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Dashboard  Device Sotup Grganization

Regional & Locale Settings
@ Configure systom language, temazane

TIMEZONE

Incian HUDM (R} w India Standand Time (IST)
C
ol DO-MMYYYY - English .
@ Duplica
P U&T 5lj

Payroll & Tax(i65 & #) 2 FICI%. 501U IL(BRB & T H). PF. ES. RBRE£DK
. SFEELHD X, FLIFBETHAL X,

WRzEMNY 3

MR ld. EHBACIGORERT Y, MRCLICVA T I VA ZRETED LD, XF YT
IIENFFHFRDIT K TOHTLTET X T

1. Organization(#8f%)— Branch(#ls2)= 2 ) vV L9, 7—20 ZAR—ZIZIEF TIZ Main
Branch(##l=) D% D £95

2. fIXAZa—()=zHAE. Edit@ER)Zz2I7VvILET,

3. HH D L) Branch name(#ls2%). %L Code(d— K. fl:"NoI-HQ ). Address({FFF)
ZANILET,

4. FILWRARw 7% COWRICEIE TEMYT 2551, Primary branch(F#l =) % A > (1C
LXY,
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5. Geo-fencing(PA 7z > ) &AL F T, RIMNEZHREL £9. Locate me(IR7EM
ER) &0 1) wo$3h. Latitude(fEE) & Longitude(iZE) 2 AT 2 H. KE T
wOILTEVEBZTEXT,

6. Radius (m)(#&E(m))ZANILF T, EVD D ENITENTVLWTHITZITE S 2R T
EERET Y,

7. Save Changes(EEZ=R®EF)Z Vv I L %9,

Edit branch

Latitude Longitude Radius (m)
28.6270 77.3750

AOFRIE#ZEBINS B IC1E. Add branch(fls=mzEMN%= 2w 2o L. RICEEZAHALT
Addbranchz2 1) v 2o L %9,

E2 R FRIFS50 X— LU EICLTLZEE V. BERTIZANY—F7 # >0 GPS DIFENTH
B, FENNESTEBZLEPOETHRITETRWGELHD X,

ITRTOHED, DAT TV ADFREEDHIC—EBICRRINE T, EEN—DHETIDEX
(Al Branches)T. #lsm% 1 D9 D, FIEFIRTEFEDTRRITETET,
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

@ =
©:

& Noida Head Office | Proey WOl HG

AT IR SHERTHAVICTIRELN DD T,
SBRLTIIES L,

aRE L 1Rl Z BT B

HMEIFF—LDILTY, REIFETF—LRNOBEBR T, HBHERBE 707« —JLICRRINE
ER

1. Organization(fE#)— Department(ZBE) 22 ) v I L&, BEN 2 DIERINTUVE
ED

2. BEICHBZEMT 3ICIE. TXZa2a—()zHAE. EditlERE) 22V v I LET,
Designations(1%H) ICHi%Z AT L. ROE#%ZIEMT 5 1% Add designation (125 =
BN)%ZE2 ) wo LT, Save ChangesZEE=#REFE) 27 v I LT,

3. FHILWF—L%EESICIZ. Add department(ERE%EM)%= 2 ) v L. Department
name(EE )z AN L TEREBIZEML. ®EFELFT,

4. &% Departments(ZfE)H 5 Designations(RE)ICIDEZ 3 . SHOIRTOIEZ
CFhBEREZ S TE £,
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i 0 Search featunes. (o
EHATA
ﬁashburu‘ Device Setp Organization Time & Loave Diata Downlaad Reparts Payrodl

@ » Dashboard © Deparment

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

Departments

Yol teams and the job Wiss in each.

Designations 5

Designation Department
Superviscs Proguction
Machine Operator Production
Quallly Inspector Production
HR Managar Human Resaurces
HR Exocutive Human Resources

Meaamwp? R Support sR17IEI0 77270 S Helplow +91

WiE. BRI — )L r SRR o —

Accoss Contral  Account

ZEREL T T
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04

FRIL—IL C BTSRRI S —

TSV IRTDTSY

#HRIL—ILIE. Staff Khata BBHTLNZ ES|MOI D2 RO E T, AZ2EELHBRTH. RET
WS BELEIKH ZZy TNETTHLITES N T, BR[NNI > —IE. EDL 585
BIOEZ). FBHFE. RPEIT2DERODET,

HRI—IZRET S
1. Organization(#f##)— Company(&=#t)z 2 ') w2 L. Attendance Rules(#=2/L—/L)%
TERETET,
2. FEWFEWIIL=ILEAICLET(TOREZEMR),

3. Absent Day Deduction Penalty(RE1H DR FILT v )i EEFRE) 1 [BICD EEH
POWREZELIIK O ZANLET, BEIE1 T,

4. Save Changes(ZEBZ=xEF)ZV7 v I L%,

ullRenunive Q. Search featans . @ Wl Branches Ao
Organization !
et 3 e
() Autopay is mactive. Set up autopay of Choose 8 one-ime subscription payment. Reveew biliny g
Company Settings
Manage your company pretorences, attendar

Enable Overtime Trackin a o©
Enable Live Attendance Notifications. D
Start Journey on Puncl
4T DAY D
1 3
\d
Geo-Fencing Parameters
() fribtpl b AR
Enabio Geo-Fencing You have unsaved changes Otscérd m Branch-wise Ruie
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RE 1ERE

Enable Auto Punch-Out(EEnE#1T%%= BT Z SNIREEZ. F& 11K 59 DICBETRHTT
B3n1k) ZILES,

Enable Overtime Tracking(3%% DiciR%E > 7 FEBITEHVRREZERL. H5TIHILZDLSICL

B31k) F9. BEOLZIWAEIZ T b, #FER. BETHELE
ER
Enable Live Attendance Admin £ HRDA v a;R— R T, £ - BEFOITR &I

Notifications(!) 7L 21 LEI2@HZE BNETORYTI7yT2RRLEFT,
k)

Start Journey on Punch-In(H£1#T%T  Journey Tracker 7 R4 > EH T, Journey Trackerx £
B EECER = FtR) LTLETEL,

Absent Day Deduction Penalty (‘X £hH w1 EHDICELEI<HKEEBE. 0~30H.,
DERRFILT7)

XTIV REFUNICTS

CHAITIVREFESL. ARV TIFHIZICVWBREE LI ENAIILT T THRTE RS A0 F
ER
1. E L& 7T Geo-Fencing Parameters(P# 7 TV ADKE)EFTAIZO—ILLE T,
2. Enable Geo-Fencing(P# 7 =V XR=EM )= F VICLE T,
3. BRAAEZEVET,
Branch-wise Rule(#lsm Z & DJL—)L):ZFHAHIRBE DNE & FFEEFEVE T,

Apply to Branches(EA 3 2 H#lm) THLRZ BV £ 9, FMEMIERD 255 ICRE
T,

Apply All Employees(£1t%(EICER):£8IC 1 DDEZFE L\ E J, Geo Fence
Radius (Metres)(P A 7 = >V XADFF(X—kJL)Z AH L. Set Map Location
Coordinates(MIX TEZHKE) 2V ) v LTHRZEVF T,

4. Save Changes(ZEBZzR®EF) 27y I LET,
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ullRenuive B Al Branches 5 crowin 1samenn AR L
Organization Lea Help & Suppo
Enabile Overtime Tracking -~
Enabile Live Attendance Notifications
S ©
Start Joumey on Punch-in
@ Oeo-Fencing Parameters
Restrict moblle atiendance punch-ins to designated physical coordinates

Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

?DD'V

@ Apply to Branches - 2
o

Manage Branches

100

7¥: Branch-wise Rule Z £ 515 & (. 4tiC Organization — Branch TRl DE > & ¥ &2%
BMELTLESTV, SHZREIDZERLTIZEV

REEDTO7T 1 —)LOD Attendance & devices(EFNR L IFR) X T v T T, BEDREET T
CHATIVRZATICTBEHTETERD,

WhatsApp OHEIEZE.3

Notifications(i@%1) % 7 Tld. WhatsApp @ Daily Attendance Summary(HXE2HE).
Monthly Attendance Summary(B X B2 E). Device Health Alerts(ixRDIKET 5 — )
HAICTETE I, WhatsApp CEEXESEL T2V

BFSEERAR ) o —Z1ET B

FHBEEAR ) S —TIE BYREC. $BREIEVAZFEEHB ORI IEEZRTEL
9. mAIER LIRS —HeB0BEICHED F T,

1. Organization(#E##)— Office Time Policy (E1#EBRER U > —) 2o U w o L £,
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2. Create First Policy(R{IDR) > —Z{Ef) =2 ) v LEXT (T TICH 551 Add
New Policy(#T L LR & —%3EN)).

3. MZEEFERI) > —) 2D Policy Name(7RU > —&) 2 AN L £9, ERIDKR > —hH
BOWELBICZORY O —%ERAT 3581, Default BIE)2F > D FFICLET,

4. Grace periods & working hours(J& T Kf ] & 217565E) T, BRI D ZH/REL £,

RE HEaE

Permitted Late ArrivalGFa . BRI EEIRINTIENTHETE SRR, 51:15 9%
%3B%))

Permitted Early Departure(5fa RRUEHRINTICEERHTE 3HH, #:10 7.
TN3RR)

Half-day threshold(¥:BEIFEDOE  EFBRMEA Nz TR & FBEFEICHD X9 (F:7 Kif),
%)

Absent threshold (‘T &) D &%) $ERENCNE TES e R ERTRIN T T (H):4 KifEl), FHETS
DEELDELLTLETL,

AREDELIC & B ER

BLADRDIRENTIIZEICHERT BICIE. COREZEVET,

1. Monthly late deductions(AfEDEZIC &L 2HEFR) 24 I L £,

2. Deduction source(3ZEfRiT) % E UV £ 9, Attendance(E=2. HEIR#H 5EL5IL)F T
|$ Leave Balance (CL)(#hBERF%=(CL). ERBFABRD 5ZL5FI<) T,

3. Monthly late count(B R DEZIEIE) & Cut Days(IZERA)ZREL £, e ziE3 &
1IC9%&. 1D BIC3EREXTZZCICIHADELSIDNET,

KIBEZ EFRDIL—)L

Late arrival rules(ZZ)®JL—)L) T Add rule(JL—I)L%Z:E/N)% 2~ ') w2 L. Duration(BfE) %
AAILT Cut Days(HEMRBE) RV £ 9, - xid. 1ER%ZEX %EZ T 0.5 (Half Day)
(0.5(#H))ZZEZLaIETF£d, JL—ILIF4 DFETENMTE X9, Early departure rules(FiRD
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IL=IL)b. B<RETBZIRZY IR LTRIL&DICHEL 9, BARBICHIL—ILZER
931551, Apply on weekly offs(BARH ICHER) 24 VICLET,

Add New Policy
Grace periods, working hou s and deduchions.

