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@ Company Profile

Employee Code Format
# Define how employes codes and 105

# Employen codes

& Attendance Rules

&

nery Tracker LIVE GENERATED CODE PRIVIEW

5T-0001

@ Payrol & Tax

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

ou have unsaved changos

Localization (X|¥ &7X) ¥ O{M|K. Currency Standard (£3}), Timezone (A|ZICH), Date
Display Format (2% HEA| 34])) Interface Language (2/E{H|0|A 240])= 7tie off QI J|&

o= HFELICL AFY 2Alo] CHE migt tHASHT Save Changes (HE Ate XE)E 22/5HM2.
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'iac‘»]i‘n'r{ Q Search features =K 4 Al Branches

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

Company Settings
Manage your company petorences, aftendance rules, payroll, and palicias

®

Regional & Locale Settings

TIMEZONE

Indian Rupes (IR} v india Standand Time [IST)

DATE ISPLAY FORMAT

DO-MM-YYYY - English
" »

Payroll & Tax &

Payroll & Tax (20 % 20 F7|(Alztent Z=2 ), PF, ESI, /25 21 o)A A=
7t QLI XEMIEE LHE2 EE[OHH HAFfLC.

XE =7k

X EH2 MEAO|L SF fIX[YLICh XIHOICH X QUAS M2 AHE 4= A0M HA2 22X 24
oiMet &2 715 = ASUCH

1. Organization (£%!) — Branch (X|&)E 22/6tM|R2. Y3 AH|0|A0|= 0|0| Main Branch
(28)71 ASLICL

2. HiF(--)E 1 Edit (HT)E S2UstMIR.

3. Yot=E7| 4|2 Branch name (X|& 0|£), %2 Code (ZE, 0f: “NOI-HQ ), Address (T4)2
UHSIM K.

7 g 72X o=z of XI™o| £7t5t2{™ Primary branch (7|2 X|H)E HAMIR.

N
r=

5. Geo-fencing (X|2HA)E HNR. O L3 XIS HHSHM K. Locate me (L] 9I%| &7()E
225t Latitude (?1)2t Longitude (Bx)E 2=5tHLE X2 E S2] TS 524 K.
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6. Radius (m) (#&(m))E LstAlQ. TolA 0] 72| 2tol| A0{oF E22E 7|5 4 UFLICH

7. Save Changes (HZ Algt HZHE

iy

25N K.

Edit branch *
Name, code and address ane nequired

Branch name Code
Neiga Head Office NOE-HG

Address
Pt 42, Sector 63, Nolda

Primary branch
Hhiw 553 are adcied hare by

8

Geo-fencing
Seaff can coly the ra [ @]
Fosaan & Locate me
Latitudo Longitude Radius (m)
28,6270 77.3750
ap 0 dr
-]
KHAND | § ;
Wiz | 3
k| |\1<1|rurt
Teon »au:( ‘
oifice,
=0 ™
7
AL s ?
e,
20 5 sectones sgmoeas
Secind 62 Hoidn o YesMadar
g doriproed | it 0,
1 st P &
GioghePariQ) O Stk et

e (D

=52 =3 O+ Add branch

Bl: HrE2 500/E] 0| 422 AN K. FLHE GPS= Lo FeEJt HoX|22 H#HF0| L F %t
O A 70| Xt7| 2o M E2 S 7IFSHK| REY £ AFLICE

= X|™0| X|QHA HrAD} SHH S 20| EA|E/L|CH AMCE o] X|A M2HAI Branches (K4 X|
M))CE XTSI EFALL MM E & 2 = ASLICH
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Ruparts

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

Branches
Your office Iocations, Staff can be Iimited to punching In naar their branch

Branches 2

DEL-01

HOl-HG

Bet 23 71517

A HRlLiC FMe 2t & ot

xI5H0| M

—1a

rr

1. Organization (X%!) — Department (£M)E 2

2. BEMoj| DiEte xotste™ & 0 (- )2 B
2 olgg =3

o= —
Changes (HZ& At X&) E 22/5IM2.

3. M Elg ot=2{H Add department (£M £7HE 2
= X

AMS Itk MESHAIS.

BEE
= & UASLICHL
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THlOl M = AHOF BHLC ZE|Z fA 0t T2 A7 ZH= HD

=lotMR. 2M & 717t 0j2| 2

2istn

Departments (£A)0{| | Designations (%) 2 H}1H 3|ALS| EE &

@ A Braighes

TR a Admin _
< Growih RN 2 A womoastaatos
Halp

Manage Branches

@ =
€@ -

SHMIR.

=0 MM T2 ol EAIELICE

HSOHM ASL

Edit (MZ)E 22/5tM 2. Designations (X|H)

x5t 2[sll Add designation (21 £7}1)2 2213t C}S Save

Department name (£A] 0|2)


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

R 0 Search featunes. uyl All Branches Q
EHATA a -
ﬁashburu‘ Device Setp Organization Time & Leave Data Download Reparts Payrofl Accoss Control  Account Holp & Support
@+ Distboord © Depantment
3 Autopay is mactive. Set up sutopay of choose  cne-time subscription payment. Rrview bifing

Departments

Yol teams and the job Wiss in each.

Designations 5

Ll Q Search
Designation Departmant Statt
Supervisor Froguction o
Machine Operator Production o
Quallty Inspector Froduction o
HR Managar Human Resources o
MR Exocutive Human Resources o

Meaamwp? R Support sR17IEI0 77270 S Helplow +91

DB TOBE4D [ Emad wogonEsafkiwacom  © 2020 St Khata - Anendance

Piatiorm

CI2o2 FE|2 F&l0l 22 A7 HMS MESIN Q.
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04
ZE|Z 21} 257 A]ZH g

£E|Z 7122 Staff Khata7t 2t 2E|2 7|52 MElots WAls YLt FAS 210t 282 =X,
ZZotH H0tE A EX|, 20| ool E2Z S 715 &= JA=XI7H 7|0l SHERLLICE 22 Al
HM2 AM| X[, BHAL 2222 Ma[HX] HELIL

== -
EEIZ A 2Hov|
1. Organization (Z%|) — Company (2|AHE 22/5t LIS Attendance Rules (ZE&[2 74!) H
2 oM 2.
2. Aot FEIE AHM (ot & &D1).

3. Absent Day Deduction Penalty (22 xtzh)of| RoHE 2 StRL AtzZe 20] Y42 Ql=ds)
Ne. 28 18 =gl o)

4. Save Changes (HZ Arg M%) E SEI5HM| 2.

aillRent LTIME

@ All Branches

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

Cnrnpany Sattmgs

amendance rules, payroll, and policias.

Attendance Rules
@ Configure automatic punch-oin, o
Enatiie Aute Punch-Out

Enable Overtime Tracking
FieC0n oVRITI NODTS Worked Deyon

Enable Live Attendance Natifications

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters
@ pastrict moble atigndance punci-ins 1 ¢

Enabio Geo-Fencing You have unsaved changes Otscérd m Branch-wise Ruie
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ks

Enable Auto Punch-Out (XI5 E|l2  E2 7|22 42 ZS 25 11:590] E|Z2 Me|gtL|Ct.

SE))

Enable Overtime Tracking (X2t 2 22X A|Zt2 G771 22 A2 7|56 20{0M XS 4= QA FLICH
27|18) Zi 22X F LA 22X, 22 H X0 220 A™EL|Ct
Enable Live Attendance AdminZt HRCHA|EE0| 25 &21F E[22 A2(2 7 HYUCE T
Notifications (M A|Zt SE|Z 22l) gLt

Start Journey on Punch-In (E2 Journey Tracker 27t 7|5 ®ERILICL. Journey TrackerE &1

Al 0

S 715 M) 8.

Absent Day Deduction Penalty (Z2 StHE2 22 Xtzst= 20 2+(0~30).

jam Ne] |
=

4,

NE2))

HYS HH X0 22X AS mE HHfL Ao =

2

s §
—

fujo

712 &= AFLC

Mt

Z2 Mol Geo-Fencing Parameters (X|2H A MH)77tX| AT ESHA K.

Enable Geo-Fencing (X|2H A AI2)2 HMIR.

Branch-wise Rule (X|&% 7&!l): X|™OCH XHA| | X|2F 2
Branches (2% X|H)0|AM XS MEHSIM|R. X7t & 2

sLICt.

= AR ELICE Apply to
0 =]

Apply All Employees (T Xl M) ZE ZlI2l0f|A| stLio] X2 HEFL|CL Geo
Fence Radius (Metres) (X|2H A U1 (0|E{))E 2{5t11 Set Map Location
Coordinates (X|= /x| 21E 4F)E 2 E MEsN| 2.

Save Changes (HZ Ata X&) E 22/6H4 Q.
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ullRenuive Q Soarch features. o B Al Branches & Growin 1sdmenn S

Dashboard  Device Sotup Grganization Time & Loave Data Download Reparts Payro Accoss Contral  Account Halp & Supper

Enabile Overtime Tracking (.)
@ Company Profile obcocs pvBEmg R werked Dayond FTANGSIG AN Surits
Enabile Live Attendance Notifications

Start Journey on Funch-in

ABSENT DAY DEDUCTION PENALTY

1
@ Geo-Fencing Paramaters

Toeatiict mooke atiendsiice pur
Enable GEQ-FEI\EW

O Apgty All Employees Branch-wise Rule

Apply
£

2 Apply to Branches - 2
N
Manage Branches

GEG FENCE RAGIUS METRES) LATITUDE LONGITUDE

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

112 Branch-wise Rule2 Atg3t2{™ MX Organization (%) — Branch (X[&)0f|A 2t X|H 9
I HHE S HHSIMR. 2l AH S E SN K.

Xt
=]
I
=L

A
rio
|H
Hu
H
1o
>
=+
®
=
o
0
=
0
™
Qo
o
®
s
o
M
7

EEZ L I17]) AN EF 2 XH D E £

WhatsApp 22F AMEls}7|

Notifications (2!) B0l A WhatsApp2 ZE Bt2 Daily Attendance Summary (22 ZE[Z2 &
o), Monthly Attendance Summary (27 ZE|2 29F), Device Health Alerts (7|7] Aej 22!
£ Z £ &L WhatsAppat HES £ TN R.

TF A EM2 F0i| AZHS Hotd, 27 AlZE0| 2 E2 AF HiL 2222 MEEX| Y
Ch M2 2E ZH0| 2= X/ 7= FHo| gLct

1. Organization (ZZ!) — Office Time Policy (27 A7t EM)E S2/5I4 Q.
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ol
=]

-3,

Xl

_I

= Leave

=43t

HEX}
)=

Add New Policy (M

S0{ 311

Ct
)

2. Create First Policy (X @ 0t=7()E Z2lstM|2(0|0] HH0| Qo™
M E71)).
3. "Standard Office Policy" Z2 Policy Name (H* 0|2)2 Q&M R. HE HMo| =2
£ Z0fA o] M2 XME3l2{H Default (7123 E A FAR.
4. Grace periods & working hours (R0 A|Zt 51 22 A[ZHOIAM A|Ztat 2 T
4% s
Permitted Late Arrival (512 X|Zt A]  X|ZOZ HA|Z|X| &0 A TAHe 4= Qe A[ZH ol 152,
zh)
Permitted Early Departure (512 & ZXE|2 BA|Z|X| g1 U™ E|Z8H 4 Q1= A[ZE of: 102
E| AlZH
Half-day threshold (2tX} 7| =) 7 AlZto] O|2C MO HHkt2 M2 FLICHOI|: 7TAIZH.
Absent threshold (22 7|%) 22 AZt0] O|2Ct MOo™ HZOZ HA|SL|CHO: 4A|ZH). HHX
Ch S| BE5HM| =2
27t 2|2t Kk
HEE|= X242 Ao E Ne[g uf AL CE
1. Monthly late deductions (27t X|Z} x}1ZHE HAM Q.
2. Deduction source (X2} CHAN E MEHSIN| Q. Attendance (E2 Y4 KH) &=
Balance (CL) (28t 7t xtZf) S0l DEL|Ct.
3. Monthly late count (27} X|Z} 214=)2} Cut Days (Xt ¥4)2 AHSIM Q. 62
2 d¥stH o ol X[t 39| 0tC} shE 7 AHHELICE.
Mgt x|2tmt 5| 74
Late arrival rules (X|Z} #%!)0|Af Add rule (%! =7t)2 22!st1 Duration (A[ZH S
S Cut Days (XtZ 24+)E MESIMIR. O|E S0 14|12 A A X|ZksHH 0.5 (Half Day) (0
£ XHRLICH 7212 2| 4747HK] 327+ 4= USLICE Early departure rules (ZE| 7

?I=2 2FstM K.

2128



uk}, 2

HA|E L
=5t R.

HEstH

™ Apply on

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

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

Hailt-dayy threshold Absant throshoid

o7 Mours : o0 A o4 Hours ] nutes

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

Attandance & deductions

Monthly late deductions

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count
3 £3 1 -

Late asrival rules 1074 + AsaRule

Apgty on weekly ot
e T
Duration

[ Mours oo

7|2 EMS e HHMo| o ol

= = O
JI‘REHL'IINLE' ) Search featuns. L] @ Al Branches w = .
g Office time policy created successfully
Dashboard  Device Sotup ‘Organization Time & Leave Data Download Reports Payrodl Access Control  Account Halp & Support
@+ Dassboard - Office Tame Poley
[ Autopay is inactive. Set up sutopay of choose a one-lime subscription payment. Raview biting
Office Time Policy
Configure grace timings, half-dayfabsent rues, late coming & varly departure deductions
Office Time Policy 1 Q Search palickes by name
Pobicy hame Late Arrival Esely Depaure Hait Dy Adisent Dedutbons
Standard Office Policy  Detant [C5 1 00:10 07:00 0400 Deguct From Anendince
Neeawie? % Support +9179B2071270 S Holiow +01 TOSETOEE 40 [ Emad wpgonGuafhaiacom  © 2026 ST Knata - Anengance Control Piatiorm S
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Kk

ol
ol

ol

(=]
=]
7tstALE HEE i Office Time Policy (

|

O XI2IE X7I5HM|R.

CHE
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05
SESLTETE]

h
3N 2= 2FH|
x9ig A7kt WY

2 M| 7tX|2L|Ct. Add Employee (X2 2=7}) QA2 ot HM FEItstALE,
Excel T2 o2 FE o HO|| FI5H7LE, RCHEES HLY 2|20

Organization (=%!) — Employee List (2|2 5£)E 22!6tM|2. Employee Directory (2 &
2ol ZE el TE, BN, A2, MEf7F EAIELICE. Add Employee (212 37t & AHESI7HLL,
LIHX| & JHX| gHH2 Ho| st HE(More ways to add (CIHE =71 EEH)) S AF26HM|R.

