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1. Company Details (-t &l STHRY) U 319-if Company Name (Ut a1 9/4) 28T &< (3 §
50 37&R) | U= bl had Tal hies Fee! gl

2. Official Reg Number (3feicrTiRes ISR R, S 3imgeht GST a1 CIN), Website (dswrse)
3R Street Address (TdT) dehfcies &1 S5 31T 916 T chU+l el | SIS ohd &

3. 3UHT 6-3ich! &1 Postal Pin Code (MU= @ig) @gu {1 City Region (218¥/&), State (759) 3R
Country (c2T) 3U=-31TT 3R T &

4. 3R fohdt Staff Khata Uré=R 7 31TUehl Hag hl g, dl 34T Partner Referral Code (UTéaR I
HIg) S| gl df 39 Wil BIS 2

5. 31991 Admin Password (TS urgas) dc & (hH O &H 8 318R) 3k 39 Confirm Password
(urgas <t gf® &?) H QHIRT <T8Y i |

6. Register Business (fasa fSiey &) 0R foeiah e

Grow your
business,

simplify HR.

3TYehT Jheld dIR g
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2. Email ($9<1) a1 Phone (%iH) g, fthr 37041 ach sH a1 AlaTgel ek 8Tt |
3. 3YAT UTHES STt |

4. Remember me (g5t a1G @) TR feeh dhael 3707 heX W &l |

5. Sign in to Staff Khata (Staff Khata & @8- 9 &) R faeiah &2
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All Branches (9+ft s14) fe@rdr g1 Ter @ SaraT Siifthd 81 IR Uk s g+ a1 9+t &t geh ary
ag|

3 AT &l T8 3R g1d & 9 39| W 8939 e & folv 39 WR faaias i
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ATt Top bar (SR 6i Ugt, A=Y W Te o1s- H) AT Sidebar (TE8aR, A= 15 3R 1 &l
RE) A

vafAfafadt: ge et Gad! & [+ 3md Text size (SaRe o1 3hR) (Standard (Im),
Large (s21) a1 Larger (3R 921)) ¥ @<d & 3k Higher contrast (Sa7a1 h¢ie), Reduce
motion (&7 TfAeH) ar Underline links (feie & =i ¥@r) 1] oea §1 I5eta g & g
Reset to defaults (f2hice R e &?) a1 &g e & fAw Done (8t ) R faaias &2

aiiferinive Q Soarch featuros o @ Al Branches & crowtn 15amenn [NARRERR G RO
pvice Sotup

Organization ~  Time & Leave ©  Data Downioad - Reg jans © Payro Accuss Comrol  Account Nkl
— O .
°
5 Autopay is inactive. Set up autopay or choose 3 one-time subscription payment.
2 Setting:
W Welcome back, Admin! O Help & Support
2 Sungay, 18 October 2026 - You're ail caught up! No pending actions require your attention today
< Accessitili ¥
Total emplayses = 2 Absent @ o 5 © Theme
%, Language
1 0 1 I g
& Navigation
L4
ki s £+ sig
nEsx
e 3
Map view Vi L et
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@
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@
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& Accessibility
Changes apply immediately and are saved on his browser.

Text size

(qﬁzzﬁmgéaawam%eﬁzams;ﬁmﬁaamélﬁaﬂ@wwgwgﬁw@zaﬁ

YEAT g3HT IS dde o

5.

. G1g4-3 9 IR Forgot password? (UI9ds d T7?) R faidh ael

319-T Work Email Address (a<h e udr) sTef 31k Send Reset OTP (S¥e OTP 9 R faeiah
G

g9 9 AT 6-3ieh! T IS 3Ta 3R Verify OTP (OTP IRWTE i) W faeich | 3R his 7 AT,
dl Resend OTP (OTP GaRT 95t) TR faeiah el

New Password (731 9rgag) 2124 &, 38 Confirm Password (UrE@s & gfe &?) F GIawT
218U R, 3R Reset Password (UT9ds e &) IR faciah e

Password reset! (qr@s d€c g1 TaT!) TR Sign in now (373t 9189 39 &h<) WR faeiah e |

3T, U Bedrd H Ut Ut de |
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araeft s, s ot R de 3

WIh ST+ & Ugal Staff Khata &t 1o+t hust o IR & Fd1d| 3Mgeh! MIthISd, hHARI &his ol Whide, §id
3R faum g Rulé, dfeau ofk Ua & 59T 814 &

ST A, AT 3R e e ROl ok ST R 5 &, safy 5 wed ved de AR

1. Organization (¥7&-) = Company (&u-) IR faeies A | Company Settings (ot dfém)
Ul Company Profile (e Uithrgdt) ¢& IR EeldT 2|

2. 99 W Organization Info (H7T& &l SHeRT) & 3T Corporate ID (faRe ID) 3R
Workspace URL (aehedd URL) f@d1 1 85 311U IGct -Tal dohd |

3. Company Logo (gt @) & =12t Upload Logo (e 31uels &he) TR faeidh o 3R 2 MB &
BIc hig kR PNG, JPG a7 GIF Wigd g+ (200 x 200 px 37371 &l 8) |

4. Company Name (-t or ) Sird, fohe 31T Official Tax / Registration No. (3mfeiariven
¢ [ IS FaR) BTed, S 3fTqepl GST HeR|

5. 31U+l Company Website (Ut bl derdrse) TS| g8 [E3d “https: //° T &I

6. =@ Company Address (Ul &l UdT) debs SIS | TTel, 2MeR, 5 3R U7 Sl 3rua-31u thies &
3Tct, dTfch & G&TdSl IR gl &4 |

7. Save Changes (Scea 99 i) UR foeieh el
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'ix‘m‘”'!; Q0 Soarch featunos A @3 Al Branches [ A LominsTRaToR
Dashboard D P Grganization me & Loave ~  Data Downioad - Reports Help b Suppert
ard ‘Company
() Autopay 18 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirviewr biting
Company Settings O Reset
Manage your company pleforences, attendance rules, payroll, and policies
@ cempany Profile

Company Profile
@ Your registenad company identit

CRGANIZATION INFO

4 CORPORNTED WORKSPACE URL &
CP2E100001 ' attendance siffichata.com ¥
Company Lag,
sT Hieasee
cow & uplosdLogs B Aemove
My
COMPANY NAME QFFICIAL TAX | REGISTRATION NO.

OBAAAAADDODAIZS

CONTACT PHOME

Suinsa PO . oo

dle: Corporate Email (BrdRe 8 3iuehT Tsfaq @fffia 30 & 3R 3 JgT IaalT Ag! 11 TahdT|

Staff Khata g T ShHARY bl 31UA-31TY Teh IS qdl & | UHT BIHC A Sl BleT 3R Ug H 39T gl

1. Company Settings (u-t @fcd) & Employee codes (FHaR! Big) ¢a @il |

2. e {3 thies ¥c | 218U ohid 999 Live Generated Code Preview (i o1 ofgd Uieq) died
3Use gidT TEdT &

3. Save Changes (9Gd@ Tq &<) W faeieh Pe|

afen Jg AT R &

Prefix (sfiftha) BT & 31eR, S ST AT "EMP |

Separator / Delimiter (fdreie) gISth, T2, SIS, Eic, 1 H© Tal |
Include Year (91 S113) g STisdaT g (2026 a1 “26°), T None (1S Tai) |

Number of Digits (3ich! &t ) FeR # fohd= 3ich g, 2 & 6 dah|
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afdn Yg T HAT &

Starting / Next Number (S31Tdll / 31TeT HeR) 3Tt Y pHARY bl e arer FaR|

‘ix‘l—;i‘\{f{ @ AN Branches o ADARINSTRATR
Dathboard ime & Loave ~  Data Download - Reports Holp & Support
Company
5 Autopay is nactive. Set up autopay or choose a one-lime subscription payment. R biting
Company Settings O Reset
Manage your company preferences, anendance rules, payroll, and poiicies

#

Employee Code Format
Define how employes codes &

5T-0001

PREFIX SEPARATOR | DELIMITER INCLUDE YEAR
s Hyphen (-] v None
NUMBER OF DIGITS. STARTING [ NEXT NUMBER
£ My Prafits 4 Digits (0001 » i

ou have unsaved changos Diseard

GITa: His dhadl Y HHARE! & g g9d &1 HioleT s 99 & 39 € e €1

CICTIESLGRS I

Localization (cieraligsier) ¢d @ici | T8 379 &d §9a Currency Standard (9g7), Timezone
(ere® S7H), Date Display Format (i@ @1 hite) 3R Interface Language (3ethd chl HTHT)
YRA & 30T ¥ e gId &1 55 al I3t 519 3MuehT fasa 37T aiidh @ Iatar g, [tk Save Changes
(I5aTTa g &) R faaiah H1|
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Grganization Time & Loave Data Download Ruparts

Regional & Locale Settings
@ Configure systom language, temazane

TIMEZONE

Indian Rupes (IR} v india Standand Time [IST)
DO-MM-YYYY - English »

Payroll & Tax (WRieT 3R ) &9 H 3muehT et Ish (Y& 3R @ g o1 fad), PF, ESI 3R TG
aférg, 3k emuaht o avf gia1 81 399 IR # R SR A<t & Ia/ a7 2l

ST 3MTUh SHTthg AT thad! hl STTa & | 8% ST bl 31U fSIal-thd g1 GahdT &, dTfch &I chael 379+ hrH
& ST & U O g U9 R b |

1. Organization (¥7&-) — Branch (s7@) W faeies &< | 3Ueh ghedd | Ugel ¥ Th Main
Branch (9= s@) gidT 81

2. dfad dra=g () @iel 3R Edit (35) R foetas el

3. We 9% Branch name (s &1 919), Tk ®icT Code (&18) (S& "NOI-HQ ) 37k Address (Tdr)
3T |

4. 3R =Y W% i 3T0-31TY Tg| S8l ST &, af Primary branch (Irafies sti) are] e |

5. Geo-fencing (fSral-Th{ET) T1e] | fii eicher ¢ ohe: Locate me (ARt eliche) WR forteh e,
Latitude (31e1i2r) 3R Longitude (S21idR) 2189 &, AT U7 T o folg Fat WR faeiah e |
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6. Radius (m) (a1, Hiex #) e1et: fU @ fohd-t gt deh T U e FehelT B
7. Save Changes (95a@ g &x) W faeieh Pl

Edit branch *

Name. code and address ane nequired

Branch name Code
Neiga Head Office NOE-HG
Anaress

Pt 42, Sector 63, Nolda

Primary branch
Geo-fencing
S48 ca oy P i it th ©
Lacatian & Locateme
Latitude Longfude Radius (m)

28.6270 77.3750

&t D o 0P & pin, 0F enfer he CoMENItEL

Hal o L e S ey

e g =

g SHeRESUNGITY (a]

i .
KHAND | 2 +
winl  § JAYPEE

INSTITUTE OF .
e — %
TECHNOLOGY S -

M oitice @ W
e e e .

e s coepli-tiiied

f |
IO iy
ot i
0 £ secTom 63 gL S
ks (5
Secisd 62 Moida g  YecMndam
ey e O

Googlerar Q) O)igar [ Bk g

e (D

&R SITg SitgA & faw Add branch (54 Si18) R faeies &, @8t hieg R 3R Add branch =R feies
Gid

GATa: &4 @ A 50 Hicx &1 SRRT T | SR o 3R i &1 GPS A Teleh gIdT 8, 3R Igd Bicl IR—RT
I I YT gt 8%k § U e I Aeh Fehdl &

gt 9 3= S at-the GrRR & a1y gt 7 3@t §1 T aR & go siig a1 et &t 91 @ & g
&t gt 7 g =R (All Branches (94 s7@r)) &A1 el
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

fSrat-Ch T @t shueit & foiq off =] et BaT 81 3 31dew o fAaw ik aiffthy erga diferet |

fumT 3k g S

favmT emucht F &1 ug g% &9 & sick & ST e1ged &, 91k 3 Uiy ofik Uihisedl &R fewd &1

1. Organization (T¥Ta4) — Department (f3¥TT) W faies &2 | 31ues falT &t fa9mT ugel @ @
gid 8|

2. fordht favm & Sife crged SiteA & folg Sudh! dferd o1 A=Y (+++) @iet 3R Edit (d5et) TR facies e
Designations (Ug) & 12 Uah e18ea 28U &, 3T & folg Add designation (g STis) ™
faeiep e, Tt Save Changes (S&eTa 99 &h2) TR ol el

3. 93 &\ T & it Add department (la«mT ST) R faeies &Y, Department name (frT &t
1) ETet, 3T UG Sils 3R TG L

4, 379t -t & Gt Sifg ersed ok 4 fohw favm & €, I8 3@+ & fag 29t @t Departments
(f@¥mT) & Designations (Ug) &R & |
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. . o Admin
ﬂ;‘u‘ﬂfﬁ 0 Soarch featunes. (] @ Al Branches o A L ADMISTRATER
ga;npw% Devica Setup rganization Time & Loave Data Downlaad Reparts Payrasl Accoss Contral  Account Holp & Support
@ » Dashboard © Department
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment. Raview biing
Departments +
Your teams and the job Wies in each
Designations 5 P i Q Search
Designation Department Statt
Supervisor Froguction o
Maching Operator Production o
Quallly Inspecter Froduction o
HR Manager Human Resources o
HR Exocutive Human Resourcos o

Nesahwip? % Support 9179820

70 S Hepior -8

TOOR4D (D Emak wp tatiehaiacom  © 2029 Siaff Khata - Anendance

3T, 31U+ 3idad o AW iR Siifthy ersH uifeizlt de o3|
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o goft =

312 & gy d hed € foh Staff Khata &2 U &l & A o1 3fterers® A1 Y, TREIoR W= fohd=r
the, 3R WIh hgl d U ohe GohdT g SThd 18H Uiferelt aa &d! & foh IS &hd oie &, Thd 8THh-3 TR & IT
e TREOR 21

1. Organization (FT&-) = Company (&u-T) TR faeies &2, fhe Attendance Rules (3139 &
) & @ |

2. Y fam anfde 3 are e (i Y daer <) |

3. Absent Day Deduction Penalty (TRgIfSRI UR deldl) & eTet foh 82 famT avtg il IReIfot &)
fohd= faT Y et ohc | 3TH R TR 1 3@ 71T 8|

4. Save Changes (FcaTd ¥d &) TR faeie 2|

Organization -  Time &Leave -  Data Download - Reparts PF
‘Company
Autopay is mactive. Set up autopay & o me subscription payment.  Review biling g
Company Settings O Reset
Manage your company preforences, attendance rufes, p d policies

Attendance Rules
Enatiie Aute Punch-Out

Enable Overtime Tracking ©

Enable Live Attendance Natifications o

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters
B e i

Enabio Geo-Fencing You have unsaved changes Discard

Branch-wise Rule
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afen g AT AT &

Enable Auto Punch-Out (3ifel da- 3R HHAR! GI-3HTSC AT e SITG, df Ad 11:59 TSt 3ehT UT-3MM3C Y

T3 AT R) adrgl

Enable Overtime Tracking (3ffaRerga it & SaTaT M fohy T4 € GSf e 8, dTfch URIeT S+IehT 1T e

feh are] e) ok | IEaReTSH hl YITdH S &, I8 AT, Avex ofR sfterersy # dc
gl

Enable Live Attendance Admin 3R HR 2 R g% Ud-3 3R Ug-3113¢ ! 3TaTST & I1 UTg-

Notifications (cisd eidsq A are] 319 H faw@mar g1

@)

Start Journey on Punch-In (4@-39 W  &dd Journey Tracker Bs-3i9 & felw| 3% Journey Tracker|
AT & R)

Absent Day Deduction Penalty & foAT gorg & RETfOR W hea ara Tt & 71, 0 9 30 dahl
(RETRY | heldl)

Sra}-th T W ot AiaTsd OO O 99 deh Ud-3 e dal od] 19 deh d ohTH <hl SHTg U 9 &1l

1. 39t g WX -2 Geo-Fencing Parameters ([Sat-thfdT triieR) d S|
2. Enable Geo-Fencing (fSrat-thf& =1e] o) are] e |
3. g f&h Ig & ey g

Branch-wise Rule (57 & e @ fam): g2 s 319 @b 3R STRRT STIHTA ! 5
Apply to Branches (S/a W= @] &) # 9 g+ | 3R 3TYHI Teh & TATGT STTS &, af Tat Tad
3T faehed gl

Apply All Employees (@t sarial R o] &R): e faig U & @1 Geo Fence

Radius (Metres) ([Sa1-tha g, Hiex ) sTel 3R S8 g=- & flg Set Map Location
Coordinates (Fa<I TR @lhe™ e i) TR faiah vl

4. Save Changes (FgaTd ¥d &) TR faeish A2
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lllRentime Q Soarch featuros " B Wil Branches & growin isdaysn AN
AT IERUTIANE %
Dashboar Seup ~ O T Downioad ~ | Reportacy. Pasvl~  AEZesLOMIDY:  Acsow

Time & Loave

Enable Overtime Tracking
m irtins R vorheaib

on Dl ke ©
@ Start Journey on Punch-in
@ Loc s s : ’
0 Net
@ Dup loy
1
@ Geo-Fencing Parameters
p——— 5 || s oo AR ©

?DD'V

@ Apply to Branches - 2

L,
v
100
© SetMap Location Coordinates
fou have unsaved changes Discard

dte: Branch-wise Rule & fg g8t Organization — Branch # g si@ &1 o 3R qRRT 9¢ i
3@ ST huHT Te Al

3y ot Ueh spar) & faw ST itigel & Attendance & devices (31229 3R f2arey) @R @R
fSrat-thid dg +ft = Ihd €1

319+ WhatsApp 9rRiar I+

(9]

Notifications (FaT¢) ¢d TR 3T WhatsApp T Daily Attendance Summary (3151 &7 31csd
grieT), Monthly Attendance Summary (FglH o1 3i¢ad IRiT) 3R Device Health Alerts
(fEaTeH ge 31eTc) a7 X Tohd &1 3@ WhatsApp 3R gEIeH|

3iifhy er2w gifad) a=rg

3t ergw uifad) smuch! 99 oraf aa oedl &, 3fik Ig +ff fh Bter o e g1h-2 a1 RISt &= SIrdr
g1 3Much! ugett uiferedt Tadh faw fewice a9 STt 81

1. Organization (&) — Office Time Policy (3iTftha e1eH Tifedt) R faeia &
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2. Create First Policy (gt difereil 914) WR faeieh e (I7 3R Uget @ Uah & df Add New Policy
(7S arferdt sfig) w)

