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3. JHdT 9Eas W

4. Remember me (4&T S&Td &aT) therd JHTT W=l UTRIERT feeh ol

5. Sign in to Staff Khata (Staff Khata 7ed 918+ 371 1) o faeseh el
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Sign In To Your Workspace

Manage your
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not paperwork.
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Menus (79) Dashboard, Device Setup, Organization, Time & Leave, Reports, Payroll

3O 3R, ATt Ui UTEUaTaTd) TeR Gigex =T

Search features... Mac &R 38K fehar Windows @R Ctrl+K 3TdT, JTaT 84 d 218U & (34T, "company™)
(afzrsst 3ttem) 37fot Enter gTaT.

Branch switcher (3m@1  All Branches (94 31aT) gRaad. YUl SR 3i1thd SITedTar, Teh 3MaT Aasr fahar
CE)) BERCERA

Plan badge (@7 &%) TN W AT MO CIGd Rbes [Gdd. Wi AT huaTHIS! TeR feresen el

Bell (1) G "R, 3T faaT Snfor Iuekun 3rse.
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3rfoy Taié)

YT, S3113¢ 31101 ffAfafedt de &
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férst) ar, fohar &g Hrugrardt Done (3175) aR faches .

TIME Q1 ‘Seaich fastian e o Atenin .
_-ulﬂaf:-‘i_l .I.\jul_ Y Sear atunos. @ Al Branches % Growin |1S'days kit a A Ao TRATOR
Dashboar Organization Time & Loave sta Dewnlaad Roparts Payro Accoss Contiol  Account o
A
°
5 Autopay is inactive. Set up autopay or choose 3 one-time subscription payment.
% Setting:
M Welcome back, Admin! & Heip & Support

L Sunday, 18 October 2028 - You'ro il caught up! No panding actions raquire your attention today

o 2 Absen e o 5
1 0 4 o I
itk
o [+ sig
f 1 T3
fe=t
Map view VIEW S . e e r
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@
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& Accessibility
Changes apply immediately and are saved on his browser.

Text size

Standard
00%

&3 Underline links

Reset to defaults m

( die: & U ST SR BidaTd 0T therd T STISSRER g BidTd. GHIT HITUThIER ol g1 T< .

o aT aaas e

1. re--24 UsiaR Forgot password? (qrds f[aerad?) o) faad o,

2. ga1 Work Email Address (sMT=T $8@ U<iT) =7 37110 Send Reset OTP (J€e OTP uradn) &R
foresep v

3. $HGHIS 6 3ich! Bhig ¥R 10T Verify OTP (OTP UsdraT) &R fabes e, df 7 3t Resend
OTP (OTP Y=gl Ur&dT) <R ferseh el

4. New Password (7dt= urgas) gy &, df Confirm Password 7ed =81 <18y e, 3101
Reset Password (drdas ddc o) aR fadeh hel.

5. Password reset! (Ura@s ¥ s@1!) @R Sign in now (STTAT AT8 84 1) aR fachah el

U, Ut Yeary Aed gt dhut e .,
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A 9 W

FHHTRY STrevargdt Staff Khata &1 gA=AT o=l ATfgdt &, gHe Uthies, ShHIRT shigdr BIRAC, 3T
3foT A9 Uciep 3rgaTes, Biesy Sfot daHed aruRes STTdrd.

hU NHRISS WRT
JHIT ST, ATe 31101 R shHieh 3TgaTes 01 UfRSUeR BT STdTd, FUH o 3efl e .

1. Organization (I=1) = Company (&u-l) o= fFaa 1. Company Settings (Ut afcr)
UsT Company Profile (hu-T UIthise) caar Igsd.

2. gafd @, Organization Info (4= A1fgdt) 7ed gaam Corporate ID 311fot Workspace URL
f3TdTd. § gt 9&q 31ehd ATal.

3. Company Logo (U=t @It) @Test Upload Logo (BT 3TUdis ) @R fereben bt 3110 2 MB
UerT g dichiHl PNG, JPG fehar GIF fAaeTt (200 x 200 px divies ared).

4. Company Name (&u-te 91a) qum, Fdv gear Official Tax / Registration No. (3ifdgd
| SiiGuft shHieh), ST9 &l GST R, .

5. gadt Company Website (Ut de@rse) sitel. df “https: //° 3 & hl.

6. Company Address (hu-aT U<T) Tdd Thics hel. &, 313, IS A0 O hig Smurgedr
PhiesHed MRT, IO d BIIGUATER SRIER BTYS SIS,

7. Save Changes (93& 9 1) R focseh el
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3 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.

Company Settings

Manage your company pietorences, aftendance rules, payroll, and policias

Cempany Profile
Sicameaone Campany Profile
@ . ;

T ragistensd company ideniity and contact informatio

# Employes codes

CRGANIZATION INFO

4 COPOMTED
CP2E100001

Company Logo *
JERll fecommimea et epsles 200rdodnul. s 2B, P, 50 o OF
& upiosdiogs B Remave

COMPANY HAME

(& Duplicate employess
£ My Prafite
Sharma Textiles Pyt Ltd

CORPORKTE EMAIL

COMPANY WESSITE
hups=iisharmatextiles.example
You have unsaved changes

Company Address
9D omei e

ic pister i address for head office

' attendance siffichata.com

@ All Branches

o p Aemin v
= o ADMDRSTRATOR

Help & Support

D Reset

WORKEFACE UL

QFFICHAL TAX | REGISTRATION NO.

OBAAAAADDODAIZS

CONTACT PHOME

>

dig: Corporate Email (h1uRRe $9) g1 gHaT 3sfi SifiF S a1g oMol df 3 Sgadr ad gl

RHIRI hi=<T ke AgsT

Staff Khata Udeh T ShH=T=ITaT STA3ITY Teh hig ad. Bl 3110l JR-IST TaT Hhivde [HdsT.

1. Company Settings 7t Employee codes (HAR! &Ig) ¢d 39S,

2. WS thies T P, Jrel cigd @xdl a9 Live Generated Code Preview (daR &isd d¢

qatdcsich) Sied dacal.

3. Save Changes @ fa®dh &l

afén

Prefix (3ugrf)

Separator / Delimiter (fdreie)
Include Year (a¥ THIfI® &)

Number of Digits (3feid Twn)

ad P Ha

goardret e7er, 5 ST fahar “EMP .

g, T3, 3ISTEhR, sie, fohar swrgra argl.
a9 Sired ("2026° fhar “26°), far None (Fdla 8)).

ehHiehTd fohd! 37k 3TTdi®, 2 d 6.
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ad F Ha

Starting / Next Number (gzardtar / gél

Ie5 chHich)

Je&T Ad- HHATITST HBUTRT shiidh.

5 Mutopay is mactive. Set up sutopay or choose 8 cne-time subseription payment.

Company Settings

Manage your company preforences, aitendance rules, payroll, and policias

@ Company Profile

4 Employee Code Format
Define how employes codes &

# Employen codes

LIVE GERERATED CODE PROVIEW

NUMBER OF DIGITS

£ My Profile 4 Bighs (0001)

Wous have uns

Au: Pz B T HHE=EES AR

BIhAIS3H JUTHT

@ Al Branches

SEPARATOR | DELIMITER INCLUDE YEAR

Hyphen (-] - Hene

STARTING | NEXT NUMBER

L

saved changos

gidrd. el g ST 3Mad d9d gdId.

A Admin -
& ADMDRSTRATOR

Halp & Support

Rarview biting

D Reset

5T-0001

Localization (SlaRIgzM) & IUET. A184 3T dd T Currency Standard (&), Timezone
(cr3w &1141), Date Display Format (dR&Ear wiwde) 3for Interface Language (SeXthad wTT)
WRATETS! U< hohes AT, JHAT ATHT HTeAT UGd I e 38 dvd o I3aT, Aax Save Changes

IR faden ol

staffkhata.com/guide - 16 / 116



'iac‘»]i‘n'r{ Q Search features =K 4 Al Branches

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

Company Settings

Manage your company pretorences, aftendance rules, payroll, and policias

Regional & Locale Settings
@ Configure system anguage, tmazane, cu

TIMEZONE
Indian Rupes (IR} v india Standand Time [IST)
IATE DASPLAY FORMAT

DO-MM-YYYY - English
" »

Payroll & Tax &

Payroll & Tax (TR 37107 &) Cared JAT IR Ik (Fardrar 0T 3igedn fdaw), PF, ESI affor
Tl A, onftr g snffes g 3rd. g UMR St 3+ A<l FHsTas 3ie.

gHAT 3T SISt

3TRET FgUTSt gHAT SHifthd fohar RE =T fSehrot, Tdier AT War fSisit-th 31 3Tehd, TSl

HHAR thard U HHATAT fSPRIUTSTacETd Ud s JIchdld.

1. Organization — Branch (3@T) R fade 1. a1 gehedaded 3irefta geh Main Branch
(=g z1mE) S

2. 3esrar A (+++) ST 3MfOT Edit (Turfad o) &R fFases o,

3. @W¥ Branch name (3@ 97a), 8 Code ('S, 3g1. "NOI-HQ ) 3oy Address (<) 9.

4, 94 FHARY = AL TS SIdd & dled M Fedr™ Primary branch (wmfaes sman) g .

5. Geo-fencing (fS137-thf=iT) a7 1. R f&ehToT ¥ AT Locate me (ATSt f&ahoT 3mtem) av
feren a1, Latitude (31e1i31) 31f0r Longitude (Y@i31) 218U &he, fohat fUT ereruamardt Aehmimar
IESEE
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6. Radius (m) (53T, Hter) +R1: fOurgA fohdt iaRTaR AT hHaR) Ud o JTchdTd.

7. Save Changes @ & &,

Edit branch *
Name, code and address ane nequired

Branch name Code
Neiga Head Office NOE-HG
Anaress

Pt 42, Sector 63, Nolda

Primary branch
w2t are adcied her by g4 [ @]
Geo-fencing
Seatt can coly punch in within the rad [ @]
Fosaan & Locate me
Latiude Longitude Radius (m)
28,6270 77.3750
p—— .
Habdat W
v =
-]
KHAND | § -
L
k| |\1<1|rurt
Teon »au:( ‘
4 oific °
fr=
Ploidy Sectronic cay
7
LEL T |
e, g
20 5 sectones sgmoeas
Secind 62 Hoidn o YesMadar
g doriproed | it 0,
GioghePariQ) O Stk Gt

e (D

g f&enrur sitevarandt Add branch (3T Siten) R fases &, dfa hies =1 311fol Add branch @R
foresep v

&g fham 50 Hiex BT aTaRT. SARCTAT 311d Bia GPS HHt 3w 31 9d, 310 U B Fedqga

HHATITT MU SThdee Ud hedT JUMR ATal.

Td 3maT et fSren-thea Rsdag ardia fiRadrd. Tept dobt Teh 3t fohar Od Uenst UTguamand) avaan
Ugldics 3T IGBUTR deuT (All Branches) amoRT
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i e o Admin ?
oar @ Al Breﬁnns 4 Growth |15'days it [a A ADwmnsTRATER
Organization ~  Time &Loave -  Data Download - Reponts Swisth Branch Help b Suppert
Ali Branchas -
rganization
Delhi Showroam
5 Autopay is nactive. Set up autopay of choose a one-time subscription payment. MoldaMeadOffics 00| Evewom ng
Branches Mansge Branches
four office Iotations, Staff can be imited to punching In naar thesr branch
Branches 2
@ Dehi Showraem DEL-01 [ et
@  Noida Head Office | Prmary NI HE Pigt 42, Sectar 63, Noida [ o

3T thfT Shu-ETdla! a1 ea BHTd. geia (e onfol siifthd A< eikor ugT.

favm anifor ue=md sitet

9T FEUTSt g <. UGATH TS Udidh S efss STl Ug, ST ot 4ty 9 Wiksaear fdward.

1. Organization — Department (f37) <R fases ST, JAATATS! & fawmT el aaR Foe
ST,

2. Q@R fA9RTd ud SsuarErd! e st A (+++) IueT 3oy Edit <R facseh .
Designations (Uc-T#H) @It Ueh Ug €189 &, Yool uaridt Add designation (Igm Siiei)
TR e T, 9= Save Changes 3R faba el

3. 94 &\ qUR axvarEadt Add department (fam Siten) o faosa a1, Department name
(FAYFT A1a) RT, AT ggT STisT SMfor Teg el

4, AT HUAIdIG U Ug 30T & vt fA9RT 3iTg & Urguaraidl cde Departments (fam)
a3 Designations @R dqal.
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. . o Admin
ﬂ;‘u‘ﬂfﬁ 0 Soarch featunes. (] @ Al Branches o A L ADMISTRATER
ga;npw% Devica Setup rganization Time & Loave Data Downlaad Reparts Payrasl Accoss Contral  Account Holp & Support
@ » Dashboard © Department
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment. Raview biing
Departments +
Your teams and the job Wies in each
Designations 5 P i Q Search
Designation Department Statt
Supervisor Froguction o
Maching Operator Production o
Quallly Inspecter Froduction o
HR Manager Human Resources o
HR Exocutive Human Resourcos o

Nesahwip? % Support 9179820

70 S Hepior -8

TOOR4D (D Emak wp tatiehaiacom  © 2029 Siaff Khata - Anendance

ge, gHd goia fAam anfor siifthd dad eiRur de e
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04

S 99 T

goid A axadrd &t Staff Khata Ucich Ud hdl gTdTess: SIIEGReISH halldl BUMId, TRguIkId! fehdd
feheft, STTOT At g UT e Tehald. SHifthy do5d €RUT SXad i hioft IERT o11a, Srerf e et

Y RGN 3T

goli fAaw de &

1. Organization (I=1) - Company (&u) @R fFaa &, iR Attendance Rules (g5
fAw) <9 3gs.

2. JTS1 §d 3o AH I1g & (WTdis o ugl).

3. Absent Day Deduction Penalty (TRgsikt BuTd €8) Aed, U AT RUT TRgoIRIATS! fohdl!
feagi=aT OTR STarET & 9RT. TreRuTt 1 Rggs S

4. Save Changes (¥ A &) TR fabep el

llRenLime Q Soarch featuros . @ Wl Branches & crowtn sdmenn NARNRPNIT L T
ATICALTIME o AowTRATSR
Dashbodrd  Devica Sotup ' TR ALAAO  DVEDOWHONI Y | RepSNE:y Pavdl~ - AZCSEOOMID):  Acsoum Hekp & Support

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

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

Enable Overtime Tracking
FieC0n oVRITI NODTS Worked Deyon

Enable Live Attendance Natifications

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters
) oo e SRS

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

Enable Auto Punch-Out (3matsmg
Ug-3113¢)

Enable Overtime Tracking

(3fegersH gfdh)

Enable Live Attendance
Notifications (g gsil ga-)

Start Journey on Punch-In (4d-
$IR JaTY 3= )

Absent Day Deduction Penalty

fSren-thf<aT a1 ot

ad & R

HHIR] TI-313¢ WRIST AT T 11:59 PM ST T U9-3713¢ hed.

RIUcter SIRd 1 dhoses a1 Aigad, TUTST WIRTd did 99 &dT JdTd.
3ffgersH AT Tl o Rive, AR nfor sitegrersy Tea Ie .

Admin 37O HR S3EiSaR Udeh Ud-3 101 UF-3113¢ HATTTSITg Urd-319
U SrEed.

e Journey Tracker 3f8-3ifaTdY. Journey Tracker UgT.

Udeh fATeRrRUT IRESRITS! shiues SIToTR wRT= feew, 0 @ 30.

fSTat-Thf=ETHos ehHar ehHTAT SRV SHITRIAT HidTge U Ud-3 s 3Tchd ATgld.

1. g ¢¥erR Geo-Fencing Parameters (fS371-th= tkreied) odd hie ol

2. Enable Geo-Fencing ([S137-thf=T @1q o) a1 el

3. d 8 SRR o fAgET:

Branch-wise Rule (3maifgr™ Aam): ude 3man Ward f&ehror siifor fB3war amozd. Apply
to Branches (3R &1 &) e 3t At gadt geprder ST f&ahmot srdies R &1

gai<| qafyg e,

Apply All Employees (Td SHarier S &1): Taiardl Tehd f&ahmr. Geo Fence
Radius (Metres) (fSiat-th=g f3war, #iex) 91 31for S Aagvarandt Set Map Location
Coordinates (RITAR f&hTor Te o) R fordeh el

4. Save Changes o {5 .
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lllRentime B it TaatrE " B Wil Branches & growin isdaysn AN
AMTICALTIME %
Diiowis | DavicaSoun ~ 10 Payol = Atcuss Gomral  Account

Time & Loave Data Download Reparts

Enable Overtime Tracking
m e odit

Enabile Live Attendance Notifications
Start Joumey on Punch-in
3 Not
S Dup! lay
-
My
@ Geo-Fencing Parameters
Restrict mobile attendance pun
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©
Apply

il Apply to Branches - 2

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

diq: Branch-wise Rule 9181, 3meft Organization — Branch (3m@r) Aed ydes smad! o= snfor

QT HHATATITS] AT MhisaAed, Attendance & devices (5 3101 3UehUT) ToATeR Jral
fSraf-thf=aT st ahes 3TehdT.

g9d WhatsApp 9Rist Aast

Notifications (g@-T) ¢aar grat WhatsApp @R Daily Attendance Summary (3R gsit 9Ri30),
Monthly Attendance Summary (AT/8e goikI IRi3T) 3o Device Health Alerts (3uehzor f&dt
3BC) TG e 31ehdl. WhatsApp S1fot gfeds Tar.

TR ddd eNROT IR R0

SHifthe I eiRoT gra 3 diRas axad, Sfot st shrmran faaw aheft arerf fdaw fohar iRgoikl giat @

1. Organization — Office Time Policy (3ifthd dosd &R0T) aR ferebep e,
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2. Create First Policy (f3e &iRuT dOR &) aR faeses ohwt (fahar smefier efkor srgeamr Add New
Policy (7= &ikor Siter)).

3. Policy Name (&Rumd A1d) =1, ST& "Standard Office Policy". Tadma &R0T T8 9dicR &
gRUT B gTd 318 d1ed 3™ Default (fewiee) @mg Sa.

