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22AlE Q Soarch features LAl il Br: N
ﬁxl—mm @ Al Branches

Dashboard  Device Setup Grganization Time & Loave Data Download Reports Payro Accoss Control  Account

A Admin -
& ADMDRSTRATOR

Halp & Support

ard - Company

5 Mutopay is mactive. Set up sutopay or choose 8 cne-time subseription payment.

Riview biting

Company Settings

D Reset
Manage your company preforences, aftendance rules, payrall, and policias

@ Company Profile

Employee Code Format
# Define how employes codes and 105

# Employen codes

& Attendance Rules

& ney Tracker LIVE GENERATED CODE PRIVIEW
i e §T-0001
@ Payrol & Tax

@ Localization

PREFIX SEPARATOR | DELIMITER INCLUDE YEAR
L Notif sl Hyphen (-] v Wene
ploy ) ENP,
NUMBER OF DIGITS STARTING / NEXT NUMBER
2 My Prafile 4 Digits (0001 ~ L

ou have unsaved changos

YUA: 515 §5d Al SHAR HIR2 % oA B, Sla-L SIS TBH & dH E O,

\ b Y \ -\
AlSAIEN2AA AUS SAU
Localization (dlsclgdel-) 2o1 wldl, Al 44U 52U AUR Currency Standard (A¢gl), Timezone

(2184 »1), Date Display Format (iRl s1H2) 24 Interface Language (€251 GMl) ¢HId HI2
A2 U V. ol dHRL cUdAUR 421 Ad SIH Sl S dl o dH-l eledl, ugdl Save Changes UR (s¢s s3.
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'ia:‘»]i‘n'n' Q Soarch features aek @ Al Branches

5 Autopay is mactive. Set up sutopay of choose a one-lime subscription payment. Rewiew biting

Company Settings

Mianage your company preforences, attendance rules, payroll, and policies

Regional & Locale Settings

TIMEZONE
Indian Rupes (IR} v india Standand Time [IST)
IATE DASPLAY FORMAT

DO-MM-YYYY - English
" »

Payroll & Tax 2«

Payroll & Tax (WURUAS i 251) 201 dHID UILR U (A3 2 idt-ll [&aR1), PF, ESI 21 Aye5dl
ARoA, A dAHID ALRUSIU A S 8. d UIURUAS 44 UALIR Hi AM1dd €.

AR el GHRU

oll-2 2 dHIR] VUEA wiadl §5230HL R, €35 el Uldl] 2l-5-4 Sl 25 8, 952l 1S §5<
Uldl-Al Sl U] sl o U 8 53 AS.

1. Organization — Branch (cii-2) U2 (s4s 52U, dHRL asuAHi usdedl o 2»is Main Branch
(Hud ell) 9,

2. g e (+++) Widl 244 Edit (24(52) uR (s4s s2U.

3. U@ Branch name (cil-2 1), ¢sl Code (sls, BelsWL d2\ls “NOI-HQ ') 241 Address (_-13))
el SU.

4, ol dl 15 (3glee Ad Wl GHRLdl o2, dl Primary branch (WHs eli-) Al 2.

5. Geo-fencing (2l-§(-2131) ¢ 52U, Ul clls2U- A2 52U Locate me (HID 2l 2lldl) UR (ses
52|, Latitude (:&ti2l) 24 Longitude (Rutial) cull, 42al [l ysdl HI2 452Ul WR (58S s2U.

staffkhata.com/guide - 17/ 116


https://staffkhata.com/guide/gu/payroll?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=gu

6. Radius (m) (Alowl, Hl2R) eltutet s2U: (U2l seetl g2 el 21 S UL A 8- 53 US.

7. Save Changes u? (sds sl

Edit branch *

Name. code and address ane nequired

Branch name Code
Neiga Head Office NOE-HG
Anaress

Pt 42, Sector 63, Nolda

Primary branch
New 512! are aded Iy

Geo-fencing o«
Seatt can only punch in within 1 3
Lacatian & Locateme
Latitudo Longitude Radius (m)

28,6270 77.3750

=1 JAYPEE
INSTITUTE OF
iRF e G E
YF.CH”JU?S-: N E
BM oftice, @) g

gt T v

7 il coepli-tiiied

{

OB iy g

ce
650 i secTom &3 e
R i -

Secind 52 Woidn g YesModars
Tt as Ba? L °/

w%""g' \0-‘_"‘.’:' s Bk £t it

e (D

oflog 22U GHRal 12 Add branch (cii- BHRI) UR (ss 53, 21 % Sles Rl 24 Add branch W (sés
2.

YAA: e el 50 2L Blosul AL eR- i€ gl GPS g AlssA sl 8, i ot Al Blesul
215 Ul 24t uedl WA - 5l A 2AS V.

el el du-Al QYV-§-1 Blovil 12l YRHT euid 8. s AHA s oll-2A AL oiell 412 mlal 12 BuRL
GlRMI ¢l (ka2 (All Branches) dluXl.
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@ Al Brazghes % Growtn 15duysiett SENANY Wilerke S
¥ AowinsTRATER
swach Branch Halp

All Branches -

o Organization

Delhi Showraam

5 Autopay is nactive. Set up autopay of choose a one-time subscription payment. Meoida

Branches Mansge Branches
Your office locations, S1aff can be Iimited to punching In near their branch

Branches 2

@  Dehi Showraom BEL-81

&8 Hoida Head Office | Proury HOl-HG Pigt 42, Se

i

-

-5 (9L SUAL HIZ UL ALY 59 US 6. gl 1oyl [HUHL 2414 2 [EA 21684 viledl.

(Ceatl 24 sigl GHRL

(Getotl 2led dMR L. slel 2A2d €35 2] gL Tl 2182e, 24 d UILIR REU w44 LSS UR WA
0.

-\

1. Organization — Department ((ded191) UR (58s S, dHRL HIZ ol [deddl si-ldal sl 8.

2. S8 [Aetdi olot 2852e BHRAL, drl clgs-ie He (+++) Widl 24 Edit WR (s&s sU. Designations
(slel) €60 2182d duil, ARLAAL HI2 Add designation (slel GHRl) R (sts s, uel Save
Changes U2 (s4s s2l.

3. «dl 2 ei-laal Add department ((detdl GHRL) WR (ss 52U, Department name ([deio1
AlH) EUE 5, d-ll Slel GHRA 244 Ad 53U

4. dHRl SudllL €35 osled 218e i d sl [detdl & d oslal 2oidd Departments ((Aell) Hizll
Designations U ciedl.
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grace Q Search featunes. uyl All Branches Q
"numn : @ 0
nashburg. Device Setp Organization Time & Loave Diata Downlaad Reparts Accoss Control  Account Help & Suppert
@ + Dastboord - Deparment
5 Mustopay is mactive. Set up sutopay of Chonse 8 one-ime SUbSErption payment. Rrview biting
Departments
“four teams and the job Wies In each
Designations 5 P i Q Search
Designation Department Statt
Supervisor Froguction o
Maching Operator Production o
Quallty Inspector Froduction o
HR Managar Human Resources o
HR Exocutive Human Resourcos o

Nesahwp? S Support 9179820

70 R Helpior +

DEE4D (D Emak wpp

stafienaiacom  © 3020 Siaff Khata - Anendance

Sd dHRL S1osAAL [HUHL 244 245U 2184 wil@Rd] U2 s
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04

S1oBAAL (HUML Vi 2LUEU 218K UilERd

el olel el

S1oRAL [FRUHL 455] 52 8 § Staff Khata €35 U sdl Ad AL g 2A1aR21EH dQU, SR8l seell vl

AN Y

ALY, i 11§ sl YA 84 5all] €92 8. UUFAU 218H WUERA] 455l 52 8 & I SUR U1, ©1§-3 UR 242Udl

-

QREL%R AN,

AHIRL o8R0 AL [FraMl A2 sA

1. Organization (2i2al) = Company (5u-l) U2 (sds s2l, usdl Attendance Rules (s193-il
(Fml) 201 vilEl.

2. i ostddl (el Ay 82 (Rl 2o qg).

3. Absent Day Deduction Penalty (dRs(9s3| suld £5) Hi, €35 $REL AR (o3 112 s2¢ll
(Bl waLR sUlRl d elue SA. AL Ad 1AM 21d .

4. Save Changes (52sR1 Ad 5U) U2 (s4s s2U.

& G fa) Admin
4B Al Branches _ Growih |15 daye kit 2 A aominstraron
Halp

mooard . Company
5 Autopay is mactive. Set up sutopay of choose a ocne-lime subseription payment.

Company Settings
Manage your company preforences, attendance 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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AR

Enable Auto Punch-Out (212l U-21G2
Alg s)

Enable Overtime Tracking (2dlcR2le5H
2[5 2419 sR)

Enable Live Attendance Notifications
(Al ©1owR) YARAL Al $2)

Start Journey on Punch-In (U2l-¢- u2
o+l 213 53U)

Absent Day Deduction Penalty

-5 Al 52A

A9 528

opl sHARIAL YA 24182 52l ofcll o, L AA 11:59 PM UR - v
21B2 SR .

(g2 BuRid 1M 5cl selsl 418 8, o3l uatRUAS d-l Ysaell 3 2us.

laRa2lesH Sl A Ysar d [Rise, A2 A lldR218H Hi A2 2.

Admin 244 HR S2A6{S UR €35 UA-65 24 UA-2A1B2 Al A& UlU-
AU d\S edld 9.

ssd Journey Tracker 2s-2{l- HI2. %l Journey Tracker.

€35 S1R0L PR RS2 HI2 SUlcll UdLRAL (Ec=4l, 0 2l 30.

-~

R UL-5 (A2 215 SIHAL QU A S AR UGS DU UR YA 651 5 JAS ©.

1. 9 261 1R Geo-Fencing Parameters (l-5(-221 URHl2R) Yl 251t 52U

2. Enable Geo-Fencing (®il-§(-d1 24 5) 214 52U

3. d 5dl Ad @] us d wRie sA

Branch-wise Rule (¢l Hoyo [HuH): €35 el Uldly clseid 244 Rowit arR 8. Apply to

Branches (¢l UR dl2] 521) Hi 6l UAE 52U, o8l dHIRL 2 Sl dg) RUN S dll AL 2

([Aseu 8.

Apply All Employees (ciell sHARIAL UR ed] $21): ¢lell HI2 1S o5 dis2u-. Geo Fence

Radius (Metres) (22l 521 Blogl, Hl2R) eluid 52U 4 @1o URie 524l Set Map Location

Coordinates (452l U2 dlsal A2 52U) U (54s s3U.

4. Save Changes U2 (s4s s2l.
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4@ Al Branches _ Growih |1Sdaye MR oA, Dmisanes
! Suppert

Enable Overtime Tracking
m irtins R vorheaib

Enabile Live Attendance Notifications
Start Joumey on Punch-in
ABSENT DAY DEDUCTIOM PENALTY
@ Duplicate employees
1
@ Geo-Fencing Parameters
Restrict mobile attendance
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

?DD'V
@ Apply to Branches - 2

N

Manage Branches

100

© SetMap Location Coordinates

fou have unsaved changes Discard

-lel: Branch-wise Rule 12, usdi Organization — Branch s €35 all--l (04 44 Blesl A2
52U gl R Su-l Ae 52U

dH s16 25 SHAUARL 12 dH-l MisisaHi Attendance & devices (1953 24 (SalgA) 2Ll UR ul-
5[ oiel uel 52 sl ol

MRl WhatsApp ARi2L Uit s

Notifications (J2-12:41) 2¢t URell il WhatsApp u: Daily Attendance Summary (£[is sio3l
ARi2l), Monthly Attendance Summary (HI[Ris 1953l A4Ri2l) 244 Device Health Alerts ((Saigu
Se2l 21e2) AUlg 31 sl ©l. %2l WhatsApp 214 (23121,

V(5A 21841 YI(ER{) ot

Y .Y Y Y

2UEA 2168H UllGRA dHRL A=A [ARUS 244 &5l [RaA SUR ©15-3 5 9Re193| ol d A2 52 8. dHR| uedl
Ul(ERA cieat 112 (Sslez ot ©.

1. Organization — Office Time Policy (x5 2164 Ul(@Rll) uR (s¢s s3U.
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2. Create First Policy (&l Ul(&dl oi-ial) uR (ses s (Al o5l uddzell sl dl Add New
Policy (Adl ulléidl GHRl)).

3. Policy Name (ullé{l 1) etuid 82U, o3 & "Standard Office Policy". ol 24t Ul(&=d] uldi-
Ul(ER]l 4 sl dal oledl uR @) Al ouig, dl Default (($sle2) g wvil.

4. Grace periods & working hours (31 [URUS 2l s1H-L SAIS]) S50, AHU sAls 444 [FlF2Hi A2

-

SRl

Al Agsv

Permitted Late Arrival (g2 Hl§ 2215 529 HIg 21l 215 24 9l HIsL A AR, BelswL 215 15 (.
M)

Permitted Early Departure (HR 221§ 529 déqf o8 5 2 99l didall 4 AR, BelsWL 15 10 AAe.
adq uRdl-)

Half-day threshold (s15-3 Hulel) BLRel SH-AL selslell 2 Sl dl [EaA ©1g-S AQUU (BELsWL R\ 7 sells).

Absent threshold (FRslos Hulel) el sl selslall ALY sl dl B ARe1o8R AL (BELSWL RS 4
sAlS). d- ©lg-S Hulelell A1 vl

HIRs d2 suld

ARAR HI§ Aldalld SULdHT SRl HIZ AL GulaL s2U.

1. Monthly late deductions (H1Ris d2 suld) Ul s2A.

2. Deduction source (suld-ll 22lid) uie s2A:; Attendance (s1s2A-1 (£l 51U £9) 212dl Leave
Balance (CL) (5031 2951 51U ).

3. Monthly late count (HIRls d2 2ivul) 24 Cut Days (studl-l [Eadl) e s2A. Belswl d3ls, 3
A 1 AL 24 8 § HISAMI €2 3 HISL APHA UR s [EaA sUL.

viod HI§ i A el [HuHl

Late arrival rules (HlSl 2ARMHA-AL [HuHl) 590, Add rule ([(uM GHRL) U (s4s 52U, Duration
(RUHUUA) etd S i Cut Days URie 52U BelsWL d3ls, 1 sallsel ay HI§ AR (L 0.5 (Half Day)
SURL dH 4 Yell (Rl GHR) sl ol Early departure rules (Adal ascli-lL (HuHl) ddal asdl 21§ HI2
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2] o A S1H 5 V. ol (AUl Alcl(ES 1AL [EaqTHT uBL a19ual e, dl Apply on weekly offs
(ULES 19 UR @ld] 5U) ALy S2U.

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

Palicy Name *
‘Standard Office Policy

Detault [ @]

Grace poriods & working hours
Permitted Late Arrival Pesmitted Early Departuie

0o Houn 15 mimAes oo Hours © 10 mEnGtet.

Hailt-dayy threshold

o7 Mours :

Betow this: half dary, uniéss marked sbaent

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

S s

5. Create Policy (Ul(@{l ci-ticll) U2 (s4s s2.

UL(ERAL d-L HIsL, addl, $15-3 A SRRl AHY Al2L YRHi gutd 8. 56 UlleRll (3slez 8 d eleaal,
UGl clgs 1 (+++) vilel 211 Make Default ((3slc2 ci-idl) uR (s4s s2U.

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
Pobicy hame Late Arrival Esely Depaure Hait Dy Ansent Deductions
Standard Office Policy  Defasmt 00:15 00:10 07:00 0400 Deduct From Attendance

Nesahwlp? % Support sS179B20 72270 S Holplok +91 TOE5700640 (3 Emak wopon@stafknaiacom,  © 02 Seaff Khata - Anandance Control Platiorm S
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Y Y C

YA 52¢ls R1S, BH 5 §523 $AR HIZ W2 AU O 87 6l Ul(EA{) oi-itell 2 2 AR
GHRCl 5 (52 s34l auid Office Time Policy slesHi dd uRie s.

Sd dHIRL sHARIRAL BH2.
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05
SHARIRAL GHRA A1 vy SAU
el Yl el

sHARIAL GHRal- AL Ad 89: Add Employee (sH1Rl GHRI) slHadl 2is uedl 2is, Excel sigsaiail
iU ©RLL, AL HAHARL HISElA B2l dAl Uil (@il osid o3,

sHAR YR viidl

Organization (2i2) - Employee List (5323l Y[A) W2 (ss sU. Employee Directory (s+(3)
(32523)) €35 ML 518, (Aol AuS (Adldl 2 R A2 aldlld 8. S| ol A 112 Add Employee
22l d-l eyl IR (More ways to add, GHal-l ag 3dl) cuRl,

is sHAR] GRL
Add employee siHHi AR W] 8. RIR dlall §les 5L 89; cISI-L dH uedl ¢43) 2usl L.

wdlg 1: Personal Info (culsddld Hilsdl)

1. First Name (4éq 1), Last Name (212s) 211 Work Email (st Me5e) etvid s2U.
2. g2l sls A1 Contact Number (iu$ HeR) elue 5. sHARL GHUL ULl d cledl Al 2.
3. uddl Password (WRLdS) A2 5. sHARL AL 64 sUL U d- aledl AS 8.

4. Gender ([é21) ude 52U, ULl Next (ARLN) U (sHs 52U

wdlg 2: Employment (-iis3l)

1. dHRLSU-L glauizll sls cidlaal Employee Code / ID (sHURL s1S / ID) vitell pul. gl diid)
su-l e s2A.

2. Joining Date (osistal-l diRlu) s s, uesl Branch (¢ii-21), Department ([Aed21) 244
Designation (slgl) uie s2.

Y Y Y

3. System Role ([Ri221 ) Uit 52U, Hl2leIl 215 Employee (sHA1R)) sl 8; dHl $5d Uldl-l
S2l %y eHld B,
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4. i Yll il o7y WRde - 82U, Office Time Policy (A5 218+ Ul(ER]l) dxR] (slez ulleRdl au

-

0.

5. Reporting Manager (Rul(2at ¥-9s2), EPF number (EPF -¢i) 24 ESI number (ESI -ieRR)
ds(cus 8. Next uR (sés s2U.

aflBeautive 1 Saarch faatisn .k 4B All Branches & Growin |15idays kit O R ™
ks LT —— W AORRRE TR
Dashboard  Device Sotup Organization Time & Leave Data Download Rupants Payro Accoss Conral  Account Halp & Suppert
152 Acd Empioyee
[ Autopay s mactive. Set up BUtopay of Choose 3 ona-time subseription payment Ravew biting
) Add employee € Back to Diractory
W Fiilin the basics first — you can add th rast later
; © employment

Employment Details

Emplayes Cote /1D (0 Jalning Date® Beanch

£ 18 0c1 2026 Noida Head Office (NOI-HQ)

Department * Designation (0 Reporting Manager ©
Production Supervisor g
St * Office Time Folicy ( Sysiem Role* &
Standara Office Policy (Dedault) o Employee
HR & Compliance
Total Experience (O EPF number ( ESInumber ©

£ Puviots,

wdlg 3: Bank & education (ols i (&1

ol (AdLedl watRl YsaRll 12 quRrL 8. cid [dewol dslels 8. Next uR (ss sU.

wdg 4: Attendance & devices (s1o33) 244 (Sagu)

Al Agsv
Disable Attendance Tracking (s1o521 259 ciel 521) L SHARIH s1es 244 RuléHiall olisid yAu 8.
Enforce geo-fencing (il-(-21 $(suid 51 YA §5c dHAl GlrAAL B)A-5-A4Al 4R % QU O.