) e to s this paticy

Palicy Name *
‘Standard Office Policy

Detault @O

Grace poriods & working hours
Permitted Late Arrival Pesmitted Early Departuie

oo oy 15 mies 00 Hours 10 minges
alf-clary threshold Absant threshold
Mows : 00 mEwAe | 04 Heun ] L
uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu & e Paalf-clay

Attandance & deductions

Monthly late deduciions. [ @)
Deduction source
Altendance  Leave Batance (CL)
Monthily late count Cut Days
»
Late arrival rules 1 Az Bule

Apgty on weekly ot

5. Create Policy(/RU > —%{ERM) =20 ) v LET,

’—.RU \\/_‘j:\ E?(IJ\ EEE\ ¥E§j]?%\ T%ﬂ@ﬁ%ﬂtt%(:—%(:%ﬁéﬂi'ﬂ'o EEL:E@’—.RU\\/
—%ZZEFTBICIE. RO —DITAZa—( )%= E. Make Default(BXEICT3) 201w
LXd,
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aillRertTive Q Soarch features.
ailfiFentTive

Dashbord  Devica Sotup Organization Time & Loave Data Downlosd Reparts Payrotl Accoss Gontrol  Account

@+ Dastboard © Office Teme Policy

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

Office Time Policy

Configure grace timings, half-dayfabsent ndes, late coming & sarly Geparture deductions

Office Time Policy 1

Poscy Hame Late Arreral sy Depaure Hait Dy
Standard Office Policy  Detant 00:15 00:10 07:00
% 20 7227 =X o

Ansent

@ Al Branches w = il
Office time policy creited suscesstully

Hil B Siipport

Ravsw biting

+ Add New Policy

Q Search policles by name.

Dedutpons

Deduct From Atendance

EX b IHORBHRYE. —8ORX 2y JICHOBBHHENVERIZTIE. 2 DBOR) > —%
ER L. ZDOREEZEMETcIFFET 5 & FIC Office Time Policy f TEA T EE LY,

RiF. HEEZEMLET,

staffkhata.com/guide - 27 / 118


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

EREDEMCERE

T3 IRTOTZ >

WMEEHEBIMTZHEIE3DOHD I, Add Employee(tEE%ZEM) 7 #—LT1ATDE
Mg 35%E. Excel 771D S FEHTEMT BHE. BIFTE>TEAICBEHRZANDLT
HHIHETT,

xRE—EZRH<

Organization(#8##)— Employee List((¢£E—%)%2 2 ') v o L 9, Employee
Directory(tx2E% ). 2BEDI— R, HE. &g, AT —FAPKRTINZE T, Add
Employee ZfES H\. Z DEDKEI(More ways to add(Z DMDIBINTGE)) THED D2 DDA
EEEVE T,

WHXEZ 1ANEMTS

Add employee((EEE%EM) 7 A —ALlIF4 DDXT v FITHDNTWVWET, EHOFUVIE
BIFHETY, TNUNIEBNSANTEET,

X 7w 7 1:Personal Info

1. First Name(%). Last Name(%). Work Email((tZ=HEX—JL)Z AL £

2. E&ES{JE T Contact Number(Ei&LEFZEES)Z AT LET T, REEDEMRIIEET
TFEtH A

3. mAID Password(/N\2T—R)ZREL£J. WEEITH A V1 VRICEETETET,
4. Gender(MR) % EUV. Next(xAN) =20 1) w o L%,

27w 7 2:Employment

1. o TI— REERT 1CIE. Employee Code / ID(fEEET— R - ID)ZZEHED
FFRICLET, EHERFEIDZSBLTLIEEL,

2. Joining Date(A#tH)Z s L. Branch(#ls2). Department(ZBZ&). Designation (&%)
EVET,
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3. SystemRole( X7 LO—IL)ZBUF T, IFLALDIEZ Y T7|F Employee(fE%8)
T. BODT—RIEIFHRRINE T,

4. Office Time Policy(£1F3EFRIR 1) > —)Id. BDHDZEIZGEVWREDBIEDR > —hiE
oY gIF- 28

5. Reporting Manager(_:5]). EPF number(EPF &%), ESInumber(ES| FS)IZEET
o NextCxN)zo v L%Ed,

JllReaLTIME Q. Search feature . @ Al Branches Wy
B MO
Organization Time Data Download Reparts b n:
Acd Empioyee
5 autopay is inactive. Set up sutopay or choose a ona-tlime subscription payment Rarview biting
Add employee % Back to Directary
Fll In the basics first — you can add the rast later
- Pay © employment
Employment Details
Emplayes Cote /1D (0 Jalning Date® Beanch®
£ 18 0c1 2026 Neida Head Office (NOI-HE)
Department* () Dasignation () Reporting Manager ©
Production Supervisor ol
Status Office Time Policy ( System Role* ©1
Active - Standard Office Paiicy (Defaunt) - Employes
HR & Compliance
Total Experience © EPF number @ ESI number ©

A 7w 7 3:Bank & education

RITORZDOBRITSKSDIRAICEHONE T, ¥55DEI7 3> HEETYT, Next(iN) & o
w2 LEJ,

X 7w 7 4:Attendance & devices

RE 1HaE

Disable Attendance Tracking(E12 D i8R % £3h CORMEEBZHRELER— FORARMESALET,
1t)

Enforce geo-fencing(># 7 = > X % #H) FIBML=R D F 7 = > AN TOHTRILE T A ERIC K
o 31
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E HaE

Require Attendance Approval (12D ERZME  HEMESICRMINBZHEIC. Y32 —2 v —HEER

129 3) L&
Devices(im>K) C DIEERBEHHTZIT 2 EAEREEHR R

Add employee(E£E=ZEMZ V) v LEd, FHLWEEED. BEOI—RLCHII—
BIRTRZINET,

— TN Agimin

s1nse oarc ) Branch .
'ii'.H-’\T L B M2onches DRRSTRATER
Dashboard [ Organizati Holp & SuppC

Add Empioyee

Autopay Set up autopay e aona-time subscription payment.  Review bills ing
. Add employe & Back to Diractory

Fill In tr

Parsany © snendonce & devices

Attendance Biometric devices

Enferce geo-fencing o©

Require Anendance Apgroval o)

tendance & devices < Provious

Excel B SEREZ DAL
1. Add Employee(t(E %z EMN)DEDKENZ 2 1) w2 L. Import from Excel(Excel h*5
DAL RV E T,

2. Getthe template(7> 7L — k% AF) T Excel template(Excel 7> 7L — ) F7l&
CSVtemplate(CSVTF>7FL—RMZzo v oLFEzT, IRTDHE 31T7DHFAZTENTL
=

3. Bz BHOREREICESHRZ. 11TICIATDOANLET, RELITIEERLTIIES L,

4. Uploadyourfile(Z 71 )L=7 v 7O—R)T. 774)%Z ROw 79 3H browse(ER)
071w LEFI, Excel £7IECSVT. 2MB £TTT,
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5. Import employees(itEEZBDAL) 20 v I LET,

w.;.;;w}( O Soaich Tabiaes ] B All Branches & Growin [15dayse it o a.““"n,"“,,“ls,mm v
Dashboard  Devica Setup - Organization Time & Loave ~  Data Download ~  Reparts ©  Payrofl - Accass Contral  Account Halp & Support

@+ Dastooord © Employes List

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

@ Employee Directory £ Refrosh
W Everyona in your organisation, with thedr department, $1atus and #Ccass.
3 Invite Employee

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

Empioyee Deparimant Caontact Staties

Rahul Verma Production rahulvermaEanarma- texties &
Act
RV sr.0001 Suparvisor ~316000000002 O aive
A dmin  Admin = priyag@sharma- taxtiles, example W Active
~B1H000006001

ADM - FYMULAGE

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

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

Upload your file

sharmartextiies-stati.cov

o

WMEED— RHZROITICIE. A—RFOERIK->TIA—RAIMFIFESNFE T, —BBDITHREK
L7=3%&. Staff Khata | Rows that need fixing((EEEDNRERIT)IC—ERRLET, 4T >
A—RL7ET77AILTEEL. €07 711 ZH5—EBDIAATL T,
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-
EVR:TUTL—RMCIEINRRAT—RDIHHD FHA. SREEDRIID/INAT—R%EERTE
I 3ICIE. password EWSERIDFIEZEMLTL LTV, CDIMRVIBEIFIEEDFIER/N
AT—RHBRESINDTH. YA VA VRBICEFETEBIEIOIRARZY TIIERATLIEET L,

\

HXBICBDDFHRZANLTHSS

REEHNBDTEERB. FFr. BRERLE. BTOEROEREADLET,
1. Add Employee(fEEE% BN DEDKEN%E 2 1) w2 L. Invite Employee(t¥E %13
FERVED,

2. First Name(%). Last Name(%). Email(X—JL). Phone Number(EZEES)Z AL
95

3. Department(Z3ZE). Designation(#&H). Role(dO—)JL). Branch(#Ls). Joining
Date(A%tH)%EU £ 9, Reporting Manager(L3))IZEE T,

