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Company Settings O Reset
Manage your company peterences, attendance rules, payroll, and policies.

Company Profile
B o Jstanad company identity

ANIZATION INFO

4 ComeeRTED . WORKEPACE URL
T CP2EL00001 ' attendance siffichata.com
o
Company Loga *
Dug ST 1696 te.4. 200+2000x], heas 2ME, PN, Je
ok & upiosdiogs B Remowe
My
COMPANY NAME QFFICIAL TAX | REGISTRATION NO.
Shaema Textiles Put Lid 0BAAAAADDOOATZS
CORPOARTE EMAIL CONTACT PHONE
OMPANY WEBS!
hups=iisharmatextiles.example v
ou have unsaved changes Discard

Company Address
@ Official reaistéred address for head affice

yullzfTEF53: Corporate Email (HPENTCE % Sk°) WO TAMHS THKIT STRT SkecCf
TROD REF TOFS ATSCIIN 25

CHIrmEf TITOIT Il E2A RS RT3

Staff Khata C TT'S $TIMMT RSfIRINY RORTT ER TR OWISI TFF TROM IR T5T
EA % Tk RTIF5IUI

1. Company Settings (HFCT 0°3fmM) &, Employee codes (LZMOTMTf HROIM) °F
POSCHEIIIS I

2. FnsOMETs EfNsofm Mg 78531 TATT BN BT SRTT Live Generated Code
Preview (S5 ES R FIS) T TR TT'S TS THCTS |

3. Save Changes (AIS°MesMim (°I1 ¥°8f%) & mcimr 7353l

0°3fm ROfC mef #°3me
Prefix (e fEFIr®) FEHERS 8 RPEOMM, RsF TST ST  THETE
“EMP I
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o°yfm ROPC merf 3

Separator / Delimiter ("R 725°m) FHET, OT°0, TTREQEE, 5%, TS Hafe) I35

Include Year (R75f IRATT) X7T (72026 THAE “26°) AION, TSE'T None (HETX)
T3l
Number of Digits (fcf« m5?) UFBE Usx el w3 dmef, 2 srf 6 BT
Starting / Next Number (5’ E'E / R el RIMf TC*E TIMOIT EMHT THIL
UHF3M)
Y G et ol I @ wieanches B A oon
Company Settings D Resst

@ company Profile
P e e s Employee Code Format
Define how empioyee codes and i

# Employes codes

nnnnnnnnnnnnnnnnnnnnn

5T-0001

SEPARATOR | DELIMITER

51l Hyphen i-] b Mane
HUMBER OF DIGITS STARTING [ NEXT NUMBER
4 Digits (0001) v 1
ou have unsaved changes Discard B8 Save Changes

TRFRM: EHEOD TOf TT'F TIMTOIOFMTIRET RIMPKRIT O°FKS I ATTT ey BPEOT T
> TWHRIISes Smaf i

~
CH°TRCMT RMMFfTIfR
Localization (S*H°C»SC°MT) 3°F AMECENMII I TAMT MST WK 8 KRS Currency

Standard (°7), Timezone (3¥5%K2°C), Date Display Format (30 S%UTf E2A %) TWRO
Interface Language (STRAEOHS &T) TOF STHRIRMISRKIT 0°%¢ 3’8l TAImf $fefTeo
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YITT T AR RIMPRIT RROD A ISCEMIS, kSTl RPOR Save Changes
(AOFMTIOIT 0°71 ¥'3fR) &t @i 733

5 Autopay is nactive. Set up sutopay of choose a ona-time subseription payment

Company Settings O Reset
RSRAGH YouE COmpany prelorances. attendance nlds, sapoll, and policles

Regional & Locale Settings
BB iy anes g, o, ik

TIMEZONE

Indlan Rupes (IR} w india Standard Time [IST)
@ Payroll & Tax
DATE DISPLAY FORMAT
DD-MM-YYYY - English
»

Payroll & Tax (OM°A®Y TROT F°Ir'M) 3°F TOFS TAMHE O°caf OSHET (7 S HEMN T
%% TRF%), PF, ESI TROT TaRswimf 0osfmmfm, TROD TATE! ENTTOR RX5F T
RO TOP A TROD e fofm st ssEmief

crmrmEf IeTROM HIOR s

ETROMD TOf CArmf TEFO TET eIy fTf REROICHI 38TR nRf ORI ROM
ZfT-ETO &7 535, REU OFEOIIT FRRC T ¥°F REF TR RTINS RIFSPRIT NTR-
»T BT 35

1. Organization (I’ TS C°MT) — Branch (3A'TX) & Wl °3fR | cAmrmf
NETOICM3® Main Branch (RET5S3 3ETR) Tk ATTT 3a°||

2. 8°f R°T (-++) PMRCMT Edit (O°FSOIMIN) & ST 353
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3. KR 0°M¥ Branch name (38 TRES KfI), TFF Code (H°5) (M&F THST "NOI-HQ)
THROD Address (T°xE°0) S3R3U

4, TS OPENIT ROKIT REF TOfR AMRITTRT Trnass’ Primary branch (RT3
BETR) TT #3f3

5. Geo-fencing (CfT>-E°TOfM) TT 33 kRl RPME SHNT (9°% ¥°3f3: Locate me
(T8 Tf3FR) 5t mefr '3, Latitude (S°3fR&) TROD Longitude (CMMTFYI5) 355K
WEIR, T T T TRTT KOS HSITT 33153

6. Radius (m) (B°%f50) (Rf¥E)) S35 OPENIIT T THHT, B3 SHNT TEFO INTR-
»T '8 RIECTI|

7. Save Changes (AIsCIresMim (°I1 3°8f%) & mcfmr 7353l

Edit branch
Name, code and address ane required

Branch name Code
Neiga Head Office NOE-HG

Address
Pt 42, Sector 63, Nolda

Geo-fencing
Lacatian & Locateme

Latitude Longitude Radius (m)
28.6270 77.3750

sEcTan

]
ce,
o) 2 SECTOR 83 A
[ ,gm "
Setics 62 Moida g Yeshadar
GooglePar o ) Lo30, (bt Bk £t it

TSION REF Tk 7T, Add branch (3ETX ATOMIR) & WSl ¥°3f%3, EfTR THRIT FOID
EC %3 TROD Add branch & mcfTT 2353

.
MKBI: RERA IS KB 50 Tf Ao5fRM OofecfersfRi YT kKens 22Ul GPS T 3THT

XFRF, TROD 2FC TRFE A°5fROT OPEOITE TRR ROT, SCOHE INTR-ST 5
T 533l

N

BETHOMFCKRIT RARTf TIT-ETO A °HfROM SRCT efme® $4efll TETR Tk TRk
TSR SMFCKRIT TTT PITY RIIHE] A5 o8 BATR 05X (All Branches (3ETR
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FTKRIT)) OfcfeTsfsl

a Eroﬁnns

All Branches -
Delhi Showraam

5 Autopay is nactive. Set up autopay of choose a one-time subscription payment. MoldaMeadOffics 00| Evewom ng

Branches Mansge Branches
Your office locations, S1aff can be Iimited to punching In near their branch

Branches 2

@ Dehi Showraem BEL-81

&8 Hoida Head Office | Proury HOl-HG Pigt 42, Sectar 63, Noida

bl

cfre-ereofm TOf EEMCTITSRI TT Wrsdtf || Ty e TOmf TfREOIM TWROMD
TEfM ERET CSfOf R m3f5Rl

FOME SR T TROD 5fcfrTemTofm Aioms3

shmesreeyofm Tof crrmf BfrOfoef i sfcfreeonTnfm Tof 3iF nefORIrm@E? REOR
a% T3rmEf RITOFIT!, TROD RR5ROMM TOF MeMEHT THROD REPESTOfISR S4f

1. Organization (I’A'T*TSC°MT) — Department (OMESHRT) & mciTr 37353l
SOMEPRTY TCf CATHEIFRIT O°FRC GFEel

2. BRRMEf REDSRT! TR SSMHET RIOOT ZRCT, ’ETf 820 R (++) POSCITYC Edit
(C°FSIMM) & EEfr "33l Designations (RFCITT MOTOIM) Fns, KA T 35T
W3R, RITIRKDT Add designation (5iffET°0T BNOMIR) 5 Sl W81, R
RPMx Save Changes (AISCIesMIM 0°71 ¥°3fR) & HciIr 7353l

3. WC’S fF Wk O°FTF, Add department (ROMESHRT AOMTR) &t @Sl 378753,
Department name (XOME SR CTYHS KfM) 333, "R RfCFTTOTOIM A0S
TWHROD 0°71 37353l
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4. THMHE! EFRCCIR 08 STIMHES KT RSfTRI TROD ks BT SOREPRT® 53FIMT°
PREF RMTFT ¥°FF UK Departments (THMAFRTEMOIM) R Designations 5
AISCHEDIISI

@ All Branches

4 Admin -
» ADMBRSTRATOR

Dashboard  Device Sotup Hatp b Suppert
»
) i Department
() Autopay 18 mactive. Set up autopay Of Choose a one-time subscription payment. Rirview bifing

Departments.
Your teams and the job Wles In each,

Designations 5 Dopartments  Designations

gratic
----- Statt

Supervisor Proguction 0

Machine Operator Production

Quality Inspector Froduction o

HR Manager Human Resources

HR Exocutive

RIs, CANE! TR T COmE! TIREOMN TROD TEFM EPRTL MCEf0f 0o 553
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04

T3 TR COH TIREOM TROD TEFO
R yreefof

TKCT: T IMFTRIT

T TR TOHES TIREOIT Staff Khata T MER nuflIRI WEFC & TCf »RES coyonf: maf
WIERSF TSI, CTPIMTf KRk R THIMT°, TROD OPEOIIT ESSS IMER-ST '8
Bl WEFM KPR, MCSfMOfT WTCT 8% THIMT°, AE-T° THIM° THA'T CIPTM ARIR
ceyome Il

crrmEf Ty Tseemf TfRROPD 0°% 27353

1. Organization (I’A'TTSC°MT) — Company (HFICT) st EWefr 37875, kTl Rema
Attendance Rules (T°*°TseTOMEf TIRKRMIM) 3°F AMSCEIIIS I

2. TAIIC MFE TIREOID TT B33 (RrsUMIETs 3°87 Rem3fR)l

3. Absent Day Deduction Penalty (S>3 CRkf«mEf H4T MM XEM) &, REF E5T
CIryss nefIRIEIRKT 0ea Tl Thif4 R HSHTHECT ARER B3R RPF ST 1
RTT|

4. Save Changes (A°IEIegMIM 0°71 3°87) & Wl 33|

_4|Iﬂa_i-"4_l‘-l-'-'-_‘: 0 Search feature: =s N @ ANl Branches & Growih [18idaye it a AL -:‘f;""l‘_\_mm -
Dashboan evice Sotup Organization Time & Leave Data Download Repants Payrol Accoss Conral  Account Haip & Support
i ‘Company
3 autopay s mactive. Set up sutopay of choose & one-time subseription payment. . Raviewbisin ]
Company Settings O Reset
MAINAGH FOUr Company poslorences. shsndince nies, b d policies.

® Atlwda.ma Rul«!:ﬁ 3 )

Enatiie Aute Punch-Out

Enabie Overtime Tracking e

Enabie Live Attendance Notifications

@O

Start Journey on Punch-in

1¥:

® Geo-Fencing Paramaters

Enabio Geo-Fencing ou have unsaved changes Discard B Save Changes Branch-wise Rute
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oessfm ROC mef °3me

Enable Auto Punch-Out (T3 TIMOIOFIT MER-TRS '8 WRIATH THRISD 11:59 PM &
MER-TUFS TT 7°F) ROKIT IMER-TRS 355l

Enable Overtime Tracking OFEHE! RSI® TIM AT MIOIT S EPESR 375, KT MCATT
(MIEBSF P mEiD TT 7°3) Rl 00°F MMPE 25511 WIESHF WAFC MMITT! 7R85 OFE,

POPE TROD TITBSE 5 0°% B33

Enable Live Attendance Admin THROT HR FeOFEROIMS MTR-ST THROD TMCTR-TRS
Notifications (S5 T THR T NEIIRIT 72T T MON-TWR Th T5T w6l
CyfeEfEemT TT 773)

Start Journey on Punch-In ORER-  Journey Tracker TWs-W TR RI*TfIl Journey Tracker
»T ¥'¥5 el 77°7) RmIFRU

Absent Day Deduction Penalty REF RIHC YT Rl MRIMEAIRKIT HSLTHERS Qe fmf
(@IYT UTRFSHES H4HIMRT! XE'T) Tk, 0 =Ef 30 ET3 I

cfm-Eceofm @i 373153

Zf@-ETOfIT OPEOIIT TIM B8 KEFSR WS F2EST T INTR-ST ¥ I
Sfmssil

1. 38 TRRII'®s, Geo-Fencing Parameters (CfT-E°TOfIMTS SCERIBEMOIM) ETT
OImraey @33R

2. Enable Geo-Fencing (cfT-E°TOfM T°T ¥'3) TT 333l

3. ROf HMA'FC RSECTT PRI RCTIII:

Branch-wise Rule (38°TX RRI RRIATF TIRE): BETR R/ OIRI'C ROMF SHE 0T
THROD &°5if5Re0 ofcfet| Apply to Branches (BETROFIS R4ATT) & ZETROIM
RETI3 N TATES REF TR, 7°TT a85f ROf R3ssmrf E3 rT3Cl|

Apply All Employees (L3MMMF MMFTKITY XSATT): kf Rl TRTHEIGKT CH 0T
THRRIICf | Geo Fence Radius (Metres) (CfT-E°TM A°5fRO (Rf¥A)) $3FR
TROT REF TR RTTT Set Map Location Coordinates (FRIHf TH T
ETERITS (0°% 3°F) 5t WSl B33l
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4. Save Changes (A°IFIe3OM M°71 3¥°3R) & Wi 3R

lllRentime B it TaatrE " B Wil Branches o crowtn sdmenn AR T

wiliRERLTIVE o ADkRORSTRATOR

Stwp v OrganizaUon ~ TimeSLowe~  DWabowniosd ~  Reporsis  Payrod~  AtcassGomial  Account Hatp & Suppert
Enable Overtime Tracking =
Enabile Live Attendance Natifications

Start Journey on Funch-in

1
@ Geo-Fencing Paramaters
Tobaick EiobNe arlendinGe pus

Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

Apply

@ Apply to Branches - 2
s

Manage Branches

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

yulzfTEF53: Branch-wise Rule Tf&kIT, TATE5 Organization — Branch (BETR) Fnst
BETR nRfORIMHAT T TROD 85RO 08 3753 TATHE! mRICT! 0°% 278 Rm3F3

TAIIC $IMMT TRTEIHRKRT RATH! MEPESTH, Attendance & devices (T THRTO
TROT RFASOOM) ROLOR fT-ETOMD TE 230 35l

TaAIrmEf WhatsApp OFRE oI Re3fs3

Notifications (T>STEfHE CTMIM) 3°8C TAH WhatsApp & Daily Attendance Summary
(TRf% nefOmf T eseTm OFRET), Monthly Attendance Summary (& »&fmme?

TP THTO OFRET) TROD Device Health Alerts (FfIs0mES 7°3% TEa«MFm) TT 3°F
A3ef Il WhatsApp TROQMN ST 0TOM Remsfs|

TEFM KBRS, Meefof Tk 0O°F353

TWEO KWK MRefOfT TATHES Ta°t) R¥ROIT TROMD TRf4 TRT B st AE-5° TSETE
CII'YT WHMCT PRI °%6 ¥ || TATHES TATT MCefOf TR kf nsfTRTHE RIET
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et

1. Organization (I’ATTSC°MT) — Office Time Policy (TPEFM Rykf MeefMf) st mefr
¥EIRI

2. Create First Policy (TAT3 MCefmf 0°F3fR) st BSIT #3fR (THET TAIHES TTT Tk
st Add New Policy (TT*3 eeefmf BomfR))

3. Policy Name (MefOfef kfll) Tk 3R, 7k TSTC "Standard Office Policy" Il ReTef
eefef I8 kf RsfmRINS MCEf0f TOf RYERT T3S Default (RFEAY) TT
AT TR

4. Grace periods & working hours (TEE°0) FRS*F WHROT SEMET STIOFM) Rnst, RSHROIT
TS HOMD THROM RT3 006 3353

ey m ROfC merf 3me

Permitted Late Arrival (TRT  OPEMFIT &% KT B°5C M52 T4 SO WIM°, 7"k THT KfTfs 151
TP @4 THDIN)

Permitted Early Departure MPEOIT TAPRIRMT RRDS XYRT PRC KT B°HC E LT XS
(TRT MIAT LT R4IN) I, n&sF WHT KITH% 101

Half-day threshold (PE-5°f  TIMHS D TOFRT! FTIEIRI, Thit TR AE-5° WHTCT (ARF THST
TE°*IR) e 7))l

Absent threshold (CT®3Mf  TITHES MO TOIET, FCTLATHRI, Thi$ TR CIPT ARC KT PTCP
TE°IR) (R&F WST M 4)Il ROP PE-TCTf SE°PIRPMf FTHT TFFII

& nEfmmf @« WG mme o
7TCIT ATTIT T°% THEN TS HST MR Tt TTTT ROF ofzfeesizil

1. Monthly late deductions (& R&IMTf @26 H4TMMOIT) TT 3 3F3 ||

2. Deduction source (HSHIIES 2’ HEF) RTFIR: Attendance (T THRTO)
(TeyeTseeoml TRi$MPD T HS) TSET Leave Balance (CL) (X433 3°2° T (CL))
(H°CW T 5765f WL HS) I
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3. Monthly late count (& R&fIT €% ROFM) TROQMD Cut Days (H+$TTMHESRE Thf4) 09°4%
YWEIRI n&F WHST, 3 TROD 1 ARIOF T T T°% CHEDI 3 RRIIRIN Tki4 Tk
pindiigvifed]

REFC T°4% CHDI TROT LT Ml TfRROf

Late arrival rules (2°% CHIT! TIREMFD) Rnst, Add rule (CIRF AOMR) 5t WS 27313,
Duration (R¥&Rf OWY) Tk 5353 TROT Cut Days (H$HIIMHEART Tki$) "nTIIRI 7wk
WST, MM 1 R A°TT &% TAIHRF 0.5 (Half Day) (0.5 (PE-5°)) HSLHES| TAIT TIRF 4
EW®T AW 535511 Early departure rules (LT X4 TFRROFM) THF $T R%efs
OPENIIMTSRT RTD TRRITYS ST ¥751 TIREOIT TOF AMs nsfmmf xs5simf
TRPsmfIRm Remsg Tsassi Apply on weekly offs (7138 nsfITf TEY R$ATT) TT
YEIRII

Add New Policy

Grace perios, working hours and deductions

{0 Mow to use this policy

Palicy Name *
Standard Office Policy

Detault «©

Grace periods & working hours
Permitted Late Arrival Pesmitied Early Depariute

oo [ 15 mistes o0 Hours 10 minotes

Haif-day threshold Absent threshosl
o7 Moy oo A o4 Hours o0 ey

Below TNis: ANEENT. Keep Desow 1 naif-cay

Attendance & deductions
MONIAY 185e GEUCTONS [ @)

Deduction source

Attendance  Leave Balance (CL)

Monthly late count Cut Days
3 v 1

Late arrival rules 1074 + AcdRule
Apgty on weeidy oils

Duration Cut D

o (D

5. Create Policy (T°cfmf 0°F3fR) st mefm 7333l

MREfOf TR ROMF T°%, TC XYM, AE-5° TROMN CMPITl RPROFOT SRTT fORy I4Tf||
mef MCEfmf TIEPIP® THTT! PREF AMICITT, MCSTOF TR AT KT (+++) POTCIPT
Make Default (FE>TY T*SATT) 5t WS W33
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_..lldﬁff!_ll_l_.'g"_e Q Soarch features L] @ Al Branches F T i
~ g ffice time policy created successtully
ash vica Setu rga