Require Attendance Approval (stes3) Hogl o33)) S WIRWAS Yl UsTA d usdi HA%R d- HogR 52 8.

Devices ([Sag:t) 2 sHAR o5 ARIMRS [(SalgAy U UA 84 53 S 8.
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Add employee U2 (stis 53U, -Adl $HAR UldiAl 515 A2l Y RHi ewi 9.

Siase Q. Soarch featirss _k il h o L
'ir.m\m by @ Al Branches i
pashboard  Device Seu Grganization Reparts Ho PF
Aad Empiloy
5 Autopay is nactive. Set up autopay or choose a one-time subscription payment. Riniewbiling
o) Add employee  Back to Directary
Flll 1 B Ba3ic FIFst — you can add g rast later
;' Parsar v Bank & education © #nendonce & devices
Attendance Biometric devices
Devices this empleyee can

Disable Atendance Tracking

Lisrve Shis empicyiee out 62 atenda Devices ©

Enforce geo-fencing «©

Require Attendance Approval [ o)

& Praviou

Excel ®i2ll ssiuRlAl iz s

1. Add Employee -l ciiog-il {12 U (s¢s s 244 Import from Excel (Excel Hi2ll gxulé s2U) uie
s,

2. Get the template (2ud2 dadl) es¢, Excel template (Excel 2xude) (+42dl CSV template)
UR (5es SA. dHi €35 STeH 21 ARl BELSWL AlesH .

3. GelsWUA YR dHRL SHARIL ¢1RL, €35 ALSHI S, SR Ales- el €l.

4. Upload your file (d+3] sle5d 2uells s1) €59, 18¢ Al ysl 242l browse (¢ilB) R (s4s
2. Excel 2421al CSV, 2 MB Y.

5. Import employees (sHAR1xAl grule 521) U (ses s2U.
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. Admin v
w}t‘ﬁ;\"ﬁﬂ' Q Soarch featuros. ¥ @ Al Branches QA AownsTaaTon
Dashboard  Devics Sotup Organization Time & Loave Data Download Reparts Payrodl Accoss Control  Account Holp & Suppert
@+ Dastboord © Employes List

[ Autopay is inactive. Set up sutcpay or choose 8 one-lime subseription payment. Rarvierw bifing

@ Employee Directory £ Refrosh

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

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

Empioyee Deparimant Cantact Staties
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 has every colum

D Exceltempiae CEV remplate

2 Upload your file

ey Sharmariextiies-staft.csv
1348

SHAUARI 515 Rl Al dHRL s1s siHeuiIl 51s HA . o5l s2dls dlg- [HAvsa o1y, dl Staff Khata dud
Rows that need fixing (}JelRal-{l AlE) 501 olclld 8. SIBALS U] SISEAHT dAHA YEURL 24 2
s19d 52\ gadle sU.

YUA: 2udHi WRAASH sleH 2l €35 sHARIHL usdl wiAaS A2 sl password -l sled GHRL d-it
(Gt s A (351e2 wigas A2 A 8, d2ll 215 ALS 8- sUl U d- sleddl ssl.
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SHARIAAA Uil (il eRal BARPBLRL 24T

SHRAR Uil i cdiRdlu, A, BHRo3-{ AqUS 44 ¢ls ([AdLdl old GHR ©.

1. Add Employee -l cilog-il dIR U2 (s8s 521 24 Invite Employee (sHUR1A 233131 241Ul) uRde
52U,

2. First Name, Last Name, Email (81g¢) 2441 Phone Number (5l -61?) ¢1RL.

3. Department, Designation, Role (i), Branch i1 Joining Date u2ic s2l. Reporting
Manager ds(cus €.

4. Send Invite (AR HISAL) UR (5Es S3U.

& Send Employee Invite

Irovil 8 niewi beam memes [0 caboard, St their depanment, role permisions, and branch
assgnment

B PERSONAL & CONTACT DETAILS
FIRST NAME * LAST HAME

Neha Joshi

EMaL * PHOME NUMBER *

neha joshi@sharma-textiles. examp = tu. v 8000000003

4l ORGAMIZATIONAL ASSIGNMENT
DEPARTMENT * DESIGNATION *

Human Rescurces ¥ HR Executive ¥

aaaaaaa

Employes * Dedhi Showroom (DEL-01) e

JORNING DATE * REPORTING MANAGER

B oct1s 2026 Select Manager (Optianal) ~

e

A

sHARIA SHSe w4 WhatsApp UR 215 (As HA 8. ddl d wid 8, a--21e5u sisell uldid dRst 52 8,
Ulcll (a1l o2 8, URtaS A2 52 & 241 Complete onboarding (A1 YRl s2A) U (s4s 52 9.
(s 7 (tan Yell st 5 8.

(¢ e W Wia N\
SHRARIH Ao s2AU
SISURL SHARIAL clgSte] W (+++) vildlA:

Edit Employee (s3] 2152 51): du-ll (a1l ciedl.
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Assign / View Salary (WUR AUl / ogl): dH UdlR Hiow] A2 s20. gl UdLIRUAS 2 YALR.

Biometric enrollment (ol 2s leiell): Realtime clidizs [(Seugsu U du-l (o082 221l
$1S lell. gl cuidles Baugu.

Update Password (UlAdS 24us2 531): dH-L 112 -Adl WiAdS A2 2.

Disable Mobile Punch (Hleiigse U ciel s21) / Enable Mobile Punch (Hleugd U2t g s0):
dll Staff Khata Hletgse 2luniall Jes) 244 dlsu A1 U2 84 531 A8 5 4S8l d 4SSl s:U. -l
SHARIAL HE2 Hlcgd YA Alg S 8; o8 1S §5d M2 (Salesy UR o YA 53¢ il dH-L HI2
dd oiel 52U,

ailReaiTime Q Soarch feature . @ A Branches o o Mo
Dashboard  Device Sotup Organization ime & Data Download Reparts ACCOsS | A Halp & Support
ot Employee List
£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Riview bifing

) Employee Directory 2 fofrosh
W =.cryono in your organisation, with thek department, s1atus and sccess

Employees @ @active - @ inacsive - B joined in the lax 30 cays T Filters Q0 Search ampioyses.
Empiyse Separimat Status

Nd ”:ﬂf‘!ﬂ.JfHII r‘:I?!-l\ill FIIESBI:’J\':EB T?l:!f.ms?l.[?l.l.\:"m.!-[Mllles.!i!. * () Active

A Ariun Menta information Technolagy arjun mnnta\@lsrsrmu-ie:uuu. . @ active

KR sz_uufinu H_u_;nan H.c.sm:fccs D Ac

B o ©

B e pate © e

sp  SusitaPaul Production @D Active

AK I;Ik'ml Kurmnar Pr\m.mmnl‘ i aj'i\ﬂ...llul\‘\l!@.sﬂ&Mn-'.?l[\ies.l."x.. O Active

Rahul Verma Protuction rahul.vermaggshanma - texties.e. & EditEmployee
) Fromi o @ scve
i kil e 3 Assmnrv-nw‘s.aarv
A ﬁ,ﬂ:\lf‘ ‘ﬁﬂ/ﬂf\‘ - nrr_r.a@snmm.a.-lextnesexamplo T Active @ Blometric anroliment

£ Update Password

@ Disable Mobile Punch

[ Debete Usar

AR (5 saL YR Status (RA(A) RaA Rl Flssu sHARAL ASA 84 53 ASlL A2l 244
slopHiall yurldl S 8.

-
el o331 Aol A Hllsd AU UR SHAURL dlBi, B Hloise U - Jes-li-edl (a1 uid 8, Hi2

Bl et ole 215 8. €3 Al Su-ll- ol vied sl ddl 15 (ol 2rid HA 8. sle-L el 4 Billing &
Plan ((Gi(éiat 244 reii-t) g4l

N

sd [Rlg2, A2 w1 BildR21esU A2 5.
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06
(2152, AN1R Vi AlcR2ISH
Ll el el

Y Y

(152 dHIRL RS- S1HAL SEls], Ag 2LeH A ANALES 1931 A2 52 V. AR LU © § slaL sul [ead 56
(g2l 51H 521, U llcR21SHAL (HUHL 455l 52 & & delRi-L selisl sdl d YsarL.

(2152 2 sA

dHIR a5UA General Shift (U [R1s2) 244 Night Shift (UG [Rls2) A2l A3 21 8. dH- dHIRL
sclsl Yool A82 52U, wadl Ad) si-iladl Add shift ([Qls2 GHRL) UR (sés s

1. Organization (i2a1) — Shift Details ([2is2 (Aaidl) U2 (s4s s
2. [ge-l g ¥ (+++) widl 444 Edit (24(52) uR (s4s s3U.
3. Shift name ([ug2- 1) As 3, 214 g5l Code (s1s) GHR (BelsWL RS “6S ).

4. Starts (A321ld) i Ends (id) A2 52U, HeuRA B uedl Y2l Al AR [Rige- "ollont [Ead Y2 2 8"
AR5 Ril&d saMi 2d 8.

5. Late punch-in allowed (3% Hi§ U-654) 21+ Early punch-out allowed (H%R dég -
21B2) (lreui A2 52U BelsWL a5, €35 15 [MlAe.

Aledllss 03 GHRL

1. Weekly off (Udilss :91) S50\, Add off day (Rou1-l [Eau GHRI) WR (stis 3.

2. Day ([tax1), Type (usR: Full day (YRl (eaRt) 242al Half day (4sel [£a1)) 244 Which weeks
(sl 28a(SuL) WRie 52U Every week (€2 2454l(5d), Aaal 1&g 16, 297, 39, 4y vadl O¢q)
SRECTIRSI

3. €35 Il [EaA HI2 AL 53| 5. BElsWL dR1S, €2 sdSA AR BURid 2931 24 42l AUsaL[S2UIL
AR @15 HlE-Mi A AMAR 03 24 B,

-

4. Save Changes (521 d s2) UR (sts s2.
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Edit Shift ®

1 1hé Working haurs, Grace time and weekly offs

Shift nama Code {optional]
Ganeral Shift G5

Deseription (optonsl)

Starts Ends.
08~ (5 D0 v | AM v 06 v (1| 00 v PM o~

Late punch-in allawed Early punch-cut dllowed
15 minse 15 mimtes

Weaikdy off
Sunday d Full day v Every week - x
Saturday ~ || Fullday v~ || 2nd ~
Saturday » Full gay - amn - ®
+ Add off day

Sandwich rule
\Waidly offs and hobidiys batwean two laive cays a0 Counbed a3 beave.

Alzat A8

Late punch-in allowed | [Ageui 2215 de 1S (At seddl (flHz Hist 2udl 2us.

Early punch-out allowed 1 2l 1§ (AL Sedl (A2 asal e 8.

Weekly off 1L [RLg2 HIG -1l [EaRdl sl (Rt s UBL sIMSLos-L [Eaq QU 8.

Sandwich rule (J-slaL Fud) ol 0L (£l A Ul ALALSES 131 244 TSR 1B URL 131 RS 2R O,

d- (ssiez [Ris2 ei-idl

[Rug2-l cdlgs ¥ widl 244 Make default ([3slc2 ot-iidl) U (ses 52U ugdl €25 Adl sHAR il [Ag22il
A3 AR B, YR [Bslez (g2 Default cloy, d-AL selsl, AA 2 ARALSES 031 AL eidlid 8.
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B Al Branches F = Adtemin
“Ganeral SKIl” i now the defaul saif

Devica Setup Organization Time & Loave Dsta Downlaad Reparts Payra Accoss Control  Account Holp & Support
1 Shift Detads
5 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Riyview biting
st
Working hours, grace fime and weekly offs for yous staff,
Shifts 2
ey ot
@ Generl Shin | et 200 AM = 6:00 P
o »
& mEght Shin ?_-a-a PM - 5:00 AM

et 9333L: Ul Letiui 218 [Rse-dl 92 8. dHl d- 2452 i AL sl ol ag Rige oiiaal Hie Gl wel
e 25 ©; Billing & Plan ((Gi(cd1 4 veti) oyl

22\ (g2 Al

-

Shift Roster (152 Aw2R) 2is 5d-52 © 9% (e [EdRA oldid & § 5191 56 (gl 511 52 ©.

1. Time & Leave (_H 244 29%1) — Shift Roster U2 (s@s s2U. Calendar (56-52), Week
(A543Y) w44 Month table (xSl 2oid) & a2 viedl, 244 sHAR), (el viadl Rige gRL
(5e2r sl

2. Assign Shift ([2s2 2Alul) w2 (sets s2U.

3. Who (s181) €50, 215 uesl 2is Employees (sHARA) URie 52, 42l 41u{ 2 dall
Departments ([deio1l) uRie 52U

4. Shift (Qls2) uie s:U.

5. When (s412) €59, One day (s (1), Date range (cliRlu 21QI0l) 2421l Pick dates (dRluil
YA $A) UAE 52U, 21 AR A2 s

6. Assign Shifts ([s2 dlul) U2 (s¢s s2U.
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Assign Shift ®
Pick who, which shift and when, Works for ane day of many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂeuksd\dt @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

o AN [RUg2 24 diRluell 2410 | 8, i Yell dH olley 4 Alul. Time & Leave — Shift
Assignment ([2is2 Alugil) 24 o Ustet Alell vild 8.

[Rus2 vl LN BHiow- S

LU dlsl HI2 BsA1E A6d1EY § HEAL ¢Ral HIZ iR ay 35Ul O,

1. Time & Leave — Shift Planner ([Qls2 rcl+R) UR (s&s s3U.

2. Departments 2{2idl Employees uzie 521, uedl From (2ll) 244 To (Y¢ll) tiRlw, 42l This
week (1l 24541(53), Next week (ilag 245l($y), This month (AL H(&Al) 242l Next
month (Alcdl HSAD) uR (54s 5.

3. Pick a shift, then click days ((2ls2 Uit 521, uedl [eadl U2 (sts s:U) Ssa 518 Rise uR (sHs
s,

4. WA UL (Al UR (5Us 5, Al €35 SIHS1o-L [Eav isu12 eRal Fill range (skip weekly
offs) (ARM 2L, Aledllss 7 ©ISIH) U (sts s2U. Fill every day (€35 [Eat ¢RU) i AlLdllss 0
el M 9.

5. AlRI4l «lRMi Save (Jd 5:U) UR (54s s
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@B Al Branches

O a Admin v
- & ADMDRSTRATOR

allReauTime Q. Search features ok
s
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Payrasl Access Contral  Account Holp & Support
@ o Dastbosrd © Shif Detalls - Snh Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To
@ Human Resources L B Employees -2 e 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth
Plck a shift, then click days
4 Filrangs (skip weekty ofts)  Fllaverydsy £ Ciar changes
® Gengtal Shify 0% a0 ) @ Night Shift
Sum [ Tuw e nu Fri sar
25 Wk o826 27 E 9 a0 n
Geraral STt Gonaral S U2 General iR [ Genaral Say Denees S
& day(s) for 2 employoes - 2 shifts Discard
Fio upport +31 79820 77270 S Helpior +31 TOE5TOEE40 [ Emad wpponBuahaiacom  © 2020 S Khata Anengance Gentrol Plstionm
A \ A2 \ [\ [\ Y rl [\ RN
RUARCR UR ULYIL 1AL, 89 €S KA [ed d-ll 1Rl§E Adld ©.
"n‘ﬁﬁfﬁ Q. Soarch featres ek @ Al Branches [ P
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
) » Dasnboard - Snif Details © Sna Roster
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster £ Refrosh & Export B Plan by emplayes m
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
2. AN Employoes v @ Al Departments -
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
' v
4 s 6 7 ] @ 10
1 12 13 14 15 & 17
2] ms| 1 ] ns m Rs | 2 2 e
o Gonarstsnin 3| o Gosarsisnn * Genarat Sen 5« Generssshin 5 (e Generaizmn 5 |+ Denesisnn 5 |+ Qmeuma
23 ® 7 8 £7 19 30 S
o Comerst srin 5| a Gossel nin  Gonera S2in T e Comecsinin 7w Generaizn 7| | = Oeneesssnin T | @ enenstnin 7

lid21esMAL (HuHi A2 s2A

{laR2LGHAL (UMl AS5] 52 © § WIRWASHI duRIAL sellsl 54l Id Ysart. uédi Enable Overtime

Tracking (laR21eH (591 1g 53U) Alg $3A; g2l s1ow-AL [Huul.
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1. Organization — Over Time ({ld221e54) U2 (s¢s 521, uedl Add Rule (Fum GHRL) UR (s4s 52U,
2. Rule name ([Fuu M) etuid 20, 4 5 "Weekday overtime".

3. Applies to (sll U2 d©)) €591, All employees (ciell sHUR4A) 242l Some departments
(52els (aetonl) uRie s2U.

4. Pay as (YsaRllHl Ad) Es¢, €35 wlaR21EH scls Sl Ad YsaA d URde 5A 2 €2 elwe SUs
Multiple of pay (U2l 2[3Lis): BelsWL RS 1.5 X SHISELS UALR.
Percent of pay (WLR-l 251cR1): BELSWL dR1S SAISELS UdLRAL 150%.

Fixed amount ([A(2dd 5H); olell HI2 SAISElS s % s,

5. Minimum overtime (h) (=-dH 2{dR2I8H, sals) 211 Maximum overtime (h) (HsdH
dR2IEH, SClS) A2 5. §5c L HULEMIAL AELRIAL SALST % AR 8, BELSWL d\S 1 2l 4 sdls.

6. Effective from (AHa-l dRW) A2 53U, ugdl Add Rule uR (s¢s s3U.

il

@ Al Branches F - =
Overtime rule added successiully

Organization Time & Loave Data Downlosd ~  Reparts Payro Accass Contral  Account Halp b Support

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

QOvertime rules + Aoa Rule
How extra howrs ang pald, and the minkmum and maximum overtime that counts

Overtime rules 1
EMsctive from

we.e.kq.a.yflwﬂlnw 1.5= haurly pay 1-4n Oct 18, 2026
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07
Hicgel ;YA 6 59

el sHARL dlBiHaial el

Staff Khata 2iuall s-{uR10 UldiAl gl uell slos3 e 8. €35 UA AHY, §l-d dlu 21 Adesl Ad 52
8, 2 AHIR| cdl-A] TL-F-A 455l 82 B & suiell UA sal e .

el 933: AL el dot 24 Hlegd UR sHAR diBiA dls Sle) AS 8. ol dHIRL 21§ U B - 530
25, dll sle-{l (Bl 244 veti 12 Billing & Plan ((G1(Ed1 24 veli-l) gl

SHUARVL HI2: ViU e8ww21ct SA 4 ALES 81 SA

Y Y Ry Y

AHRL AS[FA dHID AR oi-ld 8. dHBL dMIRL HI2 A2 AL SHB (AUl Sl AAR) A UIRAAS dH-
oxtesel.
1. Google Play Store (Android) 242dl App Store (iPhone) u:2il Staff Khata ¢-22ld s2l.