4. Send InviteBFzXE) =7V v I LET,

& Send Employee Invite

biem e 10 CobuAN. SAT Hesir deDarment, role Dermeiens, and branch

PHOME NUMBER *
RE——
) ORCANIZATIONAL ASSIGNMENT
DEPARTMENT *  DESIONATION *
nnnnn Resources el
nnnnnnn
mploye: Dedhé Showroom (DEL-01)
JOMNING DATE * REPORTING MAMAGER
B oct1s, 2026 Select Manager (Optianal)
oclia

REEBICIF. X—JLE WhatsApp TU >V IHWEEET, V2 IZRAE. 70X ALO—RTHK
AWESRZ LT, [BHRZ AN L. /NXT— FZ&E L T Complete onboarding(# > h—7F+ >
J7T) 20Uy o LET, VoI 7THEBMTY,
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WREZEHETS

BREEDITAZa—()2R< & ROBIED TSI,

Edit Employee((E X2 EZRE).BFBHREZEZEEL X7,

ASS|gn [ View Salary({65DE|D HT - "RR):HEESARRZTZRELEF T, 857 ERBLTL

TC c L

Biometric enrollment(&{A535E D EER):Realtime AR RICIEN F I Hh— R EF

FRLFT, EFRREHRRZERL T TV

Update Password (/XX T — FZE#)FHLWVWANRT—FZREL X T,

Disable Mobile Punch(E/\-1JL$T%I%* #£%h1t)/ Enable Mobile Punch(E /N1 L% %

B3t):Staff Khata ENAILT7 T DS BIEDBECUEBRTHRTE SN S5Hh%EY]
DEZEI, FILWVEEBIZENTILITZDA VICE>TWET, EAEFEEHRAKR TDHT

AEEBWRAZ Y TIEATICLTLIEETL

Mg | 0 semch e £  warncres e
Grganization me &Leave ~  Data Download ~  Repart Halp & Supp
£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Riview bifing

) Employee Directory O Rofresh | -
W =.cryono in your organisation, with thek department, s1atus and sccess

Employees @ active: Qimacive B ieedininelas 30os |V Fiers || €3 Searcn ampioysos.

------

w oo ©

A At Mshta Infarmation Technalogy @ ae

e i(::wil.a?nq Hunian In_fsoums [ oFrt

. ook Nai Prosuction @

Bt toe g e © soon

= 's\mﬂu faﬂiu sunia a1t ox. @ acie

AK ‘Il'm! Eurmar if\D.llﬂt-W.n.. ., alfi\“...u e ex. O Acti

ay  Ranul verma Produstion Tahudvermagsnama-exties 5. @ actie o EdnEmployes
i i i i S Assign { View Satary

A ﬁ,ﬂn\lﬂ i ‘“ﬁ’“f\‘ - .:flr’-}‘f@sni‘ mf;le*[lres example T Active B Blomerric ans: rolirnent

—E0 Status(Z?—’?Z)Z’r WF T, RREEZTEWMITTEI, EWLRREEITH T VTV
TET. FRICKRRINEFH A

WMBRISV: DT ECENAINT T TOREEQT A (ENTIFTREEIL T A VR —
4 20 EEO)IIE. ENT S UODBRBRIGELRHD £, FILLERKICITTRT, SHEEEHE
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23 15 HEAD MSATIDBD Y, RED TS VIE Billing & Plan(GEk& 75 >) THEEEL
TLIES L,

Rl 2T b R, BEZRELE T,
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ST k. BEER. B

TSUIRTOTSY

T MEC R Ry T OEFGRRE. BEFRRE. BREZROF T, HFEXRIE. #HHEORICED
27 hTE<CHAZRL. BEIL—ILIZEREAFBOZIWEEZRD X T,

DT M ERET S

7 — 0 AR—R|ZIF =MD 5 General Shift(EE > 7 ) & Night Shift(%&&£1> 7 M)hid D F
. BFRFRICEHDE TRET SN, Addshift(> 7 hEEBIMEI ) v I LTHLWLWS T %
ER L 9%

1. Organization(f8#&%)— Shift Details(> 7 F D) =0 ) v o LT,
2. T bDITAZa—()ZHE EditlEE)Z7VvILET,
3. Shiftname(> 7 +&)ZHEEE L. 2L Code(d— R, #:°6S )ZEML £ 9,

4. Starts(BHtR) & Ends(i8T7)ZREL FJ. AR OFZBAT TRLI3EH> 7 ~Ild TEH
BT eRRINZET,

5. Late punch-in allowed(F5¥& & 11%E%¥7%) £ Early punch-out allowed ZF AN 3 F
BIJZ)Z DB TREL £ T, fl:2negn 159,

BRE%ZEMY 3
1. Weekly off(BfkH)T Add off day("kH%Z:EM) %22 v LT,

2. Day(FEH). Type(#&E%E:Full day(£H) % 7=13 Half day(¥H)). Which weeks(xJ5% D)
TEVET, WRDEIL Every week(Bi). £7=IEBDE 1. £2. F£3. F4. RKAE
T,

3. RECCICgDIRLF T, Xl B EEHEBHICMATE2 - F4LBEEHZAKBAICTS
v A2y 7I3BIC 2 B EREEIMRAICED £7,

e

4. Save Changes(ZEEZ=xEF)ZV7 v I L%,
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v || Fullgay ~ || Every week

Full day v || 2na

+ Add off day

RE HEaE

Late punch-in allowed GF AT N2 EZFTZ]) D> 7 FTERZEEHEINTICENTHHTET 395

Early punch-out allowed GFAT N FIRIT FREGEHRINTICEGREHTET 298,
%))

Weekly offGEKH) COYT FDOHRE, FHOKRBHEHHE LTHIET,
Sandwich rule(t > k-1 v FIL—)L) 2 HOMRIROMICH 5 BHRBE CHHZ. RIRE LTHXF
ED

BEDS T MZT S

DT hDITAZa—ZFE. Makedefault( BT EICT2) 20U v o LET, MUE. FTLULVESE
BIZFIRTZIDI T MO BHBEDFd, —BIZiZ. BEED> 7 D Default(BEE) /N v . &)
REFRE. TR, BB CDICRTIINE T,
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= : Aot
s1are Q Svarch features e @ Al Branches
i 1smin
Dashboard  Devica Sotup Time & Loave Dsta Downlaad Reparts Payra Accoss Contral  Account 1 e S
it Detaits
) Mutopay is mactive. Set up Butopay of Choose @ one-lime subseripion payment. —— Rawewbiting
o=
Shifts
General Shift | Default 100 AM
2 iod 4
h A
T pwght snit 00P

WEBBTS2: MITSUTIE YT RE1IDEITTY, DT MOIRELEID B TIFATEE
TYo Y7 bZEBMTERT BICIE. EUT S VHRELIZENH D £, Billing & Plan(F
RETS ) EBRLTLIES L,

N

EIERTOI7 h2EIDYHTS
Shift Roster(E17X) 1. #AL DS T FTEHCHERSCICRTALVE—TT,

1. Time & Leave(Bf5 & {KBR)— Shift Roster(£1#&X)%# 2 1) w2 L%, Calendar(hL >
A'—). Week(i#). Monthtable BOR)DFRRZVIDER. REE. HE. > 7 FTK
DADHFE T,

2. Assign Shift(> 7 FZzEIDEHE )2 o)y I LET,

3. Who(Xf5%)T. Employees(ft#28)% 1 AT DERD. Departments(ZFE)TF—LE
FBEEVET,

4. Shift(>7 b)&EEV XY,

5. When(#if&) T One day(1 H). Date range(HifEf8%E). Pick dates(H{I%&ER)D LN
&N, BYZHREL £,

6. Assign Shifts(> 7 FZEIDEO)Z Vv I LFT,

staffkhata.com/guide - 37 / 118



Assign Shift

wha Employees  Depariments
Production

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

Shift

[Teﬂeuksd\dt @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

ZIDYHTHITMME DS T7 2EDHTZET. ZOEHMUBRICERINE Y, Time&
Leave — Shift Assignment(> 7 FDEID HT)TH. ALNRILZEREHITE I,

DINTIF—TERDFEZILITS
2<OAND LEES® L NANEFLOTANT B T52F—0ESHEETT,

1. Time & Leave(E5fE & fKkBR)— Shift Planner(> 7 S>>+ =)o) v o LE T,

2. Departments(Z3E) £ 7-|3& Employees(t% &) % #U. From(FtEH) L To(# T H) =&
E 9 5h. Thisweek(5:E). Next week(>&:H). This month(58). Next month(3kH)
=)y L%,

3. Pick a shift, then clickdays(> 7 FZBATHSHNZ IV wO) T T bz Uw oL
x5,

4. BfE=M@ERNC 1) w9 Zh\ Fillrange (skip weekly offs)(#if1 % 128 % (BiRH % B
N&EZUYILTIRTOEERHZZeHTEDEY, Fillevery day(BHIED 3)IF1E
KEHEHZET,

5. TEBD/N—T Save(fxfF)=z 7 1) v I LE T,
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..|‘HE.F!UIME 3 Soarch featunos L @ Al Branches a
T :
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Payrotl Access Contral  Account Holp & Support
@ o Dastbosrd © Shif Detalls - Snh Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To
3 Human Resources L A Employees -2 e 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth
Pick a shift, then click days
4 Filrangs (skip weekty ofts)  Fllaverydsy £ Ciar changes
Gengtal Shit ® Night Shift
Sum [ Tuw e nu i sar
25 26 27 2 9 a0 n
Gararal it Y| | General S U2 General iR 73| Ganand S 71 | General Shiy T (Genwalsun
G day(s) for 2 employees - 2 shifts Discard
port: +3179820 77270 f Hoipiow A0 B3 Ema saffratacon  © 2020 Stadf Khat  Ansndance
+ - = W - \ —_—
= E — ~ _k
ﬂiﬁﬂs—%‘uﬁét\ n‘|'I_IL,7‘I_§/\C0)EL/7 r‘b /I\L_jl,iao
ﬁn‘ﬁﬁﬁ Q Soarch L @@ Al Branches fu AL Lo PR
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
) » Dasnboard - Snif Details © Sna Roster
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster £ Refrosh & Export B Plan by emplayes
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
S All Emplayoes & @ Al Departments A
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
' v +
4 s 6 7 ] @ 10
1 12 13 14 15 & 17
2] 19 ms 20 ms 2 =S 12 me 23 s 24 e
o Gonarstsnin » Gooaral S8t 5w Generstsn 5w Gomersi shin 5 (e Generaizmn 5 | e snn 5 |9 Qeessn ]
23 ® AT ogt =7 28 x7 19 ®7 30 =@
o Comerst srin [ 7| | = Ganerst 2ain T e Comecsinin 7w Generaizn 7| | = Oeneesssnin T | @ enenstnin 7