Time & Loave Data Download Reparts Payrofl Access Control  Account Halp & Support

5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Rirview biing
Office Time Policy
Configure grace timings, halt-dayfansent ndes, late coming & early doparture deductions.
Office Time Policy 1 C Search policies by name.
L Essiy D pay At Deductens
Standard Office Policy  Defasmt 00:15 00:10 07:00
= \g

.
MEIM: E° el ESCETHFS OPE RETSKT YLITT RYROMD ke’ Ba3a? Trfm3d meefof

Tk O°F3fR TROT FR°R TIMOQIOIM TR AIOR TSET O FSCHEDN kRS Office Time
Policy EfI5 k& "TII3I

N

RIs, CATES TZMMIOIT AIORLS |
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05

SIMOIOD HNOM TROMN R OOFTS

TNCT: IRTT SNFCT R

TIMOTOfm HRTF crsf TAE & Add Employee (SBIIMT ANONTS) BRI Tk TR,
Excel EXY TRRM, S T IMTT, THAT AR ROT REPT STT HTINS LR

LI OIS, ef0d% AMEEDRIS3

Organization (AT C°MT) — Employee List (T3MOITF ef0%) st @l 33753l
Employee Directory (L3MOIMTf IBEMaf) C kf nRfIRIT Rkl BP&R, SHMESRoTS,
HTHIBHl kA TROD EfTTRT S@RTCC [9cf | TR0 cF3f TCITfsRT Add Employee
(TIMQT ANOMFR), TEEM RSl kUM I8 Ta (More ways to add (FRTT TN
cr3fofm) ofefeTs sl

LIMMT TH AIOMIST

Add employee (TFIMT AORT) EERS RILT KA Sl TNTHERT I8 EfROfT TOf kL’
3855; TEOMOT THR RPMS D EATT 535l

Y& 1: Personal Info (RO |Rar)

1. First Name (T»T3T &fm), Last Name (TE?5s¥ &I THROMD Work Email (T3 HEf SKT)
»3F3AU

2. T3MmEf EPST ©@RTT Contact Number (HTYII'Y THIL) 3R TFMOT T AINTT
RIS FROF A ISIN S2ER5

3. WATT Password (MONAR) Tk 0°%6 3R TFMNT THT OBT BT ¥'AS RPOR RO
AISCI 53551

4. Gender (¢°THRA) nTFI, Raml kXD Next (RET) & BT 3753

YMLT 2: Employment (S31T)

1. THAIE! EETCTIT B R4S ER Tk (O°FTS Employee Code / ID (T3MO3T HP5
/ Tysf) TADE SRS CAMmf BmERCC! 004 38 Remsf3
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2. Joining Date (XM, 38M) ReMOFTEFR, kR KPS Branch (38TR),
Department (SOMESRT) WHROD Designation (5fZfTEmE) RT3

3. System Role (OfM°KRIf B°F) AT MPE RFT HS2 Employee (TFMMF) TS5,
FRRT RRR ROT 5°3 RITSPRIT KI5

4, TAIIC TSHON Tk rtxassf Office Time Policy (TPEFM Rk, Meefmf) T CAmrm?
HPE>IY Meefmf ofefell

5. Reporting Manager (8% ¥ T& s KR°T°CH"), EPF number (EPF THFZA) kMM ESI
number (ESI TF3E) TOF kL’ 351 Next (RLmf) 5 mefm 553

4||Iﬂ[:h—l'-u||.'\.'.f: £ Search featune: wek B AN Branches & Growln [154daye ket o [} i R
B .
Dash evice Sotup Organization Time & Leave Data Download Repants Payro Accoss Conrol  Account ort
Acd EmpHoy
5 Autopay is mactive. Set up sutopay or choose a one-time subscription payment Rirview biting
) Add employee € Back to Diractory
B Fill in the basics First — you can add tha rast later
. © employment
Employment Details
Emplayes Cote /1D (0 Jalning Date® Beanch®
£ 18 0c1 2026 Noida Head Office (NOI-HQ)
Department * () Dasignation () Reporting Manager ©
Production Supervisor Saioct
Status Office Time Policy ( System Role* ©1
Standard Office Policy (Defaun) - Employee
HR & Compliance
Total Experience (1 EPF number @ ESI number ©

YI&LM 3: Bank & education (3o TkROM w5 SH3T)

eI Ef REPeofm TOF eeef MMPTE OfZfeTil 0 IrMT TR KT’ 3351 Next (RLT) &
mefmr 3353l

YW 4: Attendance & devices (T°F°TFHTO TROT HfIs0OM)

°5sfm ROFC mef gme
Disable Attendance Tracking (T°>*°Tzx°TM TIMMTI TOFF TR TH T TRQD A AHCasmfmsur?
Y mim TE 3°3) LHESS I
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°sfm

Enforce geo-fencing (¢fT>-E°TMfI X47T3)

Require Attendance Approval (T°¥°Ts°TM
TRT RT ¥3)

Devices (5fIs0MFMm)

Add employee (EZMMFT AOMIR) 5 HS

cfozss Fsmef

ROFC merf Fme

R 3eTRmEl cfT-EToml RTIsR 3%
TMEROT RIIPRIT S5l

TP THTO) T METH a0 keTece TRU
T ISl

TIIMMT TOFT IMTR-ST ¥'F RF SRS
sfAsmfmI

fIr 352U WT'S TIMOT W RO, EEPRIT SRTT

Reports

M Add employee
I Fill in the basics first — you can add tha rast later
¢ Parsonal info

Attendance
Disable Attendance Tracking
Enforce geo-fencing

Require Atendance Approval

Alendance & devices

@ Al Branches % Growin syt AR W R
t Supp
nnnnnnn ng

Back to Directory
© #nendonce & devices

Excel &RMEf HIMOITOFM SEMCAS 337353

1. Add Employee (F3I'MT AONFR) Tf KT &8 TAs Ml Y353 TROD Import
from Excel (Excel &ITf SEMCAS 337°8) RTIR |

2. Get the template (¥°FIC°% T"5f) Rnst, Excel template (Excel S°FINC%) (THET
CSV template (CSV S°FIRE*s)) & WS/ B33 RMfS HSK nal IR TROD R5F 6°

THF
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3. REEOMD T TATHE] TITNIOIITC AOFCHEIRIS, 8° TR Kf Tkl 7°RE 8° TR
TR

4. Upload your file (CATES EXT WNSK ¥'31R) fns, ENT TR LCHIKR TEET
browse (&%) st HSIMT 333l Excel THA'T CSV, 2 MB ET3 ||

5. Import employees (TZMNOIOIM SHCES 3¥°3R) 5t WSl 33

Ly Q Search features. L All Branches & Growth [LEdaye it fa A
WK.H!\T!\ a :

Admin ?
o ADMURSTRATOR

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

Holp & Suppert

@+ Dastooord © Employes List
3 Autopay is mactive. Set up sutopay of choose a cne-time subscription payment.

o Employee Directory & fofrosh
W Everyona in your organisation, with thedr department, $13tus and accoss

3 Invite Employee

Employees 7 2active Qimactive 1isinedinthe lan 30as | 7 Fiers: || Q s{ & import fromgxcel
Empioyee Deparimant Caontact Staties
Rahul Verma Production sEanarma-texties &
Active
RV sr.0001 Suparvisor 0t02 ©
a  Admin  Admin = priyag@sharma- taxtiles, example W) Active
ADM- TYMULAGE +1S000000001 2

Neeameig? . Support *W179BI0 71270 S Hewlor +01TOSSTOCSA0 [ Emak spponGsafiiacem  © 2020 S Knaia  Anengance Conirol Piatorm

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

2 Upload your file

ey Sharmariextiies-staft.csv
1348
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TIMOITL ER RTCHT OIIC TATHE! BPRE! A RSP BR Tk ETCI 8° 7 E°Y
Wergsf, Staff Khata T RO Rows that need fixing ((O°FSCITIH SRS °0fM) Fnst &fM%
YW RRTSH AT ENCH R0 O°PFSCHENITR TROT £ TR TRIT SEMCES 333l

.
MEIM: F°FIRC% T MONSSES HTF 3l TIMQT nslIRIME] TATT IMONES 09°%

WC3F password RIITITT HTF Th ORISR KOP IRETHRI, OFTHRES SIEFR IMOREH
T (0°% S'TCF, REF TRT OPENITSR ONT ST WAS RPIRN kS ATCMTS 2RI

N

R ROT, KA BT HTIMOITOFM m*353

TBIMOT THC ROM, MMM B0, TREM, TRT RPKRET BT TROD 300 H@f
ReErreofm AmETe||

1. Add Employee (F3IM3F AOMFR) If RTINS &% T°as WS 353 THROM Invite
Employee (G3MM3T H'F) RTIRII

2. First Name (T#T3F KfI), Last Name (TE?%F KfM), Email (5&°3) TROMD Phone
Number (E°T TF3E") FKT T S35l

3. Department (RDMESHRT), Designation (5fZfTE°™ME), Role (£°3), Branch (BE'TR)
THOT Joining Date (RS, 38M) RT3 Reporting Manager (8°1TCEs T &E
ReTezq) TOF RS B

4. Send Invite (STJI%% $31R) = @S B33
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&+ Send Employee Invite

10 8 Nifw b memiey 16 caboard, St their depanment, role permiskons, and branch
assignment

H PERSONAL & CONTACT DETAILS
FIRST NAME * LAST NAME

Neha Joshk

—

) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT = DESIGNATION *

Human Resources ¥ HRExecutive

aaaaaaa

Emplayes ~  Delhi Showroom (DEL-01)

JORNING DATE * BEPORTING MANAGER

B o8, 2026 Select Manager (Optianal)

PN

TBIWT THC Sk TROD WhatsApp & ShIIII Tk EFCIIl FRRC kS AOSCIYC, THI
RIMBTEf EPRTC ROT T°AFES 7%, FRRT REPSOIT 535, MONER 0°% 375 TROT
Complete onboarding (T*TFAHIM *»OTEIR) &t @M 3551 Sl T Tkis 7 T
NN |

LSIMWT Tk R°MOFEIFR
TIMMT TP @M R (-++) AMFMPT knst MM FEOPm 27573

Edit Employee (EIMMT O°FFCINIMN): AR Rl IS EIT |

Assign / View Salary (0°cerf P / R°WF): R°RMEf e fief W8 mReE 10°% 73|
AR TROD A fofm Rem3fsl

Biometric enroliment (3XT KR4I TTAPTRT): Realtime IRT RS I 515500
THkH R EfITaRafTy T4a T HER TTHT ¥3F | TR 4A I ®fAs00fm
Rm3f3l

Update Password (TONER TT'S O°FK3F): PR RKIT TT'S MONER Th 0°%6 373 |l

Disable Mobile Punch (357 JNTH TE 3°¥) / Enable Mobile Punch (R*3%3 TR
TT ¥'F): FR°RT O°TEf TROT RRRMT SE 0T SRTT Staff Khata KRR THMSTS
MER-ST BT RFA PRIF WTHAT ¥ || WC'S TFTQIOIMEISRIT RTST IMTR TT
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Tsaf; IHWHR ST RIINSM® RIMPKRIT TR P THT OPEOIITISRT ROf TE
¥EIRI

_uldg_g_ﬂ.‘_l TiME Q Soarch features. ek @ A Branches [ V0
Dashboard  Device Setup Organization Time & Loave Data Download Reparts Payros Accoss Contral  Account Halp & Suppert
@+ Disogard - Empioyes Lis

5 Mutopay is inactive. Set up sutopay of choose a one-tima subseription payment Rerview biting

Employee Directory 2 fofrosh
Everyona In your arganisation, with thelr department, status and sccass
Employees @ @ active - @ Iactive - B joined in e laxt 30 cays T Filters € Search omphoyeos.
Employee Departmans Cantact Status
Ny Mena Josni .H-m-.“.a." Resources nena josnigsnarma: el ex... @ Active
Am Ariun Mehta Infarmatian Technology arfun.mehtashanmi -lexibes.e... @D active
KR Kr_ll_a_tiau IH:mzan R_nsomcs @ A
PN ff“'_'_fi“" @D s
j5) e ‘?‘“”‘ @ Active
3} ‘Sueka Pyl e v @ ative
AK ?In.m Kurnat Prmmn‘ ) a.'-’.‘?.'."um‘@imnm_‘mmm" @ retive
u v o Edit Employes
ay  Ranul Verma Production rahuLverma@shanma - textias.e... @ Active ye
iy ki i = 3 Assmnrvanw‘s.aarv
A Admin  Admin _ priyagsharma-texties example @ st @ Biometric envoliment
AGM- TYMULAL 419000000601

& Update Password

) Disable Mobile Punch

[ Deiete Usar

TIMMT TKI STT IS TWHATTT Sf0P® I Status (EFITF) OBR OfzfeTsizll
STTIBFI TST TFMOTOIMT OBT ST F°F RA°S TROD TP TR TOPM, S HES ||

.
MMET K&’ 3955 FTBT IMTR TROMD ROT TCTIEHRIM ¥°F RTT, )T TROD FRIST THMS®
TBMOIMTf SERTTIRKIT 7°TT WI'F MCT KL’ ¥ 551 TT™S HHNCT! "Rl IRIIT MFCRIT
AOSCIITE TR 15 Tf PASTT Tk Bl A i MHEf IRSTOFITSRT Billing & Plan (3fefm
TROD KST) RWMBF3

L

I, OFES, APOPE THROD TITFSE 046 353
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06

OFE%S, B0 TROMD TITESHF

TNCT: IRTT SNFCT R

MfE% TRT TAIMET OPEOIIT TIMHES I, TE°0 B5F TROMD AR nsfmmrf TEOT
0°% 3551l POPAT WTC maf Thf4ys maf OfES ST ' MTF RIS SHEYS, TROM
TIEBSEME! TIREMIIT Z°TT4SIres MIMID BaFC MMITT! 2RI O’

MFE% Tk 0°% "33

TAIrmEf NEmemee TOP General Shift (¢°T°A°I MFE%) TROD Night Shift (T34 OfES)
sl 775 TATHES MMOOFIT XTTT TRreRkROMD O FSCENIS, TEET TT'S Tk O°FTS Add
shift (WfE% AIONIR) s WS 3353

1. Organization (AT C°MT) — Shift Details (OfEH! kA®T) st WSl 3R

2. OfE% THRTF 8°Mf BT (--+) POSCIYT Edit (O°FSOIMN) 5 @i 3353

3. Shift name (OfE<HES KfM) RTOITIIR, TROD TFS Code (HHK) T ANOMIS (RRF
T "6S)ll

4. Starts (7°8) TROM Ends (3%3%) 0°%¢ B3R TRIGD 3IFST RPOR 5T Tx% OFES
TR "BRM TRI4Y® E5%" ART KT ¥5

5. Late punch-in allowed (2°% TER-STIf WIF) THOT Early punch-out allowed (LT
MER-TSSHF TWRF) RITFS 00°% BN msF THT, T nxl MR KT 151

7N wsfmmef TWE®FD BMORFs3

1. Weekly off (7138 nsfmmf TE) knst, Add off day (I°E Tkf+ ANOMFS) & mEiT
¥EIRI

2. Day (TKf%), Type (=n7) (Full day (T4 Fomm) THE'T Half day (FE-5°)) TROT Which
weeks (HET ANBOIM) "TISI: Every week (A n&fllkT), TSET Lf 1st, 2nd, 3rd,
4th THET TEPST BN

3. Wk Thf4 nsfTRIEfSKT THRIT 373753 7&F THST, AN nsfIRIE CORsSiD
TROT 2nd TROM 4th AT LMT FRIOIT OPEOIIR & TR HOC TTF TE M5

4. Save Changes (P°IEIesMIM 0°71 °81) & Wl 3R
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Code {optional]

G5

Ends.

08~ (5 D0 v | AM v 06 v (1| 00 v PM o~

Late punch-in allawed Early punch-cut dllowed
15 minse 15 mimaes

Weaikdy off
Sunday d Full day v Every week
Saturday ~ || Fullday v || 2nd
Saturday » Full gay - amn

+ Add off day

Sandwich rule
Wiy offs and hobidmys bat

messfm RO mef 3 3me

Late punch-in allowed (€% JMTR-  OFE% TOFS OBEOFIT &% KETT ESC &4 TN 598
ST WRB) wfetsmfmi

Early punch-out allowed (LU STTR-  OFEOFIT TEPSTRMT RRIS KSRl PRT KT ERT LT RN
TRl TRT) T RfTfgmfmil

Weekly off (75138 nsfmmf T°E) MfE%S TOFM TWE TRi$OfT I AE-5°0fT TOHF T '8 Tl

TT sl

M ThRf% WO, RS &8 AN REfmTf TE TROM
Aeefsemfm Tmf xsssf ST &5l

Sandwich rule (TR TFRIF)

ROf RPE>I® OFES TWHATIIR

MfE%S TR A2 7T AOSCIST Make default (FEXIY® TPsATT) &t @S 2331 Resmf
RPOR TC’S TIMOT n&l ORI OFE«S TOFRTE! ATl efMe TRTC TIEI® OFES T
Default (RFE>TY) 3°C, ROMS MMOOFD, TA°M THROD 7R ~xfITl TEOFDT S@RCT $+4fll
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@ Al Branches F - i
“General SKR™ i now the defacl Shin
Help

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

£:00 PM - 5:00 AM

.
ST K&’ 39%5: FTEHT ICTOIIS OFES TRAMSKIT TR IS TAMT R O°FSCIMIT

TROM MFE 335511 OFES A°TT M°FTT, 7°CT NIF WMET kL’ 37 535%; Billing & Plan (3fefm
TROT JKCT) R°MI53

N

23T OFE4Ofm MF353

Shift Roster (OfE% A°M»E) TOf WTT WAT OFES T Tl PRIF Thi< nslIMTf K4
HCTHRA TKTFII

1. Time & Leave (R3*F WHROM X%5f) — Shift Roster &t Wl ¥"3f53 || Calendar
(E°E TR, Week (AM3%) THROMD Month table (LT 3%°37) IIfsofmmf ety
AOFCHENS, TROT TFTOT, KOMEBRTS TSN OFEST EfI3E B33

2. Assign Shift (0fE% Mf¥) &t wCfI 33

3. Who (HT) kn&, Employees (TFTQIOIM) Tk TkKIF "TII5T, TEET SIF SIFCKRIT
c’t3 Departments (SHMA SR TRMOIMT) RTF5I

4. Shift (WfE®) RTIRI

5. When (E>’5) s, One day (TKf% TH), Date range (I A°T7) T4A'T Pick dates
(BTOFD RTT) RTIIR, TROD BT TR 0°6 B33l
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6. Assign Shifts (OFE%MIT MPF) & @i 27353l

Assign Shift
Pick who, wikch shift and when, Works for ane doy of many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

TAIT M8 OFES TKRC B0 THRRMT AT, TAMC PLITT Th S ETS R4l Il Time &
Leave — Shift Assignment (OFE% Jf¥) T MCTI TREIT ARAMST AMSCHS ||

MFE% IS TAC RkD5 T3z

Rl HR TRICPRKRIT 78 Tk TEET & T IMET NI EATTS JIS°TA'T 7°TT LT 375

1. Time & Leave (R¥®F TROT X4%$5f) — Shift Planner (OfE% JE°TH') & Wi 333

2. Departments (XDMESRTEMOIM) T4E'T Employees (L3MOIOIM) "TFIS, kel
RPMS From (7°%) TROT To (ETT) B0 RT3, THAT This week (A1 TMF), Next
week (RTf 7313%), This month (& TOP) TS Next month (RITf I) & Hef DT