=9l 3t o X787

Add employee (2|2 F7t) ¥AI2 4| EHAZ =|0f ASLICHL EHIL U= SF2 H0|H, LIHX|=
LiSol Y=si = gLt

1EtA|: Personal Info

1. First Name (0|Z), Last Name (), Work Email (Y22 0|HY)S UzIsIM| 2.

2. =7t HS 2t 87H Contact Number (HEHY)E QU2oIM| Q. ZIIS FIt6t 0= HAE 4 ¢l

&L|Ct.
3. %% Password (H/ZHS)E MASIM Q. R 2013t S H|UHS E HIE 4 QSLICH

4. Gender (M%)E MEHSIT Next (CH2)E 22I6HM|R.

2. Employment

1. 3|Ab "Alof w2t FEE otS2{H Employee Code [/ ID (X192l Z= /ID)E HIY FAHIR. SlAL

&
o
2ES HA5HH K.

2. Joining Date (2At2)E =tolstal Branch (X|H), Department (£A1), Designation (%)

= IEiStA| K.
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3. System Role (A|AR A2 MEISHA Q. CiF22] 22 Employee (Z/2/)0|H 2¢12| G0

- —_ -

4. CtE ZMg MEisEX| ot ™ Office Time Policy (25 A7t HHH)ofl= 7|2 HH0| AFSEL

5. Reporting Manager (211 CH4f OiL|X{), EPF number (EPF #15), ESI number (ESI H3)
= Mei S2QlL|Ct Next (CH2)E S2I8HM Q.

ailRenimive

Admin
4B Al Branches 2 A ADMDNSTRATER
Dashboard  Device Sotup Organization Time & Leave Data Download Rupants Payros Accoss Conrol  Account Halp & Support
Acd EmpHoy

5 Autopay Is inactive. Set up sutopay or choose a ona-time subseription payment Roview biting
8 Add employee % Back to Directary

WP Flil in the basics first — you can add the rast later

© employment
Employment Details
Employee Code / ID O Jaining Date* (0 Branch®
Jenerated £ 18 0c1 2026 Neida Head Office (NOI-HE)

Department * 0 Designation (0 Reporiing Manager ©

Production Supervisor
St * Office Time Policy ( System Role* (1

Active - Standara Office Policy (Defaun) - Employes
HR & Compliance
Total Experience © EPF number ( ES1 number ©

of & < Pravious L LE

3cHA|: Bank & education

2% YEE= S0 X0 AL ELICH £ A8 R MEH SEQILICE Next (CH3)E 22I5HMI L.

42t7|: Attendance & devices

RS 7ls

Disable Attendance Tracking (ZE[Z 7|2 117|) 0| Zllg =E[2 1 EM0|| A HQIEL|CE.
Enforce geo-fencing (X|2H A X&) A X[HO| X|HA Qtof|Af $t 7|20t QI FElL|Ct
Require Attendance Approval (ZE|2 £ ZRQ) OiLIX 7t ZEIZ2S S2l8ioF 20{0]| BrFELICE.
Devices (7|7]) O| ZIZ0| ZEIZE 7|EE == U= MA| 214l 77|
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Add employee (2@ =7HE Z2IotM2. M 20| 17 Z=ot &
'ia.‘w‘\{r{ R FaNch Tbde & Al Branches [
Bank Dt o Attendance & devices
PAGim Anenchadopmenl [ o]
O
Excel0f|M & & 7[X 27|
1. Add Employee (Z1¢l £7}) Ho| stAHE 221611 Import from Excel (Exceldl M 7t 2
7)g MESHM Q.
2. Get the template (21E3! 27])0{| A Excel template (Excel ®1Z3l) == CSV template
(CSv HIESl)S SaiotMlr. ZE St oA & M| 747t S0 JYELICH
3. OAIE 2@ HEZ HHEM| L. oF ol o FA =it HE[Z A2 Oz FM(S.
4. Upload your file (I} YEE)0f|A Tt S Z0{CH 5Lt browse (R0IE7[)E S2I6IM| 2.
Excel EE= CSV It £|CH 2 MBRIL|CH.
5. Import employees (2 7t 27()E 225t Q.
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o A

sare . Admin .
WK‘H!\TA Qi S0l faieg: ! B Al Brarches o ADMDRSTRATOR

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

@+ Dastooord © Employes List

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

Employee Directory O Rofresh || e

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

3 Invite Employee

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

Empioyee Deparimant Cantact Staties
Rahul Verma Production rahul verma@aharma- tatios o
Active
RV sr.0001 Suparvisor ~316000000002 ©
o Admin Ade - priya@sharma-textiles. exampbe W Active
ADM - PYMULADE ~S1800000000]

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

Import Employees
Add many employees at once from o spreadshivet,

1 Getthe template
1t hats every comn and Ehies example s, Replace the ecamples
W your PmplaYeEL, Orek per row, 3nd ke B header row.

D Exceltempiae CEV remplate

Upload your file

sharmartextiies-stati.cov

o

X9 ACIHH|O = dolls 2= YAlof mat REIF o ELICH 28 0| MijstH Staff Khata
| Rows that need fixing (H0| Z st &H)of| EA|BLICL CHR2ZE3H TN St CHE O
LS CHA ZE 2 M| 2.

I

oo

4% om
AN
o
= M
fo
o
ne
o
£Q
|0
rg ne
=]
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L otLBHAI L.

ZH0| HHEY, T4, HiY AN, 28 YEE 2Y Y=Lt

2.

2. First Name (0]
N2.

£), Last Name (4), Email (0|H|Y), Phone Number (FH3}H5) S 1

3. Department (£A), Designation (%/*H), Role (¥&), Branch (II H), Joining Date (Al
=

U)E MEHSHA| Q. Reporting Manager (210 CHAN DHL|K) = MEH St=QlL|C},

4. Send Invite (XL EL7|)E =2

2lotMlR.

&+ Send Employee Invite

assignment

S PERSOMAL & CONTACT DETAILS
FIRST NAME *

Neha
EMAIL

nieha joshi@sharma-textiles. examp

) OROAMIZATIONAL ASSIGNMENT
DEPARTMENT =

Human Resources

ROLE *

JORNING BATE *
B octis, 2026
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It 8 new bedm meme 1 caboatd, St e

Employee b

r BepArmEnt, role DomeRIRns, and Branch

LAST NAME

Joshk

PHOME NUMBER *

&= 4e. v BO00OD00O3

DESIGNATION *

HR Executive

BRANCH *

Delhi Showroom (DEL-01)

BEPORTING MANAGER

Select Manager (Cptianal]

-



Qo] i Mix(--+)E EH LIS U2 & £ USLICt
Edit Employee (X M%) M2 S HAEL|CL
Assign / View Salary (20 X|d / 7). 20| X E HEELICt 2HE HIGHA 2.
Biometric enrollment (M| M2 SZ): Realtime MH| 014l 7|7|0| X|20|L} FIEE SE23
L|CE MK 1Al 7|7|E £t06HM| 2.
Update Password (H| 2t HA): A H{UHS S MHe| FL|Ct.
Disable Mobile Punch (ZH}2! =E&|2 117]|) / Enable Mobile Punch (ZHIY ZE&|2 H7|):
Staff Khata 2HIY Hof|A At QX2 ZE[ZS 7|12 £ J=X| HefL|Ch AR e
HHY EE|Z0| AKX UESLICEH MA| Q1A 77|28t 7| Z23H0f st X{A2 TH TR

Mcoge 4w e Bemase *

o3
.
Everyona in your arganisation, with

Employee Directory

Employees @ active 0iactive: B jinsdinthe lan J0cays | 7 Fillers rEh empioyees.
Empicyes Departmans St

K mn:..rasm P:'_Tﬁ_"_ﬁfsnmeg rf?f..msrluf(?::?larma-msmles.ex.. @ Active

AN .?:'Nl'!l'fuﬂti I!\Irof.ﬂ;satoon Technology alr.l_gr_l. mnl:v.ta_@!srsrmu-ie:uuu. @D active

W T-Ewil.afm Human Iﬂ.fsoufccs klcf:?.[:f«:f@:;::';::rmn-!Dur:h:scxil. @D Actve

o mlmme Prfm.:fc.l:x?n ﬁlﬁ\?.ﬂl:an&'n?l‘:l;rma-mthg exn @D “cive

P o e e © s

5P Sunﬂu faﬂin Frwmwrn sunita. E:.P.s‘.h)allna".uxnlssw. D Acthve

o - s © xn

py Rahul Verma Frtuce: rahuLverma@shanma - textias.e... @ aeve & Edit Employes

i i i i 5 Assign f View Satary

& )\d:nlnmmn _ Driyagishama.- texties.example Y acitve @ Biometric envoliment

£ Update Password

) Disable Mobile Punch

B Delete User

i

SE9| Status (E) AQIX|Z Z|2I2 Hgdote  JAELICH HIgd A2 200 » gloH &

E[Z0M sAELICE

.

WSt 9N TuiY SEI20 AT SRgg TaE o 9 PHIY Yo NEl 21012 A9l R}
LS 4 QUALICH M2 71l B2 SlAts BE 7|50| Pl 15Y 28 HHS waLlC 37 23
Hl= Billing & Plan (ZX| % Q2 H()0|A 2lstM L
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B0l
)7t L&LICH

' of
EEES

I.

I517{L} Add shift (22X =7HE 28] M2 HEN| Q.

=]

>

SHM|R.

=
=

XS 2E General Shift (¢t 22 ZX)2t Night Shift (Of
JIE S

i

| -

| -

A

=] 3

LA
|

of

=

—

| -

AT 0] 20|

1. Organization (XZ|) — Shift Details (Z22Z &A)E 2

—1 0 —1 0 a
I-I—*—,I_IE,—*—EI-ET

for=0s ==

el
(o]

|

06
(=]

715HM|R.

Kk
o

“6S’)

5, o
off Lt

Code (2

(i=}
H 11—

]
g
10
od
Jolr
Jull

}
4. Starts (A|%ZH)Q} Ends (E2)2 MASIM| . X}H O

3. Shift name (25X 0|2

n

FEE'E
=
=

= of

—_
o

T

HA[ELICE
5. Late punch-in allowed (512 X|Z} A|ZH 2} Early punch-out allowed (512 ZE| A|Zt)

H
Ln

F

N
N

F

|2 MASHM|R. o

ol
ud

il d!

I.

) E= Half day (¥t2)), Which weeks (2& F)E M

M. Every week (0H3) = O Eo| An, S, Alu, Siuy, OpX|
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=

HE 22i5tMl.

X
o

X

]

-

o
ZDNICH HHESHMR. oS

2 0|Z= #7l LIt

Ct.

1. Weekly off (F7t 2)0IM Add off day (82 £=7HS S2IsHM|2.
EH

2. Day (2%), Type (8¥: Full day (
4. Save Changes (7 Argt

3.



Edit Shift ®

Set e working hours, grace tme snd weekly offs

Shift nama Code {optional]

Ganeral Shift G5

Deseription (optonsl)

Starts Ends.

08 v |1 D0 v | AM v 08 v : 00 v PM v
0 shin
Late punch-in allawed Early punch-cut dllowed

15 minse 15 mimtes
Weaikdy off

Sunday v || Fullday ~ || Every week w | 5

Saturday ~ || Fullday v || 2nd . | o

Saturday » Full gay - amn w x

+ Add off day
Sandwich rule
Waaidy offs and holcdiys batwean two lasve days are Counted 34 beave.
v

23 ’Is

Late punch-in allowed (518 X|2} A7) O] ZRZ0IM X|2f EA| 0] =2 =& £ A= AIZHR).

Early punch-out allowed (518 =E| A|Zt)  XE| EA| glo] L& E[2E £ = AZHE).

Weekly off (7t £F) O 2RXO| FRY. atd F2E AFAUZ A AEL|C
Sandwich rule (ME{x| 7)) T 371 Afofof] U= T FRO SRUS FILE AHMEL|CH.

o il i'=E €11 Make default (7| 2222 MH)E ZE2ISIM|R. 0|F ZE A Z2 0
==}

=
== [
Soll= 7|2 2227t Default (7122)) HiXI, 27 AlZh |Ol AlZH F2F
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B Al Branches F = Adtemin
“Ganeral SKIl” i now the defaul saif

Hatp & Suppert

Time & Loave

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

o =
Working

Ing hours, grace time and wuekly offs for yous statf

Shifts 2

o General Shift | Defautt 900 AM = 5:00 PM

@©  meght shirt ol

Shift Roster (23 H)= 7t 0l & Ol 22X0|M Yot=X| 2 F= HHIL|CE

2/5tM| 2. Calendar (&),

1. Time & Leave (23 A|ZF 8! £7}1) — Shift Roster =] =
ZTHZ T2 4 ASL|

%7 <
Week (F), Month table (& &) 27|2 FMatstn =gl £2A, 2
Ct.
2. Assign Shift (2F= X|H)E 22ltML.
3. Who (CH&)0l A Employees (X1#)E ot 4 127{Lt Departments (£A)E 22t & T

£ KoM K.

4. Shift (22 X)E MEHSIM|R.

In

5. When (7|20 One day (5t=), Date range (7|7t), Pick dates (Mt ME) & SHLIE 12
1 HWE dHSHM K.

6. Assign Shifts (Z2Z X|H)E SzI6tM| 2.
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Assign Shift ®
Pick who, which shift and when, Works for ane day of many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂeuksd\dt @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

Ss1x1s%shits Cancel

XHot 2REE= OE 22X E XY fi7ix] o e SmEE A% HEELIC Time & Leave (
A|Zt 8l 7}) — Shift Assignment (22X HiH)E S2l6tH Z2 oo b2 FElL|ct

o] Hol of Lt ot & LS o Hol| M2 W= A= 7t WHELICE

1. Time & Leave (25 A|Zt & &7}) — Shift Planner (2% A2 H)E ZS2I6IM| 2.

2. Departments (£A]) === Employees (X/®/)E 112 Ct2 From (M%)t To (E2) EME M
EHSIZHLE This week (0|t ), Next week (Ct2 ), This month (0] ), Next month
(CtS &) E St 2.