HEEIL—IERET S

REIL—ILIZ. BEAFBHIRETE SZHhbNdhZ RO X, J&ic Enable Overtime
Tracking(FREDEEFRZ B L) Z A VICLTL TV, $IBIL—IZEBRBLTLZE0,
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1. Organization(#Bf&)— Over Time(5%%)%Z= 2~ ') v 2 L. Add Rule(JL—I/LZEM)%Z 7 1) v
JL%F9

2. TSEEH®D%RE) 2O Rulename(JL—IL&)E AL E T

3. Applies to(ERAXISR)T. All employees(21tZ£E) % 7-I& Some departments(—ZFDEB
B)2EVFT,

4. Pay as(ZI\WHE)T. BRELIRBREHIZDDIZIWEEEZEV. L— b Z2AHLETD,
Multiple of pay(Efia DfER)HI:EHE D 1.5 &,
Percent of pay(EH&a D& S).Fl:BKHE D 150%,
Fixed amount(EE4E).£8I(C 1 KEH =D [E L £%E,

5. Minimum overtime (h)(&/\7% 285/ (h)) £ Maximum overtime (h) (R AR (h)) %
RELEFT, COELFRRNOREANFELITHEZ S5NE T, Fl:1~4 K,

6. Effective from(EREIEH)%#5%E L. AddRule(JL—ILZEBMZIZ U v I LET,

Ty S 1.5 hourly pay 1-41 Oct 18, 2026

WERTF U REICIIEMUT S OHNKRERIZENHD £9, Billing&PlanFEke 77 V)%
SRELTLETL,

RiF. WEEDENAILT FTUTHRIT 2 HEZHAL £,
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ENALT TV ATZD LD

TV RRBEOT A VBT T IV

StaffKhata 7 7V ZFES &, REEEIIBHDDAY—rI7xUoh o822z TcEHd, 1714
LR, AX— T DA ERBHR. BRHDEENMREIN. HEmDPF TV RICK>
THZTEZBAANRED XS,

.
WEBRTS: DT T EENTILTOREEO T 1 iF. TMUTZ > TIEOY I IN3IHEN
HODET, RRYIHY A 1> TERWVEEIE. Billing&Plan(Z5ke 735 V) TREDOR S
TS UEBRLTLLIETL,

L

WEEMT: 7TV A RA =L LTHI212TS

OJ 4 VERISEEENMERLF T, BEEEDNRELIX—ILT7 FLX(FLIFERFEES) /N
A — P h\\%g_c‘-‘j_o

1. Google Play X k77 (Android) & 7z1& App Store(iPhone)h* 5 Staff Khata =z 7 > X b—)L

L&Y,

2. 77V ZBEET £ 9, Signintoyouraccount(77 AT I 1 2)T. Email or
Phone Number(X —)L £7:13E5EES) & Password(/N 2T —R)Z AL £

3. SignIn(t1 1) 22y L%, Today(SH)EEHAFHEE 9,
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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

RATNZDIEFEDTDHRLITTY, TEIDX T3 Today(5 H). Attendance(£12).
Leave(fABR). Company(&#t) T,

EY b NRT—RZEENLZEIF. T4« VEET Forgot Password?(/N\ X7 — RZH=
NTIMNZERY TI5H. BEEBICBREZMBEL TIZTL,

AR EMERHRZFT TS

77U BBICWA 2R T B1OICERKRZE. FIZIBOBERD DIHICH XS ZE
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1. IOTHR TR E. AX— T A HUEBBHBRAND 77X %ZKRDE T, Allow(FFH)
Ry TLEITIT7F)DERFDHA] %3ER),

2. AXSHHEWVTED. AXSFADTIELRLEFATLET,

RO TIET LT=5E. 77 IC Location required (I BIFHRNHNETY) £ 71+ Camera
access required(A XA SADT7 I ANMETY ) RRIENE I, Enable Camera(H X T %
BMICTBR) 2Ry T§3h. AX— k7 x>0 Settings(5%7E)— Apps(7 7'))— Staff Khata
— Permissions(1&fRE) Zz W TA I L T2 &L,

HisDEHEY GPS THIS%5iRT S

1. Today(5H)T Punchin(H#1#7%)%= 2 v 7L £ 9 (Attendance(#12) % 7z L\ T Mark
Attendance(#12 =) =Xy TIE53EHTET XY )

2. Attendance EIEIC. Assigned Shift(g]D H TSN 7> 7 k)& Current Location(3R7E
M)MWFRREINE T, FADIEL CBRVIEEIE. Tap to refresh location(% v 7L THLE
BHRZEMERXYTLET,

3. Taptotakeaselfie(Zy 7L THED)ZZy L. BENIF-ETODESIEEZERED X
9. BE|Z Verification Photo(lESRHEEE)D FICKRRINE T,

4. Punchinz®vy 7L %7,
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8:55 vi

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

® General Shift
09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

Bl & £ B 12 Punched In Successfully! (HEHFTZINRE T LEL L) ERRINEF T, BEED
Ay ai—RIZIE. BRURIITZDRTIEINE T,

SH*ITTADHNICWBIEE
WETIOF T T VRADBA VICHR>TVWBIGE. TR TEZDIEF RN (B:FFEFAH S 200 X —
RILLIA) 21T T, SEENTIETZA 70w 2 . Outside Allowed Radius(FFAIEEFH 9})

Y LT HTHD R SNIERDONCVWET, ALICBHLTHSI—ESHLLET V. &
KELSNET,
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O

Error

Outside Allowed Radius

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

Done
f————=

EFEFRICAD. Tap torefresh location #%2 v 7L T, H53—EFTZL T ZE LV, FERIFE
HEMIRCCICKRELE T, ot #ln, BEZREIBZZSHBLTILEL,

BETZIY S

1. 1 HO#HDIZ. Today(5 H) T Punch out(GEENTZ) 22y 7L £9,
2. H5—EBEBELEEZIED. PunchoutZz2 v 7L %9,

Punched Out Successfully! GREIFTZINTE T LE L) e RRENE T, Staff Khata B> 7 +
LS LEHOE THEEEZAET 720 B, FiR. REFIEHTEHINE T,
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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
(> PunchOut
Quick access
2 Daily work update N
~  Share your progress for today
& My !_eave N
Apply and track your requests
= My payslips %
@ ® =
E%l HeImpursements 3
Submit and | ekl

HEDEEZRS

1. Attendance(B1R2)2 7z E %9, Day(H)Z Month(B)ztID&E X . K THRE =&
LE¥XT,

2. Bft%&4&w 79 3. Punched In At(H£1E5%)) & Punched Out AtGEE1EFX)). (IETS
] BEEHNRTINZE T,

3. FIZDEE > TV, FIFRITTLWSIEEIE. €D HT Request Regularisation(fE1E
ZHHE) =Xy L. IELVEZ CIEHZ AL T Submit Request(FRsGZz % 5) = X v 7
L9, BEENVTTTERLET,
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BEERITRRECCICENTIVITZZH > - 3793

FLOWRESIL. BEETENTITZRDNA VICHE->TVWET, EAREEHRKR TOATL S 7=
WRRY TIEA T7ICLTL TV,

1. Organization(#E#%)— Employee List((t¥E—8) 2o v o L £,

2. EBDITD - XZa—%IUvILET,

3. Disable Mobile Punch(E/\1I)LJZlZ=Eib) =2 v o LET(BEA VICTSICIE
Enable Mobile Punch(E/\-1 JL¥TZ)EB%H1E)).

ullRenuive Q Soarch features. o B Al Branches

Dashbo: Organization Time & Loave Data Download Ruparts

ard - Employes List

7 Autopay s inactive. Set up sutopay of choose a one-lime subseription payment. Rerwiew biling

M Employee Directory O Rofrosn |
MW =.oryona in your organisation, with thed dopartment, 43ts and accoss.
Employees @ B active sctive - 8 110 the las? 30 cay ¥ Filters Q0 Search emphoyees

ng Nehatosni
™ ?:-nm.wnt; W@ Actve
e :f:wnl.nﬁm @D Activ
py PoORNM  Prosucton @D A
mran .r,..nawn ananan tion @D Active
Sunita fami Proguction @D Active
Amniz Kumaj Prosuction [ e
RRRRRRRR ma Proguction @D A
Activ

F70FBE. TV TENCIITZIIER T ERRIN, BIDHTOENKIHERZE
SEOSREBICERNINE T, EEDNAT—REREXLIIBRETSICIE. RILXAZa
—® Update Password(/N\2 T — R &= E#) = FEVE T,

EEERIT FTZDIGFZ#EE T 5

ENAILFTZIETART. 4 v aRh— KD Recent Punches(&iEDITH) E KR RSN E
¥, —EBE2EFEER3ICIE. ROFIEEITVE T,

1. Time & Leave(BFf & 1kHR)— Attendance Process(2124LI8) =V 1) w2 L £,
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2. GPS punches(GPS#TZ)= 20 ) w o LEd, 7 XUDSDITHIZITHTRRIIN. 12
NICGPS ERTRENFET,

3. (TOBO 7 A %0 )y U3, HBCREDGMEZ R IR CITUNEENR RN
£9, Mapview(ttRRR)Z o) v o938, SHOENTILITZLZ IRT1 DOHMET
HEETEET,

I ek & Growih (15 a ey -
-“-"!15.5}”'\!'!5 1 Soarch featunes. 4@ Al Branches $ Grawth (LS daye a A AOMIITTRATER
Dashboard  Devico Sotup Organization Time & Leave Data Download Reports Payrofl Accoss Control  Account Haolp & Support
@+ Dashboard - Time & Leave

[ Autopay is inactive. Set up sutopay or choose A one-ime subseription payment.