3. Policy Name (difeieft &1 A1) 3T, S "Standard Office Policy" | 3R g diferdll 37 i R
AN g1 8 foivreht aro+t diferelt 781 8, df Default (fSthice) a1e] & S|

4. Grace periods & working hours (39 3raf®f 3R s & &¢) & I € 3R fA-e & a5y e o

afén g TR &

Permitted Late Arrival (SRR T A ht I fohd=l & & 31T ehdT & {91 ate A, Sig 15 fAee)
ge)

Permitted Early Departure (Siedt W foha T STeet ST FehdT g faFT STedl T 711, S 10 e
ST & ge)

Half-day threshold (g1%-2 &) 3d I & Hel I A g WR {3 gTh-3 HFT ST & (S 7 62)|

Absent threshold (=g} =ftam) a4 M & Hel 4 hH g R 3T ARGIFOR A1 ST1aT & (ST 4 6) 1 59
gTh-3 | ¥ &Y G|

Helq bl e sherdt
TR-IR 2R Y 3 R heldl e & T STehT STaHTA e

1. Monthly late deductions (77 & aic i) TTe] e |

2. Deduction source (cIdl gl § g1) I: Attendance (31¢Sd, 31¢sd & fa shed 8) AT Leave
Balance (CL) (@ &I dcid, Shalaiet aiid shedl 8) |

3. Monthly late count (78 & de i fiFdt) 3fk Cut Days (@er aret fam) T &2 | 3180 &
fag, 3 3R 1 T AacTa & foh 78 # 8¢ 3 IR &R T 31 WR Teh fa ahem|

g &R & S 3 STt ST & Py

Late arrival rules (2% @ 3 & fAa9) & 19 Add rule (Faw S1iE) =R faeies &<, Duration (3/@afe)
3T 3R Cut Days (e aret f3) g1 3aTevor & fag, 1 €2 & Famer &R g w 0.5 (Half Day) (0.5,
3n1eT f3) eI 3y 4 dek fAae STt Goha &1 Early departure rules (Siedt ST & fam) Sect 9
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Tt WIh o iy 3t aRE 1 P &1 3R 3 o arearfaes gt & 3 wr oft 3 5= &, &t Apply on
weekly offs (ATeTfRe Dl TR AN ) ATe] A1

5. Create Policy (uffedft s=m%) o= faies i

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

Policy Name *
Stancard Ofiice Policy
Detauit «©
Grace periods & working hours
Permétted Late Arrival Permitted Early Departuse
00 Hours 15 mioones o0 Houes 1 10 inotes
Halt-clary thresheld Atsant threshoid
o7 Mours : oo o4 Houry 00 Lo

Betow this: half dary, uniéss marked sbaent Below tis: asent. Kiep below tna haff-cay il

Attandance & deductions

Monthly late deduciions. [ @)
Deduction source

Antendance Leave Batance (CL)
Monthily late count Cut Days

3 v 1 -

Late asrival rules 1074 + AsaRule

Apgty on weekdy ofts
Roe 1
utanon
[ Mours

giferdt 3 eie, STeal, B1%h-3 3R IREIIRY & 7Y & |1y et A fawd) 81 si-4t uiferd fewiee g, g
§GeT o feiq Gifetd! el dferd et #Y (++) @il 3k Make Default (fSwiee sTE) OR fereieh 1|

allRertrme’ Q. Search featires .
M icame
Dashboard Device Setup Qrgani Time & Leave Data Download Reports.

@+ Dassboard - Office Tame Poley

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

Office Time Policy

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

Office Time Policy 1
Late Arrvval

Posicy Name

Standard Office Policy  Defasmt 0015

Need hig?

%o Support +91 79830 72270

Payrodl Accoss Goniol  Account
Esely Depaure Hait Dy
00:10 07:00

So Hilplek: +91 7065 7008 40
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Atsent

© 2026 ST KNata - ARengance

@ Al Branchas w = i «
Office time palicy created successfully
Halp & Support
Rarview bifing
Q Search policies by name
Dedueton,

Deguct From Attendance




GTa: $© LIF & (oY el T80 T1ey, S8 Thadl Tk & flg? Teh g@t giferelt a91¢ 3R 39 heaniat
P! S a1 sqad 99g Office Time Policy (3iffth crg# difer) thies & 38 4|

31T, 31U hHATY SIS |
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TR} Siig & ofiF @i §: Add Employee (et Sitg) wid @ veh aR § U, Excel Higd & T
1Y g, T AT AT dTich o 3701 SITHhRT Gg W |

et Y et el

Organization (¥734) = Employee List (GHaRt Taft) IR faeies &¢I Employee Directory
(AT SRRERT) & Tt ol 37k IS, AT, duh STHeRT 3R Wed & 1Y fd@d g1 d1ehl gl dxiahl
T Add Employee a1 35 7TeT arerl R (More ways to add (Siiga & 3R a¥ich)) STt i |

Qeh hHIRI SIS

Add employee (FHARI ST18) HIH & TR TROT | TR dTet Hies I 5, dlch! 3T d1G H 9 Fohd 8|

TRUT 1: Personal Info (RS SFeprY)

1. First Name (ggar a9™), Last Name (399H) 3ik Work Email (< s8¢1) T

2. 397 B & A1 Contact Number (Tudh AR) e | FHARY Jg SIH & 915 8 dGal Tgl S
GehdT|

3. Ugdl Password (Urds) Tc & | HHART T8 39 e & 9IS 59 Jadd YhdT 2l
4. Gender (f) T, fk Next (311) R fate &2

TRUT 2: Employment (Fieh<t)
1. 3O Ut & Wite T Pis I & it Employee Code / ID (Hart &g / ID) @reft 818 |
& MUY chut A R |
2. Joining Date (Sifsf= &t ari@) Sird, fthe Branch (sif@), Department (fa+m) 3k
Designation (4Ig) g |

3. System Role (f@%# JeT) I+ | TAGIAR WIH Employee (HHARY) Bld &; 378 chdel (YT T
fe@ar g1
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4. Office Time Policy (3iifthd ers# diferell) 3much fethiee Uifeld! SEdHTeT Sl 8, STd dch 31T Sl
3R T A

5. Reporting Manager (RTifém #4%%), EPF number (EPF =sR) 3R ESI number (ESI FeR)
donfedah &1 Next (3M) TR faaias &e|

aflBeautive 1 Saarch faatisn .k 4B All Branches & Growin |15idays kit O R ™
ks LT —— W AORRRE TR
Dashbs Jice Sotup Time & Loave Data Download Reports Payros Accoss Control Account Holp & Support

Organization =~ Time & Leave ~  Data Download ~  Reponts T
Acd EmpHoy
5 Autopay is mactive. Set up sutopay or choose a one-time subscription payment Rarview bifing
) Add employee € Back to Diractory
WP Flil in the basics first — you can add the rast later
; © employment
Employment Details
Employee Coge / 1D & Jaining Date* Branch®
£ 18 0c1 2026 Noida Head Office (NOI-HQ)
Department * 0 Designation () Reporting Manager ©
Production Supervisor ol
Status * Office Time Policy ( System Role* &
Standard Office Policy (Defaun) - Employee
HR & Compliance
Total Experience (1 EPF number @ ESI number ©

TRUT 3: Bank & education (s 31= faim)
ok I SRR et YT o fel SEAHTA gl 81 GIF1 Yo dehfcah 51 Next (3) IR faeies @il

TRUT 4: Attendance & devices (3129 3R f2a1E9)

afdn g T el &
Disable Attendance Tracking (31¢2q 2 s o) Y hHTR! h 3dey iR Rulé & argr I@ar gl

Enforce geo-fencing (fSat-thf&T @] &<) gg eft A Sra § Sie @ 39 g & fSa-tha & sieR
il

Require Attendance Approval (31¢sd o fag Hst 31¢SH WRIcT deh Uge § Ugel ehis A-SR I HYR hedl
we) gl

Devices (f2arsg) 3 graAfes Rasya 9 «R 98 HaR! Ug &R 9ohdT 8l
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Add employee (FHAR! StE) WR faeies 2 | AT HHART U i & AT At H faar g1

s1are Q. Search faatun i
'ixH-;\Tl’\ izaibbainbe @ Al Branches ADNHISTRATOR
Dashboard  Devica Sotup Grganization Time & Loave Data Downlaad Reparts Payro Access Contral  Account t Supp
Ad Employee
3 Autopay is inactive. Set up autopay of choose a one-fime subseription payment. — Review bl Ing
o Add employee  Back to Directary
Fill In the basics first — you can add he rast later
< Parsar © #nendonce & devices
Attendance Biometric devices
Devices this empleyes can

Disable Attendance Tracking
Lisirve Shils empicyes Out 62 aendance Devices ()

Salect devices
Enforce geo-fencing «©
Require Atendance Approval o)

jance & devices < Provious

Excel & R} s/ &

1. Add Employee (HarRI Siig) & STt aTet iR IR faeieh e 3R Import from Excel (Excel @
gwité ) g

2. Get the template (3wcie &) & -iId Excel template (Excel ¢meie) (a1 CSV template (CSV
deie)) WR facieh e | STH 8 hictH 3R i 3aT8eur Ufeaar gidl 21

3. eI i SITTE 31U HHART 3Tet, &Y Ufed | Y| 88X dTelt Ufdd <& &

4. Upload your file (30 %iget 31ueils i) & -Id wisal ©Is a1 browse (S8 &) W faeieh B
Excel a1t CSV, 2 MB dah|

5. Import employees (FHARI 3HIE 1) TR faeich he|
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sare . Adimin 5
EHATA Qi S0l faieg: ! B Al Brarches 8 A Aomnstaron

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

@+ Dastooord © Employes List

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

Employee Directory O Rofresh || e

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

3 Invite Employee

Employees 7 2active - Dinactive - 1jginadinthe lan 30cwys | T Filers || Q import from gxcel

Employee Deparimant Caontact Staties
Rahul Verma Production rahulvermaEanarma- texties &
Active
ST-0001 Suparvisor *B1800000000 ©
& Admin Mwm = pnn@s_»ar_r_n_a—wazlles.nmﬁ W) Active
ADM- TYMULAGE ~SLBH00006001

Mesamwip? % Support *R17IEI0 71270 S Helpior +91 70S5 700540 [ Emad seppon@stafnsiacom  © 2020 Seaff Khata - Atiendance Gontrol Piatiorm

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

Upload your file

ey Sharmariextiies-staft.csv
1348

S dfeaat & HaR! i T8l 8, S0 3TUch his Hhifc ¥ PIs Ad SITaT 81 3R $© Ufdaal tha gt wTg,
dl Staff Khata 378 Rows that need fixing (I & areit dferrar) & i< fow@rar g1 srseis gs
HIgel # 3 Sleh e 3R T8} gl fhe & SIUIE e |

GaIa: SHeic | UIIas o PiciH gl aidl| 8 HHARI bl Ugdll UTHds Uc i o felg password =T o
hicTH SIS | 39 faHT Ueh AT f3hiee UTdas 9¢ §idT 8, $TeiT WIh & g foh 18 3 e o d1g 39
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Laaa@n

HHATRAT hl G-I STHBRT Gg WRA T T S

HHARY YT ST, TdT, STUTIRIel TUch 3R sch hl STFhRT g WRdT 8l

1. Add Employee (FHaR! Sits) & SiTd dTet dik 0 faeieh a2 3iR Invite Employee (GHaR! ol
a1 §) g |

2. First Name (ugar a9m™), Last Name (39=H), Email (38<) 3k Phone Number (%1F FaR)
W]

3. Department (f@«mT), Designation (4g), Role (3), Branch (si@) 3R Joining Date
(Sifsf= &t a”t@) g1 Reporting Manager (RTiféT #4sR) darfclas 81

4. Send Invite (=T 9i) TR facieh e

&+ Send Employee Invite

B NEw badem e 10 cobnard. SHt tveir depanment, role permmisiens, sad branch

PHONE HUMBER *
R —
(D ORCANIZATIONAL ASSIGNMENT
DEPARTMENT®  DESIGNATION *
uuuuu Resources ecutiv
aaaaaaa
mplaye: Delhi Showroom (DEL-01)
JORNING BATE * REPORTING MAMAGER
B octis, 2026 Select Manager (Cptianal)
ol

FHHARY Pl gl R WhatsApp IR T foich fAedr 81 3 38 @ield €, 9--c13H i § Eg ol aRWTS ohid
&, 3T STHGRT WRd g, Urdds dc ad & 3k Complete onboarding (SiHeifST gt &?) R fian
& g1 feles 7 fa-T deh o T 81
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foreft et ot ARt e

foheft oft ShraRt bt gkt oh1 A=Y (+++) WieTeRR 3T T o Tohd B

Edit Employee (AR & STHHRT Sgat): ITch! STTHHR! g&a |
Assign [ View Salary (ot 97 &% [ 3d): 37T Jot TR T e | ¢ I 3R S|

Biometric enrollment (s TRicHc): Realtime IAfEH fZatsq ur +ent Rt a
PIS gof e | o graRfee ey

Update Password (UTdds 31qse &hi): 3 folT 937 Uaas Te dhe

Disable Mobile Punch (FiamseT U9 &g &%) / Enable Mobile Punch (FisTsel 49 @7 &e): da
& fob T Staff Khata AlaTse 8 § Teth! 3R 310! eAtehe & 1Y Ud & Tohd & AT el | A9
HHATRAT o g HiaTgd U A1e] a1 8; 919 Tt ol dhad aafges f3ared R U9 &< 8, 3k
foig 50 &g |

ullRenuive Q Soarch features. o B Al Branches

4 Austopay is mactive. Set up autcpay of choose a one-lime subscription payment. Riniewbiling
M Employee Directory & Rofrosh
WP =cryona in your organisation, with thei department, $13us and sccoss.
Employees @ Ractive - 0 inactive - B jsined in the las) 30 day ¥ Fiers | O Search empioyees
Employee Departmant Contact Status

g Neha Josn Hisman Resousees na jostigsaren I @

aa Ariun Mehta Information Technalogy AdLpaiadama . D rewve

w Konita Rao Human Resources @D Active

PN I.‘fﬁp.Nmr Pron.uc.l:x?n nlo.o.\? ﬂenl@?l‘fa?rma-mx‘.nes.eu.. D Active

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

sp  SunitaPal Fr:.kl.uclo.qrn - SUnkD.pIRBNarma- exThes ox. @D Active

AR _j_rm! Kurmar ﬁr\:t:mrmn e .!I\.!.\il..lﬁu.ml(@%ﬂ&l Ml - lexties ex... () Active

Rahul Verma Proguction rafhvulvermagsharma - texties e. & Edit Employee
Ry e g rigriabirenc @ Active
4 ? 3 i 5 Assign | View Satary
A
Admin Adne _ Priya@sharma- texties.example Active @ Biometric en roliment

& Update Password
£ Disable Moblle Punch

B Debate Usor

fohelt ARt ot [Afseha e & foiw Gt # Status (Wcd) (&g sxdara | fAfscha et arg g 8!

e Tehd 3R 3dsT | T8l RRad

-
W &4 d 3R Aidisedl ¥ R hiaR! A, Sy Aiesa ua 8k eth-3iAdiisT enfad g, & fag

ST Wl T118T 8 Tehdl 81 &R A8 hUH! chl 1513 &I graet fAeTar 8 forad 99 o g1 & 8| Hisial
I & fa Billing & Plan (fafeiT 8k @) &4
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3, fAte, ez iR SftaRersH e o |
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?a’mz,ﬂwaﬁ?aﬁa?asn

I gft e

fRItRe 31MUh I & A & ©e, I 213H 3R AT el ad Pl g A% Id1aT & b i forg fa=
fohe fRIe # A e, 3R iteReTgH o A a3 evd ¢ foh SifdRer €t a1 T & g

fae Qe

3Tk Ihed | % ¥ o General Shift (T fiive) 3k T Night Shift (:1d &1 fawe) gidl 81
S5 31U+ Hel & f3ara O agd, a1 73 fAte 9 & faw Add shift (fte Sig) W faeies e

1.

2.

3.

Organization (¥7&) — Shift Details (fite &t STHaRT) TR foeies B
foreft fIe < dfer a1 A (+++) Wiel 3R Edit (a1get) WR foeieh Rl
Shift name (f2ite @1 A1) Sid, 3R Teh ®icr Code (hls) SIS (S "6S )|

Starts (%) 3R Ends (@) T &< 3eft 37d & 16 @A g aTett Id i fIite TR "3nTet e @
gt 8" ol =1 &t 81

. Late punch-in allowed (33 & 4g-3 &l gc) 3R Early punch-out allowed (Sied! ta-31m3e

h! @) el 7 g &1 919, gt 15 fAnel

qIcdTges et Sits

1.

2.

Weekly off (areifae @gt) & =i Add off day (@2t &l [ S718) UR fareies i

Day (&), Type (v&r) (Full day (3=7 f&=7) a1 Half day (smer &) 3ik Which weeks (@H-&
g%i) g: Every week (8% 89d), IT HalH T Ugell, GERT, dIERT, T AT MM g

. B Pl o o & fiv gt gl | 99, &% g0 fdaR SR &R @ did g% eh MR & & LI el

e 7 g AaR & gat fAerdt g1
Save Changes (S&eTa 949 &) TR faeidh e |
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v || Fullgay ~ || Every week

Full day v || 2na

+ Add off day

afen g RIT Hdl &

Late punch-in allowed (R @ tg-g7 I ge) 9 v & Wit fhd= e 3 & o1 Fepar & &A1 die A1 |

Early punch-out allowed (Siegt g-38e T fohdA e Sied! ST Tepar & 8T STeat 54 & ATeh &1
I ge)

Weekly off (Trdrizs gg1) $9 e & gl & 371 oand i &t fhe oft vrd-feaw e Sirar &1
Sandwich rule (Fsfaa ) 3l ©al & fodl & ot 3 areft |rarfees el 3R gifels &l off gat
T ST 1

frre <Y dfer a1 g @iet 3k Make default (fthice s91Y) WR foeieh {1 39 a1G &R 4T HHARY g4
fate & g giar g1 Gt A fewice e Default (fSwice) a1, 38 B¢, 49 3R Arcdifeed ©al & g
ot g1
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nnnnnnnnn

AT SIS B¢ W d U ot {0 &t ST Tepat g1 3T 39 fohe oft Sgct 3fiR 3rdrs o opd &1 8k
frte T & foig a1 e anfdw 8t 9aha §; Billing & Plan (fafeiT ok @) <&

e T fAue 3 1s e

Shift Roster (2t Iex) Tep heisr g St fea-g-fa fxarar g o &1 g foive & @ &

1.