4. Grace periods & working hours (39 diRag 31f0 e ar9) @resl, daT are efor AfAera
9T T

afear ad & R
Permitted Late Arrival (qRarft ¢ AT 7 ST hrar) fohet IRRT S 31ehdrd, 31 15 fAfAe.
ITFAI I3MR)

Permitted Early Departure (Rafl  Sddhe TedTdT ATch - BRTAT hHAR! fehdl B 1S 31ehdld, 3aT. 10
3G BADT SIT0Y) e,

Half-day threshold (3reaf faaar ATUEIT SHHY SHTHET I 3Ty df feaq sref feaq et St (Ia1. 7
Tata) ard).

Absent threshold (fRgs¥=h 7afer) TSI HHT HIHTI T AT dl [Gad TRgoR Algda! Sid! (3. 4
arg). 8 sreat Ragrear qafetenm st dar.

A1k S HhuTd
IRAR IRRT AU TR hUTdId hUIdTATS! g dTuR.

1. Monthly late deductions (ATf8e d¢ &UTd) AT .

2. Deduction source (&urdar @id) AasT: Attendance (g5 Raw suq) fohar Leave
Balance (CL) (h5g31c5 ST hlUd).

3. Monthly late count (afg=aTdte e Twan) sfot Cut Days (SR fdaw) Te &, Iarewond, 3
3MTfoY 1 BURSt AfGATIG Ui 3 9T 3RRT AUATHT U fGad hIuchT STl

Ty 33RT A0t 0T Baa SToar Faw

Late arrival rules (33RT dvare Fad) @St Add rule (FaW STieT) @R faeses @1, Duration
(epresTaeit) =T ST Cut Days MagT. 3aTexume, 1 drETder SiRd 331k eedr™ 0.5 (Half Day) st
STl gl ST ST 4 T Siig 3Tehdl. Bdeh? SITum=aT hHar=aidrdt Early departure rules
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(Gaenx STTUaT f39H) ST ATadId. ATl gera [Kasfier am Aisies Sirdd 1€ aled Sedrd
Apply on weekly offs (TTcTigeh Gelaa! BRL ) TG .

5. Create Policy (RUT dOR &) IR o el

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

Palicy Name *
‘Standard Office Policy

Detault [ @]

Grace poriods & working hours
Permitted Late Arrival Pesmitted Early Departuie

0o Houn 15 mimAes oo Hours © 10 mEnGtet.

Hailt-dayy threshold Absant throshoid

o7 Mours : o0

o4 Hours ] inutes

Betow this: half dary, uniéss marked sbaent

Below tis: asent. Kiep below tna haff-cay il

Attandance & deductions
Monthly late deduciions. [ @)

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count
3 £3 1 -

Late asrival rules 1074 + AsaRule

Apgty on weekly ot
e T
Duration Cut Ds

[ Mours oo

2 IGBUATTS!, eRUITaT ST &+ (+++) I°eT 31t Make Default (fStice &ar) &R fFoes &

allRertrme’ Q. Search featires .
M icame
Dashboard Device Setup Qrgani Time & Leave Data Download Reports.

@+ Dassboard - Office Tame Poley

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

Office Time Policy

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

Office Time Policy 1
Poscy Hame

Late Arrival

Standard Office Policy  Defasmt 0015

Nesdhwp? R Support +9179820 71270

Payrodl Accoss Goniol  Account
Esely Depaure Hait Dy
00:10 07:00

So Hilplek: +91 7065 7008 40
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@ Al Branchas w - e «
Office time policy created successtully
Holp & Support
Rarviw biting
Q Search policies by name
Adisent Dedutbons
0400 Deguct From Anendince

© 2026 ST KNata - ARengance




&Aa: FH1E! FHAATIIE, T RGNS HIR, HTeAT IBT §AT STgd ? R HRUT GAR T S0 AT
HHATIAT STedmT fohar Tutfad earT Office Time Policy hieerned d Rasr.

ge, gHd hHAR} el
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epeferrd siteT ST creren i aw

A T W

HHAR! STgvare i A1t 3med: Add Employee (FHTART STiET) thidA TahT debt U, Excel hrsaaeA
3k UehaH, fohaTl STHUT UTSeH U o Taw Hifgd! WRdTd.

hHET=AN gk 39St

Organization (¥=11) —» Employee List (FHaR! a1cl) o= faa a1, Employee Directory
(PRt fAcfRIeT) Hed gdsioT I Shig, AT, dues ATl 3ol g fagara. Add Employee
aToRT, fehaT Sar G ARTaTSt T StTRar |7oT (More ways to add, STSvaTd 3dR A1) aToRT.

Uch hHARI ST

Add employee hiHd IR W 3MTed. dRT TS thies HTGUh HTad; SThlt Jral A W& 3rehdl.

et 1: Personal Info (Safader arfgdt)

. First Name (ufge @), Last Name (31rs=17a) 3110 Work Email (errm=r $7e) .
. 231 Hhiegg Contact Number (U shHich) WRT. hHART SEcdTHdR df ISdT ad ATel.
3. dufg®T Password (Uras) ¢ . TS 37 hedTHdR AR dl dacg 3Tehd!.

4. Gender (&) Aast, 9a% Next (4e) o= frses e

—

N

T 2: Employment (Atehst)
1. TN U=l BRACIIR $hig IR Hugrardt Employee Code / ID (wHaR! &g [ ID) R

2. Joining Date (%5 glvart ari@) qurdn, #ax Branch (3m@1), Department (fam) smfor
Designation (ug=m#) [Aazr.

3. System Role ([&%H yf#enn) AasT. dgde sHart Employee STEdTd; QT Hherd Tdw= ST
fagt.

4. gt IR [Agsss ATl ar Office Time Policy (3iffthd da aikur) gre fethlee iRuT ToRA.
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5. Reporting Manager (Rulfé #4sR), EPF number (EPF i) 311foT ESI number (ESI
shiih) e 3tad. Next &R oo &e.

allBeniminve ) Search faatur . B A Branches a

Dashboard  Devica Setup Organization Time & Leave Data Downlaad Reparts Payro Access Control  Account
1 Aod Empioyee
5 munopay is inactive. Set up sutopay or choose & cna-tima subseription payment Rarview biing

Add employee & Back to Directory

© employment

Employment Details

Employee Coge / 1D & Jaining Date* Branch®
£ 18 0c1 2026 Noida Head Office (NOI-HQ)
Department * 0 Designation () Reporting Manager ©
Production Supervisor atact i
Status * Office Time Policy ( System Role* &
Standard Office Policy (Defaun) - Employee
HR & Compliance
Total Experience (1 EPF number ( ESI number ©

< Pravious Haz 3

wr 3: Bank & education (S 3mfor f3iafor)
dohd! ATfgd! TR SUATATS! aTIRS! STId. Gl-a! A9 Ufedeh 3mad. Next @R faesep .

T 4: Attendance & devices (g5 311for Iueheut)

afen d F Fa

Disable Attendance Tracking (gSit ¢fch &g o) T HHATATST oil AT SEATHIIA AT

Enforce geo-fencing ([San-thf=iT &1 ) U therd AT IR forsit-th-aean 3HTad HieTes SITdTd.

Require Attendance Approval (ST J5dt gl WIRTGAd UIgHuaTydl HAeR df ASR el
3HTI3h)

Devices (3Uazut) BT HHART ST IR IURRUTNAR U s 31ehd! ol
JUHITT,

Add employee TR G &R, T FHAR AT WAl Hisdg Al fga.
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@ All Branches

Time & Loave Data Download Reparts

5 Autopay is nactive. Set up autopay or choose a one-time subscription payment. Riniewbiling
Y Add employee + Back to Directary
. FIll In T Basics TIrst — vou can add fha rast later
. < Bank & eaucation © #nendonce & devices
Attendance Biometric devices
Devices this employee can

Disable Attendance Tracking
Lisirve Shils empicyes Out 62 aendance Devices ()

Salect devices
Enforce geo-fencing

8

Require Atendance Approval

8

Excel A HHTART AT T

1. Add Employee =T ISTRAT STUTTER faesen ohxT 31101 Import from Excel (Excel #¢A 3maTd
&) Aasr.

2. Get the template (¢wcie Wearn) @@ Excel template (Excel craase) (fehar CSV
template) <R fo¥eh 1. AT Udeh hieH 0T - ISTER0T 3HTes! .

3. TERUTTAT STt gHe hHaR RT, U il Qoh. aexdl 3iias asiia &a.

4. Upload your file (A< tIga UGS o) WTes! ThIgs S1U T fehdl browse (sT31) oR faseh
&I, Excel fehar CSV, 2 MB gif4.

5. Import employees (FHAR! AT &) TR feFebep el
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sare . Adimin 5
EHATA Qi S0l faieg: ! B Al Brarches 8 A Aomnstaron

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

@+ Dastooord © Employes List

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

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

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

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

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

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

Upload your file

ey Sharmariextiies-staft.csv
1348

HHIRT hIg IS BT JAAT hig BRHCTIR hie Aadl. et 3! el giedrd, Staff
Khata i<t ardl Rows that need fixing (S3% HRI=AT e Wies! SR, SISTBIE hosedT
BISHHE T GO& hT 0T At Bl Gl AT el

Au: Tudened UrHasaT died T9dl. Tde hHATITT UgaT UTdds d¢ augrgrdt password Aarm
hicH STiEl. df THI Ueh AT fSthice UIIas 9¢ gidl, U 918 3 chedHdR dl IGBRIGT hHATII]
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Lq'rfrr.

HHIR] W= STHARIE, GT, 3MTTchle I 9ch 31101 Schal ATfgdt W=,

1. Add Employee =1 JSTRET STUTAR fakebeh el STT0T Invite Employee (RHam=araT sfAd &)
e

2. First Name, Last Name, Email (39) 31fot Phone Number (%9 FsR) 1.

3. Department, Designation, Role (3]#r), Branch 3l Joining Date fAas1. Reporting
Manager e 31s.

4. Send Invite (31H=UT Uraar) @R faee .

& Send Employee Invite

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

B PERSONAL & CONTACT DETAILS

FIRST NAME * LAST NAME
Neha Jashi
EMAL * PHOME NUMBER *
neha joshi@sharma-textiles.cxamp &= te. v 8000000003

4l ORGAMIZATIONAL ASSIGNMENT

DEPARTMENT * DESIGHATION *
Human Rescurces ¥ HR Executive ¥
aaaaaaa
Employee ~  Deihi Showroom (DEL-01) -
JORNING DATE * REPORTING MANAGER
B octis, 2026 Select Manager (Optional) -

e

HHATITS] SHGAR 30T WhatsApp @R T e fiad. d df Susdrd, a4-ersd oiss @dd! usdresuft
AT, HTUS! Hfgdl ¥RATd, UTHIds T Sdid 3ol Complete onboarding (SiHa ST gof &) a”
faeep aard. e 7 iRaa Tmea.

FHAIRY aaRITd o
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hIvTATE ShHaT=TT 3ftedrar A (+++) I°ST 3o

Edit Employee (SHaRI urfad &1): it Atfad! sqeT.

Assign / View Salary (TR a3aT / gT): ! Ui 9T T e, IR SIT0T da UgT.
Biometric enrollment (sa#fees Aigofl): Realtime IrIAfce 3uaUmeR i fhRfte fdhar
Update Password (4I¥7ds J5aT): IrANITS! e graas de o,

Disable Mobile Punch (Fias Ua &g &<1) / Enable Mobile Punch (F1918s U arg &1): &
Staff Khata A1aTse SfUa<ed Tehl SITT0I BlchalMdg Ud s 3Tchdld chl ATal & a<dT. Tdi
FHATIATS] FIES U AT ST, ST+ ek TATHIgeh SURRUNERT Ud IeT g JrATTd! dt
§q L

alferuve Q Search fratures . @ Al Branches A
me &Loave ~  Data Downlosd -  Reparts SUpH
5 Mwsopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
Employee Directory 2 Refrosn
Everyona in your organisation, with thai dopartmont, $1atus and accoss.
Employees @ factive - 0 Iactive - B jsinad in the last 30 &y ¥ Fiers || Q Search empioyees
Emp Statu
@ p e ©-
Al Acgin Maba I!\Iroﬂ.ﬂ:sat-on Technology AdLpaiadama . @ neve
KR ig._mi:.aﬁ.m Hu.'nan Resources @D Active
o :-_N.mp..N.m Pr?m.;fc..l.ogn n.o__‘:‘?'M"w'irm-m“"“'m" @ Active
5 tonsn e i g © i
oo R - © e
A f;m‘_‘_hfmr Pro.mmn ) alwi\i:...lfl.l;m.an?in-aﬂvna-'.ex[\ies.m.. @ e
jy  Pahul Verma Proguction @ ¢ EdnEmpioyes
y 5 a:slgnrv-qw‘s_aiarv
) b R _ priyagianaima.- texties example ) Active @ Blometric en roliment

& Update Password
£ Disable Moblle Punch

B Debate Usor

AT f[Afecha aruarardt argidie Status (DY) e araR. [Afsha =R 918+ 397 e 31ehd
TeId 10T goRIgA BUde STrard.

.
W 3MTaFeh: d 3101 AlFISS SR hHAR! S, AldSe Ud S0 Wd: EaifsTag, Irard! aar
T3 S 3Tehdt. Udeh A4 Shu-Ia3T 9d et 3Us e 15 foqait gris Mad. gearn w=ardt
Billing & Plan (fafci 31for wiH) ugr.

\
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%qu,ﬂmanﬁraﬁmgn

A T W

feasil ST RIveaed e o, 0T 3fieresad Fad ST I 08 &hd & d a3add.

Biae e a1

gHd 9hedd General Shift (9= fBIge) sfol Night Shift (A168t) = G gid. 0T desigar
gurfed &, fohar e RBive TarR sxvarardt Add shift (Rioe Siten) @R faos o

1.

2.

3.

Organization (¥=11) — Shift Details (Rroedt Arfgd) ar foben &,
I aftcsian 3 (+++) 3usT 3ol Edit (Futfed o) @R faae we.
Shift name (R3oe< a1a) Turan, 311t 819 Code (1S, 381, "6S ) STiST.

Starts (gard) 31f0l Ends (31dc) T¢ . ALREMIR SUUM=T IAUTSIaR "ends the next day”
(g=an feasft §ud) ord faud.

. Late punch-in allowed (33RT dg-g== wRar=t) 1o Early punch-out allowed (Sae

Ug-33cd! wRarh) mfAeed g . Iargrond, uddt 15 fafe.

ATeAT R eh eedT Sitet

1.

2.

Weekly off (Trerfass ggi) @rest Add off day (g feaw Siter) & faoe &e.

Day (@), Type (veR: Full day qui faad fehar Half day srerf fdawr) snfor Which weeks
(epluTa 3maas) fast: Every week (SR 3ttaasarast), fohar afg=amar 1a1, 231, 33, 41 fohar slaean
LT

. Uk GereAT feaarandt g9 el 3aTeRund, o) TSasTes AaR 30T 237 g 4247 ATSadTd

IR e ehrar=ai=T Afg=Td g9 IHaR el fAcs.

. Save Changes (93& g 1) R forbep el
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Edit Shift ®

1 1hé Working haurs, Grace time and weekly offs

Shift nama Codae {optional]
Ganeral Shift G5
Deseription {optionsl)
Starts Ends
08 v |1 D0 v | AM v 08 v : 00 v PM v
0 shin
Late punch-in allowed Early punch-cut dllowed
15 minse 15 mimtes
Weaikdy off
Sunday v || Fullday ~ || Every week | 58
Saturday ~ || Fullday v || 2nd ~
Saturday > Full day w amn - x
+ Add off day
Sandwich rule
Waaidy offs and hobcdys batween two s days are Counted 5a beave.

afen ad F A

Late punch-in allowed 7 RRIteaR die AT 7 SNTAT HAR! fohd! e IRRT IS 31ehdra.
Early punch-out allowed BIHR AT HIch A SATAT BHAR] fohed! fATAE Baeh ST, 3TehdTd.
Weekly off g1 RIeardt gerd fdeq. ardf fdew s faad wur= distes Srard.

Sandwich rule (Fsfaa Fem) i o feqaimdts ATt gecar snfo geean 8T ufA HisTedT STdTd.

faoT RRwiee B a=ar

Rt sitediam A+ IueT 3ifol Make default (fSthiee §aT) R ferseh T, ATHAR Udeh i hHarRt
g1 RIdeaR & gidl. Jard 3thice Rue Default &9, faa a9, 39 o71for aredTfess egaias fiad.
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e 1 Soarch featunes ek 4B Al Branches e
W an srin
Dashbosrd  Devico Setup - Organization Time & Loave Diata Downlasd Reparts Py Accoss Control  Account 45 8 5
ift Detas
Aulopay Is nactive, Set up autopay of choose a one-time subseription payment. . Raviewbiin g
o
Werking g
Shifts
© General Shift | Defautt 9:00 AM - 6:00 PM
o *
T MNeght shitt

T HG3THh: WG WA Udhd R0 3 {d. dlig! gre! dI Jutiad 31107 37 33 3Tehdl. STRd BRIt
TIR AU IAT W S 31hd; Billing & Plan (fafes snftt w+1) gar.

e Boe g an
Shift Roster (B3It JwR) & U1 HvrAT RAdered & wal are Ragar dhosx aie.

1. Time & Leave (& 311fot T11) — Shift Roster @R fawa a1, Calendar (&s2), Week
(3mmaaeT) 3M1ftt Month table (A8 ¢9w) g3aiAed sq@1, 0T ey, fawmT fohar Rideqar
ftheex .

2. Assign Shift (fRIte 497 &) <R faas &

3. Who (e1ur) @relt Employees (HARY) Teheh oot fAae, fohar Tqut & duarard
Departments (fa4mT) [Aas.

4. Shift (Broe) FAasr.

5. When (3egT) @Test One day (Te fda@), Date range (ar@i! 2oft) fehar Pick dates (qrz@r
fRaer) Aasr, snfor a’ka e .

6. Assign Shifts (fBoe S5 &) o fase @
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Assign Shift

wha Employees  Depariments
Production

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

Shift

[Teﬂeuksd\dt @s) - ]

When Oneday  Date ran ge  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

T T oot Rt 1 aREUREA ge, gae) Rt A9 qswid B Wgd. Time & Leave — Shift
Assignment (It 480#) 89 U4e de IgEd.