¥WEIRII

3. Pick a shift, then click days (WfE% Tk RT3IR, kEMTf kPO CRi4OfTs @i

WEIR) knst OfES Tk HWSIT 3733

4. UKRPS Tk TREDTSS HSITT 33, TEET ST B8 Tkf4 Rl OKRIT IMET FOMD EATTS
Fill range (skip weekly offs) (8°TT R EATF (AN R&fMTf TE L&IET)) &
mefmT 7332l Fill every day (Thf% RRfIRIT RN EATT) X AN waf I TEMIME

WSS ||
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¥

5. Rn3 T A3 Save (M7 ¥'FfR) st WSl B33l

\ " nek o Admin .
,|‘E§f¥él._\u‘|& 0 Soarch fe 4@ Al Branches O A omusTRAToR
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Access Contral  Account Holp & Support
@ Shift Detaits © Shift Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To
3 Human Resources L B Employees -2 e 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth
Plck a shift, then click days
4 Filrangs (skip weekty ofts)  Fllaverydsy £ Ciar changes
Gengtal Shit ® Night Shift
Sum [ Tuw e nu i sar
25 Wk o826 27 E 9 a0 n
Gararal it Y| | General S U2 General iR 3| | Ganerd S Genaral Say Denees S 3
G day(s) for 2 employees - 2 shifts Discard
mai stathn
> S S S S S S S
APOPAS AITMTT KPR, LCfTTT Thf4 nwfMRIIC 7 ¢fr RO OfE% S<Ef |
— " - P>
sare ek j n a
wn‘m\m @ Al Branches _
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
@ Srit Details St Rester
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster £ Refrosh & Export B Plan by emplayes m
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
B AN Employoes ¥ @ Al Departments *
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
4 s L] 7 L] L] 10
1 12 13 14 15 & 17
2] ms| 1 ms ns m 4 2 2 e
o Gonarstsnin 3| o Gosarsisnn 5w Generatsn 5w Gomersi shin 5 % Generalmn + Genersi St » Ganeral S ]
23 =5 8 AT ogt =7 28 Al - 30 S
o Comerst srin 5| a Gossel nin 7| | = Ganerst 2ain T e Comecsinin 7w Generaizn R s—— + Generst 20 7

W3 SSKRT, TPRRMPT 00°% 337353
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TIEBSEMET TIREMFIT MCAES A°TMT4TINeS INIOT HEFT IMITT! 7RIH SNOMT I
TATES Enable Overtime Tracking (TPI1E°YSF BEA°HIN T°T ¥'8) T '3f5;
T COmf CIREOD R m3f33

1. Organization (I’A'TRTSC°MT) — Over Time (W7IA'SSF) 5 ECIIT ¥°8f%3, Rl RPM5t
Add Rule (TfRF AOMR) st @S 27333l

2. Rule name (CfR&EM! ®&fM) Tk B35, 7Rk THST "Weekday overtime" |l

3. Applies to (R4mE®E KRfOFM) Fns, All employees (TZMMMF MMFTRKIT THET Some
departments (RNMA PR TS RA) RTEIR||

4. Pay as ((0°3 FBMF RTPM) Fendt, TWIANSKRTS T Rl IR BEFC MM AR5
NTIIR TROD A% TR »3R:

Multiple of pay (0°CIEf ROFM E3R TWh): A5k THST MMM Rsfmmf M emf 1.5 x|
Percent of pay ((0°CIMf X1): stk WHT MM sfmmef oeemf 150%l

Fixed amount (E°NT3 0°F): kf Rl TRTEISKI WD 2RO 0°F RETT I

5. Minimum overtime (h) (RZSHRMTl ATTT TIAFSF (M) THROD Maximum overtime
(h) (RI®&EM, 7°TT TIEFSE (M) 0°% WBIR g°Te TOFM RTDR o8 F°TM4TIITS
MOOPD RITSRIT &%, WSk THST D 1 ®Ef 4 ETF I

6. Effective from (% 778 38M) 0°% ¥8f, R&url R¥mst Add Rule 5t HEfTT 3353

iflBeanive @, Soarch feature . @ Al Branches F : s
Wi - Se—— Overtime rule added successiully
g aniza Time & Leave Data Downlaad Roparts Payros Accoss Contral  Account Hi

5 mnopay is inactive. Set up sutopay r choose a cna-tima subseription payment Rarview biling

Overtime rules
Hiow xtrs houss ang pald, and the minimurm and maximum cvettima that counts

Qvertime rules 1

Wesiia oiaclin 1.5% hourly pay 1-4 1 0ct 18, 2026
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ST KL 3%: TIEBSKEIERIT A°CTT NITF ST KL’ ¥ 251 Billing & Plan (3fefm
TROT JKET) R°MI53

RE8, TIMOIOIIT RPEST TIM® HEFT INTR-ST FFM° 5 msf53

staffkhata.com/guide - 41/ 125



07

R3S T IRTR-ST 38

IRET: FTFMOIT, PMST I IRSTOD

Staff Khata TT SITQIOMT RAPRME, ROTF BPTRT TR THTO KT 5 TR
NRIMRIT RBF, E2CT, SE°MT TROMD O°FEl Tk 071 ¥, TROD CAIrHEl 3eTRmf
TIM-ETOT ESHR NTX '8 WM SRS COMESHS I

(
ST K&’ 935: T TROM RIBER FTMOQIM, SMST TOF RLOST THF IRSTOMIR S
5T 3351 TAMHES OPEOIIT OBT ST 38 IRFS ISR, 7 ¢/ IIHEf RikI THROD
MECOfmMTIsR Billing & Plan (3fefll TRQN MET) R W3R

L

LIMOITOIMTI SR TR STOFPT 35T OBT ST 3°F

CHArHEf THKICT TAMHES SMTST ORI RATT TATHEISRIT (0°4% 88 SKR°I (TKET
E°T TF3A) TROMD MONER KkE™ 35l

1. Google Play Store (Android) T%&'Tt App Store (iPhone) &If Staff Khata STMS
YWERII

2. WO AISCENIIS I Sign in to your account (CATHET THITIP ORT ST ¥'3FR) &,
TAIrHEf Email or Phone Number (SR°Y T4 E°TC TFEA") TROT Password
OMONER) IR

3. Sign In (ORT BT) ¥ #3321 Today (IOF) OTefE AOSCIECT |
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B:55 i

& S TAFF
Y KHATA

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

vD.11.1

TAIT CATH, ROMT TP TFHTO RIFRIT JTCl krx o8 7 3mfms! Today,
Attendance (T°>*°T3°TM), Leave (X%5f) TROQMD Company (Emmect) Tfll

MCFFM: MONES HILHERTTE? ORT-ST OIefTst Forgot Password? (TONE'S
HILHERATE?) ¥ B3R, THAT TATHEl T°HRETR 870 BT ARII3U

H kA TROM SHOT TF MFF

TAIT T TR ART RMTT TIRT TATHES SE 0T, THROD NCRE! O°JEfT ISR

H TR L 35|
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1. TATY WHSTINTR ¥°F kWK, CATHES ETT SHOT TIM°M A5TCf | Allow (T3
MPBFR) I8N 3°8F ("While using the app" RTIIR)II

2. E°FRE APUSCITCEIN kPR, HeR°A TI'M°M TRE MBS
TA'TT THT TAIMT R{T ARAATERS, WHT Location required (CHMT &L’ %) TEET
Camera access required (H°F°E" TII'M°M kL’ 39%) S$HTP I Enable Camera (H° k6 T°T

W) ¥ 3BT, THET CHIHES EXCTS Settings ((0°¥fIM) — Apps (TMOFm) — Staff
Khata — Permissions (T33MfM) AOFMPT AR TT 353l

M°JEf TROM GPS I @RCT TP THTO KT °F

1. Today &, Punch in (IMCTX ST) ¥ $¥*32 | (TATT Attendance (T°S°THRTO) 33°F
FISCIIST Mark Attendance (T°S°TSRTO RET ¥°3F5) 3 B3 53511)

2. Attendance OIrefcT TAImES Assigned Shift (TPEs MFE%) TROQD TATHES Current
Location (7 ¢fIIEf SH°MT) F%cf |l WA T TATT WsT IAT5S, Tap to refresh
location (E°MT BTERM F'TT M ¥"BfR) N WIS

3. Tap to take a selfie (™°JEf E°TF M $°315) ¥M ¥'RC TAMHES RRSTf RRMT M°MF
E>® Tk &”3f2l &t Verification Photo (F°afEfECOT E°5%°) f Fnst S CT ||

4. Punch in 3T ¥3f53 |
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B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

@ 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

TAIITC RSRM @RTT Punched In Successfully! (RS2 MIIT TR ST 5876 IMCF|
CATEf THREITT O HTR RETf RCOSR RAMTHE] SO ET TR TS IMTCf ||

fmR-Eeromf FomTs maf THEDIKIT®

TrArmf IATR CfT-ETofl TC ¥'a3Hf, TAMT Rl A°RfROE! REOR RIFSRIT
MMTR BT 5355, R&F THC CEMHES RTIS RkfyE 2001 RRMEF RINTS, JEX T Outside
Allowed Radius (388 °fROES FMT) T SRTT SFOMTCS: "CAT 5T IMTR-5STMF
FesfROmEf FRTR Cafll REIFFRT TI'C SMBC THIT ATT 4TI
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MRTR TES 3°°F

8:55

< Attendance

® Ready to Punch

08:56:

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00 PM

(&

@ Current Location

mTan wi_fa_ 1 PP

O

Error

QOutside Allowed Radius

You are outside the allowed radius. Please

move closer and try again

vi

WEfOHE KTIS XSIBT, Tap to refresh location 3 S35 THRWN THITF TR 353
THEKEITOIIT 3ATR nslITf 5RO 0°% 25| CAE! mEmet!, 3ETROMM TROD

SOMASReTIOIM (0°% '8 R W33l

2. (°3Ef Wk THKIT T Punch out 31 33l
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1. ThRf«mf TE*sER, Today 5 Punch out (TR TR4%) 31 7353l

TAI'C Punched Out Successfully! (% T MMER TSH% 8°a!) STl Staff Khata T
CATHES OPESHE XORFTRC CATHET MIOFD Tfef, REF THT T°%6 kAT, RFC LT SEHEDN


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/company-setup?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=mni

TROT TIENSF CATHEIFRT ROKRDT STl

8:55 vi
ETAEE

Today 'ﬁ KHATA
26 Hello, Rahul Q

Thursday, October 22

Your shift
General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00 PM

Checklin Checkout

08:56 AM -

00:00:14
[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave N

Apply and track your requests

— My payslips :

@ ©] ]

E?:l Heimpursements 7
Submit and lackyexeclaicas

crrmEf T eseemmf MoK Roms
1. Attendance (I°S°THR°TO) 3%°8 AMCENIIR | Day (Tkf+«) TROD Month (&) T Re'mrss

POSCHEIKIS, TROD RPKRE RETY X4TS T°E*0fm ofcfeTsfl

2. TKf% TRTf Punched In At (TNCR ST A% &¥F) THROD Punched Out At (TTTX
TS YWA'S R¥F), CHOT TRQD EXPOFM RMTT Thft TRR 3N 373153l

3. MTX TATF T4ET RORFEE? Thf$ TS, Request Regularisation (F°TCEST°MT
PRTEIR) BN WFIR, TRFT ”RFPROID TROD REF Tk 5373, KT, RPDTS Submit
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Request (A5%CF $3FR) M 3R TATHES THREITT T =R TRF MIMTCTI|

TSRICOIMIRERIN: TIMOT msl Il RSN IRTR TT
T TE 3%

TC’S TIMTOQIOFIMEIRKRIT RPERHT IMTR TOf RIEIF® THST TTC Trafll IRT RS
ReOf TR RIMPKRIT TKTR ST OPEOIITISRT ROf TE ¥ 353

1. Organization (I’A'TFT»C°MT) — Employee List (T3TQIOMT f0%) s @i
WEIRI

2. TIMMT THEF 025 TF -+ K°UR WS B3I

3. Disable Mobile Punch (F*3%7 TR TE ¥'3fR) &t M/ 3373 (THAT TR TT
¥'T% Enable Mobile Punch (R*3%3 TR T°T 3°3fR))Il

uillReaunive Q Soarch featuros " @ Wil Branches

4 Admin v
o ADMURSTRATEH

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

M Employee Directory O Rofrosn |
WP =cryona in your organisation, with thei department, $13us and sccoss.
Employees & B active - O nactive - B jained in the las 30 cay 7 Filters
Departmant
ng Nehatosni Human Resources neha joshi@eharma: texties ex @ weive
apg Ariun Mant Information Technalogy arfun menta@snama -texiées.e. @ neve

i " @D Activ

p  Pooka Nai Proguetion [ eF™

¢ Imran Shaikn SHuctH @D Aetive

— $?m| Panil @D Acthv

A f:mw.Kumar @~

gy Ranul Verma Proguctio @D A
Admin * Admia Activ

FROf TE WSAHEIN Kk, TINC $IMOT TR "Mobile punching disabled" (3% TR
TE ¥A°) PRT WlATTCT TROT RATHEISRT MIES ReOft 0fefTtTs ARMCl TTTOT
TR, MORES 09°% THET 04 ¥TT, K°T TR <8 Update Password (TRORE'S
Wmses 3¥3fR) ofcfeTsfsil
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TRl COfIT I SRI: IRCROT HOSRT SHRIZMe °MS

RPERY MMCR n& /IR CATH! RO 5 Recent Punches (TI'TE k¥&Tf ITROIMD)
TROQM FROM® SIS FOME EF S0P H SR

1. Time & Leave (R®*F TROT X4$5f) - Attendance Process (T°S°TH°TM IMAM°M) 5
mefmr 353

2. GPS punches (GPS YtEROfM) & HSIIT Y7353 WSS, ¥8S IMTROFD RISk
SSHETT, RSlIRIS GPS ke mefil

3. ROR TR XCMM-%ST TROMD XCM-TKPHET SEMT TROMN MTRE] B2 RCOTTS &° TR
o% Ri«mf TSETS B 3531 MO, R2EST INTR MMFCKIT KRR THRRINSS
RMTT Map view (R IIR) & @i 3°3f53 |

allBenimimve Q Soarch featuro o @ Wil Branches L B28
Dashboard  Devics Setup Crganization Time & Leave Data Download Reparts Payros Accoss Comral  Account Halp & Suppert
o - Time & Leave
B Autapay is mactive. Set up sutopay or choose 8 ona-tima subseription payment Review biting
Attendance 2 Aetroin
Diatty chock-ins, blometric (ogs, regularization requests and missing punche:
EY Atendance & Regularization O Missing punches B My corrections
7 & 200 & 1o 0] [T 8
Today « Al Present Lo Absent AR, Pending  Approved @ GPS punches @ T Finers @ 00 map view & Export
Hour
Nf S A oct 18, 2026 © Present ) B8 AM | GRS on tima @-- @ &
iy Mo ceanf ©Oct 18, 2026 @ rasent 5002 AM (9G8E T B & 2
A famn Oct 18, 2026 @ Prasent ) BiS6AM | 80PS5 Gn time e &
Al St Masea 02t 18, 2026 @ Provem +) Bid8 AM | BGPS on time
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08

Realtime IR W R 48T R°MfT TR OFSTSRT

TMCT: RS T STFCT R

HIIUNTR ¥°F OPENIIT Realtime IRTWRSE TN k°MfT Tk OfZfTTT 1551l kK
OFITHRA'S kPOR, EfITEMATTY TSAT BHESHES MCR "Ik OCHTS ReTl RTON
Staff Khata &t '8 MHECTS ||

y.lzfTBr53: Staff Khata T Realtime RW R 4A I ReefTOfD RIMSKRITE T3 55 I

Femfe T3 Staff Khata & CI'TE 00°% 38

ReOfTT STRATSHES RSLM IMTROMT L5, REF THRT kOIS TATTS CAMES O
TR KL 35

1. Device Setup (71550 (°4WN) - Manage Devices (FfI1500M PMOFTEIR) 5
mefmr 7353l

2. How to connect (HIE'FC MFITRMTRM°) & WS/ "33 M) THT ROLIMOIT WO
OeIe TR MOFm $4ef

3. R°OfT TR STIAT4 (LAN THE'T Wi-Fi) OFFTHT MO TT B33l

4. FReOfEs, Menu (R°T) = Comm. (AFRTIHEMT) (TSE'T Cloud Service (HTRER
M) POCEMIR | TREIT PIN KL’ 33 535l

5. CAMEf ReOFCTf RRSTIRKRIT OSIE TRAM B33, 0°71 375753, TROMD keOfT

foRes 3353
reoferf kR OEIE THAO
WebSocket reeooftmfo ‘wss: //machine.staffkhata.com"

FK Web (HTTP) ie®ftoofm “http://device.staffkhata.com"
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How to connect

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

On the machine, apen Meny — Comm. [or Cloud Service). You
may need the admin PN,

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

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

WHBSSEKET Machines
was: f/machine. staf fkhata.con D
P Wb (HTTP] ) machins

nttp: /fdevice. staffkhata.cos ©

.
TRENM: TR Th BRI ¥°TT Rl KUY d3 BN, TSHETs HelT 237531 afoRes

WE'E RPIRO TECST THATIE? THRAM® WS TS T RPMFF53 TROD TR T
STPET% T M35l

N

oferfTI TFEAT R°Oft ZMRITT

1. Manage Devices (RfT500T R MMOIT3TR) 5, Add device (R0 AMRFTSIR) 5
mefmr 37353

2. Re0ftst 38 ORFEAST,, THET ReOfTs &8 Menu — System Info (OfOX R STE?)
srf Serial Number (Ofef@ey TH3AY) 333l

3. "Main Gate" TtF3 Device Name (fIsmmEf KfI) Tk 533 ReOfTT mfefs kfm
OfefeTTs TATS TSR3

4. Add device 5t HEfIT #3153
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

ROt T SfOPS RIHEClI 7 R8 RfTfs 5 Tf RUDS Staff Khata T Ratsef IS Ec85f
RSl 3°5%0) Online (T*TE»E) IYHETT, Ts¥A TR Offline (TESST)II

OfefTey TF3E TR RRAT5RS, R°OfT TS ATTT AMRITET TEAT OFIER 7 ¢l ETT
RRAFITII OFFTHIM RILIMIT SSOITRC TKIT FTT ATl

FReMfT TR, -+ ReTRMT TAITC Manage Device (RfI150 RMOFTIIR) (kM Tcarofm,
°RIM TROD 8RS TIrOTOim), kerf kT Edit (O RSCEIIIS), TEA'T &3 Delete
(RSTEMR) B°F W53

LIMOIOIM RMfTx &3

FRefTT ROPSt TREfIES RITSOT RITBKRITS IRTR 77 5353f |

1. Device Setup (7550 (°4WN) — Users Synchronization (S32a"OfM LI 53°8) 5
EfT ¥ 331 RemfT TRRM, 7°TT Sa8R,, REIS® Ra RT3

2. Send to device (RfIsM® TFFR) POFERIZ I Feofts 7¢I ETT I fs Kf
RSRIIKIT efM% ¥°TF Missing on this device (57150 TOPE ¥8) RTBIR, T
H SIS ReOfT The®s $58 TMOTOFITIsKIT Never synced anywhere
(E3OSE OFMT ¥&3F) RTII
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3. Send to device 5t HEfIT #3753, KTl RPO5 MTESF ¥ 33

5 Autopay is nactive. Set up autopay or choose &

one-time subscription payment.

M Users Synchronization
B kcoop usors the sama in SOfY Kiata and on your machings.

