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3. Save Changes @@ @Qg|

69G° 92 R'8 R6R

Prefix (@QQ6)) 2RA6Q 2R, 6N “ST™ @€l "EMP |
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5 Autopay is inactive. Set up autopay of choose a one-time subscription payment.

Company Settings
Manage your company petarances, attand
4 (Employee Cade Format
Define how employes codes
nnnnnnnnnnnnnnnnnnnnn
PREFIX SEPARATOR | DELIVI
st Hyphen (-]

NUMBER OF DIGITS

2 My Prafile

4 Digits (0001 - 1

You have unsaved changes

@ Al Branches
A
Raview biling
D Reset
5T-0001
ITER INCLUDE YEAR
None

STARTING [ NEXT NUMBER

gelQ: 6210 62em 22l RFfINNR AR G2IR 29I Q8! 6919 609 28 620 QB!

MR IMINE AR LIS @D

Localization (6RIQINIQRERAR) YIQ 66lImgl AR 29 AA6x Currency Standard (Qel),
Timezone (261 28@), Date Display Format (@15 <r¢iig) \9e° Interface Language
(R8Q6crq QUIVI) QRS dIR 629 6QIR2INI 2IVEIF QAL QP QIR RIFI REM @w\’IQ@@

QOMIQ, @'d6x Save Changes @@ @Qg
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Time & Loave Data Download Ruparts

Comp;
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirview bifing
Company Settings O Reset
Manage your company proterences, aftendance rules, payroll, and policias.

Regional & Locale Settings

TIMEZONE

Indian Rupee (INR} v India Standard Time [IST)
Payroll & T
iz athor DATE DISPLAY FORMAT
DO-MM-YYYY - English
" »
My
y +

Payroll & Tax (@@l B 64Ig) CHIRER VSR @RFN 0F (2REL G 6618 &@), PF, ESI G gIg@d
695°g, e 28R @d NI 9G0R Q@Fl 98° 6QeR 60 QEINIRA!

dldéla clicll 6dIe'Y

Gligl 62QR V8IS 2T &€l RIRBIRIRQ VIR J6UR ISR FRY @G3-60r8 QRAIER, VR IPRER
RERINAEE 6RQR RITIYR AIGIER AY RRARER

1. Organization — Branch (§161l) §@ @Qg! 2196/& F@6gU6Q Qo 9@ Main Branch
(qIety slisll) 2K

2. G 6419 (++-) 66Ime Ye° Edit (AMQRI) §R @QQI

3. 9@ ¢9® Branch name (6161l @I€1), 9% 6216 Code (6219, 6K9R& “NOI-HQ ) 9e° Address
(Owél) Ga1gl

4. @2 *FINAIRg FrR Q6 YOIER 6Q1ERIg @1@6m Primary branch (gi2ifie &gl QIR
Qg

staffkhata.com/guide - 18 / 119


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

5. Geo-fencing (RG-6rG°) QIR @G ©1'd6Q IR 64¢ @QQ: Locate me (6¢1l I 66110Q)
qAR @98, Latitude (21°61) G Longitude (QIEA) SR @QQ, @€l TR QL AR AR
3R @99

6. Radius (m) (QUQI®, ficQ) G2g: TR OIQ 66 QRER IR RFRINNANER U] FRAIRESR

7. Save Changes @@ @Qgl

Edit branch
Mame. code and address an required

Branch name Code
Noida Head Office NO-HG
Address

Flot 42, Sector 63, Nolda

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

28,6270 77.3750

" , -
s =
Eeyi
KHAND | =
Wizl b JhyPEE
= |\l<’l|mrt:§i -
e — %
TECHNOLOGY S
b aitice Lo B
pvlaad o 1,
o el ol
{
“2?‘11"‘ s E
010 b TOR 63 g o
LTH
YesMadarn
seezisy o
woark.g,\alm o it
o (D

IR 9@ 9Ie 601511 Adix, Add branch (8161l 6Q198) @ @8, 692 FRYCS @0 Ye° Add
branch §@ @Qgl

gelQ: 20 @06 50 FEQ QUIAI QIRLIR PGl AR QPER 6XIRR GPS @6 20 949, \96° @9
6216 AR REPINNG PR 629Q U FARIER Al 6QRTEER

AAIG SISl 6QAANRT @3-60rg QAR AL PIRRIER 6QSITNI 66115 SlIsH @9l AR IR0 6@
AR QAR QIRER 2 SISl IRERQ (All Branches) @421Q @G|
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a Eroﬁnns

Ruparts

All Branches -

Delhi Showraam

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

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

Branches 2

@  Dehi Showraom BEL-81

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

i

QAT AR i RB-6CrG° Ol FARIQ UG RAYIR FAA IQ° AP AAD ME 604G

QUG IG° A1 619G

ARG 62R8 VIR @Rl VPQT 62RQE 6N O QPERQ PIFAR AIF), 9@° IgGe 6990 B8
6JIPIRMER 6QGILIN

1. Organization — Department (3@I6)) @@ @8 26T AR QNG YR F2AIR
6QRARE|

2. 621617 QRIGIER PIaQ FIF 6QIFRI AR, FIRIR AIG 6619 (+++) 63lImg 9e° Edit §@ 9!
Designations (Q9Q1) @6® Y@ QI 61Rd 908, 9@ dix Add designation (AQQ1
62198) @ @98, ¢'d6x Save Changes §@ @l

3. @2l OR IR @@ diw, Add department (BQI6l 60198) @ @@, Department name
(GRI0l QI) GRIg, Y2IQ Q1 6KI99 Ye° 69Q @G

4. AAEF RARTIR J6UR PIRR QIF1 YG° QIR 69R FRICIR 6@6]Q| IR 66QMY
Departments (3@Icl) @ Designations (0@Q1) @ Q@RI
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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

2| J6Q, 2Idéls 2agIe FAA Ye° AT QAL @16 69% @G|
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04

QAR RO 9Q° 2TPg AR 16

Qe Qad Qe

QAgle G o @6Q 64 Staff Khata g604e 81 @dQ @0IQ R6Q @'8l BRACIRE Gl8IKe,
2QUdE IR 6960 REQ, YQ° REINNAIER 6RGI0IQ U FRARER| AP AAY 216 TQ F6ER
6R6@ 602 A9, 2RI-G K9 2qagel

A% @agIe GO 696 AT

1. Organization (2°gl) = Company (@¢a1) §R @08, @'déx Attendance Rules (@agIe
Fae) 6YIQ 66IRg!

2. 2106 eIgeel FUANGER OIR K8 (OR 669R 6Q6Ig)|

3. Absent Day Deduction Penalty (21903¢ @@ @60'G @QIQl) 6Q J6@Ya RIS 2QATE
IR 6R6Q PR QAN REQ FI@l F2AG ARIKEISS 1 @RIANI

4. Save Changes (J0Q@R 69Q @g) &@ 208!

ullRenunive Q. Search featans . @ Wl Branches Ao
Organization ~  Time & Leave ~  Data Downlosd - Reports ' PF
Oy S
3 Auopay is mactive. Set up sutopay of choose a one-time subscription payment.  Raview biling g
Company Settings O Reset
Manage your company preforences, atendance rules, payroll, and policies

Attendance Rules
@ Configure automatic punch-ou, sver

Enabio Aute Punch-0ut

Emabie Overtime Tracking

Enable Live Attendance Natifications

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters

Enabio Geo-Fencing You have unsaved changes Otscérd m Branch-wise Ruie
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696"

Enable Auto Punch-Out
(QorelRe 9g-2IeQ)

Enable Overtime Tracking
(BQAGIRE] B1a°)

Enable Live Attendance
Notifications (RIQ@ @AYIQ
QRQ)

Start Journey on Punch-In

(Q9-206Q QIR 2IQE)

Absent Day Deduction
Penalty (29030 @0 @G
@)

@B-6rQ° Ol KNG

92| @'8l KERQ

RFRINAIER AF-2IRG FARIG QMGIER AG 11:59 6Q 6AANRF AH-2IRG
@6Q

A Q6 RIA RRYR| A8 6QARE R6Q, DIRIPRER PRANER 6AAIR
600 QUARAND| BAAGINC| @R G P19 A, 6QAVR YQ°
BRAGINE] 6@ 699 @G

Admin @ HR QUIYERIFER d6RYe d8-0 B d8-2Ieq i@ 4e Jd9-2d
WIEQ 6QGIIN|

6@ Journey Tracker 2I@-21Q diwl Journey Tracker 6Q6ig!

d604@ ARIRE! AQATE AR REIVNREYR @FN &R, 0 @ 30 Adys!

FG-60rF° REPINAING RITIYRER @ 26 6FIFIRR VR U FRRIQ SR

1. 692 ¢4l96@ Geo-Fencing Parameters (@3-6cr@° AIQIFER) @ 69IM KK

2. Enable Geo-Fencing (@G-6r@° ol @98) 2@ @9gI

3. 92| @dQ MG 620 ALY:

Branch-wise Rule (516l 2QQI6Q A1) J6@4@ SIdl PR YD B AR IR
@6 Apply to Branches (51I6II6Q @Ig @Qg) 6Q SlIsIgee Q88! AITEITR IRQ 2@
gIe 2J6m 92| AFIAF FRF|

Apply All Employees (2919 @EQIQNF QIR RIG)): ANYF AR 66159 YIR| Geo Fence
Radius (Metres) (@3-62rq QUIQI®), Fl6'Q) @28 Ye° @ QIR AIx Set Map
Location Coordinates (F419 9I? 69¢ @Q2) &« @

4. Save Changes §® @Qg|
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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
Enable Live Attendance Natifications ©
Envow vk DUnCR-i S0l Ponchi=0uE SHerts. wilh 06nd o A

Start Journey on Funch-in

@ Geo-Fencing Paramaters
Tobaick EiobNe arlendinGe pus

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

@ Apply to Branches - 2
ps
Eacr v
100
© SetMap Location Coordinates

SR s

§Qén: Branch-wise Rule iR, 92l6¢1 Organization — Branch 6Q 96G4a 6lisiQ A 3
QUIAIS 696 PRI AVEIF AT 6962 KRG 6Q6S!

28 @66l REIRINNT 6QIFIRMER Attendance & devices (QUQI? B FRIRY) ADITER @I
AR @B-6FF° @R Fld @QRAIRER!

2idéist WhatsApp diol°sl QIee

Notifications (88Q) c4Ie6x 2108 WhatsApp 6@ Daily Attendance Summary (6630
@Agla QiQeél), Monthly Attendance Summary (FIde @agIe AiQl°6l) 9@° Device Health
Alerts (2QIRQ 9194 90a6l) QIQ @QQIGER WhatsApp ¥S° RE669R 6063

9@ 2Trg AAIF) 16 GG KOG

2oy A 1@ AIDEIF 6619 AFIY YQ° 6@6@ IR @] ALIQ B@ 2I-B@ Sl 29AT6 29 QI
699 R6Q VIS Q2IF MG AR Al PR I

1. Organization — Office Time Policy (25,9 QA1 @1G) §@ K
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2. Create First Policy (92161 @10 5218 @0g) §@ @2 (29 9oQ 66159 gem Add New

Policy (@2l @15 62199))|

3. 9@ Policy Name (G QIf1) G2ig, 609@& "Standard Office Policy"l @@ @18 @ &l
AFYF AR IR P16 MG 629 @6 626m Default (GorR) Ol QBIG!

4. Grace periods & working hours (659 QA1 B @I4 Q8ll) 6@, AL B FRGER AR 641G

R0G:

696"

Permitted Late Arrival (2Q6Q15%
ma 2ISIER)

Permitted Early Departure
(2@6R1Ee ang 9gIe)

Half-day threshold (21I-Ga Q1ell)

Absent threshold (21g@age Q1el)

AIAe RF @6'e

92| '8l @6

Gme) 52 @ AR RALINAIER 6060 6086 IAARNER, 6TRE 15
a0

<

a1g 62 @ AR RFINIAIER 6260 2R AIRARER, 6AARE 10
a0

9@ QIY QAGIQ R 6R6M PRE 2-OR 99 (6CARR 7 Q&)

9@ QIY QAGIQ R 6R6M AT AQATE 686 9 (6TARF 4 Q&)
9QIq 2RJI-GE AIAIQ @ QBIGI

QRN AR KPR ARG RAR AR YL YR FQG|

1. Monthly late deductions (Flld& @m¢ @6C) QIR KAGI

2. Deduction source (@@ @g) @I2g: Attendance (24gI?, @UGI? &@ 166" @)l Leave
Balance (CL) (2C QImIg, @YIQalin @6 @169

3. Monthly late count (Flde @@¢ Q°6i4l) 9@° Cut Days (96'G G@) 699 @08l 6JARE, 3
9e° 1 @ 28l AIg6Q 9@ 3 & @@e 2IGAR IR 661N Of @0

AU W 9e° §11g 9gIe Fae

Late arrival rules (@€ I Gie) @6@, Add rule (G 60199) R @8, 9@ Duration
(AQe)) G 9e° Cut Days QIS8 6K9Q@, 1 A8 e Awe 62@6m 0.5 (Half Day) (2121-6x)
@60 218 4 & A48 P 6QNFARCR! 61g PIRRR| RIS ! Early departure
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rules (611@ 99Ie FL€1) 69PARQ FIF @6 AP §F FR6Q Fdl B GEITR QB 6Q6m
Apply on weekly offs (QQI2@ §56Q MIg @Qg) IR @G

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy 7

Palicy Name *
‘Standard Office Policy

Detauly [ @]
Grace periods & working hours
Permitted Late Arrival Fesmitted Early Departuse

0o Vo 15 minhes o0 Hours ;10 minctes
Half-day threshold Absant threshold

o7 Moars - o0 A o4 Hours o0 ey
Betow this: haf cay, unless marked absent Below this- atisent. Kiep bedow the half-day nreshold

Attandance & deductions
Monthly late deduciions. [ @)

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count Cut Days
3 £3 1 -
»
Late arrival rues 1074 + Asafule

Apgty on weekly ot
e T
Duration Cut Ds

S s

5. Create Policy (@ G2IQ @0g) @ «@g!

P1G6 9QIQ BmE), 61, 2RI-GE B 29AFe Al AL PIRRI6R 6QCINI 68Q Q16 oy 62@
QRRIRQI AR, A1ERQ UG 6619 (+++) 65lmg 9a° Make Default (GorR @0g) @ @8l

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

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

@ » Dastboord © Office Tame Policy
5 Autopay is mactive. Set up autopay of choose @ cna-time subscription payment. Rrview bifing

Office Time Policy

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

Office Time Policy 1 Q Search palickes by name
Pobicy hame Late Arrival Esely Depaure Hait Dy Ansent Deductions
Standard Office Policy  Defasmt 00:15 00:10 07:00 0400 Deduct From Attendance

Nesahwlp? % Support sS179B20 72270 S Holplok +91 TOE5700640 (3 Emak wopon@stafknaiacom,  © 02 Seaff Khata - Anandance Control Platiorm S
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gelQ: @8 @folia A @ A @RI, 6090 RRGIR! 6FIQ? PRI IR 16 AR FQG
@° 692 REPIG 6QIGR @9 Attien! @8Rl AAKex Office Time Policy OR6Q G121 QIRY)I

2| J6Q, Al G?ﬁ@l@ﬁi 6L
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05
RSN 619G 9Q° AR FQG

Qe Qad Qe

*CIPIN 6QIGQIR P6RI6 @Al 28: Add Employee (26011 60199) Ofl QIR @6 @6 @&, 9@
Excel PIRmQ IRI2I6Q 260@e, @€l FAg6 d0In JIRUTPRERQ 6AFIER AR Q8! F6e QG

RSN SRR 66lImg

Organization (2°gl) - Employee List (260101 oimal) §@ @9 Employee Directory
(REPI PIRERERINT) AAYF QAT 6RIQ, ARG, 6QAGNELG FRRE!N 9e° T& AL 6Q6INMI 2ARY
Q@6 @alg, die Add Employee, @9l @I' QIsi6R 2@l @1 (More ways to add, 6161 2@
QAIR) LI RS

@66 @eieIN1 30 [l Ty

Add employee orei6Q QI6QUG AR 2G| QIR 6F 2l IR QUIRIARR; FIRYPR AU AR
QRAIRERI

Qg1 1: Personal Info (@4@61 gol)

1. First Name (geiel QI1), Last Name (6618 QI¢1) \99° Work Email (2194 @661R) 829!

2. 6@6l 621@ a2 Contact Number (626162161 RFR) @2 REIPIN 6QNFR AR 9L
QORIVRAINS RID

3. 9@ geiel Password (QIQSIE) 699 @ag! AR A9 ARl J6Q AFIFIR1 ILIg FORIRAIREE!

4. Gender (M%r) @8, @I'd6 Next (AQQA1) @ @G

Qg% 2: Employment (FQ&)

1. AT KR PEIFQ 6R1Q AR @A AIe Employee Code / ID (@¢i01a1 6@1@ / ID)
SIm 2199 NS REHNR1 692N FRE 66!

2. Joining Date (6Q161QI7 @IQ¢!) I @8, @I'd6Q Branch (6lsil), Department (GQI41)
\@° Designation (0@Q1) QI
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3. System Role (3a6| @F1@1) @29l 26 @¢ieial Employee (@¢01Q1); 626166 6@m
PR 024 668l

4. 28l 2N 9@ @ QIS6m Office Time Policy (25rq QA1) @16) 28R GPR 16 QYRLIR
@6

5. Reporting Manager (26QI16° A14160@Q), EPF number (EPF @9Q) 9e° ESI number (ESI
Q) Q@RI Next §@ Qg

AR s Tive B amrch Taadire .k @B Al Branches & Growtn (sduysin EENGST W ok
b s ———1 i AR
Dashboard Device Setup Organization Time & Loave Data Downloag Reports Payros Accoss Control Account Halp & Support
A3d Empioys
5 Autopay is nactive. Set up sutopay or choose a one-time subscription payment. Riview biling
) Add employee & Back to Diroctory
B Fill in the basics First — you can add tha rast later
. © employment

Employment Details

Emplayes Cote /1D (0 Jalning Date® Beanch® (

£ 18 0c1 2026 Noida Head Office (NOI-HQ)

Designation (0 Reporting Manager ©
Supervisor =
St * Office Time Folicy ( Sysiem Role* &
Standara Office Policy (Dedault) o Employee
HR & Compliance
Total Experience (O EPF number ( ESInumber ©

Prnicn
dd4IL 3: Bank & education (@4Is 3 &)
QQFI 606516, IR YIF FRQEN IR P QR FRUIG REI1A| Next @ @gl
A<Dt 4: Attendance & devices (@agIe G G@IQd)
696" 92 Q'8 Q6
Disable Attendance Tracking (@Q9I@ ¢1@° @<) 9@ REPING QAR B REAGR ISP G|
Enforce geo-fencing (@3-6cr@° QIQIFmS) 6@ 6QFIRR 6lISIQ @B-60rg Q6 AY GISILKNI
Require Attendance Approval (2agie 2geqiee QMG D9l YQOQ @6 AHIERRRQ QAR AQPEAIPR
2IQENR) SIS
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696" 9| R'E REQ

Devices (6@IR9) 98 R6IPIR1 690G QIEAEFTR FRARACR AY
PAARE!