Bioe @A sirefia Ao a1

3eh BIhITTS! TeheH 3TSdST fohaTl AfZAT WRUITITS! W=k ST STahg 3Tg.

1. Time & Leave — Shift Planner (B3It @=R) @R oo .

2.

Departments fdhar Employees fAagr, #dz From (4rg) sifol To (Tfa) ara fAaer, fdhar
This week (g7 3115aeT), Next week (Jedr 3maasT), This month (g1 Afgr) fhar Next

month (&= AfgT) R fade S

Pick a shift, then click days (3I7e RasT, Far fCaaier [T &) @it et R faas

.

Ao feerdier ferseh ahvl, fhar ¥4 AT fded Tenan wRuarardt Fill range (skip weekly
offs) (Soft «1, ATaTRed geeam aa) TR [ @ Fill every day (Y3 fdaw «_1) A8

qrdTigeh gecdTet Adid.
dBTAT Ugidie Save (T o) IR faosah el
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aillReriive )
afliferinin

nek o Admin
4@ Al Branches 2 A wowastaaros
Dashboard  Devica Sotup Grganization Time & Loave Data Downlaad Reparts Payrasl Access Contral  Account Holp & Support
@ Detaits - Shift Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To
3 Human Resources L A Employees -2 e 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth
Plck a shift, then click days
4 Filrangs (skip weekty ofts)  Fllaverydsy £ Ciar changes
Gengtal Shit ® Night Shift
Sum [ Tuw e nu i sar
25 26 27 2 9 a0 n
Gararal it Y| | General S U2 General iR 3| (Ganerst S 71 | General Shiy T (Genwalsun
G day(s) for 2 employees - 2 shifts Discard
Tewa hetg? = Ema raffuiatacom  © 2020 Stadf Khata A
TR AexeR, [aifSia udie fRazht sar & Bioe feaa.
ﬁ;HRT}; 0 Search featunes nek B All Branches [a AL mg,n,,m
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
& » Dasnnos Srit Details St Rester
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster £ Refrosh & Export B Plan by emplayes
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
All Employees v @ Al Departments -
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
v +
4 s L] 7 L] L] 10
1 12 13 14 15 & 17
2] ms| 1 ms ns m Rs | 2 ms 24
o Gonarstsnin 3| o Gosarsisnn 5w Generstsn 5w Gomersi shin 5 | Generat smen + Genensi 3 5 |9 Qeessn ]
23 C ] 7 =7 28 Al - ®7 30 rom
o Comerst srin 5| a Gossel nin 7| | = Ganerst 2ain T e Comecsinin 7w Generaizn R s—— T | @ enenstnin 7

3geersad Aad 9e &

3Mtegersid AT TR ST =T arid 98 &y fee SiTdie d aeadrd. sieft Enable Overtime
Tracking (3fiegzergH ¢feh) a1 T, geiid e e
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1. Organization — Over Time (3ficgzereH) &R fFa &1, Fax Add Rule (a5 Siten) R faaa
.

2. Rule name (Fa@md A1@) =1, ST "Weekday overtime".

3. Applies to (@ImeR &) @it All employees (94 wHaRt) fhar Some departments (gt
faramT) fRas.

4. Pay as (¥ & ) @I U 3fiegRered did 99 & TR o Hasr sfor &R 9RT:

Multiple of pay (TR uéia): SaTgume arer=ar TR 1.5 x,
Percent of pay (TR eFrid): IaTexume I WIRTET 150%.

Fixed amount (a3rdieh Taep): Tafard Tt IRE Teh.

5. Minimum overtime (h) (/& 3fiegRersy, am) 3ot Maximum overtime (h) (9@
3ffegRersy, drg) Tc Tl Thad IT FAGdI® ST a1 JiSie STTdTd, 3argeune 1 d 4 d19.

6. Effective from (FEMURIA &) T &, i Add Rule TR fFes .

T F - P
Overtime rule added successiully
ca S0 Organization Halg & Supp
Over Time
5 Autopay is mactive. Set up sutopay or choose a ona-lime subscription payment Rirview biting
Overtime rules + AcdRule
e e e e e e s 3 i i A ot o
Overtime rules 1
WHeniclay. Gt 1.5x hourly pay 1-4 1 Oct 18, 2026
Era »

( T HTGFTh: 3HIgCISHHTS! el Wi @17 31hdl. Billing & Plan Uzl

ge, FHAR! A8 STUeR Ud Y ShdTd d Ugl.
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AIISS 31U: U-39 hvl

T HHART BT 3o o

Staff Khata 3fu= SR} STUcT Wd=AT hidaee goikl digadid. Ui Gaqed dos, Hhidd Sichar SMfor
Teh Toth! U< gidl, S0 A=A 3 foian-thy U @ hedl ASe o SRad.

A 3MTaFAh: dd 301 AIISHARIG FHAR! B WIS AR Bich 31 3ehd. JHI HHART IS 3
P& 3chd AT, AT fohdd Mol w=ard! Billing & Plan (fafos snfol wi-) ga.

FHATIITS!: 31T SETS hT JAT0T YIS 3 AT

g e gAd I TR &hxdl. i JAATETE! U2 ool gHe (fhal %iF HeR) ool graes gerel
IS.

1. Google Play Store (Android) fdar App Store (iPhone) a1 Staff Khata s<<ia &xl.

2. 31U 349El. Sign in to your account (gw=am @1Td 918+ 4 hel) @R gHT Email or Phone
Number (38 fehar wiF FeR) 311fot Password (Uras) 91T,

3. Sign In (184 &) a% U &1, Today (3115T) ThiH JgSd.
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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

JETeT AgH! thad JHd golkl fadd. dasrzil Today, Attendance (g5<1), Leave (3Si) 31for
Company (hu-t) g <& 31dTd.

&9: gas fAwRed? 91s+-g4 ©hiHaR Forgot Password? (Ur9ds faeRaa?) ax ¢u &, fohar ga=an
Sfsfie dt de HergsT 9.

hART 31O SIhIFST URATIHT &

J¥e! TR 3MTEId § dUTHUATIIS! STUST A Blchald S1Td, S0 U< AhITS! HakT BRIl
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1. Jrel ufgedicr U ol degl gHdT hiH Sichadt grart ArTdt. Allow (RaTHfY &m) &R €9 &1
("While using the app" fas).

2. TR IUSTER HAATATa! TRATT &l
Y- ATe! ¥ece TN, 377 Location required (Siha 3irazaeh) fohar Camera access

required (hHRT WRaTT 31a30h) GREad. Enable Camera (hHRT TTe &) @R CU e, fehaT tiF=ar
Settings — Apps — Staff Khata — Permissions 7&d ST &7 91 .

Al 3nfor GPS Ig gois) Alear

1. Today =R Punch in (49-g4) a? U &1, (g1 Attendance <& g7 Mark Attendance (g5t
digdr) gt €U s 3Tchdl.)

2. Attendance &hiHar grdl Assigned Shift (379 fadie! f3iue) anfol gH< Current Location

(TeaTd Sichs) . u=T gehan areeard Tap to refresh location (Sichar Rehar axvarardt
SY heT) aR U he.

3. Tap to take a selfie (Yhl HUaTdTS} U o) G- €U T SIT0T JHAT Ag=Tal TE Wil &, df
Verification Photo (Tgdizull wich) @t feaat.

4. Punch in @ ¢U &,
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B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

® General Shift
09:00 AMTo 06:00PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

JgeTel 3398 Punched In Successfully! (4a-3= g3rat!) foad. gaean stefae srel ddhaid &i=an
SIS g1 ug fegat.

fSren -t IR Y gld

AT IEd S-SR 91 ST, Jrel thard [T BPISAAT 3Tdd Ud ohes 3hdT, 3aTgeonyd
Sfffthaaiadt 200 Hiez. r=ar amer 4 Outside Allowed Radius (GRam it sraciear Bsd=ar amge) =

378gAT STIAl: "You are outside the allowed punch-in radius. Please move closer and try

again." (! Ug-g-=a1 RaTit SrfoedT ST dTeR 3TEId. HUdT STaes AT 0T G-gT U hel.)
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O

Error

Outside Allowed Radius

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

Done
f————=

Sifthawed a1, Tap to refresh location ax ¢U &1, MO §=8T U4 ohel. TSR Udeh smaandt fAsar
YT HdTd. JHE hu-t, AT Nfor fAHRT de & T

Ud-31T3¢ hl

1. feggran stadt Today X Punch out (49-3113¢) @R ¢U .
2. STUTdl Tah Yeth! &7 3170 Punch out @R €9 e

g=1&1 Punched Out Successfully! (49-3m3e g3rdt!) fawd. Staff Khata ga=am Rivegar gad
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8:55 vi

Today 'ﬁ KHATA
26 Hello, Rahul Q

Thursday, October 22

Your shift
General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00 PM

Checklin Checkout

08:56 AM -

00:00:14
[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave N
Apply and track your requests

= My payslips %

E?:l HEIMDUrsements 5
Submit and | ckaiaimmns

AT goiNta sfagr gt

1. Attendance ¥ 3931, Day (@@9) 3fot Month (wfg=1) Ae8 sq@T, oY wroraddt agavararst
STOT gTOR.

2. e feagrear Punched In At (4a-39< de3) 311fot Punched Out At (d9-3m3ed! da3),
BIcha ST thie! Urguarardt 1 feadmer & .

3. U9 gehra 3me fohar Afgat sme? < feasft Request Regularisation (fRafadierzom fadt o)
IR Y T, AN desT HTMOT hRUT 91T, A= Submit Request (=t araar) ar < o, goen stsfae
IR ot HSR .
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HeAETS): Udeh FHATATHATS HidTge U a1 fohar sig a1
Tl FHAITEIS AA18s U Hebd: U1 . ST Hherd IR A3fi9ard U aIsl ga
TS dt §iG e

1. Organization (¥=m) — Employee List (ARt a1at) @R fade .

2. HHATITAT SIS +++ AR frreh el

3. Disable Mobile Punch (F1e15® U &g 1) R o et (fohar af graT a1 Seuarardl Enable
Mobile Punch (HlsTss Ua a1 ).

varc @ Al Branches e L
Organization ~  Time & Loave -  Data Download - Reports PF
ord Employes List
3 Autopay is nactive. Set up autopay or choose a one-tima subscription payment. Riniewbiling
MW =.oryona in your organisation, with thed dopartment, 43ts and accoss.
Employees @ Bactive - O active - 8 1 thve st 30 iy 7 Filters
Employee Status
sy Mon Joghl @O
A Ariun Mot @ A
kg Kwito Roo WD #ctive
PN Pooja Nair FrDIl.:l(.:I:x?n EIQO\Q MEEPENArmMS - textiles. exd. . D Active
i 'mran Shaikn Proguction meanshalkh@sharma - exies.. @ seve
P ’s\_mafmil Frr:kﬁ.ucla.qn N sunitag @ Activ
p A Kumar ﬁro:rucmn.l aw.ni_l.uu_mar@s_;mm-'.exwes.m.. @ st
Rahul Verma Production rahul vermagsharma - textdes.e. g & Edit Employee
e ana Soriasy waering © o
- ¢ 3 5 Assign | View Satary
A
4 Admin Adna _ Priyasnarma-texties example Atitve

) Disable Mobila Punch

[ Debete User

dt &g 1A 3T SHHAATAT "Mobile punching disabled" (RlET8s U sig 3iTg) FiRTA MIOT A
A3 73 ITRIIST FivTd. FHHar=aTar yraas de fohaT i HRugErs! ™ Ao Update

Password (UT9ds SgaT) arav.

SefAard): U= FgT 1S d ugt

U AlaTS® Ud gHaAT S3Maisadias Recent Punches (3/&idsls Ua) Aed 30T AehRIeR faadt, dquf
DI EIE

1. Time & Leave (& 311fot T11) — Attendance Process (g5i<I Ufehar) @R faseh .
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2. GPS punches (GPS UT) &R fabes . e STUaee- chaes Ud faqard, Ydadhrar GPS AT 3 al.

3. Ah-3 IO Ach-3TSCT BIhIT TehRITaR 3TT0T U= it TIguaTTd! 3NtSasiss SleamaT fRvger
feFsen T, 3TToTa 9d HleTe® U YehTd AhIRITaR UIgUaTETdl Map view (FehT3i §39) R fabeh ol

eatun o o Addeniny -

Q Soarch featuros. 4@ Al Branches o A ADMORSTRATOR
Dashboard  Devica Sotup Grganization Time & Loave ~  Data Download < Repants Payrofl - Accoss Control  Account Halp & Support
@ Time & Leave

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

Revigw biing

Attendance

3 Refresh &
Dalty chock-inz, blometric logs, regutarizath

requests and missing punches

EY Anendance Regularization @ Missing punches B My corrections

Onlaeve
& o @ B
Today * Al Present Late Absoct AL Pending  Approved  ® GPS punches 8 F Filters @ 00 Map view & Export | O
Empiyee Date Status Check in J oot Punctsality Houry
Lid gt 18, 2026 @ Presen %) 9.08 AM  BGPS On time @ g
g Pt e 0ct 18, 2026 0 prasent 3 Bi03AM | 8058 Bhine A ® 2
Ay famin Oct 18, 2026 @ Prasent ] B56AM | 8GFS ntime ®- ® &
A Arun Menta Oct 18, 2026 @ Frosent 4 BB AM | BGPS Ontime ® 2
Nesa bt o R Hepio: 2 Emat statiiincom 2020 Seadf Khata ARSGINGY
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Realtime aratafies wafisr siter

A 99 W

SRATSITER Ud $hRUMR hHAR! Realtime sTaAfeed 39 aTuss 3ehdrd. d SisedHaR T iRt fdhar
P1S Ud et Aehaid Staff Khata uwdd gigradt.

( die: Staff Khata %ad Realtime aratafees w3fia Giada & o

w3faT Staff Khata 3ft sii=t

31 §erAcaRe Ud UTadd, FUH ATHT el JH=T g3 Ul BTl

1. Device Setup (3Ucheur §e31d) - Manage Devices (3Uhiul aRATUd &) R fFaseh el
2. How to connect (hd SIEIR) <R faeser o, afeaHed o 3nfor I U fechs ergard.

3. 73fA gexAeat (LAN fohatr Wi-Fi) Sitet sfor =1 .

4. #3ftHaR Menu — Comm. (f&aT Cloud Service) 39T, JraTeT 3= PIN &1 3rchdl.

5. T HIT UhRIETS! Heaedl Uil HRT, g ohel 31101 73fi Jerd e

i U LT U=l
WebSocket #3ft9 ‘wss: //machine.staffkhata.com’

FK Web (HTTP) g3fi9 “http: //device.staffkhata.com
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How to connect %

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

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

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

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

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

http: /fdevice.staffkhata.con

A g1 B HRUITITIE T ISR it RgTeR faed o, Serd-die! Sithars 3e? uard
CTITUTI b 3ATg T  TUTHT ST0T Aeachar ex-ic dTq 31Tg AT WHT el

fafRae e wsfia siien

1. Manage Devices @ Add device (3UahRuT SI13T) R foRbep el

2. mfetes feaiaw, fdhar mafiaeadics Menu — System Info #eH Serial Number (RRas
TaR) WRI.

3. Device Name (SUaUM A1) ¥RT, S "Main Gate". W3fi9 it /e ATd aTaRuITETS o
fReprat &

4. Add device @ faoa &
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Add device

Serial Number *
R55202503115271

73 areta feed. A 5 AfAeid Staff Khata 1 ATeTeg U el ey At f@dt Online
(3ie@rsA) fRad, argtar Offline (3ifheTsH).

RIS R ATPRST T, Thak 934 3efia Seasss oime fohal d S1o[ Teeudid Ulgaases ATel.
Sirgufia T qut et SATfOT Gl U el

it -+« A9 g Manage Device (IUehRUT FIITU &hT: AT dTuRehd, 9fdrst snfor Rete
fopan), @ g Edit (Yurfed &), fohar & Delete (gear) & 3Tehdl.

FHERY A3fiFeR ursar

TR II3a0® Bichd TR U s 3chdld.

1. Device Setup — Users Synchronization (arazesdf [EshiAmagia) R faeh oer. JaTehs
UehTU&TT ST T3 319y R o fAas.

2. Send to device (IUSHRUIER UTadT) IUET. H3MHER SIS Al Gard! ATdl urguardrdl Missing
on this device (1 IUHUMER TT3S) FRazT, fohar wefiat pivTaTst F3iHeR 7 Usdaen
FHHar=IaTS! Never synced anywhere ($ds! [ 7 gas) Has.

3. Send to device TR faseh T, FaR WIHIT .
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ﬁr.ni\m

Dashbosrd  DevicoSetup ~  Organization ~  Time & Loave

ip + Users Synchronization

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

Users Synchronization
ol e sama i SEafl K

W Koep users the same in Stt Kihata and on your machines.

Missing on s device

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

Reparts

Pooja Nar

Kavita o

Arjun Mehta

@@ Al Branches

% Growth Mdayenn AN

A hamin ?
o ADMURSTRATOR

Halp & Support

Riview bifing

& Refrosh

ST aTIRehd IHST AINTUTIA FHATd ShdT SR ¢d IuAT T gsdrd. Import from device

(USRI ST heT) AT aTdRehd Staff Khata #ed 3o, 31fol Copy to other devices (3R

SUHRUTIER It THRT) AT HAT SIS HA3M-eR hid} .

T3MHeR HIvT U9 & 31ehd & dUrEUgETSt Manage Devices 39g], -+ = Manage Device <R {5

T, 3MTTOT Users (aTuRehd) ¢d IUST. T3f9aT Udeh aTurehd! Staff Khata #efie e sear=amsi

STSe T 3Tdl.

a7t T3f SiFBTs 319U 3Ta3dh 3iTe.

1. Organization (¥=11) - Employee List (HaRt a1dl) aR faoa .
2. FHHATITAT 3MisIaR -+ R faebep T 3MTT0T Biometric enrollment (Fatdfess Aigoft) Aasr.

3. Biometric Device (e 3ua<ur) Fasr. Step 1 (2w 1) WISt HAR! AR Machine
User ID (9319 aToRerdi ID) T Alqddia! Sidl. df 315H TR A9edr™ Sync Employee to
Device (FHART TR fEeh o) R fFases ol

4. Step 2 (ewr 2) @it Fingerprint (fthrftie) fehar RFID Card (RFID hrs) fAaer.
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5. Start Live Fingerprint Scan (&g fthRftic ¥ & o) &R faae &1, Aar spram=arat dg
e iR I des1 Sarast it (fhar @i 18 U I Iim).