Revigw biing

Attendance

& Refrosh + Add Manuat Attendance
Dty chock-ins, blometric Iogs, regularization requests and missing punches

3 Atendance & Regularization & Missing punches B My corrections

Prosen Absar

Lot onl

7 F:3 2 o " (©] 8

Chached in today Mot zheckid Aftes sheft iy

Today ANl Present Lae bsent AR Pending  Approved @ GPSpunches & T Fiters @ 00 Map view & Export | 1 Search by name or 10

Empioyee Tate Status Check in J oot Punctsality Houry

(- sy Oct 18, 2026 © Prosem ) 908 AM | 863 ontima s & 7
g Pt e Oct 18, 2026 © Prasest 4 9:03AM | 8GPs Gntime @ ® 7
3 Rl ©Oc1 18,2026 @ Prasesn ] B56AM | 8GFS ntime ®- ® &
A Arun Menta Oct 18, 2026 @ Frosent 4 BB AM | BGPS Ontime @ ® 7

$7 % Support +3179BI077ZT0 S Helpiow +31 705 TOEE40 D Emat mpponGuafihatacom.  © 3026 S Knata  AReance C
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08

Realtime E{RE2EHERZ =R T S

T3 IRTOTZ >

AOTHA TS XA Y T7IE. Realtime £GP EEmAZFER LT, EHRIT DL, B H—FR
ICKBITZNS TR TEHFLUAIC Staff Khata ICEZT £ 95

( 7¥: Staff Khata (& Realtime #4535 EHRAK ICDAHXFIH L TULWE T,

sk DIEL L% Staff Khata 93

mARIET R =2y MER TR EXET 712D, RIICH—N—T RL XA%ZRET Z2HEH
HO %I,
1. Device Setup(im= &% E)—~ Manage Devices(imARDEE)Z 7 v I LE T,
2. Howto connect(#&#iAE) 27w LEd, FIBEH—N—=TFT RLANWTXREINET,
3. WARZA VA —Fw MLAN £ Wi-Fi)ICER L. ERZANE T,

4. IHART Menu(X = a2 —)— Comm.(&15)(% /=13 Cloud Service(Z 27 R —E X)) =
TEY, BEEPINDRERZENHD £,

5. I RDBRBICE ST —N—T7 RFLXZAALTREL. IRkzBEEL X7

IRRDIELR H—N—FKLZX
WebSocket iz “wss: //machine.staffkhata.com”

FK Web(HTTP)im>R “http://device.staffkhata.com’
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How to connect

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

2 On the maching, apen Meny — Comm. [or Cloud Service). You
may need the admin PIN.

3 Enter the server URL Tor your maching type below, save, ana
restart the machine.

& Click udd G0VIEe™ 3nd ¢nter INE &7l NUMBET 1rom 1Ng Maching's
sticker of Menu — System info.

was: ffmach; taffkhata.con

.
EYMTRLADEICHZAE—TAA2Z2 0 )y I TBLIAE—TEEI, BREHLTOHA
T34 2DEXDFEIR 7FDZLC]\7]SZ7'J\‘7§:L\7J\ FYRT=OhA R =y Ml
MCEEhZMBLTSIET

N

V7 NEBSTHKREZENT S

1. Manage Devices(imARDEE) T Add device(fmARZEMZ 7 ) v o LE T,

2. IWERD T —)LICEEE /- Serial Number(> ) 7ILES). F£7-I13HKRD Menu —
System Info(> R T LBW)ICKTINDZ DV F7ILESZANILEFT,

3. TMain Gate] ¥ ® Device Name(imKR#)Z AN L £, ERICT D L. HARDRE T
3aEhELNE T,

4. AdddevicezZ7 1w o L%,
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Add device

Serial Number *
R55202503115271

WA —EBICRRINZE T, Staff Khata hYBE 5 D UAICIEwHRD SBEZZITE>TULWNIE
2T7T—RZ|E Online(#>Z 1), FNUNIE Offline(F 751 V) eRRENET,

DI TUNESHRIFHITESNBRVISEIE. WARNT TISEMENTVEH. KIEH—N—I1T#H&
L TVWEEA. EHRFIEZTTLTHS. H5—EEHALILET L,

IHARD -+ XZ 2 —Tld. Manage Device(ln Rz EIE:1—H—. &E. ) E— MEE). %80
D Edit(fRE). Delete(HIFR)NTEF 3%

MEBZIRKICIEFT S
HARTHZITEZDIE. HRICETRINTULWBALITTT,
1. Device Setup(ix=R:%E)— Users Synchronization(2—t%—@E) =20 1) v I L £ T, I
KO- D25E1F. LB TEVFT,

2. Send to device (w3 (S)Z T £ 9, Missing on this device(Z DAk IC KB ER) % &
R FRBRICVWEVWLENRRIINE I, Never synced anywhere(K[EHE) 7 3#E.R
. EDWmKRICHRESINI-CEDBRVWREEDNRRINE T,

3. Sendtodevicez7 ) v L. HEERLZX T,
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3 i Adenin
sinre eaturos Al Branches i
ﬁa—.w\m a ADAMAST]
Dashboard  Devica Setup zation Data Downlasd Repans t
a1 T Synchrenazation
5 Autopay is inactive. Set up autopay or choose a one-lime subscription payment. Riniewbiling
M Users Synchronization m
B vocp wsors the same in Stft Khata and on your machings.
ther devices
£ Refres)

Hame
SSSSSS Rahul Verma
sssss 3 Neha Joshi
ADM-7YMULAGL Admin
5T-0002 Amit Kumar
57-0003 Sunita Patil
sT-0004 . iman Shaikh
5T-0005 ooja N
5T-0006 Kawita Rao

Arfun Mehta
D History

ENDARTNE. TTICA—H—DBREINTVRIEKRHD SBHZHEICRIE £, Import
from device(imRH S EX D IAT) 1 imA D 1 —H — % Staff Khata (CEXDAA. Copy to other
devices(IZH DIHAKICAE=)IEA >S4 VDR DIHKICI——%2AE—L £ 95

Ik CHEMNIZTE 2 2SR 9 5IC1&. Manage Devices [, --- — Manage Device %
Uy LT, Users(A—H—)2TZzRHETFJ, mARDI—H—IFZhzhn. Staff Khata D
REB BTV TUVET,

EFEIIh—F2EHETS
C DIREICIE. WEDA S S A THELENBD £ T,

1. Organization(#E#%)— Employee List(it¥E—8) 2=V v o L £,
2. WMEEDTOD - %#21) v L. Biometric enrollment( AR DER) 22UV E T,

3. Biometric Device(4{A535EmRA) ZE N 9, Step (X7 v 7 1)T. EXEEH Machine
User ID(irRI—H— ID) TlwmARICERINE T, FLEBRINTULARWVESIE. Sync
Employee to Device(ftxEZimRICEH)Z I Vv I LET,

4. Step 2(A 7w 2)T. Fingerprint(5#X) % 7=(3 RFID Card(RFID 71— F)ZEU £ 9,
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5. Start Live Fingerprint Scan({f X ¥+ > ZfER) =7 ) v L. REEICELIEZImK
IC3EEBVWTHELVET(XRIEA—RZAESLTHLSVET),

& Biometric Machine Enroliment

Bermiral ang

® Enrolied on this Terminal
Machine User ID #0002

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

IARDFEER T B & WRBIFTRTESRLSICADFT, THlIFENhTN. Ay aR—RIC
D7ILRA LBERE LTRRENE T,

mRICEREFESNIATZ A Y >O0—-F$3

WA LIS AT A V-5 E. FIZIIBmRICRESNTVWE T, V51 VICRS T
SEXDRAATLIEE L,

1. Data Download(7—4% M4 > > O— K)— Download data from Devices(ifRH 5 T —
REAT>O—R) 22Uy I LET,

2. Device(lm=) TinAK=ZEUNL X I,

3. Aft%E&U'£ 9, Today(5H). Yesterday(FEH). Last 7 days(@Z 7 HR). This
month(SB)DWINnH. £7zld From(FieH)E ToM TH)ZREL £9, —ElICxmK
WHPZAYO—RTEET,

4. Add to attendance automatically(#R2(ICEEITEM)IEF VD FXIZT 3H . KICHZ
ZHESRLIEWERIEA 7ICLET,

staffkhata.com/guide - 53 / 118



5. Download punches(}Txlz4 > >O—R) =2 wv o LExT,

i = @t e g
KHATA Punchies added to attendance
Dashbosrd  Devica Sotup Grganization Time & Loave Data Download Repants Payrotl Accoss Gontrol  Account Hotp b S
Data Download
5 Autopay b Sel up sutcpay of chy one-time subscripthon payment. Revie biing
) Download from devices o porgiog
hes stod
Device 1o Dal
@ MenGa G dina F L
B oaz B8 o
........................ iy o«

Downloaded punches 1 © Added to Mlendance & Export
Datir

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

RARDOT 7 71 ILZEDIAL
WARE AV SAVICTERVSBEIE. USBTHZIOJ ZEFTH L TRDIAAET,
1. Data Download(7—% D4~ >~ O— K)— Import Biometric Machine Logs(“ K525 im

RAKOOATZWDRAL) 20w I LET,

2. Select Machine Log File(twm=R(MDOJ 7 7 1 )L Z3ER) TT 71 JL(.txt. .csv. .tsv)%ZiE
O\ Upload & Preview Logs(77v 7O—RLTFLEa—-)Zo Uy o LET,

