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2eD), INT, Doy DY) HX® BReT® eI, 9N B,3,e8 Fegniewe) Hod.

7. Save Changes (200938316, eVdR) 35° 30B.
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'ix‘m‘”'!; Q0 Soarch featunos A @3 Al Branches [ A LominsTRaToR
Dashboard  De: P Grganization me &Leave ~  DataDownload -  Reparts Holp & Support
ard + Company
5 Autopay is mactive. Set up sutopay of Choose 8 one-1ime SUSErpon payment. Roview biting
Company Settings
Manage your company preforences, antendance rules, payroll, and policies
@ Company Profile

Company Profile
@ Your registenad company identity and conact informatio

CRGANIZATION INFO

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

OBAAAAADDODAIZS

CONTACT PHOME

Suinsa PO . oo

nsHAR: Corporate Email (Sozdpedees® Qadeer) ded), e9BR° N Qedeer® esN), )
2TANTEN TG,

P20 Lnews LA es0d), ol

Staff Khata 23,3 30 SP5301 SameNode 2,03 S0t QeI E. 233,003 ) 2.t3en
02300 JBRBEY, e303), 508.
1. Company Settings 3¢) Employee codes (S°303 &et*nad) £39,25° S380D.

2. BN ge3NnYRY B0l deed) e3m® e350t137308 Live Generated Code Preview (32338
B0 e BRLE3) 23087 SeBCEaN R, 3T3.

3. Save Changes 33° 23508.

Jegone 9T D I3

Prefix (peSsa3,3,03) €380230)S 980ND, V. ST €930 "EMP .

Separator [ Delimiter (232:3) BB, T, B°, 0BO ENL0%, 2B, 9B 030)TBP JeY;
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Jegone

Include Year (do—-‘ss ﬁe&%)

Number of Digits (e903n% Soss;)

Starting [ Next Number (esgo)s /
Z00HI 503325)

ez DD I3

SBREIY, DI (72026 95330 "26°), 9530 None

(CSRER 9e)).

R083,0&) D), e90371VTe3esd, 2 Bor3 6 TSTN.

300D BT FBFTON A3 [oal;.

ﬁ(-.ﬂ. €1 Soarch faature
EHATA
Dashboard  Device Sotup

ard - Gompany

3 Autopay s inactive. Set up sutopay ar choose a ona-time subseription paymant

Company Settings
MINagE Yok Company preorencas, atben

o
- 4 Employee Codo Format
g Defina how empioyee codes a0 1DS
.....................
REF;
5Tl
NUMBER OF DIGITS
£ My Profile i o

You have unsaved changes Discard

4 Admin “
» ADNMISTRAT

5T-0001

TBOB: RETTIR BRI SPFTON 3503, 3233035013 3. B3NS ZeerEned Boriade VDA3NI:S.

aéa@eﬁdsa =09edd

Localization (3@@9669@) £39,23° SCOD. ezd) c\—-";da‘ e9z® &3ve@cent Currency Standard (336R),
Timezone (BaH0d 300d), Date Display Format (8~008 ,800@) @) Interface Language
(R08353eET° 23923 ) 230T03E, BLRODTE)EZTIZ. Ve, 3e3Ho0 238 0e30DE) SBBNZTFT 3508,

YN, 2WBAR), 30383 Save Changes 3z° =5&.
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Grganization Time & Loave Data Download Ruparts

TIMEZONE

india Standand Time [IST)

English »

Payroll & Tax &39,23¢

Payroll & Tax (s3e3 s 301 E3,2°3¢) Db, 3e3 233, (35023 Ty 80D BI), PF, ESI
o3y T, 23,63 BEForeried, wd I, SBFE BRE DI, BDNURY, e ) Bowwnsh
&) DBORNGS.

Z)d)é o83, TebR

20831dD Q3 Be3eD e9ed0 FWIERI0 5@@7&9&). 2,3 Zas3nie 333e 2303e-5x°, YTV,
oemoN 208 o) O 350EE3 é@eéd BTN B398, TW03I® Y® 3IVTZITIT.

1. Organization — Branch (2083) 35° &35%8. Q&) 35° ) Ssnonede 2,0t Main
Branch (&3wa) 2083) =3

2. DO DD (+++) SBAWO D3 Edit (RFomedR) 35° Sre8B.
3. J@=93 Branch name (208303 B8D), 233, Code (Boew®, BVTPBOES "NOI-HQ ) O3,

) ed

Address (Q%o3) SBRAR.

4. BRI 2)0D0DRY, Bezpoer, esN AR Bed23ez0i38 Primary branch (9,803 Z083) esx°
=008,
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5. Geo-fencing (22030e-33Q0M*) e3x® 3508, 3033 c\—"%%%aixigl 300R: Locate me (I3, R"%@
BE3) 35° 3508, Latitude (e9gpo8) 3y Longitude (Geaso08) e3e° 3508, e9i3eso &H®
BN SFOD ee3 35° IA.

6. Radius (m) (82, ee30°) IR0eDR: HVTV0T DY, BRTBH TN 29080 H023® 9°
NDIEIAT N AVENTAVIA M

7. Save Changes 33° =3508.

Edit branch

Primary branch

Geo-fencing

Locatia & Locateme
Latitude Longitude Radius (m)

28.6270 77.3750

or arvlar the coonmnates

sEcTan
)

o SECTOR 63 Mpoea
w
sssasausny Vel @)
GooglerarkiQ) @ Loam Citas b e

QRURQOTH FHRY, FedTew, Add branch (2083 [Bedd) 35° 3508, e9tde Feg ey, 3002 D)
Add branch 3z° =3508.

Bod: 3I7 50 ee30° 32y PR, 2,0MERe) e GPS 383 ATNDIE, Hd) Sro2se
233, 324 A0 3, 03e 2302307 2B023* AR 3PRR)TRY, B30HDIBIR.

D& BoABNLD 9N 230300e-e3x 3,23L3000N 383,038 FoeFZEI. 2,00 239013 2,08
2083033, 90 DTN, 20,633 JeBden eDS He3,0€)Ta3 sl wrder3es (All Branches)
ALSE
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

Branches
Your office locations, Staff can be Imited to punching In near thesr branch

Branches 2

@  Dehi Showraom BEL-81

@ =
©:

& Noida Head Office | Proey WOl HG

2303,0€-3,0N° 9, BOBINU e3° 233023, FTaTS DN ) B23ed JeIrad Jed
e,

Degorinied shay Bru=y, Bedd

23NN Az, Bo@NLD. BTINLD ;3 B0BBRVNS eLLdREN BeednD, 2Hd) e9ad)
SBeQI N ) BR[O NP 5oe3I:3.

™ -0

1. Organization — Department (cd23n) 33° z3538. JeMoN OTE) d2ionned Ssmonede
323:30350N3IE3.

2. 2,08 cJ2IINS, GVLINET derBNYRY [FedTew, 9BT TIOS 2 (+++) 83O D3 Edit
35° 238. Designations (@Bxiwd) e9B0He) deardady, edm° 3508, SwodIIS, Add
designation (@3 5ed) 35° 3508, S033 Save Changes 35° 508.

3. BRT 30@BY, Te3xew, Add department (dz50n Bedd) 35° 3508, Department name
(223913 BID) SSDRAR, 9T BTN, FedD IR, YLD,

4. D, BoBAOD B,303000 VRN dedued 23y €9t 0333 IS, FedT3 02T,
Sseetden e3e20ex® e9:y, Departments ()23onnwd) dodd Designations 13 20E3e50AR.
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tArE h featuns s K 15 days heft
ﬁx‘unm ifaetibneoles B Al Branches e

ﬂashburu‘ Device Sotup Grganization Time & Loave Data Download Reparts Payro Accoss Contral  Account

@ » Dashboard © Department
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment.

Departments.

Yol teams and the job Wiss in each.

A

Admin
» ADMDRSTRATOR

Help & Support

R biting

Designations 5 P 5. D i Q Search ge
Designation Departmant sttt

Superviser Proguction o

Machine Operator Production o

Quality Inspector

0

HR Manager Human Resaurces o

HR Exocutive Human Resources o
Mesaheip) o Support +3179820 = Emai catfehatacom . © 2026 Seaff Khata - Andance

30083, ), Ba2sT8 A0 DHR) B23ed FeIod Jed BPoHA.
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F02:003 Dodhahrieh Hdy 228e0 Jshab Jed

TYR®: DY TWIRNRD

023008 oD Staff Khata ©303006h @ozs® ey, 33673 BONESZTS 02Ny,
DPEODIS: AT L30T erH3B, formendR Oy, 383, T 22308 SO0T Foes®
A SRBBD. AIPTIEER c3En 33, e9E BT eF T So2VERY, 32500 Jabod Jed
PO

.‘Od)é 23003 AoHEDRBR, BB

1. Organization (Jos) — Company (803R) 35° :3508, So33 Attendance Rules (&023003
Q0D €39,25° SBALD.

2. AR 23e3003 A0DHDNLRY, e95° 23508 (PN e3e20er® Jed).

3. Absent Day Deduction Penalty (3,00 3G 8838 Boi) S€), 8,3 590001 13;0®0201
D), D[N Bo2)% 3BT Do) SRR, TR EN 1 €503, 5erEerHIT.

4. Save Changes (0@e9s383nERY, eudR) 35° 300B.

Attendance Rules

Enatiie Aute Punch-Out

Enabie Overtime Tracking

Enabie Live Attendance Notifications

Start Journey on Punch-in

1¥:

® Geo-Fencing Paramaters
Rastrict mobie atlndance punch-ing 16 da

Enabio Geo-Fencing You have unsaved changes Discard
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Jegone

Enable Auto Punch-Out (5630530
c,—-’ooass-é?,éss)

Enable Overtime Tracking
(8se30°e330° &30, 2sz‘ivon"')

Enable Live Attendance
Notifications (ezas SspY~opk:]
9RRPIINXD)

Start Journey on Punch-In
(Boe3t-97°:3€) =3,0350e9
€380

Absent Day Deduction Penalty
(30> BB 8838 Bod)

ed DD B3I

BB Boes® Bes® wo@en SIS 03, 11:59 8, ey, Does® Bes®
BRI,

Ba o3 Bed), 8% SRAT ros3nUs), WD, 00T 536333
IR, TOSBVTED. L300 Berd V2D 0LNTRY,
Bersneh, Boero8 ahid) LSTEdE $&) RPod.

Admin &3 HR wa°e3nemenee) @38 @023s-an° s0d) B02s"-Tes® o),
320030001 wow®-e95° esh Z0edHIT.

Journey Tracker eszs®-es3°1 3593, Journey Tracker Soe&.

2,8 59080003 R3BHE0esdn 3BB30mHS [oPr BINY, 0 Bod 30
338R.

2203ne-E) on® est ol

R2)00 FOIVT FPTY 9DFT 3:0230° 3T, 5023 Y° 3T, 2303 pe-g3Qon°

3B,

1. eogde £39,20°3€) Geo-Fencing Parameters (Bo3ee-33,0M¢ JoHT0ENLD) B3R mé)e)‘

VDI

2. Enable Geo-Fencing (28030e-53Q,0M° 83,0109 e3:° e3508.

3. et Fen e93,03E50me3esd Dot €30, Frd:

Branch-wise Rule (20859300 Qodad): 3,3 Zos30dn 33 e F& 213, 32se3y,
2080333, Apply to Branches (20a3R91R e93,008) 3€) 20a3nexy, es0d), 3508, AR
200038,08 B2, IPNVTTB At e98)Zd es0dy,

Apply All Employees (e 5001 e93,00): dBne 2.0t3e J¥. Geo Fence
Radius (Metres) (23030e-33-% 3,2, cee30%) BB Y 3@@35& e303), a35TEeN
Set Map Location Coordinates (SZad 3% dcdes @008y, B000R) 35° Il
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4. Save Changes 33° =3508.

lllRentime Q Soarch featuros " B Wil Branches & crowtn asdmenn AP
AMTICALTIME %
Dashbodrd  Devica Sotup T Downioad ~ | Reportacy. Pasvl~  AEZesLOMIDY:  Acsow "

Grganization

Enable Overtime Tracking
m it r e b
Enable Live Attendance Natifications ©

Start Journey on Funch-in

@ Lo
0 Mo,
& Dup I
1
My
@ Geo-Fencing Parameters
Restrict mobile attendance punch-Ing to designated physical coordinates
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©
Apply
4

2 Apply to Branches - 2
N

Manage Branches

100

nabA&: Branch-wise Rule mof, 3oen Organization — Branch (29a3) esB3odhe) =33 zoadod
S DI 324, BRODR. e, FoBAOHRY, Be3® 3508 Jed.

202 F9B00 3,x30°38), Attendance & devices (5923003 &H3) ToBSINWD) B33, 9301
093, 230300€-BR,0N® €555° e339TBITOT.

A, WhatsApp GToto03nu:), esod, =508

Notifications (es0x233re) €39,25°3€) WhatsApp e Daily Attendance Summary
(S0 Bo23008 To0008), Monthly Attendance Summary (5088 923008 To02038) 03)
Device Health Alerts (Toms {3 023,08Meb) e3¢ rerdazcd. WhatsApp &bdy
Q0831}e385°1d Sel.

3230 I=od) Ved T3

523eD TeHod Jed ey, 13e7° 93NPIY, 23 38D FOTH O 033N e9G3E A e9gdeso FD
e3HZT3 D02NTRY, BROOTIZTW. A, BRTWL ed e)dnie Begoer, esrd3as.
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. Organization — Office Time Policy (323¢0 JzHod ed) 33° =3rd.

. Create First Policy (3050 ded 023%) 35° 3508 (95300 Ssmonede 2,00 933 Add New
Policy (550= Qed 5edR)).

. "Standard Office Policy” S0 Policy Name (Qe303) B20) SR8, 5,08 Jed 93

Q0N 83 Jed e3,0drzzene3ezar38 Default (Beoers) ess® esNode a3D.

4. Grace periods & working hours (3ex® 9531 &3y 30T NMoednd) esBade),
BRI, 10E3 DI, ADRNPE) BPOAR:

Jegone

Permitted Late Arrival
(@mmam 33 eaﬁdoﬁ)

Permitted Early Departure
(9zH 3T 23en AREEDR)

Half-day threshold (esgs I3
Q3)

Absent threshold (33 <3)

ST 3B 3B3NWD

9T D I

33 20w MHHIBL 32),08 OR), 3B3N BB, BVTIIBTESNA 15
QAeDR.

23ent BREBD Do NMHTHITT A28 D), 23en BenBITD,
UIBTEBN 10 D3,

82 3033 RoedndA03 3B 3FTB, &3 O 93 A (eVEBTBA 7
ro&d).

83 303 noe3ndNosd 38D A3, &3 HIBIY, T ot
rHTHBBHIT (GLBTE! 4 Roel). VB, 93 I <3N0 38D
aBd.

D3e BIe 3BMHRBIY, 3BZ0N [OBBeTen ABRY, 22%R.

1. Monthly late deductions (35083 3@ 3B3MWD) e37° 35 8.

2. Deduction source (3833 o) e303), 3508: Attendance (Fo22008 HINP,
SRS RIDITI) e953z50 Leave Balance (CL) (59,8>03e° 32300, 3B3RIIA).

3. Monthly late count (3533 36 Josl;) &3y Cut Days (383 OIMW) BeodR.
UTIHBTBN, 3 DR, 1 D03 3onBe) B3 3 3R BNRINIR 2.0 DI 3BS.

30239 33 =), 23en ANEDIT dadadbrizd
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Late arrival rules (3@ esnzdhs Qadahried) e9Bodhe) Add rule (Qoded BedR) 33° 3508,
Duration (e9538)) 3231008 &3y Cut Days e30d, 3508, evme®dssn, 1 RoédNod wHe3),
3@3=30a33 0.5 (Half Day) (e953e BI) 383, dead) 4 AoDHNRPBBN BedT20. 23en Bweras
22)00R Early departure rules (23en Aneahs Qo3aned) Acde Hed F0 350133, 23003
J230 A3nFew) Aohnwd 83,3, 203823e59:33 Apply on weekly offs (235008 323R%e) e93,000)
e3¢ 35 8&.

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

) e to s this paticy

Palicy Name *
‘Standard Office Policy

Detauit «©
Grace periods & working hours
Permétted Late Arrival Permitted Early Departuse

00 Hours 15 mioones o0 Houes 1 10 inotes
Halt-dlayy thresh, ol Atsant threshoid

Attandance & deductions

Monthly late deduciions. [ @)
Deduction source
Altendance  Leave Batance (CL)
Monthily late count Cut Days
»
Late arrival rules 1 AdaRule
uuuuuuuuuuuuuuu
Rote 1
Lungsan Gt Da
SRR T
o (D

5. Create Policy (Qe8 T23’) 33° =3%8&.

Qe803» 9833 33, 23ent, 9 BT I, 1} TR0} He303He) Foe3DIT. 0359e3 ed
BezeT, 0T WBEIANTLD, Jed03 TR &R (+++) 38O >3y, Make Default (Bezoer,
50B) 33° RB.
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aillRertTive
alifeamme

Q0 Search features

Dashbord  Devica Sotup Organization

@+ Dastboard © Office Teme Policy

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

Office Time Policy

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

Office Time Policy 1
Poscy Name Late Arreval

Standard Office Policy  Detssnt 00:15

.

=B.

L
30083, Aed), SOBCT, BedR.

Eaely Departure

Accoss Conral  Account

Hait Oy

o700
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@ Al Branches w = il
Office time policy created successtully
Hol & Support
Rarviw biting
+ Ad New Policy
Q Search polickes by name.
Asent Deducbons
o400 Doduct From Atendance
i \g

VIRB: T30 BB0DHOZH FOITY) R12Y00N 2368 B0 23ede? HTEIe VeS0HRY, 323,
DR 3 SPBTVTRY, FeDN €953 JVozalzsen Office Time Policy §e33¢) 933y, esady,
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05

32Ty, BeB cHd) ADFSods

TYR®: DY TWIRNRD

JPBCORY, BeDTLN DD 3nenDas: Add Employee (SP300), 5e0R) o33 303

2,2392900N, Excel 05°0T 2,023¢ 23001 BT, e9es0 3B 8RR e9e33e Ze,
ATV, 30212303,

3P2d0 Teg, 38O

Organization (Soi) — Employee List (S°300 &¢3,) 33° <3&. Employee Directory (J°300
§02,0) ®,303:02) 03, €533 Eets, gion, [oBBE eS0NLD 3, }B03P0ANR S,0edIT.
Q33 HVR IenendrmoN Add Employee e9g3es0 9133 3,33 250e9 (More ways to add,
0N YT, TNENLD) 2%

2,2), 32300, 35e0

Add employee z35°e3€) Soew, HoINDE3. I3, HITI Fe3 N BtEY0d); LHWBIY So3T
202520BRD.

®03 1: Personal Info (3,038 &5083)
1. First Name (3030 33D), Last Name (80303 &83)) &3y Work Email (3esd
Qe30ee®) IeDR.

2. 13e33 Ener*3eodn Contact Number (Kozas 50936) SBRDR. FBTTRY, BedAT 3033
QBIY, BSIONTED ToG3ede).

