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ꯌꯥꯎꯔꯤꯕ ꯋꯥꯐꯃꯁꯤꯡ

1. ꯍꯧꯗ꯭ ꯔꯤꯉꯩꯒꯤ ꯃꯃꯥꯡꯗꯥ

2. ꯁꯥꯏꯟ ꯑꯞ ꯑꯃꯁꯨꯡ ꯑꯍꯥꯅꯕ ꯂꯣꯒꯏꯟ

3. ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤ, ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕ

4. ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ

5. ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯍꯥꯞꯄ ꯑꯃꯁꯨꯡ ꯌꯦꯡꯁꯤꯟꯕ

6. ꯁꯤꯐꯠ, ꯔꯣꯁ꯭ ꯇꯔ ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ

7. ꯃꯣꯕꯥꯏꯜ ꯑꯦꯞ: ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ
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9. ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯌꯦꯡꯁꯤꯟꯕ
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11. ꯄꯦꯔꯣꯜ, ꯄꯦꯁ꯭ ꯂꯤꯞ ꯑꯃꯁꯨꯡ ꯑꯦꯗꯚꯥꯟꯁ

12. ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯔꯤꯄꯣꯔꯠ ꯑꯃꯁꯨꯡ ꯁꯔꯀꯥꯔꯒꯤ ꯔꯦꯖꯤꯁ꯭ ꯇꯔꯁꯤꯡ

13. WhatsApp ꯑꯦꯂꯔꯠ ꯑꯃꯁꯨꯡ ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯅꯁꯤꯡ

14. ꯋꯦꯕ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯂꯗꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯁꯦꯜꯐ-ꯁꯔꯚꯤꯁ
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ꯍꯧꯗ꯭ ꯔꯤꯉꯩꯒꯤ ꯃꯃꯥꯡꯗꯥ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯁꯔꯨ ꯛ ꯑꯁꯤꯅꯥ Staff Khata ꯀꯔꯤꯅꯣ, ꯁꯥꯏꯟ ꯑꯞ ꯇꯧꯗ꯭ ꯔꯤꯉꯩꯗꯥ ꯀꯔꯤ ꯃꯊꯧ ꯇꯥꯕꯒꯦ, ꯑꯃꯁꯨꯡ ꯀꯅꯥꯅꯥ ꯀꯔꯤ ꯎꯕ

ꯉꯝꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ ꯇꯥꯀꯏ꯫ ꯃꯁꯤ ꯑꯃꯨꯛ ꯄꯥꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠ ꯇꯧꯅꯕꯥ ꯁꯔꯨ ꯛꯁꯤꯡ

ꯑꯗꯨ ꯃꯊꯪ ꯃꯊꯪ ꯇꯨꯡ ꯏꯟꯕꯤꯌꯨ꯫

Staff Khata ꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Staff Khata ꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯇꯤꯝ ꯄꯨꯝꯅꯃꯛꯀꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯆꯨꯠꯇꯤ, ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ HR ꯃꯐꯝ

ꯑꯃꯈꯛꯇꯗꯥ ꯊꯝꯃꯤ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯐꯣꯟꯗꯒꯤ ꯁꯦꯜꯐꯤ ꯑꯃꯁꯨꯡ ꯂꯣꯀꯦꯁꯟꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯄꯟꯆ-ꯏꯟ

ꯇꯧꯏ, ꯅꯠꯔꯒꯥ ꯊꯣꯡꯗꯥ ꯂꯩꯕ Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯃꯦꯁꯤꯟꯗꯥ ꯄꯟꯆ ꯇꯧꯏ꯫ ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Staff Khata

ꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯑꯣꯐꯤꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯒ꯭ ꯔꯦꯁ ꯇꯥꯏꯝ, ꯍꯥꯐ-ꯗꯦ ꯑꯃꯁꯨꯡ ꯂꯦꯠ ꯃꯥꯔꯛ ꯁꯤꯖꯤꯟꯅꯩ,

ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯀꯅꯥ ꯂꯥꯀꯈ꯭ ꯔꯦ, ꯀꯅꯥ ꯂꯦꯠ ꯑꯣꯏꯈ꯭ ꯔꯦ ꯑꯃꯁꯨꯡ ꯀꯅꯥ ꯂꯥꯛꯇꯦ ꯍꯥꯌꯕꯗꯨ ꯃꯇꯝ ꯑꯗꯨꯃꯛꯇꯗꯥ ꯅꯍꯥꯛꯅꯥ

ꯎꯕ ꯉꯝꯃꯤ꯫ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯗꯨꯗꯒꯤ ꯃꯁꯤꯅꯥ ꯆꯨꯠꯇꯤꯒꯤ ꯕꯦꯂꯦꯟꯁ, ꯁꯦꯂꯔꯤ ꯑꯃꯁꯨꯡ ꯄꯦꯁ꯭ ꯂꯤꯞ, ꯑꯃꯁꯨꯡ

ꯂꯩꯉꯥꯛꯀꯤ ꯔꯦꯖꯤꯁ꯭ ꯇꯔꯁꯤꯡ ꯌꯥꯑꯣꯅꯥ ꯔꯤꯄꯣꯔꯠ ꯇꯔꯥ ꯍꯨꯝꯗꯒꯤ ꯍꯦꯟꯅꯥ ꯁꯦꯝꯃꯤ꯫ ꯑꯦꯞ ꯍꯥꯡꯗꯣꯛꯇꯅꯥ WhatsApp

ꯗꯥ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯁꯝꯃꯔꯤ ꯐꯪꯕ ꯌꯥꯏ꯫

ꯅꯍꯥꯛꯀꯤ ꯀꯔꯤ ꯃꯊꯧ ꯇꯥꯕꯒꯦ
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ꯑꯅꯧꯕꯥ ꯋꯦꯕ ꯕ꯭ ꯔꯥ ꯎꯖꯔ ꯂꯩꯕ ꯀꯝꯄ꯭ ꯌꯨꯇꯔ ꯑꯃ꯫ ꯑꯅꯧꯕꯥ Chrome, Edge ꯅꯠꯔꯒꯥ Safari

ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫ ꯋꯦꯕ ꯑꯦꯞ ꯑꯁꯤ https://attendance.staffkhata.com ꯗꯥ ꯂꯩ꯫ ꯃꯐꯝ ꯑꯁꯤꯗꯥ

ꯅꯍꯥꯛꯅꯥ ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠ ꯇꯧꯏ ꯑꯃꯁꯨꯡ ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯔꯤꯄꯣꯔꯠꯁꯤꯡ ꯆꯂꯥꯏ꯫

ꯀꯝꯄ꯭ ꯌꯨꯇꯔꯗꯥ, ꯑꯃꯁꯨꯡ ꯄꯟꯆ ꯊꯥꯖꯕ ꯐꯣꯟ ꯅꯠꯔꯒꯥ ꯃꯦꯁꯤꯟ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯏꯟꯇꯔꯅꯦꯠ ꯀꯅꯦꯛꯁꯟ꯫

ꯃꯈꯣꯌꯒꯤ ꯐꯣꯟꯗꯒꯤ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤꯗꯃꯛ Android ꯅꯠꯔꯒꯥ iOS ꯗꯥ Staff Khata

ꯃꯣꯕꯥꯏꯜ ꯑꯦꯞ꯫ ꯃꯈꯣꯌꯗꯥ ꯂꯣꯀꯦꯁꯟ ꯑꯣꯟ ꯇꯧꯔꯕꯥ ꯑꯃꯁꯨꯡ ꯁꯦꯜꯐꯤꯒꯤꯗꯃꯛ ꯊꯕꯛ ꯇꯧꯕ ꯀꯦꯃꯦꯔꯥ  ꯃꯊꯧ

ꯇꯥꯏ꯫

ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯐꯤꯡꯒꯔꯞꯔꯤꯟꯇ ꯅꯠꯔꯒꯥ ꯀꯥꯔꯗ ꯃꯦꯁꯤꯟꯗꯥ ꯄꯟꯆ ꯇꯧꯅꯕꯥ ꯄꯥꯝꯂꯕꯗꯤ Realtime

ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ꯫ Staff Khata ꯅꯥ Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯁꯤꯡꯒꯥ

ꯈꯛꯇꯃꯛ ꯊꯕꯛ ꯇꯧꯏ꯫

ꯀꯣꯗ ꯐꯪꯕ ꯉꯝꯕ ꯊꯕꯛꯀꯤ ꯏꯃꯦꯜ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯜ ꯅꯝꯕꯔ ꯑꯃ꯫ ꯁꯥꯏꯟ ꯑꯞ ꯇꯧꯕ ꯃꯇꯃꯗꯥ ꯑꯦꯀꯥꯎꯟꯠ

ꯚꯦꯔꯤꯐꯥꯏ ꯇꯧꯅꯕꯥ ꯑꯅꯤꯃꯛ ꯁꯤꯖꯤꯟꯅꯩ꯫

ꯔꯣꯜ ꯃꯔꯤ

Staff Khata ꯗꯥ ꯂꯩꯕ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯔꯣꯜ ꯑꯃ ꯂꯩ꯫ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯃꯈꯣꯌꯅꯥ ꯀꯔꯤ

ꯁ꯭ ꯛꯔꯤꯟꯁꯤꯡ ꯎꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯔꯣꯜ ꯑꯗꯨꯅꯥ ꯂꯦꯞꯄꯤ꯫

ꯔꯣꯜ ꯀꯅꯥꯒꯤꯗꯃꯛꯅꯣ ꯃꯈꯣꯌꯅꯥ ꯀꯔꯤ ꯎꯕꯒꯦ

Admin

(ꯑꯦꯗꯃꯤꯟ)

ꯃꯄꯨ ꯅꯠꯔꯒꯥ ꯑꯣꯐꯤꯁꯀꯤ

ꯃꯀꯣꯛ

ꯄꯨꯝꯅꯃꯛ: ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠꯑꯞ, ꯊꯕꯛꯁꯨꯕꯁꯤꯡ, ꯗꯤꯚꯥꯏꯁꯁꯤꯡ,

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯆꯨꯠꯇꯤ, ꯄꯦꯔꯣꯜ, ꯔꯤꯄꯣꯔꯠ, ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ

ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯟꯁꯤꯡ꯫

HR ꯅꯍꯥꯛꯀꯤ HR ꯅꯠꯔꯒꯥ

ꯑꯦꯀꯥꯎꯟꯇꯁꯀꯤ ꯃꯤꯑꯣꯏ

ꯊꯕꯛꯁꯨꯕꯁꯤꯡ, ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯆꯨꯠꯇꯤ ꯑꯃꯁꯨꯡ ꯄꯦꯔꯣꯂꯒꯤ ꯅꯨꯃꯤꯠ

ꯈꯨꯗꯤꯡꯒꯤ ꯊꯕꯛꯀꯤꯗꯃꯛ Admin ꯅꯥ ꯎꯕ ꯑꯦꯗꯃꯤꯟ ꯁ꯭ ꯛꯔꯤꯟꯁꯤꯡ

ꯑꯗꯨꯃꯛ꯫ ꯄ꯭ ꯂꯥꯟ ꯕꯦꯖ ꯑꯃꯁꯨꯡ ꯑꯞꯒ꯭ ꯔꯦꯗꯁꯤꯡ Admin ꯈꯛꯇꯅꯥ ꯎꯏ꯫

Manager

(ꯃꯦꯅꯦꯖꯔ)

ꯇꯤꯝꯒꯤ ꯂꯨꯆꯤꯡꯕ ꯃꯁꯥꯒꯤ ꯇꯤꯃꯒꯤ ꯍꯥꯏꯖꯕꯁꯤꯡꯗꯥ ꯑꯌꯥꯕ ꯄꯤꯅꯕꯥ My Team (ꯑꯩꯒꯤ ꯇꯤꯝ),

Team Attendance (ꯇꯤꯃꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ) ꯑꯃꯁꯨꯡ Team Leaves

(ꯇꯤꯃꯒꯤ ꯆꯨꯠꯇꯤ)꯫ Pro HRMS ꯑꯦꯗ-ꯑꯣꯟ ꯃꯊꯧ ꯇꯥꯏ꯫

Employee

(ꯊꯕꯛꯁꯨꯕ)

ꯁ꯭ ꯇꯥꯐ ꯈꯨꯗꯤꯡꯃꯛ ꯋꯦꯕ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯥ  ꯃꯁꯥꯒꯤ ꯗꯦꯁꯕꯣꯔꯗ, ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯆꯨꯠꯇꯤ,

ꯄꯦꯁ꯭ ꯂꯤꯞ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ꯫
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ꯅꯍꯥꯛꯅꯥ ꯃꯤ ꯑꯃ Add Employee (ꯊꯕꯛꯁꯨꯕ ꯍꯥꯞꯆꯤꯟꯕ) ꯗꯥ ꯍꯥꯞꯆꯤꯟꯕ ꯃꯇꯃꯗꯥ ꯔꯣꯜ ꯈꯟꯕꯤꯌꯨ꯫ Branch

Admin (ꯕ꯭ ꯔꯥ ꯟꯆ ꯑꯦꯗꯃꯤꯟ) ꯍꯥꯌꯕ ꯔꯣꯜ ꯑꯃꯁꯨ ꯂꯩ꯫ Branch Admin ꯅꯥ ꯑꯦꯗꯃꯤꯟ ꯁ꯭ ꯛꯔꯤꯟꯁꯤꯡꯗꯥ ꯊꯕꯛ

ꯇꯧꯏ ꯑꯗꯨꯕꯨ ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ ꯌꯦꯡꯁꯤꯟꯕ ꯉꯃꯗꯦ, ꯑꯃꯁꯨꯡ Employee ꯔꯣꯜ ꯂꯩꯕ ꯃꯤꯑꯣꯏꯁꯤꯡ ꯈꯛꯇꯃꯛ

ꯍꯥꯞꯆꯤꯟꯕ ꯉꯝꯃꯤ꯫

ꯄ꯭ ꯂꯥꯟꯁꯤꯡ, ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯑꯃꯁꯨꯡ ꯑꯦꯗ-ꯑꯣꯟꯁꯤꯡ
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ꯑꯅꯧꯕꯥ ꯀꯝꯄꯦꯅꯤ ꯈꯨꯗꯤꯡꯃꯛ ꯐꯤꯆꯔ ꯄꯨꯝꯅꯃꯛ ꯍꯥꯡꯗꯣꯛꯂꯕ ꯅꯨꯃꯤꯠ 15 ꯒꯤ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯑꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ

ꯍꯧꯏ꯫ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯂꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯠ ꯑꯁꯤ ꯃꯁꯥꯃꯛ ꯑꯍꯥꯅꯕ ꯊꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯆꯠꯂꯒꯅꯤ꯫

ꯅꯍꯥꯛꯅꯥ ꯃꯇꯝ ꯑꯃꯠꯇꯗꯥ ꯑꯞꯒ꯭ ꯔꯦꯗ ꯇꯧꯕ ꯉꯝꯃꯤ꯫

ꯄ꯭ ꯂꯥꯟꯁꯤꯡ ꯑꯁꯤ ꯌꯨꯖꯔ ꯑꯃꯁꯨꯡ ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁ ꯀꯌꯥ ꯂꯩꯕ ꯌꯥꯕꯒꯦ, ꯑꯃꯁꯨꯡ ꯀꯔꯤ

ꯐꯤꯆꯔꯁꯤꯡ ꯌꯥꯎꯕꯒꯦ ꯍꯥꯌꯕꯗꯥ ꯈꯦꯠꯅꯩ꯫ ꯆꯨꯠꯇꯤ, ꯍꯣꯂꯤꯗꯦ, ꯑꯣꯚꯔꯇꯥꯏꯝ, ꯄꯦꯔꯣꯜ, ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ,

ꯑꯦꯗꯚꯥꯟꯁ ꯔꯤꯄꯣꯔꯠ ꯑꯃꯁꯨꯡ ꯁꯤꯐꯠ ꯀꯌꯥ ꯑꯁꯤ ꯈꯥꯏꯗꯣꯛꯅꯥ ꯑꯇꯣꯟꯕ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯗꯥ ꯂꯣꯛ ꯇꯧꯔꯕꯥ ꯌꯥꯏ꯫

ꯑꯦꯗ-ꯑꯣꯟꯁꯤꯡ ꯑꯁꯤ ꯄ꯭ ꯂꯥꯟ ꯑꯃꯒꯤ ꯃꯊꯛꯇꯥ  ꯅꯍꯥꯛꯅꯥ ꯂꯩꯕ ꯍꯦꯅꯒꯠꯂꯤꯕ ꯃꯣꯗ꯭ ꯌꯨꯂꯁꯤꯡꯅꯤ: Pro HRMS

(ꯃꯦꯅꯦꯖꯔꯒꯤ ꯑꯌꯥꯕ, ꯀꯝꯄꯦꯅꯤ ꯐꯤꯗ, ꯑꯣꯔꯒ ꯇ꯭ ꯔꯤ, ꯑꯦꯁꯦꯠ ꯑꯃꯁꯨꯡ ꯑꯇꯣꯞꯄꯁꯤꯡ) ꯑꯃꯁꯨꯡ Journey

Tracker (ꯐꯤꯜꯗ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤ ꯂꯥꯏꯚ ꯇ꯭ ꯔꯦꯀꯤꯡ)꯫ ꯑꯦꯗ-ꯑꯣꯟ ꯑꯗꯨ ꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ

ꯈꯛꯇꯗꯥ ꯃꯈꯣꯌꯒꯤ ꯃꯦꯅꯨꯁꯤꯡ ꯊꯣꯔꯛꯀꯅꯤ꯫

ꯂꯣꯛ ꯇꯧꯔꯕꯥ ꯐꯤꯆꯔ ꯑꯃꯅꯥ ꯃꯦꯅꯨꯗꯥ ꯂꯣꯛ ꯑꯥꯏꯀꯟ ꯑꯃ ꯎꯠꯂꯤ꯫ ꯍꯧꯖꯤꯛꯀꯤ ꯃꯃꯂꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ

ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯀꯔꯤ ꯌꯥꯎꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯗꯥ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯂꯥꯏꯔꯤꯛ ꯑꯁꯤꯗꯥ ꯂꯩꯕ ꯐꯤꯆꯔ ꯑꯃꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯇꯇꯥ  ꯂꯣꯛ ꯎꯠꯂꯕꯗꯤ, ꯃꯗꯨꯗꯥ ꯍꯦꯟꯅꯥ

ꯋꯥꯡꯕ ꯄ꯭ ꯂꯥꯟ ꯅꯠꯔꯒꯥ ꯑꯦꯗ-ꯑꯣꯟ ꯃꯊꯧ ꯇꯥꯏ꯫ ꯄ꯭ ꯂꯥꯟꯁꯤꯡ, ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯂꯥꯏꯔꯤꯛ ꯑꯁꯤ ꯀꯔꯝꯅꯥ ꯁꯦꯃꯒꯠꯂꯕꯒꯦ

ꯁꯔꯨ ꯛꯁꯤꯡ ꯑꯁꯤ ꯅꯍꯥꯛꯅꯥ ꯄꯣꯠꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕꯒꯤ ꯃꯊꯪ ꯃꯊꯪ ꯇꯨꯡ ꯏꯟꯅꯤ꯫ ꯃꯊꯛꯇꯒꯤ ꯍꯧꯗꯨꯅꯥ ꯃꯈꯥꯗꯥ ꯆꯠꯂꯨ꯫

1. ꯁꯥꯏꯟ ꯑꯞ ꯑꯃꯁꯨꯡ ꯑꯍꯥꯅꯕ ꯂꯣꯒꯏꯟ

2. ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠꯑꯞ

3. ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ

4. ꯊꯕꯛꯁꯨꯕꯁꯤꯡ

5. ꯁꯤꯐꯠ ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ

6. ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ

7. ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ

8. ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

9. ꯆꯨꯠꯇꯤ ꯑꯃꯁꯨꯡ ꯍꯣꯂꯤꯗꯦꯁꯤꯡ

10. ꯄꯦꯔꯣꯜ
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https://staffkhata.com/guide/mni/payroll?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=mni


11. ꯔꯤꯄꯣꯔꯠꯁꯤꯡ

12. WhatsApp ꯑꯃꯁꯨꯡ ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯟꯁꯤꯡ

13. ꯊꯕꯛꯁꯨꯕꯒꯤ ꯁꯦꯜꯐ-ꯁꯔꯚꯤꯁ

14. Journey Tracker

15. Pro HRMS

16. ꯄ꯭ ꯂꯥꯟꯁꯤꯡ, ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ

17. ꯑꯌꯥꯝꯕ ꯋꯥꯍꯪꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯑꯋꯥꯕꯥ ꯐꯤꯔꯕꯥ

ꯄꯥꯎꯇꯥꯛ: ꯂꯥꯏꯔꯤꯛ ꯑꯁꯤꯒꯤ ꯁ꯭ ꯛꯔꯤꯟꯁꯣꯠꯁꯤꯡꯗꯥ ꯁꯦꯝꯕꯤꯕ ꯈꯨꯗꯝ ꯀꯝꯄꯦꯅꯤ ꯑꯃ, Sharma Textiles Pvt

Ltd, ꯎꯠꯂꯤ꯫ ꯅꯍꯥꯛꯀꯤ ꯁ꯭ ꯛꯔꯤꯟꯁꯤꯡꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯤꯡꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯃꯁꯤꯡꯁꯤꯡ ꯎꯒꯅꯤ꯫
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ꯁꯥꯏꯟ ꯑꯞ ꯑꯃꯁꯨꯡ ꯑꯍꯥꯅꯕ ꯂꯣꯒꯏꯟ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯁꯥꯏꯟ ꯑꯞ ꯇꯧꯕꯗꯥ ꯃꯤꯅꯤꯠ ꯈꯔꯈꯛ ꯆꯪꯏ꯫ ꯅꯍꯥꯛꯅꯥ ꯏꯃꯦꯜ ꯑꯃꯁꯨꯡ ꯐꯣꯟ ꯚꯦꯔꯤꯐꯥꯏ ꯇꯧꯏ, ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯔꯣꯜ

ꯏꯏ ꯑꯃꯁꯨꯡ ꯑꯦꯗꯃꯤꯟ ꯄꯥꯁꯋꯥꯔꯗ ꯑꯃ ꯁꯦꯠ ꯇꯧꯏ, ꯑꯗꯨꯒꯥ ꯅꯍꯥꯛꯀꯤ ꯋꯔꯛꯁ꯭ ꯄꯦꯁ ꯁꯦꯝ ꯁꯥꯔꯦ꯫

ꯅꯍꯥꯛꯀꯤ ꯕꯤꯖꯤꯅꯦꯁ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯇꯧꯕꯤꯌꯨ

ꯔꯦꯖꯤꯁ꯭ ꯠꯔꯦꯁꯅꯗꯥ ꯈꯣꯡꯊꯥꯡ ꯑꯍꯨꯝ ꯂꯩ꯫ ꯃꯊꯛꯀꯤ ꯀꯣꯅꯥꯗꯥ ꯂꯩꯕ ꯂꯣꯅꯒꯤ ꯕꯇꯟ ꯁꯤꯖꯤꯟꯅꯗꯨꯅꯥ ꯂꯃꯥꯏ ꯑꯁꯤꯒꯤ ꯂꯣꯟ

ꯃꯇꯝ ꯑꯃꯠꯇꯗꯥ ꯍꯣꯡꯗꯣꯛꯄ ꯌꯥꯏ꯫

1. https://attendance.staffkhata.com ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Register Your Business (ꯅꯍꯥꯛꯀꯤ

ꯕꯤꯖꯤꯅꯦꯁ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Verify Your Account (ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯠ ꯚꯦꯔꯤꯐꯥꯏ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ, ꯅꯍꯥꯛꯀꯤ Work Email

Address (ꯊꯕꯛꯀꯤ ꯏꯃꯦꯜ ꯑꯦꯗ꯭ ꯔꯦꯁ) ꯑꯃꯁꯨꯡ Phone Number (ꯐꯣꯟ ꯅꯝꯕꯔ) ꯏꯕꯤꯌꯨ꯫ ꯍꯧꯖꯤꯛ

ꯌꯦꯡꯕ ꯉꯝꯕꯁꯤꯡ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ, ꯃꯔꯃꯗꯤ ꯃꯈꯣꯌ ꯑꯅꯤꯃꯛꯇꯥ  ꯀꯣꯗ ꯊꯥꯖꯒꯅꯤ꯫

3. Send Verification Code (ꯚꯦꯔꯤꯐꯤꯀꯦꯁꯟ ꯀꯣꯗ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. ꯅꯍꯥꯛꯅꯥ ꯏꯃꯦꯂꯗꯥ ꯗꯤꯖꯤꯠ 6 ꯂꯩꯕ ꯀꯣꯗ ꯑꯃ ꯑꯃꯁꯨꯡ SMS ꯗꯥ ꯑꯇꯣꯞꯄ ꯑꯃ ꯐꯪꯒꯅꯤ꯫ ꯏꯃꯦꯂꯒꯤ ꯀꯣꯗ ꯑꯗꯨ

ꯑꯍꯥꯅꯕ ꯕꯛꯁꯀꯤ ꯔꯣꯗꯥ ꯑꯃꯁꯨꯡ ꯐꯣꯅꯒꯤ ꯀꯣꯗ ꯑꯗꯨ ꯑꯅꯤꯁꯨꯕ ꯔꯣꯗꯥ ꯏꯕꯤꯌꯨ꯫

5. Verify Code (ꯀꯣꯗ ꯚꯦꯔꯤꯐꯥꯏ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯄꯥꯎꯇꯥꯛ: ꯀꯣꯗ ꯐꯪꯗ꯭ ꯔꯤꯕꯔꯥ ? ꯇꯥꯏꯃꯔ ꯂꯣꯏꯕ ꯐꯥꯑꯣꯕꯥ ꯉꯥꯏꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Resend Code (ꯀꯣꯗ ꯑꯃꯨꯛ

ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯀꯣꯗꯁꯤꯡ ꯑꯁꯤ ꯃꯤꯅꯤꯠ 10 ꯆꯠꯂꯤ꯫

ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯔꯣꯜ ꯏꯕꯤꯌꯨ

1. Company Details (ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯔꯣꯜ) ꯗꯥ, ꯅꯍꯥꯛꯀꯤ Company Name (ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯤꯡ)

(ꯃꯌꯦꯛ 3 ꯗꯒꯤ 50 ꯐꯥꯑꯣꯕꯥ) ꯏꯕꯤꯌꯨ꯫ ꯃꯁꯤ ꯃꯊꯧ ꯇꯥꯕ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯐꯤꯜꯗ ꯑꯃꯈꯛꯇꯅꯤ꯫

2. Official Reg Number (ꯑꯣꯐꯤꯁꯤꯑꯦꯜ ꯔꯦꯖꯤꯁ꯭ ꯠꯔꯦꯁꯟ ꯅꯝꯕꯔ) (ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯅꯍꯥꯛꯀꯤ GST

ꯅꯠꯔꯒꯥ CIN), Website (ꯋꯦꯕꯁꯥꯏꯠ) ꯑꯃꯁꯨꯡ Street Address (ꯂꯝꯕꯤꯒꯤ ꯑꯦꯗ꯭ ꯔꯦꯁ) ꯑꯁꯤ ꯃꯊꯧ

ꯇꯥꯗꯦ꯫ ꯃꯈꯣꯌꯁꯤꯡ ꯑꯁꯤ ꯃꯇꯨꯡꯗꯥ ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠꯑꯞ ꯗꯥ ꯍꯥꯞꯆꯤꯟꯕ ꯌꯥꯏ꯫

3. ꯅꯍꯥꯛꯀꯤ ꯗꯤꯖꯤꯠ 6 ꯂꯩꯕ Postal Pin Code (ꯄꯣꯁ꯭ ꯇꯦꯜ ꯄꯤꯟ ꯀꯣꯗ) ꯏꯕꯤꯌꯨ꯫ City Region (ꯁꯍꯔ),

State (ꯁ꯭ ꯇꯦꯠ) ꯑꯃꯁꯨꯡ Country (ꯂꯩꯕꯥꯛ) ꯃꯁꯥꯃꯛ ꯃꯄꯨꯡ ꯐꯥꯒꯅꯤ꯫

4. Staff Khata ꯄꯥꯔꯇꯅꯔ ꯑꯃꯅꯥ ꯅꯍꯥꯀꯄꯨ ꯃꯇꯦꯡ ꯄꯥꯡꯈꯤꯔꯕꯗꯤ, ꯃꯍꯥꯛꯀꯤ Partner Referral Code

(ꯄꯥꯔꯇꯅꯔ ꯔꯦꯐꯔꯦꯜ ꯀꯣꯗ) ꯏꯕꯤꯌꯨ꯫ ꯅꯠꯇ꯭ ꯔꯕꯗꯤ ꯑꯍꯥꯡꯕ ꯊꯃꯕꯤꯌꯨ꯫

5. ꯅꯍꯥꯛꯀꯤ Admin Password (ꯑꯦꯗꯃꯤꯟ ꯄꯥꯁꯋꯥꯔꯗ) (ꯌꯥꯃꯗ꯭ ꯔꯕꯗꯥ ꯃꯌꯦꯛ 8) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ

ꯃꯗꯨ Confirm Password (ꯄꯥꯁꯋꯥꯔꯗ ꯀꯅꯐꯔꯝ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯑꯃꯨꯛ ꯏꯕꯤꯌꯨ꯫

6. Register Business (ꯕꯤꯖꯤꯅꯦꯁ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯅꯍꯥꯛꯀꯤ ꯋꯔꯛꯁ꯭ ꯄꯦꯁ ꯁꯦꯝ ꯁꯥꯔꯦ

Workspace Ready (ꯋꯔꯛꯁ꯭ ꯄꯦꯁ ꯁꯦꯝ ꯁꯥꯔꯦ) ꯁ꯭ ꯛꯔꯤꯟꯅꯥ ꯅꯍꯥꯛꯀꯤ Enrolled Plan (ꯂꯧꯔꯕꯥ ꯄ꯭ ꯂꯥꯟ),

ꯅꯨꯃꯤꯠ 15 ꯒꯤ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ, ꯑꯃꯁꯨꯡ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯂꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯠ ꯆꯠꯀꯗꯕ ꯄ꯭ ꯂꯥꯟ ꯑꯗꯨ

ꯎꯠꯂꯤ꯫ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯂꯒꯤ ꯃꯇꯃꯗꯥ ꯐꯤꯆꯔ ꯈꯨꯗꯤꯡꯃꯛ ꯍꯥꯡꯗꯣꯛꯂꯤ꯫ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯅꯕꯥ Go To Workspace

(ꯋꯔꯛꯁ꯭ ꯄꯦꯁꯇꯥ  ꯆꯠꯂꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯕ

1. https://attendance.staffkhata.com ꯗꯥ ꯆꯠꯂꯨ꯫

2. Email (ꯏꯃꯦꯜ) ꯅꯠꯔꯒꯥ Phone (ꯐꯣꯟ) ꯈꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯊꯕꯛꯀꯤ ꯏꯃꯦꯜ ꯅꯠꯔꯒꯥ

ꯃꯣꯕꯥꯏꯜ ꯅꯝꯕꯔ ꯏꯕꯤꯌꯨ꯫

3. ꯅꯍꯥꯛꯀꯤ ꯄꯥꯁꯋꯥꯔꯗ ꯏꯕꯤꯌꯨ꯫

4. Remember me (ꯑꯩꯕꯨ ꯅꯤꯡꯁꯤꯡꯕꯤꯌꯨ) ꯑꯁꯤ ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ ꯀꯝꯄ꯭ ꯌꯨꯇꯔꯗꯥ ꯈꯛꯇꯃꯛ ꯇꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

5. Sign in to Staff Khata (Staff Khata ꯗꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯑꯍꯥꯅꯕꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯗꯦꯁꯕꯣꯔꯗ ꯑꯍꯥꯡꯕ ꯑꯣꯏꯒꯅꯤ꯫ ꯅꯍꯥꯛꯅꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯍꯥꯞꯆꯤꯟꯂꯛꯂꯕꯥ ꯑꯃꯁꯨꯡ

ꯃꯈꯣꯌꯅꯥ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯔꯀꯄꯥ ꯃꯇꯨꯡꯗꯥ, ꯃꯁꯤꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯂꯦꯠ ꯂꯥꯀꯄꯁꯤꯡ, ꯆꯨꯠꯇꯤ ꯑꯃꯁꯨꯡ ꯄꯦꯔꯣꯜ

ꯌꯦꯡꯕꯗꯥ ꯎꯠꯀꯅꯤ꯫ ꯑꯣꯇꯣꯄꯦ ꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯗꯦ ꯍꯥꯌꯕ ꯕꯦꯅꯔ ꯑꯃꯁꯨ ꯎꯕ ꯌꯥꯏ꯫ ꯃꯁꯤ ꯕꯤꯂꯤꯡꯒꯤ ꯃꯔꯃꯗꯥꯅꯤ;

ꯄ꯭ ꯂꯥꯟꯁꯤꯡ, ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯂꯝꯕꯤ ꯈꯉꯕ

ꯂꯃꯥꯏ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯕꯥꯔ ꯑꯗꯨꯗꯥ ꯃꯈꯥꯗꯥ ꯄꯤꯔꯤꯕ ꯀꯟꯠꯔꯣꯂꯁꯤꯡ ꯂꯩ:
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ꯀꯟꯠꯔꯣꯜ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

ꯃꯦꯅꯨꯁꯤꯡ Dashboard (ꯗꯦꯁꯕꯣꯔꯗ), Device Setup (ꯗꯤꯚꯥꯏꯁ ꯁꯦꯠꯑꯞ), Organization

(ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ), Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ), Reports (ꯔꯤꯄꯣꯔꯠꯁꯤꯡ),

Payroll (ꯄꯦꯔꯣꯜ) ꯑꯃꯁꯨꯡ ꯑꯇꯣꯞꯄꯁꯤꯡ꯫ ꯃꯦꯅꯨ ꯑꯃꯒꯤ ꯂꯃꯥꯏꯁꯤꯡ ꯎꯅꯕꯥ ꯃꯗꯨꯗꯥ ꯇꯥꯛꯄꯤꯌꯨ꯫

Search features...

(ꯐꯤꯆꯔ ꯊꯤꯕ...)

Mac ꯗꯥ ⌘K ꯅꯠꯔꯒꯥ Windows ꯇꯥ  Ctrl+K ꯅꯝꯕꯤꯌꯨ, ꯅꯍꯥꯛꯅꯥ ꯄꯥꯝꯕꯗꯨ ꯏꯕꯤꯌꯨ (ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ

"company") ꯑꯃꯁꯨꯡ Enter ꯅꯝꯕꯤꯌꯨ꯫

ꯕ꯭ ꯔꯥ ꯟꯆ ꯁꯨꯏꯆꯔ All Branches (ꯕ꯭ ꯔꯥ ꯟꯆ ꯄꯨꯝꯅꯃꯛ) ꯎꯠꯂꯤ꯫ ꯑꯣꯐꯤꯁ ꯑꯃꯗꯒꯤ ꯍꯦꯟꯅꯥ ꯂꯩꯔꯀꯄꯥ ꯃꯇꯨꯡꯗꯥ, ꯕ꯭ ꯔꯥ ꯟꯆ

ꯑꯃ ꯈꯟꯕꯤꯌꯨ ꯅꯠꯔꯒꯥ ꯄꯨꯝꯅꯃꯛ ꯄꯨꯟꯅꯥ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯄ꯭ ꯂꯥꯟ ꯕꯦꯖ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯒꯤ ꯃꯤꯡ ꯑꯃꯁꯨꯡ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯂꯒꯤ ꯂꯦꯃꯍꯧꯔꯤꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ꯫ ꯄ꯭ ꯂꯥꯟ ꯌꯦꯡꯁꯤꯟꯅꯕꯥ

ꯃꯁꯤꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯕꯦꯜ ꯅꯣꯇꯤꯐꯤꯀꯦꯁꯅꯁꯤꯡ: ꯑꯌꯥꯕꯁꯤꯡ, ꯆꯨꯠꯇꯤꯒꯤ ꯍꯥꯏꯖꯕꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯗꯤꯚꯥꯏꯁꯀꯤ ꯑꯦꯂꯔꯠꯁꯤꯡ꯫

Help & Support

(ꯃꯇꯦꯡ ꯑꯃꯁꯨꯡ

ꯁꯄꯣꯔꯠ)

ꯀꯟꯇꯦꯛꯇ ꯅꯝꯕꯔꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯇꯤꯀꯦꯠꯁꯤꯡ ꯂꯩꯕ ꯁꯄꯣꯔꯠ ꯂꯃꯥꯏ ꯍꯥꯡꯗꯣꯛꯏ꯫

ꯅꯍꯥꯛꯀꯤ ꯂꯣꯟ, ꯂꯦꯑꯥꯎꯠ ꯑꯃꯁꯨꯡ ꯑꯦꯛꯁꯦꯁꯤꯕꯤꯂꯤꯇꯤ ꯁꯦꯠ ꯇꯧꯕ

ꯃꯊꯛꯀꯤ ꯑꯔꯣꯏꯕ ꯑꯔꯥ ꯞꯄꯥ ꯊꯪꯕꯥꯗꯥ ꯂꯩꯕ ꯅꯍꯥꯛꯀꯤ ꯃꯤꯡ ꯅꯠꯔꯒꯥ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ ꯐꯣꯇꯣꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯦꯅꯨ

ꯑꯗꯨꯗꯥ Settings (ꯁꯦꯇꯤꯡꯁ), Help & Support ꯑꯃꯁꯨꯡ Preferences (ꯄꯥꯝꯕꯁꯤꯡ) ꯁꯦꯛꯁꯟ ꯑꯃ ꯂꯩ꯫

Language (ꯂꯣꯟ): Staff Khata ꯅꯥ Hindi, Marathi, Tamil ꯑꯃꯁꯨꯡ Bengali ꯌꯥꯑꯣꯅꯥ ꯂꯣꯟ 55 ꯗꯥ

ꯊꯕꯛ ꯇꯧꯏ꯫ Language ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯊꯤꯅꯕꯥ ꯃꯌꯦꯛ ꯈꯔꯥ  ꯏꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯀꯤ ꯂꯣꯟ

ꯈꯟꯕꯤꯌꯨ꯫

Navigation (ꯅꯦꯚꯤꯒꯦꯁꯟ): Top bar (ꯃꯊꯛꯀꯤ ꯕꯥꯔ) (ꯃꯊꯛꯇꯥ  ꯃꯦꯅꯨꯁꯤꯡ) ꯅꯠꯔꯒꯥ Sidebar

(ꯅꯥꯀꯂꯒꯤ ꯕꯥꯔ) (ꯑꯋꯥꯡ ꯊꯪꯕꯥꯗꯥ ꯃꯦꯅꯨꯁꯤꯡ) ꯈꯟꯕꯤꯌꯨ꯫

Accessibility (ꯑꯦꯛꯁꯦꯁꯤꯕꯤꯂꯤꯇꯤ): ꯋꯤꯟꯗꯣ ꯑꯃ ꯍꯥꯡꯗꯣꯛꯏ, ꯃꯐꯝ ꯑꯗꯨꯗꯥ ꯅꯍꯥꯛꯅꯥ Text size

(ꯇꯦꯛꯁ꯭ ꯠ ꯁꯥꯏꯖ) (Standard, Large ꯅꯠꯔꯒꯥ Larger) ꯁꯦꯠ ꯇꯧꯏ ꯑꯃꯁꯨꯡ Higher contrast

(ꯍꯦꯟꯅꯥ ꯀꯟꯠꯔꯥ ꯁ꯭ ꯠ), Reduce motion (ꯃꯣꯁꯟ ꯍꯟꯊꯍꯅꯕ) ꯅꯠꯔꯒꯥ Underline links

(ꯂꯤꯉ꯭ ꯀꯁꯤꯡꯗꯥ ꯑꯟꯗꯔꯂꯥꯏꯟ) ꯑꯣꯟ ꯇꯧꯏ꯫ ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯍꯟꯗꯣꯛꯅꯕꯥ Reset to defaults

(ꯗꯤꯐꯣꯜꯇꯇꯥ  ꯍꯟꯊꯍꯅꯕ) ꯅꯠꯔꯒꯥ ꯊꯤꯡꯖꯤꯟꯅꯕꯥ Done (ꯂꯣꯏꯔꯦ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: ꯄꯥꯝꯕꯁꯤꯡ ꯑꯁꯤ ꯈꯨꯗꯛꯇꯥ  ꯊꯕꯛ ꯇꯧꯏ ꯑꯃꯁꯨꯡ ꯕ꯭ ꯔꯥ ꯎꯖꯔ ꯑꯁꯤꯗꯥ ꯈꯛꯇꯃꯛ ꯁꯦꯚ ꯇꯧꯏ꯫

ꯑꯇꯣꯞꯄ ꯀꯝꯄ꯭ ꯌꯨꯇꯔ ꯑꯃꯗꯥ, ꯃꯈꯣꯌꯁꯤꯡ ꯑꯃꯨꯛ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

ꯀꯥꯎꯊꯣꯛꯂꯕ ꯄꯥꯁꯋꯥꯔꯗ ꯔꯤꯁꯦꯠ ꯇꯧꯕ
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1. ꯁꯥꯏꯟ-ꯏꯟ ꯂꯃꯥꯏꯗꯥ, Forgot password? (ꯄꯥꯁꯋꯥꯔꯗ ꯀꯥꯎꯊꯣꯀꯈ꯭ ꯔꯕꯔꯥ ?) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯅꯍꯥꯛꯀꯤ Work Email Address ꯏꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ Send Reset OTP (ꯔꯤꯁꯦꯠ OTP ꯊꯥꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. ꯏꯃꯦꯂꯗꯒꯤ ꯐꯪꯂꯕꯥ ꯗꯤꯖꯤꯠ 6 ꯂꯩꯕ ꯀꯣꯗ ꯑꯗꯨ ꯏꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ Verify OTP (OTP ꯚꯦꯔꯤꯐꯥꯏ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯗꯨ ꯂꯥꯛꯇ꯭ ꯔꯕꯗꯤ, Resend OTP (OTP ꯑꯃꯨꯛ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. New Password (ꯑꯅꯧꯕꯥ ꯄꯥꯁꯋꯥꯔꯗ) ꯏꯕꯤꯌꯨ, ꯃꯗꯨ Confirm Password ꯗꯥ ꯑꯃꯨꯛ ꯏꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ

Reset Password (ꯄꯥꯁꯋꯥꯔꯗ ꯔꯤꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

5. Password reset! (ꯄꯥꯁꯋꯥꯔꯗ ꯔꯤꯁꯦꯠ ꯇꯧꯔꯦ!) ꯗꯥ, Sign in now (ꯍꯧꯖꯤꯛ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯃꯊꯪꯗꯥ, ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠꯑꯞ ꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫
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03

ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤ, ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ ꯑꯃꯁꯨꯡ
ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯁ꯭ ꯇꯥꯐ ꯍꯥꯞꯆꯤꯟꯗ꯭ ꯔꯤꯉꯩꯗꯥ, Staff Khata ꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯔꯃꯗꯥ ꯈꯉꯍꯅꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ

ꯄ꯭ ꯔꯣꯐꯥꯏꯜ, ꯊꯕꯛꯁꯨꯕꯒꯤ ꯀꯣꯗꯀꯤ ꯐꯣꯔꯃꯦꯠ, ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ ꯑꯁꯤ ꯔꯤꯄꯣꯔꯠ,

ꯄꯦꯁ꯭ ꯂꯤꯞ ꯑꯃꯁꯨꯡ ꯄꯟꯆ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯁꯤꯖꯤꯟꯅꯩ꯫

ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ ꯃꯄꯨꯡ ꯐꯥꯅꯥ ꯏꯕꯤꯌꯨ

ꯅꯍꯥꯛꯀꯤ ꯂꯣꯒꯣ, ꯃꯤꯡ ꯑꯃꯁꯨꯡ ꯇꯦꯛꯁ ꯅꯝꯕꯔ ꯑꯁꯤ ꯔꯤꯄꯣꯔꯠ ꯑꯃꯁꯨꯡ ꯄꯦꯁ꯭ ꯂꯤꯄꯁꯤꯡꯗꯥ ꯄ꯭ ꯔꯤꯟꯇ ꯇꯧꯏ,

ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯃꯈꯣꯌꯁꯤꯡ ꯑꯁꯤ ꯑꯍꯥꯅꯕꯗꯥ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Company (ꯀꯝꯄꯦꯅꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Company

Settings (ꯀꯝꯄꯦꯅꯤ ꯁꯦꯇꯤꯡꯁ) ꯂꯃꯥꯏ ꯑꯗꯨ Company Profile (ꯀꯝꯄꯦꯅꯤ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ) ꯇꯦꯕꯇꯥ

ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫

2. ꯃꯊꯛꯇꯥ , Organization Info (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯅꯒꯤ ꯏꯅꯐꯣ) ꯅꯥ ꯅꯍꯥꯛꯀꯤ Corporate ID

(ꯀꯣꯔꯄꯣꯔꯦꯠ ꯑꯥꯏꯗꯤ) ꯑꯃꯁꯨꯡ Workspace URL (ꯋꯔꯛꯁ꯭ ꯄꯦꯁ URL) ꯎꯠꯂꯤ꯫ ꯅꯍꯥꯛꯅꯥ ꯃꯈꯣꯌꯁꯤꯡ

ꯑꯁꯤ ꯍꯣꯡꯗꯣꯛꯄ ꯌꯥꯔꯣꯏ꯫

3. Company Logo (ꯀꯝꯄꯦꯅꯤꯒꯤ ꯂꯣꯒꯣ) ꯃꯈꯥꯗꯥ, Upload Logo (ꯂꯣꯒꯣ ꯑꯄꯂꯣꯗ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ 2 MB ꯗꯒꯤ ꯍꯟꯊꯕ ꯁ꯭ ꯛꯋꯥꯌꯔ PNG, JPG ꯅꯠꯔꯒꯥ GIF ꯑꯃ ꯈꯟꯕꯤꯌꯨ (200 × 200

px ꯐꯅꯥ ꯊꯕꯛ ꯇꯧꯏ)꯫

4. Company Name (ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯤꯡ) ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯅꯍꯥꯛꯀꯤ Official Tax /

Registration No. (ꯑꯣꯐꯤꯁꯤꯑꯦꯜ ꯇꯦꯛꯁ / ꯔꯦꯖꯤꯁ꯭ ꯠꯔꯦꯁꯟ ꯅꯝꯕꯔ), ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯅꯍꯥꯛꯀꯤ GST

ꯅꯝꯕꯔ ꯏꯕꯤꯌꯨ꯫

5. ꯅꯍꯥꯛꯀꯤ Company Website (ꯀꯝꯄꯦꯅꯤꯒꯤ ꯋꯦꯕꯁꯥꯏꯠ) ꯍꯥꯞꯄꯤꯌꯨ꯫ ꯃꯁꯤ `https://` ꯗꯒꯤ

ꯍꯧꯕꯤꯌꯨ꯫

6. Company Address (ꯀꯝꯄꯦꯅꯤꯒꯤ ꯑꯦꯗ꯭ ꯔꯦꯁ) ꯐꯥꯑꯣꯕꯥ ꯁ꯭ ꯛꯔꯣꯜ ꯇꯧꯕꯤꯌꯨ꯫ ꯂꯝꯕꯤ, ꯁꯍꯔ, ꯁ꯭ ꯇꯦꯠ

ꯑꯃꯁꯨꯡ ꯄꯣꯁ꯭ ꯇꯦꯜ ꯀꯣꯗ ꯑꯁꯤ ꯃꯈꯣꯌ ꯃꯁꯥꯒꯤ ꯐꯤꯜꯗꯁꯤꯡꯗꯥ ꯏꯕꯤꯌꯨ, ꯃꯗꯨꯅꯥ ꯗꯣꯀꯨꯃꯦꯟꯇꯁꯤꯡꯗꯥ ꯆꯨꯝꯅꯥ

ꯄ꯭ ꯔꯤꯟꯇ ꯇꯧꯒꯅꯤ꯫

7. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: Corporate Email (ꯀꯣꯔꯄꯣꯔꯦꯠ ꯏꯃꯦꯜ) ꯑꯁꯤ ꯅꯍꯥꯛꯀꯤ ꯑꯦꯗꯃꯤꯟ ꯂꯣꯒꯏꯟ ꯏꯃꯦꯂꯅꯤ

ꯑꯃꯁꯨꯡ ꯃꯐꯝ ꯑꯁꯤꯗꯥ ꯍꯣꯡꯗꯣꯛꯄ ꯌꯥꯔꯣꯏ꯫

ꯅꯍꯥꯛꯀꯤ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯀꯣꯗꯀꯤ ꯐꯣꯔꯃꯦꯠ ꯈꯟꯕꯤꯌꯨ

Staff Khata ꯅꯥ ꯑꯅꯧꯕꯥ ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯃꯁꯥꯃꯛꯅꯥ ꯀꯣꯗ ꯑꯃ ꯄꯤꯏ꯫ ꯅꯦꯝꯕ ꯑꯃꯁꯨꯡ ꯄꯥꯕꯗꯥ ꯂꯥꯏꯕ