2. 2w vlldl. Sign in to your account (dHRL 251241 A1 8- 521) UR, dHIRL Email or Phone
Number (Hg5et 44l 5l -oiR) 244 Password (UIAdS) elud 5.

3. Sign In (A &) U U 5. Today (:419) 25\ vd 8.
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8:55 vi

A S TAFEF
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

v0.11.1

A EH2lL 55 dHIR] Uldi-dl slesl o euii 8. -l 2o Today, Attendance (s1o3), Leave (:931)
21 Company (5u-l) 8.

YAA: URAAS o4l U2 A8 281 U Forgot Password? (UiiaS efell d1u1?) uR 2u 82, 4l
AHRL AS A dA A2 s:dl sl

SHRU A dlSAAAl ud i1 241Ul

511 UR 91 d AS 5l AU dHID AlSAA, A U Aesl HI2 5HRL oS,
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1. USHl dR YA $A AR dHRL Sl ell52A VIsAA Hidl 8. Allow (HogRl 24Ul) UR 2uU 52U ("While
using the app" Uit s2l).

2. SR YA AR SHRL isAAAL UL Hogl vl
ol il el 4L uidl siy, dl 21U Location required (clls2i 9s33)) 2424l Camera access required

(5HRL AsAA w3R)) eldid 8. Enable Camera (5121 Alg $2U) UR 2U 5, Adl dHRL Sl--iL Settings
— Apps — Staff Khata — Permissions uildl 244 duA g s2U.

AcS| i GPS A1 1953 il

1. Today U2, Punch in (Ul &) U 2u s3U. (d3 Attendance 2¢ vildld Mark Attendance
(1953 AlEdl) U uRL 2u 53 st o1.)

2. Attendance sl d+i2l Assigned Shift (qlUell [Rig2) 244 11> Current Location (sletd

dl$2l-) oldld 8. ol A Wi ¢dl, dl Tap to refresh location (clls2u-t R$2L scll 2U 5U) U 2U

-

Sl

3. Tap to take a selfie (JcS| dal 2u 5) U 2U $A 2 dHRL US2AAL U 12l dl. d Verification
Photo (dR(552 sl2l) ss ewid .

4. Punch in u 2u s2l.

staffkhata.com/guide - 41/ 116



8:55 vi

< 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

i 22 A1 Punched In Successfully! (Usndyds Ut 6 23]) Eulid 8. dHRL A A 218
AS~SHI dH-AL SAGUS U YA euid .

Y . \
‘@)Qﬁ-ll-s"%l"l'l OlSRY AU O
ol AHIR] oll-AH -5 ALY S, dl il §5c Al Blosimi o U 531 sl 91, BelsWL s 215
BRAURL 200 Hle. d-l cisR, U Outside Allowed Radius (R Blowii-{l cisR) AL v2sladiHi

21d 8: "You are outside the allowed punch-in radius. Please move closer and try again."

(Ml HopR UA-54 Blowdl-fl clsR 691, SUL 5 AS Bl 24 §3 WARA SU.)
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O

Error

Outside Allowed Radius

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

Done

2| (5uHi o14l, Tap to refresh location U2 2u 521, 244 53| U 52U, Vs €35 all-2A HI2 Blesul A2 52
8. il dHIR Su-d], el 2 (el Ae s2A.

YA 211B2 A

1. [t 2id, Today U2 Punch out (U 24182) U2 2u s3L.

2. olloy Aes| dl 241 Punch out U 2u s2U.

d14 Punched Out Successfully! (sadiyds U 24182 23j!) euil 8. Staff Khata a2l [Rise A1
AHRL selsl AL 8, dell d2 HIS, add org i BAR2USH dHIRL HIZ ARUE U 6.
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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 06:00PM

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 %
% Helimpursements 5
Submit and | ek

AHRL s1993) SlctsiA gl

1. Attendance 2¢i vildl. Day ([eq1) 241 Month (&A1) a2 oledl, 4 A4 a2 el dlR
Rl

2. s19 (gl Punched In At (U g1 qHY) 241 Punched Out At (Ul 241Gzl AHY), dls2A

24 slel onldl d-l uR 2 3.

3. QAU 5 vied 892 d (Eat U2 Request Regularisation ((Rudlse1-l (A-dl) uR 2u 52, AR
AU 2 SREL elwd 53, ugdl Submit Request ([Aricdl Hisal) U 2u 5. dHIRLASMA d dot R

HoR 52 9,
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VIS (A HIZ: €35 sHAR 2 HiCUBSA WA ALY § citd 5A

Acdl SHARIAL HE2 Hlogd YA ($5le2 Ad ALY sl 8. % 115 §5d cldlHles HallA UR o U 539 onieful
AL HIE2 d- cied 5.

1. Organization (2ial) = Employee List (1Rl Y[2) U= (seis 2.

2. sHAR dlgA WR +++ U W2 (585 s,

3. Disable Mobile Punch (Hleilgiet Ut oiel 521) U (ses s (A2l §31 219 sl Enable Mobile
Punch (Hlougd Y2 g s0)).

allRerue @ aaBranches B A e
..........
ard Employet List
(] Autopay is mactive. Set up sutopay of choose a one-time subscription payment. Rerview biling
Employee Directory o rotesn | | (T
EVeryona Iin your arganisation, with theif department, s1atus and accoss,

Employees @ S active - O active 8 1 thve st 30 iy 7 Filters

Employee

Ny NehaJoun k @ rerve
A Ariun Menta I!\r.w.ﬂ.sat-on Technalogy W@ Actve
kg KwitoRao Human Resources @D Active
PN ﬂfmp.Nmr Prom.uc.l:x?n EIQID.\? Mllﬂilﬂirm\!-lﬁx‘.lll‘s.eﬁ.. (:) Active
jg  Imran Shaikh Proguction 2 ShaknESharma - extiks... @ seve
gp Sunita .PMiI Frw_uclo_qn N 5.11.:|_.|t::! gt.g.auna-'.cxn:ewx @ Active
ar At Kumar Proguction AmLKUMAEE ST -Textles.ex.. @ st
Rahul Verma Proguction rahul vermagsharma - textdes.e. o Edit Empioyes

B (Rabul . : Tl e @D active

" 3 : 5 Assign | View Satary

A

4 Admin Adna _ Priya@sharma- texties.example Active 2 Blometric ens roliment

& Update Password
£ Disable Moblle Punch

B Debate Usor

RRUR d ot s, AR 21U sHARA "Mobile punching disabled" (Hlouge URiol oig 8) 5¢ € i
Al HRllAL GUAldL s2Al QULd 8. SHARIAL URAS A2 & AAe s:a, 2 % H1i Update Password
(WA 24uS2 $) cluRl.

Y Y ° ° Y \
IS (A HI2: v szl vaicul d syl
€38 Hiollsd U Recent Punches (e dRxL L) Hi 24 dHIRL SACUSHL ASAL UR g . Y YR Hie:

1. Time & Leave (A4 24 291) — Attendance Process (s193| ulsul) U (sds s2U.

2. GPS punches (GPS u) U2 (s8s 2. $5d 2AuHiail 2ddl U o ewid 8, €35 GPS 3|5 Rilgd.
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3. AS-8 A AS-AIB2 AlS2AA ASAL UR - U sl2l oslall, SIS dleS UrL Aiui-L AUSS UR (5Es s
AL el IS YL S o ASAL UR “Bldl Map view (52Ul &) WR (s4s s:U.

1.‘Hglnum.ggl B Soarch fastires. ek @ A Branches o A
Dashboard  Device Sotup Grganization Tima & Leave Data Download Reparts. Payros Access Comrol  Account Halp & Suppert

@ + Dastooar - Time & Leave

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

Review biting

= Attendance

£ Refresh + Add Manuat Attendance
Datty chock-ing, blometric Iogs, regularization requests and missing punches

£ Anendance (& Regularization O Missing punches B My corrections

Prasen

Late O beave
7 & a 1o (] [T 8
Conched in today Atiat i star s Seproved deave t2day
Today * Al Present  Loe  Absent a‘ Panding  Approved @ GPS punches & W Finers @ 0D Map view & Export Q1 Search by name of 10,
Empioyee Bate Status Gheck in/ et Punchuality Houes
(e Oct 18, 2026 @ Present 4 908 AM | 8GPs ntime @ - @ &
Lot Q‘f.'}?.ff"“ Oct 18, 2026 @ Prasent 41803 AM | BGRT Gnime B & 2
Admin 3 g
A - 83 2
ADM- TEMULAG 0ct 18, 2026 @ Pravent ) B:S6AM | 90PS O e & ® &
Al St Masea Ot 18, 2026 @ Frosem ) Bid8 AM | DOPS ontime @ ® &

Meoamip? % Support +9179B30 77270 R Helplow <01 70E6706640 B3 Emad scogonBatafichtacom  © 2026 St Khata - Anendance Control Piatiorm
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08

Realtime oiiuid(2s il s+is2 5

el olel vl

£419%1 UR U 5l 221§ Realtime cliidzs 1Rl dull 2AS 8. AsdAR d 5452 U o1, Ul €35

($oR0I2 & 518 U 2ls) As-sui Staff Khata Yl us 8.

-leL: Staff Khata $5d Realtime oudidi(2s sl 2112l o s 52 8.

Hell Staff Khata 21 osisl

N

HR{lA €242 UR U HisA 8, dell d-l USel dHID AR AR A,

1. Device Setup ([Saug1 e4u) = Manage Devices (g d-y 520) U (s8s s2U.
2. How to connect (5¢l Ad s1s2 $29) U (&S 5A. cllsAHI WILA] 2 AR AT SIU B,

3. Hall4A g-22-2 (LAN 121l Wi-Fi) el otsl 21 Al s2U.

4. 4204 U Menu — Comm. (424l Cloud Service) vlel. dHR 2IsEi- PIN -l @532 usl 215 .

\ A\ Y A\

5. dHRL HRQHAL USR Hizq AR AR elvid 5, Ad 82, A Hell+ AR2le s

HRl-l usR AR A
WebSocket Hell+ ‘wss: //machine.staffkhata.com’

FK Web (HTTP) 124 “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

YAA: A-1 S 5al d-l cilog-l st U854 UR (585 5. A=218 UL UL AUSALEA 9?7 AAHMI 218Ul
o1 As $A A UIARL $A § Aeasui 822 .

AU A2 1204 GHRU

1. Manage Devices U2 Add device ((Salgs1 GHR1) U2 (s4s s2.

2. U2l UL 28R uRell, 2l 1l U2 Menu — System Info uidll Serial Number (2ilRud
40R) elud 5.

3. Device Name ([Sagu ) eluid 21, 34 5 "Main Gate". Hall4 o A+ o ud d diuRel Widl
Audl,

4. Add device U2 (sds s2U.
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

Ledve Bk 10 upe 1he name rEperted by the machine

-

HRllA YR ewit 8. Bdedl 5 (M[HeHi Staff Khata A d-l 2ig2l Hodl s ol d-{l R Online
(RAHAISA), AS] dl Offline (RUSALSA) oldld ©.

opl AURUC 46R ASRAMI 21d, cll HRilA s dl U]l GHRAUG & A2l s AR Yell UsRY 2. siseu-i
EICTRVEIERENRE RIUTRIER

HR{lAAL +++ d4Hiell il Manage Device ([Salgt 1o A -l Yosr, Al w4 Rule Burl), do A
Edit (2A(52) 53 215l 1, 21dl d4 Delete ((5cl2) 532U sl ©1.

(¢ ha Wi \ \
SHRARAIA HollA UR Hisdl
Ul 55 dui AA(Sd clsiA o U2 54l € ©.
1. Device Setup — Users Synchronization (Y2 Ris-1892l-) U (s&s 52U ol dHIRl Wl s

sl ag Helld s, dl BuRel uRie 52U

2. Send to device (Sl UR Hisdl) vildl. s HRll UR 4 sl ddl aiel-l Y[R 12 Missing on
this device (1 [BaUgA U viadll) URie 5, 2l ¥ sHARIL SURYU S1E HllA UR Hisarl 2]l
du-L 112 Never synced anywhere (suiu (s -2l 21211) u2ie s2U.

3. Send to device W2 (s4s 531, Ul Y@ 2.
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@ Al Branches & Growth (11 diye kit a A AOMOSTRATOR ™
t Suppert

Time & Loave Data Download Reparts

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

M Users Synchronization m
MW ocn users the same in ST Khata and on your machnes
Pr: b o e Co other devices

Missing an this device £ Refrosh

Waiting for upload &
Emptopse It Bxact hane
ST-0001 Rahul Verma
5T-0008 Neha Joshi
ADM-TYMULAQL Admin
5T-0002 Amit Kumar
5T-0003 Sunita Pati
ST=0004  imnn Shaikh
5T-0005 Pooja Nair
ST-0008 Kavits Rao

ST-0007 Arjun Mehta

D History 3

AR i Ul YR elaldll Hll+2ll 23 5 AR cilsllL 2¢ Hee 52 8. Import from device
((Baugsumizll grule s) d-L YA Staff Khata Hi clld €, 244 Copy to other devices (¢ilowt [Satesu
UR SIUL 52A) dHA elloat AL HRlA UR STl 52 ©.

1ol uR sl v s3] 25 d As s, Manage Devices vildl, -+ = Manage Device Uz (s&s s3l, 244
Users (YaR) ¢t uidl. €35 Hll4 YR Staff Khata i du-l s+l w1 esisild 8.

(5or(i-2 5 s1S il
2L HIR2 HRllA A Sl oS,

1. Organization (2i22l) = Employee List (513 R) W2 (seis 52U
2. sHARH dlg- uR -+ U2 (s4s 53U 24 Biometric enrollment (cililzs Alaell) uzic s3l.

3. Biometric Device (ciUH[2s (Saug) uRie s2U. Step 1 (waig 1) &9, s+l Machine User
ID (420l Y2 ID) el Hell- UR ltld 6. ol sy d-Al U - s, dl Sync Employee to Device
(SHARA SatsA U Ris sA) UR (54s s

4, Step 2 (wid 2) &s9, Fingerprint ((521:(012) 24214t RFID Card (RFID s1§) Ui s2L.

5. Start Live Fingerprint Scan (algd (521002 25 203 520) U2 (58s 53U, uedl sHAR\A 24
{210l HR{lA UR AL AR HSal Sl (AL 1S U $21l §6).
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Biometric Machine Enroliment
T magisar i ang

&, SELECTED EMPLOYEE + DIOMETHIC DEVICE

L oron ® Main Gate (R55202502115271)

STRT TERMINAL 10 & SYHC O changein STEPT CAPTURE BIOMETRICS

SHRCT DIOMATTIC THDETE CAPILED Fr0 o T (eeminaL

Enrolied on this Terminal

© Machine User ID #0002

This arepicyee ks registered and ready for bicmmeric capture i S1op 2

jaY (¢

HRll Y[R 52 2led sHARL UA 53 2AS V. €35 UA dHIRL SAGLS UR AlgSal YL 3|5 EWA 8.

U2l Auddl YA SIGHALS s

A A\ A Y

opl HRllA 2AlST AHU AHSAEB @ S, dl d Ul U AR AW B, d §3] A AR A dHA Vil
al.

1. Data Download (S2l sIG-dls) - Download data from Devices ([SagsuHi2ll Set SIGAdls
SA) UR (ses s
2. Device ([sagt) s [SalgA uie 5.

3. dRlul uRie sU: Today (24193), Yesterday (2189s1d), Last 7 days (8¢dl 7 [£a1), This month
(AL HEAD), 21aal From (2ll) 244 To (}Yell) Az s2A. i s A+ 90 ([Ra Yelld SIB-als s sl
ol.

4. Add to attendance automatically (AURAM s34 GHRL) 2ig Avil, 242Ul USE] YU

dulAcll HI2 d- oiel §3U.

5. Download punches (U SIG-dls s2U) U2 (ss s3l.
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ﬁz Thss Q0 Soarch featunes ek 4@ Al Branches E 5 R
KHATA Puncnes asded to aftendance
Dashboars  Devie

Devica Sotup Crganization Time & Loave Data Downlaad Rupants Payrosl Accoss Comral  Account Help & Support
ard Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & wmpm-‘a‘qu fibg
Pull punches storad on a biometric device into attendance, ¢.g. after it was offine,
Device 1of 1 orfine Dates Today = Yestorday  Lost7days  This month
@ Mangcate » Online From T
RSS2025081152
B 0Oc22 20 B 0e22, 2026
Add to attendance automatical vy [ @)

© 0logs imported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Empioyes Dt
A oy Oct 22, 2026 305 PM [— thack-in

Helld dldL §18e el s2U

A Y

a5l HRlA DAL - UL 2AS, dl USB &IRL del U elol BisuUle SA 24 d gl 2.

1. Data Download — Import Biometric Machine Logs (ciUH[2s 120l dlot gule 521) U
(ses s2U.

2. Select Machine Log File (M2l dldl 518 URie 52U) 50, S185d (.txt, .CSv 42Ul .tsv) URde 52U
2 Upload & Preview Logs (cldL 24uells 521 21 vley ogl) uR (sés s

3. My As 52U Mapped (Hu 2dell) YR sHARIAL qE Ha Wit 8; Unmapped (HU A 2ddl) Yo
ID sy sl A12 oisRe el

4. o qHARIAL HI2 s1o3] ARldl-l © d-l From date (213l dRlw) 24 To date (dd-ll dRlw)
A2 s:U.

5. Confirm & Import Attendance (Y% 521 21 s1o3] grle 52U) UR (58s s2U.

et 933 Data Download i HR{l- dlot gule s 2 2Asdl-=s Rulle-dl eiaL 8, o5 AUl Lellni
dls Sle A5 8. Hall BHRal, YR Ris sl 2 AR €8 LellHl 511 $2 8.
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09
el 193] vy 52

el olel vl

o RUH (RS HRllA 2 HloUsd UL oiedl YA 1S o oy UR 241d 8, Uil di (B dURdl 9], YA HogR 52U
€91 2 UDLRUAS USEl ofell JEURL ©l.

IS AU VUL (B gl

dH1> Dashboard (321¢ilS) oldld & § 2119 5191 1R, JRE1%R i HI§ 8. Recent Punches

Y A\

(ALFBARAL ) €35 AS-8 Actixl A& Al €9, A HISL ARMA RUlGd 2t 8. sl vldld 8 § Hlolse
Uy sujell vdlel.

Y2l YA 12 Time & Leave (A+ w1 :71) — Attendance Process (s1os3l u(51) U (s4s s2U.

Attendance Jes (§¢22 s

Attendance (s1953)) Uoy 241l [Edq U2 Yd 8. Bu-L s1S (Present (s1ouR), Absent (Rs(%R),
Late (31sl), On leave (931 UR)) §et vl ¢ldld 8. §5d 2l dlslA oslal 515 UR (s¢s s:U.