3. X3 Password (FHofSEse ) BRoRR. K-"gjas Y° 0BT S03T JPFTD 9Ty,
22T ANTIBIT).

4. Gender (Don) esad, 3508, So33 Next (0otd) &3¢ .

®03 2: Employment (evddnen)

1. e, BomAOD JTeBNT Bwews® 3e3en Employee Code [ ID (SP333 dwew® [ ID) 8508
8. A, BoBAOHRY, Be3w® 3508 Sel.
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2. Joining Date (53003 Bx003) @30&e)R), S033 Branch (20a3), Department (z3on) aH3)
Designation (&3} es03), =350&.
(

3. System Role (R53H° w03)) e303), 23508. 323 22080 Employee (F233) esNA393B; €933
3, L3e t3ee303:Y, 23508, 3eerdrZs.

4. ey 23e30DBY, €303, BRI B Office Time Policy (3230 Jeod Ned) A, Bespoers
Qe303HR, 2PDIAI.

5. Reporting Manager (388 &350t3e3 e359,:3¢230°), EPF number (EPF Goa;) e30@) ESI
number (ESI Gosd;) e23. Next 33° 3f.

LflBeainive saic @ M Branches [ I
Grganization Rupants ¥ SuppH
Acd EmpHoy
3 Autopay bs inactive. Set up autopay of choose  cna-time subseription payment Ravew biting
8 Add employee % Back to Directary
W Fiilin the basics first — you can add th rast later
; © employment
Employment Details
Emplayes Cote [ ID 0 Jaining Date* © Branch®
Auto-generat £ 18 0c12026 Nekta Head Office INOI-HO)
Department* © Designation () Reparting Manager ©
Production Supervisor Sainct i
Status * Office Time Policy System Role* (1
Standara Office Policy (Defaur) - Empiloyes
HR & Compliance
Total Experience () EPF number ¢ ESEnumber ©
-

203 3: Bank & education (233,03¢ &H3) 3ged)

R02)% TN 239;05° IDONYY, FTMZT. DVHE gINNEh 2233, Next 3¢ 3ol

®03 4: Attendance & devices (5023003 cHJA) TGFINLD)

Be3on® e9tdh HI SJBDIB

Disable Attendance Tracking (302008 €33, 30on® 83 SPBU0RY, Ho2s003 s, 30BRL0R BRTNRIT.
Ry, 0’ RI)
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Jegone ez N I3

Enforce geo-fencing (2303me-g3on® 9230 208303 2303,0-33F, 2.%NS B3 R =03, B33,

B30 REIR) A[OVCTR

Require Attendance Approval (%2200 Bo23008 23e38RB, ZeNP)S 3TN 3Re20° 9T,

293 eTR eanisy) 293 ReDDIT.

Devices (3=3neb) 83 JPBTD D023° A® e30BOTWIT 20030e23083T°
TIFINLD.

Add employee (SP3TTRY, [3eDR) 35° 3008, BPT FPFCD ey, t3e BerERR00N 0e3,030€)
FIE3DIIT.

‘iﬁ:\{r{ B amch T . @ Al Branches a Lok HE
Dashboard  Device Sotup Organization Time & Leave Data Download Reparts Payrol Accoss Gonrol  Account F Siipp
Asd Employee
5 Autopay ts nactive. Set up sutopay of choose 8 one-lime subscription payment. — Raview bifl ng
o) Add employee  Back to Directory
Il I s BaSkes st — vout can acld o rast ate.
< Porsor o Atteny dance & devices
Attendance Biometric devices
Davices this smployee can
Disable Attendance Tracking
ave Ehis empinyes out of Mend Devices
= . Solect devices
nforce geo-fencing ©
Require Atendance Approval (}

jance & devices

Excel Qo S°300R), escdbad 3508

1. Add Employee 3,33 239£9e3:3), 35° 3508 =>3) Import from Excel (Excel Qod3 esa3ad
508 e303), o0k,

2. Get the template (&30=3ee3® B8AO) evB3ohe) Excel template (Excel e3053¢e3°) (e953e30
CSV template) 33° 3508, 9E30€) 239 TN &H3) 30T YVHIBTES TILVNDS.

3. VBTN BN Az, FPBFCTRY, 3,8 TN 2.,2) 008, Tod. BBO® TV, GLPRERY),
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4. Upload your file (s, 3300° e9eednets® e3508) e9B0E), 53e0° 9=, t39,e0° 3508 e95330
browse (239=°) 35° e3508. Excel esgdzse CSV, 2 MB 38R.

5. Import employees (S2300R), e3zHcd 23508) 35° 3508B.

wh.n
EHATA

Dashboard  Device Sotup

QL Search featunes. L

Organization Time & Loave

@+ Dastooord © Employes List

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

M Employee Directory

MW Evoryona in your arganisatian, with their dopartment, s13tus and accoss.

Employees

Employee Deparimant

qy  Rahul Verma Production
ST-0001 Suparvisor

A Admin  Admn

ADM - FYMULAGE

Neea heip? % Support *9179EE0 72270 R Helpior <01 TOEBTO0E40 ) Emad scppon@stafiknatacom.  © 2029 Sealf Khan

Data Download Reparts Payrotl

@ A

Accoss Control  Ascount

2 active - O inactive - 1 joined in the las! 30 dys

Cantact

rahulvermaEanarma- texties &
*219900000002

priya@sharma-toxtiles.example
~S1800G00GH

i - ARipngance Cor

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

2 Upload your file

oy Sharmartexties-staft.cse

Branches

& Orok 5 day .
& Growth |1Sdayeme QA AownsTaaTon

Halp & Support

T Refrosh
3 Invite Employee
¥ Finers | O sf <& import fromgxcel

Sates

@D Acive

W) Active

trol Piatiorm

SPB0T0 Bets® QT 283, ToenndN Aed), Bvets® JTRBAOT 2,00 Bret® AT, o))
TIVNR DPeac3B, Staff Khata e9s3)nedy, Rows that need fixing (S0zB23ez003
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VN ) e9BODHE) T8y, I, B EE® 3PRT I NP, TOBBR I €3
RO° 9, 23S e 0B

.
Td: £3053063°3¢) DIVTREE FoORF Q). T,3 J2BTT 3RTW WX IEE BLODTE

password ©o2) BVOS Foe* [5ed. 9t AVDTT, 2,08 @,z350e83 BezaeT BT IEEE
BR0DTNZE, 353003 F* AR 30RE 08T 9T, 22TII0NTEN R2)00NR 3.

N

dsb, Do, Sos3e Dozsen FPFTTRY, €95,

SPBTD Iy, 2, BT0B, DR, BIRE TVOBBE 2, 239,08° BTNV, Foede HedTSYT.
1. Add Employee =38,3 250£9e3:3), 35° 3008 &03) Invite Employee (FP300RY, e559,A)
e303), =3B,
2. First Name, Last Name, Email (@s3ee®) eb@) Phone Number (Spex* Qoal) 25020.

3. Department (25n), Designation (23), Role (25908,), Branch (20a3) &3 Joining Date
(F5eDTW D07) e30d), 3508, Reporting Manager £23.

4. Send Invite (e3®9,S 3%L&R) 33° =B.

& Send Employee Invite

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

A PERSONAL & CONTACT DETAILS

EMAL * PHOME NUMBER *

e comr
@) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT * DESIGNATION *

Human Resources HR Executive

aaaaaaa

Emplaye Deihi Showroom (DEL-01)
JORNING DATE * REPORTING MANAGER

B octis, 2026 Select Manager (Optional)
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3001 Qedreer 23y WhatsApp 3€) 2.0t Doz 20333, €933 9By, 3B, 2,08 230003
B0e*A0T 3D, wWOBeDR), Fa, D[TNVBRY, B02), WIS BPoDR FY Complete
onboarding (es3%23,0eR0n® PPEFNRRDY) 35° 53T, Dozt 7 DINLVTEN FOR eI,

FP300RY, ASFed

aidSe VT O b (+++) S WRHNTRY, SBLRT:

Edit Employee (JP308R), 02500 ): €9538 e30NLRY, 20E3e000.

Assign [ View Salary (R020% QnQ [ 30eB): €9230 F02)% T2330HY, 3000, 232383 3
202081 Sed.

Biometric enrollment (2003502363 3° R0e0t3e3): Realtime 2)030€23:633° ToBEI3E) €933
230%e3), e933e30 BTEE RB0e0tadR). 20030€e3)83 5 TSN Sed.

Update Password (@o°e3tets Se)ed30R): e92301 B0 090t BRoRR.
Disable Mobile Punch (fuaz?gjejﬁ 2023° K)c?sgojoﬁfa@&) |/ Enable Mobile Punch (ﬁraa?g,ef
2023° JB,0011RDJ): 930> Staff Khata e3eedes es@m*dos 7392) I B, %@c&mO@ﬁ

D023° YI® 235TEIBILIE D02NTWRY, D00 R. BAT FPBFTON 230230 5023° e3x° SNIT;
20030023083 5° TIBSTE) 33508, 023° 237c8e3en 2)00NR 9T, e355° 3B,

llReamime . @ At Branches

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

M Employee Directory O Rofrosn |
MW Eoryona in your arganisation, with their dopartment, s1atus and sccoss.
Employees £ active - O inacsive - & joined in the las! 30 diys ¥ Filters Q0 Search employees

Departmant Comtact . S

o mhm_mgu .H:'_’_:ﬁ_"_f_ eeeeeee [ oF"
AN f:""! Meht I!\Iraf.ﬂ:sat-o Technology @D aen
KR xmllaﬁ nnnnnn Resources @D Activ
- ?ﬁla_.him Pr?m.;fc.l:x?n @D A
i tmran 5-.“‘”‘ Frw-.nwn ) [ o=
— ’_s?xf\_![a fﬂil @D Acthv
AR _i:rm: Kumar [ eFT
gy Ranul Verma Protuction @D A & EaEnnioses
¥ 3 .k:slgnr\f-nw‘s_aarr
Admin  Adnin _ priya@sharma-textbes.example ) Active @ Blometric en raliment
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PBO0RY, D8, 0dR VT BEODATE Status (3,3)

)

Ry
50T TGdR) H3) HT3A0ER HBe30Ee)BITYT.

[8)

23° 09, A&y, 0 FPBTD Fo©® A°

]

.
TR® 23edd: 32 Boes® 3 J03r0-e33%e3eBroN® [edBoS 325 FB) 30230 ST R

2303 eNJN e TR® L3eTRWVIW. B,3 BRT FOBIN QP 3B 15 DINS
£3,000° ATHIW. BRI @R NREMeA Billing & Plan (D& on® eb3) 9x°) Sweed.

L

S0033, Beprieh, Bredos shd L.ausedRe Seiwd Sk,
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06

dFEND, Bex0f D) 305 3¢

TYR®: DY TWIRNRD

B, A, 92),0003 BT Roedneh, 1367 Feod 203 23936 B3RP BRoHTZT. 035D

035953 BR 030053 BEERE), BOR RRTYS D02V, GReR0° 33eeb3 3, 03y Bed)=0 roedndn
Berk s3823eB> oenTY, LT AaDoreh GBI,

ée,;.—:g 583556 R

A, Beeeies® General Shift (Tozdsy 8ef) b3y Night Shift (008, 857 R0
9,8023e30r0333. A, Ro&3ndnR BRoHT038 R)NBR), BoTIDR, 9B BRVEY, Be3TeN
Add shift (335 5edR) 33° =3a.

1. Organization (Jos) — Shift Details (3 30Me) 35 3508.

2. 3PS DD 2D (+++) 3BADO DI Edit (FozmolR) 33° 508,

3. Shift name (3z¢ BID) BOBeDR, &I 233, Code (B0etss, YLIHBTBR “6S ) FedR.

4. Starts (es8023) &3y Ends (Sn390d) BRoDR. 2053003,03 J033 BwAA3WES T3, BT,
93, "SDAS BwN3NIW" Dot NHBr3BerHITI.

5. Late punch-in allowed (e9=aH3”3 36 =B023°-ax°) =3y Early punch-out allowed
(292 3RT 23en T023°-2e3¢) e93Y, ALDWNPE) BLODR. BVTVHTEN, @,30300838R, 15
Q.

=0E SeSrdsy, Bed

1. Weekly off (503a3 323) ea30dré) Add off day (T2z0 OS 5eDR) &3° &3508.

2. Day (83), Type (@,300: Full day Zpces OF e953e0 Half day esgde BI) =3y Which
weeks (0339e3 &0nwD) es0d), 5a8: Every week (3,3 &503), e9i3a0 3ond 13¢, 2:3¢, 3:3e,
43 e93230 BRI 93T.

3. ©,3 0220 O[BR, R)S0TIJER). YVTIDBON, &@,8 2390 239000 2281 2:3¢ ) 43¢
900 BR300 20B3 &2),001 3ondR OV BRe3e] T2i.

4. Save Changes (2Be0BBRBIY, VIR 35° 5.
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Jegone

Late punch-in allowed (9333 33
B0L3*-9°)

Early punch-out allowed (€938
23en S023°-33e3°)

Weekly off (5033 322)

Sandwich rule (D9,0t°)23¢ Q0dHaDd)

'addgl Bezoes %m; AP

Ganeral Shift G5
Deseription (optionsl)
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 mimaes
Weaikdy off

Sunday v || Fullday ~ || Every week

Saturday ~ || Fullday v || 2nd

Saturday > Full day w amn

+ Add off day
Sandwich rule
Waaidy offs and hotcdiys bat

ed DD B3I

83 35°3) 3B D QT3 2208 Y, DR I3eoN
20320BOTD.

23ert bbb we)s 2208 v, AR 2ert BoerB.

83 B Ceso DD, 3 DN Zomn BnwaNode 833,
20DI 3.

ST 528 BNNY SRR w906 Teneh 03y BedRRLY,
Be30sn aed-enrb3ds.

B35S TR 2D 33aALD ) Make default (Begpaers, 3508) 33° 23508, So3T =3 BAT

e3
B0 82 B, T3,00D3S. T[e303n Beamoers B

esy, Default 259cF, 9133 noé&3ned,

ed ol

Rems® 203y, 3906 B23RER0RR 3BT,
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U B Q Search featuros e @ Al Branches
Dashboard  Devic Time & Loave Data Downlosd ~  Reparts Payrs Atcoss Comral  Account

o General Shift | Defautt 9:00 AM - 6:00 PM

.
Tee 2dedd: FPNS PN 2,0t3e B 9ETHBBVINT. Deed) LT, FOIRTV2IBIT &I),

ARDDBRBBT. 3523), BFENH, T23en e @m® 23ezortedxmncd; Billing & Plan (2&on®
D) ) Jeed.

N

Bre o’ Shred Batnds) INDTRL

Shift Roster (3% B,0e-,0°) 035393 0373 AR a35ee3 5, B0 B0BTIT 0203
6368306306.

1. Time & Leave (Fehod 2@y 3e3) — Shift Roster 35° 35%8. Calendar (59,630@80°), Week
(508) &3y Month table (3orie e3e20e5°) eee3ns StEs 20BN, Y 3233, 23N

953230 5, BT HR)Y0° T5B.
2. Assign Shift (35F ANABRR) 35° &5B.

3. Who (030dh) e9sB3a€), Employees (FP30D) 2.2392)00N €303, 23508, e9gdzso alde
30EERY, SERY 0 Departments (<)z5enngd) esod), =3508.

4. Shift (&5) esod, 5e8.

5. When (03z30n) e9B03€), One day (2.0t BI), Date range (83008 =39;&)) 95339 Pick
dates (DJ008NYRY, e303), 508B) €30, B3 HT0BIIY, BLOAR.
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6. Assign Shifts (355Nn¥s), ANDZBR) 33° 00B.

Assign Shift
Pick who, wihic

wha Employees  Depariments
Production

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

Shift

[Teﬂe{aksd\m @s) - ]

When Oneday  Date ran ge  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

eed) ANDBBRIT B7E &3 D203D0T BW0RB,, Jesd) 23e8 ds, ANDBBISSN
e93,030e30r183. Time & Leave — Shift Assignment (3&f, AnBY) estde 59,:5e5* €93y, FeTezoN

3803033.

éq—,; m@;&c‘.ﬂmo&ﬁ =10233=39A 03ee28

B 230N 2,083€ 23907 2,07 2393 €90 BoniHY, B02eN WYTT® B2, e3enesNds.

1. Time & Leave — Shift Planner (éc:,—); mmdos) 33° 2B,

2. Departments e95350 Employees esod, &3508, So33 From (90a3) 203y To (S33817) Bx003,
e9g3z30 This week (83 z303), Next week (3008 z393), This month (83 3onwd) esgdzse

Next month (dxo@d éoﬁe;b) 33° 008,

3. Pick a shift, then click days (355 e303), 358, S030 DINTRY, 33° 508 9BADE) 2,00

355, 35° 3R.

4. B3e8 HINYRY, 35° 3008, 950 ex TW O[NFRY, 2.003e 230013 Bozdew Fill range
(skip weekly offs) (239,&) 2002, 3000 328 Ded),) 35° 3. Fill every day (5,8 B 2r02)

900 B2ERPRQ, SeODIT.
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5. 3PN e o) Save (VDY) 35° Q.

A \ . o Admin
.»!I‘EHEH_lg'_""E 2! @ Al Branches O A Lfwnshaton
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Payrotl Access Contral  Account Holp & Support
@ Detaits - Shift Planner

[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
Pian shifts for employees of whale departments actoss a date rango, day by day.
Departments Emplayees From To
@ Human Resources L B Employees -2 e 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth
Plck a shift, then click days
4 Filrangs (skip weekty ofts)  Fllaverydsy £ Ciar changes
Gengtal Shit ® Night Shift
Sum [ Tuw e nu i sar
25 26 27 2 9 a0 n
Gararal it || General S 12 Ganeral Tun [ 71 | General Shiy T (Genwalsun
G day(s) for 2 employees - 2 shifts Discard
Tewa hetg? = Ema caflnatacom  © 2020 Seadf Khata A
,0°1 803NN, 03023 B,3 BIZP 831 9TT A5, 9, 30eDDITI
Beg,0%N &0 oon, 030233 €9 &, 09, 30eDIA.
ﬁ;HRT}; 0 Search featunes . B All Branches [a AL mg,n,,m
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
@ » basnboa Srit Details St Rester
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster £ Refrosh & Export B Plan by emplayes
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
All Emplayoes - @ Al Departments v
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
v +
4 s 6 7 ] @ 10
1 12 13 14 15 & 17
2] ms| 1 ms ns m 4 2 ms 24
o Gonarstsnin 3| o Gosarsisnn 5w Generstsn 5= Gomera s * General Tvn + Genensi 3 5 |9 Qeessn ]
23 C ] 7 =7 28 9 ®7 30 rom
o Comerst srin 5| a Gossel nin 7| | = Ganerst 2ain T e Comecsinin = Gonarat T R s—— T | @ enenstnin 7

¢.30%5e3;535¢ dodHRYRY, BP0l
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23e3-TE) 352330 Roe3NHR Hert woe3Be3ed D02NEWRY, £.e30%dz3 AoDHhRed A3 OIS,
3pcden Enable Overtime Tracking (2,e30%3:3>° €39, Bon® B30 e33° 3508; FHo203
ADRED Fed.

1. Organization — Over Time (2,:30%3e35°) 35° 2358, S033 Add Rule (daded 5ed) &5°
8.

2. "Weekday overtime" 303® Rule name (Qoaha3 BI3D ) SSed.

3. Applies to (e95,03a5erad)cd) e9B03e), All employees (e S2BTD) e9gdzse Some
departments (3ea3) e)2z5nned) esod), 35ea.

4. Pay as (938 Do) e9BODE), B,3 2,303 NModn aen 59z3323e8d Dotdy esad),
3508 2HF), BTBY, SR

Multiple of pay (23¢35@ heas): evtiamdssn noedod 3e333 1.5 x.
Percent of pay (c3¢3503 8e3te0): eV 3E3N noedad 3e33a 150%.
Fixed amount (QR®3 3038): ©e30ne Roedn 2.0t3e 303,

5. Minimum overtime (h) (3R 2.230°%3z35°, roé3) b3y Maximum overtime (h) (R0
2,230°E3535°, RoE3) BROD. B3 230NN THI 323),=30 Roednied 3508, 38,3, 20TFs3,
VDTN 1 00T 4 Noés.