Time & Leave (¥99 3R @) — Shift Roster (fIte wex) 0 faeies &¢I Calendar (helsx),
Week (g%T) 3k Month table (78 &I 5e) =g & o9 sgd, 3R s, fawumr ar fame &
feaTa 9 ftheer e

. Assign Shift (fte 3189 i) R faeiah 1|
. Who (&) & =12t Teh-Ueh v Employees (FHaRY) g4, a1 gt & o+ & fdg Departments

(fareqmT) A |
Shift (frwe) I

. When (%4) & I One day (g fa7), Date range (ari@i &l 3&7) a1 Pick dates (AR g-)

TH, 3R IRIG e |
Assign Shifts (five 3™TET ) WR faeis H2|
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Assign Shift

wha Employees  Depariments
Production

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

3TUeh! STHTS eh g8 (AT IH dRIG 3T T« Teh AN I&ci! §, STal deh 31T g qedl AT SIS 7 hi|
Time & Leave — Shift Assignment (I sraTE-He) T T8t IHe @iddT 8l

fIe @R T uget @ gl a9

g AT o folQ Teh W1 ORT AT AT HEHT ¥R & TR SA1GT o 8

1. Time & Leave (953 3R @g!) — Shift Planner (It @iR) OR faeies i

2. Departments ([@4mT) a1 Employees (FHart) g, ok From (&) iR To (deh) ! dRi, a1
This week (I g7T), Next week (37TaT 80T), This month (I8 #gT) ar Next month
(ST HBHHT) UR fareteh &Rl

3. Pick a shift, then click days (fI%e g+, bz faT IR faeier &) o it fonedt foIde IR foreies e |

4, ITeT-37eT G IR faeieh e, a1 Uah R | g hid-fdad ok & faT Fill range (skip weekly
offs) (357 R, ATdTigsh Pt Bler) W faeies &< Fill every day (g2 fa7 +R) # Treanfge el off
At gidt 81

5. I &l ugl # Save (89 o) W fereieh Al
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aillReriive )
afliferinin

Dashboard  Devica Sotup Crganization Time & Leave Data Downlaad Reparts
@ Detals © St Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment.
Shift planner
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From
3 Human Resources L A Employees -2 e 5 Ot 25, 2026
Plck a shift, then click days
Gengtal Shit ® Night Shift
Sum [ Tuw
25 26 27
Gararal it Y| | General S

& day(s) for 2 employoes - 2 shifts

Payrasl Access Contral  Account
To
6 Oet 3, 2026 Thisweek  Hoxtwesk  This month
e nu
2 9
mn Gararal Sraf 1 Ganers St
Discard
B Ema tatfhata.com

TR IR G199 ST UR &R ST dTet o R 3ghy fave et &1

© 2026 Stadt Khata - A1

ot month

@ Al Branches

0 a dmin
= » ADMBISTRATOR

Halp & Support

Rview bifing
& Shift Roster
€ Filrange (skip weskty 03] Filaveryday £ Clear changes
i s
20 ]
71 | General Shiy T (Genwalsun

EHATA

Dashboard

Q Search

eatunes L

Device Sotup Grganization Time & Leave

@ > Dasmbos Shift Details St Rosber

Data Download

Reparts

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

Shift Roster i

Who wotks which shift

¢ | Today >

y by day

October 2026

87 shifts - 7 of -5ta81 schoduled

All Emplayoes ¥ @

All Departments

Shms | ARSHAIs | e Genorsi ShAl » Mget Shin

Mon
4 s
1 12

# Gonerat Snin 5| o Goneral s s
s s 28
 Gomerst S 5 Gossrs 5n 7

Toe

b

* Gongral S

3faRersH o fRay de

3aRergH & a9 a7 ohxd ¢ foh I 7 sifafkea €t o1 Y™ e ghmi Uget Enable Overtime
Tracking (3fteRersd ¢fchi ITe] ohi) TTc] Y, oF cad o I |

Payros Accoss Conral  Account
wea
7
14
ms 1 Y
S = Gomeraishn s
T ] ?
7 e Gemseriznin 7
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» Gonerat

= Gonarss S

@@ Al Branches

& Refresh

23

+ Ganest S5

30

o Goners: St

o A dmin
= o ADMUETRATER

Help & Support

R biing

& Expon B Plan by employes

@ Colendar  #8 Week B Month table

3

v +
10
17
ns 24

5 e Gmema s
T A

T [« Oenecatsma E


https://staffkhata.com/guide/hi/attendance-rules?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=hi

1. Organization (¥7&-) — Over Time (3f[aRersd) &R faia &Y, it Add Rule (Fas sits) ™
farah e
2. Rule name (a® &1 9™) =T, S "Weekday overtime" |

3. Applies to (frg R @) & 1 All employees (T &HaR) a1 Some departments (&
faomT) |

4. Pay as (T T d<IhI) & -iTa G b 3fiaRersH & & € T T oy g, 3R & STal:
Multiple of pay (3d @1 Tom): S ¢ & dd o1 1.5 T[T
Percent of pay (da- &1 ufdsrd): SI¥ ¢ & da- &1 150%|
Fixed amount (a7 T&H): e faT g2 8 &t Tep St TahA |

5. Minimum overtime (h) (=I7d# 3fiazersy, €¢) 3ik Maximum overtime (h) (sif&rdn
3ffaRers, ©e) 9 e | hdel 34T QMR & SdReR 8e fF SId €, 519 1 9 4 &1

6. Effective from (s & @17]) Tc &7, [t Add Rule (fFaH S718) W faetes e

aillReaTive Q Soarch faature . @ A Branches [ omm—— ndin
Per o s Overtime rule added succassiully
Dashboard  Device Sotup Organization Time & Leave Data Download Reparts Payrol Accoss Contral  Account b & Supp
Over Time
£ autopay is mactive. Sel 't up BUtopay of Choose 8 ona-lime Subscription payment Rirview biting
Overtime rules + AcdRule
Hiow xtrs houss ang pald, and the minimurm and maximum cvettima that counts
Overtime rules 1
weekc!a.yfimﬂlm L.5x hourty gay 1-an et 18, 2026
‘.

( T FIReS): 3ffarersd & foly a1 Wi =1fey gt daha 81 Billing & Plan (fafe ofik @) 34|

3T, < foh ehA=t HidTge V0 R el U &hed g
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07
HidTSd QU: U hedAT
A HHIRY AN Il &I

Staff Khata 80U T shHTR! 3104 gt hiF O 3¢ ofTTd & | 82 U H IH, i hl dAlhe 3R Ueh Jth!
g gidl g, 37k 3MTUh! 1T &l fFIA-thyg da &dT & foh 9 Thgl & fohar ST gahdr 2|

A F&: A9 3R HlSel W HHAR @l BI¢ &I WR cileh gl HehdT g1 3R 3TTTehT &% HISH 3 gl
o T g1, dt Hisar ShiAdl 3R &= & oy Billing & Plan (f&feiT ofk @) 3|

FeRE) o fAg: QU Seeiel e 3R 918 391 R
3Tkl USTH STTUehT AR S-TdT &1 3TUehl I8 SA (IT HiF F&R) 3R Urgds dligy St 3514 87U felg
e fahar gl

1. Google Play Store (Android) At App Store (iPhone) & Staff Khata $%id &< |

2. TuEldl Sign in to your account (3704 37ehlde H T8 8 o) TR 3U-T Email or Phone
Number (38 a1 %I FaR) 37k Password (Ur9ds) sTa |

3. Sign In (9189 39 &) W ¢U &< | Today (3115T) Thi- Geid! 2|
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8:55 vi

& S TAFF

Y KHATA

Welcome Back,

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

v0.11.1

3TTUh! GHLIT Shadl 3TU-T §I 3iced fa@d! g1 -l & ¢d & Today (377), Attendance (37¢sH), Leave

(@gh) 31k Company (&u-t)|

GG UTHds ¥l T4? H1e4-34 GhiH IR Forgot Password? (41Eas ¢ T4?) TR ¢U &, IT 37U+

TefAT @ 39 I8 A ot el

HERT 3R FAheM &y ergafa 3

0T &l Ig ST & [T 3muehY eicher I1f2u foh o1y o wR €, 3R U hY Ith! & foiw Shmwy =nfgul

staffkhata.com/guide - 41/ 117



1. Ugell IR U et TR YR Wi alteher bl SrAfd AT g1 Allow (3/Afd §) TR U &3 ("While
using the app" (TU SEIHAT hd THI) TH) |

2. HART G UR BHR <hY orgAfd oft
3R U TTerdt ¥ 7471 e &, aF U0 Location required (@icher Si%el) a1 Camera access
required (R T AT Sxt) fa@rar 81 Enable Camera (h#RT IT¢] &h?) UR ¢U &R, IT 3707 i

bl Settings (@) —» Apps (Tw) — Staff Khata — Permissions (3/afaal) @ieeht g8 dTe]
gl

dh! 3R GPS & 9Ty 33" ey

1. Today (3<7) WX Punch in (49-3) R ¢U &< | (3T Attendance (37¢3d) ¢ @iaay Mark
Attendance (31¢sg oaTT¥) TR +ff ¢ &2 Tehd &1)

2. Attendance ThIF IR 31gcht Assigned Shift (3mTs= & 3 fIte) iR 3mueh! Current
Location (HiS[aT efiche) fa@dl g1 SR ud 7TeTd &, af Tap to refresh location (deher
REher oheq & faiw @9 ohd) TR 2 1|

3. Tap to take a selfie (Ythl 7 & foig ¢U &2) TR ¢U 2 3R U g T ATH Wit o | I8
Verification Photo (aRftheher wiel) & i feadt g1

4. Punch in (99-39) ©R ¢4 &1|
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B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

® 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

3TUeh! §9T & @12 Punched In Successfully! (43-37 9% 28T1!) fG@dr &1 SiuehT e 3o &t
che # oru7 29 IR I8 U9 3@ AT B

IR 3MTUh! §Ta & FOrN-ThfIT TTe] 8, af 31U thad ITh GRIR & e ¥ UF o Tohd 8, oI SH11he &
3T 200 Hex| 39 arge U Outside Allowed Radius (93 SRR & 9183) & 12T Beh SIIdT &:
"You are outside the allowed punch-in radius. Please move closer and try again." (3119 gg-

g oh dI GRIR T I1ER 8| HUAT U 3T e pifAer 1)
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O

Error

Outside Allowed Radius

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

Done
f————=

STfthe & 3iaX 31y, Tap to refresh location (ctehe RehsT e & felg 80 &Y) TR ¢ o, iR e &
U e | TSI 8 19 ol SRIRT 9¢ hed & | o SIUHI chuHl, s SR faumT e &J|

1. f&9 & si@ & Today (37%7) W Punch out (49-3113¢) UR ¢4 &3 |
2. T 3R k! of 3R Punch out TR ¢4 &3 |

3Mqart Punched Out Successfully! (4a-313¢ 9t%hd ¥8T1!) fa@dr g1 Staff Khata 3madh! foige &
&g @ 3mudh & 94T 8, SUfiY o HATeh, el STHT 3R 3ftarersy 3Mudh faly 8rg-3my Akt 3174 €1
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8:55 vi

Today 'ﬁ KHATA
26 Hello, Rahul Q

: Thursday, October 22

Your shift
@ General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00 PM

Checklin Checkout

08:56 AM -

00:00:14
[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave N
Apply and track your requests

= My payslips %

E?:l HEIMDUrsements 5
Submit and | ckaiaimmns

1. Attendance (31¢39) ¢g @it | Day (f&77) 3fk Month (F81H1) & &9 agd, 8k srafd ggeq &
g RY o1 sTHTA I

2. ford} 3T @R 2u @k 39T Punched In At (G-39 &1 953) 3R Punched Out At (d9-313¢
T THY), Ah 3R Tt 2 |

3. U9 Ted § a1 @ AT 87 39 fa IR Request Regularisation (YR T $R1e i) TR ¢U &,
I8! T 3R HRUT 3T, fthe Submit Request (IFRIY 9Sf) TR ¢U &3 | YR Tef ad TR g
HSR T B
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wefad & fAu: g FHarl o fAe Aierse da are ar dg e

Y HHATRET & AT Alargd U fSthiee U 9 16 &dT 81 519 WIth &t dhad sratafge Afit oR o o
&, 3 foTT 39 dg i

1. Organization (T7a-) - Employee List (FHaRt gat) R faeies i

2. HHIRY hl Ufad | -+ AR R forcieh e

3. Disable Mobile Punch (FieTsd Ua s o) TR faeich &2 (3T GIERT 1] i o [l Enable
Mobile Punch (dieTsel Ug I1e] ) W) |

ullRenuive Q. Search featarns - @ Wi Branches A
Orgenizaton ~  Time &Loave~  Duta Downiosd ~  Repais ' -
ard Employet List
3 Auopay ts mactive. Set up sutopay of choose a one-time subscription payment. Rerview biling
EVefyona | YOur organisaTion, Wi 1heN dopartment, S1aikis and aceess

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

& Mh“ag.. r:fl:-?}usr.!i(f_ttsl.\:nrma-m;hlos o @ rctive
AN ?:-nm.\.:mt; I!‘-r.w.ﬂ:sawn Technology [ @
e t::m:.n)?.m @D Activ
o !-lmp Nai @D A
g Imran s_.n ikn @ Active
— s?mn P @D Acthv
A f:rm: anmar @D #etive
gy Ranul Verma Proguctio @D A
Admin * Admia Activ

§¢ 811 W YU HHERY St "Mobile punching disabled" (HiaTse U9 &g §) SaTdT & 3R 3o+t 3rareA
<ht 18 HfF SEAATCT e Pl hgdT &1 fohell FHARY o1 UTHas 9e a1 S8 v & folg 3¢t 41 # Update

Password (UTEds 379sc &) STHTA he |

wsfiT & fag: 3 fas 4= gl @ 3ng
& AlaTSe g 37Tdch $2ra18 IR Recent Punches (8T & Ua) # 3R Aa! W fe@ar 81 gt gt & fow:

1. Time & Leave (979 3R @gl) — Attendance Process (31¢sd UIHH) UR faieh &il
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2. GPS punches (GPS 4T) W faiah &2 | dhaa T & fohy 717 U9 fiwd §, 8% Uah IR GPS a1 fAem=

gar gl

3. ford) dfery oR 31i%E aTet 3MSeh WR foreieh ahich TRl TR doh-3 3R Teh-31T3¢ chl aiche™ 3R U bl
it & | 3771 & Gt HAIETSeT Ud Goh gl ARl IR g+ & folg Map view (e &) W faeia &e|

Q1 Soarch featuros ek

aillReatnive
N el

Dashboard  Device Sotup Qrganization Time & Leave

Time & Leave

5 Autapay is mactive. Set up sutopay of choose a one-time subseription payment

Attendance

Dalty chock-ing, blometrlc Iogs, regutariz

n requests and missing punches.

Y Atendance Regularization (O Missing punches B My comrections

&
Today «
Empioyee Dl
w Kavia Rao Oct 18, 2026
W :I‘eha .I:anl Oct 18, 2026
A Oct 18, 2026
e :n:|un Mahta 001 18, 2026
Nesd il e 2o

Data Download

Al

+9179830 7

Present

Repants

Status

@ Prosent

@ Prasent

@ Prasenn

@ Provem

Lot

AbLant

Accoss Conrol  Account

Ay, Pending  Approved
Ghack in f oot
«) 5:08 AM

<) 903 AM  BGPT

+) 848 AM

BGPs

staffkhata.com/guide - 47 / 117

o Addmin
4B Al Branchas B A aomoastratos
Hoip & Support
Rirview bifing
3 Refresh &
O beave
(0] 00 8
@ GPS punches & W Finers @ D Map view & Export Q Search by name of
Punchuality Hours
On time 0-- @ &
Gnime @-- ® 7
©n time o- ® ¢
ontime ® 7
M, © 2026 Seadf Khata - Anendan




Realtime sraiafees a2t siig

o 9aft =

ST I AT IR U ohdl 8, 98 Realtime IrIAfES AM STAHTA o TohdT 81 729 g 511 & a1g
& fhRftie a1 &1 da o gt Yehe | Staff Khata de ugd Sirar |

( Ate: Staff Khata shac Realtime aratafees #2fi=i & T e Hear g

#2fi< =l Staff Khata 9 St

AL Sexie @ UT USid! §, 39feiT Ugel 3UH 3ITUhI Hak UdT STl ST gl

1.