ꯐꯣꯔꯃꯦꯠ ꯑꯃ ꯈꯟꯕꯤꯌꯨ꯫

1. Company Settings (ꯀꯝꯄꯦꯅꯤ ꯁꯦꯇꯤꯡꯁ) ꯗꯥ, Employee codes (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯀꯣꯗꯁꯤꯡ) ꯇꯦꯕ

ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫

2. ꯃꯈꯥꯗꯥ ꯄꯤꯔꯤꯕ ꯐꯤꯜꯗꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯅꯥ ꯇꯥꯏꯞ ꯇꯧꯕꯒꯥ ꯂꯣꯌꯅꯅꯥ Live Generated Code

Preview (ꯂꯥꯏꯚ ꯀꯣꯗ ꯄ꯭ ꯔꯤꯚꯤꯎ) ꯕꯛꯁ ꯑꯗꯨ ꯑꯅꯧꯕꯥ ꯑꯣꯏꯔꯛꯀꯅꯤ꯫

3. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Prefix (ꯄ꯭ ꯔꯤꯐꯤꯛꯁ) ꯍꯧꯔꯀꯐꯃꯗꯥ ꯂꯩꯕ ꯃꯌꯦꯀꯁꯤꯡ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ `ST` ꯅꯠꯔꯒꯥ

`EMP`꯫
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ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Separator / Delimiter (ꯈꯥꯌꯗꯣꯛꯄꯒꯤ ꯈꯣꯗꯣꯡ) ꯍꯥꯏꯐꯦꯟ, ꯁ꯭ ꯂꯦꯁ, ꯑꯟꯗꯔꯁ꯭ ꯀꯣꯔ, ꯗꯣꯠ, ꯅꯠꯔꯒꯥ ꯀꯔꯤꯁꯨ ꯂꯩꯇꯕ꯫

Include Year (ꯆꯍꯤ ꯌꯥꯎꯍꯟꯕ) ꯆꯍꯤ (`2026` ꯅꯠꯔꯒꯥ `26`) ꯍꯥꯞꯄ, ꯅꯠꯔꯒꯥ None (ꯀꯔꯤꯁꯨ

ꯅꯠꯇꯕ)꯫

Number of Digits (ꯗꯤꯖꯤꯠ ꯀꯌꯥ) ꯅꯝꯕꯔ ꯑꯗꯨꯗꯥ ꯗꯤꯖꯤꯠ ꯀꯌꯥ ꯂꯩꯒꯅꯤ, 2 ꯗꯒꯤ 6 ꯐꯥꯑꯣꯕꯥ꯫

Starting / Next Number (ꯍꯧꯔꯀꯄꯥ / ꯃꯊꯪꯒꯤ

ꯅꯝꯕꯔ)

ꯃꯊꯪꯒꯤ ꯑꯅꯧꯕꯥ ꯊꯕꯛꯁꯨꯕꯅꯥ ꯐꯪꯒꯗꯕ ꯅꯝꯕꯔ꯫

ꯄꯥꯎꯇꯥꯛ: ꯀꯣꯗꯁꯤꯡ ꯑꯁꯤ ꯑꯅꯧꯕꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤꯗꯃꯛ ꯈꯛꯇꯃꯛ ꯁꯦꯝꯃꯤ꯫ ꯍꯥꯟꯅꯅꯥ ꯂꯩꯔꯕꯥ ꯀꯣꯗꯁꯤꯡ ꯑꯗꯨ

ꯃꯇꯧ ꯑꯗꯨꯃꯛꯇꯗꯥ ꯂꯩꯒꯅꯤ꯫

ꯂꯣꯀꯦꯂꯥꯏꯖꯦꯁꯟ ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ

Localization (ꯂꯣꯀꯦꯂꯥꯏꯖꯦꯁꯟ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯅꯍꯥꯛꯅꯥ ꯁꯥꯏꯟ ꯑꯞ ꯇꯧꯕ ꯃꯇꯃꯗꯥ Currency

Standard (ꯁꯦꯜ), Timezone (ꯇꯥꯏꯃꯖꯣꯟ), Date Display Format (ꯇꯥꯡ ꯎꯠꯄꯒꯤ ꯐꯣꯔꯃꯦꯠ) ꯑꯃꯁꯨꯡ

Interface Language (ꯏꯟꯇꯔꯐꯦꯁꯀꯤ ꯂꯣꯟ) ꯑꯁꯤ ꯏꯟꯗꯤꯌꯥꯒꯤꯗꯃꯛ ꯁꯦꯠ ꯇꯧꯔꯦ꯫ ꯅꯍꯥꯛꯀꯤ ꯕꯤꯖꯤꯅꯦꯁ
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ꯇꯣꯉꯥꯟꯅꯥ ꯊꯕꯛ ꯇꯧꯔꯕꯗꯥ ꯈꯛꯇꯃꯛ ꯃꯈꯣꯌꯁꯤꯡ ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Save Changes

(ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

Payroll & Tax ꯇꯦꯕ

Payroll & Tax (ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯇꯦꯛꯁ) ꯇꯦꯕ ꯑꯁꯤꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯁꯦꯂꯔꯤ ꯁꯥꯏꯀꯜ (ꯍꯧꯔꯀꯄꯥ ꯑꯃꯁꯨꯡ

ꯂꯣꯏꯕꯥ ꯅꯨꯃꯤꯠ), PF, ESI ꯑꯃꯁꯨꯡ ꯒ꯭ ꯔꯦꯆꯨꯏꯇꯤꯒꯤ ꯁꯦꯇꯤꯡꯁꯤꯡ, ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯀꯤ ꯐꯥꯏꯅꯥꯟꯁꯤꯌꯦꯜ ꯆꯍꯤ ꯂꯩ꯫

ꯃꯈꯣꯌꯁꯤꯡ ꯑꯁꯤ ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯁꯦꯂꯔꯤꯁꯤꯡ ꯗꯥ ꯇꯥꯀꯄꯤꯔꯤ꯫

ꯅꯍꯥꯛꯀꯤ ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ ꯍꯥꯞꯄꯤꯌꯨ

ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ ꯑꯁꯤ ꯅꯍꯥꯛꯀꯤ ꯑꯣꯐꯤꯁ ꯅꯠꯔꯒꯥ ꯐꯦꯛꯇꯔꯤꯒꯤ ꯃꯐꯃꯁꯤꯡꯅꯤ꯫ ꯕ꯭ ꯔꯥ ꯟꯆ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯃꯁꯥꯒꯤ

ꯖꯤꯑꯣ-ꯐꯦꯟꯁ ꯂꯩꯕ ꯌꯥꯏ, ꯃꯗꯨꯅꯥ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯅꯥ ꯊꯕꯛ ꯇꯧꯕ ꯃꯐꯝ ꯑꯗꯨꯒꯤ ꯃꯅꯥꯛꯇꯥ  ꯈꯛꯇꯃꯛ ꯄꯟꯆ-

ꯏꯟ ꯇꯧꯕ ꯌꯥꯏ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Branch (ꯕ꯭ ꯔꯥ ꯟꯆ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ

ꯋꯔꯛꯁ꯭ ꯄꯦꯁꯇꯥ  Main Branch (ꯃꯔꯨ ꯑꯣꯏꯕ ꯕ꯭ ꯔꯥ ꯟꯆ) ꯑꯃ ꯍꯥꯟꯅꯅꯥ ꯂꯩꯔꯦ꯫

2. ꯔꯣꯒꯤ ꯃꯦꯅꯨ (⋯) ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Edit (ꯁꯦꯝꯗꯣꯛꯄ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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3. ꯃꯌꯦꯛ ꯁꯦꯡꯕ Branch name (ꯕ꯭ ꯔꯥ ꯟꯆꯀꯤ ꯃꯤꯡ), ꯅꯦꯝꯕ Code (ꯀꯣꯗ) (ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ `NOI-HQ`)

ꯑꯃꯁꯨꯡ Address (ꯑꯦꯗ꯭ ꯔꯦꯁ) ꯏꯕꯤꯌꯨ꯫

4. ꯑꯅꯧꯕꯥ ꯁ꯭ ꯇꯥꯐꯁꯤꯡ ꯃꯁꯥꯃꯛꯅꯥ ꯃꯐꯝ ꯑꯁꯤꯗꯥ ꯍꯥꯞꯆꯤꯟꯒꯗꯕ ꯑꯣꯏꯔꯕꯗꯤ Primary branch (ꯃꯔꯨ ꯑꯣꯏꯕ

ꯕ꯭ ꯔꯥ ꯟꯆ) ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫

5. Geo-fencing (ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ) ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯂꯣꯀꯦꯁꯟ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ: Locate me

(ꯑꯩꯕꯨ ꯊꯤꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, Latitude (ꯂꯦꯇꯤꯆꯨꯗ) ꯑꯃꯁꯨꯡ Longitude (ꯂꯣꯉꯒꯤꯆꯨꯗ) ꯇꯥꯏꯞ

ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯄꯤꯟ ꯑꯃ ꯊꯃꯅꯕꯥ ꯃꯦꯄꯇꯥ  ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

6. Radius (m) (ꯔꯦꯗꯤꯌꯁ (ꯃꯤꯇꯔ)) ꯏꯕꯤꯌꯨ: ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯄꯤꯟ ꯑꯗꯨꯗꯒꯤ ꯀꯌꯥ ꯂꯥꯞꯅꯥ ꯂꯩꯔꯕꯁꯨ ꯄꯟꯆ-

ꯏꯟ ꯇꯧꯕ ꯌꯥꯒꯅꯤ꯫

7. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯑꯇꯣꯞꯄ ꯃꯐꯝ ꯑꯃ ꯍꯥꯞꯅꯕꯥ, Add branch (ꯕ꯭ ꯔꯥ ꯟꯆ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯐꯤꯜꯗ ꯑꯗꯨꯃꯛ ꯃꯄꯨꯡ

ꯐꯥꯅꯥ ꯏꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ Add branch ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯄꯥꯎꯇꯥꯛ: ꯌꯥꯃꯗ꯭ ꯔꯕꯗꯥ ꯃꯤꯇꯔ 50 ꯒꯤ ꯔꯦꯗꯤꯌꯁ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫ ꯌꯨꯃꯒꯤ ꯃꯅꯨꯡꯗꯥ ꯐꯣꯅꯒꯤ GPS ꯅꯥ ꯍꯟꯊꯅꯥ

ꯆꯨꯝꯃꯤ, ꯑꯃꯁꯨꯡ ꯌꯥꯝꯅꯥ ꯑꯄꯤꯀꯄꯥ ꯔꯦꯗꯤꯌꯁꯅꯥ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯕꯨ ꯃꯈꯣꯌ ꯃꯁꯥꯒꯤ ꯗꯦꯁ꯭ ꯀꯇꯥ  ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕꯗꯒꯤ

ꯊꯤꯡꯕ ꯌꯥꯏ꯫

ꯕ꯭ ꯔꯥ ꯟꯆ ꯄꯨꯝꯅꯃꯛ ꯃꯈꯣꯌꯒꯤ ꯖꯤꯑꯣ-ꯐꯦꯟꯁ ꯔꯦꯗꯤꯌꯁꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯂꯤꯁ꯭ ꯇꯇꯥ  ꯎꯠꯂꯤ꯫ ꯕ꯭ ꯔꯥ ꯟꯆ ꯑꯃ ꯑꯃꯃꯛ

ꯅꯠꯔꯒꯥ ꯄꯨꯝꯅꯃꯛ ꯄꯨꯟꯅꯥ ꯌꯦꯡꯅꯕꯥ ꯃꯊꯛꯀꯤ ꯕꯥꯔꯗꯥ ꯂꯩꯕ ꯕ꯭ ꯔꯥ ꯟꯆ ꯁꯨꯏꯆꯔ (All Branches (ꯕ꯭ ꯔꯥ ꯟꯆ
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ꯄꯨꯝꯅꯃꯛ)) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ ꯑꯁꯤ ꯀꯝꯄꯦꯅꯤꯒꯤꯗꯃꯛꯁꯨ ꯑꯣꯟ ꯇꯧꯒꯗꯕꯅꯤ꯫ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ

ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ ꯑꯃꯁꯨꯡ ꯗꯤꯖꯤꯒ꯭ ꯅꯦꯁꯅꯁꯤꯡ ꯍꯥꯞꯄꯤꯌꯨ

ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ ꯑꯁꯤ ꯅꯍꯥꯛꯀꯤ ꯇꯤꯃꯁꯤꯡꯅꯤ꯫ ꯗꯤꯖꯤꯒ꯭ ꯅꯦꯁꯅꯁꯤꯡ ꯑꯁꯤ ꯇꯤꯝ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯃꯅꯨꯡꯗꯥ

ꯂꯩꯕ ꯊꯕꯛꯀꯤ ꯃꯤꯡꯁꯤꯡꯅꯤ, ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌꯁꯤꯡ ꯑꯁꯤ ꯄꯦꯁ꯭ ꯂꯤꯞ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯔꯣꯐꯥꯏꯂꯁꯤꯡꯗꯥ ꯎꯠꯂꯤ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ ꯑꯅꯤ ꯅꯍꯥꯛꯀꯤꯗꯃꯛ ꯁꯦꯝꯗꯨꯅꯥ ꯊꯝꯂꯦ꯫

2. ꯃꯈꯣꯌꯒꯤ ꯃꯅꯨꯡꯗꯒꯤ ꯑꯃꯗꯥ ꯊꯕꯛꯀꯤ ꯃꯤꯡꯁꯤꯡ ꯍꯥꯞꯅꯕꯥ, ꯃꯗꯨꯒꯤ ꯔꯣꯒꯤ ꯃꯦꯅꯨ (⋯) ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Edit

(ꯁꯦꯝꯗꯣꯛꯄ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Designations (ꯗꯤꯖꯤꯒ꯭ ꯅꯦꯁꯅꯁꯤꯡ) ꯃꯈꯥꯗꯥ, ꯃꯤꯡ ꯑꯃ ꯇꯥꯏꯞ

ꯇꯧꯕꯤꯌꯨ, ꯃꯊꯪꯒꯤꯗꯃꯛ Add designation (ꯗꯤꯖꯤꯒ꯭ ꯅꯦꯁꯟ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ

ꯃꯇꯨꯡꯗꯥ Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. ꯑꯅꯧꯕꯥ ꯇꯤꯝ ꯑꯃ ꯁꯦꯝꯅꯕꯥ, Add department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ,

Department name (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯀꯤ ꯃꯤꯡ) ꯏꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯗꯤꯖꯤꯒ꯭ ꯅꯦꯁꯅꯁꯤꯡ ꯍꯥꯞꯄꯤꯌꯨ

ꯑꯃꯁꯨꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ꯫
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4. ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤꯗꯥ ꯂꯩꯕ ꯊꯕꯛꯀꯤ ꯃꯤꯡ ꯈꯨꯗꯤꯡꯃꯛ ꯑꯃꯁꯨꯡ ꯃꯗꯨ ꯀꯔꯤ ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯇꯥ  ꯌꯥꯎꯕꯒꯦ

ꯍꯥꯌꯕꯗꯨ ꯌꯦꯡꯅꯕꯥ ꯇꯦꯕꯜ ꯑꯗꯨ Departments (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ) ꯗꯒꯤ Designations ꯗꯥ

ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ꯫

ꯃꯊꯪꯗꯥ, ꯅꯍꯥꯛꯀꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫
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04

ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯑꯣꯐꯤꯁ
ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡꯅꯥ Staff Khata ꯅꯥ ꯄꯟꯆ ꯈꯨꯗꯤꯡꯃꯛ ꯀꯔꯝꯅꯥ ꯂꯧꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯂꯦꯞꯄꯤ: ꯀꯔꯤ

ꯑꯣꯚꯔꯇꯥꯏꯝ ꯑꯣꯏꯕꯒꯦ, ꯂꯥꯛꯇꯕꯒꯤ ꯃꯃꯜ ꯀꯌꯥ ꯑꯣꯏꯕꯒꯦ, ꯑꯃꯁꯨꯡ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯀꯗꯥꯏꯗꯥ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ

ꯌꯥꯕꯒꯦ꯫ ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤꯅꯥ ꯀꯅꯥꯅꯥ ꯂꯦꯠ ꯑꯣꯏꯕꯒꯦ, ꯍꯥꯐ-ꯗꯦ ꯑꯣꯏꯕꯒꯦ ꯅꯠꯔꯒꯥ ꯂꯥꯛꯇꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ

ꯂꯦꯞꯄꯤ꯫

ꯅꯍꯥꯛꯀꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Company (ꯀꯝꯄꯦꯅꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ

Attendance Rules (ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫

2. ꯅꯍꯥꯛꯅꯥ ꯄꯥꯝꯕ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ (ꯃꯈꯥꯗꯥ ꯄꯤꯔꯤꯕ ꯇꯦꯕꯜ ꯌꯦꯡꯕꯤꯌꯨ)꯫

3. Absent Day Deduction Penalty (ꯂꯥꯛꯇꯕ ꯅꯨꯃꯤꯠꯀꯤ ꯀꯥꯠꯊꯣꯛꯄꯒꯤ ꯆꯩꯔꯥ ꯛ) ꯗꯥ, ꯃꯔꯝ ꯌꯥꯎꯗꯅꯥ

ꯂꯥꯛꯇꯕ ꯈꯨꯗꯤꯡꯃꯛꯀꯤꯗꯃꯛ ꯁꯦꯂꯔꯤꯒꯤ ꯅꯨꯃꯤꯠ ꯀꯌꯥ ꯀꯥꯠꯊꯣꯛꯀꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯏꯕꯤꯌꯨ꯫ ꯃꯇꯝ ꯌꯥꯝꯅꯥ 1

ꯈꯟꯅꯩ꯫

4. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Enable Auto Punch-Out (ꯑꯣꯇꯣ

ꯄꯟꯆ-ꯑꯥꯎꯠ ꯑꯣꯟ ꯇꯧꯕ)

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯄꯟꯆ-ꯑꯥꯎꯠ ꯇꯧꯕ ꯀꯥꯎꯔꯕꯗꯤ ꯅꯨꯃꯤꯗꯥꯡ 11:59 PM ꯗꯥ

ꯃꯁꯥꯃꯛꯅꯥ ꯄꯟꯆ-ꯑꯥꯎꯠ ꯇꯧꯏ꯫

Enable Overtime Tracking

(ꯑꯣꯚꯔꯇꯥꯏꯝ ꯇ꯭ ꯔꯦꯀꯤꯡ ꯑꯣꯟ ꯇꯧꯕ)

ꯁꯤꯐꯠꯀꯤ ꯃꯊꯛꯇꯥ  ꯊꯕꯛ ꯇꯧꯔꯕꯥ ꯄꯨꯡꯁꯤꯡ ꯔꯦꯀꯣꯔꯗ ꯇꯧꯏ, ꯃꯗꯨꯅꯥ ꯄꯦꯔꯣꯂꯅꯥ

ꯃꯗꯨꯒꯤ ꯁꯦꯜ ꯄꯤꯕ ꯌꯥꯏ꯫ ꯑꯣꯚꯔꯇꯥꯏꯝ ꯀꯔꯝꯅꯥ ꯄꯤꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯁꯤꯐꯠ,

ꯔꯣꯁ꯭ ꯇꯔ ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ ꯗꯥ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

Enable Live Attendance

Notifications (ꯂꯥꯏꯚ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

ꯅꯣꯇꯤꯐꯤꯀꯦꯁꯟ ꯑꯣꯟ ꯇꯧꯕ)

Admin ꯑꯃꯁꯨꯡ HR ꯗꯦꯁꯕꯣꯔꯗꯁꯤꯡꯗꯥ ꯄꯟꯆ-ꯏꯟ ꯑꯃꯁꯨꯡ ꯄꯟꯆ-ꯑꯥꯎꯠ

ꯈꯨꯗꯤꯡꯃꯛ ꯈꯣꯟꯖꯦꯜ ꯂꯩꯕ ꯄꯣꯞ-ꯑꯞ ꯑꯃ ꯑꯣꯏꯅꯥ ꯎꯠꯂꯤ꯫

Start Journey on Punch-In (ꯄꯟꯆ-

ꯏꯟ ꯇꯧꯕꯗꯥ ꯖꯔꯅꯤ ꯍꯧꯕ)

Journey Tracker ꯑꯦꯗ-ꯑꯣꯅꯒꯤꯗꯃꯛ ꯈꯛꯇꯅꯤ꯫ Journey Tracker

ꯌꯦꯡꯕꯤꯌꯨ꯫

Absent Day Deduction Penalty

(ꯂꯥꯛꯇꯕ ꯅꯨꯃꯤꯠꯀꯤ ꯀꯥꯠꯊꯣꯛꯄꯒꯤ ꯆꯩꯔꯥ ꯛ)

ꯃꯔꯝ ꯌꯥꯎꯗꯅꯥ ꯂꯥꯛꯇꯕ ꯈꯨꯗꯤꯡꯃꯛꯀꯤꯗꯃꯛ ꯀꯥꯠꯊꯣꯛꯀꯗꯕ ꯁꯦꯂꯔꯤꯒꯤ

ꯅꯨꯃꯤꯠ, 0 ꯗꯒꯤ 30 ꯐꯥꯑꯣꯕꯥ꯫

ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ

ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡꯅꯥ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯊꯕꯛ ꯇꯧꯕ ꯃꯐꯝꯗꯥ ꯂꯩꯇ꯭ ꯔꯕꯗꯤ ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯥ  ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕꯗꯒꯤ

ꯊꯤꯡꯏ꯫

1. ꯇꯦꯕ ꯑꯗꯨꯃꯛꯇꯗꯥ, Geo-Fencing Parameters (ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡꯒꯤ ꯄꯦꯔꯥ ꯃꯤꯇꯔꯁꯤꯡ) ꯐꯥꯑꯣꯕꯥ

ꯁ꯭ ꯛꯔꯣꯜ ꯇꯧꯕꯤꯌꯨ꯫

2. Enable Geo-Fencing (ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯕ) ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫

3. ꯃꯁꯤ ꯀꯔꯝꯅꯥ ꯆꯠꯀꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯈꯟꯕꯤꯌꯨ:

Branch-wise Rule (ꯕ꯭ ꯔꯥ ꯟꯆ ꯃꯈꯜ ꯃꯈꯜꯒꯤ ꯅꯤꯌꯝ): ꯕ꯭ ꯔꯥ ꯟꯆ ꯈꯨꯗꯤꯡꯃꯛꯅꯥ ꯃꯁꯥꯒꯤ ꯂꯣꯀꯦꯁꯟ

ꯑꯃꯁꯨꯡ ꯔꯦꯗꯤꯌꯁ ꯁꯤꯖꯤꯟꯅꯩ꯫ Apply to Branches (ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡꯗꯥ ꯆꯠꯍꯅꯕ) ꯗꯥ ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ

ꯈꯟꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ ꯃꯐꯝ ꯑꯃꯗꯒꯤ ꯍꯦꯟꯅꯥ ꯂꯩꯔꯕꯗꯤ ꯃꯁꯤ ꯈ꯭ ꯕꯥꯏꯗꯒꯤ ꯐꯕ ꯈꯟꯕꯅꯤ꯫

Apply All Employees (ꯊꯕꯛꯁꯨꯕ ꯄꯨꯝꯅꯃꯛꯇꯥ  ꯆꯠꯍꯅꯕ): ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯀꯤꯗꯃꯛ ꯂꯣꯀꯦꯁꯟ

ꯑꯃꯈꯛꯇꯅꯤ꯫ Geo Fence Radius (Metres) (ꯖꯤꯑꯣ-ꯐꯦꯟꯁ ꯔꯦꯗꯤꯌꯁ (ꯃꯤꯇꯔ)) ꯏꯕꯤꯌꯨ

ꯑꯃꯁꯨꯡ ꯃꯐꯝ ꯑꯗꯨ ꯈꯟꯅꯕꯥ Set Map Location Coordinates (ꯃꯦꯄꯀꯤ ꯂꯣꯀꯦꯁꯟ

ꯀꯣꯑꯣꯔꯗꯤꯅꯦꯠ ꯁꯦꯠ ꯇꯧꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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4. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: Branch-wise Rule ꯒꯤꯗꯃꯛ, ꯑꯍꯥꯅꯕꯗꯥ Organization → Branch (ꯕ꯭ ꯔꯥ ꯟꯆ) ꯃꯈꯥꯗꯥ

ꯕ꯭ ꯔꯥ ꯟꯆ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯄꯤꯟ ꯑꯃꯁꯨꯡ ꯔꯦꯗꯤꯌꯁ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠ ꯇꯧꯕ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯅꯍꯥꯛꯅꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤꯗꯃꯛ ꯃꯍꯥꯛꯀꯤ ꯄ꯭ ꯔꯣꯐꯥꯏꯂꯗꯥ, Attendance & devices (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

ꯑꯃꯁꯨꯡ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ) ꯈꯣꯡꯊꯥꯡꯗꯥ ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ ꯑꯣꯐ ꯇꯧꯕꯁꯨ ꯌꯥꯏ꯫

ꯅꯍꯥꯛꯀꯤ WhatsApp ꯁꯝꯃꯔꯤꯁꯤꯡ ꯈꯟꯕꯤꯌꯨ

Notifications (ꯅꯣꯇꯤꯐꯤꯀꯦꯁꯅꯁꯤꯡ) ꯇꯦꯕꯅꯥ ꯅꯍꯥꯀꯄꯨ WhatsApp ꯗꯥ Daily Attendance Summary

(ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁꯝꯃꯔꯤ), Monthly Attendance Summary (ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁꯝꯃꯔꯤ) ꯑꯃꯁꯨꯡ Device Health Alerts (ꯗꯤꯚꯥꯏꯁꯀꯤ ꯍꯦꯜꯊ ꯑꯦꯂꯔꯠꯁꯤꯡ) ꯑꯣꯟ ꯇꯧꯕ

ꯌꯥꯍꯜꯂꯤ꯫ WhatsApp ꯑꯃꯁꯨꯡ ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯅꯁꯤꯡ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ ꯑꯃ ꯁꯦꯝꯕꯤꯌꯨ

ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯒ꯭ ꯔꯦꯁ ꯃꯇꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯅꯨꯃꯤꯠ ꯑꯃꯅꯥ ꯀꯩꯗꯧꯗꯥ ꯍꯥꯐ-ꯗꯦ ꯅꯠꯔꯒꯥ

ꯂꯥꯛꯇꯕ ꯑꯣꯏꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯁꯦꯠ ꯇꯧꯏ꯫ ꯅꯍꯥꯛꯀꯤ ꯑꯍꯥꯅꯕ ꯄꯣꯂꯤꯁꯤ ꯑꯗꯨ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯗꯤꯐꯣꯜꯇ

staffkhata.com/guide · 24 / 125

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


ꯑꯣꯏꯒꯅꯤ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Office Time Policy (ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

2. Create First Policy (ꯑꯍꯥꯅꯕ ꯄꯣꯂꯤꯁꯤ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ (ꯅꯠꯔꯒꯥ ꯅꯍꯥꯛꯀꯤ ꯍꯥꯟꯅꯅꯥ ꯑꯃ

ꯂꯩꯔꯕꯗꯤ Add New Policy (ꯑꯅꯧꯕꯥ ꯄꯣꯂꯤꯁꯤ ꯍꯥꯞꯄꯤꯌꯨ))꯫

3. Policy Name (ꯄꯣꯂꯤꯁꯤꯒꯤ ꯃꯤꯡ) ꯑꯃ ꯏꯕꯤꯌꯨ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ "Standard Office Policy"꯫ ꯃꯁꯥꯒꯤ

ꯄꯣꯂꯤꯁꯤ ꯂꯩꯇꯕ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯄꯣꯂꯤꯁꯤ ꯑꯁꯤ ꯆꯠꯀꯗꯕ ꯑꯣꯏꯔꯕꯗꯤ Default (ꯗꯤꯐꯣꯜꯇ) ꯑꯣꯟ

ꯇꯧꯔꯒꯥ ꯊꯃꯕꯤꯌꯨ꯫

4. Grace periods & working hours (ꯒ꯭ ꯔꯦꯁ ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯊꯕꯛꯀꯤ ꯄꯨꯡꯁꯤꯡ) ꯃꯈꯥꯗꯥ, ꯃꯇꯃꯁꯤꯡ

ꯑꯗꯨ ꯄꯨꯡ ꯑꯃꯁꯨꯡ ꯃꯤꯅꯤꯠꯇꯥ  ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ:

ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Permitted Late Arrival (ꯑꯌꯥꯕ

ꯄꯤꯔꯕꯥ ꯂꯦꯠ ꯂꯥꯀꯄ)

ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯂꯦꯠ ꯃꯥꯔꯛ ꯇꯧꯗꯅꯥ ꯀꯌꯥ ꯂꯦꯠ ꯂꯥꯛꯄ ꯌꯥꯕꯒꯦ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯃꯤꯅꯤꯠ 15꯫

Permitted Early Departure

(ꯑꯌꯥꯕ ꯄꯤꯔꯕꯥ ꯊꯨꯅꯥ ꯆꯠꯄ)

ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯑꯔꯣꯏꯕꯗꯒꯤ ꯃꯃꯥꯡꯗꯥ ꯆꯠꯈꯤ ꯍꯥꯌꯅꯥ ꯃꯥꯔꯛ ꯇꯧꯗꯅꯥ ꯀꯌꯥ ꯊꯨꯅꯥ ꯆꯠꯄ

ꯌꯥꯕꯒꯦ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯃꯤꯅꯤꯠ 10꯫

Half-day threshold (ꯍꯥꯐ-ꯗꯦꯒꯤ

ꯊ꯭ ꯔꯦꯁꯣꯜꯗ)

ꯊꯕꯛꯀꯤ ꯄꯨꯡ ꯑꯁꯤꯗꯒꯤ ꯍꯟꯊꯔꯕꯗꯤ, ꯅꯨꯃꯤꯠ ꯑꯗꯨ ꯍꯥꯐ-ꯗꯦ ꯑꯣꯏꯒꯅꯤ (ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ

ꯄꯨꯡ 7)꯫

Absent threshold (ꯂꯥꯛꯇꯕꯒꯤ

ꯊ꯭ ꯔꯦꯁꯣꯜꯗ)

ꯊꯕꯛꯀꯤ ꯄꯨꯡ ꯑꯁꯤꯗꯒꯤ ꯍꯟꯊꯔꯕꯗꯤ, ꯅꯨꯃꯤꯠ ꯑꯗꯨ ꯂꯥꯛꯇꯕ ꯍꯥꯌꯅꯥ ꯃꯥꯔꯛ ꯇꯧꯒꯅꯤ

(ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯄꯨꯡ 4)꯫ ꯃꯁꯤ ꯍꯥꯐ-ꯗꯦꯒꯤ ꯊ꯭ ꯔꯦꯁꯣꯜꯗꯇꯒꯤ ꯍꯟꯊꯅꯥ ꯊꯝꯕꯤꯌꯨ꯫

ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯂꯦꯠ ꯀꯥꯠꯊꯣꯛꯄꯁꯤꯡ

ꯍꯟꯖꯤꯟ ꯍꯟꯖꯤꯟ ꯂꯦꯠ ꯂꯥꯀꯄꯥ ꯑꯗꯨ ꯀꯥꯠꯊꯣꯛꯄ ꯑꯃꯗꯥ ꯑꯣꯟꯅꯕꯥ ꯃꯁꯤ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

1. Monthly late deductions (ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯂꯦꯠ ꯀꯥꯠꯊꯣꯛꯄꯁꯤꯡ) ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫

2. Deduction source (ꯀꯥꯠꯊꯣꯛꯄꯒꯤ ꯍꯧꯔꯀꯐꯝ) ꯈꯟꯕꯤꯌꯨ: Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ)

(ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯨꯃꯤꯠꯁꯤꯡ ꯀꯥꯠꯊꯣꯀꯏ) ꯅꯠꯔꯒꯥ Leave Balance (CL) (ꯆꯨꯠꯇꯤꯒꯤ ꯕꯦꯂꯦꯟꯁ (CL))

(ꯀꯦꯖꯨꯑꯦꯜ ꯆꯨꯠꯇꯤ ꯀꯥꯠꯊꯣꯀꯏ)꯫
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3. Monthly late count (ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯂꯦꯠ ꯃꯁꯤꯡ) ꯑꯃꯁꯨꯡ Cut Days (ꯀꯥꯠꯊꯣꯛꯀꯗꯕ ꯅꯨꯃꯤꯠ) ꯁꯦꯠ

ꯇꯧꯕꯤꯌꯨ꯫ ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ, 3 ꯑꯃꯁꯨꯡ 1 ꯍꯥꯌꯕꯁꯤ ꯊꯥ ꯑꯃꯗꯥ ꯂꯦꯠ ꯂꯥꯀꯄꯥ 3 ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯅꯨꯃꯤꯠ ꯑꯃ

ꯀꯥꯠꯊꯣꯛꯀꯅꯤ꯫

ꯌꯥꯝꯅꯥ ꯂꯦꯠ ꯂꯥꯀꯄꯥ ꯑꯃꯁꯨꯡ ꯊꯨꯅꯥ ꯆꯠꯄꯒꯤ ꯅꯤꯌꯃꯁꯤꯡ

Late arrival rules (ꯂꯦꯠ ꯂꯥꯀꯄꯒꯤ ꯅꯤꯌꯃꯁꯤꯡ) ꯃꯈꯥꯗꯥ, Add rule (ꯅꯤꯌꯝ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ,

Duration (ꯃꯇꯃꯒꯤ ꯁꯥꯡꯕ) ꯑꯃ ꯏꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ Cut Days (ꯀꯥꯠꯊꯣꯛꯀꯗꯕ ꯅꯨꯃꯤꯠ) ꯈꯟꯕꯤꯌꯨ꯫ ꯈꯨꯗꯝ

ꯑꯣꯏꯅꯥ, ꯄꯨꯡ 1 ꯗꯒꯤ ꯍꯦꯟꯅꯥ ꯂꯦꯠ ꯑꯣꯔꯕꯗꯤ 0.5 (Half Day) (0.5 (ꯍꯥꯐ-ꯗꯦ)) ꯀꯥꯠꯊꯣꯀꯏ꯫ ꯅꯍꯥꯛꯅꯥ ꯅꯤꯌꯝ 4

ꯐꯥꯑꯣꯕꯥ ꯍꯥꯞꯄ ꯌꯥꯏ꯫ Early departure rules (ꯊꯨꯅꯥ ꯆꯠꯄꯒꯤ ꯅꯤꯌꯃꯁꯤꯡ) ꯑꯁꯤ ꯊꯨꯅꯥ ꯆꯠꯂꯤꯕ

ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤꯗꯃꯛ ꯃꯑꯣꯡ ꯑꯗꯨꯃꯛꯇꯗꯥ ꯊꯕꯛ ꯇꯧꯏ꯫ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯁꯤ ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯆꯨꯠꯇꯤꯒꯤ

ꯅꯨꯃꯤꯠꯁꯤꯡꯗꯁꯨ ꯆꯠꯀꯗꯕ ꯑꯣꯏꯔꯕꯗꯤ Apply on weekly offs (ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐꯇꯥ  ꯆꯠꯍꯅꯕ) ꯑꯣꯟ

ꯇꯧꯕꯤꯌꯨ꯫

5. Create Policy (ꯄꯣꯂꯤꯁꯤ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯄꯣꯂꯤꯁꯤ ꯑꯗꯨ ꯃꯁꯥꯒꯤ ꯂꯦꯠ, ꯊꯨꯅꯥ ꯆꯠꯄ, ꯍꯥꯐ-ꯗꯦ ꯑꯃꯁꯨꯡ ꯂꯥꯛꯇꯕꯒꯤ ꯃꯇꯃꯁꯤꯡꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯂꯤꯁ꯭ ꯇꯇꯥ  ꯎꯠꯂꯤ꯫

ꯀꯔꯤ ꯄꯣꯂꯤꯁꯤ ꯗꯤꯐꯣꯜꯇ ꯑꯣꯏꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯍꯣꯡꯗꯣꯛꯅꯕꯥ, ꯄꯣꯂꯤꯁꯤ ꯑꯃꯒꯤ ꯔꯣꯒꯤ ꯃꯦꯅꯨ (⋯) ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ

Make Default (ꯗꯤꯐꯣꯜꯇ ꯑꯣꯏꯍꯅꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯄꯥꯎꯇꯥꯛ: ꯐꯦꯛꯇꯔꯤ ꯐ꯭ ꯂꯣꯔꯒꯨꯝꯕ ꯁ꯭ ꯇꯥꯐ ꯈꯔꯒꯤꯗꯃꯛ ꯇꯣꯉꯥꯟꯕ ꯃꯇꯃꯁꯤꯡ ꯃꯊꯧ ꯇꯥꯔꯕꯔꯥ ? ꯑꯅꯤꯁꯨꯕ ꯄꯣꯂꯤꯁꯤ

ꯑꯃ ꯁꯦꯝꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌ ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯑꯗꯨ ꯍꯥꯞꯄ ꯅꯠꯔꯒꯥ ꯁꯦꯝꯗꯣꯀꯄ ꯃꯇꯃꯗꯥ Office Time

Policy ꯐꯤꯜꯗꯇꯥ  ꯃꯗꯨ ꯈꯟꯕꯤꯌꯨ꯫

ꯃꯊꯪꯗꯥ, ꯅꯍꯥꯛꯀꯤ ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯍꯥꯞꯄꯤꯌꯨ꯫
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05

ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯍꯥꯞꯄ ꯑꯃꯁꯨꯡ ꯌꯦꯡꯁꯤꯟꯕ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯍꯥꯞꯅꯕꯥ ꯂꯝꯕꯤ ꯑꯍꯨꯝ ꯂꯩ: Add Employee (ꯊꯕꯛꯁꯨꯕ ꯍꯥꯞꯄꯤꯌꯨ) ꯐꯣꯔꯃꯗꯒꯤ ꯑꯃ ꯑꯃꯃꯛ,

Excel ꯐꯥꯏꯜ ꯑꯃꯗꯒꯤ ꯀꯌꯥ ꯑꯃ ꯄꯨꯟꯅꯥ, ꯅꯠꯔꯒꯥ ꯃꯈꯣꯌ ꯃꯁꯥꯅꯥ ꯃꯔꯣꯜ ꯏꯅꯕꯥ ꯏꯅꯚꯥꯏꯠ ꯊꯥꯗꯨꯅꯥ꯫

ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯤꯁ꯭ ꯠ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ

Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Employee List (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

Employee Directory (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯗꯥꯏꯔꯦꯛꯇꯔꯤ) ꯅꯥ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛ ꯃꯈꯣꯌꯒꯤ ꯀꯣꯗ, ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ,

ꯀꯟꯇꯦꯛꯇꯀꯤ ꯃꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯐꯤꯚꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯎꯠꯂꯤ꯫ ꯑꯇꯣꯞꯄ ꯂꯝꯕꯤ ꯑꯅꯤꯒꯤꯗꯃꯛ Add Employee

(ꯊꯕꯛꯁꯨꯕ ꯍꯥꯞꯄꯤꯌꯨ), ꯅꯠꯔꯒꯥ ꯃꯗꯨꯒꯤ ꯃꯅꯥꯛꯇꯥ  ꯂꯩꯕ ꯑꯦꯔꯣ (More ways to add (ꯍꯥꯞꯅꯕꯥ ꯑꯇꯣꯞꯄ

ꯂꯝꯕꯤꯁꯤꯡ)) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯊꯕꯛꯁꯨꯕ ꯑꯃ ꯍꯥꯞꯄꯤꯌꯨ

Add employee (ꯊꯕꯛꯁꯨꯕ ꯍꯥꯞꯄꯤꯌꯨ) ꯐꯣꯔꯃꯗꯥ ꯈꯣꯡꯊꯥꯡ ꯃꯔꯤ ꯂꯩ꯫ ꯊꯋꯥꯟꯃꯩꯆꯥꯛ ꯂꯩꯕ ꯐꯤꯜꯗꯁꯤꯡ ꯑꯁꯤ ꯃꯊꯧ

ꯇꯥꯏ; ꯑꯇꯣꯞꯄꯁꯤꯡ ꯑꯗꯨ ꯃꯇꯨꯡꯗꯥ ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕ ꯌꯥꯏ꯫

ꯈꯣꯡꯊꯥꯡ 1: Personal Info (ꯃꯁꯥꯒꯤ ꯃꯔꯣꯜ)

1. First Name (ꯑꯍꯥꯅꯕ ꯃꯤꯡ), Last Name (ꯑꯔꯣꯏꯕ ꯃꯤꯡ) ꯑꯃꯁꯨꯡ Work Email (ꯊꯕꯛꯀꯤ ꯏꯃꯦꯜ)

ꯏꯕꯤꯌꯨ꯫

2. ꯂꯩꯕꯥꯛꯀꯤ ꯀꯣꯗꯒꯥ ꯂꯣꯌꯅꯅꯥ Contact Number (ꯀꯟꯇꯦꯛꯇ ꯅꯝꯕꯔ) ꯏꯕꯤꯌꯨ꯫ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ ꯍꯥꯞꯂꯕꯥ

ꯃꯇꯨꯡꯗꯥ ꯃꯁꯤ ꯍꯣꯡꯗꯣꯛꯄ ꯌꯥꯔꯣꯏ꯫

3. ꯑꯍꯥꯅꯕ Password (ꯄꯥꯁꯋꯥꯔꯗ) ꯑꯃ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯅꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯃꯁꯤ

ꯍꯣꯡꯗꯣꯛꯄ ꯌꯥꯏ꯫

4. Gender (ꯖꯦꯟꯗꯔ) ꯈꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Next (ꯃꯊꯪꯒꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯈꯣꯡꯊꯥꯡ 2: Employment (ꯊꯕꯛ)

1. ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯐꯣꯔꯃꯦꯠꯇꯒꯤ ꯀꯣꯗ ꯑꯃ ꯁꯦꯝꯅꯕꯥ Employee Code / ID (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯀꯣꯗ

/ ꯑꯥꯏꯗꯤ) ꯑꯍꯥꯡꯕ ꯊꯃꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤ ꯁꯦꯠ ꯇꯧꯕ ꯌꯦꯡꯕꯤꯌꯨ꯫
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2. Joining Date (ꯌꯥꯎꯔꯛꯄꯒꯤ ꯇꯥꯡ) ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Branch (ꯕ꯭ ꯔꯥ ꯟꯆ),

Department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ) ꯑꯃꯁꯨꯡ Designation (ꯗꯤꯖꯤꯒ꯭ ꯅꯦꯁꯟ) ꯈꯟꯕꯤꯌꯨ꯫

3. System Role (ꯁꯤꯁ꯭ ꯇꯦꯃꯒꯤ ꯔꯣꯜ) ꯈꯟꯕꯤꯌꯨ꯫ ꯁ꯭ ꯇꯥꯐ ꯌꯥꯝꯅꯥ ꯀꯌꯥ Employee (ꯊꯕꯛꯁꯨꯕ) ꯑꯣꯏꯏ;

ꯃꯈꯣꯌꯅꯥ ꯃꯈꯣꯌ ꯃꯁꯥꯒꯤ ꯗꯦꯇꯥ  ꯈꯛꯇꯃꯛ ꯎꯏ꯫

4. ꯅꯍꯥꯛꯅꯥ ꯑꯇꯣꯞꯄ ꯑꯃ ꯈꯟꯗ꯭ ꯔꯕꯗꯤ Office Time Policy (ꯑꯣꯐꯤꯁ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ) ꯅꯥ ꯅꯍꯥꯛꯀꯤ

ꯗꯤꯐꯣꯜꯇ ꯄꯣꯂꯤꯁꯤ ꯁꯤꯖꯤꯟꯅꯩ꯫

5. Reporting Manager (ꯔꯤꯄꯣꯔꯠ ꯇꯧꯒꯗꯕ ꯃꯦꯅꯦꯖꯔ), EPF number (EPF ꯅꯝꯕꯔ) ꯑꯃꯁꯨꯡ ESI

number (ESI ꯅꯝꯕꯔ) ꯑꯁꯤ ꯃꯊꯧ ꯇꯥꯗꯦ꯫ Next (ꯃꯊꯪꯒꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯈꯣꯡꯊꯥꯡ 3: Bank & education (ꯕꯦꯉ꯭ ꯛ ꯑꯃꯁꯨꯡ ꯃꯍꯩ ꯇꯝꯕ)

ꯕꯦꯉ꯭ ꯛꯀꯤ ꯃꯔꯣꯂꯁꯤꯡ ꯑꯁꯤ ꯁꯦꯂꯔꯤ ꯄꯤꯅꯕꯥ ꯁꯤꯖꯤꯟꯅꯩ꯫ ꯁꯦꯛꯁꯟ ꯑꯅꯤꯃꯛ ꯃꯊꯧ ꯇꯥꯗꯦ꯫ Next (ꯃꯊꯪꯒꯤ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯈꯣꯡꯊꯥꯡ 4: Attendance & devices (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯃꯁꯨꯡ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ)

ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Disable Attendance Tracking (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

ꯇ꯭ ꯔꯦꯀꯤꯡ ꯑꯣꯐ ꯇꯧꯕ)

ꯊꯕꯛꯁꯨꯕ ꯑꯁꯤꯕꯨ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯃꯁꯨꯡ ꯔꯤꯄꯣꯔꯠꯁꯤꯡꯗꯒꯤ

ꯊꯥꯗꯣꯀꯏ꯫
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ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Enforce geo-fencing (ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ ꯆꯠꯍꯅꯕ) ꯃꯈꯣꯌꯒꯤ ꯕ꯭ ꯔꯥ ꯟꯆꯀꯤ ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯀꯤ ꯃꯅꯨꯡꯗꯥ ꯇꯧꯕ

ꯄꯟꯆꯁꯤꯡ ꯈꯛꯇꯃꯛ ꯂꯧꯏ꯫

Require Attendance Approval (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

ꯑꯌꯥꯕ ꯃꯊꯧ ꯇꯥꯕ)

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯗꯨ ꯄꯦꯔꯣꯂꯗꯥ ꯌꯧꯗ꯭ ꯔꯤꯉꯩꯗꯥ ꯃꯦꯅꯦꯖꯔ ꯑꯃꯅꯥ

ꯑꯌꯥꯕ ꯄꯤꯏ꯫

Devices (ꯗꯤꯚꯥꯏꯁꯁꯤꯡ) ꯊꯕꯛꯁꯨꯕ ꯑꯁꯤꯅꯥ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ ꯌꯥꯕ ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ

ꯗꯤꯚꯥꯏꯁꯁꯤꯡ꯫

Add employee (ꯊꯕꯛꯁꯨꯕ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯑꯅꯧꯕꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ ꯃꯁꯥꯒꯤ ꯀꯣꯗꯒꯥ ꯂꯣꯌꯅꯅꯥ

ꯂꯤꯁ꯭ ꯇꯇꯥ  ꯎꯠꯀꯅꯤ꯫

Excel ꯗꯒꯤ ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕꯤꯌꯨ

1. Add Employee (ꯊꯕꯛꯁꯨꯕ ꯍꯥꯞꯄꯤꯌꯨ) ꯒꯤ ꯃꯅꯥꯛꯇꯥ  ꯂꯩꯕ ꯑꯦꯔꯣꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ Import

from Excel (Excel ꯗꯒꯤ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕ) ꯈꯟꯕꯤꯌꯨ꯫

2. Get the template (ꯇꯦꯝꯄ꯭ ꯂꯦꯠ ꯂꯧꯕꯤꯌꯨ) ꯃꯈꯥꯗꯥ, Excel template (Excel ꯇꯦꯝꯄ꯭ ꯂꯦꯠ) (ꯅꯠꯔꯒꯥ

CSV template (CSV ꯇꯦꯝꯄ꯭ ꯂꯦꯠ)) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯁꯤꯗꯥ ꯀꯂꯝ ꯈꯨꯗꯤꯡꯃꯛ ꯑꯃꯁꯨꯡ ꯈꯨꯗꯝ ꯔꯣ

ꯑꯍꯨꯝ ꯂꯩ꯫
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3. ꯈꯨꯗꯃꯁꯤꯡ ꯑꯗꯨ ꯅꯍꯥꯛꯀꯤ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ, ꯔꯣ ꯑꯃꯗꯥ ꯃꯤ ꯑꯃ꯫ ꯍꯦꯗꯔ ꯔꯣ ꯑꯗꯨ

ꯊꯃꯕꯤꯌꯨ꯫

4. Upload your file (ꯅꯍꯥꯛꯀꯤ ꯐꯥꯏꯜ ꯑꯄꯂꯣꯗ ꯇꯧꯕꯤꯌꯨ) ꯃꯈꯥꯗꯥ, ꯐꯥꯏꯜ ꯑꯗꯨ ꯊꯥꯗꯣꯀꯄꯤꯌꯨ ꯅꯠꯔꯒꯥ

browse (ꯊꯤꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Excel ꯅꯠꯔꯒꯥ CSV, 2 MB ꯐꯥꯑꯣꯕꯥ꯫

5. Import employees (ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯊꯕꯛꯁꯨꯕꯒꯤ ꯀꯣꯗ ꯌꯥꯑꯣꯗꯕ ꯔꯣꯁꯤꯡꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯀꯣꯗꯀꯤ ꯐꯣꯔꯃꯦꯠꯇꯒꯤ ꯀꯣꯗ ꯑꯃ ꯐꯪꯒꯅꯤ꯫ ꯔꯣ ꯈꯔꯥ  ꯐꯦꯜ

