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o o

Include Year (jvumengi) U18HF1 (72026 U "26°) y None (m8)4

o~
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Starting / Next Number (iueG10iEE/US10) et uualngusIt

). Soarch faatian . T Admin o
'iacuiw\ i siaecidsnokas B Al Bonchas Rl - 4. AvwistRAToR

Dashboard  Device Setup Organization Time & Loave Data Download Reparts Payro Access Control  Account Hoip & Support
ard Company
5 Autopay is mactive. Set up sutopay of choose 3 one-time subscription payment. Raview biling
Company Settings O Reset
Manage ar

g0 your company peterences, attendance rufes, payroll, and policies

@ company Profile

4 Employee Code Format
Define how employee codes and 105 ane

# Employes codes

LIVE SENERATED COOE PRIVIEW
Hawiy craated omplryves il o o §7-0001
PREFIX SEPARATOR | DELIMITER INCLUDE YEAR
sl Hyphen (-] ot Mane
HUMBER OF DIGITS STARTING | NEXT NUMBER
£ My Profile 4 Dighs (0001 ~ 1

You have unsaved changes Discard

AaS:s wepRpimsuiatawmiyaingligm:v weguidumspntisiathn
oo _ ° L o . d
ASajnlinfNanldauUs

ifAg4 Localization (miAinnamuaus)1 Currency Standard (;6winn) Timezone (Gusithi)
Date Display Format (s{pfiuinmmeuuiigs) 84 Interface Language (ManGaNG{us1a) {§i
WMSAANGUFIUUIS URAMISTinUHAG N yuuiniaghaidnmlinyivaigakdhimiguiiis:

i5GG Save Changes
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. LtArE 0 Soarch featun el 3
i ) Search features @ Al Branches i S
Dashbodrs  DovicaSetup < Organization = Tima&Loave <  DetaDownlosd =  Reports >  Payrol = Access Comrol  Account Holp & Suppon

‘Company

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

Company Settings o Reset
Manage your company proterences, aftendance rules, payroll, and policias.

@ Cempany Profile
R @ Resional & Locals Setings
Configuts system language, tmazane, e

# cades

CURRENCY STANDARD TIMEZONE
© nery Tracker
Indian Rupes (INR} v ingka Standard Time UST)
o Payroll & Tax
@ Locakization Laailitabinde b INTERFACE LANGUAGE
0 Notif DO-MMYYYY - English »
& Duplicate employess
£ My Prafite

@4 Payroll & Tax

FIY PayroII & Tax (ininjj shns) JndSniuiU:]inJJJUEUHn (lgmvis Shigumu) midana PF, ESI
inji

fIAH S MUMIWN U W YINNG[HIVAHAY /218y W IMeeISiudagBrnjsu (geo-fence) mnigs
ightiunaiatsmavigme«
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T
@
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DI
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5
9
G
0
<Gl
=
g
28}
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2R
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DI
]|

1. GG Organization — Branch (fne1)1 Alghiimuurigavs Main Branch (sneiiy) jgiviw

2. 1OnBgWHI () Wwes Edit (amjyge)

3. ume Branch name (ieun:anel) Gpasanas Code (iueni) EWW (25110360 “NOI-HQ ') 81
Address (MW S)

4. 1A Primary branch (fnesyjh) wisifyaingainjgimsuiguisiSiscmuisiiiv

o

ocate me (inSaihg) Nw

2

Gl
-

5. 1A Geo-fencing (jugBan{y)1 uSIUEANANASAINAS

n G
Latitude (sus:s§1) 841 Longitude (st:uimw) YooidiasSiiyjmngn

al

6. uma Radius (m) (Al i Aathib{R)s sywigtduyanamseist inwisiiniyssrums
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7. G Save Changes

MmEniyana

A 1STRHA UM AR UMMy Wl

Branches) iigjiSiane

nBsgjiussruisiail mnumgniﬁ@m

(X4

a

o

iuRgBanppuIuaIN yPavaiinyian aisliieiaid (All
yHYW ysiHmywm

=
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Latitude Longitude
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Click tha map 1o dop &
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" rase 1 Soarch features .k @ Al Bragghes & Growin |LSdaye kit O AT

Dashboard  Device Sotup Organization Time & Loave Data Download Ruparts Payros Accoss Contral  Account ok Help & Support

Ali Branchas -
1 Organizaticn
Delhi Showroam
5 Autopay is nactive. Set up autopay of choose a one-time subscription payment. Meoida Hoad Office Raview bifing
four office loatians, Statf can be limited to punching In near their branch

Branches 2
eanch Code

@ Dehi Showraem DEL-01 [ et

@  Noida Head Office | Prmary Ol HE [ o

h | o

SIWAFSAMAEMINNUHAY geatnniAminsminialvSvw WwaumnmisiiGaniba
[ 8AUiaU

1. GG Organization - Department (S1WnAHS)4 SIWAEHSHIFIMSUIRAUFUHAIGILI W
2. ifgjuiguinnsminisisIwANSYW aysiiadgWHHUAN (++) i wes Edit1 isiijmy

Designations (g2ninni) Nwinm:yw 66 Add designation (viguveninni) fumvye

Dle

inniug1U J6GG Save Changes«

3. iiYjuia[RvG ayuos Add department (Uigs1WAES) UM Department name (ifuns

o

U
AANRIL RSN W WIANSAY

IWwnif8) viguye

4. ysmniuil Departments (1Wwnid1s) isl Designations iHy[iS Ui MiNIsiuHUaR{ABUIS
iurgA Shs1waisinunagaisi
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siare 0 Search featuns. nek All Branches o
ﬂnm\ ™ @ 0
ga;npw% Devica Setup rganization Time & Loave Data Downlaad Reparts Accoss Contral  Account Help & Suppert
@ + Dastboord - Deparment
[ 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
Detignation Department Statt
Supervisor Froguction o
Maching Operator Production o
Quallly Inspecter Production 0
HR Manager Human Resources o
HR Exocutive Human Resourcos o

Nesahwp? S Support 9179820

70 R Helpior +

B2 Emat op

staflenaiacom.  © 2020 Sl Khata - Anendance

USIUBA fYBAANG GRUIAES SMIMUMIANTENNMIUNBW JURIHAY
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GIUiaulS SAiAIUAIANTBLINMIUNUW
ALY (AUALEIR
gnUigwmsaanafiny)uii Staff Khata siagamitags8yws Siumuntmmaniviguithy signs

ywinimaus

8 8
INUAMSIAMYAEAWA tﬁmjmﬁﬁnammig UHIgE18

—

. GG Organization (1#mn) - Company (jivUjs) j5ifagik Attendance Rules (GNtia
B18)4

2. iOagnuiduLAchms (MuiBumaletimy)4

3. a4 Absent Day Deduction Penalty (mifiSwmamaigHiams) Avumusgsigisimnie

a
u

iWugimauUHignISMSINGHEUSEWI1 1 Athui{Baurym

4. G Save Changes (safisanigaiu:)

ullRenLnive

@ All Branches

Admin u
A L ADMBASTRATOR

Time & Loave Data Download Reparts Payros Accoss Contral  Account Help & Suppert

5 Autopay is mactive. Set up autopay or choose & ona-lime subseription payment.

Roview bifing

Cnrnpany Sattmgs o Reser

atendance rules, payroll, and policies.

Attendance Rules
@ Configure automatic punch-oin, o

' Journey Tracke Enatiie Aute Punch-Out

Enable Overtime Tracking
FRBCORD OVRITIT DOTIS WOTked Deyond 1

Enable Live Attendance Natifications

Start Journey on Punch-in

ABSENT DAY DEDUCTION PENALTY

1, ¢

Geo-Fencing Parameters

Enabio Geo-Fencing
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Enable Auto Punch-Out (iGAmiiegs
BRI W{via)

Enable Overtime Tracking (iGAm;
mumsminuiguiti)

Enable Live Attendance

=)

Notifications (ifAamigsidniiams

a

)

Start Journey on Punch-In (51016
Hiphisitnuiagsg )

Absent Day Deduction Penalty

iUAIuaBany

)

UGB e FUNNUAABSBjieysSTry

1ysiGMmEjuaminisiitng 11:59 PM uesiG)AiAlgGiIeISIem

apmitigmindafius Wy gjiu)iaimeilamampuinisinigsy
anany)uidaimamanivigsiings us manus Sumaniviguitin

UMM AN ST U SHIFISIGM SYWIMFHNIMAISIRMYy WRiigHh 18iid
BIN{AUANIUR Admin 84 HR4

]

P Uiaayihuige Journey Tracker (igme4 ajuitu Journey

Tracker+

ogsigisimateiiugimamupuHigmsmsingsusyws 6 0 #e)
304

munyingiin asgminpniatsinighigmi

1. istimniin sl Geo-Fencing Parameters (thiSjaivaania)

2. 10n Enable Geo-Fencing (i0AURGEan{su)

3. iRy utdun(ginsias

o a o 1

Branch-wise Rule (Gnumusanel)s ane18ywifsSaik Suaimnigs ijpuiaaneiny

= ~N
w
o o o

Apply to Branches (HgiaGimeane)4 is:muiBauytGa (v sibynmsSaiidstii

yuw

H 1 3

Apply All Employees (HgiaGinsuamasiita)s SalniagWREUESIAUM 1 UM

Geo Fence Radius (Metres) (AliuhgBaniey Anmiiv{H) WEE Set Map Location

Coordinates (AnnagHimis§ainibinss) iyjiRuiunaigh

4. 6o Save Changes«
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ullRenuive Q Soarch features. o B Al Branches & Growin 1sdmenn S

Dashboard  Device Sotup Grganization Time & Loave Data Download Reparts Payro Accoss Contral  Account Holp & Suppert

Enable Overtime !m:klng -~

& Company Prefile

Enable Live Attendance Natifications ©
Start Journey on Funch-in

ABSENT DAY DEDUCTION PENALTY

-
@ Geo-Fencing Parameters

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

?DD'V

@ Apply to Branches - 2
o A

Manage Branches

GEG FENCE RAGIUS METRES) LATITUDE LONGITUDE

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

sanis (Uit Branch-wise Rule fjsAnnN&agu SHALUAN18Y WMy s sislijmy
Organization — Branch (65121)4 &yuiS U 1 US{RYUISIURIEAY

HanMGUsithgBanpunpuvaiaynisianiuiguiuaima isiiiuns Attendance & devices
(iaws 8hauniin) miafiiv

i[HEulifuiaiGaIUMY WhatsApp

{4 Notifications (migsiiany) sgimagjunita Daily Attendance Summary (1GHUTRNUIG
M8[UGIiG) Monthly Attendance Summary (ifushfiiuigus{usiie) 84 Device Health

o

Alerts (migsiidninfiemsmnauninn) my WhatsApp4 fjsi5 WhatsApp 8imiamu

villaimumidniSiumiunius

T UMILNIBAMIW G WARNHIW: 1N UHSIMIUEA SHinuaminuigiimigmwmmannmuiy

UHIGEIS 1 ImMUmMIANHURIURIHA M WU STls unUs SRGATM 4

1. GG Organization — Office Time Policy (immumirnisamiun i)«

staffkhata.com/guide - 23 / 116


https://staffkhata.com/guide/km/company-setup?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=km
https://staffkhata.com/guide/km/whatsapp-and-integrations?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=km

o,

2. ©G Create First Policy (Umnﬁnﬁj aniiyh) (u Add New Policy (uiguimmumiin fs;)
U SIDHAYISYWBIL W)™

3. ume Policy Name (tnunsimeumien) §Geh "Standard Office Policy"1 si Default (i
iiiv) 810 wasiBimumidnis:fiHSiaGuNHAtR UM SIMUMIMNFINIES

4. isliymy Grace periods & working hours (st:inUHSI{A: §ITAIEMI) EYBALNRINUL
mith 8hsSe

minana Hiuniig

Permitted Late Arrival (misAia UaMLAMGEAWAYSISINWES{pinnGIsAWa as1vniin 15 154
tiuHsma)

Permitted Early Departure (AsiGN  UAMGAHGIGMYSUISINWHS{Finat1iGmMys as1viin 10 154
ysliiungiman)

Half-day threshold (AiBamanamu  muitigmiis: igisicamanameuig (2s105dn 7 84)1

ig)

Absent threshold (A{Saniges) [muiiiEmis: g1 inasIHIgms (251060 4 1)1 Jjy

SANNEJSIUNASAMNAA M UG

AImMamaAUsIieuUMIBAWS

=}

ifnidgjuimisadaghiiwynis)aisimmima

1. 10A Monthly late deductions (mimajusiieamumisawba)

2. ijffuiisu Deduction source ([unnismima)s Attendance (iats maigiawis) U Leave
Balance (CL) ((uuafyjsnunuva{yIA mﬁﬁmﬁnﬁﬁﬁjmﬁﬁgm)ﬂ

3. Anna Monthly late count (GgsunWa{usiie)
w

=
&
Gl
-

8
wns8wo mivadaiunes 3 dhahywis [pimay

u

GNUAEIUAMIBAWagIY SUMIGMYS

isliymu Late arrival rules (GnUsnWia) 66 Add rule (UigugNy) UM Duration (Jus:in)
W wiffeviicu Cut Days+ es1vniin saWaibasi 1 184 ma 0.5 (Half Day) (manumeuig)4 Ha
mGuigsmsiuains 4 Gnu+ Early departure rules (GNUiGMYS) SilNimigemuBIuUAaLA
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tiruismus iin Apply on weekly offs (1giaisligutusiumn) Was1TENUSsIkis:invis

g lEimUGRiH

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

Palicy Name *
‘Standard Office Policy

Detault @O
Grace periods & working hours
Permitted Late Arrival Petmitted Eatly Departure

oo Mo 15 mistes [ Hours ¢ 10 o
Half-day thrasheld Absant throshoid

o7 Mo : o0 e o4 Hours 00 minuter
Betow his: haif aay, uniess marked sbsent Below i anisen. Kirep below the hall-cay threshold

Attandance & deductions
Monthly late deduciions. [ @)

Deduction source

AEncance  Lesve Baance (GL)

Manthiy late count Cut Days
3 £3 1 -
»
Late arrivalrules 174 + Addfule

Apgty on weekly ot
e T
Duration Cut Ds

S s

5. GG Create Policy (Uifiaimaumien)

IMUmMIdNISIUMMAR UMMy winuineaGa 16Mys ManaMmulg SUHIgESIUAINY 1ilY]uI
imumidnamywm sty gyuidadgwhnumimumidn () wWiwss Make Default (Fnnath

1 w

USIiRY)4
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ailfiFentTive

Dashbord  Devica Sotup Organization Time & Loave Data Downlosd Reparts

@+ Dastboard © Office Teme Policy

= Autopay is mactive. Set up autopay of choose a one-lime subscription payment.