3. Pick a shift, then click days (Z2ZE 12 £ ZU 22l)0|Mq 22XE S2ItM|Q.

4. SWE stLi 221st71Lt Fill range (skip weekly offs) (7]2F fH27|(F7H 52 H|2[))E 22
A= ot HHoj| k{2 M. Fill every day (ZE & M7|)e T2t T2 ZTESHL|CE

5. Of2{Z Hol|A Save (ME)E S2lstMla.
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alllReaiime Q. Soarch features. .k @ Al Branches a
T
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Payrasl Access Contral  Account Holp & Support
G » Dastboard - Shift Detalls > Snf Pranner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To
3 Human Resources L 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 Wk o826 27 E 9 a0 n
Geraral STt 3| eneral S U2 General iR 3| (Ganerst S 71 | General Shiy Denees S 3
G day(s) for 2 employees - 2 shifts Discard
port: +3179820 77270 f Hoipiow = Ema staffiatacom  © 2020 Stadf Khata A
P
ADFZ S0 AlElst RE wijo| 22X7F EA|=L|Ct
LT = — = — — = T = .
wn‘l-;r'{f!; Q Soarch ) e @ Al Branches o Al o R
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
) » Dasnboard - Snif Details © Sna Roster
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster £ Refrosh & Export B Plan by emplayes m
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
B AN Employoes ¥ @ Al Departments *
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
' +
4 s 6 7 ] @ 10
1 12 13 14 15 & 17
2] s | 29 ms ns m Rs | s 23 2 e
o Gonarstsnin o Gonarsl snit 5 = Geeragun 5w Gomersi shin 5 (e Generaizmn 5 | e snn » Ganeral S ]
23 5 28 AT ogt =7 28 £7 19 m7 30 S
o Comerst srin [ 7| | = Ganerst 2ain T e Comecsinin 7w Generaizn 7| | = Oeneesssnin + Generst 20 7

P
Tracking (X1t 22 7|E)2

=l
1%
X
ot
Of
N

=x

.|

7t 25 MZhE EA K]

st
==

HAM2. Z2E|Z 7S HISHH Q.

staffkhata.com/guide - 39 / 118

X| MetL|Ct. HX Enable Overtime


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

1. Organization (£%|) — Over Time (X1 22)2 22/%t C+=3 Add Rule (74 F7t)g 28
olM| 2.
2. "HY X1} 22" Z+2 Rule name (1%l 0|2)2 BIN 2.
3. Applies to (HZ CH&)0ll A All employees (T Z[2) ©E= Some departments (2% FAf)
£ MENSHA|R.
4. Pay as (X|& WA =3t 22 1A|Z7H X[ F HAIS T2 ZHO|Lt HIES HSINR
Multiple of pay (Z0 Hi==): 0f|: A|Z2| 1.5HH.
Percent of pay (20 H|2): 0| A|IZ2| 150%.
Fixed amount (1% ZH): ZE Z2A0|A| A7t 242 2N,
5. Minimum overtime (h) (£[2& =3t 22 (A|ZH))2t Maximum overtime (h) (X[cH =2t 22
(AlZH)E MHESIM Q. o] HY| ot 7t 22 A|ZHZE QIFELICE of: 1~4A|2L.
6. Effective from (M8 A|ZY)S HH3t CH3 Add Rule (7| 3712 22/6tM|1.
iBeeve @ s et __ (e
.
LRt A X1t 22 = 49 27 HeE £+ ASLICL Billing & Plan (ZX & 23H)2 &
ke k)
CHS o= 20| ZHIY AN £E|2S 7I1S5H= WHE LotEN K.
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=M 2§ 23210 ZetEl I H|

Staff Khata %S ALE5IH 20| 17| FHEL R ZE|ZS 7|5 = ASLICEL 7|5 S miorch Al
2 FHE /1K, A717F M &N, X|Fe| X|QUHEA el 7|5 st 247t i ELIC.

st @3 dot ZHrol X3 23012 5te| RFMIM FHA AS = ASLICE Zo| 2a01E
== 2CHH Billing & Plan (24| %! 22H|)ollM 27 71D @FHE 2lstM Q.

1. Google Play 2E0{(Android) EE= App Store(iPhone)0llA Staff KhataS A X|stM 2.

2. Y2 M. Sign in to your account (AX0f| 2121)0{| A Email or Phone Number (O]
U L= MSHHT )9t Password (H/2HT)E 26HN| Q.

3. SignIn (2321)2 H5IM Q. Today (25) &tHO0| EZIL|Ct.
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8:55 vi

A S TAFEF
Y KHATA

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhataPro

v0.11.1

El: H|UHSE QoMLIR? 279! S1HO||M Forgot Password? (H|ZHSE QoMLIR?)

Lt ZE|XHof| A 22 RESIMIR.

7ttt #1X] 51 83}7|

OH
=

rlo
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|23 2 4 USLICE Ol2iZ e Today (2E), Attendance (ZE|2), Leave (¥



1. Mg £EZ22 7|2 0l FUiE0| 2IX| 2 HotS Q¥ SLICE Allow (H8)5 Hotha("ds
AtE35h= S ME),

2. ZtH[2t7F EE|H FHHE M2k 5185HM|R.

A2 HEZCHA 40i Location required (?/%] 2 R) == Camera access required (7|2}
2 =HR)7t FAIELIC Enable Camera (FIH[EF #H7|)E BiStALE RLHE2| Settings (HH) —
Apps () — Staff Khata — Permissions (ZsHo|M #etS HM K.

279l GPSZ EE|Z 7|1=517]

1. Today (2&)0A Punchin (E2)2 HstM 2. (Attendance (ZE|2) B2 €1 Mark
Attendance (ZE|2 7|12)E Holl= ELICH)

2. Attendance 3tH0i| Assigned Shift (X|&E 22 %X)2t Current Location (HXH 9/X])0| EA|
ElL|Ct =471 £2 20|H Tap to refresh location (Bst0] 2[X| MZ 1% S EotMIR.

3. Tap to take a selfie (510 47} ®W7[)E Hotl B=0| & HO|A| AFEIS WOM Q. AT
Verification Photo (215 AtZl) ofz{ol] EA|EL|CY,

4. Punchin (E2)2 HstM 2.
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< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

® General Shift
09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

A|Ztat B7H Punched In Successfully! (£2 7|5 2t=!)7F EA[ELICE #2|Xte| CHAIZE0 = &
= otoll 7| S 0| LIEFELICE.

X|ulA ol M 7| =stH

K=ol X|QH-A0| HX JA2H AFRA FH 2000(|E{ M Fol Tl 2hE 2tof| M2t 7|28 = JELICE
HtZ Hf0f| A = Outside Allowed Radius (518 Bt 5f)2t BHH "You are outside the allowed
punch-in radius. Please move closer and try again." (5122 &2 2t ghofl JQ&LICL O 77t
0| 0| 5%t = CHA| A|=SHM|R.)2F= TIAIX[7F EA|E|H 7|S0] KHTHEILICE

staffkhata.com/guide - 44 / 118



O

Error

Outside Allowed Radius

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

Done

Al

-

b to

=
=]
23

rO

[ |

|'J

=
o
[

[}

E|I2 7|1=5}7]

=
OF

=

2. M7t

mO

|7t7} ZLHH Today (2=)0AM Punch out (El2)S H5HAMIR.

1

St O 1 Punch outS EH5HM| 2.

Punched Out Successfully! (|2 7|5 ¢t=!)7} EA|EL|CL Staff KhataZ7l 22=

T AZS AMSIERE X2, =&, 23t 277t IS 2 A LELCE
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ZE| XL AHER 2YYLICH 2lAL X[H, 2M 2H57|E H1okM K.

Z E0{7} Tap to refresh location (25t0] 2[X| {210 %])S Bt CHA| 7|2 5HM|R.


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

8:55 vi

Today 'ﬁ' KHATA
26 Hello, Rahul Q
Thursday, October 22
Your shift
General Shift
* Shiftin Progress
Scheduled start Scheduled end
09:00 AM 06:00 PM
Checkln Checkout
08:56 AM -
00:00:14
[> PunehOut
Quick access
2 Daily work update N
T Share your progress for today
& My !_eave N
Apply and track your requests
= My payslips %

@ o £

E?:l Helmpursements
Submit and ackueuns

EEI2 7|E 2]

1. Attendance (Z£E|2) ®2 0{M|2. Day (2)2t Month (&)E Metstil SHHHEE 7|7t 0|56

-
—_

2. SMZ e451H Punched In At (Z2 A|ZH T} Punched Out At (EI2 A7), QIX], AFRIE 2 £

UA&LICE

3. 7|150| ER ALt WELIR? SHE Mol A Request Regularisation (7|2 A 2H)2 st
ZHIE A7t} ALRE 21213 CH2 Submit Request (2K X|=)2 §iotMIQ. X7 2lof| A
Selghi|ct.
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E2|X2: XelHZ DHIY EE|2 710 117)

A HE2 7|2He = ZHHE FE|Z0] AN JASLICE MA 14 7[7]0f| M2 7| =sH0F ot 2E 2
HEHK.

1. Organization (£%l) — Employee List (2 S5)E 2254 R.

PN |
S|

2. ol

ol
[0
o

9| --- HIwE SEIStMIR.

3. Disable Mobile Punch (Z2HtY =E|Z2 117|)E 22I5tM|Q(CHA| H2{H Enable Mobile
Punch (Z2HIY =E|2 #H7|)).

ME R o in
_4||ﬂE_\§5’_lﬂ]i»:.____ Q. Search feats @ Wi Branches T
Organization Ti Reparta Hotp & Supg
ard Employet List
(] Autopay is mactive. Set up sutopay of choose a one-time subscription payment. Rerview biling

M Employee Directory 2 Refrosn
WP =cryona in your organisation, with thei department, $13us and sccoss.
Employees © B active - O nactive - B jained in the las 30 cay 7 Filters
Employee Departmant
ng Nehatosni @ ~cive
o Ariun Menta Information Technalogy @D actve
kg KwitoRao Human Resources @D Active
PN :_lfmp.N:ur Froc.uc.l:x?n B}IQID.\? MII@?I??fNJ-lﬁx‘.II(‘S.?KJ.. D Active
jg  Imran Shaikn Proguction Iman ShaknG@Sharma -exties... @ retie
sp  SunitaPal Proguction SUnRD.DIRBhama- 1exthes.x @D Active
AR _j_rm! Kurmar ﬁr:t:mcmn - \!\.ni.l.ilu.l‘.‘\l(@SFVNMJ-'.?X[\BQ&.M.. O Active
= - . & Edit Employes
gy Ranul Varma Production rahULVBAg Snarma - tex s 0 .. @ e i
y : = S Assign | View Saary
r
A Admin ‘adna _ Priya@sharma- texties.example Active 2 Blometric en olienert

& Update Password

) Disable Mobila Punch

B Debate Usor

WA Q2™ 40jl "Mobile punching disabled"(2HIY ZE|Z AL SX|E)2H= HIAIX|2t BHH X
HE 71718 Ar8otet= Q7L EAIELICH 2o H|HHS E HHSIALE -5 H £ 2 tiRe

Update Password (H|ZtHS HZA)E AF2SHA 2.

HE|AHE 71E fIX| 2elstr|

D= DHIY 7|22 HA|EE2| Recent Punches (%2 7|£)2 X|=0| EA|EILICH MY 2ES H
2™ CtS1 20| StM| K.

1. Time & Leave (22 A7t 8 §7}) — Attendance Process (ZE|2 X2|)E 22I5tM L.
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=zl
=25

tMIS. 401

ot 7

—

|Z2F GPS HEAI2F S| LEEFEFLICY,

B o 3 -+ = [e] o |H A oOlA
Aol &= Ot0|2 = SEIoHH E2 2t E[Z /AKXIZH EAIE K=ot 7|1F AT =
3. dol = olo|22 Z=5tH £2 1t B2 {/IXI7 EAJXEgjﬁAJEETMuLE-Map
i = Z2/ol3 250 BE BHIY 7|22 XIE SiLiolA B 4 aLit
view (X|= E7|)E 22l5lH @59 ZE ZHIY 7|52 KT SILoA & 5 JASLICH
uI‘HEHLIIME Q Soarch features LR @ Al Branches o a Admin ?
LL_AiCritil . = o ADMURSTRAT R
Dashbord  Device Sotup Grganization Time & Leave Data Downlosd Reparts Payrotl Accoss Gontrol  Account Help b Suppert
@ Dastboord Time & Leave
[ Autopay is inactive. Set up sutopay or choose A one-ime subseription payment. Raview bifing
Attendance 3 Refrosn &
Dalty chock-inz, blometric logs, regularization requests and missing punches.
3 Atendance & Regularization & Missing punches B My corrections
Progant Atyard O laave
& a (©] [+ 8
Today All | Present  Lme  Absent AW Panding  Approved | GPS punches @ T Fiers @ 00 Map view & Export || QU Search by name of 10,
Empioyee Tate Status Check in [ oot Punctisality Houry
o ?“uumn ct 18, 2026 @ Prosent W) 908 AM | BGFS ontime G- ® &
L] Oct 18, 2028 © Prasent 1 S03AM | BGRS On time. - B ® 7
R i 0ct 18,2026 @ Prasent ) 8:56.AM | 055 Gntima ® & &
Lo Oct 18, 2026 © Prosent <) Bi48 AM | BGPE O tima. (c} & 4
Mesamep? % Suppor: +9179820 77270 S Hey B Emad wppong om,  © 2020 Sealf Khata - Anendance G
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08

Realtime ‘8| Q12] 7|7] HZ5s}7|

QM 2= 23X
EUTFM EE|ZE 7|S5t= 22 Realtime WA 1A 7[7|E ArEE == JSLICL 7]7|E HESE
E o

E X|20|L} 7IE 7|20| & =% 2tof| Staff KhataOll S ElL|C}.

( 1. Staff Khata= Realtime MA| Q1A 7|7|0| M2t XS BFL|CY

71717} staff KhataZ 7I2|7| =& 2H517]
7171 QEUOR 7|28 BB E HX MH A7t Bg|c

1. Device Setup (7|7| &%) — Manage Devices (7|7] 22|)E 22/5IM K.
2. How to connect (HZ W) E Z2IotM|R. THAIQE At FATL AXtof| EAIELICE
3. 71712 QE{Y(LAN = Wi-Fi)ofl A28t 0 HelS HM K.

4. 717|061 Menu (H%F) = Comm. (E4!) EE= Cloud Service (E2RE MH|A)E oM. 2t
2| X PINO| 2%t &~ JUELICE

5. 717 /0l X MH FAE LS XEFHS TS 7|71S CHAl AR L.