6. Effective from (23000350m)e3 B008) B0, o33 Add Rule 33° =3%0&.

1.5x hourty pay 1-4 1 0ct 18, 2026
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( TR 23edd: 2,530,358 20ed e® edesoriaamdcd. Billing & Plan Swoed.

30083, FPFOD 2302er° e3°FE) Bert Boes® AN 3TV DOTH Jed.
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23,0 es.z8: Toess AmE IRETT

TR®: FPBOC N 9T TN

Staff Khata e3;e°30001R SP800 Se,t3e a30exPA0t3 Ho2s008 MdhaDTYT. &3 $023° [0,
DR PP 2R, 2,07 B0, VPDIT, SDHF), DY) T023° TN DS JL3 DOLVTY
QR 228303 203e-58 AFEODITI.

.
TR 23ed: 2320° eDB) 32} eFRE) BTV PN PN WYV ©05° esNTOBITD. A,

R2)08) F° BR° e350r8eD DTGNS, BRYS 238w @) s ndreN Billing & Plan
(DY on® 23y =) Seel.

L

S323080roN: e3° AT, 3508 Ry HS® AR el

A, 9B ey, oN® 3230398, 295330 AzoN BRODAE Redreer® (9530 Roex® 50936)
SR), DI DT 23e.

1. Google Play Store (Android) esgsese App Store (iPhone) Qod Staff Khata ¥x¢c9,e®
008.

2. e3&® 38ALO. Sign in to your account (e, 839381 F® A° &3508) I€) Aad, Email or
Phone Number (9a3eer® e93z50 Fpex® 303325) 3y Password (595335 ) SSedR.

3. Sign In (Fo° arF) e39,m° 358. Today (Qod) R, 8¢ 33030333.
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B:55 i

M c TAEFE

Y KHATA

Welcome Back,

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

vD.11.1

Qeed) adroesoriend e, t3e Ho2TB0HRY, 3308, S0etdHZed. FYNS €39,25°N%d Today (Qod),
Attendance (®o22003), Leave (322) &b3d) Company (30=R).

RBOB: TITBEE HVI0? Fo*-8qx° {,ex°3&) Forgot Password? (08w 388007?) €59,°
3B, 9530 9T, FHTBLODTEN ), 9B Sed.

59,00 SHR) FYS, 93 el

Qez3) FOTTH FPBORED Dot WOBeDTe eg &1} e, J& 2363, D), Bo23® FOMN 59309
23e.
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1. Qexd) Bme 2300 Boes® e350tdresen, e, RPe* 5@%3&3 2,338 exd3 . Allow (903
£39,@° 2358 ("While using the app", es@® 20¥9->a39n, e303), 3508).

2. BYe00 38waN, FYEH00 ,23e880, 9 JeB.

ed) Se9,N 23ea3 ao&c{iﬁé, e3e5° Location required (fée} eaﬁéé) e9x3=00 Camera access
required (5900 3;23¢8 e9nE;) ord SeedDIT. Enable Camera (5300 83,001309%)
E39,®° 53008, €953 ), WPERT Settings (Begorenigd) — Apps (em°*nwd) — Staff Khata
— Permissions (e9)z3)3n%) 38 e9e)NHRY, e33° 3 &.

58, D) GPS 3000 Ho2:003 rHAID

1. Today 3€) Punch in (28023° Q%) &39,0° e3008. (ead) Attendance &39,25° 38c Mark
Attendance (023003 MDY €39,° 30TOBIT. )

o %

8edDDIW. P BzugN oS, Tap to refresh location (Y 032° eIomew £39,e0° 3508)
E39&° 3B.

2. Attendance &,ex® s, Assigned Shift (QnB3 3 sy Current Location (I3 $&9)
Ts

3. Tap to take a selfie (B3, Sriodhen &39° 3508 €33,3° 3508 Y ), BT J,

cJ

oeedne 3r0O. eacd Verification Photo (z03eeme 3peedne) e9B30He) 5oed1IaI.

4. Punch in E39,5° =R.

staffkhata.com/guide - 44 / 124



B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

® 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

A1 FedoddeodR Punched In Successfully! (03:88,0350N =023° ¥® esAK!) FoedxOI .
A, 98,7° Berzde FBoRINYE) B, t39,7°230eT ) 3023° 9=, JerHTYT.

22030e-58S BPTNR D3I

A3, F0a303>€) 23030e-3Q0N° e33° SN, eed) ITT B4 TPN 23593, 023¢ 3BBITD,
VTIBITN 323003 I 200 ee30®. 9WT @RTN, wo23® Outside Allowed Radius
(e9DIRT BB BHTN) otd 330 @Zed: "You are outside the allowed punch-in
radius. Please move closer and try again." (Qez3) 9003”0 23023°-93° 323,03 Be3NEED.
303)ede3), BT 2008 G B,0H3R.)
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B:55 vi

< Attendance

® Ready to Punch

08:56:

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00 PM

Current Location
© @

mEAR Rt laa__mo_ L

O

Error

QOutside Allowed Radius

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

5e3eD03,0%1 20q), Tap to refresh location €39,e0° e3508, eHB) e 0023° 3008, 99BN =,3
20831 8,233, BoDTTYT. A, Bo@A), Faadneh &) I2PRNYY, Be3w® 38 S,

0235 e3¢ 3308

1. OI3 &eJ0he), Today 3&) Punch out (Bo2s® 2e3°) 39° 3508.
2. QR B, 3RO D3y Punch out &3y 3»8.

Azt Punched Out Successfully! (a3:88,03500 s3023° e3¢ esN3!) Soedb3a. Staff Khata
A, BN BeedR e, NoE3NPRY, 38, TR, &eron 3@ LB, 23en AREDHIND
I 2,e30%e3R¢ Qe B3, B3 TS,
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8:55 vi
ETAEE
Today 'ﬁ' KHATA

Hello, Rahul Q

0-
Thursday, October 22

Your shift
General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00PM

ChecklIn Checkout

08:56 AM -
00:00:14

[> PunehOut

Quick access

Daily work update N

Share your progress for today

My Leave

Apply and track your requests

= My payslips %

@ ® 55

% Heimpursements 5
Submit and | ks

Z)d)é Fo2I023 VAT el

1. Attendance &39,25° 3300. Day (B]) &3y Month (3orib) Jwad 2283epdd, 3y
92301 Fded 23T 230EaNHY, PR,

2. 2,06 &I Punched In At (B023° 9° T=0d) @) Punched Out At (o0e3® &3e3°
BeHad), Y D3 Fpeedpeniel Joerden &3 HIHIY, E33° 3008.

3. Boes® 3wm,Nr3ndre eardede Sors0deNc3adre? es HIWE) Request Regularisation (K080
D[08Y) E39,0° 3B, BOA3T BeODNRLD ) BT, FwedQ, Sod3 Submit
Request (08 BYY) 393° 3508, ey, e983,7° 2325°3€) 9T, 9-z30eDSYT.
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@08 3 nPmoN: =3 F2BTVOR 3ped0° To23® e3¢ =0 es®
508

BT FBTON 32de° Woes® Bezpoer, esn esx® esNTHFT. 20030ee3E35° 003 T3E) 393, wWoe3®
00r323eBoT Q12001 9Ty, ese® 5B

1. Organization (Qos3) = Employee List (S°300 ®&3,) 35° 350&.

)

2. B30 AR -+ b 35° B,

3. Disable Mobile Punch (e3023° ©025° Ay, 0DrRedR) 35° 3508 (95 e es3® S3rmen
Enable Mobile Punch).

ullRenuive Q. Search featarns - @ Wi Branches A
Dushbosrd  DevicaSetup < O ginizaion = TimeGlowo~  DetaDowniosd ~  Reporns ' -
3 Auopay ts mactive. Set up sutopay of choose a one-time subscription payment. Rerview biling
EVefyona | YOur organisaTion, Wi 1heN dopartment, S1aikis and aceess

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

B i
™ A‘:'nm.N:mt [ @
KR xm-:.n?.m @D Activ
py PO Nai Proguction @D A

o Imi r.|5..n W Prome tion @D Active
gp  Sunita fam Proguction [ ot
ax  Amin anmar Prosuction [ e
gy Ranul Verma Proguctio @D A

Admin  Adnin Activ

eord) esm® esNTYN, eg@® SPBBON "Mobile punching disabled” (3285 soe3on®

iy, aD11R0BI) ot BeIT D) 93011 ANDTBAT 00833y, 2¥Jen SVDIW. 53T
DODIEE BRODTEN €95330 EHTBL0DTLY, e9t3e eI TS Update Password
(TOR°REE [eeBOR) 20¥R.

@8 S nOMoN: Zoescrizh ok 2008 Do Jpeld

2,3 2300230 B023° e, TWeBedes S Recent Punches (98¢23s w3023°mied) 23y SFode)
BESRDIA. Fpeas weJmoN:
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1. Time & Leave (23>0 a3y 323) — Attendance Process (023008 &3,3,03)) 35° 23508.

2. GPS punches (GPS 023° 1)) 33° e3508. e5&°A08 350803 ©023° D 3508,
3e030,@B>3:3, @,30300033, GPS 20 rHHATBLADIT.

3. 23559 D), 235°-Be3® FLIY, SFoh) 2By, wWoes® Fpeednes3y, Serden ToIIHs
BEZR 0BIR® FB° 2008, VoD Derg 32 WoesRPRY, 2,003 SFoDE) Jeeden Map
view (g Ssee3) 33° 350B.

A " Aademin ?
aillReaimme @ wgranches o B .
Dashboard  Device Sotup Grganization Time & Leave Data Downioad Reparts Payrodl Accoss Contral  Account Holp & Support
@ » Dasmoar - Time & Leave
5 Autapay is mactive. Set up sutopay of choose a one-time subseription payment Roview biing
Attendance

O Refrosh + Add Manuat Attendance

Doty chock-ins, blometric Iogs, regularization requests and missing punches

EY Atendance & Regularization O Missing punches B My corrections

Prasen Absant Late ontas

T & 20 & 1 @ O B8

Today * All Presemt  Loe  Absent A'b Panding  Approved @ GPS punches & T Finers @ 00 Map view & Export Q1 Search by name o 10,

Empicyee Tate Status Check in J oot Punctualty ~ Houms

KR f“”“"‘“ oct 18, 2026 © Présent ) B8 AM | GRS on tima @-- @ &
iy Memcesd 0ct 18, 2026 © Prasesn 4 9:03AM | B0Bs ntime @ & 2
3 R LA Oct 18, 2026 @ Prasesn -« BISBAM | 80PS 0 tima @ ® ¢
am f{'”"““"" et 18, 2026 © Provent ) Bi48 AM | BGPS onitime @ ® 4

20 7227 ) BE o | L]
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Realtime 200350e23835¢ 0303 =), Bo=3FR

TYR®: DY TWIRTRD

230Ne 229 B023° a3 V2)08 Realtime 2)030€:3833° 03108,3:3), PRVBTD. 9T
SoBBENRR0T S03T, 3,3 230%23), e953ed0 FoTe 023° Ferade SFornYe) Staff Khata R
333

( n=DdAR: Staff Khata Sesde) Realtime 20030e:3:¢355 ado3d ndeodR 25038, S B3I W.

o303, Staff Khata 3LdR BR0BR

03)038,23) QOEIREEIF 30T W0RFTIVRY, BRSHRVIL, 353007 3p3en T8, Aed), VSBET® P
23e.

1. Device Setup (Ro53s Fe3=®) = Manage Devices (SoER3n@R), Aa35&R) 35° 3508.

2. How to connect (Foz33eR0a)dd &en) 335° a3508. 23987 BoINPRY, ) V30
QPIIVNB), B3, D3T3

3. 0303833, R0e3IeE* N (LAN e9gdzz0 Wi-Fi) Koz a3 e3x° 3508,

4. 0308,3€) Menu (s>xb) = Comm. (e953z50 Cloud Service) 380D, A e98,3° PIN
AT DIATAL SN AN

5. Db, 00T BF0E, ISETS DLVBRY, SEPDY, VOB, Ty, AoZHRY, SDEToDD:

o»o33 =50 IIJe0° I
WebSocket odo3ned ‘wss: //machine.staffkhata.com’

FK Web (HTTP) a303n%b “http: //device.staffkhata.com’
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How to connect

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

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

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

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

.
VBORB: JPITBIY, IFDTeN BT TB,E3 Fod £TR® 3F° 2008, RT3 S0303P esc,;—fegiae

e3AT303re? PRI €983 Be3) 1303 Dot B0 ) Fe3°35° 1 Qo33 es®
Be3e8I3030e Do HBZTBIBRL,

N

dedodher® Boa3dyor3 0dhroI =y Bed

1. Manage Devices 3¢) Add device (o3 ﬁeb&) 33° 200,

2. 03033 20eDR ]),3,0°003, 95330 003,BHS Menu — System Info (LB 35083)
dvoa3 Serial Number (&edoder® Tosl;) Se3edd.

3. "Main Gate" Sod® Device Name (So5380 B33)) Se3u0dR. 03038, 508 e3res BB,
22¥Ten 9508 DR

4. Add device 35° 3508.
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Add device

Serial Number *
R55202503115271

03)03,23) Be3,030€) Fe3MIT. FFRD 5 DN Staff Khata R 953003 Soded 200033 933
&3 Online (&3°G;7°) Do, 9AFB Offline (e353,3°) Dot 8redIT.

Red0hHer* FBos3 0, ATBOITT, 03033, Bsreriede FedTPNT 9iez0 9T BZ R, BIeTN
3e0&)R). BVOBTET BOINBRY, BEEERRDR DI =3 B,03R.

03033 *** 20T Dez3) Manage Device (GRS A &R); 9538 0¥5a0D), [e3on°ried
D), cdradé@ 3,031%d), 9133 BITIY, Edit (FozelR), 953zt 93y, Delete (e99R)
BB

2300, 0d03 3, BebR

<)

003D 33, o BN BOM &8, Bozs® BB DRI,

1. Device Setup — Users Synchronization (20%8t003 Q080,33e87°) 35° e3508. e
2,0038,08 e, 0303,1VTT, e nEe) EY e303), 3ol

2. Send to device (FERS, 3x1&R) 3BAO. AR, 003 TE) VLT DT, 83, 3TN
Missing on this device (83 TEI3E) 9LBBD) e30d), 508, €950 03r03)cde 00ZS,
Q0N 3RHIT F2380MeN Never synced anywhere (€ 0de R03° eSREED) esad,
508.
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3. Send to device 33° 358, So30 z:é@eé&%.

sinre eaturos Al Branches i
i a
Dashbeard pvico Sotuy zation ~  Time&Leave -  Data Download ~  Reparts Holp
a1 T Synchrenazation
3 Autopay is mactive. Set up autopay or choose 8 ena-lime subseription payment. Riniewbiling
M Users Synchronization m
MW rcoop usors the same in SLAfY Khata and on your machings.
 bmg ther devices
LE
T = L

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

Arfun Mehta
D History

gsmoniee 22¥509800)E 030033000 @,B0DIN AZT €39,25°NRL BB SVBIZES.
Import from device (FoE33003 e3z3) €9T33 20800, Staff Khata R 3BHIE, &3y
Copy to other devices (930 SoRERIRIN SBAR) 930, AR esv°;° 0033,
SBODIT.

03)03,33€) 03393) F023° FTEABT Do w0BedTew, Manage Devices 38AY, «++
Manage Device 33° c3508, e38) Users (20%380000)) £39,25° 38000, 03033 @,3 2080300
Staff Khata S&)S 9230 32330 w3 Hoz® esNBr3 8.

230¢ed), e9xizs0 BTt JPeotTaR

[T, N 00033 e3¢ esNTeesd.

1. Organization (Ros3) = Employee List (5300 &383,) 35° e3008.

)

2. 2303 DDIE) +++ 33° 308 DI Biometric enrollment (25030€:3835° Speow3ed) esad,
Sol.

3. Biometric Device (2003/0€s3)635° Toi3R3) €303), =350@. Step 1 (o3 1) e9B0e), FPBTTH
Machine User ID (0308, 2098003 ID) 030001 03503,3¢) S0eomacdteNdysns. e930)
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R, ©930E) ¥AIB, Sync Employee to Device (P30T, Soi3R3, R105° 23508 35°
8.

4. Step 2 (03 2) es®0ode), Fingerprint (238%23),) e9g3z30 RFID Card (RFID aws®s) esodd,
8.

5. Start Live Fingerprint Scan (€3;e5° 230%23), 99, D° T,809)d) 85° 3508, 3033 Nprielele
e9tde 230¥RY 0303 23ree3 Do 2300 ABEew (€9FE0 Fs FaNTED) Hed.

& Biometric Machine Enroliment

Bermiral ang

® Enrolied on this Terminal
Machine User ID #0002

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

0303, T3 ReBDITIN, PFTDH Bozs® FPEBT. T3 Toes® A, TBREERE), S
DR 0i0N Fe3HIT.

0303,3€) Ton BT H023° N, Bo~Sners® ol

0037 B, I BSTS® NS, 9T 33, BorsTIHY, WeRZPWIT. T 3 eSS
93 S030 iUy SRHERE,

1. Data Download (cdeeso 32xfe3sers®) — Download data from Devices (So@33n9od
T3e€30 T3 0eE® 230l 33° Toal.

2. Device (So53R3) e9R0€) T3y, €303, 3508,
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3. DP003NnFR, e30d), 3d: Today (wowd), Yesterday (As3)), Last 7 days (383 7 AINwD),
This month (8s 8oniwb), e9g3zs0 From (Q0d3) H3) To ([BN) BRoAR. 2,00 239071 90
DINSIBR eI pers® SHor0BITD.

4. Add to attendance automatically (,03023093e50N Ho2300311 FedR) esx® esNade DB,
953230 WoIFNYRY, 23pEen H0BeDTeN 9T, e35° 3508,

5. Download punches (@023 o) P nes® 3508) 35° 3508.

= pr
i @ s C om—
S Bunehes added 1o stendance
Dashboard  Der Setup o Data Download ~  Reparts Halp & Supp
Cata Downinag
5 autopay is nactive. Set up sutopay or choose & ona-lime subscription paymae: . Rarview biing
Download from devices 3 Rofrosh & imporatag the
Pull punches storod on a biometric device into attendanca, o.g. after It was offine
Deviee loflo Dates Today = Yestorday Lost7days  This month
7 i A * Online
B o2z 202 B 0ct22, 2026

Add to attendance automatical By aO

£ 0logs imparted 1o HRMS successfully

Empieyes Date

Amit Kumar Oct 72, 2026 308 PM Fangerpried Chack-in

003,83 eron® Fer® esd 308

0303 eaasezas esrien mdémﬁaq& 9030 023° eon® €9y USB ez 3) 2358 aH3d)
€3z 0B.

1. Data Download — Import Biometric Machine Logs (2003,0¢z3)63,5° 03003@3 e3rene),
32300 300B) F5° 5B.

2. Select Machine Log File (03033 e3or® g3e>® e303), 23508 98B0, 3ie® (.txt, .csv 95330
tsv) e303), 3508 =) Upload & Preview Logs (e3om®Res), esednets® 3508 03y
RBO[RLE3 Foeld) 35° 0B.