Office Time Policy

Configure grace timings, half-day/absent rdes, late coming & sarly doparture deductions
Office Time Policy 1
Pascy ame

Late Arrvval

Standard Office Policy  Defasm 00:15

32 pimaee e

b 174] )

uuamng: gomiy
feu Office Time Policy isiinugauigy yiRfEUY

Payros Accoss Conral  Account
Eatly Deparune Hait Oy
00:10 o700
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AASINISIY

@ Wil Branches P Batemin

Dedutpons

Deduct From Atendance

Office time policy created successtully

Halp & Support

Ravsw biting

+ Add New Policy
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§ A Wi uirnis
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05
Uisy SHAUANUAUA
ALY (AUALEIR

wsindunhiigjuigsuars

2l

A1 olo

DI

ghyathwidsisi Add Employee (bigbyaia) i{Fs1Aakinm

o

|_I1
taywiinaans Excel yithwigminufimidyjgjnaia Ummnnmsmmam

=

iv Un

=]

Uty

b |

GG Organization (Hymn) — Employee List (utfiuasin)1 Employee Directory (Usfitnins
UAMGA) UMMYSAUMMyWivesid SIwams Aavssnssh Suansmn« ijj Add
Employee yipmisiinjin (More ways to add ffiuiguigjuis)a) e uikiig)a

uigsuatayn

bha |

s Add employee 11SUSLHUN S NUTHUBISUMFIWAGITNG RNUIRINIS)aHAMGUINM
islineuijmuw

tiuns$ 12 Personal Info

1. umeu First Name (s15g8) Last Name (s15(sncu) 84t Work Email (Efummm:)ﬂ

2. ume Contact Number (ive§1a§sh) mywiuegi{uisiu N8sMEuImsisugIUiiuaMia
pimsuigu«
3. Anna Password (MaAjuga) BUlY UalAMGUINMSUSIUHAGALNS

4. \Heutieu Gender (ins) 155G Next (US10)1

liums§ 23 Employment

gjisisis illgjuiRauegumuspRIUN

u

1. sA Employee Code / ID (iugqpii/iu 2 (U iuauA)
[AvUisHAY AIBIB U HUG{BUISIVEAIHA

2. §i8aj Joining Date (igGuiGmi) jGijHuiicu Branch (ane1) Department (1wnins) 81
Designation (weainni)«
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a o al

3. ifHfuiieu System Role (§15a1{uflg)1 UabAmMALSSH Employee (yarin) fiundmia

o v

SsSwmmgsyinme-
4. Office Time Policy (imumidnitumiuniw) ifimumidnasiiisiufign asimiagna
(R eutieuimumInnig i

5. Reporting Manager (1a{au{aRE100) EPF number (icue EPF) 81 ESI number (iue ESI)
AlfUGGA“ GG Next

IR eaLTIMvE @, Soarch faatisre e B Al Branches [ —
ks LT —— @ A s
Dashboard  Device S Organiza i & Data Download Repants c | A Halp & Support
Acd EmpHoy
[ Autopay s mactive. Set up BUtopay of Choose 3 ona-time subseription payment R biting
8 Add employee % Back to Directary
B Flll in the basics first — you can add tha rast later
; © employment
Employment Details
Emplayes Cote /1D (0 Jalning Date® Beanch®
penerated £ 18 0c1 2026 Neida Head Office (NOI-HE)
Department* () Dasignation () Reporting Manager ©
Production Supervisor ol
Status Office Time Policy ( System Role* ©1
Active - Standara Office Policy (Defaun) - Employes
HR & Compliance
Total Experience (1 EPF number ( ESI number ©
op 2 of & Emplaymant < Pravicus Natp.
O al .
unss 3¢ Bank & education
o

famsasiAspimsifapumintaimnte igasind (m1ms Suminsi) Aipucta4 66 NextH

1

1itmss 42 Attendance & devices

mInaN& Hikunig

Disable Attendance Tracking (Gsmimuinsiaus) gsntumuyaMnis:aRigms SRimwmian«

Enforce geo-fencing (Hginiuigsans) mitegsnvinisighivhgdanpuivaianeinaia
uigms«

Require Attendance Approval (a{gi8ju1SAIHSEAIR HaALARHSEaiaYSYSINUNisTEAU)ia
v18)
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Devices (2Unifn)

]|

1SSHIGLRYSTIMS

—a_d — al —_— 1
GG Add employee“ URUAGURIMARUIMEYEWINNSJHEIUES
1 1A -t -_ c?' <« w v = 'I:l’
'ir.‘»—]i‘i{.{ A ANl Branches - i ™
Aad Empioy
5 Autopay is mactive. Set up sutopay or choose 8 one-lime subscription payment. Raview biting

M Add employee
B Fiil in tho pasics first — you can add the rest later

Attendance
Disable Attendance Tracking
Enforce geo-fencing

FRequire Anendance Apgroval

SiGuUAALD Excel

8 8

Biometric devices

this empleyee can punch in on,

Devices O

 Back to Directory

© Anendance & devices

« provious | (RN

1. woinmisiinj Add Employee itiwiffifutics Import from Excel (Sigaufi Excel)4

CSV)4 nvsHinusisiiHa 8hgiasiunidnt«

CSV inaiiey 2 MB4

{8 EUBSINIANTR WYAGAIURIHA B

"YWy

=42l

. GG Import employees (SiGrUaGA)

d

4 INPHIANUMINSA
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whun‘m S Bemich sty @ Al Branches DA ADMNISTRATOR
Dashboard  DevicaSetup - Organization ~  Time & Leave -  DataDownlosd -  Reports ~  Payrofl - AccessContral  Account Holp & Support
@ Dasrboard Employee List

Riview bifing

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

@ Employee Directory & Rofrosh
W Everyona in your organisation, with thedr department, $13tus and accoss
3 Invite Employee

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

Empioyee Deparimant Cantact Staties
Rahul Verma Production rahul verma@aharma-taxtiies &
Active
RV sr.0001 Suparvisor ~316000000002 ©
) dvn Gl - @0 Active

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 Oﬂtlheﬂlm“ﬁlw
1t has every © i Ehime & an-n' kemc tr examples
Wit \:uwm s, Gk e 1O o p header row

D Exceltempiae @ C5Vremplite

2 Upload your file

& :l;i;l:i‘luxll\-s'slsﬂl.csr Chaagd ¥

o al

gidumsivefiyalnSusgumSivefImusHRiUefHiu LA U SITHIgsuNtw
Khata 8inwnisliyms Rows that need fixing (Hitruigsin)1 vinnisiohnaantco
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sUUaAGAmaT1 imsnis majugansiidvginigw SN {Finans g st gjualaumuIti
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HIMMMUaMAZJUINMNAatISHIUESS
= 1 N - = o
varinuiguigieginidna MuwWns $S1NSSHUSS SRAGHISEIMUURIZSEIN
1. soymisiingi Add Employee itiwijiauiis Invite Employee (Hifitnuasn)4
2. Uinem First Name Last Name Email (5iifu) 84 Phone Number (ieueginin)4
3. ijfiéuticu Department Designation Role (5$15) Branch §4 Joining Date Reporting
Manager AijfuGGa*
4. G Send Invite (igminisfim)

&+ Send Employee Invite

Il 8 nitw bedm memiber I caboard, st heir
assignment

S PERSOMAL & CONTACT DETAILS
FIRST NAME *

Neha
EMAIL

nieha joshi@sharma-textiles. examp

) OROAMIZATIONAL ASSIGNMENT
DEPARTMENT =

Human Regources
ROLE *

Emplayes

JORNING BATE *
B octis, 2026

Gl
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majuya Wwss Complete onboarding (UMUANG:
'1

depanment, role permmits

LAST NAME

Joshk

PHOME NUMBER *

DESIGNATION *

HR Executive

BRANCH *

Delhi Showroom (DEL-01)

BEPORTING MANAGER

Select Manager (Cptianal]

-

PN

n Samy WhatsApp+ pataiian g)umagshnuhwivegiidia

1uNEEeU)“



Edit Employee (fAfsigruuanin)s uillimsudaivainnia“

Assign / View Salary (Anna/iSujmaie)s annassivugsimateivmnniaY amuidu iw)ias
Shymnie

Biometric enrollment (MiG:iunsiivI(A)s G aNsBiE ymaiuaigniaisil
aUAINIIY{n Realtime4 fjuiSn aunignRivI|E1

Update Password (i5UGUjSAINMAJRUYIA)S AANAMAJIUEIAGR{EIUNATAY

aa

Disable Mobile Punch (USTJiﬁjSTHSJ 1) / Enable Mobile Punch (u”jﬁmnfgsma
SifiRN)s (AUANBIANAIAMGINSENAYIlgIRin Staff Khata ithwsajugs
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£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Riview bifing
W cucrycns in your arganisation, with thelr dopartmont, status and sccoss
Employees @ active: Qimacive B ieedininelas 30os |V Fiers || €3 Searcn ampioysos.
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A ﬁ,ﬂ:\lﬂ @ ‘ﬁﬁMf\‘ - nrr_r_a@snm m_..a_-lextnes example T Active @ Blometric anroliment

& Update Passward

) Disable Mobile Punch

B Delete User

iifaumn Status (ansman) oRul HYji§8jyalnayAHuAY1 UalnHUAYESMGEUAANSmSIS
Wwpimsaiiiges«

.
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iis mniifs Sminuiguiti
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USAMNATENNIEMI 1W:1NUHSIM: SHIGUUUGE UMUNIURIUAMGAEA 1 MANESUIMGIHA MR
missamisiignm iWwepimanivigsinaananyuiiamaauptitnvigs

UGSy W

AlgWiEMuUHATIUIREMYEW General Shift (isgisi) 84 Night Shift (1swu)4 sysinmuigung)
[pishithhiuRiya Yoo Add shift (Uiguiss) iigjuiiatsG

o

1. ©G Organization (H3mn) — Shift Details (i avIsugaiig)4

H

N
—

fAdswhuuaus () Wwes Edit (amug)4
3. f18qj Shift name (inun:iis) iwuigy Code (ueFi) SWW (851L15N “6S )1

4. Aona Starts (MUiRY) 84 Ends (UMU)1 USWUTHUUMUIMWMARAMUHM{R [[iMS
UENIG "Umuisiigusit”

5. finna Late punch-in allowed (miirysGidiatiicutgema) 84 Early punch-out allowed

(MitysismusiiuHgma) M54 as1ian 15 ISHEUEH W

viguigutusiumu

1. 1sliymy Weekly off (igut{usiumi) 66 Add off day (Uiguignul)

2. ijfutisu Day (ig) Type (inss Full day inmuwig y Half day manameuig) §4 Which

al

weeks (fuminnmgs)s Every week (ifaneiesmin) ywming 1§ 2 § 3 § 4 ywmuishijmw
isie

ach

3. iFyghig)anutigrut w1 as1nsdn igmSajifanaiumin ynigiuiismnng 2 §us 4

o

ga‘mﬁjugcﬁwﬁgmﬁfnnuﬁﬁgghguﬁeﬂ
4. gG Save C
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Edit Shift ®

Set e working hours, grace tme snd weekly offs

Shift nama Code {optional]
Ganeral Shift G5

Deseription (optonsl)

Starts Ends
08 v |1 D0 v | AM v 08 v : 00 v PM v
0 shin
Late punch-in allowed Early punch-cut dllowed
15 minse 15 mimtes
Weaikdy off
Sunday v || Fullday ~ || Every week | 58
Saturday ~ || Fullday v || 2nd L
Saturday > Full day w amn - x
+ Add off day
Sandwich rule
\Weakly offs and holidays betwean two lasve dayx are coun
v

minANG Hinounig

Gle
/8]
28]
2
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pud
(=
-C
DI
=)
ol
=
Gl
@
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En

Late punch-in allowed nnhisis: thwis{ginnsvala

Early punch-out allowed  Ggs:15iHUUANAMGIGMYS HWHS{FiAABIGMYS

Weekly off Gl UEUESIS: 1 IgAutmanamuuigisitantmigigmiv
Sandwich rule (GG igutsivmn Shiguanjinmuisicigiigutmupmatis gimsnum
0IIG) MU EIBIAY

AnNaNMIESISiiiHy
indswhuuays Wiwss Make default (Annamaisiiis)1 us1Ua UalAGsTRHLSRTU

o o

1u1G1I8iss 1 Ufummiusaisiiismywann Default (AUSiiiy) 14 Jw:t
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B Al Branches F = Adtemin
“Ganeral SKIl” i now the defaul saif

Devica Sotup Organization Time & Loave Data Download Ruparts Payro Accoss Contral  Account Hatp & Suppert

4 - ShiftDetats
5 Mutopay is mactive. Set up Butopay of Choose 8 one-lime SUbSErption payment. Rarview biing
=
Working hours, grace time and weekly offs for yous statf
Shifts 2
ki et
@ General Shift | Defautt 00 AM = 6:00 PM
- »
& mEght Shin ?_-a-a PM - 5:00 AM

@imiaiEis aipnsvssSmMmagjmsusinywY gaisiinmsinmwgn Shaananms illyjuiiaus
i sig)a yapinumgimiapigomy syuidu Billing & Plan (migs1a Shaini)4

o ] al
ﬁnﬂﬁiiSimUjiLUmﬂﬂifS
Shift Roster (mniiis) AMUASSUMMBIHAMLMIFAILSAM 1GYR Y
1. GG Time & Leave (it1% Saminuteu{pa) — Shift Roster4 yini§igmn Calendar ([UaS8)
Week (jumi) 81 Month table (maiiie) iwiahmusyala SIWAKS Y1s
2. GG Assign Shift (Annniis)4
3. iglijmy Who (5aam) ijiaiics Employees (yafin) giyln y Departments (S1WwaAES)
ilgjwainusiny
4. i{fieuiins Shift (i58)4

5. iglijmu When (inunm) i[ﬁﬁjﬁﬁj One day (guﬁg’) Date range (Gig1:muuiiGs) y Pick
dates (ijfifutiiumauuiigs) WAWAMNAMUUTIGS

6. GG Assign Shifts (Aanaiis)
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usiiirugannnas

Assignment (minanaiisg) iWAENEiHL

Assign Shift ®
Pick who, which shift and when, Works for ane day of many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂeuksd\dt @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

Ss1x1s%shits Cancel

o al o b} 1 & ]

IAGIVNMAUIUAGSISIEALS] i) adUHANANG1ESIEIN Y Time & Leave — Shift

o 1

$
f

@
5
E
=)
2
=<

UG SAMYSHNWIlnYIRI)UGIS

—

AYIRIJ UGS SR UEUTINMY W T

Sh

yvwierumussajissnainuiagwH

. 66 Time & Leave — Shift Planner (Ayifijusiis)«

i{Hfuticu Departments y Employees jomeuuiigs From (£i) 84 To (&in5) yss This week
(uminis:) Next week (fuminijmw) This month (feis:) 4 Next month (ieijmuw)«

b

solisywislijmy Pick a shift, then click days (i{fi ftituiis J5GGIG)4

1 o

o o <

Gig8yWw yGo Fill range (skip weekly offs) (Ginmoig: iukigAuLUGTIMN) 1HY]

inmigigmisinsraniniayw Fill every day (Ginm{aLig) JUM UG AUL{UG]

GG Save (sAngn) isighimigime
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nek i Admin v
@@ All Branches a A ADMBISTRATER
Dashboard  Devica Sotup Grganization Time & Loave Data Downlaad Reparts Payrasl Access Contral  Account Holp & Support
@ » Dashboard - Shift Details - Shift Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster

ian shifts for employees of whole departments across a date range, cay by day.

