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PIFRCIIR, ! U &8l Gk TR a1 AR gexe harM.

3MYT HiFIdedH Ud ehdl chiar=ai @Idk Android a1 iOS =R Staff Khata Wiemrae 4. dichi
IIcher Te] 31T Veth! WIAR aRT Tt HART ST,

AT fehRite a1 s AfiHR da sheat 313t AT ST SR Realtime sratafes f3emm.
Staff Khata Wehd Realtime sraAfes fegmat aifTsra s ohedr.
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Staff Khata d G¥eh H-I21Teh Qeh YfHeRT ST, |18 3 chedl SURId dichi @Dl Shi-T faddra o sffren
RTT.

Admin AT a1 iiftharat  TiTed: U+l Teard, e, 3@y, gTor, 6T, WIR, sigard, fafe st

(efsfA) q&et gfedem.

HR At HRaTfgle  pHaY, BIo, 39T 3T UIR gk fadueedn shm @idiR Admin w15
yiqdt g 3T ThAi. @i o7 3 3193E Hhebd Admin & fRgdTd.

Manager s 3MYeaTd T fasct 911 drares My Team (sit €9), Team

(F9SR) Attendance (T gIol) 31T Team Leaves (A=t TS11). gTehT Pro
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Employee X hHART TR 3T JlRIeT TYTd STUel SeAEts, o1, 911, Uty 31t iiwrye.
(epHaTeY)

Add Employee (FHTRI STIE1d) 8Tdd hivnend SitgeT gHT 9fien! d9drd. Branch Admin (s
3fefia) arsft veh fierra amar. Branch Admin s GhIFRR hTH ehdT quT siiat HiHTe AT, ST
Thehd Employee AT STfeedT HALTichd Sitg LTehdl.

staffkhata.com/guide - 4 / 117



Q0 Search features

aillRerive

Manager Dashboard My Team  Team Attendance

Team Leaves

lashosand

Team Leave Management

and approve your

Raview requests

Tatal Preser

& 33

Team Leave List 1

Loave Type

A Amit Kumar

Toam Leaves

CASUAL LEAVE

Pro HRMS

o Planeedlesees
° 0

s

B 2020-10-28
3 2026-10-28

Unplanned Leaves

]

+ PENDING

© 2026 Stadf Khata - Aengance

o g Rehe
v o MANADER

Halp & Support

Panding flequests

g

& Refesh | Q3 Search eave requests.,

giAFF ol rch featuros L
"u—mm s

My Dashboard My Atiendance  Apply Leave My Paysiips
Gaood night, Neha!
HE Execistive - 2 (s nesd your an

Hours this menth ®

118h 23m

oy presen

Needs your attention »

@ Sl clocked in— 0903 AM

@ saissing punch-outs — 1 Days

mondance & Leave

SUNBAY, 6CT 18

My Attendance
Tatal Haurs
14:19:58
&
o032 AM
P

My Profite

Loave

Balance a

112

days left

View dataits »

This month at a glance

i Cehenl 2 My Leave

ebae 2026
Canal Lea
—
Sick Leave.
Eamed Leave
Maternity Leave

Compensatory Ot
 Famaing 112 @ Uned 1

W, SRI 31T 378-31H

Needs action

r Picha Joshi

Hetp & Suppert

& Refresh

Warking Days B

o

n3 1 nz2

sceaugy  ume et

0185 the

Gk At AT TTes! AfArIT IehdT Snifiewar 15 fedi=ar grret 7 g ST, gid v IRid gad @rd

MYk YRATIAT WIHRR Idl. I 43R JHT TUE ohis Idl.

staffkhata.com/guide - 5/ 117



ST ST, edt, MgeIH, WIR, HHAR! A, SfEg 3gdTel 3! YehriRy T8 fAue
318- 341 § R g™ fdehd Baurd T Afexlel: Pro HRMS (HASRTE! ATRIdR, ot g, i
&Y, ATETHT 37T 83) 3T Journey Tracker (Phies wHar=aid @rdeg gicht). T8-S dTe] STiet

Feld Hlce! IS HAd FreTuTl! S-eh-T SRAYT. FelTd &R ! G¥eh WIHId fehd 3T o Uesldah Billing
& Plan (fafei ot @) azarq.

AT ST g1 Rchdel Uahld afree AT @IATR $e[d aREIdl SIedR, dTehl adel il a1 8-

&l gfarent seft e

gH I AT HRATA AT ShHTH UehUTT ST, eI Y& Sl ST Hehdel .

1. IS 319 3 Tt |t
2. U+l desig

3. geRE AN
4. HUER

5. foioe St siieerer™
6. HiERId g

7. e Rerw
8. feurh gt

9. TSI ATt geat

10. TR

11. 3igdred
12. WhatsApp 3=t gfedism

13. HER! Seh-afdg

staffkhata.com/guide - 6 / 117


https://staffkhata.com/guide/kok/plans-billing-and-support?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/sign-up-and-first-login?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/company-setup?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/attendance-rules?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/employees?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/shifts-and-overtime?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/mobile-punch?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/biometric-devices?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/daily-attendance?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/leave-and-holidays?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/payroll?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/reports?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/whatsapp-and-integrations?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/employee-self-service?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok

14. Journey Tracker

15. Pro HRMS
16. I, fafe o sireR
17. HdId =1 1ol Siglay

gataoft: g giadhde &hiagifc Sharma Textiles Pyt Ltd g1 Shieusiieh 3GTERUT Shu-d SHTETd. JAZAT

staffkhata.com/guide - 7/ 117


https://staffkhata.com/guide/kok/journey-tracker?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/pro-hrms?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/plans-billing-and-support?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok
https://staffkhata.com/guide/kok/faq?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=kok

;quaman:ﬁquﬁﬁﬁﬁq

T8 31U huTeh Uts FA-Tet ArTard. gHT STUell SHe 3T thiF gsdicderd, dhu-tal qusfiel arerdrd St
e urHaE YRIIATd, ST o Tehedd daR STl

eI daar Aiead
AGUiE i aTaet ST, quedT BFLTidedT HILKAT JeuH JHT EIAR AR UHTd! I 6], AT,

1. https://attendance.staffkhata.com 37SId 37+t Register Your Business (J7! daamd

Tieard) ot .

2. Verify Your Account (g7 @Td ugdresid) g, gaat Work Email Address (SHTdT S8 U=l)
3t Phone Number (WiF HeR) GTelTd. JHT 3T Uedleieh TehdTd ST $HeT 3T Thi- dTURTd,
PRUT GLehIR Uch IS UTSCTd.

3. Send Verification Code (usdresuft i emsTd) faias aherd.

4. UM SHAT Ueh 6 Hichedid his T SMS T 3T Ueh i Hbel. SHA his TIedT fiaIaAn
ST 31T i chls gE=AT 3fidId AT .

5. Verify Code (cplg usdiesrd) faeies aerd.

Verify Your Account
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galgofl: dlg IHT? THAR FiUR dTe UesdTd, ATTR Resend Code (i URd 41eTd) faeieh ahvrd.
Ig 10 fATel #RA Tedrd.

g St quefier arama

1. Company Details (o=t qusfter) g, ga=ar Company Name (hu=id 9id) Ty &rd (3 d
50 37&Ri). Shu-Td & Uhd TRetd hies.

2. Official Reg Number (31f8ihd Aiguft Fer, S/t gt GST a1 CIN), Website (ds@mdc) S
Street Address (3¥3Td! u<it) gafdt mard. df gt SURTd Ut §esrd g Siig .

3. gHdt 6 SMichexidl Postal Pin Code ({1 @hig) iy &vrd. City Region (21R), State (759) i1
Country (321) 3TUYE “=dT.

4. Staff Khata =1 YNGR HeR! HSTd hedl STAR, didt Partner Referral Code (¥TFfigR Itea
hIZ) gTATd. T SR dt Rt gisrd.

5. gad Admin Password (3fsfi s, 3uiadul 8 31&ri) YRIITd &7+t Confirm Password
(urgas Fefta Ferd) gTdd uRd ST .

6. Register Business (aaam Aigard) faeie ahvrd.

JillRentTiME

Company Details -

Grow your
business,

S"—n p | |fy H R 201301 Gautam B uddha Nagar

I I daR ST
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Workspace Ready (ached¥ daRR) ®hi< gadt Enrolled Plan (FicRiedt wi), 15 R grae, St
ST et SURId gHd @Td GI=AT TR adT dl &I SRIIdl. SrIATAT hicdid TTTed! AT AT Iehell
JTHATd. HIE &4 Hhedreh Go To Workspace (acheidia aard) faetd ahrd.

sillReatTime
o “r

©

‘Workspace Ready

& ENROLLED PLAN

Growth

dlg o hild

1. https://attendance.staffkhata.com givr g=rd.
2. Email ($8<7) a1 Phone (%1H) dard, AFTR Aal ST $H a1 AR HeR gTard.

3. gHd Urgas gTdrd.

4. Remember me (8T STTSTH GaRTd) thehd JHATI hIFYeRTR feeh .

5. Sign in to Staff Khata (Staff Khata @ @181 371 era) faeias aera.
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WELCOME BACK

Manage your
people,

not paperwork.

-oo0or- OZTmMD

.............

YRaTdteh grd Serdts Rt edr. JHt hHAR Sigerd 3! & Ud shedrd asi, af grerl, 3fART 9y, <&

ST TR Qe AG<d SRIAT. 3Tl &g T 3 Tt Gop of+ed gHehi fag adr. at fafci fasff; wm,
faifeit St SMER gesar.

3Yid d1e Sl

G UTHTT 9] Usd gl =0Tl STTETd:

Menus (79)

Search features...

(dfrei dierd...)

Branch switcher

(T SgeTdy)

d ford e

Dashboard (3219E), Device Setup (2@~ deard), Organization (Faer), Time &
Leave (Jc5 311 ¥511), Reports (31gard), Payroll (T7TR) ST+t 2. A Ui Uesldeh AaR
Uiex GarTd.

Mac =R 8K a1 Windows =R Ctrl+K STaTd, JHh ST d AU ohTd (a@ieh "company”)
3T Enter STeTa.

All Branches (S7Te sii@t) qRagdr. AT Tehrad I8 SHifthdi Sitet IURId, Teh siig dara a1
AT Thaid J3ATd.

Plan badge (&

93

)

AT @I i 37T Zrretre 3fkeet <. JHrel T HiTesUTeh ek fafeteh ahvrd.
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Bell (gic) gaAlqua: A1d, ot fadat s fegra orete.

Help & Support GUch =eR 3771 fdchel Sifeleet MR U= ISl
(ISTd 3T 3TIER)

gt g, derse Sl gawarT AR

TR JsTdehe HTfAewT JHAT AR a1 WIhidd hiciR faeidh rd. A-d Settings (4fdd), Help &
Support 3T Preferences (31as!) gt fawm smar.

Language (39): Staff Khata &g}, A=1dY, dwtes STt FRTert Tad 55 HIRTi BIH .
Language feacieh &1, TiquTe st 31&RT ST ohrd ST gH 9 J=rd.

Navigation (Ff&2M): Top bar (a@ef ugl, 7 @R 3med) ar Sidebar (IS Ugt, 7 a1ear ae=
gehadl) ddTd.

Accessibility (ger37ar): Uas fdet reer, o gt Text size (s1eRiat 3mepR: Standard (TTaY),
Large (&8) a1 Larger (37+ieh &8)) URIAAId 37+t Higher contrast (I8 &igic), Reduce
motion (gTeraTa 3uft &erd) a1 Underline links (feiehics Sandret 1) ATe] dhedTd. URAA 3Taat
Ul Reset to defaults (Y= T ud g121d) faeieh erd, @1 g &dTeh Done (SiTet) ferten
PRI
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Admin ”
L. A AomsnsTRATGR

A Piiyagshanma-loeies avngse
© Adminiszater

2 Senings

@ Help & Support

Predorances

& Accessitiity

& Onieave @ Theme oo
¥, Language Englen 3
B Navigation Topbar 3

Crinese [Simpifisd)
[+ Sign out

Crinesa {Tractional)

willReanive’ Q Search features. . @ M Branches
P Wy
Dashbosrd  Devicn Sotup Grganization Time & Loave Data Gownlasd Accoss Gontrol  Account
5 Autopay is inactive. Set up sutopay or choose o one-time subscription payment.
Welcome back, Admin!
Sunday, 16 October 2026 - You'ro all cavght up! No pending actions roquire your aftention foday.
Total employees o Prasent today -2 Absent today 2 Late today
1 0 1 0 G Hin
ikt
1 active » 0% of siall 100% of seatt : % of pre
b2 Db
fe=tt
Map view Vi detally s
(@ Drascnes 0 @ Chack b @ Check Out Manage Granches
@
Location not sof
Manage Branches
Late arrivals e Al Upcoming Leaves Vi A Celebrations
[} B

& Accessibility
Changes apply immediately and are saved on his browser.

Text size

Large
T2.5%

(@ Higher contrast
«f+ Reduce motion

&3 Underling links

Reset to defaults m

benm
View Al +
o]
Mo recant punches found
Wit for wmployess 13 check in
Hslidays +

&a: gt snast a fAUTTes AR STdaTd MY hehd T STSSRTR Teg ST, GH=IT ShFeRTR, &t IRd

YRIIATd

afies araaE Rae a=Ea
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1. Te--34 gHTR, Forgot password? (draas faerei?) faeie .

2. gadt Work Email Address (Tt $Hel U=it) GTeTid 31T-iT Send Reset OTP (R¥c OTP g1e1d)
IESCECTGH

3. SHdIdel 6 ichedial hig HTelTd 3t Verify OTP (OTP Usdresid) faeies ohrd. at uraet =1
SR, Resend OTP (OTP 4=d 41sTd) faeieh aherd.

4. New Password (< urdas) ey &rd, Confirm Password (Iraas fAgid evrd) gigd urd
21U axTd, 31T Reset Password (araas R¥e i) faeies avrd.

5. Password reset! (Urqds R&e Siret!) g, Sign in now (31Tdi 918 84 &erd) feeieh .
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T T @

HHARY STed gett, Staff Khata & ga=an o faeff 9id. gad Wierie, hHaRt aisral hide, St
3 fAumT 2k srgaTd, dfeery 31t damek argRdrd.

AT oI MR WRId

1.

Organization (Fged1) = Company (&u-T) faeies oerd. Company Settings (ot 9fém)
g Company Profile (Ut TIRIer) CaTeRk ISl

. @R, Organization Info (Fae-t Arfadt) gt Corporate ID (shfaRe ID) 317+t Workspace

URL (geh¥09 URL) SR, g JH dac] *reh-Td.

Company Logo (& @) g2 gahae, Upload Logo (ST 31dais i) faeies axra ST 2
MB WRE g diehi-t PNG, JPG a1 GIF d91d (200 x 200 px &% TerdT).

Company Name (chu-d Aig) qurard, ArfiR gaar Official Tax / Registration No. (3if&ipd
R [ diguft eR), S/t JAEl GST R, 9Terd.

. gadt Company Website (U<t da@mge) Siierd. df “https: //° 7 & d,

Company Address (hU-tal U=it) A% Thid hld. !, R, AT 37! U Pl SIS
PiesiH =Telld, STedR o GedTaSTia] sRisR Sadid.

Save Changes (dGc O oerd) faeies derd.
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Data Download

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

Company Settings
pany pretorencos,

Manage your com attendance rules, payroll, and policies.

B Company Profile
Sicameaone Campany Profile
@ ¢

CRGANIZATION INFO

4 COPOMTED
CP2E100001

Company Lage *
Racs sed !
ST
&

COMPANY HAME

Uplosd Loge L5}

Shasma Textiles Pyt Led

CORPORKTE EMAIL

COMPANY WEBSITE

hups=iisharmatextiles.example

Company Address
9D omei e

st address for hirad office

e ragistened company kianiity and contact informatio

ou have unsaved changes

. WORKEPACE URL
' attendance siffichata.com

QFFICHAL TAX | REGISTRATION NO.

OBAAAAADDODAIZS

CONTACT PHOME

>

Admin

@ All Branches o AOMDISTRATOR

o A

Help & Support

Riview bifing

D Reset

&a: Corporate Email (dRe $8c) gt gadl SSfA Alfie $Aer 31t df 8T Sae] 3.

JHT RHARY RISt Bide ddard

Staff Khata a3 =ed1 hHa=Teh UGk Ueh <hls fdT. w8 T gradres |t 311 ki d=rd.

1. Company Settings g, Employee codes (GHaR! &I8) <& 3TTTd.

2. Tepderd! thiesl IRIAT. gHI TIT hedTd a2 Live Generated Code Preview (qaR Sadt

hISTd A gdideiich) siferd

3. Save Changes i .

afen

Prefix (3ugrf)

Separator / Delimiter (STeradt f@=)
Include Year (a& 3maurard)

Number of Digits (3Ticheaid! Tw=m)

sgadl.

d ford e

grarddl e, Sieff “ST a1 "EMP .

BRI, WIeT, 3R R, f3uent, ar sz =,

g (2026° a1 “26°) Siger, ar None (i A1).

FeRid fehdet 3fichs, 2 d 6.
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afdn d ford aear

Starting / Next Number (gzaradt / et aR) HST AT HHATATh HBUT AR,

sinre Q1 Search Teatun e S ;
sy Q search frares @ A1 Branches A dosmaron
Dashbosrd  Device Sotup Organization Time & Loave Data Download Reparts Payro Accoss Contiol  Account Halp & Suppert
Company
5 Autopay is nactive. Set up autopay or choose a one-lime subscription payment. R biting
Company Settings O Reset
Manage your company preferences, anendance rules, payroll, and poiicies

@ Company Profile

Employee Code Format
# Define how employee codes and 05 arne sutoi

# Employen codes

LIVE GERERATED CODE PROVIEW

5T-0001

PREFIX SEPARATOR | DELIMITER INCLUDE YEAR
s Hyphen (-] v HNone
). NP,
NUMBER OF DIGITS. STARTING [ NEXT NUMBER
£ My Profile 4 Digits (0001 = Lk

ou have unsaved changos

galgofl: dlg thepd T HHAIT WIART dIR STdTd. U IS T I 1.

LfA<hIeRor U™

Localization (RfAehiarror) €q TSI, TTe 31U a1 Currency Standard (I&@), Timezone
(3 &), Date Display Format (d<@ gralgural hide) 31+t Interface Language (Sexthardl
) YRAT @R ARTAee ST, JHa! 3a91™ AT UgdH Ialdl SIedRd i dgdd, AR Save
Changes fa=ia .
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L/ srare Q Search features
EHATA
Dashboard  Device Sotup ime & Loa

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

Company Settings

Manage your company pretorences, aftandance rules, payrall, and policias

Indian Rupes (INR}

DATE ISPLAY FORMAT

DO-MM-YYYY

Regional & Locale Settings

Ruparts

@ Al Branches

TIMEZONE

india Standand Time [IST)

English »

Payroll & Tax (TR 31+t &) &

Payroll & Tax ¢did gHd UITR =sh (YRarddt 3711 gigeren 14), PF, ESI 3t Tregsdt dfdrd, et gasd
3reffer aef Sar. did TediehRur WIR S a4 g e,

gHl st SiteTd

S g R JHAT S thaTA! a1 hREITAT T, 3 Sidich 3MYel fSral-the 31 3T, GG HHARS
thehd d ST ShdTd T GdTd ARTIE U s TehdTd.

