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st Hyphen (-] ot None
0. ENGP,
NUMBER OF DIGITS STARTING [ NEXT NUMBER
£ My Profile 4 Digite (©001) i Lk

You have unsaved changes Discard

H3™: 33 fHag &< daHuTdin Bet g ga| Hage™ a3 fAe as 82 dt afde as|

Agsda Afdar Aid

Localization (FEadiads) 29 881 Currency Standard (HedT), Timezone (AHT ¥3J), Date
Display Format (33t ggre) »3 Interface Language (ffeagn 3m) Adls »iy 28 3793 Bet He
de &1 fegst § fHag 37 9€8 A 303" Jrdu'gd 24d €a1 &8 I8¢ J, fag Save Changes (gE8™ Ae
33) '3 afSa aAd|
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

Company Settings
Manage yo npany peetorences

Indian Rupes (INR}

DATE ISPLAY FORMAT

DO-MM-YYYY

Payroll & Tax 29

Regional & Locale Settings
@ Configure systom language, temazane

TIMEZONE

india Standand Time [IST)

English »

Payroll & Tax (3a4/d »3 2aH) 29 f€9 3073 35u™d 944 (g m3 M3 v fes), PF, ESI w3 diget
Rféar, m3 3073 &3t 7s Jer I feast &t fenfimy 3aug w3 23% 9 &3t ardt J1

gidt 303 ©€3d 7 adcd! el et I | 99 §i9 € MRS HIG-@H d °HawT J, 3T 1 Aeg fHag must e

TEl gt 2 33 It U9 99 Ha|

1. Organization (Fr&") = Branch (§9) '3 af$a ad| 3073 edanun feg ufast 0t ffg Main

Branch (W4 g79) 1

2. 39 THIG (-+) 9@ »3 Edit (HT) '3 &S 3|
3. "¢ Branch name (/9 &™), &< Code (33, i€ "NOI-HQ ) »3 Address (U37) 331

4. 7 &€t Heg vy 39 '3 88 ffan A7 3 37 Primary branch (WY g79) 978 d31

5. Geo-fencing (F8-2ffar) 978 a3 | feg aHeE Ae d3: Locate me (Wt Bams &3) '3 afsa ad,
Latitude (mam™®) »3 Longitude (29733) ety a3, 7 s Bar6< B¢t aan '3 afsa a1

6. Radius (m) (Wa, Heg) 33: fis 3 fdat €9 3a Aerg Ue da Aaer J1
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7. Save Changes (8€8™ A &3) '3 af&d a3 |

Jd g #35 &, Add branch (g9 73) '3 af8a a9, 8dt urés 93 »3 Add

Edit branch

Name, code and addriss ane nequired

Branch nama Coda
Neida Head Office NOL-HG

Addrass
Flot 42, Sector 63, Nolda

Primary branch
P sta are aded her

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

28,6270 77.3750

Click I ap b 0P @ pin, 0 nfar the CodMENatet

Hatia AT e T
Fengn = =
N EITY,

& ~
KHAND | 5, +
wiml o f JAYPEE 4
WETITUTE OF ¥
IRF AT w= E
TECHNOLOGY &

e |-

o
T ’m Bestronic iy

BM offic
B ofler )

) 2 secTomes g Lt
L T A
YesMadam
seceiszinny YIS O
ol T s ik
Googlerar Q) @ Lo g

branch '3 afsa ad|

HS™: WU 50 Hieg T War 34| feHras & wied 26 & GPS Wie Adt ger J, »3 §g3 2" Uid  Aee &

Myt N 3 €1 U9 ads 3 33 Aae I

At gigh vy /iG-2r Wd M3 Bt fEa fevdh as | fea eg &9 fa gig A Adht fedain 2ue
et Guas! Ut &g giu guse % g¢a (All Branches, Adh gig7) €331
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

HiG-2fiar Suat Bet €t I8 Saat det I1 gradt foum »3 Tg3dt ayt &1t 241

fesar M3 mge A3

fegra1 3T 3t ST I | nige Ia M 2 »ieas A © o 6, 3 fog In-Afgy »3 Ygrets '3 feue
Gre]