Departments Emplayees From To

3 Human Resources L B Employees -2 L 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth

Pick a shift, then click days
€ Filrange (skip weskty 03] Filaveryday £ Clear changes
® Gengral Shift 09:00-18:00 ) @ Night Shift 4
Sum [ Tuw e nu i sar

25 Werk o 28 27 28 20 EL) n

Geraral S 1% | General Sait | Gerweal SN 23 Ganers Set 3T | Genaral Sy T Gensesson

G day(s) for 2 employees - 2 shifts Discard

o sH17IBI0 77270 R Helplor 91 TOS6TO0E40 3 Emat wogon@stafnatacom  © 2020 Sl Khata Anmngar

{psjusamansim igiHumsius Sy WIRSIEUMMUSIURINY

5 wn

ﬁ;mm Q Search features @ Al Branches tsamein AU W S
Dashboard  Device Sotup Grganization Time & Loave Data Download Reparts Payrod Accoss Comrol  Account Holp & Support
@ Dasrbosrd Shift Details Snat Rosber

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

P *
Shift Roster O Refresh & Expont B Plan by employen
Who works which shift, day by day

October 2026  Colendar £ Week B Monthiatle

87 shifts - 7 of -5ta81 schoduled

¢ | Today @ »
B AN Employoes b @ Al Dopartments ¥

Shms | ARSHAIs | e Genorsi ShAl » Mget Shin

Mon Toe wea T En

1 z 3

v v

4 s L] 7 L] 1] 10

1 12 13 14 15 18 7
@ ms| 19 s g0 ns 1 s 12 me 23 ws 728 s

# Gonerat Snin 5| o Goneral s 5 s Generagn 5 s Genersizan 5 = Generamnn 5 |+ Genesiin 5 e Qe

s s 27 28 9 30 1

o Gomeral gin 5| Gomersgnin T e Generstnin T = Cemsesiznn T e Genersizhn 7| s Generstgain T e Genestinn 7

AanagpUmaNIviguitg

gnumaniuigsithuaanany)uidagmatavigeaniu)iaiv ayuidna Enable Overtime Tracking
(Gamimuimsminiviguitni) Mysis BB GRUIGES
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1. GG Organization — Over Time (msnuiguivni) ;566 Add Rule (uigugnu)4
2. ume Rule name (inunsanv) goeh "Weekday overtime"«

3. isliymu Applies to (giaGims) ijfiauiicu All employees (UaAGASINHRAY) § Some
departments (1WAKISHWESS)

4. isliymy Pay as (iSaimam) i iy viBamaupothauige8ywe W wumus{ms

Fixed amount (G8816i): GSSHEMANYWITNN{HIUESIAUM

<t

5. nana Minimum overtime (h) (MsnsuigsiBIUHUjuI AnMiBY) 84 Maximum

overtime (h) (mansuiguiviiHaviy Anthit)1 msininviguahsigisis:vigmsiduny

a2S1nIaNG 1 &e 4 1514

6. nnna Effective from (ssiurismnmii) j566 Add Rule

@ Al Branches F 5 o
Overtime rule added successtully

Organization Time & Leave Data Download Reparts Payro Accoss Control  Account Halp & Suppert

Over Time
5 mnopay is inactive. Set up sutopay r choose a cna-tima subseription payment Rarview biling
Overtime rules + AddRule
Fhouw @it Rouwss ane ik st the mirkivien aind i cvrtine thiast Colmte

Qvertime rules 1
EMactive fram

Ty S 1.5% hourly pay 1-41 ¢t 18, 2026

@imiaipig minuigeihmegimiagimag sysibu Billing & Plan
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@imiaiEs AISUAMNSIuRUAMASTbIANSHI S giRinmegimnianisiiaimisiu
WSS YANAIURHABSHIGEIUAMNSMS fyuitw Billing & Plan (migs1a 8hAIEN) foiUALY
SUAITAUGU]S

k 1

1. igja Staff Khata i Google Play Store (Android) y App Store (iPhone)

2. 10nnyit4 1siiG Sign in to your account (GruannSiuaina) eysume Email or Phone

Number (Hivu yiuegiein) 84 Password (MAjuga) IUEIHA

3. 66 Sign In (Gr)“ mLﬁt'n Today (igtsz) Shibn«
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A S TAFEF
Y KHATA
Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhataPro

v0.11.1

natdminiamsmaigsivainatigme ginisiemijmua Today Attendance (ints) Leave
(MinwUE1A) 82 Company ((ABUIs)4

1

Af:s IgGMAJAUYaY? JUGG Forgot Password? (igGnajauga?) isiiinpdganns yidgjua

gifisaymiynisiaighiiimi Shmivh i Usaug SININUIRIS
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1. islinuynteysUGARYYN SIRNIURHASHAINSTEUIDSAINY o6 Allow (Hsima) (IfH Ui
y )

A
"While using the app" inuanRiGAYiK)

2. islinumishida yengmamiguDmishiaiibe

Sal &8

wesiiynmsuliiuninwiss] nyikiShum Location required ({gimiSaii) y Camera
access required ({gimifi§gui{pmivi)1 66 Enable Camera (i0Aamivh) yilna Settings (M

Anna) — Apps (Agii) — Staff Khata — Permissions (£5§) isgicimiuaiga wiwidan

nniavISIWEajugsii Sil GPS

—

. 1slii Today GG Punch in (iajsg )4 (anmcidaga Attendance iwiwss Mark
Attendance (Aniawvs) miniv)

2. {9 Attendance uinim Assigned Shift (iisidrumsinna) 4 Current Location (Sait
UgUjs) uRiHAY (U siimaswinsiBuisiBs{av|Fi UGt Tap to refresh location (GG
iyjEnsainiginim)

3. GG Tap to take a selfie (GGiH]GAjUESOY) ITWEAULLIVAIHABIGNE1 NUMMisiiymy
Verification Photo (jusaim)uma)

4. §G Punch in“
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< 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

aSuidm Punched In Successfully! (T SifySGUTH WIMARKW!) MYWIHH1 HAAUANIUIHA

o

i mmiiay SiS1:istiBRIN{AUANIURNATARRIW:INUTSTNE

ina iSJﬂiS'I mﬂiL_liUﬂnH Q)]

mn

ﬁ?Siﬁﬁﬂ%’liUﬁJHniUniUhnHﬁﬂLﬁj Hni—ﬂGiﬁJSUlSiﬁﬁiﬁ_IIUﬁjﬂUiﬂﬂ'l as16n 200 iHL fi im

<

miwnwH iglenipiali migsigimsniinimuwans Outside Allowed Radius (isiijalaitnn

=

un
HSEMa)2 "You are outside the allowed punch-in radius. Please move closer and try again."
(

nistijpinligsgrutiungma fyuBavniia W wnnuIBYhisg)a)
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O

Error

Outside Allowed Radius

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

Done
o 1 o 1

fybitiguatmIwIiw 56 Tap to refresh location it winisyis)av HAAUARALNAA VT
(1

fyuidu HUGHBUIS Anegl SMSIWAFISIVAIHA

16 SIGMm

1. isieiig g6 Punch out (iysicm) islicG Today

2. Bajugshnghis)a iiwses Punch out

I;iﬁ§h i m Punched Out Successfully! (msmjsmmﬁwimnﬁwl)ﬂ Staff Khata annsiisniii
MIURIHA

iﬁjUShiiSIUﬁjHﬁ ﬁiﬁo_lﬁ:inlijn NUIGMYS Sﬂ_lm'IIUiSHiB'IﬂLFISUISn[LﬂS'I'é:]Hn“I

staffkhata.com/guide - 43 / 116


https://staffkhata.com/guide/km/company-setup?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=km

8:55 vi

Today ﬁ EHATA
26 Hello, Rahul 2\
Thursday, October 22
Your shift
General Shift
* Shiftin Progress
Scheduled start Scheduled end
09:00 AM 06:00 PM
Checkln Checkout
08:56 AM -
00:00:14
[> PunehOut
Quick access
Y Daily work update N
T Share your progress for today
& My !_eave N
Apply and track your requests
= My payslips %

@ o £

E:j HeimbDursements

Submit and 1 ek

B UUIaiatSIURIHA

o

1. iGnag4 Attendance uisni Day (ig) 84 Month (te) it wi{f{gmikg]§ fiSmniw: i
2. oiIigYW iyjiSuitni Punched In At (siaysguisi) 84 Punched Out At (nsiags
i5misl) Salk 8hjuGa4

1 a
u

3. mitegseqn ymany? isligisi: 66 Request Regularisation (&3 fitAn{ys) Umuisn{Rvias
A

iGGG Submit Request (inaiiih)4 HAAUARNIUVRHAHSEaNSTANS i

EUHARURYNS 106 yOsAmIigsmugIRinuUaminygng
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ey s Ui

. GG Organization (H3mn) = Employee List (UtNuasia)1

GoOSW -+ 1SIGLIURIYALAY

. GG Disable Mobile Punch (Gsmiirysmugiain) (4 Enable Mobile Punch (iamiiismy

siein) ilyjiGanim)4

llReamime

S a Adenin ?
@ Al Branches 4 Growth (11 daye kit a A LominsTRaTos
Dashboars  Devica Sotup Time & Loave Data Downlaad Reparts Payra Accoss Contral  Account Help b Suppert
o+ Employet List
8 Autopay 18 mactive. Set up autopay Of Choose 8 one-lime subscription payment. Rerview biling

o3
Ll .
Everyona in your organisation, with theit department, $131us and access

Employee Directory o Refrosh + AddEmpioyee v

Employees ©actva - Q ibctive - B jsinad in the last 30 iy T Fiters | O Search amptoyeos
Employee ~ Departmant Stati
ng Nehatosni Human Resources neha joshi@eharma: texties ex @ rerve
aa Ariun Mehta Information Technalogy arjunmenta@shanma-textins.c. D rewve
kg KwitoRao Human Resources Kivita,a0@sharma -texties.exa. @D Active
PN I.‘fﬁp.N:lr Prm.uc.l:x?n ﬁlof\?.MH@?l‘ﬁrma-MXEIIES.EKJ.. D Active
s Imran Shaik Proguction Imean.shalkn@snarma -texties... @ Active
- Boicbo i I et © v
AK _i_rm! Kurmar ﬁr:t:m:w_m. - awls\i!..ku_mam:s_mmm-'.exmes.m.. O Active
Rahul Verma Proguction rafhvulvermagsharma - texties e. & Edit Employee
B (Rabul Hssrny cpesiabirtns @D active
4 ? 3 i 3 a:smnrww‘s_azarv
A Admin ‘adna _ Priya@sharma- texties.example ) Active @ Biometric envoliment

& Update Password

) Disable Mobila Punch

B Debate Usor

=

) [y a

]

islinunds AgIRMUUAGAB "Mobile punching disabled" (MiiSMugIRIN{FItSTS) WWE]
y

i stiiumsanna

Pas

jRAtaq IRG]AMNG YAANAMAJUYNURUAMGAISIRIM bl Update

sword (ifugujgmnmajeugs) isiaudguwiitho«

UHUHARURNS iIBusImiiagsenaiam

v

MR SMugIRiNSyWIUMMmak Recent Punches (mitays§ ) ShislibinsSaumn{av{ARNIUR

al

HAY U{EIUUMINMIUMS

. GG Time & Leave (it 8hminutaiga) — Attendance Process (iiifnimisasns)4

Sa n

. GG GPS punches (miisys GPS)4 msiamuiaysiuifingihviamsinaigimsuinm tiu

Sy IRIENG GPSH

w
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81 GG Map view
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_,g_‘_?ﬂ_gﬂl]lh@gl O Search featuros: wek @ Al Branches oA ek AOIRL
Dashboard  Device Sotup Organization Time & Leave Data Download Repants Payrofl Accoss Control  Account Hoip & Support
@ » Dasmoar - Time & Leave

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

Review biting
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Dty chock-ing, blomatric Iogs, reguiarization requests and missing punches.
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£ Anendance (& Regularization O Missing punches B My corrections
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1. G Device Setup (miijjusauniin) - Manage Devices ({At{aR2UAIRN)
2. 56 How to connect (sit)umu)4 [UHUISNWHINS UM WEHSHFJsiy

h}

3. mutaisisiisiiana (LAN y Wi-Fi) i wiban

4, isliiteys iia Menu (8gw) = Comm. (MiSs1Assh) (U Cloud Service 1wNNNA)4 HA
winumgimiiue PIN sussHa{pUAaR«

5. UMUHNWHSHIUSIBUEUUIASHIRSIUAHA IANgn W WEIUIRUH /A Sigihims

uinsts M WHstaisiy
81808 WebSocket ‘wss: //machine.staffkhata.com’

i;ﬂﬁ“js FK Web (HTTP) “http://device.staffkhata.com’
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How to connect %

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

0N the machine, apen Meny — Comm, [or Cloud Service). You
may need the admin PIN.

Enter e server URL Tor your Maching lypo below, save, and
restart the machine.

Click "Add Seice” and enter The Serial nuMBer from e machings
sticker of Menu — System info.