Add employee @ @8l @2l RPN @ 621 UL FIRRIER 6RSIT

'ir‘»—]i‘i{-{ €1 Soarch featunes -k @ Al Branches % Grown |LSdays e 2 A i ™
organization ~  Time & Loave ~  Data Download - Reparts o
s Agd Employee
5 Autopay is nactive. Set up autopay o choose a one-time subscription payment. — Raviewbith ng
M Add employee % Back to Directory
B il in the basics first — you can add the rost later
¢ Parsar © snendance & devices
Attendance Biometric devices
Jevices this empleyes
Disable Attendance Tracking
Leave empicyee oul 6f Mendance and oM Devices | D
o = Solect dev
niorce geo-fencing ©
Require Attendance Approval [ ®)
fance & devices © Provious

1. Add Employee Qisi6@ 2Q1 @1Q §@ @08 \9e° Import from Excel (Excel Q@ Q6¢1d) QIgg!

2. Get the template (66'¢i6me G2Ig) @6@, Excel template (Excel 66¢t6me') (@€l CSV
template) @ @081 Y26Q AANG IF) IQ° FERIT QIR I 2K

3. QRIPRBIYPR PORER AVEIF RECING &2, IS PR @68l 620 AIG RWIGI

4. Upload your file (21061& 0laR 2U6RIQ @08) 06k, FIom @d @98 @<l browse
(QleR) §@ @gl Excel @)1 CSV, 2 MB ad4g)|

5. Import employees (@601 R6¢1E @0g) §@ G|
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sare i . Admin 5
wx‘H!\‘m Qi S0l faieg: ! B Al Brarches 8 A Wowstaaren

Dashboard  Device Sotup Organization Time & Loave Data Downloa o Repants Payrofl - Accass Contral  Account Holp & Suppert

@+ Dastooord © Employes List

3 Autopay is mactive. Set up sutopay of choose a cne-time subscription payment. Rarvierw Liting

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
Active
RV sr.0001 Siparvisor ©
A Admin  Admin
ADM - PYMULADE

W) Active

......... 01 % Supporc *S179830 72270 N Hoelpiow +91 TOSSTO0S40 [ Emad sppon@safiknaiacom  © 3020 Siaff Khata - Anendance Gontrol Platiorm

Import Employees
Add many employees at once from o spreadshivet,

1 Getthe template
1 hats very comn and Ehiee example fows. Replace the ecamples
W 0L DAY, Ok e TOW, A0 Koap B AES0! Fow

D Exceltempiae B csveemplite

2 Upload your file

o

:l?::a-l-xll\us-slsﬂl.csr Chaege %

RPN 61 BRI R UPGPR VST 6R1Q PAITQ 661GN 6R1Q ARG 98 &R G SR
27, Staff Khata 696)@9 Rows that need fixing (QIQRIQ QI 2IF) @6% 6Q6INI PIRRERIQ
62REJR| FIRMER 62GPF PING 9° 642 FIem & RECHE KRG

geIQ: 660¢6meeR AIFEIe 96 RIR J6e4e ffIRE deifl AIGIe 698 @8Ql AR password
RIF6Q IR IF 699! 2 QI 9@ AIRR FOPR QGG 649 29, 60§ FHPINAING ARR AR
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L ARl U6Q QG FERIRIIF G2

RECINNING F@ TR QGRIG FAFE KOG

@I PR @7 G106, OREl, FRANRIRIR 6GICAG IQ° MG FOREN F6R 6NRE!
1. Add Employee Qisi6@ 2@l @1Q §@ @08 9e° Invite Employee (R¢€101Q1G 501861 @09)
QIRgl

2. First Name (Qal¢1 @I€1), Last Name (661@ @I¢1), Email (@6¢1R) 9@° Phone Number
(60 P€Q) @Y

3. Department (@@iIgl), Designation (99@1), Role (@Fi@1), Branch (6licll) 9@° Joining
Date (60161@Ie @Ia6) @129! Reporting Manager (R6QI6° AHI6R@Q) REIRIG

4. Send Invite (GF1gél dOIg) §@ @3

&+ Send Employee Invite

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

H PERSONAL & CONTACT DETAILS
FIRST NAME * LAST NAME

Neha Joshk

—

) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT = DESIGHATION *

Human Resources ¥ HRExecutive

aaaaaaa

Emplayes ~  Delhi Showroom (DEL-01)

JORNING DATE * BEPORTING MANAGER

B o8, 2026 Select Manager (Optianal)

PN

REIPINN RECIR B WhatsApp 6Q 4@ M AIZIBI 627160 Y219 66IME, Y9RIRIR 6219 QIR
PR U1 P08, PR FRREN ARG, AIYEIE 648 @A \9e° Complete onboarding (226Q1&°
A%l PRY) R PR AGE 7 &e AR R R6
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@66l RFICINIG AGCIRRI KRG

66161 RERIR AIF 6619 (-++) 66IM TS IAQ RRAIRNER:

Edit Employee (R¢101Q1 A¢IQR): 6QF1I0R SR8 QORI

Assign / View Salary (9ol @106l / 60618): 62F10& 0afl Qe 696 @ag! @aFl
9G° 6@OR 6Q6Ig!

Biometric enroliment (@I66C15R QIFI6Md): 9@ Realtime QI6A6018R SQURAERQ
6QFIRG FEPRIE, @9l KIG RIFIEMS! KRG QTR FARNY 6|

Update Password (QIQ$I6 2d609): 62106 die @2l AIdEIe 696 @Qg)

Disable Mobile Punch (6cIeiam 98 @<) / Enable Mobile Punch (6010iem 98 QIR):
6Q7I6@ Staff Khata 6ClIQIRMR 2IAQ 69@ B 6MIERAR AQ JY RAARER @ Q1@ QIR PGS
@08l 22 RAPINNF AR 6CIRIRM Y IR 2IN; 6RO QBTN PRARAER U] PR
QBe 2QI AFPINIF AR Y9I @ QG

_4|HE!_§_5‘ LTIME . G Tk aei B Al Branches AN i
Organization Time & Leave =  Data Download < Reports i
£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Riview bifing

) Employee Directory O Rofresh | -
W cucrycns in your arganisation, with thelr dopartmont, status and sccoss
Employees @ @active - @ inacsive - B joined in the lax 30 cay T Filters
Departmans Cantact Statu
Ny Mena Josni Human Resousces nena josnigsnarma: el ex... @ active
A Arun Mehta I!\r_of.ﬂ.satoon Technology aflf.l!.' mul:v.ta_@u_srsrm-ie:uns 2. @D active
ke KawitoRoo  Human Resources @D #etiv
p Poofa M Proguction @~
g Imran Snaikn Prosuction mean.shalkh@snarma -textias... @ active
sp  Sunita Patil Fr;.xl.uclv.qrn - SUNID.PARBNIMa-VeXTHES 0. @ Active
i Kumar Proguction @ ae
& Edit Empioyes
gy Panul Verma Productio @D Ao e
1 % Assign | View Satary
*
Admin  Admia _ S 2 Blometric en aliment
sk Update Passwo
Disable Mobile Punch
3 Delete User

@661 REPIG HYQ FAR| AR IRRIER Status (TF) YAQ IRLIRQ FRG HJT RIS
AR AR PRAINE Q1P IS° QAR ROIAIIG]

QR PARIN: 6CIRIRM AF B 64ARP-URERIE° VAR 65Q B 6CIRIRAM AR REIPIN RARR AR
AR Y? PARIRQ 6LRAIER 6D Q2 R AQRR 66lIRI I 15-662 SNR AN SRFIRR
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L Qe 9w Billing & Plan (3@ G QIQ) 6@4ig)|

2| J6Q, 3¢, 6QAARN 9e° BRAGINF 6962 @G|
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06

de, 6QUARN IQ° BRRGINE

Qe Qad Qe

@ A N8R RECIRNG 1Y Q8Y, 6519 AA 9Q° QYT §F 69F FER 6AUAR RER @9
60Q OF 6RR IFLEQ FIF RAER, Y8° BRAGIRM AU IQ F6Q AGAD Q&) IR KARQ 6@
Qe

9@ 9F 69620 @G

28I GIR69a 9@ General Shift (AR T) 99° 9@ Night Shift (& ) Q@ 2, @4
2SI Q8ll AQER YGe] MR @Qg, @l g2l (2R @l Al Add shift (3 62198) §«
Qg

1. Organization (2°gl) — Shift Details (¢ @Q8!1) §R @I

2. 9@ YR AT 6619 () 66lIme Ye° Edit (AMR]) @ @I

3. Shift name (3¢ QIF1) DY @0, 9e° Y@ 6816 Code (6R1Q, 6URG "6S ) 6QPYI

4. Starts (2IQ¢) \9@° Ends (6618) 69Q @Qg| AIQUG A6Q 6618 62l QUG d¢q "ends the
next day" (JQGa 661Q 99) 580 @UAINI

5. Late punch-in allowed (296018@ G@¢ 99-a@) 9° Early punch-out allowed
(261G 611g AL-2IR]) ARCER 64Q @8l 6KUR&, d64e 15 AGQ

QAQIZe §F 6919g
1. Weekly off (QQ1@@ 95') @6@, Add off day (85 @a 62192) @ K|

2. Day (@@), Type (9@io: Full day Q& @%@ @<l Half day 212-62) \9@° Which weeks (6@@
AQI2) QIR9: Every week (g@ QQI@), &9 Q1A 161, 26, 38, 48] &)l 6618 AQIL!

3. 96Q4@ 90 O dIR JRRIQ@ ¥Qg 6008, IO YR RRRIR AL 24 B 48 AYILQR IR
6Q6M REPINNAIER FIFER QR SRRIQ 26 ARG

4. Save Changes (00Q@R 69Q @g) &@ 228!
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Edit Shift ®

1 1hé Working haurs, Grace time and weekly offs

Shift nama Code {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.

696" YR R'8 REQ

Late punch-in allowed (260160 @R¢ ag- 2 AR awe) 62 @R AFICINNAIER 6960 ARG 60R6ER

Q) 2RAARER!

Early punch-out allowed (2196Q1G% 6119 a1g 62 60l RFRINIAIER 6966 TR 2GR ARG

A8-2IeQ)

Weekly off (2IQI@e §F) 9@ A QIR g6 Gl 2JI-6e @2Id RIHY T AR
qlelnangl

Sandwich rule (Q18&Q Gaie) Q@G 96 4@ AER gl AYIPR §F B §F0rq 96 QU6
clélangl

QI GorR ¢ K

IR AR 6619 66Img 9a° Make default (60rR @Qg) X @QG! ©I'J6Q J6@4R @2 RFISIRY
Y@ Q6 IR @B Cinel Gorf AR Y@ Default @UIR, QIR Q8), 6619 Ye° AIYIPR gF
Q@ 6Q6iINI
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General Shift | Defautt 9:00 AM - 6:00 PM

& mEght Shin ?-a-a PM - 5:00 AM

A} PARIN: HF) YRER 66159 T AQAF 2RI 26 @2IT 921G AR B FHIRE FQURES!
AP AT PR 2R AR AR YR PARNR 621RAI6S; Billing & Plan (3@° G QIR) 6Q6igI

6QUAR QIR AF FRINE KR0S
Shift Roster (A 6Q1AQ) 628 GAQ @0 @\ 6RQ AFER AF FREB PILIR IR RYIEREIQ

1. Time & Leave (d¢It B g§5') — Shift Roster @ @0l Calendar (@46malQ), Week
(aQi2@) B Month table (FIQ 669R) Q614 FIER REMIY, YG° RFIRIR, FRUG @ AL
QAR FRQ @G

2. Assign Shift (3¢ ASI08 @0g) §@ @3

3. Who (@) @6m, Employees (2¢10101) @61 @61 @& @189, &9 I @R 62| Al
Departments (GQI6l) QILQ!

4. Shift (3) @iegl

5. When (6@6@) @6%@, One day (661G~ @¢), Date range (¢IQ¢! 9RA) @<l Pick dates
(QIR¢ QIeg) QI8g, 9e° QIE! 695 @G

6. Assign Shifts (3¢ A@IQS @0g) §@ G|
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Assign Shift
Pick who, wikch shift and when, Works for ane doy of many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

206 AR 2R A 698 QIRGIQ MIG §, 6AANIS 2AS ARY IR PRSI @ R Time &
Leave — Shift Assignment (3¢ @R8I IARS 692 AYIERR 6S1I6MI

qg UEQ QIR 21g2 AR KOG

Z6AR 6RAIRT IR YRIZER I8 AYID &9 FAIY QAR AIR YRR e a1all

1. Time & Leave — Shift Planner (3¢ 9I0Q) §@ @9

2. Departments (3@IGl) @<l Employees (@¢0IQ1) @129, @I'd6 9@ From (0IQ) B To
(adyg) cIae @1eg, @<l This week (M2 agi@), Next week (21221 9Qi@), This month

(M@ AIQ) &<l Next month (21981 F1Q) §K @Qg|

3. Pick a shift, then click days (Ve Q¢ @128, GI'J6Q G0 §@ @ag) P6m Y@ T R K|

4. AMEN ARG O §@ KRG, 9 ANY R4 HOA IRIRER @& AR Fill range (skip
weekly offs) (029q @@, AIQ@e g6 2I%) §a @ag! Fill every day (d6c4e 80 @0g)

AQYR g5 Al UGB REE

5. 6@ 2l Q6 Save (69Q) f@ @I
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Accoss Conral  Account

aillReriive

Halp & Support

Dashboard  Device Sotup Organization Tima & Loavo Data Download Reparts

Shift Details - Shift Planner

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

Shift planner & Shift Roster

Pran shifts for employees of whole Sopartments 3ctoss a date range, day by day.

Departments Emplayees From To

3 Human Resources L B Employees -2 L 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth

Pick 3 shift, then click days

General Shift ® Nigr

€ Filrange (skip weskty 03] Filaveryday £ Clear changes

Sum [ Tuw e nu Fri sar
25 26 27 2 9 a0 n
Gararal it 3E| | General S U2 General iR 3| (Ganerst S 37| | Geeral Samt 3T Genwes e
G day(s) for 2 employees - 2 shifts Discard
" stathn © 2020 Seadt Khata « A
— — — —
6QUARNNY 6FEM, 6N 6N @@ Y6Q QIR 9F 66N
Tnre s foatu ek o Agmin ?
"n‘Hr\m et B Al Branches 8 A Batnaros
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Accoss Contral  Account Holp & Support
@ o Dashbosrd - Shift Details * Shat Roster
5 Autopay is nactive. Set up sutopay of choose a one-lime subscription payment. Riview biting
i *
Shift Roster & Refrosh & Export B Plan by employes

Whio watks which shift, day by day

< Today 3 | Sctebar 3026 £ Colendar 52 Week B Month table

B7 shifts - 7 of 9-stadt schoduled

All Employees - @ Al Departments v

Shms | ARSHAIs | e Genorsi ShAl » Mget Shin

Men Toe wea o #n
: 2 3
' v )
4 s e 7 . s 10
1 12 13 14 15 16 17
2] ns| 19 s g0 ns n ®s 12 ms 23 ns 24 s
 Gonersl Shift : § » Gongral Shitt s * Genaral St 5 » Genera Shaft L » Qeneral Snnt 5 + Genersl Shatt 1] * Gameral ft L3
% s FL3 LA LT - L ] nr 0 n
® Gomarsl Smin 5 » Gomarsl 2 ? » Qonerat Sun 7 o Oanersl T2 7 ® Oenersl Tt ) * Generss Shify T » General tain 7

GRCINF A 69¢ KOS

BRAGIRC R IQ F6Q QAFNER G Q&) AR KAQ 60 GATQ! gel6rt Enable
Overtime Tracking (@GR ¢1&° 0l K98) 2R 90g; AL G 6Ig)|
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1. Organization — Over Time (B@QCIRF) §R @0g, @I'd6x Add Rule (G 60198) R
Qg

2. 9@ Rule name (FaA1 Q1) G2g, 609Q& "Weekday overtime"|

3. Applies to (@12 IR RIG) @6w, All employees (2719 @) &€l Some departments

—~e~

(@2 GQI9) QIeg
4. Pay as (6@ d9IQ) @6m, J6XYR BAAGINC A&l IR @UR 6@ Q2T LG Ie° 2R
Qag:
Multiple of pay (@QAlIQ QEiew): 60U A8l 98 QAR 1.5 x|
Percent of pay (@I JG6Ie): 60d0& Q8 96 @Al 150%!

Fixed amount (3@ @18): 919& i Q&) 9 QAR QU

5. Minimum overtime (h) (266G BReCIRe, @8) 99° Maximum overtime (h) (2Q1RJS
BRRGIRE, AEll) 699 FRQ 6RAR Y@ AR FIIER 2l GRR W8l FIEIKN, 6T 1 Q
4 Q&I

6. Effective from (6@6Q0IQ @Ig)) 699 @98, ©I'd6x Add Rule §& @9QI

iflBeanive Q. Soarch feature . @ Al Branches F = -
= Owertime rule added successtully
Dashi Device Sot NIz Time & Loave Data Download Reponts Payrod Accoss Control Account Hi

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

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

Qvertime rules 1

Wesiia oiaclin 1.5% hourly pay 1-4 1 0ct 18, 2026

( R PARN: BAAGINC IR QP Y} PARIR 6216 Billing & Plan 6QGigl

Q| 96Q, REIPIQIFIER 6FIRIRM 2IU6R FAR A KRG 6Q6Ig
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07

6FlIRINMm 2IY: AH9-RF FAQ

AR: I REIRR 2l YR

Staff Khata 29 QIR @FIQIAIEE F@ 6FIRQ AR FAT| 64 U] AFIY, 6FIRR 6MIERAR
YQ° YR 697 69Q N6, IQ° IVEIR GIHIQ RB-60r7 YR REQ 6RQ0IQ UY RRELR!