3. RB}REE3TY, [0Bedd. Mapped (BpoDTT) 20%E033) SPBTB 0N
BR0805039NEY38; Unmapped (B00033) 2)%80038 ID ned 93, 03530010 Doz eshe).
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4. 03593 93 Ho2303 B3, Boedead Howd From date (e33023 H00T) Sy, To date
(80303 BF008) BROAR.

5. Confirm & Import Attendance (Q)@es@& 23 Fo03 52T 308B) 3° 3&.

(
H¢ e3edd: Data Download &H3) 030033 eonerie? €5 G003 SBANRS 230N,

VNS S NPE) 93° e3NTBE. 003N, FeDRT)TD, WPEEITTRY, Q0T 3T
D), e0TES DETY TIRNHE) FOT TRITES.

N
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%ﬁoad B3T3 DIE D

TYR®: DY TWIRTRD

2003,0¢23>835° 03031 ) 202 e ey WoesRY 2.083e R)esd, 203FE3. e9)od
Qeed) DFIIY, B0ZeDTHZED, W03 NP, 930D DB) 3e33, 3pren 3I) NI,

SOBRED.

20803 Réaoia:{gl 2,003@ iraeésdQ S0e8

A, Dashboard (@l nets®s) Qo 0350 HoD), DD &) S@eINTYT HOTH
80e0=033. Recent Punches (23¢233 @023 b)) 23,3 235°-an° e, e9tdd est3 grardede w383,
SRBDIE, 2H) 3R SRHINLBY, MHTHBBNHZE. Be2er 023w &) or 200833 Hotd I
30e033.

Rpeas BeaN, Time & Leave (Jzhod 3 328) — Attendance Process (5023003 &3,3,03)
35° 3B.

Attendance %)e3z3:), £€),0° 3508

Attendance (02:003) @)&3 QOO OIBE) 3Ba30IT. dheernnd sorenieh (Present &oedd,
Absent i}, Late 3@, On leave 82303€)) 2.83), Boa3 W=, S,0e00Z:I. €3 2330y, 3508,
80e0en T 33° A.

€320 23ree3 DT Be3° Q)T NY3:

$HQ)T° oD DD 30033

All (2e59) [ Present [ Late | Absent B2T8 QB0 B,FoT FPFTD

Pending (2503) Qe e9:30eBRoN F2030YTHE3 o3 Tiwd
Approved (e9=)z30e03) Qed) Bsranede 93RRI o3 D

GPS punches (GPS =025°1ed) RYBRoINA 310230° V0T 3BT Ho2sTIh 3508,
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Adimin
@ Al Branches M
; o Tim, Data Download -~ Reparts Hlp & Supp
save
(] Autopay is mactive. Set up sutopay of choose a ona-time subscription payment. Rirview biting
Attendance 3 Refrasn & mpont
Dty chock-ins, £ o arization requests and missing punches
£ Atendance & Requiarization @ Missing punches B My carrections
7 2 2 1 0 =]
Today Al P f-“ Aj 3 | T A [1] 00 Map view & Expol Q
cpee Punchs Hau
a; Tomampe Oct 18, 2026 i 1) 9:26 AM Lane P ® 2
Loieal o Oct 18, 2026 © Prasent 4] G08AM | BGPS G time 8 ® 7
it Oct 18, 2026 @ Prasent 4 507 AM On time i @ 2
juy FURANGTE Oct 18, 2026 @ Prosent 4 5103 AM Cniime @ ® £
iy Mehetvoanl ©ct 18, 2026 @ Preseen 2803 AM | 2GRS n e ®-- ® 2
b Mo Oct 18, 2026 © Prasem \] BS6AM | 80PS Gntime @ ® 2
iy Aion Nty Oct 18, 2026 @ Prosem 5} B:aB.AM | 9OPS ontme @ @ 7

SPBTTRY, 95300 23e8 93RO, €303y, 330t3ew Filters (£),0°R%) &3¢ 3508, So33 Apply
(€93,008) 35° 3508, 2,00 Foa30HRY, Aserden e we3,0H&THa3 All Branches (ex
203N 208, 2.2) 3,303, Bdzen Search by name or ID... (6= e953e09 ID Aod
BBB) 2DB) B30, W3 et S5r3en Export (3x)) 22¥R.

Attendance Details (%923008 <Ja30M%) 380dhen adred)cde SoORHTEI Bed S 0Fo° 35°
308: 235°-AR° D), 235°-2383° FeODNWD, PR TIBS e95ez0 JY, B 0B), Noednh, «Hdy
300230° D023 NN Boes® Fpeedsoe.

e eledd: 3PN DY), 3R $€,0° 2,0t3e DB, 1NN, BB oD, SRE
P00 BP0 9THODRY, e 03 SIARPIE T® 23e.

ﬁozs‘rwdgl eI eRD

1. Filters 33° &3508, Quick Select (3,03 esad,) es3ae) This Month (83 8orid) esod, 3508,
S3) Apply 33° 3508.

2. Pending 33° &3508.
3. TII Review (F0BeDR) 33° 3508, Tehabnh, & =S, Rpeedne BOBedR.
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4. Approve (e93e30e8) 35° 23508, S03T T R3esDR. 0e3° e JTBdTe, Reject
(30=,0%) 35° 3508 =3) 233, BoTEd Del.

£ Attendance Details

wy  Meha Joshi @ Presant | Ontime |- 3 Pending
Emplayee I0: 5T-0008  Sat, Oct 17, 202

Attendance Summary

+) Gheckin S
BEEAM @ General Shift
office | On trme

Sor303500 =023%-2383° TOITRRD

035000380 3023° Be3® 3rarden 83N, €938 Roedney, B3, BB TGk, JHoDHTY,
dezde 3edd.

1. BORIBIY, WR3. SPBTT BITRY, BB ) 9t QoW 9 DI Filters Dot3 e9z3ROHRY,
BRODD.

2. &3 DIIO DD BRAL® 0T (Edit, BozmelR) &3° 35e@. Update Manual Attendance
(803598 023008 3e)ez0R) 883N T3.

3. Punch Out Time (Bo23® Bez® FeHod) BoDR. €933 H53008,03 Jo8Te3p BB
5oBFB Next day (ZHHAR) 35° 5ad.

4. Update Attendance (023003 3)e30) 33° &3508. 851 Noednwd 3, Bz @38,
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift *
1 Oct 1z, 2026 Genes

Punch In Time * Clear Punch Out Time
D 901 AM (0 605 PM

.
Beod: Missing punches (Bos8035003 02371 £39,25° 235°-Q° BT 235°-2363° AT (9T

9338 JG) HVTIR, 3, 3003 W. Add missing check-out (Fos30350T3 235°-8e3® [5ed) 35°
008, TDod BB, B) Save attendance (Fo2003 VPR 35° 350B.

N

%03538 23093 $eBR (Manual Punch)

0350093 B023° 33TBEV mdz@e SRR, YVEIBTERN %ésﬁ 236303 N, ABRY, 22%R.
1. Add Manual Attendance (%03338 B0 FeDR) 33° 2308 (e9xze Time & Leave —
Manual Punch). Single Punch (3 =3025°) esa3,0350N03e 93E.
2. Employee (39338), Date (®=008) &3y Shift (355) esad, &38.
3. Punch In Time (@023® 9° Kbad) &3y, 1ed@38, Punch Out Time S3000R.

4. Status (3%3) e303), 23508: Present (o), Absent (@d}), Half Day (esg3e BI) eagdese
Leave (323). Absent esgdzse Leave 1} Sebadned 23ede).

5. 23e3038 Remark (&3z3£3) e, =@y Submit Attendance (%2008 JAR) 33° 23B.

2s083e 23901 B3R, 3R (Bulk Manual Punch)
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1. Time & Leave — Bulk Manual Punch (moz3x083 %03336 D023°) 33° 0B, 9
%05338 FO23003 e3P Bulk Manual Punch 13 20@3e50008.

2. Select Employees (S°300:3), e303), e3508) e9803>€), &3,803:02)03, £35° 23508, 95330
Select All (2331, €303, 3508) 35° 3508,

3. Date, Punch In Time &)3) Status @0080d. 3,30302)3 3,038 Bz, 22¥en Shift ey Auto
| Profile Default (5,030 / cf)fe_))cféos Bezpoet) S3e DB.

4. moaoeiddgl 203ed, 033 Record Bulk Punch (mdm&’oé 20235 ms)ef)c%) 33° 00B.

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Select Employees * 2/9%eected  Seloct Al

TOTAS IF03NFRY, 9D edd

SOBOD e3,e0° 953239 2323°083, F9ed) J23e3oN BOT 30RE JeHohneb 3y FoTeatdpodd,
3, B02ITHBY, TOBBTBe FewdBOT.

1. Time & Leave — Regularization (565@8) 33° 3008, e300 Attendance )e33¢)
Regularization &39,25° 38010. dS03M1%d 5o030ZTeson €39,25° 2,00 FBos30Y,
3001333

2. V03T TR @) o003y, BOBeDR.

3. Approve esgz3e Reject 33° a35B8. B3R, 2,003 23007 A3 den, )WY, £35° 3508
D) PQ)BNM, e9t3e 3,00DRY, VPR
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Qeed) e9e3eRITIN, FOBTT B23003 e9z30 BedTW FeHoHNRON FededTeari oy 3.

aek Admin .
Q0 Soarch featunos: @ Al Branches ADMNISTRATOR

PaSTH | Owiex Seu Grganization Time & Leave Data Download Rupants Payros Accoss Contral  Account

Halp & Support

@ » Dastboard - Time & Leave

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

Attendance

3 Refresh
Dalty 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.
Peagant Late O laave
9 Fs & Tis @ [+ ]

Chached in today

R e

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

Oct1-0ct 31,2026 122 An Present Late Absent A Pending Approved ® GPS punches 55 ' Fiiters. . 0 Map view & Export Q Search by name or 1D,

Employee st Status, Check in [ out Punctualty Mgaars
Z) St Oct 18, 2026 Iy 0 926 AM s @-- ® &
L Wloihd Oct 18, 2026 & Present 4] :08 AM | $0P5 Ontme @ ® £
A Amh Ko Oct 18, 2026 @ Prosern + 807 AM ontime (2 ® &
v "'ﬂ’l}:("'__‘“ h Bct 18, 2026 © Pressmt 41 9:03 AM i time s o 7
" ;‘[‘_’ggg"" Oet 18, 2026 © Preseet +] 503 AM | B 0PE O bt @-- ® &

Imran Shaikh . & e

= sr-o00e Oct 18, 2026 @ Present ) 9:00 AM on tine ®© @ 2
Bl 0ct 18, 2026 @ Present 41 9:00 AM On rine - ® 7

staffkhata.com/guide - 62/ 124



Selod Fotrieh, 02 AoBrieh shas

d23003nd

TR®: B2 e, CesBRNOTHE aReried

A, 32,08 SRBRY20BTE T0d BFONRFRY, 03Y A, Be3lIN =363,00RY, 20e),
BP0RR. T3 S033, T28 DS[03NHD, 2393MEd DI, TeASNFD JovNa3e BT TR,

536338, BOIWIS.

TR 2ded: 028 A3e®des 23) T230INR PN DR NHE) £93° eSNBIWD. BDRDNPE) ©oz®
B0T3, B3 W3SBNLDd &I @R NREMeN Billing & Plan (D on® 23b3) 9°) Sseed.

dzlad T Fodries), 530,859,d%

Ba,B00ex, H3F, eTE Ty, 636 E3 Teried rA Bsroriede BPODTESES. IRy

ToTRD 90 K)d)éc')’e 2,F0NTRY, Bed.

1. Organization (Fos) — Define Leave (323 &59,809,0%) 33° =350B. Leave types (Sead
B,FOONLD) 63,030 @, BT &Ret®, Bwe S, D[N, 2PIB A[ININR DI, &3
90338, e9E3ReT 23ede D02NTWRY, SpedITI.

2. Add Leave Type (S23od =353 &5eDR) 35° e3508.

3. P 0O:

Jegone
Name (B2d) b3y Code (Eoecs®)
Days per year (S@e3, HINRD)

—)

Carry forward unused days (20¢=c3
D[RR, BochHz3oR)

Needs approval (esya30ed3s 23em)

Colour (zoe'cs)a)

T D I3
evme®mossn "Compensatory Off' &h3) "CO". &3r» 3t od.
2,3 323001 BRETEL) DY, DINLD AMHIEI.

e97%: BRHEPYT BRNEH BwodS BRES, BoerbIss. eses:
SRET BRRODE) 953 STRrLIS.

3% 0,3 )J030HY, B3R 350Ee3 airoaﬁeascs 93390 HR
e903PeRNT23ed.

53, B0B0°eb hd) Te8 23, Eee) EnedPeRrbas.
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4. Add Leave Type 33° 23508.

§
3
g
3
g8

00000000 -

* Compentatory OFf

2,500, 20BN €953 ST/ITLY, 933 FOIE) Edit (Ko=) e9gdzse Delete
(e99R) 20¥R.

g3 2393 WBBedR (Leave Opening Entry)

1. Time & Leave (23>0 =&y 328) — Leave Opening Entry (323 es802)3 Sz3wecd) 35°
8.

2. B3 I233 D), F30d BFT3, Nexd) Allowed (90:033), Used (20933) =) Left
(ev93) BINL, 223N Total left (2.63), BVIT) JpeBeDd.

3. eI HBLPINRTE) eSNES WRE B, BV, 9530 T2 B;FT, T3, e2IoN €9
SPB00 BBoT HR,0° 3508 e3e0er® ot nets 35aten Export (3x)) 33° e0af.
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@ Al Branches | e
- Time PF
ard Lewve Opening Eniry
3 Awopay is mactive. Set up sutopay of choose a one-time subscription payment. Ravew bill ing
@ Leave Opening Entry & Export
Financial yoar: 01 Ape 2026 = 31 Mar 2027
& 01Apr 2026 - 31 Mar 2027 (Current) ~ Al Leave Types  ~ 4 Al Branches ~ D All Departments -~ &, AllEmployees
Leave balances
Casual Leaws Leave Eamed Leave ® Matermity Leaw Compstrisatory Of
Empioyr efl Used
prectyedt 12 12 12 12 15 15 99 50 6 & 138
BN 12 ] 12 12 1 15 o 15 20 20 6 o 6 135
ook cgliPR 12 a 12 12 G 12 15 0 15 %0 0 50 & o 6 135
i) 12 12 12 12 18 15 a0 %0 8 s 138
iy Eha 12 12 12 12 15 0 15 20 20 ] 5 135
oo 1z 0 12 12 0 1z 15 o 15 a0 [ 0 ] o & 135
foaginotind 12 12 12 12 15 15 90 50 5 5 135
e, o Tacrcrsar: Herd 12 0 12 12 0 12 15 ] 15 a0 £ 8 0 ] 135
Nt o 12 1 1 12 12 y 15 0 15 20 70 ] 0 5 132

230 823 Ben el T bIV

ROB0D B, B3e Qedeer® ) WITTERBEE0E, 2325°3€) https: [ /attendance.staffkhata.com
S€) eadee Staff Khata e3m°3€) (Leave €39,25°) ¢ a° e350t0893. €9e30) Apply Leave (3231
e923F BOR) SV, ;3 B30 BFITE, B, 23030, R0eB, 23,500 &3 DT0BMHY, e30d,
598, T3 FedR =) BRI&RTYB. 033 03 93BN T3N3

2300 H0=30N 23 e928F I )R

033900300 90T eri T 207} RYPER® 30BN 95330 e3,e0° WYTDTIN BT LLBJAZNE.

1. Time & Leave — Leave Application (023 e923¢) 33° 3508.
2. Apply leave (SR es23e BR) 33° =3nB.

3. Employee (3930), 3033 Leave type (3230 =3503) €303, 23508. 2,8 =F0RE =3,3€)
eV AINTRY, 3eedBerHIT.

4. One day (2.0t BI), Half a day (e953¢ BI) ealdzse Several days (Berz3) DINLDL) €303,
008, D) DT00T e95zT0 DT0BNYRY, €3O,
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5. Reason (323g9) 5edR. Also notify (29z30nm 39R) e9B03>¢), 3923ez003 wSTRY, €503,
AVRIEIAL A IAN

6. Apply leave 33° 3508.

B 26 0c1 2026

Watily Marsbars - Ot

Search & seloct members...

Reason

da?o:bd.gl RPN 9T 36566.%

1. Time & Leave — Leave Application &3° &3508. Leave requests (323 SJ08nwd) Pending
(2393) J€) 3BBNIAI.

2. A30303) aree3 Review (203eDR) §3° 3508, T2 593, DJ003NRLD, HINR I
BI0EIIRY, B0BeDR.

3. Approve (e9)a30eRR) e9t3=30 Reject (88=,08) 35° e3508, 3033 T3 f3e30R.

staffkhata.com/guide - 66 / 124



Approved (e9a3e83), Rejected (3T, ) D All (2e5) &59,25°N%d VITHODIRY,
9ENBRNZ3. 0303 DBTNP0R B3V AGE TSR, 20BSAVTIBIRD.

D, F250BINLY, SedA

T30 RNPY, 59,3000 IHE) SpedBenrh3nl eh3) Hoved H[OANYE) uP¥TerH3s.
09,008)3eN 36Nzt 3NE e, BeZ0Y, e5z1T 0T

%cs%eés%od 3D B

1.

2.

3.

Organization — Define Holiday (02300 &59,859,0) 33° e3508.
Import (eszhcd) 33° 3508.

Need A Template (&30z3ees® 23ede) e9B303E), 30OADRY, o3 et® 3rden CSV
953230 Excel 33° 3508, e9386€) Sedd 903 ide3: Holiday Name (3250030 B3D),
Type (&,590: Full Day esidese Half Day) &b@) Date (©=9003, DD-MM-YYYY).

9T, D0, S0 HE* @R, 2RFR VR TS WF 2PT BB 35 R, 2 MB
SRR CSV, XLS 03y XLSX Feried 808 B33,

Import 35° &358. Az, wer T3[R 2,0t3e 25001 [FedT) B3

.
-0
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2,07 325003 5D

1. Define Holiday 3¢) Add Holiday (32500 Se0&) 35° e3508.

2. Name (330) SR8, Date (B7003) es0&, =3 Full day (Zpeas BI) eodzse Half day

(e953e BI) esady, SreB. Description (J3083) aoagﬁ.

3. Add Holiday 33° =3508.

Add Holiday

Shawn ¢n calendars and used in Aendance reports,
HName
Cempany Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]
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23,0, Reden Upcoming (3x0020333), Past (0803) eb@) All £39,2319), 2099, 2038
0830003 TDIE) Edit e9g3ese Delete 20%R.
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Seds, Bedzorich shd swondnied

D% 23e33DDE TYRIXD

Staff Khata ®%023008, 323, 32500 3y 36 dh3nPod =5,3 Bo2PBBY, B8, BRI,
3530003 AN ,taBees® 23ede). QWY 2,ed), Fe3° 3B, S03T 3,3 3onzh Fecde I NI,
303 I

TR 23ed: 3333, 23e38IY, 2.811P0B BTIAT =Y® 23ed. Payroll (3e3:) DD eose
NGB, B3 @R NEMeN Billing & Plan (D&)on® e3) =9~F) Seed.

3 238, DR o0 FBINIRY, BP0

83 Jegonened &,3 3e33 B,3,03n0 9Z0derd3es.
1. Organization (Jos) — Company (803Q) 35° :3508, So33 Payroll & Tax (3e3: b3y
301 €39,25° S3BOWO.