WHBSSEKET Machines
wss: f/machine.staffihata.con
P Wb (HTTP) machings

http: /fdevice.staffkhata.con

[oR-UT
nat

uigutsmuinu2ifi]

1. 1sliid Manage Devices GG Add device (uigsauniin)

2. umeu Serial Number (iueisdi) fajansliimas yfi Menu — System Info (i&ams{uils)

isliinais«
3. umm Device Name (ieunseunicn) §om "Main Gate"1 gangjisisis ingjifieunsidn
By SNWmMIfN

4. GG Add device
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

Ledve Bk 10 upe 1he name rEperted by the machine

al

fifgw - iuRItNA) S HAMG Manage Device ([aU{ARavuAINNS HALD M3

Sie
o)-
200
%
A
=

@
2
=
=

teusHsmMagjiysinvgainngimsiansaisiinvigms

—

. GG Device Setup — Users Synchronization (miifsfusmauagHaiD)1 (U SIDHAYISHIS
B SHNYW fybijHutuNisianG

a a

2. in Send to device (iFisiauniin)4 ijfifsiics Missing on this device (maisiiGavainn

18:) ingnwugaysiuHainuSss18isiiiias y Never synced anywhere (§siiifuy

1 =2

muAyisinighnmis) wpvsuainidudsidugimsigisithiagsamyw

3. GG Send to device jGUmA“
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Dashbosrd  Devico Seotup Grganization Time & Loave Data Downlasd Repans Payro Accoss Control  Account Halp b Suppert
0 Users Synchronization
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirview biting

Users Synchmmza‘t:nn m
) Koep users e sama in Stff Khata and on your machines

devices

B Send fo deviee 1 Copy 10 other

Missing an this device £ Refrosh

Waiting for upload ¢

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

guigjhig)agwisiinugamnvijumywi dstiumsyniisitiw Import from device (si
grufiauninn) signibivainguisian Staff Khata ifiw Copy to other devices (Gyiisiauniin

a

15gjh1) syhpnataisit sywis)atiuisiiiuamem

ilyji8ajeisnnmmseinysisiuivaisyw ayuida Manage Devices GG -+ - Manage Device
WiwiGagih Users (wai[d) 1 saiieasSywpimsmuisivaiinivaipaiaisiah Staff Khata

G ANE[HIBTE Uma
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—

. GG Organization (13mn) — Employee List (UlUAGA)4
2. GG - islibguvuaiuada WwiHatn Biometric enrollment (MiGsinui:HivIjq)

3. i{fiéuticu Biometric Device (2unifintisumin)4 islijms Step 1 (Huns§ 1) uarGn{gimsss

iun:isiiimaismyw Machine User ID (iueiugnugaiitmais)4 [uaisiinaiatss1s
igliGinis AjuGG Sync Employee to Device (iiusmuaguaaisiauaiin)|

4. 1glijmu Step 2 (fiunsS$ 2) ijfiiisu Fingerprint (Ans{puii) y RFID Card (ma RFID)4

2l-

5. ©G Start Live Fingerprint Scan (GlUiﬁHiﬁjSﬁﬂHLHIHiumm) IS gjyaamApuiREinm

iSTiL'UEﬂﬁ‘JSUﬁﬂ (QUZ_IﬁJUﬁJE]ﬁiﬁ)“I
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Biometric Machine Enroliment
T magisar i ang

&, SELECTED EMPLOYEE + DIOMETHIC DEVICE

L oron ® Main Gate (R55202502115271)

STRT TERMINAL 10 & SYHC O changein STEPT CAPTURE BIOMETRICS

SHRCT DIOMATTIC THDETE CAPILED Fr0 o T (eeminaL
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1. oG Data Download (s1mnuwn§g&w) — Download data from Devices (S1mwaSgSw
auninn)4

2. ijRuteunidnisiijmy Device (aUnAiN)4

3. ifeutumuuiigss Today (igiss) Yesterday (gjouSn) Last 7 days (7 igshiimw) This

month (igiss) yAnna From (i) 84 To (&)1 HAMGSINWATSIWAEM 90 igakywiGn

al

4. gn Add to attendance automatically (vigvisliamsimwajwivif) 8jibn ybsniliyi

0o

a
ALY STNYS RIS

5. 56 Download punches (s1tnuwnmitays)«
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'i\ taee 0 Soarch featunos K @ Al Branches E ' S
EHATA Punches anded to attendance

Dashbosrd  DevicaSetup - Organization ~  Time&Loave -  DataDownlosd ~  Reporis ©  Payrofl - AccossControl  Account

Hetp b Suppert
1 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, ¢.g. af T
Pavice Dates Today = Yestorday Lost7days  This montn
@ Mangale » Online From T

B oo22 202 B 0e122,2028
Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export

Empisyee

Amit Kumar

Date

Oct 22, 2026 305 PM Fingerprin Chack-in

SIGURNAINANAINGIVRIBIAIS

wesiithajsBsmemuuammms yssiiGmnaanainGFirgsiuainmy USB i wsingu

.

L

{@imiaijgis Data Download ShmisiguAnnaingas A
wimatisiiasiu miviguthais mitieusmauagyaip 8an

. 56 Data Download — Import Biometric Machine Logs (S1GfUAANAINaH /) STivI{H)1

islijmu Select Machine Log File (i{fi iuticul Afnin ANGinN g 818y s) (iR euticui aans (.txt
.CSV U .tsv) iNwEs Upload & Preview Logs (§Aisih SRiBunanaingamys)

f8qymiduthys yald Mapped (NSEREY) (FiMsSERMMEWUAMA sinnAue g UHALD
Unmapped (535185§54) 8ss18(pimsmuisisinmyaisiigjwis«

nnna From date (imauuligs) 84 To date (Himauulies) lHuigmsaigimsannsi«

L

GG Confirm & Import Attendance (Urma SHSIGUIAHIS)
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ShinnuuysinuaANSIU)ia)iv

iBuigis:alywina

== [ X ]
]

Dashboard (FIM{AU[AR) IVRIHAURIMBIHAMMEISiaNS Hinvs Shunlinigis:s1 Recent

NGV

Punches (miifys§ ) nwmigu§gwImuisiinuninaigiy iiwmisadajgims g inss

UmeAiigSmugifinyAknm«

EUEUUINMIUM fJ5GG Time & Leave (it S8aminutaijsa) — Attendance Process

(Bihimiiges)«

{pashiigms

§iis Attendance (sws) iGaisiigiss1 maisienid (Present misifns Absent Hinws Late

unalin On leave AUUR{EIA) UMMGSSHUIUY GomMayWwikyjuinminugajsinigs

isiehiiimni savmsaphiifnvs

aph

All (s11585) / Present / Late / Absent
Pending (finkifiei)

Approved (sHgHa)

GPS punches (miicys GPS)

Aliunuinm
UaBAMYAISMNIaYIS
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alllReaumime Q0 Search featunos nek £ All Branches 3 o O
A s o ADMORSTRATOR
Dashboard  Device Sotup Grganization Tima & Leave Data Downlosd Reparts Payrasl Accoss Control  Account Help b Suppert
ard Time & Leave
5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riiewbiling
Attendance £ Refrosn & impon + Add Manuat Attendance
Dalfy chock-inz, blometric 10gs, regularization nequests and missing punches.

£ Anendance & Regularization O Missing punches B My corrections

7 2 2 2 1 y 0 B
Today 7 Al Present Lot Absent f-"“ Pending  Approved @ GPSpunches 4 T Fiters D Map view & Export 0 Sea 3,
Empicyee 5 e Punc Hau

) Soman b Oct 18, 2026 i 1) 9:26 AM Lane P ® 2
o M b Oct 18, 2026 © Prasent 4] G08AM | BGPS G time 8 ® 7
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 @ Preseen 903 AM | 8088 ntime ®-- ® 2

B M 0Oct 18, 2026 © Prasem 1) BIS6AM | 8PS Gatime o-- -

e Swy 00t 18, 2026 @ Provem 5 6:48 AM | RGPS onme - @ &

GG Filters (ajph) ilyjiRuTuUAGA Yits:inuig j5ec Apply (58ia)4 if§ All Branches (ane
siuna) ishimigniid iig]iSuaneigwH iff Search by name or ID... (frutinmuiouns
yiue g illgjinugagjgn 8 Export (siism) iyjs1mwausiv
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I FGIS

1. o6 Filters i{fifuiicu This Month (fgis:) isiijms Quick Select (ijHfuiiaivi /) WEGE
Apply“

2. GG Pending“

3. GG Review (fi8#7)) islibgigw H8ajitnh Sai 8hjusa

4. §G Approve (1g54) Jsurmn ilyjuliiurmittysyw AJUGE Reject (URiUE) I WEN
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£ Attendance Details
g Neha Joshi
Emplayes I0: 5T-0008 Sat

Attondance Summary
+) Checkin [+ Check ot
856 AM = 6:07 PM =
office | On tme
® Korc Bagh, Niw e

ol 9-“:,,,‘%;5_! Q

ol Bagh Markat
S woleopit @
+ migeket of bagh

'Qjﬁ,g (+1 g ‘miarat o -
Device punches 2

< $56AM In Samiung Gatay A

[+ 8:07 PM Out Samaueg Gitary A4

Close

3. fAnnéa Punch Out Time (i54ia8iGm)4 & Next day (igusiv) waisidgaiat
A M UHE {5 1

(]}
2l-

Iy &um

4. 56 Update Attendance (iiugujgmniges)4 fgjiitInimijgimsannsi«
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift*

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

@ S01AM ® 605 PM
Status *

Present

Remark (optional)

Autd remark.,,

AS:s Wi Missing punches (mittgstiuma) nwysasinstdumsmigu Gigmsmism (y

wunim)1 66 Add missing check-out (sigumismiKuma) UMUIY WWEE Save

AL

attendance (inpsniguis)4

viguiawisiihwiii (Manual Punch)

ybnislinusinmyassmeigsmssiviaian: es1nianinuGisimig s«

1. 56 Add Manual Attendance (uviguigmsimwii) (4 Time & Leave —» Manual Punch ms
1ySimwin)1 sa Single Punch (mitausiayw) 8jisiijfiaiia

2. ijfieuticu Employee (Uasin) Date (meuufigs) 84 Shift (i§s)4
3. ume Punch In Time (it4iaiso) i wipasiGiin Punch Out Time (i§141/1816M)4

4. ijfieviieu Status (a1san)s Present Absent Half Day (mnnnmeig) y Leave
(WU EIA)4 Bs{pimittiaau (v Absent U Leave 15

5. uigy Remark (Annamg) WASITHAGH ITWEs Submit Attendance (A s)«

nnySajiessinadiniayw (Bulk Manual Punch)
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1. GG Time & Leave — Bulk Manual Punch (miteysti widmiay) yusisi Bulk Manual
Punch isinfis{phiamsidiwiiiv

2. islijmu Select Employees (ijfaiinuyaiin) GavSajgnTg yss Select All (ijfiuiiasin
HEU)

3. nnna Date Punch In Time §1 Status“ s Shift isiicd Auto / Profile Default (ejwiuia/
psiidumuiuigu) ilyifusm g SIvRIug a4

4. f8AJIUGAHEUNU GGG Record Bulk Punch (Aajmmitegstiijy)

Bulk Manual Punch

# Single Punch

Select Employees * Date * Shift

B Getis, 2026 Auito | Profile Detault
Q Fifter employees by name or 1D

Punchin Tima * Clest Punch Gut Time
== S1UU0e

© 900 AW @ Pick Time

Kavita Rao
LR Sreo00m

Status *
] na MenaJosni Prassnl
b $T-0008
Remark (optional)
4 Poola Mair i

5T-0005

Rabud Verma
™ sronm
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1. &G Time & Leave — Regularization (mifAnjyi) yiGngi Regularization isiicG§ s

pla]l

Y184 FINISUMMNG S SIS SN ANNMGI 1

2. DRaythaiiiumsied SRR

3. GG Approve { Reject iigjiispuiwiS saninuiagw mviannn wwifuagmngem

<
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islinugnangEa igwmsIuRUAMARImSIuguismnisimuitiviiupAtAmSt

Prai
£

Q0 Search featunes. AL

PaSTH | Owiex Seu Grganization Time & Leave Data Download

@ » Dastboard - Time & Leave

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

Attendance

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

EY Anendance | © Reguiyrization | © Missing punches B My carrections

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

Prosent Al

Qs & 0

Chached in today

Dates: Oc11, 2026 - Oct W, 2028 % 1 Reiat

Oct1-Oct 31,2026 172 n
Ertplopee Date

Z) St 0ct 18, 2026

L Wloihd 0ct 18, 2026

A Amh Ko Oct 18, 2026

v ff"‘:(“""“ Oc1 18, 2026

W ;‘[‘_’ggg"" Ot 18, 2026

5 m;ni“"" Oct 18, 2026

Bl Oct 18, 2026

Reparts

Prasont

Status

B Presart

@ Present

@ Present

Admin
@ Al Branches 2 ADMDISTRATOR
Halp & Support
Raview bifing
& Refresh
O lna
0] 0 B8

Aggroved savn raday

Payrofl - AccassControl  Account
Late
A Tis
A 1t
Late: Absent ANl Pending
Check i/ out
] 9126 AM

+] %08 AM | 90P5
+1 807 AM
+ 303 AM
+ %03 AM | B EPE
- $:00 AM

1 9:00 AM
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Al apkidumsminutaima Shiguan;

fyuiuSinsENUwtEAtRuYalRuEAMswAms Shufigyanpurigatagadioms

o

usIfiig: ihaustuEa usany ShiguanjShuvisuisiahinus Shiy)iaffimuwgsing

@imaaiEi: MIEvERMILTNEA Shiguanj i—ﬂG[ﬁSmﬁiﬁﬂi ALEINSIUY U SITBgWw
U miuian wuis Billing & Plan (Migs1a SWaipY) M{HUATY SHAINUGU]S

AANAUIASGNUALURI[EA

gnuAuUaEIATYM (Casual) ad (Sick) (weisi (Earned) 8awsamn (Maternity) (nimsiyus

U

UUHAIBIN WY sinugun yuigsuinsHnNg8iufIHA

1. GG Organization (#mn) — Define Leave (Annaminutiasipin)4 uif) Leave types

([ULASGNUAUTRI{EIA) UNMiuefil §§s?§gﬁ§w§"n§ inaigiuGunsigtiussmsid
SuBANRIAIAIHSBAUHA UEIUUIASSYW 4
2. GG Add Leave Type (UigB{UIASENUALU{HIA)
3. Uinmsipis
minanG Hinounig
Name (inins) 84 Code (irueqid) as1ian "Compensatory Off" 841 "CO"4 sifiAsImG
Days per year (igoiyws) sgsigliiuypdngnsgumsgiywsi

Carry forward unused days (iG:igiiuss iins it uBsmswagignsigiymw4 ss nganumanisi

msid) GhglY
Needs approval ({gimimiHgsa) iUns HAAUAREHIN U HR (gilasstamidh8yuw
Colour (nen) uinmisibunss fuanaminutriEn

4. GG Add Leave Type-
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Add Leave Type ®

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

Marneg Code
Compensatory Off co
Days por year

08

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

Needs approval
The rep=:

Parting mandger of HI MUT ARErEY ICh rPGUET

Colaur

00000000 -

* Compentatory OFf

iiyjui yyupinsyw uild Edit (nmg) y Delete (ryu) isTicGgiuuan

NSajeubanjgnUAUUEIA (Leave Opening Entry)

—

. G Time & Leave (ith% Suminutaiipin) — Leave Opening Entry (miuemuaisanjins
IZDN

b

2. ®UPIUUAGA SRUIASENUULNASEWY HAWMGssig Allowed (nsiggma) Used (s

w o

i{D) 84 Left (isieuny) (nusik Total left (Fuiuisiauny)«

3. wgtiinigisieniligh Y pmuuiasgnUautiEn (e SIWAES UUANAY GG Export
(SiiGm) iRYjs1INWAmMNN

staffkhata.com/guide - 60 / 116



4 dmin v
» ADMOASTRATOR

4@ Al Branches

Grganization Time & Loavo Data Downlasd Reparts Payra Accoss Contral  Account Holp & Suppert
| Lewve Opening Eniry
3 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Rirview biting
9 Leave Opening Entry & Export
Financial yoar: 01 Ape 2026 = 31 Mar 2027
8 01Apr 2026 - 31 Mar 2027 (Current Al Leave Types  ~ 4 Al Branches ~ b All Departments &, AllEmployees
Leave balances @
® Casual Leave ® Sick Leave ® Eamed Leave ® Masermity Leave ® Compersatory Off
Empioyee Msowed Used Lot Alitrared UViea Left Anawed Used Left Alkrarad 1 Whed Leht Agwed Used Left Todal lefl
S 12 1z 12 1z 15 15 90 50 & 6 135
BN 12 ] 12 12 1 15 0 15 90 20 6 & 135
byt 12 a 12 12 G 12 15 0 15 %0 0 50 & o 6 135
sl T 12 o 12 12 ! 12 15 ) 15 a0 % s o 8 138
!:".'".".s.":f.'?‘": . 12 o 12 12 g 12 15 o 15 20 0 20 6 o 8 135
?PDJ?P:‘&I:“ decton Ml 1z o 1z 12 o 1z 15 o 15 20 [ 30 & o 8 135
foaginotind " .. 12 12 12 12 15 15 50 50 5 6 135
e, o Tacrcrsar: Herd 12 0 12 12 o 12 15 0 15 20 %0 ] ] 8 135
O 12 1 n 12 12 y 15 0 15 20 90 6 ] 8 134

siv)uiduuaiaimamajautaEn

UalnaguANSIWwHivL Samajuyamaigs isiibian S
yi

https://attendance.staffkhata.com yahayii Staff Khata (514 Leave miowUaijpn)4 (a

iAidA Apply Leave (iAmaAjeiAuUaiiA) 18U RIBHjIURIDATA B UUIASENUAUU IR
Syw? iHUTUUIAS Shmuuuligs uigsingn W wign1 utvn pHidhisimsimingdaY

A MAjRIAUUABIANSIUANN

b |

ISl 8isiinusSinMyAgIR NBAMUEING UBsITAYIRE

1. GG Time & Leave — Leave Application (majainutasga)«
2. GG Apply leave (1A mMAjR AUTUEI{E1A)

3. ijRfiicu Employee (UaAfGA) §6 Leave type ([UiAsGNUAUUaI[EIA)1 igiHuisiunmims
uinmisiifpuinsSywe«

4. Rt One day (Wwig) Half a day (mananmeig) y Several days (15 sig) U1 WijH G

AIUUNGES
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o, =

5. uigt Reason (ingt) isliymu Also notify (gsiiiniaitii) sameiji vty sajinn
{pigsiiani

6. GG Apply leave«

2 Apply Leave

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

Date
B 26 0c1 2026

Nty Manbers <o
Search & select members...