(
e @ARIN: 659 B 6L1RRMER ReioIa MORR 76 YRR AR 62RAIER D@ 2AASIG

RFeINAIER ARR AR FACIQ FIFIE, @Efiea ARY G Qe Aie! Billing & Plan (GR° G Q)
6Q6ig!

L

RflcIaG AR 210 QYR K6 AN AR KOG

A6 2SR AINEF MOIRXR LR KB 6QAN6R AAEF AR 69F PR RECIM (@)l 6CPIQ
POR) B AAGI 2AEF PRI

1. Google Play Store (Android) @<l App Store (iPhone) @ Staff Khata @e@m @G|

2. 29 6¢limgl Sign in to your account (le‘aé’l@f 2IRRQEERN DI R @@@) 6 dIdéla
Email or Phone Number (2661R @€l 62Fq @9Q) 9e° Password (QIQ$Ic) G2ig

3. SignIn (A9 @F) 64Id @8 Today (2IF) §a 666w
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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

28 6@ AR QAR 6QCIBI P6 &Rl HIRgPw 6@mI Today (2I@), Attendance (@9gIR),
Leave (g5') \9@° Company (@¢1Q1)]

geIe: AIYGIC @MElEM? ARR-RR Y6 Forgot Password? (QIQEie @@Rciem?) 649 @98,
@l 28 2IPAg 92Ig Q6AG KR @

@I6F1QI B eMIEKAR AGAE G2

2106 RITIYRER 2RE & Q1T I SR it AU VST 6RIERAR, I° TR 697 I RYIEAIR
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1. 92el 2Q A8 @R AANER, 2AEIF 6Flq 6RIE@AR QA6 Al6all Allow (A6 Gag)
g @22 ("While using the app" QI€g)!

2. @YI6C1QU 66lImEm, RUIECIRN AQPAG 1 GG

A3 28 QWMER IR @QE@RE6M, 2lId Location required (6mI6RAR @@IQ) @¢l Camera
access required (@YI6€1Q) 2QAE @QRIQ) 6@6iNI Enable Camera (R41661Q QIR @) 4
@08, K9l 6FInx Settings — Apps — Staff Khata — Permissions 66l 69Q6q @Iq @98

69Q B GPS 92 gl Gag

1. Today 6@ Punch in (@9-@Q) 649 @I (21dél Attendance c4IQ 66lim Mark
Attendance (@QgIe @2I8) Al Y RQAIRER)

2. Attendance §@ 21081 Assigned Shift (A6 @) 9e° Current Location (@@¢l@
6RIERAR) 6@6INI DR8I @R 6@6IcI6m, Tap to refresh location (6RI69AR GETFA
RAQIQ 64 @QY) 4 FQG

3. Tap to take a selfie (693 60QIg 9 @QG) SYIQ KRR 2IVEF LR IR Y] 6 FAGI
@| Verification Photo (QI8 ©r60'1) @6 6@aIKNI

4. Punch in ¢419 @QgI
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8:55 vi

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

® 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

28 AelI 92 Punched In Successfully! (A0PR@IQ A2 d9-@R 6@RI!) 6@61G1 2lA8IE 2IeTQ
BB 696@6) FIUIER 6ARAT UIACRIPER AY 6963

@B-6org QRN *'61 P9I

AR 28R EISIER RB-6CF° QIR AR, AAE! 6RQR YRR AR FlIER A FRANRER, 6AXE
2T Q1864 200 FeQl Y2 @6, AF Outside Allowed Radius (2967156 QYA QIRI6R)
Q@ 2S@QAIN: "You are outside the allowed punch-in radius. Please move closer and try
again." (2108 2AQEAIPE AF-RQ A QLIER ALE @YX Al 2 Q& 60a @RG!)
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O

Error

Outside Allowed Radius

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

Done

ATy Qeaq QI2I2, Tap to refresh location 49 @@, 9e° Q& 98 @agl 217 9@ slidll
AR A 69¢ PG| ADEIF REHR1, SIS 9Q° QUG 6962 YRR 6QGIG

dE8-2diae' g

1. @ 66186, Today 6@ Punch out (9g-21Q¢) G4l @G|

2. 9@ 647 G212 9@° Punch out 649 @G

2las Punched Out Successfully! (AorR@IQ Q@ Ag9-2Iag 6@mI!) 6Q6i@l Staff Khata 2ldéix
Ag 2QAI6R 2AEIF Q& AR R6EQ, 60§ ARF 6, 6118 VIR B BAAGIRE VST AR GEIQ]

@
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8:55 vi
ETAEE
Today 'ﬁ KHATA

Hello, Rahul Q

0-
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
E Apply and track your requests ?
= My payslips %
@ C] =
HeImpursements
E::I Submit and | ckaiaimmns §
-
dldélt QY6 RG'LID 6461

1. Attendance (299I9) 6@ 66img! Day (G@) 8 Month (F1Q) Fl6Q @RI, 9°
AAAQTAN F1IER DRl IR PR IR FG!

2. 99 @@ Punched In At (98-2@ 991<) G Punched Out At (d9-2IQ0 AFIL)), 6MIERAR
4Q@° CP6C 6@6IQI AIR 698 Q@ GYIQ KRG

3. Of @m @9l QI@? 698 T6Q Request Regularisation (RFATERQE 2@6Qld) SHIQ @,
A0R QA B RIQE GG, @1'A6Q Submit Request (26 QSIm KG) NI KRG
A6 2T 6396Q YRIQ APEANPR RQE
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2efiea IR & *FSINIG IR 6FIRIam A IR A9 @S
@G

g2 RFIPIRIF AR PR QUER 6FIRIRR AR OIR 2N 690R QIEAFATR 6FIR6R UR FAE!
QB 2l RFPINIF AR I2IG X Rag!

1. Organization (2°gl) — Employee List (260101 0IR@I) {8 @9
2. FPIRNG UIGER ++ 661 FR ARG

3. Disable Mobile Punch (6€1QI0R 94 @9) @K @8 (@4 98 ol @8l Al Enable
Mobile Punch (6¢lIQiam 98 olq))l

illRernme Q soarch foatures . @ Al Branches A
Organization = Time & Leave -~  Data Downlosd - Reports t PF
5 Autopay is nactive. Set up autopay of choose 8 one-lime subseription payment.  Raview bitl ng
Employee Directory & Rofrash | |
EVeryona Iin your arganisation, with theif department, s1atus and accoss,
Employees @ & active pctive - B i the las? 30 cay ¥ Filters
o mhaJagu Hisman Resources @
o Al .,:m, rrrrrrrrr Technology W@ Actve
KR Kmul.:ﬂ?nu man R @D Activ
PN PoCja Nai Proguction (:) At
s M q,r,..n wno Prome tion @ Active
gp  Sunita rm Proguction [ ot
ax  Amin anmar Prosuction [ e
qy  Rabul Verma Productio @ e
Admin * Admia Activ

92| QL 2J6M, 2l REIRIQIG "Mobile punching disabled" (6FlIQIRM 98 @L) K62@ 9G°
PRIR@ 601AR PIPR FARIF FE6L RFINR AIASGIE 62F F4) REAT FAR| AR, 64T 67196
Update Password (QIQEI6 2060%) @4Q2IQ @08

AINeE AIR: A% 6RRQ0IQ AITSE 666IF

J604e 6FleIRm 98 Recent Punches (o6 98) 6Q 9e° ZIQSIG QYIF6QIFR AHITER
6QGILINI AFtE QIR AleY:
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1. Time & Leave (4¢ict B §5') — Attendance Process (Qdgla d@Qll) @ @9gI

2. GPS punches (GPS @f}) §@ 909! 62a® 2IdQ @Rl AL 6QalIAN, 64926 GPS
o2 2|

3. AHICER 60R-RR B 69R-2IRe 6MIERAR IF° AY P6S| 606! AR MIF6R 2Ig 62 F
RAQ! ARQ AAY 6CIRIRR UL 661G FUIJER 696/l Aiei Map view (FHIQ @614) & fag!

A 0L Soarch featun Admin v
_.glﬂﬁgﬂ_lq.g_el Q0 Search featunes 3 Al Branches O A Lfwnshaton
Dashboard  Device Sotup Grganization Tima & Leave Data Downlosd Reparts Payrotl Accoss Gontrol  Account Help b Suppert
@ Dastboond Time & Leave

5 Autopay is mactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Attendance 23 Refrosn
Dalty chock-inz, blometric logs, regularization requests and missing punches.
3 Atendance & Regularization & Missing punches B My corrections
Prosen Atyard Late O laae
7 & 200 2 1 ® [+ 8
Today All | Present  Lme  Absent AW Panding  Approved | GPS punches @ T Fiers @ 00 Map view & Export || QU Search by name of 10,
Empioyee Tate Status Check in J oot Punctualty = Houms
W Ky g Oct 18, 2026 @ Prosent +) 908 AM | BGFS ontime - ® ¢
B Yaracesnl et 18,2026 @ Prasent 803 AM | B0 T o &
5 R N et 18, 2026 & Prasemt <) BSBAM | 805 Gntima B &
Am Oct 18, 2026 © Prosent +) Bi48 AM | BGPS ©On tima Q- ® 4
20 7227 5 = o o
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08

9@ Realtime @I6R1I6618q 6F1dQ Q°641I6 @O

Qe Qad Qe

QIR AISIER VY KRR REIINNAIER 9@ Realtime QIEAUEATR 6613Q QLR FRAIRER! 2|
A°62G 62Q| T6Q, Y6RUR FEFPRIE 74l Fle A PR 69696} AR Staff Khata 6a 6%

( @gQen: Staff Khata 6@ Realtime QU6Q6AIGR 661G VGG RIFI K6

eqidaq Staff Khata 92 621199

6913R RERERT QIR AF AON, 60§ 26! Y21 26T AGQ ORE QR

1. Device Setup (@RI 696'€d) - Manage Devices (6QIRQ dQQIRAI) G @92
2. How to connect (R0& 2°6QI61 @R6Q) @ @Gl I At 8 AeQ OREIGER 66N
3. 671309 RERERY (LAN @€l Wi-Fi) 92 Q°60I6l @08 9e° 0l @8

4. 661906 Menu — Comm. (8€]I Cloud Service) 66Imgl 2IA8IG 2IeFIq PIN Q@I
6216

5. 2IA8IF 60177 dRIR dIn! AQQ OREl 2], 69Q KRG, 9e° 66187 ARG *eg:

6013 9RIQ acq ol
WebSocket 6010Q ‘wss: //machine.staffkhata.com’

FK Web (HTTP) 601@Q “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
was: f/machine. staf fkhata.con D
P Wb (HTTP] | machings

nttp: /fdevice. staffkhata.cos ©

gele: 06l @0 @8R! die @I' AISER &l @3 68 §R @egl ARG J6Q AU APRIRR? ORENIER
FIRD° QM I FAG IQ° 6RTEINER REAEAT AR @ AID FHE Fg!

doein @€ QI 6F1de 62199
1. Manage Devices 6o Add device (GQIR9 69192) @ @I

2. 601906Q 2l AR, &€l 660199 Menu — System Info @ Serial Number (3Q2lIR
eFe) @2gl

3. Y@ Device Name (GQiR9q Q1) @28, 6QAQ& "Main Gate"l 6°1dQ @I QIF QLI
RQQ AR 9LIQ SR LSS

4. Add device §@ @QgI
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

601005 QIRRIER 6@BIKNI 6@ 5 ARG Flea Staff Khata 921 OIQ 96@e AIRem Y9I §@
Online (2eRIRQ) 661N, R6@6m Offline (APRIRY)!

—~ o~

G AR PIQ Y8 @ 9, 606Q 6C1ARE PIE YOQ 6QIQ! 6RRARE @4 IATIS ARRER
Q28021 2e6aIc A4 A% @R Q8 60al KRG

6C13QR -+ 661QQ 2IAS Manage Device (@RIRQ ARQIRA, YLIQ QAGKIGIRE, 696°A 3
Q6ANS RIAY), 92Ia QIF Edit (A¢Henl), H6)I 92Iq Delete (RQ) RAAIRES!

*FicINIg 66190g C0Ig
6014Q 6@ 69260 AAVE 6RING dF @QQIQ @I
1. Device Setup — Users Synchronization (2069I61@@ 3%) §@ @Qg| VG IR

2RJ@ 60197 2J6R, QRUEQ 696 QIS

2. Send to device (PQURAY VOIg) 66IRGI 676X AT @ gl AAYF 6@ AR
Missing on this device (@ SQURI6Q QI@), @9l 62161Q 60170 6@6@ AOINIRNRLR
@fiolne aie Never synced anywhere (6260 @x 6210012) QIgg!

3. Send to device §@ @98, ©I'U6Q HEG @G|
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s1nre Q Svarch featuros ek il Branch 4 Growth i1dmekn  [EEGREFY
ﬁa—.w\m @ Al Branches & Growlh 2 L
st Payro Accoss Control  Account

Dashbosrd  DevicoSetup ~  Organization ~  Time & Loave Data Download -~ Reg arts

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

M Users Synchronization m
MW ocn users the same in ST Khata and on your machnes
P ther devices

Missing an this device o £ Refrosh

Waiting for upload ¢

ST-0001 Rahul Verma
ST-0008 Neha Joshi
ADM-7YMULAQL Admin
5T-0002 Amit Kumar
5T-0003 Sunita Patil
ST0004 . immn Shaikh
ST-0005 Pooja Nair
ST-0006 Kavita Riao
ST-0007 Arfun Mehta
D History 3

QOQ QUELNTRAI gl 6613R AR 2IRF, REM AN CHIRGEPR ALY @621 Import from device
(PRIRAQ REE1E) Y2IQ QUELISIRAIG Staff Khata @ 2661, 9@° Copy to other devices (2e4
CRRAY @d) 6QAARG 2 IR AANIRA 671307 @J K6

@ 6013060 @J dF @QAIR6e A1 @@ di, Manage Devices 66img, -+ = Manage
Device §@ @09, 9e° Users (QU6QIGR@) 64IQ 66Img! 9604@ 66187 QU6QIGIR@ Staff
Khata 6@ @I= @¢I0I1 92 6<IQ! 22|

SPePQJE A4 RIS FIFIEME] RS
92UIR 6613Q 2RRIRN 2l AR

1. Organization (2°gl) » Employee List (260121 0IR®!) {8 @9
2. FPIRF AR -+ @@ @G 9e° Biometric enrollment (6600 R RICI6mE) QIRG!

3. Biometric Device (QI66618@ d@URQ) gl Step 1 (A4 1) P6@, RFIGINN YR
Machine User ID (66139 @a6QI61@@l ID) 92 671306Q d@qe 223 98 6QaI6e A4S
692J6Q QI21G, Sync Employee to Device (2¢0101G 2R 3 @0g) {9 @8

4. Step 2 (ad4Imy 2) @6m, Fingerprint (erdsl) @<l RFID Card (RFID @I6) Q12!
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5. Start Live Fingerprint Scan (RIQ@ Sareds) 9Ie 2IRe) @9 @08, @I'J6 @eINg
692 g0 66ARER HRAR RERIF 2 (A9 FIE HIY FRRIF)!

& 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 ampioyes is registered and ready for blcrweric Copture i Stop 2

6613Q HEE R6M, FFPIR A FRAAGER| YJ6RUR U AIAEIT PYAERIPER IR RR FHY QU
6Q@SIIAINI

6F19R A°QAE FRRJQI OF CIQRERIQ FNG

Q@ 6019 ¥8 AN PR I, Y2 FRR A Q6B 92| Q8 AARIRR 621 J6Q 6996
26l

1. Data Download (@I5| @I@@6mI@) — Download data from Devices (QQQQ Q'
FIRRERIQ) F@ K

2. Device (GQIRQ) 06w GRIRY LI

3. @06 @Ieg: Today (2I1R), Yesterday (6@@Im), Last 7 days (6@ 7 @@), This month (@
A1Q), @4l From (0IQ) B To (Ad42) 698 @QgI A YRI2l6Q 90 e A8 PIRREMIS
RAARES!

4. Add to attendance automatically (g2°0IRe @I6@ QAYIRER 6K192) PlR QBIZ, @l
d2I6e1 98 Q1Y KR! IR YL @ @G
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5. Download punches (08 QIQRERIQ @QY) TR QG

ol = Py g
KHATA Punchies added to attendance
Dashboard  Device Sotup Crganization Time & Loave Data Download Roparts Payrosl Accass Contral  Account Help & Support
ard Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & 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 oo22 202 B 0e22, 2026
Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Datir

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

66196 M6 PR N6 FOY

A3 6013Q APRIAR 62RAIQRIP, USB QIR I2IQ AF 6| g6l @& Q6 @ag!