Waiting for upload &
Emplopss i Exact
ST-0001

5T-0008
ADM-TYMULAQL
5T-0002

5T-0003

5T-0004

5T-0005

5T-0008

ST-0007

D History 3

it Kumar

& Refrosh

3ZaMfT ATTT S8 ReMfT TRIE @RTT A EDN KSR TYON °3OMT Ry D IS

Import from device (SfTSMFMT! SECE4S 3°8f5) C ksl Icamfm Staff Khata &

EHEYS, TROM Copy to other devices (TOM FfIsMOOMR EHM BFfR) T RA°RE

WTERT TATE TIHOM ReMfT Tkt BT 5l

T W BTT MTR '8 RFM° R°MTF, Manage Devices AMSCHINS, -+ - Manage

Device 5t ECIT 3353, TROM Users (FCAOFM) ¥°F AMFCHEIIII || ReMfTMTf e

nEfIRIT Staff Khata & &8 RPRIT, TIMOIM afIm Tsefl

EfITamRA T TS T HA'R HTET 3°F

ROITfRERIT ReMfT TR TTTRT THTEICT

1. Organization (I’ TT»C°MT) — Employee List (T3TQ3OIMT f0%) st @efm

Nk A2

2. TIMOT TR /25 - 5 WSfIT KT Biometric enrollment (3T k48 I

STAPCRTEY) RTIR|
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3. Biometric Device (3xW K48 I 5fI5s0) "TEI Step 1 (WL 1) Tf Fnst, TZMOT
T Machine User ID (ReOfCTf 32" ID) ThRF S*RTET Reofts Aecfora Tsafl
RRR A7 EWF Fast cywassf, Sync Employee to Device (3T SIS M
WEIR) =t mefmT °3f53l

4. Step 2 (W°WLM 2) T™f Rn&, Fingerprint (EfITAETES) T4ET RFID Card (RFID HA'R)
RTIRU

5. Start Live Fingerprint Scan (%71 EfITEMafTss OmE-T 7"3fR) st meflr 553, ksmf
RPIR TFMOT THAN i TSR ReOfTR TARET TRTUS ARIFT (THAT RATHES
HER N 3°TT) I

& Biometric Machine Enroliment
T meginar L

&, SELECTED EMPLOYEE + DIOMETHIC DEVICE

ae A Hima

ETIF1 TERMINAL ID & SYHC

(o) Enrolied on this Terminal
Machine User ID #0002

This arepicyee ks registered and ready for bicmmeric capture i S1op 2

ReOfTC MTERF '8 RPON, HTMMT THC IMTR BT 53511 IMTR ws /IR CAMTHEf
FTOBEHRY TR TRIEIHEOT WHT Il

ReOfCT TRefIE3 IMEROF T TITS R B°F

ReMfT Tk RPF R, TST TECHST WRAFSIRI, ROFT RO MEROIT SRefIEf Il ke
TR TTSHT THEEN RPDS FRes: MM TR I

1. Data Download (50°3 5(3Tc*5)) — Download data from Devices (5ifTis0OOfIsT, 5°5
AICSH ¥'3fR) &t Wl 333U
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2. Device (f750M) Tf Fnst SIS0 RTIIS3

3. »Imfm RT3l Today (IO, Yesterday (ME'W), Last 7 days (7" %=f8 Tkf% 7), This
month (& TOF), TEET From (7°8) TROT To (ET’T) 00°% B3 TRI'Ss T4 90
ETT ARQTH 38°F 5355l

4. Add to attendance automatically (T°5° TR T RORT ANRITT) TT THT SIS,
TET MMEROMI TATIR RMTT Ky TE B33l

5. Download punches (TMERMOIT RHTEHK ¥°3fR) & W 2353l

ol = Py g
KHATA Punchies added to attendance
Dashboard  Device Sotup Crganization Time & Loave Data Download Roparts Payrosl Accass Contral  Account Help & Support
nshboard - Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & mpm-‘a‘qu fibg
Pull punches stored on a blometric device into attendance, ¢.9. after it was offiing,
Davice Lol Loring Dates Todsy = Yestorday Lost7days  This month
@ Mangale » Online From Te
B oo22 202 B 0e122,2028

Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Datir

Amit Kumar Oct 22,2026 305PM 0 Fegem it Chack-in

ReOfTIEf @ EXST SR 3°F

ReOfC TR TTEHT TST MRRATHI, USB T RS, IMTR ST T IMONCES B5C SECES
BRI

1. Data Download (5° %TUc%5) — Import Biometric Machine Logs (35T Resa I

FReOfTEf Smofm SEMeEs ¥°3fR) &t mefm 3753

2. Select Machine Log File (R°fTIf @ ExT RTFIR) Tf fonst, ERBT (.txt, .csv THAT
.tsv) "ERT Upload & Preview Logs (S WNE*s KT ReM3FR) & mefmr s75531

3. MEFIR TR R W3 Mapped (RO ¥ 8'S) RaOfD TFTQIOIMT RETAIT;
Unmapped (R 3°58) 3¢a IDOM 7 ¢fIr EWS WTT TS Shimr Tssafl
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4. TPTHTO LfTSET From date (7”3 M) TROT To date (S35F M) (0°4% 333

5. Confirm & Import Attendance (HICERF ¥'&T TS TR TO SHICHS 7553) 5t @i
YEIRII

ST K&’ 3%5%5: Data Download TROT R°MITT ST SEMCES 8 TOF THITO
i smfmm? amef, Rk TOP RAILT TFF IRSCOIIR S THT 3251 keofT
AMRFTE, FcaOfll OFIT ¥ TROD STAPER TS TOT IRCT RHfIRIT® ST 375
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09
Tkf% nRfmmrcf gey-eseem Rmmfts

TMCT: RS T STFCT R

IRTRSATIT RefTOMI TROD RESI TN SEMONTR IMFCKRIT SRS TRANSS
%I REF TRHRMT TAMC Thi4 TR RCMYS, IMTROID TRF M THROMD MCRIM Rkl
TWSTOM O RSTCHS I

MOPIEf EFITF T M3

cArEf Dashboard (°M3EA'R) T .IMf HIT CERIFMe, BT CHERIRIMT TROD ET T°4%
TR $4Ef Il Recent Punches (TIMTT R¥KMT IMTROIM) T RCIM-ST n&fIRIT HHEIKT
SRTT efM 35, TROT €% CHMOIIR kST SRR RIMT RS IMTROMT Bsyssm
CHERIBM K%chll

O EF SfOPEISERT, Time & Leave (R¥F TRMD 143f) — Attendance Process
(T°FTHTO REM°M) S BT B33l

TP THRTO THS EFIRA 377

Attendance (T°¥°THRTM) Ths TOF MMFS ATSCISI RIS &8 HASOfIT (Present
(CHEYN), Absent (CIT'y3), Late (T°%), On leave ((%3f&)) mEFSTOIM 4&f Il RIT®S Tsmfm
RIIYRIT [4TT WAS Ths HSIT 27333l

¥°¥J Tl RIS EfIeE 0°% TTf <

EfIse ROFC marf Sef3me

All OTFTHKIT) / Present / Late / Absent  T°S°TH°T) MM RPN STT SIMOTOIM
Pending (:li%ET3) TAIMEf TWSE LM5safs mMEeRofm

Approved (T3 MFE'S) TAIIC ATCT TRB MIES IMEROM

GPS punches (GPS ytExofm) TS THMPM, W OTT BRCT FAE IMTRO RIS R
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allReauive Q Soarch featuros o @ Al Branches

[ Autopay is mactive. Set up sutopay of choose @ one-time subseription payment. — Rewewbil ng

@ Attendance 3 Refrosh & impo
Daly chock-ing, bl ariz
£ Atengance  © Reg o Missing M
7 2 & i’ 0 0 =]
Today Al P A 5 7 F (1] 00 Map view & Expo Q
yee unctis Hot
) Soman b ot 18, 2026 o) 1) 826 AM Lane G- ® ¢
KR :f_:“’“a__f““ Oct 18, 2026 @ Prasent 41 D08 AM | BGPS Gntime @z ® 7
Ak, Amittmar Oct 18, 2026 @ Prasesn 4 B:07 AM Ontime @- @ &
AV zf"_“_‘_\‘{“""a Oct 18, 2026 @ Frosent 41 803 AM On tima - ® 2
iy Mehetvoanl Qct 18, 2026 @ Preseen 1 B3 AM | 80ES Ontime ©-- ® 2
e Oct 18, 2026 © Prasem ¥} BIS6AM | 9.0PS Sotime @-- ® &
Arjun "'_‘"“’ Oct 18, 2026 @ Prosem 5 B:48 AM | 9OFS on tme @-- @ &

T e

TIMMT Tk THE'T TIHON RPF Tk RTTT Filters (EfI¥amfm) s @S/ ¥°3f3, kKMl
eI Apply (0f2fETsfs) & mefir 3R BETR Uk RMTT RLIEf 35t &3 All
Branches (38 TXOMFCHKIT) OffETsf3 Il RITS Tk TfTS Search by name or ID... (RfW
TSET ID T Tf3...) OfefeTsfsy, TROMN efM% FTSR TS Export (T ONCH)
ofefeTsfsll

Attendance Details (T°*°THTOHS RE®J) AOFCITE A2 TRSYH &8 RI<Hl TSETH
HSfTT 353 ReM-5BT TRON ReM-TKPHET kPROID, OffETas ®fIsm TSET SHOT,
MFfES TROT TIMID, TROD RIS IMEROFITISRT MCRHET £33

.
ST K&’ 39%5: RA0LM TF3 IMETOIIS, RPRMf EfIwe TOf Tkf4 TRATSS Sfki«

nefll & Th FMED, XA T T4ET ROT RTT KYF Tk R°OTT TRITCO ghmeesofm &3
ST KL’ 5

N

YREROPM TT INFT

1. Filters (Efyermfm) 5t @I #3753, Quick Select (LT »T3F) If Rnst This Month (&
Tof) RTBFR, TROMD Apply (OffETsir) s mefr °3f3

2. Pending (:lsaf¥) st @Efm 737532l
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3. @ TK3 Review (R°IMOT3IR) &t MSIT ¥ 3R RIROIT, SE°MT TROD £
Rm3fRl

4. Approve (T3 MIBFR) &t @I 353, kGl RPOR ECTEAF B3R MTR T KT
¥’TF, Reject (53&3) & WS ST REF WRFIMT W SIPE 53 I

£ Attendance Details
wy  Meha Joshi @ Presant | Ontime |- 3 Pending
Employes I ST-D008  Sat, Oct 17, 2026

Attondance Summary
+) Gheckin
B:56AM =

omce | Ontme
# Korot Bagh. Nrw Dedhi

£

Karol El.w.r ,
ol biagh

RIS T R-TES O°FRSCHDIR

HCTFS TKC TR TSR '8 HRIATSS, RATHE! IMOOIT &fF IF5C I RPF TS TATT
ROKRI AT

1. Tkfe Tx &3P TIMNT TSl kfm $f3fz TR ..mof Ts2a3st Filters
(EfIEmfm) T R3F 0°% 33153l

2. B Uxs I3 Tl THHT (Edit (0°RSCENTIR)) & HefTr ¥'3f2 | Update Manual
Attendance (R°TR°T TP TITH WNF% ¥ 33) AOSCIECT |l

3. Punch Out Time (TR TR4% RBF) M°% ¥'FIR RA°RC IFSF JMIMF RPD ETT LI
¥argsl Next day (RETf TRP«) Wi 5753

4. Update Attendance (T°3°TF°T) WK% 3°8F%) s WSl $°3fR 1 2 i mmefm
Lferell
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift*

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

@ S01AM ® 605 PM
Status *

Present

Remark (optional)
Autd remark,

MEPM: Missing punches (RIR{3 STEROIM) 3BT ROM-5T I3 TWEZ KOM-TRS 0T
(THAT WTT-LMC) RITs nRxfIRIT ef0% 3351 Add missing check-out (RIRE RXoM-Tk%
PMRFTEIR) 5t Wi 3353, RPF B3R, THROD Save attendance (T THR T (°7]
WEIR) s mefm 333Ul

6T WP TH T HMRITF (Manual Punch)

HCMTHFE THRC MMFCKRITS INTR '8 LIRKT KPR RO OfCfTTBIR, n&fF TWHT O fel4
THR

1. Add Manual Attendance (R°TR°Y TS THTO AMRITIIR) 5t WSl ¥°5f3 (THET
Time & Leave (R®*F TKOM 3X4%5f) = Manual Punch (°TR°3 ITX))|l Single Punch
OMTR THRRI') RTHT RIS

2. Employee (&3M®MT), Date (3¥) TROT Shift (WFEY) RTIII

3. PunchIn Time (TR ST K¥F) B3R TROM, ®OEs5,, Punch Out Time (TR TR4%
RF) X333l

4. Status (03°%0M) RTBFR: Present (CHN), Absent (CII'y*3), Half Day (PE &°) TSE'T
Leave (X%3f) Il Absent T4E'TE Leave TSR RPROIM KL’ 5|

staffkhata.com/guide - 60 / 125



5. MFeEHRI Remark (B'fRE'r) Tk AMRITEFR, THROD Submit Attendance (T°F°THTM
33fR) s mefm 353l

FRPT?ss M3 WISt RE'IF 3°F (Bulk Manual Punch)

1. Time & Leave (FR¥F THROMD X4%3f) = Bulk Manual Punch (33" kTR INTX) 3
WSl 353, THET ReTRY T THTO B KTl RTMs Bulk Manual Punch &
A MSCHEDIISIII

2. Select Employees (E3MMIMOIM RTFIR) Tf Fnx, KITs nRfORIT S 378153, Tam
Select All OMFTKRIT RTIFR) 5 WS B33

3. Date (3*m), Punch In Time (TR ST R¥F) TROD Status (OF°FM) 0°% 3331 RFTS
nsfORIES ROT OFE% ofzfetTs Shift (WFE%) TOF Auto / Profile Default (T3 /
MEPERST RIEIP) 5 SRIF3

4. OFREf TR R°M353, KU K3Oa Record Bulk Punch (33 MER A°EPES 5% &
mefmr 37353

Bulk Manual Punch

# Single Punch & Bulk Manual Punch

Select Employees * 19 Selected tan  Date® Shift
B octis, 2026 Ao | Profile Detault >
Q Filter employees by name or I
Punch In Time * Clesr Punch Out Time

@ «:00 AM ® Pick Time

Kavita Rao
U Sra00n

Status

Present

BeMEA ST MT 55O M TWSIE M3
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TBMOTOMIT RR°RT PM°MT TIT FRfE kPROD TROD REF TR SRTT, TN TEET
YCERM, RCRMT RO, TMTROPD W RSCITTT $5CT 535

1. Time & Leave (R3F TROM X%5f) - Regularization (6°TCESC°MT) & WM 2755,
T4AT TP TRTO st Regularization 5°8 AMECHEDIIR | ASCEOIM LMISETE Rkt
¥°¥ TRT ROm S%4cfil

2. PHCAT KRPROIT TROD REF TR R°MI53I
3. Approve (T333 MIBFR) TS Reject (R&T) & WS B W TIPS

RMOFTTT, FReR B B5C MFCRTHISRT TIOT TRRT OfcfET3is3

TAIIC TE MM EIN KPR, TIMOT TR, TFTTTH KATT ARCAT RBROIIR
WSS THSTTE ||

- @ Al Branches [
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrosl Accoss Contral  Account Haip & Support
@ o+ Dasrooerd - Time & Leave
5 Mutopay is inactive. Set up sutopay of choose a one-timea subseription payment Rerview biting
@ Attendance 23 Refrosh
Dty chick-ins, blomatric loge, regularization requests and missing punches
£ Anendance @ Missing punches B My cotrections
@ These tatals are for Oct 1, 2026, not taday.
Prosent Lae
9 2 0 2 7 s ) 0 8
Dates: 011, 2026-0ct 31,2026 % ¥ Resat
Det1-0ct 31,2026 123 Al Present  Labe:  Absemt Al Pending  Approved ' GPS punches 55 T Fiiters @ 0 Map view & Export Q Search by name or 1D,
Emplopee e Status Check in fout Puncuatr Howrs
£y Drarien Oct 18, 2026 O Late 41 8136 AM Latn ®-- @ 2
R ff"',"f‘,_?‘“ Oct 18, 2026 © Presens 1 9:08 AM | #095 On b @ ® 7
% :!"_"_‘:!‘_‘__‘f"“" Oct 18, 2026 @ Presera 7 207 AM on time - ® &
Av _‘_'f"f}"__v:”"" Oct 18, 2026 © Presamt +] 303 AM On time ©-- ® g
gy M) et 18, 2026 & e 4 503 AM | $0P5 Gn e @-- ® ¢
I 'f“"’" Shatkh Oct 18, 2026 @ Prosent ¥ 900 AM On time. @ e @& o
By Pocisfak Oct 18, 2026 @ Prosemt 41 9:00 AM O e o-- ® 2
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10

32463 f remfm, X3 mf 75c3mfim TROD
7eefseofm

IRET: X463 TROD 5°ef5e & IMSTOID

TAmEf OBEMIIT 7% 338 Y4BT kRcOfl TROD TAIES Zef&erf efms Tk
RIMPKRIT 0°6 BB |N "RMF RPM, 56T ATIOMM, T TOHOIT TROD AefReOfm
TBTHRTO THROD MCEER ROKIT XTOfSSmHETS||

-
MM K&’ 38%5: X6 RMIOITT TROT Aef5emfl THf RA0E0 TFF IRSTOIISR M T3
Q5| ReTOfIR S Sa3xf, 7 /Il kkd TRQN ISTOFITsRT Billing & Plan (3fefm
TROD RST) RMBF3

L

X463F el RReMfm W°F3

Casual, Sick, Earned TR®OM Maternity X453 CATHRKIT ATTT 0°% 6|l R°R
O RSCEIMIS THA'T TAIHES ROTf BTl

1. Organization (I’ATTRC°MT) — Define Leave (%6337 M°F3fR) & M 2553l
Leave types (5X43fTf mnemfm) efOPT kn nefIRIIHE] B&, XAf Tk TR,
ofefetss Thf4OfTs @t REIRT, TRON TRT ke P38 2RI I4f

2. Add Leave Type (X%l knd AMRITER) & mwcfmr 73531

3. BA'F UX WD EATII5:

m°ssfm rofC maf #°3me

Name (fI) TROT Code (W) nEF T%T "Compensatory Off" THOM "CO" Il Tk
DN |

Days per year (X7f Wk THf%) TITOT nRIORIT KA T TS E5 ETC]

Carry forward unused days (Ofzfetss TT: 5T TRISOM KL RA5 RGmETT | TE: XA

TR0 KL TIT) TAPSTR TR ROTTS Il

Needs approval (T3 &L’ %) TT: eI R°TTE THAT HR T #5%5¢8 nsi IRl

Ty Mmfmss el
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o°yfm ROFC merf ¥*Fme

Colour (&X) Eee TRAMIT TROT 3T geeofms [t

4. Add Leave Type & HZfIT 3733l

Add Leave Type
!