Masson
Famity function o Jpur

HSUA YURIEMIIURI[NA

1. GG Time & Leave — Leave Application“ Leave requests (f3ifnauta{gn) i0aisiic
Pending (Aghiei)
2. GG Review (fi8#)) isliaiidny w1 f8aj{uiasENUALLNEA MUUTigs G658iG SRINGE
R

3. GG Approve (1$8a) U Reject (Uiieum) JGUIMAT
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fynﬂy(n:l n Jaipur

{1k Approved (msHgHn) Rejected (msuiiicum) 81 All (i) iapsauin waisiiamoyimi

HUA o

ﬁJiLHGGQtsimmiLm AHv1SUEAIUAIRIIANY

H

U‘i§u’if§t_1nnjsuwijﬁ

guanjiimsummisiubuass Suifanimwmidniawms  HmviRuin)siEaASIGUUMUR
A

LT

o

sigrufita)iiniued (spreadsheet)

1. GG Organization — Define Holiday (Annaiguanj)«
2. &G Import (8iga)4

3. islijmu Need A Template ({gimiag) 56 CSV y Excel iigjsimwnag1 nushinuids

A
Holiday Name (inunsiguanj) Type ({uiass Full Day inmywig y Half Day sannmeuuig)
811 Date (meuuligs DD-MM-YYYY)H

4. BN JISHUNARNNGUANUHT YGGIRg[AIAY Rafni CSV, XLS 84 XLSX iwaiins 2 MB MG
iims“

5. g6 Import4 igyanjsinnauuRgn{gimsuiguanininagw
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1. 18110 Define Holiday GG Add Holiday (uiguigunnj)

2. ume Name (ioune) ijfifuiicu Date (meuuliss) i wijratia Full day (inmywig) y Half
day (snAnnmeuig)v Description (mifinfns1) Aiussa“

3. 6G Add Holiday“

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)
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1iig Upcoming (e1ye) Past (aghun) §4 All iigjiasau] iwiwid Edit y Delete isiibs

w
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i)ia)i Ganibamn SHMAULUSIS
AN mmhmmmsm:]in‘;s
Staff Khata annsiimateSyw9fiigms minutapa iguan) Suminatanuada Figsynts

simsifinginivufiis1 viusniagy wiidhimag)iajighnaisihwoesiaisisin

=<

pinsaEis wW)inipimmipavimntaugsumui)iagi wasiidsw Payroll (iy)iagd) (gims
Al

i
e fyuido Billing & Plan (Migs1a §1ai{p4) fU{BIUAIBINUGU[S

annajidmnie SAmimamugny
mInANaSINISHSIaGIMMItidhImau)iaijavna

1. G Organization (13amn) — Company ({Avuls) j5ilaE1k Payroll & Tax (iu)iagi §4ng)

2. isiiymu Salary Cycle Period (sw:incui{maie) Anna Period Start Day (i5m1UiRBIU:
w010y) 84 Period End Day (fGumuits:ina)4 UM 0 migumunns "igenimuwisie”

3. islijmy Statutory Deductions & Contributions (mima §amissinnamusny) iBadinn
HSIAGIMEHAY

4. G Save Changes (safsamigaius)
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Time & Loave Data Downlaad Reparts Payrotl Access Contral  Account Help b Suppert
Dastboard ‘Company
3 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riiewbiling
Company Settings
Manage your company preforences, attendance rules, paynoll, and palicias.
@ Company Profile
= Salary Cycle Period
# Empi codes Define manthly satary caiculation star & end dates.
@A ce Aules
PERIOD START DAY PERIOD END DAY 00 En ot e
' Jaurney Tracker
1 o
@ Payroll & Tax
Day ot day
@ Locakization
atutory Ded &
o jont Fund (37)
£ My Profile ESi {Employee State Insurance)
nable ESI contibutions for sligibla salary Beackeds
PF (Provident Fund) o©
Gratuity Liability
PF CONTRIBUTION % 51 CONTRIBUTION %
12 % 278 %
You have unsaved changes Discard B Save Changes
- Financial Year Definitian
2 L St s =)
mInaNG Hidunig

ESI (Employee State Insurance)

o

(MMVBAF U SIUNER)

PF (Provident Fund) (gu8fiausj)

Gratuity Liability (Ganuimatnmes)

Financial Year Start / End (m1Uis/
umugitiimia)

naNaIGSIvEsSmnie

UamAyAYRimuesIvgs|mniey

vigemigstinna ESI supmuimnieiiumssi§v annan|misiah ESI
Contribution % (MmaAiwmiEGinna ESI)4

vigsmima EPF 8hmiusinnaiadmiiSiuntn Annaxmisioh PF
Contribution % (MAiwmMiEGinNA PF) mimgm 124

MBS MIUENSAMNUAMGIUTIFI 1

oy

iR iU wmidnuiimia

=<

siniy)iajimeiidhimims

1. G Payroll — Salary Management (mijatUi{al{mnte)1 yalasinH it sn Wiy wiy

{masan mima {mniesys 84 CTC [UBIHI (GAUMUWNIVIVRIBUIS)M
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2. suguinmguisiibgunuaiuadia yse Assign Salary Structure (AanaiGs1udg|mnie)
“

3. i{Reuiieu Payroll Cycle (siiu)injis Monthly Cycle sijusite 4 Weekly Cycle sHjusicimin)
$h Salary Type ((uins{mnies Fixed iGi Variable 1i6i y Commission Based {gaiiniy
e84

ins {[Mmnevayuy

Zle

4, Uinm Earnings ({AGANY)3 {ateima HRA ({nAauayde) [matis
IRy SR 2UAYIEIN T

5. Gingn Deductions (Mim&) gt PF, ESI 84ngigifii: v ESI mouinmiva ymsimwisja

-

o o

6. fan Show CTC in Payslip (uinem CTC gudgnidaima) waisiiuamagnbmsamuwuuus]
BUUR{RABNISU{IUNATAY

7. GG Save Salary Structure (iapsniss1wgimaie) (U Update Salary Structure iiugujs
mIGKIuEsmAte)4

islinunanw Ggseujuisiemiymuuinm Total Earnings ({mAtanuau) Total Deductions (M3
matuiu) Net Take-Home (mnsgumsays) 84 Annual CTC (CTC weigl)4

5 Edit Salary Structure — Rahul Verma

iy a¢tien ermoioyees am $50un  Pyroll Cyche
Moathly Cyeie w [ B ShowCTCinPaysip

(D) Editing ouisting salary for Rahid Verma [ST-D001) - Superviser

~ EARNINGS Tetak 135,000
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. GG Payroll — Run Payroll (&ishimsiv)sagi)
2. ijRrtute Shglisiemidmni

3. §G Bulk Generate (Uiiam{ay) i{fifuiis Department (1wnains) f8ajie kgl WG
Generate Bulk Payroll (Uifiaiy)iagim{iv)4 iiyhis)a o wnid sy w9

Bulk Generate Department Payroll

tigjidaim

=

gjinwn aywes Add Payroll (uiguiu)iagl) i wiiHutuyala

DI-

56 More Columns (ginwsi{ssig)a) idgjinigigmi iIgmavhmanyn (LOP) igautpsiumin
guan) ShminwtiEmathumsimanu tHuisifimuwimnieSywg«

=3
w
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Liare O Soarch featuros nek I Branch
ﬁxm\m B Al Branches

4 Aamin “
o ADMORSTRATOR
Dashboard  Devica Setup - Grganization Tima & Loave Data Download - Reports Payrofl -~ Access Contral  Account Halp & Support
1 Run Payroll
() Autopay I8 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirview bifing

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

Total ot Payrol = Tetal Gras Eamings Statutory Deductions %
3 -~ {
¥1,28,200 ¥1,45,000 ¥16,800
—
Employee Payroll Records & — Less Coluning September ~ 2028 v {1 Search employees by name
- EMP NET " = . PAID UNPAID WEEKLY BAsic OTHER  TOTAL #F PROF.  TOTAL
EMPLOYEE B e sTATUS ATTEND. Lop HOLIDAY e it s i HAA convevance  memical  grRel  COR sy, B8 R el
Pooletiskr 5 i #3260 5 UNSETTLED 2 0 0 o a & 22000 PEB0D P00 r12s0 1,380 35,000 rze0  ® w200 2,840
Imaan Shaikh - _
# a0 t20,353.33 O UNSETTLED £ 1 ° a a 6 TLacoD PG00 ¥1600 11,250 vss0 3000 viesn w0 tz00 12,046.67
Sunita Pati 57 ——
e & i T23,440.87 @ UNSETTLED 18 03 0 0 o . F16,000  PO40D #1000 rL50 0 26,000 rew e w200 255203
At Kumar - R
ot 2 P 1420 & UNSETTLED 2 o ° o o 4 114600 #5800 #1600 v1.250 w550 #23,000 Tiess  ®  t200 1880
Mabusl Verma un61 LR @ UNSETTLED £ 3 ° o 0 % § T tosor  tigod 71,250 T1550 8,000 AR T T00 TOA0

inajyi Sugsm

mmmmmaaw sty uLy)iaivasuanng ok Edit Monthly Payroll (fr g uiu)iags
{UGiie) GG Save Draft (jansatwsany) ilyjsangjisiiin y Settle & Save (gs15 Swiap
sn) islinpun{gimsibamnis

ilgjumnimateiiso1msitna fyuiingi iTIWGs Settle Selected (gs1a5iiH (UM SI{HUT)Y

1if Export (siism) idgjsimwnisisicin Excel y PDF4

iU Shsimwatanibapmn

GG Payslip (Ganidaima) sl

m

Hauaygin1 SaNilamaunmgiuniuiign TUSHIUUIGTNS
S

[mAsaNu mima misoi{mni

slubguuaiyg
mamyw S{mnien Hng:ﬂ ﬂnummnmﬂummﬁmﬂmmmh
y

go

miwnwigimsHsianuinis mina

56 Download PDF (s1mnwn PDF) iigjsansasn y Print (im:ny)4 i Show Annual CTC (Ui
CTC (woigl) / Hide Annual CTC (an# CTC (uGigl) ilgjijHutue1a CTC uimunaY
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Sharma Textiles Put Ltd

Gifice Time Policy:  Stanaae tice Paliey
~* EARNINGS

E24,000.00

0,800.00

1,600.00

0,250.00

155000

£0.00

Totsl Earmings T38,000.00

0 Annual Cost to Company (CTC)

Rahul Varma

uperviser

~ DEDUCTIONS

4 Al Branches

PN-FO58

Generated: 14 Oct

£200.00
3,200.00

76,880.00

4,56,000.00 /¢

¥31,120.00

[MAULUSIS Smiri{maim

AR[M{MNUUUSISIi|mnie

sisliyme My Payslips (GaniSnjmniveag)

1. ©G Payroll = Add Advance (Uigu{mAUL{USIS)“

2. ijfieuticu Employee (Uasin) usmea Amount (GgsSnjmn) 84 Reason / Description

(inar/mifinans) W wijHats Month (i) 84 Year (51)4

3. GG Save Advance (infiSAIMAUL{US1S)
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& Add Salary Advance

Ricerd 0 employee s3liry advante of lan dilbursemen

[ Diwali festival advance]

Manth *
Detober

AR[MMIEIN{IMAIN
1. @G Payroll = Add Reimbursement (uigsmisui{mnim)
2. RGRUUAGA Ungmé§s§ﬁLmﬁ & fe §agiv
3. muiawunisliyme Supporting Document / Bill (Waaniai{s/inwuin) (PDF, JPG, PNG y
DOC sWairns 2 MB)4 inWu{nAGING 1
4. 56 Submit Claim (innmis16s15)“

HSUA §S1a SHimpylan

iGa Payroll - Advances & Reimbursements ({NAULUS1S Smiuk{mnim) IRg)iSu{mayis
ws1s Shmisissusivn® jusingtiuvainiginygiigiding iananaimywiliy] Approve

(H$i‘§ﬁ) U Reject (UR1Um) § iG Settle Request (§s 1ac016n) islinumsibaima GG Generate
Slip (ut 'tj oan) mLmuunnﬁthmnimiumHan wnti PDF4

EUUAGATHUSSUIMAUEI M fgsnana Payroll Cycle iusifnaiam Weekly Cycle G o
is1vtgimnte 1 msiayamasinis:tigmsinnunmisiSiss
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. GG Payroll - Weekly Pay Process (fiichimiida{ma{usi smu)
. IHTmN

. GG Generate Weekly (UiRa{usivmi) mpmuuamingla y Bulk Department (S1WwARS
1Y) = Run Bulk Process (iitinimit{is) U S1 WA S Sy«

. 10A Weekly Payslip (Ganibamausiwmy) iyjsimua PDF Print 51 y Send Email (i

Bior) istuaBa“

. hiagidiumsibama W wes Settle Selected
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.
@imiAIENE I WMIRNUGIHERIANIMILGAUAIERY ImwmidnUsivmy ueiie f1usig
wassigms Al Analysis Sumwmidnugaighis)a [pimiatEiudmaitumsimwmidnada
gfI smwmidnIAmuAEimiy)iaginiin el Billing & Plan (migsia Shai{pi) v
AIERUGUS

iglimimwminn

G Reports (imwmifn) — All reports (it WMiANSINH)Y SIMWALAN{HIM S AM{ATMY

U
Sy, _ =] ob _ n b ,a _ ' _ ..
HINUHNGRENS (UGG SHABIW:IN iau18 UMY IGATRUN [(nY mMIAUUAI{HIA 8UAIAN
S

o

NAIHSINEMYGBNU

B Al Branches

Ropants ~  Payros Accoss Comml  Account Hoip & Support

»
gy Daly repon > g Wesly repont » g Memnly summary
Pir il Insout: 0ol a0d Seneriment yiews for o iy or i nge B Weekby-week atendance and Hows BAOTE T e At It B Totsls D empiovee