ꯇꯧꯔꯕꯗꯤ, Staff Khata ꯅꯥ ꯃꯈꯣꯌꯁꯤꯡ Rows that need fixing (ꯁꯦꯝꯗꯣꯛꯀꯗꯕ ꯔꯣꯁꯤꯡ) ꯃꯈꯥꯗꯥ ꯂꯤꯁ꯭ ꯠ

ꯇꯧꯏ꯫ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯔꯕꯥ ꯐꯥꯏꯂꯗꯥ ꯃꯈꯣꯌꯁꯤꯡ ꯁꯦꯝꯗꯣꯀꯄꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯐꯥꯏꯜ ꯑꯗꯨ ꯑꯃꯨꯛ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕꯤꯌꯨ꯫

ꯄꯥꯎꯇꯥꯛ: ꯇꯦꯝꯄ꯭ ꯂꯦꯠ ꯑꯗꯨꯗꯥ ꯄꯥꯁꯋꯥꯔꯗꯀꯤ ꯀꯂꯝ ꯂꯩꯇꯦ꯫ ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯑꯍꯥꯅꯕ ꯄꯥꯁꯋꯥꯔꯗ ꯁꯦꯠ

ꯇꯧꯅꯕꯥ password ꯃꯤꯡꯊꯣꯜꯂꯕꯥ ꯀꯂꯝ ꯑꯃ ꯍꯥꯞꯄꯤꯌꯨ꯫ ꯃꯁꯤ ꯂꯩꯇ꯭ ꯔꯕꯗꯤ, ꯁ꯭ ꯇꯦꯟꯗꯔꯗ ꯗꯤꯐꯣꯜꯇ ꯄꯥꯁꯋꯥꯔꯗ

ꯑꯃ ꯁꯦꯠ ꯇꯧꯒꯅꯤ, ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯗꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯃꯗꯨ ꯍꯣꯡꯗꯣꯛꯅꯕꯥ ꯍꯥꯌꯕꯤꯌꯨ꯫

ꯃꯈꯣꯌ ꯃꯁꯥꯒꯤ ꯃꯔꯣꯜ ꯏꯅꯕꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯀꯧꯕꯤꯌꯨ

ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯅꯥ ꯃꯁꯥꯒꯤ ꯄꯣꯛꯄꯒꯤ ꯇꯥꯡ, ꯑꯦꯗ꯭ ꯔꯦꯁ, ꯑꯋꯥꯕꯥ ꯃꯇꯃꯒꯤ ꯀꯟꯇꯦꯛꯇ ꯑꯃꯁꯨꯡ ꯕꯦꯉ꯭ ꯛꯀꯤ

ꯃꯔꯣꯂꯁꯤꯡ ꯍꯥꯞꯀꯅꯤ꯫

1. Add Employee (ꯊꯕꯛꯁꯨꯕ ꯍꯥꯞꯄꯤꯌꯨ) ꯒꯤ ꯃꯅꯥꯛꯇꯥ  ꯂꯩꯕ ꯑꯦꯔꯣꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ Invite

Employee (ꯊꯕꯛꯁꯨꯕ ꯀꯧꯕ) ꯈꯟꯕꯤꯌꯨ꯫

2. First Name (ꯑꯍꯥꯅꯕ ꯃꯤꯡ), Last Name (ꯑꯔꯣꯏꯕ ꯃꯤꯡ), Email (ꯏꯃꯦꯜ) ꯑꯃꯁꯨꯡ Phone

Number (ꯐꯣꯟ ꯅꯝꯕꯔ) ꯃꯄꯨꯡ ꯐꯥꯅꯥ ꯏꯕꯤꯌꯨ꯫

3. Department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ), Designation (ꯗꯤꯖꯤꯒ꯭ ꯅꯦꯁꯟ), Role (ꯔꯣꯜ), Branch (ꯕ꯭ ꯔꯥ ꯟꯆ)

ꯑꯃꯁꯨꯡ Joining Date (ꯌꯥꯎꯔꯛꯄꯒꯤ ꯇꯥꯡ) ꯈꯟꯕꯤꯌꯨ꯫ Reporting Manager (ꯔꯤꯄꯣꯔꯠ ꯇꯧꯒꯗꯕ

ꯃꯦꯅꯦꯖꯔ) ꯑꯁꯤ ꯃꯊꯧ ꯇꯥꯗꯦ꯫

4. Send Invite (ꯏꯅꯚꯥꯏꯠ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯅꯥ ꯏꯃꯦꯜ ꯑꯃꯁꯨꯡ WhatsApp ꯗꯥ ꯂꯤꯉ꯭ ꯛ ꯑꯃ ꯐꯪꯒꯅꯤ꯫ ꯃꯈꯣꯌꯅꯥ ꯃꯗꯨ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ, ꯑꯃꯨꯛ

ꯈꯛꯇꯒꯤ ꯀꯣꯗꯅꯥ ꯃꯁꯥꯕꯨ ꯚꯦꯔꯤꯐꯥꯏ ꯇꯧꯏ, ꯃꯈꯣꯌꯒꯤ ꯃꯔꯣꯂꯁꯤꯡ ꯏꯏ, ꯄꯥꯁꯋꯥꯔꯗ ꯁꯦꯠ ꯇꯧꯏ ꯑꯃꯁꯨꯡ

Complete onboarding (ꯑꯣꯟꯕꯣꯔꯗꯤꯡ ꯂꯣꯏꯁꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯏ꯫ ꯂꯤꯉ꯭ ꯛ ꯑꯗꯨ ꯅꯨꯃꯤꯠ 7 ꯊꯕꯛ

ꯇꯧꯏ꯫

ꯊꯕꯛꯁꯨꯕ ꯑꯃ ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤ ꯔꯣꯒꯤ ꯃꯦꯅꯨ (⋯) ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ ꯃꯈꯥꯗꯥ ꯄꯤꯔꯤꯕꯁꯤꯡ ꯇꯧꯕꯤꯌꯨ:

Edit Employee (ꯊꯕꯛꯁꯨꯕ ꯁꯦꯝꯗꯣꯛꯄ): ꯃꯈꯣꯌꯒꯤ ꯃꯔꯣꯂꯁꯤꯡ ꯍꯣꯡꯗꯣꯀꯄ꯫

Assign / View Salary (ꯁꯦꯂꯔꯤ ꯄꯤꯕ / ꯌꯦꯡꯕ): ꯃꯈꯣꯌꯒꯤ ꯁꯦꯂꯔꯤꯒꯤ ꯁ꯭ ꯠꯔꯀꯆꯔ ꯁꯦꯠ ꯇꯧꯕ꯫

ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯁꯦꯂꯔꯤꯁꯤꯡ ꯌꯦꯡꯕꯤꯌꯨ꯫

Biometric enrollment (ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯑꯦꯟꯔꯣꯂꯃꯦꯟꯇ): Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁ

ꯑꯃꯗꯥ ꯃꯈꯣꯌꯒꯤ ꯐꯤꯡꯒꯔꯞꯔꯤꯟꯇ ꯅꯠꯔꯒꯥ ꯀꯥꯔꯗ ꯑꯦꯟꯔꯣꯜ ꯇꯧꯕ꯫ ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ

ꯌꯦꯡꯕꯤꯌꯨ꯫

Update Password (ꯄꯥꯁꯋꯥꯔꯗ ꯑꯅꯧꯕꯥ ꯁꯦꯃꯕ): ꯃꯈꯣꯌꯒꯤꯗꯃꯛ ꯑꯅꯧꯕꯥ ꯄꯥꯁꯋꯥꯔꯗ ꯑꯃ ꯁꯦꯠ ꯇꯧꯕ꯫

Disable Mobile Punch (ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯐ ꯇꯧꯕ) / Enable Mobile Punch (ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ

ꯑꯣꯟ ꯇꯧꯕ): ꯃꯈꯣꯌꯅꯥ ꯁꯦꯜꯐꯤ ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌꯒꯤ ꯂꯣꯀꯦꯁꯅꯒꯥ ꯂꯣꯌꯅꯅꯥ Staff Khata ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯒꯤ

ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ ꯌꯥꯕꯔꯥ  ꯍꯥꯌꯕꯗꯨ ꯀꯟꯠꯔꯣꯜ ꯇꯧꯕ꯫ ꯑꯅꯧꯕꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤꯗꯃꯛ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯟ
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ꯑꯣꯏꯔꯤ; ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯇꯥ  ꯈꯛꯇꯃꯛ ꯄꯟꯆ ꯇꯧꯒꯗꯕ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤꯗꯃꯛ ꯃꯁꯤ ꯑꯣꯐ

ꯇꯧꯕꯤꯌꯨ꯫

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯕꯨ ꯏꯅꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯍꯟꯅꯕꯥ ꯂꯤꯁ꯭ ꯇꯇꯥ  ꯂꯩꯕ Status (ꯐꯤꯚꯝ) ꯁꯨꯏꯆ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯏꯅꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯕ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯕ ꯌꯥꯔꯣꯏ ꯑꯃꯁꯨꯡ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯇꯒꯤ ꯂꯣꯠꯊꯣꯀꯏ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯃꯁꯨꯡ ꯃꯁꯥꯅꯥ ꯑꯣꯟꯕꯣꯔꯗꯤꯡ ꯇꯧꯕ ꯌꯥꯑꯣꯅꯥ, ꯋꯦꯕ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯥ

ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯅꯒꯤꯗꯃꯛ ꯍꯦꯟꯅꯥ ꯋꯥꯡꯕ ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯕ ꯌꯥꯏ꯫ ꯑꯅꯧꯕꯥ ꯀꯝꯄꯦꯅꯤ ꯈꯨꯗꯤꯡꯃꯛꯅꯥ ꯄꯨꯝꯅꯃꯛ

ꯍꯥꯡꯗꯣꯛꯂꯕꯥ ꯅꯨꯃꯤꯠ 15 ꯒꯤ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯑꯃ ꯐꯪꯏ꯫ ꯍꯧꯖꯤꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ

ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯃꯊꯪꯗꯥ, ꯁꯤꯐꯠ, ꯔꯣꯁ꯭ ꯇꯔ ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫
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06

ꯁꯤꯐꯠ, ꯔꯣꯁ꯭ ꯇꯔ ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯁꯤꯐꯠ ꯑꯃꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤ ꯊꯕꯛꯀꯤ ꯄꯨꯡ, ꯒ꯭ ꯔꯦꯁ ꯇꯥꯏꯝ ꯑꯃꯁꯨꯡ ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐꯁꯤꯡ

ꯁꯦꯠ ꯇꯧꯏ꯫ ꯔꯣꯁ꯭ ꯇꯔꯅꯥ ꯀꯅꯥꯅꯥ ꯀꯔꯤ ꯅꯨꯃꯤꯠꯇꯥ  ꯀꯔꯤ ꯁꯤꯐꯠ ꯊꯕꯛ ꯇꯧꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯇꯥꯀꯏ, ꯑꯃꯁꯨꯡ

ꯑꯣꯚꯔꯇꯥꯏꯃꯒꯤ ꯅꯤꯌꯃꯁꯤꯡꯅꯥ ꯍꯦꯅꯒꯠꯂꯛꯂꯕꯥ ꯄꯨꯡꯁꯤꯡ ꯀꯔꯝꯅꯥ ꯄꯤꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯂꯦꯞꯄꯤ꯫

ꯁꯤꯐꯠ ꯑꯃ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ

ꯅꯍꯥꯛꯀꯤ ꯋꯔꯛꯁ꯭ ꯄꯦꯁ ꯑꯁꯤ General Shift (ꯖꯦꯅꯦꯔꯦꯜ ꯁꯤꯐꯠ) ꯑꯃꯁꯨꯡ Night Shift (ꯅꯥꯏꯠ ꯁꯤꯐꯠ)

ꯗꯒꯤ ꯍꯧꯏ꯫ ꯅꯍꯥꯛꯀꯤ ꯄꯨꯡꯁꯤꯡꯒꯥ ꯆꯥꯟꯅꯕꯥ ꯃꯈꯣꯌꯁꯤꯡ ꯁꯦꯝꯗꯣꯀꯄꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯑꯅꯧꯕꯥ ꯑꯃ ꯁꯦꯝꯅꯕꯥ Add

shift (ꯁꯤꯐꯠ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Shift Details (ꯁꯤꯐꯠꯀꯤ ꯃꯔꯣꯜ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯁꯤꯐꯠ ꯑꯃꯒꯤ ꯔꯣꯒꯤ ꯃꯦꯅꯨ (⋯) ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Edit (ꯁꯦꯝꯗꯣꯛꯄ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Shift name (ꯁꯤꯐꯠꯀꯤ ꯃꯤꯡ) ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯅꯦꯝꯕ Code (ꯀꯣꯗ) ꯑꯃ ꯍꯥꯞꯄꯤꯌꯨ (ꯈꯨꯗꯝ

ꯑꯣꯏꯅꯥ `GS`)꯫

4. Starts (ꯍꯧꯕ) ꯑꯃꯁꯨꯡ Ends (ꯂꯣꯏꯕ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯨꯃꯤꯗꯥꯡ ꯌꯨꯝꯕꯥꯜ ꯃꯇꯨꯡꯗꯥ ꯂꯣꯏꯕ ꯅꯥꯏꯠ ꯁꯤꯐꯠ

ꯑꯃꯗꯤ "ꯍꯌꯦꯡ ꯅꯨꯃꯤꯠꯇꯥ  ꯂꯣꯏ" ꯍꯥꯌꯅꯥ ꯃꯥꯔꯛ ꯇꯧꯏ꯫

5. Late punch-in allowed (ꯂꯦꯠ ꯄꯟꯆ-ꯏꯟꯒꯤ ꯑꯌꯥꯕ) ꯑꯃꯁꯨꯡ Early punch-out allowed (ꯊꯨꯅꯥ

ꯄꯟꯆ-ꯑꯥꯎꯠꯀꯤ ꯑꯌꯥꯕ) ꯃꯤꯅꯤꯠꯇꯥ  ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ, ꯃꯈꯜ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯃꯤꯅꯤꯠ 15꯫

ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐꯁꯤꯡ ꯍꯥꯞꯄꯤꯌꯨ

1. Weekly off (ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐ) ꯃꯈꯥꯗꯥ, Add off day (ꯑꯣꯐ ꯅꯨꯃꯤꯠ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

2. Day (ꯅꯨꯃꯤꯠ), Type (ꯃꯈꯜ) (Full day (ꯅꯨꯃꯤꯠ ꯃꯄꯨꯡ) ꯅꯠꯔꯒꯥ Half day (ꯍꯥꯐ-ꯗꯦ)) ꯑꯃꯁꯨꯡ Which

weeks (ꯀꯔꯤ ꯍꯞꯇꯥꯁꯤꯡ) ꯈꯟꯕꯤꯌꯨ: Every week (ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯃꯛ), ꯅꯠꯔꯒꯥ ꯊꯥꯒꯤ 1st, 2nd, 3rd,

4th ꯅꯠꯔꯒꯥ ꯑꯔꯣꯏꯕ ꯍꯞꯇꯥ꯫

3. ꯑꯣꯐ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯃꯛꯀꯤꯗꯃꯛ ꯑꯃꯨꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ, ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯅꯣꯡꯃꯥꯏꯖꯤꯡ

ꯑꯃꯁꯨꯡ 2nd ꯑꯃꯁꯨꯡ 4th ꯍꯞꯇꯥꯒꯤ ꯊꯥꯡꯖ ꯍꯥꯌꯕꯁꯤꯅꯥ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯗꯥ ꯊꯥ ꯑꯃꯗꯥ ꯊꯥꯡꯖ ꯑꯅꯤ ꯑꯣꯐ ꯄꯤꯏ꯫

4. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Late punch-in allowed (ꯂꯦꯠ ꯄꯟꯆ-

ꯏꯟꯒꯤ ꯑꯌꯥꯕ)

ꯁꯤꯐꯠ ꯑꯁꯤꯗꯥ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯂꯦꯠ ꯃꯥꯔꯛ ꯐꯪꯗꯅꯥ ꯂꯦꯠ ꯂꯥꯛꯄ ꯌꯥꯕ

ꯃꯤꯅꯤꯠꯁꯤꯡ꯫

Early punch-out allowed (ꯊꯨꯅꯥ ꯄꯟꯆ-

ꯑꯥꯎꯠꯀꯤ ꯑꯌꯥꯕ)

ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯑꯔꯣꯏꯕꯗꯒꯤ ꯃꯃꯥꯡꯗꯥ ꯆꯠꯈꯤ ꯍꯥꯌꯕ ꯃꯥꯔꯛ ꯐꯪꯗꯅꯥ ꯊꯨꯅꯥ ꯆꯠꯄ

ꯌꯥꯕ ꯃꯤꯅꯤꯠꯁꯤꯡ꯫

Weekly off (ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐ) ꯁꯤꯐꯠ ꯑꯁꯤꯒꯤ ꯑꯣꯐ ꯅꯨꯃꯤꯠꯁꯤꯡ꯫ ꯍꯥꯐ-ꯗꯦꯁꯤꯡ ꯑꯁꯤ ꯊꯕꯛ ꯇꯧꯕ ꯅꯨꯃꯤꯠ

ꯑꯣꯏꯅꯥ ꯂꯧꯏ꯫

Sandwich rule (ꯁꯦꯟꯗꯋꯤꯆ ꯅꯤꯌꯝ) ꯆꯨꯠꯇꯤꯒꯤ ꯅꯨꯃꯤꯠ ꯑꯅꯤꯒꯤ ꯃꯔꯛꯇꯥ  ꯂꯩꯕ ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐ ꯑꯃꯁꯨꯡ

ꯍꯣꯂꯤꯗꯦꯁꯤꯡ ꯑꯁꯤ ꯆꯨꯠꯇꯤ ꯑꯣꯏꯅꯥ ꯂꯧꯏ꯫

ꯃꯁꯤ ꯗꯤꯐꯣꯜꯇ ꯁꯤꯐꯠ ꯑꯣꯏꯍꯅꯕꯤꯌꯨ

ꯁꯤꯐꯠ ꯑꯗꯨꯒꯤ ꯔꯣꯒꯤ ꯃꯦꯅꯨ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Make default (ꯗꯤꯐꯣꯜꯇ ꯑꯣꯏꯍꯅꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯗꯨꯒꯤ

ꯃꯇꯨꯡꯗꯥ ꯑꯅꯧꯕꯥ ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛ ꯁꯤꯐꯠ ꯑꯁꯤꯗꯒꯤ ꯍꯧꯒꯅꯤ꯫ ꯂꯤꯁ꯭ ꯠ ꯑꯗꯨꯅꯥ ꯗꯤꯐꯣꯜꯇ ꯁꯤꯐꯠ ꯑꯗꯨ

Default (ꯗꯤꯐꯣꯜꯇ) ꯕꯦꯖ, ꯃꯁꯥꯒꯤ ꯄꯨꯡꯁꯤꯡ, ꯒ꯭ ꯔꯦꯁ ꯑꯃꯁꯨꯡ ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐꯁꯤꯡꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯎꯠꯂꯤ꯫
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ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯍꯟꯊꯕ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯗꯥ ꯁꯤꯐꯠ ꯑꯃꯈꯛꯇꯃꯛ ꯑꯌꯥꯕ ꯄꯤꯏ꯫ ꯅꯍꯥꯛꯅꯥ ꯃꯗꯨ ꯁꯦꯝꯗꯣꯛꯄ

ꯑꯃꯁꯨꯡ ꯄꯤꯕ ꯌꯥꯏ꯫ ꯁꯤꯐꯠ ꯍꯦꯟꯅꯥ ꯁꯦꯝꯅꯕꯥ, ꯍꯦꯟꯅꯥ ꯋꯥꯡꯕ ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯕ ꯌꯥꯏ; Billing & Plan (ꯕꯤꯂꯤꯡ

ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯔꯣꯁ꯭ ꯇꯔꯅꯥ ꯁꯤꯐꯠꯁꯤꯡ ꯄꯤꯕꯤꯌꯨ

Shift Roster (ꯁꯤꯐꯠ ꯔꯣꯁ꯭ ꯇꯔ) ꯑꯁꯤ ꯀꯅꯥꯅꯥ ꯀꯔꯤ ꯁꯤꯐꯠ ꯊꯕꯛ ꯇꯧꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯎꯠꯄ

ꯀꯦꯂꯦꯟꯗꯔ ꯑꯃꯅꯤ꯫

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Shift Roster ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Calendar

(ꯀꯦꯂꯦꯟꯗꯔ), Week (ꯍꯞꯇꯥ ) ꯑꯃꯁꯨꯡ Month table (ꯊꯥꯒꯤ ꯇꯦꯕꯜ) ꯚꯤꯎꯁꯤꯡꯒꯤ ꯃꯔꯛꯇꯥ

ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯊꯕꯛꯁꯨꯕ, ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ ꯅꯠꯔꯒꯥ ꯁꯤꯐꯠꯅꯥ ꯐꯤꯜꯇꯔ ꯇꯧꯕꯤꯌꯨ꯫

2. Assign Shift (ꯁꯤꯐꯠ ꯄꯤꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Who (ꯀꯅꯥ) ꯃꯈꯥꯗꯥ, Employees (ꯊꯕꯛꯁꯨꯕꯁꯤꯡ) ꯑꯃ ꯑꯃꯃꯛ ꯈꯟꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯇꯤꯝ ꯄꯨꯝꯅꯃꯛ

ꯂꯧꯅꯕꯥ Departments (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ) ꯈꯟꯕꯤꯌꯨ꯫

4. Shift (ꯁꯤꯐꯠ) ꯈꯟꯕꯤꯌꯨ꯫

5. When (ꯀꯩꯗꯧꯗꯥ) ꯃꯈꯥꯗꯥ, One day (ꯅꯨꯃꯤꯠ ꯑꯃ), Date range (ꯇꯥꯡꯒꯤ ꯔꯦꯟꯖ) ꯅꯠꯔꯒꯥ Pick dates

(ꯇꯥꯡꯁꯤꯡ ꯈꯟꯕ) ꯈꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯇꯥꯡ ꯑꯗꯨ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫
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6. Assign Shifts (ꯁꯤꯐꯠꯁꯤꯡ ꯄꯤꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯅꯍꯥꯛꯅꯥ ꯄꯤꯕ ꯁꯤꯐꯠ ꯑꯃꯅꯥ ꯇꯥꯡ ꯑꯗꯨꯗꯒꯤ ꯍꯧꯔꯒꯥ, ꯅꯍꯥꯛꯅꯥ ꯇꯣꯉꯥꯟꯕ ꯑꯃ ꯄꯤꯕ ꯐꯥꯑꯣꯕꯥ ꯆꯠꯂꯤ꯫ Time &

Leave → Shift Assignment (ꯁꯤꯐꯠ ꯄꯤꯕ) ꯅꯥ ꯄꯦꯅꯦꯜ ꯑꯗꯨꯃꯛ ꯍꯥꯌꯔꯛꯇꯅꯥ ꯍꯥꯡꯗꯣꯀꯏ꯫

ꯁꯤꯐꯠ ꯄ꯭ ꯂꯦꯅꯔꯅꯥ ꯃꯃꯥꯡꯗꯥ ꯊꯥꯖꯤꯟꯕꯤꯌꯨ

ꯃꯤ ꯀꯌꯥ ꯑꯃꯒꯤꯗꯃꯛ ꯍꯞꯇꯥ  ꯑꯃ ꯅꯠꯔꯒꯥ ꯊꯥ ꯑꯃ ꯄꯨꯟꯅꯥ ꯃꯄꯨꯡ ꯐꯥꯍꯟꯅꯕꯥ ꯄ꯭ ꯂꯦꯅꯔꯅꯥ ꯍꯦꯟꯅꯥ ꯊꯨꯅꯥ ꯇꯧꯏ꯫

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Shift Planner (ꯁꯤꯐꯠ ꯄ꯭ ꯂꯦꯅꯔ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Departments (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ) ꯅꯠꯔꯒꯥ Employees (ꯊꯕꯛꯁꯨꯕꯁꯤꯡ) ꯈꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ

ꯃꯇꯨꯡꯗꯥ From (ꯍꯧꯕ) ꯑꯃꯁꯨꯡ To (ꯐꯥꯑꯣꯕꯥ) ꯇꯥꯡ ꯈꯟꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ This week (ꯍꯞꯇꯥ  ꯑꯁꯤ), Next

week (ꯃꯊꯪꯒꯤ ꯍꯞꯇꯥ ), This month (ꯊꯥ ꯑꯁꯤ) ꯅꯠꯔꯒꯥ Next month (ꯃꯊꯪꯒꯤ ꯊꯥ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

3. Pick a shift, then click days (ꯁꯤꯐꯠ ꯑꯃ ꯈꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯅꯨꯃꯤꯠꯁꯤꯡꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ) ꯃꯈꯥꯗꯥ ꯁꯤꯐꯠ ꯑꯃꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. ꯅꯨꯃꯤꯠ ꯑꯃ ꯑꯃꯃꯛꯇꯥ  ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯊꯕꯛ ꯇꯧꯕ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯃꯛ ꯄꯨꯟꯅꯥ ꯃꯄꯨꯡ ꯐꯥꯍꯟꯅꯕꯥ

Fill range (skip weekly offs) (ꯔꯦꯟꯖ ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕ (ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐ ꯊꯥꯗꯣꯛꯇꯨꯅꯥ)) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Fill every day (ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯃꯛ ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕ) ꯗꯥ ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯑꯣꯐꯁꯤꯡꯁꯨ

ꯌꯥꯑꯣꯏ꯫
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5. ꯃꯈꯥꯗꯥ ꯂꯩꯕ ꯕꯥꯔꯗꯥ Save (ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯔꯣꯁ꯭ ꯇꯔꯗꯥ ꯍꯜꯂꯛꯂꯕꯥ ꯃꯇꯨꯡꯗꯥ, ꯊꯥꯖꯤꯟꯂꯕꯥ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯃꯛꯅꯥ ꯍꯧꯖꯤꯛ ꯃꯁꯥꯒꯤ ꯁꯤꯐꯠ ꯎꯠꯂꯤ꯫

ꯑꯣꯚꯔꯇꯥꯏꯃꯒꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ
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ꯑꯣꯚꯔꯇꯥꯏꯃꯒꯤ ꯅꯤꯌꯃꯁꯤꯡꯅꯥ ꯄꯦꯔꯣꯂꯗꯥ ꯍꯦꯅꯒꯠꯂꯛꯂꯕꯥ ꯄꯨꯡꯁꯤꯡ ꯀꯔꯝꯅꯥ ꯄꯤꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯂꯦꯞꯄꯤ꯫

ꯑꯍꯥꯅꯕꯗꯥ Enable Overtime Tracking (ꯑꯣꯚꯔꯇꯥꯏꯝ ꯇ꯭ ꯔꯦꯀꯤꯡ ꯑꯣꯟ ꯇꯧꯕ) ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ;

ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯌꯦꯡꯕꯤꯌꯨ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Over Time (ꯑꯣꯚꯔꯇꯥꯏꯝ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ

Add Rule (ꯅꯤꯌꯝ ꯍꯥꯞꯄꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Rule name (ꯅꯤꯌꯃꯒꯤ ꯃꯤꯡ) ꯑꯃ ꯏꯕꯤꯌꯨ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ "Weekday overtime"꯫

3. Applies to (ꯆꯠꯀꯗꯕ ꯃꯤꯁꯤꯡ) ꯃꯈꯥꯗꯥ, All employees (ꯊꯕꯛꯁꯨꯕ ꯄꯨꯝꯅꯃꯛ) ꯅꯠꯔꯒꯥ Some

departments (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇ ꯈꯔꯥ ) ꯈꯟꯕꯤꯌꯨ꯫

4. Pay as (ꯁꯦꯜ ꯄꯤꯕꯒꯤ ꯃꯑꯣꯡ) ꯃꯈꯥꯗꯥ, ꯑꯣꯚꯔꯇꯥꯏꯃꯒꯤ ꯄꯨꯡ ꯈꯨꯗꯤꯡꯃꯛ ꯀꯔꯝꯅꯥ ꯄꯤꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ

ꯈꯟꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯔꯦꯠ ꯑꯗꯨ ꯏꯕꯤꯌꯨ:

Multiple of pay (ꯁꯦꯂꯒꯤ ꯃꯁꯤꯡ ꯀꯌꯥ ꯑꯃ): ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯄꯨꯡ ꯈꯨꯗꯤꯡꯒꯤ ꯁꯦꯂꯒꯤ 1.5 ×꯫

Percent of pay (ꯁꯦꯂꯒꯤ ꯆꯥꯡ): ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯄꯨꯡ ꯈꯨꯗꯤꯡꯒꯤ ꯁꯦꯂꯒꯤ 150%꯫

Fixed amount (ꯂꯦꯞꯂꯕꯥ ꯁꯦꯜ): ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯀꯤꯗꯃꯛ ꯄꯨꯡ ꯈꯨꯗꯤꯡꯗꯥ ꯁꯦꯜ ꯃꯥꯟꯅꯕ꯫

5. Minimum overtime (h) (ꯈ꯭ ꯕꯥꯏꯗꯒꯤ ꯍꯟꯊꯕ ꯑꯣꯚꯔꯇꯥꯏꯝ (ꯄꯨꯡ)) ꯑꯃꯁꯨꯡ Maximum overtime

(h) (ꯈ꯭ ꯕꯥꯏꯗꯒꯤ ꯍꯦꯟꯕ ꯑꯣꯚꯔꯇꯥꯏꯝ (ꯄꯨꯡ)) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯔꯦꯟꯖ ꯑꯁꯤꯒꯤ ꯃꯅꯨꯡꯗꯥ ꯂꯩꯕ ꯍꯦꯅꯒꯠꯂꯛꯂꯕꯥ

ꯄꯨꯡꯁꯤꯡ ꯈꯛꯇꯃꯛ ꯂꯧꯏ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯄꯨꯡ 1 ꯗꯒꯤ 4 ꯐꯥꯑꯣꯕꯥ꯫

6. Effective from (ꯆꯠꯄꯥ ꯍꯧꯕ ꯇꯥꯡ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Add Rule ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯑꯣꯚꯔꯇꯥꯏꯃꯒꯤꯗꯃꯛ ꯍꯦꯟꯅꯥ ꯋꯥꯡꯕ ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯕ ꯌꯥꯏ꯫ Billing & Plan (ꯕꯤꯂꯤꯡ

ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯃꯊꯪꯗꯥ, ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯥ  ꯀꯔꯝꯅꯥ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕꯒꯦ ꯌꯦꯡꯕꯤꯌꯨ꯫

staffkhata.com/guide · 41 / 125



07

ꯃꯣꯕꯥꯏꯜ ꯑꯦꯞ: ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ
ꯄ꯭ ꯂꯥꯟ: ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ ꯂꯩꯕ ꯄ꯭ ꯂꯥꯟꯁꯤꯡ

Staff Khata ꯑꯦꯞꯅꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯃꯁꯥꯒꯤ ꯐꯣꯟꯗꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯃꯥꯔꯛ ꯇꯧꯏ꯫ ꯄꯟꯆ

ꯈꯨꯗꯤꯡꯃꯛꯅꯥ ꯃꯇꯝ, ꯐꯣꯅꯒꯤ ꯂꯣꯀꯦꯁꯟ ꯑꯃꯁꯨꯡ ꯁꯦꯜꯐꯤ ꯑꯃ ꯁꯦꯚ ꯇꯧꯏ, ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯀꯤ ꯕ꯭ ꯔꯥ ꯟꯆꯀꯤ

ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯅꯥ ꯀꯗꯥꯏꯗꯥ ꯄꯟꯆ ꯇꯧꯕ ꯌꯥꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ ꯂꯦꯞꯊꯣꯀꯏ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯋꯦꯕ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯂꯗꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ ꯑꯁꯤ ꯈꯣꯉꯊꯥꯡ ꯅꯦꯝꯕ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯗꯥ ꯂꯣꯛ

ꯑꯣꯏꯕ ꯌꯥꯏ꯫ ꯅꯍꯥꯛꯀꯤ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯕ ꯉꯃꯗ꯭ ꯔꯕꯗꯤ, ꯍꯧꯖꯤꯛꯀꯤ ꯃꯃꯜ ꯑꯃꯁꯨꯡ

ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤꯗꯃꯛ: ꯑꯦꯞ ꯏꯅꯁ꯭ ꯇꯣꯜ ꯇꯧꯗꯨꯅꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯕ

ꯅꯍꯥꯛꯀꯤ ꯑꯦꯗꯃꯤꯟꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯂꯣꯒꯏꯟ ꯁꯦꯝꯃꯤ꯫ ꯃꯍꯥꯛꯅꯥ ꯅꯍꯥꯛꯀꯤꯗꯃꯛ ꯁꯦꯠ ꯇꯧꯔꯕꯥ ꯏꯃꯦꯜ (ꯅꯠꯔꯒꯥ

ꯐꯣꯟ ꯅꯝꯕꯔ) ꯑꯃꯁꯨꯡ ꯄꯥꯁꯋꯥꯔꯗ ꯃꯊꯧ ꯇꯥꯏ꯫

1. Google Play Store (Android) ꯅꯠꯔꯒꯥ App Store (iPhone) ꯗꯒꯤ Staff Khata ꯏꯅꯁ꯭ ꯇꯣꯜ

ꯇꯧꯕꯤꯌꯨ꯫

2. ꯑꯦꯞ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ Sign in to your account (ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯇꯇꯥ  ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ,

ꯅꯍꯥꯛꯀꯤ Email or Phone Number (ꯏꯃꯦꯜ ꯅꯠꯔꯒꯥ ꯐꯣꯟ ꯅꯝꯕꯔ) ꯑꯃꯁꯨꯡ Password

(ꯄꯥꯁꯋꯥꯔꯗ) ꯏꯕꯤꯌꯨ꯫

3. Sign In (ꯁꯥꯏꯟ ꯏꯟ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫ Today (ꯉꯁꯤ) ꯁ꯭ ꯛꯔꯤꯟ ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫
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ꯅꯍꯥꯛꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯈꯛꯇꯃꯛ ꯎꯒꯅꯤ꯫ ꯃꯈꯥꯗꯥ ꯂꯩꯕ ꯇꯦꯕꯁꯤꯡꯗꯤ Today,

Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ), Leave (ꯆꯨꯠꯇꯤ) ꯑꯃꯁꯨꯡ Company (ꯀꯝꯄꯦꯅꯤ) ꯅꯤ꯫

ꯄꯥꯎꯇꯥꯛ: ꯄꯥꯁꯋꯥꯔꯗ ꯀꯥꯎꯊꯣꯀꯈ꯭ ꯔꯕꯔꯥ ? ꯁꯥꯏꯟ-ꯏꯟ ꯁ꯭ ꯛꯔꯤꯟꯗꯥ Forgot Password? (ꯄꯥꯁꯋꯥꯔꯗ

ꯀꯥꯎꯊꯣꯀꯈ꯭ ꯔꯕꯔꯥ ?) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯅꯍꯥꯛꯀꯤ ꯑꯦꯗꯃꯤꯅꯗꯥ ꯔꯤꯁꯦꯠ ꯇꯧꯅꯕꯥ ꯍꯥꯌꯕꯤꯌꯨ꯫

ꯀꯦꯃꯦꯔꯥ  ꯑꯃꯁꯨꯡ ꯂꯣꯀꯦꯁꯟ ꯑꯌꯥꯕ ꯄꯤꯕ

ꯅꯍꯥꯛ ꯊꯕꯛꯇꯥ  ꯂꯩꯕꯔꯥ  ꯍꯥꯌꯕ ꯌꯦꯡꯅꯕꯥ ꯑꯦꯞꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯂꯣꯀꯦꯁꯟ, ꯑꯃꯁꯨꯡ ꯄꯟꯆꯀꯤ ꯁꯦꯜꯐꯤꯒꯤꯗꯃꯛ

ꯀꯦꯃꯦꯔꯥ  ꯃꯊꯧ ꯇꯥꯏ꯫
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1. ꯑꯍꯥꯅꯕꯥ ꯑꯣꯏꯅꯥ ꯄꯟꯆ ꯇꯧꯕ ꯃꯇꯃꯗꯥ, ꯅꯍꯥꯛꯀꯤ ꯐꯣꯅꯅꯥ ꯂꯣꯀꯦꯁꯟ ꯑꯦꯛꯁꯦꯁ ꯍꯥꯏꯒꯅꯤ꯫ Allow (ꯑꯌꯥꯕ

ꯄꯤꯕꯤꯌꯨ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ ("While using the app" ꯈꯟꯕꯤꯌꯨ)꯫

2. ꯀꯦꯃꯦꯔꯥ  ꯍꯥꯡꯗꯣꯛꯂꯀꯄꯥ ꯃꯇꯃꯗꯥ, ꯀꯦꯃꯦꯔꯥ  ꯑꯦꯛꯁꯦꯁꯁꯨ ꯑꯌꯥꯕ ꯄꯤꯕꯤꯌꯨ꯫

ꯑꯔꯥ ꯅꯕꯥ ꯑꯣꯏꯅꯥ ꯅꯍꯥꯛꯅꯥ ꯌꯥꯗꯕꯥ ꯍꯥꯌꯈ꯭ ꯔꯕꯗꯤ, ꯑꯦꯞꯅꯥ Location required (ꯂꯣꯀꯦꯁꯟ ꯃꯊꯧ ꯇꯥꯏ) ꯅꯠꯔꯒꯥ

Camera access required (ꯀꯦꯃꯦꯔꯥ  ꯑꯦꯛꯁꯦꯁ ꯃꯊꯧ ꯇꯥꯏ) ꯎꯠꯀꯅꯤ꯫ Enable Camera (ꯀꯦꯃꯦꯔꯥ  ꯑꯣꯟ

ꯇꯧꯕꯤꯌꯨ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯅꯍꯥꯛꯀꯤ ꯐꯣꯅꯒꯤ Settings (ꯁꯦꯇꯤꯡꯁ) → Apps (ꯑꯦꯄꯁꯤꯡ) → Staff

Khata → Permissions (ꯑꯌꯥꯕꯁꯤꯡ) ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ ꯃꯈꯣꯌ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫

ꯁꯦꯜꯐꯤ ꯑꯃꯁꯨꯡ GPS ꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯃꯥꯔꯛ ꯇꯧꯕ

1. Today ꯗꯥ, Punch in (ꯄꯟꯆ ꯏꯟ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫ (ꯅꯍꯥꯛꯅꯥ Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ) ꯇꯦꯕ

ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Mark Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯃꯥꯔꯛ ꯇꯧꯕꯤꯌꯨ) ꯇꯥꯞ ꯇꯧꯕꯁꯨ ꯌꯥꯏ꯫)

2. Attendance ꯁ꯭ ꯛꯔꯤꯅꯅꯥ ꯅꯍꯥꯛꯀꯤ Assigned Shift (ꯄꯤꯔꯕꯥ ꯁꯤꯐꯠ) ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯀꯤ Current

Location (ꯍꯧꯖꯤꯛꯀꯤ ꯂꯣꯀꯦꯁꯟ) ꯎꯠꯂꯤ꯫ ꯑꯦꯗ꯭ ꯔꯦꯁ ꯑꯗꯨ ꯑꯔꯥ ꯟꯕ ꯑꯣꯏꯅꯥ ꯎꯔꯕꯗꯤ, Tap to refresh

location (ꯂꯣꯀꯦꯁꯟ ꯔꯤꯐ꯭ ꯔꯦꯁ ꯇꯧꯅꯕꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫

3. Tap to take a selfie (ꯁꯦꯜꯐꯤ ꯂꯧꯅꯕꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ) ꯇꯥꯞ ꯇꯧꯗꯨꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯃꯃꯥꯏꯒꯤ ꯃꯌꯦꯛ ꯁꯦꯡꯕ

ꯐꯣꯇꯣ ꯑꯃ ꯂꯧꯕꯤꯌꯨ꯫ ꯃꯗꯨ Verification Photo (ꯚꯦꯔꯤꯐꯤꯀꯦꯁꯟ ꯐꯣꯇꯣ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯊꯣꯛꯀꯅꯤ꯫

4. Punch in ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫
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ꯅꯍꯥꯛꯅꯥ ꯃꯇꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ Punched In Successfully! (ꯃꯥꯌ ꯄꯥꯛꯅꯥ ꯄꯟꯆ ꯏꯟ ꯇꯧꯔꯦ!) ꯎꯒꯅꯤ꯫

ꯅꯍꯥꯛꯀꯤ ꯑꯦꯗꯃꯤꯅꯅꯥ ꯁꯦꯀꯟꯗ ꯈꯔꯒꯤ ꯃꯅꯨꯡꯗꯥ ꯃꯍꯥꯛꯀꯤ ꯗꯦꯁꯕꯣꯔꯗꯇꯥ  ꯄꯟꯆ ꯑꯗꯨ ꯎꯒꯅꯤ꯫

ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯀꯤ ꯃꯄꯥꯟꯗꯥ ꯀꯔꯤ ꯊꯣꯀꯄꯒꯦ

ꯅꯍꯥꯛꯀꯤ ꯕ꯭ ꯔꯥ ꯟꯆꯇꯥ  ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯔꯕꯗꯤ, ꯅꯍꯥꯛꯅꯥ ꯃꯗꯨꯒꯤ ꯔꯦꯗꯤꯌꯁꯀꯤ ꯃꯅꯨꯡꯗꯥ ꯈꯛꯇꯃꯛ

ꯄꯟꯆ ꯇꯧꯕ ꯌꯥꯏ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯑꯣꯐꯤꯁꯀꯤ ꯃꯅꯥꯛꯇꯥ  ꯃꯤꯇꯔ 200꯫ ꯃꯗꯨꯒꯤ ꯃꯄꯥꯟꯗꯥ, ꯄꯟꯆ ꯑꯗꯨ Outside

Allowed Radius (ꯌꯥꯔꯕꯥ ꯔꯦꯗꯤꯌꯁꯀꯤ ꯃꯄꯥꯟꯗꯥ) ꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯊꯤꯡꯒꯅꯤ: "ꯅꯍꯥꯛ ꯌꯥꯔꯕꯥ ꯄꯟꯆ-ꯏꯅꯒꯤ

ꯔꯦꯗꯤꯌꯁꯀꯤ ꯃꯄꯥꯟꯗꯥ ꯂꯩꯔꯤ꯫ ꯆꯥꯟꯕꯤꯗꯨꯅꯥ ꯅꯛꯅꯥ ꯂꯥꯛꯇꯨꯅꯥ ꯑꯃꯨꯛ ꯍꯟꯅꯥ ꯍꯣꯠꯅꯕꯤꯌꯨ꯫"
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ꯑꯣꯐꯤꯁꯀꯤ ꯃꯅꯨꯡꯗꯥ ꯆꯪꯂꯛꯇꯨꯅꯥ, Tap to refresh location ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯑꯃꯨꯛ ꯄꯟꯆ ꯇꯧꯕꯤꯌꯨ꯫

ꯑꯦꯗꯃꯤꯅꯁꯤꯡꯅꯥ ꯕ꯭ ꯔꯥ ꯟꯆ ꯈꯨꯗꯤꯡꯒꯤ ꯔꯦꯗꯤꯌꯁ ꯁꯦꯠ ꯇꯧꯏ꯫ ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤ, ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ ꯑꯃꯁꯨꯡ

ꯗꯤꯄꯥꯔꯠꯃꯦꯟꯇꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯄꯟꯆ ꯑꯥꯎꯠ ꯇꯧꯕ

1. ꯅꯨꯃꯤꯠꯀꯤ ꯑꯔꯣꯏꯕꯗꯥ, Today ꯗꯥ Punch out (ꯄꯟꯆ ꯑꯥꯎꯠ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯁꯦꯜꯐꯤ ꯑꯃ ꯑꯃꯨꯛ ꯂꯧꯗꯨꯅꯥ Punch out ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫

ꯅꯍꯥꯛꯅꯥ Punched Out Successfully! (ꯃꯥꯌ ꯄꯥꯛꯅꯥ ꯄꯟꯆ ꯑꯥꯎꯠ ꯇꯧꯔꯦ!) ꯎꯒꯅꯤ꯫ Staff Khata ꯅꯥ

ꯅꯍꯥꯛꯀꯤ ꯁꯤꯐꯠꯀꯥ ꯆꯥꯡꯗꯝꯅꯗꯨꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯄꯨꯡꯁꯤꯡ ꯊꯤꯔꯤ, ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯂꯦꯠ ꯃꯥꯔꯛ, ꯌꯥꯝꯅꯥ ꯊꯨꯅꯥ ꯊꯣꯔꯀꯄ
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ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ ꯅꯍꯥꯛꯀꯤꯗꯃꯛ ꯃꯁꯥꯃꯛ ꯊꯤꯒꯅꯤ꯫

ꯅꯍꯥꯛꯀꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯄꯨꯋꯥꯔꯤ ꯌꯦꯡꯕ

1. Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ Day (ꯅꯨꯃꯤꯠ) ꯑꯃꯁꯨꯡ Month (ꯊꯥ) ꯒꯤ ꯃꯔꯛꯇꯥ

ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯃꯇꯃꯒꯤ ꯃꯔꯛꯇꯥ  ꯆꯠꯅꯕꯥ ꯑꯦꯔꯣꯁꯤꯡ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

2. ꯅꯨꯃꯤꯠ ꯑꯃꯒꯤ Punched In At (ꯄꯟꯆ ꯏꯟ ꯇꯧꯔꯕꯥ ꯃꯇꯝ) ꯑꯃꯁꯨꯡ Punched Out At (ꯄꯟꯆ

ꯑꯥꯎꯠ ꯇꯧꯔꯕꯥ ꯃꯇꯝ), ꯂꯣꯀꯦꯁꯟ ꯑꯃꯁꯨꯡ ꯐꯣꯇꯣꯁꯤꯡ ꯌꯦꯡꯅꯕꯥ ꯅꯨꯃꯤꯠ ꯑꯗꯨꯗꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫

3. ꯄꯟꯆ ꯑꯔꯥ ꯟꯕ ꯅꯠꯔꯒꯥ ꯃꯥꯡꯈꯤꯕꯔꯥ ? ꯅꯨꯃꯤꯠ ꯑꯗꯨꯗꯥ, Request Regularisation (ꯔꯦꯒꯨꯂꯔꯥ ꯏꯖꯦꯁꯟ

ꯍꯥꯏꯖꯕꯤꯌꯨ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ, ꯑꯆꯨꯝꯕꯥ ꯃꯇꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯃꯔꯝ ꯑꯃ ꯏꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Submit
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Request (ꯍꯥꯏꯖꯕ ꯊꯥꯕꯤꯌꯨ) ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ ꯑꯦꯗꯃꯤꯅꯅꯥ ꯋꯦꯕꯇꯥ  ꯃꯗꯨ ꯑꯌꯥꯕ ꯄꯤꯒꯅꯤ꯫

ꯑꯦꯗꯃꯤꯅꯁꯤꯡꯒꯤꯗꯃꯛ: ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯒꯤ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯟ
ꯅꯠꯔꯒꯥ ꯑꯣꯐ ꯇꯧꯕ

ꯑꯅꯧꯕꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤꯗꯃꯛ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯁꯤ ꯗꯤꯐꯣꯜꯇ ꯑꯣꯏꯅꯥ ꯑꯣꯟ ꯑꯣꯏꯔꯤ꯫ ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ

ꯃꯦꯁꯤꯟꯗꯥ ꯈꯛꯇꯃꯛ ꯄꯟꯆ ꯇꯧꯒꯗꯕ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤꯗꯃꯛ ꯃꯁꯤ ꯑꯣꯐ ꯇꯧꯕꯤꯌꯨ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Employee List (ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

2. ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯒꯤ ꯔꯣꯗꯥ ꯂꯩꯕ ⋯ ꯃꯦꯅꯨꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Disable Mobile Punch (ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯐ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ (ꯅꯠꯔꯒꯥ ꯑꯃꯨꯛ ꯑꯣꯟ

ꯇꯧꯅꯕꯥ Enable Mobile Punch (ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ))꯫

ꯃꯁꯤ ꯑꯣꯐ ꯑꯣꯏꯔꯀꯄꯥ ꯃꯇꯃꯗꯥ, ꯑꯦꯞꯅꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯗꯥ "Mobile punching disabled" (ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ

ꯑꯣꯐ ꯇꯧꯔꯦ) ꯍꯥꯌꯅꯥ ꯈꯉꯍꯅꯒꯅꯤ ꯑꯃꯁꯨꯡ ꯃꯍꯥꯛꯀꯤꯗꯃꯛ ꯄꯤꯔꯕꯥ ꯃꯦꯁꯤꯟ ꯁꯤꯖꯤꯟꯅꯅꯕꯥ ꯍꯥꯌꯒꯅꯤ꯫ ꯊꯕꯛꯁꯨꯕ

ꯑꯃꯒꯤ ꯄꯥꯁꯋꯥꯔꯗ ꯁꯦꯠ ꯅꯠꯔꯒꯥ ꯔꯤꯁꯦꯠ ꯇꯧꯅꯕꯥ, ꯃꯦꯅꯨ ꯑꯗꯨꯃꯛꯇꯥ  ꯂꯩꯕ Update Password (ꯄꯥꯁꯋꯥꯔꯗ

ꯑꯄꯗꯦꯠ ꯇꯧꯕꯤꯌꯨ) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫
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ꯑꯦꯗꯃꯤꯅꯁꯤꯡꯒꯤꯗꯃꯛ: ꯄꯟꯆꯁꯤꯡ ꯀꯗꯥꯏꯗꯒꯤ ꯂꯥꯀꯈꯤꯕꯒꯦ ꯌꯦꯡꯕ

ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯈꯨꯗꯤꯡꯃꯛ ꯅꯍꯥꯛꯀꯤ ꯗꯦꯁꯕꯣꯔꯗꯇꯥ  Recent Punches (ꯅꯛꯅꯕ ꯃꯇꯃꯒꯤ ꯄꯟꯆꯁꯤꯡ)

ꯑꯃꯁꯨꯡ ꯃꯦꯄꯇꯥ  ꯊꯣꯛꯏ꯫ ꯃꯄꯨꯡ ꯐꯥꯕ ꯂꯤꯁ꯭ ꯇꯀꯤꯗꯃꯛ:

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Attendance Process (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯄ꯭ ꯔꯣꯁꯦꯁ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. GPS punches (GPS ꯄꯟꯆꯁꯤꯡ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯑꯦꯞꯇꯒꯤ ꯇꯧꯔꯕꯥ ꯄꯟꯆꯁꯤꯡ ꯈꯛꯇꯃꯛ

ꯎꯠꯀꯅꯤ, ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  GPS ꯃꯥꯔꯛ ꯂꯩꯒꯅꯤ꯫

3. ꯃꯦꯞ ꯑꯃꯗꯥ ꯆꯦꯛ-ꯏꯟ ꯑꯃꯁꯨꯡ ꯆꯦꯛ-ꯑꯥꯎꯇꯀꯤ ꯂꯣꯀꯦꯁꯟ ꯑꯃꯁꯨꯡ ꯄꯟꯆꯀꯤ ꯐꯣꯇꯣ ꯌꯦꯡꯅꯕꯥ ꯔꯣ ꯑꯃꯗꯥ

ꯂꯩꯕ ꯃꯤꯠꯀꯤ ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯉꯁꯤꯒꯤ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯄꯨꯝꯅꯃꯛ ꯃꯦꯞ ꯑꯃꯈꯛꯇꯗꯥ

ꯌꯦꯡꯅꯕꯥ Map view (ꯃꯦꯞ ꯚ꯭ ꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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08

Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯃꯦꯁꯤꯟ ꯑꯃ ꯁꯝꯕꯟꯗꯕ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯊꯣꯡꯗꯥ ꯄꯟꯆ ꯇꯧꯕ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯃꯦꯁꯤꯟ ꯑꯃ ꯁꯤꯖꯤꯟꯅꯕ ꯌꯥꯏ꯫ ꯃꯗꯨ

ꯁꯝꯕꯟꯗꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ, ꯐꯤꯡꯒꯔꯞꯔꯤꯟꯇ ꯅꯠꯔꯒꯥ ꯀꯥꯔꯗꯀꯤ ꯄꯟꯆ ꯈꯨꯗꯤꯡꯃꯛ ꯁꯦꯀꯟꯗ ꯈꯔꯒꯤ ꯃꯅꯨꯡꯗꯥ

Staff Khata ꯗꯥ ꯌꯧꯔꯛꯀꯅꯤ꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: Staff Khata ꯅꯥ Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯃꯦꯁꯤꯅꯁꯤꯡ ꯈꯛꯇꯃꯛꯀꯥ ꯊꯕꯛ ꯇꯧꯏ꯫

ꯃꯦꯁꯤꯟ ꯑꯗꯨ Staff Khata ꯗꯥ ꯂꯥꯛꯅꯕꯥ ꯁꯦꯠ ꯇꯧꯕ

ꯃꯦꯁꯤꯅꯅꯥ ꯏꯟꯇꯔꯅꯦꯠꯀꯤ ꯈꯨꯠꯊꯥꯡꯗꯥ ꯄꯟꯆꯁꯤꯡ ꯊꯥꯏ, ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯃꯁꯤꯗꯥ ꯑꯍꯥꯅꯕꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯁꯥꯔꯚꯔ

ꯑꯦꯗ꯭ ꯔꯦꯁ ꯃꯊꯧ ꯇꯥꯏ꯫

1. Device Setup (ꯗꯤꯚꯥꯏꯁ ꯁꯦꯠꯑꯞ) → Manage Devices (ꯗꯤꯚꯥꯏꯁꯁꯤꯡ ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. How to connect (ꯀꯔꯝꯅꯥ ꯁꯝꯕꯟꯗꯒꯗꯒꯦ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯕꯛꯁ ꯑꯗꯨꯅꯥ ꯈꯣꯡꯊꯥꯡꯁꯤꯡ ꯑꯃꯁꯨꯡ

ꯁꯥꯔꯚꯔ ꯑꯦꯗ꯭ ꯔꯦꯁꯁꯤꯡ ꯎꯠꯂꯤ꯫

3. ꯃꯦꯁꯤꯟ ꯑꯗꯨ ꯏꯟꯇꯔꯅꯦꯠꯇꯥ  (LAN ꯅꯠꯔꯒꯥ Wi-Fi) ꯁꯝꯕꯟꯗꯨꯅꯥ ꯄꯥꯋꯔ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫

4. ꯃꯦꯁꯤꯟꯗꯥ, Menu (ꯃꯦꯅꯨ) → Comm. (ꯀꯝꯌꯨꯅꯤꯀꯦꯁꯟ) (ꯅꯠꯔꯒꯥ Cloud Service (ꯀ꯭ ꯂꯥꯎꯗ

ꯁꯔꯚꯤꯁ)) ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯑꯦꯗꯃꯤꯟ PIN ꯃꯊꯧ ꯇꯥꯕ ꯌꯥꯏ꯫

5. ꯅꯍꯥꯛꯀꯤ ꯃꯦꯁꯤꯅꯒꯤ ꯃꯈꯂꯒꯤꯗꯃꯛ ꯁꯥꯔꯚꯔ ꯑꯦꯗ꯭ ꯔꯦꯁ ꯏꯕꯤꯌꯨ, ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯃꯦꯁꯤꯟ

ꯔꯤꯁ꯭ ꯇꯥꯔꯠ ꯇꯧꯕꯤꯌꯨ:

ꯃꯦꯁꯤꯅꯒꯤ ꯃꯈꯜ ꯁꯥꯔꯚꯔ ꯑꯦꯗ꯭ ꯔꯦꯁ

WebSocket ꯃꯦꯁꯤꯅꯁꯤꯡ `wss://machine.staffkhata.com`

FK Web (HTTP) ꯃꯦꯁꯤꯅꯁꯤꯡ `http://device.staffkhata.com`
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ꯄꯥꯎꯇꯥꯛ: ꯑꯦꯗ꯭ ꯔꯦꯁ ꯑꯃ ꯀꯣꯄꯤ ꯇꯧꯅꯕꯥ ꯃꯗꯨꯒꯤ ꯃꯅꯥꯛꯇꯥ  ꯂꯩꯕ ꯀꯣꯄꯤ ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯔꯤꯁ꯭ ꯇꯥꯔꯠ

ꯇꯧꯔꯕꯥ ꯃꯇꯨꯡꯗꯁꯨ ꯑꯣꯐꯂꯥꯏꯟ ꯑꯣꯏꯔꯤꯕꯔꯥ ? ꯑꯦꯗ꯭ ꯔꯦꯁꯇꯥ  ꯇꯥꯏꯞ ꯑꯁꯣꯏꯕ ꯂꯩꯕꯔꯥ  ꯌꯦꯡꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯅꯦꯇꯋꯥꯔꯛꯇꯥ

ꯏꯟꯇꯔꯅꯦꯠ ꯂꯩꯕꯔꯥ  ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯁꯤꯔꯤꯑꯦꯜ ꯅꯝꯕꯔꯅꯥ ꯃꯦꯁꯤꯟ ꯍꯥꯞꯆꯤꯟꯕ

1. Manage Devices (ꯗꯤꯚꯥꯏꯁꯁꯤꯡ ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ) ꯗꯥ, Add device (ꯗꯤꯚꯥꯏꯁ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯃꯦꯁꯤꯅꯗꯥ ꯂꯩꯕ ꯁ꯭ ꯇꯤꯀꯔꯗꯒꯤ, ꯅꯠꯔꯒꯥ ꯃꯦꯁꯤꯅꯗꯥ ꯂꯩꯕ Menu → System Info (ꯁꯤꯁ꯭ ꯇꯦꯃꯒꯤ ꯏꯅꯐꯣ)

ꯗꯒꯤ Serial Number (ꯁꯤꯔꯤꯑꯦꯜ ꯅꯝꯕꯔ) ꯏꯕꯤꯌꯨ꯫

3. "Main Gate" ꯒꯨꯝꯕ Device Name (ꯗꯤꯚꯥꯏꯁꯀꯤ ꯃꯤꯡ) ꯑꯃ ꯏꯕꯤꯌꯨ꯫ ꯃꯦꯁꯤꯅꯅꯥ ꯄꯤꯔꯤꯕ ꯃꯤꯡ

ꯁꯤꯖꯤꯟꯅꯅꯕꯥ ꯑꯍꯥꯡꯕ ꯊꯃꯕꯤꯌꯨ꯫

4. Add device ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

staffkhata.com/guide · 51 / 125



ꯃꯦꯁꯤꯟ ꯑꯗꯨ ꯂꯤꯁ꯭ ꯇꯇꯥ  ꯊꯣꯛꯀꯅꯤ꯫ ꯍꯧꯈꯤꯕ ꯃꯤꯅꯤꯠ 5 ꯒꯤ ꯃꯅꯨꯡꯗꯥ Staff Khata ꯅꯥ ꯃꯗꯨꯗꯒꯤ ꯄꯥꯎ ꯐꯪꯂꯕꯗꯤ

ꯃꯗꯨꯒꯤ ꯁ꯭ ꯇꯦꯇꯁ Online (ꯑꯣꯅꯂꯥꯏꯟ) ꯎꯠꯀꯅꯤ, ꯅꯠꯇ꯭ ꯔꯕꯗꯤ Offline (ꯑꯣꯐꯂꯥꯏꯟ)꯫

ꯁꯤꯔꯤꯑꯦꯜ ꯅꯝꯕꯔ ꯑꯗꯨ ꯌꯥꯗ꯭ ꯔꯕꯗꯤ, ꯃꯦꯁꯤꯟ ꯑꯗꯨ ꯍꯥꯟꯅꯅꯥ ꯍꯥꯞꯆꯤꯟꯂꯕꯥ ꯅꯠꯔꯒꯥ ꯁꯥꯔꯚꯔꯗꯥ ꯍꯧꯖꯤꯛ ꯐꯥꯑꯣꯕꯥ

ꯌꯧꯗ꯭ ꯔꯤꯕꯅꯤ꯫ ꯁꯝꯕꯟꯗꯕꯒꯤ ꯈꯣꯡꯊꯥꯡꯁꯤꯡ ꯂꯣꯏꯁꯤꯟꯗꯨꯅꯥ ꯑꯃꯨꯛ ꯍꯟꯅꯥ ꯍꯣꯠꯅꯕꯤꯌꯨ꯫

ꯃꯦꯁꯤꯟ ꯑꯃꯒꯤ ⋯ ꯃꯦꯅꯨꯗꯒꯤ ꯅꯍꯥꯛꯅꯥ Manage Device (ꯗꯤꯚꯥꯏꯁ ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ) (ꯃꯗꯨꯒꯤ ꯌꯨꯖꯔꯁꯤꯡ,

ꯁꯦꯇꯤꯡꯁ ꯑꯃꯁꯨꯡ ꯔꯤꯃꯣꯠ ꯑꯦꯛꯁꯅꯁꯤꯡ), ꯃꯗꯨꯒꯤ ꯃꯤꯡ Edit (ꯁꯦꯃꯗꯣꯀꯄꯤꯌꯨ), ꯅꯠꯔꯒꯥ ꯃꯗꯨ Delete

(ꯃꯨꯠꯊꯠꯄꯤꯌꯨ) ꯇꯧꯕ ꯌꯥꯏ꯫

ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯃꯦꯁꯤꯅꯗꯥ ꯊꯥꯕ

ꯃꯦꯁꯤꯅꯅꯥ ꯃꯁꯤꯗꯥ ꯊꯃꯖꯤꯜꯂꯕꯥ ꯃꯤꯑꯣꯏꯁꯤꯡ ꯈꯛꯇꯃꯛꯇꯥ  ꯄꯟꯆ ꯇꯧꯕ ꯌꯥꯍꯜꯂꯤ꯫

1. Device Setup (ꯗꯤꯚꯥꯏꯁ ꯁꯦꯠꯑꯞ) → Users Synchronization (ꯌꯨꯖꯔꯁꯤꯡ ꯁꯤꯉ꯭ ꯛ ꯇꯧꯕ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯦꯁꯤꯟ ꯑꯃꯗꯒꯤ ꯍꯦꯟꯅꯥ ꯂꯩꯔꯕꯗꯤ, ꯃꯊꯛꯇꯥ  ꯃꯗꯨ ꯈꯟꯕꯤꯌꯨ꯫

2. Send to device (ꯗꯤꯚꯥꯏꯁꯇꯥ  ꯊꯥꯕꯤꯌꯨ) ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯃꯦꯁꯤꯅꯗꯥ ꯍꯧꯖꯤꯛ ꯐꯥꯑꯣꯕꯥ ꯂꯩꯇ꯭ ꯔꯤꯕ ꯃꯤ

ꯈꯨꯗꯤꯡꯃꯛ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯅꯕꯥ Missing on this device (ꯗꯤꯚꯥꯏꯁ ꯑꯁꯤꯗꯥ ꯂꯩꯇꯕ) ꯈꯟꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ

ꯀꯩꯗꯧꯉꯩꯗꯁꯨ ꯃꯦꯁꯤꯟ ꯑꯃꯠꯇꯗꯥ ꯊꯥꯗꯕ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤꯗꯃꯛ Never synced anywhere

(ꯀꯗꯥꯏꯗꯁꯨ ꯁꯤꯉ꯭ ꯛ ꯇꯧꯗꯕ) ꯈꯟꯕꯤꯌꯨ꯫

staffkhata.com/guide · 52 / 125



3. Send to device ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯀꯅꯐꯔꯝ ꯇꯧꯕꯤꯌꯨ꯫

ꯌꯨꯖꯔꯁꯤꯡ ꯍꯥꯟꯅꯅꯥ ꯂꯩꯔꯕꯥ ꯃꯦꯁꯤꯟ ꯑꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯍꯧꯔꯀꯄꯥ ꯃꯇꯃꯗꯥ ꯑꯇꯣꯞꯄ ꯇꯦꯕꯁꯤꯡꯅꯥ ꯃꯇꯦꯡ ꯄꯥꯡꯏ꯫

Import from device (ꯗꯤꯚꯥꯏꯁꯇꯒꯤ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕꯤꯌꯨ) ꯅꯥ ꯃꯗꯨꯒꯤ ꯌꯨꯖꯔꯁꯤꯡ Staff Khata ꯗꯥ

ꯄꯨꯔꯀꯏ, ꯑꯃꯁꯨꯡ Copy to other devices (ꯑꯇꯣꯞꯄ ꯗꯤꯚꯥꯏꯁꯁꯤꯡꯗꯥ ꯀꯣꯄꯤ ꯇꯧꯕꯤꯌꯨ) ꯅꯥ ꯃꯈꯣꯌꯕꯨ

ꯑꯣꯅꯂꯥꯏꯟ ꯑꯣꯏꯔꯤꯕ ꯑꯇꯣꯞꯄ ꯃꯦꯁꯤꯟ ꯑꯃꯗꯥ ꯀꯣꯄꯤ ꯇꯧꯏ꯫

ꯃꯦꯁꯤꯟ ꯑꯃꯗꯥ ꯀꯅꯥꯅꯥ ꯄꯟꯆ ꯇꯧꯕ ꯌꯥꯕꯒꯦ ꯌꯦꯡꯅꯕꯥ, Manage Devices ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ, ⋯ → Manage

Device ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Users (ꯌꯨꯖꯔꯁꯤꯡ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯃꯦꯁꯤꯅꯒꯤ ꯌꯨꯖꯔ

ꯈꯨꯗꯤꯡꯃꯛ Staff Khata ꯗꯥ ꯂꯩꯕ ꯃꯈꯣꯌꯒꯤ ꯊꯕꯛꯁꯨꯕꯒꯥ ꯂꯤꯉ꯭ ꯛ ꯑꯣꯏꯔꯤ꯫

ꯐꯤꯡꯒꯔꯞꯔꯤꯟꯇ ꯅꯠꯔꯒꯥ ꯀꯥꯔꯗ ꯏꯟꯔꯣꯜ ꯇꯧꯕ

ꯃꯁꯤꯒꯤꯗꯃꯛ ꯃꯦꯁꯤꯟ ꯑꯗꯨ ꯑꯣꯅꯂꯥꯏꯟ ꯑꯣꯏꯒꯗꯕꯅꯤ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Employee List (ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

2. ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯒꯤ ꯔꯣꯗꯥ ⋯ ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯗꯨꯅꯥ Biometric enrollment (ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ

ꯏꯟꯔꯣꯂꯃꯦꯟꯇ) ꯈꯟꯕꯤꯌꯨ꯫
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3. Biometric Device (ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁ) ꯈꯟꯕꯤꯌꯨ꯫ Step 1 (ꯈꯣꯡꯊꯥꯡ 1) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯊꯕꯛꯁꯨꯕ

ꯑꯗꯨ Machine User ID (ꯃꯦꯁꯤꯅꯒꯤ ꯌꯨꯖꯔ ID) ꯑꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯃꯦꯁꯤꯅꯗꯥ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯑꯣꯏꯔꯤ꯫

ꯃꯈꯣꯌ ꯍꯧꯖꯤꯛ ꯐꯥꯑꯣꯕꯥ ꯃꯗꯨꯗꯥ ꯂꯩꯇ꯭ ꯔꯕꯗꯤ, Sync Employee to Device (ꯊꯕꯛꯁꯨꯕ ꯗꯤꯚꯥꯏꯁꯇꯥ  ꯁꯤꯉ꯭ ꯛ

ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. Step 2 (ꯈꯣꯡꯊꯥꯡ 2) ꯒꯤ ꯃꯈꯥꯗꯥ, Fingerprint (ꯐꯤꯡꯒꯔꯞꯔꯤꯟꯇ) ꯅꯠꯔꯒꯥ RFID Card (RFID ꯀꯥꯔꯗ)

ꯈꯟꯕꯤꯌꯨ꯫

5. Start Live Fingerprint Scan (ꯂꯥꯏꯚ ꯐꯤꯡꯒꯔꯞꯔꯤꯟꯇ ꯁ꯭ ꯀꯦꯟ ꯍꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ

ꯃꯇꯨꯡꯗꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯗꯥ ꯃꯈꯨꯠ ꯑꯗꯨꯃꯛ ꯃꯦꯁꯤꯅꯗꯥ ꯑꯍꯨꯃꯔꯛ ꯊꯃꯅꯕꯥ ꯍꯥꯌꯕꯤꯌꯨ (ꯅꯠꯔꯒꯥ ꯃꯍꯥꯛꯀꯤ

ꯀꯥꯔꯗ ꯇꯥꯞ ꯇꯧꯅꯕꯥ)꯫

ꯃꯦꯁꯤꯅꯅꯥ ꯀꯅꯐꯔꯝ ꯇꯧꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ, ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯅꯥ ꯄꯟꯆ ꯇꯧꯕ ꯌꯥꯏ꯫ ꯄꯟꯆ ꯈꯨꯗꯤꯡꯃꯛ ꯅꯍꯥꯛꯀꯤ

ꯗꯦꯁꯕꯣꯔꯗꯇꯥ  ꯂꯥꯏꯚ ꯅꯣꯇꯤꯐꯤꯀꯦꯁꯟ ꯑꯣꯏꯅꯥ ꯊꯣꯛꯏ꯫

ꯃꯦꯁꯤꯅꯅꯥ ꯊꯃꯖꯤꯜꯂꯕꯥ ꯄꯟꯆꯁꯤꯡ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕ

ꯃꯦꯁꯤꯟ ꯑꯃ ꯃꯇꯝ ꯈꯔꯒꯤ ꯑꯣꯏꯅꯥ ꯑꯣꯐꯂꯥꯏꯟ ꯑꯣꯏꯔꯝꯂꯕꯗꯤ, ꯃꯁꯤꯅꯥ ꯃꯁꯤꯒꯤ ꯄꯟꯆꯁꯤꯡ ꯊꯃꯖꯤꯜꯂꯤ꯫ ꯃꯗꯨ

ꯑꯃꯨꯛ ꯑꯣꯅꯂꯥꯏꯟ ꯑꯣꯏꯔꯀꯄꯥ ꯃꯇꯨꯡꯗꯥ ꯃꯈꯣꯌ ꯄꯨꯔꯛꯄꯤꯌꯨ꯫

1. Data Download (ꯗꯦꯇꯥ  ꯗꯥꯎꯅꯂꯣꯗ) → Download data from Devices (ꯗꯤꯚꯥꯏꯁꯁꯤꯡꯗꯒꯤ ꯗꯦꯇꯥ

ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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2. Device (ꯗꯤꯚꯥꯏꯁ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯗꯤꯚꯥꯏꯁ ꯈꯟꯕꯤꯌꯨ꯫

3. ꯇꯥꯡꯁꯤꯡ ꯈꯟꯕꯤꯌꯨ: Today (ꯉꯁꯤ), Yesterday (ꯉꯔꯥ ꯡ), Last 7 days (ꯍꯧꯈꯤꯕ ꯅꯨꯃꯤꯠ 7), This

month (ꯊꯥ ꯑꯁꯤ), ꯅꯠꯔꯒꯥ From (ꯍꯧꯕ) ꯑꯃꯁꯨꯡ To (ꯐꯥꯑꯣꯕꯥ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯑꯃꯨꯛꯇꯗꯥ ꯅꯨꯃꯤꯠ 90

ꯐꯥꯑꯣꯕꯥ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕ ꯌꯥꯏ꯫

4. Add to attendance automatically (ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯇꯥ  ꯃꯁꯥꯃꯛ ꯍꯥꯞꯆꯤꯟꯕ) ꯑꯣꯟ ꯑꯣꯏꯅꯥ ꯊꯃꯕꯤꯌꯨ,

ꯅꯠꯔꯒꯥ ꯄꯟꯆꯁꯤꯡ ꯑꯍꯥꯅꯕꯗꯥ ꯌꯦꯡꯅꯕꯥ ꯃꯗꯨ ꯑꯣꯐ ꯇꯧꯕꯤꯌꯨ꯫

5. Download punches (ꯄꯟꯆꯁꯤꯡ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯃꯦꯁꯤꯅꯒꯤ ꯂꯣꯒ ꯐꯥꯏꯜ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕ

ꯃꯦꯁꯤꯟ ꯑꯗꯨ ꯑꯣꯅꯂꯥꯏꯟ ꯑꯣꯏꯕ ꯉꯃꯗ꯭ ꯔꯕꯗꯤ, USB ꯅꯥ ꯃꯗꯨꯒꯤ ꯄꯟꯆ ꯂꯣꯒ ꯑꯦꯛꯁꯄꯣꯔꯠ ꯇꯧꯗꯨꯅꯥ ꯏꯝꯄꯣꯔꯠ

ꯇꯧꯕꯤꯌꯨ꯫

1. Data Download (ꯗꯦꯇꯥ  ꯗꯥꯎꯅꯂꯣꯗ) → Import Biometric Machine Logs (ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ

ꯃꯦꯁꯤꯅꯒꯤ ꯂꯣꯒꯁꯤꯡ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Select Machine Log File (ꯃꯦꯁꯤꯅꯒꯤ ꯂꯣꯒ ꯐꯥꯏꯜ ꯈꯟꯕꯤꯌꯨ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯐꯥꯏꯜ (.txt, .csv ꯅꯠꯔꯒꯥ

.tsv) ꯈꯟꯗꯨꯅꯥ Upload & Preview Logs (ꯂꯣꯒꯁꯤꯡ ꯑꯄꯂꯣꯗ ꯇꯧꯗꯨꯅꯥ ꯌꯦꯡꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. ꯄ꯭ ꯔꯤꯚ꯭ ꯌꯨ ꯑꯗꯨ ꯌꯦꯡꯕꯤꯌꯨ꯫ Mapped (ꯃꯦꯞ ꯇꯧꯔꯕꯥ) ꯌꯨꯖꯔꯁꯤꯡ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯥ ꯃꯥꯟꯅꯍꯜꯂꯦ;

Unmapped (ꯃꯦꯞ ꯇꯧꯗꯕ) ꯌꯨꯖꯔ IDꯁꯤꯡ ꯍꯧꯖꯤꯛ ꯐꯥꯑꯣꯕꯥ ꯀꯅꯥꯒꯥ ꯑꯃꯠꯇꯒꯥ ꯂꯤꯉ꯭ ꯛ ꯑꯣꯏꯗ꯭ ꯔꯤ꯫
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4. ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯊꯤꯒꯗꯕ From date (ꯍꯧꯕ ꯇꯥꯡ) ꯑꯃꯁꯨꯡ To date (ꯂꯣꯏꯕ ꯇꯥꯡ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

5. Confirm & Import Attendance (ꯀꯅꯐꯔꯝ ꯇꯧꯗꯨꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: Data Download ꯑꯃꯁꯨꯡ ꯃꯦꯁꯤꯅꯒꯤ ꯂꯣꯒ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕ ꯑꯁꯤ ꯑꯦꯗꯚꯥꯟꯁ

ꯔꯤꯄꯣꯔꯠꯁꯤꯡꯒꯤ ꯁꯔꯨ ꯛꯅꯤ, ꯃꯈꯣꯌ ꯑꯁꯤ ꯈꯣꯉꯊꯥꯡ ꯅꯦꯝꯕ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯗꯥ ꯂꯣꯛ ꯑꯣꯏꯕ ꯌꯥꯏ꯫ ꯃꯦꯁꯤꯟ

ꯍꯥꯞꯆꯤꯟꯕ, ꯌꯨꯖꯔꯁꯤꯡ ꯁꯤꯉ꯭ ꯛ ꯇꯧꯕ ꯑꯃꯁꯨꯡ ꯏꯟꯔꯣꯂꯃꯦꯟꯇ ꯑꯁꯤ ꯄ꯭ ꯂꯥꯟ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯊꯕꯛ ꯇꯧꯏ꯫
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09

ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯌꯦꯡꯁꯤꯟꯕ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯃꯦꯁꯤꯅꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯒꯤ ꯂꯥꯀꯄꯥ ꯄꯟꯆ ꯄꯨꯝꯅꯃꯛ ꯂꯃꯥꯏ ꯑꯃꯈꯛꯇꯗꯥ

ꯌꯧꯏ꯫ ꯃꯐꯝ ꯑꯗꯨꯗꯒꯤ ꯅꯍꯥꯛꯅꯥ ꯅꯨꯃꯤꯠ ꯑꯗꯨ ꯌꯦꯡꯏ, ꯄꯟꯆꯁꯤꯡ ꯑꯌꯥꯕ ꯄꯤꯏ ꯑꯃꯁꯨꯡ ꯄꯦꯔꯣꯜꯒꯤ ꯃꯃꯥꯡꯗꯥ

ꯑꯁꯣꯏꯕꯁꯤꯡ ꯁꯦꯃꯗꯣꯀꯏ꯫

ꯉꯁꯤꯒꯤ ꯐꯤꯚꯝ ꯊꯨꯅꯥ ꯌꯦꯡꯕ

ꯅꯍꯥꯛꯀꯤ Dashboard (ꯗꯦꯁꯕꯣꯔꯗ) ꯅꯥ ꯉꯁꯤ ꯀꯅꯥ ꯂꯥꯀꯈꯤꯕꯒꯦ, ꯀꯅꯥ ꯂꯥꯀꯈꯤꯗꯕꯒꯦ ꯑꯃꯁꯨꯡ ꯀꯅꯥ ꯂꯦꯠ

ꯑꯣꯏꯈꯤꯕꯒꯦ ꯎꯠꯂꯤ꯫ Recent Punches (ꯅꯛꯅꯕ ꯃꯇꯃꯒꯤ ꯄꯟꯆꯁꯤꯡ) ꯅꯥ ꯆꯦꯛ-ꯏꯟ ꯈꯨꯗꯤꯡꯃꯛ ꯊꯣꯀꯄꯒꯥ

ꯂꯣꯌꯅꯅꯥ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯏ, ꯑꯃꯁꯨꯡ ꯂꯦꯠ ꯂꯥꯀꯄꯁꯤꯡꯗꯥ ꯃꯥꯔꯛ ꯊꯝꯃꯤ꯫ ꯃꯦꯄꯅꯥ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆꯁꯤꯡ ꯀꯗꯥꯏꯗꯒꯤ

ꯂꯥꯀꯈꯤꯕꯒꯦ ꯎꯠꯂꯤ꯫

ꯃꯄꯨꯡ ꯐꯥꯕ ꯂꯤꯁ꯭ ꯇꯀꯤꯗꯃꯛ, Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Attendance Process

(ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯄ꯭ ꯔꯣꯁꯦꯁ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯂꯃꯥꯏ ꯐꯤꯜꯇꯔ ꯇꯧꯕ

Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ) ꯂꯃꯥꯏ ꯑꯁꯤ ꯉꯁꯤꯗꯥ ꯍꯥꯡꯗꯣꯛꯏ꯫ ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯀꯥꯔꯗꯁꯤꯡꯅꯥ (Present

(ꯂꯥꯀꯄ), Absent (ꯂꯥꯛꯇꯕ), Late (ꯂꯦꯠ), On leave (ꯆꯨꯠꯇꯤꯗꯥ)) ꯄꯨꯝꯂꯣꯟꯁꯤꯡ ꯎꯠꯂꯤ꯫ ꯃꯤꯑꯣꯏ ꯑꯗꯨꯁꯤꯡ

ꯈꯛꯇꯃꯛ ꯎꯠꯅꯕꯥ ꯀꯥꯔꯗ ꯑꯃꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯇꯦꯕꯜ ꯑꯗꯨꯒꯤ ꯃꯊꯛꯇꯥ  ꯐꯤꯜꯇꯔ ꯁꯦꯠ ꯑꯅꯤ ꯂꯩ:

ꯐꯤꯜꯇꯔ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯎꯠꯂꯤꯕꯒꯦ

All (ꯄꯨꯝꯅꯃꯛ) / Present / Late / Absent ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁ꯭ ꯇꯦꯇꯁ ꯃꯇꯨꯡ ꯏꯟꯅꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡ

Pending (ꯉꯥꯏꯔꯤꯕ) ꯅꯍꯥꯛꯀꯤ ꯑꯌꯥꯕꯥ ꯉꯥꯏꯔꯤꯕ ꯄꯟꯆꯁꯤꯡ

Approved (ꯑꯌꯥꯕ ꯄꯤꯔꯕꯥ) ꯅꯍꯥꯛꯅꯥ ꯍꯥꯟꯅꯅꯥ ꯑꯌꯥꯕ ꯄꯤꯔꯕꯥ ꯄꯟꯆꯁꯤꯡ

GPS punches (GPS ꯄꯟꯆꯁꯤꯡ) ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯒꯤ ꯂꯣꯀꯦꯁꯅꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯇꯧꯔꯕꯥ ꯄꯟꯆꯁꯤꯡ ꯈꯛꯇꯃꯛ
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ꯊꯕꯛꯁꯨꯕ ꯑꯃ ꯅꯠꯔꯒꯥ ꯑꯇꯣꯞꯄ ꯃꯇꯝ ꯑꯃ ꯈꯟꯅꯕꯥ Filters (ꯐꯤꯜꯇꯔꯁꯤꯡ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ

ꯃꯇꯨꯡꯗꯥ Apply (ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯕ꯭ ꯔꯥ ꯟꯆ ꯑꯃ ꯌꯦꯡꯅꯕꯥ ꯃꯊꯛꯀꯤ ꯕꯥꯔꯗꯥ ꯂꯩꯕ All

Branches (ꯕ꯭ ꯔꯥ ꯟꯆ ꯄꯨꯝꯅꯃꯛ) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫ ꯃꯤꯑꯣꯏ ꯑꯃ ꯊꯤꯅꯕꯥ Search by name or ID… (ꯃꯤꯡ

ꯅꯠꯔꯒꯥ ID ꯅꯥ ꯊꯤꯕ…) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯂꯤꯁ꯭ ꯠ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ Export (ꯑꯦꯛꯁꯄꯣꯔꯠ)

ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

Attendance Details (ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯃꯔꯣꯜ) ꯍꯥꯡꯗꯣꯛꯅꯕꯥ ꯔꯣ ꯑꯃꯠꯇꯗꯥ ꯂꯩꯕ ꯃꯤꯠꯀꯤ ꯑꯥꯏꯀꯟꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ: ꯆꯦꯛ-ꯏꯟ ꯑꯃꯁꯨꯡ ꯆꯦꯛ-ꯑꯥꯎꯇꯀꯤ ꯃꯇꯃꯁꯤꯡ, ꯁꯤꯖꯤꯟꯅꯔꯕꯥ ꯗꯤꯚꯥꯏꯁ ꯅꯠꯔꯒꯥ ꯂꯣꯀꯦꯁꯟ,

ꯁꯤꯐꯠ ꯑꯃꯁꯨꯡ ꯄꯨꯡꯁꯤꯡ, ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆꯁꯤꯡꯒꯤꯗꯃꯛ ꯄꯟꯆꯀꯤ ꯐꯣꯇꯣ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯈꯣꯉꯊꯥꯡ ꯅꯦꯝꯕ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯗꯥ, ꯃꯇꯃꯒꯤ ꯐꯤꯜꯇꯔ ꯑꯁꯤ ꯅꯨꯃꯤꯠ ꯑꯃꯈꯛꯇꯗꯥ ꯂꯤꯃꯤꯠ

ꯑꯣꯏꯔꯤ꯫ ꯊꯥ ꯑꯃ ꯃꯄꯨꯡ, ꯆꯍꯤ ꯑꯃ ꯅꯠꯔꯒꯥ ꯃꯁꯥꯅꯥ ꯈꯟꯕ ꯃꯇꯝ ꯑꯃ ꯌꯦꯡꯅꯕꯥ ꯑꯦꯗꯚꯥꯟꯁ ꯔꯤꯄꯣꯔꯠꯁꯤꯡ ꯂꯩꯕ

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ꯫

ꯄꯟꯆꯁꯤꯡ ꯑꯌꯥꯕ ꯄꯤꯕ

1. Filters (ꯐꯤꯜꯇꯔꯁꯤꯡ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, Quick Select (ꯊꯨꯅꯥ ꯈꯟꯕ) ꯒꯤ ꯃꯈꯥꯗꯥ This Month (ꯊꯥ

ꯑꯁꯤ) ꯈꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Apply (ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Pending (ꯉꯥꯏꯔꯤꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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3. ꯔꯣ ꯑꯃꯗꯥ Review (ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯇꯃꯁꯤꯡ, ꯂꯣꯀꯦꯁꯟ ꯑꯃꯁꯨꯡ ꯐꯣꯇꯣ

ꯌꯦꯡꯕꯤꯌꯨ꯫

4. Approve (ꯑꯌꯥꯕ ꯄꯤꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯀꯅꯐꯔꯝ ꯇꯧꯕꯤꯌꯨ꯫ ꯄꯟꯆ ꯑꯃ ꯌꯥꯗꯕꯥ

ꯇꯧꯅꯕꯥ, Reject (ꯌꯥꯗꯕꯥ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯗꯨꯅꯥ ꯃꯔꯝ ꯑꯄꯤꯛꯄ ꯑꯃ ꯄꯤꯕꯤꯌꯨ꯫

ꯃꯥꯡꯈꯤꯕ ꯄꯟꯆ-ꯑꯥꯎꯠ ꯁꯦꯃꯗꯣꯀꯄ

ꯀꯅꯥꯒꯨꯝꯕ ꯑꯃꯅꯥ ꯄꯟꯆ ꯑꯥꯎꯠ ꯇꯧꯕ ꯀꯥꯎꯔꯕꯗꯤ, ꯃꯍꯥꯛꯀꯤ ꯄꯨꯡꯁꯤꯡ ꯊꯤꯕ ꯉꯝꯗꯦ꯫ ꯃꯇꯝ ꯑꯗꯨ ꯅꯍꯥꯛꯅꯥ

ꯃꯁꯥꯃꯛ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ꯫

1. ꯅꯨꯃꯤꯠ ꯑꯗꯨ ꯊꯤꯕꯤꯌꯨ꯫ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯒꯤ ꯃꯤꯡ ꯊꯤꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯉꯁꯤ ꯅꯠꯇ꯭ ꯔꯕꯗꯤ Filters

(ꯐꯤꯜꯇꯔꯁꯤꯡ) ꯅꯥ ꯃꯇꯝ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯔꯣ ꯑꯗꯨꯗꯥ ꯂꯩꯕ ꯄꯦꯟꯁꯤꯜ ꯑꯥꯏꯀꯟ (Edit (ꯁꯦꯃꯗꯣꯀꯄꯤꯌꯨ)) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Update Manual

Attendance (ꯃꯦꯅꯨꯌꯦꯜ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯄꯗꯦꯠ ꯇꯧꯕꯤꯌꯨ) ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫

3. Punch Out Time (ꯄꯟꯆ ꯑꯥꯎꯠ ꯃꯇꯝ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯈꯣꯌꯅꯥ ꯌꯨꯝꯕꯤ ꯌꯨꯡꯕꯒꯤ ꯃꯇꯨꯡ ꯐꯥꯑꯣꯕꯥ ꯊꯕꯛ

ꯇꯧꯔꯕꯗꯤ Next day (ꯃꯊꯪꯒꯤ ꯅꯨꯃꯤꯠ) ꯇꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. Update Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯄꯗꯦꯠ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯍꯧꯖꯤꯛ ꯄꯨꯡꯁꯤꯡ

ꯊꯤꯔꯦ꯫
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ꯄꯥꯎꯇꯥꯛ: Missing punches (ꯃꯥꯡꯈꯤꯕ ꯄꯟꯆꯁꯤꯡ) ꯇꯦꯕꯅꯥ ꯆꯦꯛ-ꯏꯟ ꯂꯩꯕ ꯑꯗꯨꯕꯨ ꯆꯦꯛ-ꯑꯥꯎꯠ ꯂꯩꯇꯕ

(ꯅꯠꯔꯒꯥ ꯑꯣꯟꯅ-ꯊꯣꯡꯅꯥ) ꯃꯤꯑꯣꯏ ꯈꯨꯗꯤꯡꯃꯛ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯏ꯫ Add missing check-out (ꯃꯥꯡꯈꯤꯕ ꯆꯦꯛ-ꯑꯥꯎꯠ

ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯇꯝ ꯏꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Save attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁꯦꯚ

ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯈꯨꯠꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯍꯥꯞꯆꯤꯟꯕ (Manual Punch)

ꯀꯅꯥꯒꯨꯝꯕ ꯑꯃꯅꯥ ꯄꯨꯝꯅꯃꯛꯇꯥ  ꯄꯟꯆ ꯇꯧꯕ ꯉꯃꯗꯕ ꯃꯇꯃꯗꯥ ꯃꯁꯤ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ ꯁꯥꯏꯠ ꯚꯤꯖꯤꯠ

ꯑꯃꯗꯥ꯫

1. Add Manual Attendance (ꯃꯦꯅꯨꯌꯦꯜ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ (ꯅꯠꯔꯒꯥ

Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Manual Punch (ꯃꯦꯅꯨꯌꯦꯜ ꯄꯟꯆ))꯫ Single Punch

(ꯄꯟꯆ ꯑꯃꯈꯛ) ꯈꯟꯗꯨꯅꯥ ꯊꯃꯕꯤꯌꯨ꯫

2. Employee (ꯊꯕꯛꯁꯨꯕ), Date (ꯇꯥꯡ) ꯑꯃꯁꯨꯡ Shift (ꯁꯤꯐꯠ) ꯈꯟꯕꯤꯌꯨ꯫

3. Punch In Time (ꯄꯟꯆ ꯏꯟ ꯃꯇꯝ) ꯏꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ, ꯈꯉꯂꯕꯗꯤ, Punch Out Time (ꯄꯟꯆ ꯑꯥꯎꯠ

ꯃꯇꯝ) ꯏꯕꯤꯌꯨ꯫

4. Status (ꯁ꯭ ꯇꯦꯇꯁ) ꯈꯟꯕꯤꯌꯨ: Present (ꯂꯥꯀꯄ), Absent (ꯂꯥꯛꯇꯕ), Half Day (ꯍꯥꯐ ꯗꯦ) ꯅꯠꯔꯒꯥ

Leave (ꯆꯨꯠꯇꯤ)꯫ Absent ꯅꯠꯔꯒꯥ Leave ꯒꯤꯗꯃꯛ ꯃꯇꯃꯁꯤꯡ ꯃꯊꯧ ꯇꯥꯗꯦ꯫
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5. ꯄꯥꯝꯂꯕꯗꯤ Remark (ꯔꯤꯃꯥꯔꯛ) ꯑꯃ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Submit Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯃꯤꯑꯣꯏ ꯀꯌꯥ ꯑꯃꯨꯛꯇꯗꯥ ꯃꯥꯔꯛ ꯇꯧꯕ (Bulk Manual Punch)

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Bulk Manual Punch (ꯕꯜꯛ ꯃꯦꯅꯨꯌꯦꯜ ꯄꯟꯆ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯃꯦꯅꯨꯌꯦꯜ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯐꯣꯔꯃꯒꯤ ꯃꯅꯨꯡꯗꯥ Bulk Manual Punch ꯗꯥ

ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ꯫

2. Select Employees (ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯈꯟꯕꯤꯌꯨ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯃꯤꯑꯣꯏ ꯈꯨꯗꯤꯡꯃꯛ ꯇꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ

Select All (ꯄꯨꯝꯅꯃꯛ ꯈꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Date (ꯇꯥꯡ), Punch In Time (ꯄꯟꯆ ꯏꯟ ꯃꯇꯝ) ꯑꯃꯁꯨꯡ Status (ꯁ꯭ ꯇꯦꯇꯁ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯤꯑꯣꯏ

ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯃꯁꯥꯒꯤ ꯁꯤꯐꯠ ꯁꯤꯖꯤꯟꯅꯅꯕꯥ Shift (ꯁꯤꯐꯠ) ꯑꯁꯤ Auto / Profile Default (ꯑꯣꯇꯣ /

ꯄ꯭ ꯔꯣꯐꯥꯏꯜ ꯗꯤꯐꯣꯜꯇ) ꯗꯥ ꯊꯃꯕꯤꯌꯨ꯫

4. ꯁꯝꯃꯔꯤ ꯑꯗꯨ ꯌꯦꯡꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Record Bulk Punch (ꯕꯜꯛ ꯄꯟꯆ ꯔꯦꯀꯣꯔꯗ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯔꯦꯒꯨꯂꯔꯥ ꯏꯖꯦꯁꯟ ꯍꯥꯏꯖꯕꯁꯤꯡ ꯑꯌꯥꯕ ꯄꯤꯕ
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ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯅꯥ ꯇꯁꯦꯡꯅꯥ ꯊꯕꯛ ꯇꯧꯈꯤꯕ ꯃꯇꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯃꯔꯝ ꯑꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ, ꯑꯦꯞ ꯅꯠꯔꯒꯥ

ꯋꯦꯕꯇꯒꯤ ꯃꯈꯣꯌꯒꯤ ꯃꯁꯥꯒꯤ ꯄꯟꯆꯁꯤꯡ ꯁꯦꯃꯗꯣꯛꯅꯕꯥ ꯍꯥꯏꯖꯕ ꯌꯥꯏ꯫

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Regularization (ꯔꯦꯒꯨꯂꯔꯥ ꯏꯖꯦꯁꯟ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ,

ꯅꯠꯔꯒꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯂꯃꯥꯏꯗꯥ Regularization ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯍꯥꯏꯖꯕꯁꯤꯡ ꯉꯥꯏꯔꯤꯕ ꯃꯇꯃꯗꯥ

ꯇꯦꯕ ꯑꯗꯨꯅꯥ ꯃꯁꯤꯡ ꯎꯠꯂꯤ꯫

2. ꯍꯥꯏꯖꯔꯕꯥ ꯃꯇꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯃꯔꯝ ꯑꯗꯨ ꯌꯦꯡꯕꯤꯌꯨ꯫

3. Approve (ꯑꯌꯥꯕ ꯄꯤꯕꯤꯌꯨ) ꯅꯠꯔꯒꯥ Reject (ꯌꯥꯗꯕꯥ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯀꯌꯥ ꯑꯃꯨꯛꯇꯗꯥ

ꯌꯦꯡꯁꯤꯟꯅꯕꯥ, ꯃꯈꯣꯌ ꯇꯤꯛ ꯇꯧꯗꯨꯅꯥ ꯄꯨꯝꯅꯃꯛꯀꯤꯗꯃꯛ ꯑꯦꯛꯁꯟ ꯑꯗꯨꯃꯛ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯅꯍꯥꯛꯅꯥ ꯑꯌꯥꯕ ꯄꯤꯔꯀꯄꯥ ꯃꯇꯃꯗꯥ, ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯃꯍꯥꯛꯅꯥ ꯍꯥꯏꯖꯔꯕꯥ ꯃꯇꯃꯁꯤꯡꯗꯥ

ꯑꯄꯗꯦꯠ ꯑꯣꯏꯒꯅꯤ꯫

staffkhata.com/guide · 62 / 125



10

ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯂꯁꯤꯡ, ꯆꯨꯠꯇꯤꯒꯤ ꯍꯥꯏꯖꯕꯁꯤꯡ ꯑꯃꯁꯨꯡ
ꯍꯣꯂꯤꯗꯦꯁꯤꯡ
ꯄ꯭ ꯂꯥꯟ: ꯆꯨꯠꯇꯤ ꯑꯃꯁꯨꯡ ꯍꯣꯂꯤꯗꯦ ꯂꯩꯕ ꯄ꯭ ꯂꯥꯟꯁꯤꯡ

ꯅꯍꯥꯛꯀꯤ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯅꯥ ꯂꯧꯕ ꯌꯥꯕ ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯂꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯀꯤ ꯍꯣꯂꯤꯗꯦꯒꯤ ꯂꯤꯁ꯭ ꯠ ꯑꯃꯨꯛ

ꯈꯛꯇꯃꯛ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ, ꯆꯨꯠꯇꯤꯒꯤ ꯍꯥꯏꯖꯕꯁꯤꯡ, ꯕꯦꯂꯦꯟꯁꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯍꯣꯂꯤꯗꯦꯁꯤꯡ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯃꯁꯨꯡ ꯄꯦꯔꯣꯂꯗꯥ ꯃꯁꯥꯃꯛ ꯆꯦꯅꯁꯤꯜꯂꯛꯀꯅꯤ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯆꯨꯠꯇꯤ ꯌꯦꯡꯁꯤꯟꯕ ꯑꯃꯁꯨꯡ ꯍꯣꯂꯤꯗꯦꯁꯤꯡ ꯑꯁꯤ ꯈꯣꯉꯊꯥꯡ ꯅꯦꯝꯕ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯗꯥ ꯂꯣꯛ ꯑꯣꯏꯕ

ꯌꯥꯏ꯫ ꯃꯦꯅꯨꯁꯤꯡꯗꯥ ꯂꯣꯛ ꯎꯔꯕꯗꯤ, ꯍꯧꯖꯤꯛꯀꯤ ꯃꯃꯜ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ

ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯂꯁꯤꯡ ꯁꯦꯝꯕ

Casual, Sick, Earned ꯑꯃꯁꯨꯡ Maternity ꯆꯨꯠꯇꯤ ꯅꯍꯥꯛꯀꯤꯗꯃꯛ ꯍꯥꯟꯅꯅꯥ ꯁꯦꯠ ꯇꯧꯔꯦ꯫ ꯃꯈꯣꯌ

ꯁꯦꯃꯗꯣꯀꯄꯤꯌꯨ ꯅꯠꯔꯒꯥ ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Define Leave (ꯆꯨꯠꯇꯤ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

Leave types (ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯂꯁꯤꯡ) ꯂꯤꯁ꯭ ꯇꯅꯥ ꯃꯈꯜ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯀꯣꯗ, ꯆꯍꯤ ꯑꯃꯗꯥ ꯅꯨꯃꯤꯠ,

ꯁꯤꯖꯤꯟꯅꯗꯕ ꯅꯨꯃꯤꯠꯁꯤꯡꯗꯥ ꯀꯔꯤ ꯊꯣꯀꯄꯒꯦ, ꯑꯃꯁꯨꯡ ꯑꯌꯥꯕꯥ ꯃꯊꯧ ꯇꯥꯕꯔꯥ  ꯍꯥꯌꯕꯗꯨ ꯎꯠꯂꯤ꯫

2. Add Leave Type (ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯜ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. ꯐꯣꯔꯝ ꯑꯗꯨ ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕꯤꯌꯨ:

ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Name (ꯃꯤꯡ) ꯑꯃꯁꯨꯡ Code (ꯀꯣꯗ) ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ "Compensatory Off" ꯑꯃꯁꯨꯡ "CO"꯫ ꯑꯅꯤꯃꯛ

ꯃꯊꯧ ꯇꯥꯏ꯫

Days per year (ꯆꯍꯤ ꯑꯃꯗꯥ ꯅꯨꯃꯤꯠ) ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛꯅꯥ ꯆꯍꯤ ꯑꯃꯗꯥ ꯅꯨꯃꯤꯠ ꯀꯌꯥ ꯐꯪꯒꯅꯤ꯫

Carry forward unused days (ꯁꯤꯖꯤꯟꯅꯗꯕ

ꯅꯨꯃꯤꯠꯁꯤꯡ ꯃꯊꯪꯗꯥ ꯄꯨꯕ)

ꯑꯣꯟ: ꯂꯧꯗꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ ꯃꯊꯪꯒꯤ ꯆꯍꯤꯗꯥ ꯆꯠꯀꯅꯤ꯫ ꯑꯣꯐ: ꯆꯍꯤꯒꯤ

ꯑꯔꯣꯏꯕꯗꯥ ꯃꯈꯣꯌ ꯃꯥꯡꯒꯅꯤ꯫

Needs approval (ꯑꯌꯥꯕꯥ ꯃꯊꯧ ꯇꯥꯏ) ꯑꯣꯟ: ꯔꯤꯄꯣꯔꯇꯤꯡ ꯃꯦꯅꯦꯖꯔ ꯅꯠꯔꯒꯥ HR ꯅꯥ ꯍꯥꯏꯖꯕ ꯈꯨꯗꯤꯡꯃꯛ

ꯑꯌꯥꯕ ꯄꯤꯒꯗꯕꯅꯤ꯫
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ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Colour (ꯃꯆꯨ) ꯀꯦꯂꯦꯟꯗꯔꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤꯒꯤ ꯕꯦꯖꯁꯤꯡꯗꯥ ꯎꯠꯂꯤ꯫

4. Add Leave Type ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯃꯈꯜ ꯑꯃ ꯍꯣꯡꯗꯣꯛꯅꯕꯥ ꯅꯠꯔꯒꯥ ꯂꯧꯊꯣꯛꯅꯕꯥ, ꯃꯗꯨꯒꯤ ꯔꯣꯗꯥ ꯂꯩꯕ Edit (ꯁꯦꯃꯗꯣꯀꯄꯤꯌꯨ) ꯅꯠꯔꯒꯥ Delete

(ꯃꯨꯠꯊꯠꯄꯤꯌꯨ) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯆꯨꯠꯇꯤꯒꯤ ꯕꯦꯂꯦꯟꯁꯁꯤꯡ ꯌꯦꯡꯕ (Leave Opening Entry)

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Leave Opening Entry (ꯆꯨꯠꯇꯤꯒꯤ ꯑꯣꯄꯅꯤꯡ

ꯑꯦꯟꯠꯔꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯊꯕꯛꯁꯨꯕ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯜ ꯈꯨꯗꯤꯡꯃꯛꯀꯤꯗꯃꯛ ꯅꯍꯥꯛꯅꯥ ꯅꯨꯃꯤꯠ Allowed (ꯌꯥꯔꯕꯥ), Used

(ꯁꯤꯖꯤꯟꯅꯔꯕꯥ) ꯑꯃꯁꯨꯡ Left (ꯂꯦꯃꯍꯧꯔꯤꯕ), ꯑꯃꯁꯨꯡ Total left (ꯄꯨꯝꯅꯃꯛ ꯂꯦꯃꯍꯧꯔꯤꯕ) ꯎꯒꯅꯤ꯫

3. ꯃꯊꯛꯀꯤ ꯑꯋꯥꯡ ꯊꯪꯕꯥꯗꯥ ꯐꯥꯏꯅꯦꯟꯁꯤꯌꯦꯜ ꯆꯍꯤ ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯜ, ꯕ꯭ ꯔꯥ ꯟꯆ,

ꯗꯤꯄꯥꯔꯠꯃꯦꯟꯇ ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕ ꯃꯇꯨꯡ ꯏꯟꯅꯥ ꯐꯤꯜꯇꯔ ꯇꯧꯕꯤꯌꯨ꯫ ꯇꯦꯕꯜ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ Export

(ꯑꯦꯛꯁꯄꯣꯔꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯆꯨꯠꯇꯤ ꯀꯔꯝꯅꯥ ꯍꯥꯏꯖꯕꯒꯦ

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯃꯁꯥꯒꯤ ꯏꯃꯦꯜ ꯑꯃꯁꯨꯡ ꯄꯥꯁꯋꯥꯔꯗꯅꯥ, https://attendance.staffkhata.com

ꯗꯥ ꯋꯦꯕꯇꯥ  ꯅꯠꯔꯒꯥ Staff Khata ꯑꯦꯄꯇꯥ  (Leave (ꯆꯨꯠꯇꯤ) ꯇꯦꯕ) ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯏ꯫ ꯃꯈꯣꯌꯅꯥ Apply Leave

(ꯆꯨꯠꯇꯤ ꯍꯥꯏꯖꯕꯤꯌꯨ) ꯍꯥꯡꯗꯣꯛꯏ, ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯜ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯃꯈꯣꯌꯒꯤ ꯕꯦꯂꯦꯟꯁ ꯎꯏ, ꯃꯈꯜ ꯑꯃꯁꯨꯡ

ꯇꯥꯡꯁꯤꯡ ꯈꯟꯏ, ꯃꯔꯝ ꯑꯃ ꯍꯥꯞꯆꯤꯟꯏ ꯑꯃꯁꯨꯡ ꯊꯥꯏ꯫ ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯍꯥꯏꯖꯕ ꯑꯗꯨꯅꯥ ꯑꯌꯥꯕꯥ ꯉꯥꯏꯒꯅꯤ꯫

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤ ꯃꯍꯨꯠꯇꯥ  ꯆꯨꯠꯇꯤ ꯍꯥꯏꯖꯕ

ꯀꯅꯥꯒꯨꯝꯕ ꯑꯃꯅꯥ ꯅꯥꯕꯅꯥ ꯐꯣꯟ ꯇꯧꯔꯀꯄꯥ ꯅꯠꯔꯒꯥ ꯑꯦꯞ ꯁꯤꯖꯤꯟꯅꯗꯕ ꯃꯇꯃꯗꯥ ꯀꯥꯟꯅꯕꯥ ꯂꯩ꯫

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Leave Application (ꯆꯨꯠꯇꯤꯒꯤ ꯑꯦꯞꯂꯤꯀꯦꯁꯟ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Apply leave (ꯆꯨꯠꯇꯤ ꯍꯥꯏꯖꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Employee (ꯊꯕꯛꯁꯨꯕ) ꯈꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Leave type (ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯜ) ꯈꯟꯕꯤꯌꯨ꯫ ꯃꯈꯜ

ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯃꯅꯥꯛꯇꯥ  ꯂꯦꯃꯍꯧꯔꯤꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ ꯎꯠꯂꯤ꯫

4. One day (ꯅꯨꯃꯤꯠ ꯑꯃ), Half a day (ꯅꯨꯃꯤꯠ ꯇꯉꯥꯛ) ꯅꯠꯔꯒꯥ Several days (ꯅꯨꯃꯤꯠ ꯀꯌꯥ) ꯈꯟꯕꯤꯌꯨ,

ꯑꯃꯁꯨꯡ ꯇꯥꯡ ꯅꯠꯔꯒꯥ ꯇꯥꯡꯁꯤꯡ ꯈꯟꯕꯤꯌꯨ꯫
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5. Reason (ꯃꯔꯝ) ꯑꯃ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ꯫ Also notify (ꯑꯃꯁꯨꯡ ꯈꯉꯍꯅꯕꯤꯌꯨ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯈꯉꯍꯟꯅꯕꯥ

ꯃꯤꯑꯣꯏꯁꯤꯡ ꯈꯟꯕ ꯌꯥꯏ꯫

6. Apply leave ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯆꯨꯠꯇꯤ ꯑꯌꯥꯕ ꯄꯤꯕ ꯅꯠꯔꯒꯥ ꯌꯥꯗꯕꯥ

1. Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Leave Application (ꯆꯨꯠꯇꯤꯒꯤ ꯑꯦꯞꯂꯤꯀꯦꯁꯟ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Leave requests (ꯆꯨꯠꯇꯤꯒꯤ ꯍꯥꯏꯖꯕꯁꯤꯡ) ꯑꯁꯤ Pending (ꯉꯥꯏꯔꯤꯕ) ꯗꯥ

ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫

2. ꯍꯥꯏꯖꯕ ꯑꯃꯗꯥ Review (ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯜ, ꯇꯥꯡꯁꯤꯡ, ꯅꯨꯃꯤꯠꯁꯤꯡ

ꯑꯃꯁꯨꯡ ꯃꯔꯝ ꯌꯦꯡꯕꯤꯌꯨ꯫

3. Approve (ꯑꯌꯥꯕ ꯄꯤꯕꯤꯌꯨ) ꯅꯠꯔꯒꯥ Reject (ꯌꯥꯗꯕꯥ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯀꯅꯐꯔꯝ

ꯇꯧꯕꯤꯌꯨ꯫
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Approved (ꯑꯌꯥꯕ ꯄꯤꯔꯕꯥ), Rejected (ꯌꯥꯗꯔꯕꯥ) ꯑꯃꯁꯨꯡ All (ꯄꯨꯝꯅꯃꯛ) ꯇꯦꯕꯁꯤꯡꯅꯥ ꯄꯨꯋꯥꯔꯤ ꯊꯝꯃꯤ꯫

ꯍꯥꯏꯖꯕ ꯑꯃꯒꯤ ꯃꯔꯣꯂꯗꯒꯤ ꯃꯇꯨꯡꯗꯁꯨ ꯅꯍꯥꯛꯅꯥ ꯋꯥꯔꯦꯞ ꯍꯣꯡꯗꯣꯛꯄ ꯌꯥꯏ꯫

ꯅꯍꯥꯛꯀꯤ ꯍꯣꯂꯤꯗꯦꯁꯤꯡ ꯍꯥꯞꯆꯤꯟꯕ

ꯍꯣꯂꯤꯗꯦꯁꯤꯡ ꯀꯦꯂꯦꯟꯗꯔꯁꯤꯡꯗꯥ ꯎꯠꯂꯤ ꯑꯃꯁꯨꯡ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯔꯤꯄꯣꯔꯠꯁꯤꯡꯗꯥ ꯁꯤꯖꯤꯟꯅꯩ꯫ ꯈ꯭ ꯕꯥꯏꯗꯒꯤ ꯊꯨꯅꯥ

ꯍꯧꯅꯕꯥ ꯂꯝꯕꯤꯗꯤ ꯅꯍꯥꯛꯀꯤ ꯂꯤꯁ꯭ ꯠ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕꯅꯤ꯫

ꯁ꯭ ꯞꯔꯦꯗꯁꯤꯠ ꯑꯃꯗꯒꯤ ꯏꯝꯄꯣꯔꯠ ꯇꯧꯕ

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Define Holiday (ꯍꯣꯂꯤꯗꯦ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Import (ꯏꯝꯄꯣꯔꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Need A Template (ꯇꯦꯝꯄ꯭ ꯂꯦꯠ ꯃꯊꯧ ꯇꯥꯕꯔꯥ ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯈꯨꯗꯝ ꯑꯃ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ CSV ꯅꯠꯔꯒꯥ

Excel ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯁꯤꯗꯥ ꯀꯂꯝ ꯑꯍꯨꯝ ꯂꯩ: Holiday Name (ꯍꯣꯂꯤꯗꯦꯒꯤ ꯃꯤꯡ), Type (ꯃꯈꯜ)

(Full Day ꯅꯠꯔꯒꯥ Half Day) ꯑꯃꯁꯨꯡ Date (ꯇꯥꯡ) (DD-MM-YYYY)꯫

4. ꯃꯗꯨ ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯐꯥꯏꯜ ꯑꯗꯨ ꯕꯛꯁꯇꯥ  ꯆꯤꯡꯁꯤꯟꯕꯤꯌꯨ ꯅꯠꯔꯒꯥ ꯊꯤꯅꯕꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫ 2 MB ꯐꯥꯑꯣꯕꯥ ꯂꯩꯕ CSV, XLS ꯑꯃꯁꯨꯡ XLSX ꯐꯥꯏꯂꯁꯤꯡ ꯊꯕꯛ ꯇꯧꯏ꯫

5. Import ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ ꯍꯣꯂꯤꯗꯦ ꯄꯨꯝꯅꯃꯛ ꯑꯃꯨꯛꯇꯗꯥ ꯍꯥꯞꯆꯤꯟꯒꯅꯤ꯫
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ꯍꯣꯂꯤꯗꯦ ꯑꯃ ꯍꯥꯞꯆꯤꯟꯕ

1. Define Holiday (ꯍꯣꯂꯤꯗꯦ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ, Add Holiday (ꯍꯣꯂꯤꯗꯦ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Name (ꯃꯤꯡ) ꯏꯕꯤꯌꯨ, Date (ꯇꯥꯡ) ꯈꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Full day (ꯅꯨꯃꯤꯠ ꯃꯄꯨꯡ) ꯅꯠꯔꯒꯥ Half day

(ꯅꯨꯃꯤꯠ ꯇꯉꯥꯛ) ꯈꯟꯕꯤꯌꯨ꯫ Description (ꯋꯥꯐꯝ) ꯑꯁꯤ ꯃꯊꯧ ꯇꯥꯗꯦ꯫

3. Add Holiday ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯂꯤꯁ꯭ ꯠ ꯌꯦꯡꯅꯕꯥ Upcoming (ꯂꯥꯛꯀꯗꯕ), Past (ꯍꯧꯈꯤꯕ) ꯑꯃꯁꯨꯡ All (ꯄꯨꯝꯅꯃꯛ) ꯇꯦꯕꯁꯤꯡ

ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯍꯣꯡꯗꯣꯛꯅꯕꯥ ꯔꯣ ꯑꯃꯗꯥ Edit (ꯁꯦꯃꯗꯣꯀꯄꯤꯌꯨ) ꯅꯠꯔꯒꯥ Delete (ꯃꯨꯠꯊꯠꯄꯤꯌꯨ)

ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫
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11

ꯄꯦꯔꯣꯜ, ꯄꯦꯁ꯭ ꯂꯤꯞ ꯑꯃꯁꯨꯡ ꯑꯦꯗꯚꯥꯟꯁ
ꯄ꯭ ꯂꯥꯟ: ꯄꯦꯔꯣꯜ ꯄ꯭ ꯂꯥꯟꯁꯤꯡ

Staff Khata ꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯆꯨꯠꯇꯤ, ꯍꯣꯂꯤꯗꯦ ꯑꯃꯁꯨꯡ ꯂꯦꯠ ꯃꯥꯔꯛꯇꯒꯤ ꯁꯦꯂꯔꯤ ꯈꯨꯗꯤꯡꯃꯛ ꯁꯤꯟꯊꯣꯛꯂꯤ,

ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯅꯍꯥꯛꯅꯥ ꯁ꯭ ꯞꯔꯦꯗꯁꯤꯠ ꯃꯊꯧ ꯇꯥꯗꯦ꯫ ꯃꯁꯤ ꯑꯃꯨꯛ ꯈꯛꯇꯃꯛ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯊꯥ

ꯈꯨꯗꯤꯡꯃꯛ ꯀ꯭ ꯂꯤꯛ ꯈꯔꯗꯥ ꯄꯦꯔꯣꯜ ꯆꯂꯥꯏꯕꯤꯌꯨ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯄꯦꯔꯣꯂꯒꯤꯗꯃꯛ ꯄꯦꯔꯣꯜ ꯌꯥꯎꯕ ꯁꯦꯜ ꯄꯤꯕ ꯄ꯭ ꯂꯥꯟ ꯑꯃ ꯃꯊꯧ ꯇꯥꯏ꯫ Payroll (ꯄꯦꯔꯣꯜ) ꯃꯦꯅꯨ

ꯂꯣꯛ ꯇꯧꯔꯕꯗꯤ, ꯍꯧꯖꯤꯛꯀꯤ ꯄ꯭ ꯂꯥꯟꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯁꯦꯂꯔꯤ ꯁꯥꯏꯀꯜ ꯑꯃꯁꯨꯡ ꯑꯥꯏꯟꯒꯤ ꯀꯠꯊꯣꯀꯄꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕ

ꯁꯦꯇꯤꯡꯁ ꯑꯁꯤꯁꯤꯡ ꯄꯦꯔꯣꯜ ꯆꯂꯥꯏꯕ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯊꯕꯛ ꯇꯧꯏ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Company (ꯀꯝꯄꯦꯅꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ

Payroll & Tax (ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯇꯦꯛꯁ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫

2. Salary Cycle Period (ꯁꯦꯂꯔꯤ ꯁꯥꯏꯀꯂꯒꯤ ꯃꯇꯝ) ꯒꯤ ꯃꯈꯥꯗꯥ, Period Start Day (ꯍꯧꯔꯀꯄꯒꯤ

ꯅꯨꯃꯤꯠ) ꯑꯃꯁꯨꯡ Period End Day (ꯂꯣꯏꯕꯒꯤ ꯅꯨꯃꯤꯠ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ "ꯊꯥꯒꯤ ꯑꯔꯣꯏꯕ ꯅꯨꯃꯤꯠ" ꯑꯣꯏꯅꯕꯥ

ꯂꯣꯏꯕꯒꯤ ꯅꯨꯃꯤꯠ ꯑꯣꯏꯅꯥ 0 ꯏꯕꯤꯌꯨ꯫

3. Statutory Deductions & Contributions (ꯑꯥꯏꯟꯒꯤ ꯀꯠꯊꯣꯀꯄꯁꯤꯡ ꯑꯃꯁꯨꯡ

ꯀꯟꯠꯔꯤꯕ꯭ ꯌꯨꯁꯅꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯅꯍꯥꯛꯀꯤꯗꯃꯛ ꯃꯊꯧ ꯇꯥꯕꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫

4. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

ESI (Employee State Insurance)

(ESI, ꯊꯕꯛꯁꯨꯕꯒꯤ ꯁ꯭ ꯇꯦꯠ ꯏꯟꯁ꯭ ꯌꯨꯔꯦꯟꯁ)

ꯃꯊꯧ ꯆꯥꯕ ꯁꯦꯂꯔꯤꯁꯤꯡꯒꯤꯗꯃꯛ ESI ꯀꯟꯠꯔꯤꯕ꯭ ꯌꯨꯁꯟ ꯍꯥꯄꯆꯤꯜꯂꯤ꯫ ꯔꯦꯠ ꯑꯗꯨ

ESI Contribution % (ESI ꯀꯟꯠꯔꯤꯕ꯭ ꯌꯨꯁꯟ %) ꯗꯥ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

PF (Provident Fund) (PF,

ꯄ꯭ ꯔꯣꯚꯤꯗꯦꯟꯠ ꯐꯟꯗ)

EPF ꯀꯠꯊꯣꯀꯄꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯃꯊꯧꯒꯤ ꯃꯥꯟꯅꯕ ꯁꯦꯜ ꯍꯥꯄꯆꯤꯜꯂꯤ꯫ ꯔꯦꯠ ꯑꯗꯨ

PF Contribution % (PF ꯀꯟꯠꯔꯤꯕ꯭ ꯌꯨꯁꯟ %) ꯗꯥ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ, ꯃꯇꯝ

ꯌꯥꯝꯅꯥ 12꯫

Gratuity Liability (ꯒ꯭ ꯔꯦꯆꯨꯏꯇꯤꯒꯤ

ꯂꯥꯏꯕꯤꯂꯤꯇꯤ)

ꯆꯍꯤ ꯈꯨꯗꯤꯡꯒꯤ ꯒ꯭ ꯔꯦꯆꯨꯏꯇꯤ ꯊꯃꯖꯕ ꯌꯦꯡꯁꯤꯜꯂꯤ꯫

Financial Year Start / End

(ꯐꯥꯏꯅꯥꯟꯁꯤꯑꯦꯜ ꯆꯍꯤ ꯍꯧꯕ / ꯂꯣꯏꯕ)

ꯁꯦꯟꯅꯕꯥ ꯔꯤꯄꯣꯔꯇꯤꯡꯒꯤꯗꯃꯛ ꯁꯤꯖꯤꯟꯅꯕ ꯆꯍꯤ꯫

ꯁꯦꯂꯔꯤ ꯁ꯭ ꯠꯔꯛꯆꯔ ꯄꯤꯕ

ꯄꯦꯔꯣꯜ ꯆꯂꯥꯏꯕꯒꯤ ꯃꯃꯥꯡꯗꯥ ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯁꯦꯂꯔꯤ ꯁ꯭ ꯠꯔꯛꯆꯔ ꯑꯃ ꯃꯊꯧ ꯇꯥꯏ꯫

1. Payroll (ꯄꯦꯔꯣꯜ) → Salary Management (ꯁꯦꯂꯔꯤ ꯃꯦꯅꯦꯖꯃꯦꯟꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯊꯕꯛꯁꯨꯕ

ꯈꯨꯗꯤꯡꯃꯛ ꯃꯈꯣꯌꯒꯤ ꯁꯥꯏꯀꯜ, ꯀꯥꯟꯅꯕ ꯁꯦꯜ, ꯀꯠꯊꯣꯀꯄꯁꯤꯡ, ꯅꯦꯠ ꯁꯦꯂꯔꯤ ꯑꯃꯁꯨꯡ ꯆꯍꯤꯒꯤ CTC ꯒꯥ
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ꯂꯣꯌꯅꯅꯥ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯔꯤ꯫

2. ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤ ꯔꯣꯗꯥ ꯂꯩꯕ ꯑꯦꯗꯤꯠ ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯑꯅꯧꯕꯥ ꯃꯤꯑꯣꯏ ꯑꯃꯒꯤꯗꯃꯛ

Assign Salary Structure (ꯁꯦꯂꯔꯤ ꯁ꯭ ꯠꯔꯛꯆꯔ ꯄꯤꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Payroll Cycle (ꯄꯦꯔꯣꯜ ꯁꯥꯏꯀꯜ) (Monthly Cycle (ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯁꯥꯏꯀꯜ) ꯅꯠꯔꯒꯥ Weekly Cycle

(ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯁꯥꯏꯀꯜ)) ꯑꯃꯁꯨꯡ Salary Type (ꯁꯦꯂꯔꯤꯒꯤ ꯃꯈꯜ) (Fixed (ꯂꯦꯞꯄ), Variable

(ꯍꯣꯡꯕ) ꯅꯠꯔꯒꯥ Commission Based (ꯀꯃꯤꯁꯟꯗꯥ ꯌꯨꯝꯐꯝ ꯑꯣꯏꯕ)) ꯈꯟꯕꯤꯌꯨ꯫

4. Earnings (ꯀꯥꯟꯅꯕ ꯁꯦꯜ) ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕꯤꯌꯨ: ꯕꯦꯁꯤꯛ ꯁꯦꯂꯔꯤ, HRA, ꯀꯟꯚꯦꯌꯦꯟꯁ, ꯃꯦꯗꯤꯀꯦꯜ

ꯑꯦꯂꯥꯎꯟꯁ ꯑꯃꯁꯨꯡ ꯑꯇꯣꯞꯄ ꯑꯦꯂꯥꯎꯟꯁ꯫

5. PF, ESI ꯑꯃꯁꯨꯡ ꯄ꯭ ꯔꯣꯐꯦꯁꯅꯦꯜ ꯇꯦꯛꯁ ꯌꯥꯑꯣꯕ Deductions (ꯀꯠꯊꯣꯀꯄꯁꯤꯡ) ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕꯤꯌꯨ꯫

ESI ꯑꯁꯤ ꯄꯨꯟꯅꯥ ꯅꯠꯔꯒꯥ ꯇꯣꯉꯥꯟꯅꯥ ꯎꯠꯄ ꯌꯥꯏ꯫

6. ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯅꯥ ꯃꯍꯥꯛꯀꯤ ꯆꯍꯤꯒꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯃꯜ (CTC) ꯎꯕ ꯃꯊꯧ ꯇꯥꯔꯕꯗꯤ Show CTC in

Payslip (ꯄꯦꯁ꯭ ꯂꯤꯄꯇꯥ  CTC ꯎꯠꯄꯤꯌꯨ) ꯇꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

7. Save Salary Structure (ꯁꯦꯂꯔꯤ ꯁ꯭ ꯠꯔꯛꯆꯔ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) (ꯅꯠꯔꯒꯥ Update Salary

Structure (ꯁꯦꯂꯔꯤ ꯁ꯭ ꯠꯔꯛꯆꯔ ꯑꯅꯧꯕꯥ ꯁꯦꯝꯕꯤꯌꯨ)) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯅꯍꯥꯛꯅꯥ ꯇꯥꯏꯞ ꯇꯧꯔꯤꯉꯩꯗꯥ, ꯃꯈꯥꯗꯥ ꯂꯩꯕ ꯄꯨꯟꯁꯤꯟꯕꯁꯤꯡꯅꯥ Total Earnings (ꯄꯨꯝꯅꯃꯛ ꯀꯥꯟꯅꯕ ꯁꯦꯜ), Total

Deductions (ꯄꯨꯝꯅꯃꯛ ꯀꯠꯊꯣꯀꯄ), Net Take-Home (ꯈꯨꯠꯇꯥ  ꯐꯪꯕ ꯁꯦꯜ) ꯑꯃꯁꯨꯡ Annual CTC

(ꯆꯍꯤꯒꯤ CTC) ꯎꯠꯂꯤ꯫
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ꯄꯥꯎꯇꯥꯛ: ꯅꯍꯥꯛꯅꯥ ꯐꯣꯔꯝ ꯑꯁꯤ Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Employee List (ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤ

ꯂꯤꯁ꯭ ꯠ) ꯗꯒꯤꯁꯨ ꯍꯥꯡꯗꯣꯛꯄ ꯌꯥꯏ: ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤ ꯔꯣꯒꯤ ꯃꯦꯅꯨ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Assign / View Salary

(ꯁꯦꯂꯔꯤ ꯄꯤꯕꯤꯌꯨ / ꯌꯦꯡꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯄꯦꯔꯣꯜ ꯆꯂꯥꯏꯕ

1. Payroll (ꯄꯦꯔꯣꯜ) → Run Payroll (ꯄꯦꯔꯣꯜ ꯆꯂꯥꯏꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯇꯦꯕꯜ ꯑꯗꯨꯒꯤ ꯃꯊꯛꯇꯥ  ꯊꯥ ꯑꯃꯁꯨꯡ ꯆꯍꯤ ꯈꯟꯕꯤꯌꯨ꯫

3. Bulk Generate (ꯃꯔꯥ ꯡ ꯀꯥꯌꯅꯥ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, Department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ) ꯑꯃ

ꯈꯟꯕꯤꯌꯨ, ꯊꯥ ꯑꯃꯁꯨꯡ ꯆꯍꯤ ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Generate Bulk Payroll (ꯃꯔꯥ ꯡ ꯀꯥꯌꯅꯥ ꯄꯦꯔꯣꯜ

ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ ꯈꯨꯗꯤꯡꯃꯛꯀꯤꯗꯃꯛ ꯑꯃꯨꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯃꯤꯑꯣꯏ ꯑꯃꯈꯛꯇꯕꯨ ꯁꯦꯜ ꯄꯤꯅꯕꯥ, Add Payroll (ꯄꯦꯔꯣꯜ ꯍꯥꯄꯆꯤꯜꯂꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯗꯨꯅꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ

ꯈꯟꯕꯤꯌꯨ꯫

ꯁꯦꯂꯔꯤ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯃꯇꯨꯡꯗꯥ ꯂꯩꯕ ꯊꯕꯛ ꯇꯧꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ, ꯁꯦꯜ ꯀꯠꯊꯣꯀꯄ ꯅꯨꯃꯤꯠꯁꯤꯡ (LOP), ꯍꯞꯇꯥꯒꯤ

ꯅꯨꯃꯤꯠ ꯂꯦꯞꯄꯁꯤꯡ, ꯍꯣꯂꯤꯗꯦꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯦꯜ ꯄꯤꯕ ꯆꯨꯠꯇꯤ ꯎꯅꯕꯥ More Columns (ꯀꯣꯂꯝ ꯍꯦꯅꯒꯠꯂꯒꯥ)

ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯆꯨꯃꯗꯣꯛꯄ ꯑꯃꯁꯨꯡ ꯁꯦꯇꯜ ꯇꯧꯕ

ꯃꯁꯤꯡ ꯑꯃ ꯍꯣꯡꯗꯣꯛꯅꯕꯥ, ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯒꯤ ꯄꯦꯔꯣꯜ ꯔꯣ ꯑꯦꯗꯤꯠ ꯇꯧꯕꯤꯌꯨ꯫ Edit Monthly Payroll (ꯊꯥ

ꯈꯨꯗꯤꯡꯒꯤ ꯄꯦꯔꯣꯜ ꯑꯦꯗꯤꯠ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ, ꯍꯥꯡꯗꯣꯛꯅꯥ ꯊꯝꯅꯕꯥ Save Draft (ꯗ꯭ ꯔꯥ ꯐꯠ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯁꯦꯜ ꯄꯤꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ Settle & Save (ꯁꯦꯇꯜ ꯇꯧꯗꯨꯅꯥ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯁꯦꯂꯔꯤ ꯀꯌꯥ ꯁꯦꯜ ꯄꯤꯔꯦ ꯍꯥꯌꯅꯥ ꯃꯥꯔꯛ ꯇꯧꯅꯕꯥ, ꯔꯣꯁꯤꯡ ꯇꯤꯛ ꯇꯧꯗꯨꯅꯥ Settle Selected (ꯈꯟꯂꯕꯁꯤꯡ

ꯁꯦꯇꯜ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯊꯥ ꯑꯗꯨ Excel ꯅꯠꯔꯒꯥ PDF ꯑꯣꯏꯅꯥ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ Export (ꯑꯦꯛꯁꯄꯣꯔꯠ) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯄꯦꯁ꯭ ꯂꯤꯞ ꯌꯦꯡꯕ ꯑꯃꯁꯨꯡ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕ

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤ ꯔꯣꯗꯥ Payslip (ꯄꯦꯁ꯭ ꯂꯤꯞ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯄꯦꯁ꯭ ꯂꯤꯞ ꯑꯗꯨꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯂꯣꯒꯣ,

ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯁꯝꯃꯔꯤ, ꯀꯥꯟꯅꯕ ꯁꯦꯜ, ꯀꯠꯊꯣꯀꯄꯁꯤꯡ, ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ ꯂꯩꯔꯕꯗꯤ ꯃꯈꯣꯌ, ꯑꯃꯁꯨꯡ

ꯋꯥꯍꯩꯗꯥ ꯏꯔꯕꯥ ꯅꯦꯠ ꯄꯦ ꯎꯠꯂꯤ꯫ ꯃꯁꯤꯅꯥ ꯑꯣꯐꯤꯁꯀꯤ ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ ꯀꯔꯝꯅꯥ ꯁꯤꯖꯤꯟꯅꯈꯤꯕꯒꯦ ꯍꯥꯌꯕꯁꯨ

ꯎꯠꯂꯤ: ꯂꯦꯠ ꯃꯥꯔꯛ, ꯃꯇꯝ ꯃꯃꯥꯡꯗꯥ ꯊꯣꯛꯄ ꯑꯃꯁꯨꯡ ꯄꯣꯂꯤꯁꯤꯒꯤ ꯀꯠꯊꯣꯀꯄ ꯂꯩꯔꯕꯗꯤ꯫

ꯁꯦꯚ ꯇꯧꯅꯕꯥ Download PDF (PDF ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ Print (ꯄ꯭ ꯔꯤꯟꯠ)꯫

CTC ꯎꯠꯀꯗꯕꯔꯥ  ꯍꯥꯌꯕꯗꯨ ꯈꯟꯅꯕꯥ Show Annual CTC (ꯆꯍꯤꯒꯤ CTC ꯎꯠꯄꯤꯌꯨ) / Hide Annual CTC

(ꯆꯍꯤꯒꯤ CTC ꯂꯣꯠꯄꯤꯌꯨ) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫
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ꯂꯣꯒꯏꯟ ꯂꯩꯕ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯃꯁꯥꯒꯤ ꯄꯦꯁ꯭ ꯂꯤꯄꯁꯤꯡ My Payslips (ꯑꯩꯒꯤ ꯄꯦꯁ꯭ ꯂꯤꯄꯁꯤꯡ) ꯒꯤ

ꯃꯈꯥꯗꯥ ꯎꯏ꯫ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯁꯦꯜꯐ-ꯁꯔꯚꯤꯁ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯑꯦꯗꯚꯥꯟꯁ ꯑꯃꯁꯨꯡ ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ

ꯁꯦꯂꯔꯤ ꯑꯦꯗꯚꯥꯟꯁ ꯑꯃ ꯏꯕ

1. Payroll (ꯄꯦꯔꯣꯜ) → Add Advance (ꯑꯦꯗꯚꯥꯟꯁ ꯍꯥꯄꯆꯤꯜꯂꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Employee (ꯊꯕꯛꯁꯨꯕ) ꯈꯟꯕꯤꯌꯨ, Amount (ꯁꯦꯟꯒꯤ ꯃꯁꯤꯡ) ꯑꯃꯁꯨꯡ Reason / Description

(ꯃꯔꯝ / ꯐꯣꯡꯗꯣꯛꯄ) ꯏꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Month (ꯊꯥ) ꯑꯃꯁꯨꯡ Year (ꯆꯍꯤ) ꯈꯟꯕꯤꯌꯨ꯫

3. Save Advance (ꯑꯦꯗꯚꯥꯟꯁ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ ꯑꯃ ꯏꯕ

1. Payroll (ꯄꯦꯔꯣꯜ) → Add Reimbursement (ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ ꯍꯥꯄꯆꯤꯜꯂꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ ꯈꯟꯕꯤꯌꯨ, ꯁꯦꯟꯒꯤ ꯃꯁꯤꯡ, ꯃꯔꯝ, ꯊꯥ ꯑꯃꯁꯨꯡ ꯆꯍꯤ ꯏꯕꯤꯌꯨ꯫

3. Supporting Document / Bill (ꯃꯇꯦꯡ ꯄꯥꯡꯕ ꯗꯣꯀꯨꯃꯦꯟꯠ / ꯕꯤꯜ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯕꯤꯜ ꯑꯗꯨ ꯑꯦꯇꯦꯆ

ꯇꯧꯕꯤꯌꯨ (PDF, JPG, PNG ꯅꯠꯔꯒꯥ DOC, 2 MB ꯐꯥꯑꯣꯕꯥ)꯫ ꯕꯤꯜ ꯑꯃ ꯃꯊꯧ ꯇꯥꯏ꯫

4. Submit Claim (ꯀ꯭ ꯂꯦꯝ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯑꯌꯥꯕ ꯄꯤꯕ, ꯁꯦꯇꯜ ꯇꯧꯕ ꯑꯃꯁꯨꯡ ꯁ꯭ ꯂꯤꯞ ꯄ꯭ ꯔꯤꯟꯠ ꯇꯧꯕ

ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯇꯒꯤ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯊꯥꯔꯀꯄꯁꯤꯡ ꯌꯥꯑꯣꯅꯥ ꯑꯦꯗꯚꯥꯟꯁ ꯑꯃꯁꯨꯡ ꯀ꯭ ꯂꯦꯝ ꯈꯨꯗꯤꯡꯃꯛ ꯎꯅꯕꯥ

Payroll (ꯄꯦꯔꯣꯜ) → Advances & Reimbursements (ꯑꯦꯗꯚꯥꯟꯁ ꯑꯃꯁꯨꯡ ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ)

ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯔꯦꯀꯣꯔꯗ ꯑꯃ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ ꯃꯗꯨ Approve (ꯑꯌꯥꯕ ꯄꯤꯕꯤꯌꯨ) ꯅꯠꯔꯒꯥ Reject (ꯌꯥꯗꯕꯤꯌꯨ)

ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯁꯦꯜ ꯄꯤꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ Settle Request (ꯔꯤꯛꯕꯦꯁ꯭ ꯠ ꯁꯦꯇꯜ ꯇꯧꯕꯤꯌꯨ)꯫ PDF ꯑꯣꯏꯅꯥ

ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕ ꯌꯥꯕ ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ ꯁ꯭ ꯂꯤꯞ ꯑꯃꯒꯤꯗꯃꯛ Generate Slip (ꯁ꯭ ꯂꯤꯞ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

Weekly Pay Process (ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯁꯦꯜ ꯄꯤꯕꯒꯤ ꯊꯧꯑꯣꯡ)
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ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡ ꯁꯦꯜ ꯐꯪꯕ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤꯗꯃꯛ, ꯁꯦꯂꯔꯤ ꯁ꯭ ꯠꯔꯛꯆꯔꯗꯥ ꯃꯈꯣꯌꯒꯤ Payroll Cycle (ꯄꯦꯔꯣꯜ

ꯁꯥꯏꯀꯜ) ꯑꯗꯨ Weekly Cycle (ꯍꯞꯇꯥ  ꯈꯨꯗꯤꯡꯒꯤ ꯁꯥꯏꯀꯜ) ꯑꯣꯏꯅꯥ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯊꯕꯛꯁꯨꯕ ꯑꯁꯤꯁꯤꯡ

ꯈꯛꯇꯃꯛ ꯃꯐꯝ ꯑꯁꯤꯗꯥ ꯎꯏ꯫

1. Payroll (ꯄꯦꯔꯣꯜ) → Weekly Pay Process ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯍꯞꯇꯥ  ꯑꯗꯨ ꯈꯟꯕꯤꯌꯨ꯫

3. ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤꯗꯃꯛ Generate Weekly (ꯍꯞꯇꯥꯒꯤ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ

ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ ꯄꯨꯝꯅꯃꯛꯀꯤꯗꯃꯛ Bulk Department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ ꯄꯨꯝꯅꯃꯛ) → Run Bulk

Process (ꯃꯔꯥ ꯡ ꯀꯥꯌꯅꯥ ꯆꯂꯥꯏꯕꯤꯌꯨ)꯫

4. PDF ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ, ꯃꯗꯨ Print (ꯄ꯭ ꯔꯤꯟꯠ) ꯇꯧꯅꯕꯥ ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯗꯥ Send Email (ꯏꯃꯦꯜ

ꯊꯥꯕꯤꯌꯨ) ꯇꯧꯅꯕꯥ Weekly Payslip (ꯍꯞꯇꯥꯒꯤ ꯄꯦꯁ꯭ ꯂꯤꯞ) ꯑꯃ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫

5. ꯁꯦꯜ ꯄꯤꯔꯕꯥ ꯔꯣꯁꯤꯡ ꯇꯤꯛ ꯇꯧꯗꯨꯅꯥ Settle Selected (ꯈꯟꯂꯕꯁꯤꯡ ꯁꯦꯇꯜ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫
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12

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯔꯤꯄꯣꯔꯠ ꯑꯃꯁꯨꯡ ꯁꯔꯀꯥꯔꯒꯤ
ꯔꯦꯖꯤꯁ꯭ ꯇꯔꯁꯤꯡ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

Staff Khata ꯗꯥ ꯉꯁꯤꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯇꯒꯤ ꯍꯧꯔꯒꯥ ꯏꯅꯁ꯭ ꯄꯦꯛꯇꯔ ꯑꯃꯅꯥ ꯍꯪꯂꯤꯕ ꯑꯥꯏꯟꯒꯤ

ꯔꯦꯖꯤꯁ꯭ ꯇꯔꯁꯤꯡ ꯐꯥꯑꯣꯕꯥ ꯔꯤꯄꯣꯔꯠ ꯇꯔꯥ ꯍꯨꯝꯗꯒꯤ ꯍꯦꯟꯅꯥ ꯂꯩ꯫ ꯔꯤꯄꯣꯔꯠ ꯈꯨꯗꯤꯡꯃꯛ ꯐꯤꯜꯇꯔ ꯇꯧꯕ, ꯄ꯭ ꯔꯤꯟꯠ

ꯇꯧꯅꯕꯥ ꯁꯦꯝ ꯁꯥꯔꯕ ꯁꯤꯠ ꯑꯃ ꯑꯣꯏꯅꯥ ꯌꯦꯡꯕ, ꯑꯃꯁꯨꯡ ꯑꯦꯛꯁꯄꯣꯔꯠ ꯇꯧꯕ ꯌꯥꯏ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: Daily ꯔꯤꯄꯣꯔꯠ ꯑꯁꯤ ꯄ꯭ ꯂꯥꯟ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯊꯕꯛ ꯇꯧꯏ꯫ Weekly, Monthly ꯑꯃꯁꯨꯡ

Yearly ꯔꯤꯄꯣꯔꯠꯁꯤꯡ, Attendance Calendar, AI Analysis ꯑꯃꯁꯨꯡ ꯑꯇꯣꯞꯄ ꯑꯀꯨꯞꯄ

ꯔꯤꯄꯣꯔꯠꯁꯤꯡꯗꯥ ꯑꯦꯗꯚꯥꯟꯁ ꯔꯤꯄꯣꯔꯠ ꯌꯥꯎꯕ ꯁꯦꯜ ꯄꯤꯕ ꯄ꯭ ꯂꯥꯟ ꯑꯃ ꯃꯊꯧ ꯇꯥꯏ꯫ Government Reports ꯗꯥ

ꯄꯦꯔꯣꯜ ꯐꯥꯑꯣꯕꯥ ꯃꯊꯧ ꯇꯥꯏ꯫ ꯍꯧꯖꯤꯛꯀꯤ ꯄ꯭ ꯂꯥꯟꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ)

ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯔꯤꯄꯣꯔꯠ ꯑꯃ ꯊꯤꯕ

1. Reports (ꯔꯤꯄꯣꯔꯠꯁꯤꯡ) → All reports (ꯔꯤꯄꯣꯔꯠ ꯄꯨꯝꯅꯃꯛ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯔꯤꯄꯣꯔꯠꯁꯤꯡ ꯑꯁꯤ ꯅꯍꯥꯛꯅꯥ ꯈꯉꯕ ꯄꯥꯝꯕꯒꯤ ꯃꯇꯨꯡ ꯏꯟꯅꯥ ꯃꯤꯍꯨꯠ ꯃꯤꯍꯨꯠ ꯇꯧꯔꯤ: ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ

ꯑꯃꯁꯨꯡ ꯃꯇꯝ ꯃꯇꯃꯒꯤ, ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯃꯇꯃꯒꯤ ꯑꯋꯥꯕꯥꯁꯤꯡ, ꯑꯈꯟꯅꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ, ꯇꯤꯃꯁꯤꯡ,

ꯆꯨꯠꯇꯤ, ꯗꯤꯚꯥꯏꯁꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯑꯥꯏꯟ ꯉꯥꯛꯄ꯫

2. ꯂꯤꯁ꯭ ꯠ ꯑꯗꯨ ꯌꯥꯝꯅꯥ ꯍꯟꯊꯍꯟꯅꯕꯥ ꯁꯔꯆ ꯕꯛꯁꯇꯥ  ꯇꯥꯏꯞ ꯇꯧꯕꯤꯌꯨ꯫ ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ, ꯂꯦꯠ ꯂꯥꯀꯄꯒꯤ ꯃꯇꯥꯡꯗꯥ

ꯔꯤꯄꯣꯔꯠ ꯈꯨꯗꯤꯡꯃꯛ ꯎꯅꯕꯥ late ꯇꯥꯏꯞ ꯇꯧꯕꯤꯌꯨ꯫
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ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯔꯤꯄꯣꯔꯠ

1. Reports (ꯔꯤꯄꯣꯔꯠꯁꯤꯡ) → Daily (ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯔꯤꯄꯣꯔꯠꯀꯤ ꯃꯈꯜ ꯑꯃ (ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ Performance (ꯄꯔꯐꯣꯃꯦꯟꯁ), Late Arrival (ꯂꯦꯠ ꯂꯥꯀꯄ),

Absent (ꯂꯥꯛꯇꯕ) ꯅꯠꯔꯒꯥ Missing Punch (ꯃꯥꯡꯈ꯭ ꯔꯕ ꯄꯟꯆ)), ꯇꯥꯡ, ꯑꯃꯁꯨꯡ ꯀꯅꯥꯕꯨ

ꯌꯥꯑꯣꯍꯅꯒꯗꯒꯦ ꯈꯟꯕꯤꯌꯨ: ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ, ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠꯁꯤꯡ, ꯗꯤꯖꯥꯏꯅꯦꯁꯅꯁꯤꯡ ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕ

ꯑꯃꯃꯃꯛ꯫

3. View Report (ꯔꯤꯄꯣꯔꯠ ꯌꯦꯡꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯐꯂꯗꯥ:

ꯅꯨꯃꯤꯠ ꯑꯃ ꯃꯇꯨꯡꯗꯥ ꯅꯠꯔꯒꯥ ꯃꯃꯥꯡꯗꯥ ꯆꯠꯅꯕꯥ ꯇꯥꯡꯒꯤ ꯃꯅꯥꯛꯇꯥ  ꯂꯩꯕ ꯑꯦꯔꯣꯁꯤꯡ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯐꯤꯜꯇꯔ ꯇꯧꯅꯕꯥ All (ꯄꯨꯝꯅꯃꯛ), Present (ꯂꯥꯀꯄ), Late (ꯂꯦꯠ) ꯅꯠꯔꯒꯥ Absent (ꯂꯥꯛꯇꯕ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯅꯍꯥꯛꯀꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯃꯤꯡ, ꯇꯥꯡ, ꯑꯃꯁꯨꯡ ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯂꯥꯀꯄ ꯃꯇꯝ, ꯊꯣꯛꯄ ꯃꯇꯝ

ꯑꯃꯁꯨꯡ ꯊꯕꯛ ꯇꯧꯔꯕꯥ ꯄꯨꯡ ꯂꯩꯕ ꯄ꯭ ꯔꯤꯟꯠ ꯇꯧꯅꯕꯥ ꯁꯦꯝ ꯁꯥꯔꯕ ꯂꯦꯑꯥꯎꯠ ꯑꯃꯒꯤꯗꯃꯛ Sheet (ꯁꯤꯠ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯍꯜꯂꯛꯅꯕꯥ Table (ꯇꯦꯕꯜ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯍꯜꯂꯛꯇꯅꯥ ꯃꯊꯛꯀꯤ ꯑꯋꯥꯡ ꯊꯪꯕꯥꯗꯥ ꯂꯩꯕ ꯗ꯭ ꯔꯣꯞ-ꯗꯥꯎꯅꯗꯒꯤ ꯔꯤꯄꯣꯔꯠꯀꯤ ꯃꯈꯜ ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ꯫
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ꯍꯞꯇꯥ , ꯊꯥ ꯑꯃꯁꯨꯡ ꯆꯍꯤꯒꯤ ꯔꯤꯄꯣꯔꯠꯁꯤꯡ

ꯃꯈꯣꯌꯁꯤꯡ ꯑꯁꯤ ꯃꯑꯣꯡ ꯑꯃꯠꯇꯗꯥ ꯊꯕꯛ ꯇꯧꯏ: ꯃꯇꯝ ꯈꯟꯕꯤꯌꯨ, ꯀꯅꯥꯕꯨ ꯌꯥꯑꯣꯍꯅꯒꯗꯒꯦ ꯈꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ

ꯐꯤꯜꯇꯔ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

1. Reports (ꯔꯤꯄꯣꯔꯠꯁꯤꯡ) → Monthly (ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯊꯥ ꯈꯟꯕꯤꯌꯨ, ꯀꯅꯥꯕꯨ ꯌꯥꯑꯣꯍꯅꯒꯗꯒꯦ ꯈꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Apply Filter (ꯐꯤꯜꯇꯔ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯗ꯭ ꯔꯣꯞ-ꯗꯥꯎꯅꯗꯒꯤ ꯔꯤꯄꯣꯔꯠ ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯀꯥꯟꯅꯕ ꯈꯔꯗꯤ:

ꯔꯤꯄꯣꯔꯠ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯎꯠꯂꯤꯕꯒꯦ

Performance (ꯄꯔꯐꯣꯃꯦꯟꯁ) ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯂꯥꯀꯄ ꯅꯨꯃꯤꯠ, ꯍꯣꯂꯤꯗꯦ, ꯍꯞꯇꯥꯒꯤ ꯅꯨꯃꯤꯠ ꯂꯦꯞꯄ,

ꯂꯥꯛꯇꯕ, ꯂꯦꯠ ꯑꯣꯏꯕ ꯄꯨꯡ ꯑꯃꯁꯨꯡ ꯁꯦꯜ ꯐꯪꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ, ꯅꯨꯃꯤꯠ ꯑꯃꯃꯃꯛ꯫

Attendance With Status

(ꯁ꯭ ꯇꯦꯇꯁꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ)

ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯊꯥ, ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯗꯥ ꯁ꯭ ꯇꯦꯇꯁ ꯑꯃ꯫