2@l GUR (Be2-L ol A2 ©:

Be2r d g eldid &

All (¢1e1l) / Present / Late / Absent sloalHl R yowor sHiURIRAL
Pending (cus)) A 1ol s ett U
Approved (HogR) ol uddell Hoyr s3ell v

GPS punches (GPS ) §5c Hlolsd Aunizll dlsAA A1 YAl UA
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@ All Branches

A ADMRSTRATER
1 St Tim Data Downlosd Reparts Help b Supp
Time & Leave
5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riiewbiling
e Attendance 3 Refrosh & impont
Dally chock-ins, blometric 1ogs, regularization requests and missing punches.
£ Anendance & Regularization & sing punches 3
Pras Lake
7 & 2 o 1 0 8
Teday All P f-"“ P Aj GRS t T Fiters D Map view & Expol Q
Empioyee 5 Che Punc Hat
f:l"‘_"‘p“"' Oct 18, 2026 Dise ) 926 AM Late @-- @ &
Rl Oct 18, 2026 @ Present 41 B08AM  BGRS Gniime B ® 2
Ak, Amittmar Oct 18, 2026 @ Praseen 4 507 AM Bl B & g
AV ff"_“_‘_\‘{“"‘"a Oct 18, 2026 @ Frosent 41 803 AM On tima - ® 2
iy Mehetvoanl ct 18, 2026 @ brpsent 4 903 AM | BGES Gntime o-- ® 2
A f“!'l'l'_"'! e ©ct 18, 2026 @ Prasem +) BIS6AM | BOPS ©ntme - ® 7
A j_:‘:i”"_"‘_‘"“’ et 18, 2026 @ Preseen ¥ 848 AM | BOPS onume - @ &

I8 sHARL 5 oflost AU URie 52l Filters ((5e22) WR (stis 53, uedl Apply (d] 1) WR (seis s:U.
s ¢l oldl GuR-L wlikui All Branches (¢l all-21) dluRl. 2is culsdq 2ilddl Search by name or
ID... (4 5 ID 2l edl) 4 YR SIBAdls sl Export (Asuule) dtuRl.

Attendance Details (1520l (Aotdl) viletdl SISURL ALEH URAL AHDAHAL AUBS UR (Ses S AS-65+

AN

U AS-UGAL AMY, AR [SclgsA § dls2uq, [Rls2 i sAls], v Hlolsd U 12 U slel.

ettt 933N AU Ll AP (e As (R Yl Hulled &, vl 1L, avl & 54 2R lal
HI2 AsdlRs Ruléaia relid osiefA.

YU HoyeR 5

-

1. Filters u? (s@s s, Quick Select (»sul uziedll) 50 This Month (4L H[&H1) uRie 53U, 214

Apply Uz (sts s2l.
2. Pending u? (s4s s2l.

3. sl8 Al UR Review (dURil) UR (5Es sA. A1, dlsau 244 512l As s

4, Approve (HoR 521) UR (58s 52, ugdl Y[R 52U, U AHoR sl Reject (AR s2U) UR (ses 52U
U 2§ SREL 4L
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£ Attendance Details
g Neha Joshi
Emplayes I0: 5T-0008 Sat

Attendance Summary

+) Checkin [+ Check ot
856 AM = 6:07 PM =

+) BS6AM In it

[+ 8:07 PM Out Samaueg Gitary A4

Close

vied UAn-2UG2 YRl

AR SIE UA 2182 sl o4l R, AR dAHAAL SELst ART ALl Al qHU ol GHRL.

-

1. (ot el sHARL A AL 4 ol 419l [Ea# + sl ol Filters 20l 1101 A2 sU.

2. A g u Ul 2195+ (Edit, 21(52) uR (s4s s2U. Update Manual Attendance (H-31d
S1ow3) 2432 5U) vid 9.

3. Punch Out Time (U 24182 1) A2 52U ol dHEL HeuR1BL uedl Yell s1H 53 sl dl Next day
(ollont [Ean) [2s 2.

4. Update Attendance (19531 24us2 520) U (58s 52U, sd sdlsl 2R U 8.
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift*

O ooz, 2028 General Shift (09:00 = 15:00)
Funch In Time * Clear Punch Out Time

@ S01AM ® 605 PM
Status *

Present

Remark (optional)
Autd remark.,,

-
Yu-: Missing punches (viadl U) 201 21 olelil YR oldld & FH As-84 8 UL As-1162 2l (Al

Blcg). Add missing check-out (vi2q 2s-21182 GHRl) U2 (54s 5, AHU £luid 52U, 24 Save
attendance (s19%3 Ad sA) UR (5@s s:U.

N

a2l 1oy GHRL (Manual Punch)

AR SIE (Glaga U 4 531 A S, BelsWL s Ales2 (A uR, R il ALyl

1. Add Manual Attendance ({-y21d s1os3| BHR) U2 (54s 52U (42l Time & Leave —
Manual Punch (3-y1d ). Single Punch (s U21) uie Auil.

2. Employee (s+?)), Date (dRlv) 244 Shift ([Rls2) uzie s2U.
3. Punch In Time (U 4 AHY) 244, %1 WoR S dl, Punch Out Time eiwd s

4. Status (Ra(d) uic sU: Present, Absent, Half Day (sis $) 242l Leave (291). Absent $
Leave H12 M-l %3R 2l

5. 82091 dl Remark (2wiell) GHRL, 244 Submit Attendance (s1os20 e [H2 52U) UR (54s 5.

visAL aRU disil 19 il (Bulk Manual Punch)
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1. Time & Leave — Bulk Manual Punch (cies H-3jAd U) U (S8s 52U, 4dl Hyel $1o53)
st i€ Bulk Manual Punch u cigdl.

2. Select Employees (sHAR1x URie 52) 850, €35 lsdq [2s 52U, 2421al Select All (o1ell URie
SA) W= (sas s2U.

3. Date, Punch In Time 24 Status 2 52l. €35 c(sa-l uldi-l [€is2 aruRdl Shift 4 Auto /
Profile Default (212l / visigd ($sle2) U 2l €l.

4. ARIA As 53, ULl Record Bulk Punch (¢ies U Hll) UR (sés s3U.

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Seloct Employees * 2/ 9 Sebected Date * Shift

B Getis, 2026 Auito | Profile Detault
Q Filter employees by name or If

Punchin Tima * tost Punch Out Time
== S1UU0e

© 900 AW @ Pick Time

Kavita Rao
LR Sreo00m

Status *
] wg MenaJoshi Prasent
57-0008

Remark {aptionai)
s Pociatiar optisnal

5T-0005

Rabud Verma
™ sronm

SF E i

(FrAlsQ1AL (CiricllAl 2iopR s

SHARIAL 21U 2l dod URR], dHGL VRUR S1H SEL AHU 4 SIREQL AU, Uil U YerRdll (A-dl 53
AS .

Opr

1. Time & Leave — Regularization ([Hu(dls211) u: (sts s3, 2424l Attendance Uos U
Regularization 2o vilel. (G124l s il sl AR 2ed AvL oldld 8.

2. [add] sel UHU 21 S1RWL As S3U.

3. Approve 2l Reject U2 (s4s 52U, sl el A, dH- 25 s 14 slell 12 s o (Ul
aAluRl,
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PR by

o HoR $A AR $HARIAL ©1o83 dAHEQL HPLAL AHU Howed BUS2 AR D).

. Admin v
Q0 Soarch featunos: ¥ @ All Branches ~ QA Aowmstaaron
Dashboard  Device Sotup Organization Time & Leave ~  Data Download Reparts Payrosl Access Control  Account Halp & Support
@ Dastboard Time & Leave
[ Autopay is inactive. Set up sutopay or choose A one-lime subseription payment. Rerview bifing
Attendance 23 Refrash

Dalty chock-ins, biometric iogs, regularization requests and missing punches.

3 Atendance @ Missing punches B My corrections

(D These tatals are for Oct 1, 2026, not taday.

Prosent Absant Lato O lnav
9 Fs 0 a 7 s @ O (5]
Checked i today Wik chechad in Afer 1t st tme Agcroved seavn ey

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 0ct 18, 2026 © Preseen 4] 908 AM | 8095 0n time @ ® ¢
A Amh Ko Oct 18, 2026 @ Present +] %07 AM on time @-- @ &
) Sne s Oct 18, 2026 © Presemn 4] 9:03 AM O s o ® 2
" ;‘:h::.::w Oet 18, 2026 © Preseet +] 503 AM | B 0PE O bt @-- ® &
5 :}“_‘tgns:‘ﬂkn Qct 18, 2026 @ Present = $:00 AM On tme (<28 @ ¢
Bl 0c1 18, 2026 @ Present 41 9:00 AM On e - ® 7
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10

B USIR, 01+l [clericllAl 24 5182 W1l

LAl 951 21 1SR 1FRALLG Ll

AHIRL 221§ UL USRAL 91 A AS 2 AHIRL 1SR AL YU 2 AR A2 5. AR UeS) 13- [Aicdll,

N

1A i 1SR 11T VAUUIRALU S1953] 4 UILIRUASHI oY 9.

ettt @833L: UL LellAHi 081 Ui 2 &R AL Als I 25 8. ol He dls elctid, dl sial Budl
i rell- Hie Billing & Plan ((ci(Gat 244 veti) ol

L USR ASS| 5

53Yd, [RAs, 245 i H2AAE| 001 dHRL HIZ U] A2 8. dH 2A32 A AUl dHIRL UldiAL BRI
1. Organization (i22l) = Define Leave (91 -is5l 520) U2 (5¢s 52U Leave types (931 USRR)
YR €35 USRAL 1S, adlels [BaRl, 4 autldl Bavl g AU 8, i d HRRIA %33R & § Al d aldld

-~

0.

2. Add Leave Type (°1-il UsR BGHRl) U= [stis 52U

3. siloRL:
Al Agsv
Name (dH) 244 Code (515) BelsWL s "Compensatory Off" 24 "CO". ¢id
sAexUld ©.
Days per year (argls (tail) €35 SHAUARIA avui s2dl [tad 1A

Carry forward unused days (+ ARl [Eadl 21 A1g; 4 dleal [Bagl Bitadl arui o &, olel: au-l 2id d

dg o1ul) E AU Y.
Needs approval (73| os33)) Alg; RUIfat AR § HR A €35 (A-dl ¥R sl us.
Colour (1) §A-5 Bl 1L Gl UR eulId B,

4. Add Leave Type WR (stis s2L.
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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

08

CArry IOrWaNd UNUSed aays
DA o TAKSR S 1 AT yRar IEtead of psng

Needs approval
Tha repeortng manager or HR must apErove S35 reGues

Colaur

00000000 -

* Compentatory OFf

SIE USR oleddl § sladl, d-l dlgs- UR Edit (2U(52) 21udl Delete ([5¢l2) duRl.

73 old-A As s (Leave Opening Entry)

1. Time & Leave (y4d 24 91) = Leave Opening Entry (051 241u(-121 219)) U (s4s s2U.

2. €35 SHAURL 4 1L USR M2 - Allowed (HogR), Used (auRiell) i Left (ctis)) (eardl, d
Total left (5t cils)) ewid ©.

3. BuR stofl ollog ARSI ol cledl, AL 1AL USR, e, [AcdL § sHARL gRL (Fer 5. et
SIBAdls s2dl Export (xAsiule) uR (ses s2.
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4@ Al Branches

A, omnstaare
o Tima t PF
ard © Leave Opening Entry
3 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Rirview biting
9 Leave Opening Entry & Export
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
Employ d Uses il 1 ket Alowed Used 1
prectyedt 12 1z 12 1z 15 15 90 50 & 6 135
BN 12 ] 12 12 1 15 0 15 90 20 6 & 135
ook cgliPR 12 a 12 12 G 12 15 0 15 %0 0 50 & o 6 135
sl T 12 o 12 12 ! 12 15 ) 15 a0 % s o 8 138
!:".'".".s.":f.'?‘": . 12 12 12 12 15 o 15 20 20 6 8 135
?PDJ?P:‘&I:“ decton Ml 1z o 1z 12 o 1z 15 o 15 20 [ 30 & o 8 135
foaginotind 12 12 12 12 15 15 90 %0 5 & 138
e, o Tacrcrsar: Herd 12 0 12 12 o 12 15 0 15 20 %0 ] ] 8 135
O 12 1 n 12 12 y 15 0 15 20 90 6 ] 8 134

SHAURIAL 1031 HI2 Sl Ad 2R%) 53 B

sHARIAL UldiAL SHEE 21 uvaSel, dot uR https://attendance.staffkhata.com u: 212t Staff
Khata 21uHi (Leave (2931) 2¢1) Al 65 52 8. d2il Apply Leave (2951 H12 2429 $2U) uid 8, €35
1AL USIR HI2 Ulelly olet1 g 8, USR A cRul URiE 52 8, SREQL GHR 8 i d- Hisd 8. ugdl [a-idl

. |

oAl s P O,

sHURN acll 11 {2 2R%) S2AU

R SIE Sl S ollHR lall QU Ul 24U A dluRg Sl R Gualdl.

1. Time & Leave — Leave Application (91 212%)) U2 [s4s 52,
2. Apply leave (91 H12 242%) 520) UR (s4s s3U.

3. Employee (sHR)) uie 52|, uedl Leave type (91l UsRR). €35 USRAL ollogHi ciis) [Eadl ewi

-\

0.

4. One day (s [tax1), Half a day (215l [tat) 24214l Several days (2@ll [Eadl) uie 52U, 244
AR § dRlul uRie 52U
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5. Reason (5RQ1) GHRL Also notify (1M URL olldl) $50, dH 1L 51l HI2 dlsl ue 53 sl
ol.

6. Apply leave W2 (sts s2.

2 Apply Leave

Lenve Mode Loave Tyoe
Singlo Day - Casual Leave (10 remaining]

Date
B 26 0c1 2026

Nty Manbers <o
Search & select members...

Masson
Famity function o Jpur

031 HoYR § AR S

1. Time & Leave — Leave Application U2 (s¢s s21. Leave requests (951-il [A-dl2xl)
Pending (cus)) W vd 9.

2. S8 (G-l U Review (dUlRdl) UR (5&s 52U, 1L USIR, AR, ([Eddl 244 S1REL AS 5.

3. Approve (HogR 521) 21dl Reject (1HoR 52U) UR (sés s, ugdl Y[R s2l.
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Beason

Family function in Jaipur

Approved (3%R), Rejected (-HoR) 244 All (c1e1l) 2ot ettt A 8. i ugdlell ugL (Al
(Cordinial (Fof cedl 2ust ©l.

P

AHIR) o31S8R HRAL GHRAU

RUER VAL SEA-S UR LU € A s193] RuieHi auRi 8. 2l 255Ul 230l A 8 & dHR] YR erulle
5.

Ausellauiall sxuie sA

1. Organization — Define Holiday (e51E2 2931 -issl 521) UR (s4s s3U.
2. Import (8xle) U2 (s¢s s2.

3. Need A Template (2Ud2 Bl 8) 50, Ayl SIBEls sal CSV 2424l Excel UR (séis 2.
dHi 8L sletH ©: Holiday Name (293t -1H), Type (UsR: Full Day 24dl Half Day) 244 Date
(dRlw, DD-MM-YYYY).

4. d o], uedl §lE8e ollsAHT VUL 42l 6llBos 51l (5Us 5. 2 MB Jelll CSV, XLS 244 XLSX
slgdl Ad O,

5. Import W2 (s¢ts 5. dHR] cell 0u1 w512 GHRJU 6.
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is o318 W1 GHRAU
1. Define Holiday u2, Add Holiday (291 GHl) Uz (sts s2l.

2. Name (+4) elvid 53, Date (ciRlw) uRie 53U, 244 Full day (YRl [ta=1) 21dl Half day (:4s¢l
(EaR1) uRie s2U. Description (agl) ds(cus .

3. Add Holiday u? (s@s s?l.

Add Holiday *

Shawn 60 calendars and used in anendance repons

HName
Company Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]
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Y[R olal Upcoming (:41a-3)), Past (Uledel) 24 All 204 aluRl, 24 eledal HI2 dles UR Edit 2421cll
Delete <llu2l.
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11
UILIRUALS, UILIR (REAU 24 isdl-A

el WlRWASA YL Leld

Staff Khata 193], 2951, o1E 9141 24 d2 HIS uRedl €35 UALR QL 8, dall dMIR 2usAle-l 3R 2l
dd s dR A2 5, ULl €2 UlsA 2lst (sesui wIRuALs udldl.

et 33 UDLRUAS HI2 WILRWAS UHA Sl ddll Ugs Letld asigf. ol Payroll (WiRkuals) He dls sl
dl sla-lL v 12 Billing & Plan ([ci(Eat 244 veii-t) ogl.

WILIR AUS VA SIRAUEISIAU SUldl A2 S2A

2L A[2oA €S UIARUAS A4 UR Ald] AR B.

1. Organization (i2a1) = Company (5u-l) U2 (sts s, uedl Payroll & Tax (U2LRUAS i 251)
2ot vildl,

2. Salary Cycle Period (W12 As-l A1) 50, Period Start Day (A3dld-l (ed) 24
Period End Day (id-il [a1) A2 s, "HlSHI-l Deell [Ban" HIg wid-l BadA d1S 0 etd s,

3. Statutory Deductions & Contributions (SRIELSIU SUld i UPIELA) €501, M Ed] USq sl
d Alg s2U.

A\ A\

4. Save Changes (521 d s2) UR (sts s3.
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uilRenive

Adimin 3
@ Al Branches A ADMUNSTRATOR
Dashboard  Devico Setup -~ Organization Time & Loave Dsta Downlosd - Ropotts ©  Payrofl - Accass Gontrol  Account Holp & Support
art - Company
3 Autopay is nactive. Set up BUTCPAY of CHADSE 3 ONE-1ime SUDSErIpIion payment. Soview Lifing

Company Settings

D Reset
Manage your company preforences, aftendance rules, payroll, and policies

@ Company Profile

= Salary Cycle Period
# Employes codes Defina manthly satary caicutation start date
@ Atendance Rules
PERIOD START DAY PERIOD END DAY sz
& Journey Tracker
1 o
@ Payroll & Tax
2 day
@ Locakization
tatutory D: &
& Duplicate employess (o] Configure Provident Fund (PF), ES1, and gratislty tracking.
£ My Prafite ESI (Employee State Insurance)
natsln ES! Contibutions Tor eligibia salary Backeds
PF (Provident Fund) o©
Gratuity Liability
PF CONTRIBUTION % E51 CONTRIBUTION %
12 % 235 %
You have unsaved changes Discard B Save Changes
- Financial Year Dafinition

Al Ags®

ESI (Employee State Insurance) ALUS UdLR HI2 EST UPLE BHR 8. €2 ESI Contribution % i e s3.
(SHARL A% M)

PF (Provident Fund) (e[ (-i(€) EPF Suld 24 2 e+ A APLE GHR 8. €2 PF Contribution %
Hi A2 s2A, AW AA 12,

Gratuity Liability (32y4g2| ewaleielR)) aAllds AYe estolale) 2s 52 9.

Financial Year Start / End (1Qusl ARSI RuULEaL M2 quRlg al.
il A34d / id)

° b Wil
UYILIR HIoy] AL
WIRWAS Al ASU d uSdi €35 AR UILR Hiow] slg oot

1. Payroll = Salary Management (Ual1R H4%sH-2) UR (55 5. €35 sHARL du-L As, sHIRI,
SUld, Al WdLIR 244 alfls CTC A1 YR B.
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2. sHURIHL dlest u-AL 52 418554 UR (58S 52, 242l AAd] Ulsd HI2 Assign Salary Structure
(UOLR Hiow AUl WR (s8s s2U.