& Biometric Machine Enroliment
™ Begister eenpl rerereral an

&, SELECTED EMPLOYEE + DIOMETRIC DEVICE

Lol

STEFY TERMINAL 1D 8 SYNC

® Enrolied on this Terminal
Machine User ID #0002

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

T3 @t hedTer HHART UF e 3hd]. TS U AT SIS B18ee a1 U faad!.

wiFA geacde Ud SSAGIS e

T3 hTa! hIcs AHThaTS SN o 31U U TSI &ad. d G-al SiHSTS SereR d 3Td =1

1. Data Download (T gr8+@1g) — Download data from Devices (SUSRUIA ST SI3ABIS
) TR Teresep .

2. Device (3Ueheur) WTch IUehT fAdsT.

3. dr&@r Haer: Today (81<1), Yesterday (&1), Last 7 days (71& 7 faawr), This month (g7
\fg=), fdhar From (urg) S1fot To (Tid) Te . Jrat Tahl dest 90 feadiudid Se-aig o 3Tehdl.

4. Add to attendance automatically (3Tatamyg geRid Siter) @i ar, fhar ameft oa
JUTHUATHTS] o &G .

5. Download punches (4T S39®I8 &) R faweh el
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A Al Branches F 2 S
Punches added to attendance

P o Time & Loave Data Download Reparts Payrotl Accoss Contral  Account Hetp b Suppert
ard Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & 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
Lo !“i!‘ o * Onding From Te

B 0Oc22 20 B 0e22, 2026
Add to antendance autematically [ @]

@ 0logsimported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Empioyes Dt
A oy Oct 22, 2026 soseM  rege ot thack-in

WN=N ST wISe ST AT

Wi SIFSIET SIS 3Thd A9, ATET Ud ST USB = Terquld oher SATfOT at S1Td ohel.

1. Data Download — Import Biometric Machine Logs (SRiA{ges F3fiF BT -—ITd &eT) R
farosep .

2. Select Machine Log File (53f9 &7 wige Fasr) @iet G5 (.txt, .csv fohar .tsv) Fast smfor
Upload & Preview Logs (31T 311 T 10T Yaiaeich UgT) o ferben ohal.

3. Ydiaeieh- durdr. Mapped (S[@ad) aTukehd hHariRl Sdee 38did; Unmapped (7
S[B3eh) ATUReRdT ID S hIUM3Mig! SScses ATald.

4, g1 prBEdETS! golkl Al g At From date (geardi akia) afol To date (3taes
aRIE) Te .

5. Confirm & Import Attendance (T3t &7 30T oidt STRITA heT) AR T el

@ 3TTa3aeh: Data Download 3701 #3fi BT STTATd R0l § UiTd STgdTesid HIT 37Tgd, St @ieedT
3R Blch 3 3ehdld. H3MH SIEUl, aTuRehd [¥eh S0t STfOT F1gUft Udch Wh-aR TT3d.
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2y Eodt e awT

A 99 W

araAfee 73 SnfoY Hiarse Sfundies | o vehra Uster Adrd. fay wTRIgdT et faad durean, g9
TSR el HTTOT ehl & il

3rerdT fea weht FsRd Ugr

ga=T Dashboard (S31€1E) a7 31TST SivT goR, TRgw} SMfOT 32T 818 o fdad. Recent Punches
(Sresichslss Ud) Hed Udeh deh-3 giard fadd, 0T IRRT Jum=iar oI 3. ARRIER HEEE 4
P IS o faTad,

Tqui It Time & Leave (da 3101 7&17) — Attendance Process (g1 Ufehar) R faseh el

Attendance UsT fohee ot

Attendance (85XI) OST 3ToTT fegdmer Iusd. adl s (Present g5k, Absent TRgoR, Late
3f3RT, ON leave ISeR) THUT TAT GRATAT. Therd o Bich SRIGUIATHTS HeR feresen ol

T R fheesd g9 99 3rgdTd:

fheex d I gREad

All (Td) / Present / Late / Absent oA FIdEaR wrart
Pending (Y&feq) JHAT HSAT aTe UTguiR ug
Approved (HSR) T omeflT wSR dhos Uua

GPS punches (GPS 1a) Thad A8 ST Bichadg thovds Ud
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@ All Branches

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

FHARY fohar AT hisTaeht Rasvarardt Filters (fthee) @R faase &1, A Apply (&1 1) R faasah
. Uah 3T UTgUATHTS! aveAT Ugidies All Branches (Td 311RaT) aToRT. Ueh el aneoardral Search
by name or ID... (A1a fdhar ID = 3nter) araR, 0T A7l 8!8 exuarardt Export (Jadie) araw.

Attendance Details (ST duzfies) Susvarard! slviams! 3ieiasics Staara RgreR fade e
Ah-3 JTI0T Ach-IMSCTAT BT, ATURG S IUHUT fehall Sichar, fBiue snfoy arg, snfor Aieee daard
g el

S M TGAT W BT ftheex Yo faqargzar #affed sradt. dquf afgHr, avf fhar @
Rasaor arerad v Wi Sgdis S@T W BITd!.

U HJR T

1. Filters =R fayep o<1, Quick Select (s7eue Aas) @St This Month (81 afg=n) Rasr, snfor
Apply TR fasa .

2. Pending @R faseh &,

3. 3Nda<ie Review (TUrT) @R fadseh &, AT, Bichar= SMfOT thie! quTdT.

4. Approve (FSR o) @R fareseh ohxl, Sk @il &l U AT RUATATS! Reject (AThRT) R fadeh el
3oy eigerTd SRt &
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£ Attendance Details
g Neha Joshi
Emplayes I0: 5T-0008 Sat

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

ol 9-“:,,,‘%;5_! Q

ol Bagh Markat
S woleopit @
+ migeket of bagh

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

< $56AM In Samiung Gatay A

[+ 8:07 PM Out Samaueg Gitary A4

Close

AfaSHT UT-3H13€ o

vl 4I-3113e HaesT AR IR a19 JeTdT Ad A1 1d. dos Wk SiiEl.

1. a g e, srr=ara A1 3nem 3for at sisiar fdaw A9«aTd Filters = shrarash O .

2. 1 3dleriss Ufe fawgrer (Edit, Turfea &) faose oer. Update Manual Attendance
(F=g37e ot STEITad heT) TS,

3. Punch Out Time (UT-373cd! des) TT . I+ AR IHds! BH e TedrT Next day
(g1 faaa) fees e

4. Update Attendance (85I SERITad 1) R fareseh ohel. 31T AT HisTes STTdTd.
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date *
1 Oct 1z, 2026

Punch In Time *

.
dg: Missing punches (33 Ua) caned Ioh-g 3T UUT Ah-3113e el (fohar Ioe) sz gafdt ardt

3d. Add missing check-out (83T I-3113e ST18T) R farsdh dheT, I3 1T, 31101 Save
attendance (g5I< @ 1) &R faeh el

N

g1dH goi¥l siieT (Manual Punch)

TEIE et AT U s 3lchos] TR degT @ aTa’l, Sereone gree fefSieear sraarr.

1. Add Manual Attendance (737 gsi¥l SiteT) @R fabeh ol (fohat Time & Leave — Manual
Punch (737 1d)). Single Punch (T va) fAagde &

2. Employee (#¥a), Date (aii@) snfor Shift (Froe) Fasr.
3. Punch In Time (dg-s=<ft des) 311foY ATetd 3r@eat@ Punch Out Time %R

4. Status (=) Aast: Present, Absent, Half Day (37af fdaw) fhar Leave (I511). Absent fdhar
Leave 9rdt 4T ST ATEId.

5. &d 3geard Remark (3R7) ST, S11for Submit Attendance (85I 9affie @) @R fareh el

3k Slchid YeheH gotdl Aledr (Bulk Manual Punch)
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1. Time & Leave — Bulk Manual Punch (Tesf3d #-g37es Ur) @R fereseh o, feha A=g3ies goldt
GHEAE Bulk Manual Punch @R SGar.

2. Select Employees (HHaR! MagT) @Te! Ucie e fieah ae, fohar Select All (¥4 fAaeTr) )
farsap .

3. Date, Punch In Time 3110l Status ¢ &1, Udh e Wdw! RIde araRuarErdt Shift 8
Auto / Profile Default (3dt3my / Uihss f2thice) @R &aT.

4. gRi gurdr, Fd? Record Bulk Punch (Tafd d=r Figar) ar faees .

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

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

Heha Josni
N $1-0008

Rafadiezor fasiqar seR &1

HHTRY 37T fhdT deeaed, UAeT ShIH hosedT dedT S0 hRUMHE, Wdrd Ud goed Hudrd! fadl s
Mchdrd.

1. Time & Leave — Regularization (FMafadieror) @ fase &, fohar Attendance 99ails
Regularization <& 3921, A= aTe Urgd SIEdMT Soer idt 9w fiad.

2. HIRIdST dosT SATOT ShRUT JUTdT.

3. Approve fdhar Reject R faseh Te1. 3 [A-cT ToheH BTATRUATHTS! T fedh ot MTfoT Fatarst
g fohar arawT.
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Tl HoR hedTer hHATATI! golkl it AT e IBIaR SERIEd 8id.

Q0 Search featunes. AL

Dashbosrd  Devica Sotup Grganization Tima & Loavo -

@ » Dastboard - Time & Leave

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

Attendance

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

3 Atendance @ Missing punches B My corrections

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

Py Absans
9 19 2( u e
Chacied in todey Mot chechs
Dates: 011, 2026 -Oct 1, 2026 % ) Resat
Oet1=-0et 31,2026 122
Eiphopae Date
i R oet 18, 2026
L ek 0ct 18, 2026
% 2:'-‘::0':;"" Oct 18, 2026
" Rt Oct 18, 2026
) ;‘:h:;::w Ot 18, 2026
i ::‘[gniuun Qct 18, 2026
. i rlbond 0c1 18, 2026

Data Download

Reparts

AN Present

Status

@ Presant

@ Presant

B Presart

@ Present

@ Present

B Al Branches -
Payrosl Accass Control  Account
3 Refresn
Latn On laave
a 7 s @ [+
Afiar thah st tme Aecrnad save raday
Late. Absewt Al Pending  Approved  © GPS punches 55 T Fiters @ 0 Map view & Export
Chack in / out Punczusity Mgars
4 9126 AM Litn @--
] 0B AM ¥ On tme. (-EE
#] B:07 AM On timsg e
4 9:03 AM On time T
41 03 AM | B0PS O b ®--
=1 9:00 AM On tire @
1 9:00 AM On b @--
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gﬁ%m,mﬁﬁmanﬁrw

T3 TSI HTOT GIedT 3dches Wi

T SMTAFAh: 35T AR 0T AT WIHAT W-1eR Bich Y 3ehdld. AR gy fadd e,
geaTAT fehd! 1ot w=ard! Billing & Plan (fafeiT aftt w+) ugr.

TSI Ueh R 33T

Casual (&sgare), Sick (3sTRYvT), Earned (31fSid) sfot Maternity (I 35T ga=amEndt smefta
e hosedT SIGdTd. T GuUTfad ol fehal Wd=aT STisl.

1. Organization (¥=1) — Define Leave (ST 33aT) &R faweh &el. Leave types (3572 U&R)
141 Udeh UhRTET g, auidie fdad, 7 aTiReedn foadid R gid, il ATt el SHTd 1 8
fead.

2. Add Leave Type (ISHT TR S18T) &R faeseh e,

3. A ¥R

afér d F IR

Name (A1) 311for Code (his) 3argeume "Compensatory Off" ffot "CO". gl 3Tazdh
3Ted.

Days per year (aufdis ) YAk HHATATST auid fohelt fdawy fAesard.

Carry forward unused days (7 IR fGad TG 7 Bdae feaw Jewt auf S1dId. §q: aufr Aadl d 3§

e =) ghara.

Needs approval (A5 siazaeh) 1 T fasieht Raifén Hasr fohar HR 3 #sR et SrTd.

Colour (3) ThosR ST ST Soter fegar.
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4. Add Leave Type <R faeh el

Add Leave Type

Haw many doys s1aff get

nanded,

Name o
Compensatory Off co

Days por year

00000000 -

* Compentatory OFf

UhR IaudTaTs! fohal shieuarard! Ima siieiakis Edit (Turfed o) fohar Delete (gear) arox.

TSI F3leheh auTET (Leave Opening Entry)

1. Time & Leave (3 370 %&iT) — Leave Opening Entry (IS URI¥e i) @R fameh &,

2. Uk HHARI 0T ToiT UhRETS! greTat Allowed (fRieTdies), Used (ararases) Sfor Left
(Riewen) fdaw, aga Total left (Tgur Ricsa) T,

3. R grdiehs 3t ay Fge, fohar ot TR, 3T, fawnT fdhar S aR fthee &1, 29
BB HUIIITST EXport (TeRIUIC) aR facsah el
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4@ Al Branches

% TR
Grganization Time & Loavo Data Download Reparts Payra Accoss Contral  Account Holp & Suppert
ard Lewve Opening Eniry

3 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Rirview biting

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 -~ D All Departments ~ &, AllEmployees -
Leave balances @
® Casual Leave ® Sick Leave ® Eamed Leave ® Masermity Leave ® Compersatory Off

Employ d Uses i] 1 ket Alowed Used 1

prectyedt 12 1z 12 1z 15 15 90 50 & 6 135

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

Sfmlu_l_’a.t_-!._ i 12 a 12 12 ¢ 12 15 } 15 a0 90 ] o ] 138

!:".'".".s.":f.'?‘": . 12 12 12 12 15 o 15 20 20 6 8 135

an:m" Saction - Noi 12 o i1z 1z Y 1z 15 o 15 20 < 0 6 [+] & 135

foaginotind 12 12 12 12 15 15 90 50 6 & 138

e, o Tacrcrsar: Herd 12 a 12 12 0 12 15 0 15 a0 E & o & 135

O 12 1 n 12 12 y 15 0 15 20 50 & 0 & 134

FHAR] FSHITS) 3151 AT hedid

HHART AT WA $HSG S0 gradsH, daar https://attendance.staffkhata.com @ fehar
Staff Khata 3fuded (Leave <) 918 34 ohiard. d Apply Leave (ISardt 315t &) IuedTd, Uh
TSI hRT! fRlethen UTgdId, UehR 31T0Y drear Rasdrd, Rt fofgard enfor ursadrd. &amiar fa=dt

HoRit are urgd.

HHATITAT a1 TSIT 31T Al

HIoft STSTRY ST WhiFeR chaddd fehaT 3TT aTuRd AT8! degT & Suaft u=d.

1. Time & Leave — Leave Application (3T 315i) @R faciah el
2. Apply leave (IS 375 1) IR ooy el

3. Employee (#¥Fart) fAaer, AR Leave type (3541 UhR). Tdd UhRRNR Rlewe fdad
SCICH

4. One day (ua feaw), Half a day (sref faad) fdhar Several days (3@ faaw) fAasr, snfor
dRIE fohar arar fRasr.

5. Reason (&R fosgl. Also notify (TTHTe! Shosan) @ies! JH! hadad Sieh fHag 3Tehdl.
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6. Apply leave IR fFsseh .

B 26 0c1 2026
Nty Manbers <o

Search & seloct members...

Masson
Famity function o Jpur

1. Time & Leave — Leave Application @= {3 @31, Leave requests (35T fla<ar) Pending
(vssfaa) ar Sg=d.

2. faAdieie Review (dumdr) @R fases ohel. ITAT UehR, AR, fGaw SMfoT ShROT dUTT.

3. Approve (FSR &) fohar Reject (AThRT) <R fareseh o, SR @it .
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Approved (F5[R), Rejected (ArpRaen) for All (T) Semed sfagm Tgdl. fa-dear qufRiargd gt

Fazg vt 9gq 3rehd.

AT G e

T hoyseer faddTd HfUl gSRiT STgdTeid araRedT SIdTd. godTd hRugrl did SToha JN wgurst
FLEIRICIRCIRICE

Wssficaey smard o

1.

2.

Organization — Define Holiday (&I a3ar) &R faseh e
Import (3Td ) R fFah .

Need A Template (S/ec g4 3iTg) Wies! AHAT B3 w18 HugrErsl CSV féhar Excel <R fasa
. AT dIH hlsH 31ddTd: Holiday Name (gga A1@), Type (9eR: Full Day fésar Half Day)
3o Date (A’@, DD-MM-YYYY).

Y IRT, AR B SIaaHed 31T T fhdT ST38T hRugITS! fardsep e, 2 MB Tdid=ar CSV, XLS affor
XLSX Hhise dTerdld.

Import &R fF3e 1. JoeaT Td GegdT YohaH S8l SIdTd.
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Uk el Sitet
1. Define Holiday a% Add Holiday (gg! SiieT) ar faseh e

2. Name (9m@) «71, Date (drt@) fAaer, sifor Full day (quf fdewr) féhar Half day (sraf feeaw)
fAast. Description (o) Bfe e,

3. Add Holiday @ fase .

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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I1d} urgvaTaTdt Upcoming (3mmt), Past (Arftes) smfor All &5 aroRT, Sfot g shruardard siicdiasiss
Edit fhat Delete arax.
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1
TR, AT enfoy Sfser=

T TR 3G W

Staff Khata gsi<l, TSiT, gegar Mfol e Ahaes U TR AlSTd, AT Jrelal Sesfted! IRe

S AHTGFh: WIRTHIS! WIR FHIAE 38G6] d3ech - 1Tdl. Payroll (TR) A Bid b,
e WAdre! Billing & Plan (fSfesT sifol ws-1) gt

IR dsh 101 denfaes hurd) de

81 TS udeh WIR UfehdasT S gldrd.

1. Organization (F®i1) = Company (U= R fabes &1, FdR Payroll & Tax (TR 10T &)
¢ JUEl.

2. Salary Cycle Period (IR =iehra shicsraet) @ieht Period Start Day (gzardi=m faad) amfor
Period End Day (3acar faw) ¥e . "Afg—aran siaean idag” ardt siaedn idad o[ 0 +R1.

3. Statutory Deductions & Contributions (d&1fAe surdt 3ol FTE) @il JRIHT BT
IS T TG el

4. Save Changes (3G 9 &) ) oo el
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7 Autopay Is nactive. Set up sutopay of choose a one-lime subseription payment.

