 2026 @ Preses +) BiIS6AM | BOPS Snsme @-- ® &
h en e 0t 18, 2026 @ Proseen 5 BB AM | 9.0FS ontme Q- ® &

S SUS (Jlacl) APPLY o5 s S D3l 63500 b33 b ataylS S, 5 aS SIS (Lo yal8) Filters o,
Search by ;i ya3 S 28U ¢l aS sslazwl YU 4lgs 4o (baws daa) All Branches ;| ass S5 aus ¢y
AS oslazwl (> g5) EXPOrt il e ygd solils ¢ly o (awlin b aU L goxiws) ...name or ID

T 9> 93939 olod g 3L (o> wlii>) Attendance Details & .S SIS sy 32 33 pder slad go)
slbge clasgyg gl 3gye Se o lelw o b wadoslaiwl cumdga by oKty

L sk wolgsda 83l by Jlus cole JS bualie .l sgasa g3 S as 0393 3ild (3icnaly glazsb juipid 25k
5313 3wy cloalS

aagye 2l

0 a8 wlsesl 1y (ola ¢l) This Month &3S (a0 wsesl) Quick Select 45 ..uS SIS Filters ¢oy .1
245 Ss Apply o)

AuS sys Pending o, 2
AS sy |y juSe g cumBaa dayle) .auS SIS iy Sy s (Lwwyy) Review gy 3

Jds 925 SIS (5)) Reject goy 3059 S sy slss awS 1li ugan 08 SIS (1015) Approve oy 4

Aol oligS
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£ Attendance Details
g Meha Joshi @ Present || Omteme
Emplayes I0: ST-D008 Sat, OGt 17, 2026
Attendance Summary
+) Chack in [+ Check out
8:56 AM @ 607 PM &
office  On trme offica | On time
& #arod Bagn, Nww Demi & Koot Sagn, e Deini

[

ol agh
+ ek of bagh
e Q) QF oo

Garcd Bagh Markt Oy
-
Device punches 2

4} @5GAM In Samuueg Galxy A4

[+ 8:07 PM Out Samaueg Gitary A4

Close

I XGARIYE Py Y
AS Blol Usgs 1y lay . cewd dewloea LB iyS wilel (a8 0 igalyd 1y 33 Zox> S 189

AS e das Filters U ly oygs ccewsd jgy0l 581 o aS govtw |y aiayS ab aaS lag 1y 3oy 1

iluyigyw) Update Manual Attendance ...S SUS casay ol yo (Liwlyg Edit) slas slai ¢gy .2
950 3l (s yoo

Sy ly (asy jop) Next day os38 55 caaas 1 juy S1.awS @i 1y (zoy3 ley) Punch Out Time 3

Ao o dewlen lels et auS SIS (Jgas> Sluyjgyw) Update Attendance ¢y 4
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Update Manual Attendance

Emgloyes *
Imyan Shaich
ST-0004

Date *
1 Oct 1z, 2026
Punch In Time *
@ D0TAM

N
L) Wiyl Zos3 lal Wisls g9 4S5 S 0 Cunygd Iy SluS dan (uo.gb 6"""’9)9) Missing punches &b 1auss
Save coy g 1S 3ylg 1y oloy S SUS (oaisecs zoys (39381) Add missing check-out o, .(Sey
A4S SIS (Heas by455) attendance

y

(Manual Punch) ygo> s el

AxS oslaral auis o2l 3o Joee 31 gl )J’}L«A A3 899 diudlgs ol S By
Time & Leave - Manual L) «uS SIS (s yoa> 0938) Add Manual Attendance ¢qy .1
Auyls aS5saaosasl 1y (LSS sgy9) Single Punch ( uws 5959 Punch
A8 sl 1y (eawn) Shift o (z,0) Date (1w,S) Employee 2
AuS sylg Iy Punch Out Time (¢ Mb! &syao 43 9 (59y9 oloy) Punch In Time .3

¢l (a3 30) Leave | (55,00) Present, Absent. Half Day 1S olsesl 1y (cues ) Status 4

s o3l ooy 4 Leave L Absent

SIS (ga> ¢o3) Submit Attendance oy o oS adlol (cunlssly) Remark < Ll oygo y9 5

(Bulk Manual Punch) ya5 s ¢l ybojea o
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s9a 538 oy b S SUUS (Lag)S xws 39y5) Time & Leave — Bulk Manual Punch ¢, .1

oy Bulk Manual Punch « s
A4S SIS (ann wlsesl) Select All oy U wdi STy 4as s (o LSyS wlsesl) Select Employees 45 .2

/ ,\s555) Auto / Profile Default ¢o, I, Shift . oS o2 1y Status o Date, Punch In Time 3
29305 4 585 32 395 i B agyliSy (wlad (o8 i