1. Data Download — Import Biometric Machine Logs (Q16<6618% 66130 m6| @6¢16)
IR @l

2. Select Machine Log File (671dQ M6 FIm QI88) @6, FIm (.txt, .csv @€l .tsv) QI8
\9@° Upload & Preview Logs (296mI@ G @6l d4) @ @9l

3. QU Q19 @agl Mapped (FHI9 621R2)Q1) RACAINRE RECIRF AL 661R 6LRRT;
Unmapped (F419 621002jel) @dsaisia@l ID Yadis QIel 92 629! 621eaI@]

4. 60Q QALY AIR AR G611 62@ GI2Ie From date (216, @1&6!) @ To date (6618 @IQ6H)
699 @G|

5. Confirm & Import Attendance (7§@ @& QAZI® RECTIC P0g) §@ *QQ!
Qe @aRIe: Data Download \Y6° 6613Q M6l QRELHE RRE FEAITR 2°4), DR GF) YRR AR

6QIRAI6R 6713Q 6F, QUEAGRE AR 9Q° QIFIEMS J6CYR QIRERQ RIF @6
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09
64 QUYIF ARCIRNE KOG

Qe Qad Qe

QeENTR 601dQ G 6ClIRIRM 2R 22l AAY A 66158 JRIER A6 6Q0IQ 2AE TRT
QY FQB, AF AQEANPR PR IQ° @R YR QW LIRS

AIRR G IR AFAERN 6Q6IG

2lasiw Dashboard (@4196Q16) 216 &9 @Age, 219ag8e B &me 606! Recent Punches
(QANER UY) J6L4P 60R-AQ WG ARG 6QdIN, YQ° R 2IGIAR G386 @I QNI 66N
6ClIRIRm UE 62Q0IQ AQK

Acte QIR Alx, Time & Leave (2c1el B g@6) — Attendance Process (209/e &) 89
Qg

addie 9l é‘r@@ ag

Attendance (20gIQ) Q8 210 FR6Q 66l6MI ATER &l Rleg@w (Present @AF@, Absent
21Qage, Late @@¢), On leave 856Q) 6¢1I6' A°GlI 6@6INI 62QM 698 6MING 6Q¢QI AIN IR
PG GR PG

66QR QUEQ AAEIF AIGEQ QR IR FPRQ 2US:

RV 9@l @'61 6Q6lIg

All (@91Q) / Present / Late / Absent Qagle §6 296 RS

Pending (@9I1201%) 28R AQEANRR iR 26AN KR! AY
Approved (296010%) 2ITEl YOQ APEAIRR @RS UK

GPS punches (GPS @%) 6QeR 6FIPIRM 2IJQ 6RIERAR A2 FAARYR! A
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allReauive Q Soarch featuros o @ Al Branches

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

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

T e

@661 RPN @9l @7 ANAAIF QIR QIR Filters (PRQ) §@ @g, @1'asx Apply (Mg @9g)
AR PG| 66157 61l 6261 IR QAR QIRER All Branches (A1 61161 @YRLIRQ KRG @68!
@G 641@a! Al Search by name or ID... (2161 &9 ID QIR 66108), 9e° IR FIQRERIQ
@0Q! AIe Export (Ng6Qid) 4991 @ag!

Attendance Details (@0gIe @2Q8I1) 68Imel AR 66RISIA MIFER 25 5F FR PG 69R-
QR B 60R-IRS AAY, QIPLE ARG )l EMIERAR, AF B A&, 9e° 6FIRIRM Y Al AL
P63l

QR PARIN: FF) YREQ AAAAICN FRQ 6RM 661N @ AR AT Yl AIY, @F F9l F@
JY0Q IRAR 6Q6R| AN QYR REAIE 2 YR PRI

dg Agedliae @g

1. Filters §@ @9, Quick Select (61g @I192) @6% This Month (N@ Qi) QI8g, \9a° Apply
3R @99

2. Pending §@ @Qgl

3. 9@ MIG6Q Review (ACNFI) @ @G AR, 6REQAR G 66 Y @G
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4. Approve (2Q67100) @R K98, @I'd6Q FEe @Gl Y@ J8 JAUISNIR @Rl AdiR, Reject
(dRYISNIR) G @Q I 6816 I8! B2

£ Attendance Details
wy  Meha Joshi @ Presant | Ontime |- 3 Pending
Employes I0: ST-0008 Sat, Oct 02

Attendance Summary

+) Gheckin
B:56AM =

@Rl AF-2AIRG RIS

62 J8-2IRQ PRI RMIEM, 6QAAIRE A&l 2AIQ 6QIRAIER FIR] AANT F6@ 6P

1. @00 660l RAPIVF QIF 661RY Ye° 2 @68 606@ Filters QIR AAAAIA 69Q KRG

2. 6921569 69gR 59 (Edit, atonl) @ @2gl Update Manual Attendance (F1Q2I
QAQI? 2U6RQ) 65lI6Mm

3. Punch Out Time (99-2IQ¢Q QA1) 69Q @Qgl 646N ARG A6Q KIF @R2j6m Next day
(000a) Gq @agl

4. Update Attendance (209I@ 2d60Q @98) G @08l 6@ Q&) @A1e 6|
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift *
1 Oct 1z, 2026 Genes

Punch In Time * Clear Punch Out Time
D 901 AM (0 605 PM

Status *
Present

Remark (optional)
Autd remark.,,

.
gel1e: Missing punches (@2l 08) G4 60R-R7 2l @3 60R-2IRg @2l (@€ Bme) ANF
626N Add missing check-out (22)Q1 69R-2IQQ 6Q198) @ 908, A G328, 9e° Save
attendance (@4gIe 69Q @08) &R @9

N

U6 @agdle 6219 (Manual Punch)

6@@ 6@ Af RRARRYEM, 6V ARG ARRERER, YR QRN FRG!

1. Add Manual Attendance (FIQ2IR @AgIe 69192) @ @98 (@< Time & Leave —
Manual Punch (qig2im @))! Single Punch (M@@ 98) @8l Q¢igl

2. Employee (@¢ieIQ1), Date (@1Q6!) \9e° Shift (A¢) Q@I2g)!
3. Punch In Time (Q89-@Q 90IL) 9e° @éligém Punch Out Time (99-2IQg AAIL) Q2!

4. Status (§G) @I9Q: Present (@0g@), Absent (219d4@), Half Day (2I-80) &€l Leave
(881 Absent @€l Leave Qi AA1Q, @RI Q1D

5. @gl 626m 9@ Remark (F18@4) 69192, 4@° Submit Attendance (QAgI? @I6IM @Q8) X
Qg

IRI26D AR 6MING 680 @ag (Bulk Manual Punch)
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1. Time & Leave — Bulk Manual Punch (@@ Aig2in d8) @ «@ag, @9 AlIgaik @agIe
¢l @@6@ Bulk Manual Punch @ @@®Ig)|

2. Select Employees (@¢101Q1 QI29) @6m, J604@ Q4@ 6@ @ag, @<l Select All (QQ
QeR) R QG

3. Date (@1&6i), Punch In Time (@9-@@ Q7<) 9Q° Status (Z&) 699 @08l J6@4e QI
PR A @492IQ 90! dix Shift @ Auto / Profile Default (QU°0IRG / 6QIIam @OFR)
6Q QB!

4. A6 QIF @09, @I'd6x Record Bulk Punch (6@ 0% 66906 @ag) §@ @ag!

Bulk Manual Punch

# Single Punch & Bulk Manual Punch

Select Employees * 2/95eced  SeectAn  Date® Shift
B octis, 2026 Ao | Profile Detault >
Q Fier employees by name or ID.
Punch In Time * Clesr Punch Out Time

@ «:00 AM ® Pick Time

Kavita Rao
U Sra00n

Status
4y Mena Joshi Presant
ST-0008

AAfIeaqE AN AGEAICH @0

RFINAIER 2 F 65QQ, 6QFIER JRPER RIFl RRYR| AA B IR RIRE AL, Fe AN
QIRRIY 2APERN] QAR

1. Time & Leave — Regularization (Fa00@q8!) @ @ag, ¥ AR JY6R
Regularization 64IQ 68ImgI 296QU 26AVNER 2J6m SHIQ I@ A°6i4I 6QCIN
2. AQ6QN FQANRER| AAID, B RIQE DI @G

3. Approve (2Q6A10x) @<l Reject (JRUISHIR) R @Qg! IRI26Q 26aa QIR K@
dIR, 69907 TR AR ANYR AR AAIE RHY IR PG
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2IAs! Qe @6Mm, REINGF QAP 6QCI6R ISRl AAAG 2U6QF 6QIRANI

. : Admin v
Q0 Soarch featunos: ¥ @ Al Branches ADMNISTRATOR

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

Halp & Support

@ » Dastboard - Time & Leave

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

Rarviw biting
Attendance 23 Refrosn
Doy chock-ing, biometric Iogs, regularization requests and missing punches.
3 Atendance @ Missing punches B My corrections
(D These tatals are for Oct 1, 2026, not 10day.
Peagant Amgans Late O laave
9 & 0 A Tis @ 0 ]
Chacied in todey Mot checked i Afer ihh start ime. Agoroved v today

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

Oct1-0ct 31,2026 122 An Present Late Absent A Pending Approved # GPS punches 55 ' Fiiters. . 0 Map view & Export Q Search by name or 1D,
Employee e Status. Check in [ out Punctualty Mgaars
Z) St 0ct 18, 2026 Lo 41 9:28 AM Lote @-- @ &
L Wloihd Oct 18, 2026 & Present 41 908 AM | # Ontme @ ® £
A Amh Ko Oct 18, 2026 @ Present 4] 9:07 AN on time @-- @ &
av f:"‘::’"""‘ Oct 18, 2028 & Pressmt 4 9:03 AM On time ©-- ® 2
" ;‘[‘_”;gg"" Oet 18, 2026 © Preseet +] 503 AM | B 0PE O bt @-- ® &
5 m;nimkn Oct 18, 2026 @ Presern - $:00 AM O e s & P
Bl 0c1 18, 2026 @ Present 41 9:00 AM On rine - ® 7
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10
90 deIe), g6 AQEN I° TG

qR: 86 B gE0a &l QR

QSR RARINNANER 6RAIRAIR| §F' IRIR IQ° V6T PR CIRD 26 6462 RS
@I'd6Q, g5 2QEAN, QIMIG B YTPR F6x QAR B QIR NI

U} @ARIN: §F AARIRA B TR GF) YRR MR 6QRAIER DG 6¢1Q6Q FIMI 6QCILIN,
QRFIPR MY @ YR AR Billing & Plan (3&° B QIQ) 669!

26 IR ARINE g

MQAR, AR, ARG I° QPR B AIAEIF AN YOR 6462 62| 62467 AR PG &)l
PR 6199

1. Organization (2°gl) — Define Leave (25 &®I26l) §@ @ag! Leave types (g6 IaIQ)
QRS Y6 JRIRR 6619, @F IF O, 2ANIPLE TR '8l 9, 9Q° I2| AQPEAIPR
QAR N6 @ PID 6QSIN

2. Add Leave Type (8C d@Ix 6Q192) @ @Qg

3. od @eg:
696 91 @'6 R6R
Name (QI1) G Code (6912) 690& "Compensatory Off" 8 "CO"l @@ QIR
Days per year (@& 9@ &Q) J6Ye @FIRIQ @6 6062 @ ARG

Carry forward unused days (294920 G2 QI @ 6°@Ql &6 2198 @dg ANI L @F 66186Q

adiclg F2g) 6990 6mIA AN
Needs approval (2960106 @Q@IR) oIR: REAIG® AHIERRR @€l HR g6@4R Q6 QEFIQR
]

Colour (9%F) RIEREIQ B BF URER 6QSHITINI
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4. Add Leave Type §@ @Qgl

Add Leave Type

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

Marneg Code
Compensatory Off co
Days por year
08
Carry forward unused aays
DiyS Aot Taken S 10 AT A stead af

e

Needs approval

Thia repeorting manager or M must apErove s3ch rGues

Colaur

00000000 -

* Compentatory OFf

R 9RIQ @ORIRQ! @9 2019l IR, PIRIQ M6 Edit (AFOR!) @) Delete (6RQ) QYR
Qg

96 @IRIg A1 @ag (Leave Opening Entry)

1. Time & Leave (26154 B §G) — Leave Opening Entry (g6 Ba@° 9é) §« @9l

2. 964 eIl B 96 9RIQ dim 21asl Allowed (219616@), Used (2492@) G Left (&)
G@, 92 Total left (6016 QIR) 6@6IG!

3. QOQ QIFER TR @F PQRIG, B9l B IR, S, FRUG Bl REPIR AQAER FRRQ PG
669M PIRREMIQ @RI AR Export (Ng6AI6) &R K9

staffkhata.com/guide - 62 /119



llRentime Q. Soarch featuros " @ Wil Branches & growin isdaysin ASEY
AMTICALTIME %
Dashbodrd  Devica Setup Deta Dowrload ©  Repcits:>  Payroll =  AccassContiol  Acsount

Grganization Time & Loave

ard - Lewve Opening Entry

3 Autopay is mactive. Set up sutopay of choose 8 one-lime subscription payment.  Revew bit ing
Leave Opening Entry & Empont
Financial yoar: 01 Aps 2026 - 31 Mar 2027

[ 01 Apr 2026 - 31 Mar 2027 (Current Al Leave Types @ mipranches ~ | 0D AllDepartments - & AllEmployees -

Leave balances ©

Casual Leave Leave Earned Lean e ® Masermity Leave Compensatory Of

Ermploye n Usedt
i 2 12 12 12 15 15 a0 %0 5 5 135
Sahak ey 12 0 12 12 12 15 0 15 a0 %0 6 8 135
’?'""_"_‘f’"“_' 1z o 12 12 [ 12 15 0 15 20 [ 20 6 6 135
i) 12 12 12 12 15 15 a0 60 & 8 118
!.".‘".“.‘."".’f‘“: e i i 12 0 12 12 g 12 15 o 15 20 0 20 6 0 8 135
PP“’:‘ f".’_ 12 0 12 12 . 12 15 o 15 20 [ 20 6 ) & 135
foagieotin 12 12 12 12 15 15 a0 50 8 s 135

b 12 ] 12 12 12 15 ) 15 20 %0 1 0 6 135
Mt o 12 1 n 12 12 y 15 0 15 20 50 & 0 & 134

RFicINIFIER Fab g6 AIR AI6QQR KR8

RFIAI6E PR REAN B AASGIE AL, 6696 https://attendance.staffkhata.com 6@ &4l
Staff Khata 296 (Leave 641Q) ARQ @@ @& 647165 Apply Leave (86 2I6Q@QQ) 661InG,
J6R4YR 96 I9IQ dIR AR QIMIF 6QCIE, IR B PIRG QISE, IR RRE! 641G AOIBI @1'A6R
AQEANIT 26CNIRR iR 26TV K6

RGN oo §F 26QR Ra9

692 299 2ol @ 6<FIR K6m @l 2 IRLIRQ @ FEM YL QUGG

1. Time & Leave — Leave Application (gC 26@0Q) @ @G|
2. Apply leave (g5 21600 @QQ) @@ @99

3. Employee (@¢101Q1), @I'06@ Leave type (86 d2IQ) @29 J604? IRIQ AIGER QIF &
6QalIAII

4. One day (66lIGN @@), Half a day (211 @@) @)l Several days (260e GQ) QSG, 9Q°
QIRG Qegl
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5. 9@ Reason (RI1Q81) 62122I Also notify (ARG i @EIIZ) 6@, 28l REIRAIQ 6RIR
QIRUINE

6. Apply leave §@ @@l

Casual Leave (10 remaining]

.
B 26 0c1 2026

Netfy Mansbars - OM
Search & seloct members...

Masson
Famity function o Jpur

96 AGEAIa Qe gUIsIR @ag

1. Time & Leave — Leave Application §@ @9gl Leave requests (g5 2ig6Qlxl) Pending
(GelQle) 6& 66ll6m

2. 9@ 2Q6AAIER Review (AFNF) @ K981 @6 IR, Q16 30 8 RIS AIF @G

3. Approve (2@6710Q) @<l Reject (JRUISHIR) R g, ©'d6Q G806 @8I
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Beason

Family function in Jaipur

Close | (@ Reject  [EROREEINE

Approved (2196¢19@), Rejected (geuisiiie) G All (QAQ) 4@ REIA REC AIDE A6Q 1
2APENIR FRRENQ FYA @ORIRAIRES

26T G 62PY

2000 RYEREIRER 6N Y° QAR REAFER YRR 29I 2IRF, RRIRQ AQOIQ EIg
QAIY 62M 28R PIme] REFIS @Rl

690d0'Q Q6L @ag

1.

2.

Organization — Define Holiday (2660 A®IQ8!) §@ @9
Import (REEHS) @ KRG

Need A Template (66¢16RE QQRIQ) @6, IR AR PIRREMIP KR! Aim CSV @4l
Excel @ @2l 926 56l ¢l &&: Holiday Name (25G0a @I91), Type (deie: Full Day
@qll Half Day) \9@° Date (@16, DD-MM-YYYY)|

QI Q9g, 0I'J6Q FIamy QFER B0l @] @9l QI @6l AR @ @Qgl 2 MB ad4e
CSV, XLS B XLSX @lam RIF @6

Import §@ @9l 2Id8s QY EGR IRICIER 6QIQ 6QIRAINI
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666N 5T R 62199
1. Define Holiday 6a Add Holiday (§63@ 60192) 8@ @Q9I

2. Name (QIF1) G2ig, Date (@15:61) @129, 9e° Full day (94 @2) @<l Half day (221-60)
Qlegl Description (3QQ&!1) @gIRIA|

3. Add Holiday §® @Qgl

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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QINRI 62¢j@l i Upcoming (2IslieN), Past (2101) G All (201Q) S4IQ QYQQUQ K9G, 9°
QRING! AR AIF6R Edit @<l Delete @402IQ KQG)|
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11

@, 699 I° AGA

AUR: @RI 2l YUR

Staff Khata @agIe, 85, 606 B ORe] 62Q J6CYe @afll @A R6Q, 604 2IAEIG 690TQ
QAR FIR] 26Q 6ACAY FAG, PI'U6Q IE Y @8 FREQ QA ORI

QR PARIN: P IR @R ALED QI IR 60R YR PRI IS Payroll (@Q€l) 6619 AR
28, @@rIex Qe dix Billing & Plan (@&@° G Qi) 6Q6igI

QO o7 B YD @6'C 69¢ FG

@ 696°Q g6@4YR QRFl QAR MIG| 2\

1. Organization (2°gl) = Company (@¢191) §8 @8, @'déx Payroll & Tax (@a¢ll 8
QuIg) cuIQ 6slImg!

2. Salary Cycle Period (@@¢ll 0@ 2ad)) @6w, Period Start Day (2@ 2 @@) G Period
End Day (2Q¢] 6610 G@) 64Q @98l "AIdR 6617 G0" AR 6618 @6 QI6a 0 S2g)|

3. Statutory Deductions & Contributions (33@® @60 B 2QQIR) P6R, VS IR L]
mlg) €9 @Il QI @G|

4. Save Changes (U6Q@R 69Q 9g) 39 @
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4@ Al Branches

7 Autopay is inactive. Set up sutopay of choose a one-lime subscription payment. Rerwiew biting

Company Settings
company potorences,

Manage your co

D Reset

=

FERIDH ¢ o
1 [}
Vs 4
@ Locazation
o Statutary Deductions & Contributions
ES1 {Employee State Insurance ]
PF (Provident Fund) ()
Gratuity Liability
FF CONTRIBUTION % EfiI €O
12 275 %

ou have unsaved changes iscard

-~ Financial Yoar Definition

696" 4R '8 REQ

ESI (Employee State Insurance) 64614 @€l IR ESI 219l 621691 ESI Contribution % (ESI 2QIa
(@601 QURY @161 %) 6Q QIR 697 FAG