717l o4 MH F4&
WebSocket 7|7| ‘wss: //machine.staffkhata.com"

FK Web (HTTP) 7|7| “http://device.staffkhata.com”
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How to connect %

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

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

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

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

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

http: /fdevice.staffkhata.con

1= HEE %P-I SAtOFO|2E 2&8/0tH FAIH SAELIC ChAl AlESE 20| = LEEQIQIVIR? 20
QE =X 2elstn HERZ T QIE{Llo] HE 0] A=X] 2elstA K.

2HHD 2 77| F7I517]

=

Manage Devices (7|7| Zt2[)0l A Add device (7]7] &7} E 22/8IM4 2.

2. 717|9] AE|FLE 7|7]2] Menu (M%&) — System Info (A|AE! HH)oj| U= Serial Number
(YHHT)E LGN K.

3. "Main Gate" Z2 Device Name (7]7]| 0|2)2 HStM|R. H| £ 7|7|7} E18H= 0|20|
A2 EIL|C

4. Add device (77| 7 & 2=I5tHIQ.
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

71717t 220 EAIELICE X|h 55 otofl Staff Khata?} 7|7| ASE whotom MEf7L Online (22}
ol)oZ, 13X| %OH Offline (LE2IQI)OZ EA|EILICH,

LEHD It ARE|H J[7]7t 0]0] F7+=|UALE OFE] ME O HZEEX| o2 AYLICh. HZE THAE Ot
X[ 21 CEAl A =5HAMR.

71719] --- =0l A Manage Device (7]7] Zt2[: AFEX}, HH, 212 Zt¢), Edit (0| HE), Delete

(AHH)S 2 4 LI,

X212 7|7|=2 EL}7|
71710 MEE AT EE|22 7|5Y 5 JUSLICH
1. Device Setup (7|7] &) — Users Synchronization (AF2Xt S7|3h) S 22I8tMQ. 7]7|7}
5 O O] &0 T 2{0|M 7[7|E MEHSHM|R.

2. Send to device (7|7|2 ELH7|)E O{M|R. O}Z] 7|7]|0f| gl= @8 25 E2{H Missing on
this device (0| 7|7|0] 212)E, ol 7|7|2= EiH MO| gl= &

anywhere (572} 0|3 giZ)E MEHSIM K.

[0

2 E2{H Never synced

3. Send to deviceE 22!t LIS &QISHA| Q.
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Reparts

5 Autopay is inactive. Set up autopay or choose a one-lime subscription payment.

2 b

Users Synchmmza‘t:nn
Keep L § the sama (n Stafl Khata and on your machines.

Missing on s device

@@ Al Branches

% Growin 11dayekn NSRS
» ADNISTRATE
! Suppert

& Refrosh

CIE 2 0|0| ArEXt7L SEE 7|72 AR uff RE%fLICt Import from device (7]7|0f| A 7HA
R7|)= 717|9] AF2XIE Staff KhataZ 7t 211, Copy to other devices (CHE 7|7|2 2AH= At
XIS CHE 22121 7|7| 2 SAFL(Ch

(=13 (o]

21710 =71 7|15
Device (7]7] &z2|)E
HZEE|0f

—

z2stcte

A

e

= —

ofl'e =&t AsLCt.

AU=X| 2tolslz{™ Manage Devices (77| Z2))E &
2 Users (AF2XH B2 AMIQ. 7]7|9] ZE AF2XH= Staff Khata2l

4l .-« — Manage

X|20|L} 7t= S =17
O Zt= Stq4™ 7|7|7t 22+l AEHO{OF L},
1. Organization (=%|) — Employee List (2 S5)E 2254 2.

2. SHE 2@l o **...x* 5 F

3. Biometric Device (MA| Q1A 7|7])E ME
ID (7|7]| AF2X}ID)Z 7|7|0]| S2EIL
S 71710 57|3HE 22I5tMR

4. Step 2 (2¢HA)ol|l M Fingerprint (X2

215t Biometric enrollment (MK ME S2)E MEH

SHM| 2.

EHSHM|R. Step 1 (1THA|)Of| Al Z[210] Machine User

. OFZ! 7|7]0f| iCHH Sync Employee to Device (X!

) =

A

—

RFID Card (RFID 7}E)Z MEHSIN| L.
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5. Start Live Fingerprint Scan (&A|Zt X|2 AZH A[Z}) S 22iot Ct5 2A0AH 22 &7tEs
21710l Ml H 22| =E(E= JIEE HEE) AtLHSHM K.

Ragistar

A, SELECTED EMPLOYEE

Lol

STIP1 TERMINAL 1D & SYNC O Changeln STEPZ  CAPTURE BIOMETRICS

Enrofied on this Terminal

@ Machine User ID #0002

This arpioyee ks registered and ready for blcmmtric capturs

71710l M =hel=|H 2 30| SE|IZ2S 7IEY + ASLICH 2 7

ElLICk.

J

2 A2 0] ZAZE HECZ HA

71710l X&=l 7|2 CFREES}H|
71717} otset LI ERI0|QUCHH 7|E S 7[7[0f] E2tetL|CE CHA| 221210 £[H 7|E2 71 2AH K.
1. Data Download (H|0|E{ C}F22E=) — Download data from Devices (7|7|0l|A{ Ci|O|E{ C}
RZC)E 2/t K.
2. Device (7|7])0|M 7|7|E MEHSIA| Q.

3. 'é*W% MEHSEM| 2. Today (25), Yesterday (O1F]), Last 7 days (%2 72), This month
ol DEFHLE From (A1Z) 1} To (B8)E HHSHM K. o Hoil £ 90Y7HX| CH2

§
01)1

4. Add to attendance automatically (ZE|20| X}5 =7 A F7{Lt, 7|52 HN AEsH
H 1IN R.

5. Download punches (7|2 CI2ZE)E 22/5tMQ.
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B Al Branches E » e
Punches acded to attendance

Holp B Support
ard Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & wmpm-‘a‘qu fibg
PUll punches stored on a blometric device into attendance, ¢.g. af T
Davice Dates Today = Yestorday Lost7days  This month
@ Mangcate * Gndine From T
RES2025041153
B oo22 202 B 0e122,2028
Add to attendance automatical vy [ @)

© 0logs imported 1o HRMS successfully
G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export

Emprcyes Dite

Amit Kumar Oct 22,2026 308 PM Fgerpriot Chack-in

7171 23 0 718 <7|
71712 22t2l0f HZE 4 QICtH USBZ 7|12 2O E LR LS I AMR.
1. Data Download (H|0|E{ CFR2 Z=) — Import Biometric Machine Logs (M| 214 77| 2
O I R7))E S=lstMla.

2. Select Machine Log File (7|7| 21 m! MEH)of| A IhA(txt, .csv & .tsv)2 12D
Upload & Preview Logs (211 ¢2C 3l 0|2|27|)S S2I8tM| 2.

3. O2|E7|2 &2lstM|R. Mapped (HZE!) AFEXt=E 220t 2X|5t, Unmapped (H2Z ¢t &)
AE2Xt D= OFZ! OFR ot HAL|X| AUSLICE
4. EE|2E A AME From date (A|ZHY)2} To date (E2L)E MHSIM L.

5. Confirm & Import Attendance (20! 8 £E[Z2 71K 27|)E 22I6IM K.

ZiQst R2M|: Data Download (G|O|E| CHREE)Q} 7|7| 2O 1M 7|= 12 B0 =&t
| QEHOA &AH JUS = JUSLICE 7[7| F7t AEXL 7|8t SES ZE Q=M AHES

y © 71—

k|,
A
M
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09

U HE|2 22

R%HI- HE A

71719t 2HtY Hol ZE 7|=0] o Ho|X|o| ZLICt. of HO|X|0| A stFE HHdt, 7|
St of X2| Hof| LR E HIZE2HM K.

iy

e ==l =L L_

Q= ozt sh=0| 27|

Dashboard (CHA|EE)0f| @5 £2, Z2, X2kt X1210| EA|EIL|Cl. Recent Punches (%2 7|2)
e 2E 20| AANZCZ EAE|H X242 [MZ EA|ELICH X[20l= 2HIY 7|Z22| 2X|7t EA|

ElLICt.

MH| 222 H2{™ Time & Leave (2F A|Zt 2 $7}) — Attendance Process (£E[2 X2|)2 2
25t K.

EE|2 h|o|x] 2E{Es}7|

Attendance (ZE|2) H|0|X|= 2= YW= SEIL|CL i 2|9 FI=(Present (£Z2), Absent (Z232),
Late (X|Z), On leave (7t &))0ll 47t EA|EILICL FIEE S2l6tH oiE =10k HA|EL|CL

mE HA W

All (HH]) / Present (£2) / Late (X|2}) / Absent (22) EE[Z MEfE FY
Pending (CH7| &) selg 7|Itte|= 718
Approved (£9212) ojo| 2%t 715

GPS punches (GPS 7| ) X MEIE A= BHIY A 7| =8t

staffkhata.com/guide - 55/ 118



@ All Branches

A ADMOISTRATS
o St Tim, Data Download -~ Reparts o & Supp
Time 4 Leave
3 Autopay is nactive. Set up BUTCPAY of ChaDSe 3 One-lime SUDSEription payment. Soview biting

A.ttandam:e 23 Refrosn & impont
biometric logs, regularzation requests and mi punches

£3 anendance & Regularization O Missing punches B

7 & 2 o 1 0 8
Teday AP f-“ P A GPS L 7 A (] 00 Map view & Expo (o]
Empinyee 5 Che Punc Ho

Smn Pasl Oct 18, 2026 Dise ) 926 AM Late @-- @ &
i Mo Oct 18, 2026 @ Present 41 B08AM  BGRS Gniime B ® 2

Ak, Amittmar Oct 18, 2026 @ Praseen 4 507 AM Bl B & g
) Mo Oct 18, 2026 @ Frasent 4 503 AM G tima. G- ® £
iy Mehetvoanl ©ct 18, 2026 @ Preseen 903 AM | 8088 ntime ®-- ® 2
A f“!'l','_"f b Oct 18, 2026 @ Prasent 1) BiS6 AM | 90PS 0 tinn e ® 2
A f_:‘:i”" _"_’"“’ 00t 18, 2026 @ Provem 5 6:48 AM | RGPS onme - @ &

Filters (ZE)E 22/d| Z/2I0[Lt L2 7|2k MENSH CHS Apply (B8)E Z2I6HMI2. &t Hie| All
Branches (F#| X|&)2 X|& otLiTH & 4 JAELICL ot AtzhE 2 o2{H Search by name or
ID--- (0|§ E= IDE AM)E, E52 CHREESHE{H Export (LHELH7|)E AHESHAIR.

H: 5kl 2R0M = 712F 28 7L St2 2 MSHELICH o E, 1 E= AEXFX|F (2t
BOM7F ZE FHI7F 2Lt

1]=]
=0}
ret
(ST -]
I oy

1. Filters (ZE{)E Z2!st1 Quick Select (H}= MEH)0f| A This Month (0|H Z)E MEist CHS
Apply (H&)2 Z22l5tM|R.

2. Pending (CH7| &)2 22/5tM|2.
3. ollA Review (HE)E SEISIMIR. AlZH 2IX[, AHRIS &QI5HM| Q.

4. Approve (521)5 2=t LIS &QI5tMQ. 7|E S HESHH Reject (HE)E S2I6t1 2
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£ Attendance Details
g Neha Joshi
Emplayes I0: 5T-0008 Sat

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

Krdl Bagh ,v"o

k of bagh
..‘-'f =3 9 @F T

Garcd Bagh Markt Oy
-~
Device punches 2

< $56AM In Samiung Gatay A

[+ 8:07 PM Out Samaueg Gitary A4

Close

715S Aol 22 NS Althe = GIELICH AlZhS 2H FI15HM .

S HWME AoM Q. XY 0| S-S HMstl, 20| OtL|2tH Filters (ZHE)Z 7[7HS HESHA|
it o] ALl oto| 2 (Edit (HZ!))2 22I5M|R. Update Manual Attendance (&5 ZE|2
Punch Out Time (£|2 A7 & HHSHM Q. XIS EH Z2UCHHE Next day (CHS ) E A

ASHM|R.

Update Attendance (ZE|2 +3)E S2IctM|R. O 2 F A|Zt0] A AHEIL|CE.
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Update Manual Attendance

Employes
Imzan Shaikh
5T-0004

Date * Shift*

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

@ S01AM ® 605 PM
Status *

Present

Remark (optional)
Autd remark.,,

.
El: Missing punches (%22l 7|8) Holl= £2 7|52 UX
£ Z|2i0| EA|ELIC} Add missing check-out (F2HEl E|
Save attendance (ZE[Z X&) E SElotM 2.

HE HENH 20| 7|52 TS & 4 UUS mf AHSLICE
1. Add Manual Attendance (3 £E[Z F7HE 22/5IMR(EE Time & Leave (27 AlZt
8! 271 — Manual Punch (& 7|£)). Single Punch (PHE 7|2)& MEiSH MEiZ TM|2.
2. Employee (Z/¢), Date (£M), Shift (22 X)E MEiSIA Q.

3. Punch In Time (&2 AlZhHE &gt 1,
Me.

e

1 /CHH Punch Out Time (B2 A|ZHE 21248t
EiSEM|R. Present (£2), Absent (Z2), Half Day (2tX}), Leave (£7})

MEH
. AbsentL} Leaves= A|ZH0]| e USL|CE

5. ZQ35lH Remark (H|11)E 71511 Submit Attendance (EE|2 H|Z)E 22I6HM| Q.

olz| g 3t

rE

ofl 7|253}7|(Bulk Manual Punch)
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1. Time & Leave (23 A|ZF 8! £71) — Bulk Manual Punch (22 45 7|2)E Z2I517L,
+5 FE|Z 24! otof| A Bulk Manual Punch2 FetstA| 2.

2. Select Employees (&2 MEH)0|A S oF BU H3SHAHLE Select All (HH| ME)2 2=

StMlR.