W Youry repont 8 Attendance calendar
Twetve-monin anent Each employes's manth as 3 calendar grid

Attendance
Wb s WG VL Ao Wi

Atntendance log o, Present | absent ? T Late comers
B ikt s g et s vombi e T ¥ s i
s Overtime 3 Manual attendance
) R 7 e
Time issues
Exceptions worth foliowing ug
@ |Lewarhats [y Early departures ~ Latedeary
Asrivats aftar shift stan Leaving boforg shift end = pahiistg in o
Short hours » s Mis nehes » Al n-out [multi-punch)
TR i i i i e i & [t - ) Emeputpmitii
Special days & performance
Halidays, weakly offs and absence pattems
s Presenton holiday » 8 Present on weekly off 3 m Dadly time recond summasy
il Artendance on comparry holidays Anendance on weekly off days — Werk dan atrsanced, |ate counts and u o
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IMWMIANUBIY

. GG Reports — Daily ({uGiig)“

RUGUUIASIM WM (251N Performance misgia Late Arrival misnatia Absent
Higw18 U Missing Punch miteysiiiuma) muuiigs SUHALHUGHBUMUS (81 SIWAFS

veatnni yyamBagng“

GG View Report (i5auitwminn)4

islidbrugtinus

i misitapmeuiigs ilyjswimw yisiveywigH
56 All (siaHe)) Present (s18iaws) Late (wadia) y Absent iiyj{an«

GG Sheet (fu§n) MFUURIBANRBEUIM:NY THUBSIUNAVUISIUAIHA MIUUNES Shithi
§U IE1RIGM SRithigmuuaIyamingng4 66 Table (mah) ilyjjAgjUImWw

yiuiasimwmidnfivsfisyng:isienibigh ihwissimsRguimus

A i G o Admin v
illReaunme @ Al Branches 5 orown tsamin NSRS S
Dashboars  Device Sotup Grganization Time & Loave Data Downlaad Reparts Accoss Control  Account Holp & Support
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5 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Rirview biing
Performance & Change filters o Refrosn ] Pau B sheet
Daily attendance repar

~+ Performance < | Fi,0ct15,2028 >

) DAILY PERFORMANCE REPORT AN Prosent  Late  Absent 7 Fmers @ | & Ewpant

Peciod: 18 0ct 2026

DAILY PERFORMANCE REPORT (16/10/2022) Mece 3o [N

1 o 5 v

o Expandshest = Fitwidth  W00% @ 100% @
Sharma Textiles Pvt Ltd
Fspait Dute: WINOIZOIE DAILY PERFORMANCE REPORT Brint Date : 1012026
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1. GG Reports = Monthly (juGiie)
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2.

3. gnmwmidnfutfisyma

-Gl
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Performance (mingig)

Attendance With Status (igvs
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GG Reports — Attendance Calendar ({[ua§siams) ujmuibriemunss u Uxmh sigmn Cards

(Mma) Matrix (51(5¢&v) 84 Sheet IW{HUMESIWARNS UUAGA nuf»pmmgnmand’m HIgYIS

U AUURI{BIA

INWMIANIENA T

1. GG Reports = Government Reports (memjcfmgﬁmm)ﬂ

2. wmuuiigsisiehiv uf SYWIIFUGUjSMN U EIUIW 10 U131

ol al al

3. iHutuUfigwivfinw
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Muster Roll (utfligens)
Register of Adult Workers (Utfingniinm;iw)

Leave with Wages Register (Utfimioutia|ga
B1SMANYY)

Register of Wages (Utfl{manue)
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~

ESI Register (utf] ESI)

Muster Roll UinmMitAGu Higys MInUURI{EA §
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Al Analysis

GG Reports — Al Analysis (miimatnw Al) ifig]iSu

Atk uiusiman

=] N

NWIW:INYW: Hiiguis

JURHA IgWsigus Suniaws mivaWa Shmainiuiguibnig isiemimuisi:a Key findings

(MuAb maie189) MMaNANBM MaR{mua

b

15Ul Attendance by departmen

SIWAFS) 84 Absences by day of week (Hintsmuigisami)

t (asmy

allRertnime 1 featur .
AITEALTIME Q Soarch featuros.

PEIDGHS | Owick Seu Organization Time & Leave Data Download
@ + Daswboord » Allraports  Reports

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

Attendance Leave Analysis

What stands out in attendance, absence, leave and punctuality for the period,

¢ Sep 2026 >

Attendance rate

96%

Present days

205

g U 13 i ey

# Key findings

@ Attendance is healthy st 06% of warking days.

) Absences peak on Tuesday: 38% of all absences.
@ Punctuality is good: 93% of present days started on time.
% 45h 42m of overtime logged in this period.

@ Attendance by department

Lowerst first. The cashad Bng i the ovaral rate

Admin
@ Al Branchas 8 A M ernares
Ropans Payrotl Accoss Contral  Account Hatp & Support
Raview biting
&7 Rofresh = Fimers 1 n‘i
1D Cloar Fatars
Ansent days Lowve cays Late arrivals
14

T of present days

gt Septs 1 s 2t s

Attendance rate over time.

for tha day cou. The dashed bn

& the periad average

Sep

i
2
Sep2 send et . fepm Septd

Wiese the days et

tep 34 50020 se0 28

Absences by day of week

tant @ On lewvy

=]
.

Human

Technal...
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sams Al Analysis AjgimimiaUARmMIsU B ASIbATERIURIHARRIRI

STWMIANIEJYIS) &

fi All reports HAAMGITA

olo

Late comers (1Avnlia) 84 Present / absent (518iGH18/HIGH1S) (U{HIUGIQI MIVUNES
B

al

Overtime (miniviguionh) (RimiminuiguieNiSIUAERIUERIHA)Y

al

Manual attendance (igwnsimwii) ilyjiiSajmiteysidumsuiguimwing

Leave report ({tnwmidnminutasipn) Device punches (mitcysiiauniin) i Easy
access (G iU WiRif)4

SIGH in:ny SWiGaiimun

GG Export (siicm) islilimwmisnamyw i wijiaiisu Excel (xIsx) PDF (.pdf) u Sheet
view / Print (Sgmnai§n/imeny)1 ausSgmn Sheet ayuiiiTan Excel PDF §4 Print (i:ny) 18
M Ign
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migsiinniimu WhatsApp Siimiamu

ALY (AUALEIR

sguiinmsgJunwiseimsiianying Staff Khata meigiusuiguiamssagams WhatsApp
igmigsidniisivainiiannd WhatsApp 4 SMS girigsiuaina Shumsiiamianisinyifinh

i[RI aIUMY WhatsApp

140

fousinissunafl Staff Khata istiugiuaigai SseimsiusHijpifidanis

1. &G Organization (Himn) - Company ((Asuls) ioilAE1a Notifications (Mugsiiani)|

2. isliyms WhatsApp Notifications (migsiiiniims WhatsApp) ibaanitkdunachmss

minanG filiugasgums

Daily Attendance Summary (IfUGHUIMUIATISUBIE)  WUGANMUIGHISUGIgmE WhatsApp 1)

NEOWU
Monthly Attendance Summary (IUGHEIHUIAYS STMwmidnigmsusiiemiaani CSV4
usiie)
Device Health Alerts (migsiignififiansmnavainn) sy wisiinuauanSisHIEivamem

3. ©G Save Changes (safisAMIGIaIU)

staffkhata.com/guide - 80 / 116



Q0 Search features AL

Dashboard  Device Sotup Organization Time & Leave Data Downlaad

Dasrboard » Company

5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.

Company Settings
Manage your company pietorences, attendance rukes, payroll, and policias

g Company Profile
@ company Profile 5 WhatsApp Netifications

3 Emckinrew codus Manage sutomated system alerts and summar
@ Anendance Auies

& Journey Tracke Daity Attendance Summary
PRcHVE B My WRMEEADE SUTMArY of ampidye SBNGANC
) Payroll & Tax

© Locakzation Monthly Attendance Summary

0 Wotifications foecaive & monthiy WIALSARD G5V 160orT OF amengance.
& Duplicate employess
Device Health Alerts
Account Gl riotiod wheaes & Blocnatete e
£ My Prafite
Hea % t 798

iUAvjuANuAMIamMU

Ruparts

Payros

Accoss Conral  Account

2 Emat up

RO Com

& Growth K o Admin v
Holp & Support
Rirview bifing
D Reset
© 2020 Seadt Khain - Aisnciance Conirol Plation

ilgjigmigstinnifiannSmaigsivainm UGt Account (AANS) — Integrations (Miamu)4

Integrations & Webhooks Hub (sgjsanumiamy 8 Webhooks) uinmmiamuisnaibs

WhatsApp SMS Gateway ({5a SMS) §1 Webhooks API4 GG Configure (finN#aiz1UESs)

islubftiugncims

llRerunmve Q Soarch features .
Dashboard  Device Sotup Grganization Time & Loave Data Download
@  Dassboard © iegrations

5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.

Suppartad Plstiorms

Integrations & Webhooks Hub

Send attendance, leave and payrol

Atren Connaetions

3 2 0

AN 3 Communication 2

Automations & Custom API 1

Avaiiable

COMMUNIEATIGN
WhatsApp

Ruparts

avents 19 your messaging, project and automation toals

B

COMMUMEATION

SMS Gateway
TR

Payron

Accoss Comral

Agcount

Event Subseripnens

Available

2 Emat wp
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o ADMUISTRATER
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Secuity Protacol

2] HMAC-SHA256 (6]

5 & Sigred Paylads

Al'3  Conmected 0 Available 3 QO Seaseh aegrasions

Availaste

DEVELDPES & CUSTOM

Webhooks API




i{iisu@ WhatsApp Business B1aig8iusiHn

HAiMiaaNE WhatsApp Business isiist Cloud API iugs Meta {iirumsajanijgims Meta
HSBRIBILIW
mu

1. isliGma WhatsApp GG Configure 514 Connection (miamu) Shida«

2. ume Meta access token (88ammmurui{d Meta) 84 Meta phone number ID

v

(iuemgntueginin Meta) iusina eysibiueuminuegininil Meta 8sivsinuegiain

=

28118

3. isliymu Alert numbers (iu2sgrUMIESHANY) UM SR NTHUAIS§UMILSEANNIUR

o [}
U

IR (IU)AH 20)4

® WhatsApp Configuration
Mot Ciood APY - O swieds anabled
Cannection Event templates Activity

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

WhatsApp provider

Mets WhatsApp Cloud AP

Meta access tokan Mata phane numbar 10
= 123456789012345

Graph APl varsion

[ vI50

24 & supported varsion, far sxamgle vi

Abert numbers

Ut appeoved templales 3nd recilents wh agreed 1o ¢

Configure event tempiates

usagfiamaen
1. 1GAg1 Event templates (a3fiamian)1 fiamidn{gimsnwisienighs Check In (go)
Check Out (i5im) Late Arrival (vatia) Missing Punch (miiaysiiruma) Leave
Application (mAjeunuUfiEIA) Leave Approved (MinwUi{B1A{isHSHa) Leave
Rejected (Minutm{pajimsuiicuG) §4 Daily Summary (1uGa AN u{usiig)1
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2. ituigmidnyw esinidn Check In

oo

3. ume Approved template name (inunsAjikrumsigta) Approved language code
(rvegimenidumsHgda g en_US y hi) 84 Exact approved template text (HGUSA;]

iiumsHgGalinmai) iiuoylgjgciusisSubinn Meta msHgEa

4. islijms Variable mapping (migauisi) ijfautuginudinmusiSyw esivnitn
employee name (in:uasia) U Variable 1 84 punch time (i111638) RV
Variable 24

2

5. i{Hftin Recipients (§assw) i winHuidgjumasisamsiidajan)usi Meta

6. GG Preview message (iSurnimys) ingjisauginushgigiagmai ilgjannnm fu
UM Test number (irueannniji) iiﬁw@G Send Test (1§ﬁﬂﬁmjh)'1

7. 10A Enable event (iGa{figmicn) j5GG Save configuration (sAnsAamMiANNG)4

® wmsnw can!mumtlm
et

Connection  Eventtemplates  Activity

Check in

S011Ne APpCOVEd MESSIGE AN ChOOTe WhO TECEIVES I

Check in
Incompiete
Approved template name
ch ut
aR e attendance_check_in
Incomplets
Approved language code
Late Arrival
complets U5
Lpsa the language of the appraved template, for éxamphe €n_US o b

Exaet approved template text

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

Leava Approved
Incompiets

s U1H, {421} in order, or apgoved named variabios. Tat body templates oriy.
Variable mapping
Variabhe 1
employee name
Varlable 2

punch time

Ganis ts Missing Punch {gimsigyh 30 s1§ugsitiigsumy islinumsinmiingseu yism
Uigms4 Daily Summary didhimiisii®ng 10 PM itssam iwiwigisiiaiuesgumigsiiang

1

uigms«

1

N

FIY Activity (fUAYmMA) NWRNIENANH SRALHAMIANGY SUBIHAHARTUNIURNEATS
SSUWANYHA
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¢ "Accepted” (M8S§IWR) B1SEWB Meta MSSSUWA NI NBSUMNATIMIUIMSHNISY Y

8:
SajRIN{AL{AY Meta JURIHAY SN UIEYNIS) A

A
fi

igngsiianimu SMS

SMS Gateway iidhiaugsas 66 Configure MUHAEAI1EUN jﬁiﬂuéﬁgiﬁﬁmmhﬂ HAMGIH VTN

a

MSG91 Fast2SMS y Custom URL (URL g10igs) Aipsntgagiiiunisgig)as SMS g

o

(UIS URAM{ZIMItUS [URUHALY U uEIiHRmMN SuHausAfiumsHsoatmiw DLT Higsay
1 uSNEjIeN A iHARATERUNIURHAY

igjfiamianisinyinigjhis)a (webhooks)

i{f webhooks [Uisifayiimaigsivaiyn Yauminfwivigay aianisiinusinmyniasgu

=3 =

HAMAjRAUTREIA Wik

1. islisima Webhooks API GG Configure*
2. ume Webhook Target URL (URL imuiiii Webhook) iueugin«
3. iglijmy Event Subscriptions (mims{figmin) SAfHamianidau{gig

56 Test Ping (anangjamiamu) iiyjiSajmiamu j6 Save Configuration (sangami
f

aNe)4
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. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa )
it

s whears S5 Wiata cliparches sloned avant natifications
1 EVENT SUBSCRIPTIONS B TRIGGER FILTERS * SelsctA | Chos