Company Settings
Manage your company pieforences, attendance rules, payroll, and policies.

@ Company Profile

o plciiico SR

PERIOD START DAY

@ Payroll & Tax

@ Locakization

£ My Profile

E5l {Employee State insurance)
Enable E5) contributions for sligible saiary Baackeds.
PF (Provident Fund)

Gratuity Liability

PF CONTRIBUTION %

12

- Financial Year Dafinition

afén

ESI (Employee State Insurance)
(erHamY 3T fom)

PF (Provident Fund) (wfass fafg
fAeft)

Gratuity Liability (=gl aii@)

Financial Year Start / End (3mfefes
gyt goard [ 3tee)

QIR AT o¥dT

@ Al Branches A o ADMOISTRATOR
Report cass Control  Account Holp & Support
Rirview bifing
D Reset

date

PERIOD END DAY ¢ o

0
gy
£51 CONTRIBUTION %
% 278 %

ou have unsaved changes iscard

& Save Changes

d FI FA

T GRIETST ESI aie™ Siisd. &) ESI Contribution % (ESI ITE %)
e T h.

EPF @hUTd 31107 ATGehTd §HE IHTGH Siisd. &X PF Contribution % (PF
AT %) Hed Ye T, FIEROT 12,

anfefen SrgaraiaTd! aTuRS SO oy,

TR ITSAuATYe Ydeh hHATT TR 91 30! 3Ta3dh 3Tg.

1. Payroll - Salary Management (TR a®IT0H) @R faaidh ahil. T HHAR! AT deh, HHATS,
HuTdt, fAage TR snfoy arftfer CTC g faat.
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2. HHATITAT iSailes HuTaH fa=gTer faesen o, fehar A= egeritardt Assign Salary Structure
(IR AT 32aT) &R feresep ol

3. Payroll Cycle (%R @rh: Monthly Cycle #1fdes fahar Weekly Cycle Treifgen) smfor Salary
Type (TTRTET UehRR: Fixed 31dia, Variable sgadr fdhar Commission Based &ffzHaR
ameniva) Aast.

4. Earnings (HTs) _T: Basic Salary (& 9R), HRA, Conveyance (Yard =), Medical
Allowance (derehiar 97=1) 31fot Other Allowance (3dR 9=T).

5. Deductions (sUrdt) oRT, ST PF, ESI 3Mfot Professional Tax (a9 &x). ESI Uehs fehal i1
SrEgadT 4d.

6. HHATATHT ATAT ATk I ¢ hu-! fadrar 3 ared 3 ¥edr™ Show CTC in Payslip (dfsumed
CTC gran) feeh .

7. Save Salary Structure (TR -1 9 &) (fhat Update Salary Structure (TR @A
3TEITAd ahvl)) IR fardeh .

J¥e! 218U &edT 99 desr3ft Total Earnings (T&UT &ATs), Total Deductions (TgUT hurdl), Net
Take-Home (81dTd U=t TiTR) 81for Annual CTC (a1ftfer CTC) fewdrd.

4 Edit Salary Structure — Rahul Verma

¥37,998 456,000 1y

&a: gl 81 ®BiH Organization — Employee List (ARt ardl) AYAg! Iug 3ehdl: SHHm=ar
3itestaT A+ 3ueT A0l Assign / View Salary (WTR a3 / UgT) &R faesen ol
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AfA IR AT3dT

1. Payroll = Run Payroll (7R d1ear) <R faseh e
2. & IR "igHT 3for a¥ [Ager.

3. Bulk Generate (Tahf3d daR &) &R fabes a1, Department (fawm) fAaer, afgar sifor adf
qurdT, 31T Generate Bulk Payroll (TeREd TR dOR 1) @R faohah ohel. T [AWTTRITST 89
.

Bulk Generate Department Payroll

thard QehTd il TR quarrét Add Payroll (TR STteT) &R fasep &t 31ftt st Aas.

Ydeh WIRMNe AT feed, feumt (LOP) faad, drtdrigeh gecaT, ecan ol Wit TSt
qTguaTaTdt More Columns (STTURdT hichH) @R faeh ol
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Admin ’
& ADMURSTRATOR

Liare Q0 Soarch featunos neK Al Branchas
ﬁIH-’\U\ @
Dashboard  Device Sotup

Grganization Time & Loave Data Download - Reports Payrofl - Access Control  Account Halp & Support

Dasrboard © Run Payrol
() Autopay I8 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirview bifing
ployee Payroll 3 Refresh & Expon T Filers A Bulk Gonerate m
GeEnorate, reviow, odit, and setfle monthly payralls, attendance allowances, and statutary disbursemants

Total ot Payrol s Statutory Decustions
(=] Ed
¥1,28,200 ¥16,800
—
Employee Payroll Records & — Less Coluning September ~ 2028 v {1 Search employees by name
- EMP NET " = . PAID UNPAID WEEKLY BAsic OTHER  TOTAL #F PROF.  TOTAL
EMPLOYEE B e STATUS  ATTEND.  LOF  HOLIDAY e it i T HAA CONVEYANCE  MEDI Airaw ke sy, B8 R el
Pociel i #az,160 } UNSETTLED 2 o ° ] ° s ¥2000  PBEOD  PLOOO r1.280 1,350 r3so00 tae40 M0 T00 TR840
Imaan Shaikh T2
# a0 ©20,352.33 O UNSETTLED £ 1 ° a a 6 TLacoD PG00 ¥1600 11,250 vss0 3000 TLEED M0 T200  C3046.67
Sunita Pati T-
e & ey THAene? @ UNSETTLED s 03 0 0 o [ HO6000  PO40D #1000 rL50 t750 26,000 TLe: % w20 TL5S333
At Kumar -
e 3;02 21,190 & UNSETTLED. 2 o ° o o s TL4600  P5800  PLE00 v1.250 w550 223,060 TLEED %0 ®200  SLES0
ke 3;.01 LR @ UNSETTLED £ 3 ° o 0 % § T tosor  tigod 71,250 T1550 8,000 AR T T00 TOA0

GO T IO Bees hal

QETGT 3The] IGHUIATITS! HHATIT TR 3fies HaTfad 1. Edit Monthly Payroll (A8
TR UTfed &) ged, d 3us Sauarardt Save Draft (310 g &) o, fohar 0 feamar Settle
& Save (Tcc T 3101 Teg o) @R farchep hel.

3k TR fQches U ATch hRugTETd! 3ites! feah et 3rifut Settle Selected (Rasas dew )
R ferbeh .

HfgT Excel fehar PDF %A 8137018 ehruardrdt Export (TeRIUIE) arum.

ufa ugr 3oy SeAaIE T

FHATITAT 3Msiaies Payslip (Ae) aR fasseh aher. Uftesuer gHam ST, goikiaT 9RI3T, TS, huTd!,
SO ufage, Snfol Mege TR srerdt fewat. siiftha da5t eivor & @I 2res 28l fewa: &e AT,
BIR STTUT 0T TRUMER STSe! hurd.

ot Teg swuarErdt Download PDF (PDF S89a1E ahel) ar, fchat Print (fie) @R facser aher. CTC fegmar
&t a1l & Masvarardt Show Annual CTC (arftfes CTC gr@ar) / Hide Annual CTC (arftfes CTC
SYdT) drux.
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@ Al Branches & Growin [1S'daye et L |y P
Holp & Suppert

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

Generated

Sharma Textiles Put Ltd Rahul Verma
30 2 o 3 (] (]
llllllllllll Y Slandaed Office Palicy L
~* EARNINGS = DEDUCTIONS
FR00000  PF (Employ T2,580.00
9,600.00 F pdoyed) (Ex 0.00
1,600.00 E r0.00
1,250.00 E Empioy 0.00
¥1.550.00 E Empie Ex e ¥0.00
000 Prof $200.00
Totsl Eamnéngs T38,000.00 i D » 3,800.00
Total Decuctons 76,880.00
o Annual Cost ta Company {CTC) 4.56,000.00

¥31,120.00

DI FGedT hHAAT My Payslips (A12a1 Ufteu) @rel i W ity faard. adart
Heth-afed g,

e snfor ufaggdt

TR 3= Aledr

1. Payroll = Add Advance (3feE@T ST TR faseh el

2. Employee (@#arl) fAae1, Amount (3&hH) 371f01 Reason [/ Description (hRUT / gui) o=,
3rrfor Month (afg=) @ Year (av) fRasr.

3. Save Advance (3@ Jg o) R oo .
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& Add Salary Advance

Racerd an mployee s3liry vance of lan ditbursement

ufageT =igar
1. Payroll - Add Reimbursement (9fagdf siter) R feren e
2. HHARY [Raer, e, BRI, AfRHT S ay R

3. Supporting Document / Bill (3R g&adast / fds) @it fas SitsT (PDF, JPG, PNG fohar
DOC, 2 MB 9q). {5 3azae o1s.

4. Submit Claim (gTaT 9affe &) @R fadeh H.

HHAR! AlG56 A UTdadid d 8% U s 10T grar urguarardt Payroll - Advances &
Reimbursements (3 3101 gfaydl) Suer. Aig 3ug ot Approve (HSR &) féhar Reject
(ATRRT) T, R T feearer Settle Request (fa<idt T 1) 1. PDF %UH S1¥AGIE ohdl U=
gfaydl f5uardt Generate Slip (/50 TR &) &R forases e

Weekly Pay Process (9rifaes TR ufehar)

JETSATHT WIR ABUM=AT HHATATS!, TR Ta-d i Payroll Cycle g Weekly Cycle a? e &,
o 89 pHART 3 fegdra.
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. Payroll - Weekly Pay Process @R faciah ol
< ILCE RECE

. Uohl RHATATATS! Generate Weekly (dTedTigeh daR 1) <R, fohar dgof fawmmardt Bulk
Department (Tarf3d fawm) — Run Bulk Process (Taf3d Ufehar arean) @R faseh ol

. PDF 3137018 arua™rdY, Print axuarard) fahar srrem=areT Send Email (39 graar) sheuarardt
Weekly Payslip (arwdifaes tfesy) et

. 00 RS st feeh oher a11foT Settle Selected @R facbeh ohel.
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;ﬁﬂ%aigamanﬁrwrﬂﬁw

A 99 W

Staff Khata #e2 3TIST<AT goiRIugA FARieres ARTdTd &1 denfeh Sergdd drader Sied srgdre 3ied.
Ui 3gdTe ftheex ohdT Adt, Hicard! aur 3fte wgu urgar dat, Sifol Taadic hear dar.

.

- 3Ta3geh: Daily (3fh) 31816 U WHar aradt. Weekly, Monthly 31foT Yearly sigdrs,
Attendance Calendar, Al Analysis 37101 3R dUlGAR EATHHTS U HgaTS HHASHT H3[eeh Wi
BNTAL. Government Reports T TRg! SATAT. GeaTAT WwAdré! Billing & Plan (fSfelT sfor @A)
Ugl.

L

3IgTes T

1. Reports (318d1s) — All reports (99 3718d1e) &R faeh . JRTST 1l STUH SId 3T
IR 378ATe TTeid Higehe 3iTad: &b SN0 daALIaR, goikl, dosar awT, faziy fiaw, &9,
TS, JUHUT HTOT SUTe.

2. e} HH HRuATITS 3N diagued a8y . 3aTgrund, IERT Avaraesd Td JgdTs Urguardard
late 213U .

B Al Branches

Agmin ?
& ADMOISTRATER

Repons v Payros Access Comml  Account Hatp & Support

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

gy Daly repon > g Wesly repont » g Memnly summary

Parformance, in-out, datalls and department views for ong day of @ range = Week-by-week attendance and howrs Month performance sheet, in-cut and totals per employee
W Youry repont » 8 Attendance calendar
Tweive-monin atlengance mairix and irencs Each employes’s month as 3 calendar grig

Attendance
W s A 1, and whan

Attendance lo Preent | absent ) Lute comers
@ ? 57 Rl @

Dataied punch-in and punch-aut reconts Pt and absant srployeis for & paviod ste arrivats with b
2 Overtime 3 Manual attendance
O Giiorwng vaiin pis shiblaioe B0 Eiielns waion o covcnid v i

Time issues
Exceptions worth following up

[ Leteaiais [y Early departures o Luedeaty
Arivats aftar shift stant Ledving bafors $hift end Both late in and ooy
s Mis nehes » Al n-out [multi-punch)
Special days & performance
Halidays, weakly offs and absence pattems
s Presenton holiday » 8 Present on weekly off 3 m Dadly time recond summasy
il Artendance on comparry holidays Anendance on weekly off days — Werk dan abganced, |ate counts o
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afe srgare

1. Reports — Daily (3fAes) &R fases e

2. 3rgarer UaR AasT (Iergeone Performance (sMf<Y), Late Arrival (3f2k1311), Absent
(RgsR) fehar Missing Punch (Jfg@at 1a)), aRia, SM1f0T shlormar A3l sherdr: 3T, faum,

g™ fohat dafaies g,

3. View Report (3781 UgT) o) fameh &,

IECASICES

Qe feaw AT fohat 4e Suamandt aRE3ITRY S107 aTuw.,
foheer sruarardt All (Td), Present (g5R), Late (3f3R1) fhar Absent @R faoe .

JHAT U A1d, R, 310 Udes hHar=ard! ugrt I, SITuATd! ded d AT ard boedT
ficard) aarR Aisvfiardt Sheet (3fie) @R fadser o, tRd STTUaTETS! Table (29) @R fadses .

AR 9 STl &R STdIhste SIU-SI3HYA TSI UhR Sl

aliRenunve Q Soarch featuros

@ All Branches

& too o Adimin
4 Growtn a5yt [RARREE Wb R

Da Devica Sotup Organization ime & Loave Data Download -  Reports ~  Payrofl - Access Control  Account Halg
@ board esult
5 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Rirview biing
Performance & Change filters o Refrosn ﬂ;vau B sheet
Daty attondance repoet
~+ Performance < | Fi,0ct15,2028 >
[ DAILY PERFORMANCE REPORT AN Prosent  Late  Absent 5 s @ | & Expont
Peciod: 18 0ct 2026
DAILY PERFORMANCE REPORT (16/10/2022) Moescel & eoe  [EEECEN
1 e Showing 1-9 of B records 5 v
o Expandshest = Fitwidth  W00% @ 100% @
Sharma Textiles Pvt Ltd
Froport Date : MITOEIGHE DAILY PERFORMANCE REPORT Brint Date : 1012026
Totst Recants: B [—— Lat rov
Empiayee Snin o Work Lo | Ewry Device | Device
SMs. | Emp.Code e Oapartment Oosignation | s | s | T | mTee | S0 o o | o o | S | OO shr
ADM- Uritnown
i A8 hciminy i admn o5 | #ocam | evoem | goaam | eoaem [ ohois | ooo: poesent | BES-01 | mSSe01
2| stoon Ratut Varms | Producton ariores | 65 | eooam | sooem | wssam | sorem [ onoes | coos prosent | BS501 | RSS-01
3 | stoeez FECT W [— empioroe | 65 | socam | corm | so1am | eserm | encsa [ ooes oeseet | RES-01 | RES-01
4 | 510000 Suniza Pat Production amgioes | G5 | GO0AM | S00PM | 850AM | 620PM | Ohds | 0024 procent | ®55-01 | Rss-01
s | 510004 Irean Shakh | Praduction amgioee | G5 | S0CAM | B:00PM | 848AM | G07PM | Shise | oo1s poesent | RSS-01 | RSS-01
5 | sreens Posga ax Fragucten empayes | o5 | sooam [ sooem [ soram [ saeem [ encem aam [ oreens [ mss-01 | mss-m0
7 | sro00e KavitaRas Husan Resurces. emgiopee | 03 | S00AM | S00PM - Avse | RSS-01 | Rss-01
[r—
8 | sroo0? Mo benta | 108 amgioyee | 05 | s00Am | s0oem | Bs3aM | eorPm | enidm | ooas present | RES-01 | WES-01
9 | 510008 Neba Joshi Human fesources empioyes | 05 | S00AM | S00PM | 853AM | 604PM | On1lm | 0011 present | RSS-01 | RSS:01

gredrfeeh, A1fAen 3nfor arftfes srgars

& IRET ATa5dId: Hiaradt Raer, siumer Famesr exrEr d e, ot fthee SR .
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1. Reports = Monthly (7119) o= faasa .
2. #fg=1 Aast, st gares segen & s, snfor Apply Filter (ftheer SR o) R fases o,
3. T SU-SHY HgaTe dGal. IUANIT TgaTe:

Slgdies

Performance

Attendance With Status

(e gor)
Muster Book (H&X )
OT Summary (3fteg<ersH TRiT)

Leave Details (35T dusfis)

al T grEadt

TR feaw, fRawar.

YA FeirdT JigHT, Gl Goh .

e BRIcHNS TUR goll ISR,

Af=Tde sitegRersia d9.
Afg=ard gaae T .

s1Are Q S
i

fontrly  Result

@ Al Branches

5 Autopay is mactive. Set up sutopay of choose 8 cie-lime subseription payment. —— Reviewbish ing
Performance  Ghange filter £ Rafre: = Summor v B s
Monthiy attendance repart

~* Performance ¢ | Seplember 2028 >

Performance & Fitars © | & Epon

Perlo: et
Q e F I 142 ¥
@ veer. — @ DESID: Administration @ poucy: Standsrd Office Policy B MoNTH: 0:?!0‘!&
- - v o
TG e » ssoan
e - - 1] - ™
a T. Production @ oESiG: Superviser @ poucy: Standard Office Policy a8 Oct 2026
metons W e Nowet Ly Do [
7000 Wahe Vrma W ww ey o8
@ - o - " o s » " " " “ »
i . " ~ ne
[y e— s »
v . wi o ¥ e | -
+ - - - . - " - = - - - -

Attendance Calendar (g51¥ Shcv=R)
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AfeT s WEUTd UTguardarsl Reports — Attendance Calendar @R fabes el. Cards (@T1s),
Matrix (Hf¢erd) 3o Sheet g3aAE Fqw!, STT0T fHTT fohar SHHATATIER fthee? &hl. QT <hlor IRERT
37T, IV TRGoR gid fohar ahivft ToT gadht & foud.