3. Date (£M), Punch In Time (E2 A|7Z}), Status (AEH)S HESHA|
252 ™ Shift (25 X)Z Auto / Profile Default (XI5 /

4. R9oF=g =015t CI2 Record Bulk Punch (22 7|2 HZHE Z2I6IM| 2.

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Seloct Employees * 2/ 9 Sebected Date * Shift
B Getis, 2026 Auto | Profile Detault
Q Filter employees by name or If
Punchin Tima * tost Punch Out Time

© 900 AW @ Pick Time

Kavita Rag
L KR ooon

Status *
] wg MenaJoshi Prasent
ST-0008

Remark {aptionai)

Pacja Nair
PN Sraoos

Rahul Verma
™ ar.0001

SF E i

2 AOIL; gl M A 22t A2t Az E Y=ol Xfle 715 FHH

o o

o

QEY & AFLICL

1. Time & Leave (22 AlZF 8l £7}) — Regularization (7|2 HH)2 Z2l6t7{Lt ZE[Z 10|

X|0ofl M Regularization B2 0N Q. Cil7| 21 QK0 U™ BHof| 747t EA|ELICH,

3. Approve (52!) E£= Reject (HE)E S2I5tMIRQ. o2 12 ot Mol M2|st2{H K 3st CtZ 2

of ZE|Z0| RET AIZI2Z HH|0|EE LY.
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Q. Search features. L]

Dashboard  Device Sotup Grganization Time & Leave ~  Data Download Raparts

@+ Dashooord © Time & Leave
[ Autopay is inactive. Set up sutopay or choose A one-lime subseription payment.

Attendance

Dally chock-ing, blometric logs, regularization requests and missing punches.

3 Atendance @ Missing punches B My corrections:

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

Prosent Akt
9 & 0
Chached in today Mot shecked in

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

Oct1-0ct 31,2026 173 A presant
Employee Date Status.

3 e Oct 18, 2026 o
up; Kedta ke 0ct 18, 2026 © Prevent
Ak; A Fuome Ot 16, 2026 @ Prosent

gy Rahul Yerma

$7-0001 Oc1 18, 2026 ey
L ;‘r.-'::::w Oet 18, 2026 &
B S Dct 18, 2026 oy o
. i rlbond 0ct 18, 2026 YTy

Payrofl - Accoss Gontrol  Account
Lae
& 7 s

Late

After 1 start tme

Absent Al Pending  Approved 1 GPS punches 55

Checkin / out

] 9126 AM

] 08 AM 9 0PS

#] B:07 AM

) 9:03 AM

+ %03 AM | #OPS

= $:00 AM

00 AM
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Punctuaity

On tme.

On time.

Gn time

Gt

On e

On Bime.

Admin
@ A Branches ~ QA Aowmsaaror <
Halp & Support
Rarview biing
3 Refrosn
On laave
0] O B8
Agcroved seavn ey
TV Fiivers @ 0 Map view & Export Q Search by name or 10,
Hours
@ @ &
@i ® &
Wes @ &
O ® Z
o-- ® &
e ® &
o= ® S



L~ e L~ L~

= Ool S I- Al SOl

TI'7I-'|T°,'I'I'7 I_IO, oTr =

M 77t X 30| ZE QI

PO MY = U= RII ERA SR SES ot HI HHSINR. O 20|z {71 A1H, T Y,

357 Y0| ZE|IZ21 500 XAt = BHIEL|Ct
et FH: 571 2ot SFTU2 ot QMMM HA AUS £ ASLICH MR XtE2 7t EAE]
™ Billing & Plan (2| % QZ)0lA X 7tH 1t Q2 FE &QlstM| 2.

271 74 Eols1|
2t F7HCasual), B7HSick), HxHEarned), &4t R7HMaternity) 7t 0|2 AHE|0f AELICH H
EStALE &H FIH5HM(R.

1. Organization (£%|) — Define Leave (57} &2|)E S2ItH|Q. Leave types (§7} RH) =

0| RYE I, AHZF A AR 942 L0 2| WAl S0l He ORIt HA|EL|CH

2. Add Leave Type (57 8 £7hH2 22IstM2

3. YAlZ oM R.
ks s
Name (0|£)2t Code (ZE) ofl: "Compensatory Off"(CHA| £2)2t "CO". & CF Z4=IL|C.
Days per year (¥17H 24) x|9l 3 Ho| 1H0] Bhe 4,

Carry forward unused days (0JAI2 2

I A
=T
o|g)

I
o

Needs approval (£ 2)

Colour (A4h)

4. Add Leave Type (§7

S

H7|: ALE0HX| 42 =7t LhS S 2 O[Z LIt 17| A

=13
=
ZELICH

of

Al

—

A7[: 21t oiL{A{Lt HRO| 2 &

CH:
="

0t 27 BHX|Of| FAIELICE
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Add Leave T\rpe
Hiew
nanded.
Marneg Code

Compensatory Off co
Days por year

08

Carry forward unused aays

Diays o TAken Shon 11 AT yar stiad of Lpsing

Lcrgeiin ahviial
Teperting maniger of MR MUY ARRRIS S8Ch FRGUET!

Colaur

00000000 -

* Compentatory OFf

FUS HASHALL XSt H ST HO| Edit (HE) E= Delete (AH[)E AFESIMR.

F7t THo{d 2tolst7|(Leave Opening Entry)

doys $1ft get each yeos and how requists are

1. Time & Leave (25 A|Zt 8 £7}) — Leave Opening Entry (§7t 7| X S2)2 22/5I4 Q.

2. AW 77t FHEEZ Allowed (518), Used (A1), Left (ZH0]) 22t Total left (5 TH0f)7t
HEAELIC

3. 2F R0 A A=E HHFRAHU 57t /Y, XH, BM, HEEZ ZERSINR. EE LIR2EE

st2{™ Export (LHELH7[)E S2I5tMIR.
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il @ Al Branches i
Grganization Time & Loavo Data Download Reparts Payros Accoss Contral  Account Help b Support
ard Lewve Opening Eniry
3 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Rirview biting
@ 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 @ 1215 adowed - 1 used - 1204 Wl towys) | 1 Search by name o code
@ Casual Leave ® Sick Leave ® Earned Leave ® Maternity Leave # Compensatory Cf
Empiany d Us i g et Awed | Used Used 1
prectyedt 12 12 12 12 15 15 99 50 6 & 138
Rahul Verma 12 12 12 12 15 15 20 90 6 ] 135
ook cgliPR 12 a 12 12 G 12 15 0 15 %0 0 50 & o 6 135
ST e 12 o 12 12 ! 12 15 ) 15 a0 % s o 8 138
!:".'".f‘.s.":f.'?‘": . 12 12 12 12 15 o 15 20 20 6 8 135
f?n_’ff'._‘a'{___ e 1z o 1z 12 o 1z 15 o 15 20 [ 30 & o 8 135
foaginotind 12 0 12 12 [ 12 15 0 15 90 0 %0 8 0 8 138
Ao aten 12 ] 12 12 0 12 15 0 15 %0 %0 ] ] 8 135
O 12 1 n 12 12 y 15 0 15 20 90 6 ] 8 134

2 (https://attendance.staffkhata.com) &&= Staff Khata ¥ (Leave (57t) ®)0|A 2¢l2
UHS 2 2IQIFLICE Apply Leave (F71 A1H)E E11 {7t EE THo{U S 2folst
HME MEiS D ALRE 6] H-L|Ct J2{H AMHOo| S2ls 7|CHELCt.

—

20| Hotz HIME ZE|7 Lt WS AHESHR| &

o

o FEELIC.

1. Time & Leave (2% A7t 2 §7t) — Leave Application (71 21H)2 2254 Q.

2I5tMl K.

N
>
©
T
<
)
Q
<
(0]
Jot
_\',
oE
i
i

3. Employee (2|¢)E MEHSt CHS Leave type (F71 d)S MEistA|2. SHEOICH Foj| Ttof
O EA|E/LILCY.

4. One day (5t%), Half a day (2fLIE), Several days (042] &) & otLtE D210 HHE MEY
St K.

5. Reason (AIR)2 YLESHM|R. Also notify (7} 22! CHANO|A L2 AFRIS 15 4= QIELICEH

6. Apply leaveE 22/5tM| 2.
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https://attendance.staffkhata.com/?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=ko

2 Apply Leave

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

Date
B 26 Oct 2026

Netfy Mansbars - OM
Search & seloct members...

Masson
Famity function o Jpur

ot

1. Time & Leave (2% A|Zt 8l $71) — Leave Application (7} 21H)2 22I5I4|2. Leave

requests (57 2%)7 Pending (Ci7| ) {02 HEL|C},
2. XM Review (HE)E 22/5tMR. F7I {Y, 21, L4, AIRE S0IsHAL.

3. Approve (5¢!) EE= Reject (HE)E 220t Lt =0I5HM 2.
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Approved (521E!), Rejected (HEE), All (HA[) ol 7|=0| HELICEH LIS0E 2K AAofA

Z2ES & = ASLIL

S Y2 2EH0| EAE 2 ZE|Z 20XM0f| AFSELICE 7HY #E WE2 52 7= AULIL

—

AT EANENNM 7127

1. Organization (£Z!) — Define Holiday (35 Y F9o|)Z Z2lstM K.

2. Import (7IH27|)E E2I5IM K.

3. Need A Template (HE310| ZRstMItR)0A CSV EE= Excel2 226 MES CHREES;
M 2. Holiday Name (35 0|Z), Type (8¥: Full Day t== Half Day), Date (2%} DD-

MM-YYYY) M| 7HS| Eo| L&LICE

4. UES M2 LS THE S HXtof| B0ICE 5Lt 223l ROt AHIR. 2|t 2 MB2| CSV, XLS,
XLSX IS ArEe = ASFLICH

5. Import (7tH27()E E2/stMa. ZE 37 Y0| ot Hol| FIHEIL|CE
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SFE oLt F715171

Define Holiday (252 &2|)0| Al Add Holiday (85 F=7HE 2
Name (0|5)& Y=o

EHSIM|R. Description (HH)2

. Add Holiday (25¥
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2I5HM| 2.

Add Holiday

Shawn 6n calendars and used in atendance

Hama

Cempany Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]

epans.



ZE2 Upcoming (0f
= Delete (H))E

ME

), Past (X|
olM| 2.

o), All (FIA]) &
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=0, 20 BAMM, 7I=

M =07t ZE 2=

Staff Khata= EEIZ, 77t SR/, K& 7|52 HIE2Z 2} 29| S0{E ALOIEZ AT EA
E7 2@ glaLict ot H As| & e 22| R o=z G063 M2|g = ASLIC

Qs QFAM: 20| 7|52 A2stHH F0{7t TEE RF QN7 LRTILICE Payroll (S¢) i
7t A A 2™ Billing & Plan (ZH| & Q2A)0AM X 22X E 22ISHMIR.

=0 F7|et BE SH 285

o 282 2= =0 Mz[of| HEELICt.

1. Organization (Z%|) — Company (2|AHE 22/3t CHS Payroll & Tax (20 % H2) B2
oAl K.

2. Salary Cycle Period (204 7)ol A Period Start Day (A|Xt)2t Period End Day (=
U)E MYSIMR. "L "2 stH{H T2 02 LM L.

3. Statutory Deductions & Contributions (Hd 3| 5! 2EE2)0A siiest= 252 HM Q.

4. Save Changes (HZ AtE X&) E 22/6t4 1.
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Data Download

3 Autopay i mactive. Set up sutopay of choose a one-lime subscription payment.

Cnrnpany Settings
anag If company pietorences, attendance rules, paynoll, and policias.

@ company Profile

# Employes codes

@ Payroll & Tax

@ Locakization

£ My Profile

E5l {Employee State insurance)
Enatls ESI contributions for elgitia saiary Backets
PF (Provident Fund)

Gratuity Liability

PF CONTRIBUTION %

12

- Financial Year Dafinition

2%

ESI (Employee State Insurance)
(ESI, 22Xt 27} %)

PF (Provident Fund) (PF, %! X2
2)

Gratuity Liability (E[Z2 2x)

Financial Year Start / End (2|# &
T AZE/ BR)

=0 X X|H517|

=50HE Mot

DE x|

1. Payroll (20{) — Salary Management (20 Z2|)E 2

O) Ox-”,AEI %:)'0

ou have unsaved changes

@ All Branches

D Reset

PERIOD END DAY

o

ES1 CONTRIBUTION %
% 278

Discard

& Save Changes

’Is

== 200 ESI RESSE 7t 2

(ESI 2EE %)0ll A 2L,

22 ESI Contribution %

EPF SH|2t 18
% (PF S EE %)0IA

ol

JrefLict 2

= 22 PF Contribution
MHESIHH 25 12Q]L|C}.

2% 0y REES
X

=
_|
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}_

2
>
00
_0'_|-
rr
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|.|'|

AEA 20 #2271 A0{OF gLt

2l5tMlR. 2= 2E0 80 F7|,

M, HZHCTCR &H EAIELICE
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2. xlg] §.Ij9| WE oto|Z2E S=IstALE, M =I20|2}H Assign Salary Structure (20 7= X|H)

3. Payroll Cycle (20{ 7|: Monthly Cycle (22) === Weekly Cycle (F2))2 Salary Type
(20 2¢: Fixed (1H), Variable (#15), Commission Based (=52 7|t))2 ME{SIAN Q.
4. Earnings (X2 &32)E YN, 7|23, HRA(ZE £4), nEH|, o|F £, J|Ef £2H0]

SLICt

5. PF, ESI, Z1¢ M| Z2 Deductions (2X| &=)E 25tM|Q. ESI= &4t EE= 22| BAIE

= AL

6. Z0| A7t 3|A} BEHHIES2 & 4= | 5124 Show CTC in Payslip (20 ZAM|AM0| CTC &
A)E H3SINIR.

7. Save Salary Structure (20 = X%) EE= Update Salary Structure (201 71 2H|0]

E)E 22/5tMIK.

22st= S9F o2 %0 Total Earnings (£ X|Z<), Total Deductions (Z SX|), Net Take-
Home (&) Annual CTC (HZt CTC)7t EA|ElL|CE.