PF (Provident Fund) (@@aH &) EPF @6@ 8 0Q@eiolw AAle 2eQle 6<16Q1 PF Contribution % (PF
2R %) 6Q VIR 6QQ KNG, ARIQEISS 121

Gratuity Liability (990 @0Q) QP@ gIPR6 @4egl gia @6

Financial Year Start / End (218  2iZe 86915° din 94620 @dl
od 2iag / 661Q)

IR QO A RO ARG KNP

QAN M| Qé@ J604YR RFIRINFR IR PQF LR PRI

1. Payroll — Salary Management (@€l dQQIRQ!) §@ @08l 96e4e R0IR 6QAING OF,
2D, @60, 59 @F B QI¥e CTC A2 PRI
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2. FeIRF PR AMOR 62 @@ @0g, @4l @2 @12l Alx! Assign Salary Structure (@€l
A°RER FRIRE FRQ) GR KRG

3. Payroll Cycle (@@¢ll ©G: Monthly Cycle AlIde @<l Weekly Cycle QQI@%) 9q° Salary
Type (@6l 9RIo: Fixed §o, Variable aae@@s1® @<l Commission Based @7161g
2ARIGE) ARG

4. Earnings (2I9) @92: AR @, HRA, QIRIIe, @9 @@l 9e° 24 Q@ll
5. Deductions (#6'G) @@, 690 PF, ESI B @@ @ ESI f6lx &9l 2Rel 6266

6. @RI AR ATV YA 6Ie 6Q6)Ql e 6@6m Show CTC in Payslip (6a§a6a CTC
6Q6Ig) 6@ @Qgl

7. Save Salary Structure (@Q¢ll Q°Qe@| 69@ @2) (&<l Update Salary Structure) §®
*Qg|

218 Ol @Rl A8, P6m 2l 6716’ @Qle Total Earnings (616 2li<l), Total Deductions
(6616 @0@), Net Take-Home (2109 2Ig2jel 7¢') \9e° Annual CTC (@i@% CTC) 6@6iNI

4 Edit Salary Structure — Rahul Verma

Orfy a<sve serplojess S50 Pyyroll Cycle
Monsnly Cycse v Fen v [ B ShowCTCinPaysip

salary for Rahi Verma {ST-0001) - Superviser

738,000

gelq: 21asl 9@ <rel Organization — Employee List @ 1 66IRAIR6Q: @IS IS 6619
66lim Assign / View Salary (@o¢ll fRIQ8! / 6@6i19) @ 208!
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AIde Qo omIg

1. Payroll — Run Payroll (0Q¢l oRIg) @ @8I
2. 669 QAR FIA B @d QIR

3. Bulk Generate (@R 6@60690Q) @@ @23, Y@ Department (3@I6!) @8g, FIQ B @d AIY
@@, 9e° Generate Bulk Payroll (@R @7l 6060609 @98) AR @Qg! 9604 a6
dIRN YAAYR Kg!

Bulk Generate Department Payroll

62em @8I 60 6@@l AR, Add Payroll (a1l 6Q198) {9 @Q KFeI QILg!

J6Q4R @I IL6Q &l Rl Beg, QL @61 @@ (LOP), AQide g6, 966e B 26006 {6
6Q¢|@l Al More Columns (2@ 97) @ *9g!
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5 Time & Loave -~  Data Downlosd - Roparts ¥
Run Pay
5 Msopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riviewbiling
ployee Payroll 5 Refresh & Export F Filgrs A Bulk Gonerate m
Genorate, roviow, odit, and setfle monthly payrolls, attendance allowances, and statitory disbissements
Total Net Payroll » Tatal Groas Eanings Statutory Deductions
= ¥
¥1,28,200 #1,45,000 716,800
—
[ Employee Payroll Records 5 — Less Cohunng September ~ 2028 v O Sparch employess by name
, - WEEKLY B! o
emelovee o0 BT sTATUS  ATTEND.  1OF  HOLIDAY i r b WE Sraw ik i o
ook g wme NSETTEC. 24 o ¢ @ 9 & t2zp00  emso0  €LE00  PLIS0 71380 E3S000 2,840
Imean Shaikh =T
e a0 20,35 3 000 2,046,
Sunita Pati 57 e
ait o083 T23,440.67 @ UNSETTLED s s 0 0 o . F16,000  PO40D #1000 250 tr50 26,000 roz e w200 88303
Amit Kumar 31- - 2
e 1420 & UNSETTLED 2 o ° o o s TL4600  P5800  PLE00 v1250 w550 #23.000 TLees % #200 1880
el Verena _p g;'m esrz0 @ UNSETTLED u 3 0 0 0 " y THAM0 TR0 T1000 1,350 1550 38,000 e T 1200 o580
q @ A @

@ ol @eRIRel AR, RAPIIF @l IG adierl @egl Edit Monthly Payroll (FIde
QRN ARIRRN) 61, 68lIMI QG|Q| AI Save Draft (S 64Q K0G), @€l 6@C) 6RIRGIEM
Settle & Save (6Q6'R @A 6AQ FAG) FRX KA

AR QAN 6Q 62IRYR| QU6 0T KA AIR, PP T@ @ Settle Selected
(@2IHIReQl 640R KB) GR *QGI

AIAGQ Excel @)l PDF QI6Q @I@@6mI@ @5l dim Export (Ng6did) @492I @ag)

6450 6968 B PIARERIC RO

*EioING 2IP6R Payslip (609<) @@ @08l 604 2IAEIF 6MIEEl, QAR ARG, 2, KRG,
66@I610 YR8, 96° FIR6Q HQ @QFI 6QCINI 20rg AAIY Q16 FAR RIG 62 IR F1A
6QGIN: @RF) 62, 6119 9IIP 9Q° 66RI61A MG KOG

69Q @5Q Aix Download PDF (PDF @I@a6mIQ), @€l Print (94)) @& @9l CTC 6Q6Ide &
@@ Q@I2Q! Adix! Show Annual CTC (@@« CTC 6@¢ig) / Hide Annual CTC (@@« CTC RoIg)
QR R
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@ Al Branches & Growin [1S'daye et L e

Data Dowrload Ruparts Accoss Conrol  Account
ST PN-FO58
Mt Sopt 8

Generated: 14 Oct !

Sharma Textilos Put Ltd Raihul Vorma
£ 42, Seckoe 83, Sokie, Uor Prac Superviser
30 A o 3 0 ]
.............. Suanaun Ofies Paliey

~EARMINGS . DEDUCTIONS

EO0000  PF(Employ T2,580.00

9,600.00 F pdoyed) (Ex 0.00

1,600.00 E r0.00

1,250.00 E Empioy 0.00

¥1.550.00 E Empie Ex e ¥0.00

w0oo  Peok 200,00

Totsd Eamings T38,000.00 b Deacte TAR00.00

Tossl Decuctions 76,880.00

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

¥31,120.00

R &l fFieIalflse My Payslips (661l 609d) 6@ AR 6094 6@6I3I @I 69R-ARY
6Q6ig

28 9e° gGgael

QO AFF 69RE FRG

1. Payroll — Add Advance (2g¢ 62192) G @92

2. Employee (@¢i0IQ1) @129, Amount (QU&) 3 Reason [ Description (21261 / @2x8!)
@218, \9e° Month (F12) @ Year (@d) @19

3. Save Advance (Gl 69Q @QQ) @ @I
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& Add Salary Advance
ok

[ Diwali festival advance]

Manth *
Detober

9PYRE 60RE FAG

1.

2.

Payroll —» Add Reimbursement (9@9Qél 6Q192) K @99I
*FioI @Ieg, A8, R, I G @d Fag|

Supporting Document / Bill (Q2I19@ @QI3@ / GR) @6@ G@R A°mg @@ (PDF, JPG, PNG
@91 DOC, 2 MB adYg)| 6/ QIIRIRRI

Submit Claim (@18 QIgim @9g) @ @g

AQ6AIR, 696 Ye° Ja Jé, @

REINAIER 6F1IRIRM TR AOIRYR| A6FIQ Y64 2T B QIS 6@l Alx Payroll —
Advances & Reimbursements (23c1 @ 9EQQE) 66IRGI IR 6@ 66l 921q Approve
(ageian) @9l Reject (JRUISHIR) @08, @I'U6Q 604 6QIncl6m Settle Request (@6
696R ¥28)| PDF QI6@ @IQ@6mI@ @5620! 9098l §d din Generate Slip (39 6@6262%"
*RG) FR ARG

AYE o g5l
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AQYER @ AR RECINR AR, PRFN L RPRIER QAP Payroll Cycle @ Weekly Cycle
6Q 69Q @QQl 6QQM Y@ RFleIIAI6R YOI6Q Q6T

1. Payroll - Weekly Pay Process (QIQI@@ @Q¢ll 9@<l) @ @9
2. aQie QIeg

3. @66 @fielw Aix Generate Weekly (QAQI2@ 6@606Q%"), @9 9l &@I61 Alx Bulk
Department (@@ @@I6l) = Run Bulk Process (@@ 999 ORIg) §R @

4. PDF @I@@6mIQ @6, Print (348) @3 @9 @¢oIa1g Send Email (R6£1R A0Ig) AR 9@
Weekly Payslip (QQ1@e 6099) 66Img)|

5. 6@Q) 62102)QI MIG T@ @Q Settle Selected §@ @G
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QAIe S6DI6 9Q° AQRINT 6FARN

Qe Qad Qe

Staff Khata 6@ 2I@Q @AYIROIQ AN @R GRS FlIGRl FYI® 6QRRR A4S FREIQ Y@
QA6AIG 2G| g6RHR REAITY FRQ FRELR, d8-9g@ 4 QI6Q 6@CERR, \9Q° F6ald @R62Q!

.
qIF PARIQ: 637 Q6 Y6RUR YRER FIF F6Q AIYFR, AIFR B VR 6, RAYIR

RIEMEIR, Al F6 A 9Q° 2eY Ige 64016 UIR Qe R6AG 2l 699 YR PRI QRN
Q6AIF AR @RI F1il QRN PAAIER Y@ At Billing & Plan (3@ B QIR) 6@6ig

L

9% Q6QAlG 661IRg

1. Reports (&6aig) — All reports (261g Q6QI6) §@ @Gl 2A8 @'8l RIS SI9IE 698
2QA6Q REAGTGPR 60IRIOR: 680 B ACDR, AR, AAY AAAY, F6618 OR, OR, BF,
CRIng, 9e° AQAIRR|

2. Q@ 6216 KAQI IR A AFER FIRA PG| 6AARR, TS AR VAR Y6
A6AIG 66l AR late G KRG

..nlﬂE‘_‘c‘%‘lﬂin Q0 Search featuros ek @ Al Branches % Growtn 15dvein AR W
Dash Sotup on Timé & Leave Data Download Riport: Payros ACCOsS Conral  Account Haip & Support
»
Daily & periodic
Attendance for o day, weak
Weekly report » Monthly summar
B8 | Brmiadia A — ettt 8
f Week-by-week attencan oath perfarmance
it b e : | Il
Attendance
Who came, who cke
Attendanee loy > Present | absent > Late come rs
=] Bt 7 Rt @ .
- Overtime 3 Manual attendance
e} i ®
Time issues
Exceptions worth foliowing up
Late arrivais » Early depariures Late & earl
£ x o Iy depa P "
- Leaving bafons shift T —
Short hours » s Mis nches » Allin-cut {muiti-punch)
B i e s s i i s - B oo ok s e
Special days & performance
Holidays, » and absence pattrm
- P K >
£ @ resent on weekly off L Daily tima record summary
Anendance on weekly off days Work days, stisances, IMe counts
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646e asale
1. Reports — Daily (6G30®) @ @QgI

2. 9@ Q6916 gela (6096& Performance @194Y9R%!, Late Arrival 8¢ 216i9e, Absent
2@age @<l Missing Punch @2Q1 a%), @156, 96° RI21q 28R @56 QIRg: 66!, QIS
Q1 K9l ARGl RESIN

3. View Report (646 6@6ig) @ @08
PRIPRER:

665N Q@ AgQ @9l 2Islg Tl AR PIRNG AI6R 2l 91 IR KRG

R @0 Ak All (261g), Present (@), Late (@@<)) @)l Absent (290de) &«
RQg)|

V6T KA QIF, FIRG, I° J604R RFIRINIF 2R AADL, DR AT B RIF QYR Q8
a2 94-99e 6maIag dixl Sheet (AQ) §@ @agl 6raQ! dia! Table (66QR) KR @G

deq @ din QU QUC16Q 2l @U-LIQAQR Q6AIF R QQmIgl

ailReaumme Q. Soarch faature .o @ A Branches B
Sotup i me & Leave = Data Download Reparts Halp & Supp
st
5 Autapay is iactive. Set up sutopay or choose 3 ona-time subseription payment Review biting
Performance & Change filters O Refrash | @ Tiple @ sheot
Distty sttendance report
~* Performance v ¢ | Fi,0ct16,2028 >
9 DAILY PERFORMANCE REPORT Al Pusont  Late  Absent  Fmers @) | & Expont
Petiod: 16 Oct 2026
DRAILY PERFORMANCE REPORT 116/10/202¢] 0 Excel | & POF
1 |on Showing 19 of @ rECons Pat Page 25 v
o Expandshest = Fwidth  W0% G 100% &
Sharma Textiles Pvt Ltd
Repart Date: 18/3012028 DAILY PERFORMANCE REPORT Brin Date - 1073026
ok §
Emplayee Shatt O Wik Late Emby Device Device
Mo | Emp. Code vy Oepartment Dosignation | Shift | smiftin o | wTee | S Py or ™ b | T T
Ao [ree—
FYMULAD Adman ¥l aamn QOAM | 600 PM 0, L fhols | 0001 . ] present | RES-01 RE5-01
5T-0001 Ratel Verma Production empioyee G5 | RO0AM | G00PM | BSSAM | 601 PM Phots | 0000 H 5 orerect RS5O
ST-0002 At M Preduction employes G5 | SO0AM | E00PM | SO1AM | S08PM Oh O prevent
510003 Sunes Patt Producton ampioyes G5 | 900AM | &00PM GAM | 620 P Bh2dm | 0024 . . preent 501 BES.
ST-0004 ervan Shasdy Preduction amployee GE | FOCAM | S00PM B AM h 15 resent
ST-0005 Pooja Nae Preduction empiaoyes G5 | #00AM | 600 PM ITAM | 516 PM Bh G A | peesent
S7-0000 WartaRae | HumanResources | smelopee | G5 | S00AM | &00PM Abaem | RSS 01 | mSs ot
dormason
s7.0007 PRRTTR s mgioes an | moo o ant present
ST-0008 Neba Joshi Husan Resourcas empiiyes G5 | SO00AM | &00PM 04 ohl precent

AIQIge, AIde 9o QIde G6ale
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YGGR ARIR QR RIF FER: AAAAFN QIRY, R AVD FRER FIRY, YG° TFPQ RIG FQG!

1. Reports — Monthly (A19®) §& @9
2. €I QIRY, RIRIQ ULLD RH6Q 2], 9e° Apply Filter (rRQ MG ¥08) §@ Fg!

3. QUER &Rl @A-PIRRQ AT FORIF AUEISH REATGYFR:

dealg 92| @' 6Q6lIg

Performance (@I9402@1) 00 6@ J604R RAPINE AATe &, R5@r, AYER 8F, 29aT?,
Qe @8l B 6 Gl

Attendance With Status (30 Q2 g6QYe QY@ 19, @0 96 6616~ §&!
QAgIR)

Muster Book (FIGQ @) FJe® reliceR dge QAR 60|
OT Summary (GRS AKRE) AR BRASIRE Aéll

Leave Details (5 @aqai) AIgex IRl g6

sinre 0. Ganrch faadin = N
ﬁxw\m LT e @A Ernchas MORSTRATS
Dashbosrd  Device Sotup Organization Time & Loave Data Downlosd Rapart Payrof Accoss Contiol  Account Help & Supp
5 Autopay is mactive. Set up sutopay or choose 8 cie-lime subseription payment. —— Raviewd iting
Performance + Change filters £ Rofrash = Summar y B Sheet
Wonthily attendance repart
~* Perfermance v ¢ | Seplember 2028 >
Performance 5 Fivors @) &, Export
Perlo: et
Q swarch empioyee, co0w, Sip Show: § v 12 >
@ veer. — @ DESID: Administration @ poucy: Standsrd Office Policy B MoNTH: ocrfﬂﬂ
- - - — e o
» ssoan
» - - = ™
@ oreT: Production o BEsiG: Superviser @ POUICY: Standard Office Policy £ MONTH! Oct2026
................. P . - -
oo Wat Yerma ®.  ww  ew amm o
in @ - o - " o o ' " " " »
- i ¥ o ¥ e -
- - - . - - " - = - - " - - =

QIR RYERER
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AINTY @YIEMEIRQ Q6@ 606l Al Reports — Attendance Calendar (2AZI? @YI6MEIR) G«
@@gl Cards (@Ic), Matrix (F418g) 3@ Sheet (3Q) Q614 IR @ERIY, IG° FRUG @l RFIRIR
QAR PRQ PG &I FR6Q A6, QATE Q@6M @4l @5 6n6m 9@ 6QCIN

AR R6al

1. Reports — Government Reports (@121 Q6AI6) @ @3
2. QU6Q QGG RERIFI J60UR 6QRAR 698 AN A AUERG @I

3. PIMRIQ IR QAR ARG

60E]ARN orel Qe

Muster Roll (A&Q 6Q1R) orel 25 RIER! RS, 1948
Register of Adult Workers (@2q) 68@ 6Q@QQ) ol B RANGSIR| 21, 1948
Leave with Wages Register (46000 96 62@a) e D RUQBR 2R, 1948
Register of Wages (FI@Q 62@QQ) el 1 QR IRl 2w, 1936
Register of Workmen (§8@ 6Q08Q) orel XIII 9@ g 2R, 1970
ESI Register (ESI 6Q@aQ) orel 6 ESI 2IQ@, 1948