1. Organization — Branch (sii@) faeier erd. JHean ehed¥did 3™ Geh Main Branch (4@

i) ST

2. IS A (+++) ST 37T Edit (S5aTd) faretes ara.
3. @22 Branch name (s 7ia), @8 Code (ahlE, a%le "NOI-HQ ) 31t Address (T=<t)

HTelld.

4. 99 HHAR Y5 &AM g Sied SR Primary branch (4@ si4) ITe] .

5. Geo-fencing (fSial-t{=i) =1 ehrd. ARTR Gard YRIITG: Locate me (sit gard diard) facien
&rd, Latitude (31etier) 3T Longitude (YieT) /—IY &hRrd, aT fU €TeluTeh AehIeNeR faeie
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hd.

6. Radius (m) (s, Hiex) grard: fOT 9ra- fohdedr uad S HHTAR! U o LTehdld.

7. Save Changes facieh .

Edit branch ®
Name, code and address ane nequired

Branch name Code
Noida Head Office NO-HG
Address

Flot 42, Sector 63, Nolda

Primary branch
P sta are aded her

Geo-lencing
S8t can anly punch in within the radius of this lscation @
Locatian & Locae me
Latitude Longitude Radius (m)

28,6270 77.3750

ik g map bo Ghop @ pin, of enlor Hhe coandnates

Hatetat Gente
A -
‘ PRA SON Y Q)

KHAND | .
wel o f Pt
NSTITUTE OF Bl

IRF AT wE= %
TEcHNOLOGYE L
BEO U G

ce,
=0 5 secrores S
YesMadarn
seceiszinny YIS O
Googler= Q) @ Lo iuiien it

37Tk eh Jard Sirgureh, Add branch (sii@ siterd) faeies @, dia thiesi wR1d 37+t Add branch
feretep opra.

gatgoft: Iuiaaul 50 Hieit BT aroRTd. 8=1 fHGR Wi GPS el 3iges ST, 3 @ e B
HHATI ek ATUIT SR U Tk HTSTd AT,

A s dreaT [O-theg B5d Oad aadd Rudrd. Ueh d&R Ueh s a1 TiTod! Uhoid Ucdideh adcd]
gedd! i deardl (All Branches, e siat) aToRTd.
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a Eroﬁnes 4 Growth 15'daye kit a

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

B Code Gao- lencn
@ Dehi Showraom BEL-81 [ et
@ Moida Head Office | Prmary Ol HQ Pigt 42, Sector 63, Noida &0 =

ST-th =T Shuit @TeRedr =iTe] ShUTeh ST, gIoiRd AH STt 3Hifthd dad eRUT ucsard.

favmT or+ft uei S|

faedTa.

1. Organization — Department (fa¥mT) faeies Ferd. A @IdR & fA9TT TR dheet STEATd.

2. UahTEr faWmTIes ugl SiteuTe, drat sitedtdt A (+++) Serd 377! Edit faeieh erd. Designations
(Uci) 8T ¥ehdd, Ueh UG C1IY ohld, $eedl Ual @ik Add designation (Ug Siigra) faeies erd,
ArfR Save Changes faeia ard.

3. dt &\ 9UR &xuteh, Add department (favmT Siterd) faeies aerd, Department name
(farvmr =119 areTd, drhl ugi SisTd St Teg ahvrd.

4, JHET hU-idel! sl uat 3 dff @geam faummeht d uestdes, ¢aa Departments (fawm) dra=
Designations (Ugi) =R dgard.
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Admin
» ADMDRSTRATOR

Holp & Suppert

R 0 Search featunes. uyl Al Branches. m a A
EHATA a -
Bashburu‘ Duvico Setup ‘Organization Time & Loave Data Download Ruparts Payrodl Accoss Control  Account
@ » Dashboard © Department
5 Mustopay is mactive. Set up sutopay of Chonse 8 one-ime SUbSErption payment.
Departments
“four teams and the job Wies In each
Designations 5 P Q Searcn
Designation Department Statt
Supervisor Production 0
Maching Operator Production o
Quality Inspector Production ]
HR Manager Human Resources 0
HR Exocutive Human Resourcos o
Mesahep) R Support 179BZ0TIZI0 S Helpior 700840 (3 Emak wppon@aafknsiacom  © 020 Seaft Knata - Anandance

e, JHd BIoRd A ST Hifthd des &iRUT IRIIT.
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04

T TS @

gIoId A9 Staff Khata geeh U=IT thad hel aiTdT o ARMAd: 3Ne3eIad shelldh Asidrd, TRgrsRieh fahdelt
g, 31! HHATIIh @I UD HUTeh WA 1. Hifthd da3 €IR0T I haT 3R, BTH-8R a1 IREISIR
ST d IRTIET.

I oA A9 IR

1. Organization (¥geT) = Company (u-T) faeies rd, AR Attendance Rules (8=Rd
a9) &9 IST4.

2. A ST d AH 9] I (Hehdeld coel UesaTd).

3. Absent Day Deduction Penalty (RersfR femet wurd §8) 81dd, a¥eh BRI ATfLleed IRgrsi
@R fohdear Rt TR sraat d grard. YIeRugon= 1 dadrd.

4. Save Changes (F&a 9 oerd) foaeie avra.

llRenLime Q Soarch featuros . @ Wl Branches & crowtn sdmenn NARNRPNIT L T
ATICALTIME o AowTRATSR
Dashbodrd  Devica Sotup TR ALAAO  DVEDOWHONI Y | RepSNE:y Pavdl~ - AZCSEOOMID):  Acsoum Hekp & Support

Organization ~  Time & Leave ~  Data Download - Reparts o
Oy S
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirview biting
Company Settings
MANIQE Your Company preforences, atendance rules, payroll, and policies

Attendance Rules
@ Configure automatic punch-oin, o

Enabio Aute Punch-0ut

Enable Overtime Tracking
FieC0n oVRITI NODTS Worked Deyon

Enable Live Attendance Natifications

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters
) oo e SRS

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

staffkhata.com/guide - 22/ 117



afen d ford et

Enable Auto Punch-Out (3Tageh - HHARY GI-3M13C T faRel SedR dihi 11:59 PM & Ug-3113e
37T3C T ) .

Enable Overtime Tracking (3figzeaa 0T IR¥ I8 ool S AlddT, IR WIRId drd gaet fad dard.
giehTT Te] &hTd) SffeverTE 1t w9t Ra? § Rive, Awex ot sitezerm gim
IR,

Enable Live Attendance Notifications Admin 31 HR SeragR gieh GI-3 311 UI-3113¢ STaTSTT Iad

(Trreg BRI GEIqud! TTe] ) TTY-319 FgUT qRagT.

Start Journey on Punch-In (d9-g4 %ahd Journey Tracker 378-3iHT1 @R, Journey Tracker JasaTd.
STTciehd UeTd & hald)

Absent Day Deduction Penalty G HRUT ATfAeedT TRETOR WdR HIIUT TWIRT €9, 0 & 30.

fSra-th <A =re] hera

HHART TR THATT SR Sra)-th =T dichi AT STUTR U< ShidTeh SIS,

1. g ¢areR, Geo-Fencing Parameters (fSial-thi=iT ATUEE) A3 Thict .

2. Enable Geo-Fencing (fSrat-thf=i are] serd) T oheid.

3. d el N ST o e

Branch-wise Rule (3T A0l 2H): &ek §ii9 31MUe! ard -1 Bsar arordr. Apply to
Branches (sidich o] &_1d) BTdd siiel daTd. JA! TehluRd I gaTd! ST SR g
e d R 9.

Apply All Employees (S7TeAT hHarich dF] hild): Tedl WIdR Ykd gard. Geo Fence
Radius (Metres) (ISt =1 3w, Hiex) €1eld S+ gard d=ures Set Map Location
Coordinates (Feh12MaR ardd Acerie aRMTd) faeie ahrd.

4. Save Changes e .
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4B Al Branches 4 Growih LS dayE kit o A L
Holp & Support

Grganization

Enable Overtime Tracking
m irtins R vorheaib

Enable Live Attendance Natifications

Start Joumey on Punch-in
ABSENT DAY DEDUCTIOM PENALTY
@ Duplicate employees
1
@ Geo-Fencing Parameters
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©
Apply
il Apply to Branches - 2
L,
[N

Manage Branches

100

© SetMap Location Coordinates

fou have unsaved changes Discard

@a: Branch-wise Rule @R, tdeif Organization — Branch (@) g & siidiat fUT St

QaRTEl ShHaT=aT WIdR areal Mihiddid, Attendance & devices (8T 31T f3gr™) TraemR, JHT

g9 WhatsApp dRi2r d=rd

Notifications (gatauat) Caidea™ gHt WhatsApp @R Daily Attendance Summary (fegrat grerRt
grier), Monthly Attendance Summary (a=arat greit 9RieT) 37+t Device Health Alerts
(EeTae WaTreh! 31eTc) aTe] s AdT. WhatsApp i gfedieq uesard.

ATThY dos SNRUT TR HId

3iifthd dos eRUT gAY U hIxd YR 37T o8 I Shal 81%h-8 a1 RGOSR STdl d YRIdT. JAd el
¢IRUT Tl W R 5 &ROT STl

1. Organization — Office Time Policy (3iffthT de eikun) faeies dera.
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2. Create First Policy (et &R0 TR &1d) fareien oherd (a1 gAd 1< Teh ST SiiedR Add
New Policy (d &iRuT Sifera)).

3. Policy Name (&Rurrd i) g1errd, st "Standard Office Policy". 3mde &iRor Arfeiewan
Hieich § YRUT @1 ST S SiedR Default (4) ITe] 3erTd.

4. Grace periods & working hours (39 &7 31! ST &Ri) 81 Tehddl, I =i 3771 fA=TeiHT
YRTIT:

Permitted Late Arrival (@Rarift snifaleed 32k AT 1T S} fohdet 3fIRT A AT, eies 15 e
3fART A9U)

Permitted Early Departure (q=arft T et 372t ATk ATAAT hHaR fohddl Sfi 9 dard, 3t 10
e S aaq) e,

Half-day threshold (g7%-2 #afa) BT ShHT=AT aRf IRY IUT SR, df &1 gT%h-3 SITdT (edieh 7 avi).

Absent threshold (RgriR #aiar) &1 HTETAT aR1 IR 30l SR, dl &1 RSN ATeh ST (Sdiep 4 axi).
ot gTp-3 Hafe oy Iuft garmd.

Eg=arl fART hurdt

URd URd 3T JqUTeh ShuTdid dGeTdTeh § aTuxId.

1. Monthly late deductions (Fgg=ar=at 3fART=AT HUTCT) TTe] AT,
2. Deduction source (&urd=! @id) d=md: Attendance (85T, 81SRT &9 hTudT) @ Leave

Balance (CL) (35l 5/, Shog3iel TSI Shlyd).

3. Monthly late count (ga=art 3fRT= T et Cut Days (srouTe €4) aRmETE. 3w, 3
3T 1 TEoAIR TgITd &X 3 WIad] 3fART Agureh Teh S Shradr.

e 3T dqu T S e An

Late arrival rules (3f2RT dgura 79) g Tehad, Add rule (39 Siisd) faias @herd, Duration
(pretraet) GTeTd St Cut Days daTd. ddies, 1 =1 uxd 98 3R Siiedr 0.5 (Half Day) (0.5, 8T%-3)
I, gHT 4 TRA 947 S A1, S7fi= gt =i @idR Early departure rules (S g=qr 29)
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d3 1 hard. drdlearen ged= i 49 dsra SR Apply on weekly offs (Sratezmzan

gedeh AN ) FTe] .

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

Palicy Name *
‘Standard Office Policy

Detauly [ @]
Grace periods & working hours
Parmittad Late Arrival Pesmitted Early Departure
0o Mo 15 mistes L] Houes ; 10 e
Half-day thrasheld Absant throshoid
o7 Mours : oo o4 Houry 00 Lo
Betow this: hatf dan st marked sbaent Below this: absent. Keep beow the half-cay ihreshold
Attandance & deductions
Monthly late deduciions. [ @)
Deduction source
Antendance Leave Batance (CL)
Monthily late count Cut Days
3 v 1 -
»
Late arrival ruies 1 + hsaful

Apgty on weekly ot

e T

Dunason Ct

5. Create Policy (eMRUT dOR &) faeies aera.

¢RoT arear 32fR, i, 81th-2 31T TRETSIR desi Id daed faddl. Wad &RuT H& 4T d dqeluTdh,
RO Stest A (+++) ITeTd 3l Make Default (g5 erd) faeieh ohrd.

JI‘REHL'IINLE' ) Search featuns. L] @ Al Branches w = . ol
e Office time policy created successtully

Dashboard  Device Sotup Organi Time & Leave Data Download Reports Payrodl Access Control  Account Halp & Support
)+ Dasmboard o Office Time Poey
[ Autopay is inactive. Set up sutopay of choose a one-lime subscription payment. Raview biting

Office Time Policy

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

Office Time Policy 1 Q Search palickes by name
Pasicy Hame Late Arrival Esely Depaure Hait Dy Adisent Deductions
Standard Office Policy  Detant [C5 1 00:10 o700 oann Deguct From Anendince

Nesdhwp? R Support s9179830 77270 S Helplow +31 TOSETOG 40 3 Emad wopongdtMknatacom  © 2026 St Khata - Anendance
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gatauft: B =l @R, S8 PRETAT SR, 37 I SA? GHL TR IR HeTd S AT
AT SiigeHT a1 9gateT Office Time Policy Hiesid d dama.
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;ﬁaﬁsﬁzﬂammﬁrﬂa

FHHARY SEurAt 9 ggd! 3rd: Add Employee (HaRT Sited) %A Th-Teh o, Excel
R dedT STTId Yehaid, dT SITHUT YTgH STedR o 3Tdcll dqusfiel SITUE wRdTd.

RHATH g IS

Organization (FaeAr) — Employee List (hHam=iidt ae<t) faeie serd. Employee Directory
(epramet 2 fRrenT) TiTeich diea his, fAumT, duenia qusfier et R ud eraadr. 8 g9 ugdl
@ik Add Employee, a1 dra $2ftes srfeieat o1 (More ways to add, SiisUr=t 31i-ieh Ued)
CIEKGH

Uch hHARI STiEd

Add employee %idieh TR UTdel . T@Td &7 3feet! $ies e, IRewl gHT IWid 9%
AT,

uTad 1: Personal Info (daafies mifgeht)

. First Name (9g< 7i@), Last Name (3ms4id) 31+t Work Email (e 38) g1erd.

—

N

. 32T hisT Tad Contact Number (H9d HeR) GTdTd. HHAR! SiSedT SURId df sGe, 3.

3. Uge Password (UMHEE) ARIAT. 9184 37 thedl SURId hHART d sGe], 2MehdT.
4. Gender (f) dard, AT Next (%s) faeien ohrd.

grae 2: Employment (Fierst)

1. JHAT U=l hiHel UHTU Shlg dUR Hedlsh Employee Code [ ID (GHart @ig / ID) Rat

2. Joining Date (%3] STaur i) durard, AFR Branch (s57@), Department (fas1m) a1t
Designation (Jg) d@rd.
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. System Role (f&%eH oJffe) dard. ge3t wHaRt Employee (HaRY) SEdTd; dichi thehd
3T 3eT Ry

gt g dTet 1 SR Office Time Policy (3Hifthd 3o ¢kor) AT g8 ¢R0T aroRd.

. Reporting Manager (Ruifém #4sR), EPF number (EPF =sR) 31t ESI number (ESI F&R)
gafdt 3aTd. Next faetes ad.

Qarc @ Al Branches & Growtn (1S diys it o
Organization Time & Loave Reparts
Ad Employ
5 Mutopay is mactive. Set up sutopay of Chonse 8 one-1ime SUbSEription payment Roview biting
2 Add employee + Back to Diroctory
B Fil in the Basics first — you can add 1ha rast later
/ @ Erpioyment
Employment Details
Employee Cose [ 1D O Jaining Date* © Branch®

£ 18 012026 Nokta Head Office (NOI-HQ)

Department * (0 Designation Reperting Manager ©
Proguction Supervisor Sefact m
Status* Office Time Policy ( System Role* (1
Standard Cffice Policy (Detault) Employee
HR & Compliance
Total Experience EPF number ESInumber ©

uTad 3: Bank & education (sfer 31+ fararon)
et qusfte? TR feerures aroRdrd. g famT gafdt amard. Next faeies o,

utad 4: Attendance & devices (g} 31 Rgraw)

Disable Attendance Tracking (gt ¢ dg &erd) BT hHATTH gISI 3T STgdTell YRR gaxdl.

Enforce geo-fencing (fSal-thf=i7 @1 aherd) Ul Thehd dieT siidiea fora-thea foasa AsTard.

Require Attendance Approval (8Re AT=Id TRerd!)

Devices (f3@r™a)

staffkhata.com/guide
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Add employee faeies oRTd. Tat HHARY dTAT ATUT hIST JIT T e,

= - faah v Adenin
Liare Q Soarch features il i [2) A D
'ir.w\m g B M 2omnchas « ADMIST
pashboard  Device Seu Grganization Reparts Ha Pr
Aad Empiloy
5 Autopay is nactive. Set up autopay or choose a one-time subscription payment. Riniewbiling
o) Add employee  Back to Directary
Flll 1 B Ba3ic FIFst — you can add g rast later
;' Parsar v Bank & education © #nendonce & devices
Attendance Biometric devices
Devices this empleyee can
Disable Atendance Tracking
Lisrve Shis empicyiee out 62 atenda Devices ©
Enforce geo-fencing «©
Require Attendance Approval [ o)
& Praviou

Excel AT HHIR) SHIE A

1. Add Employee =1 g2fieh 3Mfieear surmeR faeter erd 3=t Import from Excel (Excel &me
SIVE heTd) T

2. Get the template (3wcie 8a1a) g2 ¥ahad, Excel template (Excel ¢/aie) (ar CSV
template, CSV ¢wcic) faeieh herd. dTdd TS ehictH 31T i< IGTERUM=AT 3Hied! JTHTd.

3. JSTET SGell gHY hHaR HTelld, &R 3l Ueh., AYGATH! 311c3 GerTd.

4. Upload your file (JA< BRIcT 3UaE SheId) 8T Tehdel, B 311 GTaTd a1 browse (sT3st
herd) faries a1, Excel a1 CSV, 2 MB 9.

5. Import employees (FHAR! 3HIE hTd) fereich .
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sare . Adimin 5
EHATA Qi S0l faieg: ! B Al Brarches 8 A Aomnstaron

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

@+ Dastooord © Employes List

[ Autopay is inactive. Set up sutcpay or choose 8 one-lime subseription payment. Rarvierw bifing
o Employee Directory O Rofresh || e

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

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

D Exceltempiae CEV remplate

Upload your file

ey Sharmariextiies-staft.csv
1348

FHHARY I ATIAeT 3Tcih JHAT hig hidcl UHTUT hig Hedel. Hid It thel STed! SR, Staff
Khata = Rows that need fixing (gaRUTes ST TiAeedt 37icst) BT Tehdlel TREAL. SIS
SheedT HIIeid AT ERTd T T HrIel URd gHIE .

gatgoft: creicid Trgasial iad 1. G hHar=ITd Ude argds JRIGUTe password Tidrdt shictd
SIS, df AR, Yeh TATUTT 5 UTdds URIId], G shHdich I8 8- chedl SURId d SGeldTeh
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LWHH.