2. Salary Cycle Period (de@}s 2383 e9a3))) e9Bade), Period Start Day (e9a30)ad es8023 BI)
3y Period End Day (923003 &30 B) B000R. "8one 8303 O" 59,A &e3ad
DJ=N 0 S00RDD.

3. Statutory Deductions & Contributions (20533208 383Mb @), 3RriN) e9Bode),
QD1 293,023 TY, €5:° &3 B.

4. Save Changes (0@e983nLRY, eVdR) 35° 0aB.
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aillReaunve

4@ Al Branches

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

Company Settings
Manage your company preferences, attendance rules, payrell, and policias
Salary Cycle Period
) Daf :-yln-:"!'nl.- salary cal
PERIOH ¢ o
1 o
@ Payroll & Tax
e aay
@ Locakization
D, &
0
cour
My ESl {Employee State Insurance] /]
Enatls ES1 contributions for &
PF (Provident Fund) ©

Gratuity Liability
PF CONTRIBUTION %

ou have unsaved changes iscard

-~ Financial Yoar Definition

Jegone D DD B3I

ESI (Employee State Insurance)  esme JoPndR ESI Eor@orinesy, 50031, B30y, ESI
(FP303 Dozy; D) Contribution % S€) BR0DR.

PF (Provident Fund) (?,Sci)a’%s AR)  EPF 3831w &by emcﬁrazseﬁméd B BRBRODHRY, BeOTITI.
3033y, PF Contribution % 3¢) @000, D93 EeN 12.

Gratuity Liability (o, 233 SIOKET M, 233,63 DTN, €3, 5° 0RIT.
BPBM03)

Financial Year Start [ End (es®e3  ®e050xb 300N 2099703 SE.
SRET 30023 | €903)

Bo2y% 82330, ANDZBR

2363 BB 3TN &3 FPFCONR JoaP T3 23e.

1. Payroll = Salary Management (5020% Q3¢ ®83) 35° 3008, 3,3 IS0, €933 233,
RPENRLD, 3BINLD, AFP B020% IR woded CTC 03000 =383, 35N,
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2. 32303 D3B3 BoTIWN £ITIR® &3° e308, 9530 BRBOMN Assign Salary
Structure (So20% 8233 ANOTJBR) 35° 5B.

3. Payroll Cycle (c3¢3 233;: Monthly Cycle e35083 est3zs0 Weekly Cycle z3033) &3 Salary
Type (Fo2>%a @,500: Fixed ANBS, Variable 2)t3erorhz3 95350 Commission Based
BTD® e353003) e30d), 5.

4. Earnings (A93nb) 2020: Basic Salary (s3wee To2y%), HRA, Conveyance (So0R 238),
Medical Allowance (fgjdasaeod) 2‘335) 3y Other Allowance (933 2,336)

5. PF, ESI &3 Professional Tax (533 801) So8 Deductions (383381b) @>020. ESI e9:3y,
2,639, 95330 @ézseémﬂ 30e033203O.

6. JBOD Bad), eI0NES B0 2323, (CTC) Joecdedesor3d Show CTC in Payslip (Be’m=E),
CTC 80eD8) £35° B,

7. Save Salary Structure (D020 T23s3 evdd) (e93=30 Update Salary Structure, So2)%
323: 3e30) 35° 23rB.

Qeed) e 3335308, FYNT Begried Total Earnings (2.e3), 193), Total Deductions (2.&3),
303), Net Take-Home (37} a3 de3e?) 38y Annual CTC (odies CTC) S0edx1I33.

4 Edit Salary Structure — Rahul Verma

¥37,998 456,000 1y

TVed: B3 acd’e 9y Organization — Employee List (S2303 z383,) ddosenn 380303
9803 S 2D 38 Assign [ View Salary (8020% dnD) [ 30eB) 35° 3508.
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=323 3033 I3

1. Payroll = Run Payroll (z3e3=3 Std’) 33° 3.
2. 83e200°S e Joriwh ), BRES, 303, T[R.

3. Bulk Generate (@900 830N T23R) 33° 3508, Department (d25on) eito&)z§ =008, 3oned
D) Swe BOBeDR), ) Generate Bulk Payroll (Gez30083 23e3 323%) 33° =358, 3,8
Q2INBR, RDVTIDIER.

Bulk Generate Department Payroll

2,200 @503, Toa33ew, Add Payroll (338 [5edR) 35° 3508 ) SPBTTY, e303), 38,

2,3 BOBT 0D FORBRB AINR, 3e3= I3, (LOP) BINLD, 23933 328nR%d, 325dIND Ay
29333 LDy, Beerden More Columns (FFER), Foe*R) §3° 0ok,

&3
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5 Muopay is mactive. Set up sutopay or choose &

one-tlime SuBsCription payment

ployee Payroll
Genorate, roviow, odit, and setfle monthly payrolls, attendance allowances, and statitory disbissements

Total Net Fayrol
¥1,28,200

#1,45,000

[@ Employee Payroll Records &

EMPLD’ e
Pooja Nal 5T-
i toos  Hzaes
Imram Shaikh =T-
tacrs ‘o004 120,35,
SunitaPatt 5T-
e woay  Tiedser
At Kumar -
) gy THam
Rahud Vierma &T-
At oooy Rz

ATTEND.

HOLIDAY

BOTR I WIFRROD

Admin
@ Al Branches ADMUISTRAT R
Halp & Suppe
Rirview bifing
S | o | vrvms | o (D
tory Duduc 8
¥16,800
—_—
— LessColmns  September 2036
R TOTAL  BPF .. PROF.  TOTAL
ME LLOW, B 1M D.
!!!!!! 2,840
0 2,046.8
16,000 &
5 5 23,000 tLa%0
38,000 5 ve.a0

033953)T30E30 90303, 2BETVANVEN, FPFTT 233 T, V0D, Edit Monthly
Payroll (235083 23e3: TozalR) I€), 9By, 38D@Ben Save Draft (@o,ms evdd) &3°
R00B, 9T TR3AHT S033 Settle & Save ('aéasqSFﬁ.m@m ) YLD F5° 5B.

BOT) TVOWPNPBRY, TW38TINT 0T NMHTHATEW, TIVNHRY, £35° 23508 DI Settle

Selected (e303), e350RBBIY, 'aéézﬁe'ﬁfa@c%) 33° 23B.

3oney, Excel e953z30 PDF esA tox*edoecs® 350m@en Export (3x)) 0%,

Bedz Y, Sreld D) BB ners =l

2508 D) Payslip (Be)ym®) 35° 3508, eQm® dad), Soerie, Bo23008 T008, NYBNY,
BRBNR, 03Ya3e eHTHHEINR D) 9FTNBE) V3@ 3eBTIY, S0eDI 3. F23ed BHadd
Qe30Y, Bert 93,0NTSIAND D02NTBSR, BredIE: 3@ MHTHANLD, 23ent AREDINRLD

) e Jed 3RS,

e33R, LD Download PDF (PDF t39x%e30ets® e3508), e9i3a30 Print (s3nBR) 33° 3508.
CTC zoede3ede owd esod), sve@en Show Annual CTC (a&ea CTC 350edd) [ Hide Annual
CTC (o&es CTC 2Be08) 209
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Oifice Time Policy:  Sanaaed Gotica Paticy

ssssssssss

Totsl Earmings

Tosal Decuctions

NS B PITD e, Se ey, My Payslips (I3, Sedmnied

™

39300 &-5es3 30el.

Swon@dnd ) Sdmo=3nsd

Bo20% SwonE[Y, TR

1. Payroll = Add Advance (&3ona 5edR) 33° 3508.

PN-FO58

) e9B30€) Jeerdrza3.

2. Employee (3930) esod, &3508, Amount (303) >3y Reason [ Description (Za0¢g0 |
QIS SRR, =ZY, Month (8oned) H3) Year (B[=e) e30d), =3&.

3. Save Advance (moms em@c%) 33° 00B.
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& Add Salary Advance

Racerd an mployee s3liry vance of lan ditbursement

ST BoDHY, T

1. Payroll = Add Reimbursement (zHdhz0a33 [eB) 35° 3508,
2. J°BOTRY, €30, 3508, 2308, FoTe9, 3oried I Wwe IRwD.

3. Supporting Document [ Bill (23003 wode3 | Dex) esB3ode) Dex ©nidR (PDF, JPG, PNG
e93z50 DOC, 2 MB S33R). e 3ta0dd.

4. Submit Claim (ﬁdab" JAR) 33° 3B,

e93)230eDR, AZBENRRDD 3 }T® I0BR

™ s )

SP3BT 23,02300° 3370 BL&RTEY) BedB0od B8 SBworidd 3y § 3¢ e, Seecden Payroll
— Advances & Reimbursements (S»onR@Rwd Hd) HdhEees3ned) S8ALO. weade3ady
33 93, Approve (e9z3edR) e9idzde Reject (381,08) &3508, $03T 2502333 23ree3
Settle Request (03 B3Be11ROD) 23508, PDF esN tPx°e30e3° 350@8030008 3033
Qz*roN Generate Slip (° T23R) 33° 3508.

Weekly Pay Process (=308 &3e3: =3,3,03)
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29080,53), 233 303N R2)08, Boaw T2BJ0DE) €933 Payroll Cycle eay Weekly Cycle
1} BRODD. B3 BT 3598, AE) FoeSDOTYT.

1.

2.

Payroll = Weekly Pay Process 33° 3508.
D903y, €303y, 350&.

2,2), J2B00MeN Generate Weekly (23003 =3¢33 323d), e93z30 alde dg3onas,N Bulk
Department (9a1083 J23on) = Run Bulk Process (70e310&3 3,3,03 Stdd) 33° 23n8.

PDF t9x°e30ete® 350t3e0, @983y, Print e350t3en e9i3ese 5233018 Send Email (gedees®
3R Seren Weekly Payslip (5083 3eQ®) S38A0.

ToB3AT ToeniPIY €35° 23508 DI Settle Selected 35° 35B.
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5025003 SBBRh Shdy FEord BB,o D

TYR®: DY TWIRTRD

Staff Khata 3, 900R 02500800007 &R AH0° Eewbes 203307 028,071=3381
BB, Bed), FCONDE3. 3,3 SODADRY, $H),0° 0BT, BT,EeE, AT dees® esh
SREBITRD Y, BR), IVBVIRD.

.
TR 23edd: Daily (3P00R) 08 wen HRNPE) S0 3503 a. Weekly, Monthly 3y

Yearly =380nb, Attendance Calendar, AI Analysis &H3) 233 )e30:300 S3BAROR 5003
SCANRDDEI 2o3BRT =R 23em. Government Reports 1 e3e353p 23e30. @RS @R NHMN
Billing & Plan (D&)on® )3y 9a®) deed.

\

SoBab), B

1. Reports (&380n%d) — All reports (2e5 S8ANRWD) 35° 3508. Jead) HD 3Dade3edoDRed
202033 B398 FCONTY, R0w) 330@EeNE: YR[odS ) 930D, ToTI,
BR0DA JFRJNLD, e BINXD, I0BND, B2, TTINLD eI DTV,

2. Be3 oD, 30NV BIBITES 230TEIE), £330° 3508, LVTIBTEN, 3B SN 2073 3,3
SBRODHRY, Seeden late é%aﬁ 2B

Special days & performance
Holidays, weekly oifs and absence patiems
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SERALELT

1. Reports — Daily (3S0®:) 35° =3»8&.

2. S0R0D 593 (evmemsssn Performance do03eg=h3, Late Arrival 3@ esnas, Absent
r'éjdo e93z39 Missing Punch zoe8035%00 023¢), B008, 3y, 03593, [edT23ed D020T,
e303), e3508: Zo&3NLD, 23NN, BT 9T T3 e SPBTM.

3. View Report (338 30e8) 33° 508.
$D30033E);

2,00 B &013 9530 W03 Bene D0BE =3, LEANBIY HR.
&©),0° 3eren All (2en), Present (Hodh), Late (36) e9i3z30 Absent (1}3) 35° 3508.

A, 30BAOD BID, BT0B, eI B3 SBT3 2,%2000 B0, BRTBRER JFH0 &)
EOT 35080 NoE3NPTS BT, ATT DNY[B9,N Sheet (Bees®) 3z° 350R.
&03dhrien Table (&3e20e5°) 33° 3.

803dhnc3adre 23redR HBE2INT T89,T°-TPR°V0E 3D & FTEBRY, 20TV

-““ﬂg_f.ﬁh-]_'}_%"_-s_ Q. Soarch fegture @ Wil Branches % crowtn asdenn [NARE N A
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrofl Accoss Conrol  Account Hoip & Support
@ » Dasmooara > Allrepons o Dady 1 Resun
B Autapay is mactive. Set up sutopay or choose a one-time subseription payment Review biting
Performance & Change filters 23 Rofrosh @ Tple @ sheot

Dalty attendance repaet

~* Performance v € Fii, Oct 16, 2028 >

[ DAILY PERFORMANCE REPORT Al Piosent  Late  Absent 7 Fiers @ | & Expont

Pesiodt: 18 0ct 2026

DRAILY PERFORMANCE REPORT 116/10/202¢] 0 Excel | & POF
1 Jon Showing 19 f @ recons Par Page 25 v

J Empindsheet ) Filweh  W0% @ 100% @

Sharma Textiles Pvt Ltd
Report Date : W/II2008 DAILY PERFORMANCE REPORT Brin Date - 1073026
Reconss: § Prewent: B o Am 1
Emplayee Shatt O Wik Late Emby Device Device
540 | Emp. Code vy Oepartment Dosignation | Shift | smiftin o | wTee | S Py or = b | T o T
Ao [ree—
1 FYMULAD Agman B et admn G5 | S00AM | 600PM | SO2AM | 603 PM fhols | 0001 . ] present | RES-01 RE5-01
2 5T-0001 Ratesl Vierma. Praduction empioyee G5 | RO0AM | GOOPM | BSSAM | 601PM Phoa | 0000 + * resend | B55-01 RE5-01
: ] ST-0002 At M Preduction employes G5 | SO0AM | E00PM | SO1AM | S08PM Oh O | 0005 petent | BES.01 RES-01
. 510003 Sunes Patt Producton ampioyes G5 | e00AM | £00PM | BS6AM | 620PM Bh2dm | 0024 . - precent | 2501 RES-01
5 ST-0004 ervan Shasdy Preduction mplayee GE | FOCAM | SCOPM | B4BAM | BOTPM Bh1se | 00:18 . peesent | RES-01 RE5-01
6 ST-0005 Pooja Nae Preduction empiaoyes G5 | S00AM | GO0PM | SOTAM | S16PM Bh G - - ddm | peesent | RS5-01 RS5-01
7 | sT-o008 KataRes | HumenRessurces | smelyes | 55 | S00AM | &007M Abaem | RSS 01 | mSs ot
Informaton

8 | sroom s tenia | 12 mpioyee | 05 | sooam | scoom | esaam | eorem | ontdm [oora| . presens | m55.01 | mss-01
L] ST-0008 Neda Josh Husan Resourcas e GE | SO0AM | GOGPM | BSIAM | B04PM Ohils | 0011 . peepent | BSS-01 BES-01

=900, SRT SDIJ), [oES TN
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) e9t3e Bed SR 3RIZE3: TR0, €303, 23508, 03393, FedT3eB Dot 30, TH3I)
$©),0° 93,0
1. Reports = Monthly (235%2338) 35° =35&.

2. 3ones, e303), 23598, 03590, FedTe3eBd ot €30, 3, Apply Filter (e),0° 93,
33° 3Hol.

3. 30eeNA B,5-BRV0T BRI, 22BN, SVBOINEIITE):

=308 otd D> BedIES

Performance (Z203e8=03) 2,8 JPB0T B0 DTN, T3S, 23900 Beind, Rohnd, 33
roednied ) BT AINLD, DI,

Attendance With Status 3,803:02)0 3oried, B3, 2.0t 3.

(R3030001 Hoes008)

Muster Book (sb33,0° @)333) BORVIG, JORBTE, AT Hos008 D2RBJ0°.

OT Summary (&.e30°%3;:35° 3orie? 8,e30%e3;=3° Roednisd.

90003

Leave Details (323 e30n%d) 3on¥d) Irichdeod 32,
ﬁx‘l—]ﬁr{ Soarch featun @ Al Branches “.i?!?.'?-sm
e P?rlf.cm'-m_nce_ . + Ghange fiters & Rofresh = Summary B Sheet

~ Performance € | Seplember 2026 >

Parformance ¥ Fiers @) & Export
Perlo: et
o 5 12
@ veer. — [ Administration @ PoLICY: Standard Office Policy B moNTH: o:?mu
- - = e e P
v » ssoan
» - - H n =
o Proguction [ Supervise: @ » Standard Office Palicy (=} Oct 2021
lllll - Prevant WO Mses e Petes - i
oo Wahe Vrma ' con
@ - o - " o o - w " " " »
g - ot = - - o i e mle mie 2 5 s o
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H5925003 a'oééodc‘

B0MFR, B9,B30x80° esh Jeecden Reports — Attendance Calendar (023008 59,830680°) 35°
35oB. Cards (Borenizd), Matrix (s359,83,35) >3y Sheet (Bees®) uoeenisd Sdres 20Be0dR),
DR) 23N €939 FPBTT @B,300 ©),0° 3508, 03303 3@e3oN 25033, 0B e953ev0 T2l
SIHER0TBER DO VD 3D

0BFD S3Brb

1. Reports = Government Reports (Jae0 300MRD) 35° 3508.
2. e ind) BT03NIY, 2B, 5,3 0RVJ,0° &3 9IHNR SdeaTeariPWIT.
3. e300 2,0t D2BY,0° e303), 50k.

d23”g,0°8 Sodce BN
Muster Roll (3,0 draee;‘) Form 25 Bogdoe=ne @03% (Factories Act), 1948

Register of Adult Workers (&303a, Soee33 Form B  @oasoeadne 003y (Factories Act), 1948
0239,0°)

Leave with Wages Register (23¢3533&3 022 FormD  @oaseedne 003y (Factories Act), 1948
0233,0°)
Register of Wages (z3¢3=3 82333,0°) Form I 3633 B33 B3y (Payment of Wages Act),
1936
Register of Workmen (o630 023,0°) Form 3R B3B3 5a03y (Contract Labour Act),
XIII 1970
ESI Register (ESI 82353,0°) Form 6 ESI 3203y (ESI Act), 1948