Government Reports (SR&GR} 3igdre)

1. Reports = Government Reports R facieh .
2. RAT IR IGH]. AT FISALATE Udeh AR 3rermad gid.
3. YTGIg Teh foieer [Hasl.

AR LaK| FHRIGT

Muster Roll (7%= 33) Form 25 R sifafaad, 1948
Register of Adult Workers (tle srRid fGiwe) Form B hREM fafaH, 1948
Leave with Wages Register (Tad= o1 o) Form D FREM IfafaH, 1948
Register of Wages (a1 S%R) Form I dd+ ueH sifafaas, 1936
Register of Workmen (TR IfSieeR) Form XIII HATE! PR 3rfafaad, 1970
ESI Register (ESI 3fSieeR) Form 6 ESI srfafaam, 1948

Muster Roll 7 srroradlidis e faaran dvare aaT, IRgsi}, TSI 31101 Al e faadrd.
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_.u‘REHL]IME 0 Soarch featunes. LR @ Al Branches
]
Dashboard  Devico Setup -~ Qrganization Time &Loave -~  DataDownload -  Reponis  Payrofl - AccessConrol  Account
3 Aulopay is mactive, St up autopay of Choose & cna-time subscription payment, e —
Government [ Statutory Reports
Mandatory stanutory registers under Indian labour Liws — Factories Act 1948, Payment of Wages At 1936, Contract Labour Act 1970, and ES1 Act 1943
3 Muster Rol Form 25 -
a8 !_olumr Roll =
Form 25 Fa Craiy aftendance tegister with emp! it inout grid.
W EmpGede Name Dossgratian Oopartment o1 82 03 o4 o5 5 o7 s o 0 on e 1 14
y . _ B30 B47AM ; w02 057 s
1 ADMTYMULAGY  Admin sdmin W G we | woram S soram ssiam wo we 0 S n
2 810001 Rahid Verma Supbeniser Produttion i wo‘. vasam  wasam 5% ggoam  potam  wo woe B0 BS 45,
i i AM amM AM ? AM AM '
; [ 840 ’ o3 : 51 ;
3 sto002 AmaKumar  Machine Operator  Productisn B S owo ooeam  meaw U0 mseam  ewoam wo wo BH A ws0Am
" ; 48 o1 881 . BaS 904 .
1 sreo0n SiminaPui  Oualltylipae  Pioducsisa Ny R v vooam a0 woram waam wo we 500 TS saam
R . " o B3 - . = . 0N R .
5 sTo00e Imran Snakh  Maching Opecator  Pecdostion ooa BN we  seam sseam SR msaam wooam  wo we Tt W msoam
. e 2:36 Am L T R
[} 5T-0005 Pocia Nair Supendsor Production A A wo B56 AM EAT AM ™ =0T AM " } WO WO A A Late)
7 sT-o008 KiitaRas  HR Excutive Hran Resouces SO %% owo o omseam sosaw ST saeam  masam wo wo SO SH woiam
s5e vos 3 ; w57 pasAm . w50
8 ST-0007 Arjun Mehta 1T Support Information Technology AM A AN wo B56 AM B53AM AM Lated 9:05 AM WO wo AN SNAM 57 AM
58 03 ’ FMAM a7 omAM ’ woy  msz 3
@ sToocs Neha Jownl  HR Exscutive Human Resouces A owo EssaM it ort ey ssam wo wo SO S emam
19019 Rows| 50 v
Mesahept % Support 1917983077270 S Helplor +01 TOSSTO0840 () Emad wppon@staikiatacom,  © 2020 Stadf Knata  Afmndance

AI Analysis (AI fa=3yor)

= Refresn

B8 O, 2026

1% 18 1
B0 w02

M g TAM
04 Bi55  BE2
A A AM
858 0 849
AW AW AM
B85 BSS  BSE
A am AM
503 B48 804
An A AM
05 eO7 ma7
Am A AN
08 B4 ESE
am am AM
w0 &5 0
A A AM
40 BS3 B0
A Am AM

0 a  Admin
< o ADMDRSTRATOR

Holp & Suppert
Rirview biling

B Tavke B Sheet

B o6 2026 »

[

Expon

18 PooAL

BSGAM 13 2 O

S0IAM M 1 0

B07AM 1 2 0

820 AM
fLate)

S00AM 14 1 0

S03AM M 1 0

TETEN ShIBTaed hd Seehuvl fadd d Urguarard! Reports — Al Analysis @R faben o g goidt
%X, o SO TRgoR fdaw, IRRT A0t onftY Siicgeersy. @ Oian vmed Key findings (F& fAwe),
fGaaar ar¢, Attendance by department (fGmiHgra goik), 3ot Absences by day of week
(SrTaasaTAT fRaa IR TRESRT) 3.

aillBerinme

Q0 Search featunes. L

Dashboard  Device Setup Grganization Time & Leave Data Download

All reports

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

Attendance Leave Analysis

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

¢ Sep 2026 >
Attendance rate Fresont days
96% 205

# Key findings

@ Attendance is healthy st 06% of warking days.

Absences peak on Tuesday: 38% of all absences.

@ Punctuality ts goott: 93% of present days started on time.

% 45h a2m of overtime Ingged in this period.

@ Attendance by department

Low The dashad ing is the ovaral rate

@ Al Branchas
Roports ~  Payrodl - Access Control  Account
Ansent days Lown days Lato arrvais

Attendance rate over time

ha dashed bn

a0 average

3 et - Sep Septd

Sep

Wihese I dys weed

gt Septs " s 2t fep 34 E

& Rafresh

Overtme

45h 42m

el mgged

@ Presentees 208 @ Abseniess 8

£} Absences by day of week

® Abient @ On leave

Human

Technol..

2964
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( d1g: Al Analysis TSl JHAT W-HE IS ATRITIg! 0T JTa3AH 3Te.

gd¥ HgdIeh

All reports A d%! 8ol 3T 3T

dRET Aufiardl Late comers (32RT A0TR) 311for Present / absent (85 / RgoR).

Overtime (3NEISH; T W-HE HIgICTSH HAIIH).
g1 Sigdhe Ud durguararsl Manual attendance (F=J37a goi).

Leave report (3577 37gdTe), Device punches (3Uehur 4d) 3fol Easy access (1cue Ud3).

TS, fiie 3o SeR T

PIUTATG! SgdTaIar Export (TaIUIc) a faben ot 31foT Excel (.xIsx), PDF (.pdf) fohar Sheet
view / Print (3fic 331 / fiic) Ager. Sheet g3ard, 3fte=an adie Excel, PDF 30T Print sieut TRy,
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WhatsApp 3ics¢ 3i1for etz

A 99 W

37 7 IuEdTg! 3ferIad gl. Staff Khata greTat WhatsApp R goikl IRi3T UTaq 3Tehd, JHAT W=l
WhatsApp férar SMS @I ShHaT=ATT T3¢ U1 3Tehd, T R AU 3R] BT ehodg 3Tehd.

gad WhatsApp |RizT fAast
g A9 Staff Khata &g HIGHAT HaReR AdTd. o I14 HRUFTRIAN hiele! Ue Prd SITd ATgl.

1. Organization (¥®1) = Company (hu-T) o= fFaes &1, Fav Notifications (@) <& gl

2. WhatsApp Notifications (WhatsApp A1) @I JRIST 84 el HEST ITe el

afér T Bl fAed

Daily Attendance Summary (e goil IRiaT) RISt T 1 feaaran gsikiar WhatsApp @RI,
Monthly Attendance Summary (A1 goiit aRi3) CSV BIEaHT WReUTd ATfh golel 3TgdTd.
Device Health Alerts (3ua?ur fdt 3ra¢) FIAHTEH IUHRUT HThABTE SHTedTeR Ueh Aol

3. Save Changes (3G T &) IR faoseh del.
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Q Search features L

Dashboard  Devica Setup

Organization Time Data Download

Company

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

Company Settings

Manage your company petor

attendance rules, payroll, and policies.

@ Company Profile

a WhatsApp Notifications
# Employee codes = Manage sutomated sysiem aber
@ Anendance Ruies
& Journey Tracke Daity Attendance Summ;

M Payroll & Tax

© Locakzation Monthly Attendance Summary

L Notifications

& Duplicate employess

Account

£ My Profite

Integrations g« 3€ST

Ruparts

Payros

Accoss Control

Account

Admin v
@ Al Branches o ADMURSTRATER

Halp & Support

Rarvsw biting

D Reset

T W WA B UrsaudrErdt Account (@rd) — Integrations ($fclizr) o fade @,
Integrations & Webhooks Hub #¢& i quR Siigvar fegdrd: WhatsApp, SMS Gateway (SMS

Tied) 31fol Webhooks API (dagerd API). JwTe 8ed1 3i¥asediar Configure (HiFRHTR &) <R faraen

Q0 Search features

Dashboard  Device Setup Grganization Data Download

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

e Integrations & Webhooks Hub

Send attendance, leave and payroll events b your messaging, project and automation tools

AN 3

Communication 2 Automations & Custom APl 1

= Avaiiable

COMMUNICATION

WhatsApp

Ruparts

Payron

Accoss Comral  Agcount

Event Su

© 30

Available

4B Al Branches

MISTRATOR ~

Hetp & Support

Rview bifing
O Refresh € thnu:‘ﬂl Spoc
Secuity Prowncol

2] HMAC-SHA256 (6]

All3 Connected ©

FAvailatie 3 Q Sewth

Availaste

DEVELDPES & CUSTOM

Webhooks API
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g9 W1 WhatsApp Business &R aToRT

=13 Meta =T Cloud API @R WhatsApp Business @Td &ITd, Mot Meta A sirefta w5 v
A SHSE SHTAT.

|

1. WhatsApp @rEar Configure o) fae &1, Connection (S1stlt) &a Igedl.

2. g#dar Meta access token (Meta 3fag cleh) 310l Meta phone number ID (Meta %iF
&R ID) WRT. Meta thsic Bi AaR ID aTuRT, i HeR Wd: ATal.

3. Alert numbers (373¢ FeR) WIS ATGHT SC MBS 8 3TSS AASS HaR W17 (20 Ti4).

® WhatsApp Configuration
Mot Ciood APY - O swieds anabled
Cannection Event tem| plates Activity

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

Mets WhatsApp Cloud AP

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

Graph APl varsion

[ vI50 ]
Usa 3 supported version, for sxamgle 40,

e SSe AT T

1. Event templates (gcAid ¢ase) <d I9eT. Sdichs geAid! argl 3/@d: Check In (I&-34),
Check Out (I®-31m3e), Late Arrival (3ZRT130t), Missing Punch (g1 ), Leave
Application (35T 375i), Leave Approved (35T HsR), Leave Rejected (IS ATHSR) SMfor
Daily Summary (¢ arir).

2. Ueh geAr fRaer, 3ergeone Check In.
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. Approved template name (HSR ¢/aed A1d), Approved language code (HSR 91T <hlg,

S8 en_US fehar hi) smfot Exact approved template text (FSR SHaedr 31 HAoighy) ¥,
Meta 3 HSR hadT dHTd ek Ul hied.

. Variable mapping (@Ruas #fthr) @rdl ude eRuasnsd o wRRm d Haer, Igrgromd
Variable 1 918l employee name (&#am=are 91a) 31f0T Variable 2 I@1ét punch time (=it
de).

. Recipients (UTtdehd) fAasT s1for grgt craeie Meta 3ft S qurdes 3img Tt @it SHugrardt
gia feep e

. AT 1 UTedS Sse o UTgUATHTS! Preview message (385a gaiasic) R fasse . araof!
HUTTITS Test number (Irof FaR) 9=7 310 Send Test (Tm=roft ursar) &R faod o

. Enable event (g1 91q &) 16 e, FidR Save configuration (hIfRRTRa Teg &) R
foryep .

Checkin
Sethe appcoved messags

Approved template name
artendance_check_in
Approved language code
nUs
£2 1 language of the approved template, for éxample en_LUS o hi

Exactapproved emplate text

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

Leave Approved

Aig: had g fohal thad i8¢ U 3d™I, Missing Punch 73T Rite §uea=dr 30 e gaara
U1&ae! STidt. Daily Summary YR d399R T 10 arstdl Iredl 10T therd 31e3¢ eRaR ST,

Activity (fohaTerea) demed srcftehsles arauft Sfot ge-T A8, ol gA=aT Uiegrisx d wWihRe 6l
ITE! gTt gTe} erd.
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&a: "Accepted” (FhR) FUST Meta A AST WIGRS!. AT A4Sl Ulghacard! @t gid ATel. &l
UTaquaTgd! JAET Meta S3ra1s T,

SMS = 313< UTSdT

SMS Gateway dTd Ugdi= arad: Configure R fameh &, TGRSR Sisl, Ad) ge-id ¢iwme 9¢ el
Jgwl MSG91, Fast2SMS fehar gar Uiegraeedrd! Custom URL (%A URL) Adg 3rerdl. YRR SMS
918 gEAT DLT-HsR ¥R ID, Ufedt ID 31t Srucse HeTgr ST, FUH o JH-T UigiietehgH ddR &dl.

SR HIGEASRST TeHT UTSaT (eger)

HIvfl UT-39 hedTaR, ISHTS] 375 hedTeR 3ATG! Aol JHAT W=l USRI fdhaT iz  gaeT
HBIST 5o SHTH Sagerd aTurl.

1. Webhooks API &1ser Configure aR faseh e

2. gFar Webhook Target URL (dsiges @& URL) 1.

3. Event Subscriptions (geAT 9a&dT) We! UT&ar= ge-T e el

4. Siteufl auroarardt Test Ping (araoft ft) ar fases @, Far Save Configuration @R fase
G
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.. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa
it

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

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

ATTENDANCE

ATTENDANCE

> TestPing

JAh He-aR WIeR 3 d, AT df @WRIER Staff Khata shgd 3Teht 318 & JHd! [%eH quny 3rehd.
AT SEGURAT ITAT duziics Webhook API Spec (dageh API duzfies) @res! ficde.

Sttsuft erigquaraTdt &Y IgsT 3nfor Disconnect (St dtsn) &R faod &
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14

de1 31O HidTE @R FHARY dh-afgd

B9 HHART B TSS

FHARY SIS Tk HHATATST dear 310 Android g i0S dréea Staff Khata fuqed @a

Staff Khata @rd fAedd. o ST goikl TUY 3TehdTd, Yehld U GHET hds 3Tehdld, ISTHTS] 3ol hiw
3TehdTd ST ATYeT fEeST UTg 3TehdTd, TS JHTATRS ! T IdTd.

A MTAFIh: HHAR! B GIGHAT TH-eR Bich 31 3chd. GeaTAT w-ara! Billing & Plan (fsfos
3O w5+T) Tl

HHATIAT ST &
1. Organization (¥=m) —» Employee List (GHaRt a1at) @R farbe .

2. Add Employee (»HaRt SI18T) 3ISTRET dT0T 39T 310 Invite Employee (hHam=imeT SmHfEd
&) R fades o, fohat pHaT =TT AT 0 SN0 AiATSe HaRyg STisl. hHTR! Sisl o
AU T TET.

3. Q@R yds de fohar dde exvarard! siteian A+ 3usT sifol Update Password (/@S

IGAT) TR foFehep e

4, Q@ Staff Khata STqae- dethidg Ud-39 e qUuaTaTd! i A+ 39Sl 31ful Enable
Mobile Punch (HieTge U a1 o) &R farseh .

FHARI AT 7S 301 graas https://attendance.staffkhata.com @ fehar Staff Khata sfared

T 3 hedTd.

My Dashboard (A1 S314113)

HHART TT8 8 hedTax My Dashboard R Uighadt. TeR a1 Afg=ard &id a1, ST Ricwa, il S8
T 373N 1T (ST eSS Ua-3113e), SM0Y MaTaidd s fGeag fegard. Wied ¢ afg=ardie i

gl STTOT TS dUBfiaR gRaddrd.
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alllReaiime . Search fastunis . " m O w Mo
AMLICPLTING o BT

My Dashboard My Atiendance  ApplyLeave My Paysips My Profilo Help b Suppert

Gaood night, Neha! O Retresh
HR Executive - 2 Rem(s) neet At

118h 23m 112 2 22

..........

View detaas
Meeds your attention v This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-outs — 1 Days A Late o Leawe e P i
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18 YT
My Attendance = P W Lhve S i e
Cavaat Leave 17120 ihe
—
Total Howrs Sk Leave oi2e me
14:20:02 Eamed Leave 018G e
mmmmmm y Leave TR
Compensatery Of sisc Ee.
o ® a ® Pemaning 112 @ Uses 1

08:03 AM ohrs Active
e Tancat e

My Attendance (aTsft g<i¥t)

My Attendance T2 31TSTe AT, 8T STSAST, g1 Aig-T 310 ShivraTg! 3fegrersd fagal.

SATSSRA%S Ud-3+1 el

1. Punch In (49-39) &R fabe &7 (R IsTdiens fohar doter).
2. ST38R fd9Res degT hHRT SMTT0Y SlehaleT URar-il .

3. Gethl =1 3nfoy @ &,

U Ahl 0T Sichayg Oeg gidl. fegar=ar 3adt Punch Out (U43-313¢) <R e .

staffkhata.com/guide - 87/ 116



aillRercive Q soarch feaures. o [ oo IR

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.

AUNDKY ¢ °°L; = Clackeain Today's Hours. This Week B This Manth B Gvertime o
Total Howrs 14h 20m 9h 57m 128h 20m Oh 0Om
14:20:20 —— —_— G
00 OF B M sy targt 000 &5 M wey tagut 45 OF 18 H mersy Lsget
@ A
o0 AM At
Foncm perei] QUICK LINKS.
T S— R '
L] History @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Saitie tate Stats Check In { Eut Late Producton
NS 5 18 et 2026 » PRESENT ) 503 AM Gn Time @ ® 7
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
Ny £ 15 0ct 2026 = PRESENT On Time @ wiieN @ 7
NJ 14 0c1 2026 * PRESENT 0 Time @ 520 ® &
NJ £ 13 0ct 2026 * PRESENT On Time © sH20M @ y
NJ £ 12 0ct 2026 » PRESENT Om Tima @ snsoN @ &

sfagra uat

Attendance History (gSiar sfdg™) caned ude fAaard! arqt 3rad. UaaaT dedl, aTuRees SUheul
30T TRBIGR Blcha UrguvaraTd! fieadrmeris sieara RgreR fade .