HATIh AT da2fier STaula wRUTeR ST faare
HHART MU STEHARIE, U=il, STURIeN Uk T dchal quefiel U Siger.
1. Add Employee =1 Feftes 3mfleear ATomeR faeier &herd 31+t Invite Employee (hHam=ren
3T feard) .
2. First Name, Last Name, Email (38d) 3m-I Phone Number (%9 FR) R14.

3. Department, Designation, Role (3#@r1), Branch 31+ Joining Date d=7d. Reporting
Manager Tafft .

4. Send Invite (31H0T &78Td) faeieh herd.

& Send Employee Invite

i1 8 Niewi beam memey [0 caboard, St their depanment, role pemiskons, and branch
assgnment

A PERSONAL & CONTACT DETAILS
FIRST NAME * LAST HAME

Neha Joshi

EMAL ¢ PHOME MUMBER *
s

@) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT * DESIGNATION *
Human Resources ¥ HR Executive
aaaaaaa
Employee ~  Deihi Showroom (DEL-01)
JORNING DATE * REPORTING MANAGER

B oct18, 2026 Select Manager (Optional)

e

FHHATATSR A 3T WhatsApp R T foies Aaer. @ ot S7Tserd, Ueh hracian shig @drdt
gdTesuft ehedrd, el quefiel ¥RdTd, urdds IR 31+t Complete onboarding (3iAeifSm grg
&Id) faeies @ard. foie 7 € gerdr.

FHAR QIS
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I HHATITI NS A (+++) 37T JHI g ohs AaT:

Edit Employee (SHaRI sigard): diet dusfiel agerd.
Assign [ View Salary (T7TR 9RIITd / Ua&dTd): didl TR TG0k IR, WIR T dd gesard.

Biometric enrollment (aafee Aigofl): Realtime sriAfees fRerami damt fhrite ar &rs

Update Password (419ds 3ERITad eld): did @IdR -d qreds IREd.

Disable Mobile Punch (lsme 4 &g &<rd) / Enable Mobile Punch (Fiemae 9 @me]
&Id): d Staff Khata Aieae S1idedT™ dethl 31 3MT9edT STRAT 9d Ud chia <TehdTd &I AT d
JRTIAT. AT HHATAT WIAR HITRIeT U I ST, thehd STATAIgeh [SQRIGTR Ud hedt 3781
HHATT WIAR af ¢ .

4@ Al Branches A ADMUNSTRATR
Sty Organization Time &Loave -  Data Download < Reparts PF
Employes List
5 Mwsopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
M Employee Directory & Rofrosh
WP =cryona in your organisation, with thei department, $13us and sccoss.
Employees @ factive - 0 Iactive - B jsinad in the last 30 &y ¥ Fiers || Q Search empioyees
Employee Stati
W) onaJonl @D setive
aa Ariun Mehta Information Technalogy @D Aetve
kg KwitoRao Human Resources WD #ctive
PN !?’fﬁp.N:lr Prom.uc.l:x?n nlo.o.\?.MIl@?l‘ﬁrma-mﬂlll‘S.EKJ.. D Active
jg  Imran Shaikh F.’M_L"‘G‘fq.n... ) |mfa.n_sr\a|k'v<i‘fslz|armn-wtt-las . @D Aetive
) ‘et oo I A M i © oo
AK _j_rm! Kurmar ﬁr\:t:m:lx_m.. - a:lr.\i,...lﬁu.l\‘\l(@.s.ﬂmMJ-19X[\3€3.M.. () Active
Rahul Verma Proguction rahul @ shanma - textdes o & Edit Employee
w Pon oo Sy © o
4 i 3 a:smnrww‘s_azarv
Admin Adne _ Priya@sharma- texties.example ) Active @ Blometric en roliment
il S . £ Update Password

) Disable Mobila Punch

B Debate Usor

AT [AhIT eheuTeh dosdadt Status () e armrTa. fAshia st 918 59 &hs STehATd
37T geRdedT feluddTd.

.
AT ST A4 37T TR SR hHAR! A, Jiael Ud 3T WdT-SiHaifsT Tad, §Tehl adalr
T ST UG AT, Geeh AT hu1ch T 3oha STiieat 15 fodid graet Acdel. Werrsn @i @idR Billing
& Plan (fafeiT ot i ) uasara.

\
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?@rqz,ﬂwaiﬁaﬂm

T TS @

froe ehaT d IRTAT, STTHT SNige I A I8 arid Ul &hel fead d aR™ard.

frge de g

Jgad e General Shift (Trct fage) st Night Shift (1t fRige) g7 9ad g% Sird1. ga=AT o)
UHTu} i SgeTTd, a7 ! daR &xdreh Add shift (fioe Siis) faere axra.

1.

2.

3.

Organization (FgecA1) — Shift Details (it qusfer) faeies .
frrdiat anciat A (+++) STTeTd 377t Edit (SGaTd) faetes ahera.
Shift name (S Fia) U, 3T @8 Code (@13, g&ld “6S ) SISM.

Starts (g% SITdT) 37T Ends (TiUaT) ORMETd. HeATRId 3URId G4t 1<t forge "ga=ar faan
qrodar" 7Y A1k SiTd.

. Late punch-in allowed (32T 4=-377 urari) 31+t Early punch-out allowed (sfi= d9-

3113 WRATY) et aRm™Td. g¥dih, geeht 15 fame.

TeteT T st

. Weekly off (drater=il gct) g @enddt, Add off day (ged=il <1 Siierd) faeien aherd.
. Day (319), Type (9R: Full day (qz@ €t9) at Half day (s1af €1)) 81+t Which weeks (@

graia): Every week (SR Irdiet), a1 %a=ardt 1@, 23, 33, 42t a1 [AA7on drdtes! dard.

. & eI fQd @Ik IRd Serd. q@ieh, &R IIdieATdh IR ST 2T ST 42T ATdiaATeh

IR oA R hHAich FI-ATd G I-aR eI Acsel.

Save Changes (& T ad) faeieh oherd.
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afén

Late punch-in allowed
Early punch-out allowed
Weekly off

Sandwich rule (FsfaT a%)

ot g5 fAwe e

4 hours, gra it
Shift nama Codae {optional]
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 allawed Early punch-cut dllowed
15 minse 15 mimaes
Weaikdy off
Sunday v || Fullday ~ || Every week
Saturday ~ || Fullday v || 2nd
Sarunday - Full gay b amn

+ Add off day

Sandwich rule
Wiy offs and hobidmys bat

d ford aear
1 FRITER e Areh AT A fahdett et 3fRT a9 dama.
g fAI @ik gedd . are & s S urE ASTdrd.

3 ToteaT fadt el ATdteaTet gedl T Gedd d IST 7oT HoTdTa.

farRa aficiat A STeTa ot Make default (5 avra) fates aherd. ATIR e Aat et g
AR g S1dT. 93¢ 7o fAive Default () &1, fad =i, 99 S Ardtear=an Yed 9ad qraadl.
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e 1 Soarch featunes ek 4B Al Branches e
W an srin
Dashbosrd  Devico Setup - Organization Time & Loave Diata Downlasd Reparts Py Accoss Control  Account 45 8 5
ift Detas
Aulopay Is nactive, Set up autopay of choose a one-time subseription payment. . Raviewbiin g
o
Werking g
Shifts
© General Shift | Defautt 9:00 AM - 6:00 PM
o *
T MNeght shitt

AT ST Tehded] Wi Geh AT Aoser. ot gHt Sae] STt cirdeh TehdTd. I8 fAIte daR eheuteh, JH
gt i ST gg AdT; Billing & Plan (fafefT a1t @) uesara.

A  fve araa

Shift Roster (f2ite IR) AR S19-51 hivT I fAITe ahidT g1 helsy.

1. Time & Leave (@ 311 ¥511) — Shift Roster faich @1d. Calendar (Fhcisz), Week (9rdiat)
3T Month table (3= ¢9dt) 5231 7l IGeTd, ST HART, [T a1 fAwT ymTof foheer
hld.

2. Assign Shift (froe amard) faete .

3. Who (&iv1) 8@ G&aa, Employees (HaRT) Teh-Udh dheed adTd, a1 GRII ¢IH gaUreh
Departments (f&4mT) damd.

4. Shift (froe) dara.

5. When (&41) 8@ @ehda, One day (Ta €19), Date range (AR I57) a1 Pick dates (ar@t
daTa) daTd, S dRIE URTAT.

6. Assign Shifts (fiue @mard) faeie aera.
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Assign Shift

wha Employees  Depariments
Production

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

Shift

[Teﬂeuksd\dt @s) - ]

When Oneday  Date ran ge  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

JHY TRt fIte @ aRE dre §s, JHT gERI IR @R ST, Time & Leave — Shift
Assignment (foe @aofl) da d4d de el

frue i RM et Rt e

STIT eiehi WTAR ThTd HTad] GTdie! aT Tl {RUTeh &i-1R I8 S SiTdl.

1. Time & Leave — Shift Planner (f2Ite wi=R) facies aherd.

2. Departments a Employees dard, ATR From (T7a-) 31 To (A7) a4, a1 This week
(8t araiasl), Next week (Gt @rdiest), This month (g %a1) a1 Next month (Heat &a+1)
forrap .

3. Pick a shift, then click days (free d@ra, anfR fiTik faeie &ed) g2 9aaa Ua v fis
.

4. FaATTeAT fGHiR faeteh Sherd, a1 T T €19 YepTd trac! wRuTe Fill range (skip weekly
offs) (357 *RTd, TTdieaTe! et TigA) faeian @erd. Fill every day (&R ¥ R1d) Tdd IrdieATd!
G ST

5. ghaedl gedat Save (T rd) faeieh .
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Q0 Search features (o]

aillReriive
L CeuTy

@B Al Branches

0 a dmin
= » ADMBISTRATOR

Dashboard  Device Sotup Grganization Tima & Leave Data Downlosd Reparts Payrotl Accoss Gontrol  Account Hetp b Suppert

Details -~ Shift Panner

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

Rarview bifing
Shift planner & Shift Roster
Pian shifts for employees of whole departmants actoss a date rango, Gay by day.
Departments Emplayees From To
3 Human Resources L A Employees -2 e 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth
Plck a shift, then click days
§4 Filrangs (skip weeksy offs)  Flaverydmy £ Ciar changes
Gengtal Shit ® Night Shift
Sum [ Tuw e nu Fri sar
25 Werk ¥ 28 27 E 9 a0 n
Gararal it Y| | General S 12 Ganeral Tun 73| Ganand S 7| General Sy T (Genwalsun
G day(s) for 2 employees - 2 shifts Discard
[T caflnatacom  © 2020 Seadf Khata A
Y iV i\ .
TR IR, &k [gtsita AT 3MYett fAIUe qRaTar.
"n‘ﬁﬁfﬁ Q. Soarch featres ek @ Al Branches [ PR
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
@ 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 employes w
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
Al Employees v @ Al Departments -
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| 29 ms 20 ms 2 =S 12 23 s 24
o Gonarstsnin 3| o Gosarsisnn 5w Generatsn 5w Gomersi shin » Gonaral Sen 5 s Genesisnn » Ganeral S ]
% C ] 7 =7 28 9 m7 30 S
o Comerst srin 5| a Gossel nin 7| | = Ganerst 2ain T e Comecsinin » Genrat s 7| | = Oeneesssnin + Generst 20 7

TR A9 AR

ST 4H R 98 aRid g2l el f[dad d URM™IdTd. udei Enable Overtime Tracking
(SftegReraH €l dTe] hRTd) TTe] hld; BISIRd AH Uesdd.
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1. Organization — Over Time (3ficgera®) fatas i, AR Add Rule (79 Siterd) faeies aera.

2. Rule name (F9d 77i9) a1erd, 5ig "Weekday overtime".

3. Applies to (&uTes @) 81 Tehad, All employees (71 wHaRI) a1 Some departments
(epi favmT) d=ma.

4. Pay as (U3gl ) g Tehdd, Goh 3Tigiead axd ugel e fagd d dara o1t &R grerrd:
Multiple of pay (TTRT=T gdi=): 3@t 1.5 x SR TR.
Percent of pay (TR ¢ach): &t aRT=AT WIRT 150%.

Fixed amount (IRTRIE I9hH): TTeAT WIdR & axTeh Thd IahH.

5. Minimum overtime (h) (3uia3vl sfiegeeray, @xi) 3=t Maximum overtime (h) (Isidas
3MEReTH, aRi) ARTIT. Thehd g HaTe fAdRet I8 O™ Asidrd, adieh 1 d 4 &1

6. Effective from (91a= @) ¥RMTd, AR Add Rule faeies .

_..nﬂﬂ TIME 4B All Branches F - Atemin
o Overtime rule added successiully
0 56 Organization Hil B SupE
Over Time
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirviewr biting
QOvertime rules +Aod Rute.
How extra howrs ane paid, and the minimum and maximum overtime that counts
Overtime rules 1
\.m.ekq.ay flwmlme 1.5= haurly pay 1-4n Oct 18, 2026
Ema »

( AT ST 3TERCIHIS gaall WiF S Ug Adr. Billing & Plan gadr.

s, HHAR! Al SR el U ehdid d Uesard.
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07
HdR—I 31q: U g
A HHIRT A et =

Staff Khata 3fuT, SHaR} STUATd BHIded gkl ddid. G Ud da, HI-Td gard 3T T Tetht
g T, 3T U & s T o JHAT s Fora-thed AR,

AT ST QTR ST HIETRIATR hHART @l HehdedT TR He[d Hice! 3 AdT. JHd HHART 18
&1 o AT SITeIR, FelTd &3 37 Wi Uediaah Billing & Plan (fSfel T a1t i) uesara.

HHATT WY 31U ST eheld 3T 13 849 hld

gl e e Al daR &edT. divft gH @TdR IR $He (a7 thiF FeR) 31T UrHae JHehi
NIEE

1. Google Play Store (Android) a1 App Store (iPhone) ara= Staff Khata g=ciel &herd.

2. 3fU 3erd. Sign in to your account (JH<aT @IATd |18 g &rd) g, gHdl Email or
Phone Number (38 a1 %9 FaR) 31 Password (Irgds) grard.

3. Sign In (3184 g) €U ohrd. Today (3TIST) ThiH 378l
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B:55 i

& S TAFF
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 ~

StaffKhata Pro

vD.11.1

JHchi TG thehd gHdI TSI faddl. Tepde 3Mfieet <d Today, Attendance (851, Leave (3ST)
3T+t Company (&u=T) Smard.

gatgoft: grgas faurai? T1g4-87 hiArek Forgot Password? (IS faeRdi?) U axrd, ard Rae
HYUTh AT S-S .

HART T citehe TR WRa= feara

gHY SHTHTRR ST g dUTHUTeh 3TUTeh JHT elichel ST, T U Yeth! W SHART ST,

staffkhata.com/guide - 41/ 117



1. gt oIt BIadt ug eaHT, JEE HiF dlcherd aruRyTe URaTt AFTdT. Allow (Rarrft feara) Eu
&e1d ("While using the app", 31U araRd=T1, ddrd).

2. THERI IS AT, HHITHY URATT faTd.

JHT b AT %8ed SR, 31T Location required (cfiche S11d) a1 Camera access required
(FA=Tt GRaTt ST) SREddr. Enable Camera (ShART 9Te] &h’Td) €U &hTd, a1 AT thi-Td
Settings (&) — Apps (3fw) — Staff Khata — Permissions (Garwt) STeTd S+t &t I1e]
eI,

Al S GPS Tad grorl dar|d

1. Today &1, Punch in (49 &) €U &rd. (gt Attendance <& 37g7 Mark Attendance

(BTSTY ATITd) U head IdT.)

2. Attendance &hiH gadt Assigned Shift (@R fIge) st g7d Current Location (Femd
cT1eheT) SREIAT. Uil Jehlat [T SR, Tap to refresh location (@teher Riker rares <a
RId) €9 hd.

3. Tap to take a selfie (Ycthl sh1gUTeh U hTd) U I AT JHAT IS TWLE It ISTd. df
Verification Photo (Tsdresull hidt) g 9had feadr.

4. Punch in 24U &erd.
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8:55 vi

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

gHehi 91 Tad Punched In Successfully! (IeRatuum= d= g4 el ! ) fowar. grean siefiames s
Yehai aredT SeratefeR de faHdr.

Sr-th=ar YRR fhd ST

e SR forat-thT aTe] 1T SIedR, JHY Hhehd aredT ey fHawd Ud s S1ehdTd, @i
3iffohar Wiadoft 200 Hiez. araT ¥R, U= Outside Allowed Radius (TRarft sfeieear Bisd RR)
372 At SMSRIT: "JHT TRAT SMfAewdT Ua-3 fBAsd HRIR S1ETd. SUGRR e alill adrd 3T 9Rd
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O

Error

Outside Allowed Radius

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

Done
f————=

Sifftheia f9ar aara, Tap to refresh location €U @RTd, STt URd Ug dTd. 3isfAH aeh Fidt @WIdR
Asar gRIard. gadt shu, st e fa9rT S wR1d gadrd.

U T3 I
1. & giua-, Today & Punch out (49 313e) U ahrd.

2. 3Tk Tk Tcthl ShIerd 31T Punch out & ad.

gHeri Punched Out Successfully! (IRIum= t9 3i3e Sitet!) fagdr. Staff Khata gaean faiedt
YHTOT A aR1 ASTdT, G oic ATeh, S gaq 3T 3gRed JAd @IdR ASTdTd.
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8:55 vi

Today 'ﬁ KHATA
26 Hello, Rahul Q

Thursday, October 22

Your shift
General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00 PM

Checklin Checkout

08:56 AM -

00:00:14
[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave N
Apply and track your requests

= My payslips %

E?:l HEIMDUrsements 5
Submit and | ckaiaimmns

g gleiat sfag™T uasard

1. Attendance € 37eTd. Day (€1¥9) 3T Month (%ga-Tt) 7ct SqaTd, 31Tt Shlesi Al gauTeh SToT
CILEGH

2. Tepren oA Punched In At (U 39 dhewil da3) 31t Punched Out At (4 3113¢ dheedt da),
AIheT 3T Whiel UBtdeh T fRamR €9 ahrd.

3. g gehrat ar A1? 1 f&ar, Request Regularisation (Fafidtestommet fa=dt @) <u e,
SRISR 5 3T hIRUT HTATd, AFTR Submit Request (fa=dt arerd) <U s, gaat disfaq df
TR AT .
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s @rdiR: ¥ = @R wlarre 9= 9re at &g wRd

AT HHAAT WIAR HIel U Heb YT dle] ST, thehd ITaTATEh AR U Sl 3121 shearat
QTR af &g .

1. Organization (¥gea1) - Employee List (Ham=id! aaeit) faeie od.

2. HHATTAT 3SR -+ A foreteh .

3. Disable Mobile Punch (Fismad Ud s ohvid) faeien ehrd (a7 df oRd @1e] Shedreh Enable
Mobile Punch (Hiemae Ua 1e] &herd)).