3. 7LEa—%MFEL £, Mapped(ffifTFTEA)DI—H—IIREBLBEINTUE
9o Unmapped(KiB{TF)D1—H— ID |F. FEHICHALTUVLTUVEE Ao

4. 12 % 518 95 From date(#%5H) £ Todate(#® 7T H)Z&EL £,

5. Confirm & Import Attendance(fE8 L TENRZEXDIAT) 20U v LE T,

.
WER TS >: DataDownload ¥ ixkOJ DEXD IAAISEEML R— MZEEN. TMUSZ>T
0w o EN35ahHDE£Y, mARDEM. I—H—DREE. BERIEFIRTDTSSVTHER
£,

N
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H2DEE=EET S

IS IRNTDT S

FHFEERAREENAILT TUD S DFTZNE. IRT1DDOR—JICEFDET, €CT1H
DRRZER L. X2 &R L. MBEFEDORICERD ZIEEL X,

SHORR VLB THEI S

Dashboard(% v 27R— R)ICld. SHOHEE. X#E. BXEHNRIIINE I, Recent
Punches(&a DT ICISHEFTRIA ) 7IL A A LT—EBR RSN, BLICIZEIDMT ST £,
WRICIE. ENAIILTROBFANRRINE T,

—E2fk%z B 3IC1E. Time & Leave(kFfE] & {KBR)— Attendance Process(#124018) %= 0 1) v
J7LFT,

Attendance R—T & DAL

Attendance(#12)R—JISSHDOHEN THRE X9, L£ZDH— F(Present(HE)). Absent(’x
£)). Late(E%l). On leave(fRBER))ICEFTARREINE T, H—RZI v o T, ZH
FTAANLITHRREINEK T,

RO LEICIF. 2TBEDRDAHD DD £,

BDIAH KRSNB3AR

All(TRT)/ Present(i£h)/ Late((EB%])/ Absent(’k 2 XT—X ZBIDEEE
#)

Pending(F&RF5) ERERFo>TWVWBITZ
Approved (FERE &) I TICAR L T4
GPS punches(GPS $T%l) ENAILT TUDSAIEBERM S TITHONTITZID

H

staffkhata.com/guide - 55/ 118



allRenuive . Soarch faarirs o @ Al Branches

Grganization Time & Loave Data Download Reparts

7 2 & 1 0 8
Today » T Fiters @ | 0D Mapview 3 Expo a
......
R i Oct 18, 2026 i 1) 9:26 AM Lane P ® 2
12t ©ct 18,2026 @ prevent 4 5:08AM | 5058 Ghtine - & 2
it Oct 18, 2026 @ Prasent 4 507 AM On time i @ 2
juy FURANGTE Oct 18, 2026 went ontima
Lk ot 18, 202 e 5 5s o ® 2
Ao oc Prasenn »0PS Sotime Y
ADM ULAG
o Ariun Mehta o @ Prossen i i &

Filters(iRDiAH) &= 0 1) v o L TIRREEXHDEARZZE V. Apply(ER) =0 )y I LET,
LEER/N—dD All Branches(§ARTOH#LER) T, 1 DOHLREITERRTETFEY, Search by
nameor ID--- (B £ 7213 ID THRR) THEDAZIEL. Export(EETHL)T—EZz4 v >O
- I\\\ L/ i-a_o

TOBEDT7A %2 w93 Attendance Details(E12DsHl) A B =, HE L BENDRE
2. FEhniimERE ISR, > 7 b CEERER. ENTIILITROEERARIREINE T,

WEBERTS: TMUITZ 2Tl HREOKDAHIZ 1 HICESNEd, 1HhA. 1F. FEDH
BxERTTBICIE. FHLAR—bEST TS UODNRETT,

L2 HER T B

1. Filters(f&&DiA#&)%Z 2 1) w2 L. Quick Select(Z 1 v 2:3%$R) T This Month(5 8B) % #A
T. Apply(ER)Z2 v I LFT,

2. Pending(#5RF5) 20 Vv oI LET,
3. 17D Review(HER)Z 0 Vv o LET, K. &, BEEZHERLE T,

4. Approve(E&R)Zz 0w L. WAL E I, FIZZE T T 3ICIE. Reject(FNF)Zz o w
I L TREELRERZANLEFT,
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£ Attendance Details
g Meha Joshi @ Presant || Onteme | | (3 Pending
Emplayes I0: ST-D008 Sat, Oct 17, 202

Attondance Summary

4] Gheckin +

856 AM = 6:07 PM =
office | On tma offica | On tima

BREFTZID RN ZEY

BEHRESNS L. DERMEHBTE A, BUEFHTEML TSI,
L %YTZAERELET, REBOLHTRRL. SHTHVBAR Filters(DiAH) TH
RERELET,

2. TDITDINET 1 AV (Edit(fRE)) =2 ') v L9, Update Manual Attendance(F&)
HR2OFEHDPHEETET,

3. Punch Out Time(R#NBS%)) 2 8BE L £ 9, FK 0BZBET THLHE(E Next day(2
ANCFTvIEANE D,

4. Update Attendance(#H2%ZF#H) =2 v I LEd, CNTHRERIHEINE T,
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Update Manual Attendance

Emgloyes *
Imyan Shaich
ST-0004

Date *
1 Oct 1z, 2026

Punch In Time *

-
kE > b: Missing punches(1T%ZiRHN) 2 TIC1F. HERTRH H > TREFTZID B WA (FIFE
DD —ERTINE I, Add missing check-outCEEIZEBM%E V) v L. BZEASL
T Save attendance(#H2zFF) 227V v o L£T,

N

FENTHE ZIENMT S (Manual Punch)
RIGHERE TE <L TE RO S THZBICEVE T,
1. Add Manual Attendance(F&1 TRz EM) =2 ) v L £ (F7z1E Time & Leave —
Manual Punch(F#3T%l)). Single Punch(fERiTZ)Z#IRL7=£ FICL £ 95

2. Employee(it#8). Date(H{d). Shift(> 7 M)ZE U XY,

3. Punch In Time(H#EZ) . HH > TULHUL Punch Out Time(GBENRZ)) = AL £
ED

4. Status(AT—H RX)%E V9, Present(H#)). Absent(’t#h). Half Day(*¥H).
Leave(fRER) D WL\ T NH T, Absent ¥ Leave DIFE. BZIIFRETT,

5. HEIZIH L T Remark(f&Z) =B L. Submit Attendance(E2%XE)E V) v I L%
ER
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EHBDOA%Z F L8 TEEE Y 5 (Bulk Manual Punch)

1. Time & Leave(EFfE & /kBR)— Bulk Manual Punch(—iEF&fT2) =0 U v o35 h. F
#1227 # — LK T Bulk Manual Punch iCt]D &z £ 7,

2. Select Employees(E£E % #EIR) TEAICF T v I Z AND D Select Al(TARTEIR)
Zz0)w o LET,

3. Date(H1f¥). PunchIn Time(H£1EF%l). Status(RT7—XR)%ZHRELEFT. SADT T
bzfES (&, Shift(> 7 k)% Auto / Profile Default(B&) - 7O 7+ —IJLOBEIE)D £ X
ICLE9

4. WIE#KESE L. Record Bulk Punch(—3&# Tl =8 ) 2o ) v o L9,

Bulk Manual Punch

# Single Punch & Bulk Manual Punch

Select Employees * 2/95eced  SeectAn  Date®

5 Oct18, 2026

(EIEFRERZ RER YT B

WEBIZ. 7FVERIFV I ITH S ZERICBVEKICERZ R TEDDITZIDOEEZE
FCETET,

1. Time & Leave(BFf ¥ fRBR)— Regularization({S1IEFRZE) = 0 ) v o % H\. Attendance
R—2 D Regularization # 7T &9, BF@EMNMFoTVBRLE. ZTICHBHARRE
nxd,
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2. HEE SN CERZEELE T,

3. Approve(&zES) 7zl Reject(ZI )z o Vv o LFET, FCHTHIETBICIE. Fov o
ZANTEHICECREZITVWE T,

AT B L. RXREDHRNH

BEINLRKICEFREINE T,

e

Dashboard

Q0 Search featunes. (o

Device Setup Grganization Time & Leave

@ » Dastboard - Time & Leave

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

Attendance

Dty chock-ins, blometric Iogs, regutarization requests and missing punches

3 Atendance @ Missing punches B My corrections

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

Pessent Amgans
2

Dates: <11, 2026 -Oct 3, 2028 %X ¥ Resat

Oct1-Oet 31, 2026 122

Employee ey
- f;m\m:um 0ct 18, 2026
wg Kovita P.uu 0ct 18, 2026
“ ::ml: Kumar Oct 18, 2026
v _F_?NIVHMB Oc118, 2026
W ::_h;g:sﬂl Cet L8, 2026
s :!rfgiﬂﬁk" Oct 18, 2026
e Pooja Nair 0ct 18, 2026

Data Download

@@ Al Branches S A swiistaaron
Roports ©  Payrofl - AccessComrol  Account Halps & Support
Rerview bifing
3 Refresh
O laave
By @ 8
Present  Late:  Absent AN Pending  Approved  © GPS punches 55 7 Fiters @) || (0 Mapview & Export | Q ame or 10,
Status, Check in [ out Punctuaity Lo
D ime 1 9:26 AM Latn - ® &
& Present 4] 9:08 AM | 905 On e @ ® &
@ Presant + 8:07 AM on time 28 ® &
© Presemn 4] 9:03 AM Gn tme ©-- ® 2
© Preseen A %03 AM | 80PE Gn e @-- ® 2
@ Presern +) $:00 AM an e @ ® &
@ Present 41 9:00 AM On tme - ® 7
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}O*HEJ:{O)E;E\ %HEE I:Iﬁ\ *RE

TV RIRCBEET TS Y

A2y IHEIFTETB3NIBOBREMA—EZ. —ELITRELE I, £0RIF. KIRHEE.
%E. BN EBNICHRCBEICRMEINE T,

.
WEBRTF:RKREBECHMBIR. TUTZ2TRAOY I ENBIBERHDEFI, XZa—IC
BHAXRTEINSHZEIE. Billing &Plan(GEKRE T I V) THREOHES L TS U ZRHRBL TS
Lo

L

HRIRDEEZERIT S

FREFAIR. mXUAIR, FXRBERAR. HERRIII TICRESNTLE T, ChoZiRET S
h HBEOBEZEMLTL TV

1. Organization(#8#)— Define Leave({RIEDEZE) =V 1) v o L £9, Leave types({RiRD
BE)—EIC. SEEDI—F. FHEBEHK. XREABOKLV. EEHBBEL L SHHRTR
cNnE9J,

2. Add Leave Type({RirDiEEZEM)Z 2 ) v I LF T,
3. 74#—LICANLZEFT,

®/E resE
Name(%gi) & Code(d— K) Bl: TR{k1 & TCOlo EBEHHWMETT,
Days per year(FEREH%) BREED 1 FICBHISTET3HE.