3. Payroll Cycle (WwiRus As: Monthly Cycle (HURis us) 242l Weekly Cycle (qidl(ss us))
24 Salary Type (Wl usR: Fixed ([F(2dd), Variable (cigdldl) 2424l Commission Based
(521 2ueLRd)) U SU.

4. Earnings (s41Q[l) eRL: Basic Salary, HRA, Conveyance, Medical Allowance 244 Other

Allowance.

5. Deductions (suld) &L, @4 & PF, EST 24 Professional Tax. ESI ¢{9] 2aidl 24adL eictidl st
8.

6. o8l sHARI Uldi-l alltls siRe g Su-l asidl el «l Show CTC in Payslip (WLR Reuxi CTC

oldldl) (s s3U.

7. Save Salary Structure (UalR Hlaw] Ad s20) (+42dl Update Salary Structure (UWUR Hiow]
2US2 $2U)) UR [s4s s2U.

o dull d¥, l2l-L Aql0u Total Earnings (5¢t s11Q(l), Total Deductions (5¢ suld), Net Take-
Home (Alvuil i uatir) 244 Annual CTC (ctldls CTC) aldid ©.

4 Edit Salary Structure — Rahul Verma

Orty actve eempiayees w1 S5 Payroll Cycle
Monsnly Cycse Feo v [ B ShowCTCinPaysip

ry for Rahu Vierma {$T-0001) - Supervisor

TOTAL EARNNGE TOTAL DECUCTHONG NET TARE-J6080 MUAL ETE

38,000 L # ¥37,998 456,000 1y

Yu: dH 24 s Organization — Employee List (s+2u3] 1) Hizll ust vild] 2usl ol sHAR-
AlE-i Mo il 21 Assign / View Salary (WLR A4l / gl UR (ses s2U.
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HURs WLIRUWALS vudldl

1. Payroll = Run Payroll (WlRuas Adldl) U2 (s¢s 3.
2. 204dl GUR HSA] 244 a9 ue s,

3. Bulk Generate (ciesHi ol-lldl) W2 (5¢s 52U, Department ((Ae21) Uie s3U, HISAL 24 af As
53, 244 Generate Bulk Payroll (¢ies ualRusts ci-tldl) UR (sas 52U, €35 [Aciial 112 241 53 52

Bulk Generate Department Payroll

55d Us (s UdlR tudl, Add Payroll (Wlikusls GHRI) UR (sHs 53U i sHARL uie 53U

€35 WILR WAL SISO+ (€], ARt 2Als U (LOP) [l AAllSS 031, 1S 10141 24 ULS 931
asldl More Columns (dg siaH) WR (58s s2U.
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s1are Q. Soarch featun o Admin ?
ﬁxm\m Q. Soarch featuns @ Al Branches A ADMURSTRATOR
Dashboard  Device Sotup or, i Time & Loave Data Downlaad Reparts ayros Accoss Contral  Account Holp & Support
Dasrooard - fun Payrol
() Autopay I8 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirview bifing

ployee Payroll 5 Refresh & Export F Filgrs A Bulk Gonerate m
Genorate, roviow, odit, and setfle monthly payrolls, attendance allowances, and statitory disbissements

Total Nt P

atai Hot Payrol = Tetal Gras Eamings Statutory Dedustions %
3 -~ {
¥1,28,200 ¥1,45,000 ¥16,800
—
Employee Payroll Records & — Less Coluning September ~ 2028 v {1 Search employees by name
- EMP NET " = . PAID UNPAID WEEKLY BAsic OTHER  TOTAL #F PROF.  TOTAL
EMPLOYEE B e ATUS ATTEND. LoF  HOLIDAY e it e = HAA convevance  memical  grRel  COR imaey B8 o ek
Pooletiskr 5 i #3260 5 UNSETTLED 2 0 0 o a & 22000 PEB0D P00 r12s0 1,380 35,000 rze0  ® w200 2,840
Imaan Shaikh z
# g;oa t20,353.33 O UNSETTLED £ 1 ° a a 6 TLacoD PG00 ¥1600 11,250 vss0 3000 TLEED M0 T200  C3046.67
uuuuu T-
ey MiMAer O UNSETIED a8 03 0 ] 0 ] 16000 t0400 #1000 rL.250 150 re000  rL9 w0 100 rassan
At Kumar 31- 2
% 1420 v1250 w550 #23.000 TLEED %0 ®200  SLES0
- o002
oo S - R FTE) O UNSETRED. 2 3 v o 0 " y e teor  miewm 38000 e w1200 re.880

YRl A Aed 52

sI8 issl oleddl, sHARAL waIRWLs dlg- 232 s2U. Edit Monthly Payroll (HURis uairusts

(52 520) M, d- vieq Avial Save Draft (sig2 Ad sA) U, 24l Ysar(l A o ugdl Settle &
Save (A2 $A v Ad 52A) R (545 s

LU WIRA Ysddl dlls Rulad sal, dlgH 25 53U 21 Settle Selected (Uit sl A2d $2A) W
(seas s

H(&HL Excel 212l PDF dl$ SIGHdls s:al Export (2AsAule) dtuRl.

WILIR (REAU gl i SIBHAS SR

sHARHL el uR Payslip (WaLR Reu) UR (s4s 52U UdR REU dHRL dlal, slesl-l 4RI, sHISL,

SUld, SISURL ABHe1AN2, - AGEIHT AV WILR cidid 8. d 24 UL eldld 8 § 25U 2151 UllERAL sl
Ad a] US: dz HIS, ddq g 2 sISURL UL(ER{l suld.

d- Ad 524l Download PDF (PDF SIGHAlS 5U) U, 242dl Print ([b12) UR (5@s s2A. CTC g § sl d
uie 524l Show Annual CTC (allls CTC eictidl) / Hide Annual CTC (altls CTC guldl) atuRl.
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@ Al Branches % Growtn (15duysient ENRSEY Wileok IS
Hotp & Support

Data Download - Reparts I~ AccessControl  Account
PN-FO58
s 8

Generated

Sharma Textilos Put Ltd Raihul Vorma
30 2 o 3 (] (]
IIIIIIIIIIII Y Slandaed Office Palicy L
~* EARNINGS = DEDUCTIONS
EO0000  PF(Employ T2,580.00
9,600.00 F pdoyed) (Ex 0.00
1,600.00 E r0.00
1,250.00 E Empioy 0.00
¥1.550.00 E Empie Ex e ¥0.00
w0oo  Peok 200,00
Totsd Eamings T38,000.00 LOP Decucton¥ TR0
Toss! Desuctiens 6,880.00
al Anmsal Cost to Company (CTC) 4,56,000.00 1

¥31,120.00

dlBid g1adl sHARIAL My Payslips (HI2] walk Reu) €50 Uldl-{l ualk Reu g 8. qgl siudl
Aes-AldA.

BSclA WA ASroRAH 2

UILIR A scllrA ALl
1. Payroll = Add Advance (2sdal- GHR1) U= (stis s2U.

2. Employee (sH?)) uie 51, Amount (:5H) 21 Reason / Description (5201 / dRl) elvie
530, 241 Month (1Sl 244 Year () uRie s3U.

3. Save Advance (sl Ad sA) U (s@s s
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& Add Salary Advance
ok

[ Diwali festival advance]

Manth *
Detober

AesroAu 2 el
1. Payroll - Add Reimbursement (g+o{H2 GHR1) U2 (s4s 52,
2. sHAR Ut SA, 8H, SREL HISAL 244 9 eluid s,

3. Supporting Document / Bill (As1us €2dldey / (Gid) s (e osist (PDF, JPG, PNG 42dl
DOC, 2 MB ). (ciet s2Aezuld ©.

4. Submit Claim (s oiM2 521) U2 (s@s s2U.

HoER 53, Aed sA w4 Reu (-2 s

€35 wlsal-A w1 564 il Payroll = Advances & Reimbursements (Ascl-A 24 Ae5e{H-2)
vllel], oHi sHARIARA Hlotgd 2uniall Hisddl ugt i 8. sie) 2818 vilelld d-4 Approve (HogR s0)
22l Reject (HR 520), uedl Ysaril ul 2ied Settle Request ([(-idl A2d s2). PDF d3\s SIG-dls
53| AsA ddll A2 REu 112 Generate Slip (RUU ci-tldl) UR (s4s s,

Weekly Pay Process (tedilss uauR ulsui)

AlAl(ES LR Haddl 2L§ HIZ, UILR HIUWIHI dH Payroll Cycle Weekly Cycle uR 2 52U, §5d 2l
sHARIAL o5 Wl ewi 8,
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Payroll - Weekly Pay Process U2 (s4s s3l.
. 5al3Y ue s2AU.

. s sHAR| 12 Generate Weekly (1ltdl(Ss oi-lal) uR, 4dl vl (el Hi Bulk
Department (cics ([deiol) = Run Bulk Process (cies w3l Adldl) uR (s4s s2.

PDF sIG-dls sdl, Print s2al 242dl sHARH Send Email (84854 Hisdl) sl Weekly Payslip

-

(RULALSS UALR REY) vl

. Ysddl dig [es 52U 21 Settle Selected uR (s¢s 52U
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12

S1o32A RUI2 211 AR ABWR

el olel vl

Staff Khata Hi {l22ll ag Rulé 8, 2u1es-l slowlell defd e-2Us22 Hidl ddl sRIelSIu w2 Yell. €5
Rule (5e2r s ASIU O, Bz HIZ dUR A2 dS T ASIU O, A BAsAULE 53 ASIU O.

.
el 933: Daily (2(s) Rul2 €35 rel-Hi 11 52 8. Weekly, Monthly 214 Yearly Rule, Attendance

Calendar, Al Analysis 244 o{logt [QaldaR Rule Hi2 sal-2s Rulealal Ugs relid sigful. Government
Reports HI2 ULRUAS URQL oSleSA, sla-lL wel- 112 Billing & Plan ([ci(Eat 44 reli-t) ol

L

(Rui2 2uial

1. Reports (Rule) = All reports (ciell Rule) UR (sés 50, Rule d §] atglall Hidll 691 d ool gl
8: TS i AHUIAR, ©1o83), AHAAL AHRURAL, VIR [BaRd], 2, 031, (Salesu 4 iUl

2. YR g8l sl AA ellsAH cuil. BELSWL RS, HISL 2B (ARl €28 [Rule oxlal late aul.

ulﬂﬂaﬁ?‘tlﬂi\‘& 4B Al Branches & Grawin |15daye kit o A RUERY ko ™
Dashboard D o Time & Loave Data Downliaad Reparts Payrosl Accoss Control  Account Hoip & Support
»
Daily & periodic
Attendance for a day, wek, m
Dally report Weekly report » Monthly summar; 'l
8 Perfotmance, in-out, detalis and department views for one day of @ range B Week-by-week sttendance and hours B perfarmance sheet, in-cut and totals per employee
[ Yearty report | | e B
Welve-manth Aengance nd 1r e
Attendance
Who came, who did
Antendance Io Preent | absent Late come rs
a : =] @
Jataited punch-in and Prosant and absar s W
- Overtime 3 Manual attendance
& i |1 [l
IerHme HaLrS p Entrlies added or competsd &
Time issues
Exceptions worth following up
Late arrivais » Early depariures Late & earl
® n S Iy depal L "
Arrivats aftar shift stont Leaving bofore shift eng 201N Late in s0d eary o
s Mis nches » Al in-
e e o esicecoun o) e

g Prosentonwesidy oft Dally tima record summazy
Anendance on weekly off days Wotk days, obsences, late

tlas Rui2
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1. Reports — Daily uz (sts s2l.

2. RuleAl usR uRie 52U (Belswl 1S Performance (uslH-1), Late Arrival (HIg 2A4PRRA),
Absent (3Rs195R) 242l Missing Punch (vi2d u)), diRlu, i sl uid sdL: o=, [deall,
Slel AUl B2l SHARRAL

3. View Report (Rulé g2il) W2 (s8s s,
uRRuH uR:

Us [aA WO § AUPLA Fal dRlui{l olg-l dIR atuRl.
(§c22 s2al All (¢iell), Present (s1ow?), Late (Mlsl) 2424l Absent W2 (s&s 53U

AHIR SUAl A, AR, A €35 SHARIAL BiLal-Al AHY, Bl AHU 44 S1H S SAls] AL
Bl 112 dUR d1B2 12 Sheet (2l2) U (sts s2A. weoL osall Table (2oid) W2 (s4s s:U.

ULESL AR (AL BUR SLofl ooyl SIU-SIBAH{RI Rule-l UsR vieell.

A Admin .
.*“d&fﬂl TIME @ Al Branches A o ADMOISTRATOR
Time & Loave Data Download Reparts Payrofl Accoss Control  Account Halp & Support
] esult
5 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Rirview biing
Performance & Change filters o Refrosn ] Pau B sheet
Daity attendance report
~+ Performance v < | Fi,0ct15,2028 >
£ DAILY PERFORMANCE REPORT AN Puosent Late  Absent 5 s @ | & Expont
Peciod: 18 0ct 2026
DAILY PERFORMANCE REPORT (16/10/2022) [ Excel | &, POF
1 o Showing 1-9 of B records Pui Page | 28
o Expandshest = Fitwidth  W00% @ 100% @
Sharma Textiles Pvt Ltd
Froport Date : MITOEIGHE DALY PERFORMANCE REPORT Beint Date - SNOFIGTE
p— [—— Luts: 0 rov
Empiayee Snin o Work Lot | Ewrry Device | Device
$Ma. | Emp. Coda ey Oapartmant Dosignation | Shift | $hiftIn o | T | ke ot B ay | Tabm - o
ADM- Uritnown
s hciminy i admn o5 | socam | evoem | sozam | eoaem [ ohoas |oooa| - S o
2| stoon Ratut Varms | Producton arioves | 65 | wooam | eooem | wssam | eorem | onoss [oooe | - - |ovesorn | w8501 | msso;1
7.0002 FECT W [— empioroe | 65 | socam | corm | so1am | eserm | encsa [ ooes peesent | RES-01 ®ES-01
4| 510000 Suniza Pat Production ampioyes | G5 | ooan [ eooem [ asoam | e20em | onzem Jooza| - - [ oeesect | w5501 | msso;n
570004 Irean Shakh | Praduction ampioee | G5 | S0CAM | B00PM | 8a8AM 507PM | ohise |oc18 | - poesent | RSS-01 | RSS-01
510008 Posga ax Fragucten empayes | 05 | sooam [ sooem [ soram | saeem [ mnemm | - - aam [ oreens [ mss-01 | mss-m0
7 | sro00e KavitaRas Husan Resurces. emgiopee | 03 | S00AM | S00PM - - - . - Avse | RSS-01 | Rss-01
[E—
8 | sroo0? Mo benta | 108 amgioyee | 05 | socam | scoem | Bsaam | eorem | enidm |ooaa | - present | RES-01 | WES-01
9 | 510008 Neba Joshi Human fesources empiores | 05 | S00AM | S.00PM | 853AM | 604PM | On1im | 0011 | - present | RSS-01 | RSS:01

Y Y o
Anrdilss, MRS 244 altis Rui2
4L 2 o Al SIH S B AHUAU UAE 5, SIA AHA 21l o URAe 52, 241 [§eer cd] sU

1. Reports = Monthly (HIRis) U2 (stis s2U.
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2. H[&A uRie 83, sl UM sdl d URie 82U, 211 Apply Filter (2R d) s1) WR (s8s s,

3. BGuR-l SIU-SIG-Hi]l Rule ciedl. Guuldil Rule:

Ruie d g eldid 8

Performance €35 SHARNAL S1932 [FaAl, TS8R 1A, AALES 71, ARS193, HISL SAlst
4 Ugs (Eal, Bad Rad.

Attendance With Status (Ra(d €35 c(sa-l 1S, €35 [Ea 112 s Ru(d.
A1 s1owR)

Muster Book (3222 ¢{s) SRUEISIU slHHl dUR 193 A%FRR.
OT Summary (OT 4RI H(SAIAL AlaR21EH sellsl.
Leave Details (91l [d1dl) H(SAM dlbel 0m1.
Dashboard  Device Sotup Organization Time & Leave Data Download Ritparts. Payros Accoss Contral  Account Hiip & Support
Perfcrmam:e _— & Change filters 3 Rofresh = Summary B Sheet
~* Performance v < September 2026 >
Perfarmance W Fitters: @ & Expart

Petiod: 02t 2026

Q ow: § v 12>
@ et — ) cEno. Administation © Poucy: Stndad Office Policy £ wowm: oct20es
=3 o Lawa | .
» P
- - - " I . - n ] n »
@ oreT. Procuction @ oEsio: Superviser @ POUCY: Stndad Office Policy £ MONTH, Oet2026
= WO b e P r—
T-pea bl Yorsa E 19381 -
L L] - L o o s £l m »
Ne—— - .
ws e 0 -
" - - - - " “ = - - - - - -

Attendance Calendar (193 $d-sR)

H[&AI 56-5R d3s oslal Reports — Attendance Calendar U2 (sés s2U. Cards (515), Matrix
(H2s1) 211 Sheet & a2 ciedl, i (AL & SHARL GRL (BeeR A, d elcdld 8 § SIQLHIG U, s1QL
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AR W 5 1L % Aledl.