_-nllﬂa LTIME 4B Al Branches & Growih (11 diya kit o "‘_fz"".'-zrn;ru -
,,,,, — Payro Accoss Contral  Account Help & Support
o Employe List
5 Autopay is nactive. Set up autopay of choose & one-lime subscription payment. Raview biting
Everyona in your organisation, with thel department, $13ius and access
Employees @ Bactive wctive - B i thve st 30 iy 7 Filters

Employee

ng Neha Joshi @ weive
A Anin Msktia WD aetve
kg KonitaRao nan R @ rctve
PN Pooja Nair FrDIl.:l(.:I:x?n EIQIOI\? MEEPENArmMS - textiles. exd. . O Active
jg  Imran Shaikn Proguction nran.shalkn@sharma -textias... @ retie
sp  Sunit Patl Proguction Uit patiBsharma- Texthes.x @D Active
ar At Kumar Proguction AmLKUMAEE ST -Textles.ex.. @ st
Rahul Verma Proguction rahul vermagsharma - textdes.e. - o Edit Empioyes
B (Rabul iy cpesiabirtns @D active
" 3 : 3 Assign [ View Satary
o A
A Admin ‘adna ~ priya@snarma-texties.example At 2 Biometric envoliment

& Update Password
£ Disable Moblle Punch

[ Debete User

dt &g M-, 319 hHar=aTe "Mobile punching disabled" (Fierae da s 31mar) 31ef IiTaT S+t

dichi efAicet! ALfiH aTaRuTe FRTAT. ShHar=aTd Ureas URTadTe a1 R¥e wureh, & A-del Update

Password (JT9ds STE™Tad hard) aTuxTd.

=M= @ik va Ta=a™ 3« d yssard

q¥eh HIarIel Ud gHAT stk Recent Punches (gTefid Ud) gTcd 31T Aeh1mm=R foddr. QR aae
QTR

1. Time & Leave (a3 311 ¥511) — Attendance Process (8TSiI Ufeharn) faeias avrd.
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2. GPS punches (GPS 4=) faieh &heTd. therd STUidedT dheet Ud ST, Gk GPS T80T A1 heel.

3. TRIAR k-3 AT Teh-3TIC ATh 31T U= Wict Usideh SNSER STl TIhTR faeieh
. 3T TTes AR Ud YepTd AhIITR Uasldeh Map view (1T §93) faeien oherd.

llRerLnme Q Soarch features ek @ Wi Branches sdienn A

e ——
Dashboard  Devico Sotup Organization Time & Leave Data Download Reports Pays Accoss Control  Account Haolp & Support
@ Dasrboard Time & Leave

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

Revigw biing

Attendance

3 Refresh &
Dalty chock-inz, blometric 1ogs, regulariza

requests and missing punches

3 Atendance & Regularization & Missing punches B My corrections

Onteav
o o ® =)
Today * Al Preseni Lot Absent Al Pendng Approved 8 GPSpunches 4 ¥ Fiers @ || 0 Mapview & Ewpon | O oriD
Empiyee Date Status Check in J oot Punctsality Houry
R s Eap Oct 18, 2026 @ Prosent +) 908 AM | BGFS ontime - @ &
g Pt e Oct 18, 2026 © Prasent 41503 AM | BGPS n time ®iE & 2
Ay Ramn Oct 18, 2026 @ Prasent ] B56AM | 8GFS ntime ®- ® &
A Arun Menta Oct 18, 2026 @ Frosent 4 BB AM | BGPS Ontime @ ® 7
[P 9179820 77 © Enai © 2020 Seatt Kiata - Amaance
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Realtime sraidfees a2fis siisa

T TS @

GRTR U9 hdl hHAR! Realtime ariAfee i aross ddmd. ot Siisedr Iwid, & [thRftie ar &8
U hig GehaiHt Staff Khata d gradr.

( &a: Staff Khata %erd Realtime arafees afA=i arrera o o

AAf= Staff Khata e Siisd

A3 SeACR U 91se, 3 fdehl el gHeam Jerm=t U<l ST,

1.

Device Setup (f3@rd des3rd) - Manage Devices (l3&r Givatd) o .

How to connect (el STisd) faeieh erd. Siaid grdei ST+ ek U< STdTd.

H3f §exeren (LAN a1 Wi-Fi) STeTd STt <Te] aherd.

A3fHR, Menu (3) = Comm. (¥9d) (a1 Cloud Service, FTas 9dT) ITTSMd. JHhI i
PIN ST/ g .

5. g A YRt @idiR GaRrE gt °relTd, Teg dherd 31 Af9 IRd & ra:
aefi-iat garR &R gt
WebSocket Aft ‘wss: //machine.staffkhata.com’

FK Web (HTTP) afa+t “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

gatgoft: gt idt exdTe ara Fefics snfieear widt IR faetdh RTd. TRd G& hedl SR
SHTheT? I=aid AU Ieb ST BRI o TUTHTd 31T Hedehich $e3-ic ST T @Ml aherd.

RAfged FevE A sieE

1. Manage Devices g, Add device (f@r™ sitsrd) faeie aera.

2. ALAER Snfieear feaRaedH, ar ALfiHiek Menu — System Info (f@ew Arfg<) gim=am,
Serial Number (Rftae FaR) grerd.

3. Device Name (Rgrar aig) g1erd, ST "Main Gate". 929 grgadr d A7g ararures d Rd
gigm.

4. Add device feieh ad.
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Add device

Serial Number *
R55202503115271

7fi= gaed fegar. fRumuar 5 fAseit Staff Khata o fa= sheeam™ T@e3r HoesT SR fa<h f@idt Online
(STeraA) gRaddr, |1 SR Offline (3iTtharaH).

faRTe AR gIFRA SR, ALl Tl SEdT a1 TS FeRT 7RA UTgeh A1, STEUT uTdell YR el
3T TR I el

Afir=T -+ Adear™ gHt Manage Device (f3@™ad divresrd, fad arardt, @fdra st vagear=
FHRureA Gitt), fad Aiq Edit (Gerd), a1 df Delete (g 38a1d) & Ad.

FHa=ich AR e

A0 Hehd faeR TicTeodT dlichichd U ehiedh fadT.

1. Device Setup — Users Synchronization (arorwid fEeharagies) faeies serd. gaeal YRy
TS AT T SR, IR Ueh 3aTd.

2. Send to device (2R oT81d) IS, s AR ATfAeear TieAid 9ot UStdeh
Missing on this device (gI fegr@amR A1) d=1d, a1 chara @a=ara ALfiHER arge fleear
FHHEArT @idk Never synced anywhere (hara ©a4 ek Srdes A7) d4Td.

3. Send to device facies sherd, ATfR Rsfta awa.
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ﬁ;—_w\m Tzl ol 4@ Al Branches 4 Growth (11 dayeMi 1) “.anrn;rt:

Dashbosrd  Devico Seotup Grganization Time & Loave Data Downlasd Repans Payro Accoss Control  Account Halp b Suppert

ip Users Synchronization
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirview biting
M Users Synchronization m
B kcoop usors the sama in SOfY Kiata and on your machings.
P S e " pvices

Missing an this device £ Refrosh

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

S7dla qroRd} snifieean #LfH TUd & a1 g ¢d JUhRIH Userd. Import from device
(Remaidea™ swic oerd) faa arordy Staff Khata d gTser, 8T Copy to other devices (g%
fegrdi<R hidt erTd) & ga=aT e ALfHIRR idt e

AfIHER hlvT U ohiés TehdT d aUTEUTsh, Manage Devices 37s1d, -+ = Manage Device faie
Td, 3T Users (arord) &9 ITerd. AfiHiat a¥e arrdt Staff Khata dedm SiTaedt sear=am shs-
Sl ST,

fosmRftie ar eré Aieara

g @R A SR 31 ST,

1. Organization (¥geA1) - Employee List (hHam=id! aait) faeie od.
2. HUATITAT SR +++ oot &rd 31T Biometric enrollment (swadfee Figof) dard.

3. Biometric Device (Sfces Bgmw) dard. Step 1 (4@ 1) 81 ahaed, wHAR Machine
User ID (#2f9 arord ID) T #efi-teR Aig Srar. d sisA fa<k 91d SiedR, Sync Employee to
Device (FHar=re fegramrR & oed) faae a=d.

4. Step 2 (urad 2) &< Ghad, Fingerprint (fthrftie) a1 RFID Card (RFID @1s) d4rd.
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5. Start Live Fingerprint Scan (dde fthRflic ©ha g& erd) faeieh oherd, ARTR shear=are da
e afiteR A wradt garare TiTa (a1 did S1s U ahuTh).

& Biometric Machine Enroliment
™ Begister eenpl rerereral an

&, SELECTED EMPLOYEE + DIOMETRIC DEVICE

Lol

STEFY TERMINAL 1D 8 SYNC

® Enrolied on this Terminal
Machine User ID #0002

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

#2fi el enear a1, R TF S 2TehdT. aeh U HAT SeEsiR ddeg Fagoft Fgor faddr.

A= Gisgert 44 SIS A

7 i A ATHATIT MfAcelt SR, oY 3T U ga=dT. dl WRd T 3-IedT 3URid o 8ITd.

1. Data Download (221 s137cs) » Download data from Devices (fS@r™maidea™ se1

Y
Sla-clls Ch(ld) Igdcich ohXld.

2. Device (lZ@r¥) g1 goad fegrg damd.

3. dr&l d91d: Today (3mawi), Yesterday (@1, Last 7 days (F#m0t 7 €1), This month (8t
w=a), a1 From (91a9) 31 To (F37) IR, AT Toh Hiact 90 G AR SISAIE i AT,

4. Add to attendance automatically (3TIg geiid STIETd) TTe] qavTd, dT Udell g duTedTeh o
&g .

5. Download punches (4d s3I &I) ot aherd.
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ﬁz Thss Q0 Soarch featunes ek 4@ Al Branches E 5 R
KHATA Puncnes asded to aftendance
Dashboars  Devie

Devica Setup Crganization Time & Loave Diata Bownload Reparts Payrofl Accoss Control  Account Hotp B Suppert

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
PUIl punches storad on a biomettic device into attendance, ¢.g, after It was offine,
Bavice Dates Today = Yestorday Lost7days  This month
@ Mangcate * Gndine From T
RSS2025081152
B 0Oc22 20 B 0e22, 2026
Add to attendance automatical vy [ @)
© 0logs imported 1o HRMS successfully
G Downioad punchas
Downloaded punches 1 © Added to Mlendance & Export
Empityee Date
Aumilt Kumar Oct 22, 2026 205 PM Fingerprint Check-in

Afh=h AT e s awia

H3f ST I 2R STedR, USB avdf forat dar T QeRaaie aherd Mt dt S71E aherd.

1. Data Download — Import Biometric Machine Logs (sriiafees Aefi-ie @l s71E ahvrd)
IESCECTGH

2. Select Machine Log File (mfiFiet @l et d41d) 812 dhdd, BRI (.txt, .csv ar .tsv) dard

377+t Upload & Preview Logs (@1 3Uc8 Sheld 31T Ydidaeiich exid) feareieh aherd.

3. yalaciie qurerd. Mapped (Sedcet) araRdl hHa=IT thed Jesded! AT, Unmapped

(SjaTRleet) aroRdY ID SS[H <IN hed Sifsedt ATd.
4. AT T WIdR o] AoTdt art From date (TTe= dR1@) 31+t To date (W9 dRRE) IRMETC.

5. Confirm & Import Attendance (Rsfta @1 it gToRt 391E ahvrd) fereieh .

™ Si1g: Data Download 31 #efii= @t smid ey g Sfsea sigaraial 9T, & YhdedT W)
$U HTeet 3T Aard. Al STisy, arordt [&es ea st Aiguft e TR gerd.
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09
fear et Hivis™
AT s I

Jratafee At St Jlarde 37U gid deea™ e T U Yhld UTHTRR UTadTd. 4= gHT TR
el 41 JUTEATd, U AT Shdld 3T bl YRdTd.

ST 1Y QahT Agyd 9asaTd

gadt Dashboard (S2161E) 31T hIuT BTSTR, TRESIR 37T 3fIRT 3Ia & grRawrdr. Recent Punches
(BTefia U) Gk dep-g SITdT a¥l qrREddl, 3771 3fRT g ich WUT chewd! ST, TRl AR U

R do? @ik, Time & Leave (e 377+t Tsi) — Attendance Process (815 Ufehar) fereies .

Attendance 9 fthee? eId

Attendance (g8TSKI) U= 3TI=AT fed=R IS, aud wrsf (Present (851R), Absent (TRESIR),
Late (32fR), On leave (351TR)) TGHUT SHiche GREAAT. Thehd dd dich Udldch hsiaR faeieh herd.

AT TR JHPT (heexid g T ST

fheex d fohd eregar

All (T1®) / Present / Late / Absent groT [t vl ey
Pending (vcifard) JHAT AR @R d1e Yaiadt ug
Approved (AT=1 heet) gHt SrTeTa AT dheet U

GPS punches (GPS 1a) Thehd AT SO, TicheMT IId choet Ug
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@ All Branches

A ADMRSTRATER
1 St Tim Data Downlosd Reparts Help b Supp
Time & Leave
5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riiewbiling
e Attendance 3 Refrosh & impont
Dally chock-ins, blometric 1ogs, regularization requests and missing punches.
£ Anendance & Regularization & sing punches 3
Pras Lake
7 & 2 o 1 0 8
Teday All P f-"“ P Aj GRS t T Fiters D Map view & Expol Q
Empioyee 5 Che Punc Hat
f:l"‘_"‘p“"' Oct 18, 2026 Dise ) 926 AM Late @-- @ &
Rl Oct 18, 2026 @ Present 41 B08AM  BGRS Gniime B ® 2
Ak, Amittmar Oct 18, 2026 @ Praseen 4 507 AM Bl B & g
AV ff"_“_‘_\‘{“"‘"a Oct 18, 2026 @ Frosent 41 803 AM On tima - ® 2
iy Mehetvoanl ct 18, 2026 @ brpsent 4 903 AM | BGES Gntime o-- ® 2
A f“!'l'l'_"'! e ©ct 18, 2026 @ Prasem +) BIS6AM | BOPS ©ntme - ® 7
A j_:‘:i”"_"‘_‘"“’ et 18, 2026 @ Preseen ¥ 848 AM | BOPS onume - @ &

Toh hHTRI a1 B! it daurah Filters (ftheez) faeien erd, AFTR Apply (] @vrd) faeies @, T
ST Ueslddh adedT Usda All Branches (STt s aoRTd. Teh A+l @igUTeh Search by name or
ID... (Aig a1 ID 7 HigTd...) aTaRTd, 3T de<l SISl hedTeh Export (TaRIUIE held) TR,

Attendance Details (gt dqusfier) STsuTe Wa=am SRR SloAT=AT SMIhTR faeich ahld: Teh-
3 37T Yh-31T3¢ dos, ATURT 8@ aT dAtche, fIue 31t a=i, 31T+t Hiamaer Ui @ik daTt thiet.

AT ST Thacd] TR, HIdrd! ftheex hehd Tl fodT AR Fafdla madT. YR %o, af ar w@nsieft

U HTRT el
1. Filters faeies &3rd, Quick Select (s°fi= d=roft) 8= evaet This Month (8t 3=t dard, 3T
Apply e .
2. Pending facia @era.
3. 3N Review (dUTdTd) faieh ThrTd. des, AThe 37T Whiet duTdTd.

4. Approve (AT x1d) faeies aera, ANTR Fefta a_1a. v gaaRuTH, Reject (BIHRA) faie
heTd 3T g hRuT feard.
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£ Attendance Details
g Neha Joshi
Emplayes I0: 5T-0008 Sat

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

ol 9-“:,,,‘%;5_! Q

ol Bagh Markat
S woleopit @
+ migeket of bagh

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

< $56AM In Samiung Gatay A

[+ 8:07 PM Out Samaueg Gitary A4

Close

gfhedl! 49-3113¢ YR

1. 319 Aierd. HHA=IE 19 9ierd 3T d) 3t 9 /g STUR Filters arue+ shies ARMTC.

2. 1 3R A A= sehraR (Edit, Igatrd) faeieh herd. Update Manual Attendance
(BTAT HTeet! BTST STER—ITd ahvld) ITTSel.

3. Punch Out Time (U9 3773¢ de3) URMTA. A0t HEATRIT IURId hH ohel STedR Next day (GER1
1) fee .

4. Update Attendance (8ISt 3rerITad &erd) foreldh ohrd. STTdT axi Heidld.
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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

.

gataoft: Missing punches (Jfcheet Ua) <& Ih-31 SITHT GUT Ih-31SC AT (AT STGBIC) 3120 TiTeATIT
Jo5dt arEaar. Add missing check-out (et Ih-3m3e SiETd) faeieh Heid, des BTdTd, 3T Save
attendance (8K 9 oherd) faaies avrd.

N

g1dH gioil siied (Manual Punch)

SPIUT U chisch Tl AT ddl, @I IIC HER AT, & aTaRId.

1. Add Manual Attendance (g/d goiI STisTd) faieh &vrd (a1 Time & Leave — Manual
Punch (g™ 13)). Single Punch (T& U) dfteet garrd.

2. Employee (®Ha11), Date (ari@) 3t Shift (fre) darma.
3. Punch In Time (49 39 d&) 371, @R 34T SIedR, Punch Out Time g7aTd.

4. Status (=) dard: Present, Absent, Half Day (g7%-3) aT Leave (3511). Absent aT Leave
GIAR dc3 SITIT.

5. S SR Remark (2R) SiisTd, 31t Submit Attendance (815t &MsTd) faeias aherd.

STRIT Alchich TehI Whiad] HTeh eeld (Bulk Manual Punch)
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1. Time & Leave — Bulk Manual Punch (T&aia g1d ua) faieh eherd, a1 81T gTreie<aT HhiAl
f9a? Bulk Manual Punch =R seard.

2. Select Employees (HaR! daTd) gTd Tehdd, Gedh HALM feah oherd, aT Select All (ST daTa)
IESCECTIGH

3. Date, Punch In Time 31t Status URMET. g¥eh LM 39! 19 aruryares Shift & Auto /
Profile Default (3TUge / TR J) &R qawrd.

4. gRIeT qurErd, AFTR Record Bulk Punch (T&aia ga digard) faies aherd.

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Selact Employees * 2/95eected  Seoctas Date* Shift
B Getis, 2026 Auto | Profile Detault
Q Filter employees by name or If
== ) Punch in Time * Clost Punch Out Time
Stauos
© 900 AW @ Pick Time
] gy KavitaRao
bt 5T-0000

Heha Josni
N $1-0008

Aafadiezomes faqa s a1

FHART ST a7 daTeR, divfl @ hH dheedl BT ST HRUT TId, U T GERUTT A=t ohds
gdrd.

1. Time & Leave — Regularization (FRafadiezor) faeta ard, ar Attendance IR
Regularization <& 3714, -t are Uesddid da1 < Sfiche! GraddT.