5 Edit Salary Structure — Rahul Verma

Orty acsin exmolojees sea 35um. Pgroll Cycle
Manthly Cyese .. v [ B ShowCTCinPysin

(D) Editing extsting salary for Rahul Verma (5T-0001 - Superviser

* EARNINGS Totak 138,000

El: Organization (£%!) — Employee List (2l S)0|MT 0] ZA2 & & ASLICL =l &
H &S Z1 Assign / View Salary (20 X|H / 27|)E S2IstH2.
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2 =20 X257

1. Payroll (20) — Run Payroll (20{ X2[)S 22/5I4 2.
BN Hut HEE MEHSIM K.

3. Bulk Generate (Y2t MA)Z Z2/5l1 Department (£ A) S MEHSH LIS 21t HE S 2018}
L (2

1 Generate Bulk Payroll (22 20| M4)2 S2IstM|. 2 MOt BHE5HM| Q.

Bulk Generate Department Payroll
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s1are Q. Soarch featun o Admin ?
ﬁxm\m Q. Soarch featuns @ Al Branches A ADMURSTRATOR
Dashboard  Device Sotup or, i Time & Loave Data Downlaad Reparts ayros Accoss Contral  Account Holp & Support
Dasrooard - fun Payrol
() Autopay I8 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirview bifing

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

Total Hat Fayroll

= Tatal Droas Eamings Statutory Deductions
¥1,28,200 “ #1,45,000 g ¥16,800 =

Employee Payroll Records & — Less Coluning September ~ 2028 v {1 Search employees by name

SLEiR Is':w NET arRTs e i LA PAID UNPAID WEEKLY :{l&lc e OTHER TOTAL #F PROF

TOTAL
SALARY LEAVE LEAVE OFF A COMVEYANSE. MEDEM.  sow, | mami; wme 5 Tax GED.
Pociel i #az,160 % UNSETTLED 2 o ° ] ° s ¥2000  PBEOD  PLOOO r1.280 1,350 r3so00 tae40 M0 T00 TR840
Imran Shaikh =T B
Ry * 004 12035331 @ UNSETTLED 3 1 o a Q L] 14,000 5,000 1,600 1,250 TS50 23,000 rLes0 0 o0 T2,046.67
uuuuu sT- o
o001 Ti3840.67 @ UNSETTLED 38 £16,000 00,400 1,000 ' 250 80 120,000 1920 " 200 £1,552.03
it Kuumar s1- :
- v21430 v1256 550 w3ooe  wLes6 % w00 wLeso
- o002
Rahul Vierma &T- 5 UNSETTLEE !
& o001 THLAZ0 @ UNSETTLED 71 3 » [ 38,000 BE0 T 1200 0680

ZHZ v 2ol 0] S TSN Q. Edit Monthly Payroll (2 S04 HZE)0A A&
4H38t2{™ Save Draft (YA| HENE, X|Z20| BLHOH Settle & Save (B9 XA

oO'L- X )E 5'EI-(.)-l-

= "

o2 20E X2 HEE HAISH{H WS X351 Settle Selected (MEH o= HAE 22I5}
M.

8llZ S Excel == PDFE CH2ZE612{H Export (LHELZ[)E AFRSHMIR.

=0 BMAM 27| 2 CIREE
x2l $oj| M Payslip (301 BHIM)S S2/BtM2. B0 SMMOIE SIAt 210, 2512 20 X2 &
, BH 82, ZH| 83, 2x2 ML

Al Zh ZHO| oA HEEUR=X= EAIELICE

—1
= (=]
X[ 20| EAIELICE X[, =E|, Mo [HE SH S 27

X %st2{™ Download PDF (PDF CHR2ZE)E, 2IM5t2{™ Print (214)E 22I5tM| 2. Show
Annual CTC (H7ZF CTC EA|) / Hide Annual CTC (HZF CTC £7|7])2 CTC BEA| o{EE Tt

A
T=2 o= T
A LIC.
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@ Al Branches 4 Growih |18 diyE kit A ao
'

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

[
Generated

Sharma Textiles Put Ltd Rahul Varma

30 A o 3 0 ]
IIIIIIIIIII Y Slandaed Office Palicy L
~* EARNINGS = DEDUCTIONS

EO0000  PF(Employ T2,580.00

9,600.00 F pdoyed) (Ex 0.00

1,600.00 E r0.00

1,250.00 E Empioy 0.00

¥1.550.00 E Empie Ex e ¥0.00

TR 200,00

Totsd Eamings T38,000.00 L0 Degucscal TAR00.00
Toss! Desuctiens 6,880.00

al Anmsal Cost to Company (CTC) 4,56,000.00 1

¥31,120.00

200lg & A= ZYU2 My Payslips (L 20 BAIM)0lM 2212 S0 HHME £ & ASLICH
H

=0 7t= 7|55

1. Payroll (20{) — Add Advance (7t2 £7})E Z22/5M Q.

2. Employee (22)E MEi5t1 Amount (22)2t Reason / Description (A7 / AE)S 1=
ot CtS Month ()2t Year (@E)E MEYSEM 2.

3. Save Advance (712 NZHE 2254 2.
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& Add Salary Advance
ok

[ Diwali festival advance]

Manth *
Detober

ZH| 23 7|=517]
1. Payroll (20]) — Add Reimbursement (ZH| &2 £7})E S2IstM|Q.
2. Telg Mefstn 29, A, B, AEE s,

3. Supporting Document / Bill (B MF / E+F)0l| S5 S LML (PDF, JPG, PNG
£=DOC, 2 2 MB). E+F2 EHALCH

>

Submit Claim (E7 H=)2 22/sHMK.

Payroll (20) — Advances & Reimbursements (7t2 5! ZH| 23)E €™ Z|20| ZHY AHof

M HH S Zols ZE JtEn BFE £ 4 JSLICHL 7|52 20| Approve (5¢1) = Reject

Ol= Settle Request (2% XAHZE ZS2I5tM| 2. Generate Slip (HE MA)2
|

g+ A= ZH| gg HE7H HSo{ELC

ZF32 gh= xlele 20 X0 M Payroll Cycle (20 =7])2 Weekly Cycle (F2)2 HFstM 2
o| XlIE0t of 7|0 EA|ELICH
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. Payroll (20]) — Weekly Pay Process (2 *{2[)E 22I5IM| Q.

roF

£, 2 HH|= Bulk Department (FAf 2Z) —
SN R.

I H2 Generate Weekly (F2 A4
Run Bulk Process (Y& Mz| AdH)E 2E!

—v

. Weekly Payslip (£2 HAHAM)2 €0 PDFE CI2ZE38HALL, Print (2144) k7L, I 2lof A
Send Email (0| ELH7(|)S SHMIK.

. Xlget

o
mjo

K|35t Settle Selected (MEH &= HMANE Z2I6HM| 2.
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12
EE|Z HoAMQ R HEE S

QM 2= 23X

Staff KhataOll= @59 SE|22E Z=2H0| RAsH= HA ChEFX| 30707} He 2AM7F L
Ch R HIME LESID, QIME AER E11, LY 2 QI&L|CH

.
Qs QIA|: Daily () EXME 2E QSH M AFRE £ AELICE Weekly (F2H), Monthly
(2174, Yearly (22} 211N, Attendance Calendar (ZE|2 221), Al Analysis (Al £41) & 7|E} A
N EDINE 12 E0M7E ZotEl @2 Q2H7F ZREtL|Ct Government Reports (B8 E1M)=
20 7|sk ZegtLct x| R2H = Billing & Plan (24| & 22A|)0{| A &I6HM|L.

HIA 37|

1. Reports (211A) — All reports (Ff] E11M)SE SEISIMQ. EIM= LT 42 HBEE £
of ASLICH LA 2 7[7HE, £E|Z2, A2 24X, & by

g
o |

m

o
N
N
~
IE r”

H

AM X0 L S 5S EolMR. 6lE =0 lateS IHESHH X|Z0f 2t

_..||‘]]F3__S!’:{}J'i£\;‘|§ Q Search features - @ Al Branches % arowtn sdmyein AR N R

Dashboard Dy Data Download Repans Payrofl Atcoss Control  Account Hoip & Support

i O Ti
i

»
Daily & periodic
Attendance for 3 day, weak, mar
Daily report > Weekly report » Monthly summary
= Performance, in-oul, detalis and department views for one day or a range B Week:by-week sttendance and hours - [y parformance sheet, in-cut and totals par employee
I Yaarly report » B Attendance calendar
Twetve-mants atiandance matrix ond trends Each employes’s month 8¢ 3 calendar grig
Attendance
e, Wh Vi, and whan
Attendance Io Present | absent » Late comers
=] Eicmatn o L i P ; e
= Overiime » Manual attendance
D overting nows p B sk s added or comected by hang

Early departures Late & early
Short hours » s Mis nches > All in-out (multi-punch)
0 i i i (- fostigra : &) Esdmuemi
ol |55 than the tequired durstion issing check-in or check-out Every Infout pair por day
Special days & performance
Holidays, weekly offs and absence pattoms
Present an holiday » g Proseton weekly off » gy Doy time record summasy
" Amendance on company halidays Anendance on weekly off days = Work days, absences, late counts and under-time
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1. Reports (21A) — Daily (X)E ZS2IstM Q.

2. 1M 29 (0l: Performance (22 &), Late Arrival (X|Zf), Absent (222), Missing

Punch (522l 7|8)), I, Iotet CHA(XIE, £M, ZIM E= JHE ZI) S MEEtM R,

3. View Report (211X E7[)E 22/5l4 Q.

=N FHO| St HZ OfF TO|Lt == 0| SFLIC.

All (ZH]), Present (£2), Late (X[2), Absent (22)E S2/6lf ZE{ZELICL

tot

Sheet (A|E)E 225t 2|AL O|F, &M, ZIH £ AlZh E[2 A2 252 AJZH0] B2l Q148
= =R
= =

2{|0[0t20| FA|EILIC}. S0t7t2{H Table (H)

_ulld&_fﬂl_!_l.'@s Q0 Soarch festures A @ A Branches it
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrofl Accoss Conrol  Account Hoip & Support
@ » Dastooer > Alirapons © Day o Resun
B Autapay is mactive. Set up sutopay or choose a one-time subseription payment Roview biting
Performance & Change filters 23 Rofrosh @ Tple @ sheot
Doty attendsnce report
~* Performance v ¢ | Fi,0ct16,2028 >
9 DAILY PERFORMANCE REPORT Al Pusont  Late  Absent  Fmers @) | & Expont
Petiod: 18 Oct 2026
DRAILY PERFORMANCE REPORT 116/10/202¢] 0 Excel | & POF
1 Jonn Snowing 1-9 ¢ @ recors Pui Page 25 v
o Expandshest = Fwidth  W0% G 100% &
Sharma Textiles Pvt Ltd
Ropont Date: W/3072678 DAILY PERFORMANCE REPORT Brin Date - 1073026
Recorts- @ Presem B o Anden 1
30, | g Code e Oupmsnt | Bovgnation | s | g [ G| i | B0 VK| or | e | ER | gy | Do | Bues
Ao [ree—
1 P a Adman aant aamn G5 | S00AM | 600PM | SO2AM | 603 PM fhols | 0001 . ] present | RES-01 RE5-01
2 ST-00M Raatesl Verma Praduction ampiyee G5 | RO0AM | GOOPM | BSSAM | 601PM Phoa | 0000 4 3 Presend | RE5-01 RE5-01
3 570002 At Koma Preduction employes G5 | SO0AM | E00PM | SO1AM | S08PM Oh O | 0005 peetent | BES-01 BES-01
. 510003 Sunes Patt Producton amployes G5 | S00AM | £00PM | BS6AM | &20PM Bh24m | 0024 . - prerent | BE5.01 | BSS-01
5 ST-0004 wan Shakh Praduction amployee GE | FOCAM | SCOPM | B4BAM | BOTPM 8h 1% | 0018 . peesent | RES-01 RES-01
L3 ST-0005 Pooja Nae Preduction empiaoyes G5 | S00AM | GO0PM | SOTAM | 506 PM Bh G - - ddm | peesent | RS5-01 RS5-01
2000 KataRes | HumenRessurces | smpyes an | &0o P baern | RS s
Informaton
8 | sroom PRRTTR s ampioyon an | moo o ™ ah1dm possent | mss e
L] ST-0008 Neba Joshi Husan Resourcas empityes GS | S00AM | &OOPM | BSIAM | B04PM Ohils | 0011 . peepent | BSS-01 RES-01
=70 27 HAZEH TN
e | e -t -t
D= Zk2 HEAIQIL|CH 7|2+ 21 kst CHAFS MEHS) OIS TEE MM
T™EL—- o—1d = =1 [= = o= - "1 o = =2 10 .
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Dashbosrd  Device Sotup Organization Time & Loave Data Download Reponts Pay Accoss Contiol  Account Help & Suppert
f » Dasvboord Al reports v ¢ Result
5 Autopay is mactive. Set up sutopay or choose 8 cne-time subseription payment. Raview biting
Performance 4 Change fiters & Rofresh = Summary B Sheet
Manihy attendance rop
~* Performance ¢ | Seplember 2028 >
Parformance ¥ Fiers @) & Export
Petlod: Det 2026
Q ow: § 12
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Reports (£ 11A) — Attendance Calendar (£E/2 225 2=2/sH ot 2 H=o=2 2 > US
L|Ct. Cards (7}E), Matrix (IHEZIA), Sheet (AE) 27| 2 M2tstn EALE ZIHZ TIE{2IS1A|
K. 57 X LYEX, 22HE=X, FIHE MeX| HEAELICH

ME EHN

1. Reports (211A) — Government Reports (HE E11M)E 225N Q.

2. fIZ0|M EME HHRMR. HE EO| 3llE 7|2t = YOO EELICY.

3. SE0|M CHES MEISHL Q.

CHE A4 HH

Muster Roll (ZZ25) Form 25 19484 SEH
Register of Adult Workers (42! 22X} CHZ) Form B 19484 S &
Leave with Wages Register (32 &7} CHZ) Form D 1948 S &
Register of Wages (/2 CHZ) Form | 1936 22 X|ZH
Register of Workmen (22X} CHZ}) Form XIII 1970 Ak =S
ESI Register (ESI CHZ}) Form 6 1948'H ESIH

Muster Roll (EZ28)0l= 7|2 & 09

HHN
z
3

x7b 27 BAELIC,
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F = Admin ”
£|!BL§.H L'IIM_EI 1 Soarch featuns. (] 4@ Al Branches QA AowenstaaTon
Dashboard  Device Sotup Organization Time & Loave Data Download Reparts Payrotl Access Control  Account Halp & Support
% Autopay is mactive, S0t up sulopay of Choose a cne-lime 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 Factories Act, T4 - Draify attendance Fegisser with empboyss it infout grid.