Government Reports (_As13] [Ruig)

1. Reports — Government Reports U2 (s¢is s2L.

2. BGUR dRlUI sledl. €35 Ay 21 AHULGL HI2 AHUS2 A O,

3. YRniell Aoy uRie s2U.

(%22

Muster Roll (1222 21«

Register of Adult Workers (Yud sHeRI ¥22R)
Leave with Wages Register (ddi- 112l 2931 (%¥222)
Register of Wages (d-i A%22R)

Register of Workmen (stHeRl Aw22R)

ESI Register (ESI (%222)

-~

s
Form 25
Form B
Form D
Form I
Form XIII

Form 6

SIUEL

Factories Act, 1948

Factories Act, 1948

Factories Act, 1948

Payment of Wages Act, 1936
Contract Labour Act, 1970

ESI Act, 1948

HRR22 A AHUUAUAL €35 (£ HI2 ddlclcll-Al UHY, ARSI, 131 24 AlLcL(SS 101 eldid .
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1I‘REHL'IIME 0 Soarch featunes. LR 4B All Branches Q
e o Foest
Dashbosrd  Devica Sotup Grganization Time & Loave Data Gownlasd Reports ~  Payrotl Accoss Gontrol  Account Halp & Suppert
[ Autopay I nactive, SOt up sutopay of chaose 3 cne-time subscription payment, Rirview biling
Government [ Statutory Reports & Refresn B Table @ Sheot
Mandatary statutory reglsters under Indlan labour Liws — Factorkes Act 1948, Payment of Wages Act 1936, Contract Labour Act 1970, and ESI Act 1948,
53 Muster Rot Form 25 - < | B O, 2026 - B oos 2026 »
g Muster Roll =0 & Export
Farm 25 . Fae 148 - Dy Atedinss Fegister with emplryes-wise infout grid
" EmpCede Harme Dessgnatian Depastent o 2 | o4 05 " o7 0 o0 w o o 1 14 15 18 [t] 18 P oA L
. . _ (1] 547 AM " w0z b5 Bas so8 g0z 5
1 ADM-TYMULAGY  Admin sitrin A oy "™ o #:07 A AN watam ESIAM WO we i A Y g TUAM BSOAM B 2 0
»
¥ Bag 08 & - B4 o 900 84S W 804 BIES 852 i
2 eT-000 Rahus Verma  Superidar Proguttion W A A Wo masam 45 A0 il 0:00 AM wolaM  wo we i 203 AM A e 4 TOIAM w1 o
i 51 #:48 03 2 51 3 858 001 84D
3 sronoz AmiKumar  Maching Operator  Produstion A GG wo cosam B4z AM P B50AM oo wo wo G 'y 50 M ity P ] so7AM B 2 0
. . 845 a0 i L0 i Ba% 04 - 855 LR 858 20 AM
PR L) Sumina Potd Qualty apactsr  Predustion ity A Ly Wo  snam 0900 AM i B01AM CRAM WO wo AWM Ll AWM AW AM fLate) e L
. . (2] B:53 : . *n - 01 (2] . 03 BidE 04 .
5 sTonod Imran Snskh  Machine Opacator  Prodoction A G wo  sotam 5e am 55 ES2AM cooaM  wo wo 0 P 250 AM A i | DOOAM M 1 0
g 08 8:36 AM 858 908 GAM 05 po7 pa7
[} 5T-0005 Pocia Nair Supendsor Production A A wo B56 AM EAT AM ™ =0T AM " } WO WO A A Late) A A M B:00 AM 1B 2 o
a7 se ? &57 3 3 (ST ; w08 Bua 8 g
T ST0008 KaitaRas  HR Executive Hurman Resources W A G WO ESEAM 03 AM e BB AM sasam wo wo U FE w01 AM v wa UO0BAM W 1 0
B84 008 . ” BT PAdAM : #:50 w0 &5 90 2
L] ST-0007 Arjun Mehta 1T Support Information Technology AM A AN wo B56 AM B53AM AM Lated 905 AM WO Wo A SMAM 57 AM AWM A AM B:48AM " 1 o
w50 sz . BIAM BT SRAM ’ Boy  m2 3 s49 m53 BN ?
% ST-00C8 Neha Joshi HR Exgciutive Hurman Resowcet AM A aM wo B55 AM Lirte) AM Label B52AM WO WO AN AM 912 AM AM Al AM 003 AM " 1 o

5ol Bows B0 .

Nesamip? S Support +917982077270 R Hewlor 917085700540 (3 Emat wpgon@aaiikhancon @ 2026 Sl Knata  ARendance Co

Al Analysis (AI (G2l

SIES AHULOUAI g el Vi 8 d oslcll Reports — Al Analysis U (s¢s S dHRL sl €2, SR 2
AR&1eR [EaAl, HISL BAUBHA 2 aR21EH. d-l Al AR et Key findings (v dRRL), [Ead
(Eadl 212, Attendance by department ([deio1 Howel s1w3l), 244 Absences by day of week
(RAsallSulAL [Eat Yoyol ARe13) .

ﬂlﬂlﬁfﬂljﬂ\;\f 0 Search featunes. =eK 4B Al Branches m o

Dashboard  Device Sotup Organization Time & Loave Data Download Roparts Payrodl Accoss Control  Account Hoip & Support

@ » Dassboord > Allveports > Reports

[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Rarview biing
Attendance Leave Analysis £ Refresh = Fillers 1
What stands out in attendance, absence, leave and punctuality for the period.

€ Sep 2026 E 1D Clar Fiters

Attendance rate Present days Ansent days Lowve cays Late arrivaly Overtame

205 8 14 45h 42m
‘ 74 of present duys sl iegged

# Key findings Attendance rate over time

for tha day cou. The dashed bn

& the periad average

@ Attendance is healthy st 06% of warking days.

) Absences peak on Tuesday: 38% of all absences. i
(@ Punctuality Is good: 93% of present days started on time. i
% 45h azm of gvertime Ipgged in this peviod. I
G e 20 Py s e g4t Sap s apBt  Sepzr  Bed  Mp S

Sep Y

Wihese I dys weed

s 208

® Prosens

@ Attendance by department B Absences by day of week
Lowest frit. The dashad Bng i the overall rate @ Absent @ On lsave
Human i 93% L

Technol.. 1 6%
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dlel: AT Analysis HI2 dMIRL Lel-Hi 031 HeAowd-2 URL oaieSu.

oflext Rui2

All reports Hi2ll dH 241wl widl sl l:

ARl SRl 12 Late comers (HISL 24ld-R) 24 Present / absent (192 / JRsS1%R).
Overtime (UcR2LEH; dHIRA Ll AHldR218H BlS).
sl212]l GHRel YA duiidl Manual attendance (H-y2:d s1os3)).

Leave report (2951 Rule), Device punches ([5clgs1 U) 21 Easy access (}0 isA).

BIsAULZ, [Bir2 V14 212 52U

slul Rul2 u Export (s1ule) U (sts s 214 Excel (.xIsx), PDF (.pdf) 212dl Sheet view /
Print (202 & / [ll2) WRie 52U Sheet i, 2ile-{l Guz-it Excel, PDF 244 Print ((i-2) cle cluRl.
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WhatsApp 2ide v 822l

el olel vl

Y vileul (AL 24ud2 2wl Staff Khata dH-d WhatsApp UR (o3 ARIRL HISHL 15 8, dHIRL Uldli-l
WhatsApp § SMS 251622l 221§ 2xAde HisAl U5 €9, i ezl eilont AlgedRA Hisdl s ©.

MRl WhatsApp ARi2L URiE s

| g2l Staff Khata dgll HUlEs-AL 4R U 241d 8. dH- Alg sal Riar 56 A2 sl -ell.

1. Organization (2i22l) = Company ($u-l) U2 (s&s s, uesl Notifications (J2-1xA1) 2ot vilell.

2. WhatsApp Notifications (WhatsApp 2141 €59, d il el Alg s

Al AHA Q] HA &

Daily Attendance Summary (A5 s193| ARIY) €2 A [l w13l WhatsApp ARILL.
Monthly Attendance Summary (HIRis sies3| ARIRL) CSV s18d d\5 HIRLs sios2A Rule.
Device Health Alerts ([Salgd e 2de) RIARS (Sl VUSAUIS A AR gLl

A\ A

3. Save Changes (52511 d 52U) W2 (55 s2l.
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_..|ld§§lf!‘_l]_l_.'g‘|_€_ Q Soarch features. =K D Al Branches 5 growin 5y AR e P

Dashbodrd  Devics Sotup Organization Time & Leave Data Downlosd Reparts Payrotl Accoss Gontrol  Account Halp & Support

4+ Company

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

Company Settings

Manage your company preforences, aftendance rules, payroll, and policias

@ Company Profile g
a WhatsApp Notifications
# Employee codes = Manage sutomated sysiem alerts and summaries sent via WhatsApp
@ Anendance Ruies
& Journey Tracke Daity Attendance Summary
Fcaive B sy ) SUMIMBLY of Smpiiy SEANGANCE O

M Payroll & Tax

© Locakzation Monthly Attendance Summary ©
forcaive & Ry WIMSARD GV 16DGTT O aEnganco

L Notifications

& Duplicate employess
Device Health Alerts »
Gat rstitied whan & Bieteric divics

£ My Profite

Integrations ot vidl

AHIRU UldlL A516-22]l de Hisdal, Account (215162) — Integrations (85(=232i-t) U2 (s¢s s3l.
Integrations & Webhooks Hub (€5(23121 2 detiss sel) ARQL dUR $521 aldld 8: WhatsApp,
SMS Gateway (SMS 3l2d) 214 Webhooks API (deiss API). du- o€l s-is2- U2 Configure
(5[5 521) U= (ses 5.

7..|d§_f£fl!l.’u’|§_ €1 Soarch featunes e 4B Al Branches & Growin |1Sidays kit o a_mmm,u -
Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payrodl Accoss Control  Agcount Help & Support
@ Daswbosrd © itegrations
5 Autopay is nactive. Set up autopay of choose a one-lime subseription payment. Raview biing
Integrations & Webhooks Hub O Ratrash © Wahack 431 spic
Send attendance, leave and payrol avents 1o your messaging, project and automation toals
Supparted Platorms Retee Connactions Event Sussripnens Secunty Pratncol
3 2 0 @ 30 L] HMAC-SHA256 0
Cartfiod togratiess Faty 1o cennuet HRMS b attendance svent TLS & Sigred Paykeads
AN 3 Communication 2 Automations & Custom API 1 All3 Connected © Availatie 3 Q Searchinmegrations.
= Avaiatie = Avaitably Availasie
COMMURICATION COMMUNEATION DBEVELOMES & CUSTOM
WhatsApp Webhooks API
So s | +5H
i “
[ % 9 o 5 =] DonEsath ©/2026 S2att Kiata AR Contrul
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MRl Uidil WhatsApp Business «eR diuRl

dHR Meta L Cloud API U2 WhatsApp Business 215182 o184, @Hi Meta &RL uddz(l HoR 2ddl
Ny 2ud2 s,

sis2 s
1. WhatsApp 51§ U2 Configure Uz (s¢s s21. Connection (s-s2l) 2¢d vd 8,

2. d4Rl Meta access token (Meta 2151 2ls1) 44 Meta phone number ID (Meta sl -ieR
ID) e1ud 53U Meta drsell HAAL Si- AR ID ARl Sl AoiR Uld Sl

3. Alert numbers (Ad2 4oR) 50, HI[ESL 21 Haddl TS ddl Hlolsd R eud 52U (20
Yel).

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connect your provider
Setup the cannection once, then choose which events can send message:
WhatsApp provider

Mets WhatsApp Cloud ARl

Meta access tokan Mata phane numbar 10
® 123456785012345
e regrabired phone rumber 10, o The diagliy numbse

Graph API version

[ V250

Use & supported varson, far sxamgle vI40,

Adert numbers

gd-2 2ude A2 s2A
1. Event templates (g5d-2 2xude) 2ot vildl. gd-2 sloll eliey Y[Rl 8: Check In (As ), Check
Out (s 21B2), Late Arrival (1§ 241-), Missing Punch (vi2d u), Leave Application

(51 22%), Leave Approved (2731 HogR), Leave Rejected (91 41+%R) 244 Daily Summary
(&[5 ARIRY).

2. SI9 gd-2 ude 52U, BelsWL S Check In.
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3. Approved template name (HoR 2xudz 1), Approved language code (HeR ciML sls,
g § en_US 2424l hi) 241 Exact approved template text (MR 2xuced AlSSA QuLBl) eluid
52U, Meta A HoR s34 sl du o sl s34

4. Variable mapping (dRloid {[to1) S50, €35 dRuleteul g ¢RIl d uRie 52U, BelsWL s
Variable 1 112 employee name (s+{22l 1) 24 Variable 2 {12 punch time (U2 4+).

5. Recipients (Uidsdl) uie s 244 ddl Meta A 2ud2 s s34 & d-l Y[R sal ollsA [es 2.

6. GRRIeR g HiselRl d olal Preview message (Rie2l-l Mley) UR (sts s2U. AeHiadl Hie, Test
number (322 -oRR) eluid 5 24 Send Test (222 Hisell) U2 (s¢s sl

7. Enable event (5d-2 Alg s20) Alg 52U, ueSl Save configuration (s(-52221 Ad 5U) W2 (stis
s,

Check In

Set1he appcoved message and choote Who recenves i
Approved template name
artendance_check_in
Approved language code
nus
Urse the language of the approvea template, for ¢xample en_US or hl

Exactapproved emplate text

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

Leave Application
Incomelate

Leave Approved
Incamplate

Varlabie mapping

Varianie |
employee name

Variabie 2

punch time

it Missing Punch 2ig2t (g2 Y 211t 30 (A2 uesl 2As dR HISHR 8, RUR §5d 8- & 241B2 A %
sl Daily Summary etRcl2 AU Yoret A 10 clod ALE & i §5c Aete AR UR % U 8.

8.

jeb)

Activity (Ug(cl) 261 dleBclRAL 222 2 B2 AeRAl 2 dAHRL USSR dHA SRS Al d el

Yu: "Accepted” (RASR]) Al 242l & § Meta 2 ie2l sl d B[EaRA Y[R 53¢ 2l §3 Hisddi

-~

uddi dHIz Meta 3216dlS As s,
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SMS QRL AR HisAl

SMS Gateway i o 3ld s1H 52 8: Configure U2 (58s 30, WAESR ols], uedl ed-2 2xudz A2 52U, ddl
MSG91, Fast2SMS 21l oflont ylalgis? Hi2 Custom URL (5224 URL) uRie 531 215l ©9l. ¢l SMS
HI2 dHRL DLT-4HoR A5 ID, (22l ID i 2:ude @il osigf, dall dH dHRL Mlaless: Wil dur
Aul.

o{low Aig2dRrA Bd-2 Miscl (dotss)

AN \

ol dAHIRL UldliAl A1§20R § llIHRlA 2 Vel usdl ol § SIE UA 64 53, 01 HI2 2% 52 AR, «ll
doiss duRl.

1. Webhooks API 515 u2 Configure U2 (s4s s3l.

2. dHiRkl Webhook Target URL (doigss ¢ex URL) etvid 52U

3. Event Subscriptions (8d- d[c25121) &5¢, Hisddl-l gd-2 [25 5.

4. s4s5214 As sdl Test Ping (222 [Wd1) uR, ugdl Save Configuration (s(-5212214 Ad 5) U= (s4s
s,

. Configure Webhooks AP
Devalaper & Cuttom

@ Webhook Targot URL *

(mpr.!.mm suample comistatfiduta

TP andpins whears S5 Wkata clipaiches signed avant natifications
T EVENT SUBSCRIPTIONS & TRIGGER FILTERS *

B anendance pumch_logs
First tim mabnosk paytosd dpats

8 o irrnry hach-ln g chack-o3t

B anendancetute_serivals
Wbtrosh BsoMches inmedislaly wher

> TestPing

£35 g2 AS| 53| U B, dall dHR] Rieu As 52 AS © § d wAWR Staff Khata ds2ll 44ldl 8. dHRL
SaduRA (ALl Webhook API Spec (deiss API 2uUs) €50 Hael,
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§152 ¢iel 5d, dd Widl 244 Disconnect ((Ss4s2 5U) U (54s s2U.
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clod B Hlos A UR sHUIRL Aes-AlA

el sHARL dlBiHaial el

sHARL cllBiA A2, €35 sHARA dot U 24 Android d2ut i0S Hie-l Staff Khata 2iusi Ul Staff
Khata 215182 HA 8. dl Uldi-l €193 As 53 A5 8, w2l WA YR AS 8, 01 HIZ 2R 53\ AS &
24 Ulellfl WILR Rty oie) 215 8, dlall il Wil 24191 sl 24d 9.

el 933 Al vl sHARL dlBiA dls Sl AS 8. sladl wdl- Hi2 Billing & Plan ((61éat 2144
) gl

sHUARRAIA BBt 24Ul

1. Organization (2i:2l) = Employee List (sHuR] Y[RA) U2 (s8s s,

2. Add Employee (513 GHRl) -l ol IR vilell 244 Invite Employee (sHUR\A 2L 241))

UR (545 52U, vl SHARA du-Al gHEd w Hlolge 1R AR BHRL gl sHARL GHRL w4

Uy s2U.

3. SIS WRtasS Az 5 A2 s:a, g 1 vildl 244 Update Password (Wiids 2us2 s2U) W2 (s4s

-~

SRl

4. s164 Staff Khata lusizil Aesl A2l VA 84 521l g4, gt 1 vildl 241 Enable Mobile
Punch (Hlousd b g s11) W (ses s:U.

sHARLRAL A o gHee w4 uAasedl https://attendance.staffkhata.com u: 22l Staff Khata

IUH[ A B 52 9.

My Dashboard (32 $2101iS)

sHARL A 81 52 R My Dashboard u2 Usi 6. d 4l H&AL-L dH-il Selsl, 101 Gld->, dHe el
HidLAL SIETULL cllotd (BH § YS| ARG UA-211B2), A VR YL SIHSLoL (oAl vicid 8. AL 2ot
H[EALA dnfl ©1ow) 244 01l (@21l 41 O,
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aillRercive « (N -
My Dashboard My Attendanc ysip: [} Halp & Support
Gaood night, Neha! & Ratresh
HR Exgeily Um($) nesd your sltention
® L 8 Mews = 3 B
118h 23m 112 2 22
14 gy pissant daps oA e o review 1his moAth
View detads » Viewdewts 3 vewdess 5 Vewdesss
Neads your attention v This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-outs — 1 Days Foy sting Pury e
A Mo B Atendance & Loave
SUNDAY, 6CT 18 @ Closknd In
My Attendance 2 My Leave e B 12
Caswat Leave 1012 L]
—
Totad Howrs: Sk Leave L+ T
14:20:02 i or1 e W
Maternit Y Leave om0 e
Gompensatory oft sisc wm
.

My Attendance (3] s1o33))

My Attendance 1o+l SAs], i A8AU(SY, 4L H(E-AL 44 SIEURL AaAR2IBH oldlld .

el lBxH il VA 64 s

1. Punch In (U 8) U (s&s s (BUR xRl olloy 4dl Uoy WR).
2. BHR YD UR SHRA i disut-l 1R 4l

3. Aesl el v YR 82U

U Aes] 4 dlsA A1 Ad A V. (Bl 2id Punch Out (M 24182) UR (54s s3l.
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iRenrive Q Sesrch featres ¥ Y oo R

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

My Attendance o Retresh

Your punches, working hours and sttendance history.

:::nn . oc:; » Clockedin Today's Hours B This Week =] Taits Month B Grvertine &
Total Hours 14h 20m 9h §7m 128h 20m Oh 00m
1.20:20 — —_— 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 o] QUICK LINKS
T - e .
L] History &% @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Setthe Bate Sans Eheck in f Out Late Production
NS 18 et 2026 » PRESENT 903 AM o Time @ - ® 2
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
N4 £ 15.0ct 2026 » PRESENT b et ©n Time @ BN ® &
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
852 AM
N £ 13 Oct 2026 » PRESENT S On Time & BHIOM @
o £ 12 et 2008 « PRESENT iy n Time @ pn & &

gl 14 gl

Attendance History (s1o53) 8[dsi1) 261 €35 (A oldld 8. YAl AHY, duARel [SaesA 24 A4Sl UR
152U oxtall SIS (£t URHL AL AULES UR (5ES 5.

Attendance Details

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours

PUNCH INFORMATION

Katcd Bagh M
< Galfar markt
e j il )

e

TF/10-0,0:5%

u{ig UA YRl
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1. d [Eau UL 2i(52 21UE8s U (sUs sIU.