4wy Miany A0yS S1ATY GEt eaeh yens an how FequEss are
mandied,

Name Code
Compansatory Off co
Days por year

08

Carry torward unused days
Dy Ao TAKEN FHOTE 10 HENT ymar Rstead of

Beeds approval
The repes

BEtng mAnIger Of M} MUK APErs SICH FPGUETT

Cataur

Shown on Calendars and Mdve haoges.
00000000 -

® Companeatory Off

FRY Th AORITE TSET S RITS, KTl 8% 3 Edit ((°RSCEDIIS) TS Delete
(R8L8MRR) ofcfeTs izl

R4%3FIef Foe Tomfm 53°M3 (Leave Opening Entry)

1. Time & Leave (FRF THRQM X43f) = Leave Opening Entry (X5 mef w»mefm
Teesef) st mefm 7333

2. TIMOT TROD 63T kR "Rl IRTEIRKT TATT Tk$ Allowed (5R8°%), Used
(OfZfETAES) TROM Left (S°RAEFT), TROT Total left OMFTRIT kA" EfE) IMCI

3. RSME TRD TI5 ESTTORT XA ZOSCEINTS, THET RSPl Fny, IETXK,
FIME SR T TSET TTMMT KRBT STT EfTPE B3R 3°83 HR¥TR TS Export
(TITOOICES) & ESIT 373 F3 I
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ullRenunive Q Soarch features. o @ Al Branches

Grgenization v Tima & Lo
ard Lewve Opening Eniry
3 Awopay is mactive. Set up sutopay of choose a one-time subscription payment. Ravew bill ing
9 Leave Opening Entry & Empont
Financial yoar: 01 Ape 2026 = 31 Mar 2027
B 01.Apr 2026 - 31 Mar 2027 (Current] All Leave Types 4 Al Branches -~ b All Departments - &, AllEmployees -
Leave balances
Casual Leave Leave Earned Leave ® Masermity Leave Compstrisatory Of
wed Alirwod Whed Left Anowed Used
iy 1z 1 12 12 15 15 %0 %0 6 6 138
BN 12 0 12 12 12 15 0 15 20 %0 6 8 135
ook cgliPR 12 0 12 12 L 12 15 0 15 20 0 50 ] 0 ] 135
ey 12 12 12 12 18 15 a0 % ] s 138
e Shal 12 12 12 12 15 0 15 a0 20 ] 5 135
?Pn’?.fa':'__ et Hable a9 1z o 1z 12 o 1z 15 o 15 20 [ 30 & o 8 135
foagieost 12 12 12 12 15 15 90 %0 5 & 138
e, o Tacrcrsar: Herd 12 a 12 12 0 12 15 0 15 a0 E & o & 135
Nt o 12 1 1 12 12 y 15 15 20 50 ] ] 13

LTIMOTOFMT X635 HEFT BT

TIMQIOMMT RPRME RO, SkeY TROQM MONASRT, https://attendance.staffkhata.com
S T THAT Staff Khata T (Leave (37463) ¥°8) ORT ST 3551 kT Apply Leave
(263f PRTBIR) AMTOMSS, SPIMF Tnd "Rl IRIET RAPRME, $°C°TO RS, kR TROM
WOV REY, REF T ARRITYS THROD L1 "R, RPOR AT TRT TR LMSMTCT

—y —
LIMMT TEITEF A% X63f 7SCTT
HUTES THRT UTIT E°T WAHEN T4ET TN OfcfCTRT Rykst BTTS Tl
1. Time & Leave (R3F TROM 145f) - Leave Application (43Il WS HE MT) &
mefmr 3353l

2. Apply leave (s5f »5c3fR) st mEfT 73753l

3. Employee ($3TM3T) "nTIIR, RETl RPMR Leave type (XSSl knd) RTIIR Rnd
nRIORIHES RCI® S°RA 8 TRi4Ofm B4cf Il

4. One day (Tkf% W), Half a day (TRf% SS.0Ir) T4 Several days (Chfs HSR) RT3,
TRQM BT THET BOOFT RTIF
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5. Reason (RE'F) Tk AMRFTIR I Also notify (TROT R0ATSIR) Tof Tns, Sl ATTS
RITsOfD RTT 5351

6. Apply leave 5 EEfTT 3" 3753l

.
B 26 0c1 2026

Netfy Mansbars - OM
Search & seloct members...

Mudacs >
Famiy tunction i Japur

%635%f W3TB MNFB THA'TE 5358

1. Time & Leave (R3F TkOM 145f) - Leave Application (45Tl WS HEMT) &
mefr 3372l Leave requests (31633 Tf Aysc3mfm) TOf Pending (I%ATE) &
FOSCITHECS ||

2. 75%CT TR Review (R IOFTIFR) 5t WS B33 6Tl ®'end, BWOFfm, TRi«4mfm
THROM REF M35

3. Approve (T3 MMIEFR) THAT Reject (R&T) 5 WS ¥°3FR, AT, RPIX HMTESF
WA
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Family function in Jaipur

Close | (@ Reject  [EROREEINE

Approved (T53 ME'S), Rejected (RRAS) TROQM All (TFTKIT) °FOfMT MONAT SRS
755¢8 TR REPTHT, RPMRO THIIT NEN MM 52551

vrrmf Aefseofm Zmrfes

AefFeofl BeeTREMOIIR K6cf TROD TP THRTY ahmeasnfms Ofefeti n3ssmel TT
7T crsfaf crmrmf efes smmee«s 3 sTr

OMA T8 TR SIICES 378

1. Organization (I’ TC»7°MT) — Define Holiday (7°ef&° 0°F3fR) &t mefm 7553l
2. Import (SEMCE) 5 WSIT 33|

3. Need A Template (S°FINE*$ FL’ BFE) Tof Fnst, nHF Tk SRTS R T CSV THA'T
Excel 5 HEIr 3731 RMPs ETK TZF ¢: Holiday Name (Fefsemf &fm), Type (RRJ)
(Full Day T%A'Tt Half Day) THOT Date (3¥M) (DD-MM-YYYY)I|

4. W& FOMD EATSIR, ”REMTF RPN EXT T IO XIIOITEFR T4 T Tfes mefm
YB3 2 MB ET®S &8 CSV, XLS TROM XLSX ESEOID T ¥°5 i

5. Import & WS/ B33 TAH! A°cf&e MFCKIT THIMSS ANOFTTCT ||
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7°ef&° Tk AMRITE
1. Define Holiday (7°cfs° (0°F3f?) &, Add Holiday (7°cf&e #mrfTsfR) s mefmr 7353l

2. Name (kfm) 53152, Date (3%1) "TFR, WHROT Full day (TKf+% FIT) T4ET Half day
(TP« 3.0 RTBFR | Description (NEF) TOf kd’ B5° |l

3. Add Holiday & mefmr 3133

Add Holiday

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

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]
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cf% R°MTT Upcoming (CTMHESRT), Past (2" 7f¥) TROT All OFTRIT) 3°30fMm
MfefTTsfy, TROD ZOFCMTS 8° TR Edit (O°RSCHEIRTS) TEE'T Delete (R4L4MIR)
ofefeTsfsll
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1

AT, MCENR WO TWOSITTO

ST MY IRSTOFM

Staff Khata C TS TRTO, X$3f, Al TROM &% RETYTf e nRfIRIr OfcHref,
RE'F TRT TAIIT OMA°TO% KL’ ¥5C I kMf TRIF RITSRIT 0°% ¥, kRl kPO &
nSIMRIT ESIT REsOME?Y XEnI 3

ST L 38%: MO SIS AR RFT °F INFF IST Th KL’ 3851 Payroll (TCE?T) R°T
e wWassl, 2’ ¢frmf meeofmmiskIr Billing & Plan (3fefl TROD IRST) Rem3f53l

m°eaf OBHEI TROD TSTTf G EROPT 0°% 373

eI TOFMPD MeaY REST RSl MRIS T 35l
1. Organization (I’ATTSC°MT) —» Company (AFCT) & HWCfIr 37552, ”RTl RPma
Payroll & Tax (MCA®Y WHOT F°Ire) $°8 AMSCHEMIIS I

2. Salary Cycle Period ((°caf OsHETT R3F) Tf nst, Period Start Day (7 8" HT!
Tk%) THROT Period End Day (€53 Thfs) 00°% 383 "Ll TWEPST Thi%" THTS
S5 TR TST 0 S35

3. Statutory Deductions & Contributions (TSTTf H4THEIMOIM WO
HT4EfEROTOM) Tf *nst, CATHEISKT Ks B3O TT 233l

4. Save Changes (A°IEIe3OIM 0°71 3°8fR) s Wl 3R
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Data Download

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

Company Settings
0y e

Manage your compa oronces, attendance rules, payroll, and policias

=

PERSD
1
) Payroll & Tax
@ Locakization
D, &
0 . nd (PF)
coun
My ESl {Employee State Insurance] /]
Enatie ES) contributions for sbgitla 5

PF (Provident Fund)
Gratuity Liability

PF CONTRIBUTION %

-~ Financial Yoar Definition

M°ssfm

ESI (Employee State Insurance)
(ESI, TIMQIMF (5% STORETM)

PF (Provident Fund) (PF,
MMATRTS ETR)

Gratuity Liability (Teeroyxsysfmef
exn3fefysf)

Financial Year Start / End
(ERTTOfTT XAf 778 / T5%3)

ave unsaved changes

oparts

ROFC mef ¥°3me

4@ Al Branches

D Reset

RE X e fOfIMfRKRIT ESI BT4ATERMOT AMRIIEH 604 TR
ESI Contribution % (ESI HIT48TERMT %) & 0°% 3°3F 33|

EPF H4SEDION TROD KT RTTT 0°F AMRFISHI 6% TH
PF Contribution % (PF HT4ATERMT %) 5 (9°%6 F°Bf, KK

QET 121

RAf nsfmmf raersef Thes RemofIcfi

m°Eers af et orfskm ofzcfees xafl

M eaf WA mTrRe RFT

MeERY RSB, RRISR SIMNT "SIRINY M°CET W8S TRE Tk Rkd 5l

1. Payroll (Tea?3) — Salary Management (0°28f ReT ChRoT%) 5 ST "8R3 TZMQT
RHIIRIT RPRMT OSHET, HTTT 0°F, H$SEROMD, T% meaf TROD XA CTC T

staffkhata.com/guide - 71/ 125



@RCT cfms el

2. TIMWT TR 25 &8 Txf4 TSETH HSlT ¥°3f53, THET TT'E RITS TR SR
Assign Salary Structure (0°Cef %8 IRE MFEFR) st WSIT 33l

3. Payroll Cycle (mea™®s O5HET) (Monthly Cycle (& nsfmmf OsmET) Tsa'™ Weekly Cycle
(AM38 eIt OSmEI)) TRQM Salary Type ((0°eafef knd) (Fixed (S°0W), Variable
(AT T Commission Based (HRIOTS IFEF T53T)) RTIISI

4. Earnings (HTTT (°F) WD EATEIR: 3°0fT 0°eaf, HRA, HITIPRTO, keRIE°S
TCRITO) TROT TIOM TCTHTO|

5. PF, ESI TROM YREPE MT Y S°MI'M T Deductions (H$HEROIN) FIND EATISI
ESI TOF ITT THET FMTT KM 5251

6. TITMT THT FATEl RAMTF BEMCTIT KKkI (CTC) B8 Rd’ 38 F5f Show CTC in
Payslip (MeEfmys CTC [4mfs3) sfr s8°3f53l

7. Save Salary Structure ((0°2af M TRAE 0°71 ¥°3fR) (THET Update Salary
Structure (°caf MY TR TT'S W°FIIR)) = @I 33

TAMT ¥ ¥ efs, ks o8 IMEOfT3nfmT Total Earnings (MFTKIT HTTS 0°F), Total
Deductions OMFTKIT W4ELEIN), Net Take-Home (745% EY °Y) TROT Annual CTC
(RXAfIef CTC) B4%fl

4 Edit Salary Structure — Rahul Verma

Orty actve eempiayees w1 S5 Payroll Cycle
Monsnly Cycse v Fen v [ B ShowCTCinPaysip

salary for Rahi Verma {ST-0001) - Superviser

738,000
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-
TRRFI: TAITC B F TOF Organization (IPATTRC°MT) — Employee List (T3MQ30fmmf
cf%) RMTEPQ AMFCIIN 3355 TFMQT TT! @°Mf k°T AMSCI'ST Assign / View Salary
(eeaf MFBFR / RMBFR) & @l 33l

L

& "sfmmef eay A3

1. Payroll (OM°e?3) — Run Payroll (Tea®I XEn3fR) &t Ml 27353
2. 83 TR KT & TROD XAf RTIIR

3. Bulk Generate (RE' HRT O°F3R) 5t WSIT 3¥°3f%3, Department (MMEPRTY) T
RECBIR, & TRON XAF RMOFTES, ThOD Generate Bulk Payroll (RE'T HEHRT MCES
M°F3fR) st Wi 2733 FOMEPRTSY nHfIRTHEISKT TEIT 37373

Bulk Generate Department Payroll

RITS TRATTSE 0°F MMFTT, Add Payroll (T°a™S 7MRFIT) & HSfIr ¥'RT TTMNT THR
RTIRU

el Rl IRIE! KPOR 08 ST ¥°F TR, 00°F HSTEIR TRFSOFT (LOP), 7!
TP eyomemfm, efsemfm TROD 0°F MMFE X43f ITT More Columns (HCK A°T4TT)
x mefm 333Ul
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siaee arc JI Branchs
'iacm\m B Al Branches
Dashboard L Grgani ime4Loave ~  DataDownicad ~  Repons Payros
Run Pay
Autopay I8 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirview bifing
ployee Payroll o Refy & Expon T Filers A Bulk Gonerate m
GeEnorate, reviow, odit, and setfle monthly payralls, attendance allowances, and statutary disbursemants
Total Net Payroll Tatal Groas Eanings Statutory Deduction: g/
¥1,28,200 ¥1,45,000 ¥16,800
—
[# Employee Payroll Records % — Less Coluning Saptembe 2026
, - WEEKLY ASIC ER o
emelovee o0 BT sTATUS  ATTEND.  1OF  HOLIDAY s .y WE Sraw ik i
Pocja s g wme UNsE 2000 BEOD  ELEOG RS0 71350 e3S000 2,840
Imram Shaikh =T-
acts o0ad 2 — a0a 2,046,
Sunita Pati - —
ait woay  Tiedser @ UNSETTLED s 05 0 0 o . F16,000  PO40D #1000 250 tr50 26,000 rloz  ® w00 eissasa
At Kumar 31- - 2
P 1420 & UNSETTLED 2 o ° o o s TL4600  P5800  PLE00 v1250 w550 #23.000 TLEED %0 ®200  SLES0
sl Vierma &T- e N
& ooal LETREL] @ UNSETTLED i 3 » o 38,000 B LR
XRSCIMIR THROD (0°3Y 3°F
o '~

ROFD Tk AOSCITS, SIMOT TR M 6° T°Hi% 5732 Edit Monthly Payroll (&
nHImm Mea®y Tosfs ¥'3fR) &, AMTCIT TFTT Save Draft (REES 0°71 ¥°35) &
HCir 33753, THAT (0°F MPA'S RPM Settle & Save (M°FT KT T ¥'3fR) &
mefmr 3353l

Mgt mS 0°F A ART KT 3°TT, 20T B 5T Settle Selected (RTTIMM
M°RY ¥'3fR) &t mefm 733

I T3 Excel TAM PDF KT SRTSR ¥°CT Export (TIONCHS) OfefeTsfsl

MCMENR ROMT TROM TRTEH 3°°F

TIMQT TP @25 Payslip (Memenhn) s BEfmr 3733 Memeht TRT TAIE! S,

T T TOHE! OFRET, HTTT 00°F, BSHENOMD, ISFEE0ORTS a5, FRR, TROM
NAS HET T4 e Bl il RO TEf0mE! Ry meefof merT OfcfTTRiBMm: 55330
T46afl: T RE'T, kXK RIS MR TROD Meefofmf B4 mEm dagsli

°7 ¥°TF Download PDF (PDF STER ¥'3f53) &t WCIr ¥"3f3, THA'M Print (RETT)Il
CTC IYERTE PRTF RCTT Show Annual CTC (RATf CTC KM fs3) / Hide Annual CTC
(RAfef CTC e4mfr) ofecfeTesfsil
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Data Dowrload Ruparts Accoss Conrol  Account
ST PN-FO58
Mt Sopt 8

Generated: 14 Oct !

Sharma Textilos Put Ltd Raihul Vorma
£ 42 Sechor 63 Sokle, et BYed Superviser
....... _ o
30 2 Yo 3 L] &
uuuuuuuuuuuuu Suanaun Ofies Paliey
ssssssssss

EO0000  PF(Employ ¥2,880.00

9,600.00 F pdoyed) (Ex 0.00

1,600.00 E r0.00

1,250.00 E Empioy 0.00

000 #0.00

TR 200,00

Totsd Eamings T38,000.00 b Deacte TAR00.00

Tossl Decuctions 76,880.00

@ Annual Cost to Company {CTC) 4,56,000.00 /¢

¥31,120.00

EST I8 TFTOIOFMT TR ROM Mmemehmofm My Payslips (T mecafmefm) mf
st S5 SBMMIME O IE-0EIIfO R MBSl

TFICM TROD A FSFEE MR TS

weeaf THRITO T T

1. Payroll (Mea?3) —» Add Advance (T°SICO AMRFIT) s Wl 33

2. Employee (Z3TM3T) nCI, Amount (V°Tf ROFM) THOD Reason / Description
(RE'F / EISCIMN) S35, TROD Month (&) TROT Year (X5f) RT3

3. Save Advance (T°53ITM 0°7 ¥°3fR) & Wi ¥'3F3 I
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& Add Salary Advance

[ Diwali festival advance]

Manth *
Detober

PSFSEMRTS Tk 53

1. Payroll (m°e?3) — Add Reimbursement (8fSFEEMR TS AMRIIT) & HITT 27353l
2. TIMOT TH RTIR, W°CEf KON, REF, & TROD XA S3F3

3. Supporting Document / Bill (fR3°l WIS SCHERCT4 / ) Tf Fendt 377 TR THK
3353 (PDF, JPG, PNG T4t DOC, 2 MB ET?Y) Il Y Tk K& 35

4. Submit Claim (HZ°F $3R) 5t ESIIT 333l

WS IMFT, 0°3F 3% TROT OEhHR REfTs 3°%

RPERT THMPT, TFMOTOIIT TEEMROIT RTT THITH TROMN HCF R/ ORI [T
Payroll (T°a®3) - Advances & Reimbursements (T°5ITM TkQMN ATSEFSEORTS)
FPOCHEIIR I °HPESR Tk AOSCIST K5 Approve (T3 MFE) TEET Reject (SRxF5)
WBIR, REMTl RPMs 0°F MIA'S RPM Settle Request (ATIE°M% 0°%F ¥'3FR) Il PDF TST
RITR '8 W AISFTATMRTS OSH TIPSR Generate Slip (WS M°F3FR) &
mefmr 3353l

Weekly Pay Process (73 asfmmef °F smf3mef & wm)
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S RSl 00°F EF OFEOFIMTIRKIT, eeaf W48 TREs Rl Payroll Cycle (A
OSHI) TR Weekly Cycle (7138 RRfMMTf OSEHI) THST (0°% B3 TFMOT THFOF
RIFPRIT REF TOPS 25l

1. Payroll (M°e?3) — Weekly Pay Process & HCIIT 33133 |
2. P T RTIIRI

3. TBMMT TR Generate Weekly (ATl 0°F3R) st BISIT #"3fR, TA'T
SOME SR T4 MFCKIMEAISERIT Bulk Department (SPA' KT JFCTKIT) — Run Bulk
Process (RE'T BWRT RCHBIR)II

4. PDF URTCH 3'TT, &K Print (e fT%) ¥'TT THAT TTMNT Tss Send Email (SRS
L3R) T Weekly Payslip (AMTEf MeOEhHT) T AISCHETIS I

5. 009 MPEs @*mfm B ¥°KT Settle Selected (RTTSTMIM M°3F 331 5t WSl
YEIRII
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12

Ty TFeEM AN % TROD Qe mamf
areefodamfm

TKCT: T IMFTRIT

Staff Khata 5t JIfTf TR TR TORMS MR STOCIRE THT Al TsTmf
rezforamfl ETT afmees PEBFsNf 7°TT Sl s RefTRIN EfTRR 38, IMafTs
YTT O°F OF'S M4 Tk TOST R°MT, TROQD TIIONCES 378 535l