A4S SIS (L2955 39y9 wod) Record Bulk Punch coy uew (0SS sy |y aods 4

Bulk Manual Punch

& Single Punch & Bulk Manual Punch

Select Employees * 19 Selected 3 Datg * Shift
B octis, 2026 Ao | Profile Detault >
Q Fier employees by name or ID.
Punch In Time * Clesr Punch Out Time

@ 5:00 AM @ Pick Time

g Sunita Pati
ST-000%

Mol glacasl g 33 ool
9 33l03,5 45 (28l oS alaglo) b olyan iy Iy 395 lasgys phlol cuulos ys wo b Sl 31 1930 US,IS

.;j Jdas

s Iy Regularization &b L s SIS (o> 2Mol) Time & Leave — Regularization ¢oy .1

s e ol 1y ol slass by sl yUAST s Sxwlgs s B84 .S 50 Attendance asao

AS iy |y s g Grwles s slagley 2
pladl ylaa g adhy S5 1y oyl wanlgsys aix 4y lajed (Sasy gl 408 SIS Reject L Approve oy 3

A3 38 @ dan gl ly

39050 3934 0338 el gy oS loyylel @ wiaylS Gl g ygb WS e aoli By
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Q. Search features. L]

Dashboard  Device Sotup Grganization Time & Leave ~  Data Download Raparts

@+ Dashooord © Time & Leave
[ Autopay is inactive. Set up sutopay or choose A one-lime subseription payment.

Attendance

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.

Prosent Akt
9 & 0
Chached in today Mot shecked in

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

Oct1-0ct 31,2026 173 A presant
Employee Date Status.

3 e Oct 18, 2026 o
up; Kedta ke 0ct 18, 2026 © Prevent
Ak; A Fuome Ot 16, 2026 @ Prosent

gy Rahul Yerma

$7-0001 Oc1 18, 2026 ey
L ;‘r.-'::::w Oet 18, 2026 &
B S Dct 18, 2026 oy o
. i rlbond 0ct 18, 2026 YTy

Payrofl - Accoss Gontrol  Account
Lae
& 7 s

Late

After 1 start tme

Absent Al Pending  Approved 1 GPS punches 55

Checkin / out

] 9126 AM

] 08 AM 9 0PS

#] B:07 AM

) 9:03 AM

+ %03 AM | #OPS

= $:00 AM

00 AM

staffkhata.com/guide - 58 / 116

Punctuaity

On tme.

On time.

Gn time

Gt

On e

On Bime.

Admin
@ A Branches ~ QA Aowmsaaror <
Halp & Support
Rarview biing
3 Refrosn
On laave
0] O B8
Agcroved seavn ey
TV Fiivers @ 0 Map view & Export Q Search by name or 10,
Hours
@ @ &
@i ® &
Wes @ &
O ® Z
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e o od g0 glacaul g 33 (oS 30 g1l
oMkl g sasd0 ghils glazyb izsb

(e 30 gdiaulgs s 4QT)‘Q.U.JJ~MS ‘m.kw)b&;b OMdass M)@Bg.u)&wlyu,o S35 S asya gl

g e Boi> o Dl g yga> 3ylg 393 a9 WM dasi g laosile

Sl iyl 148 slas FYSPR| Al 188 3ol dlazyb ys cunl (Sae wMdasl 9 s 30 Cusita Z?Ji sk
Ao |y (C).bg ghod)g.,o) Billing&Planulss 6"Qt)b 9 lbewd

365 ayseily o sa gl

s ¢lys 13 31 (o kul3) Maternity g (saisewsS) Earned .( >Ms:wl) Sick (8li>csl) Casual ¢lo a3 s
AxS Blollysgs eleil L asS iglyg |y LQOT Sloady @i

Leave types o ygd oS SIS (o5 30 wayyes) Define Leave — (,Ljls) Organization ¢qy .1
R1=ARE Juu;b w3l pae L 3L g onadoslatwl glaygy cuigiyuw ¥l caygy f oi s aS (Las yo ¢lgil)
AD3 0

A8 SUS (o350 £ 95 39381) Add Leave Type o, .2

Sy lypsd 3
a8 icu.b.u
Sl al3ll g3 ya .«CO» g «Compensatory Off> Mie (s5) Code 4 (») Name
23S0 3y vz Jlu 33 110yl 30 (JLs 33 395) Days per year

obl ya i igals Wga e it any Jlu @ saaseslaiel glajgy iopigy <ljgy Jasl) Carry forward unused days

Ny o 3 (oaisoslaiw!
S a1y cenlgs s 0 ol HR U quiits sse :opig) (1l « 5L) Needs approval
Sodse 0sly iolad pasya glaylid o laeaeds 3o (Z,) Colour

A4S SIS Add Leave Type ¢, 4
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Add Leave Type

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

Marneg Code
Compensatory Off co
Days por year
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