DP0° Beer® 9300 B,3 BT 2,%20008 B0, RBonied, 828 23y w3033 TLERFY,
3001333
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1|‘REHL'IIME 0 Soarch featunes. LR 4@ Al Branches o
-
Dashboard  Device Sotup Organization Time & Loave Data Download Reparts Payrotl Access Control  Account Halp & Support
[ Autopay I nactive, SOt up sutopay of chaose 3 cne-time subscription payment, Rirview biling
Government [ Statutory Reports & Refresn B Table @ Sheot
Meandatory statutory registers under Indlan labour lws — Faciories Act 1948, Payment of Wages Act 1936, Contract Labour Act 1970, and ESI Act 1948,
53 Muster Rot Form 25 - < | B o, 2026 - B oos 2026 »
a8 Muster Roll = & Expon
Farm 25 . Fae 1,148 - Erily AMeadance agister with employss-wise infou grid
" Emp Cede Hame Devsgnatian Department [-}] o2 o3 0 05 [} ar (1] o 10 1n 12 13 14 15 18 7 18 p A L
. . _ (1] w47 AM " oz b5 Bas so8 g0z 5
] ADM-TYMULAZ! Adrrin simin A AN wo {Late) W07 AM AM BOAM B51AM WO Wo AW AW A A A T AM B:56 AM B2 o
»
¥ Bag 08 & - B4 o 900 84S W 804 BIES 852 i
2 eT-000 Rahus Verma  Superidar Productien A A G we masam a5 A il 0:00 AM wolaM  wo we i 203 AM A e 4 TOIAM w1 o
i 51 #:48 03 2 51 3 858 001 84D
3 sT-o002 AmiKumar  Maching Operator  Produstion A GG wo cosam B4z AM P B50AM oo wo wo G 'y 50 M ity P ] so7AM B 2 0
. . 845 a0 i L0 Bas 204 " s 858 858 20 AM
PR L) Sumina Potd Qualty apactsr  Predustion ity A Ly Wo  snam 0900 AM i B01AM CRAM WO wo AWM Ll AWM AW AM fLate) e L
. . (2] B:53 : . *n - 01 (2] . 03 BidE 04 .
5 sTonod Imran Snskh  Machine Opacator  Prodoction A G wo  sotam 5e am 55 ES2AM cooaM  wo wo 0 P 250 AM A i | DOOAM M 1 0
§ w08 8:36 AM 858 908 GAM 05 po7 pa7 4
& 5T-0005 Pocia Nair Supendsor Production A A wo B56 AM EAT AM ™ =0T AM " } WO WO A A Late) A A M B:00 AM 1B 2 o
a7 se ? &57 3 3 (ST ; w08 Bua 8 g
T ST0008 KaitaRas  HR Executive Hurman Resources W A G WO ESEAM 03 AM e BB AM sasam wo wo U FE w01 AM v wa UO0BAM W 1 0
554 nion . . 857 BdsAM : #:50 ; (S T - I T 2
L] ST-0007 Arjun Mehta 1T Support Information Technology AM A AN wo B56 AM B53AM AM Lated 905 AM WO Wo A SMAM 57 AM AWM A AM B:48AM " 1 o
w50 sz . BIAM BT SRAM ’ 803 ES2 3 s49 m53 BN ?
% ST-00C8 Neha Joshi HR Exgciutive Hurman Resowcet AM A aM wo B55 AM Lirte) AM Label B52AM WO WO AN AM 912 AM AM Al AM 003 AM " 1 o

1909 Hows B0 .

Neeameig? W Support *S179BI0 71270 S Hewior +01 7085700840 [ Emak wpgon@aafikieiacem  © 2020 S Knaia Anendance o

Al dBezed

2,00 e9z30)0DE) DT FoLWR)BY, Beerden Reports = Al Analysis (Al Bewes) §3° e350k:
A, T30S B33, BB &Y {1 DINLY, 3B eI 3 85e30%ed 3. 9133 L1
0% 230=30€) Key findings (232318 e903nd), B0 23083°, Attendance by department
(J23omiesodh Bo2s003) &3 Absences by day of week (250003 BR300 3doriwd) |l

allferiime Q soarcn feaures o @ wiBrancnes &AM s -

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

@ » Dassboord > Allveports > Reports

5 Mustopay Is nactive. Set up sutopay of choose a one-lime subscription payment. Roview Liting
Attendance Leave Analysis € Ratesh || = Fbers 1
What stands out in attendance, absence, leave and punctuality for the period.

€ Sep 2026 » 1D Clar Fiters

Attendance rate Present days Ansent days Lowvs days Late arrivaly

14

T of present days

96% 205 8

g U 13 i ey

# Key findings Attendance rate over time

for tha day cou. The dashed bn

& the periad average

@ Attendance is healthy st 06% of warking days.

) Absences peak on Tuesday: 38% of all absences. i
(@ Punctuality Is good: 93% of present days started on time. i
% 45h 42m of overtime logged in this period. I
3
” sap e 2o : s sept Seed M Sap s 6 sep1r  SeedM Mg Seodw

Wiese the days et

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

Technol... 1 6%
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( naDHRAR: Al Analysis R e, sR°S€) 823 QeSrmes03we 23e.

230 SoBrid

All reports ot eed) YI)NPRLY, SBADII:

D008 2391} Late comers (3w 200w3:3D)) b3y Present [ absent (o2 [ D).
Overtime (2.,:30%335°; a3, TR 20:30°E3235° 23e).
;03503 FeDRT oI PR, OSedTen Manual attendance (803503 02:003).

Leave report (323 &388), Device punches (o33 @023°1D) 203y Easy access (ver23
2E3e3).

g5, I HIJ) B023S
=D . ]
03re3)cde BBR0HE) Export (Tz3)) 33° 3508 &3y Excel (.xIsx), PDF (.pdf) esgdzse Sheet view

[ Print (Bees® 3oee3 [ B3033£0) e303), 3508, Sheet J0ee3l3€), Beests 233 Excel, PDF
23y, Print (R0QQ) 20e37NRPRY, 209.
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WhatsApp 23 8rieb ahd woe3fesmsrih

TYR®: DY TWIRTRD

e3.3° 380330dre 33983 Hddndd. Staff Khata et WhatsApp S€) 5023008 ©00008NRRY
BLOETVBOTD, a3 WhatsApp e93zs0 SMS 850380003 29,0001 23,08ney
BRSHTVIWD, DY, PEIRNBRY, ST D30 TeIodRB0BIRD.

s, WhatsApp GToto03nu=y, esod, =508

83 JBordednied Staff Khata dod &3509e33 Dosdii 203033, e9e)ieay, e9n® e3500ed) 3=y, Ded),
238 Re3x° 23e3e).

1. Organization (Fos) = Company (80xR) 35° «358, So3d Notifications
(e90R0233ND) €39,25° SBAWO.

2. WhatsApp Notifications (WhatsApp e90=0233nwbd) e9803€), Az 23e50r Bot3ednTY,
e3° k.

Jegone AR D A3

Daily Attendance Summary (3808 Ho2s003 T3 023, &3 AT Ho20a30d WhatsApp

T90203) T90003.

Monthly Attendance Summary (35983 022003 CSV 33o0° &3 33503 H023008 3TD.

D90003)

Device Health Alerts (7o 23 22308nR) 20030€e3083,3° TGS 8@662336 esTIN 20,033
Jo3e3.

3. Save Changes (23e0z383N1$Y, VDY) 35° oB.
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allRerinve

Q0 Search features (o
PISTLENE

Dashbodrd  Devics Sotup Organization Time & Leave Data Download Repants

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

Company Settings

Manage your company pleforences, attendance rules, payroll, and policies
@ company Profile Cr i
a WhatsApp Notifications

# Employse codas Manage sutomated s;
@ Attendance Ruies

' Journey Tracker Daily Attendance Summary
P ¥ of

M Payroll & Tax

@ Locakzation Monthly Attendance Summary

fuecan

L Notifications

[& Duplicate employess

Device Health Alerts

Account

£ My Profile

Integrations 3823% 380

Payros

Accoss Control

Account

@ Al Branches

Adimin “
& ADMDRSTRATOR

Halp & Support

Rarvsw biting

D Reset

A, 3e 83981 HD0T 223 DENPR, BLL&TE, Account (8598) — Integrations (R0&3RBJNLY)
33° &008. Integrations & Webhooks Hub c3woth 53 Somsendy, S0ed=b3n: WhatsApp,
SMS Gateway >3y Webhooks APL Qz3n 23e50tha30 e Configure (So10° 358) &5°

=08.

..|‘§:E7Flil TIME Q1 Search =k @ Al Branches a o
Dashboard  Device Setup Grganization Time & Loave Data Download Reparts Payrod Accoss Gontral  Agcount Holp & Suppert
G » Dasmboard 5 ieaagrations
5 Autopay is nactive. Set up autopay of choose a one-lime subseription payment. Raview biing
Integrations & Webhooks Hub & Rofresh € mhnu:‘ﬂ?l Spoc
Send attendance, lsave and payroll avents 1o your messaging, project and automation tools
Supparted Platorms Event Sup Secunty Pratncol
3 2 ® 30 L] HMAC-SHA256 o
Cantitied HRMS & attend st

AN 3 Commumication 2  Automations & Custom APl 1

= Avaiiable B

COMMUNICATION

WhatsApp

COMMUEATION

SMS Gateway

Avataple
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A, 3e WhatsApp Business ©0a3 03, 20833

A= Meta @3 Cloud API 3¢) WhatsApp Business 8503, eh3d) Meta Ssrmorie3e e930230e0033
Bor3ed e3053ee3°Med 23em.

TODBER
1. WhatsApp soee3€) Configure 35° e35%8. Connection (K03 ) €39,25° S8030IT.
2. da, Meta access token (Meta =323¢8 e30eax¢) eh@) Meta phone number ID (Meta
230ex® FBoal; ID) Se3uod. 3pex® Boad0dh3e), Meta Bod 2008 3pex® Joss; ID 089

3. Alert numbers (22303 5033@%1)) e98303>¢), &350DeaT 23 DENPRY, wWr3odre3esod doz?gje)‘
ro’oaSasri%}ﬁg! SRR (20 S33R).

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled
Connectlon  Eventtemplates  Activity

Connect your provider
Set up the conmection once, then ehoose which cvents can send messages

® 123456785012345

i T egritened phone number 10, ot The Sty numese

)

63 e303ees TRy, BeIm 0B

1. Event templates (€33 £3053€83°71%0) €39,25° 3BALD. 53N DTLNTE) =Be3,035NaS:
Check In (23s° 9~°), Check Out (233° 8es°), Late Arrival (3@ esna’), Missing Punch
(Bord0330@ o23®), Leave Application (328 es23¢), Leave Approved (323 esddadned3),
Leave Rejected (022 803, 3) ), Daily Summary (S0 oT003).

2. 2,08 5e330Y, €303, 3508, eumemTEsry Check In.
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.

N

Approved template name (e9:a30e03 &30z3ee3° BID), Approved language code
(e93>230e003 g30ame Bse®, ervtae. en_US esideds hi) ab@) Exact approved template text
(Qa0T 9230003 e303¢63° W) SR, Meta e9z30eRRToZ0dre AedTeN SFOR.

Variable mapping (z3eda3e2)e5® 359,0mn°) 980D, 3,8 3ed0dreerer® ey HI
20208103 Dowd e30d), 0B, evemTEsn Variable 1 3, employee name (S2330 B303))
Ry Variable 2 8, punch time (Bo23® K=ad).

Recipients (R,e30:)a3a30) e303), 23508 e3) dead) £3053e83° 93y, Meta oo’
©02eDRED Dotd T BeBdTeN 230TS €35° 30B.

QTN N FLHEHRINIZT Dotd Jeeden Preview message (Jowded BnS3Qee3) 35°
50B. B,003Tew, Test number (BBegp Josl;) Se3B 3y Send Test (O B2L&HD)
33° 00B.

Enable event (53 ©3,00109%) e335° &3508, So83 Save configuration (Soi3e8*
eUdR) 33° ol.

Check in
Set1he appeoved message ang

Approved template name

attendance_check_in

oUs

4 the language of the approved template, for éxampie en IS o b
Exaet approved template text

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

RDAX: 9° 95300 BEs® 02INPE) 2,00 508, VYN, 35T, BN 30 Aebzned 3033
Missing Punch J0t3e83:), 2083, 3%b&merhded. Daily Summary 2533e0d) Sehad 008, 10
Ro&3R B3I D) 22308 ToadNOR 3503, BeerdIE.
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Activity (233)23838) £39,23° 93¢e3R S30egp B F9€3x TBor3eBRPY, 20y Ve, BEFBTD
9N, RLBOITTE D02NTRY, =&Y, B3RIT3.

Ted: "Accepted” ({£303e0N03) 0B3 Meta RBot3eded3y, £SO DOBHE. 9T eI
Dot T ReBODR)DL, 3 3RS BRTew A, Meta méasz&mewss 203e)d.

SMS ez 238U 3w

SMS Gateway ¥cde Bed 30 &3w3a3: Configure 35° 2358, 2.2) RPTBEDT0RY, SOTIE R,
S030 €3] 830536351, Be3zo® &0aB. eed) MSGI1, Fast2SMS, eadese 933 m%é’md@mﬂ
Custom URL e303), e35058208083. 250388e03) SMS 13 e, DLT-e9:352350e88 Boroe ID, oedes 1D
3 E3033063° W 23eB), e3TD0T YNV, e, WPT;BE300s %qpmﬂé&gﬁfae%.

230 T3¢0 FHes[ridsy, Bebdd (Seravssrich)

035000300 023 Q® 33BN, BN 923 IR N 'aaa?saﬁeésgz K)doéc'a’e DF3e0° e95a30
e383023)e3° £3/0e5° 3D0323eTITT B2FTT B, WHR.

1. Webhooks API zatz*e3¢) Configure 33° e3508.
2. a3, Webhook Target URL (e825%®>3° mhd URL) Seoodd.

3. Event Subscriptions (58333 2300000000310 e9B0HE), 3L1&RLIETIT Fe3NBIY, 835°
=008,

4. DoBBEIY, BOBedTen Test Ping (@degp Lon®) 33° 23598, J033 Save Configuration
(BoQRBeB° eLd).
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.. Configure Webhooks API
Diewveloper & Custom

B,3 FERNR D& BBLRADIE, &eroN et desesoNadwe Staff Khata Ao 2008303re oot
A, A B0BeDTBIR. ), BOTO® IBTNHY, Webhook API Spec (a3e5°&03° API
QTEB ) e9BO3E) FED2IBTD.

BOBBE I, AT, 9B, 38 Disconnect (Sozmae FRIRRIR) 33° o0B.
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Se* Sy R2d =) PEIT B Bes3

T®: FPBOC N 9B TN

9300 9N3000R, &,8 F2BBONRR 325°3¢) 3, Android Terie i0S Mo Staff Khata
e3=°3¢) S, c3e Staff Khata 8508 A3, €930 e, F02:003 BOBeDT0TOWD, ST 3
2023 PR, FOBBTBD, 323N 9286 FOTDBIW Y I, SBeQTTIHBY, Ber3IBD,
&oeraN AR 38D BFNRKD wDIEI.

TR 2ded: BT N FPNS TR RHE) 395° e3sNT0BD. @B,N3 = NHMN Billing &
Plan (& on® &3) =59~°) Smeel.

23801 3RS del

1. Organization (Jos) — Employee List (SP800 =3¢3)) 335° e3508.

2. Add Employee (23303, 5e0R)) 8,83 250eaa3y 38 Invite Employee (P800,
e3FBYR ) 3B° 23508, e9Ge0 FPBVTRY, €930 Bedreer® 23y 3023er* Boad03e00n [Fed.
39300, 560 H3) eI 0.

3. 03590WR3R TITEITE BRODTED 9P DHBR0RDTED, T < 38 Update
Password (s0x°a3tts 3e308) 35° «3508.

4. 0330038 Staff Khata e3&@*0m B3€),03,00801 025° 93¢ e350ren D@, TS 2H
83 Enable Mobile Punch (3e23e® @oes® 38,03011098) 33° e3508.

300> e9tde Yadoeer® eH3d) wateStse 30N https: [ /attendance.staffkhata.com 3¢) esgdeso
Staff Khata e3;e0°3€) {0° 9® e350t0398.

My Dashboard (S8, o,z netstr)

SPBOD F© 9R° 35BN, €938 My Dashboard i} 3ensd)@ad. e9tdy 83 3one €9333 roednd,
023 2598, €9538 NS 23eat3 a350ed)tde RO (VL. 3T H0e3°-23¢3¢), I ¥ 03HIBNS
BOTT DINPRY, 80edDIT. FPNS £39,25°R%D 30 €9538 Hoes03 &3 TR, e3Tz0N
30033,
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ilRercive

yleave MyPaysips My Profilo Help b Suppert

118h 23m 112 2 22

Viewsewsss 3 Wewdews 3y Wewsmss 3 vewdeais
Meeds your attention v This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-outs — 1 Days A Late o Leawe e P i
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18 & Clotknd n
My Attendance = P W Lhve S i e
Cavaat Leave
—
TomMows ® 0 A WA Skklen
14:20:02 i
Matarnity Leave
Compensatery Off

My Attendance (S, F02:003)

My Attendance Q08 Ro&dnwd, 8s 2393, 83 3on’b =3y 03I)u3e £,e30°%Ed3° B0edDIT.

ePROeD0T Toes® BF [0d

1. Punch In (©023¢ 97°) 35° 3508 (e 0023NBE) e953ed0 R)e3TE) ).
2. eRT0° Bedwon B9edH0w 2DHB) J¥S, e ed.
3. 38, 31D 3 Re3OR.

Fozs® 38, 3y, JPBR0BR LLOYVRIT. BT &eZ0HE, Punch Out (Fozs® Bes) 35° wnB.
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. - Hoha dashi
ﬂﬂgéﬂuwel Q. Search features. L] m B N oo
My Dashboard My Attendance  Apply Loave My Paysiips My Profilo Halp & 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 §7m 128h 20m Oh 00m
14:20:20 — Thi s
00 OF B M sy targt 000 &5 M wey tagut 5 0F ma M
a o A
o0 AM Ll At
L Ao perei] QUICK LINKS
T S— R '
L] History @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Saitie tate Sans Check In { Eut Late Production
NS 18 et 2026 » PRESENT 903 AM o Time @ - ® 7
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
N4 £ 15.0ct 2026 = PRESENT ©n Time @ wiieN ® &
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
NJ £ 13 0ct 2026 * PRESENT On Time © sH20M & y
NJ £ 12 0ct 2026 » PRESENT O Time @ BsEM @ g

VIHBOT J0ed

Attendance History (023008 93%033) £39,25° 3,8 DTBIY, 83, 3503 6023° BN,
PIT TIBR 208, FFOHE), FLIY, oerden &3 HIW BedS 0TRE 35° 3508

Attendance Details

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours

PUNCH INFORMATION

@ S03IAM  OFFICE

VIJAY SALES
KaroL BAsH G
o v

K:lv‘n‘r'r;Mn
# o
Auni T Gaflar marlﬂo My
b il e ) RN
FGoigle j i

e

TF/10-0,0:5%

3T 8 Fo23® TOHBR
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1. &3 DIB B0 TI® FT° 50B.

2. Request Correction (3c)m& IJ08Q) I€), Punch In Time (Bo23® 9x° BH0D) ed3)
Punch Out Time (&3023° 23¢3° Fe303) BRODR.

3. Reason (3238¢9) SRR 213y Submit Request (08 IHR) 33° =0B.

AJ03 e93eerdRMoN A 20HIW. BT 9By, Regularization (SO[BE) £39,25°I€)
€39, B° e300T3 8. B0es"-Bes® e BINE Missing Punch Outs (52e30350@ soes® Bes°ried)
e98303>€) &83,0350NDZEI, ) de)cde Bo23® AW BINDMeN Request Missing Attendance
(3oF8035300 Ho23T8 DJ03R) AT.

Apply Leave (823R eos23f)

Apply Leave e9803€), FP830> Sed, 328 2508Mb 203, 3,8 dF030 By, 3>z 3.
9233 Apply Leave 35° 3508, Leave Type (32303 @3,300), Bx008ned (e953z30 Half Day, esgde
B e30d), 508, F9Ted BeDR Y BYTHIT. Vead) DoBRV0I TR, 93 eDTHZED 95330
30:,0x3¢0.