Muster Book (ꯃꯁ꯭ ꯇꯔ ꯕꯨꯛ) ꯑꯥꯏꯟꯒꯤ ꯐꯣꯔꯃꯦꯠꯇꯥ  ꯁꯦꯝ ꯁꯥꯔꯕ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯑꯃ꯫

OT Summary (OT ꯁꯝꯃꯔꯤ) ꯊꯥ ꯑꯗꯨꯒꯤ ꯑꯣꯚꯔꯇꯥꯏꯃꯒꯤ ꯄꯨꯡꯁꯤꯡ꯫
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ꯔꯤꯄꯣꯔꯠ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯎꯠꯂꯤꯕꯒꯦ

Leave Details (ꯆꯨꯠꯇꯤꯒꯤ ꯃꯔꯣꯜ) ꯊꯥ ꯑꯗꯨꯗꯥ ꯂꯧꯈꯤꯕ ꯆꯨꯠꯇꯤ꯫

Attendance Calendar (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯀꯦꯂꯦꯟꯗꯔ)

ꯊꯥ ꯑꯗꯨ ꯀꯦꯂꯦꯟꯗꯔ ꯑꯃ ꯑꯣꯏꯅꯥ ꯎꯅꯕꯥ Reports (ꯔꯤꯄꯣꯔꯠꯁꯤꯡ) → Attendance Calendar ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫ Cards (ꯀꯥꯔꯗꯁꯤꯡ), Matrix (ꯃꯦꯠꯔꯤꯛꯁ) ꯑꯃꯁꯨꯡ Sheet (ꯁꯤꯠ) ꯚꯤꯎꯁꯤꯡꯒꯤ ꯃꯔꯛꯇꯥ

ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯃꯇꯨꯡ ꯏꯟꯅꯥ ꯐꯤꯜꯇꯔ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯁꯤꯅꯥ ꯀꯅꯥ

ꯂꯦꯠ ꯂꯥꯀꯈꯤꯕꯒꯦ, ꯂꯥꯛꯇꯈꯤꯕꯒꯦ ꯅꯠꯔꯒꯥ ꯆꯨꯠꯇꯤ ꯂꯧꯈꯤꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ ꯎꯠꯂꯤ꯫

Government Reports (ꯁꯔꯀꯥꯔꯒꯤ ꯔꯤꯄꯣꯔꯠꯁꯤꯡ)

1. Reports (ꯔꯤꯄꯣꯔꯠꯁꯤꯡ) → Government Reports ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯇꯥꯡꯁꯤꯡ ꯍꯣꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯈꯨꯗꯤꯡꯃꯛ ꯃꯇꯝ ꯑꯗꯨꯒꯤꯗꯃꯛ ꯑꯅꯧꯕꯥ ꯑꯣꯏꯒꯅꯤ꯫

3. ꯂꯤꯁ꯭ ꯠ ꯑꯗꯨꯗꯒꯤ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯑꯃ ꯈꯟꯕꯤꯌꯨ꯫
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ꯔꯦꯖꯤꯁ꯭ ꯇꯔ ꯐꯣꯔꯝ ꯑꯥꯏꯟ

Muster Roll (ꯃꯁ꯭ ꯇꯔ ꯔꯣꯜ) Form 25 Factories Act, 1948

Register of Adult Workers (ꯑꯍꯜ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ) Form B Factories Act, 1948

Leave with Wages Register (ꯁꯦꯜ ꯄꯤꯕ ꯆꯨꯠꯇꯤꯒꯤ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ) Form D Factories Act, 1948

Register of Wages (ꯁꯦꯂꯒꯤ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ) Form I Payment of Wages Act, 1936

Register of Workmen (ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤ ꯔꯦꯖꯤꯁ꯭ ꯇꯔ) Form XIII Contract Labour Act, 1970

ESI Register (ESI ꯔꯦꯖꯤꯁ꯭ ꯇꯔ) Form 6 ESI Act, 1948

Muster Roll ꯅꯥ ꯃꯇꯝ ꯑꯗꯨꯒꯤ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯂꯥꯀꯄ ꯃꯇꯝ, ꯂꯥꯛꯇꯕ, ꯆꯨꯠꯇꯤ ꯑꯃꯁꯨꯡ ꯍꯞꯇꯥꯒꯤ

ꯅꯨꯃꯤꯠ ꯂꯦꯞꯄꯁꯤꯡ ꯎꯠꯂꯤ꯫

AI Analysis (AI ꯑꯦꯅꯥꯂꯥꯏꯁꯤꯁ)

ꯃꯇꯝ ꯑꯃꯗꯥ ꯀꯔꯤ ꯃꯌꯦꯛ ꯁꯦꯡꯅꯥ ꯎꯕ ꯐꯪꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ ꯎꯅꯕꯥ Reports (ꯔꯤꯄꯣꯔꯠꯁꯤꯡ) → AI Analysis ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ: ꯅꯍꯥꯛꯀꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯔꯦꯠ, ꯂꯥꯀꯄ ꯑꯃꯁꯨꯡ ꯂꯥꯛꯇꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ, ꯂꯦꯠ ꯂꯥꯀꯄꯁꯤꯡ
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ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ꯫ ꯃꯗꯨꯒꯤ ꯃꯈꯥꯗꯥ ꯂꯥꯏꯕ ꯂꯣꯟꯗꯥ ꯏꯔꯕꯥ Key findings (ꯃꯔꯨ ꯑꯣꯏꯕ ꯐꯪꯈꯤꯕꯁꯤꯡ), ꯅꯨꯃꯤꯠ

ꯑꯃꯃꯃꯛꯀꯤ ꯆꯥꯔꯠ, Attendance by department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ ꯃꯇꯨꯡ ꯏꯟꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ)

ꯑꯃꯁꯨꯡ Absences by day of week (ꯍꯞꯇꯥꯒꯤ ꯅꯨꯃꯤꯠ ꯃꯇꯨꯡ ꯏꯟꯅꯥ ꯂꯥꯛꯇꯕ) ꯂꯩ꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: AI Analysis ꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯆꯨꯠꯇꯤ ꯃꯦꯅꯦꯖꯃꯦꯟꯠ ꯐꯥꯑꯣꯕꯥ ꯃꯊꯧ ꯇꯥꯏ꯫

ꯑꯇꯣꯞꯄ ꯔꯤꯄꯣꯔꯠꯁꯤꯡ

All reports (ꯔꯤꯄꯣꯔꯠ ꯄꯨꯝꯅꯃꯛ) ꯗꯒꯤ ꯅꯍꯥꯛꯅꯥ ꯃꯈꯥꯗꯥ ꯄꯤꯔꯤꯕꯁꯤꯡꯁꯨ ꯍꯥꯡꯗꯣꯛꯄ ꯌꯥꯏ:

ꯇꯥꯡꯒꯤ ꯔꯦꯟꯖ ꯑꯃꯒꯤꯗꯃꯛ Late comers (ꯂꯦꯠ ꯂꯥꯀꯄꯁꯤꯡ) ꯑꯃꯁꯨꯡ Present / absent (ꯂꯥꯀꯄ /

ꯂꯥꯛꯇꯕ)꯫

Overtime (ꯑꯣꯚꯔꯇꯥꯏꯝ) (ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯑꯣꯚꯔꯇꯥꯏꯝ ꯃꯊꯧ ꯇꯥꯏ)꯫

ꯈꯨꯠꯅꯥ ꯍꯥꯄꯆꯤꯜꯂꯕꯥ ꯄꯟꯆꯁꯤꯡ ꯌꯦꯡꯁꯤꯟꯅꯕꯥ Manual attendance (ꯃꯦꯅꯨꯌꯦꯜ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ)꯫

Leave report (ꯆꯨꯠꯇꯤꯒꯤ ꯔꯤꯄꯣꯔꯠ), Device punches (ꯗꯤꯚꯥꯏꯁꯀꯤ ꯄꯟꯆꯁꯤꯡ) ꯑꯃꯁꯨꯡ Easy

access (ꯂꯥꯏꯅꯥ ꯍꯥꯡꯗꯣꯀꯄ)꯫

ꯑꯦꯛꯁꯄꯣꯔꯠ, ꯄ꯭ ꯔꯤꯟꯠ ꯑꯃꯁꯨꯡ ꯁꯦꯌꯥꯔ ꯇꯧꯕ
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ꯔꯤꯄꯣꯔꯠ ꯑꯃꯍꯦꯛꯇꯗꯥ Export (ꯑꯦꯛꯁꯄꯣꯔꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯗꯨꯅꯥ Excel (.xlsx), PDF (.pdf) ꯅꯠꯔꯒꯥ

Sheet view / Print (ꯁꯤꯠ ꯚꯤꯎ / ꯄ꯭ ꯔꯤꯟꯠ) ꯈꯟꯕꯤꯌꯨ꯫ Sheet ꯚꯤꯎꯗꯥ, ꯁꯤꯠ ꯑꯗꯨꯒꯤ ꯃꯊꯛꯇꯥ  ꯂꯩꯕ Excel,

PDF ꯑꯃꯁꯨꯡ Print ꯕꯇꯅꯁꯤꯡ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫
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13

WhatsApp ꯑꯦꯂꯔꯠ ꯑꯃꯁꯨꯡ ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯅꯁꯤꯡ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯑꯦꯞ ꯍꯥꯡꯗꯣꯛꯇꯅꯥ ꯑꯅꯧꯕꯥ ꯈꯕꯔ ꯐꯪꯕꯤꯌꯨ꯫ Staff Khata ꯅꯥ ꯅꯍꯥꯀꯄꯨ WhatsApp ꯗꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁꯝꯃꯔꯤ

ꯊꯥꯕ ꯌꯥꯏ, ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ WhatsApp ꯅꯠꯔꯒꯥ SMS ꯑꯦꯀꯥꯎꯟꯇꯇꯒꯤ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯗꯥ ꯑꯦꯂꯔꯠ ꯊꯥꯕ ꯌꯥꯏ,

ꯑꯃꯁꯨꯡ ꯑꯇꯣꯞꯄ ꯁꯣꯐꯇꯋꯦꯌꯔꯗꯥ ꯊꯧꯔꯃꯁꯤꯡ ꯊꯥꯕ ꯌꯥꯏ꯫

ꯅꯍꯥꯛꯀꯤ WhatsApp ꯁꯝꯃꯔꯤꯁꯤꯡ ꯈꯟꯕ

ꯃꯦꯁꯦꯖꯁꯤꯡ ꯑꯁꯤ Staff Khata ꯗꯒꯤ ꯃꯄꯨꯒꯤ ꯅꯝꯕꯔꯗꯥ ꯂꯥꯀꯏ꯫ ꯃꯈꯣꯌꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯕꯗꯒꯤ ꯍꯦꯟꯅꯥ ꯁꯦꯠ

ꯇꯧꯒꯗꯕ ꯀꯔꯤꯁꯨ ꯂꯩꯇꯦ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Company (ꯀꯝꯄꯦꯅꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ

Notifications (ꯅꯣꯇꯤꯐꯤꯀꯦꯁꯅꯁꯤꯡ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫

2. WhatsApp Notifications (WhatsApp ꯅꯣꯇꯤꯐꯤꯀꯦꯁꯅꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯅꯍꯥꯛꯅꯥ ꯄꯥꯝꯕ

ꯃꯦꯁꯦꯖꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ:

ꯁꯦꯇꯤꯡ ꯅꯍꯥꯛꯅꯥ ꯀꯔꯤ ꯐꯪꯒꯅꯤ

Daily Attendance Summary (ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁꯝꯃꯔꯤ)

ꯅꯨꯃꯤꯠ ꯑꯗꯨꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ WhatsApp ꯁꯝꯃꯔꯤ ꯑꯃ

ꯅꯨꯃꯤꯗꯥꯡ ꯈꯨꯗꯤꯡꯃꯛ꯫

Monthly Attendance Summary (ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁꯝꯃꯔꯤ)

CSV ꯐꯥꯏꯜ ꯑꯃ ꯑꯣꯏꯅꯥ ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯔꯤꯄꯣꯔꯠ

ꯑꯃ꯫

Device Health Alerts (ꯗꯤꯚꯥꯏꯁꯀꯤ ꯍꯦꯜꯊ

ꯑꯦꯂꯔꯠꯁꯤꯡ)

ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁ ꯑꯃ ꯑꯣꯐꯂꯥꯏꯟ ꯑꯣꯏꯔꯀꯄꯥ

ꯃꯇꯃꯗꯥ ꯃꯦꯁꯦꯖ ꯑꯃ꯫

3. Save Changes (ꯍꯣꯡꯗꯣꯛꯂꯕꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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Integrations ꯍꯕ ꯍꯥꯡꯗꯣꯀꯄ

ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ ꯑꯦꯀꯥꯎꯟꯇꯁꯤꯡꯗꯒꯤ ꯑꯦꯂꯔꯠ ꯊꯥꯅꯕꯥ, Account (ꯑꯦꯀꯥꯎꯟꯠ) → Integrations

(ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯅꯁꯤꯡ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Integrations & Webhooks Hub (ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯟ ꯑꯃꯁꯨꯡ

ꯋꯦꯕꯍꯨꯛ ꯍꯕ) ꯅꯥ ꯁꯦꯝ ꯁꯥꯔꯕ ꯀꯅꯦꯛꯁꯟ ꯑꯍꯨꯝ ꯎꯠꯂꯤ: WhatsApp, SMS Gateway (SMS ꯒꯦꯇꯋꯦ)

ꯑꯃꯁꯨꯡ Webhooks API (ꯋꯦꯕꯍꯨꯛ API)꯫ ꯅꯍꯥꯛꯅꯥ ꯄꯥꯝꯕ ꯑꯗꯨꯗꯥ Configure (ꯀꯟꯐꯤꯒꯔ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ WhatsApp Business ꯅꯝꯕꯔ ꯁꯤꯖꯤꯟꯅꯕ

ꯅꯍꯥꯛꯅꯥ Meta ꯒꯤ Cloud API ꯗꯥ ꯂꯩꯕ WhatsApp Business ꯑꯦꯀꯥꯎꯟꯠ ꯑꯃ ꯃꯊꯧ ꯇꯥꯏ, ꯃꯗꯨꯗꯥ Meta ꯅꯥ

ꯃꯃꯥꯡꯗꯥ ꯑꯌꯥꯕ ꯄꯤꯔꯕꯥ ꯃꯦꯁꯦꯖ ꯇꯦꯝꯄ꯭ ꯂꯦꯠꯁꯤꯡ ꯂꯩꯒꯗꯕꯅꯤ꯫

ꯄꯨꯅꯁꯤꯟꯕ

1. WhatsApp ꯀꯥꯔꯗꯇꯥ , Configure (ꯀꯟꯐꯤꯒꯔ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Connection

(ꯀꯅꯦꯛꯁꯟ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫

2. ꯅꯍꯥꯛꯀꯤ Meta access token (Meta ꯑꯦꯛꯁꯦꯁ ꯇꯣꯀꯦꯟ) ꯑꯃꯁꯨꯡ Meta phone number ID

(Meta ꯐꯣꯟ ꯅꯝꯕꯔ ID) ꯏꯕꯤꯌꯨ꯫ ꯐꯣꯟ ꯅꯝꯕꯔ ꯃꯁꯥꯃꯛ ꯅꯠꯇꯅꯥ, Meta ꯗꯒꯤ ꯐꯪꯕ ꯐꯣꯟ ꯅꯝꯕꯔ ID

ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

3. Alert numbers (ꯑꯦꯂꯔꯠ ꯅꯝꯕꯔꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯃꯄꯨꯒꯤ ꯑꯦꯂꯔꯠꯁꯤꯡ ꯐꯪꯒꯗꯕ ꯃꯣꯕꯥꯏꯜ

ꯅꯝꯕꯔꯁꯤꯡ ꯏꯕꯤꯌꯨ (20 ꯐꯥꯑꯣꯕꯥ)꯫
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ꯏꯚꯦꯟꯇꯀꯤ ꯇꯦꯝꯄ꯭ ꯂꯦꯠꯁꯤꯡ ꯁꯦꯠ ꯇꯧꯕ

1. Event templates (ꯏꯚꯦꯟꯇꯀꯤ ꯇꯦꯝꯄ꯭ ꯂꯦꯠꯁꯤꯡ) ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫ ꯏꯚꯦꯟꯇꯁꯤꯡ ꯑꯋꯥꯡ ꯊꯪꯕꯥꯗꯥ

ꯂꯤꯁ꯭ ꯠ ꯇꯧꯔꯤ: Check In (ꯆꯦꯛ ꯏꯟ), Check Out (ꯆꯦꯛ ꯑꯥꯎꯠ), Late Arrival (ꯂꯦꯠ ꯂꯥꯀꯄ),

Missing Punch (ꯃꯥꯡꯈ꯭ ꯔꯕ ꯄꯟꯆ), Leave Application (ꯆꯨꯠꯇꯤꯒꯤ ꯑꯦꯞꯂꯤꯀꯦꯁꯟ), Leave

Approved (ꯆꯨꯠꯇꯤ ꯑꯌꯥꯕ ꯄꯤꯔꯦ), Leave Rejected (ꯆꯨꯠꯇꯤ ꯌꯥꯗꯦ) ꯑꯃꯁꯨꯡ Daily Summary

(ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯁꯝꯃꯔꯤ)꯫

2. ꯏꯚꯦꯟꯠ ꯑꯃ ꯈꯟꯕꯤꯌꯨ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ Check In꯫

3. Approved template name (ꯑꯌꯥꯕ ꯐꯪꯂꯕꯥ ꯇꯦꯝꯄ꯭ ꯂꯦꯠꯀꯤ ꯃꯤꯡ), Approved language code

(ꯑꯌꯥꯕ ꯐꯪꯂꯕꯥ ꯂꯣꯟꯒꯤ ꯀꯣꯗ) (en_US ꯅꯠꯔꯒꯥ hi ꯒꯨꯝꯕ) ꯑꯃꯁꯨꯡ Exact approved template text

(ꯑꯌꯥꯕ ꯐꯪꯂꯕꯥ ꯇꯦꯝꯄ꯭ ꯂꯦꯠꯀꯤ ꯆꯨꯝꯕ ꯇꯦꯛꯁ꯭ ꯠ) ꯏꯕꯤꯌꯨ, Meta ꯅꯥ ꯑꯌꯥꯕ ꯄꯤꯈꯤꯕ ꯃꯑꯣꯡ ꯑꯗꯨꯃꯛꯇꯗꯥ

ꯀꯣꯄꯤ ꯇꯧꯕꯤꯌꯨ꯫

4. Variable mapping (ꯚꯦꯔꯤꯑꯦꯕꯜ ꯃꯦꯄꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯚꯦꯔꯤꯑꯦꯕꯜ ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯀꯔꯤ ꯊꯥꯒꯗꯒꯦ

ꯈꯟꯕꯤꯌꯨ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ Variable 1 ꯒꯤꯗꯃꯛ employee name (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯃꯤꯡ) ꯑꯃꯁꯨꯡ

Variable 2 ꯒꯤꯗꯃꯛ punch time (ꯄꯟꯆ ꯇꯧꯔꯕꯥ ꯃꯇꯝ)꯫

5. Recipients (ꯐꯪꯒꯗꯕꯁꯤꯡ) ꯈꯟꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯇꯦꯝꯄ꯭ ꯂꯦꯠ ꯑꯗꯨ Meta ꯒꯥ ꯌꯦꯡꯁꯤꯟꯈ꯭ ꯔꯦ ꯍꯥꯌꯅꯥ

ꯀꯅꯐꯔꯝ ꯇꯧꯅꯕꯥ ꯕꯛꯁ ꯑꯗꯨ ꯇꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

6. ꯀꯔꯤ ꯊꯥꯒꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯆꯨꯝꯅꯥ ꯎꯅꯕꯥ Preview message (ꯃꯦꯁꯦꯖ ꯄ꯭ ꯔꯤꯚꯤꯎ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯆꯥꯡꯌꯦꯡ ꯇꯧꯅꯕꯥ, Test number (ꯇꯦꯁ꯭ ꯠ ꯅꯝꯕꯔ) ꯑꯃ ꯏꯗꯨꯅꯥ Send Test (ꯇꯦꯁ꯭ ꯠ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ
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ꯇꯧꯕꯤꯌꯨ꯫

7. Enable event (ꯏꯚꯦꯟꯠ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ) ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Save configuration

(ꯀꯟꯐꯤꯒꯔꯦꯁꯟ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: Missing Punch (ꯃꯥꯡꯈ꯭ ꯔꯕ ꯄꯟꯆ) ꯃꯦꯁꯦꯖ ꯑꯁꯤ ꯏꯟ ꯅꯠꯔꯒꯥ ꯑꯥꯎꯠ ꯄꯟꯆ ꯑꯃꯈꯛꯇꯃꯛ

ꯂꯩꯕ ꯃꯇꯃꯗꯥ, ꯁꯤꯐꯠ ꯂꯣꯏꯔꯕꯥ ꯃꯤꯅꯤꯠ 30 ꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯑꯃꯨꯛ ꯈꯛꯇꯃꯛ ꯊꯥꯏ꯫ Daily Summary (ꯅꯨꯃꯤꯠ

ꯈꯨꯗꯤꯡꯒꯤ ꯁꯝꯃꯔꯤ) ꯑꯁꯤ ꯏꯟꯗꯤꯌꯥꯒꯤ ꯃꯇꯝ ꯅꯨꯃꯤꯗꯥꯡ 10 ꯗꯥ ꯆꯠꯂꯤ ꯑꯃꯁꯨꯡ ꯑꯦꯂꯔꯠ ꯅꯝꯕꯔꯁꯤꯡꯗꯥ

ꯈꯛꯇꯃꯛ ꯆꯠꯂꯤ꯫

Activity (ꯊꯕꯛꯁꯤꯡ) ꯇꯦꯕꯅꯥ ꯅꯛꯅꯕ ꯃꯇꯃꯒꯤ ꯇꯦꯁ꯭ ꯠ ꯑꯃꯁꯨꯡ ꯏꯚꯦꯟꯠ ꯃꯦꯁꯦꯖꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯀꯤ

ꯄ꯭ ꯔꯣꯚꯥꯏꯗꯔꯅꯥ ꯃꯈꯣꯌ ꯂꯧꯈꯤꯕꯔꯥ  ꯍꯥꯌꯕꯗꯨ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯏ꯫

ꯄꯥꯎꯇꯥꯛ: "Accepted" (ꯂꯧꯔꯦ) ꯍꯥꯌꯕꯁꯤ Meta ꯅꯥ ꯃꯦꯁꯦꯖ ꯑꯗꯨ ꯂꯧꯈ꯭ ꯔꯦ ꯍꯥꯌꯕꯅꯤ꯫ ꯃꯁꯤꯅꯥ ꯌꯧꯔꯦ ꯍꯥꯌꯅꯥ

ꯀꯅꯐꯔꯝ ꯇꯧꯗꯦ꯫ ꯑꯃꯨꯛ ꯊꯥꯗ꯭ ꯔꯤꯉꯩꯗꯥ ꯅꯍꯥꯛꯀꯤ Meta ꯗꯦꯁꯕꯣꯔꯗ ꯌꯦꯡꯁꯤꯟꯕꯤꯌꯨ꯫

SMS ꯗꯥ ꯑꯦꯂꯔꯠ ꯊꯥꯕ

SMS Gateway (SMS ꯒꯦꯇꯋꯦ) ꯑꯁꯤ ꯃꯑꯣꯡ ꯑꯃꯠꯇꯗꯥ ꯊꯕꯛ ꯇꯧꯏ: Configure (ꯀꯟꯐꯤꯒꯔ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯄ꯭ ꯔꯣꯚꯥꯏꯗꯔ ꯑꯃ ꯄꯨꯅꯁꯤꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯏꯚꯦꯟꯇꯀꯤ ꯇꯦꯝꯄ꯭ ꯂꯦꯠꯁꯤꯡ ꯁꯦꯠ
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ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯅꯥ MSG91, Fast2SMS ꯅꯠꯔꯒꯥ ꯑꯇꯣꯞꯄ ꯄ꯭ ꯔꯣꯚꯥꯏꯗꯔꯁꯤꯡꯒꯤꯗꯃꯛ Custom URL

(ꯀꯁ꯭ ꯇꯝ URL) ꯈꯟꯕ ꯌꯥꯏ꯫ ꯏꯟꯗꯤꯌꯥꯒꯤ SMS ꯗꯥ ꯅꯍꯥꯛꯀꯤ DLT ꯑꯌꯥꯕ ꯐꯪꯂꯕꯥ ꯁꯦꯟꯗꯔ ID, ꯑꯦꯟꯇꯤꯇꯤ ID

ꯑꯃꯁꯨꯡ ꯇꯦꯝꯄ꯭ ꯂꯦꯠ ꯇꯦꯛꯁ꯭ ꯠ ꯃꯊꯧ ꯇꯥꯏ, ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯔꯣꯚꯥꯏꯗꯔꯗꯒꯤ ꯃꯈꯣꯌ ꯁꯦꯝ ꯁꯥꯅꯥ

ꯊꯃꯕꯤꯌꯨ꯫

ꯑꯇꯣꯞꯄ ꯁꯣꯐꯇꯋꯦꯌꯔꯗꯥ ꯏꯚꯦꯟꯇꯁꯤꯡ ꯊꯥꯕ (ꯋꯦꯕꯍꯨꯀꯁꯤꯡ)

ꯀꯅꯥꯒꯨꯝꯕꯥ ꯑꯃꯅꯥ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ, ꯆꯨꯠꯇꯤ ꯍꯥꯏꯖꯕ ꯑꯁꯤꯅꯆꯤꯡꯕꯥ ꯇꯧꯔꯀꯄꯥ ꯃꯇꯃꯗꯥ ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ

ꯁꯣꯐꯇꯋꯦꯌꯔ ꯅꯠꯔꯒꯥ ꯑꯣꯇꯣꯃꯦꯁꯟ ꯇꯨꯜ ꯑꯃꯅꯥ ꯈꯉꯒꯗꯕꯥ ꯑꯣꯏꯔꯕꯗꯤ ꯋꯦꯕꯍꯨꯀꯁꯤꯡ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

1. Webhooks API (ꯋꯦꯕꯍꯨꯛ API) ꯀꯥꯔꯗꯇꯥ , Configure (ꯀꯟꯐꯤꯒꯔ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯅꯍꯥꯛꯀꯤ Webhook Target URL (ꯋꯦꯕꯍꯨꯛ ꯇꯥꯔꯒꯦꯠ URL) ꯏꯕꯤꯌꯨ꯫

3. Event Subscriptions (ꯏꯚꯦꯟꯠ ꯁꯕꯁ꯭ ꯛꯔꯤꯞꯁꯅꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯊꯥꯒꯗꯕ ꯏꯚꯦꯟꯇꯁꯤꯡ ꯇꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

4. ꯀꯅꯦꯛꯁꯟ ꯌꯦꯡꯁꯤꯟꯅꯕꯥ Test Ping (ꯇꯦꯁ꯭ ꯠ ꯄꯤꯡ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Save

Configuration (ꯀꯟꯐꯤꯒꯔꯦꯁꯟ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ)꯫

ꯏꯚꯦꯟꯠ ꯈꯨꯗꯤꯡꯃꯛ ꯁꯥꯏꯟ ꯇꯧꯔꯤ, ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯁꯤꯁ꯭ ꯇꯦꯃꯅꯥ ꯃꯗꯨ ꯇꯁꯦꯡꯅꯥ Staff Khata ꯗꯒꯤ

ꯂꯥꯀꯈꯤꯕꯔꯥ  ꯍꯥꯌꯕꯗꯨ ꯌꯦꯡꯁꯤꯟꯕ ꯌꯥꯏ꯫ ꯅꯍꯥꯛꯀꯤ ꯗꯦꯚꯦꯂꯄꯔꯅꯥ ꯃꯔꯣꯂꯁꯤꯡ Webhook API Spec (ꯋꯦꯕꯍꯨꯛ

API ꯁ꯭ ꯄꯦꯛ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯐꯪꯒꯅꯤ꯫
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14

ꯋꯦꯕ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯂꯗꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯁꯦꯜꯐ-ꯁꯔꯚꯤꯁ
ꯄ꯭ ꯂꯥꯟ: ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ ꯂꯩꯕ ꯄ꯭ ꯂꯥꯟꯁꯤꯡ

ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯅꯒꯥ ꯂꯣꯌꯅꯅꯥ, ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛꯅꯥ ꯋꯦꯕꯇꯥ  ꯑꯃꯁꯨꯡ Android ꯑꯃꯁꯨꯡ iOS ꯒꯤꯗꯃꯛ

Staff Khata ꯑꯦꯄꯇꯥ  ꯃꯈꯣꯌꯒꯤ ꯃꯁꯥꯒꯤ Staff Khata ꯑꯦꯀꯥꯎꯟꯠ ꯐꯪꯏ꯫ ꯃꯈꯣꯌꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

ꯌꯦꯡꯕ, ꯑꯔꯥ ꯟꯕ ꯄꯟꯆꯁꯤꯡ ꯆꯨꯃꯗꯣꯛꯄ, ꯆꯨꯠꯇꯤ ꯍꯥꯏꯖꯕ ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌꯒꯤ ꯄꯦꯁ꯭ ꯂꯤꯄꯁꯤꯡ ꯌꯦꯡꯕ ꯌꯥꯏ,

ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯅꯍꯥꯛꯇꯥ  ꯂꯥꯀꯄ ꯋꯥꯍꯪꯁꯤꯡ ꯍꯟꯊꯔꯛꯀꯅꯤ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯃꯈꯥꯒꯤ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯗꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ ꯂꯣꯛ ꯇꯧꯔꯕꯥ ꯌꯥꯏ꯫ ꯍꯧꯖꯤꯛꯀꯤ

ꯄ꯭ ꯂꯥꯟꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯗꯥ ꯂꯣꯒꯏꯟ ꯄꯤꯕ

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Employee List (ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

2. Add Employee (ꯊꯕꯛꯁꯨꯕ ꯍꯥꯄꯆꯤꯜꯂꯨ) ꯒꯤ ꯃꯅꯥꯛꯇꯥ  ꯂꯩꯕ ꯑꯦꯔꯣ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Invite Employee

(ꯊꯕꯛꯁꯨꯕ ꯀꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ ꯃꯍꯥꯛꯀꯤ ꯏꯃꯦꯜ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯜ

ꯅꯝꯕꯔꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯍꯥꯄꯆꯤꯜꯂꯨ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯍꯥꯄꯆꯤꯟꯕ ꯑꯃꯁꯨꯡ ꯃꯦꯅꯦꯖ ꯇꯧꯕ ꯌꯦꯡꯕꯤꯌꯨ꯫

3. ꯀꯅꯥꯒꯨꯝꯕꯥ ꯑꯃꯒꯤ ꯄꯥꯁꯋꯥꯔꯗ ꯁꯦꯠ ꯇꯧꯅꯕꯥ ꯅꯠꯔꯒꯥ ꯔꯤꯁꯦꯠ ꯇꯧꯅꯕꯥ, ꯔꯣꯒꯤ ꯃꯦꯅꯨ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Update

Password (ꯄꯥꯁꯋꯥꯔꯗ ꯑꯅꯧꯕꯥ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. ꯀꯅꯥꯒꯨꯝꯕꯥ ꯑꯃꯕꯨ Staff Khata ꯑꯦꯄꯇꯒꯤ ꯁꯦꯜꯐꯤꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯍꯟꯅꯕꯥ, ꯔꯣꯒꯤ ꯃꯦꯅꯨ

ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ Enable Mobile Punch (ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ https://attendance.staffkhata.com ꯗꯥ ꯅꯠꯔꯒꯥ Staff Khata ꯑꯦꯄꯇꯥ  ꯏꯃꯦꯜ ꯑꯃꯁꯨꯡ

ꯄꯥꯁꯋꯥꯔꯗ ꯑꯗꯨꯃꯛꯀꯥ ꯂꯣꯌꯅꯅꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯏ꯫

My Dashboard (ꯑꯩꯒꯤ ꯗꯦꯁꯕꯣꯔꯗ)

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯅꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯔꯀꯄꯥ ꯃꯇꯃꯗꯥ, ꯃꯍꯥꯛ My Dashboard ꯗꯥ ꯌꯧꯏ꯫ ꯃꯁꯤꯅꯥ ꯊꯥ ꯑꯁꯤꯗꯥ

ꯃꯍꯥꯛꯀꯤ ꯄꯨꯡꯁꯤꯡ, ꯆꯨꯠꯇꯤꯒꯤ ꯕꯦꯂꯦꯟꯁ, ꯃꯍꯥꯛꯅꯥ ꯌꯦꯡꯁꯤꯟꯒꯗꯕꯁꯤꯡ (ꯃꯥꯡꯈ꯭ ꯔꯕ ꯄꯟꯆ-ꯑꯥꯎꯠ ꯒꯨꯝꯕ),

ꯑꯃꯁꯨꯡ ꯍꯧꯖꯤꯛ ꯐꯥꯑꯣꯕꯒꯤ ꯊꯕꯛ ꯇꯧꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ ꯎꯠꯂꯤ꯫ ꯃꯈꯥꯗꯥ ꯂꯩꯕ ꯇꯦꯕꯁꯤꯡꯅꯥ ꯊꯥ ꯑꯗꯨꯒꯤ ꯃꯍꯥꯛꯀꯤ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ ꯑꯀꯨꯞꯄꯥ ꯎꯠꯂꯤ꯫
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My Attendance (ꯑꯩꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ)

My Attendance ꯅꯥ ꯉꯁꯤꯒꯤ ꯄꯨꯡꯁꯤꯡ, ꯍꯞꯇꯥ  ꯑꯁꯤ, ꯊꯥ ꯑꯁꯤ ꯑꯃꯁꯨꯡ ꯑꯣꯚꯔꯇꯥꯏꯝ ꯂꯩꯔꯕꯗꯤ ꯃꯗꯨ ꯎꯠꯂꯤ꯫

ꯕ꯭ ꯔꯥ ꯎꯖꯔꯗꯒꯤ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ

1. Punch In (ꯄꯟꯆ ꯏꯟ) (ꯃꯊꯛꯀꯤ ꯑꯔꯣꯏꯕ ꯑꯔꯥ ꯞꯄꯥ ꯊꯪꯕꯥꯗꯥ ꯅꯠꯔꯒꯥ ꯂꯃꯥꯏꯗꯥ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯕ꯭ ꯔꯥ ꯎꯖꯔꯅꯥ ꯍꯪꯂꯀꯄꯥ ꯃꯇꯃꯗꯥ ꯀꯦꯃꯦꯔꯥ  ꯑꯃꯁꯨꯡ ꯂꯣꯀꯦꯁꯟ ꯑꯌꯥꯕ ꯄꯤꯕꯤꯌꯨ꯫

3. ꯁꯦꯜꯐꯤ ꯑꯃ ꯂꯧꯗꯨꯅꯥ ꯀꯅꯐꯔꯝ ꯇꯧꯕꯤꯌꯨ꯫

ꯄꯟꯆ ꯑꯗꯨ ꯁꯦꯜꯐꯤ ꯑꯃꯁꯨꯡ ꯂꯣꯀꯦꯁꯅꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯁꯦꯚ ꯇꯧꯏ꯫ ꯅꯨꯃꯤꯠ ꯑꯗꯨꯒꯤ ꯑꯔꯣꯏꯕꯗꯥ Punch Out

(ꯄꯟꯆ ꯑꯥꯎꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯍꯤꯁ꯭ ꯇ꯭ ꯔꯤ ꯌꯦꯡꯕ

Attendance History (ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯍꯤꯁ꯭ ꯇ꯭ ꯔꯤ) ꯇꯦꯕꯅꯥ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯃꯛ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯏ꯫ ꯄꯟꯆ

ꯇꯧꯔꯕꯥ ꯃꯇꯝ, ꯁꯤꯖꯤꯟꯅꯈꯤꯕ ꯗꯤꯚꯥꯏꯁ, ꯑꯃꯁꯨꯡ ꯃꯦꯄꯇꯥ  ꯂꯣꯀꯦꯁꯟ ꯎꯅꯕꯥ ꯅꯨꯃꯤꯠ ꯑꯃꯗꯥ ꯂꯩꯕ ꯃꯤꯠꯀꯤ

ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯑꯔꯥ ꯟꯕ ꯄꯟꯆ ꯑꯃ ꯆꯨꯃꯗꯣꯛꯄ

1. ꯅꯨꯃꯤꯠ ꯑꯗꯨꯗꯥ ꯂꯩꯕ ꯑꯦꯗꯤꯠ ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Request Correction (ꯆꯨꯃꯗꯣꯛꯅꯕꯥ ꯍꯥꯏꯖꯕꯤꯌꯨ) ꯗꯥ, Punch In Time (ꯄꯟꯆ ꯏꯟ ꯃꯇꯝ) ꯑꯃꯁꯨꯡ

Punch Out Time (ꯄꯟꯆ ꯑꯥꯎꯠ ꯃꯇꯝ) ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

3. Reason (ꯃꯔꯝ) ꯑꯃ ꯏꯗꯨꯅꯥ Submit Request (ꯔꯤꯛꯕꯦꯁ꯭ ꯠ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯔꯤꯛꯕꯦꯁ꯭ ꯠ ꯑꯗꯨ ꯑꯌꯥꯕꯒꯤꯗꯃꯛ ꯅꯍꯥꯛꯇꯥ  ꯂꯥꯀꯏ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯗꯨ Regularization

(ꯔꯦꯒꯨꯂꯔꯥ ꯏꯖꯦꯁꯟ) ꯇꯦꯕꯇꯥ  ꯌꯦꯡꯁꯤꯜꯂꯤ꯫ ꯄꯟꯆ-ꯑꯥꯎꯠ ꯂꯩꯇꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ Missing Punch Outs

(ꯃꯥꯡꯈ꯭ ꯔꯕ ꯄꯟꯆ ꯑꯥꯎꯠꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯔꯤ, ꯑꯃꯁꯨꯡ Request Missing Attendance

(ꯃꯥꯡꯈ꯭ ꯔꯕ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯍꯥꯏꯖꯕꯤꯌꯨ) ꯅꯥ ꯄꯟꯆ ꯑꯃꯠꯇꯥ  ꯂꯩꯇꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ ꯌꯥꯑꯣꯏ꯫

Apply Leave (ꯆꯨꯠꯇꯤ ꯍꯥꯏꯖꯕ)

Apply Leave ꯒꯤ ꯃꯈꯥꯗꯥ, ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯆꯨꯠꯇꯤꯒꯤ ꯕꯦꯂꯦꯟꯁꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯔꯤꯛꯕꯦꯁ꯭ ꯠ

ꯈꯨꯗꯤꯡꯃꯛꯀꯤ ꯁ꯭ ꯇꯦꯇꯁ ꯎꯏ꯫ ꯃꯈꯣꯌꯅꯥ Apply Leave ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯏ, Leave Type (ꯆꯨꯠꯇꯤꯒꯤ ꯃꯈꯜ),

ꯇꯥꯡꯁꯤꯡ (ꯅꯠꯔꯒꯥ Half Day (ꯍꯥꯐ-ꯗꯦ)) ꯈꯜꯂꯤ, ꯃꯔꯝ ꯑꯃ ꯍꯥꯄꯆꯤꯜꯂꯤ ꯑꯃꯁꯨꯡ ꯊꯥꯏ꯫ ꯅꯍꯥꯛꯅꯥ ꯃꯇꯝ ꯄꯨꯝꯕꯗꯥ

ꯇꯧꯕꯒꯨꯝꯅꯥ ꯃꯗꯨ ꯑꯌꯥꯕ ꯄꯤꯏ ꯅꯠꯔꯒꯥ ꯌꯥꯗꯦ꯫
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My Payslips (ꯑꯩꯒꯤ ꯄꯦꯁ꯭ ꯂꯤꯄꯁꯤꯡ)

My Payslips ꯒꯤ ꯃꯈꯥꯗꯥ, ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯅꯥ ꯊꯥ ꯑꯃꯁꯨꯡ ꯆꯍꯤ ꯈꯟꯗꯨꯅꯥ ꯄꯤꯔꯕꯥ ꯁꯦꯂꯔꯤ ꯈꯨꯗꯤꯡꯃꯛ, ꯀꯥꯟꯅꯕ

ꯁꯦꯜ, ꯀꯠꯊꯣꯀꯄꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯊꯕꯛ ꯇꯧꯔꯕꯥ ꯅꯨꯃꯤꯠꯁꯤꯡꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯎꯏ꯫ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯀꯥꯟꯅꯕ ꯁꯦꯜ,

ꯀꯠꯊꯣꯀꯄꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯋꯥꯍꯩꯗꯥ ꯏꯔꯕꯥ ꯅꯦꯠ ꯄꯦ ꯂꯩꯕ ꯃꯄꯨꯡ ꯐꯥꯕ ꯄꯦꯁ꯭ ꯂꯤꯞ ꯍꯥꯡꯗꯣꯛꯅꯕꯥ View (ꯌꯦꯡꯕꯤꯌꯨ) ꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯃꯗꯨ PDF ꯑꯣꯏꯅꯥ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕꯤꯌꯨ꯫

My Profile (ꯑꯩꯒꯤ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ)

My Profile ꯅꯥ ꯃꯁꯥꯒꯤ ꯃꯔꯣꯂꯁꯤꯡ, ꯊꯕꯛꯀꯤ ꯍꯤꯁ꯭ ꯇ꯭ ꯔꯤ ꯑꯃꯁꯨꯡ ꯕꯦꯉ꯭ ꯀꯀꯤ ꯏꯅꯐꯣꯔꯃꯦꯁꯟ ꯃꯐꯝ

ꯑꯃꯈꯛꯇꯗꯥ ꯎꯠꯂꯤ꯫

Staff Khata ꯑꯦꯄꯇꯥ

ꯃꯣꯕꯥꯏꯜ ꯑꯦꯄꯅꯥ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯗꯥ ꯐꯤꯆꯔ ꯑꯗꯨꯃꯛ ꯃꯈꯣꯌꯒꯤ ꯈꯣꯡꯎꯄꯇꯥ  ꯄꯤꯔꯤ:

Mark Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯃꯥꯔꯛ ꯇꯧꯕꯤꯌꯨ): ꯁꯦꯜꯐꯤ ꯑꯃꯁꯨꯡ ꯂꯣꯀꯦꯁꯅꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯄꯟꯆ

ꯏꯟ ꯑꯃꯁꯨꯡ ꯑꯥꯎꯠ ꯇꯧꯕ꯫ ꯃꯈꯣꯌꯒꯤꯗꯃꯛ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯐ ꯇꯧꯔꯕꯗꯤ, ꯃꯈꯣꯌꯅꯥ ꯃꯗꯨꯒꯤ ꯃꯍꯨꯠꯇꯥ

ꯃꯈꯣꯌꯗꯥ ꯄꯤꯔꯕꯥ Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁ ꯁꯤꯖꯤꯟꯅꯩ꯫
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Attendance (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ): ꯊꯥ ꯑꯗꯨꯒꯤ ꯀꯦꯂꯦꯟꯗꯔ ꯑꯃ꯫ ꯄꯟꯆꯀꯤ ꯇꯥꯏꯃꯂꯥꯏꯟ ꯑꯃꯁꯨꯡ ꯆꯦꯛ-

ꯏꯅꯒꯤ ꯂꯣꯀꯦꯁꯟ ꯎꯅꯕꯥ ꯅꯨꯃꯤꯠ ꯑꯃꯗꯥ ꯇꯥꯞꯄꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯆꯨꯃꯗꯣꯛꯅꯕꯥ Request Regularisation

(ꯔꯦꯒꯨꯂꯔꯥ ꯏꯖꯦꯁꯟ ꯍꯥꯏꯖꯕꯤꯌꯨ) ꯗꯥ ꯇꯥꯞꯄꯤꯌꯨ꯫

Leave (ꯆꯨꯠꯇꯤ): ꯅꯨꯃꯤꯠ ꯃꯄꯨꯡ, ꯍꯥꯐ-ꯗꯦ ꯅꯠꯔꯒꯥ ꯇꯥꯡꯒꯤ ꯔꯦꯟꯖ ꯑꯃꯒꯤꯗꯃꯛ ꯍꯥꯏꯖꯕ, ꯑꯃꯁꯨꯡ

ꯔꯤꯛꯕꯦꯁ꯭ ꯇꯀꯤ ꯁ꯭ ꯇꯦꯇꯁ ꯌꯦꯡꯕ꯫

Payslip (ꯄꯦꯁ꯭ ꯂꯤꯞ): ꯊꯥ ꯑꯃꯍꯦꯛꯇꯒꯤ ꯌꯦꯡꯕ ꯑꯃꯁꯨꯡ Download PDF (PDF ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ

ꯇꯥꯞꯄ꯫

Claims & Reimbursement (ꯀ꯭ ꯂꯦꯝ ꯑꯃꯁꯨꯡ ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ): ꯕꯤꯂꯒꯤ ꯐꯣꯇꯣ ꯅꯠꯔꯒꯥ PDF ꯒꯥ

ꯂꯣꯌꯅꯅꯥ ꯑꯦꯗꯚꯥꯟꯁ ꯅꯠꯔꯒꯥ ꯈꯔꯆꯒꯤ ꯀ꯭ ꯂꯦꯝ ꯑꯃ ꯊꯥꯕ꯫ ꯃꯗꯨ ꯅꯍꯥꯛꯅꯥ ꯑꯌꯥꯕ ꯄꯤꯅꯕꯥ Advances &

Reimbursements (ꯑꯦꯗꯚꯥꯟꯁ ꯑꯃꯁꯨꯡ ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯠ) ꯗꯥ ꯂꯥꯀꯏ꯫

Profile (ꯄ꯭ ꯔꯣꯐꯥꯏꯜ): ꯃꯁꯥꯒꯤ ꯑꯃꯁꯨꯡ ꯊꯕꯛꯀꯤ ꯃꯔꯣꯂꯁꯤꯡ꯫
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ꯄꯥꯎꯇꯥꯛ: ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯤꯡ ꯑꯣꯟ ꯇꯧꯔꯕꯗꯤ, ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯑꯌꯥꯕ ꯄꯤꯔꯕꯥ ꯃꯐꯃꯒꯤ ꯃꯅꯨꯡꯗꯥ ꯂꯩꯔꯀꯄꯥ

ꯃꯇꯃꯗꯥ ꯈꯛꯇꯃꯛ ꯑꯦꯄꯇꯒꯤ ꯄꯟꯆ ꯇꯧꯕ ꯌꯥꯏ꯫ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯑꯣꯐꯤꯁꯀꯤ

ꯃꯇꯃꯒꯤ ꯄꯣꯂꯤꯁꯤ ꯌꯦꯡꯕꯤꯌꯨ꯫
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Journey Tracker (ꯑꯦꯗ-ꯑꯣꯟ)
ꯄ꯭ ꯂꯥꯟ: Journey Tracker ꯑꯦꯗ-ꯑꯣꯟ

Journey Tracker ꯑꯁꯤ ꯂꯝꯕꯤꯗꯥ ꯊꯕꯛ ꯇꯧꯕ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤꯗꯃꯛꯅꯤ: ꯁꯦꯜꯁ ꯚꯤꯖꯤꯠ, ꯗꯦꯂꯤꯚꯔꯤ, ꯁꯔꯚꯤꯁ

ꯀꯣꯜ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯈꯣꯉꯆꯠꯁꯤꯡ Staff Khata ꯃꯣꯕꯥꯏꯜ ꯑꯦꯞꯇꯥ  ꯔꯦꯀꯣꯔꯗ ꯇꯧꯏ, ꯑꯃꯁꯨꯡ

ꯃꯈꯣꯌ ꯀꯗꯥꯏꯗꯥ ꯂꯩꯕꯒꯦ, ꯀꯗꯥꯏꯗꯥ ꯂꯦꯞꯈꯤꯕꯒꯦ ꯑꯃꯁꯨꯡ ꯀꯔꯤ ꯁꯦꯜ ꯁꯤꯖꯤꯟꯅꯈꯤꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ ꯅꯍꯥꯛꯅꯥ ꯋꯦꯕ

ꯑꯦꯞꯇꯒꯤ ꯎꯕ ꯉꯝꯃꯤ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: Journey Tracker ꯑꯁꯤ ꯁꯦꯜ ꯄꯤꯕ ꯑꯦꯗ-ꯑꯣꯟ ꯑꯃꯅꯤ꯫ Journey Tracker ꯃꯦꯅꯨ ꯑꯃꯁꯨꯡ

ꯁꯦꯇꯤꯡꯁ ꯇꯦꯕ ꯑꯁꯤ ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯇꯇꯥ  ꯑꯦꯗ-ꯑꯣꯟ ꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯈꯛꯇꯃꯛ ꯎꯕ ꯐꯪꯏ꯫

ꯍꯧꯖꯤꯛꯀꯤ ꯃꯃꯂꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

Journey Tracker ꯑꯣꯟ ꯇꯧꯕ

ꯅꯍꯥꯛꯀꯤ ꯇꯤꯃꯅꯥ ꯁꯤꯖꯤꯟꯅꯕꯥ ꯍꯧꯗ꯭ ꯔꯤꯉꯩꯗꯥ ꯐꯣꯅꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯂꯣꯀꯦꯁꯟ ꯀꯌꯥ ꯌꯥꯝꯅꯥ ꯊꯥꯒꯗꯒꯦ ꯍꯥꯌꯕꯗꯨ

ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Company (ꯀꯝꯄꯦꯅꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Company Settings (ꯀꯝꯄꯦꯅꯤ ꯁꯦꯇꯤꯡꯁ) ꯗꯥ, Journey Tracker ꯇꯦꯕ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ꯫

3. Enable Live Location Feed (ꯂꯥꯏꯚ ꯂꯣꯀꯦꯁꯟ ꯐꯤꯗ ꯑꯣꯟ ꯇꯧꯕ) ꯁꯨꯏꯆ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫

4. Location Update Interval (ꯂꯣꯀꯦꯁꯟ ꯑꯄꯗꯦꯠ ꯏꯟꯇꯔꯚꯦꯜ) ꯑꯗꯨ ꯆꯦꯀꯟꯗꯇꯥ  ꯏꯕꯤꯌꯨ꯫ ꯇꯤꯝ

ꯀꯌꯥꯒꯤꯗꯃꯛ ꯆꯦꯀꯟꯗ 10 ꯅꯥ ꯐꯅꯥ ꯊꯕꯛ ꯇꯧꯏ꯫

5. Save Changes (ꯍꯣꯡꯗꯣꯀꯄꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ "Journey settings saved"

(ꯖꯔꯅꯤ ꯁꯦꯇꯤꯡꯁ ꯁꯦꯚ ꯇꯧꯔꯦ) ꯎꯕ ꯐꯪꯒꯅꯤ꯫
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ꯁꯦꯇꯤꯡ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Enable Live Location Feed ꯊꯕꯛꯁꯨꯕ ꯑꯃꯒꯤ ꯖꯔꯅꯤ ꯆꯠꯂꯤꯉꯩꯗꯥ ꯂꯣꯀꯦꯁꯟ ꯑꯄꯗꯦꯠꯁꯤꯡ ꯊꯥꯏ꯫

Location Update Interval ꯐꯣꯟ ꯑꯗꯨꯅꯥ ꯃꯁꯥꯒꯤ ꯂꯣꯀꯦꯁꯟ ꯀꯌꯥ ꯌꯥꯝꯅꯥ ꯊꯥꯕꯒꯦ, ꯆꯦꯀꯟꯗ 1 ꯗꯒꯤ 60 ꯐꯥꯑꯣꯕꯥ꯫

ꯏꯟꯇꯔꯚꯦꯜ ꯈꯟꯊꯕꯅꯥ ꯕꯦꯇꯔꯤ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯜ ꯗꯦꯇꯥ  ꯍꯦꯟꯅꯥ ꯁꯤꯖꯤꯟꯅꯩ꯫

Start Journey on Punch-In

(ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕꯗꯥ ꯖꯔꯅꯤ ꯍꯧꯕ)

ꯊꯕꯛꯁꯨꯕꯅꯥ ꯃꯣꯕꯥꯏꯜ ꯑꯦꯞꯇꯥ  ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕꯥ ꯃꯇꯃꯗꯥ ꯖꯔꯅꯤ ꯑꯃ ꯃꯁꯥꯃꯛ ꯍꯧꯏ꯫

Automatic Start Applies To

(ꯃꯁꯥꯃꯛ ꯍꯧꯕ ꯑꯁꯤ ꯀꯅꯥꯒꯤꯗꯃꯛ)

All departments (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ ꯄꯨꯝꯅꯃꯛ), ꯅꯠꯔꯒꯥ Selected

departments (ꯈꯟꯂꯕꯥ ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ) ꯈꯛꯇꯃꯛ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯈꯨꯠꯅꯥ

ꯖꯔꯅꯤ ꯍꯧꯕ ꯌꯥꯔꯤꯕꯅꯤ꯫

ꯖꯔꯅꯤ ꯑꯃ ꯍꯧꯕ (ꯊꯕꯛꯁꯨꯕ, ꯃꯣꯕꯥꯏꯜ ꯑꯦꯞ)

1. Staff Khata ꯑꯦꯄꯀꯤ Home (ꯍꯣꯝ) ꯁ꯭ ꯛꯔꯤꯟꯗꯥ Journeys (ꯖꯔꯅꯤꯁꯤꯡ) ꯗꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫ More

(ꯑꯍꯦꯅꯕ) → Journey Tracker ꯗꯁꯨ ꯆꯠꯄ ꯌꯥꯏ꯫

2. Start Journey (ꯖꯔꯅꯤ ꯍꯧꯕꯤꯌꯨ) ꯗꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯀꯅꯐꯔꯃꯦꯁꯟꯗꯥ Done (ꯂꯣꯏꯔꯦ) ꯗꯥ

ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫
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ꯍꯧꯖꯤꯛ ꯁ꯭ ꯛꯔꯤꯟ ꯑꯗꯨꯗꯥ ꯍꯧꯖꯤꯛ ꯐꯥꯑꯣꯕꯒꯤ ꯂꯝꯕꯤꯒꯤ ꯂꯥꯞꯄ, ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯦꯀꯄꯣꯏꯟꯇꯁꯤꯡꯒꯥ ꯂꯣꯌꯅꯅꯥ

On Trip (ꯈꯣꯉꯆꯠꯇꯥ  ꯂꯩꯔꯤ) ꯎꯠꯂꯤ꯫ ꯑꯦꯞ ꯑꯗꯨ ꯕꯦꯀꯒ꯭ ꯔꯥ ꯎꯟꯗꯇꯥ  ꯂꯩꯔꯤꯉꯩꯗꯁꯨ ꯐꯣꯟ ꯑꯗꯨꯅꯥ ꯂꯣꯀꯦꯁꯟ

ꯊꯥꯔꯤꯕꯅꯤ꯫

ꯄꯥꯎꯇꯥꯛ: ꯑꯦꯞ ꯑꯗꯨꯅꯥ "Battery optimization is on — tracking may stop" (ꯕꯦꯇꯔꯤ

ꯑꯣꯞꯇꯤꯃꯥꯏꯖꯦꯁꯟ ꯑꯣꯟ ꯑꯣꯏꯔꯤ — ꯇ꯭ ꯔꯦꯀꯤꯡ ꯂꯦꯞꯄ ꯌꯥꯏ) ꯍꯥꯌꯅꯥ ꯆꯦꯀꯁꯤꯟꯍꯜꯂꯕꯗꯤ, Fix (ꯁꯦꯃꯗꯣꯛꯄ) ꯗꯥ

ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯌꯥꯕꯤꯌꯨ꯫ ꯐꯣꯟ ꯈꯔꯅꯥ ꯕꯦꯇꯔꯤ ꯀꯟꯅꯕꯥ ꯕꯦꯀꯒ꯭ ꯔꯥ ꯎꯟꯗꯀꯤ ꯑꯦꯞꯁꯤꯡ ꯂꯦꯞꯍꯜꯂꯤ, ꯃꯁꯤꯅꯥ

ꯂꯝꯕꯤ ꯑꯗꯨꯗꯥ ꯑꯍꯥꯡꯕ ꯃꯐꯃꯁꯤꯡ ꯊꯃꯏ꯫

ꯀꯁ꯭ ꯇꯃꯔ ꯑꯃꯗꯥ ꯆꯦꯀꯄꯣꯏꯟꯠ ꯍꯥꯞꯆꯤꯟꯕ
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ꯆꯦꯀꯄꯣꯏꯟꯠ ꯑꯃꯅꯥ ꯂꯦꯞꯐꯝ ꯑꯃ ꯔꯦꯀꯣꯔꯗ ꯇꯧꯏ: ꯀꯗꯥꯏꯗꯥ ꯂꯩꯈꯤꯕꯒꯦ, ꯀꯔꯤ ꯊꯣꯀꯈꯤꯕꯒꯦ ꯑꯃꯁꯨꯡ ꯕꯤꯜ

ꯑꯃꯠꯇꯥ  ꯂꯩꯔꯕꯗꯤ꯫

1. ꯈꯣꯉꯆꯠꯀꯤ ꯁ꯭ ꯛꯔꯤꯟꯗꯥ Add Checkpoint (ꯆꯦꯀꯄꯣꯏꯟꯠ ꯍꯥꯞꯆꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫ Log a

Stop (ꯂꯦꯞꯐꯝ ꯑꯃ ꯏꯕ) ꯁꯤꯠ ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫ ꯅꯍꯥꯛꯀꯤ ꯂꯣꯀꯦꯁꯟ ꯃꯁꯥꯃꯛ ꯁꯥꯟꯅꯍꯅꯒꯅꯤ꯫

2. Add a Note (Optional) (ꯅꯣꯠ ꯍꯥꯞꯆꯤꯟꯕ (ꯃꯊꯧ ꯇꯥꯗꯦ)) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯀꯔꯤ ꯊꯣꯀꯈꯤꯕꯒꯦ ꯏꯕꯤꯌꯨ, ꯈꯨꯗꯝ

ꯑꯣꯏꯅꯥ ꯅꯍꯥꯛꯅꯥ ꯂꯧꯈꯤꯕ ꯑꯣꯔꯗꯔ꯫

3. ꯕꯤꯜ, ꯔꯁꯤꯗ ꯅꯠꯔꯒꯥ ꯐꯣꯇꯣꯁꯤꯡ ꯍꯥꯞꯆꯤꯟꯅꯕꯥ Attach Documents (ꯗꯣꯀꯨꯃꯦꯟꯇꯁꯤꯡ ꯁꯥꯟꯅꯍꯅꯕ) ꯗꯥ

ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫ Take Photo (ꯐꯣꯇꯣ ꯂꯧꯕ) ꯅꯠꯔꯒꯥ Browse Files (ꯐꯥꯏꯂꯁꯤꯡ ꯊꯤꯕ) ꯈꯟꯕꯤꯌꯨ꯫

4. Save Stop (ꯂꯦꯞꯐꯝ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫
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ꯖꯔꯅꯤ ꯂꯣꯏꯁꯤꯟꯕ

1. ꯊꯕꯛ ꯂꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ, End Trip (ꯈꯣꯉꯆꯠ ꯂꯣꯏꯁꯤꯟꯕꯤꯌꯨ) ꯗꯥ ꯇꯥꯞ ꯇꯧꯕꯤꯌꯨ꯫

2. End trip ꯅꯥ ꯀꯅꯐꯔꯝ ꯇꯧꯕꯤꯌꯨ꯫ ꯖꯔꯅꯤ ꯑꯃ ꯂꯣꯏꯁꯤꯟꯂꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯃꯗꯨ ꯑꯃꯨꯛ ꯍꯧꯕ ꯌꯥꯗꯦ꯫

ꯖꯔꯅꯤ ꯑꯗꯨ ꯃꯁꯤꯒꯤ ꯂꯝꯕꯤ, ꯄꯨꯝꯅꯃꯛꯀꯤ ꯂꯥꯞꯄ ꯑꯃꯁꯨꯡ ꯂꯦꯞꯐꯝ ꯈꯨꯗꯤꯡꯃꯛꯀꯥ ꯂꯣꯌꯅꯅꯥ ꯂꯣꯏꯁꯤꯜꯂꯤ꯫

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯃꯥꯡꯒꯤ ꯈꯣꯉꯆꯠꯁꯤꯡ More → Journey History (ꯖꯔꯅꯤꯒꯤ ꯍꯤꯁ꯭ ꯇꯔꯤ) ꯗꯥ ꯎꯕ

ꯉꯝꯃꯤ꯫

ꯅꯍꯥꯛꯀꯤ ꯇꯤꯝ ꯂꯥꯏꯚ ꯌꯦꯡꯕ (ꯑꯦꯗꯃꯤꯟ)

1. ꯃꯊꯛꯀꯤ ꯃꯦꯅꯨꯗꯥ Journey Tracker ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Refresh (ꯔꯤꯐ꯭ ꯔꯦꯁ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯈꯣꯉꯆꯠꯇꯥ  ꯂꯩꯔꯤꯕ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛ Live now (ꯍꯧꯖꯤꯛ

ꯂꯥꯏꯚ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯎꯕ ꯐꯪꯒꯅꯤ꯫

3. Journeys List (ꯖꯔꯅꯤꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ, ꯑꯦꯛꯇꯤꯚ ꯖꯔꯅꯤ ꯑꯃꯒꯤ ꯂꯥꯏꯚ ꯃꯦꯞ ꯍꯥꯡꯗꯣꯛꯅꯕꯥ ꯃꯗꯨꯒꯤ

ꯃꯦꯄꯀꯤ ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯑꯅꯧꯕꯥ ꯂꯣꯀꯦꯁꯅꯁꯤꯡ ꯂꯥꯀꯄꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯃꯦꯞ ꯑꯗꯨꯅꯥ ꯊꯕꯛꯁꯨꯕ

ꯑꯗꯨꯕꯨ ꯇꯨꯡ ꯏꯟꯅꯩ, ꯑꯃꯁꯨꯡ ꯑꯋꯥꯡ ꯊꯪꯕꯥꯗꯥ Activity Timeline (ꯊꯕꯀꯀꯤ ꯇꯥꯏꯃꯂꯥꯏꯟ) ꯂꯩ꯫

ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛ ꯄꯨꯟꯅꯥ ꯌꯦꯡꯅꯕꯥ, ꯃꯊꯛꯀꯤ ꯑꯔꯣꯏꯕ ꯑꯔꯥ ꯞꯄꯥ ꯊꯪꯕꯥꯗꯥ Live Locations (ꯂꯥꯏꯚ ꯂꯣꯀꯦꯁꯅꯁꯤꯡ)

ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯁꯤꯅꯥ ꯈꯣꯉꯆꯠꯇꯥ  ꯂꯩꯔꯤꯕ ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛ ꯃꯦꯞ ꯑꯃꯈꯛꯇꯗꯥ ꯎꯠꯂꯤ꯫
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ꯖꯔꯅꯤꯒꯤ ꯍꯤꯁ꯭ ꯇꯔꯤ ꯌꯦꯡꯁꯤꯟꯕ

1. Filters (ꯐꯤꯜꯇꯔꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, Today (ꯉꯁꯤ), Yesterday (ꯉꯔꯥ ꯡ), Last 7 days (ꯍꯧꯈꯤꯕ

ꯅꯨꯃꯤꯠ 7) ꯅꯠꯔꯒꯥ This month (ꯊꯥ ꯑꯁꯤ) ꯈꯟꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯅꯍꯥꯛꯀꯤ ꯃꯁꯥꯒꯤ From (ꯍꯧꯕ) ꯑꯃꯁꯨꯡ

To (ꯐꯥꯑꯣꯕꯥ) ꯇꯥꯡ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯊꯕꯛꯁꯨꯕ ꯑꯃꯈꯛꯇꯁꯨ ꯈꯟꯕ ꯌꯥꯏ꯫

2. ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯀꯥꯔꯗꯁꯤꯡꯅꯥ Total (ꯄꯨꯝꯅꯃꯛ) ꯖꯔꯅꯤꯁꯤꯡ, Active now (ꯍꯧꯖꯤꯛ ꯑꯦꯛꯇꯤꯚ), Ended

(ꯂꯣꯏꯔꯕꯥ), Distance covered (ꯆꯠꯈꯤꯕ ꯂꯥꯞꯄ) ꯑꯃꯁꯨꯡ Avg. duration (ꯑꯦꯚꯔꯦꯖ ꯃꯇꯝ) ꯎꯠꯂꯤ꯫

3. ꯂꯤꯁ꯭ ꯠ ꯑꯗꯨ ꯐꯤꯜꯇꯔ ꯇꯧꯅꯕꯥ All (ꯄꯨꯝꯅꯃꯛ), Active (ꯑꯦꯛꯇꯤꯚ), Ended ꯑꯃꯁꯨꯡ Auto Ended

(ꯃꯁꯥꯃꯛ ꯂꯣꯏꯔꯕꯥ) ꯇꯦꯕꯁꯤꯡ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ Export (ꯑꯦꯛꯁꯄꯣꯔꯠ)

ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

4. ꯖꯔꯅꯤ ꯑꯃꯃꯛꯇꯥ  ꯃꯤꯠꯀꯤ ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯄꯦꯅꯦꯜ ꯑꯗꯨꯅꯥ ꯍꯧꯕ ꯑꯃꯁꯨꯡ ꯂꯣꯏꯕ ꯃꯇꯝ,

ꯄꯨꯝꯅꯃꯛꯀꯤ ꯂꯦꯞꯐꯃꯁꯤꯡ, ꯂꯥꯞꯄ ꯑꯃꯁꯨꯡ Journey Timeline (ꯖꯔꯅꯤꯒꯤ ꯇꯥꯏꯃꯂꯥꯏꯟ) ꯎꯠꯂꯤ:

ꯗ꯭ ꯔꯥ ꯏꯚ ꯈꯨꯗꯤꯡꯃꯛ ꯑꯃꯁꯨꯡ ꯂꯦꯞꯐꯝ ꯈꯨꯗꯤꯡꯃꯛ ꯃꯇꯝ ꯀꯌꯥ ꯆꯪꯈꯤꯕꯒꯦ ꯍꯥꯌꯕꯒꯥ ꯂꯣꯌꯅꯅꯥ꯫

ꯆꯦꯀꯄꯣꯏꯟꯇꯁꯤꯡꯅꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯅꯣꯠ ꯎꯠꯂꯤ, ꯑꯃꯁꯨꯡ ꯕꯤꯂꯁꯤꯡ ꯍꯥꯡꯗꯣꯛꯅꯕꯥ attachment

(ꯑꯦꯇꯦꯆꯃꯦꯟꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕ ꯌꯥꯏ꯫

ꯂꯝꯕꯤ ꯑꯃꯨꯛ ꯌꯦꯡꯕ
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1. ꯖꯔꯅꯤꯒꯤ ꯄꯦꯅꯦꯂꯗꯥ View route (ꯂꯝꯕꯤ ꯌꯦꯡꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯈꯣꯉꯆꯠ ꯄꯨꯝꯕ ꯑꯗꯨ ꯂꯦꯞꯐꯝ

ꯈꯨꯗꯤꯡꯃꯛꯇꯥ  ꯃꯁꯤꯡ ꯊꯃꯗꯨꯅꯥ ꯃꯦꯄꯇꯥ  ꯌꯦꯛꯂꯤ꯫

2. ꯅꯨꯃꯤꯠ ꯑꯗꯨ ꯑꯃꯨꯛ ꯌꯦꯡꯅꯕꯥ ꯄ꯭ ꯂꯦ ꯅꯝꯕꯤꯌꯨ꯫ 1×, 2×, 4× ꯅꯠꯔꯒꯥ 8× ꯁ꯭ ꯄꯤꯗ ꯈꯟꯕꯤꯌꯨ꯫

3. ꯂꯝꯕꯤꯁꯤꯡ ꯅꯛꯅꯅꯥ ꯌꯦꯡꯅꯕꯥ 3D Mode (3D ꯃꯣꯗ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯁꯦꯇꯦꯂꯥꯏꯠ

ꯚꯤꯎꯒꯤꯗꯃꯛ Satellite (ꯁꯦꯇꯦꯂꯥꯏꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Reset View (ꯚꯤꯎ ꯔꯤꯁꯦꯠ ꯇꯧꯕ) ꯅꯥ ꯃꯦꯞ

ꯑꯗꯨ ꯑꯃꯨꯛ ꯍꯟꯅꯥ ꯄꯨꯔꯛꯏ꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: ꯀꯅꯥꯒꯨꯝꯕꯥ ꯑꯃꯅꯥ ꯈꯣꯉꯆꯠ ꯂꯣꯏꯁꯤꯟꯕ ꯀꯥꯎꯔꯕꯗꯤ, ꯅꯍꯥꯛꯅꯥ ꯖꯔꯅꯤꯒꯤ ꯄꯦꯅꯦꯂꯗꯒꯤ ꯃꯗꯨ

ꯂꯣꯏꯁꯤꯟꯕ ꯌꯥꯏ꯫ ꯆꯠꯂꯤꯕ ꯑꯣꯏꯅꯥ ꯊꯃꯖꯤꯜꯂꯕꯥ ꯖꯔꯅꯤꯁꯤꯡ ꯃꯁꯥꯃꯛ ꯂꯣꯏꯁꯤꯜꯂꯛꯇꯨꯅꯥ Auto Ended ꯑꯣꯏꯅꯥ

ꯎꯕ ꯐꯪꯕꯁꯨ ꯌꯥꯏ꯫
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16

Pro HRMS (ꯑꯦꯗ-ꯑꯣꯟ)
ꯄ꯭ ꯂꯥꯟ: Pro HRMS ꯑꯦꯗ-ꯑꯣꯟ

Pro HRMS ꯅꯥ ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯇꯒꯤ ꯍꯦꯟꯅꯥ ꯅꯍꯥꯛꯅꯥ ꯃꯊꯧ ꯇꯥꯕ HR ꯇꯨꯂꯁꯤꯡ ꯍꯥꯞꯆꯤꯜꯂꯤ: ꯀꯝꯄꯦꯅꯤ ꯐꯤꯗ,

ꯅꯍꯥꯛꯀꯤ ꯔꯤꯄꯣꯔꯇꯤꯡ ꯁ꯭ ꯠꯔꯛꯆꯔ, ꯔꯦꯐꯔꯦꯂꯁꯤꯡ, ꯑꯦꯁꯦꯠ ꯇ꯭ ꯔꯦꯀꯤꯡ, ꯄꯣꯂꯤꯁꯤꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ

ꯗꯦꯁ꯭ ꯛ꯫ ꯃꯁꯤꯅꯥ Manager ꯔꯣꯜꯁꯨ ꯍꯥꯞꯆꯤꯜꯂꯤ, ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯇꯤꯝ ꯂꯤꯗꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯃꯤꯁꯤꯡ ꯃꯈꯣꯌ

ꯃꯁꯥꯅꯥ ꯌꯦꯡꯁꯤꯟꯕ ꯉꯝꯃꯤ꯫

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: Pro HRMS ꯑꯁꯤ ꯁꯦꯜ ꯄꯤꯕ ꯑꯦꯗ-ꯑꯣꯟ ꯑꯃꯅꯤ꯫ ꯃꯁꯤꯒꯤ ꯃꯦꯅꯨꯁꯤꯡ ꯅꯍꯥꯛꯀꯤ

ꯑꯦꯀꯥꯎꯟꯇꯇꯥ  ꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯈꯛꯇꯃꯛ ꯎꯕ ꯐꯪꯏ꯫ ꯍꯧꯖꯤꯛꯀꯤ ꯃꯃꯂꯁꯤꯡꯒꯤꯗꯃꯛ Billing &

Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

Pro HRMS ꯃꯦꯅꯨ ꯊꯤꯕ

ꯑꯦꯗ-ꯑꯣꯟ ꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ, ꯑꯦꯗꯃꯤꯟ ꯑꯃꯁꯨꯡ ꯃꯦꯅꯦꯖꯔꯁꯤꯡꯒꯤꯗꯃꯛ ꯃꯊꯛꯀꯤ ꯕꯥꯔꯗꯥ, ꯑꯃꯁꯨꯡ

ꯊꯕꯛꯁꯨꯕꯒꯤ ꯄꯦꯅꯦꯂꯗꯥ Pro HRMS ꯃꯦꯅꯨ ꯑꯃ ꯎꯕ ꯐꯪꯏ꯫ ꯃꯈꯥꯗꯥ ꯄꯤꯔꯤꯕ ꯄꯨꯝꯅꯃꯛ ꯃꯦꯅꯨ ꯑꯗꯨꯗꯥ ꯂꯩ꯫

ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ ꯐꯤꯗ

ꯂꯥꯎꯊꯣꯀꯄꯁꯤꯡ, ꯇꯔꯥ ꯝꯅꯥ ꯑꯣꯀꯄꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯅꯨꯡꯉꯥꯏꯕꯒꯤ ꯊꯧꯔꯃꯁꯤꯡꯒꯤꯗꯃꯛ ꯄꯨꯟꯅꯥ ꯁꯤꯖꯤꯟꯅꯕ ꯋꯣꯜ

ꯑꯃ꯫

1. Pro HRMS → Organization Feed (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ ꯐꯤꯗ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯄꯣꯁ꯭ ꯠ ꯕꯛꯁꯇꯥ  ꯏꯕꯤꯌꯨ꯫ ꯃꯦꯗꯤꯌꯥ ꯁꯥꯟꯅꯍꯟꯅꯕꯥ Photo / Video (ꯐꯣꯇꯣ / ꯚꯤꯗꯤꯑꯣ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫

3. ꯀꯅꯥꯅꯥ ꯎꯒꯗꯒꯦ ꯈꯟꯕꯤꯌꯨ: Everyone (ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛ) ꯅꯠꯔꯒꯥ Specific Department (ꯑꯀꯛꯅꯕꯥ

ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ)꯫

4. Post (ꯄꯣꯁ꯭ ꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯄꯣꯁ꯭ ꯇꯁꯤꯡ ꯂꯥꯏꯛ ꯇꯧꯕ, ꯀꯃꯦꯟꯠ ꯇꯧꯕ ꯑꯃꯁꯨꯡ ꯁꯦꯚ ꯇꯧꯕ ꯌꯥꯏ꯫ Celebrations

(ꯅꯨꯡꯉꯥꯏꯕꯒꯤ ꯊꯧꯔꯃꯁꯤꯡ) ꯀꯥꯔꯗꯅꯥ ꯉꯁꯤꯒꯤ ꯑꯃꯁꯨꯡ ꯂꯥꯛꯀꯗꯧꯔꯤꯕ ꯄꯣꯛꯅꯕ ꯅꯨꯃꯤꯠꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯊꯕꯛꯀꯤ

ꯑꯦꯅꯤꯚꯔꯁꯥꯔꯤꯁꯤꯡ ꯎꯠꯂꯤ꯫

ꯑꯣꯔꯒ ꯇ꯭ ꯔꯤ

ꯑꯣꯔꯒ ꯇ꯭ ꯔꯤꯅꯥ ꯀꯅꯥꯅꯥ ꯀꯅꯥꯗꯥ ꯔꯤꯄꯣꯔꯠ ꯇꯧꯕꯒꯦ ꯍꯥꯌꯕꯗꯨ ꯎꯠꯂꯤ꯫

1. Pro HRMS → Org Tree (ꯑꯣꯔꯒ ꯇ꯭ ꯔꯤ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Create First Position (ꯑꯍꯥꯅꯕ ꯄꯣꯖꯤꯁꯟ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ (ꯃꯇꯨꯡꯗꯥ, Create Root

Position (ꯔꯨ ꯠ ꯄꯣꯖꯤꯁꯟ ꯁꯦꯝꯕꯤꯌꯨ))꯫

3. Link to Employee (ꯊꯕꯛꯁꯨꯕꯒꯥ ꯁꯝꯅꯍꯅꯕ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯊꯕꯛꯁꯨꯕ ꯈꯟꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ

Position Name (ꯄꯣꯖꯤꯁꯅꯒꯤ ꯃꯤꯡ), Department (ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ) ꯑꯃꯁꯨꯡ Designation

(ꯗꯦꯖꯤꯒꯅꯦꯁꯟ) ꯃꯄꯨꯡ ꯐꯥꯍꯅꯕꯤꯌꯨ꯫ Responsibilities (ꯊꯧꯗꯥꯡꯁꯤꯡ) ꯑꯃꯁꯨꯡ ꯐꯣꯇꯣ ꯃꯊꯧ ꯇꯥꯗꯦ꯫

4. Create Position (ꯄꯣꯖꯤꯁꯟ ꯁꯦꯝꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯇ꯭ ꯔꯤ ꯑꯗꯨ ꯃꯈꯥ ꯊꯪꯕꯥ ꯁꯥꯕꯥ ꯄꯣꯖꯤꯁꯟ ꯑꯃꯗꯥ

Add Direct Report (ꯗꯥꯏꯔꯦꯛꯠ ꯔꯤꯄꯣꯔꯠ ꯍꯥꯞꯆꯤꯟꯕ) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫
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ꯅꯍꯥꯛꯅꯥ ꯃꯤ ꯂꯧꯕ ꯐꯥꯑꯣꯕꯥ ꯄꯣꯖꯤꯁꯟ ꯑꯃ ꯑꯍꯥꯡꯕ ꯑꯣꯏꯅꯥ ꯂꯩꯕ ꯌꯥꯏ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯇ꯭ ꯔꯤ ꯑꯗꯨ My Org Tree

(ꯑꯩꯒꯤ ꯑꯣꯔꯒ ꯇ꯭ ꯔꯤ) ꯗꯥ ꯎꯏ꯫

ꯖꯣꯕ ꯔꯦꯐꯔꯦꯂꯁꯤꯡ

1. Pro HRMS → Job Referrals (ꯖꯣꯕ ꯔꯦꯐꯔꯦꯂꯁꯤꯡ) → Add Job Opening (ꯊꯕꯛꯀꯤ ꯑꯍꯥꯡꯕ

ꯍꯥꯞꯆꯤꯟꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Job Title (ꯊꯕꯛꯀꯤ ꯃꯤꯡ), Description (ꯃꯔꯣꯜ), Location (ꯃꯐꯝ) ꯑꯃꯁꯨꯡ Department

(ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯠ) ꯏꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ꯫

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ Job Referrals ꯂꯃꯥꯏꯗꯥ ꯑꯍꯥꯡꯕ ꯄꯣꯖꯤꯁꯅꯁꯤꯡ ꯎꯏ ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌꯅꯥ ꯈꯉꯕ ꯃꯤ

ꯑꯃꯒꯤ ꯃꯤꯡ ꯄꯤꯅꯕꯥ Refer Now (ꯍꯧꯖꯤꯛ ꯔꯦꯐꯔ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯏ꯫ ꯅꯍꯥꯛꯅꯥ View Referrals

(ꯔꯦꯐꯔꯦꯂꯁꯤꯡ ꯌꯦꯡꯕ) ꯗꯥ ꯀꯦꯟꯗꯤꯗꯦꯠꯁꯤꯡ ꯌꯦꯡꯁꯤꯜꯂꯤ ꯑꯃꯁꯨꯡ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛ Pending (ꯂꯦꯃꯍꯧꯔꯤ),

Hired (ꯂꯧꯔꯦ) ꯅꯠꯔꯒꯥ Rejected (ꯌꯥꯗꯦ) ꯗꯥ ꯊꯥꯡꯒꯠꯂꯤ꯫

ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯊꯕꯛꯀꯤ ꯑꯄꯗꯦꯠꯁꯤꯡ

ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ Submit Today's Work Update (ꯉꯁꯤꯒꯤ ꯊꯕꯛꯀꯤ ꯑꯄꯗꯦꯠ ꯄꯤꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯗꯨꯅꯥ ꯃꯈꯣꯌꯅꯥ ꯀꯔꯤ ꯊꯕꯛ ꯇꯧꯈꯤꯕꯒꯦ ꯏꯏ꯫ ꯑꯦꯗꯃꯤꯟ ꯑꯃꯁꯨꯡ ꯃꯦꯅꯦꯖꯔꯁꯤꯡꯅꯥ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ
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ꯑꯄꯗꯦꯠꯁꯤꯡ Pro HRMS → Daily Work Updates (ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯊꯕꯛꯀꯤ ꯑꯄꯗꯦꯠꯁꯤꯡ) ꯗꯥ ꯇꯥꯡ

ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕꯅꯥ ꯐꯤꯜꯇꯔ ꯇꯧꯗꯨꯅꯥ ꯎꯏ, ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌꯁꯤꯡ Export (ꯑꯦꯛꯁꯄꯣꯔꯠ) ꯇꯧꯕ ꯌꯥꯏ꯫

ꯑꯦꯁꯦꯠꯁꯤꯡ

ꯀꯝꯄꯦꯅꯤꯒꯤ ꯂꯦꯄꯇꯣꯞ, ꯐꯣꯟ ꯑꯃꯁꯨꯡ ꯑꯇꯣꯞꯄ ꯄꯣꯠꯂꯃꯁꯤꯡꯒꯤ ꯍꯤꯁꯥꯕ ꯊꯝꯕꯤꯌꯨ꯫

1. Pro HRMS → Assets (ꯑꯦꯁꯦꯠꯁꯤꯡ) → Add Asset (ꯑꯦꯁꯦꯠ ꯍꯥꯞꯆꯤꯟꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯃꯈꯜ ꯑꯃ ꯈꯟꯕꯤꯌꯨ (ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ Laptop (ꯂꯦꯄꯇꯣꯞ)), Asset Name (ꯑꯦꯁꯦꯇꯀꯤ ꯃꯤꯡ) ꯑꯃꯁꯨꯡ

Serial Number (ꯁꯤꯔꯤꯑꯦꯜ ꯅꯝꯕꯔ) ꯏꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ꯫

3. Inventory (ꯏꯟꯚꯦꯟꯇꯔꯤ) ꯂꯤꯁ꯭ ꯇꯇꯥ , ꯑꯦꯁꯦꯠ ꯑꯗꯨꯗꯥ Assign (ꯄꯤꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, Select

Employee (ꯊꯕꯛꯁꯨꯕ ꯈꯟꯕꯤꯌꯨ) ꯗꯥ ꯊꯕꯛꯁꯨꯕ ꯈꯟꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ Assign Asset (ꯑꯦꯁꯦꯠ ꯄꯤꯕꯤꯌꯨ)

ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯑꯦꯁꯦꯠ ꯈꯨꯗꯤꯡꯃꯛꯅꯥ Assignment History (ꯄꯤꯈꯤꯕꯒꯤ ꯍꯤꯁ꯭ ꯇꯔꯤ) ꯊꯝꯃꯤ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ

ꯃꯈꯨꯠꯇꯥ  ꯂꯩꯕꯁꯤꯡ My Assets (ꯑꯩꯒꯤ ꯑꯦꯁꯦꯠꯁꯤꯡ) ꯗꯥ ꯎꯏ꯫

ꯄꯣꯂꯤꯁꯤꯒꯤ ꯗꯣꯀꯨꯃꯦꯟꯇꯁꯤꯡ
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Pro HRMS → Policy Documents (ꯄꯣꯂꯤꯁꯤꯒꯤ ꯗꯣꯀꯨꯃꯦꯟꯇꯁꯤꯡ) → Upload Document

(ꯗꯣꯀꯨꯃꯦꯟꯠ ꯑꯄꯂꯣꯗ ꯇꯧꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Policy Name (ꯄꯣꯂꯤꯁꯤꯒꯤ ꯃꯤꯡ) ꯑꯃꯁꯨꯡ Policy

Category (ꯄꯣꯂꯤꯁꯤꯒꯤ ꯀꯦꯇꯦꯒꯣꯔꯤ) ꯏꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯐꯥꯏꯜ ꯑꯃ ꯈꯟꯕꯤꯌꯨ (PDF, Word, Excel,

PowerPoint ꯅꯠꯔꯒꯥ ꯏꯃꯦꯖ, 2 MB ꯐꯥꯑꯣꯕꯥ)꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯄꯣꯂꯤꯁꯤ ꯑꯗꯨ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ

Acknowledge (ꯌꯥꯕ ꯐꯣꯡꯗꯣꯛꯄ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯏ, ꯑꯃꯁꯨꯡ ꯀꯅꯥꯅꯥ ꯌꯥꯔꯦ ꯍꯥꯌꯕꯗꯨ ꯅꯍꯥꯛꯅꯥ ꯎꯕ ꯉꯝꯃꯤ꯫

HR ꯁꯄꯣꯔꯠ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯆꯨꯠꯇꯤ, ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯑꯇꯣꯞꯄ HR ꯒꯤ ꯋꯥꯐꯃꯁꯤꯡꯒꯤ ꯃꯔꯃꯗꯥ ꯋꯥꯍꯪꯁꯤꯡꯒꯤꯗꯃꯛ ꯍꯦꯜꯞ

ꯗꯦꯁ꯭ ꯛ ꯑꯃ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ Raise Ticket (ꯇꯤꯀꯦꯠ ꯁꯦꯝꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯗꯨꯅꯥ ꯁꯕꯖꯦꯛꯠ, ꯃꯔꯣꯜ

ꯑꯃꯁꯨꯡ ꯐꯥꯏꯜ 5 ꯐꯥꯑꯣꯕꯥ ꯍꯥꯞꯆꯤꯜꯂꯤ꯫ HR ꯑꯃꯁꯨꯡ ꯑꯦꯗꯃꯤꯅꯁꯤꯡꯅꯥ ꯇꯤꯀꯦꯠ ꯄꯨꯝꯅꯃꯛ Pro HRMS → HR

Support (HR ꯁꯄꯣꯔꯠ) ꯗꯥ ꯎꯏ ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌꯁꯤꯡ Update Status (ꯁ꯭ ꯇꯦꯇꯁ ꯑꯄꯗꯦꯠ ꯇꯧꯕ) ꯅꯥ

Open (ꯍꯥꯡꯗꯣꯛꯂꯤ), In Progress (ꯊꯕꯛ ꯆꯠꯂꯤ), Resolved (ꯁꯦꯃꯗꯣꯀꯈ꯭ ꯔꯦ) ꯑꯃꯁꯨꯡ Closed (ꯂꯣꯛꯂꯦ)

ꯗꯥ ꯊꯥꯡꯒꯠꯂꯤ꯫

ꯀꯅꯥꯒꯨꯝꯕꯥ ꯑꯃꯕꯨ ꯃꯦꯅꯦꯖꯔ ꯑꯣꯏꯍꯅꯕ

1. Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Employee List (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ

ꯑꯃꯁꯨꯡ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ ꯑꯦꯗꯤꯠ ꯇꯧꯕꯤꯌꯨ꯫

2. Employment (ꯊꯕꯛ) ꯁ꯭ ꯇꯦꯞ ꯍꯥꯡꯗꯣꯀꯄꯤꯌꯨ ꯑꯃꯁꯨꯡ System Role (ꯁꯤꯁ꯭ ꯇꯦꯃꯒꯤ ꯔꯣꯜ) ꯑꯗꯨ

Manager (ꯃꯦꯅꯦꯖꯔ) ꯑꯣꯏꯅꯥ ꯁꯦꯠ ꯇꯧꯕꯤꯌꯨ꯫

3. Save Changes (ꯍꯣꯡꯗꯣꯀꯄꯁꯤꯡ ꯁꯦꯚ ꯇꯧꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯃꯦꯅꯦꯖꯔ ꯑꯃꯒꯤ ꯇꯤꯝ ꯍꯥꯌꯕꯁꯤ ꯃꯍꯥꯀꯄꯨ ꯃꯈꯣꯌꯒꯤ Reporting Manager (ꯔꯤꯄꯣꯔꯇꯤꯡ ꯃꯦꯅꯦꯖꯔ)

ꯑꯣꯏꯅꯥ ꯊꯝꯂꯕꯥ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛꯅꯤ꯫ ꯃꯁꯤ ꯇꯤꯃꯒꯤ ꯃꯤꯑꯣꯏ ꯈꯨꯗꯤꯡꯃꯛꯀꯤ Employment ꯁ꯭ ꯇꯦꯄꯇꯥ  ꯁꯦꯠ

ꯇꯧꯕꯤꯌꯨ꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: System Role ꯗꯥ ꯂꯩꯕ Manager ꯑꯣꯞꯁꯟ ꯑꯁꯤ Pro HRMS ꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯔꯕꯥ ꯃꯇꯃꯗꯥ

ꯈꯛꯇꯃꯛ ꯎꯕ ꯐꯪꯏ꯫

ꯃꯦꯅꯦꯖꯔꯒꯤ ꯄꯦꯅꯦꯜ

ꯃꯦꯅꯦꯖꯔ ꯑꯃꯅꯥ ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯔꯀꯄꯥ ꯃꯇꯃꯗꯥ, ꯃꯍꯥꯛ Manager Dashboard (ꯃꯦꯅꯦꯖꯔ ꯗꯦꯁꯕꯣꯔꯗ) ꯗꯥ

ꯌꯧꯏ꯫ ꯃꯦꯅꯨꯗꯥ ꯃꯁꯤꯁꯤꯡ ꯂꯩ:

ꯂꯃꯥꯏ ꯃꯦꯅꯦꯖꯔꯁꯤꯡꯅꯥ ꯃꯐꯝ ꯑꯗꯨꯗꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

My Team (ꯑꯩꯒꯤ ꯇꯤꯝ) ꯃꯈꯣꯌꯗꯥ ꯔꯤꯄꯣꯔꯠ ꯇꯧꯕ ꯃꯤ ꯈꯨꯗꯤꯡꯃꯛ, ꯗꯦꯖꯤꯒꯅꯦꯁꯟ, ꯖꯣꯏꯟ ꯇꯧꯈꯤꯕ ꯇꯥꯡ ꯑꯃꯁꯨꯡ

ꯁ꯭ ꯇꯦꯇꯁꯀꯥ ꯂꯣꯌꯅꯅꯥ ꯌꯦꯡꯏ꯫

Team Attendance (ꯇꯤꯃꯒꯤ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ)

ꯇꯤꯃꯒꯤ ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯑꯃꯁꯨꯡ ꯄꯟꯆꯁꯤꯡ ꯌꯦꯡꯏ, ꯑꯃꯁꯨꯡ

ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯁꯦꯃꯗꯣꯛꯅꯕꯒꯤ ꯍꯥꯏꯖꯕꯁꯤꯡ ꯌꯦꯡꯁꯤꯜꯂꯤ꯫

staffkhata.com/guide · 111 / 125



ꯂꯃꯥꯏ ꯃꯦꯅꯦꯖꯔꯁꯤꯡꯅꯥ ꯃꯐꯝ ꯑꯗꯨꯗꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Team Leaves (ꯇꯤꯃꯒꯤ

ꯆꯨꯠꯇꯤꯁꯤꯡ)

ꯇꯤꯃꯒꯤ ꯆꯨꯠꯇꯤꯒꯤ ꯍꯥꯏꯖꯕꯁꯤꯡ ꯌꯦꯡꯁꯤꯜꯂꯤ ꯑꯃꯁꯨꯡ ꯌꯥꯏ ꯅꯠꯔꯒꯥ ꯌꯥꯗꯦ꯫

ꯆꯨꯠꯇꯤꯒꯤ ꯍꯥꯏꯖꯕ ꯑꯃ ꯌꯥꯕ

1. Team Leaves (ꯇꯤꯃꯒꯤ ꯆꯨꯠꯇꯤꯁꯤꯡ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Leave Request Details (ꯆꯨꯠꯇꯤꯒꯤ ꯍꯥꯏꯖꯕꯒꯤ ꯃꯔꯣꯜ) ꯍꯥꯡꯗꯣꯛꯅꯕꯥ ꯍꯥꯏꯖꯕ ꯑꯃꯗꯥ ꯃꯤꯠꯀꯤ

ꯑꯥꯏꯀꯟꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

3. Approve (ꯌꯥꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯃꯔꯝ ꯑꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ Reject (ꯌꯥꯗꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫
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ꯆꯨꯠꯇꯤ ꯑꯃꯗꯥ ꯃꯦꯅꯦꯖꯔ ꯑꯃꯁꯨꯡ HR ꯑꯅꯤꯃꯛꯅꯥ ꯌꯥꯕꯥ ꯃꯊꯧ ꯇꯥꯏ꯫ ꯃꯦꯅꯦꯖꯔꯅꯥ ꯌꯥꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ, HR ꯅꯥ ꯑꯔꯣꯏꯕ

ꯌꯥꯕ ꯄꯤꯕ ꯐꯥꯑꯣꯕꯥ ꯍꯥꯏꯖꯕ ꯑꯗꯨꯗꯥ "Approval Pending from HR" (HR ꯗꯒꯤ ꯌꯥꯕ ꯂꯦꯃꯍꯧꯔꯤ) ꯎꯠꯀꯅꯤ꯫

ꯑꯅꯤꯒꯤ ꯃꯅꯨꯡꯗꯒꯤ ꯑꯃꯅꯥ ꯌꯥꯗ꯭ ꯔꯕꯗꯤ, ꯆꯨꯠꯇꯤ ꯑꯗꯨ ꯌꯥꯗꯕꯥ ꯑꯣꯏꯒꯅꯤ꯫
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17

ꯄ꯭ ꯂꯥꯟꯁꯤꯡ, ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯁꯔꯨ ꯛ ꯑꯁꯤꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯟ ꯀꯗꯥꯏꯗꯥ ꯌꯦꯡꯒꯗꯒꯦ, ꯀꯔꯝꯅꯥ ꯑꯄꯒ꯭ ꯔꯦꯗ ꯇꯧꯒꯗꯒꯦ, ꯀꯔꯝꯅꯥ ꯁꯦꯜ

ꯄꯤꯒꯗꯒꯦ ꯑꯃꯁꯨꯡ ꯏꯟꯚꯣꯏꯁ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯒꯗꯒꯦ, ꯑꯃꯁꯨꯡ ꯃꯇꯦꯡ ꯀꯔꯝꯅꯥ ꯐꯪꯒꯗꯒꯦ ꯍꯥꯌꯕꯗꯨ ꯇꯥꯀꯏ꯫

ꯑꯦꯗꯃꯤꯟ ꯈꯛꯇꯅꯥ ꯄ꯭ ꯂꯥꯟ ꯕꯦꯖ ꯎꯕ ꯑꯃꯁꯨꯡ ꯑꯄꯒ꯭ ꯔꯦꯗ ꯇꯧꯕ ꯉꯝꯃꯤ꯫

ꯅꯍꯥꯛꯀꯤ ꯍꯧꯖꯤꯛꯀꯤ ꯄ꯭ ꯂꯥꯟ ꯌꯦꯡꯕ

ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯟ ꯑꯁꯤ ꯂꯃꯥꯏꯒꯤ ꯃꯊꯛꯇꯥ  ꯃꯇꯝ ꯄꯨꯝꯕꯗꯥ, ꯇ꯭ ꯔꯥ ꯏꯑꯦꯂꯒꯤ ꯂꯦꯃꯍꯧꯔꯤꯕ ꯅꯨꯃꯤꯠ ꯀꯌꯥꯒꯥ ꯂꯣꯌꯅꯅꯥ

ꯎꯠꯂꯤ꯫

1. ꯃꯊꯛꯀꯤ ꯑꯔꯣꯏꯕ ꯑꯔꯥ ꯞꯄꯥ ꯊꯪꯕꯥꯗꯥ ꯂꯩꯕ ꯄ꯭ ꯂꯥꯟ ꯕꯦꯖꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Manage Subscription (ꯁꯕꯁ꯭ ꯛꯔꯤꯞꯁꯟ ꯃꯦꯅꯦꯖ ꯇꯧꯕ) ꯂꯃꯥꯏ ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫ ꯃꯁꯤꯅꯥ ꯅꯍꯥꯛꯀꯤ

ꯄ꯭ ꯂꯥꯅꯒꯤ ꯃꯤꯡ, ꯌꯨꯖꯔ ꯑꯃꯁꯨꯡ ꯗꯤꯚꯥꯏꯁ ꯀꯌꯥ ꯌꯥꯕꯒꯦ, ꯑꯃꯁꯨꯡ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯂꯒꯤ ꯅꯨꯃꯤꯠ ꯀꯌꯥ

ꯂꯦꯃꯍꯧꯔꯤꯕꯒꯦ ꯎꯠꯂꯤ꯫

3. Included Features (ꯌꯥꯎꯔꯤꯕ ꯐꯤꯆꯔꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯌꯥꯎꯔꯤꯕ ꯃꯣꯗ꯭ ꯌꯨꯜ

ꯈꯨꯗꯤꯡꯃꯛ ꯎꯕ ꯐꯪꯒꯅꯤ, ꯈꯨꯗꯝ ꯑꯣꯏꯅꯥ Attendance Tracking (ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯇ꯭ ꯔꯦꯀꯤꯡ), Shifts
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(ꯁꯤꯐꯠꯁꯤꯡ), Leave Management (ꯆꯨꯠꯇꯤ ꯃꯦꯅꯦꯖꯃꯦꯟꯠ), Payroll (ꯄꯦꯔꯣꯜ) ꯑꯃꯁꯨꯡ

Employee Login (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ)꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: ꯅꯨꯃꯤꯠ 15 ꯒꯤ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯂꯒꯤ ꯃꯇꯃꯗꯥ, ꯄꯨꯝꯅꯃꯛ ꯍꯥꯡꯗꯣꯛꯂꯤ꯫ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯂꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ

ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯠ ꯑꯍꯧꯕ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯆꯠꯀꯅꯤ, ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯅꯥ ꯑꯄꯒ꯭ ꯔꯦꯗ ꯇꯧꯕ ꯐꯥꯑꯣꯕꯥ ꯐꯤꯆꯔ ꯈꯔꯥ  ꯂꯣꯛ