Carry forward unused days(R{ERAH% FUBELEN >T-BZIBFICROBLET, 7 7:FXKIC
BotY) KL ET,

Needs approval(F&ZEHHE) FUBRECCICERERIEIAZOERIBETT,

Colour(f2) AL A= KB Y DICRRINET,
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4. Add Leave Type z27 v L %7,

Add Leave Typ
Haw many do 1 get &
nanded.
Name o
Compensatory Off co
Days por year
¥ forward unused days
o Taken e 16 et )
Needs approval
seperting manag
Colaur

00000000 -

* Compentatory OFf

BEZEZEXIFHIRT 2ICIE. £D1TD Edit(fREE) F 7c13 Delete(HIFR) 2 EWL E I,

A% % f#:2 9 5 (Leave Opening Entry)

1. Time & Leave(BE§f ¥ /RBR)— Leave Opening Entry(fRIRDHIERE) 27 ) v L £ 95

2. REBCARBROEEC IC. Allowed(¥5). Used(f£H). Left(3xD)DHEZ . Total
left(3% D DEEH)HRREINE T,

3. ELTRAFEZZEETIH. KIROEE. . BB XETRDIAAET,
Export(BEZHL)Z0 v I3 LRZATVO—RTEET,
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alllRenLnime Q Soarch features. o B A Branches & Growin 15dmyeient [RARE Wb P
HLICOLTING o ADIBISTRATOR
Dushbosrd  DoviceSowp ~  Organization ota Dowelosd ~  Repdits'v  Payroll = AscessContiol  Acoount Hotp & Suppert

I ard Lewve Opening Eniry

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

Leave Opening Entry & Export

Financial yoar: 01 Aps 2026 - 31 Mar 2027

Ap s Types a8 nehes  ~ | 0D AllDepartments  ~ 2, AllEmployees
Leave balan

Casual Leave Leave Earned Leave ® Matermity Leaw Compstrisatory Of

Etnplon o pri— Lent Aowed Usedt
prectyedt 12 12 12 12 15 15 0 50 5 5 135
i o PR i 12 0 12 12 12 15 0 15 20 20 6 & 135
B 12 0 12 12 0 12 15 0 15 20 0 50 ] 0 5 135
i) 12 12 2 2 18 1 0 s 138
mean Shakki
Poja Malr
fomgbckea 12 12 12 12 15 1 g 5 13
St eitun 12 a 12 12 0 12 15 0 15 20 Y & 0 6 135
it 12 1 n 12 12 y 15 15 20 %0 ] 5 13

WEXREHARIBZERRYT 35 %

WMEBIFBEPDDA—ILT7 FLRE/NRAT—RT. 7z 7(https://attendance.staffkhata.com)
& 7214 Staff Khata 7 71J (Leave(fRBR) & D) ICH - > > L £, Apply Leave({Kiz E55)
< LINBOBEC LORBARTINZOT, WAL AEEY, Ehz AN LTEEL
F9, HEFEIIAERFTLICRD XD,

REBORDDICHKIRZRIFT S
FROBEHBETREHEP. 77U EELRVAICERITY.

1. Time & Leave (B[ & 1K) — Leave Application(fkIREEEE) =0 w U L £ 7,
2. Apply leave(KiBZzHEFE) 207 Vv I LE T,

3. Employee(E¥8)% =V . XIC Leave type(fRIRDTESE) %= 2 9, SEHDOHEICTERD
HEHIERRINE T,

4. Oneday(l H). Halfaday(*¥H). Several days(#E8{H)OW\Fnh&ED. HidEES
E3E I

5. Reason(32MH)% AJ/1L £, Also notify(B1%E) T, X523 AEERNET,
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6. Applyleave z 2w o L%,

RIRZHREEETIIENT IS

1. Time & Leave (B & #kiR)— Leave Application(tkIREREE) % 2 ') v o L £ 9, Leave
requests(KIREEEE) M Pending(AGR#EF5) THRIZE £ 95

2. BHFED Review(HER) 20 U v o LE Y, AKRIROEE. B, B EBEHRHZERELE T,
3. Approve(&zE3) 7zl Reject(H )=o) v L. HEELE T,
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Approved(F&:3E#A). Rejected(EHNTFEH). Al(TART)Z TICEBENTED £9, EHSEHFED
T EEE TR EHTETED,

MBZEMT S

REEHL Y F—ILRFSN. BRLA— N TEDNET, —BERDACONBLRVSE
7,

ALYy RO—RHSEDIRAD
1. Organization(#E#%)— Define Holiday(ftHDEZ) =V ) v o L £ 7,
2. Import(BXDAL)Z 0w I LET,

3. Need ATemplate(T> 7L — b HRERIFE)TCSV £/cld Excel 22Uy o L. 27
Iz o>O—FL%EJ, Holiday Name(#iH%). Type(f&4E:Full Day(£H) % 7z|d Half
Day(¥H)). Date(B{t:DD-MM-YYYY)D 35Ih% D £,

4. AAILTeB. T7A0NZRYIRICEZ v I TEh Vv I LTERLEY, 2MB &
T®D CSV. XLS. XLSX 7 7 A LIS L TWE T,

5. ImportZ#2)w oI LEY, IRTORALFEH TEMEINE T,
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fMB%Z 120EMT 3

1. Define Holiday(#1H D E%:) T Add Holiday(#itHZEM%= 2 J v L £ 7,

2. Name(%Hmi)Z A/1L. Date(Hfd)%1EAT. Fullday(£H)Z7-id Half day(#H) % ED
* 9, Description(GiFA)IZEE T,

3. Add Holiday #21J v & L £ 7.

Add Holiday

HName
Company Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description [optional)
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Upcoming(51&). Past(@Z). All(TART)Z T T—ExREL. 170 Edit(fRE) 7L
Delete(HIPR) TEEL £,
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©5. 5. FithL

I eECTI Y

Staff Khata (312, KR, fiB. BXEELISZIADKBEZHETZ/H. ALYy R —
MIFAETY, —EFREINIX. BRHEEIOI) v I THREAENTT X,

.
WMEBLRTS VU HREHEICIE. KEEEEEZSCER TS VDU ETTY, Payroll(if5) X =a1—
Oy o TNTWVWBIFESEIE. Billing&PlanGEkE 77 V) TRED S V2R L TS
(A

L

WBEY1 VN EEEIRERET S
CNODHERTEIF. IRNTOBRESHRERICERAINE Y,
1. Organization(#8f%)— Company(&#t)z 27 ) w2 L. Payroll & Tax(¥65 £ #i) X 7 %= F

TEY

2. Salary Cycle Period(#65 4 1 27 JLEBE) T. Period Start Day(HfEi DR H) & Period
End Day(BifI D TH)ZFREL £J. TAFRI ICTBIE. BTHICOZANILFT,

3. Statutory Deductions & Contributions((EEZEFR E HLH) T, ZHT2HDZ A VICLZF
ED

4. Save Changes(ZBZzR®F) 27 )v I LET,
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4@ Al Branches

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

Company Settings
0y e

D Reset
Manage your compa orences, attendance rules, payroll, and policies.

=

& Journey Tracker

@ Payroll & Tax

El {Employee State insurance| )
Enatle ES) cortibutions for e
PF (Provident Fund)
Gratuity Liability

FF CONTRIEUTION %

ou have unsaved changes iscard

-~ Financial Yoar Definition

RE HEaE

ESI (Employee State Insurance) XIRE7A2HA5ICESI ORHEEML 9, #2:(F ESI Contribution
(X BEERRFRRK) %(ESI #LHER %) TEREL £ 95

PF (Provident Fund)(f&i.&E%®) EPF OZEREERFOHEZENML £9, #13(E PF Contribution %
(PF mtﬂ% O/O)TE_QE lz i_g_o Eﬁ‘; 12 -C“_g-o

Gratuity Liability GEF&1&75) BEORBE5 | 5ZEHL T T,

Financial Year Start / End(&5t  M#S@REICES F£E,
FEDRSH - 1K7)

WEERZIIDHTS

BETEZIT OIS, SRNTORREICHESERDVETY,

1. Payroll(f&65)— Salary Management({ie5E1E) 27 ) v o LE 9, 2kFEEN. 1
)l/\ ﬁl‘(l"/ﬁ\\ j:gllc:lz;%\ %EHYDEE\\ ﬂEFEﬁ CTC t t{)‘:_%’: H_Ténij-o
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2. REBDITORETA A=V ) v I F3h :iLWLWADIZE(F Assign Salary
Structure(i{55ARZENDH VN2 I Vv I LET,

3. Payroll Cycle(#6 51 27 JL:Monthly Cycle(B’x) & 7=|& Weekly Cycle(;E>x)) & Salary
Type(¥a 5 DiE%E:Fixed(EE). Variable(Z#)). Commission Based(3#8))Z &V £ 9,