® EmpCedn Nama Dussgration Ouparmant ot 02 o o o5 = o7 0 o0 10 1 a2 ] 1 15 18 i) 18 PoAL
T ADMTYMULAG!  Admin simin = A G owe BUMM soram SR soaw  smam o owo we G030 08 A Bor B2 gmam mseaM B oz 0
2 810001 Rahid Verma Supbeniser Produttion ool wo‘ vasam  wasam 545 gooam  oodam  wo wo B00 BMS  gq,,,  SD4 BSS BB oo w10
3 sto002 Amikumar  Maching Operstor  Produstion oA B owe wosam  wmeram G0 sseam  soam wo we BH s oI - 7 T
1 sreo0n S Pul  Qualylipats  Preduttion B4 W M wo wmam gooam 33 goiam v wo wo AT 9BE g, sEm e e "'m" w18
5 sTo00e Imran Snakh  Maching Opecator  Pecdostion o BB owe  weam sseam SR mmam wooam  wo wo o %R wsouw 508 BW S gooam w1 o0
& 5T-0005 Pocia Nair Supendsor Production A A wo B56 AM EAT AM D::. HOTAM 'nl:::‘ WO WO “: ‘:r 'iﬂ::‘ ';.::‘i ';'U‘f r:: 00 AM 17 2 o
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o sT0008 NenaJoinl  HR Exacutive Hoaman Retouees Moo TSR owo Ema T BT OEMM pmae o owo we SN OB gmae BB TR OB weie ow v 0
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Neeameig? W Support *S179BI0 71270 S Hewior +01 7085700840 [ Emak wpgon@aafikieiacem  © 2020 S Knaia Anendance o
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allBeruve Q soarcn feaures o @ wiBrancnes &AM s -

Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payrodl Access Control  Account Help & Support

@ » Dassboord > Allveports > Reports

L AL s mactive. Set up sutopay or choose a one-lime subscril ment. Riyview bifing
opay P pay

Attendance Leave Analysis 3 Refresh | = Fiters 1

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

¢ Sep 2026 ® 133 Cloar Fiters

Attendance rate Present days Angent days Lewve days Late arrivals

205 8 ] 14

g U 13 i ey

T of present days

# Key findings Attendance rate over time

e 0 bar

for tha day cou. The dashed bn

e paviad average

) Attendance is healthy at 86% of working 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.
3
” sap e 2o P g4t Sap s a3

Septd Sep

Wi the cliys wee

@ Attendance by department B Absences by day of week
Lowest frit. The dashad Bng i the overall rate ® Absent @ On lsave
Human i 93% L
Technol... 1 6%
: —-— —
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( Al 242 A5 QFH|of| F7F 22 ZTetE(0f A0{OF St

7|Ef H11A

o>

All reports (HA| E1AM)0N CFS BN T & & JASLICH

7|12+ Late comers (X|ZfXH)2} Present / absent (52 / Z2).
Overtime (X3t 22, @ZH|of X3t 22 7|50| ZREL|CH.
x| X713t 7|22 ZHESH=s Manual attendance (=5 ZE|32).

Leave report (87} 211A), Device punches (7|7| 7|Z), Easy access (M= T 2).

LHELHZ], 212, 37
H MM Export (LHELHZ[)E 2215t Excel (.xIsx), PDF (.pdf) L== Sheet view / Print (A|
E

E H7| /2M)E MEHSIHR. A|E E7|0| = AE 2/2| Excel, PDF, Print (Q12) HES AF25tA|
.
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WhatsApp 2zl HE

QM 2= 23X

L|C}. Staff Khatae= WhatsApplL 2 £E|2 Q42 HLY

A
[=]
2 HRUo|A| LY BT, (2 AZEYo{of OMES HE

O HAIXli= Staff KhataOfl A CHES| o= &S EL|CE AH7|2 otH B 20| 2R GlEL

1. Organization (Z%|) — Company (2|A})E 22/5t CHS Notifications (Z2) B2 0AM|2.

2. WhatsApp Notifications (WhatsApp 22!)0llA &I5H= HIAIX|IE HAIL.

oA =g

Daily Attendance Summary (¥ &2 Q9 O gt ado| ZE[Z 2 23 WhatsApp 22
Monthly Attendance Summary (27t Z2EZ 29 CSVIYUZ &l 7t ZE[Z H1A.

Device Health Alerts (7]7] 2fEff 22l) M| 214 71717} 2E2Rl0] | H HLf= HA|X].

3. Save Changes (‘HZ Atg XM E)E 22lstM|2.
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Q Search features L

aillRertTive

Dashboard  Devica Setup Tima & Loave ~  Data Downlosd

Reparts ~  Payrof

Organization

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

Company Seftings
Manage your company preferences, attendance rules, payroll, and palicias.

Compa Profile
@ Company Profile 5 WhatsApp Notifications

Manage sutcmated system a

# Employes codes

@ Attendance Ruies
& Journey Tracke

M Payroll & Tax

@ Localization

L Notifications

[& Duplicate employess
Device Health Alerts

Gt ristitied whan & Bismasric dirvice go

Account

£ My Profile

| M

o= §H d7|

At AHCR LEl2 2Lz ™ Account () — Integrations (H5)E

Accoss Control

Account

om . @ 2026 Sealf Khat - A

@ Al Branches

Adimin “
& ADMDRSTRATOR

Halp & Support

Rarvsw biting

D Reset

SEoHM K.

Integrations & Webhooks Hub (15 5! €= 5{E)0f| WhatsApp, SMS Gateway (SMS A|0|E
HZO| Z=H|=|0f JAELICH o= &=0A Configure

2l0]), Webhooks API (2= API) M| 7}X|
(M) E SEI5HMIR.

illRertTive @, Search frafures .
ARLICALIMG
Dashboard  Device Setup Grganization Time & Loave Data Download Ropons Payrod

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

e Integrations & Webhooks Hub

Send attendance, leave and payroll avents to your messaging, project and automation toals

rtad Plastorms o

g 0

AN 3 Communication 2 Automations & Custom API 1

= Avaiiable B

COMMUNICATION

WhatsApp

COMMUMEATION

SMS Gateway

Accoss Comral  Agcount

Event Subseripnens

Available
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4B Al Branches

MISTRATOR ~

Holp & Support

Reviw biting

O Refresh

€ Wabhock AP1 Spac

Secuity Protacol

2] HMAC-SHA256 (6]

All3 Connected © Availatie 3 T Sear

Availaste

DEVELDPES & CUSTOM

Webhooks API




S|Ate] WhatsApp Business tHHZ AF2617]

Meta2| Cloud APIO| SZEl WhatsApp Business A& 1} MetaOilA| 0]0] £Q18t2 HiA|X| HIZEI0|
HetLC}

HEs}7]
1. WhatsApp 7t=0{A Configure (714)E £2/5tM|2. Connection (1Z) 0| EZIL|C}

2. Meta access token (Meta M| A E2)1F Meta phone number ID (Meta H3H S ID)E
UHSIM| Q. MSHHS XHA| 7} OFL|2t MetaOf|A] B2 HSHHS |IDE AR SHMIR.

3. Alert numbers (2] 22 H5)0| CHE Y22 S SINE HS E Q2ASHM| 2 (X|CH 207H).

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

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

Mets WhatsApp Cloud AP

Meta access tokan Mata phane numbar 10
= 123456789012345
& e regritined phone number 1D, ot The dislsy numbe:

Graph APl varsion

[ vI50

24 & supported varsion, far sxamgle vi

Abert numbers

Ue appioved templales 3nd seciplents wh agrest 10 ecein WhattApg measages. Provider cha

Configure event tempiates

1. Event templates (O|HIE EHIZ2]) B2 o{M|Q. 21%0] O|HIE 20| Q/&LICt Check In (&
), Check Out (£|2), Late Arrival (X|Z}), Missing Punch (+2tEl 7|F), Leave
Application (£7t 21H), Leave Approved (57} £¢2!), Leave Rejected (57} HE), Daily
Summary (2% Q2)iL|Ct.

2. O|HIEE 112XM|K. 0! Check In.
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3. Approved template name (5¢!=! EE3! 0|E), Approved language code (£¢IEl 210
2L, 0f: en_US £ hi), Exact approved template text (5212 HIZ3] 212)E MetaZt &
Q15 JCHE SALSH =GN R.

4. Variable mapping (8= OHZ)0f| A 2t #H0f E0{Z g2 MEUSINIQ. 0| E0{ Variable 10|
= employee name (2|2l 0|Z), Variable 20{l= punch time (7|2 A|ZH& 1ELICL.

5. Recipients (£=2IXH)E MEist D, HIESIZ Metalt CHZ=GH =t

i
-
oy
ful
rir

AFXLOl| M| 3 SHM 2.

6. Preview message (HA|X| O|2[E7])E S2/otH X2 HH LIBS
AEdl 22{™H Test number (A E H$)E 235t Send Test (E|
.

7. Enable event (0|#IE At2)E H1 Save configuration (714 X{%)

ﬂl|0

2I5HM| 2.

® WhatsApp Canf gumtlm
Meta Cloud AP

Check In

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

Exactapproved emplate text

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

Leave Approved
Incamplate

Varlabie mapping

Varianie |
employee name

Variabie 2

punch time

- prLy Mlssmg Punch (-‘.—-E_'.*E._I 7|18) HIAIIIE EOILF ElZ 7|5 St AS W 27x = 30

L

Activity (&8) Bioll= 2|2 HAE % O[HIE HAX|2F HISHC| 2t o 27} HAIELICE,

El: "Accepted"(£2H=El)= MetaZl HIAIX|S BIQtCH= SE0|0f Mt
LH7| Hofl Meta CHA|2EE SHOIBHA|IR.

mjo
Jhet

tolst= 42 OFELILE CHA| &2
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SMSZ 23 HLj7|

SMS Gateway (SMS A[O|E2||0|)= Z+2 4| QIL|Ct. Configure (714)E 225t XS YHE A
Zst LIS O[HIE HIZEIZS MXSIN Q. MSGI1, Fast2SMSE MENSIALE, CHE M| Z M= Custom
URL (AF2X} X|™ URL)S MEHE 4= QUELICE Q1= SMSOl= DLT 518 g2 WAMXL D, AFHAL D,
HES 2771 RSO E MSYHMoA O|2] Hot FA|.

CIE AZEZ0{2 O[HIE HLY7|(¥=)

X| 0| EZSIHLE FIIE MM 0 S2 At AT EQ 0Lt XHS3F =717t 20t0f SotH A= S At

1. Webhooks API (2= API) 7t=0{A Configure (74)2 Sz2I61M|Q.

2. Webhook Target URL (2= CHA URL)S 2SN R.

r

3. Event Subscriptions (O[HIE 715)0jA| 2 O|HIES M| SIN| Q.

4. Test Ping (E|AE T)2 Selcf HZ2 =Qlst CHS Save Configuration (4 X%E)2 2&l6t

MK.

. Configure Webhooks APl
Devalaper & Cuttom

@ Webhook Targot URL *

(mpr.!.mm suample comistatfiduta

B T ——

T EVENT SUBSCRIPTIONS & TRIGGER FILTERS *

D= O|HIEO|= MHO| LO{M S|AF A|AEIO| AN 2 Staff KhataOll A & ZQIX| &tolst 4 QI &L L}
XM L2 2 JHE X7 Webhook APl Spec (2= API AFY) 0| A 2Holst 4 QU&LICE
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1 Disconnect (HZ siH|)E
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14
gl DHiO| X3 MITA{H|A

=M 2§ 23210 ZetEl FH|

X2l 279012 Ar2sHH Z0tCt {1t Android & i0SE Staff Khata Y0IAM AFRE 4~ Q= Staff
Khata A& S ZA| ElLICH 20| 2IH ZE|Z2S 2Qlst, 2= 7|58 1K1, FIHE MHSt,
S0 HNME 2 £ JAoOZ 2H2|X}of|A 2= 29|7t EHELICH

oA =291 H|S517]

1. Organization (£%!) — Employee List (2| 22)E Z2lst4 Q.

2. Add Employee (213 =7t) #2| St HE E1 Invite Employe
O|H|YUD} SLHE HBZ XS

3. ol H|ZHS E MYt Ll X{EHstHH & 0| =S €10 Update Password (H|ZHS H

3)E S=otHIR.

4. E|10| Staff Khata Q{0f|lM 472 =2 7|E§ o 7| ot2H A HwE Z1 Enable
=
=

Mobile Punch (2HIY &2 #H7|)

rio

o 7t
— E=

rlo

e 1A

ok

FLICt.

My Dashboard

y Dashboard (LH CHA|2 )7t SEIL|Ct O E 22 A[ZH F7t oY, =tol
= |

2l M
O] ZRot et=(0: =2l B2 7|8), XISVK|l 2FL0| HAIEILICE o2l oflA o|#H & EE[Zn
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ilRercive

My Dashboard My Atterdanc

Gaood night, Neha!
HE Exeutive - 2 em(s) ne

118h 23m 112 2 22

Witw detans s View dataity

Needs your attention % This month at a glance

@ Sl clocked in— 003 AM

@ Missing punch-outs — 1 Days
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18
My Attendance 2 MyLeave

Canal Leave
—

Total Howrs Sick Loave
14:20:02 i
Matarnity Leave
Compensatory Ot
& o) =] maring 112 Ued
09:03 AM Shrs Act
P e

My Attendance

14 8 2 1 1

) n Meha doshi _
Holp & Suppert
&5 Retresh

118h 23m

My Attendance (Lf £E5|2)0= @&, O|'H F, 0|t 2o 22 A|Zhap X1t 227t FA|EL|CH

Hefx oM &2 71 =5t

N

1. @EZ 2|Lt H{0|X|2| Punch In (E2)2 22I6I4| 1.
2. HEIRXJ} QESIH FIH|Eet 9K S ${26HM|L.

3. A7HE W1 H0I5tM .

|

7|22 A7tet flX|et ehH MEELICE 57 Y37t ZLHH Punch Out (El2)2
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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.

SUNDAY - 0CT 18 = Ciackeain

My e Today's Hours * This Week (=] Toiis Meonth B Cvertine &
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 - e .
L] History @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Saitie Bate Sans Check In { Eut Late Production
NS 18 et 2026 » PRESENT 903 AM o Time @ - ® 7
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
N4 £ 15.0ct 2026 » PRESENT ©n Time @ BN ® &
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
NJ £ 13 0ct 2026 * PRESENT On Time © sH20M & y
NJ £ 12 01 2026 » PRESENT O Time @ BsEM @ g

715 27|

Attendance History (£E|2 7|5) H0| 2= W7t EAIELICH 72| = 0f0|22 22/6tH 7|15

Az AT 2171, RI=del 21X & += AsLIH

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%
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1. oig Mol HE ofo]

—

Mk

= 2EotMK.