Attendance Details

NJ
Heha doshi
sT-0004
PRESENT | | OH-TIME

taTE
T8 Oct 2026

CHECK
03 AM
Production Hours

PUNCH INFORMATION
@ S03IAM  OFFICE

0 Ssmung Gataxy A34
Warct Bagh, Now

VIJAY SALES
F o

Karcd Bagh
; Gallar market:
iy 7 i)

e

TF/10-0,0:5%

JehrdT U goed T
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1. 1 RRagreie dure iR faod &

2. Request Correction (g&iI< fa-dt) #ed Punch In Time (d9-3=<t de5) 371f0r Punch Out
Time (d9-3M3cdt dx) e &l

3. Reason (&Rur) fo5gT 3o Submit Request (@t araar) a fases e

=il A TSt greaTeRs Ad. AR ot Regularization (Fafdienon) Seer Urg srehdrd. ga-31mse
Tge faad Missing Punch Outs (J1fede dg-31m3e) Wrest fagard, sfor sifSiara va aaaen

fGaarardt Request Missing Attendance (1TgdhedT gorid! fawdt) ard=dr ad.

Apply Leave (FA1T8} 1<t )

Apply Leave @re! hHar=giT it 61T Riewd 10 g fa-dit f=dt flawd. @ Apply Leave R
fFa xard, Leave Type (351 UeR), dr@T (fdhar Half Day, st idad) fRasard, arur fesfgdra
STf0T AT HrdTd. gret AgHuHTor df H9R fehaT ATHSR .

My Payslips (aT1sam dfe)

My Payslips @1t sheart afgr snfor av fAagH kst Ude WIR, wHTS, SuTd! SO shrTan
fergiag urgal. g, HATS, FHuTd) MM srerdt Pedes wIRME Tyuf Ay Susvarars! View (UgT) @R
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fren aher, 3MfOT f PDF 38U SIS e,

aillBenunive O amrch T - o g Rewve
AMLICPLTING rrh
My O ty Atiendance  Apgity Loav aysips My Profil 4o

Hatp & Suppert

SToO0Y

% 3 My Dasnboard 5 Faysly
@ Payslip Details @ Hide Annual CTC | & Print
View and downlaad salary sip

PAYSLIP NO

ST PN-FO58
Month; Septamber 2026

Generated: 15 Dctster 2026

30 21 o 3 o e
Office Time Policy:  Standard Ofica Pl 1 1
ssssssss =+ DEDUCTIONS

24,000.00 FF ([Employes ¥2,880.00
R9G00.00  PF (Employe) (Exciuded v0.00
LT #0.00
02000 B8 iEmplay 0,00
1,550.00 ES4 (Empilomy (Exthuded) 0.00
000 Frofess al Tas *200.00
rrrrrrrrrrr ¥18,000.00 LOF Deo ¥2.800.00
nnnnnnnn 8,320.00
#D Annaal Cost ko Company (CTC] ¥4,56,000,00 1+

My Profile (AT} UihIs)

My Profile 7 dufaaes ATfgdt, BRfhdTaT sfagrr anfor Akt ATfRt Teprar f&epToft fdwd.

Staff Khata 3TqeR

Hiase 319 hHaT=IiT ard dfred T fa3mnd &

Mark Attendance (85I digar): Ieth! 30T Stchaag Ud-39 3101 Ud-37T3¢ il JATATITS!
AieTge Ud dg e, d ATdst 45 fadhe Realtime IrAfge Iuehvur araRdr.

Attendance (g5i%): Af3=ma thobse. dad) de uT O Y- Blchar Urguarard! feaarar ¢u
T, 30T d e Huarardt Request Regularisation (Fafidteomt fa-dt &) ar &u &

Leave (¥<): guf fdaw, srerf fdaw fohar arai= gofardt srsf e, anfor famdt feadt .
Payslip (3f%1): sivrdrg! Afg-T ggT 3ot Download PDF (PDF S3A®IE &) @R ¢4 el

Claims & Reimbursement (gre 31fo ufdydl): foerea wiet fchar PDF a8 sfeegr fohar @afen
graT uTadT. dt gHean Heiarét Advances & Reimbursements (3fsegr= 3nfor ufayd) #ea
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Ial.
Profile (M%1se): dufaaes SMfor Atep<rt ATfgd.

8:55 vi

< Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

& Checkscomplete & Locationaptional

General Shift
09:00 AMTo 06:00 PM

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

<] Punchin

&a: [Sen-thf=T 91 STy, HHAR! WA ST ST 3Td S 3Tae Ud s 3IchdTd.
gorr fAam enfor afifthy 334 enor ugT.
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Journey Tracker (37s-3i1)

WH: Journey Tracker 378-3i

Journey Tracker TR HTH HRUMAT FHATATATS! 31Tg: Aol ¥, feforedt, afgd i, wHaRt Staff
Khata A1E1Ee Siuer e fgu diqadid, Sft d §d 3Tad, $ Uide MU hRI W hal § Jrel a9
3TUa%e UTgdl.

.

L

T HTGFTH: Journey Tracker 81 H3[ech 3T8-3i1H 3Tg. AT WIATER 38-3i+ Fithd STTeRT
Journey Tracker 7 31ftr @frs <9 fdgdra. Fearen fhadiard! Billing & Plan (f&fes sfor @A)
Tg.

Journey Tracker =Teg =1

Jadt & IR gF mxuargdt ki fohd! I3 ST BIcha UTsdadies d T el

1.

Organization (F=11) = Company (&u-) @R faad .

. Company Settings (Ut @fdwsT) aed Journey Tracker ¢& I9ET.
. Enable Live Location Feed (BT3& Bicha thig ATq &) TG hel.
. Location Update Interval (&leha $1uscdl ehiraei) ehaiAed 9R1. Igdeh CIAYTS! a8l Heha

TS ATHAT.

. Save Changes (9@ 9 &) <R ferben 1. JRTAT "Journey settings saved" (Ward dfdrst

g 2eyn) g,
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Dashboard  Device Sotup Grganization Time & Loave Data Download Reparts

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

Company Settings

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

@ Cempany Profile

@ Journey Tracker Settings
Configure ve location updates and autom

Enabio Live Lecation Feed

@ LOCATION UPDATE INTERVAL
o N3
& Duplicate employess
Start Journey on Punch-in
My Profile

AUTOMATIC START APPLIES TO

YU Ve Unsaved changes

afén d P FA

Enable Live Location Feed

Location Update Interval

@ Al Branches & Growih (12 diyelft o AL

D Reset

All depariments

Distara & Save Changes

HHATATIT T & AT Sleh3l HUSE UTSad.

i fhet a3 3TUS SBichar ursadt, 1 d 60 Heha. FHH! hroraeies SR

Fe<t 3110 AATS SeT aTuRAT SITd.

Start Journey on Punch-In (4g- FHHARY AIATSS SR UT-34 hedTer SATAISY UaTd & hed.

IR UaTH 3= )

Automatic Start Applies To
(STYSTY GEaTd IuMaR BR))

ety e o (e, diarses ofa)

All departments (g4 fam), fdhar ke Selected departments
(Frasss faumT). et alie! gTam Ja™ g% & 3ehdI.

1. Staff Khata 3fg=ar Home (819) ®h-eR Journeys (Jam¥) aR U 1. gt More (3Tordl) —

Journey Tracker a3g! ST, 3k,

2. Start Journey (YaTH & 1) &R €U &, R @rHTaR Done (311e3) @R U .
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5:20 vi

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

& TECHMOLOGY

[ ]
SECTOR 62
&2
SECTOR 63

® Readytostart

2 ©) ®

0.00 KM —_ 0

Distance Duration Checkpoints

I start) ourney
Journey Timeline
No stops recorded

ST BhIFER SATId A 3R, HI@ael oI dpuigeas On Trip (Vamad) idHd. 3T dhurssHed
SFATTG! i 31TUS Bichald gTadd gl

-
dla: 394 "Battery optimization is on — tracking may stop" (dedt SiffeearIsizA a1 38 —

SfehT Ui 31end) 372ft o1 faeamE, Fix (GO heT) @R €U ST 31101 TR &, el thid st
JrIGUITHTS! RIS e ATTddTd, FTHes AR e Usdl.

N

UTghIchs dehyise SIIST

AhUISC Ueh YTaT Figeal: al & BidT, i STcs S0 ehlUdTal foies.
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1. fou Thimer Add Checkpoint (Iauige SiisT) a7 €U &eT. Log a Stop (2riar Aigan) 3fic 3usd.
I Blh3M ATISTT S 1.

2. Add a Note (Optional) (g Siter, Tfed) @res! R 211 o fo5gT, Iaresone gwt ddee! ifes.

3. {3, gracr fehar kel Sisvarardt Attach Documents (TTETs STiET) @R €9 &, Take Photo
(wiet &) fahar Browse Files (hrsed s13sT &) fAdsT.

4. Save Stop (UTET UG TT) TR U .

_jg_z"] [ - '-{-a; _»lal:}

",-f" ndlvl_J.l_liL lll!ﬂ—ﬂ_'l = = W

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

YT Ut

1. oM guf gedrer End Trip (foT Tuar) ar <9 .
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2. End trip 3 @7t 1. YA GUTRTHAR dt gl G hedl Ad ATal.

e AT {1, TRUT SieR SMTT01 Udeh YisATHg &g Bldl. shHdRI 3YedT ATile igq More — Journey
History (Sardren sfagrd) @it uTg 3TehdTd.

gt &iw S13g e (SHsfAA)

1. =1 e Journey Tracker @R faasdh .
2. Refresh (Rtha1) @R faseh 1. fPUaR 3rqAe TASTUT Live now (31T B186) WTe! feadrd.

3. Journeys List (Jaraidt ardt) ged, Afchd UaTaTar S8 AhRI ISTATIIS! ATaRIS ARl
fAagTeR facyah 1. I Bichal ddles dT TR hHATITAT AR SITdT, SATf0I STdichs Activity
Timeline (fchaTeraTa daaeyT) 3/ d.

i
SpPEE
e 0 s ST e
¢ JoumeyTracker o)
* Rocording

cordeg Onling iahl Verma

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

i SECTORES i
RAL VIHAR rd 3
2

B Park
Sactor-67

g R s Al ek — 8 =S e L
& “ﬁ‘;;_ g 5 i :
@aggly *S ercony ¢ ] “
¥ 1 oy
in i I: r
» OnTrip l |8y
Start Time: 0520 PM i I i
H §
o @ @ | i
: i f
0.00KM  00:00 0 3 7 i e i
Distance Curation Checkpoints ‘:z j = 7
[} F | 2
“ - P 2 1
t S e ¢ i
i y i y 5
v ] | - r—
& i com
B EndTrip i ! g
Googe - S ol
ot -

Journey Timeline

gafT UehgH UTgUATTS] aR 3eidiehs Live Locations (S8@ Sihard) R fade . d fuakls uda

HHATATS] Canld AhllIdX QI(SICJ(-'\I.

YUTETET SfAg™ aurET

staffkhata.com/guide - 96 / 116



1. Filters (ftheer) @1l Today (31151), Yesterday (&1a), Last 7 days (7 7 faaw) fohar This
month (g1 afg) e, fhar w@am=ar From (UrgA) foY To (Tfd) arwar ¥e &1, Jrl U
hHTRIE! (Aag FTehdT.

2. AT isiear Total (Tun) Uard, Active now (37T @fehd), Ended (uadh), Distance
covered (hIUmes 3idR) ATM0T Avg. duration (TR draaet) fTdra.

3. el foheer spruarardt All (Td), Active (Ifeha), Ended 31fot Auto Ended (3mMaisig duses) ca
gToRT, 0T it STSBIE HRUAATS Export (TFIUIE) arus.

4. HUTATE! UGMETeRIe SiaATedT fA-gIaR fasen ohvl. UAcHed oardrd 3Mfor slaedt de, Tgpur o,
3R 30T Journey Timeline (Yarar aexuT) fddd: Ui Uard SMf0l Udeh UiaT, af fohdt dws

BT ITE. YepUlscer hHarATd! Al fadd, 3for foes Sasvarard! grl attachment (Sisoft) &R
fash e 3Tl

""';“'V""'f‘l + doaneyfrosd | 8 Rosehemap ¢ | 3
Starteo At F' Ended M
L K206, 10:16-57 am EUNI0T6, 012332 pm
Tast Stops Distance
® . 2 ama0mm
o f—
Sourney ended mem 0111839 pm

= Journey Timeline

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

®ax & 1llm
Deive e
12484
) swp 7
Oupta F o, Dol
i
&
-
120
P Dewe s
Wi
ston 30
P  Ch
Cotect tember
.
mo% o1
1r08
- Drive A% i
w7asm

urt g1 gt
1. gar Tl UAaHS View route (AT UgT) <R faebeh el TYUT feT Udeh ATTHT shfich qort
TPIIMER BTG STd.
2. f3a9 =51 UTgvaTETd! W QM. 1x, 2%, 4x fhat 8x o e

3. I STaegd urguardrdt 3D Mode (3D H1g) &R, 311fol 3usig g3arardt Satellite (Iuwg) &R faa
1. Reset View (337 IT 1) RT3 GTRET hid.
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Rahul Verma P
B 200s-10-21 10001 ¥ Remtview @ 3BMods X

8 Activity Timeline ® hb 1 s ‘If' DiLshAD
fmmz 5,

Sharma Testies, Sactor 43, Nosda

-
- a8 j
. 5 tiy o
14z st P ! gl o L
ORI - : -
Gupta Fabrice, Gandni Nagar Marst, ™ i
- nber 5
] :Ii' vazuMDARs
Orclr: 40 ks of cation pogen L g | o
# UNschment Mistter Soenmani Mgeg |
|
uzs
aa oo i ANAND VIHAR S
S8k 13m D \ P
6] ; s
ey step 38m { £
Shroe Ram Textien, Katrs N I/ ;
cranenichom D e g . +
Cofiectad eneque S September J:;:;:‘!" v
e
# Wttachmant &
e e T
£748m - 16m }
123 ()
P Stop »/m %
MANDI HOUSE
Baniad Gormases, Lacm Hagar, Dusy L
E At BACTDN AT
Smowpd new Insteve range, fakor- ccrons
s héersciay v % & sECT
& 2 A
x4 ) . o {
) e E- = AYUR VIHAR 2 2 .
g \ PHASE 1 /’ { 2 . /
an @) g - aﬂ-‘m ; % § P g™
- Sharms Temes, Dactor 63 Hsiy ;\ 1 ' kvl ViR
R il : e e W wents I
i ) / i X AL Sl
T ARA % P H £ Fapbound thornicn  bap Dota G504 Goanfe Tt
oo . 022332 pm.
a K o I PR Bx i Fomom T o

dig: vl fou uaraeT faereard, grl ot Jararan UAaHH U 3Tchdl. G Afgee Tard Taemug!
3% 1 3IhdId 0T Auto Ended 85U fagdrd.
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16

Pro HRMS (312-3119)

@-: Pro HRMS 378-3i1H

Pro HRMS gsRiudhiche BRTUTRT HR AT1e Sfied: shu=t thig, g Ralfé 3=, Iwes, arsa<an fgan,

¢kt 30T JUIE 3%k, ATd Manager (HHsR) YfAeTa! Ad, TBUrst S S YT Blehid! hisi! 83
3MehdTd.

T 3HTGFTh: Pro HRMS T I3[ech 3T8-3ifH 31Tg. =T WIATaR dl Afchd Siedrayd ard A fegard.
ez fehadiard! Billing & Plan (fafd snfor wi-) ge.

Pro HRMS &< ziem

3e-3iT afehy sreaTar, fefAe anfor FAsRETdt aveat ugld, Sifol HaRt diaaed Pro HRMS &
feuat. @i ad Fel AT Ad eTe.

Organisation Feed (G=¥ar fis)

1. Pro HRMS — Organization Feed o & &,

2. URe dferqyed ersy . Hifsar siisvarardt Photo / Video (wiet / f@&fssh) ar faoe &
3. douneT iids o AasT: Everyone (9ai-) fdhar Specific Department (ff2e favm).
4. Post (Ui &heT) @R facheh el

staffkhata.com/guide - 99/ 116



Liare 0 Soarch featuros LR Al Branchas
ﬁxw\m a
Dashboard  Devica Sotup

Grganization Time & Loave Data Dowmios d - Reparts Payrod Accoss Control  ProHRMS ~  Account

ard - Organization Feed

] Autopay is mactive. Set up sUtopay of choose a ona-lime subseription payment. Rerview biling

M Organisation Feed
A
Company annour

uncoments, updates and celobtalions.

A Welcome to the team, Neha! £ Our new HR Executive joins us at e Deihi Showroom

é ‘
Admin

&5 Colebrations

B

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

HHATRY TS BT5h s 3[ehdTd, TR hic this 3[ehdld S0 AT U hs 3chdrd. Celebrations (3@d)

TSR 3o 30T SFTHY aTefeaw enfor s gufuafes feadm.

Org Tree (it &)

Org Tree Hed B0 HIUNAHT RUTE et o fTd.

1. Pro HRMS — Org Tree oR oo ol

2. Create First Position (dfgd U daR &) R fadeh @l (FdR Create Root Position, & Ug
dIR ).

3. Link to Employee (sHar=msft Sitsr) @redt shiart RasT, 5ok Position Name (e Ama),
Department (fa«mT) 31fot Designation (Ig=m) +=1. Responsibilities (STarerar=am) Sfor
hicl e ammad.

4. Create Position (g TOR &) &R fawe . ¢ Wi [z areauarard! ueeiie Add Direct
Report (g RUlé FHROMT SieT) araRT.
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WA GIEUd UG Rept g 2Tehd. ShAargiHT ¢t My Org Tree (AT 31 &) @redt fawdt.

Job Referrals (eret IHRS)

1. Pro HRMS — Job Referrals — Add Job Opening (Fieddl ST SieT) @R faosa el

2. Job Title (gara =1d), Description (auf7), Location (f&ehror) 3fUl Department =1, Fa 9%
.

HHEATAT T Job Referrals 95Ter Repram ST foddra snfot siteswi<an serdte A1d gaquardardt &
Refer Now (31TdT IR &) <R faseh hedTd. Jrel View Referrals (R%Re Ugl) @isjl SHGIR dUTEdl
30T UAehIaT Pending (Y&fed), Hired (¥RdT &) fehar Rejected (ATeRe) A¢d g&adr.