2. HIfileet dos ST ShIRUT UTTd.

3. Approve dT Reject facier TRId. STIT TahId HIadl gidTesUTeh, At fedh ehird 31T et @ik
T el aTaRTd.
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. = Admin v
Q0 Soarch featunos: ¥ @ Al Branches ADMNISTRATOR

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

Halp & Support

@ » Dastboard - Time & Leave

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

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

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

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

TAT: ISTT 31T gt SMfleet wire

JH HHARY hdcl TS Hefch Aehdld T JAH! Geard! <) Yehaid He hrd. SuRid, Ioteal fa-ian,
fRleeTeh ST et SMTuYeh BIRI ! YIRId add.

AT ST Thacd] THIAR TSIl HARATI 3T+ GeaT Ho[d dAlideed! S IdTd. AT U el SedR,
e &3 37 W Uadidah Billing & Plan (fSfel T o i) gesard.

TSI UehR IR

Casual (3f#dter), Sick (g@auuTht), Earned (FARiewdt) 3t Maternity (STeauuTit) IS gad @TdR
TG AT Sheedl ST, dichi IGeTTd T gHY AT UehR SiTeld.

1. Organization (¥=11) — Define Leave (35T IRMIT) faelds ahvid. Leave types (35id UHR)
To5<t G¥eh UhIRTE! ahig, I oy, dTudech ATRIeedT fadich fohd ST, 3TTHI dTehl AT ST il
1 d SR

2. Add Leave Type (3sidt YR SiI8d) faetes ahrd.

3. ThIH ¥RId:
fer d ford et
Name (7fd) &7t Code ('s) & "Compensatory Off" &t "CO". g TReta.
Days per year (a9t 419) ¥ HHATATSH gaieh fohaat 419 Aederd.
Carry forward unused days (amu%a ATfAleet G dTe]; Bdeh ATfIeet 419 HeedT a4f adTd. sa: o aareT iderh
EEESD)) %€ STl
Needs approval (FT=rdmg ) aTe]; RaiféT #asR a1 HR givh ae fAa=dt a1 @<t user.
Colour (%) Shel SR ST TSTeT SSTTaR SR,

4. Add Leave Type e oherd.
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Add Leave Type

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

Marneg Code
Compensatory Off co

Days por year
08

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

00000000 -

* Compentatory OFf

UehR dGelUTeh dT Shigd 3eiddlch, dradT 3itetar Edit (I5aTd) ar Delete (hTg+ 384Td) aTdRId.

oIt fleeter auraTa (Leave Opening Entry)

1. Time & Leave (dc5 3711 3STT) — Leave Opening Entry (IS grard=! Aig) faeies s

2. TP HHAR! ST IS5t UhRT @R gaet Allowed (A7), Used (amaReet) o1t Left (IR<w)
34, asia Total left (Tgur IRe) fadma.

3. IIT ST hiALMeh 3effer adf Fgard, a1 It YR, siid, fA9RT a1 et e fthee? aherd.
¢qel SI3IeIS iUl Export (TaRIUIE ahvrd) faeiep rra.
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4@ Al Branches

% TR
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) ~ All 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 12 12 12 15 15 %0 50 & 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'{___ AR 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

e, o Tacrcrsar: Herd 12 0 12 12 0 12 15 ] 15 a0 £ 8 0 ] 135

O 12 1 n 12 12 y 15 0 15 20 90 6 ] 8 134

HHARY TSIT Rt ARTaE

HHART AT WATAT §Hel T Uas, damR https://attendance.staffkhata.com g ar
Staff Khata 3fdid (Leave (¥S1T) <€) G181 & hedTd. d Apply Leave (IS ATTId) STT8CTd, Geh o<l
UehRTY 3MTTe! flecieh U3TdTd, UehR 31T dREY dadTd, ShIRUT Siigerd 3t engerd. AR fa=dr
AR @WIdAR g1 Iosgdl.

HHATT I TSI ANTI

<hIUA gdd ST Tg0T i< e @ 3T aTqiRAT =1 SUT.

1. Time & Leave — Leave Application (35St 31sf) farias aherd.

2. Apply leave (35T ATTTd) fereter .

3. Employee (#HaRY), AFTR Leave type (IS UehR) dTTd. ek UehRTeaT sfteh SReet 4
GIaddrd.

4. One day (Us &19), Half a day (3T €1r) a1 Several days (STard &) dard, 3 arig ar
dREr dard.

5. Reason (&hRU1) Siterd. Also notify (8 ShadTd) 8T Gehdd, JHI ShalauTeh ciich ag AdTd.
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6. Apply leave faies ohrd.

B 26 0c1 2026
Nty Manbers <o

Search & seloct members...

Masson
Famity function o Jpur

TSI ALY 9T gIhRId

1. Time & Leave — Leave Application (35t 31sf) faeias erd. Leave requests (ISt
fa<iat) Pending (veifad) @R Sser.

2. AR Review (qummd) facies oI, IS0 YR, AR, I 31T SIROT TUTHT.

3. Approve (AT &<1d) T Reject (5IaRTd) faeieh eherd, AR Agfd eherd.
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Approved (A= dheedt), Rejected (aariRewat) St All (TTet) <a sfdgrd gaxard. faqdt=n

Ja=at geat s

Gl SheisiaR qRITATT AT gToRAT gaTi=] JTURATd. GRATd hRuTd WTeid il a1 eAR gt
Jod<! S .

Gizfieidea™ smié eea

1.

2.

Organization — Define Holiday (g ¥rmTd) facier aherd.

Import (/1 PR1a) faetep .

Need A Template (cFeic ST) 8T Tehddl, AT S13-Ici18 ShedTeh CSV T Excel faien ahvrd.
dTqd o9 & 3maTa: Holiday Name (ggad =1id), Type (UsR) (Full Day a1 Half Day) St
Date (A=) (DD-MM-YYYY).

dt R1d, ARTR G dfedid g "Telld a SIT3sl shUTeh feareteh &herd. 2 MB ®RA=at CSV, XLS 31T
XLSX WrIei! TeTd.

Import fie Ferd. et TiTet gedt TepTd hiac] siiscrd.
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Uk el St
1. Define Holiday @7, Add Holiday (gg! Siiera) faeies .

2. Name (-a) grard, Date (ait@) dard, ot Full day (13 €19) ar Half day (sref <) dam.
Description (auf9) Red =3.

3. Add Holiday e aer.

Add Holiday

Shawn 60 calendars and used in anendance repons

HName
Company Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]
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go5<t uadtaeh Upcoming (Fadt), Past (3mcett) 31t All (TTesT) S& aTaRTd, 31+t sigerareh SifesiR Edit
a1 Delete amorrd.
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1

WIR, TR YTad! M= SIRTa

I IR 3MTfTeet WA

Staff Khata gToR, TSTT, geat 31t SR Guliaded™ Geeh TR Heldl, G- gHdhi Sisefie ST,

AT ST UITRT @R GIR 3Tfeed! GaLri @ S, Payroll (WTR) A Seu diiced! & SIiedR,
e W gaida Billing & Plan (fafel st @) uesara.

TR dsh 3T hrae2fik pard 9 e

&l 9feTT G¥eh WIR TeTu]ehes A1 ST

1. Organization (d®i1) = Company (u-) faeier &rd, AR Payroll & Tax (TR 31T &)
¢q IS0

2. Salary Cycle Period (WTR <chTeil &hTes) 814 ¥ehddl, Period Start Day (ka3 gRarddt ¢149)
3t Period End Day (chTesTat Qaerdt &19) IRTd. "wgg=arat Ao " @rdR daerat g
TZUT 0 ST,

3. Statutory Deductions & Contributions (FrRIGfR surd 31t TRTeT) BT Hehdel, JHehT AN

ST o =Te ST

4. Save Changes (F&a ¥ ord) ot avra.
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Company Settings
Manage your company pieforences, attendance rules, payroll, and policies.

@ Company Profile

] o vy i

PERIOD START DAY

@ Payroll & Tax

@ Locakization

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

£ My Profile

E5l {Employee State insurance)

bl ES! contribistions for sligible salary Brackeds

PF (Provident Fund)
Gratuity Liability

PF CONTRIBUTION %

12

- Financial Year Dafinition

afén

ESI (Employee State Insurance)

(Y 3T fom)

PF (Provident Fund) (wfasg [eft)

Gratuity Liability (J=ggct 2of)

Financial Year Start / End (3meffes

ot grara / 2ae)

TR T4 feara

4@ Al Branches

Ropart s G | Account
date
PERIOD END DAY
o
day
51 CONTRIBUTION %
% 278
You have unsaved changes Discard B Save Changes

o ford e

D Reset

U ORI @WTd R ESI aie™ sitger. ESI Contribution % (ESI aRTe™ %)

BT &R AR,

EPF &huTd 31 ATetehtd fadeia e siigel. PF Contribution % (PF
TNTST %) BT & ARTIT, TTGRUTIUT 12.

YT Tt ARG T,

3effer srgarar @R arafieat ad.

TR Teltad el gdeh hHAT=Teh WIRTT AT ST,

1.

HuTd, Feges TR St et CTC Tad aaia fawa.
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2. HHATITAT ISR TGeATAT SIhTR fdeleh ehald, a1 AT H-LT @id R Assign Salary
Structure (TR =T feard) faeies .

3. Payroll Cycle (9TR T) (Monthly Cycle (8a=11a ash) a1 Weekly Cycle (Stehia ah))
37Tt Salary Type (TTRTaT UaR) (Fixed (2fR), Variable (sgedt) ar Commission Based
(PAIFRR 3MERIa)) dard.

4, Earnings (A1) ¥RTd: & TR, HRA, UaT =i, dSTchl 7=t 31T+ 8% =il
5. Deductions (shuTd) ¥R1d, St PF, ESI 31} &0edd &, ESI Uehaid a7 ied! grdideh SITdT.

6. HHAATH Il TGhI hu-t @d (CTC) faTat Siear Show CTC in Payslip (TR gradd CTC
grRagTd) feeh awra.

7. Save Salary Structure (TR @1 g &hvrd) (ar Update Salary Structure (TTRTT &=
3TeITad oherd)) faieh .

JHI TIY ShedTd adl, Gehdel UHUT 3fichs Total Earnings (YU A1), Total Deductions (YU
urd), Net Take-Home (81did dadt fAeaes TiTR) 81+t Annual CTC (3! CTC) SrRaddrd.

4 Edit Salary Structure — Rahul Verma

gataoft: At 81 wiH Organization — Employee List (=i aa53t) g I Adra:
HHATITAT Slcsial A STTeTd 3Tt Assign [ View Salary (TR feard / ussard) faeies ehvra.
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EUUTeS! WIR IdTd

1. Payroll = Run Payroll (TR Teard) faeies .
2. CSICITAT IIR AT MY oY ddrd.

3. Bulk Generate (Tshaid R ahvid) faeies derd, Department (f3mT) d=ma, o=t St a&
dquTdTd, 37t Generate Bulk Payroll (Tehaia TR daR 1d) faeieh aherd. &¥eh [am @ik
UZd h¥Id.

Bulk Generate Department Payroll

Thehd QahT HA1RMH TR feaures, Add Payroll (TR Siterd) faeies derd 31T et dard.

3 TTRT thice T i, oot (LOP) &9, Ttdehrcst ggat, geat Sl TRt TSiT Ussideh More
Columns (31tep %) faereh .

staffkhata.com/guide - 70 / 117



siare 0 Soarch features
EHATA
Dash Devica Sotup Grganization i

Dasrboard -+ fun Payroll

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

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

Total Nt P

¥1,28,200

Employee Payroll Records &

. EMP
EMPLOYEE =
PoojaNalr &T-
Super L 0005
Imran Shaikh T-
4 o004
Sunitapat 57-
aatn 4 003
AmitKumar -
! o002
Rahut Vorma -
0001

YaRTd 3T Bk heTd

NET

SALARY

az,160

120,353.33

344067

e21,120

LEIREL]

37fchs! IGaTUTeh, HHATATA! TR 31ied daard. Edit Monthly Payroll (Fa=Tat UTR I&ard)

Roview bifing

Y ...

S<

7200

200

September v 2028 v O} Search employees by name

TOTAL

DED.

2,840

72,046.67

r1553.33

L8

gldd, 3T GavUTeh Save Draft (Agal 9 oid) foeies ahvrd, a1 TR feeam IWRid Settle & Save

(PTeIeh eheTd 31T Yog aherd) faeteh avTd.

ST UTR faeet 70T ATeh heuTeh, 3iadl feeh e STt Settle Selected (dfEieet BRIk &hrd)

fereTep operd.

g1 Excel a1 PDF %UT SI3cilS &hedTeh Export (TeRTie &) aTord.

TR YTl YoSATd 3T SIS-dls hld

HHATATAT 3SR Payslip (TR uradt) foeien oherd. TR aradt et @i, gTedt GRisT, A,

HUTd, EIIT TRAhE, 3! IR (Hedes TR SraddT. Hithard des €T el @1 hel o o SR

Teg ouTeh Download PDF (PDF S8es oerd) faeien eherd, ar Print (8191d). CTC 3= &g a1 d
daures Show Annual CTC (agh! CTC greard) / Hide Annual CTC (gt CTC fauard) arRr.
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@D Al Branches 4 Growin (15dayeint AR Wi S
Halp & Support

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

[
Generated

Sharma Textilos Put Ltd Raihul Vorma
....... _ o
30 2 Yo 3 L] &
IIIIIIIIIII Y Slandaed Office Palicy L
~* EARNINGS = DEDUCTIONS
EO0000  PF(Employ ¥2,880.00
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 b Deacte TAR00.00
Toss! Desuctiens 76,880.00
al Anmsal Cost to Company (CTC) 4,56,000.00 1

¥31,120.00

AR ST SHardich diedl Wared! IR dracl My Payslips (<3t TR uraat) g fegdrd.
HHAR! WG-YdT ITd.

ST 3T WRdths

TR TG Aiedrd

1. Payroll = Add Advance (3mTE SiieTd) faeieh .

2. Employee (&#arRl) da1d, Amount (3RH) 31T Reason [ Description (RUT / guf) grard,
31t Month (gat) 3T Year (ad) d=rd.

3. Save Advance (3T1Tg Oeg &Td) faeieh herd.
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& Add Salary Advance

TRd%hs Aiedard
1. Payroll = Add Reimbursement (tRathe STierd) faeies .
2. HUARY dTTd, TaehH, ShIRUT, I|I= 3T g TTelTd.

3. Supporting Document / Bill (3TeRTa! g&dTes / &fid) 8/ Wehda dtel Siterd (PDF, JPG, PNG
ar DOC, 2 MB &:7). &t TRl

4. Submit Claim (grat &msTd) ot aerd.

HIRI hTd, BRIk eld 311! iy sara

G 3TTTE 3711 GTat Uadtdes Payroll - Advances & Reimbursements (3THTd 31T tRaths)
ST, FHAR! AT Tided eT8eld dd 4%, Approve (A= &Td) aT Reject (FIBRIA) UTh
Al ITeTd, AfR Tast fawan IwRid Settle Request (=t ®Rieh &<id). PDF %UT ST8-dS & AdT
37eft IRAths &g Azlaure Generate Slip (1T TR &) faeies a_ra.

RIS TR Ufehar

Ttdhles] TR AU hHAT=l WIdR, WIRTAT 7a-d did Payroll Cycle § Weekly Cycle TR gRMTC.
hehd 89 HHARI gHTT faward.
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. Payroll - Weekly Pay Process (GaTesl TR Ufehar) faieh aera.
. Uohl HHATAT @IdR Generate Weekly (Gtderied! TR aherd) faeieh ohrd, a1 Qi 9w @rdik
Bulk Department (TJ&aia fawm) — Run Bulk Process (Tahaid Ufehdr garard).

. PDF ST3ci1E &heUTah, Print &hurdh a1 saarare Send Email (38 918Td) &ureh Weekly
Payslip (StehIcd! TR UTadl) 3Terd.

. TR feeat 3N fees aera arrt Settle Selected faeier aera.
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gmﬁaigamaiﬁamﬂﬁ!zﬁ

T TS @

Staff Khata d 491 URY 98 3TgaTel ST, AT ISR T qurqoft STferent ARTAT AT shraeeiR
ISR AR, ek 3rgaTe ftheeR s AT, BITUTh IR 2 T Uadldeh A, ST TeRITIE ehis Al

-
T S Daily (fTest) Sgaret Gieh TR Ieidl. Ttdhles, Tea=aTes 37T agehl STgaTd,

Attendance Calendar, Al Analysis 37Tt 83 duiidlaR 3fgdTell WdR ST 3TgdTel SMiLree! qaerd
I 5. Government Reports TR W S, HelTd WiF Uadidad Billing & Plan (fafefT st
W) UcsdTd.

3IgdTd 9l d

1. Reports (3rgdareT) — All reports (S7TeS 37gaTdt) fekieh ehTd. gHehl fohd SITUA gaurd e ara
THTOT 3TgaTel e 3HTd: f3uTed it shiesra, gIoil, 93 UH, @it &1, Girel, o7, Ry
37T A7 T,

2. dodel BT ThdTeh TGl dieid e1dY eheld. adieh, 3fART Agur fAshi< T srgare usstdeh late
CIgY <hld.

B Al Branches

Agmin ?
& ADMOISTRATER

Repons v Payros Access Comml  Account Hatp & Support

Daily & periodic
Attendance for o day, Wik, manth or year

gy Daly repon > g Wesly repont » g Memnly summary
Performance, n-out, datatis and department views 1or ong day of @ range - Week-Dy-weak attendance and hows Month performange sheet, In-cut and totals per employes

W Youry repont » 8 Attendance calendar
Twetve-montn aflendance mairix ond trencs Each employes’s month as 3 calendar grig

Attendance
W s A 1, and whan

a Astendance log Present | absent 3 @ Late comers
Dstalied princhi-in arv ganeh- oot fetords Probtnt and abeEnt BRplveis for & peiod ke darvrvals WP 1

i

& Overtime E] B Manual attendance

Entries ndded or comactad by hand

Time issues
Exceptions worth following up

® Late arrivats Early depariures
Asrivats aftar shift stan Leaving boforg shift end

it

Late & early

B s i [ eimions
Special days & performance
Halidays, weakly offs and absence pattems

s Present an holiday » &8 [Present on weekly off » Ly Doy time record summary
=T Amendance on cor Attendance on weekly off days = Work days, sbsances, late counts
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fRurest srgare

1. Reports — Daily (feurat) faies s

2. 3rgaraTd YR (e Performance (™), Late Arrival (3f9R1 3mm+), Absent
(fR@TSIR) a1 Missing Punch (Ifdheat da)), dRIE, T ivTes exd & dard: s, fasmr, ggiar

Ucheh g,

3. View Report (378dTe Uaard) faeiesh aerd.

IECAGIEER

Qeh 319 ThIc] a1 s adUTeh dRE<AT efteh 3Tfleet ST0T IToRTd.

fiheex @euTah All (T71a5), Present (8TTR), Late (33fR) a1 Absent faeias ahera.

PRI T BTYUTh TR Hisvfl @WIdR Sheet (2fte) faieh werd. td gauTes Table (2¢9e) faaia

hTd.