.
ST K&’ 3%: Daily &HMea« WO IMET mRf MK T 3°551 Weekly, Monthly TR

Yearly erfyeer4cfm, Attendance Calendar, Al Analysis TRQT TN TEHNOM

A 4MITR TRITH BHICES 5TFF 0°F MMFE ST Wk KL’ 39%1 Government Reports &
MEARY ETPT Fd 351l 7 cfrmf meTofmmfskr Billing & Plan (3fefl TRQM JRST)
Rm3f5RUl

arfeers Tk LT

1. Reports (B mearsmfm) — All reports (E°TYICE % IFCRKIT) & Wi 33|
efeE4mfm TOf TAMT w8 MEST RPN STT K546 K54 Wl Thft nxfmmf
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@ » Daswboord > Allreports  Dady  fesun

Performance

Daity attendance report

~ Performance

£ DAILY PERFORMANCE REPORT A3 Prosent  Late  Absent

Pesiod: 16 0ct 2026

DALY PERFORMANCE REPORT [10/10/2022)
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Time & Loave Data Download
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mefmr 3353
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OT Summary (OT OFkRE)

ROfC mef s4¥efgme
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Register of Workmen (&3mQ3ofmmf aecfosa)
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TROD TIEFSFI RETL krst 3553 TR S8°F Key findings (RETST ERFEOIM), TR
TR X646, Attendance by department (SME'SSRT% RPN STT TP THTE)
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THOM arfmearsmfm

All reports (8°TYICE% MFTKIT) & TATT Fnst MPETEOIMN AN 5255:
WO @°TC TRTPSKTT Late comers (S°% CHEOIT) THROT Present / absent (CHJ /
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Overtime (TE'®SF) (CAITHES ST TIABSF KL’ 385)l
7n4%TC AMRFITT MEROFD R MOFETS Manual attendance (R°TR°I T THRTO)]|
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WhatsApp T°Sa6 TROD ST T coTofm

TMCT: RS T STFCT R

TR AMSCIIST WC'S 7S BB Staff Khata T TAEDT WhatsApp & T°F°THTO OFRET
T8 5355, TAMHES ROM WhatsApp T4ET SMS T HSTSRMN MPEOIISR TTHE LT 525,
TROT TINOM PEFICRES &'EROMD T 551

coArmEf WhatsApp OFRE oI Res

e cmfm TOF Staff Khata & RN TREES CHNS I RPROIMT TT ¥R, 5°TT 0°%
Wirss mefe Iyl

1. Organization (I’A'TTSC°MT) — Company (AFCT) st HWSfIr 378152, kTl RPma
Notifications (T*fEf @ MTMIM) °8 AT ||

2. WhatsApp Notifications (WhatsApp TSfEfE 0TI Tf ks, TAMT MES
ReCeecOfm TTE ¥3FR:

0O°5fm TAIC mef ercf

Daily Attendance Summary (T« nsfmmf Ckfg Tarf T eseeconmf WhatsApp OFRET Tk
TR THRTO OFFRAT) CRiSD nsf ORI

Monthly Attendance Summary (& w&fmmf CSV EXY Tk TSC & n&fITf T°RTRTO BHICEs
TR THRTO OFRET) Tl

Device Health Alerts (fIsMEf 7°3% IRTRSATIT SISO Tk TETST TSEHDN

T CA0fm) RSk FR°C°C Tl

3. Save Changes (AISCMesMim (°I1 ¥°8f%R) & mcimr ¢35l
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5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.

Company Settings
Manage your company peforences

a WhatsApp Netifications
2 Manage sutcmated sysiem alerts and

Gaity Attongance Summary @©
 Loc Monthly Attendance Summar y
Davice Health Alerts s
Account s Pl whias  Blienierie

Integrations 73 HISCHDIN

TrIrmEf ROT! THITIOIISRTS T°eas TTT, Account (T°HSZT%) — Integrations
(SESframTmfm) s Bl 3731 Integrations & Webhooks Hub (STSITE°MT TROM
YCEAI 78) T O°F Q'S HTMIOT TAF K4cf: WhatsApp, SMS Gateway (SMS Teessye)
THROD Webhooks API (7 API) || TAIT SIFS Tss Configure (ATEITE 3°31%) &
mefmr 37353l
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5 Autopay is nactive. Set up autopay or choose a one-lime subscription payment.

o Integrations & Webhooks Hub 25 Rafresh
B 5end attondance, leave and payroll avents 10 YoUr messaging, project and automation tools
Supportad Plstforms Acte) Connactions Event Sutiseriptees Secunty Protocol
3 =] 0 @ 30 ) HMAC-SHA256

I 3 Communication 2 Automations & Custom API 1 Al 3 Connected 0 Availatie

=) Avaiatis s . am e
CoMMURICATION CoMMUEATION DEVELOME & CUSTOM

SMS Gateway Webhooks API

crrmf RO WhatsApp Business TF3a® ofzfeTs

TAMC Meta Iof Cloud API & &8 WhatsApp Business T HRT% Tk K&’ 5%, kst Meta T

RRDS T3 MIAE Re0°T MM s0fm dms3 Tl

ymeofes

1. WhatsApp HE'5, Configure (HTEITA ¥°353) & WS ¥°8f52 1 Connection

(AT TOT) °F AN TS|

2. TAIHEF Meta access token (Meta T°II'(°0) SPH°T) TKOD Meta phone number ID
(Meta BT THZE ID) 352 BT THBE ROKIT TS®T, Meta &l E3 E°C THIL ID

ofefeTsfsll

3. Alert numbers (T°CE%S TFEAOFM) Tf RRst, RN, TEESOIT BT R8T

TEZEOfD 5353 (20 ETI)I
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® WhatsApp Configuration
Mot Ciood APY - O swieds anabled
Cannection Event te ales

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

Mets WhatsApp Cloud AP

= 123456789012345
& M regrbined phone mamtuer |0, ot The didgliy numes:

Graph API varsion

[_u:sn ]

Use & supported varson, far sxamgle vi$0,

Abert numbers

Configure event tempiates

SIPTHS S FIRS*MI T °% '3

1.

Event templates (SIT°TSHEf B RS 40II) *°F AMSCEIIR I SIT°TOFI TRD T35
cfm #°af: Check In (eI T), Check Out (R°I TR%), Late Arrival (°% CHN),
Missing Punch (RIIRE'F MTR), Leave Application (X%3fIf THRefmE ™MT), Leave
Approved (51653 TRB MPE™), Leave Rejected (3165%f 535°) TWROT Daily Summary
(TRFg nsfmmf OFReT)Il

SI°T% T RTIFR, 7&F TST Check Inll

Approved template name (T33% Ec¥ S HICHl Kf), Approved language code
(T53¥ ECT ST EPx) (en_US THA'TE hi TFF) TKOMT Exact approved template text
(T538 ETT FHIRSSH XFT F°M%) 58153, Meta T 58 MRS RTH TR
mme IR

Variable mapping (F1°a T3 FoMfm) Tof Fns, T ATTe I nRfORIrys wAT LM
RECBIR, R&F WHT Variable 1 &KD" employee name (TFMQIMT! Kf) TkOM
Variable 2 Mf&&IT punch time (TEX ¥'A'S &3*F)I

Recipients (EFSEOIM) RT3 TKROD FFIRS TR Meta T RIOITRE® FRT
HCTERF T3 ST TR BT 3353l

maf LTl 2R XFC ST Preview message (R°0°C Y fIFSR) & mwciIr 3°3f3 |
XMW ¥°TT, Test number (33°0M% THZE) T 5T Send Test (33°0% 13FR) & HSIIT
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7. Enable event (571°T% T°T #'3fR) T T 8153, kKTl RPN Save configuration
(HETEFTEMT 0°71 3¥'3fR) 5t @l ¥353

Connection  Eventtemplates  Activity

= Gheck In
Setine appcoved message m
Incom plate
Approved template name
Chi
oexow attendance.check_in
Incomplate
Approved language code
Late Arrival
Incemplots enus

4 the language of the approvd template, for énample en_US o b

Exaet approved template text

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

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

punch time

.
yullzfTEF53: Missing Punch (RIRA'S SMTR) KR°0°C TOF ST THEAT TS MMTR TWHADSSHRIT

T8 KRS, OFES @588 KfTf+% 30 Tf kYIs TR RIMPRI 451 Daily Summary (TRf+
nefmmf OFRET) TOf STHRFRMT! RPF TR 10 3 X4$Ef TROMD TS TREEMIIR
RISk R4fll

L

Activity (E3TTOFM) $°3T TIITT KPR, 33°00% TROM SI°TH KM O ThOT THIHEf
MEPIRHRAT KRR SRfBE PRIT SfM% 5l

MUK "Accepted” (E°8°) PRTFOF Meta T R°M°C TH S Rg° ARITI ROITC XA ARCT
HTESF 5l TRIT SRefOs CATES Meta eMBESR RIOTI53|

SMS 5t T°CA6 &T

SMS Gateway (SMS Te°58)¢°) TOF kTN ThPR LI 33°5%: Configure (ATEME ¥'315) &
HefTT ¥353, IMETINSA Th MMCOFTEIR, TS RPMS ST THHE FFIRES 60T °%
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WERZ I TAIMT MSG91, Fast2SMS THSA T TIIOM IRAI5ssa i ISR Custom URL
(HMPF URL) RT3F 53551l STHRFSITS SMS 5t TAMES DLT THRF ECE M°THRA ID, TTHfwf ID
TROT F°FIRES P MM KL 3%, REF TRT TATHES JEISRERMET TR O°F OT
TR

TWHOM PEFICRAS BSICTHOIM &3 (FReFAmO )

HCTFS TKT IMCTR-ST 38, X$3f 755¢F TOTRIIS S EM Rk CATE! ROM!
PEFNCRA THAT TIPHRMT ¥ TKTC WITEE TSR WessHOfT OfcfeTsisil
1. Webhooks API (3X°F 51" API) HE'55, Configure (ATEfTE ¥'3fR) st wcfmr 3753l
2. TAIHEf Webhook Target URL (3BT a4 URL) S35l

3. Event Subscriptions (571°T% MZOMATROTOM) Tof Fknst, LTERF BHI°TOIm 37
YEIRII

4, HTTOT RWMOITTT Test Ping (32°0% M) 5 WSFIT 33°8f%3, Rl kPO Save
Configuration (HTEfTE*MT °31 ¥FfR)I

.. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(mp-.t.mm Fxnenpis comistaticuss

1 EVENT SUBSCRIPTIONS B TRIGGER FILTERS *

B atendance punch_logs
Rt i

D TestPing

ST "R MR ORT °8f, REF THC TAITHE OFOFRT K& BO°OT Staff Khata &mf
CHENREA AREF RMOITF 53551l TAMHS FI°SMAT RACEOIT Webhook API Spec (X°3 A1
API 0O Tef ot EMCTE |
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W8 TROM R*3SEs HTMOTT 0 TE-0EIFM

TMET: FTFMOIT, MST I IRSTOD

TIMQITF SMERTT SRTT, TIMOT RHIIRIT TS TROD Android TRO i0S TRk
Staff Khata WM Rl RO Staff Khata THESRTS Bl RRRT RRRT TR TRTO
R°MT, TETT IMTROM RRFCIN, 631 A5CE TROMD RROR T MeMEHMOID R°ms 535,
REF THC TAIS CHEIR XAWOD AT ETE I

ST K&’ 3855 RRT IMSTOIIS TTMOITF SMRT S WS w5l A efrmf
meTOfmmfSKRIT Billing & Plan (3fefll TROT IET) ReM3TS3I

LIMOIOImsR SMm5E MMFF

1. Organization (I’A'TTSC°MT) — Employee List (T3MQ3OMT aft%) st mefm
YWEIRII

2. Add Employee (TZIMT AMRFIT) Tf KU 8 T AMSCIYT Invite Employee
(TITMT EBR) 5t WS ¥'IFR, TSET TFMOT TR kATHES SEY TROT RIRI
TRBET SRCT AMAIITI STFTNIOIT AMRITE THROD R°TC B8 Rm3i33

3. HCTHFZS TR MONET 0°%8 °TT TEET 8fM°s 33°TF, g°Mf 7°T AIFI?T Update
Password (TONE'S TT'S W°F3) 5 WSl 27333l

4. HTTFY TK3 Staff Khata TMPM MJEfT SRTT IMER-BT B*ATTT, °Tf 7T
FISCITYT Enable Mobile Punch (P35 MMER TT ¥°3fR) &t @i 333

TITQIOIMT https://attendance.staffkhata.com & TSE'T Staff Khata WM ST WO
MMONESR THRITH SRTT ORT ST 35|l

My Dashboard (TP OB )

TIMMT TKT ORBT BT A HIK KSHS, kAT My Dashboard & 7551l ROT & TOFs
RAMES IMOOFH, X3Pl F°e°TO, KATT RMOFCTERIOIN (RIRES IMCR-TR% TFI),
TKRQD A ETST T 78 TRi4OID R4l Il Fns &8 ¥°30f0T & Tsrf kAT
TBTHRTO THROM XS5 TEON FSEf |
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14 8 2 & 1 118h 23m

@ Missing punch-outs— 1 Days s i e
% Mo @ Atendance @ Loave

i) SEEE) || B wyien Bl

Canai Leave
—_—
TomMows ® 0 A WA Skklen
4:20:
14:20:02 Eamed Leave
Maternit iy Laave

Campensatory &t

My Attendance (TP T THTO)

My Attendance T .IOfTf yRmefm, 7mss TOf, & TOf TROD TIEWSF a8l ke w4l

BERCAFET MMER-ST 7

1. Punch In (RTRX 5C) (RSME] TE5ST TENON IR TSET ShosR) 5 HelT 3353
2. IERKCHT AEEN RPRR HRE THROND SHEMT T5IF MBS

3. °3Ef Tk &'RT HTELF 3353

MER TR M°JEf TROD SHEOTT SRTT 0°71 35511 Tk« TS TE?ST5 Punch Out
OMTR TR%) 5 WS B33l
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iuﬂﬁéﬂuwsl Q Soarch features. ek % m B Mo

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

My Attendance & Retresh

Your punches, working hours and sttendance history.

&=

:::nn . oc:; » Clockedin Today's Hours B This Week =] Taits Month B Grvertine &
Total Hours 14h 20m 9h §7m 128h 20m Oh 00m
1.20:20 — —_— T
00 OF B M sy targt 000 &5 M wey tagut 45 OF 18 H mersy Lsget
a o A
o0 AM Ll At
L Ao o] QUICK LINKS
T - e .
L] History &% @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Setthe Bate Sans Eheck in f Out Late Production
NS 18 et 2026 » PRESENT 903 AM o Time @ - ® 2
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
Am
Ny £ 15.0ct 2026 » PRESENT oo ©n Time @ BN ® &
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
852 AM
N £ 13 Oct 2026 » PRESENT S On Time & BHIOM @
o £ 12 et 2008 « PRESENT iy n Time @ pn & &

»foyef R°m3

Attendance History (Irs*TxeCOmEfl AfOPaT) 3°8C Thf$ nsfIkIr cfMs 2751 TR
WE'S RYF, OfcfTTRTE SIS0, TROD RN CEOT ITT Tki$ THat o8 ki<
TxHTx @i 3733

Attendance Details

Noha Joshi
$T-0004

PRESENT | | ON-TIME

DATE
18 Oct 2026

CHECK I
9:03 AM

Production Hours

PUNCH INFORMATION

# IVURYSALES
; ks, gaH Y
hm o

&

oy il
v hors
Aum ‘; Gaffar market iy M
WA P orss ks i
Pl f
& o
¥/ 100,059
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TATI INTR Th ARSI

1. TKRf% TH5t &8 U5l TSETS EmSfm 3753

2. Request Correction (XRSCIMTT #5%¢3) &, Punch In Time (MTX ST &3®F) THROD
Punch Out Time (MTX TR4% RPF) 0°% 3353l

3. Reason (RE'F) Tk 5T Submit Request (8fIrg°m% &3f%) & M 7353l

fIrs°ms TR TRIMIRKIT TAIY CHSI TTMOTOIIT kR Regularization
(B°TEEE ST MT) ¥°83® REMOFfIEf | TMER-TR% I8 TRI4OT Missing Punch Outs
(ROREE MER TWR$OfM) Tf Fnst ef04% 3°af, TROQD Request Missing Attendance
(RIRE'T TFTFT F5TEIR) TIMTR THS® T¥T TR TS|l

Request Correction

DATE
18 Oct 2026

Punch In Tinme*
@ 200 AM

Punch Out Time*

Apply Leave (3345%f #35C3)

Apply Leave Itf fonst, TZMQTOIMC KPR X5l FeeeTommfm TROQD AfIrgems
nEIMRITE] OF°BM Bl RART Apply Leave 5t HEI 3%°5, Leave Type (6Tl ®en),
BIMIT (THE'T Half Day (PE-&°) Ricf, REF Tk AMRFIS, TROD LI TATT RPF MFFS
SEMHT W& WRT IS TSET 35|
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My Payslips (Tef seecoefmeofm)

My Payslips Tf fnat, TZMOT TRC & TROT XAF RTHTC MIA'S et Rk, HTTS
0°F, HSTEROIT TROQD TIM AT TRISOIIMN SRTT Il T THRTO, HTTT (O°F,
ESTEROD TROD AR ST T4% e &8 RN E3 COEHR AMSCITT View (R°MII53) &
mefr 3813, TROMN k& PDF T%T s8R ¥ I3

illReattive @ Boarch fagture wek m o
My & dance  Apply Loav ysips My Profile

& Hide Annual CTC & print & Download POF.

PAYSLIF NO

ST PN-FO58
Mhonth: Septamoe 2036

Generated: 15 Ocisoer 2036

Office Time Policy:  Standard 0ffica Pol 1 1
NNNNNNNN “» DEDUCTIONS
£2400000 5 Emploges 285000
9,600.00 PF (Employer) {Exetuded] #0.00
1,800.00 E 20.00
250,00 ES4 {Emplay: 0,00
MS000 £8 (Employer) Exctaded t0.00
000 Frofessseal T *200.00
rrrrrrrrrrr T3B00000  LOFC ¥3,800.00
mmmmmmmm 6,580.00
@b Annual Cost to Company (CTCT 74,58,000.00 1

My Profile (TTf IREPESA)

My Profile C ROT RePemfm, T3MEf AI0Ref TROD SeO0HEE! STEAROT REF
TRRITS I9T

Staff Khata T*W®

RS THMT FFTNITOIMSR EFRE TR RO, ReISmss mierf:

Mark Attendance (T°®°THRTO KM ¥'3fR): 0°IEf TROD SHOTT SRTT IMTK
»T TROD TR BTl RRPRMEISRT RCERI IMER TE WA, ReRT Rl kags
RRRs MPETE Realtime 3BTRS T 5tf3is0 OfefeTl
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Attendance (T°¥°THRTO): I THTf T THRE Tl ICRET BSKREST TROD RCI-
ST SHMT JTT T4 T SOMFS, TRON XRSCITS Request Regularisation
(B°TEEASTMT 55T S IOMISI

Leave ()X%5f): TRf% RO, AE-&° TSE'T POl A°TC TRTRKIT A5CF, TROD
A3 ymf (B R

Payslip (MCCEMNN): & ThA IS, R°MF TWHROD Download PDF (PDF TSTEHR ¥°81%3) &
SO

Claims & Reimbursement (HZ°F TRO)T BfSFFETMRT%): SfEMf £33 T4A'T PDF Tt
SRTT TSINTO THET "R HS°F Tk 431l k& TAIIT TRT IMITT Advances &
Reimbursements (T°53TM TROD BfSFEEORTS) 5 CHS|I

Profile (REPEST): ROTF TROD TIMHES REPeofmi
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.