2. Request Correction (J&Ri-l (A-dl) 1i, Punch In Time (U € q4) 244 Punch Out Time
(U 24162 A1) Ae s

3. Reason (5RQ) eluid 51 214 Submit Request ((A-idl Hisell) U2 (s¢s s2U.

(el HogR 112 AR Wi 24d 8. sHURIRAL d Regularization ((Fufdlse1) 2o uR 25 52 8. Uu-
21B2 PR [EaRdl Missing Punch Outs (vi2dl U 24182) €501 Y[R 8, 244 Request Missing
Attendance (vedl slesl (A-idl) dl [EaAl 1 © R ([Clage i 4 24y sl

Request Correction

DATE
18 Oct 2026

Punch In Tinme*
@ 200 AM

Punch Out Time*

Apply Leave (€31 H12 21R%))

Apply Leave &sa, s:{AR1241 Uldl 931 cld-1 244 €35 (Al R o5 8. dil Apply Leave u:
(s4s 53 ©, Leave Type (91l USR), dRlul (42dl Half Day (s1s 3)) URie 52 8, 511 GH & 4

-

A2 52 &, il dHRUAl oBH A HAR & AlHoRR 52A Bl

My Payslips (HIR] WLR Rew)

My Payslips €50, sHARL sHIRl, sUld 24 514 sl [Ragl A12 YsaARldl €35 WLIR oalal H(SHL 4 ar
URlE 52 8. ©lo3), sHIRM, sUld i AGETHT Alvuil WLR -l YA waLRk Ry vilddl View (gil) WR
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(sts $A, 244 d- PDF dRls sIGHdls s2U.

" Rahul Vorma
¥ STO00

& 5 My Dasnboard 3 7
@ Payslip Details @ Hide Annual CTC | & Print
View and downlaad salary sip

PAYSLIP NO

ST PN-FO58
Month; Septamber 2026

Generated: 15 Dctster 2026

Office Time Policy:  Standard Ofica Pl 1 1
~ EARMINGS =+ DEDUCTIONS
24,000.00 FF ([Employes ¥2,880.00
R9G00.00  PF (Employe) (Exciuded v0.00
LT #0.00
02000 B8 iEmplay 0,00
1,550.00 ES4 (Empilomy (Exthuded) 0.00
000 Frofess al Tas *200.00
rrrrrrrrrrr ¥18,000.00 LOF Deo ¥2.800.00
nnnnnnnn 8,320.00
#D Annaal Cost ko Company (CTC] ¥4,56,000,00 1+

My Profile (M1 uistest)

My Profile c(sadld (AdLdl, $RASEM] Sl 24 cls-l 1Sl s o wuURA oldld 8.

Staff Khata 2iu U2

Hlelg e U sHARIRAIA 2 o YAl du-l [PRUMT 4 ©:

Mark Attendance (s1952) -ll): Aes| 2 dlSA A2 U S 244 241B2. 951 du-iL HI2 Hlolsd
URiaL citl S, dl ddl d-L oled du- Alg Realtime crlivles gy aiuR 8.

Attendance (s1953)); H(&Al] 5E-5R. Ul AHUAL 4 AS-8 cllS2A onlal SIS [Eaq uR 2u 53|,
21 d- YuRdl Request Regularisation ((Rufdlse1-) (A-dl) u2 2u 2.

Leave (291): YL [£ay, 24sal [£aA § dRlut SRl 12 2127 51, 244 (Al Rl g2l
Payslip (UlR R&u): sl&uL 1l 9g24l 244 Download PDF (PDF SIG-els $21) U 2u 52U

Claims & Reimbursement (sax 21 Aero{H-2); (Gla-l 512l § PDF 112 2sdi-d § vl sdu
Hisdl. d dHRl {3l Hie Advances & Reimbursements (scll-21 2 AgreRi-e) Hi 241d 8.
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Profile (Mist8d): culscdld 244 Al (Ll

8:55 vi

< Attendance

® Readyto 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 successfuliy

<] Punchin

YA oSl -5 AlG S, ol SHARRAL HAR ([AARAL i€ Sl AR % Blumizll U 53] 215 8. gl
1oL (FMl 244 245U 215 Ul(ERA).
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Journey Tracker (}is-1i-l)

dl-: Journey Tracker 1s-l

Journey Tracker Rl UR §1H 5cll 221§ HI2 8: AeA [Ale, (Sléa), AldA sld. sHURAL Staff Khata

Y \

HlelEd 21U UR Uldl-l [gu T8 8, i dil dot 2uHiell gl 91 & dl SUL Y, SUL AU 24 g w4,

ettt 933\: Journey Tracker 2is Ugs 2s-2 8. Journey Tracker H+ i A2 201 dHRL 245162
UR Sl ABU UL U] o5 Eutid 8. sla-l Budl Hie Billing & Plan ([G(Ed1 4 vetid) oyl

Journey Tracker i s2i

AHRL &M A ARl A3 52 d uddi sl S2dl AR dlseu- Hisd d A2 s

—

1. Organization (ial) = Company (5u-il) u2 (s¢s s2.
2. Company Settings (5u-l [221) Hi Journey Tracker 2¢i vilal.
3. Enable Live Location Feed (cllghd clis2i- sls g sU) Alg s2U.

4. Location Update Interval (cll521+ 24US2 2idRlel) As-SHi elvd 52U, HlLHRIAL 2L HI2 e
As~s AR AE 9.

5. Save Changes (55R1 Ad 520) W2 (5¢s sU. du- "Journey settings saved" (-l A2oA Aa
2g)) eIl
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| Aulopay is mactive. Set up suUtopay of choose a ona-lime subscription payment.

Company Settings
company potorences,

Manage your attendance rules, payroll, and policies.

@ Cempany Profile

Journey Tracker Settings
@ Configure ve location updates and a

Enabio Live Lecation Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in
s AT Bt

Ty Frofte AUTOMATIC START APPLIES TO

Al
Enable Live Location Feed

Location Update Interval

Start Journey on Punch-In (U-
g UR 95+l 213 5:U)

Automatic Start Applies To
(AUURA A3 SlHL UR Eld))

abled. Employees can 51

& or o Admin v
@ Al Branches & Growth (11 dayekit [ A WominsTRaTos

Reparts Payros Accoss Conrol  Journey Tracker  Account Halp & Suppert

Roview bifing

D Reset

All depariments

YU Ve Unsaved changes Discara B Save Changes

Ags e

SHARAL oo{l 19 Sl AR i 2ude Hisd 8.

sl Secll AR Uldl] cisei- Hisd, 1 20l 60 As-S. g5l vidRUe dy ol23) 21
Hleusd S2l diuR 8.

SHAR] Mg 21U UR UA 81 53 AR a5+ AUIRAIM A3 52 9.

All departments (ciell [Aeddll), 2421al 554 Selected departments
(URie sl [Aetpll). AR s uslL sl ol 23 531 25 .

oyl 213 5 (SHAR), HiclBd v{U)

Tracker U2 ug| o 2usl 1.

1. Staff Khata 2lu-{l Home (sl4) 254 U Journeys (%-{l) U2 2u s2U. 4 More (ag) — Journey

2. Start Journey (- 213 521) U 2u 53, uedl Y[R u Done (U 213) UR 2u s3U.
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5:20 vi

Journey Tracker
€ y ©)
® Ready to start Online
JAYPEE g
—— ! 5T U E O
s INFORMATION
= TECHNOLOGY
]
SECTOR 62
62
SECTOR 63
® Readytostart
2 ©) ®
0.00 KM - 0
Distance Duration Checkpoints

I start) ourney

Journey Timeline

©

No stops recorded

A Y Y A

& 5 AR YellAL R, A1 24 AsUle-2 A On Trip ([2U UR) olcid 8. AU clsAB-sH{ slU

Y Y

RUR UL §l4 Uldl cllseud Hisedl e 8.

-
Yu-: ol 2 Adaril 2410 "Battery optimization is on — tracking may stop" (¢le3l 2l [2HigHeu

Al 8 — 2521 cier U A5 V), dl Fix (818 820) U 2U 5A i d- vl 241l Seclls sl cle| oiilaal
olSAIB-s AU oiel 53 8, T3-t1adl 32U vild] osoul E V.

N

\

ALSS UIA AsUlies2 GHRA

~ N\ .

Asulge 25 RAU el 8: d Sl sdll, g 2 244 slSugL (A,
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1. [@u28l1u2 Add Checkpoint (JAsulg= BHRl) U2 2u 52U, Log a Stop (2l -liel) =il vd 8.
I AlSAL AU IS .

2. Add a Note (Optional) (el GHR], dslcus) 50, § 23 d cvil, BELsWL 315 dHl ofs Sl WS

3. [ag, Rdle § slel GHdl Attach Documents (€2dldasl osisl) UR 2u s2U. Take Photo (slel @)
212l Browse Files (s165cll ¢11G» sU) uzde 52U

4. Save Stop (2lu Ad 52U) U 2u 2.

Log a Stop

Recard details about your current location.

Location attached when you save
GPS coordinates will be attached automatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents

) Add
Upload bills, receipts, or photos
fuel-bill.jpg
(o]
28.7KB

ol Y3l s

1. S YD AR AR End Trip ([2u Y 521) U 2u sU.
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2. End trip 2l Y[ s2l. o5-{{ Y3l sul uesl dxl dd s3 Alg s sl 2{l.

([ Al 32, §A 2icR Vi €35 1A A2 oiel AR B, sHARRAL Wl [2u More — Journey History
(o5l SlAs1A) S5 A 2AS .

M3 A el gl (Asin)

1. BUR-L HHi Journey Tracker W2 (stis s2U.

Y Y

2. Refresh (R521) U2 (sts 52U [2u U slU d €35 Live now (SRl dlgid) S50 euld 8.

3. Journeys List (o[ Y[R) Hi, 2l oIl cllgsa Asl widdl del UR-AL 452U 4185 UR (58S S, dl

-

Al 24U dH 452U SHRARIA AR B, 241 slodl eiley Activity Timeline (Mg (ct AHURML) sl O,

530 vi

SJAYPEE
SO s ST e |
& Journey Tracker @
* Rocordng Online Rahul Verma
. 8wt - @
Dt tagaeg, Po— s %
— H 4
= 1 tH
L o= 1L | ;Y
o omwy % i Pojo
§ i SECTOR 63 i
E RAL VIHAR —r |
3 e
B Park 2
Sectarh2 g { o PG EE s e = T
& ‘g‘l j 3 ’,
G LS i -
L | i
i I ks
« OnTrip i 45
Start Time: M . i 3
i: i
2 [c] @ | i
2 ] % -
0.00KM 00:00 1] 1 ] P e
Distance Ouranian Checkpoints 1 ]( = 7
@ AddCheckpaint " ; 5 i =
o 3 K} o Sty
b i Eotemi
B EndTrip e ! d Z
— i 3 ; S 5
e g om

Journey Timeline

el AAsALA 3il, BUR vl elloy Live Locations (cllgd disei) UR (s&s sU. d [2U uL €35
SHARA 215 % ASAL UR oldlld 8.

ol &S(clstA AUl

1. Filters ((5¢22) ¢s5¢1, Today (2:419), Yesterday (2169s1€l), Last 7 days (8d¢call 7 [Ead) 42l
This month (4L H(&Al) uRie 521, 2dl dHER) Wil From (2l) 244 To (Yell) dRludl Az 82U i
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s sHARL UL URAE 52 2Asl Ol

2. Bur-LslS Total (g4) o[, Active now (sHgli 24(5), Ended (43l 2dl), Distance covered
(stdg 2icR) 244 Avg. duration (ARUL AHUUA) eldld ©.

3. Y[ (5eer sal All (viell), Active ((52), Ended 241 Auto Ended (4tulAu Y2l 2d)) 2ot, 244
dl SIBAdls s:dl Export (suule) diuRl.

4. SIEUBL o{{ URAL 2t 2B UR (58S S UrAet AL 2 el AHY, § 11, iR 21
Journey Timeline (-l AHUUAL) cldld 8: €35 SlEScl A €35 21U, d S2ell AHU AL d-l 412,
AsUlg2 SHARIH il oldld 8, 24 (A widdl d attachment (1SR UR (5&s s sl ©l.

'_‘_ﬂ';“IW'"':? + JowneyEnded 53 Rewememap | € |
2026-30-1 o1

Startee At p Edes
L ZUNOI2026, 1011657 am N0/2026, 01:23:32 pm

sl Stops Detance
L 2 smeowm
P— Easten Lot recenged
Jeurney ended mem 01719:39 pm

LI Yetry
= Journey Timeline

w1
RO e r——

Bk Srlm

1930
A - Deive 1 46 ki

- ®

32 83 Uclldl

1. ag-{{ Ucui View route (32 ogil) WR (5s s, 24l [2U €35 1lu-AL el A1 ASAL UR R 8.
2. [EaRt 5 Aelladl vd ealldl. 1%, 2%, 4x il 8% HSU URAE 52U

3. 2RI 12952l ovlal 3D Mode (3D Hls) UR, 2 A2dlese & 112 Satellite (A2cles2) U (s4s s2U.
Reset View (< 2 51) sl uledl elid 8.
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Rahul Verma
a 2006-10-21 - 5T- 0001
8 Activity Timeling " :L; ........ “/ iLsHAD e o
1 2 e j 5

1038 @ Trching artea i

Sharma Testies, Sactor 43, Nosda

- a8
$448km - 26m
143
rA O wm
Gupta Fabrice, Gandni Nagar Mart,
Diettsl
Orclr: 40 ks of cation pogen
g
# Uttachenart
Yaa P e o
S8k 13m
"EO -
s
Shwpe Ram Textlan, Kates Noal
Crands Chawk
Cotecesd eneque f Seetember aweainare
e
# utiachmans !0
1
e P Drive [T 3
£344m 16m }
1224
@ s B e e o e & ~ G
[ = bagar, D ‘
Smowpd new Instre range, fakor:
s ety
148 ¢
& Drive 7
™ Dl i - -! \ AYUR VIHAR B 2
g : I \ PHASE 1 . { 5 . /
o123 @ — } - - A l"g!-i §
- Shirma Temiies, Dwctor 63 Holda 2 \ 4 . F0 wama s
hiea Toden, Bocte eI ; ; _ b Tanduron : i & \ % i
' i . i : s 3
5 P i 2
> 4 0 | N S S PR
ST ] £4:3232 pm
s Okm

amu T Zm 4x Bx | Fetew

«AleL: ol SIS (2u YR s2al efell oty dll dd d-d as-{l detuiall Y2l 531 sl ol 2ty €l 2R ol ulei-dl
HAL ugL oiel U 2AS & 24 Auto Ended 315 euiid 8.
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Pro HRMS (1s-1i+)

weld; Pro HRMS 24s-4AiA

Pro HRMS 193] GURid di osieSell HR get GHR 8: $u-l gls, diiz RullEaL Hiow, 354, iz 259,

-

UL(ERA 21 AUle $25. d Manager 2Ad uglL GHR 8, a2ll A cls Uldi-l ellsle el Avl us.

et @8331: Pro HRMS 218 Ugs 2s-24 8. dril Hef dHRL 215182 UR d AlBU 2l ugdl oy v 8. sial
(BHcll 12 Billing & Plan ((Gi(ca1 244 wei-) gl

Pro HRMS ¥+ 2uiell

S-2{ AUBU A 2i2d AS[HA A HARR HIZ BURAL HRM|, 24 $HARL UeHi Pro HRMS He euiid 8.
A2 20 etg] 21 A4 B,

Organisation Feed ({221 §ls)
THSRUA, 2l 241 BosaRll Hie-l 6As AlSUR) €lala.

1. Pro HRMS — Organization Feed (2022l 5ls) W2 (545 s2l.
2. Ul olisAuui auil. Hl[5uL osisal Photo / Video (slel / dl(51) uR (sés s?.

3. d- sl oxlal d uRie sU: Everyone (aidl) 2424l Specific Department (lss (ded1ay).

4. Post (U2 521) WR (sés s
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1 r ch featt "ol Admin
Liare 0 Soarch featuros Al Branches A L DMBISTRA
ﬁxw\m a ADMNISTRAT
Dashboard  Devics Sotup Grganization Time & Loave Data Download - Reparts Payrod Accoss Comtrol  ProHRMS +  Account Hetp b Suppert
ord ‘Organization Feed
) Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biling
M Organisation Feed
A
Company announcemants, updates and celobtations.
A A Welcome (o the team, Neha! F- Our new HR Executive joins us at the Delhi Showroom, ‘
Aclmin
L]

&5 Colebrations
B

v No posts yet — be the first to share!
& leran Shaikn " cckitn, wil "

sHARIAL UleA dlgss, st 1 Ad 52U 2AS 9. Celebrations (GocRll) 518 2411 A dlAIRL
ag-H(edA 1 s arlalis oldid ©.

Org Tree (4121 3))

Y Y Y

Org Tree oldld 8 § 5191 5l Rule 52 O,

1. Pro HRMS — Org Tree W2 (s¢s s2L.

2. Create First Position (Wsq ug oi-ldl) U2 (sés s (ugdlell, Create Root Position (4o ue
ol-Ldl)).

3. Link to Employee (s+3] 22 isl) s sHAR| uRie 53, uedl Position Name (Ue ),

Department ([dei21) 21 Designation (slgl) ¢l Responsibilities (escloieR1241) 244 slal
ds(cus .

4. Create Position (Ug ci-ildl) UR (s4s 52U 3l 2 dRs ci-tiaal sl ue u2 Add Direct Report
(lled Rule GHRY) aRl.
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Create Root Position

Configune posEicn BetMs and prgkyes ok

Link to Emplayre.

Coro guties and scope.

o Yell il HRell A 5 Al Yell ue wicdl el s O, sHURAL S My Org Tree (M1 24121 Jl) S50 g4
8.

Job Referrals (osict 38)

1. Pro HRMS — Job Referrals = Add Job Opening (esict 241u(o1 GHRL) uR (sés s2.
2. Job Title (oslet 21852¢t), Description (<@l-), Location (22c) 244 Department £lviet 521, ugl

Ad 52U

sHARIAL Uldi-il Job Referrals Uy UR vied] sl g1 8 i Uldi-Al Biau{ldi - 4RI 521
Refer Now (sH8li 2352 520) UR [s¢is 52 8. dH View Referrals (3¢ ogil) @50 GHedRl duidl el
24 €351 Pending (¢118]), Hired (¢dl 2ld) 2121al Rejected (-1HogR) Hi WSl el

Daily Work Updates (£(-is 51 21us2)

s{AR2 Submit Today's Work Update (2419 sl 24us2 Aei[H2 $20) UR [5es 52 & 2 sl g
SIH 8 de dRlH 52 8. AS[HA 2 UA%R €351 21us2 Pro HRMS — Daily Work Updates &5,
ARl § SHAR GRL (522 534 g 8, A du-l Export (AUsuule) 530 S 9.
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Assets (24A2)
SUAl-L AUy, sl 4 ol Fasd-l (Saiet Avl.

1. Pro HRMS — Assets — Add Asset (212 GH2l) U (ses s3U.

2. usRkR URie 5 (BelsWL dRls Laptop (duzlu)), Asset Name (4212 -A1H) 214 Serial Number
(RUIRUA 4oR) el S, i Ad 5.

3. Inventory (85-d-23)) YR, 212 U2 Assign ({lul) W (sus s, Select Employee (5121
URie 520) 850 sHAR Uit 5, i Assign Asset (22 Alul) U= (s4s 5.

B¢ Assign Asset

Dol Latitude 5440 (DLS440-2021)

Sebect Employes*
L

€35 2ie-l Assignment History (AUQ(l &ldsi) 3¢ 8. AR Uldi-l WA g & d My Assets
(MR 2RA2) S5 g .