BIdT T 9gedT GIeAT hi-LTde™T $19-ST3HIdedT TgaTelTd! UehR SGald.

aillReaimive @ W sranches
Dashboard Device Setup Qrganization Time & Loave Data Download Reports. Accoss Control Account
@ » Dasooord o Allreports o Dady o Resun
5 Autapay is iactive. Set up sutopay or choose 3 ona-time subseription payment
Performance € Change filters
Diaty attendance repart
~* Performance
[ DAILY PERFORMANCE REPORT AN FPsent  Late  Absent
Petiod: 16 Oct 2026
DRAILY PERFORMANCE REPORT 116/10/202¢]
1 e Showing 9 of @ recons
& Expand sheet
Sharma Textiles Pvt Ltd
Report Date : W/II2008 DAILY PERFORMANCE REPORT Brin Date - 1073026
il Becords- 8 Prew a8 ez A 1
Emplayee Shatt O Wik Late Emby Device Device
Ha. | g Code s Oeparsnt osgnation | snif | et | ol | e | O Py or = by | S e it
Ao [ree—
1 FYMULAD Agman B et admn G5 | S00AM | 600PM | SO2AM | 603 PM fhols | 0001 . ] present | RES-01 RE5-01
2 5T-0001 Ratel Verma Production empioyee G5 | RO0AM | G00PM | BSSAM | 601 PM Phots | 0000 H 5 oresend | R55-01 RE5-01
: ] ST-0002 At M Preduction employes G5 | SO0AM | E00PM | SO1AM | S08PM Oh O | 0005 petent | BES.01 RES-01
4 510003 Sunes Patt Producton ampioyes Au | g00PMm | assAM | @208 Bh 2, peetent | 2501
5 ST-0004 ervan Shasdy Preduction amployee GE | FOCAM | SCOPM | B4BAM | BOTPM Bh1se | 00:18 . peesent | RES-01 RES-01
6 ST-0005 Pooja Nae Preduction empiaoyes G5 | S00AM | GO0PM | SOTAM | S16PM Bh G - ddm | peesent | RS5-01 RS5-01
70000 KataRes | HumenRessurces | smpyes M | &0o e Abaem | RSS 01 | mSs ot
Informaton
T-0007 Ajurs Mehta Tee empioyes AM | BCOPM | BSIAM | BOTPM Bh 1, present | ESS-01 RES-01
L] ST-0008 Neba Joshi Husan Resourcas empityes GE | SO0AM | GOGPM | BSIAM | B04PM Ohils | 0011 . peepent | BSS-01 RES-01

AGThias, Tga-dTas 311 aihl srgare
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Rirview bifing
O Refrash

L Tople B sheet

€ Fri, Oct 16, 2026 B

T Fiters @ & Export
[0 Excel & POF
%
width  100% Q@ @



2 UShTd % IAdTd: hTes JaTd, HhiUTeh ERT o ddaTd, 31T fOheex A .

1. Reports = Monthly (ga=at) faeies aerd.
2. g J9Td, hiumeh e’ d ddrd, 3t Apply Filter (ftheex o] @) faeies s,

3. IIedT gIU-Er3IdedT 3gdlel SGalld. ST Igard:

3gard t fohd grETar

Performance (™) T HHATAT BIOTR 41, G, Tedehicd! gedt, TRgren, SR avt st

Attendance With Status (f&rdt G LT gAY, o e .
TId o)

Muster Book (A% ) HICAR WSYide dIR geiRY SR,

OT Summary (OT dRigr) I} 3fiegeray v,

Leave Details (Tt dusfia) =i Sfdeed! IS

'imw‘ Q Soarch featuros @ Wil Branches 4 crown 1samsnn NSNS
Dashboard  Devica Setup - Organization Time & Loave Data Download - Reports ~  Payrofl - Access Control  Account Holp & Support
¥ Result
5 Awiopay is mactive. Set up sulopay of choose a one-lime subscripiion payment. Review biting
Performance + Change filters £ Refrash = summory @ Sheet
Monthty attendance repart

~ Performance € | Seplember 2026 >

Parformance ¥ Fiers @) & Expart
Petlod: Det 2026
Q ow: § = 12
@ veer. — @ DESID: Administration @ poucy: Standsrd Office Policy B MoNTH: 0:?!“0
- - - e e e
v » ssoan
» - - »
i DESIG: Supervises @ PoLIEY: Standand Office Policy. £ MONTH. Oct2026
------ WO Mses e Petes s -
] E i o8
o - " o o s ' x " x » »
i moum . me - 2 iz -t e -
wi - 0 - W
- - - . - - - " - - - - P - - - -
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B helsy FgUT Uasldeh Reports — Attendance Calendar (gSiRd @heisR) fereieh aherd. Cards
(ep1ef), Matrix (dfger) 3t Sheet (2fie) g2ai AT dgelTd, ST fART a1 SHHTRY gATOT ftheey .
1T IFIRT ST, 10T TARETSIR MTfAee aT hivl TSI Bdell o o grRadd.

YRR} SgdT

1. Reports = Government Reports (TRFRT 3igard) faeieh .

2. gIR dRW! ISATd. gieh ST T hlosl W R STERITed STTdT.

3. gosddedm Ifoieer 3.

AR i Gap

Muster Roll (7% ) Form 25 HREM HIal, 1948
Register of Adult Workers (¥e TR foieR) Form B HREH HEal, 1948
Leave with Wages Register (T} o4 3foieeR) Form D HREMH FRIG, 1948
Register of Wages (da-Td 3fSieR) Form 1 da fegurat Frel, 1936
Register of Workmen (TR 3fSieeR) Form XIII HATE IR HRIGT, 1970
ESI Register (ESI 3fSieeR) Form 6 ESI e, 1948

Muster Roll ST e feara fHaR I9uTd des, TRETSII, TSIT 37T Tidehles! geaT qraddT.
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1|!ﬁ__€HL'IIM_EI 1 Soarch featuns. ek 4@ Al Branches L LA H
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 o Refresh | @ Tabk B Sheet
Mandatory statutory reglsters under Indian labour Liws — Factories Act 1948, Payment of Wages Act 1936, Confract Labour Act 1970, and ES1 Act 1948,
53 Muster Rot Form 25 - < | B o, 2026 - B oos 2026 »
a8 Muster Roll = & Expon
Farm 5. 8 1,148 - Erily AMeadance agister with employss-wise infou grid
" Emp Cede Hame Devsgnatian Department [-}] o2 o3 0 05 [} ar (1] o 10 11 12 13 14 1% 18 7 18 p A L
. . _ (1] 247 AM . oz b5 Bas 808 @02 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 T 0:00 AM wolaM  wo we i 203 AM A e 4 TOIAM w1 o
i 51 #:48 03 2 51 2 858 001 84D
3 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 Ba% 04 " B85 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 Snaikh  Maching Opetator  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 i 3 (ST ; w08 Bua 8 g
T ST0008 KaitaRas  HR Executive Hurman Resources W A G WO ESEAM 03 AM e BB AM sasam wo wo U FE w01 AM v VOBAM M 1 0
= 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 .

Nesatwip? %o Support tR179BI0 72270 Re Helplor +91 70S5 700840 X Emad suppun@suticatacom.  © 2020 Siaff Khata Anendance

Al fa=agror

Qehl Shiedid fehd I farar d uasldes Reports — Al Analysis (Al fa=isron) faies aherd: ge grorel
TR, BISIR ST TRETSIR G4, IFART SITHA 37T Siicg=erdd. T Tohael 9ram 9ikid Key findings (F@«
fAeenef), < umol 9T¢, Attendance by department (TG g\Tol gToikt), 31+t Absences by day
of week (TwierraaT fddT UHT0f RETSRT) SITd.

aillRennime Q Search festures "k 4@ A1 Branches & A e

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

@ » Dassboord > Allveports > Reports

[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Review biting
Attendance Leave Analysis & Refresh Fillers 1 & E
What stands out in attendance, absence, leave and punctuality for the period.
€ Sep 2026 E 1D Clar Fiters
Attendance rate Present days Ansent days Lowvs days Late arrivaly Overtime
96% 205 8 14 45h 42m
ot wotking dars vy O A3 iy T4 of phesent days total kegged
# Key findings Attendance rate over time
€ bt forthe day cocens. Th dashed in

@ Attendance is healthy st 06% of warking days.

o0

Absences peak on Tuesday: 38% of all absences. 2
@ Punctuality s good: 93% of present days started on time. i
% 45h 42m of overtime logged in this period. I
s
” sep2 2 et Sepd o Sap13 Sep s Sep 1 . Sap 22 fep 34 3 2020
Wiese the days et
>
@ Prosentees 205 @ Abseniess § & Weskdy OF 54
@ Attendance by department B} Absences by day of week
Lowest frat. Thw dashad Bng i the cvaral fate ® Abtent @ On beave
Human i 23% 4
Tachnol... ] 26%
= -— -—
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( &a: Al Analysis @TdR AT @HTRR TSI ARG ST1.

& SigaTd
All reports R JHt 89 37Tg ddTd:

dRET ¥ Wik Late comers (3fART dadl) 3+t Present / absent (85 / TREIR).

Overtime (3NETIA) (JHAT WIHTR GCIH T).
g STifsext g duTEdreh Manual attendance (8T gTSiY).
Leave report (¥stal 3igaral), Device punches (fS@r Ua) 37+t Easy access (Iial uder).

TIYIE hTd, BIUTA 3T dierd

T 3TgdTarek Export (Taulc ard) faetas aherd 31t Excel (.xIsx), PDF (.pdf) a1 Sheet
view / Print (2fic g27 / ®1uTd) d91d. Sheet g23id, 2ffer=ar aar 3mfiecil Excel, PDF 3T Print
(®BTUTd) ST ITuRTd.
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WhatsApp Ga-T 31 gfedlem

T TS @

3 JFSATIAAT 37erITad ¥dTd. Staff Khata et WhatsApp =R gToRd TRIeT €18 TehdT, JHeT
arar WhatsApp a1 SMS @Tdided ™ hHdr=ieh o1 UTg Aehdl, 3T 8 T 3RTeh TS
TTeiteich Qehdl.

g9 WhatsApp dRi2r d=rd

& Haer Staff Khata sheed HTeTehT<AT FeRTeR IdTd. dTe] Ul HWRR 8 hidd e hurd I,

1. Organization (i) — Company (U feries &rd, AFTR Notifications (A1) &9 ITTETd.

2. WhatsApp Notifications (WhatsApp T@T) 8/d Ghad, JHT ST d TaLT TTe] heId:
Daily Attendance Summary (GETe! gToRar arien) X 30t fmT=n great WhatsApp @Rl

Monthly Attendance Summary (%I gl HRIe) CSV BRIl #UT Fa=Too! groik! Tgael.

Device Health Alerts (e&md siamreh! o) TR Ry SiTtharad SITdT 991 Teel.

3. Save Changes (ga 9 oerd) faeie .
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Q1 Soarch features el B Al Branches 4 N 16 days beft o A

Adimin “
& ADMDRSTRATOR

Dashboard

svice Setup Organization Data Download Reparts Payrotl Accoss Contral  Account

Halp & Support

Dastboard © Company

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

Company Settings

Manage your company protore

attendance rules, payroll, and policies.

Company Profile
empany Profile 5 Wh tsApp Notifications

@
# Employes codes
@ Atiendance Rules

' Journey Tracker

@ Payrol & Tax
© Locakzation Monthly Attendance Summary
o T oecatve & mosITy WIMSABD GV 16par f amengance
& Duplicate employess

Device Health Alerts

Account Gt risaiod whsieh & Bienatric dinvice poes. oifien

£ My Profite

sfelleF 2o =

H1TII0TII0 R Howior 401

Rarvsw biting

D Reset

£ Emat wogonEsatkiwacom . © 2020 St Khata - Anengance Cor

T WATAT WididedT ga-T g1eureh, Account (@1d) — Integrations (gf¢tie) facier herd.
Integrations & Webhooks Hub (Zfe¢3i a1t deiges g«1) fi9 dUR Sieudt araadn: WhatsApp,
SMS Gateway (SMS 7icd) 31Tt Webhooks API (dsiges API). gHehi ST dreR Configure (iR

herd) fereTeh avTd.

,..lldﬁﬁ_flﬂj TIVE Q. Soarch features K @ Al Branches . 1+ tndme o U e M
Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payrodl Account Help & Support
@ Daswbosrd © itegrations
5 Autopay is nactive. Set up autopay of choose a one-lime subseription payment. Raview biing
Integrations & Webhooks Hub O Ratrash © Wahack 431 spic
Send attendance, leave and payrol avents 1o your messaging, project and automation toals
Supparted Platorms Event S Secunty Pratncol

AN 3 Communication 2 Automations & Custom API 1

= Avaiiable B
COMMUNICATION COMMUMEATION

WhatsApp SMS Gateway

ot 49179820 72270

HRMES & Bitandance evant

30 L] HMAC-SHA256 (6]

Al'3  Conmected 0 Available 3 € Sewrth negrasions

Available Availaste

DEVELDPES & CUSTOM

Webhooks API
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Jat Warat WhatsApp Business SR aToRTd

gaot Meta =1 Cloud API &R WhatsApp Business @Td 5114, 3HT Meta 7 3T AT cheet TaeT
CHele 1.

IO

1. WhatsApp @1EieR, Configure faeia @=rd. Connection (S18ul) ¢g 3mser.

2. gwdt Meta access token (Meta 3fad i) -t Meta phone number ID (Meta ®iH
Fex ID) g1edTd. Meta &haal HiF FaR ID aTouRTd, i deR WdT |d.

3. Alert numbers (AT -eR) 81 Tehddl, ATcThIAT Yo HBUTh ST d AR H&R g1al1d (20
oRA).

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connectlon  Event tem) plates  Activity

Connect your provider

Setup the eannection ance, then choose which events can send message:
WhatsApp provider
Mets WhatsApp Cloud APl
Mata phang nurmbar 1D

® 123456785012345

8 M fegrtinesd phone numess |0, ot The diigliy numes:

)

YSU[chd ¢Fete AT il

1. Event templates (98U[chd ¢Heic) o TSI, TS GIAT dcH dodid 3Td: Check In (<
g), Check Out (Je 3m3c), Late Arrival (3f2R1 3i#H), Missing Punch (gfehett da),
Leave Application (I3SiaT 37%i), Leave Approved (ST A=), Leave Rejected (IS
FIhRer) ot Daily Summary (fearest amwisr).

2. U "USU[eh ddTd, 3die Check In.
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3. Approved template name (AT ¢¥ierd Aid), Approved language code (A= wigiEt
i) (STEt en_US aT hi) 37+t Exact approved template text (A1 Seeicrd AHh! HoTg)
HTelTd, Meta = {1 dhoell &I ehidl shde.

4. Variable mapping (@Ruse dft) gt Gaae, ¥ @Redadid fahd oRd o da1d, et
Variable 1 @dk employee name (&Har=rd @) 31T Variable 2 @TdR punch time
(vaTat 3®).

5. Recipients (#Aa&d) dard 3t JHT ¢reic Meta s+ durddi 8 fefta seure s feeh ahrd.

6. =Heh fohd emSeat d Uasldeh Preview message (T Jdged) faeich ohvid. d I héed Uadldah,
Test number (@il 9aR) GraTd 81+t Send Test (Ti@oft emsTa) o wrd.

7. Enable event (98U dT¢] 1) dTe] hTd, ATTR Save configuration (HIfRM deg o)
fereTeh ehvral.

Check in

#1118 APEEOVEd TEISagE AN CROCTE WO MECHVES &
Approved template name

attendance_check_in
Approved language code

onuUs

4 he language of the appraved template, for éxampie en_US o b

Exaet approved template text

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

Leave Application
Incomplate

Leava Approved

.

&a: Missing Punch Tq31 %herd Tehgid &Teerd, fRite diuear SuRid 30 fAmei-t, ST thepd fHaR ar
YRR U9 a1, Daily Summary Rarear &7 UHT01 At 10 IRIR TeAdT T hehd a1 AaRided
qdTl.

N

Activity (gTeraTet) < glefid Iiaoft 311 Tgu[ehd Haer M gHeaT QRaveR d WehRel g AT d
[HECEGIN
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gataoft: "Accepted” (FeRa!) AR Meta 7 Tael WihRa!. dt gt & Heitd BRkAr. 9=a arsa
et gHdr Meta Sedis duTdTd.

SMS aReff =T ersTd

SMS Gateway (SMS 7ied) dsi= IerdT: Configure faieh SRId, GRAUIGR STIEMd, AR g8v[ehd crele
9T . B GRAVGRT WIdR gH MSG91, Fast2SMS a1 Custom URL (@1eiell URL) a7 IdTd. R
SMS @TdR gaat DLT-A1=a 923 1D, §fedt ID 31T Scie ASiR 5/, S o gHeAT JRAUIGRT heedT
YT QaRTd.

&% AT 3R USUh! HNSTd (a<geh)

hIUA G S ehedll, TSI HITTAT 31T STEeT dedR JHeAT WdTeal HIdcd3RTeh aT SiTCHL HIEHTeh thosd

vlledi} aQ§qw diyxid.

1. Webhooks API &1sfek, Configure faias oherd.
2. gt Webhook Target URL (dige @1&g URL) HTeTTd.
3. Event Subscriptions (SgUchil Tawi@i) gTe Gehdel, YTSuT=dl GUJeh! feeh aherd.

4. Sfreuft qurraTes Test Ping (Tr@vft i) facias @i, ATTR Save Configuration (RARIM
deg ).
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. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa
it

andocint whare $2a8 Khata epakhes tigned avant netificasions
1 EVENT SUBSCRIPTIONS B TRIGGER FILTERS *

B atendance punch_logs ATTEROANCE
Fis-tame wabbosk paylond (eupatched on every Shack-In g chack-o3

ATTENDANCE

ATTENDANCE

> TestPing

Gk USU[cheR Yl 3T, G&- df @i Staff Khata Sheed e g gHd! 0T JUTY, Tehdl. JHAT
SgaiuRieh Webhook API Spec (ciigen API dusfter) i dusitel Aasce.

STtsuft ¢ &waTes, dY ITSTd 81t Disconnect (Sistft srreTd) faeieh wherd.
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14
ad T MTRIATR RHART WI-dT

I hHATRY A 3TTfYeet Wi

HHARY AT G, geh hHTT=ATeh aaR 3T Android 3T i0S @TdiR=a Staff Khata 3faid smaat

ard Staff Khata @rd Aedel. d 31Ul goRl dury AdTd, Fehld Ud YaIs AdTd, IST AT AdTd ST+

AT ST Tohdcdl WHIR hHaR] Al Hofd dlfded 311, AdT. Feld - Yl Billing & Plan
(fafefT et @) esaTd.

hHATAIR A feard
1. Organization (¥=1) —» Employee List (FHam=id! aa<t) faee .

2. Add Employee (R Siierd) g gefies sifelea aror 3erd e+t Invite Employee
(erriaT=aTeR 3O feard) faieh oheTd, aT ShHaT=aTeh dT=AT SHA 31T AT HaRT 9ad STisTd.
AR SiiSd 31 iHTe3Id Ie5aTd.

3. HIUME UrEds URIGUTe a7 REE hedreh, 3iiaidt A+ 37Tsrd 3T+t Update Password (argas

3TERITad heTd) feretep hrra.

4. PIUeRy Staff Khata 3fdidedr dethl 89a+ U g4 chiech faduTeh, 3fesidl A+ ITeTd 31 Enable

Mobile Punch (Hlemae d= d1e] aerd) fereieh .