My Payslips (S8, Se’isssrnied)

m
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My Payslips e9803)¢), 32300) 3on%d ) [RESRY, €303, 08B NPENLD, 3RINR 2H3I) S
S50RT A[NRR0DN 5023303500 ;3 F02PIY, AerITYT. HI20T3, NPENR, RN Iy
e930NPE) N3 333D RPREIE BeQyH® SBoden View (30eB) 33° 3508, 0y, 933y, PDF
esf @23 00wt Bk,

JllReALTIvE Q. Search featixe . : EEEEER o ¢ Peves
b LTy ——~1 9 BT

ST000)

@+ My Dumoa » Fayiiy
@ Payslip Details @ Hide Annual CTC & print
View and downioad salary siip

PAYSLIP MO

ST PN-FO58
Mhonth; Septamees 2036

Generated: 18 Ocisber 2038

R =0 o
£2000000  FF Emploges ¥2,850.00

€600.00  PF (Employe) (Excused *0.00

new000  Es 10.00

H2W000  ES:iEmpiay ta.00

MSS000 ES(Employer) Exctased t0.00

000 Frofesssoal T *200.00

Total Earmings T3B,00000  LOFDe ¥3,800.00
nnnnnnnn ¥6,880.00

o1 Annist Cost io Company (CTC] 4,56,000,00 11+

My Profile (S8, 30,53,0°)

My Profile s3,03838 Om0reb, 33 @BTR s 239,05° EP&BabY, 2,053 38 LedIIS.

Staff Khata e%w—ﬁzfe?o

230023,05° e3e0° SPBCON e9tde $ee3vRPRY €938 2JedIeFe erd3es:

Mark Attendance (023003 MHdb8): 8, 3), FLP30h1R T0es® Q° D), 2e3°. e9e301
a'iraz%ef 202307* e35° NGB, 20BN €933 IR ANDBBITB Realtime 2>030€23:63,3°
DI, 22PDITB.

Attendance (302:003): 8on¥ 59,B0B@0F. 8025° £3z35°B° eIy 285°-9° JP3, eeren
DRI, E39,T° 08, ) T, SO[BTen Request Regularisation (SOmEBBen
QJ03R) €39,e° 3B,
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Leave (323): Rpeor B, 953 O 95350 D003 E)_c)asc?:)pﬁ e923€ DAY, T, AF030H R3
[ReR.

™

&39&° =0B.

Payslip (3eRz°): 03e3)de 3ones), Seeld >3y Download PDF (PDF @xfener® e3508)

Claims & Reimbursement (%wﬁeﬁo D) BHHz00e33): DS FReeedne ez PDF
S001 Bwond esdese 3233 ﬁe}dss 3. 9T ), e903ReI3MoN Advances &
Reimbursements (S»on@dnad d) @Hdh@ez3dnad) S€) 2233,

Profile (S3p:8,0°): 0383 b eviaenad S,

8:55 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

Bord: 2303,0e-30N* e33° NPT, FPBTD 9DBIT ,L3e8Y1 YN #3598, eg&°VoT3
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L 023" FPEBIT. Ho23003 AOHTINLD B B23ed T e Joed.
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Journey Tracker (esta®-es=¢)

TR*: Journey Tracker est®-es®

Journey Tracker B503)¢) & 350E)a3 &2)00MoN: e35000e3 23ee3Nn%D), B[O, Fewso
BONY. FPBOD B, B3NP, Staff Khata :0230° e9,:50°3€) wodO0F3, 23) e9e3h
DD, D) AoID 2P NI LDE =3BWA DORVTRY, Aee) 3325° e3° V0T J,0edrYeDd.

.
TS 23ed: Journey Tracker o380 eSTP-e35° &3N3, e, 8598030€) e3T-e37° 3,03H23903

So3d=3e Journey Tracker e @) Be3onne £39,25° Foe80Ze3. BRYS 2339 Billing &
Plan (2&on® 3) =59~°) Sweel.

L

Journey Tracker es=® 3508

A, 30T ABIY, PTeN 9,C0PNJE3 2307300, FYPETNRD DY, 2300 CIAVY g@ﬁd& BT3B
DO BRODD.

1. Organization (Jos) — Company (303 33° 35 8.

2. Company Settings (30 Se3onensd) ) Journey Tracker €39,25° S380LO.

3. Enable Live Location Feed (eéjas 3@@ et B3,0DNRPDJ) e37° 350&.

4. Location Update Interval (3% Scdez0es €9030) 93y, 350m0nPe) Sepd. 85233
30@RIN B3, FE0BNLD 235xNIA.

5. Save Changes (20T30e383nR%$:), &0dR) 35° 3508, AN "Journey settings saved"
(B,035089 Fe3onenLy, evPTVeINT) SoedHIT3.
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Liaee 0 Search features neK JI Branch
'ixm\m 4B Al Branches

P Organization Time & Loave - Data Download < Reports PP
‘Company
] Autopay is mactive. Set up sutopay of choose a ona-time subscription payment. Reyview biting
Company Settings O Reset
Manage your company peforonces, attendance rulas, payroll, and policies

Journey Tracker Settings
@ Configure ive location updates and automat

Enabio Live Lecation Feed «©

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

AUTOMATIC START APPLIES TO

abied, Employess £an st e All departments
You have unsaved changes Discard
Jegone D O B3I

Enable Live Location Feed (S°  J?803 5,030 S30308Detont LT 3eeaTeands), 330313,
RY er)

Location Update Interval (G SYRE® DY, 2300 3R, LS, BLLSHDIT, 1 BoB 60 FBorbrizd. 5B
Sedes0e0 9033) 9030N%L B23), 259,830 D) B2 Beesd 0PI,

Start Journey on Punch-In (S023¢-  FoB0D 302307 e, e°&) 0es® BR® 30BN B,0350£053:),

YRR, ,0350€9 e380DR) 3,0302303e30M 239,80DITI3.

Automatic Start Applies To All departments (&7 )23nN%), e953me Selected departments

(F,030 €38023 €9:3,035e3mHHT) (2303, 3BT 2INNRD) 3598, BT Bsniews §;0353 3,0350e9
9,80DT0I.

=0dsee T80 (2T, el es eswF)

1. Staff Khata e3&°3 Home (sS3wade)es) c%gea%e% Journeys (3,0350£0M%D) €39,e0° e3008.

dezd) More (ag3@),) — Journey Tracker Ry @enzdmmd.

)
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2. Start Journey (&3,0350£0 &9,802)) E39T° =508, J033 cg)@eédeade?q Done (mﬂad)
&39&° =008

5:20 Ti
Journey Tracker
€ 4 O
® Ready to start Online
JAYPEE g
e ST TUTE O —
9 INFORMATION
= TECHNOLOGY
L]
SECTOR 62
&2
SECTOR 63

® Ready tostart

< ® @
0.00KM — 0
Distance Duration Checkpoints

[> startJourney

Journey Timeline

O

No stops recorded

83N R,80° On Trip (B23933€) ) 0, ¥ 0DHTIBNS BT, 930 Y 235500 NR PN

[

30eBRIBT. e5,5° BISoDATI BPer® 3, FHRRY, SLDEHISE AIT.

.
Terd: e3=° "Battery optimization is on — tracking may stop” (259,630 e38)3)R3e87° esn®

€3NI — €33, BoN® QT Dom H2DIBS, Fix (VOBBY) e333° 0B HA), DI DeB.
BO3) a3eTRR 239,30 LVITeD SHrYE TV, VDTS, AB00W ene e, 9030NRD
VD30I :3.

L
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",B30 209 2356z50000083° LebR

235520 0000€3° 2,003 VENNBODRY, TNDRIL: 9D D), HIVAVD &I 03503)c3e DeFND.
1. B3a "3 Add Checkpoint (255°c5000083° 5e0R) €39,55° 3598. Log a Stop
(Qenncd Dedd) Bees® 3B0dNZW. Ve, J¥ FoTeNade oriEyHIT.

2. Add a Note (Optional) (&3z3£3 5eB, £237) e9B0ODHE), HTCWSd Dot 253D,
TIOBTEINT V€I) 2NT® VR esBeTE.

3. DR, BReDNK earae Ppeednenyy Jeden Attach Documents (DSNRPRY,
ONn3Y) e3° 3508. Take Photo (Fpeedne SrIAWO) esgdese Browse Files (Fo niedlsy,
2390° 3508) es0d), oed.

4. Save Stop (Qenndd eudd) e39e° e3008.
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== ey -
Al =L L
520 uﬂy MQWML

=T
e el Wil T=gnilys =45 |

d lanrnau Tramlkar

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
IPg o
28.7KB

=,035050 SHAR

. 3R BNwen, End Trip (23,2008 S0NR) E3,&° 3508,
2. End trip Qot3 g3 Be30d. 33,0359923:), 0NRT F03T e9m3=, 0t30[EN TGk,

=,0350€953) e9TT aNE, 2083), BRT &3 3,3 DeNNE03RoAR B2 BIZR. F2FCD 00

D3NS, More — Journey History (23,035069 93%0x) e98303)€) 0BT,

X)daé 30@63& e%a‘ esfl el (esaéas)
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1. e hIIE) Journey Tracker 35° 3508.

2. Refresh (83,2°) 35° c3508. 3,:503B3Y T3 )T Live now (831 Be3°) eaBiode)
Toe3039.

3. Journeys List (3,0350e0n%} ©83,) I, T3,03 3,0350083 B3z3° I dB0den 91T I 05ox°
33° 23R, BRI ro;e}ﬁ%b 205308 IF FPFCTY, &0230DIZ W, HB2INRBE) Activity Timeline
(2383023838 €33r°e30°) THZW.

HAYPEE
SO s ST e |

& Journey Tracker @

* Rucording Online Bahul Verma
o) N & e N M @D X

T —— Rt Wy Tk sy

0|
] i
!
i 3 [
T
| i !
. 4 = 18 E j 12 <
. ' ; i
Distance [+ o 1 1 < : -
"" ...-I f? i B e :
‘J‘.f : : et elal :
B EndTrip S o ‘ ‘Z ; ;;.

Journey Timeline

DTN, 2,0T3¢ 230071} Feren, HedT werNETha3 Live Locations (S J&ried) 3z
3508, 91 BEBBA D B,3 FPFCTY, 20083 IFOHE) 30eDDIT.

,0359£9 AABOT [0

1. Filters (£,0°1%d) e9B0oDe), Today (Rowd), Yesterday (Js3)), Last 7 days (393 7
BA[NLD) e9idae This month (83 3oried) es03), 3508, e9g3es0 X)abéde From (90ad3) &3 To
(B3R) DF20BNPRY, BROAR. Aed) 2,2), FPFCTR, €303, FTETOT).

2. eeiad sotetenieb Total (2.83),) &8,0350earied, Active now (851 &3,03), Ended (&30N33),
Distance covered (3,03 Ge3) 23y Avg. duration (J0e0 €9z38)) S0edI:3.

-

3. WEZODRY, ©),0° e3wEen All (der), Active (B3,03), Ended =33y Auto Ended (7,030
SN €39,20°NFRY, Y T, O eers® 3raren Export (33)) 22%.
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4. 033953)t3e 23,0350€9%3 BEJR 2TIR® 3¢ 3R YRL® 98023 ) BNTY0D THOD, 2083,
Qenndnied, Bed &3y Journey Timeline (B,035¢0 £3e35°3,0°) B0eDDIT: 3,3 23003
D) B3 dend, 9t AR, B SBAD 02NTSR0NA. 235°a00E3 RR 2333
£33 £803RY, B0eDRDI 3, B) VNP, SBodew ey attachment (ond)) 3z°
S30BBI.

o Journey Enced B Route Remap € »

Started At &
-]

Ended M
2026, 03:2H32 pm

Toaat Stop: Distance
® . 2 ama0mm
- fr—
Er— mem 0111839 pm
oG $rllm
= Journey Timeline
T
A @ Tracking Started
Shairaa i, Secior 61, Mok
.
Drive = aghmn

dnrisaﬁ:igl d)daa"ge =308

1. B,030e0 @YRORE) View route (3vorte 300eB) 35° 3908. 3,8 Qenndn Koal el e
RNy, SFODE) 2330er1ITI.

2. O[BIY, DoEje 3eren 53¢ 203, 1%, 2%, 4% e9i3es 8x 3enz3Y, es0d), 3 8.

3. DedNII)Y BZTH0X Seeden 3D Mode (3D dne), ) evmn® Seeesss,N Satellite
(evzn®) 35° 3508. Reset View (3oee3 eHhamnold) SEoDY, 038, 3.
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Rahul Verma T
2 201810~ 21 - 5T- 0001 o, ResmtView (@ 30Mode X

B Activity Timeline ® L D %l;g:a?
2 g '5‘_
O e—— P et
Shaema Testoes, Sactor 83, ol
§
i) i 1 J e oy @
a7 Drive a8 | 3 !
Taanisi i ] x C £ [ : .w"’f
wnTy e / PR ey, o
aeaz @ o P § it e
- e e ir anngn wagan i gt o
tber 7y
§ i v
e Vet ¢ e
oy P S

o

......

148
L o i \ MAYUR VIHAR 2
V855 dom < 0 PHASEL ]
ey By &
o123 @ - T&ﬂ-‘ § e
- harr T, Dactor 63 Wiy i 2 T e i
: i - e Y ”“1 ‘1 ik R
*
ot %, - i t Fapbound thornicn  bap Dota G504 Goanfe Tt
WS @ o177 pm
m KOl I Zx ax Bx | @ kew wan | 0km

.
ReDHRR: 0350008 e SN[ SHBBT, Aesd) 23,035960 T9R*A0T ITIY, BOAT2BITH.

Sddng e g3, &,035eari%d SozoNode 3wedBeg T 3y Auto Ended oot
3,0e032030%D.

N
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Pro HRMS (esta®-ess5¢)

9x¢: Pro HRMS estes-es®

Pro HRMS &02300303) 32373 a3} 23e3003 HR €30e51e3:), 5e0=0313: 30N e, A, 3D
T3S, SPTO N, 3, €3, Bon®, Dedried =y oo B A Manager (59,:5e20°)
003,339, 3eDZT, &eroN 0B 3naYRBD e, [T, Fozde JeldE Y B

TR® 23ead: Pro HRMS S0m33”3 estef-e37° €3N, A, 859803>€) e9tdy 38,0352300 SodTa3e
9333 &NRLD FedDI3. B3 23e3ndmN Billing & Plan (D on® &) w9°) Sed.

Pro HRMS 2aba3sdy, ®zdd

e303°-e3R° 3,030e0003 S0ST, 98,7 Py 3359ReTNRON 2eD Te303€), Hdy F2BTT
DRI Pro HRMS 2 5030333, 3¥NS de)edp €3 eHed3:s.

30.‘%03) 03’
BBe3Edreh, mp3nd Sy, e3230BROMN Bo23deon Reed.

1. Pro HRMS — Organization Feed (30&-”%0:1) &ecE®) 35° oB.
2. e, 2595538 €3;50° 3008, #3005k eeSY, ©ndSen Photo [ Video (Rpeedoe [ dedodn)
33° B.

3. 03593 Jeerdedesd 0w e303), 23598: Everyone (2e)3n) e9gz30 Specific Department
(QREF, d25oN).

4. Post (3eexE 23508) 35° 0of.
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: Admin
£1Ar I Br: i
"xw\m B A Bamrichas. ot
Dashboard vico Sotup - Organization < Time&Leave -  Data Downlosd - Roparts RMS ~  Accau Holp
‘Organization F ted
5 Autopay b St up sutopay of ch one-time subscription payment. Rarview biting
"l Organisation Feed
e Compan
A Welcome (o the team, Neha! F: Our new HR Executive joins us at the Delhi Showroom, ‘
aaaaa
B oo /visss @ Everyone
o o
B AR @ Mydepanment [ Saved 9

B

o posts yet— be the first to share!

PBO0H BpeTERTRY, 655 SRBRBRT, F930063° FRBBED T LVOTVBD.
Celebrations (es23088Reb) 5m% QOB sy, BB ReBLYITh By BOTT
TAEBREITrU), SeOIT.

=022
godod Sz (Org Tree)
03593 033901 &33B) 3BT 02Ty, Org Tree 80edDIT.

1. Pro HRMS — Org Tree 33° <3508.
2. Create First Position (drado m@d da&%) 35° VD] (5036, Create Root Position, oo
TS Te3R).

3. Link to Employee (323001 ©0z° 235%8) e9803>€) SPFT0Y, e303), 2358, So33 Position
Name (TRa 83D), Department (zson) @), Designation (s0c3) 20020.
Responsibilities (23:502390r%b) @) dpeedne 2233,

4. Create Position (9= 023%) 33° 3508, 5333, $¥e30ade30N 238-en TR evee3 Add
Direct Report (3¢3 =SCOMaCCRY, [3edd) 5% .
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Qecd) FezB 2338 TYRE) aedadeNade Qd2BIT. FPFTD F8esy My Org Tree (I,
RBoFad 3g) 9B0HE) Jeerdas.

emc&razseﬁ S=der rich

1. Pro HRMS — Job Referrals (enddpent Ssderrisd) — Add Job Opening (eutdnenissszos
5e0R) 35° 3B,

2. Job Title (evddngent Beaed), Description (Je3083), Location (3%) ebdy Department
SRR, So33 L.

BT B, Job Referrals ©e3nd) 8308 TYRNLRY, Joerdzad 3y, 301
20230333V, Beed3ven Refer Now (83t 8H0° 3508) 35° 350t 8. ead) View
Referrals (85300 nYR), Soeld) e9B0DE) e923 BENHY, B0BedD, ,30302) 3=y, Pending
(2398), Hired (Jezy3rnond) esgdzse Rejected (355@3) i SO3eD.

zs;aoaa 3OIBT e9Tcr3ee3 i)

P83 Submit Today's Work Update (20803 0003 e95°t3ee3° SR 35° 3508, 3953) O
B30T S30BBD 0w DBODIYT. BT Y WO TIR DT e9e3ees*RY, Pro
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HRMS — Daily Work Updates (23;800S 8000 e9m5°t3ees nizd) e9B0De), B008 95330 SP803
2,B90 HQ0° 3508 J0errF3, ) 9B, Export (3x),) 35082030,

esdynd
=0
BOTAOD) IYFEITNLY, RWPEVTIXD 21T VST 3303 23ree3 Ao Ay,

1. Pro HRMS — Assets (es3)n%b) — Add Asset (€3] 53eBQ) 35° 23508,

™

2. 2,00 BFITBY, e303), 3508 (&LTBTEN Laptop, eeesom®), Asset Name (esgod
BJD) 203 Serial Number (Qedoder® Bosl;) S3uedd, e03) evdd.

3. Inventory (tomaRb) =e3,030€), 3803 aree3 Assign (ARDZJRY) 33° 358, Select
Employee (523003, e303), 3508) e9B303€) SO3TTRY, 30, 03y, Assign Asset (esd)
AROBBR) 35° k.

3,3 e303» Assignment History (Qn® 13%ax) 9e3) 8030, SPBTD ey, 209 HAT
D020BRY, My Assets (I3, e31ed) e9Bade) Seedrsa .

~e3 a3
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Pro HRMS — Policy Documents (de3 moade3nisd) = Upload Document (woade3 eszfedsoecs®
S508B) 35° 35aB. Policy Name (Qedodh D)) =@y Policy Category (Qedad &3ne) S=uedd,
SR, %@6 e303), 2358 (PDF, Word, Excel, PowerPoint esgdzse 233, 2 MB &33R). 32300
Qe30, 8B Acknowledge (R38 QeB) 33° c35omE T, eH3) 03503 )83 VeBTIYT Dotd
eI) RRETBIBIT.