L

8:55 vi

< Attendance

® Readyto Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

@ 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfuliy

<] Punchin

TRFFM: ¢fT-ETOMN TT WAssf, TTMOQTOIIT TRF MIE'S RERM, RTDS SO HEN
RS RS RITSRIT THRPT, TMETR 33°F 53551l T TRTCOHET TIREOIM TROT TEfO @S
R Meefmf Remsfsil
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Journey Tracker (T°x-T°T)

YRST: Journey Tracker T°R-T°T

Journey Tracker TOFf EFBFa ST '8 OPEQIMTIRRITE: 0°30) Tfefs, seetnat, marafm
HI I TITOTOIMT RRPRMF REMR6MPm Staff Khata REERT TS A HPAR 7%, TRO
RRCR ES0S8 TBIT°, EFOSS SMRIFMe THROD HAT 0°F OfcfCTRIBM® FRIF TAMT N°F
WO, I LMFRF

.
ST RE 39%: Journey Tracker TWOF 0°F MFF THR-TWT TKTFIl Journey Tracker R°T THRQM
0°fIM 73 TOf TATEH] TEITH® TH-TT TIFFTT THES kPIR RIPRT KT Bl
Aefrmf kkeofmmfskmr Billing & Plan (3fefll TROQMN WET) Rem3F3

Journey Tracker T@°T 37

TArmEf PFRT Ofcfetes 27 aafds ECOfIT KRRl SEe0T H5E FT ST AR85R
Mm% B3I

1. Organization (I’ATTRC°MT) - Company (HAFMCTS) & ESfT 3353l

2. Company Settings (HMCT! (°5fIM) &, Journey Tracker 5°8 AMFCHEMIS I

3. Enable Live Location Feed (G571 @H°MT Eff TT ¥°F) OBR TT #Bf3|

4. Location Update Interval (C2H°MT WIE% STPEIT) W FHTHY S 7F
HRMISRIT RCETHR 10 T EC ST 375

5. Save Changes (Z°ISCHEDIOIMT 0°I1 ¥°3f53) & WS ¥°8f2 U "Journey settings saved”
(caTf essfmem oI °a°) I8 EICr||
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Liaee 0 Search features neK JI Branch
'ixm\m 4B Al Branches

P Organization Time & Leave ~  Data Download - Reports PP
Company
5 Autopay is nactive. Set up sutopay of choose a one-lime subseription payment. Roview biting

Company Settings o Reser
Manage your company preforences, attendance rules, payroll, and palicias.

Journey Tracker Settings
@ Configure ve location updates and autor

Enabio Live Lecation Feed «©

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

AUTOMATIC START APPLIES TO

You have unsaved changes Discard
0°3fm ROFT mef #gme
Enable Live Location Feed TIMOT TR 7eCf REEFIs CHEOT WSO Il
Location Update Interval ET THT ROMf SE0OT H3 REC 3T, TS 1 5f 60 ETT |

STBEIT RCTIC BT TROMD RFST 5°% 7°TC Ofefel|

Start Journey on Punch-In TBIMMIT RTT TN IMTR-ST B8 RBHRa ATl TR ROKDT 775l
OMTR-ST ¥ I ATl 778)

Automatic Start Applies To All departments (SMESHR T MMFTKIT), T4E'T Selected
(ROKRIT 78 TOf BCTRET)  departments (RTET &NMAFRTTOIM) RIPKRIT | TZETQTOINT 24T
zacf 78 Refsefi

28Tl Tk 778 (T3MTOT, R3S TWOIN)

1. Staff Khata TeEf Home (7°F) OIIAfTs Journeys (CATFMM) & 39T ¥°3f2 1 More
(T7°TT) — Journey Tracker 5 X% 535

2. StartJourney (¢8'Cf 7°8f%) & 3 BT, kATl RPN MTEAKRMOTS Done (8°%8) &
T B3
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5:20 vi

Journey Tracker
€« Y ©
® Ready to start Online

JAYPEE
SNSTITUTE OFs
#~ INFORMATION
S TECHNOLOGY

SECTOR 62
67

SECTOR 63
Google
® Readytostart
2 ©) ®
0.00 KM - 0
Distance Duration Checkpoints

I start Journey

Journey Timeline

©

No stops recorded

7¢fr oreft Tss 7¢I EWITf SF3IMl SN0, RPF TROT X ECSTYOIMT S*RTT
On Trip (RAIR4% Tarf) B4l il T T B HETERITHS? S fI5e E°T TRT CHOT
LafETt

.
MUK WR WHT "Battery optimization is on — tracking may stop" (3°3*a°f
TMBIRSTOT TT Taf — BT SION 5355) ART RHEOITAEITTHRI, Fix (RSO 5
M 'FFR TROD RFFR N BT RAT 3°0af BTTT S HTERICHE THIOIT emAIe!, ROFT
CHF3f TES TANS REROID TR

L

HOPRA T3t X ENICSTS BINRITE

staffkhata.com/guide - 101 / 125



FCEICSTS TRU SNERF Th S ERER 3°5%; ES0SH anfge, B RERIZMTe TROD 3fI
T g5l

1. wamwsmEf mrerfest Add Checkpoint (RCHINICRS TS AMTTER) 5t 38 3¥°8f32 |l Log a
Stop (CNER Tk 53) Of% AISCIHETS || TATHES SH 0T ROKIT OTTACTECT ||

2. Add a Note (Optional) (T>¢ 7MRFTT (KT’ 35°)) f Fens, HET BPERIET 5313, 7Sk
TST TAIT Enf3 TWase

3. 34, gmfs T T E25°mfm AMRTTs Attach Documents (FPHRCTROI OTTATT) &
3 °Bf3 |l Take Photo (E>% ©'F) T4A' T Browse Files (ESEMIT TfF) RTIII

4. Save Stop (CINERF (°7 ¥'F5) & N BRI

| ~ J sallim Sl

=t il 3 '\"13/_ b
.“':.4-""' MI-J._J.I_“.L- 1|IJJTFJll_'| = RN

g. lanrnau Tranbar

Log a Stop

Recard details about your current location.

Location attached when you save
GPS coordinates will be attached automatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents

) Add
Upload bills, receipts, or photos
fuel-bill.jpg
(o]
28.7KB

staffkhata.com/guide - 102/ 125



ceref @nmfts

1. I SHA'T TPMR, End Trip (REINS SHOFTIIR) 5 ¥ 7353l

2. End trip C HITEAF W3R ¢ATF Wk S50OfTET RPIR kR TKIT 78 535C|

catf TR ROFMTP SF3f, MMFCRIFES SON TROD SHRERF Rl IRIE SRTT esmfIef||
LTITQIOIMT RRDMT R0R$MfT More — Journey History (¢TIl Af0ef) &t 5%
MFSII

CAIrmEf S3PF a5591 R°MT (T skl T)

1. R&SIME! R°Ts Journey Tracker 5 HSIT 33|

2. Refresh (EfEE°M) & WS ¥BF3I R&HIR%3 o8 R &l DRI Live now (i
&%) Iof Fers B8 EMTCE|

3. Journeys List (CETIIEf efM%) &, TI'ssfI1 ¢aCF WK E5571 kX AMSCMTS s
FomEf THETR WSiT 33753 TT'S SHeOTOID SHEINE SRTT KOT TRC TIMOT
U5 PO STT, TROND TRT 135 Activity Timeline (T3EEF FSKRAST) S

i
SAYPEE
s SR e
& Journey Tracker @
* Rocorde

ording Online Bahul Verma

Ducsk tagasan B hctanty Fimatne {

A aavaarg . L — S—— S p—
3 Cutyatay 5 ECTOR & i
1 SHaTn SECTORE3 i
E RAL VIHAR —r |
£
B Park 7
i

[e——

.
¢ 0
g3
i 5
T i
-
3 b S
W iy s i -
et g,

=3 -}
=]
=]
=
Z
i 8
8
o
-

i R -
Distance o :
L o y : f i
A e é i
@ AddCheckpoint o i j hisin N
o i 3 s v

B EndTrp s = / 52

Journey Timeline

ff nEfORI MTT SPOTT, RSIHE] TAST TENOK L3R Live Locations (25591 SE°MTOM)
5 HefI 331 ROIT RAIRESY 8 TIMOT RS/ TRI RO TRATS I<cfll
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zaeficf AfO3af Remmfes

1. Filters (Efy®erfm) If knst, Today (IMS), Yesterday (W), Last 7 days (2" =f3
TRf% 7) T This month (& TOf) RT3IFR, TET TATES ROTF From (7°%) TROM
To (ETW?T) 3*M °%6 ¥'IFR | TFMOT THRAMPM RTF 35|

2. RIS I8 WEROfIT Total ONFTKRIT) e TfOfm, Active now (2 T°mrysfa), Ended
(@*%a'7), Distance covered (R%%fE SNON) TROM Avg. duration (T8¢ R3F) 4l

3. cfms Ts EfTee ¥°TF All OFCKRT), Active (T°I'y*f7), Ended THROMT Auto Ended
(ROKRIT S58'T) 30T OfCfETIIR, TRON XRFTSHR BT Export (T IIONCH )
ofefeTsfgll

4. TP TRKRT® R4l TSETR HSIT B33 MTY THT 78 TROMN 5T KF,
FCKRIMEAT SNEROI, SIOM THQM Journey Timeline (CA'TITf BRKRERT) F4cf:
FEST RSFIRDT THROD SNEF RRfTRDT KSF HE52 XA ARIM RTT
NCECSTRMIMT TBMOIMTF T4 R4ef, TROD 3fEMfT AOFMTT attachment
(T°F°RERT) 5 WS 378 33551

+ JowneyEnced 5 Reoute Remap € »

Siaree Al [ Eoeam
B zurzoze, 101657 aen 2026, 03:2H32 pm

1 Distance
H 2 ama0mm

St apted Latt mcorged
Jaurnay ended mem 01119:39 pm

= Journey Timeline
mi::@ Tracking Started
W% $1lle

1010
v T Dvve ) 46 ki

CH3f TKIT RR°M3
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1.

2. UKf% Tx TRIT R°MTT IRS° THIFRI 1%, 2%, 4% TSET 8x (OKFHR RTIF3 I

caTfTf SMeTeat View route (CF3{ R°MT) & ESIIT Y'IF3 I RAIR4S MMFS TR SINEF
NHIMRITY RO SRET RIMS Remef||

3. SF3fMfm CTICT R°mTT 3D Mode (3D %) & ECIII ¥"3f, TWROM (°F°C5%
NPIMISRIT Satellite ((0°3°C5%) 5t HEIIT 33531 Reset View (17 8f0°% 378) T Ko

T TKIT ATT AT

Rahul Verma
B lueac

B Activity Timeline

L

® ResetView @ 3DMode X

Fafd

YlZfTEFF: MTTHFS TRT RGOS SsOTE BHRIAISRI, TAIMT AT TRl kR
Sn0OfTE 551l R%EfE TWHsT ShefITs caCIOfT ROKI SHOfISI?T Auto Ended T5T

=T ETO) 53511
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Pro HRMS (T°5-T°T)

JKET: Pro HRMS T°5-T°T

Pro HRMS T T°¥°THRTMPM 7°TT TAMT k&’ ¥ HR Femfm Arxfiel: mrmec! eFfs,
crAmmEf eI 0% TRE, A EASOT, T Baemim, MeefMfmf T THROMD OMCES
O | ROFC Manager 8230 »MRIIE, RE'F TRT BFF fROFIT RPRMT, RFOIT kAR
ROT RMOITT MFESI

.
ST KL’ 3%: Pro HRMS TOF 0°F M3 TH-TT TRTF I RO, Regmfm cAmmf

TEHRTY® TR TSES kYIR RISPRT ¥3 Bl 27 i IEf kkeOfITfRKT Billing &
Plan (3fefll TROT JKET) R W53

L

Pro HRMS &°C &f'¥

T°H-TT TR WHA'S TPOSR, THREIT TROT kT caOfITIRKRT REIHET 35, TROD
TIMOTM! METE5t Pro HRMS F°T T 3 E5 Il Fnst IS ITFCKRDT R°T TH Tl

TR TRTRC°MT Ef R

CRLENOID, PEFC WHENOIT TROT CHLONIT &EROIIMTISKT IMCET OfcfTTT 7S
Tl

1. Pro HRMS — Organization Feed (I°8'MTsC°MT EfF) & el 3153l

2. MPM% MO IR ksl OTTATTS Photo / Video (B35 / f&fT?) st @i
YWERII

3. HCTT SIT&T RT3 Everyone (Kf RsfMkIr) THET Specific Department (THII'TS
SIME T RT4) |

4. Post (M%) st ESIT ¥l
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s1arr 0L Soarch featun Admin
"mi\m Q0 Soarch featuros @ Al Branches e
Dashboard  Devics Sotup Grganization Time & Loave Data Downlasd Reparts HRMS ~  Accou Hetp & Supp
ord ‘Organization Feed
5 Autopay is mactive. Set up autopay or choose 8 ena-lime subseription payment. Riniewbiling
M Organisation Feed
W company announcemants, updates and celobtatians
R A Welcome (o the team, Neha! F, Our new HR Executive joins us at the Delhi Showroom, ‘
Aclmin
= Ok
L] o
@ My depariment 5
&5 Colebrations
B
up Mo posts yet— be the first to share!
& leran Shai i 3 Lcki ol A

TBMOTOIIT MCOBOIT KM '3, HRTS '8 TROD 0°71 378 535 Celebrations
(CILONIT $TEROM) BERT MMM TROD CTES S TS MCITE Chi«4OMT TROD S3THEf

weefnecafofm ssafll

oA 3arf

Ta'T ¥afC WMCT BTx ATCES B3 RER [l

1. Pro HRMS — Org Tree (T*A'Te af) 5t WEfm #"3f33 |

2. Create First Position (TAT3 MCcfOT M°F3R) 5t MSIT ¥73f73 (RPMs, Create Root

Position (8% TCZfOT O°FBF))II

3. Link to Employee (3ITOTM OFTATT) Mf kst STMOT RTIIR, KTl RPIR
Position Name (MCCfOTI &), Department (A KR T) WHROD Designation
(FeTfTT°MT) RMT EATSIR | Responsibilities (T°RMOfM) TROQD E25® kd’ B5° |l

4. Create Position (TPZfMT M°F3F%3) & EIT ¥3F3 N P TH Fn £3 OF ICIOT TR
Add Direct Report (5058 B1CE s AMRITT) ofcfeTsis
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Create Root Position

Configune posEicn BetMs and prgkyes ok

Link to Emplayre.

TAIC K &% EWT MCCIOT Tk TAHDT THT T 59051 TIMQTOFIT »af TR My Org Tree
(T e wef) 5 B

T8 eEaecmfm

1. Pro HRMS — Job Referrals (2°% a°E@~cmfm) - Add Job Opening (S3MHf TAMS
PMRFTY) st |mefr 353l

2. Job Title (T3mmf kfm), Description (A7), Location (REF) TKOMD Department
(ROMEBRT) ST, REMTF TPMR 0°71 B3

TBMMTOIIC RR°RTF Job Referrals Thsst TAMT MCCIOTOIM ¥ TROMD RRRT WOy ki
TR KD OWFTE Refer Now (F72fI A °ER ¥75fR) &t WS 551 TATT View Referrals
(P EAEOT R°MF) & M TG40 RmmfIel TROT kf nRfIRI Pending (€°kA"af),
Hired (€’8°) T4t Rejected (535°) & LM<l

TP nufmmref S3mrmf Tmse4ofm

LTIMTOFOIMT Submit Today's Work Update (Il T ET Wises MFEfR) st mefm
YWHT RR°RC HAT ST FRIFT w5l TRET TRON kT camfIC kf naf ORI @f
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WMEeMfm Pro HRMS — Daily Work Updates (THf% asfmml TS Ef Wksesmim) & S50
TS TIMQIT EFIFRE S°RC B, TROQN kRO Export (TIIONCH ) 3378 5351

T°°6fm
EEICTIT, TP, BT TROD TIRNOM MCSCROIMT! 3708 TR

1. Pro HRMS — Assets (T°M°4$Mfm) — Add Asset (T°00°% ZNRITT) & WS 3 FF3 I

2. FnRd Tk "TII (RKF WST Laptop (SMN)), Asset Name (T° S f kf) TrOM
Serial Number (OfafTe3 THFBA') S35, TROM 0°I7 33

3. Inventory (STIPTRAT) S0P, Wem$ Ws Assign (TFE) & mSFIT ¥°8f53, Select
Employee (T3TMT RTIIR) & TTMOT RTFR, TWHROT Assign Asset (T°0°%5 TI3FR)
x mefm 333Ul

B+ Assign Asset
Defl Latitwde 5440 (DLS440-0921)

Satect Employes*
Lo

W6 R&SfMKRITT Assignment History (Tfnf3ml Af0saf) SRR TZMOFTOIMT kRl
Ry T8O My Assets (T T0°50fm) & B

yeefofref ek TsOfm
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Pro HRMS — Policy Documents (M°cfofef semkee»mfm) — Upload Document
(FCHRTS WNEHR 33°8) 5 Wl 33°872 1l Policy Name (Teefmfmef &fm) ThOT Policy
Category (TCefOfTf mesemaf) 533, TROM EXI Tk 7T (PDF, Word, Excel,
PowerPoint T4E'T Sk°C, 2 MB ET?Y)|l $IMQIOIMT MCefOf TR AMRCIET
Acknowledge (533 EXIECIMN) & ECIIT 3%, TROM ECT RE™° ARIF TAIMTC IT MFES

HR Oy

TP THTO, XS¥F, ME?T THROD TINOW HR Tf REROIDT! RERS RAOIMISKRT 7°9K
SO Tkl TITOTOFMT Raise Ticket (3TH°% M°FF) 5t WS KT OF M4, RE>T
TROQD EXT 5 ETFS AMRIIEl I HR TROD TREFCOIIT $fH°6 MFCKRIT Pro HRMS — HR
Support (HR ONPE) & B% TROM kRO Update Status ((O3°30) WIES 7F) T
Open (AWs*Mef), In Progress (L3 %$cf), Resolved (O RsCHYRE?) TROM Closed (SIrc?)
= Lmmclll

HTICFS Tk3 k°TC°cA WS ATT
1. Organization (AT C°MT) — Employee List (TZMOQIMF ef0%) st @l 35753
TROD TIMOT TR Txf5 BB

2. Employment ($31") O AMSCHENY TROM System Role (OF0 Rl 8°F) W
Manager (R°C°Ca) T5HT (0°% 27553l

3. Save Changes (ATISHEIIOIM 0°71 3°81%3) s Wi *"3f3 |
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4@ Al Branches

me & Loave ~  Data Download -~ Repart o HRM
5 Auwopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
° Edit Employee « Back to Directory
Rahul Vesma - 57-0001
1 Personal info © Erployment 1 Bank & education 4 Amendance & devices
Employment Details
Employee Cose [ ID Jaining Date* © Branch® ©
Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}
Department * O Designatien Reporting Manager @
Proguction Supervisor Gl
Sttus* Office Time Policy ( System Role* (1
Active ¥ Standard Cffice Policy (Detault) v Manager
HR & Compliance
Total Experience EPF number () ESI number ©
E rvious Hext

FeC°CH Tl SSPF 2RO RAENL Rl Reporting Manager ("SI ReTeC)
WsC THTT Rl nRfIRICe Il ROP SR RITes nRfURITE Employment (OF°MSS (9°%
¥EIRI

yliefT3f53: System Role 5 ©8 Manager T>TOT TOf Pro HRMS TCIIS*FT T5SA'S RPKa
RIMPRIT 3 Bl

ReCezca el RT3

R°TCE THT MORT ST WEEDN k¥R, kA Manager Dashboard (R°T°CH S*OFER) &
%1 kTS RoOfofm T

TR Rz mfIT REF Tasn mef B°3m°
My Team (TTf y57F) R g feEs 378 kf RsfIRT, TC/TC°OT, T°HT ¥™RF B0 THROD

M FOHE TRTT Rems

Team Attendance (3*fmirf SfRMf Thf4 n@fmmf Toyeeseem TROM IMTHRO Remys, THRQM
TP THRTO) TP THTO O RFCMTIMT A5¢30fT RemmfIef|
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TR Rz mfIT REF Taa maf B°3m°