UART https://attendance.staffkhata.com g7 ar Staff Khata 3fdid &g g8« ST graas=
qT8 39 hdld.

ol SeEisS
HHART TT3 &1 hedl adT, @ My Dashboard (7g<Tt Ser€is) TR uradr. dt g1 Fea=ardi ardl axi, Iotdt

foreetap, ard w1et ST 31l fohdar (STt gfchoxtl Ua-8113e), STt 31Tdt ARAD B ST SRITT. FhT T
ST BT AT} gTSIRT ST ISTT A9l grRagdTd.
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ilRercive

) n Meha doshi _

My Dashboard My Atterdanc

Gaood night, Neha! & Refresh
HR Exiteitiv OS] e et

118h 23m 112 2 22

Witw detans s View dataity

Meads your attention % This month at a glance
@ Sl clocked in— 003 AM
14 8 2 1 1 118h 23m
@ Missing punch-outs — 1 Days i = i mtp 2=
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18 & Cleand v
e 1 e =
Cavaat Leave 17120 i
—
Total Howrs Shik Leave oi2e me
14:20:02 Eamed Leave DI E e
Matarnity Leave TMIE
Compensatory Ot siac me
o ® a eeraning 112 @ Used

08:03 AM ohrs Active
= Tancat e

golt grert

My Attendance (it TSi}t) STRIE! &R, B T&eh, BT Fed-1T 3T WA TG SRGdT.

STSSRIded™ Ud 5 eheld

1. Punch In (49 59) facier a1 (aa= ISTT e a1 grEmeR).
2. ST3SR faaRar a4 hERT 31Tt eAteheMTeh URaTriT 3.
3. TR Frsra T Agfia avd.

U Tethl 31T eAteh T Gad Teg ST, fegr=ar egeres Punch Out (49 31m3e) faeiep ahera.
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N

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

@ My Dastiboard © My Aftendance

My Attendance & Retresh

Your punches, working hours and sttendance history.

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

sfaer uzsara

Attendance History (8ot sfdgm) ¢a & 419 qrRaddl. UaTd 4, ardRed (g 3T AehIMMeR
The Ucsldich fSUTIR SHoATAT JTIhATIR fareieh Thard.

Attendance Details

Y]

Nena Joshi
sT-0008

PRESENT | | ON-TIME

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours
PUNCH INFORMATION
@ S03IAM  OFFICE

O Samusng Gatary A4 - At

Karcd Bagh, New Daihi

VIJAY SALES.
3 KARDL BAGH
7 )

Kaiod Bag
< Galfar markt
el j SO
o
¥ ;009
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1. fROTR JedTAT ITIHATR faeieh TTd.

2. Request Correction (garu fa=idt) grdd, Punch In Time (49 g9 d&) 3 Punch Out
Time (49 3113¢ do5) YRTAT.

3. Reason (&RUT) 9TdTd 3T Submit Request (Gt emsTa) facid aerd.
famdt A=A @Ik g e AdT. HHART df Regularization (Rafidierzon) camk gesaard. da-

3T3e ATfAeet EF Missing Punch Outs (Fftheet Ug-3113¢) 81 Tahad feTard, St geéia ua
felewan fadt @ik Request Missing Attendance (Tfcheeit TSR ARTIT) ST

Request Correction

oIl AT

Apply Leave (IS ATT) 8T Hehdel, hardich MUel! ot flecteh ST qeh fasid i fdt fowar. d
Apply Leave faaias @=drd, Leave Type (35tat UehR), ar@t (a1 Half Day (81l <)) daard, sRoT
STeerd ST greerd. gHt Faiean ¥ dt HI- a1 gIhRdTd.

Bl TR Yt

My Payslips (<31 TR UTact) 81 Gehdd, hiar ga-T 37T a8 dg et a¥eh TR, AT, HuTd
ST ShrATe fdT TId UsAdT. TSI, AT, hUTd 37! SdRiH! (Heded TIRT TId YR TR UTddt
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STESUTeh View (UesdTe) fereteh eheld, ST df PDF %07 SI3els ahral.

aillBenunive O amrch T - o g Rewve
AMLICPLTING rrh
My Dash y Atendarice  Appty Laave aysips My Profila olg

Hatp & Suppert

@ Hide Annual CTC & Print & Download PDF

PAYSLIP NO

ST PN-FO58
Month; Septamber 2026

Ganeraied: 16 Detser 2076

ATE ANC
T ap 2 To B3 o 8
Office Time Policy:  Standasd O¥tica Pal 1 1
~* EARNINGS v DEDUCTIONS
24,000.00 FF ([Employes ¥2,880.00
EH0.00 PF (Employe) {Exchuded "0.00
180000 5 70.00
02000 B8 iEmplay .00
1,550.00 ES4 (Empiloyer) {Exchaded) 0.00
000 Frofess al Tas *200.00
----------- ¥38,000.00 LOP Dao T3.800.00
Total Deducticns. ¥6,880.00
#h Anniaa Cost o Company (CTCT 74,56,000.00 1

Eol MR rd

My Profile (%S Uthrret) dRierdten dusfiier, sRfchardt sfagr 31t sichdl! T Yehrd TR qradd.

Staff Khata 3far=R
Mo 379 hHaTgich o9 afAedt drean f@erd fdm:
Mark Attendance (gTST<t ATeh aheTd): Iethl ITHT ATheTT GId U 31 37T 3T3¢ dheld. did

QAR A Ud s 3791 SR, d didhi feeet Realtime IraAfes fSgr™g armorard.

Attendance (BTSY): I chaise. G do3ed@T 31T Teh-39 dAlheH UdBideh f[GUTaR ¢4 &held,
37T af garuTeh Request Regularisation (Fafidierzomht fa=dt) <u e,

Leave (35T): 1T <19, 31cT <1 a1 aREGTAT IS1T WIAR I AN, S+ fadtt fedt uesara.

Payslip (TR uradl): @I Fa-t eard 3= Download PDF (PDF 13I8 Id) €T .

Claims & Reimbursement (gTd 3T GRaths): faamat wiet a1 PDF 9ad 3ATg a1 @drdt grat

¢TSTd. dt gH! A= ehedteh Advances & Reimbursements (3THTTE 37T tRAths) ST UTadT.
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Profile (WrIer): dudrdien 3t st dusfie.

8:55 vi

< Attendance

® Readyto Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00PM

@ Current Location @
B38B, Noida, Uttar Pradesh
Verification Photo .
Selfie captured successfully

<] Punchin

BISR AW Y SHifhaTd des URUT UesdTd.
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Journey Tracker (37s-3i1)

w: Journey Tracker 3fg-3iH

Journey Tracker g IR 1A Ut hHarAT @idR: fachiat @, e, dar s, wHart s
gard Staff Khata Hiemde TR AieadTd, 31! d T 3T, G didel 3! fehd @ shell o gHt da
3idedT™ Jesadrd.

T ST Journey Tracker gl gaeTiat 3fs-3iH. Journey Tracker & 31+t &fcT ¢a gaean @rameR
3f8-3if TTe] STt SWRid f3TdTd. Ferd & Uesiden Billing & Plan (fafeiT et @) uesara.

Journey Tracker dTe] &h_Td
A OIS aTdeech @ Uell thi- fohdel thiadi el dichel eTseld d JRIITd.

1. Organization (I=1) = Company (&u-T) faeies .

2. Company Settings (chu-t @) g1dd, Journey Tracker <& ITTErd.

3. Enable Live Location Feed (@1 cllche hIg dTe] eId) DT hld.

4. Location Update Interval (cfieher SrEITad 3idR) Yehai-il HTelld. T8 e WIS WIdR o7 Uehg
TR FeIdTd.

5. Save Changes (sGe 9 ohId) ferieh ohvTd. gHeh "Journey settings saved" (Wars I deg

STreft) fegad.
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'ir‘»]fiw’r{ Q. Soarch featares aek @ Al Branches % growin 11dmein TORRNR E

Dashboard  Device Sotup Organization Time & Loave Data Download Reparts Payro Accoss Conrol  Journey Trackes  Account Halp & Support
Company

5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Reyview biting
Company Settings o Reser
Manage your company preterences, aftendance rules, payrall, and policias

“ "

o Journey Tracker Settings

4 Configure Hve location updates and autamal

G Enabie Live Location Feed ©

@ LOCATION UPDATE INTERVAL

Start Journay on Punch-in

A My Prafile

abied, Employess £an st - All depariments

YU Ve Unsaved changes Discara B Save Changes

afén d ford aear
Enable Live Location Feed SHHATATIT Tl TTe], ST eeh SerTed grsel.

Location Update Interval i fohdel HIad! 3Ue dlche a18el, 1 d 60 eha. Tg 3R I8 st 37!
AT ST aTuxdT.

Start Journey on Punch-In (4a-39 AR AlEId SR U9 37 hidl daT ST T g el
SITdIehd UeTd 3= hd)

Automatic Start Applies To All departments (&7 fawmT), a1 thehd Selected departments
(SIS FraTd giehi o)) (At faromT). Rt S BT TaT G ohes AdTd.

YA G aId (FHAR, At ofa)

1. Staff Khata Sfarear Home (g1) ©hIFTRR, Journeys (9a19) €U ard. gHT More (37ieh) —
Journey Tracker &g ad JdTd.

2. Start Journey (Y91 & &eId) U ohrd, AFR [ffd<k Done (STel) €U &herd.
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5:20 vi

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

& TECHMOLOGY

[ ]
SECTOR 62
&2
SECTOR 63

® Readytostart

2 ©) ®

0.00 KM —_ 0

Distance Duration Checkpoints

I start) ourney
Journey Timeline
No stops recorded

3T ThIF T TRAT 3R, hTes 3T Aepurde 9ad On Trip (JITHId) SREACT. 39 Bledd =R
ThIFT 31Tt eAlehe eTatd adT.

-
gatgoft: 39 "Battery optimization is on — tracking may stop" (siest SifeeAragier e mm —

SfohT &g SiTdes <1ehdT) Sisft fRieepTanft faar STearR, Fix (GaRTd) €0 srd o1t wrarft feard. i wiF
et arerauTeh wieHAded! 31Ul §ig ehedTd, dTehT oA ANTI 3R Sl

N

RT™aeRT Fa9 dhutde SiE
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1. varar=n ©hFTeR, Add Checkpoint (et Siterd) ¢U avrd. Log a Stop (et Aigara) sfie

SIS, G cliche TUYeh TSl

2. Add a Note (Optional) (¢iu Sitera (TReid =) 812 Tehad, fohd STl d a=aTd, adfies gt
gfdeett sifsR.

3. S, graaat ar wiel Sisures Attach Documents (G&TAST STiSTd) ¢4 oherd. Take Photo (wiet
1sTd) a1 Browse Files (BRIe! SIT3ST eherd) dard.

4. Save Stop (Uidt ¥ PRId) T Hhd.

Log a Stop

Recard details about your current location.

Location attached when you save
GPS coordinates will be attached automatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents Add
Upload bills, receipts, or photos
fuel-bill.j
P9 o
28.7KB
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1. @™ SId%d, End Trip (Sam9 9i9ard) €9 ard.

2. End trip o3&t Refta oerd. gara divgedn SuRia gHT dt IRd G headh *Teh1d.

U ATl AT, TRHUT SaR T G¥eh ATT T &g SiTdl. hiardich 3TGet 9ard More — Journey
History (Srararei sfagm) gimm fagdrd.

AT WISTER AT AR gerd (3fsfam)

1. g1 #d Journey Tracker ferieh ehrd.

2. Refresh (Rther a=1a) facien oherd. wardia enfeicet TTes Live now (31TdT d/eg) 8 Tehdd
IGEGIGH

3. Journeys List (Jamaidt aa<t) gidd, dTe] YA eRicg Akl SHTSUTh dTeR AehlTTT Ik
fareTep ohTd. Tl FlcherT UTadTd adt At hHATTAT BicedH ddl, IeT de- Activity
Timeline (gTa=Tel! dosed@n) Tad.

i
ot -

& — s S s NS L e

¢ JoumeyTracker o)
* Rocording Online Rahul Verma
- = p - D 0
Dant tagacan, bty Timatna = i
. : H
i e i
MG sy - e S " L L
S, - 3 { &
4 Gyt * 5 =
§ e SECTORES ;J
- RS VAR agard 3
£
-0 Park 2
seicsz ol 02— bt s = iy
Fe “&R 3 i i
e | = :
E anies
i Is
o OnTrip i - _-
StartTime: 05 20PM - g
.
7 (o] @ i .
X : ¥
0.00KM  00:00 0 : 7 i i
Distance Curation Checkpoints ‘:z ;’ = 7
\- 4 / ;
@ AddCheckpoint & & ! o s | TS
» ) ¥ Cotre
P f oy
P EndTrip S ?
i G i
otk Py

Journey Timeline

iTeATch YahTd WIad] Uadideh, IR 3Io7adT ded Live Locations (dTeg alheri) faaies avrd. o araid

JMTTAeT S¥eh HHATTh ThIT TR SRIIT.

yar T sfag™ aurEa
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1. Filters (fheer) 8/ Wepad, Today (3MawT), Yesterday (@71e), Last 7 days (R0t 7 &) ar
This month (gt =a=) 991, a1 gt WdrAt From (27a9) 31 To (F-) dR@E! IRITd. ot

2. uci sref Total (Tgun) ward, Active now (31di @1e]), Ended (Hifdee), Distance covered
(epTfUieet 3faR) 31T Avg. duration (SRTERI &Tes) TRITAT.

3. ga ftheer @earh All (F77a), Active (T7d), Ended 31T Auto Ended (3o diftest) <o
IR, 37T T ST3-eAIE heuTeh Export (TEIUIE o).

4, SGIATT YGMETR SIaATAT STIRATR feeleh ohld. Ul Rardal 3! TiquTal des, Yo e, 3R

3T Journey Timeline (YaTaT! 3&3@T) GRITCT: Geh SRIGE 311 Geeh Uial, df fohdelt I
JTfAieet § Tod. dRUNic Har=ATd! ¢ qRIAdTd, 31 foert Ieures gt attachment (STigoft)
foreiep s AdTd.

"_";“'V"'"'ﬂ o JouwneyErces £ Rewememap | € | > |
026:10:2) | ST-d0a1
Started At F' Ended M
B K206, 10:16-57 am EUNI0T6, 012332 pm
Toast Stops Distance
® . 2 ama0mm
- fr—
Sourney ended mem 0111839 pm
oG $rllm

= Journey Timeline

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

BN $alln
2 Deive 7 46
1348k
& 37
ot 5 ot Datl
-
#
n
130
wi B Dewe @ ki
8 864

R Jem
‘Srvaa Rim Telies, Kava Mael
Coecied chaous for September
# attachemern
B0% $1iin
1200
[ rive a5 bmm
o 7aum

ANt Ud yssaTd

1. YarET=AT U4did, View route (AR 9odTd) faeieh S, Geh Ui Sfiche! faad IR gard

hITAR hISCT.

2. 319 WRd Uadideh Wl ST, 1x, 2%, 4x dT 8x I ddTd.

3. WITR ARG 4R ARUTR 3D Mode (3D Hig) feketeh erd, 31T SuTig g2aT @i Satellite
(3uU8). Reset View (32 R¥c rd) Ahmal TRd Udiell w2 grsel.

staffkhata.com/guide - 98 / 117



= Rahul Verma
2028-10-21 -£7-0001

DILSHAD

¥ Remtview @ 3BMods X

= Activity Timeline * hb L u-m.u}f bilshag
1 Fd / fmmz
e Tracking Started ﬁﬂ i ik
[ J :
- =
- Y . 4
Laabam: 26 e s "

L sruedns Mg
Ao L - o
A e 37
Gupta Fabrics, Sendhi Magar Marst,
Dot
Orcer 40 bt of cosion popin At
e

# Utachmant

= Drive 5 a8 amn
S8k 13m

2O - -

Snrae Ram Tevtlan, Kats Nead
Chandes Chank
c . W nare
s:m:mw o Septomber 4L

P —— &
P gan

MANDI HOUSE

e Garmestd, Lass Magar, s it g

5
4
L

Sroued new essies range, fakow-
g ecrasay

e o ™ asmn 4
11950m - W
o3 - =R 32 T
% ®  eungensea ;{
Shatma Teuties, Gector 63 Hsida b » - E\
1
o ;
wissien @

ald o I Ix dx Bx | @ Felw

Gy Mﬁ"j

FATUNDHARS
e

T
% 3 sEcT
i) s
%; % 2 '
i ] ; )
k3 § T
e
. X ity 1
bl
1 2 Rt s g oms c3otb oo T
022332 pm.
san Okm

&a: P ya™ Fidiaures fuRdT SITedR, gHt df TareTAT Uadided = didide TehdTd. aTe] SRt Tard

AMYYHY &< Sfeeh AehdTd M Auto Ended #or faddra.
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16

Pro HRMS (31s-31F)

IE: Pro HRMS &78-3i4

Pro HRMS TSR {IIR JHehi ST ot HR A1e1 STger: shust thig, gt Ratfd v, famreft, aram<at

HIT, GROT AT TSR 3%k, d Manager (HAsR) YAk STieeT, 3 UTer EHERl U™l allehid!
ehTcdoll Heich QhdTd.

T S Pro HRMS g1 gigiia afs-3ifH. ard & g @Ik at 91 SiTel SWRiqd fegdrd. Temd &
yaida Billing & Plan (fafel a1t wi) gesara.

Pro HRMS # Tigrd

3fe-3iT TTe] STTdehd, AT STt HAoRT WIdR Jaedr ugd, ST HHAR U4etid, Pro HRMS &+ faaar.
Gehddl faeel TTed T Ad ST

9w g
HHR10TT, GRR T Ia] @IAR Yeh digH dfdestt gudt.

1. Pro HRMS — Organization Feed (T&d %13) faeiah oherd.
2. URe dfeid @Y oherd. fAfsar Siisutes Photo [ Video (wiet / fefzen) faeis awra.
3. d oIvl Uxldd ST d dar1d: Everyone (d7a) ar Specific Department (@rsiat fawm).

4. Post (Ui &herd) faeieh erd.
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Liare 0 Soarch featuros Al Branches A Db
ﬁxw\m a » ADMDIST]
Dashboard  Devica Sotup Grganization Time & Loave Data Downloa d Reports Payrod Accoss Control  Pro HRMS Account Hetp b Suppert
ord ‘Organization Feed

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

M Organisation Feed

A

Company announcemants, updates and celobtations.
A A Welcome (o the team, Neha! F Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
" .

&5 Colebrations
B

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

HHAR! TRe AT hes AdTd, diax AU fades IdTa ST Aeg s AdTd. Celebrations (3a) &1
3 31T At STeAeT 3 AR Iy gRadT.

=i s

Org Tree (T 3I1E) 10T HivTTeh RUKE HdT I TRITAT.

1. Pro HRMS — Org Tree (T®d 18) faeiep aera.

2. Create First Position (9dc Ug ddR &erd) faetes serd (IuRid, Create Root Position (& Ug
dIR 1d)).

3. Link to Employee (&am=a1es Siid) 819 Gehdd hHAR! ddrd, AFIR Position Name (Jard
i), Department (fa4) et Designation (gg!) “1d. Responsibilities (STadTerer=n)
37T it TRed =4,

4. Create Position (4g daR &1d) faeich STd. 218 Tohdd arsiaure Uarak Add Direct Report

(e Ruld Sherd) amRrE.
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JHY RIUTTeRd ST BT TR UG R 3& AdT. ShHar=dich 3s My Org Tree (85 I 211e) g
gopge fegd.