1. Organization (HH&") - Department (f&s37a1) '3 af8d a3 1 3073 Bet 2 fegrar ufast dt 82 de
I5I

2. fam fegrar f&g »ige H3s Bet, 8R! 339 e Hig (-++) 98 »3 Edit (HY) '3 afsd 331
Designations (vge) d&', f€d niger e €y ad, mars Set Add designation (mge™ 13) '3
af8d a3, fag Save Changes (8€8™ Ae &3) '3 af&d a3 |

3. &<l &H g=8< B¢, Add department (f&31 73) '3 af&a ad, Department name (fesar &
&™) 33, fore nige 13 M3 RE 3|

4. Myt Ut T Ig miger »3 Ba fan fegrar e 3, 2ue set 298 & Departments (fegman) 3
Designations (»ge) '3 g€
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Admin
» ADMDRSTRATOR

Holp & Suppert

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

nat, MU Tadl fawd M3 Tg3dt Aadt &i3t Ae ad|
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vt ot w2 eEsdt mei 2

UBTs: D UB'S

gadt feseH 3n dge I fa Staff Khata I3 ¥g & fas &er J: Gegerem &t farfent Aier 3, digaradt &
faar sams 3, M3 Aeg fad U9 ag HaeT 31 233t A &1t 3 ag<t J fa aet ad 8¢ 3, »id fes '3 3
1 Jida™Ha I

MyS gadl fso He a3

1. Organization (FFa") - Company (uat) '3 af8d a3, feg Attendance Rules (aadt
faen) 2g 831

2. 7 fsuH gdie o5 89 978 &3 (It 29 29)|

3. Absent Day Deduction Penalty (dgamd! a3t gave) f€9 33 fd g3 faa’ Iaa digamdt
et {8 feast 9t 3adma act A | M™ 39 '3 1 Ifen Aer I

4. Save Changes (82&™ Ag 3d) '3 AfBd ad|

@ All Branches

tioard  Company
5 Autopay is mactive. Set up autopay or choose & ona-lime subseription payment.

Company Settings
Manage your pany pretorences, aftendance rules, payroll, and policies

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

Enable Overtime Tracking
FieC0n oVRITI NODTS Worked Deyon

Enable Live Attendance Natifications

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters

Enabio Geo-Fencing
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Aféar feg ftaadt @

Enable Auto Punch-Out (mm ys- A dgHaTdt Yg-m8e ad& I8 AE 31 973 11:59 PM '3 8aa & Ue-

mge 978 J) mige g fder 3

Enable Overtime Tracking fige 3 Sg W 13 Wi ©a dae' J, 3T 1 35y €9 Baat v 393w

(Gegerev Sfdar 978 ad) Ha | BedereH v 391376 fa Jg, feo fagel, dneg i3 Gegere &g
Ae ad|

Enable Live Attendance M3HE "3 HR 37893 '3 gg Yo-fes »3 Ya-nm@e § »iems i3 Ju-ny

Notifications (Jle omdt Hgaei g5 ed feuer J

ad)

Start Journey on Punch-In (fg-ffd  figg Journey Tracker M3-ns €t Journey Tracker 291
'3 933" 5g d3)

Absent Day Deduction Penalty J9 o9& I digamd! Bt & A T8 354 © fes, 0 3 30 33
(Fgaadt st gansT)

Hi6-2fHar He'g § HeelR WY '3 3¢ 34 U9 596 3 daet J e 3d Ba S et & '3 &1 dS|

1. BR 29 '3, Geo-Fencing Parameters (fG-2fHar HUE3) 39 AgS aJ |
2. Enable Geo-Fencing (F16§-2fHa1 978 a3) 9% aJ|
3. ge fa feg fae s d=:

Branch-wise Rule (9 migrAg fatH): gg gia nirust 8dma w3 ulgT 293¢t J1 Apply to
Branches (g9 '3 8'q a3) fég g g1 A 3073 i 3 Su gef g 31 fog Az 3 edinr
g I

Apply All Employees (A3 daHaTdin '3 &1q] d3): Afant et ffq Bans | Geo Fence
Radius (Metres) (F16-2n War, Hieg) 33 n3 & g=& B¢t Set Map Location
Coordinates (&a1 '3 3dHs Ac ad) '3 Af8d ad|

4. Save Changes (828%™ Ae dd) '3 Af&d ad|
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lllRentime Q Soarch featuros " B Wil Branches o crowtn sdmenn AR T
AMTICALTIME o ASkRsTRATOR
Dashbodrd  Devica Sotup