AAQ 6QAR AAAAIANR J6RIR TR AR AT A, AQATR, @6 B QPR {F 6Q6IIN
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1I‘REHL'IIME 0 Soarch featunes. LR 4B All Branches Q
e o Foest
Dashbosrd  Devica Sotup Grganization Time & Loave Data Gownlasd Reports ~  Payrotl Accoss Gontrol  Account Halp & Suppert
[ Autopay I nactive, SOt up sutopay of chaose 3 cne-time subscription payment, Rirview biling
Government [ Statutory Reports & Refresn B Table @ Sheot
Mandatary statutory reglsters under Indlan labour Liws — Factorkes Act 1948, Payment of Wages Act 1936, Contract Labour Act 1970, and ESI Act 1948,
53 Muster Rot Form 25 - < | B O, 2026 - B oos 2026 »
g Muster Roll =0 & Export
Farm 25 . Fae 148 - Dy Atedinss Fegister with emplryes-wise infout grid
" EmpCede Harme Dessgnatian Depastent o 2 | o4 05 " o7 0 o0 w o o 1 14 15 18 [t] 18 P oA L
. . _ (1] 547 AM " w0z b5 Bas so8 g0z 5
1 ADM-TYMULAGY  Admin sitrin A oy "™ o #:07 A AN watam ESIAM WO we i A Y g TUAM BSOAM B 2 0
»
¥ Bag 08 & - B4 o 900 84S W 804 BIES 852 i
2 eT-000 Rahus Verma  Superidar Proguttion W A A Wo masam 45 A0 il 0:00 AM wolaM  wo we i 203 AM A e 4 TOIAM w1 o
i 51 #:48 03 2 51 3 858 001 84D
3 sronoz AmiKumar  Maching Operator  Produstion A GG wo cosam B4z AM P B50AM oo wo wo G 'y 50 M ity P ] so7AM B 2 0
. . 845 a0 i L0 i Ba% 04 - 855 LR 858 20 AM
PR L) Sumina Potd Qualty apactsr  Predustion ity A Ly Wo  snam 0900 AM i B01AM CRAM WO wo AWM Ll AWM AW AM fLate) e L
. . (2] B:53 : . *n - 01 (2] . 03 BidE 04 .
5 sTonod Imran Snskh  Machine Opacator  Prodoction A G wo  sotam 5e am 55 ES2AM cooaM  wo wo 0 P 250 AM A i | DOOAM M 1 0
g 08 8:36 AM 858 908 GAM 05 po7 pa7
[} 5T-0005 Pocia Nair Supendsor Production A A wo B56 AM EAT AM ™ =0T AM " } WO WO A A Late) A A M B:00 AM 1B 2 o
a7 se ? &57 3 3 (ST ; w08 Bua 8 g
T ST0008 KaitaRas  HR Executive Hurman Resources W A G WO ESEAM 03 AM e BB AM sasam wo wo U FE w01 AM v wa UO0BAM W 1 0
B84 008 . ” BT PAdAM : #:50 w0 &5 90 2
L] ST-0007 Arjun Mehta 1T Support Information Technology AM A AN wo B56 AM B53AM AM Lated 905 AM WO Wo A SMAM 57 AM AWM A AM B:48AM " 1 o
w50 sz . BIAM BT SRAM ’ Boy  m2 3 s49 m53 BN ?
% ST-00C8 Neha Joshi HR Exgciutive Hurman Resowcet AM A aM wo B55 AM Lirte) AM Label B52AM WO WO AN AM 912 AM AM Al AM 003 AM " 1 o

5ol Bows B0 .

Nesamip? S Support +917982077270 R Hewlor 917085700540 (3 Emat wpgon@aaiikhancon @ 2026 Sl Knata  ARendance Co

Al G6ga6l

IR AAAAIFNER @'8l R66IV 6@BIARE RISIQ! Al Reports — Al Analysis (Al @6§Q61) @K
@QQ: 2NEx QUGIR 2, AT 8 2AQUFe 4R, FRE] 2GR Ye° BRAGIRA Q' P6M AW
@UaI6Q Key findings (F64 @24), 0q @@ oI, Attendance by department (3@I6l 2QQI6Q
@Agle), 9@° Absences by day of week (2QI2q @@ 2QAl6x 2QAGE) 2SI

ﬂlﬂlﬁfﬂljﬂ\;\f 0 Search featunes. =eK 4B Al Branches m o

Dashboard  Device Sotup Organization Time & Loave Data Download Roparts Payrodl Accoss Control  Account Hoip & Support

@ » Dassboord > Allveports > Reports

[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Rarview biing
Attendance Leave Analysis £ Refresh = Fillers 1
What stands out in attendance, absence, leave and punctuality for the period.

€ Sep 2026 E 1D Clar Fiters

Attendance rate Present days Ansent days Lowve cays Late arrivaly Overtame

205 8 14 45h 42m
‘ 74 of present duys sl iegged

# Key findings Attendance rate over time

for tha day cou. The dashed bn

& the periad average

@ Attendance is healthy st 06% of warking days.

) Absences peak on Tuesday: 38% of all absences. i
(@ Punctuality Is good: 93% of present days started on time. i
% 45h azm of gvertime Ipgged in this peviod. I
G e 20 Py s e g4t Sap s apBt  Sepzr  Bed  Mp S

Sep Y

Wihese I dys weed

s 208

® Prosens

@ Attendance by department B Absences by day of week
Lowest frit. The dashad Bng i the overall rate @ Absent @ On lsave
Human i 93% L

Technol.. 1 6%
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( TQen: Al 365Q81 AIR AR YRER B ARRIRA| A1 @RI

Ay G6ale

All reports Q 28I YGGR Fld 66IRAINER:
R QIS Q9 A Late comers (@me6a 2192)Q1) \9e° Present [ absent (@age /
2QaAge)!
Overtime (BRAGINE, IVEF YP6Q BAAGIRE] PQARIQ)!
QIP6Q 61NN AL AFNN @Q@| A Manual attendance (FIQ2IR QAGIR)|

Leave report (26 &6cI¢'), Device punches (@R @) \9e° Easy access (2@ J6Q4))|

ageald, Jé 9e° 6AYQ FOY
606@161A 66 Export (Mg6ald') @@ @ag 9e° Excel (.xIsx), PDF (.pdf) @<l Sheet view

/ Print (Qg' @614 / 9&l) @egl TQ QEN6Q, A9 @d6x &Jal Excel, PDF G Print @9 @49@I
Qg
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WhatsApp 9eae1 96° 86696

Qe Qad Qe

2 @ 661IR 20606 Q@ Staff Khata 261G WhatsApp 6@ @dgIe AIrs AOIQUIER, SIS
&®@ WhatsApp @€l SMS 2IRIQ8Q @011 A0aE! AOIRAIER, Y&° 2 L3NG QS
dOIRTIER

2idéis WhatsApp dil°sl QIee

9@ 6016d@g @@ Staff Khata @ AlRea @Fq 264l 99eq oI 99l @1e1e 2R @8 69629
PRI QIR

1. Organization (2°gl) - Company (@¢1e1) §@ @8, ©I'déx Notifications (3£3d) c4IQ
63limg!

2. WhatsApp Notifications (WhatsApp @8Q) @6, 28 192JQl 6F169RGER IR KRG:

696" 2A& @'6l A2

Daily Attendance Summary (6350 QAR AIRE)  I6 AUPER PR RAYIFR 9@ WhatsApp QIR

Monthly Attendance Summary (AIde @AgIe CSV PRm Q6@ IR AIAR QAgIe Q6

AIQU°E)

Device Health Alerts (0@a4 Qg4 90aa) Y@ QI6RIEFITR PRI ACPRING 626m IR
6C16QR!

3. Save Changes (05Q@@ 69Q 901g) @ @I
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Dashboard  Devics Sotup

Organization

Q0 Search features

Time & Loave Data Download Ruparts

% + Dastooord © Company

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

Company Settings

Manage your company petorences, attendance rules, payrol, and

@ company Profile

# Employes codes

@ Attendance Rules

' Journey Tracker
 Payroll & Tax

@ Locakization

0 notifications

B Duplicate employess

Account

£ My Prafile

a WhatsApp Notifications

Manage sutcmated system alerts and summarias sent via WhatsApp

Daily Attendance Summary
FRCHVE B QY WRIESADE SUMmAr

ance
Device Health Alerts
Gt roaiod whkin & Bioeracric dirvice goes ol

[ o o ! 7

QE6619q 29 66IME

Payros

Accoss Conral  Account

@ All Branches

& Growth |15diye kit

o A

Adimin “
& ADMDRSTRATOR

Hatp & Suppert

Rarvsw biting

AR ARREQ VPR A0S AIE, Account (2IRI@8,) — Integrations (REEG1AR) GR PG
Integrations & Webhooks Hub (286919 B 652@ 2Q) G6RI6' 99e Q°6QI6! 6Q6IN:
WhatsApp, SMS Gateway (SMS 6615'6) \9@° Webhooks API (6322x API)| 21dé! 2192l
Q6166 Configure (RATPEIQ K98) G @G

llRerunmve O Eanrc Tandices

Dashboard  Device Sotup

rhoord o inegrations

Grganization

Time & Leave Data Download Ruparts

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

Send attendance, leave and payrol

Suppartad Platiorms

3

AN 3 Communication 2

COMMUNIEATIGN
WhatsApp
Sen At §

avents o your

P Integrations & Webhooks Hub

Automations & Custom API 1

Avaiiable

Payron

Event Subseripnens
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Accoss Comral  Agcount

B Emat sppon@seathhag.con

@ Al Branches 4 Growth |15'days kit a
O Refresh
Secunty Pratocol

2] HMAC-SHA256

Al'3  Conmected 0 Available 3

Available

BEVELOPEE & CUSTAM

Webhooks API

4 Admin ?
o ADMUISTRATER

Hulp & Suppert

Roview bising

€ Wabhock AP1 Spac

Availaste




28w @@ WhatsApp Business @60 @421 @G

210615 Meta @ Cloud API 6@ 9@ WhatsApp Business 2I9IQ8, @@IQ, 69@26Q Meta QI
QOQ APEFNTR 6£16QR 66CIEMe AR

q°64I0l @Y

1. WhatsApp @1@6@ Configure §@ @ag! Connection (2°62161) 64IQ 66lI6M@

2. 2idéis Meta access token (Meta 2699 6616@Q) \9@° Meta phone number ID (Meta
6XIQ @A ID) G2gl Meta Q FiReQl 6<FIR R ID @YRRIRQ KRG, 6XIQ AER H6w Q6%

3. Alert numbers (%G RFQ) P6M, FIN® AN AR AR 6¢IRIAN ARG B2
(20 ad4yg)

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connectlon  Event templates

Connect your provider

Setup the cannection ance, then choose which events can send messag

WhatsApp provider

Mets WhatsApp Cloud ARl

® 123456785012345

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

68l 66'FIEME 6462 VB

1. Event templates (Q6'6ll 66¢i6MS') UIQ 66lImGI ASEIGER QA AISIER PIm@IQ®: Check
In (60@ @1), Check Out (6o« 21@9), Late Arrival (@€ 2I6iie), Missing Punch
(@ejal @F), Leave Application (g5 2ll6@@q), Leave Approved (26 2@671G¢), Leave
Rejected (26 9@4I64e) 9@° Daily Summary (636@ QIQI°E))|

2. 9@ Q98N I8, 6990@ Check Inl
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3. Approved template name (2Q6¢1IGG 66'¢tema @I€1), Approved language code
(APEAIPG QB 6RIQ, 61U en_US &<l hi) 9@° Exact approved template text

—~e~

(296100 66'¢temea A0a AIOY) $21g, Meta 609 2Q6AIer @8 O 620Q @0 @Gl

4. Variable mapping (6@ae@R AHIT°) @6@, J6@YR 6QIOMER @'8l QR QI8Y, 6K
Variable 1 il employee name (@¢101Q1 QI€1) \9@° Variable 2 Al punch time (ag
QA)|

5. Recipients (dId®) @128 9@° 2A8 66F6me'q Meta A2 ARIR Q1Y @QQT 6QIm HEE
Q| dIR QIF §@ @

6. O @'6l A0IK@ 6@¢j@l Aiw Preview message (6¢169® OQ) @@ @99 A8 K9l AR,
4@ Test number (AQ1R Q) 60@ Send Test (AQIV A0IY) FR FQG|

7. Enable event (2581l QIR @98) 2Q @98, ¢I'd6x Save configuration (@QTral6QAQ
69Q 908) FRX @I

Checkin
Setthe appeoved message and

Appreved template name

artendance_check_in

Approved language code

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

Leave Approved

.
FQEI: 620R Y@ QR @9 IR AY gem, A 6618 62QIR 30 FGS A6@ Missing Punch
6616QR 26Q AOITINI Daily Summary @Iee19 969 QIS 10 F16Q QI6M 96° 6RQR ARG
REQq AN

L

Activity (RIDYSRIT) G4IQ AER ARV B AGSEI 6716QR I° VIR JRIR! 649F T8 KMl
@ 1@ 6Q6INI
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gelQ: "Accepted” (926 @QUGIRI) @ 28l Meta 6616Q@ 26l @Rl Y9! 62RQR HHe @61 QIR
Q8 A0IRQI QLR 2AsIw Meta R4IA6QIE A @G

SMS giel 9eael aolg

SMS Gateway (SMS 6615'63) 69@0Q @IF1 @6Q: Configure §@ 998, Y@ JRIGI A6 @G,
Q'R QGEI 66'TIEMS 6962 @@ 218 MSGI1, Fast2SMS &4l 2164 9@Iela Ale Custom
URL (@&¢1 URL) @RAI6RI QU@L SMS di 2Id8iw DLT-296719@ 6Q8Q ID, 985 ID 8
60¢IEMES AI0Y QAR 604 6946 2IAEIF JRIQIR O Y Q6Ig!

A AL ¥ NG A6l A0Ig (69xER)

G 628 J9-2Q F6M, G5 AR QYR FEM RAYID, AVEIF PR ALEBARQ ¥l IR 26S1671AQ
IR RIEQ QER, 606Q 63X QIPVR FAGI

1. Webhooks API @06x Configure §@ @9
2. sl Webhook Target URL (6809 @a4 URL) &2l
3. Event Subscriptions (2661l 99g09Q) @6R, A0IRQI &l ACslgew 6@ @ag!

4. Q6o AIF @QQ| Al Test Ping (9918 Jef) GR @8, @1'd6Q Save Configuration
(@660 69Q @Q)
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.. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa
it

hat tigned avant rtificatons
1 EVENT SUBSCRIPTIONS B TRIGGER FILTERS *

W anendance punch_logs
Raai-tameg wabhosk aytosd patched on every chack-in and chack-o3t

> TestPing

Jd6Q4e A8l QIVRL, 604 2Idsim IR A @R 64 Y21 96 Staff Khata Q 2GS
28R 6emARQ Webhook API Spec (6322 API @@Q8!1) @6m @ge @2l dIRalREa!

@ Y60 @L @R AR, Y2Iq 64lim Disconnect (66 @7 @08) §R K09
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639 B 6F1IRINMER RFICINT 6aR-Ad

AR: I REIRR 2l YR

RPN REIRY AL, Y6RYR FEIRIR 68@6Q 9@° Android B i0S QIR Staff Khata 2IU6Q @R
Staff Khata 2I@l@él A2 620166 AR QAR AIf @QAIR6R, @m IF LIIRAIRER, G5 Al
26Qe QAN Ie° A@ 60T 6QINER, 604 28I AISIQ @7 9§ 26l

QI PARIA: RFICIR RIRR GF) YRR AR 6QRAIGRA PALIER YR AR Billing & Plan (3&°
G QR) 6Q6igl

RFCING meee G

1. Organization (2°gl) » Employee List (@¢101a1 @IR@1) §@ @09

2. Add Employee (@¢101a1 62192) Aisi6a 2)QI @1 661iR Invite Employee (R¢101Q15
FOQE Q) GR PAg, A9 RFALIAF CIF REAIN G 6FINIRR AR AR 6P REISIN
6198 IQ° ARCINR @G 6QIGI

3. RIPIQ AIQAGIE 69% @) FEAF PR AIRY, I 6617 66lR Update Password (QIQSIE
2U60Y) FR @l

4. @IQIq Staff Khata 219Q 697 A2 9 @QRIg 601 AR, AIG 619 641 Enable Mobile
Punch (6CIRIoR 98 oIR) R *QGI

RECINNAIER AR RECIR B AIAGI AL https://attendance.staffkhata.com 6@ &) Staff
Khata 2106Q ARXQ R KRG

My Dashboard (6€1l @4I621€)

@66l RFIPIR ARG AR REM, 62I6E My Dashboard (6611 @YIQ6RIR) 6@ VLTI 92| 6QAANRT
9@ CI19Q Q&Y 86 QIMI, 6AFRS IR PARIQ RREYR| 6TEIEIA YV, (60U YL AR AY-
2IRQ), 99° IANIER QY 5 6@6INI 6@ 2RI CHIRGEPR FAIAR QAR B YO RSN G|
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alllReaiime . Search fastunis . " O N Meeso
AMLICPLTING o Do
My Atieridince  Apply Los Holp

Wy Dash yLosve MyPaysips My Profile
Goodn O Retresh
s ¢} 2 2 a8 d a
118h 23m 112 2 22
34 S daps oA e o review this mofth

..........

View detaas
Meads your attention % 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 o
% Mo @ Atendance @ Loave

SUNDAY, 0CT 18 & Clotknd n

My Attendance = 2 My Leave A B e

Canat Leave

sss

Tatal Howrs
14:20:02

My Attendance (6€1l @a9Ie)

My Attendance (661l @AGIR) AR Q8Y, 9@ AQIR, Y@ AIQ IQ° 66XI6IH BRAGINE 6@3IINI

QAR dE-Q @Y
1. Punch In (@9-2Q) R 08 (QJ PIQI86Q @)l JYIER)!
2. QIREQ FlIGEm QUIEARI B 6MIERAR AQAS G2gl

3. Y@ 697 60 F8e @9l

g 695 B 6MIERAR AL 69Q I BF 66186 Punch Out (U8-2IRQ) R *ag!
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iuﬂﬁéﬂuwsl Q Soarch features. ek % m B Mo

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

My Attendance o Retresh

Your punches, working hours and sttendance history.