HR 2302

Ho23008, 523, 233 2D, ¥3T HR dzmohnie 201} BZNROMeN JSHe0d B35, B3 Raise
Ticket (£3863° BOR) 35° 308, WOD, 30 2D 5 FFO NPB[T FedDTYS. HR 3y

298, PN exy 3883 NPy Pro HRMS — HR Support (HR 230200)) e98303¢) S0e@rs93 3)
Update Status (&8 3)e3dd) chwoes e9cdhnedidy, Open (333), In Progress (B,1803€)),
Resolved (2030:3e30Nd3) 23y Closed (Bw230Nd) Bo3ne Sweers S0ST.

-0

03598~59,330 aimasiezsc‘ =58

1. Organization (Fos) = Employee List (SP800 3¢3)) 35° e3508 &3y, PFTOR, [0z,

2. Employment (eudnent) ©03:33), S8c System Role (&73e35° @o8)) e9:3y, Manager
(09,3ees0°) 1} BV,

3. Save Changes (230=383N1$Y, DY) 35° oB.
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Lt Acd Employee
5 Auwopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
° Edit Employee « Back to Directory

Rahul Vesma - 57-0001
1 Personalinfo © 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 Gl

Sttus* Office Time Policy ( System Role* (1

Standard Cffice Policy (Detault) v Manager
HR & Compliance
Total Experience EPF number () ESI number ©
E rvious Hext

03393 Reporting Manager (388 &350t e359,:3e230°) €3 33 03Nt Bee e9:38e)00
09Re20°N 0B, B,3 30BEW VWG Employment 3033€) 9B, B00D.

nabAR: System Role 3 Manager esod, Pro HRMS 3,03)a30Nm9nR 3508, 30e3-0303.

abazsﬁezﬁcs mzsﬂeﬁ

59320 Fo® Q° 2350BeN, e9:33) Manager Dashboard (e3593e2s0° my@edness) 3
3e0)393. DDIIE) FI) A3:

Re3 S5a,Bezsosrizh e9d) D o33
My Team (=3, 30%) 3R 0B rE HePRe, B, Fe0T B908 b3 AIC3PBA
eI 3.

Team Attendance (3033  30@3 FS00R T2s003 2D W03 NYRY, BOBeDTZYT, D), F022003

023003 AR TR DF03INT), B0BeDT3Y3.
Team Leaves (S0@E3 3033 02 IZ03M1HY, BB e930eBDTYT e953e50 30,0:-0393.
323ned)
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1|!ﬁ__§-qL'NM_E Q Search features. L] ¥* m Q R,m‘;‘-'“

Halp & Suppert

Mansger Dashboard  MyTeam  Team Atiendance  Toam Leaves  Pro HRMS

@+ Manager Dasbooars My Team

My Team

Emplayeas who report 1o you and their detalis,

| O Mewmss semve wACTIVE g, Mwsamns
o 3 100% o ' RO0o% L TR 0% &\ 05 0%
Team Mambars i £ Refresh Q1 Search team members.
Empicyee Designation Joining Dt o
Amit Kumar Machine Operator Sai
A riooer pesving 1 7024-01 08 PR
Suntia Pl Quatity Inspector i
oo s 720221121 e
Imran Shaikh Maching Opésator
B oo cEhERAL 220250403 TV

Neeameip? % Support: +H179BI0 71270 S Helpior +91T0S6 700540 Emai wppon@aatichaiacom  © 020 Stalf Khata - ARendance Control Platiorm

023 3030, 93ReDD

1. Team Leaves 33° R,

2. Leave Request Details (323 Q308 )e38n%d) 38odhen 30303 B £Z° 35° 350B.
3. Approve (e93)23:0eQR) 33° 23508, 9530 FoTeatdpol} Reject (38:,09) 2.

Leave Request Details

Amit Kumar
L

STATUS
Pending

il
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3231} a359R3e230° =308 HR 9298 e9=0a3,0ec330300 236, e3093ees0° 9x>a30edw 3083, HR
90333 93T erdESBBN dJ03 "Approval Pending from HR" (HR Qod e9drz3eed
2398) 0ot 0edIR. BB 035300EUR 3TT,OIB3, T2k 3T, SexrdIi3.
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TRRtrieh, Dons shd) 2302w

TYR®: DY TWIRTRD

A, TR IR, &) Jerdededd, Bert e9zr3,eTe® 390T823eB), BN TSR ARV,
IR 0etE® 35rEe3eR), 23 THaOD Bert Br3odre3edd Ho2NTY, B3 90 0eDNIE. TY°
209, Jeerden e3) e9mries® 3rien Admin R 353, T,

D, B3 TIN® el
-0 (3]
Qe TR YLV €3,030° HINY TFoa3 ;030 0dsecsonerd e heerNBe) SedJIYRIE.

1. 330D 200239NBYTHI T 259 35° 3508.

L/ s1arE n Admin
EHATA - & ADMORST!
Dashboard  Device Setup Crganization Time & Leave Data Download Reparts Payro Accoss Control  Account Halp & Support
5 Autopay is inactive. Set up sutopay or choose o cne-time subscription payment. — Ravewbil ng

P Welcome back, Admin!
P suncay, 16 October 2026 - You're all caught up! No panding actlons require your attention today

% o Atsant io o (<] L
i i View detaits Recent Punches
@ Sraricnes 2 @ wage
- o 5 s et $uM- Pﬁ_‘ﬁl_
it =
Mo Ll B el e % R = S s g =i
....... = e * 0808 Kk
o \
) e e S
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2. Manage Subscription (2300000008 e3edd) @)e3 SBA3TE. 9t e, TR BID, 9T
DR, WPV D), TFINPRY, e90HIHIT, D), D&Y, £3,03e° IR VD3
Q0T Z0e0ITI.

3. Included Features (5e00)e3 §e230°71%D) e9B3oe), A3, TYR® 2BNRPOBDS T3
3B €9, Veed) Berddded, evtemTedni Attendance Tracking (Fo2003 €39, Bone),

Shifts (&s5nied), Leave Management (822 dz3e®es), Payroll (c3e33) a3y Employee
Login (J9333 o).
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Data Download Reparts

e Manage Subscription
Bamng & Plan

Growth

@ o) @ 5]
ance Tracking sifis Crganization Setup Reports
o] =B ] @
anananan agement Holidays ayroll Overtime
®

nsDbAR: 15 OING 3,039 FHODTED, D3P SBDTHIW. £3,03e5° J033 e, 8593 es302)3
DR 0BHZE, DY Jeed) 93T’ eI RON FY) 230X 39F° esTRITBTD.

D), TI® TN, eTe® 3308
Q1 B2, 2PEWITR, 323), TIFSINLD e9T3eI0 LT 3T €230 23eTatoan e9e°13,eta® e0a.

1. Manage Subscription S¢) Browse Plans & Upgrade (1), 30ed a3y eomriec®
0oB) 33° B.

2. Upgrade your plan (a3, s09° e9m°ets® 23508 3,8 s09® €933y, @913 User limit
(09503 <8), Device limit (TGS <03) 3 e23TNRPNN €98,:08,3¢) 30edDITI.
2,00 3R° e9:3), Recommended (3598 &5@eNG) ot MHTHATVLPNDIT. Sersd)
DY) Pro HRMS e9i3ae Journey Tracker So3® estas-e371%d 5e0ZE3.

3. AR 23eBor3 WIS 20837° FB° 2008, e, TRV YRIE) 0833° Manage or renew
(VB 95330 FIeBOR) esNIT3.
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-nllﬂ@f‘tlﬂlﬂv@ Q. Soarch featuros L] @ Al Branches v
i ) o - 7 -

235623636 [PPAFNPDD
235°2363° )0T3,0eR3E) V) VeINTPRY, 303, oBT.:
esody, ezd DD B3I
Monthly (e350838) Qez3) DTW), 2390 33D YeD.
93z Yearly (50&e3)
Purchased seats Q) D, WPETITON 33D, BN FeehEodNndRe 23R AR; e, De°
(00eDRT Reedniad) Qe DDLDAT ReEINFRY, 2.8 PRYZTI.
Add-ons (esc®- A3, TN BB Pro HRMS esgdedn Journey Tracker Sods 852330

eI, 8323 3) SOITBRTIXL.

Autopay (esedesde) 23003RE) 38R e00QB YR, o= DBVTNPRY, 208 ST =3,3
30N Fees0TeN QT e 23508, F,0300 SeIeBTEIIQT 2,05 239003
B3N YT, e3¢ 3508.

Order summary (e3s@c0° 00008) GST 3eB038 Jezd) WO N 938D =) TWod
Se)e30£00 9000 00N, 933 2283 33° 23508 D) RITZS W3S J0TERETE)
D933 FPEFETRDR. B3 23839 Billing & Plan (D& on® eb3) w9x°) Ssed.
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DR ANDZB 23R8 30383,08 B3, estdneie 230, €3 Tore3rte) 235°23e3° SooNade
2,03 239003 SR3R wBSIrHI3.

D on¢, estdnesie D) A0 RV, ATFDR

1. Account (s503) — Billing & Plan 33° &3%8&. Billing & Subscriptions (2&on® &3y
23000000031 R)e3 383NIA.

2. Current subscription (=38 23003003008) Q) T[RF, esedoesie esx® esNdode, A,
Purchased seats =3>3) 33,03 20%5w000), Current period (2,3 e9z38)) &3y Next
renewal estimate (S008I 3e30e0 900302 SedDII.

3. 2338 @R smwenen Change Plan (59° 22B3€001), €953z39 BN0RR 9z3HN 00e33TeN
Renew plan (@9x° S0e308) 33° 3508.

4. estdpezie esm® esNIT, 9B Jes3w® 3ecden Enable Autopay (esédnesie ©3,00RR9R) 35°
508, BoHR 233RB DONLD F,0302308)339N BoNBEINIE308 Aesy) 2,08 BEY
2930, 9B IR RVBeD.

5. Billing History (22€)on® 93%033) &@3,8 09330303, 2383, e350id3 3. All (e3), Successful
(038Ry,), Pending (2503) €953z Failed () @508 &@),0° 3508, 95339 238308 ID
eI JRI DT BWRB.

6. @930 PDF Q%3003 t89°e30ets® s350men 0dred)cde TodE) Invoice (¥xe50035) 35°
Sl.
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ullRenunive Q. Soarch features. o @ Al Branches Adm
Data Downlaad Reports Payra Accass Control  Account +
o Account
3 Ausiopay is mactive. Set up autopay or choose 8 cne-time subseription payment. — Raviewbim ng
Billing & Subscriptions
Manage your ALtopay mandates, active plans, and billing history
Growth  Asnpay inactive Ty
Month BAng tenms
Billing History © PN T ——— ABS | Successtul 0 Dending ©  Faded 0 | £ Badresh

BOB: I, 9 @°20er S e NBOTHE3 esednesse 23930°3 Review billing (Don®
202eR) 2083° e9t3e R)e3TY, SBA3IEI.

A, 2300390008 9238 NS, Subscription Inactive (230w0t008 A&y, o) Tocded

)

39,@°23,0eTee €933, SB03NTT. 3B =3e3eBe3y, =H3P wrdaden Proceed to Payment
(2923318 BoH[OAWD) 35° 5ok.

Ra00d TBALD THd) 38636 AL

1. e, LRB;° 238, 35° 358 Help & Support (J503) 203) 230200)) e303), 358, 95330
2R 03 2>023NBH e Help & Support 35° 3508.

2. Depnaddha3 Contact support (230200)e3:), ToBBER) Jed), 30290 Fosd;, FwaadI0ed
D), Adeer® 300133
3. e38e3° I)Tew, Raise Ticket (835e3° IOR) 33° oaB.

4. Subject (d=od) FReBR 3y Description (D3088) S& SeHIJ;0DY, 30X

5. Attachments (on3dyrish) e9Badh®), &,ex°2es°T03% 5 PO NFBA (JPG, PNG, PDF
e9g3z30 DOCX, =3,3030a 0 2 MB) Bed=320500.

6. Submit Ticket (é38é36 JAR) 33° 3B.
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Raise New Support Ticket

Ay, 35e3° Ticket ID (€38€3° ID) 03,0080 evd=e) @3 ehdy Support Ticket Log (230200
£33€3° 0o I FoeIDHIW. sheennd sote L Open & Pending (333 03, 2503), In
Progress (@31803¢€) ) =@) Resolved & Closed (2003 &h3) 302303 e38e3° Ry,
DEFDZ33. €38E3°R DSBTNLL 23, QBODRY, Feerden TR, 35° 358; 48 Open (333) dod
In Progress, Resolved (230%0=e0Acd) eb@) Closed (Bwe3eeAcd) i a3

Cloge
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nzbAA: Help & Support 383 n&y, Admin esidese HR S1393. S2303d 3
3ReRTTIR 30w I, BomA0DH Admin 229 JFHod Sewedesd.
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FAQ s Risto, a0

TYR®: DY TWIRTRD

M,BBD 23N Fewda3 BBNRIN 03 evgTried. Az, B ad) WPV, Help & Support
(R0 23y, 230200)) Dot €3563° TN (SRR, &) on® H3) 230200 30el).

Zoe3on® D) FTFINW

S230D B, HYPERTA0T T023® AR® 35oren TogkrH3e)

Qe ZHemn SOBedD:

1. e930R 3o Hoes® e3¢ esNdode. Organization (Toj) — Employee List (SPs30
283,) S, FPBTT TR 2D ST 202 wo2s® e esNt3ode Dot NBBBRIBRY,
eord) es5® e3N3T, eg@® "Mobile punching disabled” (323> @Boedon® :f)c?&é)ojoﬁraoﬁéﬁ)
Q0D 30e0ITI.

2. B3, cHd ariode. HBped R JW Jeedneh e33¢ esNdelemd @), Staff Khata eseord
T 93 yTe3ed.

3. 9B 2odee-BIERRFR ArB0de. €930 9RHBIT 24T BPTNTYTB Dot eg e
DT3B, 92300 Fe3edaor Sr0230 BPIBA W3, Organization — Branch (z9a3) 3¢)
Bo8303 J eI, 3,243, B0eDR. ededer woest Jnel.

4. J2308 DoNR® A, TR Sedrdode. FPFTD S, e NP0 3 N Fo© Q°
00E3YB. A, WYRRE) FBTCT NS AQNTT, €9:301 "Employee login is locked"
(FP3038 ©0N° ©05° e3N) T30 3.

20030033)£3,3° TR e35°3;5¢ Dotd 30edIT

030383, DT 2P V0e33e e [Iode, 2Py BT V30 )WY, Device Setup (TGS
Re3=w®) = Manage Devices (Rop38n@R), d3e&R) 3 How to connect (Roz3e 03
xert) e9B0E) 310e01T08 BRoDTLINI03e Dot w0BeDR. adred)tie 20T3e3EB03) F03T
03>03,e3:3, OBTT,BoPR. 9T e3H°B° eSNTIYN VMBI B023 N FITBREHND;
0359e3)E3e BR00B &N NP, SrichBegen Data Download (deeso @zl nes®) —
Download data from Devices (So@33n9or tdeé3n toxedners® 3508 0%, 2203/0€e3>63 3¢
T[N 3ed.
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BOB: 8°GR° FIN 27} Sgee 3Paden Organization = Company (o=) -
Notifications (€9R233n%d) S€) WhatsApp 02388033 ess® =358.

03593 2003,0e:3835° TFIND 23020933oN3?

Bez3® Realtime 2303,0ee35° Top3rieh 3503, 933 25, ow°ried Staff Khata i
BOBBENRRYQYRDDL.

230D H023° SBHYIV i3V Bhod SN e9rdzso FordadeNed

i3s3, Time & Leave (K303 2v@) J23) = Manual Punch (8,035%3 023¢) 3€) SODBR,
e93e0 Regularization (J[0=B3) e9B0DE) F2BTT 3THHA D[030HRY, 93¢, SodS

T30S ed.

aodrieh shdy Bs-ans

5% TOT R d)6adae£

RBos-an® 2)e33e) Forgot password? (o=t e08800?) 33° 23008, A, FOTT wadees®
SRR, 2HFY AN BREAT Ber® 9DTOR. Wpeas BoINw Fn® 9w eHdh BRnde
©oA® SIS

030D 3d>é TOT I 53636%8

Admin 3,3 SP300Y, SeDEN €9538 30N BTV, BT TV IEE BLODTEN
Employee List Qo SP330R), 50508, 95330 OBV Se,t3e Bedreer 3ol Forgot

password? 2080203.

S3N %35-9965 &ews® 20809

&3s300°MoN Fo000, 3033 Resend Code (Bpew® 03 3xb&D) 35° 23008, e, T, F0° Hpee)0°
202eDR, Y e [oalt SMS 23330dre ot 23SHBRIZNY,

23030, BeR 2BPANTTHT?
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A, WRYO® 38, — Language (250=3) 35° 23508, 203 55 2oxnDon e30d), 3508, Fo® A’
00T 23003, R)EIT 2D B30 TE3 230E 20837° BR.

SoBrieh v Beesd

SBR0E) 2.2), SPBTD Fr80350NTT

Seernddaes branch switcher (2083 2383e50:388) 308D, 2,00 o83 e303),0359NT 3,
ezd) €3 28303 22)0D0DRY, 23393, Feecdrded. All Branches (e 2083red) esod, e3508.

SR ), 0°NPE) ead) a3y, FedTew e303), 3B o BOBedR.

Employee List 3¢) 5283 Active (83,03) esRicsaBdode, e3) 9230 5eDX3 HJ003 ST
2923N03 SPTAWVA3e Do 203edR.

SOBRY, Berk B SBDTHTH?
SBRDRY, 38D, 9By, Excel esgdzso PDF esN tdoxfednets® s3rmsen e9idzse sni)en Export
(BR)) DD 28R, IBDRK Seed.

DD Dé30 DT 93¢ esNL3?

£393° NoW3 A, TR 3 §reesv® 5e0e). A, TYR® Seren w° 20T 35° 3008, 9330
3PN e3e20e3¢ Jnel.

&3,0de° SoAsen HJrHILI?

A, 8398 e3808)B YPN TSNZE. A, t3ee30 VPN, Ve, BT TYNRE) FeDTT
$0230°ed ec) e9TERLT® 350TISBN ©03° eSNRI:I.

03593 HD BB

HR 2930030 Admin 2283ha3 e9tde e9B,3° 2,6 IR G an® erord3y3. sRezo ndn
Pro HRMS eszs®-e33° 23em.
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B,3 BV F0BIN QIR 38D 15 DINS €3,03e° ArHIW. 9133 JoI3T:

e230 23ezond Wan®

RRexRED S Realtime SFINL0T Ho20T3, z%aioas =3B, 283N, Qe DI NR
IMFARTaTatEN

023, 02300-MD, 2,530,357, Beed) dfnied 20D TR 23eFNWVIID

3e0° Sy, 302, P30T epNn® (P30 B-3es3 ) B8,5° Foes®)  seDN s 2BeFNRRID

DITT, BWIRT DB), WIAET STANKD, AST P03 BN, Access 03 IVARDDD TR
Control, Data Download TYR°

€33, BodPNLD, EHTTIBINLD, SBeQTNLD, BFED STANLD e33R ToB3IW TR®
méﬁezsos T3, BOR T, ﬁoc\—-”% dea)g, esied Pro HRMS estss-es8

e’ R2)000 e'%as &30, 58on5 Journey Tracker eszss-es°

(

TS 23ed: TR D) €953 2.%711P0RTR)T WNIB. BV BeJMON IV 239,T°
— Browse Plans & Upgrade (e32°1%:3), 3068 a3y e9a5°73,et3° &3508) 35° 23508, 03) &3

389N Billing & Plan (D& on® &H3d) =59~°) Seed.

L

staffkhata.com/guide - 124 / 124