ꯑꯣꯏꯕ ꯌꯥꯏ꯫

ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯟ ꯑꯄꯒ꯭ ꯔꯦꯗ ꯇꯧꯕ

ꯌꯨꯖꯔ ꯍꯦꯟꯅꯥ, ꯗꯤꯚꯥꯏꯁ ꯍꯦꯟꯅꯥ ꯅꯠꯔꯒꯥ ꯂꯣꯛ ꯑꯣꯏꯔꯕꯥ ꯐꯤꯆꯔ ꯑꯃ ꯃꯊꯧ ꯇꯥꯔꯀꯄꯥ ꯃꯇꯃꯗꯥ ꯑꯄꯒ꯭ ꯔꯦꯗ

ꯇꯧꯕꯤꯌꯨ꯫

1. Manage Subscription ꯗꯥ, Browse Plans & Upgrade (ꯄ꯭ ꯂꯥꯟꯁꯤꯡ ꯌꯦꯡꯕ ꯑꯃꯁꯨꯡ ꯑꯄꯒ꯭ ꯔꯦꯗ

ꯇꯧꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. Upgrade your plan (ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯟ ꯑꯄꯒ꯭ ꯔꯦꯗ ꯇꯧꯕꯤꯌꯨ) ꯅꯥ ꯄ꯭ ꯂꯥꯟ ꯈꯨꯗꯤꯡꯃꯛ ꯃꯁꯤꯒꯤ User

limit (ꯌꯨꯖꯔ ꯂꯤꯃꯤꯠ), Device limit (ꯗꯤꯚꯥꯏꯁ ꯂꯤꯃꯤꯠ) ꯑꯃꯁꯨꯡ ꯐꯤꯆꯔꯁꯤꯡꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯃꯅꯥꯛ

ꯃꯅꯥꯛꯇꯥ  ꯎꯠꯂꯤ꯫ ꯄ꯭ ꯂꯥꯟ ꯑꯃꯗꯥ Recommended (ꯄꯥꯎꯇꯥꯛ ꯄꯤꯔꯤ) ꯍꯥꯌꯅꯥ ꯈꯣꯝꯖꯤꯟ ꯊꯝꯂꯤ꯫ ꯄ꯭ ꯂꯥꯟ

ꯈꯔꯗꯥ Pro HRMS ꯅꯠꯔꯒꯥ Journey Tracker ꯒꯨꯝꯕ ꯑꯦꯗ-ꯑꯣꯟꯁꯤꯡ ꯌꯥꯎꯏ꯫
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3. ꯅꯍꯥꯛꯅꯥ ꯄꯥꯝꯕ ꯄ꯭ ꯂꯥꯟ ꯑꯗꯨꯒꯤ ꯕꯇꯅꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ ꯅꯍꯥꯛꯀꯤ ꯍꯧꯖꯤꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯕꯇꯟ ꯑꯗꯨ

Manage or renew (ꯃꯦꯅꯦꯖ ꯇꯧꯕ ꯅꯠꯔꯒꯥ ꯔꯤꯅꯤꯎ ꯇꯧꯕ) ꯅꯤ꯫

ꯆꯦꯀꯑꯥꯎꯠ ꯂꯣꯏꯁꯤꯟꯕ

ꯆꯦꯀꯑꯥꯎꯠ ꯋꯤꯟꯗꯣꯗꯥ ꯅꯍꯥꯛꯅꯥ ꯃꯁꯤꯁꯤꯡ ꯈꯟꯕ ꯌꯥꯏ:

ꯑꯣꯞꯁꯟ ꯃꯁꯤꯅꯥ ꯀꯔꯤ ꯇꯧꯕꯒꯦ

Monthly (ꯊꯥ ꯈꯨꯗꯤꯡ)

ꯅꯠꯔꯒꯥ Yearly (ꯆꯍꯤ

ꯈꯨꯗꯤꯡ)

ꯅꯍꯥꯛꯅꯥ ꯀꯌꯥ ꯌꯥꯝꯅꯥ ꯁꯦꯜ ꯄꯤꯕꯒꯦ꯫

Purchased seats

(ꯂꯩꯈꯤꯕ ꯁꯤꯠꯁꯤꯡ)

ꯅꯍꯥꯛꯅꯥ ꯌꯨꯖꯔ ꯀꯌꯥꯒꯤꯗꯃꯛ ꯁꯦꯜ ꯄꯤꯕꯒꯦ꯫ ꯃꯊꯪꯗꯥ ꯂꯧꯒꯗꯕ ꯃꯤꯁꯤꯡꯒꯤꯗꯃꯛꯁꯨ ꯃꯐꯝ

ꯊꯃꯕꯤꯌꯨ; ꯅꯍꯥꯛꯀꯤ ꯕꯤꯜ ꯑꯁꯤ ꯂꯩꯈꯤꯕ ꯁꯤꯠ ꯄꯨꯝꯅꯃꯛꯀꯤꯗꯃꯛꯅꯤ꯫

Add-ons (ꯑꯦꯗ-

ꯑꯣꯟꯁꯤꯡ) (ꯃꯊꯧ ꯇꯥꯗꯦ)

ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯌꯥꯎꯗꯕ Pro HRMS ꯅꯠꯔꯒꯥ Journey Tracker ꯒꯨꯝꯕ ꯍꯥꯞꯆꯤꯅꯕ

ꯃꯣꯗ꯭ ꯌꯨꯂꯁꯤꯡ꯫

Autopay (ꯑꯣꯇꯣꯄꯦ) ꯏꯟꯗꯤꯌꯥꯗꯥ ꯁꯦꯜ ꯄꯤꯕ ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯄ꯭ ꯂꯥꯅꯁꯤꯡꯒꯤꯗꯃꯛ꯫ ꯁꯦꯜ ꯄꯤꯕꯒꯤ ꯃꯔꯣꯜ ꯑꯃꯨꯛ ꯏꯗꯅꯥ

ꯊꯥ ꯈꯨꯗꯤꯡ ꯔꯤꯅꯤꯎ ꯇꯧꯅꯕꯥ ꯃꯁꯤ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯁꯥꯃꯛ ꯔꯤꯅꯤꯎ ꯇꯧꯗꯕ ꯑꯃꯨꯛ ꯈꯛꯇꯒꯤ ꯁꯦꯜ

ꯄꯤꯕꯒꯤꯗꯃꯛ ꯃꯁꯤ ꯑꯣꯐ ꯇꯧꯕꯤꯌꯨ꯫
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Order summary (ꯑꯣꯔꯗꯔꯒꯤ ꯁꯝꯃꯔꯤ) ꯅꯥ GST ꯌꯥꯑꯣꯅꯥ ꯉꯁꯤ ꯅꯍꯥꯛꯅꯥ ꯄꯤꯒꯗꯕ ꯁꯦꯜ ꯑꯃꯁꯨꯡ ꯃꯊꯪꯒꯤ

ꯔꯤꯅꯤꯎꯒꯤ ꯑꯟꯗꯥꯖ ꯎꯠꯂꯤ꯫ ꯁꯦꯜ ꯄꯤꯕꯒꯤ ꯕꯇꯅꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ ꯉꯥꯛꯇꯕ ꯁꯦꯜ ꯄꯤꯕꯒꯤ

ꯋꯤꯟꯗꯣꯗꯥ ꯁꯦꯜ ꯄꯤꯕ ꯂꯣꯏꯁꯤꯟꯕꯤꯌꯨ꯫ ꯍꯧꯖꯤꯛꯀꯤ ꯃꯃꯂꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ

ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: ꯂꯦꯞꯂꯕꯥ ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯁꯦꯜ ꯑꯃꯗꯒꯤ ꯍꯦꯟꯂꯕꯗꯤ ꯑꯣꯇꯣꯄꯦ ꯐꯪꯗꯦ꯫ ꯑꯗꯨꯒꯨꯝꯕ ꯃꯇꯃꯗꯥ

ꯆꯦꯀꯑꯥꯎꯠ ꯑꯁꯤ ꯃꯁꯥꯃꯛ ꯑꯃꯨꯛ ꯈꯛꯇꯒꯤ ꯁꯦꯜ ꯄꯤꯕꯗꯥ ꯍꯣꯡꯂꯛꯀꯅꯤ꯫

ꯕꯤꯂꯤꯡ, ꯑꯣꯇꯣꯄꯦ ꯑꯃꯁꯨꯡ ꯏꯟꯚꯣꯏꯁꯁꯤꯡ ꯃꯦꯅꯦꯖ ꯇꯧꯕ

1. Account (ꯑꯦꯀꯥꯎꯟꯠ) → Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫ Billing &

Subscriptions (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯕꯁ꯭ ꯛꯔꯤꯞꯁꯅꯁꯤꯡ) ꯂꯃꯥꯏ ꯍꯥꯡꯗꯣꯛꯀꯅꯤ꯫

2. Current subscription (ꯍꯧꯖꯤꯛꯀꯤ ꯁꯕꯁ꯭ ꯛꯔꯤꯞꯁꯟ) ꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯟ, ꯑꯣꯇꯣꯄꯦ ꯑꯣꯟ

ꯑꯣꯏꯔꯤꯕꯔꯥ , ꯅꯍꯥꯛꯀꯤ Purchased seats (ꯂꯩꯈꯤꯕ ꯁꯤꯠꯁꯤꯡ) ꯑꯃꯁꯨꯡ ꯑꯦꯛꯇꯤꯚ ꯌꯨꯖꯔꯁꯤꯡ,

Current period (ꯍꯧꯖꯤꯛꯀꯤ ꯃꯇꯝ) ꯑꯃꯁꯨꯡ Next renewal estimate (ꯃꯊꯪꯒꯤ ꯔꯤꯅꯤꯎꯒꯤ

ꯑꯟꯗꯥꯖ) ꯎꯠꯂꯤ꯫

3. ꯑꯇꯣꯞꯄ ꯄ꯭ ꯂꯥꯟ ꯑꯃꯗꯥ ꯍꯣꯡꯅꯕꯥ Change Plan (ꯄ꯭ ꯂꯥꯟ ꯍꯣꯡꯗꯣꯛꯄ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ

ꯃꯊꯪꯒꯤ ꯃꯇꯃꯒꯤꯗꯃꯛ ꯁꯦꯜ ꯄꯤꯅꯕꯥ Renew plan (ꯄ꯭ ꯂꯥꯟ ꯔꯤꯅꯤꯎ ꯇꯧꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. ꯑꯣꯇꯣꯄꯦ ꯑꯣꯐ ꯑꯣꯏꯔꯕꯗꯤ, ꯃꯗꯨ ꯁꯦꯠ ꯇꯧꯅꯕꯥ Enable Autopay (ꯑꯣꯇꯣꯄꯦ ꯑꯣꯟ ꯇꯧꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ꯫ ꯃꯊꯪꯒꯤ ꯊꯥ ꯈꯨꯗꯤꯡꯒꯤ ꯕꯤꯂꯁꯤꯡ ꯃꯁꯥꯃꯛ ꯂꯧꯅꯕꯥ ꯅꯍꯥꯛꯅꯥ ꯑꯄꯤꯀꯄꯥ ꯁꯦꯜ ꯑꯃ ꯌꯥꯕ ꯄꯤꯏ꯫

5. Billing History (ꯕꯤꯂꯤꯡꯒꯤ ꯍꯤꯁ꯭ ꯇꯔꯤ) ꯅꯥ ꯁꯦꯜ ꯄꯤꯈꯤꯕ ꯈꯨꯗꯤꯡꯃꯛ ꯂꯤꯁ꯭ ꯠ ꯇꯧꯏ꯫ All (ꯄꯨꯝꯅꯃꯛ),

Successful (ꯃꯥꯌ ꯄꯥꯛꯂꯕꯥ), Pending (ꯂꯦꯃꯍꯧꯔꯤꯕ) ꯅꯠꯔꯒꯥ Failed (ꯃꯥꯌ ꯄꯥꯛꯇꯕ) ꯅꯥ ꯐꯤꯜꯇꯔ

ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯇ꯭ ꯔꯥ ꯟꯁꯦꯛꯁꯟ ID ꯅꯠꯔꯒꯥ ꯁꯦꯂꯒꯤ ꯃꯁꯤꯡꯅꯥ ꯊꯤꯕꯤꯌꯨ꯫

6. ꯔꯣ ꯑꯃꯃꯛꯀꯤ PDF ꯏꯟꯚꯣꯏꯁ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ ꯃꯗꯨꯗꯥ Invoice (ꯏꯟꯚꯣꯏꯁ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯄꯥꯎꯇꯥꯛ: ꯅꯍꯥꯛꯀꯤ ꯗꯦꯁꯕꯣꯔꯗꯀꯤ ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯑꯣꯇꯣꯄꯦ ꯕꯦꯅꯔꯗꯥ ꯂꯩꯕ Review billing (ꯕꯤꯂꯤꯡ

ꯌꯦꯡꯁꯤꯟꯕ) ꯕꯇꯅꯅꯥ ꯂꯃꯥꯏ ꯑꯗꯨꯃꯛ ꯍꯥꯡꯗꯣꯛꯏ꯫

ꯅꯍꯥꯛꯀꯤ ꯁꯕꯁ꯭ ꯛꯔꯤꯞꯁꯟ ꯂꯣꯏꯔꯕꯗꯤ, Subscription Inactive (ꯁꯕꯁ꯭ ꯛꯔꯤꯞꯁꯟ ꯑꯦꯛꯇꯤꯚ ꯑꯣꯏꯗꯦ)

ꯄꯥꯎ ꯑꯃꯅꯥ ꯗꯦꯁꯕꯣꯔꯗ ꯊꯤꯡꯒꯅꯤ꯫ ꯁꯦꯜ ꯄꯤꯗꯨꯅꯥ ꯑꯦꯛꯁꯦꯁ ꯑꯃꯨꯛ ꯐꯪꯅꯕꯥ Proceed to Payment (ꯁꯦꯜ

ꯄꯤꯕꯗꯥ ꯆꯠꯂꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯃꯇꯦꯡ ꯐꯪꯕ ꯑꯃꯁꯨꯡ ꯇꯤꯀꯦꯠ ꯁꯦꯝꯕ

1. ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ ꯐꯣꯇꯣꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯗꯨꯅꯥ Help & Support (ꯃꯇꯦꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ) ꯈꯟꯕꯤꯌꯨ,

ꯅꯠꯔꯒꯥ ꯃꯦꯅꯨ ꯕꯥꯔꯒꯤ ꯑꯔꯥ ꯞꯄꯥ ꯊꯪꯕꯥꯗꯥ ꯂꯩꯕ Help & Support ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

2. ꯃꯊꯛꯇꯥ  ꯂꯩꯕ Contact support (ꯁꯄꯣꯔꯠꯇꯥ  ꯄꯥꯎ ꯐꯥꯎꯅꯕ) ꯅꯥ ꯑꯩꯈꯣꯌꯒꯤ ꯁꯄꯣꯔꯠ ꯅꯝꯕꯔ,

ꯍꯦꯜꯞꯂꯥꯏꯟ ꯑꯃꯁꯨꯡ ꯏꯃꯦꯜ ꯎꯠꯂꯤ꯫

3. ꯇꯤꯀꯦꯠ ꯑꯃ ꯁꯦꯝꯅꯕꯥ, Raise Ticket (ꯇꯤꯀꯦꯠ ꯁꯦꯝꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

4. Subject (ꯁꯕꯖꯦꯛꯠ) ꯑꯃ ꯏꯕꯤꯌꯨ ꯑꯃꯁꯨꯡ Description (ꯃꯔꯣꯜ) ꯗꯥ ꯑꯋꯥꯕꯥ ꯑꯗꯨ ꯐꯣꯡꯗꯣꯀꯄꯤꯌꯨ꯫

5. Attachments (ꯑꯦꯇꯦꯆꯃꯦꯟꯇꯁꯤꯡ) ꯒꯤ ꯃꯈꯥꯗꯥ, ꯅꯍꯥꯛꯅꯥ ꯁ꯭ ꯛꯔꯤꯟꯁꯣꯠ ꯒꯨꯝꯕ ꯐꯥꯏꯜ 5 ꯐꯥꯑꯣꯕꯥ (JPG,

PNG, PDF ꯅꯠꯔꯒꯥ DOCX, ꯑꯃꯃꯛ 2 MB) ꯍꯥꯞꯆꯤꯟꯕ ꯌꯥꯏ꯫

6. Submit Ticket (ꯇꯤꯀꯦꯠ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫
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ꯅꯍꯥꯛꯀꯤ ꯇꯤꯀꯦꯠ ꯑꯗꯨ Ticket ID (ꯇꯤꯀꯦꯠ ID) ꯑꯃꯒꯥ ꯂꯣꯌꯅꯅꯥ ꯁꯦꯚ ꯇꯧꯏ ꯑꯃꯁꯨꯡ Support Ticket Log

(ꯁꯄꯣꯔꯠ ꯇꯤꯀꯦꯠ ꯂꯣꯒ) ꯗꯥ ꯎꯕ ꯐꯪꯏ꯫ ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯀꯥꯔꯗꯁꯤꯡꯅꯥ Open & Pending (ꯍꯥꯡꯗꯣꯛꯂꯤꯕ

ꯑꯃꯁꯨꯡ ꯂꯦꯃꯍꯧꯔꯤꯕ), In Progress (ꯊꯕꯛ ꯆꯠꯂꯤꯕ) ꯑꯃꯁꯨꯡ Resolved & Closed (ꯁꯦꯃꯗꯣꯀꯈ꯭ ꯔꯕ

ꯑꯃꯁꯨꯡ ꯂꯣꯛꯂꯕꯥ) ꯇꯤꯀꯦꯠꯁꯤꯡ ꯃꯁꯤꯡ ꯊꯤꯏ꯫ ꯇꯤꯀꯦꯠ ꯑꯃꯒꯤ ꯃꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯁ꯭ ꯇꯦꯇꯁ ꯌꯦꯡꯅꯕꯥ ꯃꯗꯨꯗꯥ

ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ; ꯁ꯭ ꯇꯦꯇꯁ ꯑꯗꯨ Open (ꯍꯥꯡꯗꯣꯛꯂꯤ) ꯗꯒꯤ In Progress, Resolved (ꯁꯦꯃꯗꯣꯀꯈ꯭ ꯔꯦ)

ꯑꯃꯁꯨꯡ Closed (ꯂꯣꯛꯂꯦ) ꯗꯥ ꯆꯠꯂꯤ꯫
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ꯈꯉꯖꯤꯅꯕꯤꯌꯨ: Help & Support ꯇꯤꯀꯦꯠꯁꯤꯡ ꯑꯁꯤ ꯑꯦꯗꯃꯤꯟ ꯅꯠꯔꯒꯥ HR ꯅꯥ ꯁꯦꯝꯃꯤ꯫ ꯊꯕꯛꯁꯨꯕ ꯑꯃꯁꯨꯡ

ꯃꯦꯅꯦꯖꯔꯁꯤꯡꯅꯥ ꯑꯍꯥꯅꯕꯗꯥ ꯃꯈꯣꯌꯒꯤ ꯀꯝꯄꯦꯅꯤꯒꯤ ꯑꯦꯗꯃꯤꯅꯗꯥ ꯃꯇꯦꯡ ꯍꯥꯏꯖꯒꯗꯕꯅꯤ꯫
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18

ꯌꯥꯃꯛ ꯍꯪꯂꯤꯕ ꯋꯥꯍꯪꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯑꯋꯥꯕꯥ ꯁꯦꯃꯗꯣꯛꯄ
ꯄ꯭ ꯂꯥꯟ: ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯀꯁ꯭ ꯇꯃꯔꯁꯤꯡꯅꯥ ꯈ꯭ ꯕꯥꯏꯗꯒꯤ ꯌꯥꯝꯅꯥ ꯍꯪꯂꯤꯕ ꯋꯥꯍꯪꯁꯤꯡꯒꯤ ꯊꯨꯅꯥ ꯄꯥꯎꯈꯨꯃꯁꯤꯡ꯫ ꯅꯍꯥꯛꯀꯤ ꯑꯋꯥꯕꯥ ꯃꯐꯝ ꯑꯁꯤꯗꯥ

ꯂꯩꯇ꯭ ꯔꯕꯗꯤ, Help & Support (ꯃꯇꯦꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ) ꯗꯒꯤ ꯇꯤꯀꯦꯠ ꯑꯃ ꯁꯦꯝꯕꯤꯌꯨ (ꯄ꯭ ꯂꯥꯟꯁꯤꯡ,

ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯄꯣꯔꯠ ꯌꯦꯡꯕꯤꯌꯨ)꯫

ꯄꯟꯆ ꯇꯧꯕ ꯑꯃꯁꯨꯡ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯅꯥ ꯃꯍꯥꯛꯀꯤ ꯐꯣꯟꯗꯒꯤ ꯄꯟꯆ-ꯏꯟ ꯇꯧꯕ ꯉꯃꯗꯦ

ꯃꯁꯤꯁꯤꯡ ꯃꯊꯪ ꯃꯊꯪ ꯇꯨꯡ ꯏꯟꯅꯥ ꯌꯦꯡꯕꯤꯌꯨ:

1. ꯃꯍꯥꯛꯀꯤꯗꯃꯛ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯟ ꯑꯣꯏꯔꯤ꯫ Organization (ꯑꯣꯔꯒꯥꯅꯥꯏꯖꯦꯁꯟ) → Employee

List (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ, ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨꯒꯤ ꯔꯣ ꯃꯦꯅꯨ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯑꯣꯟ

ꯑꯣꯏꯔꯤꯕꯅꯤ ꯍꯥꯌꯕꯗꯨ ꯁꯣꯏꯗꯅꯥ ꯌꯦꯡꯕꯤꯌꯨ꯫ ꯃꯗꯨ ꯑꯣꯐ ꯑꯣꯏꯔꯕꯗꯤ, ꯑꯦꯄꯅꯥ "Mobile punching

disabled" (ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯊꯤꯡꯂꯦ) ꯎꯠꯀꯅꯤ꯫

2. ꯂꯣꯀꯦꯁꯟ ꯌꯥꯔꯤ꯫ ꯐꯣꯟ ꯑꯗꯨꯗꯥ, ꯂꯣꯀꯦꯁꯟ ꯁꯔꯚꯤꯁꯁꯤꯡ ꯑꯣꯟ ꯑꯣꯏꯒꯗꯕꯅꯤ ꯑꯃꯁꯨꯡ Staff Khata

ꯑꯦꯄꯇꯥ  ꯂꯣꯀꯦꯁꯅꯒꯤ ꯌꯥꯕ ꯂꯩꯒꯗꯕꯅꯤ꯫

3. ꯃꯈꯣꯌ ꯖꯤꯑꯣ-ꯐꯦꯟꯁꯀꯤ ꯃꯅꯨꯡꯗꯥ ꯂꯩꯔꯤ꯫ ꯑꯦꯄꯅꯥ ꯃꯈꯣꯌ ꯌꯥꯕ ꯔꯦꯗꯤꯌꯁꯀꯤ ꯃꯄꯥꯟꯗꯥ ꯂꯩ ꯍꯥꯌꯔꯕꯗꯤ,

ꯃꯈꯣꯌ ꯑꯣꯐꯤꯁꯇꯒꯤ ꯌꯥꯝꯅꯥ ꯂꯥꯞꯅꯥ ꯂꯩꯔꯤ꯫ Organization → Branch (ꯕ꯭ ꯔꯥ ꯟꯆ) ꯗꯥ ꯕ꯭ ꯔꯥ ꯟꯆꯀꯤ

ꯂꯣꯀꯦꯁꯟ ꯑꯃꯁꯨꯡ ꯔꯦꯗꯤꯌꯁ ꯌꯦꯡꯕꯤꯌꯨ꯫ ꯃꯣꯕꯥꯏꯜ ꯄꯟꯆ ꯌꯦꯡꯕꯤꯌꯨ꯫

4. ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯌꯥꯎꯔꯤ꯫ ꯊꯕꯛꯁꯨꯕꯁꯤꯡꯅꯥ ꯃꯈꯣꯌꯒꯤ ꯃꯁꯥꯒꯤ ꯂꯣꯒꯏꯅꯅꯥ

ꯑꯦꯄꯇꯥ  ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯏ꯫ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ ꯌꯥꯎꯗ꯭ ꯔꯕꯗꯤ, ꯃꯈꯣꯌꯅꯥ

"Employee login is locked" (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ ꯂꯣꯛ ꯑꯣꯏꯔꯤ) ꯎꯒꯅꯤ꯫

ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁ ꯑꯃꯅꯥ ꯑꯣꯐꯂꯥꯏꯟ ꯎꯠꯂꯤ

ꯃꯦꯁꯤꯟ ꯑꯗꯨꯗꯥ ꯄꯥꯋꯔ ꯑꯃꯁꯨꯡ ꯏꯟꯇꯔꯅꯦꯠ ꯂꯩꯕꯔꯥ , ꯑꯃꯁꯨꯡ ꯃꯁꯤꯒꯤ ꯁꯔꯚꯔ ꯑꯦꯗ꯭ ꯔꯦꯁ ꯑꯗꯨ Device

Setup (ꯗꯤꯚꯥꯏꯁ ꯁꯦꯠꯑꯞ) → Manage Devices (ꯗꯤꯚꯥꯏꯁꯁꯤꯡ ꯃꯦꯅꯦꯖ ꯇꯧꯕ) ꯗꯥ How to connect

(ꯀꯔꯝꯅꯥ ꯀꯅꯦꯛꯠ ꯇꯧꯒꯗꯒꯦ) ꯒꯤ ꯃꯈꯥꯗꯥ ꯎꯠꯂꯤꯕ ꯃꯑꯣꯡꯗꯥ ꯁꯦꯠ ꯇꯧꯔꯕꯔꯥ  ꯌꯦꯡꯕꯤꯌꯨ꯫ ꯀꯔꯤꯒꯨꯝꯕꯥ

ꯍꯣꯡꯗꯣꯛꯂꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯃꯦꯁꯤꯟ ꯑꯗꯨ ꯔꯤꯁ꯭ ꯇꯥꯔꯠ ꯇꯧꯕꯤꯌꯨ꯫ ꯑꯣꯐꯂꯥꯏꯟ ꯑꯣꯏꯔꯤꯉꯩꯗꯥ ꯊꯝꯂꯕꯥ ꯄꯟꯆꯁꯤꯡ ꯃꯥꯡꯗꯦ:

ꯇꯥꯡ ꯀꯔꯤꯒꯨꯝꯕꯥ ꯑꯃꯒꯤꯗꯃꯛ ꯃꯈꯣꯌꯁꯤꯡ ꯂꯧꯊꯣꯛꯅꯕꯥ Data Download (ꯗꯦꯇꯥ  ꯗꯥꯎꯅꯂꯣꯗ) → Download
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data from Devices (ꯗꯤꯚꯥꯏꯁꯁꯤꯡꯗꯒꯤ ꯗꯦꯇꯥ  ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯕ) ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫ ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ

ꯗꯤꯚꯥꯏꯁꯁꯤꯡ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯄꯥꯎꯇꯥꯛ: ꯑꯣꯐꯂꯥꯏꯟ ꯗꯤꯚꯥꯏꯁꯁꯤꯡꯒꯤꯗꯃꯛ WhatsApp ꯑꯦꯂꯔꯠ ꯑꯗꯨ Organization → Company

(ꯀꯝꯄꯦꯅꯤ) → Notifications (ꯅꯣꯇꯤꯐꯤꯀꯦꯁꯅꯁꯤꯡ) ꯗꯥ ꯑꯣꯟ ꯇꯧꯕꯤꯌꯨ, ꯃꯔꯝ ꯑꯗꯨꯅꯥ ꯅꯍꯥꯛꯅꯥ ꯃꯗꯨꯒꯤ

ꯃꯔꯃꯗꯥ ꯈꯨꯗꯛꯇꯥ  ꯈꯉꯒꯅꯤ꯫

ꯀꯔꯤ ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯁꯤꯡꯒꯥ ꯊꯕꯛ ꯇꯧꯕꯒꯦ?

Realtime ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ ꯈꯛꯇꯃꯛ꯫ ꯑꯇꯣꯞꯄ ꯕ꯭ ꯔꯥ ꯟꯗꯁꯤꯡ Staff Khata ꯒꯥ ꯀꯅꯦꯛꯠ

ꯇꯧꯗꯦ꯫

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯅꯥ ꯄꯟꯆ ꯇꯧꯈꯤ ꯑꯗꯨꯕꯨ ꯃꯇꯝ ꯑꯗꯨ ꯑꯔꯥ ꯟꯕ ꯅꯠꯠꯔꯒꯥ ꯂꯩꯇꯦ

ꯃꯁꯤ Time & Leave (ꯃꯇꯝ ꯑꯃꯁꯨꯡ ꯆꯨꯠꯇꯤ) → Manual Punch (ꯃꯦꯅꯨꯌꯦꯜ ꯄꯟꯆ) ꯗꯥ ꯁꯦꯃꯗꯣꯀꯄꯤꯌꯨ,

ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯁꯦꯃꯗꯣꯛꯅꯕꯒꯤ ꯍꯥꯏꯖꯕ ꯑꯗꯨ Regularization (ꯔꯦꯒꯨꯂꯥꯔꯥ ꯏꯖꯦꯁꯟ) ꯗꯥ ꯌꯥꯕꯤꯌꯨ꯫ ꯅꯨꯃꯤꯠ

ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯑꯦꯀꯥꯎꯟꯇꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯁꯥꯏꯟ-ꯏꯟ

ꯑꯩꯅꯥ ꯑꯩꯒꯤ ꯄꯥꯁꯋꯥꯔꯗ ꯀꯥꯎꯊꯣꯀꯈ꯭ ꯔꯦ

ꯁꯥꯏꯟ-ꯏꯟ ꯂꯃꯥꯏꯗꯥ, Forgot password? (ꯄꯥꯁꯋꯥꯔꯗ ꯀꯥꯎꯊꯣꯀꯈ꯭ ꯔꯕꯔꯥ ?) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯅꯍꯥꯛꯀꯤ

ꯊꯕꯛꯀꯤ ꯏꯃꯦꯜ ꯏꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯅꯍꯥꯛꯇꯥ  ꯊꯥꯔꯀꯄꯥ ꯀꯣꯗ ꯑꯗꯨ ꯇꯨꯡ ꯏꯟꯕꯤꯌꯨ꯫ ꯃꯄꯨꯡ ꯐꯥꯕ ꯈꯣꯡꯊꯥꯡꯁꯤꯡ ꯁꯥꯏꯟ

ꯑꯞ ꯑꯃꯁꯨꯡ ꯑꯍꯥꯅꯕ ꯂꯣꯒꯏꯟ ꯗꯥ ꯂꯩ꯫

ꯊꯕꯛꯁꯨꯕ ꯑꯃꯅꯥ ꯃꯍꯥꯛꯀꯤ ꯄꯥꯁꯋꯥꯔꯗ ꯀꯥꯎꯊꯣꯀꯈ꯭ ꯔꯦ

ꯑꯦꯗꯃꯤꯅꯅꯥ ꯊꯕꯛꯁꯨꯕ ꯈꯨꯗꯤꯡꯃꯛ ꯍꯥꯞꯆꯤꯟꯕꯥ ꯃꯇꯃꯗꯥ ꯃꯈꯣꯌꯒꯤ ꯂꯣꯒꯏꯟ ꯁꯦꯠ ꯇꯧꯏ꯫ ꯑꯅꯧꯕꯥ ꯑꯃ ꯁꯦꯠ

ꯇꯧꯅꯕꯥ Employee List (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯒꯤ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ ꯑꯦꯗꯤꯠ ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯊꯕꯛꯁꯨꯕ

ꯑꯗꯨꯅꯥ ꯃꯁꯥꯒꯤ ꯏꯃꯦꯂꯒꯥ ꯂꯣꯌꯅꯅꯥ Forgot password? (ꯄꯥꯁꯋꯥꯔꯗ ꯀꯥꯎꯊꯣꯀꯈ꯭ ꯔꯕꯔꯥ ?) ꯁꯤꯖꯤꯟꯅꯕ ꯌꯥꯏ꯫

ꯑꯩꯅꯥ ꯁꯥꯏꯟ-ꯑꯄꯀꯤ ꯀꯣꯗ ꯐꯪꯗ꯭ ꯔꯤ
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ꯇꯥꯏꯃꯔ ꯂꯣꯏꯕ ꯐꯥꯑꯣꯕꯥ ꯉꯥꯏꯕꯤꯌꯨ, ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ Resend Code (ꯀꯣꯗ ꯑꯃꯨꯛ ꯊꯥꯕꯤꯌꯨ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ꯫

ꯅꯍꯥꯛꯀꯤ ꯁ꯭ ꯄꯦꯝ ꯐꯣꯜꯗꯔ ꯌꯦꯡꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯐꯣꯟ ꯅꯝꯕꯔ ꯑꯗꯨꯅꯥ SMS ꯐꯪꯕ ꯉꯝꯕꯔꯥ  ꯁꯣꯏꯗꯅꯥ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯂꯣꯟ ꯀꯔꯝꯅꯥ ꯍꯣꯡꯗꯣꯛꯀꯗꯒꯦ?

ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ ꯐꯣꯇꯣ → Language (ꯂꯣꯟ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ ꯇꯧꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯂꯣꯟ 55 ꯗꯒꯤ ꯈꯟꯕꯤꯌꯨ꯫

ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯗ꯭ ꯔꯤꯉꯩꯗꯥ, ꯂꯃꯥꯏꯒꯤ ꯃꯊꯛꯀꯤ ꯀꯣꯅꯥꯗꯥ ꯂꯩꯕ ꯂꯣꯅꯒꯤ ꯕꯇꯟ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫

ꯔꯤꯄꯣꯔꯇꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯗꯦꯇꯥ

ꯔꯤꯄꯣꯔꯠ ꯑꯃꯗꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯃ ꯂꯩꯇꯦ

ꯃꯊꯛꯇꯥ  ꯂꯩꯕ ꯕ꯭ ꯔꯥ ꯟꯆ ꯁꯨꯏꯆꯔ ꯌꯦꯡꯕꯤꯌꯨ꯫ ꯕ꯭ ꯔꯥ ꯟꯆ ꯑꯃ ꯈꯟꯂꯕꯗꯤ, ꯕ꯭ ꯔꯥ ꯟꯆ ꯑꯗꯨꯒꯤ ꯁ꯭ ꯇꯥꯐꯁꯤꯡ

ꯈꯛꯇꯃꯛ ꯎꯕ ꯐꯪꯒꯅꯤ꯫ All Branches (ꯕ꯭ ꯔꯥ ꯟꯆ ꯄꯨꯝꯅꯃꯛ) ꯈꯟꯕꯤꯌꯨ꯫

ꯔꯤꯄꯣꯔꯇꯀꯤ ꯐꯤꯜꯇꯔꯁꯤꯡꯗꯥ ꯌꯥꯎꯅꯕꯥ ꯅꯍꯥꯛꯅꯥ ꯀꯅꯥꯕꯨ ꯈꯟꯈꯤꯕꯒꯦ ꯌꯦꯡꯕꯤꯌꯨ꯫

Employee List (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯤꯁ꯭ ꯠ) ꯗꯥ ꯊꯕꯛꯁꯨꯕ ꯑꯗꯨ Active (ꯑꯦꯛꯇꯤꯚ) ꯑꯣꯏꯔꯕꯔꯥ , ꯑꯃꯁꯨꯡ

ꯃꯍꯥꯛꯀꯤ ꯖꯣꯏꯟ ꯇꯧꯈꯤꯕ ꯇꯥꯡ ꯑꯗꯨ ꯔꯤꯄꯣꯔꯇꯀꯤ ꯃꯇꯝ ꯍꯧꯗ꯭ ꯔꯤꯉꯩꯗꯥ ꯑꯣꯏꯔꯕꯔꯥ  ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯔꯤꯄꯣꯔꯠ ꯑꯃ ꯀꯔꯝꯅꯥ ꯑꯦꯛꯁꯄꯣꯔꯠ ꯇꯧꯒꯗꯒꯦ?

ꯔꯤꯄꯣꯔꯠ ꯑꯗꯨ ꯍꯥꯡꯗꯣꯛꯇꯨꯅꯥ ꯃꯗꯨ Excel ꯅꯠꯔꯒꯥ PDF ꯑꯣꯏꯅꯥ ꯗꯥꯎꯅꯂꯣꯗ ꯇꯧꯅꯕꯥ, ꯅꯠꯔꯒꯥ ꯄ꯭ ꯔꯤꯟꯠ ꯇꯧꯅꯕꯥ

Export (ꯑꯦꯛꯁꯄꯣꯔꯠ) ꯃꯦꯅꯨ ꯁꯤꯖꯤꯟꯅꯕꯤꯌꯨ꯫ ꯔꯤꯄꯣꯔꯇꯁꯤꯡ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯃꯦꯅꯨꯒꯤ ꯑꯥꯏꯇꯦꯝ ꯑꯃ ꯀꯔꯤꯒꯤ ꯂꯣꯛ ꯑꯣꯏꯔꯤꯕꯅꯣ?

ꯂꯣꯛ ꯑꯃꯅꯥ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯐꯤꯆꯔ ꯑꯗꯨ ꯌꯥꯎꯗꯦ ꯍꯥꯌꯕꯅꯤ꯫ ꯅꯍꯥꯛꯀꯤ ꯄ꯭ ꯂꯥꯟ ꯌꯦꯡꯅꯕꯥ ꯄ꯭ ꯂꯥꯟ ꯕꯦꯖꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ, ꯅꯠꯔꯒꯥ ꯃꯈꯥꯗꯥ ꯂꯩꯕ ꯇꯦꯕꯜ ꯌꯦꯡꯕꯤꯌꯨ꯫

ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯂꯣꯏꯔꯕꯥ ꯃꯇꯨꯡꯗꯥ ꯀꯔꯤ ꯊꯣꯛꯀꯅꯤ?

ꯅꯍꯥꯛꯀꯤ ꯑꯦꯀꯥꯎꯟꯠ ꯑꯍꯧꯕ ꯄ꯭ ꯂꯥꯅꯗꯥ ꯆꯠꯀꯅꯤ꯫ ꯅꯍꯥꯛꯀꯤ ꯗꯦꯇꯥ  ꯂꯩꯔꯤꯒꯅꯤ꯫ ꯅꯍꯥꯛꯀꯤ ꯑꯅꯧꯕꯥ ꯄ꯭ ꯂꯥꯅꯗꯥ

ꯌꯥꯎꯗꯕ ꯐꯤꯆꯔꯁꯤꯡ ꯅꯍꯥꯛꯅꯥ ꯑꯄꯒ꯭ ꯔꯦꯗ ꯇꯧꯕ ꯐꯥꯑꯣꯕꯥ ꯂꯣꯛ ꯑꯣꯏꯔꯤꯒꯅꯤ꯫

ꯀꯅꯥꯅꯥ ꯀꯔꯤ ꯇꯧꯕ ꯌꯥꯕꯒꯦ

staffkhata.com/guide · 123 / 125

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


HR ꯌꯨꯖꯔꯁꯤꯡꯅꯥ ꯑꯦꯗꯃꯤꯅꯒꯤ ꯑꯦꯗꯃꯤꯟ ꯁ꯭ ꯛꯔꯤꯟ ꯑꯗꯨꯃꯛꯇꯥ  ꯁꯥꯏꯟ ꯏꯟ ꯇꯧꯏ꯫ ꯃꯦꯅꯦꯖꯔꯁꯤꯡꯗꯥ Pro

HRMS ꯑꯦꯗ-ꯑꯣꯟ ꯃꯊꯧ ꯇꯥꯏ꯫

ꯐꯤꯆꯔ ꯑꯦꯗꯃꯤꯟ HR ꯃꯦꯅꯦꯖꯔ ꯊꯕꯛꯁꯨꯕ

ꯗꯦꯁꯕꯣꯔꯗ ꯀꯝꯄꯦꯅꯤ ꯄꯨꯝꯕ ꯀꯝꯄꯦꯅꯤ ꯄꯨꯝꯕ ꯃꯁꯥꯒꯤ ꯇꯤꯝ ꯃꯁꯥꯒꯤ

ꯀꯝꯄꯦꯅꯤ, ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ,

ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ

ꯍꯣꯌ ꯍꯣꯌ — —

ꯑꯦꯇꯦꯟꯗꯦꯟꯁꯀꯤ ꯅꯤꯌꯃꯁꯤꯡ ꯑꯃꯁꯨꯡ

ꯑꯣꯐꯤꯁꯀꯤ ꯃꯇꯝ

ꯍꯣꯌ ꯍꯣꯌ — —

ꯊꯕꯛꯁꯨꯕꯁꯤꯡ ꯍꯥꯞꯆꯤꯟꯕ ꯑꯃꯁꯨꯡ

ꯑꯦꯗꯤꯠ ꯇꯧꯕ

ꯍꯣꯌ ꯍꯣꯌ ꯃꯁꯥꯒꯤ ꯇꯤꯝ

ꯌꯦꯡꯕ

ꯃꯁꯥꯒꯤ ꯄ꯭ ꯔꯣꯐꯥꯏꯜ

ꯕꯥꯏꯑꯣꯃꯦꯠꯔꯤꯛ ꯗꯤꯚꯥꯏꯁꯁꯤꯡ ꯍꯣꯌ ꯍꯣꯌ — —

ꯁꯤꯐꯠꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯔꯣꯁ꯭ ꯇꯔ ꯍꯣꯌ ꯍꯣꯌ — —

ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ

ꯑꯃꯁꯨꯡ ꯃꯦꯅꯨꯌꯦꯜ ꯄꯟꯆ

ꯍꯣꯌ ꯍꯣꯌ ꯃꯁꯥꯒꯤ ꯇꯤꯝ

ꯌꯦꯡꯕ

ꯃꯁꯥꯒꯤ; ꯁꯦꯃꯗꯣꯛꯅꯕꯥ

ꯍꯥꯏꯖꯕ

ꯄꯟꯆ ꯏꯟ ꯑꯃꯁꯨꯡ ꯑꯥꯎꯠ — — ꯍꯣꯌ ꯍꯣꯌ

ꯆꯨꯠꯇꯤ ꯁꯦꯠ ꯇꯧꯕ

ꯑꯃꯁꯨꯡ ꯌꯥꯕ

ꯁꯦꯠ ꯇꯧꯕ

ꯑꯃꯁꯨꯡ ꯌꯥꯕ

ꯃꯁꯥꯒꯤ

ꯇꯤꯃꯒꯤ ꯌꯥꯕ

ꯍꯥꯏꯖꯕ

ꯍꯣꯂꯤꯗꯦꯁꯤꯡ ꯍꯣꯌ ꯍꯣꯌ — —

ꯄꯦꯔꯣꯜ ꯑꯃꯁꯨꯡ ꯁꯦꯂꯔꯤꯁꯤꯡ ꯍꯣꯌ ꯍꯣꯌ — ꯃꯁꯥꯒꯤ

ꯄꯦꯁ꯭ ꯂꯤꯄꯁꯤꯡ

ꯔꯤꯄꯣꯔꯇꯁꯤꯡ ꯍꯣꯌ ꯍꯣꯌ — —

WhatsApp ꯑꯦꯂꯔꯠꯁꯤꯡ ꯑꯃꯁꯨꯡ

ꯏꯟꯇꯤꯒ꯭ ꯔꯦꯁꯅꯁꯤꯡ

ꯍꯣꯌ ꯍꯣꯌ — —

ꯄ꯭ ꯂꯥꯟ ꯕꯦꯖ ꯑꯃꯁꯨꯡ ꯑꯄꯒ꯭ ꯔꯦꯗꯁꯤꯡ ꯍꯣꯌ — — —

Help & Support ꯇꯤꯀꯦꯠꯁꯤꯡ ꯍꯣꯌ ꯍꯣꯌ — —
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ꯑꯩꯉꯣꯟꯗꯥ ꯀꯔꯤ ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯕꯒꯦ

ꯑꯅꯧꯕꯥ ꯀꯝꯄꯦꯅꯤ ꯈꯨꯗꯤꯡꯃꯛꯅꯥ ꯄꯨꯝꯅꯃꯛ ꯍꯥꯡꯗꯣꯛꯂꯕꯥ ꯅꯨꯃꯤꯠ 15 ꯒꯤ ꯇ꯭ ꯔꯥ ꯏꯑꯦꯜ ꯑꯃ ꯐꯪꯏ꯫ ꯃꯗꯨꯒꯤ ꯃꯇꯨꯡꯗꯥ:

ꯐꯤꯆꯔ ꯃꯊꯧ ꯇꯥꯕ ꯄ꯭ ꯂꯥꯟ

ꯐꯣꯟ ꯑꯃꯁꯨꯡ Realtime ꯗꯤꯚꯥꯏꯁꯁꯤꯡꯗꯒꯤ ꯑꯦꯇꯦꯟꯗꯦꯟꯁ, ꯅꯨꯃꯤꯠ ꯈꯨꯗꯤꯡꯒꯤ

ꯔꯤꯄꯣꯔꯠ, ꯕ꯭ ꯔꯥ ꯟꯆꯁꯤꯡ, ꯗꯤꯄꯥꯔꯇꯃꯦꯟꯇꯁꯤꯡ

ꯄ꯭ ꯂꯥꯟ ꯄꯨꯝꯅꯃꯛ

ꯆꯨꯠꯇꯤ, ꯍꯣꯂꯤꯗꯦꯁꯤꯡ, ꯑꯣꯚꯔꯇꯥꯏꯝ, ꯁꯤꯐꯠ ꯀꯌꯥ ꯍꯦꯟꯅꯥ ꯋꯥꯡꯕ ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯕ ꯌꯥꯏ

ꯋꯦꯕ ꯑꯃꯁꯨꯡ ꯃꯣꯕꯥꯏꯂꯗꯥ ꯊꯕꯛꯁꯨꯕꯒꯤ ꯂꯣꯒꯏꯟ (ꯊꯕꯛꯁꯨꯕꯒꯤ ꯁꯦꯜꯐ-ꯁꯔꯚꯤꯁ

ꯑꯃꯁꯨꯡ ꯑꯦꯞ ꯄꯟꯆ)

ꯍꯦꯟꯅꯥ ꯋꯥꯡꯕ ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯕ ꯌꯥꯏ

ꯍꯞꯇꯥ , ꯊꯥ ꯑꯃꯁꯨꯡ ꯆꯍꯤꯒꯤ ꯔꯤꯄꯣꯔꯇꯁꯤꯡ, ꯑꯇꯣꯞꯄ ꯑꯦꯗꯚꯥꯟꯁ ꯔꯤꯄꯣꯔꯇꯁꯤꯡ,

ꯑꯦꯛꯁꯦꯁ ꯀꯟꯠꯔꯣꯜ, ꯗꯦꯇꯥ  ꯗꯥꯎꯅꯂꯣꯗ

ꯑꯦꯗꯚꯥꯟꯁ ꯔꯤꯄꯣꯔꯇꯁꯤꯡ ꯂꯩꯕ

ꯁꯦꯜ ꯄꯤꯕ ꯄ꯭ ꯂꯥꯟ

ꯄꯦꯔꯣꯜ, ꯁꯦꯂꯔꯤꯁꯤꯡ, ꯔꯤꯏꯝꯕꯔꯁꯃꯦꯟꯇꯁꯤꯡ, ꯄꯦꯁ꯭ ꯂꯤꯄꯁꯤꯡ, ꯁꯔꯀꯥꯔꯒꯤ

ꯔꯤꯄꯣꯔꯇꯁꯤꯡ

ꯄꯦꯔꯣꯜ ꯂꯩꯕ ꯁꯦꯜ ꯄꯤꯕ ꯄ꯭ ꯂꯥꯟ

ꯃꯦꯅꯦꯖꯔꯒꯤ ꯔꯣꯜ, ꯀꯝꯄꯦꯅꯤ ꯐꯤꯗ, ꯑꯣꯔꯒ ꯇ꯭ ꯔꯤ, ꯑꯦꯁꯦꯠꯁꯤꯡ Pro HRMS ꯑꯦꯗ-ꯑꯣꯟ

ꯐꯤꯜꯗ ꯁ꯭ ꯇꯥꯐꯁꯤꯡꯒꯤ ꯂꯥꯏꯚ ꯇ꯭ ꯔꯦꯀꯤꯡ Journey Tracker ꯑꯦꯗ-ꯑꯣꯟ

ꯄ꯭ ꯂꯥꯟ ꯃꯊꯧ ꯇꯥꯏ: ꯄ꯭ ꯂꯥꯅꯁꯤꯡ ꯑꯃꯁꯨꯡ ꯃꯈꯣꯌꯗꯥ ꯌꯥꯎꯔꯤꯕꯁꯤꯡ ꯍꯣꯡꯕ ꯌꯥꯏ꯫ ꯍꯧꯖꯤꯛꯀꯤ ꯂꯤꯁ꯭ ꯇꯀꯤꯗꯃꯛ

ꯄ꯭ ꯂꯥꯟ ꯕꯦꯖ → Browse Plans & Upgrade (ꯄ꯭ ꯂꯥꯟꯁꯤꯡ ꯌꯦꯡꯕ ꯑꯃꯁꯨꯡ ꯑꯄꯒ꯭ ꯔꯦꯗ ꯇꯧꯕ) ꯗꯥ ꯀ꯭ ꯂꯤꯛ

ꯇꯧꯕꯤꯌꯨ, ꯑꯃꯁꯨꯡ ꯍꯧꯖꯤꯛꯀꯤ ꯃꯃꯂꯁꯤꯡꯒꯤꯗꯃꯛ Billing & Plan (ꯕꯤꯂꯤꯡ ꯑꯃꯁꯨꯡ ꯄ꯭ ꯂꯥꯟ) ꯌꯦꯡꯕꯤꯌꯨ꯫
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