:::nn . oc:; » Clockedin Today's Hours B This Week =] Taits Month B Grvertine &
Total Hours 14h 20m 9h §7m 128h 20m Oh 00m
1.20:20 — —_— T
00 OF B M sy targt 000 &5 M wey tagut 45 OF 18 H mersy Lsget
a o A
o0 AM Ll At
L Ao o] QUICK LINKS
T - e .
L] History &% @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Setthe Bate Sans Eheck in f Out Late Production
NS 18 et 2026 » PRESENT 903 AM o Time @ - ® 2
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
N4 £ 15.0ct 2026 » PRESENT ©n Time @ BN ® &
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
852 AM
N £ 13 Oct 2026 » PRESENT S On Time & BHIOM @
o £ 12 et 2008 « PRESENT iy n Time @ pn & &

QeI 600lg

Attendance History (20g9I@ @62I9) c4IQ d694e 0a 6@6INI df A, @492 GQled ¥e°
CHITER 6MIERAR 6QR1 IR Y@ GRER 25 6F FR @G

Attendance Details

taTE
T8 Oct 2026

CHECK
03 AM
Production Hours

PUNCH INFORMATION
@ S03IAM  OFFICE

mq Gataxy A34  Andiria W
Daitl

L vuavsaes = &

7 WG‘-,E:&’;-Q fn_n_c'x”u &

“

o
AT j‘; Gallar markyt @) o
AR by S Jhandewals
"Goagle
¥ ;009

QM U8 QISG
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1. GQG6q Aol 69 §a @I
2. Request Correction (QuIQ 2g@6Qldl) 62, Punch In Time (98-@@ Q¢ll) G Punch Out
Time (98-21QQ QAL 649G @G

3. Y@ Reason (RIQ8]) 6@x Submit Request (2Q6Q0 QISR @2) R KQG|

Q6T 2AQEANRR AR AICEIF QSR 262 RESINAI6S Regularization (FAFioas!)
IREQ YLIq IR @8l d8-2IQQ el @agee Missing Punch Outs (22l 9g-2Iag) 06w
PRI, 9e° Request Missing Attendance (72l @AQIe 2g6xld) 26l Y @l Oa
QAR

Request Correction

Forgot to punch out at the gate

Apply Leave (8¢ 2lieeaq)

Apply Leave (25 216000) 6@, REIQIFAIER AR 6 QIRIF 9e° J6X4YR AQEARIAQ TG 6Q6IEI
6Q¢0l6a Apply Leave §@ @&, Leave Type (26 d@IQ), @1a¢ (@4l Half Day 21I-0Q) QIQG,
Y@ QI8! 691G QISIM KRB 28 ARIKQE QR Y21 AQEAIRR K¢l JRUISHIR KRG

My Payslips (6€1l 6a5<)
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My Payslips (6¢1l 608Q) @6®@, RFIRIQN 2T, RS B RIF FRYQ 6@ AL Y64 GRS
QRF 6Q6QI AR AIF B @ QIRTI AAYIR, 2, FEE I° FIN6Q G PR A2 AdtE 6a8a
66Imel QI View (6@018) @R @98, ¥4e° 92IQ PDF Q6@ QIRa6mIQ @ag!

Mfceqe | a soren o - 5 i

My O Aiendance  Apply Loave My Paysips My Profilo Hotp & Support

2 My Dastiboard Faysin STO00

@ Payslip Details @ Hide Annual CTC | & Print
View and gownload salary siip

PAYSLIP NO

ST PN-FOSE
Mot Septemier 1036

Garwated: 18 Dclcber 2036

Sharma Textiles Pyt Ltd

e F" | An™ e o v g
Office Time Policy:  $tandasd Offica Paliey stes: 1 Ealy Enes:? Pelicy Dechoction: § Days
R v DEDUCTIONS
24,000.00 FF ([Employes ¥2,880.00
R9G00.00  PF (Employe) (Exciuded v0.00
neK000  ES #0.00
02000 B8 iEmplay 0,00
1,550.00 ES4 (Empiloyer) {Exchaded) 0.00
000 Frofess al Tas *200.00
rrrrrrrrrrr ¥18,000.00 LOF Deo ¥2.800.00
nnnnnnnn ¥6,880.00
#D Annaal Cost ko Company (CTC] ¥4,56,000,00 1+

My Profile (651l 6gieriim)

My Profile (671l 6QIPIRM) @Y@01E T8, MIRTARQ REIY Ye° YT Yo 6616N JIRER
6QGIN

Staff Khata 2lldeQ

6CIRIRM 2IY RERINNG 693 AAY FOQ VERCER T

Mark Attendance (@9gIe @2Ig): 693 B 6MIEQRAR AR AH-R B AH-2IRQ| IG 6AAIRR
AR 6A1IRIRR V& @R 2, 6AFIER FCMER FRIQE Realtime QIEAEFTR FRARY AIRLIR
@@

Attendance (QAgGIQ): AIAQ IR @UIEMEIQ I SIREININE B 69R-RR EMIERAR 6QS)Q]

AR IR @ I KR, Ye° QIR dix Request Regularisation (PA80@8 2geqll)
YA Kl
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Leave (85): Q4 @R, 2RI-66 @9 CI06 JIRAQ AR AEQRR K0, \e° A6 o 6@6ig!
Payslip (60§4): 6061614 CllQ 6068 9@° Download PDF (PDF QI@@6mIQ) 64Id @

Claims & Reimbursement (@@ B 95QQ8!): dma <66 @4l PDF 92 250 &4 61 QI
AOIGI 9@l 28I 2Q6Ien dim Advances & Reimbursements (2561 G 90YQ81) 6Q
ae6dl

Profile (6Qicriom): @4@6Ie B Q1% FaQEl

8:55 v

< Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

& Checkscomplete & Locationaptional

General Shift

@ 0%:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

gelq: 90 83-60rg° oI AR, RFILIAIFIER 62eM APEAIRE 688 Q6 26Mm AR AL
@RAIRER! RAYIe B 9e° 2Trq AR 16 6Q6Ig
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5

Journey Tracker (219-219)

Qe Journey Tracker 2li@-2Q

Journey Tracker QIQI6Q RIFl RQEYR| REPINF UIR: TN IRQPER, 6PRAR, ARG AR
@fieIAIea Staff Khata 6C1QIRM A6 A@ Q! 6206 KE, \1Q° 28 65Q 2IAQ 69613
6QF1I6@ 600 2RE, 60RO ATREM I° @'6l 616 REMI

.
QI} @ORIN: Journey Tracker Y& 60@ 2IQ@-2Q| AAEIF SR REER AR-2Q AGA 62 AR @

Journey Tracker 6619 8 696°Q 641Q 6@6lIKNI @RAAIPR ()Y AR Billing & Plan (3&° G Q@)
6Q6IgI

L

Journey Tracker QI &g

2I6IR @R I2IQ IR AR JOQ 6XIRGFR 6RE6S 2R 6RIERAR AOINES 696 g

1. Organization (2°gl) » Company (@¢i91) §@ @g!
2. Company Settings (@¢1l91696°q) 6 Journey Tracker 41Q 68ImgI
3. Enable Live Location Feed (RIQ@ 6RI60AQ &R 0IR @08) 2Q @G|

4. 696@6l6Q Location Update Interval (6RI6@97 206@¢ QIQIR) SR 2JR16 @R AlR
Q6! 66RE QUM RIF FEQ

5. Save Changes (00Q@Q 69Q@ @Qg) §@ @QgI 2IA8! "Journey settings saved" (LI
696°Q 6QQ 62M) 6463
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Liaee 0 Soarch featuros Al Branches A L DRBISTRATOR
'ir.w\m a ADtInSTRATEA
Dashboard  Devica Sotup o i Time & Loave Data Downlaad Reparts Payro Accoss Control  Journey Tracker  Account ' uppo
‘Comp:
3 Auopay is mactive. Set up sutopay or choose a one-time subscription payment. Reyview biting
Company Settings O Reset
Manage your company preforences, attendance rules, payroll, and palicias.

Journey Tracker Settings
1 Configuirn 1 tocslion updaias and suipeis

Enabio Live Lecation Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

You have unsaved changes Discard
69G° 9@l R'6 R6Q
Enable Live Location Feed RFCIRIF TGl SRS AFANER ERIERAR 2AAE@F AOK
(MR 6RIERAR OP)
Location Update Interval 6 6R60 2R PR 6RIERAR AON, 1 Q 60 62608 AT 6RIG YRR
(6MIERAR 2U6RY QIRUIR) 2R QI6E'RT G 6ClIRIRR @IC1 QLR RER
Start Journey on Punch-In RPN 6FINIRR AR AH-AR FEM YAPIRE QR S ARE, RER
(a8-aa6Q AR 2196)
Automatic Start Applies To All departments (Q91g @@Ial), @<l 6@ Selected departments
(Q°0Ine 2R KL AIR) (eRIRIRQl FRI6)| RFIRIFIER @2Id 206Q AR AIF, REAUARES|

IR QIQI AINF K0 (RSN, 6AIRIOR 21A)

1. Staff Khata 2Id@ Home (621€1) §@6 Journeys (QIQl) 6419 @@l 2IAs More (2y&) —
Journey Tracker @ €14 QIRAIRER

2. StartJourney (QI1Q] 2IQ¢ @08) ¢4Id @08, @I'J6Q FEERREI6R Done (62IR6IMI)|
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5:20 vi

Journey Tracker
€« Y ©
® Ready to start Online

JAYPEE
SNSTITUTE OFs
#~ INFORMATION
S TECHNOLOGY

SECTOR 62
67

SECTOR 63
Google

® Readytostart

2 ©) ®
0.00 KM - 0
Distance Duration Checkpoints

I start Journey

Journey Timeline

©

No stops recorded

JR 96@ ISR 900, 2R B 60RANE, A2 On Trip (ARI6R) 6@6INI 2 YRREFER 2!
AFINER Fldl 6TIR @ 6MIERAR AOIR SI6R

(
gele: 9@ 29 "Battery optimization is on — tracking may stop" (@UI66'Q1 A AIRERAR SR

A8 — QIF° @ 62IRAIER) 6011 &N, Fix (QIRG) 649 @R AQPAG GG @F 6FIQ QUIET'RN
QHIRR| AR YRR 2IY @Q K6Q, AL RFER I S6R!

N

olea diclea Ia 60adls), 64I6e

60RONE, IR AT 6006 @6 2| 620 M, @'6l 62mI Ie° 6Q6@I6Id S
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1. @igl gaca Add Checkpoint (60908 60198) ¢4 @8 Log a Stop (| M6l @eg)
AQ 6dllemI AIDEIF 6MIERAR YA°PIRE QU6 A°MG) eI

2. Add a Note (Optional) (6QI5' 60198, REIRIA) PER, @'8l 62MI 6MEIY, 6URG 2IAE QR
Stk

3. AR, QA @9l rec| 6IGR! Al Attach Documents (@986 ARG @QQ) SYIJ R
Take Photo (or6c' G21g) @)l Browse Files (Flom Q@ @98) Q189!

4. Save Stop (A< 69Q @) G4 @G|

[“'I|| IR FRE R
= ahll-aluﬁnrul&n =T %_|* o
-LJJ_JJJ 1,||j|',—-u 1S I

==t
g. lanrnau Tramlar e .\
r 1

Log a Stop

Recard details about your current location.

Location attached when you save
GPFS coordinates will be attached autornatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents Add
Upload bills, receipts, or photos
fuel-bill.j
IPg o
28.7KB

dICl 6618 G
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1. @IF Ad66®, End Trip (QIQI 6618 90g) 64IA RQg!

2. End trip QI B8 e @Qgl 6618 @l A6Q 218! AIg! Q8 2R RQAUNES R

QLI IR QF, 6¢1I6 Q@I B Y6HR A 92 @2 I @FleINAI6? More — Journey History
(QIQ! RELIQ) P6R Y AR 6@HARER

2INEIF ORG RINR 6Q6IF (ASFF)

1. QU 651969 Journey Tracker §& @QgI
2. Refresh (Q6rq) @ @98 AILI6Q 2l AA6Q Live now (N6Q RIRR) @6% 662G

3. Journeys List (12l @R@l) 62, Y@ 950 QIR MRXQ CMIY 66N iR AU 69 R
@28 22 6MIERAR AT DG Y RFICINNG AQARE! R6Q, RIFER 9@ Activity
Timeline (RITISRIV SIRFRIRXR) AL

i
SAYPEE
s SR e
& Journey Tracker @
* Rocording Online fahu Vorma

Ducsk tagasan B hctanty Fimatne = % $
— H 4
e & Traukm Uated. B £
et . - - e . ® i g — i B :
oy, 1 5 Joommpea
Outy wiay
Ay

TOR & 1
ot SECTORE3 1
RAL VIHAR —
%
i
Bes

: 7 e, iy
A= i i
; iI +
« OnTrip } [}
StartTina " i i 1
i i
7 ® ® | i
: g -F
0.00KM  00:00 0 : 2 i - i
Distance Ouranian Checkpoints 1 ]( = 7
A1 & S V- i ] §
& .f'f i o
7 4 i - o
B EndTrp e d Z
Goagle - SRR v =
o o

Journey Timeline

QA9 q X126 696 iR, QAR PILIE6Q Live Locations (RIQ@ 6RI60AR7) @ @l QI
HdILI6 2l J6La @ﬁ@l@‘l@{ 66115 CMITEQR 6Q6INI

AR RELIY AN QNG
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1. Filters (&rRQ) @6w, Today (21X), Yesterday (ao@I@), Last 7 days (e 7 &a) @<l This
month (9@ Q1Q) Q@I8g, @9 F@x From (0IQ) G To (A1) PIRE! 698 @G A R6SI
REPINNG Fll QIRAIRER

2. QU6Q gl Rlegee Total (6716 QIel, Active now (6@ a&2), Ended (6618 62191),
Distance covered (20g@¢ @32l QQ@l) Y@° Avg. duration (2IQI2IQ 2Qd)) 6@6INI

3. Qlmel &R @0l i All (201g), Active (28<1), Ended (661Q) G Auto Ended (Q<t° 661Q)
IR, N9° PIRAREMIQ @RI AIR Export (MF6dId) @42 @G|

4. 6L6@I61A AIRIER 25 5F FX @G YR AR, B 661 AAD, 6716 A, Q| 98°
Journey Timeline (Y@l FIRANIRR) 6QGIN: J604YR LINQ B J6GY AT IG° @I 606
QAR PIRMI 6PRIEER REPINNGT 6R18 6QFILN, 9Q° &R 66IRA| AR QS
attachment (2°R9R) F@ @QAIRE!

+ JowneyEnced 5 Reoute Remap € »

Siaree Al Ended M
LA B anasaoze, ovasiazem

Toast Stops Distance
® . 2 ama0mm

St apted Latt mcorged
Jaurnay ended mem 01119:39 pm

oL $alim
= Journey Timeline

1838
A @ Tracking Started

BHX $rllm

wae
[ Deve 7 48 kmm
1243 ko e

1042 (5

9e Q¢ g8l omIg
1. QIgI QY66 View route (QQ 6@618) @ @09l el AIQ J6@4e &d PFQ A@ AMIJER
A 29
2. GR06 Q8 oNINR| AR 69, QRIGI 1x, 2%, 4% &7l 8 61 QIS

3. UGPSR AISIQ 6@¢jQl Aiw 3D Mode (3D 6¢1Q), Ie° SRR @64 Al Satellite
(A6eRIRG) §@ @G| Reset View (Q614 Q649 HIAg 9LIQgIq 268!
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= Rahul Verma

2008 10- 21 - £T- 0001  ResmtView @ 0Mode X
- —
B Activity Timeline ® L D .-'! wg:;ﬁ
17 e 5
wan iy e
S E  trching snes stz
Sracma Testies, Goseas §3 Hoda ; —)
: 2 §
E““ || [ "“""‘] o &
oy et M3 PR Yoy o
() s e 3 i e "
- e i aang wasan g w
apa i, G e Mo, ant Sy, B 5
i / s
£ T o
orster: 40 it af tor pogen i
PRm— Mestr Saeomat by L
a0
il e ifani ANAND VIHAR A
Sa0hem - 13m
§ 4 o 5
/o o s
; » &2 i rrmy 1
_; D lturmas BS 5 fr T
amea arE B b E vasmal ]
AT ar ; i £t
f& % Si_liPn.l SUNCITY
g s e
}
)
§$ MANDI HOUSE - 1
e MCRAE AT
e oiad
e SECT
L

s g P &
L] _MAYUR VIHAR
11558m- 3m S . PHASE1
auay
P @ wm ’= R GIHAR
Sharma Teaties, uctor 3 hisiay b P E\
o
-
sl @

@ Fonw

i
57 [
b Oy
i Vs
t Fapbound thornicn  bap Dota G504 Goanfe Tt
012332 pmy
an Okm

T 90 6Q8 QI 661V PRI PMAIZIE, 2IAE! AR QPR ILIF 6618 RRAARAER! IR

Q@2 QG F6R F1il @2 621m Auto Ended (Yo° 6619) @I6@ 6Q6IQAIRAIER
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Pro HRMS (21e-21%)

QR: Pro HRMS 2li@-2IQ

Pro HRMS QagI? Q216 2Id8lg @@ HR gm 6QI16Q: @¢e1 &rQ, 2Ia8ia Q6AI6° °a0a,
EQPAR, AF@ QI@°, @1E YQ° IR ARG 6@ Y@ Manager (AHI6R@Q) Q@I Fld 6QI6@,
ARVPREQ QM FJSNAIER F@ 6RINT I 606

QI} @QRIQ: Pro HRMS Y& 60Q 2I@-2R| 26T 2IRIRS6QR 92| AT 6261 A6Q @ IR 661
6Q6lITNI @AFIRR FmY st Billing & Plan (8&° G QIR) 6a6igI

Pro HRMS 6€1g 66IIRg

2IQ-2Q RS 62R1 U6Q, ARTR B FHERFAR dR QIR RIRER IS° RFIRIRN AYUEEMER IR
Pro HRMS 6619 6Q6IKINI 06k 2l Q@R 698 671969 2G|

aQ°g| e
6WIV&ll, GI01L 9Q° Qg AR IR ARIKQE! @lgl

1. Pro HRMS — Organization Feed (2°g| &@) @ @Qg!
2. 691} QIFER SR gl (12 ARG @@l diw Photo [ Video (<r6c /| @G8) @R @qg!
3. @96Q6i6@ @Ieg: Everyone (Q716Q) @)l Specific Department (3aQ @16

4. Post (6QIE ¥Q) R QG
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Q Search features ek Al Branches
ﬁxH-’\Tf\ a
Dashboard  Device Setup

Grganization Time & Loave Data Downlosd - Regarts Payrod Accoss Control  ProHRMS ~  Account

ard - Organization Feed

) Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biling
M Organisation Feed
W company announcemants, updates and celobrations
A A Welcome (o the team, Neha! F Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
" .
o o
H & My department [ Saved ©
£ Colobrations
B
w No posts yet— be the first to share!
£ tervan Shai e ki, Wl :

RFIIQIAI6R 6AIR RIRR, FIRRY B 69Q FRGER| Celebrations (2QQ) RIE 2R G 2N
RGP Ye° RIFY QTR 66N

26l

26l @ 606N @ QI R6AIS FE

19)

1. Pro HRMS — Org Tree (26l @) §@ @08l

2. Create First Position (92I€1 9@ Q2R @98) @ @2 (J69, Create Root Position (A
A AR @)l

3. Link to Employee (@¢i01a1 92 62199) @6m @RI @128, @I'd6x Position Name (9@
@Ie1), Department (G@Icl) @ Designation (0@@1) @@l Responsibilities (@10Q) G
PeQ MUK

4. Create Position (0@ Q210 908) @@ K98l §q 0N @RING! IR Y@ d@6x Add Direct
Report (9248 Q646 62199) QIQLIQ KRG
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Create Root Position

Configune posEicn BetMs and prgkyes ok

Link to Emplayre.