B atendance punch_logs ATTEROANCE
Fita-tine: wabhosk payinad (MHpatched on vy shack-in and chack-o3t

ATTENDANCE

ATTENDANCE

> TestPing

famidn8ywygimsssngive gigiuigivasgamsii§ajminiiathua Staff Khatav HaHAIG)S
v1sudaisiiymy Webhook API Spec (ruann:uignisey Webhook API)4

c
-
e
2l
o
g
2l
e
DIr

ilgjumuminmUyw syuilnn Wiwgs Disconnect (H16)4
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(N2 SUNRHIUY
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ALY ABINEUBISANGIANNSIVAIY

Cuc

finLsiibiAnSNI Sigirin

A
(3 ]
ard

2l

MYWMIGUAMNSIURIUAMLA UAILAEATISgumSanns Staff Khata maigsisiibiansis 84

=42l
=%

Ayih Staff Khata s Android 84 iOSH gﬁiﬁi—ﬂﬁﬁ§ﬁji§ms iamitegses WA

MAJRAUUEIEIA 8RB Ul ANIDAIMAIURIDALA HIGSRANIAGINESYARHAY

ezl

|imiAIEE MIBUAMNSIURIUAAMG{gimntenisiulalpisiuy eyuidm Billing & Plan (ms
§S1a 81AlHIN) AUBUAIBINUGU]S

—

. GG Organization (#amn) — Employee List (Utluacin)«

w —J
]

vigsuamamywiisn 8hiegiRinIuRInALA

w T u =

2. inaipmisiiaj Add Employee (vigsuasia) i)
ﬂ

3. iflgjAnna yannamajugaivsiamunigivim ayeiindswhs iiwgs Update
Password (1i3Ugujgmnmajugn)4

4. yjHSIMagjsinmyniauserfiayii Staff Khata iihwsajugsih ajuifnSgws iKiwes
Enable Mobile Punch (1i”jﬁmnﬁgsma§mjg)‘1

vainguanngisi https:/attendance.staffkhata.com yaiayii Staff Khata i wifHism 84

My Dashboard

islinuualnguanng gatasnEn My Dashboard (RIR{AU{ANIVAIE)1 Numitnigmiieiss
UEHENUAWUNNEA Bidugimimiwatagamniunigaia (Femmigoirgsiom) Shigigmuya
YARMIINUISY HIRNIMutiuAian s Siminutumniuaigaiatiey
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alllReaiime . Search fastunis . " m O w Mo
AMLICPLTING o BT

My Dashboard My Attendance  ApplyLoave  MyPaysips My Profile Holp & Suppert
Gaood night, Neha! & Ratresh
HR Executive - 2 Rm(s) need your stiontion
Hours this month ® Laave Balance 8 HNeods action = Viorking Days B
118h 23m 2 22
14 dyn present Thame to raview this marith
View detaas » View detaits y View detaits »
Meads your attention % This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-auts — 1 Days . A o Leses .7 .
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18 & Cleand v
e Ax R -
Cavaat Leave 17120 i
—
Tatal Howrs Sk Leave orae me
14:20:02 Eamed Leave T
Masternity Leave e
Compensatery Off sisc Ee.
& @® a ® Remaning 112 @ Uses
09:03 AM @h Act
=

My Attendance

My Attendance (iatSiufig) UMiMRiIEMAGis: wmuiss feis: Saminuigvithnamyw

I SENAYIRIAIA
1. §G Punch In (iegsgu) (isieibayl yisiii§ii
2. ugemamivh 8asaihisiinuagihinimeagi

3. Gajugshv WwuMn*

MIYS{RimSIANsAMyWwiusagsi §18§ai4 56 Punch Out (1rysism) isighigH
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iuﬂﬁéﬂuwsl Q Soarch features. ek % m B Mo

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

My Attendance & Retresh

Your punches, working hours and sttendance history.

:::nn . oc:; » Clockedin Today's Hours B This Week =] Taits Month B Grvertine &
Total Hours 14h 20m 9h 57m 128h 20m Oh 0Om
14:20:20 —— —_— i
00 OF B M sy targt 000 &5 M wey tagut 45 OF 18 H mersy Lsget
a o A
o0 AM Ll At
Fencn o perei] QUICK LINKS
T - i— '
L] History @ Missing Punch Outs
Attendance Records 14 A Appeoved  Pendng 01 Search attendance.
Setthe tate Status Check In { Eut Late Producton
NS 18 Oet 2026 » PRESENT 903 AM o Time @-- ® 2
NS 5 17 06t 2026 * PRESENT o0 Tima G WM ® 7
N £ 16 Oct 2028 » PRESENT o Time @ BN @
Ny £ 15.0ct 2026 = PRESENT ©n Time @ BN @ 7
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

iBUUia

#i4 Attendance History ({ui§iaus) nwiavig sojuianislidigyw ing)idmuitings avnian

idrumsi{d §usaihislibinss

Attendance Details

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours

PUNCH INFORMATION
@ S03IAM  OFFICE

0 Ssmusng Gatary A34 - Androis 1
Warct Bag il

VIJAY SALES
7 KARDY BAGH

Karcl Baghy
Auany A Galtar markst €Y it
e L Q) RN
e 7 ;

e

TF/10-0,0:5%
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1. souinmguisiibigiss
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u

2. ot Request Correction (i3 ajtnaigi) finna Punch In Time (i11a38GeU) 84 Punch Out

T|me (151918JSIGM) 1

3. Umnj Reason (ingtic) imwGG Submit Request (Fngsien)

pidhisicisidynidyjagda yadamuinsnisiiubni Regularization (mitnags igidums
ALt SIGM{Fimsnwisliyms Missing Punch Outs (miisysismiiuma) iviw Request

g

Missing Attendance (ii§risawmsiduma) (AukanUiginumsmitaisians

o

Request Correction

DATE
18 Oct 2026

Punch In Tinme*
@ 200 AM

Punch Out Time*

Apply Leave

isliims Apply Leave (f1nnajfi AUt EIA) UAMGAEMuBaNENUMsGEA Shansmais
NSy w4 nniags Apply Leave ijfiiiicu Leave Type ({UiAasGNUauGIBIA) MUUTGS (U
Half Day manameuig) vigvingsn wiwinnigv gangda yulituangongm

My Payslips

ilyjiSuimniesintaiinn

a o

isliyms My Payslips (GpniGaimaimig) vabntjRutuie Sugl

ee
al o

mseifin Myw{mAsaNu mima Suigimiv 66 View (i8w) iigjifatanidaimamminum tie

-
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- L
@ Payslwpbetauls @ Hide Annual CTC | & Print
e
o) F
Sharma I'crxllros_?ﬂ un.
I Annuat Cost to Company (CTC] 4,56,000.00 1
My Profile
My Profile (LUinJUJUﬁja) unmiamsEIigs winmains Shlidmsasimisiaiguinguw
2 a Sa
isliunyin Staff Khata
nyii i NEAISjuAlngivemigomisighiumiGhivaigaias

Mark Attendance (A#nig8)s LEUSTIU SMIGMIHWEAjUESN SSaily weosibmuias
mugicinimsisupmugata gatafavnianiismia Realtime iWumsAnnagjnniatige
im-

nlou

Attendance (ifu18)s [UnSsisie ooiligyWikgjiSuinfuismis SUSalug
i1wos Request Regularisation (i3 fitnays) ilgjinn«

Leave (MIRUUA{EIA)S MAMAJRAUTINMYWIG MAnamuig

Yot

GIIIMUUIGES N Widu

~

fgISmMNEILN

Payslip (Ganibaimn)s ibruieamyw iwss Download PDF (s1musa PDF)
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Claims & Reimbursement (mis15§15 S¥MIEUR{MAIN)¢ IFMISIBSUMAULUSIS YGAMU

MyWjusa y PDF isTawujav Nuniins Advances & Reimbursements (jmayujus1s §1

ﬂﬂl-i

MIUR{MAIM) IRy 8jHAHSEa

Profile ({usa

ﬂo
83

1

m

jU)s fATISHIUES Shminiv

[v]

< 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

weaisiBivugsanpuigimsitn vamlnmseigsiavitimsiaisiinugaiaisi
21 IS gRUTaES Suimmuminnitmiuneius
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Journey Tracker (ngiiuigy)

atji: nyituigs Journey Tracker

Journey Tracker ﬁﬁj@t’jgg:ﬁﬁ'fﬁﬂjiﬁ MU MIGHUNT M Atms MU UG

uamn ﬁﬁLmﬂici’mwﬁ'mﬁim AYIRGIEIN Staff Khata N WwHAB W MeIgAaisinam aul
isiham ShGamwiigs finyiit §ﬁ§'1
-

[@imaaiEnias Journey Tracker Amayikuiguinujgiuhima §sw Journey Tracker Sagiiimi

annausnumiaisiinuagitviguissaun gisﬁtrﬁnmsmﬁnjﬁ ime4 eywide Billing & Plan
(Migs1a SMAIEIN) UEURIYUGUjS

\

al

iun Journey Tracker

AANABISIRUNIES MNIURINMAMUTAM USINUUvMINIURHATIUIREITNY

1. GG Organization (Hmen) = Company ([ivuU]8)
2. A% Company Settings (minanajsus) iiagi Journey Tracker
3. in Enable Live Location Feed (iGamiigSaig n)4

4. ume Location Update Interval (Gig1:inuiugujSmnSait) mis1§4 duisiSaiiniminy
fUEIUABMALES

5. GG Save Changes (sapsnmigaiui)v Hashudm "Journey settings saved" (minanaiiieng
{BiMsIANgA)
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"ix‘,];‘\;,{ Q Search features xl B Al Branches % growin 11dmein TORRNR E
ot " acker  Accoun

Time & Loave Data Download Reparts Payros Accoss Contral  Journe

1 ‘Company
3 Auopay is mactive. Set up sutopay or choose a one-time subscription payment. Reyview biting
Company Settings SR © sove cpanges
Manage your company pretorences, aftendance rules, payrall, and policias

@ Company Profile 5 Journey Tracker Settings
Configure ive location updales and automat

& Joutney Tracker Enabie Live Lecation Feed
o Payroll & Tax @O
& Locolization LOCATION UPDATE INTERVAL

0 Notifications

& Duplicate employess

Start Journay on Punch-in

You have unsaved changes Discard
minanG Hikunig
Enable Live Location Feed IFUgUsMnSail ean:inudidhisvRyaGangaddhimi
Location Update Interval sEinigSalnuRIndamota § 1 5a 60 is1841 sigisinugmuidyg 84

Start Journey on Punch-In (1 mGigsdidhinwajwiviaisiinuuakaisguisivtnygitgiaing
iguiidnisiinuisee)

Automatic Start Applies To (mi  All departments (S1wnssinna) yia Selected departments (s1Wwn

BIUIRE R W{UIHSiaGims) i stiumsijEiin) tigne yainisitamsmtigsidhimwiims
[ | 5 al e __  oa <J
BIVIRBHIANS (UAUN nUISIfJN)
(3] T, —-B U ==

1. isliin{Ad Home (§fifiv) isayih Staff Khata GG Journeys (&ifni)4 Hanmsgisi More
(if5sis)a) — Journey Tracker mhiiiiv

a ) ol

2. GG Start Journey (G1Uiniiian:) §G Done (JGNa) iSItlUmMIuaMA

a w
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RSIHAAUINM On Trip (AnRifiidhi) MYWsHW iw:nn SUGANGEANSAJIWaYAR

5:20 vi

Journey Tracker
€« Y ©
® Ready to start Online

JAYPEE

. JINSTITUTE CIF, il
INFORMATION

) TECHNOLOGY

SECTOR 62
67

SECTOR 63
® Readytostart
< ® ©
0.00 KM - 0

Distance Duration Checkpoints

I start) ourney

Journey Timeline

©

No stops recorded

Sal ab

SIRGNUSIRS MNIUAIN ean:inunyinisiigemimw

=30
UJP
‘—n
SID

=

mgﬁsmﬁcuju) fytGe Fix (in) W wHSmMaN gifing:umjva
Ui Bj Y1 SGIR1SSISANEIY

HaGWS
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sliGiH{Aakinns 56 Add Checkpoint (UiguGans{gati§aj)4 w§na Log a Stop (An{m
Atghwt) 84idav SalhiuRHAGIMSMULN WA W{Uia

al al

2. isliymy Add a Note (Optional) (vigsnnnasan iueta) ausiruibidumsinnisi

as1vRnmiunSmikuyAmSaAn

3. §G Attach Documents (mUnaan) iRgjuigsiawuin UMSTn Yjusa iRt Take

[a) [a)

Photo (G5ju) y Browse Files (ininiin&uni)“

4. BG Save Stop (sﬁygﬁﬁ SaUU)4

1149

e | B
| e

|
o
=
=i

—- _II el m'_ | __ll.:J
Lf-f'-' Bl -LJ_I_M!, 1|l!]‘|’ﬁl"| =i
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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
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182)4
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Pro HRMS (nuiauisu)

Al nyituigs Pro HRMS

Pro HRMS uigsauaian HR iugagimitbeuiiigmss dams{nvuls i udgnwmidniufiya
)

miiansiiuans mimus{snjruYja imuminn § Auigua1§ Manager (HA[AUAR
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{Av) miiids Y] 8jums[ivMeis Uiy SAJIURIG

{@imaaigEnias Pro HRMS Amauinuiguiigivhimng Sswivnuinmianisiinununyisiig
annSivagatigme ayuidu Billing & Plan (Migs1a SUaip) M{BIUAYUGU]SY

ifulingsw Pro HRMS

-mn

islinuayituigvany §sw Pro HRMS uinmislimigtisG i Uyn{aval SHARUARAY
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1. §G Pro HRMS — Organization Feed (fifinsHmen)4
2. NWaRUHLWMEY 56 Photo / Video (jusa/fiiy) ilgmiivig)4

3. iRtuEAtiunbdmns Everyone (sSagjjavum) y Specific Department (SIWAFISTA

n)

4. GG Post ([umeu)
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ﬁxw\m a » ADMDIST]
Dashboard  Devica Sotup Grganization Time & Loave Data Download Reports Payrod Accoss Control  Pro HRMS Account Hetp b Suppert
ord ‘Organization Feed

) Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biling

M Organisation Feed

A

Company announcemants, updates and celgbrations.
A A Welcome (o the team, Neha! F Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
B Proto/Vides @ Bveryone ~
o o
B AR @ Mydepanment [ Saved 9

&5 Colebrations
B

v No posts yet — be the first to share!
& leran Shaikn o 2t ek, vl "

Org Tree

Org Tree (i51uigHmMn) UNMEIHAAMAWMIANisiHAMmM

—

. GG Pro HRMS — Org Tree“

o9

2. GG Create First Position (Uifinyeainniiiyh) (islinuijmw Create Root Position uilia
yentnnaym)1

3. ijRatUaGaislijmy Link to Employee (miisiyadia) jobinm Position Name (inunsye

o

ninni) Department (1Wwni18) 84 Designation (2ninnii)4 Responsibilities (misgu
gruld) SWUBAAIFUGER

1 o

4. §G Create Position (Uifiageainni)4 ijJ Add Direct Report (UiguHanwmiinmay) isit
yeninNiyw iRy NRnIG 1UESGImu
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Create Root Position
Configure DOSTION SRS 4nd mpioyes lnk

Link to Emplayre.