Tepv=at fArmreft

1. Pro HRMS — Job Referrals (A=t fimreft) = Add Job Opening (At gard Sierd)
fortap .

2. Job Title (Fte ia), Description (guf), Location (gaTd) 3<t Department =TaTd, ANTR
g PrId.

FHATIh I GaTal diAT Job Referrals UHTR fagard 31t diear dawdi=an sium qig gaiaure d
Refer Now (311di fIRY &) faeies hedrd. gHT View Referrals (IRl gsara) g dehda
SHEAR dUIIdTd 3T &¥hedta Pending (Ueifad), Hired (mTes det) ar Rejected (FahRal) @R

HGEGIGE

fRuTa R 31gEe

FHHEARI Submit Today's Work Update (STRI=AT shIATdT 798¢ oT8Td) fefeldh aheard ST dioft fohd
T chel o IRIATd. TS T HsiRich e 31dse Pro HRMS — Daily Work Updates (Gara

staffkhata.com/guide - 102 / 117



ST 3793¢) B Thdel, dRIG aT HHART TATU! ftheer e fGqdrd, 3T d dici Export (Jaaare
TRId) e AdT.

HIAHT

1. Pro HRMS — Assets (A1ad<1) — Add Asset (ATaH<T STisTd) faaies aherd.

2. U UhR J91d (¢&ieh Laptop (cfueiy)), Asset Name (dTemid Aia) 3T Serial Number
(iRt FeR) GTelTd, 31T T .

3. Inventory (9T1al) ga%d, ATem<eR Assign (f&aTma) facias @vrd, Select Employee (@Rt
daTd) g Tehdet hHARY daTd, 3T Assign Asset (ATera= faard) faeres erd.

geh ATaHAT Assignment History (fGeearat sfdgmT) qardl. sHamiic did e fobd smar d My

Assets (TSt Arera<T) 812 Gehde feadr.

NRUTT g TSt
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Pro HRMS — Policy Documents (&Rurmd g&drast) — Upload Document (G&ATdT 3TUelg ahid)
faiep eTd. Policy Name (efRoT A1) o1t Policy Category (efRomat i) €TaTd, 311 Biad dard
(PDF, Word, Excel, PowerPoint a1 UfddT, 2 MB #3). ShHaR! &R0T 3Tserd 3 Acknowledge
(AT chet) fereteh ehedTd, 31T <hlUf o AT Shef o gHh! Yblddh Aesel.

HR 31IGR

BISTeL, TSI, TR 31T &% HR fagrat fasff gt @Tdik #oid 3%, e Raise Ticket (fdehe @herd)
fereteh hedTd, fasr, qufs a1t 5 MR HrIelt Shigerd. HR 3T 3fefAsies et fadhei Pro HRMS — HR
Support (HR 3ER) 8 Toad faaard ST & Update Status (Rt srermad i) axdi diesi
Open (3), In Progress (a7 3m41), Resolved (gee) 3t Closed (§7) 312f $s &=drd.

hIUTTeRY HASR hld
1. Organization (¥=r) —» Employee List (GHam=id! a&<t) faeie eerd 3 SHar! seard.

2. Employment (Fie<t) Uraa ITETd 31+ System Role (I30idelt ffiehT) Manager (HAsR) @R
IRATd.

3. Save Changes (I&a 9% o1d) faeie .

'i‘-"-\T” et & Al Branches & Growth |15/daye it a Adenin
Organization =~ Time & Leave ~  Data Download < Repart: P
A Empi
Austopay Is nactive. Set up autopay of choose a ona-time subseription payment. . oviewbimh ng
Edit Employee  Back to Directory
1 Parsonslinfo © employment

Employment Details

Emplayes Code / ID Jalning Dats* Beanch®
Change £ 12 Jun 2023 Neida Head Office (NOI-HQ)
Department * () Dasignation () Reporting Manager ©
Production Supervisor Saioct
Status Office Time Policy ( System Role* 1
Standara Office Palicy (Defaur) - Manager
HR & Compliance
Total Experience O EPF number ( ESI number ©
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71 dtepial Reporting Manager (RUifén #3R) dt - ofET, d O7Te HAsRTa! UiTs. d g U8
giearar Employment TiaeT@R SRR,

&la: System Role 7cdt Manager Tafd thehd Pro HRMS TT] SITEaT e

HAoR 991

HASR TTg 39 hedl a4, df Manager Dashboard (HAsR S21e1s) TR redr. J+d & ST

ur= HAoR oY fohd shedra
My Team (&< U78) diet Ruté e} Firerian, gal, T Stiect! dRIE T R T uesra.
Team Attendance (Gl grorRt) TSt QAT BToRI 3T U quTdTd, ST groRt gaRurA! fa-dt qurard.

Team Leaves (Gt ¥TT) ST Ioret faqc aurTd St &Y AT a1 BIBhRId.

£+ punch out [N ER il
eam AMtendonco  Team Leaves  Pro HRMS Hodp & Suppert
2+ Manager Dasrooard My Team
My Team
y
Employees who report 10 you and their detalis,
TOTAL MEMBERS ACTWVE IRACTIVE NEW JOINERS
2 3 100% & g, 100% 2013 0% & 3 Lo
Teain Monibars 3 3 Retresh Q Search team members.
g
s it Kumar Machine Oparator £ 2034-0108 - Actve
= _S_unll_nf‘ﬂﬂ 9_:-;::5! Inspector £ 2022-11-23 - hete
g Foven shaikn Machine Operator 20250409 frs

oIt fasidt 7= awera
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1. Team Leaves faies aherd.

2. Leave Request Details (3Stea fa=dtat qusfie) Smsure fAHdiER qleaman seh-TeR faeidh
T

3. Approve (AT &1d) faetes R1d, a1 SRUT 9ad Reject (GIHRIC).

Leave Request Details

Amit Mumar
A W5T-0002

TreE
Casual Loave

FROM

i)
2026-10-28 2026-10-28

REASON FOR LEAVE

“Doctor appaintment”

TSieh ok 31t HR STt ATIdr ST, HASRE 3170 shedT 3URid, HR fRamoft aaar fear /= fa=dt

"Approval Pending from HR" (HR S HRIdRI Ueifad) SRIAdl. GTidedT G ehedT o

BIhReA! SR, TSI BIhRet] ad.
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e, fafdr s seR
AT S Wl

JHA! @I ©F YBIdeh Aesel, TTUE el o, ULt el R T et aheff sra-eite s, et #era
et TSt d 8 Th0T SRIAAT. Hehd Admin (3TsfE) @ oS UBtddh 31T 31U shisdh Aehdl.

I FET W@ gsaTd

1. TR ISTAT de AT Tl STk fereteh aherd.

s1nre Q. Soarch faatun i =

'iacH-'\'m A Search featunes. 4@ Al Branches A Monerraron

Dashboard  Devica Sotup Grganization Time & Loave Data Downlod d Rupans Py Accoss Contral  Account Holp & Support
5 Awstopay is inactive. Set up sutopay of choose a one-time subscription payment. Rl ng

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

Total emplayees o Prosent today o Absent today o Late taday & on leave ]

Map view Recent Punches Vi A2
P
Sunita Pati
aanl iy s & g 028 (BB " Liate Emteaice Toin
s asosn g e [
sgan sazkn =
....... pross Kavita R
i@ AT KAN, a
o CHANDHI s O Y i
CHOWK = : Amit Kumal
0807 K -
PAHARGAR. ot ot aruns s Er
anvnca -
g satm et v Vagsal
Ll : (o omos gy FenulVerma B
ER NAGAR " oy SHIPRA SUNCI i Estrancs
[ PATPARGAN. LN
e
ooz W in
L LP.EXTENSION ‘- Rt
MAND! HOUSE e -
Ll L= SEToR 4 ouon s Imran Shalkh
El SE itk Manust Enéry
T
PAMDAV NAGAR MAYUR VIHA " g g -
Googe  New Delhi arEs A PHASE el o000 POk Nait
s e Tt S il Eniry
Lateantvals G View &1 Upcoming Laaves (1 View Celabrations Heitays
Suita Patil — Neha Joshi
. gyt +26 min L. el e Approved 1 Imran Shaikh

2. Manage Subscription (9a&Id HiTed) U 78T, d AT W id, af fehdet arardt st
fegmaT a1 &xar, 31Tt fobde erae §1 SeaTd o grRadl.

3. Included Features (32! dfRise) gre Gehdel, JHAT WIHId STfee Gl AlSYel JHhI
f&&ar, St Attendance Tracking (8@t A1), Shifts (fi%e), Leave Management (IS
awiuA), Payroll (TTR) 37+t Employee Login (hHaRt @ifi).
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Adimin .
A ADMOASTRATER

srare Q1 Soarch featuros ek All Branches
ﬁxm\m a
Dash Devica Setup ation Loave Data © d parts: Payra Accoss Control  Account

ard - Subsscrigtion

5 Autopay is mactive. Set up sutopay of choose a one-time subseription payment. Review biling

Manage Subscription

Bing & Flan

Growth

iat: 15 days remaining

Included ieatum

o o] @ 5]
Attendance Tracking Shifts Organization Setup Reporis
Daty sttandsnce and onmeric emegrat Mg Company, branchad and d ot Dady and ac

B (=] B o
Leave Management Holidays Payroll Overtime

@

Emplayee Lagin

&a: 15 QT TR 3R, TS I ST, TR IURId JHd @Id GRaTd<aT TR adl, ST gH!
YU HAATIIAT TR hid AT Hed AN] AdTd.

qHE @I ST9US T

JgHI T aTaRdl, e 3Ry a1 gelu eMiicet Af1ee S a9 SIqiE .

1. Manage Subscription =%, Browse Plans & Upgrade (W UesdTd 3T 37033 &hxid) faeieh
.
2. Upgrade your plan (g&a! @@ 3T9UE &xd) aech W@ $eftgpefies, aram User limit (araraiht

Tgter), Device limit (Rgrai gafer) o dfAeet 9ad gRagdr. Tehl WHTh
Recommended (fIBRE dheert) 372ft ot a1, hig @i Pro HRMS aT Journey Tracker

TR 3Te-31 TadTd.

3. JHSI S AT TR euT faeldh ohid. JHT FelTAT WHR d¢ul Manage or renew (JiTesTd

a7 d1ehROT T ST,
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@ All Branches

- Jor o B v
YRH3HTIC T TR
dpanae fdst gre § dde faar:
qata ot fohd et
Monthly (ga=a1ed) ar g fohdet whrardt et wRdTd.
Yearly (agh)
Purchased seats ! fohdean aTR@T @Ik TaLt “RATd. B8 ShHTeh gaut cliehl @R gaTd qavid; gad stel
(frepelt Bfdewat Tiet) e faend! afdewat diet e—ar.
Add-ons (3fs-3i) JHAT I ATfeed 31T Afset, Sisf Pro HRMS T Journey Tracker.
(e &)
Autopay (3ifeid) YR YR BT WIHT WA, IRd gaeiat quefta enfemad R ga=imes
AT ShYUTeh df TTe] ThTd. SISk =110l ATfIeeddT Geha<aT UIRN Wi df &g
.

Order summary (SiTSr GRieT) GST & ISt JHT fohd wRaTd, 31T BT A ThRuT SGHTY
SRIYAT. YIS WRUT §euT faeteh ohra 3171 GRefta uge) wRura fdsia gast sRY QRRI ahrd. Hema &%
gatde Billing & Plan (fafeiT st wi) uesara.
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Y TP ARTRITHIT FI=ITeAT IhH TRY TS IhAS 3T AT, 2T ABR Ah3ATSC HTUYHh Tehala
TR el

1. Account (@rd) — Billing & Plan faeies @=rd. Billing & Subscriptions (fafehT st Tewran)
g 37Sel.

2. Current subscription (Fem< 9e&@) gaal Wi, 3ifeld dre] 31141 & A1, gH<at Purchased
seats 31! Hchia guRdl, Current period (TeTal &ies) 3T Next renewal estimate (G

T IhRUTTET SIGHTH) GREAT.

3. gHT WHRR g9uteh Change Plan (Wi dgeTd) foeleh ahvrd, a1 $8edT hiesl IR TaRt “RUTh

Renew plan (T Fd-TeRR0T ).

4, JeIY &g 31T SR, di 9 hiureh Enable Autopay (et are] &vrd) faeieh eherd. Gt
BTSS! fSeli SUgeh a¥el e JHT Teh ca=l GHc AT ShidTd.

5. Billing History (fafeimat sfagm) a¥e ddert aa<t araddr. All (F7ei), Successful (TeraE),
Pending (Yiferd) a1 Failed (3raeft) wHT0f ftheer ahvrd, a1 @@gR ID a1 Iehd UHTUT TigT.

6. drdl PDF &l STSclis shidTeh WA 3k Invoice (siet) faeies .

llRentmive Q0 Soarch festures. .k B Al Branches

Organization ~  Time & Leave = Data Download < Repans Account
Accoumn
5 aunopay ts nactive. Set up sutopay of choose 8 one-lime subscription payment.  Raview bitl ing
Billing & Subscriptions
Manage your Autopay mandates, active plans, and billing history
Iy
Billing History © Q1 Seaech by Ta feterint AR O Successful 0 Pending 0 Fadig o o Refresn
@
Ho Transacti ons
W
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gatgoft: ga=T SeEisien R siflewn sifeid SRR Review billing (fSfei qumard) seor o= o=
JEe.

J79 9e™@ Fiudl SR, Subscription Inactive (9590 ) TasT S9E18 SSRIAL. TILY e TaLl
IRd Heslqureh Proceed to Payment (95T s gard) faeien aherd.

Hald Aa5d1d 31T fache e

1. gHAT UIhRIcT BicieR faeteh Sherd 31t Help & Support (FSTd 31T 31TeR) dTd, a1 3 dga
31T aed Help & Support faia aherd.

2. @R Contact support (TERTH TUh HId) AT ER HeR, T T SH GG
3. fddhe @=uteh, Raise Ticket (fdehe wherd) faies aera.
4. Subject (fa2r) aTaTda 31+t Description (au4) gdd sreavfid quis herd.

5. Attachments (SiSva) g2 ¥ehdd, JHT 5 AR Bdett Sitg ddid (JPG, PNG, PDF a1 DOCX, &¥eht
2 MB), S13f ©hiFeite.

6. Submit Ticket (fdche emsTd) fates ahra.

Raise New Support Ticket
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gad fadhe Ticket ID (fadhe ID) @ad Teg ST 81+ Support Ticket Log (STeR fdehe @) grdd
fagdr. gue sref Open & Pending (3T 31T+t Ueiferd), In Progress (Te] 31mTd) i+t Resolved
& Closed (gfecett 3t sig) 2t fadhei Astard. fadherat qusfter st fedt eslde areik faeies o,
f&Idt Open (3) a1 In Progress, Resolved (gea) 31t Closed (87) 372ft sqadr.

Close

&: Help & Support fdehei Admin a1 HR &hdTd. hHaRT ST HASRIT Gel! $edT hu-iiear Admin
e Hold ANTI.
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T TS @

fRTIeh T8 e faaRaTd < U afits ST, ol sre<or i A1 TR, Help & Support (F7d
31T 31ER) &= fadhe erd (=, fafd T it sieR ussard).

U It fEgray
HHIR! ATUT BIATGII T U 3 chach Ah-T

8 ShHTH dUIITd:

1. A @TdR A 99 91 39T, Organization (W) — Employee List (heam=iid! aa<)
BIdd, HHATATAT NS A JTSTd AT FGTId G D] ST 8T @At herd. dt §ig ST SIedRR,
319 "Mobile punching disabled" (FleTaet U9 §¢) gRIIT.

2. TIcheTHTeh URATY SITHT. WIFTR, diehel= ¥dT dTe] 3TYeh ST 3771 Staff Khata 3TdTes e
TR STk ST
3. a forat-thar f9aR smaTd. 31U & A= BT WRR ST 31l ST SiTedR, d Siifthar a1aH @«

949 3ETd. Organization — Branch (si7@) 81dd s dtehe 31T Bear qumand. dere ud
UesgTd.

4, FEAT TAId HHARI @R T, HHAR YT AT A a7d G184 §9 ShedTd. JH
TAId HHARI A AT SR, dicki "Employee login is locked" (wHamrt @i ged aflice)
feaa.

Trafees fRgra sithera+ graddr

qfteh et 3T Sexae 31T, 31T ara gk gt Device Setup (f2em@d de3m) - Manage
Devices (fsgr qivreTd) gidd How to connect (el STied) g1 Sehdel arRadecdl UHT0N T hall 8
qUTHTd. T Sl SURId ARfH TRd G ehrd. ol Tthelid ATEdHT Hicded U AT ST GIA™
IREHT ST @IdR d 3Mig hrsure Data Download (3c1 er37¢g) - Download data from
Devices (R@rR™iaea™ sal SB¥AdIS &_Id) aTuRId. SAfes fSEry gsard.

gataoft: sty Regrai @idiRet WhatsApp @41 Organization - Company (hu=T) —
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L Notifications () BTdd el I, 2 qHehi o faeff d@Sa Heer.

Y IaAfes Bgrad gadra?
thahd Realtime sAfees 3@™g. &3 o8 Staff Khata s+ STisA.

HHATAT U chell JUT des JehId AT T

dl Time & Leave (e 311 Z11) = Manual Punch (81d U¥) 8ldd gaRTd, a Regularization
(Fafadtezon) g ggd et garor! fasidt a1 ohrd. fearh grer esar.

Tl STt grga-34
gig gl yrgas faaral

18-9-34 UM, Forgot password? (U4rads faeRera?) faeieh ohrd, gadt shrATal S0 OTelrd, ST

HHIARY I s fAaat

Admin (37EfAT) e HHA=ATR STgeHT ard AN IRIACT. Aa! UTdds UR1auTe Employee List
BT HAR! dGTd, a1 hHAR! AT WdTAT sHell 9ad Forgot password? arass I,

TgTehT UTS-31T hig Ak T

CIIFR TIYdT :A dT¢ UadTd, ARTR Resend Code (hig TR 4reTd) faeieh ohrd. gHd TH Hiesx
dUTITd, 37T Tl FaRMaR SMS Aeg AdT gt @t ahrd.

Y h2ft Iga=hi?

JHAT NI HICIR feleh id — Language (WT9), 31t 55 HIHided = ddTd. |18 84 ehd Tedl,
AT gaedT ShiLTide {1 S0t aToRTd.

3IgdTcd 311 2T
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SgATATdedT Qeh ehHeRY AT
TR branch switcher (ST ggeTdt) UM, Tk s dfdect! SITHT SITeAR, JHeRT thehd AT s
HHIR! fegdard. All Branches (9ot st dmd.

STEATATAT ftheei=T gt iU eRUTeR daeli d dUTIT.

Employee List gidd wHarR! Active (Fshiar) ST, ST ATt So] STt dRIE STgdTeTea] shics]

JIgATe hdl TeRAUIE hat?
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