Enable Overtime !m:klng -~

Enabile Live Attendance Notifications
Start Joumey on Punch-in
1
@ Geo-Fencing Parameters
Restrict moblle anendance pus
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

Apply
£

2 Apply to Branches - 2
N

Manage Branches

100

© SetMap Location Coordinates

fou have unsaved changes Discard

&<: Branch-wise Rule (579 »igrd fauH) &, ufgst Organization (FAE") —» Branch (§79) 3&
I3 g9 T Ria »i3 War He ad | »yet duat He dd 28|

3t fan f€a IovaTdt et BAe! Ygrets €9, Attendance & devices (Tdt »3 faein) aer '3,
HG-afiHar g & ag Aae J1

wyE WhatsApp A3 g2

Notifications (Fga<’) 28 3 30T WhatsApp '3 Daily Attendance Summary (3@ adt 773),

Monthly Attendance Summary (Hdiaed gmdt Ag) »3 Device Health Alerts (f3e<inA figs
"Bde) 918 Jd Aae J1 WhatsApp »3 fE€daHs 241

T23dl M siEt g6

€233t A1 151 3073 9 Uidnis He dget 3 »i3 fea €t fd g7 fes o »iar fes A digamad! gee I
303t Ufaddt &13t Arfant €t f3ese g Aidt J1

1. Organization (Fra") — Office Time Policy (€g3dt M+ a131) '3 afsa ad|
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2. Create First Policy (ufas! a13t 5=78) '3 afsa ad (A7 7t ufost 3 ffa I 37 Add New Policy
(a<f S AR))1

3. Policy Name (&13t € &™) 33, fAg "Standard Office Policy" | 7 feg &15t 8aat Arfant '3 &9
Jt I fag’ & miyet 15t 5, 37 Default (fs€se) 95 dfae e8|

4. Grace periods & working hours (3} Uldtz »3 ax & Wie) I&7, AHt Wifent ni3 fifet feg Ae
Jd:

Aféar feg ot aa<t 3

Permitted Late Arrival (Hagad 8¢ ATE 8¢ Widd It faat fde @9 &% ni qaer 3, i 15 fifel
MHT)

Permitted Early Departure (H&gd HCTg ABE! /e € Hda J¢ fast fdar ufast 7 raer 3, fre 10 fifel
A%l gersdh)

Half-day threshold (=@ fes €t de) feast aH B Wifent 3 ufe d< '3 fos nigr fes farfen e 3 (A 7 Wid)|

Absent threshold (dggmdt €t d<) fegat M © Wfentt 3 Wie 3< '3 fes digama Had g7 J (fAS 4 Uid)|
fend »ig fos €t Je 3 ve 3

Hdlaeg Be adstmi
219-8d 8¢ Mge & a3t f€9 gese Bet fend a3

1. Monthly late deductions (Hdtaed &¢ ad3it) 98 ad|

2. Deduction source (a3t T HJ3) I2: Attendance (Idt, IHdT © fes deer J) 7 Leave
Balance (CL) (21 98H, agns gl deer J)|

3. Monthly late count (Hdlaed 8¢ fare3t) »3 Cut Days (J< A< 8 fes) He ad| fie, 3 »3
1 T 4389 J fd Hdl& feg I3 3 29 8c mB< '3 fEa few dfen Aer 31

gJ3 8¢ M3 A%l A< © foud

Late arrival rules (3¢ mme fowH) d&', Add rule (foo 73) '3 afda a3, Duration (=) 33
w3 Cut Days (3 7re = few) g1 fie, 1 Wie 3 €u 8c d< '3 0.5 (Half Day) (war fow) sfen e
J1 3HT 4 fsoH 33 13 Aae J1 Early departure rules (A8! geadft fauH) Asd! e &8 Aee B¢t

staffkhata.com/guide - 24 / 117



fer 397 M € Ta| A feuH ggsTedt 8¢t @) fest '3 2t fare A2 I 3T Apply on weekly offs
(ge3erdt 8 '3 B1g] 9d) 978 3|