Team Leaves (3f&cf
X5feofm)

SIRM RBPM A3cE0fm ReMOFfISl TROM s TEET S5l

willReninive

board My Team  Team Attendonce  Team Lesves  Pro HiMS

ACTIVE
100% 203

%+ Mansger Dashooard + by Team
W My Team
y
Employses who report 1o you and thir detalis,
TeTAL MEMBERE ReTvE
2 3 100% & 3,5
Team Members 3
Empioyee
At Kusmar Machine Operator
510088 CENERAL
gp  Sunita Patit Guality inspector
b P
1g  Imran Shalkn Machine Operator
sl cenERAL

X4l 5558 Wk 3

1. Team Leaves (3K xs3fofm) & mefm 3330

2. Leave Request Details (5743fItf 5528l RE®T) AMECMTS £5CT What FiHf

TxHTx @i 3733

0%

suining Date

£ 2024-01+08

£ 2022-11-21

[ 20250403

Gl [+ Punch Our [N

i RshulVerms _
» MANADER

3 fetiesh || Q0 Search team members

3. Approve (333) 5 HICIIT ¥"3fR, T4A'T RE'F Tk ©RCT Reject (3KF) Wi

YEIRII
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Leave Request Details

5745 TR R°CCA TROD HR TTIRITT 333 R’ %1 R°TTAT RA'S RPMR, HR T TAST
T MFE EWT 55¢ TR "Approval Pending from HR" (HR &If 38 c°RA’Ef) SSHTS ||
TCiMf RCOSE, TRT RRGEHRI, XS TS 258 THTC
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meemfm, Ffefm TRED MRS

TMCT: ST SNFT R

MET TOFT TATHS ST ESOSH RPMTEHRMT°, HEFC WRTE R ST, HEFC (0°F
PSR THREOD STIPSO TRCSH W EHE°, TROND KD HEFC BT A3 SHS
THKIT RITPT JCT 3°C IF TRON WRTER 378 LIFRF I

crrmf 7 efrmf IRSE Rems

CAMHES ST TOF THRSMT, RSIMS KRPF MFFTR, PESTTT S RA'E S This HRMT SRCT
=gl

w

1. RITEF TEST TANON LTIR T ST F°Cs HElT B33

'ixu;\{'; Q Search features =K 4 Al Branches

2 A womonsth
Dashboard  Device Sotup Grganization Time & Loave Diata Downlasd Rupans » & Supk
54 Autopay is inactive. Set up sutopay of choose 8 one-time subscripion payment. Rl ng
P Welcome back, Admin! 22 Relrash
Bl Suncay, 18 October 2026 - You'ro all caught up! o panding #ctions require your attention Toda)

Total emplayees Late taday & on leave ]

9 9 0 1 0

e
e
2
%

Map view Vigw detalts Recent Punches AR
S sage —
unita Patit
! = e BIE T on20 (B e s
- i E T -l
....... = P S
E ANAND VIHAR L
o J LB L Vil
CHANDNI b IAND Y1H)
> 3 e !
CHOW - ¥ Amit Kumar
0907 X Kumar
PAHARGAR. o) s Maie Ensraness Tarm
i
: i
7 0o03 Ry FenM Verma -
ER NAGAR : i SHIPRASONC kbl
Lot PATPARGAN. wm
e
o0w03 e e n
ven, LPEXTENSION ‘_ Samiung Gataxy
MAND! HOUSE - -
b < it g oopp i Imran Shalkh
E SE Bk Manusd Encry
@ ¥
PAMDAV NAGAR e 1y e 5 — :
Googe  New Delhi arEs A PHASE el o000 POk Nait
= Lo Nibeoied WhGriath . Mg et S - Twm gt s onis il Wariat Entry

Upcoming Leaves 1

View A

Celebrations

........

Approved

5 a Pl +26 i) e doank
2 26 Catusl Loive

15 Imran Shalih

2. Manage Subscription (OZOI'EMOT F°T°T ') Thys AOSCITHCTT || ROIC TArmf
ST &fD, Y28 THROD RIS HR RIM°, TROD PESTTT Tkl H
SRR BfEme It

3. Included Features (X288 EfRamfm) Tf kns, TATHES ST RIATE BRI
nEIIRIT IF EMCC,, 75fF TsC Attendance Tracking (T Tx°TM ¥ mfm), Shifts
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(0fE%Mfm), Leave Management (X4%3f R°T°CR°T%), Payroll (M) WO
Employee Login (EZ3MQITf SMT5sT)|l

srare 1. Search faatun
ﬁa‘.m\m
Dashboard  Device Sotup on

m - Sutscription

5 autopay is nactive. Set up sutopay of choose a ona-time subseription payment

a Manage Subscription
gisng & Plan

Growth

Included ieatum

& )
Attendance Tracking Shifts
B (=]
Leave Management Holidays
@

Employee Login

.

T25S3T 505l

L

Reparts

Organization Sriup

Payroll

TAIHEf ST WIRMTE 5 33°F

@ Al Branches

 Modules

Reports

Overtime

riefTsfsE: TRi% 15 Tf BESTCT KPR, IMFCRT AOSCTE! | BEST Y SHES RPOR
CATHS THRTS TA"S ICTS RSET,, TRON TAIC WREESR B8 ETS EfRE Re ST

R 7°TT, RfTDM F°TT TSAT S THA'S EfRE Tk ke SEEDI kPR WRTES

YEIRII

1. Manage Subscription 5, Browse Plans & Upgrade (IRCTMMT R°MT TkOMD WK

¥'¥) s @l 3353

2. Upgrade your plan (TAIMH! ST WRTE*FR 3°3f53) T ST nalMRIr RO User
limit (3¢a” ef&f<), Device limit (5150 Sfkf4) TROD EfREOfIMT RTCT KT
RUM® I%Cf I LT THst Recommended (SE®I Mfef) ART weFefe TREfI ST
RE'S Pro HRMS T4%A'T Journey Tracker TS Wo&-TTOM 53Rl
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3. TAIIC F3 ST TSR IPTH Hef T ¥3f53 TATE 7 ¢fIMmf IRSTH TRT TH
Manage or renew (Fk°C°C '8 T4AT afCfg 33°%) Cf il

illReaunme Q Soarch faature . @ A Branchis AN e
" Sl e T
i s o T v
o = d
YCHTSR4S S2nmfts
ReHTSS TS TAMT ROIOIT RTF 535:
THROT rOfC mef #°3me
Monthly (& »=5fm) TAITC M3 REC 0°F IMFEmell
T%ET Yearly (RAf
st m)
Purchased seats TANT 3¢ WRMTPSRDT (0°F SMIBT° || Rdhst & TRE RfOIITIsRI REF
(@nfE fsmfm) TR TAmmEf 33 TOf Infs Of¢ IMEFCKRIME SRI TS|
Add-ons (T°x- TAIMHf RSTH IR Pro HRMS THE'T Journey Tracker TR 7MRITE
TTOfD) (KT 35°) FeRReOfmIl
Autopay (T>5*Te) STHRIF 0°F MFT & RSO IWSTOPDMMEISRIT I 0°F MBS RE®I THIT S5C

I nxfm efefs T8 kROf TT B3R ROKT £fCfS YR8 THRIT RIS 0°F
MEFMPHRRIT RO TE 2353l
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Order summary (TERET OFRET) T GST S3WT IO TAMT RITET 0°F THROM KL
efefImf Tese $%efil 0°F MPFTf IPTH @l ¥ TROM MM 0°F M
NEFR 0°F M SnofTsfRU 7 Tl kkcOfITfRKRI Billing & Plan (3fefD TROM
MET) RMIT5I

FllefT3I53: TMTT & RSfMTl 0°F TR, A°TaERf TWEIN° E5Cl TRTFE FPRaT
FCHTSR% TOf ROKRT THRIT RISl 0°F MPER ZOSTHECT I

Zfefm, T TROM STIPSOO ReTC 378

1. Account (I°HST%) — Billing & Plan (3fefll THROT YET) 5 Wi °3f3 1 Billing &
Subscriptions (3fefll TROD OFOIETNOTOIN) Tk AOSCIHECTT |

2. Current subscription (7 ¢fII'Ef MO ATIMT) T TAMHE] ST, THHME TT
a3, TATHEf Purchased seats (@nf3 M40 TROD TIyf7 Zcamfm,
Current period (7 ¢fIrmf ®m3*F) TRQD Next renewal estimate (RTmf erfefsgms
TTHc) Sl

3. TSN IET Tkt A°MTT Change Plan (IET AMSCMNK) & WS/ 3R, TAT
RITf RPRIISRIT 0°F SPTE Renew plan RET &fTfs °%) st @i 3753

4, WS TE TWHASs!, kT 0°% 3°TF Enable Autopay (T3 TT °8) &t Hwefr
YB3 RO & nsfmmef 3fecfD RORD T3 TAMT TWRFEN 00°F TH 538 TSI

5. Billing History (3fefmmf fosaf) T 0°F Mmnfs nsfmkir efmg 8551 All (TFCRT),
Successful (kR MMIIE3T), Pending (C°RA°ETS) TA'T Failed (% MUT'ST) C EfIeE
W, THET BETOMOT ID THAT O°erf ROMT S35

6. B TRKI'HES PDF STIPHO HRTSH P'TT K5t Invoice (BTIPSM) 5t WS #3f33l
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ullRenunive Q Soarch features. o @ Al Branches

o+ Accoum

[ Auiopay is mactive. et up sutopay of choose a one-time subseription payment. — Rewewbil ng

Billing & Subscriptions
BAANAgE Your AUtopay mandates, active plans, and billing history

Billing History © @ Siaeeh by Tun 1D, deseript Al 0 Succassful 0 Pending O  Fosd 0 | 3 Refresh

IR CATHE! TeOFARES RTINS T8 THINC 3°TA'S I8 Review billing (3fefm
RMOFTE) FPTT Thys TR AT

Trrmf OzOIraf ot esassf, Subscription Inactive (MO ATIMT WIS TWASHC)
ME THT SOBER SAIMTCPI 09°F MMFRT TIK°e TKI ECF Proceed to Payment (09°F
PR R4%6T) 5 WS 353

RSe°l E¥ THROM SE°% O°FF

1. TrIEl MEPERT EX®R Sl 3°5C Help & Support (Ry°T TROT ONCES) RT3,
THETE R°T SETf TASON $35 7% Help & Support 5 EfIT #3753l

2. RIS % Contact support (A TE EXTT) T TRRTF ONCES TR,
FOIMEST THROQM ST F4cfll

3. »fH°s Tk M°FTT, Raise Ticket (BH°% O°F3) & W ¥ 3F3 I
4. Subject (BT°Irs) Tk S35 WkQM Description (REPI) & TWT W E2MSCHEDTIIS I

5. Attachments (T°¥° XK TYMM) Tf kr&, TATT O TTom?s TFF EXT 5 ETT (PG,
PNG, PDF T%E'T DOCX, TRKIT 2 MB) ZMRFTT 335l

6. Submit Ticket (3*fHE°% $FFR) 5t W B35
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Raise New Support Ticket

Subject
Paysip thows the wrong depariment

Description *

Fabud Vs Septembes paysip lists Production, but be moved 1o Guality last
week. Pirate help us update it

TrIrmf 3fme% TR Ticket ID (SBFHE°% ID) TRIF SRTT M°71 3°5 THOT Support Ticket Log
(TR SFE° TM) 51 FB Ex Il RGI'S® &8 WASOIMT Open & Pending (AISCIES
THQT c°k7 &fF), In Progress (L3 1+4cf¥) THOMD Resolved & Closed (M°RSCHRA'S
TROM SMes) HFEe4OfM kRO S5 BFHEE TR REPY TROD OP°BO RCMTS RS
mefr ¥°8f%3; O%°30 Tx Open (AO5CMIEf) ®Ef In Progress, Resolved (0 RSCHRA™)
TROT Closed (S*Me°) s X%l

rrrrrrrrrrrrrrrrr

UPDATE TICKE T LFEEYELE

w In Progress. Resotved Cloted

Close
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yullzfTEfs3: Help & Support STHE4MFT TOF THRKIT TSET HR T 0°F&f 1| TIMQT THOM
ReTcaMfIC TATIS AR, EEMCT T THRKEITSR Rye°D #5cTsR3 Tl
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18\ 9 ~ 9 N N
RRIT 73 WA TROT TRNT °RSTINIR

TMCT: ST SNFT R

EOPREOIIT RESSMTS 5IFC BEfF NAOIDT! FT ININKOID | TATHE! TRE REF TOIR
cwagsf, Help & Support (Ry°I TWKOT ONCE) 5Tl BIHs Th M°F3FR (IRSTOfM,
Bfefll WREOD OMCA RMIFR)I

MER 3°8 WO 5tfIseofm

TIMMT TKT RAMTHE] ETRT TMCTR-5ST 38 [Ik5°

ROFOID KT RE WO STT R°m3Fe3:

1. RAMTHEISEKRIT R3%T IMER TT WSl Organization (T°A'TCsT°MT) - Employee
List (EZT OIS, f0%) &, TIMMT TRTF A2 R°T AMFTCIPT KT IMTR TT
WREPETl PRER PHHRTC RMIFR I R TE THasss, THIKT "Mobile punching
disabled" (R*3%T TR LfME°) ILHETI||

2. ememt Rafll BT TS, SHMT 0gifomfl Tt WSrR3Tl TROD Staff Khata
TS R OTT ¥ eI Ce

3. R fE-EcTomf kUMD 87l TIMT R 398 A°wfROmEf FNTs & ARE35,
R WEFMPT 3FT ORT Zafll Organization — Branch (38TR) & 38TRmf
SHOT TROD A°HIRM RMIFR N FPERI MEX RT3l

4. HTBMOQIMTf SMHT TAMHS IRSTH RIATI TTTNTOFIC RR°RMEf RO, STsTT
T OBT BT ¥l TATHES ST STITNITf DTHT RIRT TSRS, FART
"Employee login is locked" (TIMQITF ST M TWHA'T) [MTECr

TRWHRSA I RPTSM TRT TESST F4cf

FRe0fT WHS MRS TROM STPATS T, TROD RO TR T°RE) TH Device
Setup (71550 M°4WN) - Manage Devices (FfISMOM R°T°C 3%°8) 5 How to connect
(HEEFC ET°M S THRMT°) Tf fnst K68 RTIR (0°% 838 R O33N W fTrFs
APIOFRITY RIS keOfT TR 8Tf0Ra% 3531 TESST THafls TFES INTROM kIR
B0 HETFS TRTTRERT RAROfD &' HIrTs Data Download (5°y t8TE*%) — Download
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data from Devices (FfISOOIISRT, 5°3 TRTEH 7°F) OfcfCTBIR I ST R 4a I
ST 0OfT Remsfs3l

.
MMRFFM: TWESKT HfASOOFITISRIT WhatsApp T°E% TR Organization - Company

(mEmmecf) - Notifications (TSEfHE MTOIN) & TT ¥'3fR, kRAF TKT TATT Rl
RERS RIS YLOTC ||

L

mef IRWRe4a I SPIsOMPIT T3 3 me?

Realtime IRT R4 RIASOOID RITFPKRIT I TIHOR IETHOID Staff Khata T ETI
Nt

TTMMT THT IMER ¥R TR RF TR TE'TT THSAT T3°

ROf Time & Leave (R3F THROM 24%3f) = Manual Punch (R°TR°I TR) 5 O°RSCHEIIS,
TS TZMQIT ORI TS 555¢8 T Regularization (A°MEASTMT) & RBFI TRl
eI Ty TR T R M35l

TEHSTSOT TROD ORT-5T

TC T MORER HSSHERE

OBT-ST SR, Forgot password? (MONES HSLHRETA?) 5 Bl 357, cAmrmf
TIMES SR 5375, TROD TAT S8 ENN EPR TR 0 STIIR NI EF RILIOIT OBT
WR TEOD TATT ST 5 2

TIMOT TKT RATHET INONES MRS HRE®

THEKITT TIMOT nHfIRIT AMNRITTT KPR TRl STRT 0°% 351l TT'S T 0°%
3T Employee List (L3 OIS ef0%) STl TIMOT TR THRi% B3R, THAT TTTQT
THT ROTF SKRET SRTT Forgot password? (TONAS HILHRATH?) OfCfTTS 535l

TTC OBC-WRHE, ESR EReT
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YRR THF ETT MI%FR, KT k3O Resend Code (IR TKIT 4$3153) = WS 333l
TAIME! K EI5E ReM3f5, TROD E°C TFEE THT SMS BT [IFFE 050 Rem3iSl

ST WAFTU ARSI ST ?

TAIrmEf MEPEST E2® — Language (S°T) & ESIT °8f%3, TROM 2T 55 R RT3l
ORT ST Wrafds, chsrf kREIHEf BT o8 TR 39T 0fefeTsigll

ey S Cof I WM 5°3%

IMCE S TR TIMOT TH ax°

RETIY &8 BHTR OBRA X033 BETR Th RCTTSRI, IETR THTf OPEOIT
RIFPRI %3 ETClll All Branches (B8 TR MFCTKDT) RT3l

ehmee sl EfI3amfIs RR[TS TAMT HTI RTRIBMT RMIF3

Employee List (L3I ef0%) St TFMNT WL Active (T°II'SSfI) WHEFE, TWkOM
RATE 25T ¥RfF B0 T e wEl kyeF 7aa s TSaga Rem3is3il

AP Tk HAFT TPITOICA S S TesrTe?

e TS AMFIMPT K& Excel THA'T PDF TST RRTSR YT, THAT METTs BT
Export (T°IeOeE%) kg ofefeesfRi afmeeseofm Rem3fsl

T TNy F Tk mefmef @ Tnaf3Te??

S’ TKRT TAIMHES IRSTHR EfRA TR 2RI ARICI CTATHES ST R°MTT ST F°Ca WSl
YB3, THET RRat o8 ¥°8F W35l

PESTY S5A'T RPMst Hef S MHETf?

TAIEf THITY TA'S ST RSECS | TATHEf 53 cafrel |l TArmEf TT'S JMETR
WIKNT EFfREOIT TAMT WNTEER B8 ETY M T fref

HCC maf 3¥°F 5IBMe°
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IPTH HET IRST L’ ST

TC*S WHMCTl REfIRIT FCKIT AOSCITS TR% 15 Tf BESTT Th B RS, RPD:

EfRe RE’ 33 ST

E°T TWKROD Realtime RFASOOIIRM W THRTO, Thig nasfmmf TRCT STFC R
e, BETROM, ROMESBRTIOIM

R4%3f, PefROfm, TIEBSF, OfES HF 7°CT WII'T ST KL BT 2%

WF TROMN RPERER SITNIT, BTHT (HTTMOQIMF 0 IE-0 ™ 7°CT WII'T ST KL BT 2%
THROT TR INTX)

P, & TROT XAITF efeassmfm, TROM TRITH SO SO, TFICe ehmeesofn &3
TIIM°0) HTHE®T, TN HRICTH M°3 MFF ST

ey, oceafofm, AfSEEaMReTOfm, MemehHmemfm, oamarf ey &8 0°F NPT IRST

afmeaysmfm

Feteeam™f /23, mPmeCl Efy, WA Baf, Teesmfm Pro HRMS T°®-T°T

EfI5 OPEOIT, S5 e mfm Journey Tracker T°R-T>T

(

ST K&’ 38%5: ISTOII TROMD FRRS RS f3mfm 2208 5351 A e/ rmf efo P sk
ST 3°C — Browse Plans & Upgrade (ICTOIT R°MT THOT WIRTE°R 33°F) 5 BT
¥BR, WROMN 7 ¢fIrmf kkcOfITIERI Billing & Plan (3fefll TROM IXET) ReM353I
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