Daily Work Updates (afFer s 3iase)

FHHARI Submit Today's Work Update (3ITST<a1 STl 3iusc gdfie &) R fobep hedTd 1ol
T BT hIH hes d TosTadTd. SSfH STl HAwikAT Haid sigse Pro HRMS — Daily Work Updates
GTHY, ARG fehdT HFHATITTIR ftheer sheer faddTd, 3fol & Export (TeRUIE) S 3TehdTd.
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Assets (HT&HT)

1. Pro HRMS — Assets — Add Asset (ATaH<T STiST) @R facseh .

2. U&R Aaer (3argone Laptop, @ucid), Asset Name (HTaA< A1d) 31f0T Serial Number
(RRTe FaR) w1, o Ig .

3. Inventory (9Ta1) ITEid ATaATER® Assign (TTTar) @R fases &1, Select Employee (FHaAR
fAaer) @it wHart Aasr, sifo Assign Asset (ATEHAT TgaT) &R fabes el

Uk ATeH<dT Assignment History (Stuaearar sfdgr) Tgdl. sHaiichs i 31Te d AT My
Assets (A1sft ATeH<T) @S ’fyq.

Policy Documents (&N=ur g&agdst)

Pro HRMS — Policy Documents — Upload Document (GZdUast 370&18 &) aR faebeh el
Policy Name (&Rurr= =1@) 31fot Policy Category (&Rom! goft) =1, 3110t wige HasT (PDF,
Word, Excel, PowerPoint fdhar gas1, 2 MB wid). et eikor 3ggdid 3for Acknowledge
(aTareTe ute &) R farseh hvaTd, STfOT shivft Uie faet 88 & gt uTg 3Tehd.
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HR Support (HR Tuié)

goid, TSI, WIR SATfOT 3ax HR 1< IHiErdl Ueh Aed ohg. dhHdar Raise Ticket (fadhie Aigar) ar
feryeh heard, fawa, guf9 enftt 5 wia wiged Sitedrd. HR 3nfor sfef=m ¥d fafesd Pro HRMS — HR
Support @1 fagard $fol & Update Status (f=Id! sqa1) 2 &A1 Open (383), In Progress (6
%), Resolved (geah) 31101 Closed (sic) AgA ge Adrd.

TETETST HASR g<dT
1. Organization (¥=1) — Employee List (ARt a1ct) @R faces e 310 et SuTfad el

2. Employment (Fie<t) o 39T 11Ut System Role (R%ed 91f#e1) Manager o= ¥¢ &

3. Save Changes (95% 9 &) R faohah el

Grganization P
Aad Empl
[ Auiopay is mactive. Set up sutopay of choose a one-lime subseription payment. — Revewbil ng

Edit Employee
Rahul Verma - ST-0001

1 Personal infe © Erployment
Employment Details
Empioyee Coge /1D Joining Date* Branch*
Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}

Department * O Designatien Reporting Manager @

Proguction Supervisor Salit
Status* ¢ Office Time Policy ( System Role* (1

Standard Office Policy (Default) v Manager

HR & Compliance
Total Experience EFF number ESInumber ©

Sarar Reporting Manager (RUiféT H4wR) ot et 318 & Fasior &1 H-ekd! ¢F 31adrd. 8
Smefte e ge@re Employment oATeR T .

( diq: System Role #¢fia Manager 9afd wad Pro HRMS Tfeha SadTa fadat,
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AR U4

H-SR 918 39 shedTdk Manager Dashboard (F5R S31618) o) digiadt. 37Aed g 39d:

o HAor fa2 g seard

My Team (#Tsft &)

Team Attendance (19 goi4) el 3fes goIkY SMTfOT U quTIdTd, STfoT gt goediean faian urgdrd.

Team Leaves (&1 ¥1)

My Team
i Din My Team
Qs @yTeam
Emplaye
M AcTIV
a3 100 & 3, 100 * 0
Team Members 3
g it Kumar Machine Operator
e cENERAL
o Sunita Patil Quality Inspector
515008 cENERAL

s l?!\ﬂll Shaikh

Machine Operator
CEHERAL

ot faeidt dsR &

1. Team Leaves @ facseh e

£ 2024-01+08

£ 2022-11-21

12025003

0%

& Retresh

2. Leave Request Details (35T fadar duziies) SuSvad! fddiakis sieATaAT f[AgeRr fawed

hA.

3. Approve (AR o) &, fhar RumHs Reject (ATHRT) o) fae .
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Leave Request Details

STATUS
Pending

TSieT HAuR 0T HR Saieht AR S1Td. HASRA HoR shedHd?, HR 3ifdd A qgudid fadiar
"Approval Pending from HR" (HR &g #9Xt Uafed) fawd. qraideh! shlvfigt ArehReans o1 AR
gid.
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%ﬂ,ﬁ%ﬂaiﬁmﬂé

A T W

& UhRUT JHAT W $o UTERIAT, UUE Sl i, T8 ol WRIID A0 g9RG18d Sl STS0IE R,
3for AEq w3 Hsarrd § gRIad. Hhad Admin BT W sof faadT 37101 dig 3TUE e JIehal.

qHET HEATET W UgT
AT W ZRIGHT ST feadidg AgH! dorer R faddl.

1. @R ISTdIhalss W Solar frdeh hal.

vy

Dashboard  Device Sotup Grganization Time & Loave Data Download Reparts

5 Autopay is inactive. Set up sutopay of choose 3 cne-time subscription payment.

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

Total employees o, Prasent today

Map view View dot
@ o nage
aanl iy s EE Luminin:
K i birmsaad £+
) A asass E i = [l
o 5 2z
e AN
-- ANAND VIHAR it
CHANDHI e LB L1 !
- {:Hdﬂ“ld‘ — i L
PAHARGAN. b
sanvacan i
R g
ER NAGAR Laxum SHIPRA SUNCI
e :
PATPARGANJ
wEaerw et
. LP.EXTENSION ‘.
MANDI HOUSE .
wfl R < S
3 A
PANDAY NAGAR s 3 i
ANDAV NAGS MAYUR VIHAR
& New Delhi i PHASE Bl
cogle 2 e
Late arrivals Upcoming Leaves 1 View &
s Sunina ot o s Neha Joshi e
o 81 0024 Catusl Lasve

5 Absent today -3 Late taday

@ Al Branches

Recent Punches View Al

B

ovo7 ax Ak
B verna
ovos: () Mo,
ovoo i SOk

ouoe e Lo

Celebrations Hhdaye

15 Imran Shalih

2. Manage Subscription (Gaf&raH Fgefid 1) ISt IuSd. TR JHAT W= A1d, ITd fehdt
aTURehd ATTOT IUSHROTHT TRATH 3Tg, 30T eI fehd! fead S 3iTed o faad.

3. Included Features (FH1fA® ARIRI) @e! AT WAL 3¥@s U AlsYs fadd, S19
Attendance Tracking (§5<I ¢f), Shifts (Ite), Leave Management (35T &a=ImaH),

Payroll (47TR) 31ftt Employee Login (FHart SifE).
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siare 0 Soarch featuros
EHATA
Dashboard  Devica Sotup Grganiz i

ard - Subsscrigtion
5 Mwopay is mactive. Set up autopay or choose 8 ena-time subseription payment.

Manage Subscription

Bing & Flan
Growth

iat: 15 days remaining

Included ieatum

o o]
Shifts.
B (=]
Leave Management Holidays

Emplayes Login

Reparts

Organization Sriup
Company, Branches and o

Payrall

@ All Branches

Roview bifing

Reports

Overtime

d¥g: 15 fQadi=an TGS 4d gl 3U8 3¥d. gRIG-IR g TTd Tl WeR Siid, 3101 grat

IS AT hlg! AP Bich gl ehdd.

HET @ TUS H

1. Manage Subscription @3 Browse Plans & Upgrade (- UgT 31fUl 39S o) <R fFaseh

hA.

2. Upgrade your plan (g#dT1 @ 37038 &) 9e8 U W4 Jreal User limit (amaredt #afar),
Device limit (3uehrur Tafer) for dfzrsaias 3STRI-3STR fegdl. Ueh! w-ak Recommended
(RIPRE SheseT) AT L. Pral wHed Pro HRMS fohaT Journey Tracker OR&E 3f8-3it=

TUIRAE IrdTd.

3. JRTHT 84T IIGT WIaRI SCUTTaR fereseh ohal. JHTAT LT Wh+aR ¢l Manage or renew
(cTrereenfia o fohaT Td=TehvoT o) 319,
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uillReanive @ Al Branches i
" Tine & Lowte ~  Dita Downlosd ~  Repert ' ”
1) Dashboas phan Upgrade
Upgrade your plan € Goback
Unlock premium features and scale your organization with Staft Knata
bl
o Starter & Growth - Pro v
s0 1 780 s0 1,000 100
s —
ey T chuged
Change (o Starter Manage or renaw Choose Pro

AR IATIC QT T
Aense Rigwed gt § Frasar:

g d P FA

Monthly (a1f&es) fdar el fohdlt dea O R,
Yearly (a1ftfe)

Purchased seats (@4l ! fondt RS 48 wRdT. WiASITdle wRAETS! ST &ar; g foe 9d @rdt
o die) o dledrdt 3 d.

Add-ons (37s-3i7, T e T fdiked Alsys, ¥ Pro HRMS fohat Journey Tracker.
Qfeda)

Autopay (3ifeid) WRAT O YRS AT h TS, et ATfget GraT 7 ¥RdT & Afg-=ATAT T+ 1ehor
HRUATATS! o TTg . ATATSY A-1hi0T TS YehdsedT UHeHTS! d &g hel.

Order summary (3if€R dRi31) 7ed GST g 311eT Jra! fohell w1, 1T geies Ia-iienzumr= sigrat
faTat. 99 ¥RugT=AT SeUeR feryeh &t STTfor GRfara dve figied dHe quf et gearear fhadiand!
Billing & Plan (fafes anfol w+1) et

staffkhata.com/guide - 108 / 116



die: STl ATfdeh IThHYel ST IhAITS! 3iTey UG ATel. 3131 dad) YehaiT3e MUY Yehdod AT
IHeaR S,

fafci, sifeid anfor swgisd aga=nfua &=
1. Account (@rd) — Billing & Plan a% f&aas &, Billing & Subscriptions (fafei afor

qIf&h @) U 398d.

2. Current subscription (TeaTe 9af&haM) Aed g1 W, et I1g 3118 o, gHAT
Purchased seats 37Tl 9fcha aruvend, Current period (Fearar shreradt) 3for Next
renewal estimate (Jéie Ta-ieumar sigre) fegard.

3. GET AR SuarEét Change Plan (W siga) <R, fehdT geean srraadiardt 98 wrugrardt
Renew plan (W Id-TehvuT o) o faeben ohel.

4. 3ifeid 35 ey, @ ¥c HRugETs Enable Autopay (8ifet a1g &) &R fases el Tl Uk

5. Billing History (fafe sfagr) aed e deedt ardt srd. All (¥d), Successful (I3ra),
Pending (Y&fad) fdhar Failed (3ra3redt) R ftheex @, fohar eragR 1D fohar tepa= 3.

6. HIUTATe! 3ffesid PDF 3G9 SIS0IS U JTaeicss Invoice (39@189) @R facsep e

llRerLy @ Al ranches LA e
Dashboard Setup ganization ~  Time &Leave ~  Data Download - Repans Account b SUppC
Accoumn
4 Autopay is mactive. Set up autopay Of Choose a one-lime subscription payment. Revew bil ing
Billing & Subscriptions
MAREOR YOIE MO0y Mancates, actv pians. and billing hietory
Growth  Astopsy insciive Ty
Billing History © €L Seaceh by Tx feterint AR O Successful 0 Pending 0 Fadig o o Refresn
@
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( 3 JAAT SIEIE A aXAT St §-Ra<iG Review billing ([fST quman) seurgt g9 dwt Sgsd.

JAd gaferH duead, Subscription Inactive (TafEreH fAfsha) T3 S3Eis sigadt. T8 e
Ud31 §-8T faauaradt Proceed to Payment (Gficahs STT) oR faba o,

HAad faesar snfor fA<hie Aiean

1. gHAT U8 thiciar faoeh et 31Ut Help & Support (Fad snfor guic) fAasr, fohar a ugien
3odichsls Help & Support @R fasd .

2. a¥=T Contact support (Tuidsh Tudh) Aed mHdr guid AaR, sers 30 30w fagal.
3. fahie Aicguarardt Raise Ticket (fahie Aigar) R facsen .
4. Subject (fawx) ow7 31foT Description (aui) #ed TwwT foT.

5. Attachments (Sigua) @Te! gt 5 Td higed SiIg 31ehdT (JPG, PNG, PDF fehar DOCX, Uccht
2 MB), ST BhI-3Iie.

6. Submit Ticket (fd<hie gafie &) ar fade &

Raise New Support Ticket

P s
Feahad Vermna's Sephomber paysip lists Production, but be moved 1o Quality last
week. Pirate help us update it

gad fadhie Ticket ID (fadhie ID) @8 T g1 o1ft Support Ticket Log (T fadhie Aig) Aed fawa.
gt s Open & Pending (38! 311fol sfad), In Progress (1 %) 310 Resolved & Closed
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(oot afor &) fafere Atstara. fafeserar auzftes snfor fdt urguarardt &reR fase &, f=d Open
(32) I In Progress, Resolved (gew) 310l Closed (3@) wid Srd.

Tiekot raised successhully
STATUS REQUESTER
Opan Admin
CREATED LAST UPDATED
18 0c1 2006, 1136 pm 18 Out 2026, 31:35 pm

sungcT
Payslip shows the wrong department

Close

ia: Help & Support fafehe Admin fehat HR Aigadrd. HTRT SfoT Hasre smeft smaedr shu-tean
Admin &g A&d AT,

staffkhata.com/guide - 111 /116



;sﬁa%anﬁrmﬁaw

A T W

YTk Tald SR [AIRATd 1 Ui eue 3. JHdl 9T 32 99Ty, Help & Support (Fgd 3o
qulé) Ay faehie Aigar (&4, fafdn snfor aaid ar).

U 311for IRl
HHIRI TUT i -3 ehes 3chd ATal
T ST A dUTT:

1. raETél AteTgs U 91 3Te. Organization (§=11) - Employee List (GFHaRT ardl) deat
HHATATAT Hicstar A TET 0 Hidgs U T ATt @Al &, df dg hedrd 379 "Mobile
punching disabled" (Fa18® U dg 31Tg) GRaed.

2. BIBIFST RATH TR, TR Sieha= JaT Il 3r-TeaTd 1 Staff Khata STaT Stk
QRATT SrTat.

3. a frait-%=a=ar o smed. d WA e Bsdwar drer JTed 3 37U T 3T, O
SfthEUTgA WU ¥ 3MTed. Organization — Branch (3mar) A& mRd< Stehar 3ol B

4. HHAR S JHAT @A IR, HHAR! YT W] B FUHE TS 3 HdTd. JH
A HHART B A9 i1 "Employee login is locked" (GHaR! ST @i 318)
fegd.

IR Sushur sitthers feaa

TaiaT dist 31fol §ex-e 31T oI, 10T ATaT HegX U<l Device Setup (IUhRur §e3id) - Manage
Devices (3Uchtl egawfud &) Al How to connect (8 SISHR) WIS SRIGITIHTU O 318
T d dUTHT. hIUTATE! SG& chedTHdR A3 T hel. d SIThaTsd TdHT iédas Ud gidd ATeid:
HIUTATE! dRET 2ufiard) o 31d guarardt Data Download (S¢7 s89@18) — Download data
from Devices (ST ST SSRGS ) AT, IRAAIH ST TET.

&4: iTthaTe IUSUTEIST Organization - Company (hu-it) — Notifications (ga-T) #ea
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L WhatsApp 313¢ TTg T, OIS gHaTasl S chode.

hIvTelt SraAfee Suehvot aradara?

thad Realtime SRS Iuavvl. 3R 88 Staff Khata 3ft STige SiTd ATaid.

HHATI™ U hedT Yol des Pehrdt 31rg fohar fada gt

Time & Leave (des 37101 Z511) — Manual Punch (H=g31e ) Aed d GO ohal, fehall
Regularization (Fafddteon) @rel srrar=arelt goedtt fa-dt deR . 3fae ga uar.

rdt enfol grs+-34

Y a1 yraaE aaRe!

18-9-34 UsTeR Forgot password? (Urgds fAeRara?) o fasses &1, Jaar T sHe 41T, 3101
@] U BhIsTaR Je ST, Tuf e "I 319 3Mifol ufgs SiffE 7ed sirgd.

HHARY IST UTHaS ARt

Admin SHHAIAT SISAMT YA ST e Sdl. A Uras de HuarErdl Employee List 7gA
FHAR TUTied e, fohaT pHaRY U Wd-<AT sHaag Forgot password? args 31k,

HST GTS-319T his AsTat A1t

IR HUgAd 27dT, HaX Resend Code (i GrgT uradn) R faeseh ol JHaT WH thiesx quTeT, 3for
Bl FaRaR SMS 33 3TehdTd AT WTAT e

UTHT h3ft SSHI?

I UIhISe Whiciar fadbes a1 — Language (TST), 31foY 55 {reideH fRast. rg- g7 swuarydT,
USTAT IRAT HIIATIS HTHT 2T aTuRT.

3IgdTes 311foY 2T
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3IgdIBTd T@IeT =) fead argdt

a¥d branch switcher (3T SGGUIR §CUT) TUTHT. Geh 3T Rdgdies! ST JTa e T
3 st feadrd. All Branches (9d 3mar) Aaer.

JEATHTAT {heeeHed Jral hlvTTT THTAST [AaEeT 3MTg o quTHT.

Employee List 7& SHaRt Active (Tfeha) 31, 310 Tl S5 glvar! aRkia srgarar
ISyl 3irg g quTET.

JIEATS YFAUIC ShdT he?

37gaTes 3T 10T dt Excel fhar PDF %A S184w18 oIS, fehar fiie sweuarard) Export (TeRTUid)
T dTORT. TS U,

Hegefies TTaT WAt @i T o2

FQU TS JAT WA d Af3Iee ATg. JHET W UTguarTdl Wi setar fases o, fohar @reltes 2o
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