Coro guties and scope.

yeatnnuywmeisisSisuyaiugaifiutiuuainupun yainisuissiuggisiims My Org
Tree (IGSUHSHRMNIUEIE)

AsiaNSImim;

1. GG Pro HRMS — Job Referrals (miinnsimiini) — Add Job Opening (uigsmiini§iss)«

2. Umeu Job Title (innsmiing) Description (Mifinans1) Location (Saik) 84 Department ;G
SANSA

isiislici§i Job Referrals susinaia iWiwWGEs Refer Now ('{n.nsiﬁsjiis:)

8 $
iigjig sinmyAtHupAtAa Y HanSajiuatisislijmy View Referrals (iSumiinnsi) itnwuz

= = Il
o

y1nisi Pending (ﬁgmt&m) ired (nstifv) y Rejected (MSUREURE)

IMWAANMANIUGIE

Uainee Submit Today's Work Update (i nsmw—um—nmnﬁis ) unwnncmsmiumnntn
Msiiy1 HA{AU{AY SHHARUAR{AYIB Imwminniv s sajjatmisiijms Pro HRMS — Daily
Work Updates (st wmisin misnijusiig) inuphmumauiigs yyama iiwms Export (S1iGm)
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1. GG Pro HRMS — Assets ({sfjfut]a) — Add Asset (uiguisnjaug|a)«

2. [RUGUIAS (8510500 Laptop AnjSiuyiii) uimeu Asset Name (iU [sijiubja) 81
Serial Number (iueie53) i WwiANSA

3. auud Inventory (sniifiinn) oG Assign ([Ua) isiib{snjauy]a iHautnyamnisiijmy
Select Employee (i{fi uiicsuactn) iiwes Assign Asset ([UA S NjIY]R)

B¢ Assign Asset

Dol Latitude 5440 (DLS440-2021)

{snyuyjasywsAansa Assignment History ({uiamiiuan)4 vamaBubidugaiamsisiimy
My Assets ({Shjeubjaiuasig)«

RAIAUMIAN

GG Pro HRMS — Policy Documents (RAmuimumiin) - Upload Document (gﬁhﬁﬁm
igj11)1 U Policy Name (irunsimeumien) 84 Policy Category ([UiAasimauminn) iwiw
{iReuticunAani (PDF, Word, Excel, PowerPoint yjume i@ 2 MB)4 yaatdaimaumian
1wGs Acknowledge (s ) 1 WHAHIGIB U M GIHA MU S §RUAN AN
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Al SWREURIANSHigens minuta A W)ini SR HR igjhis)aY yalngs Raise Ticket

(MAmntigw) uigsumsus milinans SulAmLWHEN 541 HR ShHa{aUARIBuRIANsiY

Hiuiglijmy Pro HRMS — HR Support (tigw HR) iwyinanms Open (i37) In Progress
(Apkiiinnimi) Resolved (siim:fnw) 84 Closed (nss) iimwijd Update Status (i3UGU[s

AOENSAIN)

iaasinmMUAMEARUAYNAY

—

. GG Organization (H2mn) = Employee List (UsiuaGa) iNWwinf{guyan

2. ibatiuns Employment (M) i wnnna System Role (§15ak{ufig) W Manager (Hn

1
[AUARAY)
3. GG Save Changes (JafisAmMIgeuys«
1 1 N a
7]
'ia‘r;;\{-’: @ Al Branches % growdn tsdayein  ORNRENR JE
Dashboars  Devico Sotup & 3ta Downl fio Gontrol  Pro HRMS Ho spport
s Agd Employee

5 Autopay is inactive. Set up autopay of choose a one-lima subscription payment. Riniewbiling

Edit Employee & Bock o Diractory
Rahul Vesma - 57-0001
1 Personal infe © Erployment
Employment Details
Employee Cose [ ID Jaining Date* Branch*
Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}
Department * O Designatien Reporting Manager @
Proguction Supervisor i
Status* ¢ Office Time Policy ( System Role* (1
Active Standard Office Policy (Default) Manager
HR & Compliance
EFF number ESI number ©

Total Experience O

€ Provious Mext > B savetchanges

[ABIUEIHAAU[AN{AY AYgEYj{AUMIRIMS Reporting Manager (HA{aU{AREIN) g a1

sysnananisiiiuns Employment susiusia{nuygng

Gams tijsu Manager isiGh System Role uinmiai
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My Team ([6iURIE)

Team Attendance (igv1s{y)

Team Leaves (MinWUR{HIAIURS A8 Wb AURTHY W WHSEH YuRiunn
nw)
100% & 3 :':r 100% -] :;r “ 0% "o'w :0.., i 0%
Team Members 3 O Retresh
A* .A.mll Kumar E::al::hawalor £} 2024-01 08 Active
=i ‘.S.lmll.a Patil :}(:.‘l'h;y Inspectar 1 2022-1121 Aeve
= l.r:\l.-a.n-slvalkh Maching Operator 5 7025003 s
<J —_ o ol 1 —_
HSuaiuinnwuiuIn

1. GG Team Leaves-

o

2. gojuianisiubaidnyw il

3. GG Approve (H88a) U

al

Yt

Leave Request Details (ifs1suGamiidnautaiBa)|

Reject (Uifun) MyWinaKu
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Leave Request Details

A

Amit
HST-0002

TVRE STATUS
Casual Loave Pending

FROM
2026-10-28

REASON FOR LEAVE

“Doctor appaintment™

MU AYWRIAISIHEARUAR{AY 82 HR HeEa1 uIGHHAAU{AR{ABHSEA Rinhuinm

2

"Approval Pending from HR" (AghsaGimisgtail HR) iy ana HR grimiHgSashijmuw

WESITYAAMMEWURIUE MU Him SURTUE1
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1. geanAaERisietbiyi4

T o Admin g

'iacH-;\Tn 4 Al Branches 2 L

Dashboard L St Time & Loave Data Downlosd - Repatts ~  Payrs Accoss Conral  Account Halp & Support
5 Autopay is inactive. Set up sutopay of Choose a one-time subscription payment. Favigw biting

P Welcome back, Admin!

RN 2 sad Emplayes
Bl suncay, 18 October 2026 - You'ro all caught up! No ponding actions require your attention today
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- Absent today o Late today & onleave )
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S = 0908w KaviaRao
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15 Imran Shalih

o

2. §$iis Manage Subscription ([aU{aRmMIthI) §1ia4 AUmminsANURIHA G88HALD 81
aunsNiduNHSEMa ShGgsigananjuinruisiain

3. isliymu Included Features (veinitiuisumu) Hadmy g sinsain uaiERuHAY
ume ol Attendance Tracking (mimuinsigms) Shifts (iiS) Leave Management (M
[AUARMInUGETEA) Payroll (iu)ia)i) 84 Employee Login (migruann iuaivaa)4
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s1are Q0 Search features
ﬁxw\m L RORICT) T @ All Branches A AOMNISTRATER
Dashboard  Devica Sotup Grganization Time & Loave Data Downlaad Reparts Payra Accoss Control  Account Holp & Support
o Subscrigtion
Roview Liting

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

Manage Subscription Browse Plans & Upgrade 2

Bing & Flan

Growth

Upto 25

Included ieatum

o o] @ 5]
Attendance Tracking Shifts Organization Setup Reports
Daty sttandsnce and onmeric emegrat Mutiphy Shift sched; Company, branchad and d ot Dady ang aavanced
B (=] B o
Leave Management Holidays Payrall Qvertime
@

Emplayes Login

sanis gargminuanan 15 ig §sinnaigimsiia uitlimianangh ann8ivaigayis
1 I WY emig MG RITIA LW A UHAKIS R AN

C

ALPINAB AW

al [ ]
HISPAIUIAIURIHA
=
HigiuaipmhisiinugapimigaDIB sy s aunidniBsmiys yyemiit ugimsmnian

1. 1glil Manage Subscription GG Browse Plans & Upgrade (insaaijgi S1iiig)h)

2. Upgrade your plan (iiisjaaijpiivsiga) uinmaimasywisiiapm hyw User limit
(rsnnnagaid) Device limit ((isAnnfauaiin) SALeNUURINY AN W{HIMS UG
Recommended (innsi)4 atjpigvumaunyinuigugem Pro HRMS y Journey Tracker«

slibaipmiiiuyachms islidiaipmiugujgiuaisn JaA Manage or renew ({AU

w
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=2l
pxy
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alerumve Q Soarch foatures e @ Al Branches P
Dashboard  Device Setup Grganization Time & Loave Data Download Ruparts Payro Accoss Control  Account Help & Support
fon Upgrade
Upgrade your plan & Goback
Unlack premium festunes and scalt your oiganization wish Stalf Knata
Rrcommended
o Starter & Growth - Pro v
Subbirion Pl e/ D ecrigtion i ter
R, Use ] B Devic B User 5 Devic R Usa &3 Divice
s0 1 780 s0 1,000 100
Change (o Starter Manage or renaw Choose Pro
st
umumi a
o« (V)

Sl
FINGSInHS M ASHAIH TS

Hiffeu Hikunig

Monthly (uGiie) y pAvRmAMAMUTM

Yearly ({uGigi)

Purchased seats GgsunfiduEAUHIMA 1 JENUUMUATSRIRINUUAGAGSINUHSIAR InWURIUR
(AAtEumsSm) HApUHANUIAIAsiusRiRumsSm

Add-ons (nyikuigy vanuigy Gt Pro HRMS y Journey Tracker iR auai{giusiHAB SJBUM AU
UG5 A)

Autopay (miuh upvaipaweitetuulisipis usam« Wanifgjugiganaiieimwdssimsumey
R WUIA) ficmsmigsiaghig)as TsnwmimiuhmaiaghinwmsmMIv g/ Wuia

Order summary (1fusauIRUMILIMSM) unmbinugnuligis: jusin GST SumithSansmiug

U101 GEJaRuA{mA W WwumUumigsIaalmngs1ntdumsyiagmn ayuisn Billing & Plan (mi
§515 SUAIEIY) UUAYUGU[S
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1. G Account (rans) — Billing & Plan“ sni Billing & Subscriptions (migs1a Siming)
Suibn

2. Current subscription (MiM§UGUjS) UMMAFINIUAHA B1iamMItARwuiaidayHn
Purchased seats Shignijbuayiuaina Current period (sw:1nuugyjg) 84 Next renewal
estimate (MINSEUISAIUSUSIV)

3. 56 Change Plan (uiaijp4) iigjusisiaijpiibji y Renew plan (UgAi[pY) igjud{maA
U HIUIW N UU IV

4. wosiimivhajwiviads ajuss Enable Autopay (iGamiuh Al WwVsR) IHYjIusHY HA
HSIMAMIUAMARGHGYW 1HY] 8T A WUHUGITE SN UHSIAR DI S{UY MUTH W R WU 1

5. Billing History (juiimigs1a) nwmiviiimasinsaiv (pimu All (s1h1a5) Successful
(imatiw) Pending (Ankisi) y Failed (Unfiw) yirghinmuiueugmuavami ysgssa
{mn

6. §G Invoice ((awufH) iSTUGHinMyWw HY]SUNWAIAWU[H PDF sufin

-ulﬂﬂat-‘*lle 1 Soarch featunes. =i 4@ Al Branches

SO 3 Rt

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

Billing & Subscriptions
MOIgR YOUF AURGHBY Mandates, 9Ctive plans, and billing istary

Billing History o Q Seacch by Ta eseript Al @ Successful 0 Pending 0 Failed 0 £ Relresh

Dae

a5

Mo Transactions
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AaS:s ok Review billing (i8qgymigs1a) isliummivhdj wivigisievuGminpvupRvaEa 106
Sfintnoiss

() a

SSULISW SHiNAIIANLISW

a

1. GOUIUIRIUIVRIHA I WijHTL Help & Support (figw Samialis) yss Help & Support

islemaiisimniGgwH

2. Contact support (s1asuigatigw) isieibuinminetisw e girinugs SuHTHUIUR
A

Er
={Q00

i 9
3. ifyjiARnGisWw AUGE Raise Ticket (fARIANGS W)
4. ume Subject ([umsus) WwinanUEMaR Description (Mifinans)«

5. igliymy Attachments (WAfnimu) HaMsuigsiasanuwann 5 (PG, PNG, PDF y DOCX
§1 2 MB oy W) gomusatH{ing

6. §G Submit Ticket (fnAadin)«

Raise New Support Ticket

Subject *

Paysiip thows the wrong depariment

Description *
st Vermars Septambes paysip ltts Production, muwmmym]

woek, Pleaie haip us update it
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LNV RIHARIMSIANSAmMY W Ticket ID (1ue iy aifsinn) i wuinmah Support Ticket Log
(AnnainFanigw)1 maisiemintaiinniin Open & Pending (1Un ShAphei) In
Progress (ﬁ1 hiitdnimi) S1 Resolved & Closed (simsjanw Shmsds)4 gﬁﬁjm.ngw m‘aj

iHEUﬂﬁH‘ISL‘UEi §aﬁgsmnmﬁ'm tiiouusil Open (i0A) 151 In Progress Resolved (siidis{funw)
St Closed (nsTs)4

ananananan
Payslip shows the wrong department

HAUE BESCRIPTION

91 wesi Piaase holg s updine &

IPOATE TICKET LIFECYELE

s
m In Progress. Resotved Cloted

Close

Ganis fiih Help & Support {gimsiiiaidiiw Admin y HRY alin SUHARU{AN{IYAILEGN
swil Admin sUREUISgSMySHs
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1. mitgsmuginRimsiianEUNAIAY okt Organization (smn) — Employee List (U]
Uan) i0ASWHIUAIYAMA IWmadsImiiysSmuginingimsiing waisiinls Ayl
Ui "Mobile punching disabled" (mitegsmugiriniaimsss)4

o

2. SmugimsHgimaY isiubgiain wnsSaingginida wWiwayii Staff Khata (giiansi§on
i{pSaik

4 e siayiRmusIpataslijplntduHgm
7|

o o

)
miunGwina1 fei8ajsain fanlivaneisin Organization — Branch (i

4. MIGUAANSIVAIUAMNAGIMSIBUMUGNAINIUAIHAY UAAGIUAYIRIHNWALNSHIN
s pAtaSHbm "Employee

IBUAANSIURYAAL

[v] 1

28 U SIDAIFNIURIHABSIBUMUA

login is locked" (MiBUIARNSIUEIUABARITSTIALRN)Y

2UAIANTIVIAUN MNGI{AI UMM

fyufiSaymtasmsigh Shfishidna WM W SH A SiBIUNRImsAnnageikuuinmisi
iyms How to connect (sii)um) gh Device Setup (majusaunsin) — Manage Devices ({0
{ARauAIn)4 mﬁtﬁa@ﬁjsmmmugﬁﬁm:@ﬁhgmmguﬂ Autegsiiumsiansagan:inunial
uammBsmaiss 1{j Data Download (s1mwna§g§w) — Download data from Devices
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