Device Setup (f2arsg deam) - Manage Devices (3asd #39 &:) TR facied &2l

How to connect (&& SNE) R faeieh &3 | dfa | TR0T 3R ek Ua fRu gid 21

H3f4 aht geAe (LAN a1 Wi-Fi) & S8 3R dTe] e

73 ) Menu (3=1) = Comm. (&xgfAeher) (a1 Cloud Service (aT3s Tfdd)) @iel| g8
feie gsf PIN =1fRT gt @ehar 8|

STt 2 & UehR T TR UdT BT, ¥ &, 3R A ol Iere e

72fiq &1 yhR R gdr

WebSocket #sfi= ‘wss: //machine.staffkhata.com"

FK Web (HTTP) mefid “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
was: f/machine. staf fkhata.con D
P Wb (HTTP] | machings

nttp: /fdevice. staffkhata.cos ©

gea: fohdl ud ot shidl et o fely 3Tk a7Tet dTet hidl 3Tgeh WR foreieh e | JIeTE & g Y Sifthetis
82 Ud | crgfti &Y TTeldt Sird 37 gerehl @ foh Aeddh IR §e-c I 3@l g

Hifge ok @ mefiF =his

1. Manage Devices (fgarsd #9% &) T Add device (f2asd sits) = ot P

2. AP IR &t f@ax 9, a1 72fiF R Menu — System Info (Rfew S=ar) €, Serial Number
(HifTer FeR) s

3. Device Name (f2arsg @1 am) sT<f, SI@ "Main Gate" | #efiq St 91 Id1dt € g8t W@ & fAw s
TTetl B ¢

4. Add device (fSarsq Siis) =R faaias &2
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A gt 7 o onrelt g1 o1 fUset 5 fiFe & Staff Khata ot #efi= & Gaer ffer g, dt 39 &ed
Online (3ifFars) fe@dr g, gl dt Offline (3iTthetrsA) |

TR HiRTeT FeR WiehR &1 gtar, af a1 at A ugel & St & a1 3+t deh Gk deh 81 ugd! gl Sig &
TROT R o 3R O ahlfAer e

Af9 & -+ AL F 319 Manage Device (f2arsd #9s1 o) (39 gor, afdra 3ik Rete ), 3T
I Edit (i), I1 39 Delete (g2T4) &R Tehd &

hHTTRAT &l 729w 9=
TLfie dhaer 351 AN ot U e T & STt 39H 44 &
1. Device Setup (f3argd Tesry) — Users Synchronization (IsR EshiATEsier) IR faeies e

3R 37Teh UTH Ueh I FTaT ALMH &, df SuR § Af |

2. Send to device (f2arsg R 95) @lel | St @1 31+t AefiF ur 781 § 377eh! gt & fw Missing on
this device (39 f3arza W 781 8) T, a1 97 FHRAT bl ot foredt wefie &R =6t de mar 39k
fei Never synced anywhere (ehg! f&e 8l gu) I |

3. Send to device (f2aEd W 95) TR i &, e gfE i
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3 i Adenin
sinre afunos Al Branches i
ﬁa—.w\m a ADAMAST]
Dashbosrd  Devico Seotup ganization m Repans Help b SupE
Irc. Users Synchronization
5 Autopay is inactive. Set up autopay or choose a one-lime subscription payment. Riniewbiling
M Users Synchronization m
B coop e B4 Khats and on your machings.
& b ther devices
Missing on this device > Rafrosh

Waiting for upload ¢

Emplopss i Exact

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

Tch! ¢a A9 ShIH 31Td € Ta1 3Ty fohdd} Tt A2fie @ g% ohed € fSiad uget 9 goik 81 Import from
device (f2arsd @ gl &?) 39 goR Staff Khata # @1dT1 &, 3R Copy to other devices (R
feared R it &) I fohdt qa’t aiferrs=T #eft WR it ehear 81

fohell 72f9 WR b1 UT R TehdT 8, T8 SIa- o flg Manage Devices (fgarsd 899 &%) @i, «++ —
Manage Device (f3arsd #9451 &?) W facieh e, 3R Users (IoR) ¢d @iel | 7 &1 &2 IuR Staff
Khata # 310 et & &1 8T 8|

foRfYe a1 1 ot Y

=g forg #sf siferres & @nfeuy

1. Organization (¥7a-) - Employee List (FHaRt gat) R faeies i
2. HHIRI hl Ufad | - R faetah &2 3R Biometric enrollment (siatafde gRierde) |

3. Biometric Device (sTatAf¢e f3argd) g1 Step 1 (IR0T 1) & =1 =R Yo Machine User
ID (729 gorR ID) & @rer 7efiH R &Si gIdT 81 3R g 37+t #2fi9 W =78l 8, df Sync Employee to
Device (At & f3arsg WR & &?) R faeiah el

4. Step 2 (TRu1 2) & +Hd Fingerprint (fth"Rftic) a1 RFID Card (RFID @&1s) g1

staffkhata.com/guide - 51/ 117



5. Start Live Fingerprint Scan (a4 fthRfUe 5 & i) IR faeieh oY, e pHart @ g b
g U o STTeit A9 R 9 IR R (T 3191 1S U i) |

& Biometric Machine Enroliment

Bermiral ang

A, SELECTED EMPLOYEE

Lol

STEFY TERMINAL 1D 8 SYNC

Enrolied on this Terminal

(0] Machine User ID #0002

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

A3 & gfe owd 81 FHARY U o HehdT g1 83 U 31U SIS W dlgd -1 & ¥ H fow@ar 1

afia A A9 ug seAdlE W
3R ohig A F© THI HThells @, dl I8 37U Ud HHTeTh I&d! g1 3Hi-ers gid &l I Eid o |
1. Data Download (22T s137s) — Download data from Devices (f2arsg @ se1 s6as
&) | faia H|
2. Device (f2argw) & -2 fearga 4|

3. drid g+: Today (311s1), Yesterday (&), Last 7 days (fUea 7 fa=), This month (Ig #giT),
7 From (@) 3R To (dep) U< < | 319 T IR | 90 fa= I ol ST SIS R Tohd &l

4. Add to attendance automatically (31¢Sd # 31-31Y ST13) <] 38 &, T Ugel U9 Sl &
fg 59 g8 &)
5. Download punches (4T B3I &) TR faeidh A1
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Sotup 5 Time Data Download ~  Reports Hol B Siipp
Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices & Rofrosh & mporigiog fio
Pull punches stored on a blometric device into attendance, ¢.9. after it was offiing,
Davice Lol Loring Dates Todsy = Yestorday Lost7days  This month
Lo !“i!‘ o * Onding From Te
B oo22 202 B 0e122,2028
Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1
Dt

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

72| <kt AT wIsd siE R
3R #efA 3iaTs T8 8l Tahd!, df USB T IYh! U T Yol ahe 37 3 SHIE e

1. Data Download (31 g8-cis) — Import Biometric Machine Logs (s=fea Afia @
SIIE he) R faetah e

2. Select Machine Log File (72fi9 @1 it g+) o =< BIse (.txt, .csv a1 .tsv) I 3R Upload
& Preview Logs (T 3Uaie & 3R Hieg 3d) wR foiah &e |

3. g Sifd| Mapped (F@) IR swHaTRal & e fu 9 §; Unmapped (38@) gor 1D a1eft
forelt & SpSt 781 81

4, S It dh 3rdsd = 8, 377ah felg From date (331t dRi@) 3R To date (3Tt dRi@)
e &

5. Confirm & Import Attendance (gf® & 3R 3¢9 I i) TR fich il

T 9I%=<): Data Download (3e1 3E3a18) 3R A#LfiF @i s a1 Tsaits Rulé o1 fgwar g, St st
AT OR dich 81 Tehdl & | ALM STiEAT, o i T 3R TiRIciHe 8 Wil UR hIH ohid &1
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O S LU

STgTAfen AT SR AleTsel U & Gt GF Teb g1 U UR 377d &1 @1 & 3119 o &hl Sifer ahwd &, U9 HuR
hed g 3R URiel F Ugel Teafarat Sl hed gl

31Tt <hY fRAfA gah AR A 3F

39T Dashboard (S21e18) faw@rdr g foh 31t = Juf®lq, srgufed 3k oic 81 Recent Punches
(8TeT & UT) 8L Yoh-3 ol 34T THY fa@rd g, 3R aX ¥ 31 aTelt R 814 o1 g1 Faen fie@rar g &
HiaTgel 9 gl & 3|

< gt & fol Time & Leave (953 3R @g1) — Attendance Process (37¢3d UIGE) TR faeieh &l

Attendance (37¢sd) U 31151 hl ARG IR Geldl 81 $WR & 18 (Present (3uf&d), Absent
(ergufeya), Late (<ic), On leave (gl W) Pt T&AT GETd &1 hact a1 NN ht e o forg fohett
TS TR foieh e

¢ & SR heeX b gt A gid &:

foheee gg 1 fearar @

All (g+ft) / Present (3uf@iq) / Late () / Absent (3ruf®q) 31¢ed Wed & fgud & wHart
Pending (<ifed) JTYRT HSILT AT SASIR o g Ud
Approved (F55R) d U9 fSi=g 319 uget gt HSR o b &

GPS punches (GPS U3) hadl HiETSe QU F e & a1 fohg ¢ ug
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@ All Branches

A ADMRSTRATER
Sotu 5 Tim Data Downlosd Reparts Help b Supp
ard 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.
EY Anendance & Reqularization O Missing punches B My corrections
Pras Lake
7 & 2 o 1 0 8
Teday AP f-“ P A GPS L 7 A (] 00 Map view & Expo (o]
Empioyee 5 Che Punc Hat
f:l"‘_"‘_f“'" 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
) Mo Oct 18, 2026 @ Frasent 4 503 AM G tima. G- ® &
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 - @ &

ohig hHTNRT AT 3T MAfT I & foig Filters (ftheer) W facier e, e Apply (] &) TR facies e
Toh ST 3@ & folg Sox &t ugt & All Branches (9 @) 3%d9Td & | fohell Uk afert ot gert & foig
Search by name or ID... (719 a7 ID & @isl...) 3R gl SISAAIE & & [l Export (TaIUIc)
STIATA e

forett oft dfeay oR s7i@ aTet 3mSR IR faeiah oeah Attendance Details (31¢3T &Y STHRY) @idl: deh-
1 3R eh-3MT3C I THY, SEIATCT gl fSaTed AT citehe, fAIte ik €¢, 3fiR Hierget U= &t WicH|

A & BIC WiF W Y ot fTheek shdel Ueh {1 deh WA 81 Q=1 AT, 91t AT 319+t I+t srafe
@A & faiw vsaie Ruid arer e anfgul

1. Filters (ftheer) R faias &Y, Quick Select (Sieat g+) & = This Month (I8 #gHT) T4, 8k
Apply (AT ) TR feeieh S

2. Pending (cifed) o= faeiep &1

3. fodt dfaad oR Review (SE) TR faeieh e | @, dihe™ 3R Wiet S |

4. Approve (F5R o) TR facier Y, fhe gfe &d| fohedt dar ot recliehR & o felg Reject (iR
) TR faeieh ohe 3R BleT-aT RT3
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£ Attendance Details
g Meha Joshi @ Presant || Onteme | | (3 Pending
Emplayes I0: ST-D008 Sat, Oct 17, 202

Attendance Summary

+) Checkin + Hours
856 AM = 1 9HTIM

it 03 o
peu A (arch Bagh Markal (@)

of bagh'
©F o S

BT T U-3113¢ ieh e

STel hIg UT-37SC hAT Hl SITdT 8, dl Ik 6 gl (1= ST Fehd | THI GG S |

1. I8 a9 g& | HARY ol AT @IS, 3R 3R a1 3171 1 715! ¢ o Filters (fheex) 9 srafe I &<

2. 39 dfed R df¥a smgeh (Edit (s5e)) R faies | Update Manual Attendance (d31@
33T U H) GeAdT &

3. Punch Out Time (4T-3113¢ &l GHT) T< he | 3R 351+ 31Teft T & a1 deh o fhar, df Next
day (3rTer i) iR e i

4. Update Attendance (31239 3ruse &) WR faeies 2| 31 g T fag wird €1
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.

gama: Missing punches (3¢ Ud) ¢a # 3 9ot a7 fawd g fSiehT deh-g4 8 TR deh-3M13e @l (31 3HhT
3ce1) | Add missing check-out (FeT Teh-3T3¢ Siis) W faeleh e, THY 3T, 3R Save attendance
(31¢3Y g 1) R faeieh Rl

N

g1 T 31¢s9 stig (Manual Punch)

SYhT STIHTA dd he STd chis U ohe gl 7 UTAT g, oId I1se fafsie R

1. Add Manual Attendance (A937cT 3i¢ed Si13) (31 Time & Leave - Manual Punch (8331
U)) R e &¢I Single Punch (e G) 1 28 2|

2. Employee (®¥arY), Date (aii@) 3fR Shift (faiee) g |

3. Punch In Time (49-39 & 99) 3R, 3R UdT & df, Punch Out Time (43a-3113¢ &1 993)
3T |

4. Status (¥<H) g+: Present (3uf@d), Absent (3uf®d), Half Day (sier fa=1) a1 Leave
(@311 Absent T Leave & fg a7 &l F1%exd T8l g

5. qrg af Remark (feoft) S, 8k Submit Attendance (31¢sT STHT &9) WR faieh el

Qeh T2 <hg ATl <hl 3¢S T (Bulk Manual Punch)
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1. Time & Leave (953 3R @g!) — Bulk Manual Punch (siceh 8937e1 Ud) UR faeieh o, a1
FJ31d 31¢ed BiH & 3ia Bulk Manual Punch @R S|

2. Select Employees (hHaRI g+) & e g3 &fad W fea &2, a1 Select All (T4t g+) R faetn
Gid

3. Date (d=i@), Punch In Time (43a-34 o1 THY) 3R Status (Led) Oc i | g2 Afad hl 31t
forue STt @ed & fiw Shift (fwe) @t Auto / Profile Default (3ifet /| MitTsd fBwhiee) TR
& 3

4. ORI S, fthk Record Bulk Punch (e da gof &?) TR faeias &

Bulk Manual Punch

# Single Punch & Bulk Manual Punch

Seloct Employeos * 219 Selectan  Date * Shift

GUR (RIeRTSHLIA) o SR HoR o

FHHIRT TU IT A F 37U G Sleh ohi ol IRIY o Geohd ¢, FoIaH 3 3rel # v fowarm man a7 3R
PHRUT IdTd &

1. Time & Leave (979 3R @gl) — Regularization (F[eR18w1eM) TR faeieh &Y, IT 8¢ed Ul W)
Regularization ¢¥ @icl| 371 SA9TR 7 & df ¢ TR 34k ! faadt 81
2. "I T 9HY 3R hRUT S |

3. Approve (FSR &?) a1 Reject (SRR &) WR faeldh 2| Tk ATY g -1y [AueH & fag 34
IR fp e 3R 99 WR Tep &l hIRATS he|
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HSR YA UR hHARI chl 37¢ad I-1ch AN 7Y 7Y TR 379S¢ gl Sirdl gl

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

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

Halp & Support

@ » Dastboard - Time & Leave

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

Rarview bifing
Attendance 23 Refrosn
Dally chock-ing, blometric logs, regularization requests and missing punches.
3 Atendance @ Missing punches B My corrections
(D These tatals are for Oct 1, 2026, not 1oday.
Peagant Amgans Late O laave
9 & 0 A Tis @ [+ ]
Chached in today Mot checked i Afor thah start tne Agoroved ave today

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

Oct1-0ct 31,2026 122 An Present Late Absent A Pending Approved # GPS punches 55 ' Fiiters. . 0 Map view & Export Q Search by name or 1D,
Employee e Status. Check in [ out Punctualty Mgaars
Z) St 0ct 18, 2026 Lo 41 9:28 AM Lote @-- @ &
L Wloihd Oct 18, 2026 & Present 41 908 AM | # Ontme @ ® £
A Amh Ko Oct 18, 2026 @ Present +] %07 AM on time @-- @ &
av f;"‘::’"""‘ Oct 18, 2028 & Pressmt 4 9:03 AM On time ©-- ® 2
" ;‘["’;gg"" Oet 18, 2026 © Preseet +] 503 AM | B 0PE O bt @-- ® &
15 :}“_‘tgns:‘ﬂkn Qct 18, 2026 @ Presemt = $:00 AM On tme (<28 @ ¢
Bl 0c1 18, 2026 @ Present 41 9:00 AM On rine - ® 7
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T g R B e @

JATUhT T e avg Pl Pot & Toha § 3R MU gifcs T, 38 Ueh IR TT IR & | 3T d1G Bl &
IR, JA SR ifeis -3y 3¢Sy iR IRl # ugd o71d &

T R BEt Uee 3R gifele B1e Wi WR e 8t Tohd 1 3R A=Y WR dTetl fawd, af Hiser hrdt ok
I & fag Billing & Plan (fafeiT 8k @) &)

Dl oh UhR dF T

h1aiel, f8eh, 3178 3R AR ot 31U fT Ugel & 9< &1 38 dcel AT (U Gg &h UhR Siis |

1. Organization (¥7a4) — Define Leave (82! a &) W faich Y| Leave types (@21 &
TehRR) A | gR YR I e, T A &7, 53 i o1 am gtar §, ofk wiet anfey ar =8, I8 fewan
gl

2. Add Leave Type (P! Pl UhR ST13) R faeieh e |

3. WiF W
fér g T HIcdl @
Name (A7) 3k Code (FE) I "Compensatory Off" 3fR "CO" | g1} Sie<l &1
Days per year (ret & fA) R FHAR! ol T H e foA fAerd €1
Carry forward unused days (52 a7 et =re; 9 &t 778 BiedT srret Arel # =efl ST 1 i Fiel & 3fd # @H
o 1Y) gl STl &1
Needs approval (FSd %) TTe; X ST Sl RUMET A-SR a1 HR ot H9R SheT 81T 8
Colour (3) Foiex 3R Bgt & o1 | faar

4. Add Leave Type (@s! Pl UhR Siis) TR foeieh i
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§
]
& &
2
g g

00000000 -

* Compentatory OFf

Cancel Add Led~ Tyy

fohdl UehR ahl S5 AT BeH o foiw I9eh! dfaad IR Edit (S5et) ar Delete (g2TW) STHTA e |

D&l &l dcid 3@ (Leave Opening Entry)

1. Time & Leave (979 3fR @gl) — Leave Opening Entry (g &l oa1e Ugh) TR faeien il

2. WHHAR 3R Pel & TR & oIy amueht Allowed (fet), Used (5%a91e gR) 3R Left (s2) faT,
3R Total left (Fa s3) dwd &1

3. SR TS AR Y fad av Iqdd, A1 el & UGR, Fid, A9 a1 HraRt & fara & fheex &1 daa
BI3eIS i & felg Export (TFIUIE) WR faetdh el
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wllRenmme Q Soarch features. o @ Al Branches [
Grganization Time & Loavo Data Download Reparts Payra Accoss Contral  Account Holp & Suppert
ard Lewve Opening Eniry
3 Awopay is mactive. Set up sutopay of choose a one-time subscription payment. Ravew bill ing
9 Leave Opening Entry & Empont
Financial yoar: 01 Ape 2026 = 31 Mar 2027
B 01.Apr 2026 - 31 Mar 2027 (Current] All Leave Types 4 Al Branches -~ b All Departments - &, AllEmployees -
Leave balances
Casual Leave Leave Earned Leave ® Masermity Leave Compstrisatory Of
Empiany ! Alirwod Whed Left Anowed Used
prectyedt 12 1z 12 1z 15 15 90 50 & 6 135
BN 12 0 12 12 12 15 0 15 20 %0 6 8 135
ook cgliPR 12 0 12 12 L 12 15 0 15 20 0 50 ] 0 ] 135
ey 12 12 12 12 18 15 a0 % ] s 138
iy Eha 12 12 12 12 15 0 15 20 20 ] & 135
PP“’:‘H‘“:’_ 12 0 12 12 o 1z 15 o 15 20 [ 20 6 o & 135
foaginotind 12 12 12 12 15 15 90 50 6 & 138
e, o Tacrcrsar: Herd 12 a 12 12 0 12 15 0 15 a0 E & o & 135
Nt o 12 1 1 12 12 y 15 ] 15 a0 20 & 0 8 134

el ) 3 fore &t e el &

FHART 3704 $H 3R IS § 99 W) https://attendance.staffkhata.com @ a1 Staff Khata Ta &
(Leave (©gl) ¢¥) G184 39 &xd &1 I Apply Leave (@5 & foIT 3iTeeH o) @ield &, 82 Dl o UhR ohl
AT i 3@ &, bR 3R aRIE TAd &, HRUT STiEd & SR AT od 8| T 16 SRIY oY T v}
T B

el aeterrdh ot ok @ it T

g I hIH 31T & STd hig Thi- ehich SIAR gl hl Wek ¢ IT VY STAHTA 7 hdT 8l

1. Time & Leave (979 3fR @gl) — Leave Application (! o1 3iTaaH) W faeidh e |

2. Apply leave (@& @) R faeteh 1|

3. Employee (#Har) T4, fiR Leave type (8! &1 UHR) | & TR & a7Tdl & 91 fa i &1

4. One day (Ta &), Half a day (smer fa=) ar Several days (&3 &) T4, 8k arig a1 arid
g

5. Reason (&RU1) Sig1 Also notify (3 +ff gaTg) & =3 31a 37 @1l &bt g ebd & fol=s a1 oAt
gl
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6. Apply leave (g @) WR faeiep i

Dal HR AT ARAIRR he

1. Time & Leave (977 3fR @gl) — Leave Application (2! & 3da) W facieh &¢I Leave
requests (! & 3R1Y) Pending (cifad) TR GerdT &1
2. fohdt srgty wR Review (S11d) IR faeies e | ©el T UHR, dRIE, & 3R dror Sifd |

3. Approve (SR &?) a1 Reject (TR ) WR faete &, fthe gt &l
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Approved (F3RR), Rejected (3r&tenrR) 3R All (F+ft) ¢a # fdgm Tgar 81 o arg # off fopedt srRiy
T SRR F 39T thell g¢el Tohd gl

3194 gifes Siis

gifels sheie? R fa@d § iR 3rdey RUld # g&ddTeT 8id &1 YT Bl T A9 dARIhT § 370+ Gt grie
AT

Weefie & gl o

1.