2. Request Correction (B 2H)0|M Punch In Time (2 A|ZH I} Punch Out Time (B2
AlZhE HEstM .

3. Reason (AFR)2 Y216t Submit Request (2& HZ)E S2I6IM Q.

kO

He ze[xtof| A MHE o 521 7|CHELICh 22 Regularization (7|5 MH) HHolM 28S
gtolgtL|Ct E|2 7|20| glE E2 Missing Punch Outs (2= E|2)0f| EA|Z|H, 7|Z0| M35 ¢
£ 22 Request Missing Attendance (2=l ZE[Z2 QK) 2 Ma|ghL|Ch.

Request Correction

DATE
18 Oct 2026

Punch In Tinme*
@ 200 AM

Punch Out Time*

Apply Leave

Apply Leave (F7I A18)0lA 22 57 TH{dt RE Q| MEHE £ £ UASLICL Apply
LeaveE Z2!5t11 Leave Type (& SHUHEE Half Day (2HAH)E MEiSHCHS ALRE ¢

7t
=oll MEetL/ct 2E|xt=s HANE &

— a

My Payslips

My Payslips (L 201 ZAIM)0l|lM 20| 2ot A S MEHSIH XFE 2= 2015 X2 &5, 3

=
o=, 27 Lot 8l £ & JASLICH View (£7])E 228t =EI12, X5 &5

ok
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M2 dX|gdo| F2! HH 20 MMt S2|H PDF= CH22E8 = AFLICE

—

o » STO001

A My Dastiboand F
@ Payslip Details @ Hide Annual CTC | & Print
View and downioad salary siip

PAYSLIP NO
PN-FOSE
Moty 5 ter 1016

Ganerated: 16 01

Sharma Textiles Pyt Ltd

24,000.00 FF ([Employes ¥2,880.00

R9G00.00  PF (Employe) (Exciuded v0.00

neK000  ES 70,00

02000 B8 iEmplay 0,00

1,550.00 ES4 (Empiloyer) {Exchaded) 0.00

000 Frofess al Tas *200.00

----------- ¥38,000.00 LOP Dao T3.800.00
nnnnnnnn ¥6,880.00

#D Annaal Cost ko Company (CTC] ¥4,56,000,00 1+

My Profile

My Profile (Lf Z2T)ofl= 7Hel M, 2=, 28 ME It o320 EA|EL|Ct

Staff Khata 2H0j|A

-

DHFY YoM = 2 E0] 22 7|53 ME8E + JASLIL

AN

Mark Attendance (ZE[Z2 7|5): A7t /IXZ =21} E[Z22 7|
X oM XX =l Realtime MA| Q1A 7|17|Z CHAl AFREIL|CY.

Jhu

gfL|Ct. ZHHY =E|Z0] A

Attendance (ZE|2): ot 2 Sr21QIL|Ct, SIS EHSHH

=38 1= Erg
11, Request Regularisation (7|12 & QX)) sl 1& - ASLICL

Leave (R7}): 3L, Bt L= J|Zto = MHSID @F HEfS =QISfL|Ct

Payslip (201 EAIA): &l5t= €2 21 Download PDF (PDF CHRZE)E BgtLICL.

Claims & Reimbursement (&7 5! ZH| 2t3): 4=Z ALZIO|L PDFt & 72

L= AH|
MAE HHL|CH M7= 22| X2 Advances & Reimbursements (7t2 2! ZH| 2t2)0f| =&t
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off 52l 7|CHaiLICt.

Profile (Z2X): 70l MEHQ} 2|2 MH,

8:55

& Checks complete

Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

General Shift
09:00 AMTo 06:00 PM

Current Location
B38B, Noida, Uttar Pradesh

Verification Phota

Selfie captured successfully

& Location optional

vi

<] Punchin
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Journey Tracker (87} 7]|5)

LM Journey Tracker 27t 7|s

Journey Tracker= ¢ Y&, HiE, 8 MH|AXE 0|S5HH L5t= HRAS flet 7|sYLICh XJ
2 Staff Khata 2HIY HO = 0|52 7|F5t1, 22|Xh= 2 YoM 2 of 2xf ?IX[, &Eet =, At

7
23} H|28 etolstL|C},

— o B = |

d|

-
ER%t 23H: Journey Trackere R & 27} 7|S®LICE Journey Tracker 0| w2F 28 ®2 AE
oflA 27t 7|50 gAMotel oot EAIELICE 33X 7122 Billing & Plan (2| 3! 22|)0l|A] =kl
SHN K.

Journey Tracker #7|
=lo| AFZSE7| Holl FLHZO| QXIS BLE 7|2 Aot 2.

1. Organization (£%|) — Company (3|AHE 22/5I4 2.
2. Company Settings (2|At 2H)0l A Journey Tracker ®2 A Q.
3. Enable Live Location Feed (& A|ZF [X| & AFR)E HNM Q.

4. Location Update Interval ($|X| HH|0|E 7tAH)2 = TR 2 Q=SHM| 2. CHEES| Elo= 10
PRSI g [u g

5. Save Changes (HZ Arg XZHE 22ISIMIR. "Journey settings saved" (0|5 &3 & E)
7t EAIEL|CE,
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| Aulopay is mactive. Set up suUtopay of choose a ona-lime subscription payment.

Cnrnpany Sattmgs

Manage your ¢ anendance rules, payrell, and policies.

Journey Tracker Settings
@ Configure ive location updates and

Enabio Live Lecation Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

Account

You have I.IIMWMCHW!
A IIs
Enable Live Location Feed (&  ZI2l9| 0|50| X = SOt

Al RIX| S AHR)

FHEOl /IXIE

E{S Cf 8

Hill=
40| AFERILICY.

Location Update Interval (2/%|
UH|0|E 7+4)

Data Download Reparts Payros Accoss Conrol  Journey Tracker  Account

Distara & Save Changes

X HH|o|E

Z=7|(1~60%). ZtZo| Be4

Selected departments (XEHsH

Start Journey on Punch-In (£  Z0| ZHIY WM E2E 7|SstHH 0
= Al 0|3 7|5 AIR)

Automatic Start Applies To (Xt  All departments (FI&| 5A{) &=

S A M8 hY) o E 2 o3| =Y 0|3 7|

OIS 7IZ AMZESH| (23, ZHIY )

1. Staff Khata 2| Home (Z) 2tH0| A Journeys (0|5

Journey TrackerZ O|Sdl = E/L|C.

©3t O 2ol

-

2. Start Journey (0|5 A|ZHZ
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4B Al Branches & Growin 11 diye kit o u_:‘f"""l‘,, —

D Reset

All depariments

£ 2Lt

= uiE{2|2} 2 Ho|

2M)

EHSIM| 2. More (HE7]) —

stHol| A Done (2t2)2 ®sHMIR.



5:20

vi
J T er
& ourney Track ©
® Ready to start Online
JAYPEE :
B ST T T (O
INFORMATION
=/ TECHNOLOGY
[ ]
SECTOR 62
62
SECTOR 63
® Readytostart
< ® ©
0.00KM - 0
Distance Duration

Checkpoints

I start) ourney

Journey Timeline

©

No stops recorded

O|%| 2tHoil On Trip (0|F &)zt & XIZ7HX|Q| HE|, Al
o

) Zh MIZERAETL HAIELICE 40| H st
Eofl A= S0 FLHEO| /KIS AlS

% HYLICE
.
El: ol "Battery optimization is on — tracking may stop" (BHE{2] £|X3t7t HA U0 =Ho| T
thEl &~ AELICHOI2H: Z7F EAIEH Fix (S§Z)E ot 5185tMR. Y5 JHES HiE|2|E Of
{1 OtRE HS FX|SIEZ F=20f| gIS0[ MiLct.
\
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1. 0| st#0j M Add Checkpoint (HIZZQIE %7})

EJt ELICL /Xl = Atse 2 HEELIL

i
Iz

2. Add a Note (Optional) (2 Z7HAEH))o]| e =2 2t

3. 43, 34, ATl £71812{H Attach Documents (24 HE)
X| X

x| & 7|) EE= Browse Files (MY AH0tE V()£ MEHSIA| Q.

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
Upload bills, receipts, or photos

fuel-bill.jpg
28.7KB

0|F 7|15 S=5}7|

1. 20| BLtH End Trip (0|5 Z2)2 HstM K.
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Add

EH
=]

-
o

StM2. Log a Stop (LEX| 7|Z) Al

2 LHES H2A K.

FM|2. Take Photo (Al



2. End tripR 2 2QI5tMIR. Z=T! 0[S 7|52 CHA| AIZE £ SlELICt

0|5 7|52 32, T 7], ZE =Xt &H S=E

[=]
History (01 712 Liei)olld XLt 0|52 2 4 2l&

B2 AAZIOR B|(22IX)

1. MCHHFO0A Journey TrackerE 22!5HA|L.
2. Refresh (MZ1%)E 22I5tM|R. 0|5 £ 2E ZI210| Live now (A A|ZHoi| FEA|EL|CE.

3. Journeys List (0|5 7|5 SE)0AM 2 Sl 0|52 X|= 00|25 S=2/stH MA|ZH X =7t &
ZILICH M @IX[7F =AFe mjOjCh X| =7 2@l S m2trH, 212501 Activity Timeline (2S EF
2kQl)o| FAIE LICH.

i
SpPEE
e 0 s ST e

& JoumeyTracker o
* Rycordng Onling Rahul Verma
)

Dk Sagacan 1 Aty Fimatne i 3
= H i
WD meam— H
g ! -
st ey N o e R P i g PR — i
%, 1 5 Jommimpmn
Guty Mag

: SHaT B SECTORE3 :
- R VB e i
£
Park,

[r——

I

@ AddCheckpoint ' i ! ercing =
4 i 2 — v

B EndTrip A i | g

Journey Timeline

Ofn
Of
re
Hd
rin
1A
i

DEE ot Hoj| E2{H Q2% 2|9| Live Locations (A A|Zt X)) 2 ZS2I5IM|R. 0]
O| X| = StLtof| EA|EIL|CE.

0|F 7|5 LY AES}|
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1. Filters (ZE{)0ilA Today (25), Yesterday (01A|), Last 7 days (X|2 72), This month (0|

H &) & SILIE DE7L From (AZ) 1} To (BE) EME 2N AN Q. 22 o Hg ME
o+ JSLICH

2. M 2|9 Ft=0f Total (HA) 0|5, Active now (¥x Tl &), Ended (Z=E), Distance
covered (0|5 7{2|), Avg. duration (L A[ZH)O| EA|E L|C}.

m
0
t
3
o
i
I

3. All (HA]), Active (¥1&l =), Ended (ZE2E!), Auto Ended (XI5 E=2 &
25t CHRZE5H2{™ Export (LHEL7])E ALESHAI Q.

4. 0|8 7|E2| &= Ot0|22 S=IotAM|. TH'Eof| AR S B= A|ZH & WEX| £, H2|, Journey
Timeline (0|= EtI2IQ1)0| EA|EILICE EfRJEIRINE B E 0|5 F7tat H2X|7F HE A2t}

st '—fgl—llif HIEQIEO|= 2l M2 7t HEA|E|H, attachment (K5 mtl)E S2I6tH

452 F 4 YL,

II

'_‘f;",“ff",“_ o Journey Enced B Route Remap € »
202630

-------- [ Eoeam
2026, 03:2H32 pm

Tonsd Datance
® . 2 ama0mm
- fr—
Er— mem 0111839 pm

= Journey Timeline

1838
A @ Tracking Started
Sharmna Taxtior, Sactor 61, Noda

BHX $rllm

wae
[ Deve 7 48 kmm
1243 ko e

BELCHA 27|

1. O|= mjH0|M View route (ZZ 27|)Z 22ISIM|Q. HA| 0|S0| HS 7t DjAXI SH2X|Q} SHH|
X|=of| J2{EL|ct,

2. M HES =2 SRS CHA| EMR. 1X,2X,4X, 8X £ 2 MEfE & QI&L|CE

3. H2[Z XIMI5| E2{H 3D Mode (3D ZE)E, A AFXIZ HE{™ Satellite (2/4)E 22I5HA|
Q. Reset View (7| 7|31 E Z2I8}H X| =7} I2iti =2 SoziL|Ct,
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= Rahul Verma

2016

10-21-5T

o, ResmtView (@ 30Mode X

B Activity Timeline % \ - .’! RIEHAY = 7
o W i 5
e Tracking Started ; e e &
Sracma Testies, Goseas §3 Hoda ; | s J
[:: o o w-] s ; &
e b oA oy 7
- et M3 ! sl izsn 4,
T > LEa L ¥
e i o e Mo, " Aoy 51 ng
Orcler: 40 Boits of coion popin = nl!:s:ln
v e—
Yaa P e 5 8 hm
-
= ¥, o P
- @ e 38m 7 B | e
v T, o o J Silells ; = T
T | | : by -
# tiachmant & .
! 4 SI_HPI\?aS'IrJNCITY
e e 5 L ko :‘ W 7/ il
i V& =5 |
e (2 suop #m % ¢
Pt Lcmitou o MANDI HoUSE 1
porcchebemdin o fiat B R
& 5 L4 sEcT
1248 ) | % j
i Drve LTy o e % %‘ 4
1155%m- Wm ASE | ; - !
! . by / £ B Mo
S ©  meungerses .& 2 //5' ey
Shatma Tenties. Dactor 63, hioias K & ’E\ li L 1-'.'\::;2.‘ // Fd "
| | ety i1
[ y i *
c,a{i ; L\ iz R £ §g me =y
WwassTem @ 01233 pm
m L] o I = ax 8= & Fotow san Okm
[] o= s x2S A A A SH = o
1 Z[210| 0|5 B=E ACHH 0|5 H20M B=d = JUSGLICL AL T 521 0|5 7|22 Xt
AL
S92 Z=&|0f Auto Ended (XI5 Z=E)Z BAIE £= AELICL

staffkhata.com/guide - 100/ 118



Pro HRMS (87} 7|5)

A Pro HRMS 87t 7|5

o

M, X &I AELICH Manager (OHLIX) S = 3720 BIEO| Xp7| BIRS =Y ez
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2.

2. Job Title (212¥), Description (X&), Location (Z22X|), Department (£A{)E =45t
NZESHM .
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3. Inventory (IHI'_) ZE0f|A XHet2| Assign (XIE)
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3% Aarsonal Hile © employment
Employment Details
Emplayes Code / ID Jalring Date® Beanch® C
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staffkhata.com/guide - 106 / 118



Leave Request Details
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