Policy Documents (Ui[G{l exclidos)

Pro HRMS — Policy Documents — Upload Document (£l 2udls 520) U (sts s2U.
Policy Name (ul(é2{l -+) 21+ Policy Category (Ul(G=il 21gll) eluid 52U, 444 18t WRie 51 (PDF,
Word, Excel, PowerPoint idl 8419, 2 MB y¢ll). 04 ul(éRdl wid & 44 Acknowledge
(RASRL UR (545 52 8, 1 dH A1 st o1 5 5191 A 2SR ©.
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HR Support (HR 1ui2)

S92, 131, WIRUAS 4 6{l9s) HR clloldl (gl usil HI2 Seu $s. sHARRAL Raise Ticket ((2(52
oldl) UR (545 52 8, (A, a2 5 Y&l s185cll GHR 8. HR 24 s[4 aiell [2(52 Pro HRMS = HR
Support &sa gl © 244 Update Status (R(d 21us2 s20) 2l dx- Open (viedl), In Progress
(2Ug), Resolved (B5clls)) 24 Closed (ciel) Hi WS ©.

sl A8 oiidl
1. Organization (2i:2ll) = Employee List (sHAR] Y[R) U2 (58s s 244 s+AR1H 2452 52U

2. Employment (-1s3)) udlg uidl 24 System Role ([Ri24 2let) 4 Manager (H-9) U2 2 53U

3. Save Changes (5251 d 52) W2 (s¢s s3U.

'i;__\';;w;l 1 Search featunos X @ Al Branches & Growin [1S'daye et o |
Dashb Devica Sotup Grganization Time & Loave Data Download Reparts Payra Accoss Contral  Pro HAMS Account Holp & Support
Ad Employee
5 Autopay is inactive. Set up autopay of choose a one-lima subscription payment. Riniewbiling
Edit Employee % Back to Directary
Rahul Vesma - 57-0001
1 Personal infe © Erployment
Employment Details
Employee Cose [ ID Jaining Date* Branch*
Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}
Department * O Designatien Reporting Manager @
Proguction Supervisor Salit
Status* ¢ Office Time Policy ( System Role* (1
Active v Standard Office Policy (Default) v Manager
HR & Compliance
Total Experience EFF number ESInumber ©

Hos-Al 2lMui A oiell © Fu-L Reporting Manager (RuilEat H-owR) 24 lsd 8. dd AH-L €35 AUl
Employment ualel U A2 s2U.

-le: System Role i Manager [Ascu ssd Pro HRMS 3 sl AR 9 guiid 8.
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U982 Y

HAosR ALEH 8- 52 AR Manager Dashboard (H-o%2 321edls) U u

&, UMl 21 B:

Yoy HA%R UL Q5D

My Team ({13 2lH) du Rule scll €284 slg], aststal-ll diRlut 244 R ARl g 8.

Team Attendance (24 s193)) Al ElAs sl 24 YU As 52 6, 2 sl YURIAL (Al dud 8.
Team Leaves (2| 19512:1) Al 201l (AricdlRAl AU & 2 duA HopR § AR 5 .

WACTIVE
100% & 0

Team Members 2

AK _l_mll Kumar Machine Operator

CENERAL

o Sunita Patil Quality Inspector
515008 CERERAL

1s  Imran Shaikh Machine Operator
£Tv 008 canERAL

ol [cieAcll HopR s

1. Team Leaves U2 (sds s2U.

£ 2024-01+08

% A Rahus Vorma

Halp & Support

g, MEW JousRS
0% & 0 0%

& Retresh

2. Leave Request Details (291 (=il [AaLell) wieal (QAridl uHAL 4ivi-l U885 UR (5es 3.

3. Approve (HogR 52U) UR, 2dl SREL Ayl Reject (AH%R 5U) UR (seis 52U
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Leave Request Details

STATUS
Pending

751 HA%R 4L HR ol Hogdl oS, d4oR HogR 53 uedl, HR i[ci 3Rl 24 cui Yedl (Al
"Approval Pending from HR" (HR L %3] cuis)) oicid 8. ol ciiuiall sie s AR 3, dl 7
AHoR A BD.
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17
velid, (GUlEiaL 4 AUl

el olel vl

L USWL Gldlld B § dHRL velt ST ostell, sell Id uls 529, scll Ad YsaAR(l 51l 4 SrallesA SIBAES
57, At Hee scl Ad Haadl. 554 Admin o Lell- ey Tl AS © - AHUAS 52 AS .

"\ "\ \
AHRU Sl vl Pl

AHIRL Ll SRl Uos-ll Gur, cliS] 2iud ([EaRdl- 2qval 412 guid 8.

1. BGUR xRl oiloy Ll oloy UR (s¢s s

sinse Q Search featuros ek i Branch o A

ﬁxm\m @B Al Branches v —

Dashboard  DevicaSetup - Organization ~  Time & Loave Dota Dowrload < Repatts'~  Payra Accoss Control  Account Holp & Suppert
{55 Autopay is inactive. Set up autopay or choose a one-time subscriptian payment. Faviw biling

P Welcome back, Admin!
Bl Suncay, 18 October 2026 - You'ro all caught up! o panding #ctions require your attention Toda)

Total amployees o Prasant today o Absent today o Late taday & on leave ]

Map view View detalls Recent Punches View Al
as
Sunita Pati
st o e & oase ()
NP Satan E T [
- = 0908 i
ko i -
1 ) G ATA AN
CHANDNI e s !
i cud:r;u:ﬂx B PR R o e om0y  ax A Kumar
PAHARGAN. L aruns e Ectranea T
as =
g satm et : v
7 : -y onos;: (g AL "
ER NAGAR ¥ oy SHIPRA SUNG «
lcriyof PATPARGANJ i
' wEaerw .
£ og03 i e in
£ i 1P EXTENSION ‘, Samuung Gatany A
MAND! HOWSE e 1 -
il e £ e omop 1 'mren Shalkn
3 SE itk Manust Enéry
PAMDAV NAGAR MAYUR VIHA " g g _
New Delhi bl PHASE | A o POOIa Nait
Google -t e figr o Nk ik Wanuial Enery
Late arrivals 1 Viwwr A Upcoming Leaves 1 View A Celebrations Misiidays
Sunita Patil — Neha Joshi
¥ maoa i W gl v - Oct 26 - 8 By Appromes 1 Imran Shaikh

2. Manage Subscription (Q(c251214 {4 20) Uos vd 6. d dHRL Lell-d] A, d S2el YR 24
Beugu-dl g2 41l 8, 24 Secll 2 (Rl ousl & d otdid ©.

3. Included Features (2uHe Y[AURAL) €691, dHRL LellH] AHE €35 HIKYH LV &, TFH &
Attendance Tracking (s192l 2(521), Shifts ([2is2), Leave Management (2931 H%H-2),
Payroll (WiRusts) 244 Employee Login (s3] dlSiA).
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srare Q1 Soarch featuros ek All Branches
ﬁxm\m a
Dashboard  Devica Sotup Organiz Time & Loave Data © d parts: Payra Accoss Control  Account

ard - Subsscrigtion

) Roview bifing

] Autopay Is mactive. Set up sutopay of choose a cna-time subseription payment.

Manage Subscription

Bing & Flan

Growth
ak: 15 days remaning
Included ieatum £ Modules
o o] @ 5]
Attendance Tracking Shifts Organization Setup Reports
Dty sttandance and b i i schad: Company, branchad and d 40ty Dady and act
B (=] B o
Leave Management Holidays Payrall Qvertime
@

Emplayes Login

“Alel: 15 (BaRu-L 2RUe eI ole] ved] Sl 8. 21U U] dMID 5182 2g| Lelld UR L 8, - ol
BU3S A 52 Ul Yell Seclls Ylaeul dls ue s .

AMIRL Letl-l 2AUAS SA
RRUR A dy YR, Ay [SalgA 5 dls wd] Y(dul S AR 2uls 2.

1. Manage Subscription U2, Browse Plans & Upgrade (reli gl 24 24u3ls 51) UR (el
52U

2. Upgrade your plan (Rl tel-d 24u3ls $2) €35 Lell ollog-ellogil, d-ll User limit (Y2
wlel), Device limit ((Sauest Hulel) 244 Ylaewl 112 vidld 8. s reii Recommended
(MAMBL 52d) 215 Rl sl 8. s2¢lls rell-iHi Pro HRMS & Journey Tracker o3l As-241

A SiY 9.

3. duA Sl Ll UAL o2 UR (58S S dHRL sld-L el UR ol Manage or renew (- s2U §

Ry 52U) slu 8.
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ullReamime

i S
Asw1B2 Yl s2AU

@ All Branches

€ Goback

Recommended

& Growth - Pro
Subscripiion plin e D ecrigtion i ter

750 50 1,000 100

Manage or renaw Choose Pro

AsBB2 [A-SIHi X 211 URie s 2ASL oL

(cseu

Monthly (HRis) 121dl
Yearly (allts)

Purchased seats
(wRAedl 2Al2)

Add-ons (2s-2l,
ds(eus)

Autopay (2l0)

Ags®

dd S2cl AR Ysl VL.

o S2el YR HIZ Ysell . elanul Rl 12 sl A dHIR (Glet eiell WL 2ile
VAR B,

delRIAL HIYE, %84 § Pro HRMS s Journey Tracker, o dHRL el e 2.

HRAHE Ysalel HIRLS vetid 12, $3 YsaARlHL (Gatdl ettt sul (At €2 1A Ry s2al dA
Alg $2A. AURAM R-ye (AL 25 ARl Ysail Hig d- oiel s

Order summary (+152 AURI~Y) GST Al dH 24195 §] Ysell O], i APRIH Ry2a-l Vigley oidld .

U o12 UR (58S A i YR(EA U2 [A-simi Ysall YRl s:U. sia-l (5udl 1@ Billing & Plan ((6i(cat

U relld) gl
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e VY

“AleL; s8] el HIRLS 8u2ll ag 12 2l Buetodl A2l 2dl (BRAUMT AsUB2 AU s AR YsaRll
UR ledlY 8,

(Calctar, wi2i w4 S-lieSU Wiy SA
1. Account (21s18) — Billing & Plan u? (s4s s2l. Billing & Subscriptions ((ci(ca1 244
Alosr21) Yoy vid ©.

2. Current subscription (sla q(6251214) dHRL el 2421 Alg & § €], 1Rl Purchased
seats 211 ABU YR, Current period (sla-l q+u2101) 241 Next renewal estimate
(RALWH Ryid Vieley) cidid .

3. oflost vl uR 9al Change Plan (Lell oledl) UR, Adl AR AHU2UAL HI2 YSadl Renew
plan (el Ry s2A) U (s4s s

4. o5l 22l citl $lY, dl dd A2 s:dl Enable Autopay (421U Al 51) WR (58S $2U. dH s il
YsARll i(Egct 5A o1 B2l eilanudl HIRLS (Glet URAM aj e,

5. Billing History ((ci(ciat g(csit) €25 YsaRll-l Y[R eidid . All (eiell), Successful (isw),
Pending (ci1$l) 212dl Failed ([Avs0) gRL (5eeR 2, 242l 2l-35214 ID § 542l 2lell.

6. SIOULL g PDF &<l SIBAALS sl d-L uR Invoice (8-<le) WR (sHs s3U.

ReauTve = e o At

Devica Sotup Crganization Time & Leave Data Download Reports. Payro Atcoss Control  Account Hoip & Support

5 Mutopay Is mactive. Set up sutopay of choose a one-lime subseription payment. Rowiew biting

Billing & Subscriptions
Manage your Autopay mandates, active plans,

Growth  Asopay inaciive C\\Jﬂgﬂ*'P\an m
Mg g terms

Billing History © Q1 Seaech by Ta feterint AR O Successful 0 Pending 0 Fadig o o Refresn

O Transactions
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YAA: dAHIRL SAGSHL BuRAL 221U 6l-R U+ Review billing ((G(Eat duidl) cle-t 2 o5 oy vild 8.

ol dHID AC5LRAA AH L 2, dl Subscription Inactive (_lc512l [FS5) AU SAGUSH 22s1d O,
YsaRll s34 isAA wiesl Hardal Proceed to Payment (Y5l U 4RI dell) UR (s4s s3U.

Hee Hondl 44 (2(52 ettt

1. dHRLWSIS sl2l UR (sts 52U 24 Help & Support (Hee i AULe) UAE S, wal e iR+
aHRll oiloy Help & Support U2 (séis s2U.

2. Buq Contact support (Rule-l AuS 5U) WHRL AULL oR, SeudlE- 2 SHESd oldld 8.
3. (252 cidtaal Raise Ticket ([2(52 ot-ildl) uR (s¢s s2U.
4. Subject ([Au) v 52U 1 Description (cQl-) Hi qxuL aldl.

5. Attachments (esis1oll) €50, ddl 5 Jell s18al G2 sl ©l (JPG, PNG, PDF 242dl DOCX, €35 2
MB), %84 5 5-2lle.

6. Submit Ticket ([2(52 AqciH2 52U) U (545 s

Raise New Support Ticket

Subject *

Paysiip shows the wrong depariment

Description *

Fabud ‘s Seplomber pay Pumhmmmnmlnmym]
it

week. Pirate help us update

Attachmants |optionall

13| 2(52 Ticket ID ((2(52 ID) 112l Ad 2 8 444 Support Ticket Log (qule [2(52 dlat) Hi gui .
Bur-L 515 Open & Pending (vicdl 244 cuisl), In Progress (211¢]) 24 Resolved & Closed
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(GsaRld] 4 cig)) 252 218l 8. [2(52-l [Ad1dl - R orlal d-t uR (s4s 52U Rl Open 2l In

Progress, Resolved 21+ Closed d2s 22101 ddl .

ATUS REQUESTER
Oparn Admin

CREATED LAST UPIATED
18 021 2026, 11:36 pm 1801 2026, 11:35 pm

sungcT
Payslip shows the wrong department

Close

Y AN Y

-lel: Help & Support (252 Admin § HR gRL ci-tlelid 8, sHAIRIAL 44 dA9sR0A uddi Uldi-l Su-il-it
Admin Ui Hee Hidldl esiei.
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FAQ i AHRUL (HaReL

el ol Lelld

ALssl ALl ag) Y& & dal usli-it 35Ul oo, o5l dHIRL AHRUL A4S 4 s, dl Help & Support (Hee
2 qule) Hiell (252 ei-tidl (gl e, (GiEa1 w4 Aqule).

Rt 244 (scugu

SHAR Uldi-t si20l ¥y 8- 53] Sl il

VL SHHI AS SIA:

1. dudl H12 Hiolgd b A1 8. Organization (2i21) = Employee List (5131 Y[R i,
SHARA clgst] 1 vl 2 vl 5 S Hlelge U2 Alg 8. ol d cied Sl dl 244 "Mobile
punching disabled" (Hleugd URdL ot 8) oldld ©.

2. cisAA- HopRl 8. sl U clls2u Adl Al sldl o2l w14 Staff Khata 2iud disei-l urdio(l
Slll oS4,

3. Al WB-gA-Al iR V. ol U 5E § Al HYR Blordl-dl R 8, dll dl 2542 vl €2 9.
Organization — Branch (cil-2) Hi el i i Blesl 2s 52U il Hleusd v,

4, sHARL dilBi dHRL LellHi i 8. sHARIAL UldiAl dlBtAell IUHT A5 S S €. 951 dHIRL
e lHi SHARL AR A 4 s, dl dv "Employee login is locked" (sHR) B dis ©)
Uy O,

IRUM2s (SalgsU Vsl oldld ©

As 5 5 HRAlAHI WAR i 2242 8, 2 d< AR U-1 Device Setup ([SalgAu A22u) - Manage
Devices ([Salgt H-os 521) Hi How to connect (5l Ad s1s2 59) €50 vidial Yosol A2 8. SITUsL
58R Ul HRllH =218 5. UISALS g UR AASRAL YU vildlel A2l SITURL dRlu SR HI2 du
uwdl Data Download (32l siG-els) —» Download data from Devices ([Satguuiall Sat siG-dls
$20) AUl il cldiifes [Saiesu.

Yu-: Organization -~ Company (5u-{l) - Notifications (JJ2-12:l) Hi Alsells- [Saugy 1
WhatsApp 2ete Alg 520, B2l dHA del % WeR Us,
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sUL GRS (Sagy AUEs ©9?

ssd Realtime ctididlzs (Saigu. olley cli-s Staff Khata a1l s-se dl +2il.

SHARIL YU Y UL AHU vii2l 8 44Ul Y2 &

d-l Time & Leave (A+x 244 2951) = Manual Punch (H=y214¢ UR1) Hi Y8Rl +2dl Regularization
(RIS s sHAURAL YRl (Al Hogr 52U gl ElAs w13l

VISIG2 A AUESH-E

§ HIRL WRAAS efell 21l 8

AG-84 Uy U Forgot password? (W1dS ¢fell 2u1?) WR (sets 5, dHRL SIHAL 898 eluid $3, 244

i HisAAL SIS AR YRA UILAT A8 24U 244 WS AlBIA Hi ©.

sHARL Uidi-l wiAaS efell dru 8

Admin €35 sHARIA BHC auid dud dlbi- A2 52 . -dl uRiaS A2 sl Employee List Hiall
sHARNA 2152 5, il sHURL Uldi-l g1 412l Forgot password? diull 215 €.

Hel ALE1-21U SIS HOAL 2l

218HR-1 s 4], uedl Resend Code (sls §3| Hisell) UR (58S SA. dHID UM S1eSR A 82, i Vi)
5A S Sl 4R U SMS 2d1dl S 9.

¢ el 5ol Ad oleg?

dHRL UISISE sl2l = Language (¢4idl) UR (5¢s 52U, 244 55 ciiAHid uie 52U AL 84 sl udi,
Yol BURHAL VRUMI e4INL el cluRL.

Rui2 24 321

sHARL RuieHi vttt 2l
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Ruie-L (5e2ui dil sl e 52l URie sul © d As sA.

As 52U 5 sHAR| Employee List Hi Active (q[5) €, 24 du-l aaisiai-l diRlut Rule-l -zl
usdidl 9.

¢ Ruie 54l Ad visAuule 53?

Y

Rule vilell 244 d Excel 5 PDF d315 SIGAEls sdl, wdl (M2 sdl Export (Asuule) He atuRl. oyl
Ruié.

"ol si6§ 2u82H cis 5 6?

[ S .Y

Alsl 242] & & dHRL Lel-Hi 2 Y[da UHd 2l dHRL Lell otal vell ooy UR (sés 53U, 2udl (g
2oidt gl

2RUE YA AR AR Q) A B?

Y Y

AHID 5162 22l Lelld UR U B, dHRL 521 2E 8. dHIRL Adl Lell-Hi UHE A sl defl Y[deil dd
2UAS 4 52A Ul Yl cls S 8.

siQL | s3 s

HR Yas2 Admin ogdll @ BIS[HA EAHT S 84 52 B, AR Pro HRMS 2is-2{ o€,

Ylasu sl HR dAonR sHARL
321lS el Su-dl (vl Su-l Uldt-ll x4 Uldlle
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S1oFRAAL (Al 44 415 sl Sl — —
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