2.

3.

Organization (¥7a) — Define Holiday (812 da &) WR faeies & |
Import (3/1¢) R faeiep 1|

Need A Template (¢cic T1gQ) & e TUeT SBAAS e o felq CSV AT Excel W faeies &
g4 diF Pied &: Holiday Name (gifeis @1 ™), Type (9%R) (Full Day a1 Half Day) iR
Date (@) (DD-MM-YYYY)!I

39 W, fohe whIsd ot Sfag & Tiaex SIS IT F189T e & [T faeies @1 2 MB dah &t CSV, XLS
3R XLSX WIga deidt gl

Import (371¢) R fates 2| 3k gt gifcls Tk A1 S8 SITd 3|
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Teh gifcis Shis
1. Define Holiday (8113 @@ &%) * Add Holiday (gifeis i) o faeies el

2. Name (7™) 31, Date (ai@) T+, 3R Full day (37 &) a1 Half day (smer &) g1
Description (fdazur) dofcda g1

3. Add Holiday (gffcis STig) WR ferteh i

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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Tt 3EA & fw Upcoming (3 art), Past (id gg) sk All (92f) 29, ok age & faw dfe ©®
Edit (sc<i) a1 Delete (g2Td) S&HTT i
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&er, AFET aiR TeaiT

I WA aTd &=

Staff Khata 31234, @, gifas 3R die A1 & 5 St Meprerar €, safay smuem Wsie it s g1
UEdl| 39 Ush IR T o, [ eX A6 TS 8l faeieh & Rl Iand |

AT R} Wiel & flq U1 U Wi =gy forad 9Riet enfiet 811 8RR Payroll (33eT) A=Y @lieh @, df
HisaT @ & foig Billing & Plan (fafel o @) &

Jerdt Teh 3R denfAes welfaar de e

g A& g Wel A W AN giit |

1. Organization (¥7a4) - Company (ehd-t) TR faeta &<, Tt Payroll & Tax (TRiet 3R ¢a4)
&g @ |

2. Salary Cycle Period (& =ch &bl 37af®)) & I Period Start Day (371af® g[% g1+ @1 o) 3R
Period End Day (3afd @at g1 &1 &) de | "#e o ofedt fi" dh feiv @ g F fea o
0 ST |

3. Statutory Deductions & Contributions (dermfe selfaar 3R diaM) & I St 81mg WR @R
gl 3& e AR

4. Save Changes (FgaTd g &) TR faeidh A2
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4@ Al Branches

Jevica Sotup Organization Time & Loave Data Download Reparts Payros Accoss Conral  Account

7 Autopay Is nactive. Set up sutopay of choose a one-lime subseription payment.

Company Settings o Reset
Manage your company preforences, attendance rules, paynoll, and palicias.
@ Company Profile

Salary Cycle Period

# Employes codes o
© Auies
PERIOD START DAY PERIOD END DAY sz
® nery Tracker
1 o
@ Payroll & Tax
day
@ Locakization
0 Notif ons
g Sttuory D &
& Duplicate employess Configure Provident Fund (PF), ES1, and gratisty tracking
£ My Profile E5l {Employee State insurance)
nable ESI contibutions for sligibla salary Beackeds
PF (Provident Fund) o©
Gratuity Liability
FF CONTRIEUTION % 51 CONTRIBUTION %
12 % 278 %
You have unsaved changes Discard B Save Changes

- Financial Year Dafinition

afen Jg TR &

ESI (Employee State Insurance) I da<l R ESI IleH Sl &1 &X ESI Contribution % (ESI ahTa™
(epHemd) T i) %) § Tc 3|

PF (Provident Fund) (s1fas fAfer) EPF @heldt 3R FatedT ol sRTeR difTa Siigal 81 &2 PF Contribution %
(PF TRTG %) ¥ Te e, 3T diR O 12|

Gratuity Liability (3= 39eRY) & ATl & TS} Urae o fRare w@an g

Financial Year Start / End (R ad  fa<ita Raifén & faw swaara g arer are|
<hY I aTd / 3id)

AT TR a4

IRl T G UG 8 hHART bl Joldt TeFaR g1 ST gl

1. Payroll (3Rie) — Salary Management (St UeieM) UR faetdh i | 8 HART 3 deh, TS,
heldl, A¢ Teret 3R 1T CTC & arer fzaar g1
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2. foneht et i dfe R gfse smger R foeien &R, a1 fonelt T &fed & foig Assign Salary
Structure (TR} TIFR dT ) W fFelep B

3. Payroll Cycle (2RI a) (Monthly Cycle (7119 ah) a1 Weekly Cycle (Imdifgas awh)) 3R
Salary Type (Tt &1 UehRR) (Fixed (), Variable (aRad=2fiet) ar Commission Based
(pefter amemRd)) g1

4. Earnings (HHT3) ¥R: df8eh e, HRA, Thadw, Afshel SaTsd 3R 31 Sy |

5. Deductions (shefaaf) «R, S PF, ESI 3R Mtheet | ESI &bl Sigehe AT 31etiT-37eT fazaman
STT GehdT g1

6. SR HHARI hl U AT Biee ¢ U+ fa@=T 918y, df Show CTC in Payslip (dfea & CTC
fe@my) iR feeh |

7. Save Salary Structure (Sex! TeFar 99 1) (a1 Update Salary Structure (3t TR
3UsST hi)) | faaiah HL|

13U Sxd GHY Hd & clea d Total Earnings ($a %A18), Total Deductions (Fa scldt), Net
Take-Home (812 & 314 aTeft Tehd) 3R Annual CTC (d1amT CTC) fead &1

5 Edit Salary Structure — Rahul Verma

¥37,998 456,000 1y

geIa: 3119 I8 %A Organization (d7a7) — Employee List (et gt) @ «ff @i gd &:
FHHTARY <l Ui 1 A-g @iet 3R Assign / View Salary (SeRt 08 & [ o) IR faieh &el
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A& AT Wt TATE

1. Payroll (Rte1) = Run Payroll (Rie TaTd) W faetd 2|
2. ¢ & SHUR HeHT 3R ITe A |

3. Bulk Generate (sceh # 9H14) TR faeieh Y, ohls Department (famT) g4, A8 3R I1t Siig,
3R Generate Bulk Payroll (S TRieT §9T0) TR faretah e | &R T o foig I8t alged|

hacT Geh e T I det & foig Add Payroll (SRie STis) OR faeres e 3R shHaRt g |

&R e} & Ui & prd-faa, i 3ifth 9 (LOP) o fa, Aredifees @t gifels 3fiR U3 offa 3w & fag

More Columns (37R &hictH) WR farieh &e |
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3 Auopay i mactive. Set up sUtopay of choose &

one-lime subscription payment.

ployee Payroll
Genorate, reviaw, odit, and settle monthly payrolls, attendance allowances, and statutory disbusrsemaents

Tatal Net Payrol Tedal Gross Eanings
¥1,28,200 ¥1,45,000
Employee Payroll Records &

T - WEE
emelovee o0 BT sTATUS  ATTEND.  1OF  HOLIDAY : N yo
Focia s . w  (GuEETE
Imaan Shaikn 51- e
o0ad i 5
uuuuu -

woay  Tiedser
At Kumar a1
- R, 21,190
Rahud Vierma &T- ——
& o001 LEIREL] NIETT .

I
IS 3MThgT TGt & flg haRT 6t Wier dfer Tfee &1 Edit Monthly Payroll (A1f8e 9ia

Jgcl) H 39 a1 W& o felw Save Draft (310 ¥d &hi) TR, AT QI &l S WR Settle & Save
(Tcet he 3R Ig &) TR facieh e

@@ Al Branches AL
Rirview bifing
Z Ref & Export ¥ Finers A Bulk Ganerae m
Statutory Deduction:
H
¥16,800
—
— LessColmns  September 2036 Q s
IR TOTAL
ot LLow,  EA 16N
r3so00 2,840
00 2,046.8:
26,000 Pe20 v w200 rLSsAda
v1250 w550 #23.000 TLEED %0 ®200  SLES0
8,000 Wwes) T T00  TOBND

s Yot hl I gl eh! ATeh el oh T Uferradl wR foeh ahe 3fR Settle Selected (Tt g ded
&) TR faiep He|
Hg a1 3T Excel a1 PDF # R3S e & felq Export (TaUle) S HTe e

Ufeg 3d 3R SRS

fohell TRt i dfed IR Payslip (i) TR foeieh o< | Ofecty & STUchT @RTY, 31¢SH ol TRIST, HATS,
herd!, @i ot Ssradde, ofR gl & Ae da+ feadt 1 599 gg ot fazaar ¢ b Sifftha ersw uifadt

AN §%: <ic HIh, STedl STHT 3R Giferdt & g8 i ot ahcldl|

g9 A9 e & it Download PDF (PDF S80S &he) WR, AT Print (fUic &%) IR faaiar &1 CTC i@
g7 =181, I8 g o iy Show Annual CTC (F1emT CTC @) / Hide Annual CTC (Frem=1 CTC

fSuTd) geTe el
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@ Al Branches & Growin [1S'daye et L |y P
Holp & Suppert

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

Generated

Sharma Textiles Put Ltd Rahul Verma
30 2 o 3 (] (]
llllllllllll Y Slandaed Office Palicy L
~* EARNINGS = DEDUCTIONS
FR00000  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
000 Prof $200.00
Totsl Eamnéngs T38,000.00 i D » 3,800.00
Total Decuctons 76,880.00
o Annual Cost ta Company {CTC) 4.56,000.00

¥31,120.00

AT Tt e My Payslips (3% 9fd) # oot e 2wd &1 3 anferd) dem-afia|

Usdiy 3R diswdde
ARl TSI S5 hd
1. Payroll (3Rie) = Add Advance (Tgai¥ Sits) TR faeich el

2. Employee (#¥art) g+, Amount (3&#) 3R Reason [ Description (&RoT / fa@Ron) 1e, 3R
Month (FgHT) 3R Year (&1eT) T |

3. Save Advance (Tsaig 99 &v) W faeieh el
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SieraeiAe ool e
1. Payroll (3Rie) = Add Reimbursement (Jswe#e Si18) W faeies &Ll
2. HHARI g, IhH, R, AT 3R ITeT ST |

3. Supporting Document / Bill (G8r— g&drest / fae) & =i faet @vmd (PDF, JPG, PNG at
DOC, 2 MB d) | faat et 81

4. Submit Claim (a9 51T &) TR faias el

B USdiY 3R Feifl 3@+ & feig Payroll (Rief) = Advances & Reimbursements (Tsaiq 3R
Jsradde) @i, o=H eHaTRal & Aiarsa U T 99 7Y off e €1 fohedt Rapis ot @lere 38
Approve (F35R i) IT Reject (3REThR &) &, fthe 97TdT 81 ST IR Settle Request (3-1y da

&) B | PDF & TU H SIS hl ST b+ dTell AgradHe eld & el Generate Slip (g a910) )
EqEkad

Weekly Pay Process (Qrwdtfaes aa-1 ufehar)
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I T &l 8 80 7Td BIdT 8, 31ch delil Tekar # Payroll Cycle (3Ria @sh) st Weekly Cycle
(TrATiEeh Teh) TR AT he | TgT had Tg! hHAR! @ &

1.

2.

3.

Payroll (Riet) - Weekly Pay Process (dTtifges da- Ufehan) WR faeies &2

ST A |

Teh hHARI & [T Generate Weekly (dTedfges 1) WR, a1 QR famT & fag Bulk
Department (g1 fa4T) = Run Bulk Process (sieeh Ufehdr 9eiiy) R foeieh el

PDF 3137d18 &<, Print (fiic &%) & a1 w9t &l Send Email (39 9i) & o felg
Weekly Payslip (ardrfge tfiey) @i |

YT Bl Yeh! Uferial TR feeh e 3R Settle Selected (T g el &) W fereleh e
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o 9aft =

Staff Khata & &9 @ sarer RUld €, et &Y 3rd3y O Ao 39 A IS de it S8ere: Ald &
g RO ohl TR foRa ST Tepar &, fiie & faw dar 2fic & =g A 2wa1 511 gepdr g, 3k veguid faar s
gehdT 2l

.
T iReet: Daily (357 ) RUté &% wie R gerdt 81 Weekly (ITedif@as), Monthly (A1) 8fiR

Yearly (@remr) Raid, Attendance Calendar (3189 deisz), Al Analysis (Al fasewon) 3fR qreh
faqd Raté & forg geaiwe Ruld arar Ug wie a1fgel Government Reports (FRaRT RUlé) & fig tiet
ot a1fgq | Hisgar @i & fog Billing & Plan (fafef T ok wm) <&

\

Raié ge

1. Reports (Rulé) = All reports (F+ft RUté) R foeier ¢ | Ruld 3@ feame @ Teggl # € foh smu &=
HEEd|

2. GBIt oA & fol I aferd | 28U ah? | 91, & 9 3 ot &R RUld g o felv late 218y e |

LilllBeatnive Q Soarch fasfures . @ Al ranches A
m Repan: Fayr Hoip & Supg
v
Daily & periodic
Attendance for o day, wedk
Caily repodt » ‘Weekly report > Monthily summar
- | Bl =l - i | v - ] ittt A
Péciomnca; In-out 04 e et sinarsedinelsl
I\_|I Y‘er')‘ report > E’ Attendance calendar
Attendance
Attendance lo ) Present | absem ¥ Late come s
=) Esiaimpioacem L s T @ s
Overtime Manual attendan:
@ B
Entries added or Con
[y Tarly departures | o Lotedcaily
= Mis: nches » Al in-out (multi-punch)
i Pl ) @) Essapusdpnig
Aissing Check-n at chi " Evary Infout pa por cay
B Prasent on weekly off ? I_’l Dadly time record summary
Anendance on weekly off days =xd Woerk daye, absances, |Me counts
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e i Ruté

1. Reports (RTlé) — Daily (15T &) U= faeiep &1

2. Rté @1 ueR g+ (S Performance (WesH), Late Arrival (33 @ 37T), Absent (rgaf®id) a1
Missing Punch (@1 49)), dRig, 3R fohdt enfire &t &: §ifa, fasm, ug ar S1er-31enT hHart|

3. View Report (R1¢ 3&) W ot &2
Teftor #:

U foq die a1 3 ST & faw arRig o STt aret diRY &l S&HT ahe |
ftheex @A o feg All (T+ft), Present (3uf®a), Late (cic) a1 Absent (STuf®Id) IR faias @2

fiic & fAu aUR Sanse & fAu Sheet (3fie) R faaie 2, fSTH MUY U=t a1 9, dRIE, 3R &
HHATRY & 3 Bl U, ST bl U 31R hH o 6e gid &1 a9 ST o faiT Table (3sd) =R faaia
Gord

oy 7T fdAT SR &1 31R & SMU-313 4 RUIE ol TR I |

_uuﬂliggig TIME Q. Search faafures o @ Al Branches pamn
Sotup g me & Loave - Data Download Repat Halp & Supp
Hesult
() Autopay I8 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview bifing
Performance & Change filters o Refrosn ] Pau B sheet
Dafly attendance repon
~ Performance - < | Fi,0ct16,2026 >
) DAILY PERFORMANCE REPORT AN Prosent  Late  Absent 7 Fmers @ | & Ewpant
Peclod: 18 0t 2026
DALY PERFORMANCE REPORT (16/10/2022] D Excel | & PoF
1 |ef1 Showing 18 of @ records Pat Page 25 «

o Expandshest = Fitwidth  W00% @ 100% @

Sharma Textiles Pvt Ltd
Froport Date : MITOEIGHE DAILY PERFORMANCE REPORT Beint Date - SNOFIGTE
p—
Empiayee Snin o Work Lato | Ewrty Device | Device
Mo. | Emp.Coda g Oepartmant Dosignation | Shift | Saiftin iy Tie | D, or o P Stabay. P
ADM- Uritnown
s Actmien el a3 oan | eooem | sozam em | onot= [ooor| - < | poesere | re 55-01
510001 Ratut Varms | Producton ariores | 65 | eooam | sooem | wssam | sorem [ onoes | coos 5500
7.0002 FECT W [— mekayes ooam | eoo P 26PM | onose | 000s
510000 Suniza Pat Production ampioyes | G5 | sooan [ soo 2 thde 1
570004 Irean Shakh | Praduction ampioee | G5 | S0CAM | B00PM | 8a8AM Bh 15m
510008 Posga ax Fragucten ampoyes | o5 | sooam [ sooem | soram P | ences =
57-0008 KavitaRas Husan Resurces. emgiopee | 03 | S00AM | S00PM - -
T—

810007 Avjurs Mehta i smgioyse Ay | BcoPm | B5aAM | soTPm | enis
510008 Neba Joshi Human fesources empioyee | G5 | sovam | sooem M| scapm | oni3

ATcdTfeeh, AT 3R 1T Raié

¥ T &) X8 BT T & 3rafe A, o eNfiret T & a8 A, SR fThoex g i
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1. Reports (Raic) = Monthly (F1€%) TR faeia e
2. T gH, fhe nfiet e 8 a8 T, 3k Apply Filter (ftheex @] <) TR faeies i
3. IW & 31U-3134 § ROl e | @ Fi Raid:

Raté

Performance (ugsf)

Attendance With Status (g & a1y
330)

Muster Book (H&X )
OT Summary (OT &ri2r)

Leave Details (gl &l SIT-ehT)

Ig o fRardt @

&R AR & foA-3-fa Sufea fam, gifers, ararfess ggl, Refert, @
g 3fk U fam1

R Afad T TeIHT, 82 fo &1 Tep Wed|

Jerfaes iffe # JUR s1eay IR
g & 3ffarersy el
g | ot 7€ ge

@ Al Branches

S .
Dashboard [ @ Setup s Repaort: Halp & Supp
Monthly Result
5 Autopay is mactive. Set up sutopay or choose 8 cie-lime subseription payment. —— Raviewd iting
Performance + Change filters £ Rafrash Summar vy B
Wonthily attendance repart
~* Perfermance Seplember 2026
Parformance 5 Fittors: (] & Expart
Pasioa: Oct
Q 5 12
@ o - @ DESID: Administration O roi Standard Office Policy B MoNTH O:Yfﬂﬂ
e - - — e —
v » P
- » - - - f H
@ oreT: Production o BEsiG: Superviser @ POUICY: Standard Office Policy £ MONTH! Oct2026
- | - T P . - -
000 Wat Yerma ] ®.  ww  ew amm o
L " w L] ] - - o . r £l £ £ " " an .
- mo 15m .- . i - - 2o mize i
- i o ; e -
) 5 3 = - " - = - - S - =
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HeIH Pl cheiel & U H g@+ & folg Reports (Rulé) — Attendance Calendar (3¢39 dhaie) TR
ferieh R¥ | Cards (ehTE), Matrix (Af¢e) 3R Sheet (2fie) & & &9 ad, 3R A9mT a1 SHHaRt &
faTe 9 fhee | I8 fa@Tdn g foh i<t o¥ & 31T, hi- IREIR 8T AT fherd Pgt ol

hRI Ruld

1. Reports (Rulé) - Government Reports (SRR RUl) W faeieh i
2. IR IRE el | g 3fSieex 39 sraf® & faw sruse gt Siar 8l

g @ @l e )
AR HIiH FIA
Muster Roll (7% 3<) Form 25 Shardiel Uae, 1948
Register of Adult Workers (a@%h sfiien! a1 SeR) Form B thad sl Tae, 1948
Leave with Wages Register (§dd+ gz! IfoieR) Form D ISt Tae, 1948
Register of Wages (A91g3! foieeR) Form I gHc 3tk daivt Tere, 1936
Register of Workmen (eTiTRT a1 fSiweR) Form XIII  @igde ok Tae, 1970
ESI Register (ESI 3fSieeR) Form 6 ESI Tere, 1948

e et 3rafd & g: fod & forg o o1 wwg, IR, @el 3iR ATiiaes @8t fe@rdT &
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1|!FR_§HL'IIM_EI 1 Soarch featuns. ek 4@ Al Branches L LA H
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 o Refresh | @ Tabk B Sheet
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 5. 8 1248 Dy Aesdancs tegisted with smployes-wise infout geid
W EmpCede Harme Dessgnatian Depastent o1 02 o3 04 05 " o7 0 o0 w o o 1 1 15 18 [t] 18 oA L
. . _ (1] 247 AM . oz b5 Bas 808 @02 5
T ADM-TYMULAGY  Admin sty A oy "™ o %07 AM 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 Productien 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 2 858 001 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 w08 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 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 VOBAM M 1 0
B84 008 . . BT PAdAM : #:50 (S T - I T 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 ’ 803 ES2 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 .

Neaamwp) Ry Support +S179HI0 77270 R Helplow +3170S6T00640 B3 Emad wppongsadknatacom  © 2020 St Knata: Anndance

Al fA=dyor

ol Srafe # T @ §, I8 <@ & feig Reports (RAté) — Al Analysis (Al fasawor) 0 faeies &
MUY 3¢ ¥, IR 3R Ul {3, I 3T 3R SaReTZH| 3H A el HIWT | Key
findings (7@ 91d), f&9-3-f39 @1 a1é, Attendance by department (fa4rT & fgama & edsq), iR
Absences by day of week (8% & &1 & fgame & fReIfoRt) 8id 81

ﬂlﬂlﬁEHl]lM&l Q. Search features. =k 4 Al Branches m 8 A Louasrasron

Dashboard  Device Sotup Grganization Time & Leave Data Downlgad Reparts Payrosl Accoss Contral  Account Holp & Support
@ Allteports © Reports
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Raview biting
Attendance Leave Analysis 3 Refresh Fillers 1 & E
What stands out in attendance, absence, leave and punctuality for the period.
¢ Sep 2026 > 1D Cloar Fatars
Attendiance rate Present days Ansent days Lowve cays Late arrivals Cvertme
96% 205 8 14 45h 42m
T of present days e Rp—

# Key findings Attendance rate over time

ha dashed bn

@ 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
” sap : ot sap s sept Seed M Sap s " Spi  pd 3 e
Whest he days weet
— >

@ Preseniees 205 @ Abteniess 8 @

@ Attendance by department B Absences by day of week
Lowest first. The dashac Bng i the cvaral rate @ Abtant @ On e
Human i 93% L

Technol.. 1 6%
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( dAte: Al Analysis & g 8iudh @i & ggl uded off g1 arfegl

o Ralé
All reports (Tt RUic) & 3y & off @ier Topd &:

dRIEl i 357 & fol Late comers (3% 9 3 aTet) 3R Present [ absent (3uf®d / srgufeiq) |

Overtime (3ffarersd) (31T W § 3ffarersd gi=r a1fgq) |
g9 ¥ Si18 7Y U9 Sife o feig Manual attendance (F331d 31caq) |

Leave report (82! Rul), Device punches (f$a1gd t=r) 3R Easy access (3T Teadd) |

TYId, fiie 3R R a9

fohat off RUIE R Export (Taaulé) o faeies e 3R Excel (.xIsx), PDF (.pdf) a1 Sheet view /
Print (sfic =g / Ue) g1 fic =g # sfic & SR Excel, PDF 3R Print (ftic) se9 g&dHTe & |
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WhatsApp 3fei¢ 3R gdRieH

o 9aft =

QY Wiet foA1 SR UTd 81 Staff Khata 3faept WhatsApp W 3iced ARILT Ul ehdT 8, 3T 3704
WhatsApp a1 SMS 3T § LI i 3TeTc Wl Hehdll 8, 3R TSN hl THHRT GER AIHEAI deh
UGl Hehdl B

319+ WhatsApp 9rRi2r g+

g Tar Staff Khata § #A1fcies & ek TR 3T 81 38 T hi oh IHATd] H© I Aol bl gidll

1. Organization (¥7a4) = Company (u-T) IR faeies &3, fiik Notifications (GaHTT) 2« @led |
2. WhatsApp Notifications (WhatsApp T@1g) & -2 STt Haer a13q 38 dTe] he:

gfem 3Tkl <RI fArerdr @
Daily Attendance Summary (I T 31¢SH TRieT) g 31d {1 &l 31ded w1 WhatsApp IRieT
Monthly Attendance Summary (Fg1= a7 31csd dRI2) CSV Wi & ®Y | AgA &t 3rdsg RUld|

Device Health Alerts (f2a=d g« 31ed) PIS FAMCH 3arsy Sithars g9 IR Ueh Tl

3. Save Changes (9gdTd Tq &Y) W faeich Pl
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aillRertTive Q Search fea

ros CR S 5 fal Admin v

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

@+ Dastboard » Company
5 Autopay is nactive. Set up sutopay of choose a one-lime subseription payment. Rerwiew biting

Company Settings

Ma

D Reset

@ your company prate

payroll, and policias

@ Company Profile
@ company Profile 5 WhatsApp Netifications
= M

sutomated sysiem alerts and s

# Employes codes miyici
@ Anendance Auies

& Journey Tracke Daity Attendance Summary

M Payroll & Tax

© Locakzation Monthly Attendance Summary

L Notifications

& Duplicate employess
Device Health Alerts »

Account Gt rottiod whkin & Bioracric dirvice go

£ My Profite

[T

© 2026 Stadf Khata - A

sdF g @la

37U GG o IRC T Jelc Hol+ o felg Account (3prde) — Integrations (3812M) W facies e
Integrations & Webhooks Hub (302 3R dages ga) # i dIR shaer fawd §: WhatsApp,
SMS Gateway (SMS 7ied) 3fk Webhooks API (dsiges API)| St 91fgu 38 R Configure (IR
&) TR faiep He|

silRenumme Q Search e ok @ Al Branches FRE I
Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payrodl Accoss Control  Agcount Help & Support
@ Tageations

;_l‘\ Autopay ts mactive. Set up sutopay of choose a ona-time subscription payment. Rerview biting

7 Rotresh € Wabhock API Spee
Send attendance, leave and pi

automation togls

e Integrations & Webhooks Hub

vents 10 your messaging, proje

artad Plasiorms Secunty Prewncol
2 © ) HMAC-SHA256 0
[- 1 s gevet iS4 S ety
AN 3 Communication 2 Automations & Custom AP1 1 A3 Connected 0 Available 3 Q Sewch
Avaiatie Avaitably Availasie
B =
COMMURICATION COMMUNEATION DEVELOPEE £ EUETOM

WhatsApp SMS Gateway Webhooks API

. SHAZSE 18I ke

Lo drsd Warmgs MasngPenchllarts 43

+91 79820 72270
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31941 WhatsApp Business weR 3&IHTd &he

3MYeht Meta & Cloud API &R & WhatsApp Business 37ahIde a1fey, fSiad Meta @ Ugat & HgR
AW Seie Bl

FAdE B

1. WhatsApp @&r1E I Configure (SRR &) R faeieh &¢I Connection (F-aRM) ¢ GadT 8l

2. 31T Meta access token (Meta T 2ie-T) 31k Meta phone number ID (Meta %iF d&)
ID) 3T | Meta & fiell BiF FeR ID STdf, i &R gl

3. Alert numbers (37cf¢ HeR) & = § HIEE AeR ST ol UR Hifeleh dlet 37efe 3 A1y (20
dd)|

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connectlon  Event templates  Activity

Connect your provider
up the connection once, then choose which events can send messages:

® 123456785012345

i T egritened phone number 10, ot The Sty numese

)

gdc dWeic Oe e
1. Event templates (3dc ¢wcic) ¢ @idi| aTg 3R gdc hl gt 8: Check In (Jh-37), Check
Out (I-3m3e), Late Arrival (3 & 311), Missing Punch (@e1 Ud), Leave Application

(@gt o1 3TaeH), Leave Approved (@t #9RR), Leave Rejected (@21 3rdiaR) 3R Daily
Summary (ST T IRI) |

2. s gdc g+, S Check In|
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3. Approved template name (HS[R ¢wcic &1 A1), Approved language code (FSR 4TS
hig) (S en_US a1 hi) 3R Exact approved template text (F3R ¢Hcic & §ag ¢eRe) BTdl,
Sten 9T 1 hidl ek ST Meta = HoR o

4. Variable mapping (3Rgser &fthT) & i g7 o 52 ARgae & a1 «R_1 911, Si¥ Variable 1%
fT employee name (&HaRY &1 9™) 3R Variable 2 & &g punch time (4@ &1 973) |

5. Recipients (4 aret) g+ 3R Ig GfE o o folg afey WR fees o ok a1mua rueie sl Meta @
At Sitg forar 81

6. Sten-Steh AT AT SIYIT I 3@ & [y Preview message (321 &1 i) W faeies e | oA
& faT Test number (3% =sR) ST 31k Send Test (3% 9si) R faiehr A2

7. Enable event (gdc d1e] o) @Tc] &Y, e Save configuration (SRR Tq &) R faih
o

Check in

#11N IFECOVEI MESAGE ANG CHOSEE WA TECHTVEE
Approved template name

attendance_check_in

oUs

4 th language of the approved template, for éxample en IS or b
Exaet approved template text

HI (1), your enack-In a1 {(2)} is recerdea)

.
dYe: Missing Punch (@e1 U9) d321 U aR, 1% @ gi= & 30 fAHe 918 |1 ST1dT 8, STal Shael 84 A

T3¢ U4 HISlG 811 Daily Summary (157 1 9Rie1) YRR 999 & 39R Id 10 Sof IoldT & 3R had
3¢ FeRI TR ST B

N

Activity (fafafedr) &g 7 g1a7 & ¢ 3R gdc T fewd §, 3R g +ft foh oueh MatssR A 33 Wi
forar ar T8t

staffkhata.com/guide - 84 / 117



gama: "Accepted” (WhR) &1 Aded 8 foh Meta 3 Ha21 TR & foran| 3o f3cfiast i gfe =&t
gidT | QaRT A9 ¥ Uget 39T Meta €S Sird |

SMS & 31cté At

SMS Gateway (SMS Ted) oft 3&ft a8 & &=dT &: Configure (HIFRFR &) TR facies &R, Bl
UlaT8er dhrae &, i gdc ¢weie Te el 3T MSG91, Fast2SMS a1 &R Uldrger & fg Custom
URL (e%H URL) 1 Hehd &1 HRGRI SMS & el aimaehl DLT-HSR €& ID, €iedl ID 3R ¢eie dere
TgY, SYfeIT 3¢ 31U+ UaTss? I oiehe daR Wd |

T HiTeRR & 3de ISt (Aager)
3R 3 370 FitedIR AT fohdt SifIA el ht IdT 84T a1fey foh Sl hig Ud-34 ohedl 8, Del o faig
3{TeIq el §, TRE, dl dageh S&IHTe il

1. Webhooks API (deigeh API) @rs &R Configure (SRR &) W ferieh il

2. 371991 Webhook Target URL (2eiges 27t URL) STed|

3. Event Subscriptions (gdc Tsafehte ) o =1 9 ST aTet gdc IR feh &1

4. FHAFM Sire= & faT Test Ping (2% fn) iR, fthe Save Configuration (HIfRRRE 9 &) TR
Egc:ad
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.. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa
it

hat tigned avant rtificatons
1 EVENT SUBSCRIPTIONS B TRIGGER FILTERS *

W anendance punch_logs
Raai-tameg wabhosk aytosd patched on every chack-in and chack-o3t

> TestPing

g 3de grs4 fohar gidar 8, difch 3MudhT fAeed SiTa 9 foh ag 99 | Staff Khata O 31T g1 31TUch SacuR
! g1 SRRt Webhook API Spec (cfiges API @fAfthehe) # ettt

fopd} Tha opl d¢ TR & folT 3T Wi iR Disconnect (f%rae &?) WR faeias ae |

staffkhata.com/guide - 86 / 117



14

de 3R HidTsd R FHARI Sh-afdd

A pHARY AR aTd @i

HHIR) AT O g3 hHaRI @l 99 IR 3R Android g i0S & Staff Khata 89 & g+ Staff Khata

37ehTSC AT g1 & 37UT 31dSH @ Hehd €, TTeld Ud Slch ohidl Hehd &, Pel o [T TG oh Hehd g
3R 31+ 9y 3% gand &, fIad 3Much UTd &»d g1l 31Td &

TAT TR HHAR! AR BI¢ W UR ¢l gl dehdl 81 His[al @ o faig Billing & Plan (fafei sk
) |

i=iRal &Rl AR &

1. Organization (T7a4) = Employee List (ARt gat) R o a2

2. Add Employee (FHARI Si18) o STd dTell dR @iet 3R Invite Employee (FHAR! &l =i1dT1 §)
IR faeles e, AT HHARY Y ITh S0 3R AIEGSA AR & 1Y STis | o HHARY Sig SR AT S|

3. forelt o1 uTEE Te a1 d9e e & fAIg dfert @1 A @il 3R Update Password (Ird@s 31gse
) TR fadiep |

4. et ot Staff Khata TU @ Tethl o 91 U9-37 i o oh foiq Ufed 1 g @iet 3R Enable
Mobile Punch (HleTser Ua a1e] &) W faeieh i

FHART https://attendance.staffkhata.com W a1 Staff Khata 89 & 3¢t $8e 3R UrT@s & 9184
39 hd &l

My Dashboard (9=T 321413)

TS &7 el R wHat My Dashboard (331 32e1E) R ugaar 81 309 39 39 AeH & &, gel &1
detg, fo el TR I8 &7 31 € (SI9 T gt UD-3113e), 3R 31al deh & hid-faad fawd g1 it & ¢
T Y 21ddT 3R Bl BT W ART A &
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ilRercive

118h 23m 112

..........

View detaas
Meads your attention % This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-outs — 1 Days A Late o Leawe e P o
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18 & Clotknd n
My Attendance = 2 My Leave A B e
Cavaat Leave
—
TomMows ® 0 A WA Skklen
14:20:02 i
Matarnity Leave
Compensatory Ot

My Attendance (/% 31¢sq)

My Attendance (B3t 31239) & 31T & €2, 39 81, 39 HeH 3R &g off sfiarersy foar &1

SITSoR 9§ UH-3 e

1. Punch In (49-37) ®R faeich &< (SR S8 3R T UST WR) |
2. SISSR YL dt hHRT 3R clicher hl argAfd g
3. Toth of 3R gfe &2

U Oeth! 3R Atehe & 91 94 giar g1 o= & 3fd & Punch Out (4a-313¢) R faaia &l
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N

. . Hoha dashi
ﬂﬂgéﬂuwel Q. Search features. L] o ENPLOTEE
My Dashboard My Attendance  ApplyLoave My Paysiips My Profilo Halp b Support

@ My Dastiboard © My Aftendance

My Attendance & Retresh

Your punches, working hours and sttendance history.