208 PP @ R ADYS IR AR IR RRAUIER REIRIIAIED My Org Tree (6¢1l 261 &) P6@ &
6Q0Ia

IR QPR

1. Pro HRMS — Job Referrals (01&% 6acraim) — Add Job Opening (Q1&& 9626l 60192)
@ @0gl

2. Job Title (SR @I¢1), Description (3@Q811), Location (g1¢) @ Department (3@I61)
GG, QI'JU6Q 69Q KRG

@FieIAI6e A% Job Referrals GRI6Q IR G 6618 Ye° 59 QI YAUIRE @&Q| AR Refer
Now (N6@ 6QCrQ @0g) §@ @3 21986l View Referrals (6Qarqim 606ig) @6@ QlPAIRg
AR @G 9e° g6@4ag Pending (801Q11@), Hired (FQ@) @4l Rejected (9o4ISIQ) @
@28l

64Ae RIdY 2066

@cioinaiea Submit Today's Work Update (216 @Id4 20606 @I6im 90g) §@ @& 627160
@'6l QI PEM RE R KRB 2RFR B AHERRLIED Pro HRMS — Daily Work Updates (636&
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@Y 2U6LQ) P6M PIRG! B9 PRI AQAER FRQ PR AAYF AVERQ 6Q6IE, IQ° 629PR
Export (Ng6QI6) @GaIRe6a!

AR

@A MAG'Y, 6FIR G ARY AIMRAQ 2@ QGG

1. Pro HRMS — Assets (Q¢1@) — Add Asset (A¢1@ 69192) §@ @I
2. NQ IR Q28 (6093& Laptop RAS'A), Asset Name (A¢1@ @1I¢1) @ Serial Number
(AR PFQ) G, 9e° 69Q @G

3. Inventory (RE6@68IR1) QIR@I6R, AT@ER Assign (FEIQS!) @@ @ag, Select Employee
(@FloIN QIRY) P6m eI QIRg, \9° Assign Asset (AT@ GRS KRg) F@ FG!

B¢ Assign Asset

Dol Latitude 5440 (DLS440-2021)

Sebect Employes”

- Korame

J64R AT@ 9@ Assignment History (FSIQ6 @G219) Q66! REQIQIAIER 6ACIRT AISER
@'81 28 My Assets (6¢1l A¢@) G6m 6Q6IA

1 QQIGE
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Pro HRMS — Policy Documents (216 @Q1@@) — Upload Document (@QI8@ 2A6mIQ
@0g) §@ @g! Policy Name (213 @I¢1) @ Policy Category (@15 @6) 328, \9e° 9@ FIeR
QIeg (PDF, Word, Excel, PowerPoint @9l @8, 2 MB ad4g)l @¢0iiflee @10 66im
Acknowledge (91910 @98) @ @8, Ye° &9 IRIQ R8T 2A6 6QAIRER

HR 9Ll el

AR, 85, Qe B AR HR FAL6R 98 dIR 9@ ARINR| 609 RFieIIAIER Raise Ticket
(Teae @2g) @ @8 9@ FVLY, FEREN 9e° 5 & A48 FIem 691981 HR B 210T2a16% Pro
HRMS — HR Support (HR QRIgel) @6 QAR T6@9 6@6iI8 Y@° Update Status (3@ 20699)
Qo 69999 Open (63iimI), In Progress (9IR&), Resolved (Al 62128) @ Closed (<)
1 6R 2B

@IIq Y600 XN

1. Organization (2°gl) — Employee List (260101 @IR@I) 89 @& @FIQIF AR @G

—

2. Employment (?9&) aduial 66ii@ System Role (3qie] @11) @ Manager (FHI600Q) 6Q
699 @Qg|

3. Save Changes (05Q@@ 69Q 901g) @ @I

5 Autopay is inactive. Set up autopay of choose a one-lima subscription payment.
Edit Employee P e—
FRahul Vesma - 5T-0001
1 Personal infe © Erployment

Employment Details

Employee Cooe / 1D Jaining Date* Branch*
change £ 12 Jun 2023 Nokta Head Office (NOI-HQ}

Department * O Designatien Reporting Manager @
Proguction Supervisor Safact m

Status* ¢ Office Time Policy ( System Role* ()

Standard Office Policy (Default) v Manager

HR & Compliance

Total Experience O EFF number ES1 number ©
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@661 CHIERRAT @R 62Q& 698 AFI6g DL Reporting Manager (S6QI5° AHI6REQ) 608
Y@ Y604R @R 404w Employment AYIS6Q 2! 698 @G|

§Qén: System Role 6 Manager @a@ 62@%® Pro HRMS Q&% 2l6m 6QalIINI

AYI6RRQ QYRR

@66l AHIERRQ AIRNY RY FEM, 647166 Manager Dashboard (FHI6RRQ PYIYERIR) 6Q VLS|
66196Q 2Q:

Qal AHIERRAANER 60I6Q 2'6l @F
My Team (691 @) 6Q01I0E Q6 FQER ANYF AR, 6AIGIRIR PIRE G §& AL 6Q6IE!
Team Attendance (@@ ORR 6RRR QYR G UY AIY KRB, Ye° QAR QIR 2AG6RA AN
@agI) @Gl
Team Leaves (9@ g5) QPR GE AQEAU AN KRR APEANPR @)l JRUINIR RG]
ailiferumve 0 Soarch fuarirss o ¢ B o -
& -3-.\-.;; " 100% B ;:.:‘;[ 100% B B‘”[ 0% 2 "om \:Mm 0%
T .A.mll Kumar ::;c:rmﬂpﬂalur Astive
= l.r:\l.-a.n-sl!alkh zfﬂ‘mmmﬂor 5 Ope0d Active
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9@ §F AGERU AFEAIPR FOG

1. Team Leaves §@ @@

2. Leave Request Details (g5 2196Q0 @Q8) 6¢lIRel AR e 2AQ6AI6R 2 62 {@
Qg

3. Approve (2Q6A10R), @9 @18 A2 Reject (JRUISHIR) {8 @I

Leave Request Details

A

9% IR A6 B HR Q@O AQEFIOR QAR AYIERRQ 2FEAIRR @Ml A6Q, HR 21861
2PEAIOR @ 600! AY] 2AQ6RUG "Approval Pending from HR" (HR OIQ 21Q6¢lIoe
FRIQNR) 6QCINI UG 602 @68l JRYISMIR @8, 96 dIsHIe 9!
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e, I@° B AR

Qe Qad Qe

92 2D 696N ISR QR 6RR0 6@F6Q, IR AUEGR PR, RAR 6QL 66 B REEIY
PIRAREMIQ RR6Q, Y@° HAR AIRIYY AIRER 60w Admin (2IPFR) YR IR 6@FAIRE G
21969Q @A

2AINER QRFNER A 6969

AR QIR AQER@ER QAN RU6R, Q& &l INR @@ QA°6HI AL 6QCHILAN

1. QIR PIVIEER YR IR §R PG

17 A n Admin
KHATA - & ADMORSTRATOR
Dashboard  Device Sotup Grganization Time & Loave -~ Data Downioad - Reponts Hoip & Suppor
5 autopay is inactive. Set up sutopay or choose o one-time subscription payment. R w bl ing
P Welcome back, Admin!
Bl suncay, 18 October 2026 - You're all caught up! No pending actions require your attention foday
% o Absent 1 o [c] L

Map view s Recent Punches
@ Branches 2 @ O ches
et " E e (@) T
M S I e S ) e S T I o S L = === La T
....... - owos ke NaviaRao
. ANy -
e d VL
— CHANDNI )

TRPARGAN.
o
LPEXTE
ANDI HOUS =
wilt prow
PANDAY NAGAR MAYUR VIHA R
b b d PHASE |
Googe  New Delhi £
Late arrivals 1 Upcoming Leaves 1
§ fana DU s

m
st
‘.
£l gas T+
X SE
2 3 -
%
=] ]

nnnnnnn

o7 (g R
b
og03 g Mehadeshl
om0 () S Sheae

ooo0 mi PN

2. Manage Subscription (2@g09q aaQIRa!) QI 66l6MmI 2| 2IAEIF R RIF, 92 6@6@
QACLIIRE B PR APAIG G, 98° 6R6@ SNR &R QIR AR 6Q6IN

3. Included Features (28® &roQ) @6@, 2ITE 2V URER & J6RYR FIPYR 6Q6IE,
69 Attendance Tracking (294 ¢1&@°), Shifts (3<¢), Leave Management (g5
AaeIRA1), Payroll (@a¢ll) \9e° Employee Login (R¢10101 @eIQQ)
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siare Q Soarch features
EHATA
Dashboard  Devica Sotup Grganiz i

ard - Subsscrigtion

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

e Manage Subscription
Bamng & Plan

Growth

Included ;eatum

Attendance Tracking Shifts Organization Stiup

B (=] B
Leave Management Holidays Payroli
@

Emplayes Login

Reports

Overtime

Fqe: 15-062 NR AALER AQPPE 66ImI 2INI ¢NR J6Q 28I 2IRIRQE), ARAR YR AN,

9Q° 2IJ6GIR @ G| YR S TFOQ AR 62T

dldéla 4l 2d69]e @'

2P QUCLGRE, 2R FARY 6]l AR 62IRYR| TFOQ PARIR 6Q6M AAEHQ FQG!

1. Manage Subscription 6 Browse Plans & Upgrade (@ 6Q¢ig G 21d65@ @98)

*Qg

2. Upgrade your plan (21981& Qi@ 2969Q @92) d694e Qoq dislalg, 92ia User limit
(@aegIeR@l Q16l), Device limit (FQRE Q1AN) G TPoQ A2 66N 66115~ QIR
Recommended (406 @QLUIRE) 5801 @8 Qa6 Pro HRMS &€l Journey Tracker 9@

2I19-2Q 2P|

3. 28 PIFYRI YRR QTR R KRG VIR QAR YRR @GRS Manage or renew

(QRWRIRR @)l P1PQE!)
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@ All Branches

€ Goback

Recommended

& Growth - Pro

50 1 750 50 1,000 100

Change to $tarter Manage or renaw Choose Pro

60R2ARS AfE R0

6@ G68lI6Q A8 @IZAINES:

eq 92 Q'8 R6Q

Monthly (AI3@) @€l 28l 696@ 2R 6@ GG
Yearly (QI3x)

Purchased seats 2IE 6266 RUELITNAF AR 600 DT RV FYD IR P QRBIG; 2IAEIF

(Rl Q) M AN PR QG AR

Add-ons (21@-29Q, AP0 F1QYR, 69 Pro HRMS @€l Journey Tracker, QI2| 2IA6I& QR6RQ Q1D

RERI1R)

Autopay (26916Q) QRPN 6@ AR AR YR AR Y& 6@ FQREN @ 60@ I& Al
PRRRE! AR IIQ SR KNG YA°VNE FVIRRE BRI YRRNTE 6QQ AIN IRIQ
QX Qg

Order summary (2oQ QIQrs) GST Q661G 2R TS 6R6E 6RRRE, IQ° IRRA] ARSI
2IRRE 6@6IN| 60 @ER @ @R JARIe 60 G68lI6Q 64 AFE FRG PRAAIRR MY AR
Billing & Plan (G@° 8 QIQ) 626ig!
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Fgan: 9@ ARIGE AR QSR YR 626 616U QAN P6L| 69UR 6TRER 60RARS
QAPIRC QU6 IRRIRIR 6QANQ @RHAN

Im°, 26669 B QEEIY AN KOG

1. Account (2I91@¢l) — Billing & Plan §& @l Billing & Subscriptions (3@° 3
A0GAAR) QI 66li6R

2. Current subscription (2@¢I9Q A@YAAR) 2IAEIF YR, 26616D SR AR & QI A8
Purchased seats (F6101@2)Ql A9) @ A5 @A6QGIREI, Current period (@@L 2))
9@° Next renewal estimate (@1 AR1RQE! 2IRRR) 6Q6INI

3. M QR el IR Change Plan (Qe @RI8), @9 IQQ@1 2 IR 604, 69! AR
Renew plan (QI@ 9@19Q8]) §& @g

4. 26016Q @@ g6m, Y2IQ 6962 @@l Adix Enable Autopay (266160 QIR 998) @ 998
2AE IR 6816 6@ AFECNPR QB YIQAPRER REVIER FIAR GR YA°CIRE K6 A°GL
2]

5. Billing History (3@ @@21Q) 96@4a 6@ 6@6iNI All (261Q), Successful (Acrqm),
Pending (GoIQix@) &€l Failed (For@) 2gQl6Q OPRQ @08, @4l SIBIgR ID &<l QU8 QI
64lRgI

6. 69664 MIGRQ PDF @@y QIanemie @@l din Invoice (Re@9) §K @g!
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ullRenunive Q Soarch features. o @ Al Branches

o+ Accoum

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

Billing & Subscriptions
MANage your Autapay mandates, actve plans, and billing histary

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

gelQ: 2Id8ix @HIN6QIe QA6 2@l 266160 IR Review billing (G&° amal) @eq 62@
QY 68l6ml

QG 2AEIF ARGFAAR AAIQY 62N, & Subscription Inactive (2egaae GJLt) 6616QQ
QYIYERIP] AR REQ 6QDL 60R J6Q4l JR8YIUR Q! QIR Proceed to Payment (6021
20 @RY) {X FQG|

AIRIRY Al B TeRe G2

1. 28R 6QIFIRm P6S §R @Q Help & Support (QLIY G ALIARI) QI8G, @€l 6617 QIR
@l2166Q Help & Support §@ @Qg

2. @J6Q Contact support (Q210e| AL 6QI6I6LIG) AR AR PR, 6LFRRR G RECIM
6QGINI

3. §6@¢g 6Q@l i, Raise Ticket (T6@9 G2g) @@ @G
4. 9@ Subject (3a0y) @29 \9e° Description (30Q611) 6@ AAAY @R FRG!

5. Attachments (2°R9R) @6, 26! 5 § Adig PIem (JPG, PNG, PDF &€l DOCX, 9694 2
MB) 6QI1GAIRER, 6KURE Y@ YS!

6. Submit Ticket (G6@¢Q @I6im @08) AR @QQ!
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Raise New Support Ticket

Subject
Paysip thows the wrong depariment

Description *

Wk Please help s update it]

sl G6@c 9@ Ticket ID (G6@¢' ID) 942 6@ 99 9Q° Support Ticket Log (Q219@l §6@¢
ME)) 6 6QEIANI AUER 2RI RIGG@w Open & Pending (661l B @RIQ11R), In Progress
(cIp&) G Resolved & Closed (ARG B @%) F6RQ GlIEIRI @6Q IR T6R0Q Q8! B §&
6Q¢Ql IR 9219 YR K918, K2l Open (64lmI) @ In Progress, Resolved (Qc1i:Ie) \9@° Closed
(@) @ Qi

Cloge
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&géI: Help & Support G626 Admin &€l HR 6281 @¢ieIa B FHIER@QAIER J2I6F F@
@AM Admin & OIQ ALY AIGIQl @ERI
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18

AiRIINE] g<] 9*° A1yl deliia

Qe Qad Qe

JIeaalen AQOIQ 2% ULIRYR! JEQ 611g QAR IS 28T AIAY Y0I6Q IR, Help &
Support (214 8 ALILEI) Q IR T6ag S2g (e, SR B ARUAEGI 6QIg)I

AE° 9Q° FRUNGY

@66l RFIGIN 6FIRQ AF-AF RAAQ RILIF

GG FIQAER AR FQG:

1. 6QAINE AIR! 6FIQIRM A8 elq 28I Organization (2°Ql) —» Employee List (@¢i0I1a1
QIm@I) 6Q, RFAPINNR I 6619 66IM 6FINIRM AY PR AR & PI@ e PGl IS IR @
218, 2l "Mobile punching disabled" (6flIQIm Q&° @) 6@61INI

2. eMIERAR APAT AT 6XIP6Q 6RIERAR 69@ QIR 8@l 9e° Staff Khata 21dg 6RI6RAQ
QA3 gl s

3. 6QAI6R RB-6TPF MP6Q AR/TI UG 2 RED 6AFIER APEAITE AR QLIER AR,
62016 2 OIQ @9E Q6 2KEI Organization — Branch (61i6l) 6Q 6lslQ Qie G
QAP AIF RRG| 6AINRR AR 66|

4. RGN REINR AIVEF YRER ASQV| FCIPIQNAIER PR REINR AL VR ARR AR
RQEI U8 2VEF YRER RPN REIAR AID, 6a16e "Employee login is locked"
(RF0IQ RO AR 2I8) 6063
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