4. Earnings(3%ia)ic. EAHE. FEFH(HRA). BBFS. EEFE. toMFIZANL
F9o

5. PF. ESI. BZ#H A ¥ D Deductions(ZfR) = AL £9, ESIHIEFERFX/IZMERICEKRT
TE9,

6. REBICEBOLEEIBLEZ RE 3155(&. Show CTC in Payslip(fa 5BB#lIC CTC =
RANCTF v o2 ANE T,

7. Save Salary Structure(f8 5&% %z 1%7F) (£ /=& Update Salary Structure({e 518 %2 %= &
FNzoUvw I LET,

ANNZEHE T, TEBIC Total Earnings(Sz#a&5t). Total Deductions(#EfR&5t). Net
Take-Home(FEY D %E). Annual CTC(ERI CTCO)ARTEINE T,

5 Edit Salary Structure — Rahul Verma

¥37,998 456,000 1y

E> k: 2D 7 #+—LIZ Organization — Employee List ' 5 61T £ 9, REEDITA=2
— 7z E. Assign/View Salary({e 5DEIDEHT - RR)zo7Uw I LFT,
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BRia5=s89%

1. Payroll(85)— Run Payroll({e 55t 8= E17) =0 ) v I L £ 7,
2. ROLETREEZEVF T,

3. Bulk Generate(—3#&E{ERR)% 2 ') v~ L. Department(SfE)%EBATH E E% R L.
Generate Bulk Payroll(—{E CTie 5= Ep)Zz 2 ) v I LT, BB CICEDIRL £T,

Bulk Generate Department Payroll

1 A2IFICZIA S5 E1E. Add Payroll(fe5ZEM)Z2 2 ') v LTREEZEUV X T

More Columns(FZEBINEXR)%Z 0 ) v I T3 . ZHRS5ORIME R 2EFEA. EFS(LOP)
H#. BARB. fiH. ERAKREBLIARRIEINE T,
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yiaa Adimin
'iacw\m @ Al Bearichas o ADAABIST
Dashboard fica s Data Download -~ Regarts !
Run Pay
Autopay is mactive. Set up sutopay of choose a o b 5] P Rirview bifing
fo) payroli 0 e || & e | Wrnms | soeeee | (D
i, edit, and 5
Total Net Payroll o Tatal Droas Eamings Statutory Deductions
y a .-.' Ed
¥1,28,200 ¥1,45,000 ¥16,800
—
Employee Payroll Records & — Less Coluning Saptembe 2026 Q
- P WEEKLY  BASIC .. ... .. OTHER  TOTAL  BF  __  PROF.  TOTAL
empovee oo MET O smrus ATTEND.  LoR MOLIDAY : e e aW© Wea convevance  mepicaL i ey ma ¥ s
Pooja Nal 5T
i Soas e #35.000 2,840
Imsan Shaikn - T
o0a4 i S 000 46
Sunita patd
T23,440.67 26,000 2,883.5
Asmit Kumae e
¥ 23,000 £0
ke & 2,000 ve.a0
o g »
1 =

THEZEETBICIF. HEEDRSDITZIREL £9, Edit Monthly Payroll(BXig5
DIRE)T. KEED FFICT 3ICI1E Save Draft(TEZFRFEF) &, ZHLVEFEALE S Settle
&Save(lEE L THREF)Z2) v I LFT,

BHOKREEZINWVEACT BICIE. TICF T v 7% ANT Settle Selected ((#IR D = 7
E)zo)wILE,

Export(EZZHL)T. ZDB% Excel £7/=IXPDF TH U O—RTEF 9,

WEREERT - 4V A0—F9%

WEEBEDITT Payslip(fe 5Bl 22 ) v 7 LE 9, HBEBEMICIZ. toOd. $208
B, Xia. EZR. IBERBORE. FMOA(XERE)IRTINE T, BFRER) S —0
i@ﬁﬁﬁ‘%%(ﬁzm Eiﬂ;\ /—J_‘\JU ¢/_L':J:51:¥|}/%):E)15—%/—_|—Ténijo

R729 %IC13 Download PDF(PDF #4 — > O — R). EIRIT 3 ICid Print(EIR)Z 2 U w2 L
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1. Payroll(¥85)— Add Advance(gi¥AW\W =B Z 2 U v L9,

2. Employee(t#8)%EU. Amount(%E) ¥ Reason /[ Description(32( - 5ifE) = AL
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& Add Salary Advance

Racerd an mployee s3liry vance of lan ditbursement

IUEREBEDRREZREITS
1. Payroll(#¥55)— Add Reimbursement({gE%EM) =2 ) v L,

2. MEEZRV, 2%, BH. B. ExAHNLET,

3. Supporting Document / Bill(GE/& - 5EIXE)ICTEINE Z T L £9(PDF. JPG. PNG.
DOC. 2MB £T), BEINEIFHETT,

4. Submit Claim(BR5Ez=%xE) 221 ) v I L%,
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1. Payroll(f55)— Weekly Pay Process(EXia5IB) % 7 1) w o L £ 95
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H. Send Email( X — /L% XE) TRRERISIED £ 7,
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H4t® WhatsApp Business S %>

Meta O Cloud APl =@ WhatsApp Business 710 > b &, Meta DERBERITIXvE—2
ToTL— DR ETT,

3 i )
1. WhatsApp 77— K T Configure(s%E)Z= 2 ') v L £ 9, Connection(##i) 2 7H'FE %
ER

2. Meta access token(Meta 727t X k—2 >) & Meta phone number ID(Meta BFEEH S
ID)ZANLET, BEEFESEDHDTIERL. Meta DEFEESID ZFE-TLEEL,

3. Alert numbers(CBHISES)IC. A—F—RITEMNZZITRAEFEREEBESZANILET
(R 20 1),

® WhatsApp Configuration
Mot Ciood APY - O swieds anabled

Connection  Event tem) plates  Activity

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

WhatsApp provider

Mets WhatsApp Cloud AP

= 123456789012345

& M regrbined phone mamtuer |0, ot The didgliy numes:

)

AR TOTL—FERET S

1. Eventtemplates(-1 XY r 7> L — R ETZzRAETET, EAICARY FH—EBERRE
%9, CheckIn(H#). Check Out(;E%f). Late Arrival(E%!). Missing Punch(1T%li%
11). Leave Application({kIREEZE). Leave Approved(fRBR#EE). Leave Rejected (fARHER
#1F). Daily Summary(B X E) T,
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ARY FEZEVE T, fl:CheckIn,

Approved template name (&R EA T > 7L — ~%). Approved language code (G2
BAEFEI— R, en_US* hi & Y). Exact approved template text(ZZ2EHT> T L
— FDIEEERAN)ZANLEFT, ANXIE Meta BNESR LI EDICEREICOE—LTLE

L

Variable mapping(Z#nE|D HT)T. FEEHICANDIABZEVE T, T RIF.
Variable 1 |Z employee name({it%E4). Variable 2 |Z punch time(3TZB5%) % & U &
ED

Recipients(ZEE&) & V. T L— % Meta DRNBRECBE LI xBTS F T
VIRV DR FTVvIZANK T,

Preview message(X vt —2 % L Ea—) 20w o928, XETNINEZZDZE
FHERTETE 9, AIICIE. Testnumber(TX F&ES)%Z AL T Send Test(7 X kix
B2 A%-3

Enable event(7 XY FZE#ME) = F I L. Save configuration ZRE=ZFRF)Z V) v
J7LFT,

Check in

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

attendance_check_in

U5

4 the language of the approvd template, for énample en_US o b

Exaet approved template text

HI 1), your chack-in at {{2)} s recerded]

#¥: Missing Punch O X wt—2 &, HEIF 2IGREDITRI L HAEWVESIC. &7 MET O 30
PEICIERXEINE T, Daily Summary (31 > REBOFE 10 BICRTIN. BRLEES
ICDAELONF T,
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Activity(7 7T ET )2 TICIF. RIEDTA Xy E—J ARV b XyE—20 ELU
TAONAZ—DRIFRHF D ES D —ERTINE T,

B bk: TAccepted] (RfFEH)IE. Meta A vt —C%RIFFIFR e 2BKRLE Y, BE
FIRIETDHDTIEHD FHA. BIXTDHIIC. Meta DAy aR—RERERL TSI,

SMS TBHMZ1X3

SMS Gateway(SMS 7— U =1 )BE L LS ICEWLWE T, ConfigureFRE) 22V )v oL, 7
ANAA—Z8HEFE LT ARV ETYTL— b ZRELFJ, MSGIL. Fast2SMS. F7lLiZ
HDFONAA—H®D Custom URL(H XX L URL)ZENREX T, 1> KD SMS (CI3 DLT #&5R

BHDKEEID. BHXREID. TV TL— bAXHPBELRDT. 7ONARZ—DS5AFLTH

BLTHWLWTLCIEEL,

IEHDDY I FITTICARY b %i%ES(Webhook)

HIDHTR L EPHRBZRFBLILCETREIC. BMHOV T U 7REELY —ILICFS
B W5E1E. Webhook ZEWLWE T,

1. Webhooks APl 71— R T Configure(ZE) =2 1) v L£Y,

2. Webhook Target URL(Webhook Mi%X{E5t URL)Z AL £,

3. Event Subscriptions(-1 X> ~D#EFE) T, EET DAY MIF v IZANT T,

4. TestPing(T X bixfE)= 0 ) w o L THERizmESE L. Save Configuration(FRE = *7F) =
7w I LET,
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.. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

IRTDARY MIFBEMMTVWTWE 2. READ D X7 LATAEIC Staff Khata 5 /&
Wb DH ZRERTET 9, 55MiE. BIFED Webhook API Spec(Webhook API {1#%) THE
WTEET

EHxEld3IciE. ZOEEZRVT Disconnect(EHE )=o) v o LT,
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WMEBRISV:REEOTAVIE. MU oTIEOv I SN3BBERHD T, HWEDTSS
>IE Billing & Plan(FE3k & 75 V) THREEEL TL 723 L,
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HR Support
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