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

gfaga ad

Attendance History (37¢Sd o gfdgrd) ¢a | g2 a1 hl Tt §idl &1 U el §Ha, S&IHT o fsarsd
3R FaRY TR Tiohe 2 & fay foedft i = oiivg aret 3mgah R faeiah e

Attendance Details

Y]

Nena Joshi
sT-0008

PRESENT | | ON-TIME

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours
PUNCH INFORMATION
@ S03IAM  OFFICE

O Samusng Gatary A4 - At

Karcd Bagh, New Daihi

VIJAY SALES.
3 KARDL BAGH
7 )

Kaiod Bag
< Galfar markt
el j SO
o
¥ ;009

Ted U Sk heard

staffkhata.com/guide - 89/ 117



1. 39 o9 W ufee smge R faies &3

2. Request Correction (guR o 3R1g) # Punch In Time (49-84 &1 §99) 3R Punch Out
Time (4T-3113¢ T THY) T e |

3. Reason (&R0 Tct 3R Submit Request (3RTe ¥5i) TR faeieh del

SR HeRT o felq 3TUeh UTe S77dT g | ShHIRT 39 Regularization (JeRTSSIM) ¢F UR ¢ &hxd gl
S fa=t da-3mse 78l 8, @ Missing Punch Outs (¢ Ug-3113c) & e fawd &, ok o et ool uw
&l 75l & 3-1oh feig Request Missing Attendance (¢t 3i¢sd T 3131) g

Apply Leave (&t & fag smaes)

Apply Leave (gt & T 3rraigH) # @Rl 3191 el Sl doid 3R 8 SRIY hl Ted q@d &1 &
Apply Leave W facias &ed &, Leave Type (@5 &l UehR), aRIE (a1 Half Day (e &) g7d €,
HRUT SIS g 3R STHT hed 81 31T 8 gHLAT hl aRg HoR IT 3AThR hed 3

My Payslips (8% afa)

My Payslips (73} 9feia) # et 7811 3R el g R YT g8 Jolkl 3@dl 8, SHHTS, ekl 3R
M fohy Y AT & T1er1 31dSH, HATS, Hld! 3R sal | Ac da- dTett I3 Uiy @i & folg View
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(2E) W fories &3, 3R 39 PDF & =Y & 89S e

aillBenunive O amrch T - o g Rewve
AMLICPLTING rrh
MyDashboard My Atiendanco  ApptyLoave  MyPaysips My Profila Hatp & Suppert

SToO0Y

% 5 MyDutoard 5 Fayily
@ Payslip Details
Wiew and downioad salary siip

»*
T
rrrrrrrrrrrr PutLtd Rahul Vierma
7, Moo, L Supervis
—— Emp
Ema
Offic Time Policy:  Suanciaed O8fica Palicy
s v DEDUCTIONS
24,000.00 FF ([Employes ¥2,880.00
EH0.00 PF (Employer) {Exckuded) 0,00
600.00 o0
02000 B8 iEmplay 0,00
000 (o]
000 Frofess al Tas *200.00
----------- 218,000.00 LOP Dao £3,800.00
Total Deducticns. 6,880,
@ An o Company 00,00

My Profile (/< viwsrse)

My Profile (3%t Tithrser) & fAsit STHGRY, HRER o1 3fAgRT 3R deh il BRI Teh &l S8 faadt 81

Staff Khata SU w®

raTger QU siaiall o) o i glRrem o o & 2 3

Mark Attendance (3139 TTQ): Tthl 3TR TAThe & TTY Ug-3 3R Ug-3113¢ e | 3R Ih
foIQ OiaTse U= & §, af & 39ch! S8 31UAT 31918 b AT Realtime araafees fZarsy swame
& 8l

Attendance (31¢2T); A &l dheist| U &l eTsHTST 3R Yoh-3 Al aa & faig fopeft fom
TR ¢4 &Y, 3R 34 8l shea & flw Request Regularisation (JUR T S i) TR T 1|
Leave (gg1): R fam, amd fa=1 a1 adial & 357 & fAg aimded &, 3R SRy o1 Lo o |

Payslip (d9fw): @15 oft A48T 3% 3fk Download PDF (PDF S3dIS &R) TR ¢U i |
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Claims & Reimbursement (a7 3R dswreidie): fae 6 wiet a1 PDF & 912 Teaid a7 &g ahl
Fi ST | Ig TUh! Hel & feig Advances & Reimbursements (TEai¥ 3R dgrawide) &

ggadr gl
Profile (Stwhrser): fAsit 3k et i ST
8:55 vi

< Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

& Checkscomplete & Locationoptional

General Shift

® 0%:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

gea: R fSr-thAT a1e] 8, df hHaRt U & et U9 o Hehd & 5Ta 3 99 GRR o e g1 | 3 3icsd &
fam aik siifthd ergw giferdt
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Journey Tracker (Qs-3if9)

wIH: Journey Tracker R3-3i

Journey Tracker 3T &% & el § STt I8 R B Il 5 T fAfSie, Befteaxt, afdw sl | wHar!
Staff Khata MieTgel T U= 319+ ATATY Sof dhid &, 3R 31T 39 8T T 3%ad ¢ foh & el &, hal vch 3R
fohamT & foRa|

T §¥=4): Journey Tracker Tk U8 Us-3iH 81 Journey Tracker 3= 3R aféwq &g q+ft fawd & 5@
MU JHBISC TR Ig Te-3HT 1] gt | His[aT vl & faig Billing & Plan (fafeiT ek wir) 3|

Journey Tracker Te] &

MY S & STAATA Y heA T Ugal a9 e fob B fohd=t IR 0=t dcher 9 |

1.

Organization (F7&-) = Company (&u=T) TR faeieh 1|

. Company Settings (Ut &fdw) 7 Journey Tracker ¢ @l |
. Enable Live Location Feed (cTgd alhe Hhig TTc] &e) TTe] i

. Location Update Interval (cfiche 3TUsc ohl 3idRTel) Tchs H STet | TATGIAR ST o ol 3 Tahs

&k |aT 8l

. Save Changes (9gaTd g &x) W faeieh 2| TR "Journey settings saved" (I &t Afd

dq gt 71g) e

staffkhata.com/guide - 93 / 117



Time & Loave Data Download Reparts

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

Company Settings
MANIge your company pleforences, attendance rules, payroll, and policies

@ Journey Tracker Settings
Configure ive location updates and automat
Enabie Live Location Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

AUTOMATIC START APPLIES TO

YU Ve Unsaved changes

@ All Branches

Roview bifing

D Reset

Distara & Save Changes

afén

Enable Live Location Feed (cisa
AIcher thig dTe] )

Location Update Interval (iche
3USc ol 3idRTeT)

Start Journey on Punch-In (d=-g4
TR I Y HY)

Automatic Start Applies To (3197-
3T Y T fohd TR 1Y)

Jg TR &

HUATRY Y I TeTd THA Areh 31Use AoldT gl

I fohat IR 3raeft Alche ASTaT €, 1 € 60 Tchs deh| BieT 3idRT FATGT

et 3R HiETsd 32T W T B

FHHART & HIEGSd UF UR UF-3 i gl ATAT 4-37TT & P adT &

All departments (g%t fdwmT), a1 haa Selected departments (A

g fam) | st fiR oft 819 & I Y& R Hehd 6

I RS Y (R, Aiase Qu)

1. Staff Khata 39 &t Home (8H) ©hI9 W Journeys (1Y) TR U &< | 3T More (37R) —

Journey Tracker T +t ST Gehd &

2. Start Journey (I3 F 1) W, O g2 &k Done (8! 1) &R ¢U &1
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5:20 vi

Journey Tracker
€« Y ©
® Ready to start Online
JAYPEE —
— ) ST TUTE O R
s INFORMATION

& TECHMOLOGY

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

319 ThF TR ON Trip (I3 UR) & AT 379 deh i g3, 1afd 3R Iepurese fawd &1 QU ShuTss & g1 |
off TR 37U ke HSTT Y8dT 8|

gaIa: 3R U9 Jd1a-t ¢ "Battery optimization is on — tracking may stop" (siest siifeerrgsie
Al 8, 2fehTT B Webel 2), Y Fix ($ieh i) TR 20 &2 3R Srgafa 21 & Wi et aaM & [y Seurss
QU & o ad 8, FOud T & w@reft S8 @e St 21

YhUISC Ueh USTE GOl Shd &: I8 <hal UT, T §aTT 3R ehls i falef|
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1. ar= arett hia IR Add Checkpoint (Jehuise Siis) TR &0 &2 | Log a Stop (T3 &si &) effe
Gl &1 STUh! Ah 3T0A-3MTY [ Tt &

2. Add a Note (Optional) (i Sits, derfcen) & il feidd foh T gaiT, S ST ehiH-41 STk geh
forami

3. foa, T&fie a1 wiel Siiga & faw Attach Documents (S&TaW SiiS) OR 9 & | Take Photo (Wict
of) a1 Browse Files (W1 sITSS <) T |

4. Save Stop (UsTd 99 i) TR ¢U 1|

C

:,ﬁﬂh¥,‘“
lanirnai Tramlar
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.j
P9 o
28.7KB

YT TH hd
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1. &M T8 W End Trip (I3 @H &) TR U He|
2. End trip 8 gf® &1 A5 @A e & d1e IH QIART & a1 fhdl ST HehdT|

AT 3T I, el I 3R &R YSTd < 1Y &g gl SiTeil § | hHART [Uselt A More (3R) — Journey
History (amT &1 sfagr) # 3@ gohd &

3t A hl ATz9 3 (T=fAA)

1. W & Ag H Journey Tracker TR faieh &1
2. Refresh (Rhsr &3) U= fatcs &< | a3 WR Hisgg G+t @RT Live now (373t @ga) & i fiwd €1

3. Journeys List (Ir=mait Y Gaft) # fehelt =me] I IR Aa aTet 3M1geh WR fereteh Shich I8k argd
TR Wit | 15 FAIh T gt TR HHARY S AT ToAdl 5, 3R d18 3R Activity Timeline

(fafafer ergaeTsH) gidt 81

4APEE
SO s ST e |

& Journey Tracker @
* Rocordng Online Rahul Verms
~ 8 2
MOk Jage; ity Timadng %
..... o :
e |
T K - e AT ]
%, 5o
[ B e SECTORES J
E AL VIHAR
3
B Park 2
Sectar62 { ---------------------- awsd ey
&2 ‘g‘l j E ’,
[Googiehe ] §
E ETE 1
! I
OnTrip i Lh
StartTime:65:20PM : {
:
7 [c] @ {
. ¥
0.00KM 00:00 1] 1 e P e
Distance Ouranian Checkpoints 1 ]( = 7 =
@ AddCheckpaint " ; 5 i = :
o i K} e St
& i Eotam c
B EndTrip S ! ‘ Z : =
— [ i : p SR i e Y
ey e

Journey Timeline

T Toh 1Y 3@ & fely HWR 318 3R Live Locations (FT5d @lche) WR faeich o | I8 IHT WR HISG
&Y HHARI ! Uoh ol Aol IR fG@mar g1

T 1 e &d
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1. Filters (ftheex) & 1 Today (37<1), Yesterday (&), Last 7 days (U 7 &) a1 This
month (I8 7EHT) T, a7 319+ From (&) 3R To (deh) dRIE Te &R | 3T Goh sprart ot I
gohd gl

2. $W & hre Total (FeT) A=Y, Active now (37t a1e]), Ended (@), Distance covered (ad
1 8 gft) 3Rk Avg. duration (3 e@afd) feard g1

3. gt ftheex e & g All (F+4t), Active (I1e]), Ended (@) 3R Auto Ended (3709-379 @)
¢d, 3R I SIS hiA & felg Export (TFIUIE) STAHATA e |

4, et ot g UR S gret 3118 WR fateh e | Ol H = 3R W g1 T T, el USTd, g 3R
Journey Timeline (ITT eTzHTE) fR@dt §: 8% 3189 3R &R U8, 3R a8 foha-l &R IelT| Ihuise
R HHAR! T Al fow@ar g, 8k fae @ & faw 3T attachment (31¢ade) TR faieh o) Tehd &

T SIIRT IATh 4

1. I A9t H View route (AT ¢d) WR foeieh R | O 1T 8% USTE & HeR & A1 e} WR & Sl
gl
2. 139 ! SlaRT I & folu @ qamd| 1%, 2%, 4x I7 8x wWig g |

3. TS bl U ¥ q@ & fg 3D Mode (3D #ig) W, 3R ddalrse & & foig Satellite (deemse) )
faeien k¥ | Reset View (g ¢ o) TRt &bl 9199 of MTdT B
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Rahul Verma P
& Joue-10-21-51-000 o, ResmtView (@ 30Mode X

\ / DILSHAD = b b
B Activity Timeling x 1 e | DiLEn
2 / Rz A
e Tracking Started L simanin
Sharma Testées, Secter 83, Nolda 4 S
7 e @ J
i) ]
["' | f- '“""] : bongion. 1, v
: o e o R e, W»‘""
e (o) o e L 3 (o e
o oo ir sangi KagaR z w
G Faic, G Mo, an LT
e J
£ s
Orcer: 40 s of e popin o
# ttachumes
Yaa P e 5 48k
o o
; 2 4 o4
i € N 8m { i ff aﬂm?.
PN N — J X Ul g e womiram o
Chands Chowk b
CofecanT thoqe 1 Septomner sugalouré v e ]
Inwice
# :; sigipn.hs'lrmcnv
o P
P @ Deive LY TS N S v
£388m 18m } =
= ﬁ
”:: O Stop g, '/ j
Do Qe Lacmibg Deme HASRIHClEE
S e g g oo, scron 2
o décraey % ] ’Ea(;:
1248 ;f | %
o © Drive a5 hmn - iy % i
1155%m- Wm A ASE | ; 5 % a
w23 @ 3 ‘E lT&R-\ Y 2 § e
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Ale: 3R BIS IHT WH BT Y TG, df 31T IT AT T & WH e b 8| Tl BIS &I T8 IS
3U=-3Y f &g g Tehd! & 3k Auto Ended (3194-3T0 @) & w0 # ot &l
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Pro HRMS (Q=-31H)

@H: Pro HRMS Qg-3if9

Pro HRMS 31¢sd ¥ 31 & ST&xt HR ¢l STiedT & shusil thig, 3achl Ratfd T, Imed, gde ¢fdh,
giferdl! 3R Toh TgIIdT 8%k | Ig Manager (F9oR) et oft Siigar 8, arfes & &g sra= ol i q@rer
g P Toh|

T §i¥<1: Pro HRMS Teh U8 Bs-3ifH 1 39 A=g a+ff faad & STa ag 3udh 3iehIde UR ATl gl Hisat
$mal & fae Billing & Plan (fafe ofk @) <4

Pro HRMS #<] g

U- 311 =Tef 81d & s 3k A9oR & foy Ik &Y ugt &, 3k seart 8l &, T Pro HRMS 3,
fagger g1 =it 5raTs 7S &% <fiet st A A B

Tired this
VO3, WRTd 3R ST & g Tep 91en qlar|
1. Pro HRMS — Organization Feed (TTa Hhig) TR facias &l
2. URe §faT | a8y & | Hifsar Siig+ & faw Photo [ Video (wiet / difsat) o faeies &2

. g [ 39 &9 3@ Everyone (941) a1 Specific Department (ehls @ faum) |
4. Post (UIe &h¥) R faeieh di|

w
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siare 0 Soarch features
EHATA
Dashboard  Device Sotup

Grganization Time & Loave Data Download Ruparts

ard - Organization Feed

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

M Organisation Feed
MW Company announcemaents, updates and celcbrations.
A A Welcome (o the team, Neha! Fo Our new HR Executive joins us at the Delhi Showroom,
Admin
E B
o o

& My depanment s

&5 Colebrations

L in Shail

o posts yet— be the first to share!

HHAR] TR h 15, e 3R g &< Tohd &1 Celebrations (S1%1) @1 # 31T iR 31H aTet S=Afe

3R & &Y grafiRg R &1

st gt

3t & foarar g foh ot fohd RUIE ohear g1

1. Pro HRMS — Org Tree (3if €1) IR faeiep &2

2. Create First Position (g ug s-1¢) W faieh o< (a1 # Create Root Position (a0 ug

o

g 1d)) 1

3. Link to Employee (&Hart @ Siis) & I shHart g+, fh Position Name (g o1 A1),
Department (fam) 3R Designation (Ug) 9¥| Responsibilities (S aRar) 3R wiet

denfceh |

4. Create Position (Ug s9T) W faeieh &< | ¢t @t At Y 3R F@H & foig fohedt ug o= Add Direct

Report (Tie RaiE o qrett SI18) AT e |
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IS UG dd dch Wil Ig Tchd] & STd deh 3T I [l YT 7 &R of | HHARI ¢ &bl My Org Tree (91
3iff &) & SEa &

STTel et
1. Pro HRMS — Job Referrals (Siia 3%3at) — Add Job Opening (Fie<t bt 5718 Sits) WR faeiah
Gixd
2. Job Title (Sife erged), Description (fdavur), Location (Sg) 3R Department (fa4mT) erd,

fohR Og 1|

TR 31U Job Referrals (Sifa ¥heet) UST UR W@iefl U 3@d & 3R fohelt ST aret bt 91 31t o™
& foT Refer Now (313l ¥R &) TR faeias @i 81 31T View Referrals (3%et o) & Iufigart &t
Sifad g 3R 8 U &f Pending (<ifad), Hired (1<) a7 Rejected (3EiaR) # 3Ted 81

AT & hIH T 3U=C

FHHARI Submit Today's Work Update (3117 & T <hl 3703¢ i) TR foeldh ohich ddTd & foh 361
fohe IR & foham| wsfA iR 89Sk Pro HRMS — Daily Work Updates (357 & &1 o 31dsc) #
ARG IT HHAR! & 3ATd & Faoh 3USE 3@ &, 3R 3= Export (THIUIE) X Tohd g
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ST & Uiy, hiF 3R <) dufd o1 fgare & |

1. Pro HRMS — Assets (Tdc) — Add Asset (Tdc i) TR faaiah el

2. s YR g+ (S Laptop (<fdcid)), Asset Name (Q8c &1 =) 3R Serial Number (FiRaa
deR) 3Tet, 3k A el

3. Inventory (39¢!) Tt & Tdc TR Assign (3189 &) W faeieh ¥, Select Employee (wHart
g+) & - pHARY 4, 3R Assign Asset (T 3178 i) TR o @2

& THe & Assignment History (3raTg-Hc & 3{d8M™T) 8dT g1 dHar! My Assets (FR Tde) & ¢@d
8 foh 37 yrg =T 81

gifaft s=rs

Pro HRMS — Policy Documents (difeiei g&drast) — Upload Document (GIATAST 3TUIE ohe)
TR faeres &2 | Policy Name (dfferdt @1 ) 37k Policy Category (uffet &t 2oft) 31, ik Tep
%Isdl g4 (PDF, Word, Excel, PowerPoint a1 85, 2 MB ddh) | SHaR! Uifed! @leleh?
Acknowledge (ug foam) WR faeies &Rd 8, 3R 31T 3@ Tahd & b fohae 39 TR fohar 81
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HR 9gr™dT

31¢ed, Pet, IeT 3R gk HR ATHE! § ¢ TaTell o fol Ueh ged 3%k | hAdRI Raise Ticket (feshe
gTY) TR faiep ohech fawa, faaror 3R 5 deh WIgd Siisd &1 HR 3R vsfa= goft féehe Pro HRMS — HR
Support (HR Tgr™IdT) # ¢@d g 3k Update Status (¥cd 3use &?) ¥ 3= Open (Ea), In
Progress (&M 9 &1 8), Resolved (ga & ) 3R Closed () & 31 S@Id €1

foreft ot AR aTd

1. Organization (T7&) - Employee List (ARt T&t) R focien e ok @Rt &t gfse &
2. Employment (1<) @01 @iel 1R System Role (f@%# ) St Manager (F99R) TR T¢ i
3. Save Changes (9GdT@ Tq &x) W faeieh Pl

----- Al Branch: 4 Growtn (1Sdayens Al Racins
- Py .
Grganization Time & Loave Dats Downlaad Reparts
Ad Employee
Mstopay is mactive. Set up sutopay Of Choose 8 one-ime subseription payment. —— evewbing ng
Edit Employee & Back to Diractory
FRahul Vesma - 5T-0001
1' ‘Personal info © Erployment
Employment Details
EmployeeCoge 0 o g D 0 Branch*
Change £ 12 Jun 2023 Hoda Head Ofice tNOI-HQI
Department * O Designatien Reporting Manager @
Proguction Supervisor Safact m

Status* C Office Time Policy (

Stendard Office Policy (Defaul)

HR & Compliance

||||||| perience O EPF number ( ESI number ©

fohell A4Sk bt 19 & 9 Tt o1 81 € fSiFiet Reporting Manager (RUifén #9wR) agt aafad g1 59
& & &Y 93™ & Employment (Fie<t) TR0T R T 1|

( dle: System Role (9% 3a1) & Manager (F95R) fdeeq st fdw@dr & i@ Pro HRMS a1 8t
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AR U9

HSR 915 39 @3+ IR Manager Dashboard (3SR Sereg) R ugad &1 A H A &:

i AASR 981 T &hed &
My Team (& &) 319 it RYE et aret Foft Al ot g, SfsfH fi aRt ofik ®ed & a1y qad &l
Team Attendance (& 31¢39) I ol 39T &Y 3¢S d ofR U9 Sifad §, 3fiR 3iced JuR & STRIe 3&d gl

Team Leaves (&9 &t gfzar) & & Pl oh IR GEd & 3R 378 HeR AT SAhR ohd g

allRerLTve . ‘Search faaturis . ¢ (CEEELLl o R navem .
v Dashie My Team
aget O My Team
Qs @yTeam
Emplaye
THTAL M
A3 i e & o % (1]
Team Members 3 Fostoas!
Lgnation
Amit Kumar Machine Opesator
o CENRAL Aetive
‘Sunita Patil Quality Inspe T
WERAL e
Imran Shaikh Machine Operator
B Mach Op 25 -G 03 Actire

Dl el PRI HR Y
1. Team Leaves (¢ &l gfedl) R facies &2
2. Leave Request Details (22! & TR &l STFehRT) Wie o folg fohelt SRie IR 31 aret

3Mh- R ot H|

3. Approve (AR &%) 0, a1 BRI & 91F Reject (SRR i) TR faeies He|
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fohelt @t & folg Aok 3Rk HR ST ht J9t @1faq 1 #ASR o H9RR A & 916 3iRie W "Approval
Pending from HR" (HR <t #S3t simehl) fawdr €, STa deh HR Sifds A5t 713 31 PR g & & his oft
£ IIIRR T &, dl el SIBR 8l STl 8l
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@, fafel T ek agran
@ gt

3R g ha UT | T S5 chaad Admin (TSAA) ot fizadr & ik dhael a8l 3Tuiis e TahdT 8

ST HISIGT I o
3MYhT T §ALMT O & FWR eI & a9 A1 & arer fewar 81

1. W TTE 3R W o5 R faeieh e

Lrase Q0 Search features nek JI Branch
'iacm\m 4B All Branches

£ A aowmisTRAToR
Dashboard  Devica Sotup me & Loave ~  Data Downlosd - Reparts o & Sups
5 Autopay is inactive. Set up sutopay of Choose a one-time subscription payment. Favigw biting

P Welcome back, Admin!
Bl suncoy, 16 October 2026 - You'ro ail caught up! Mo panding #6tions roquire your stention 1oday

Total emplayees = Prasant today 2 Absent today o Late taday & on leave ]

Map view View details Recent Punches View Al
@ o smage
Sunita Pati
et oy s a5 5 swiata 028 (BB " Liate Emteaice Toin
ey waasn E B By £y
i i 908 Kanita R
i@ AT KAN, a
CHOWK o - Kumar
0807 K fnar -
PAHARGAN. b d’_: aruna WMui Enaranes
. =
d ety et
57 ooz gy RahulVerma =
ER NAGAR 4 g SHIPRA SUNCI Main Enitrimes
it PATPARGANJ et
ST
owoa: (). (e n
v MPEXTENSION ‘_ samisung Gataey A
MAND! HOUSE P —
Lo = c1om 43 soop s Imran Shalkn
= SE i Manuat Enery
o 1
PAMDAYV HAGAR MAYUR VIHA H g 3 _
Googe  New Delhi arEs A PHASE el o000 POk Nait
—t L T e anuiat Entry
Late arrivals 1 View A2 Upcoming Leaves 1 Vi A Celabrations Hsidays
sp  SunitaPatl e Wy Meha Joshi e
 at 08 24 Catual Losve - 5ct 26 i 8

15 Imran Shalih

2. Manage Subscription (Fsafeher A4S ) UST GeldT &1 $TH 3MTUch W okl ATH, 3TH foha=
o 37 f2ared &l Srgafd 8, 3R grad & fohaw o a2 €, a8 fR@an 81
3. Included Features (2nfaet $ieR) & 2 amuest & Tt ATeye fewd & St 8 i & 2nfad g,

Si¥ Attendance Tracking (s1¢sd ¢fdh), Shifts (f1e), Leave Management (2! Usier),
Payroll (33a) 3R Employee Login (hHarRt difiA) |
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siare 0 Soarch featuros
EHATA
Dashboard  Devica Sotup Grganiz i

ard - Subsscrigtion

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

Manage Subscription

Bing & Flan
Growth

iat: 15 days remaining

Included ieatum

o o]
Shifts.
B (=]
Leave Management Holidays

Emplayes Login

Reparts

Organization Sriup
o ranehied ded o

Payrall

@ All Branches

Roview bifing

Reports

Overtime

Ate: 15-737 & e & SR 99 & Gl W&dT &1 T h d1G SIS SThISC YTSATAT T TR AT ST

g, 3R P& iR TS T dch Al &l Tohd 8l

STYHT T 3TTIE he

STel 3Tl FATGT IoR, FATGT f3aT18d AT i dich iR 18y, dd IUUE il

1. Manage Subscription (Fsafeheee #9% &?) TR Browse Plans & Upgrade (@@ 3@ 3R

TS ) R foreieh e

2. Upgrade your plan (37947 &I 37038 1) & WiF ht 39<h User limit (IR T14T1), Device
limit (fZarss ) 8k iR & 1 3FTd-a7Td fe@rdr &1 Yok @i IR Recommended (s
7)1 (A9 8iaT 81 & wiH # Pro HRMS 3T Journey Tracker St Ug-3if7 enfaiel gid &1

3. St &I 91fgy 39ch de- IR faeieh e | 31Tk HIS[GT & W sicd Manage or renew (8451 &< a1

Reg &) giaT &1
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ullRenuive Q Soarch features. o @ Al Branches i
Data Download ~  Reports '
1) Dasrboard Subscripton Upgrade
Upgrade your plan & Goback
Unloek premium features and seale yous cqganization with Staft Knata
bl
o Starter & Growth - Pro v
s0 780 s0 1,000 100
s —
ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ T Manage or ren Choose Pro

AR IATIC GRT
dpanse fast & onmg 3 ga &

farerea Jg HT AT 8

Monthly (71/8es) & 3T fohdt IR T & &
Yearly (|TeT1)

Purchased seats 3T fohd= IR & fIg 7TaT= ded €1 3 814 arett et o forg oft Sivrg <, simoent faa
(Tt 78 i) aoft @<t 1 it 1 gl 81

Add-ons (Tz-3if) Jifadfe Ais[e, S Pro HRMS AT Journey Tracker, STt 3iTdch @ # A 76! &
(Gorfedren)

Autopay (3ifeid) URd H YT fhg ST aTet ATk &I o fel Q| 9T hl STFehRY GIIRT STt o1 X J8 A
g A & g 38 a1 he | T sifedfess Rgaret & Ueh AR & T & g 3@ sig 1|

Order summary (3ifsR arier) fa@rar g fob oreT 3ma GST Tigd fohd=T oA &<, iR 3nTet Regare
T A U Fe IR faeieh e 3R GRfea dde fdet & offTam™ o1 e | HisaT ShiFdl & foig Billing &
Plan (fafei 8fik @) 241
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e: Toh ad AT ThH ¥ SIT6T R Sifeid Iuae =gl ¢ | U H IhaTSe 3U=-31Y Ueh IR o YTa TR
AT ST B

1. Account (37pr3e) — Billing & Plan (el 3R @) W faeies &1 Billing & Subscriptions
(fafel ok Tesdfeher) U GetdT &1

2. Current subscription (HIS[aT safehte ) # 3UehT W, SHTed I1e @ AT s, STuch!
Purchased seats (@<l 775 i) 3R @ftha ok, Current period (H1SIar 31afd) 3k Next
renewal estimate (3rTet R=garer o1 orgAM) fewdr g1

3. G WM R S & flg Change Plan (W siGel) W, AT 3MTell 3Taf® &l YA eh o folu
Renew plan (@™ Rg &) U= faeies e

4. 3R 3Tt §g §, df 3T U< ¥ & felg Enable Autopay (et I1e i) UR faeidh &e | 31T Teh
BIE I &Y Al 33 §, a1 ot & w1fes et aroR-any age gt S|

5. Billing History (fafei 1 gfdgm) & g2 orrar &t gt gt 81 All (@), Successful (d%a),
Pending (cifed) a1 Failed (3/™her) T ftheer &, AT giviar™ ID T ¥hH & @il |

6. fordt oft dfery &1 PDF 391disd SIS e & ol 39 R Invoice (37d159) TR faeieh di|

aliferun @ A Branches iR
Dashboard Sotup g Account ¥ Suppe
ccoun
5 aunopay ts nactive. Set up sutopay of choose 8 one-lime subscription payment.  Raview bitl ing
Billing & Subscriptions
Manage your Autopay mandates, active plans, and billing history
g
Billing History © Q1 Seaech by Ta feterint AR O Successful 0 Pending 0 Fadig o o Refresn
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( GaIa: 3T SIS oh SR 3iield SR IR HISlg Review billing (&fc 3&) se +ff a6t 9w @ierar 81

3R HTUhI TeHhWH WA I ST g, df Subscription Inactive (Tsafehee FAfsha) Taer Seais ol
ek 3T &1 YT hech Taid aTad U & [l Proceed to Payment (ST WR SITY) WR faeteh i

Hac Y13 3R feehe =10

1. 37Ot YIthISeT Wit WR ot e 3k Help & Support (938 3R IgraT) g4, a1 A aR & 18 3R
Help & Support T faeidh i

2. $WR Contact support (TgRIAT ¥ Tuch e B §HRT JUIE ek, gedans 3R $7d fawdr 81
3. feehe 9 & fAT Raise Ticket (fRehe s9mY) WR faias &2
4. Subject (W) 31 3R Description (fG@xoT) & T#wm Fam|

5. Attachments (37¢a#c) & =d 3119 5 da Wiga (JPG, PNG, PDF a1 DOCX, g Tah 2 MB ddh)
STiS Tohd &, 1Y his ThiARIe!

6. Submit Ticket (feehe 50T &) WR faieh e

Raise New Support Ticket

3y fedhe Tah Ticket ID (feere ID) & @ ¥a giaT & 3R Support Ticket Log (Wgrar feene @)
¥ a1 81 SR & 1S Open & Pending (Tt 3R @fad), In Progress (b et 28T 8) 3R
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Resolved & Closed (g« 3fR sig) feehe fima €1 fohdd} feahe it STHerRt ofik Wed 2@+ & fau 3g W
faeieh @Y, ¥ed Open (gaT) § In Progress (1 9 38T &), Resolved (g & 1) 3k Closed
(dg) deh ST B

Close

dYe: Help & Support (A%g 3R dgradar) feshe Admin a1 HR SHTd & | hHART 3R A4SR Uget 370+
%ot & Admin & &g Al |
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18

AT UL 3R G H-T-9HTH

o goft =

UTgh! o Y TATGT UL ST dTet FaTedl o Blc STI1e | 3R ATUh! THET Jgl gl &, df Help &
Support (Feg 3R Tgrarn) 9 e s91¢ (3€ M, _fafei ofik ggran) |

U T SR f2a=a

hIS hHETR 319 WhiF & Y-8 8] ohe °T &7
S5 ohH T S

1. 3 fAQ Atemse U= a1 81 Organization (F734) — Employee List (hHart Q) & wrart
<! tferRy 1 A=Y Wiel 3R UerehT o foh AT U dTe] 8| 3R I &G 8, df ¥4 "Mobile punching
disabled" (WaTgd U9 §< &) R@mar 21

2. witcher <l rgafa 81 tiF UR cficher Tfdd =] gt =nfay 8iik Staff Khata QU et etk <t
SrgAfd gt aTfe |

3. & fat-%ha & 3ige §1 3R UU ShgdT g fob d TT SRR F aTgx g, ol 4 3iffthy & 9gd X &
Organization — Branch (57) & s7a &l @iche 3R g1 Sird | 3% Aiersa ud|

4. 39k W § hHTRY AT A g1 hHaR! 3794 @i & 80 & 789 59 ohed 8| 3FR 31TUch
T # pHaRY @A e Jgi 8, df 38 "Employee login is locked" (HaR! @ffiA @i §)
fe@ar g1

araAfees fearsy siiwrars fle@ @ e

Sird foh #3fF & fastett 8k gexne §, 3fiR IThT Gar uar 49T &t ¥c & SiaT Device Setup (fZarsw
e3rd) » Manage Devices (f2arsd @9 &2) # How to connect (& 5i18) & - fo@mar mam g
ehts T SGeTTa oA & a1g Hefi Aeré | SHTthetis @d THY 9 §T Ud @i el a: fohelt +ff aria &
3T & 49 &M & faiw Data Download (Sc1 s187as) — Download data from Devices (fgarsg @
32T SIS ) STATA he | ¥d AR fEasa|

gamma: Organization —» Company (&) — Notifications (Ja=1¢) # 3iithers f3arsd & fog
WhatsApp 3TeTc aTe] X, difch 3! gid dT Iel SITg |
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&IF-8 Jrafees fBasg aad &2
hacl Realtime ar#Afges fargd | gar siig Staff Khata € 981 Sgd|

AR A U" fhar, R 99 e € a1 e 78 =1

g8 Time & Leave (¥99 3R i) = Manual Punch (3937 99) # &l &3, a1 Regularization
(TIRTZHALA) & HHARY T GUR T TN HoR B | 3 AT i ereaq|

3[hISC 3R I8-34

# 31T UTHas el /TS

18-9-341 U1 IR Forgot password? (Jrds 4d 13?) WR foeleh &, 37041 dch 33 STal, 3R 3! Hat
T IS T 3T ¢ | TR TR0T HISH 319 3R Ul Al H 5|

hig HHART YT UIIds e 7T

Admin (TSMAA) & FHART Bl STISd THT ST AN Te Al g 7T UIHdsS 9c e & [y
Employee List (Rt gat) & ShHaRT i e oY, a1 wHaR! 31U+ sHa & Forgot password?

STIAHTA T IhdT gl

3 AT1g9-31Y <kl hiS @l AT

CISHR W g1 deh 3oh, fhe Resend Code (hiE SlaRT 951) TR faeieh e | 31041 WH Whiver 2, 3k
UarehT e fob WA ek OR SMS 31T 9ehd & |

WTHT hd oG] ?

370+ TIISd thict = Language (TT) TR faeieh @Y, 3fR 55 wmwrafl # & g+ | 18 34 ohe § Ugat O
th HW i H ST YTST T T STIHTA e

Ruié s ga

g HARI Ruld 7 7 faa @
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SW branch switcher (57 f&eR) Sifd | 3FR T 9 g1 g, I 310! hael 39T T T €It
faw@mmi All Branches (@+ft sii@) g1

Sitd fos armom Roid 3 fiheer & fobg anfiet et & faiw g &1

Sird f Employee List (rHaR) gt) # sAart Active (Hfsha) 8, 3R 3T SifgfH &t aRia
Ruid fr erafdr @ ugat i &1

fRuld Terulé g e?

RaiE @iet 3k 3§ Excel a1 PDF & S137ci18 &e, AT flic e & folg Export (TaRIUIc) A=Y S¥dHTe e |
d Rué|

A=Y T IS 3MT5eH dleh T §2

dTet hl Aded g foh 31Teh W= H ag ik MNP Tai g1 39T Wi o+ o [l wF s W faeiah e, at
i i 2ot 3F |

ST WeH B R T gl a2

3T JHRIST YHATAT I TR Il STl & | STYRT STl S 8T g | S HIR MU Y &I H e g
g, d YIS A dch dlich T&d &

<hi<l RIT e GehdT &

HR g Admin St 8t g &hie # |18 34 ad 81 #49R & fdg Pro HRMS Ue-3ii =nfau|

R s HR AR LRI
ERCIES T e T e st & ST
chart, s, R g g — —

¥ & fram ok oiffrm ersn f & - -

et SiteAT SR aaerT & & st S ol sirsa
AR R d i - -
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e 3k Awex

3T Y o ok Agarer v

Ug-34 3R Ug-3i3e

gifcis
ORIt 3R Ferdt

fRaré

WhatsApp 37cic 3fR gCRM
I a9 3R Sis

Help & Support (7gg 3R

ggradn) feepe

TsfE HR

Gl Gl

T HAT IR AR T AT 3R HIR
AT AT

g gl

gl gl

o .

Gl Gl

g‘f -

i g

Tl -1 @ A1fgq

& 718 Ut ohl 15-fa o1 graet et @ for e 99 $o WelT 38T 81 39 d1a:

R

AR FHHARY

3t & g 31U, GUR T
Y

gl &

I 3R Realtime f2arsg & 3résq, A1 & Rule, g, favmr

A9 3R HidTgel R HHARY @i (FHAR) Jeth-afdy ok Tu 4 g=)

TedTigeh, AR 3R dTer1 RUid, gast vsaiee Rulé, Access Control (TeRid dglel), Data  Yedies RUld arern ds
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