5. Create Policy (a5t 5=78) '3 af$a a3 |

Add New Policy

Grace perios, working hours and deductions

) e to s this paticy

Palicy Name *
‘Standard Office Policy

Detault

Grace periods & working hours
Permétted Late Arrival

0o Houn 15 mimAes

Hailt-dayy threshold

o7 Mours : o0

Betow this: half dary, uniéss marked sbaent

Attandance & deductions

Monthly late deductions

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count
3 v

Late asrival rules 1074
Apgty on weekly ot
e T
Duration

o1 Mours

®
Pesmitted Early Departuse

o0 Hours ¢ 10 mEnGtet.
Atsant throshoid

o4 Hours (] ity

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

+ Agdfule

BiSt nmu2 Be, As, »id fes w3 digamdt € At M3 gt fEe feue 31 f3dae 15t gese s, fan

&i3t €t azg v g (-

) 98 »3 Make Default ({38 g278) '3 If8a a3 |

ifiRerve Q Search features -
T P of Bt
Dashboard  Device Sotup Grgani Time & Leave

@+ Dassboard - Office Tame Poley

Data Download

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

Office Time Policy

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

Office Time Policy 1
Poscy Hame

Standard Office Policy  Defasm

Need hig?

Late Arrival

s

S Support +91 79820

Roparts

1270

So Hilplek: +91 7065 7008 40

Accoss Comrol  Account

Exely Departure Wait Dy

e
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@ Al Branchas

F‘ s .

Offica time palicy created successully

Deduttons

Deduct From Attendance

Halp & Support

Q Search policies by name



HS™: I3 AC'E BEl 24d AN Id1e I6, e 2aedt e8a? gt i3t a8 »i3 Bast dgHgdt § Age
Hae 7 Office Time Policy (223dt m+f 3131) uds f&g 80 g2

nial, "yS IgHIIL 73|
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:lmmﬁﬁéhéﬁglﬁ

SIHTI! 135 © 36 3913 g5: Add Employee (SaHgdt 13) gaH &% f€a &g &9 &4, Excel g€ts
3 gt fEdss, AT e 37 & 3T 1 87 mUS 2d% YT 33|

SaHTS! HO 9

Organization (Hr&") — Employee List (davaTdt 5dt) '3 afSa ad1 Employee Directory
(TgHaTdt 3fedaedt) aa far & 8re a3, fesmar, Huda 2afentt mi3 Afest mi3 feur@et d1 Add
Employee (gaHg7dt #3) €93, AT gdt & 3difanf ¢t fene 5% @' 319 (More ways to add, #3&
€ Ja 3313)|

fiq gt 13

Add employee (FaHTT! A3) 29X € I'd GEH I&| 33 T TS BaH! I, gl 3H amie feg 39
AT d|

e 1: f&rt aresardt
1. First Name (Yfa® &™), Last Name (mmddt &™) m3 Work Email (84 =8t €h%) 331

2. @9 a3 A3 Contact Number (Fuda &8d) 331 daHTdt 13a 3 gmie fog gefem &df a
Ao

3. yfg®™ Password (UHEd3) He ad| IgHad! AEls fos das 3 amie fend ges Aaer J1
4. Gender (f&ar) 9, fag Next (»fat) '3 af8a ad|

e 2: dadt
1. et dUat € gigne 3 a3 g8< B¢t Employee Code [ ID (3aH9d1 33 / ID) U8t 831
Myt dust Ae ad 29|

2. Joining Date (amfef&ar 36t) A9, fag Branch (§79), Department (fesmar) »3
Designation (»ge’) 9|
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3. System Role (fHreH 38) 93| fme33 Ae'g Employee (gaHgtdl) de' J; 8 figg mmus 37
U TS|

4. Office Time Policy (€233t m1i a131) 3073t f3ese &15t ea3<t d Ae 34 39t agt da & g2

5. Reporting Manager (fadaféar 1&ma), EPF number (EPF &83) »3 ESI number (ESI &€3)
feasfua a5 Next (Ma)) '3 afga ad|

..||ﬂHEHl!IME 0 Search features nek @ Al Branches & A ':’T'" TRATGH
A s ot T
Organization Reparts ' Stipp
Aad Employ
5 Autopay is nactive. Set up autopay of choose a one-time subscription payment. Riniewbiling
8 Add employee “ Back to Directary
5 Fill In tha basics first — you can add tha rast later
2 © Employment
Employment Details
Emplayes Coge [ 1D O Jaining Dae® Branch® G
£ 18 0c12026 Nekta Head Ofice (NOI-HQ)
Department * (0 Designatien Reporting Manager ©
Production Superviser aloct I
Status * Office Time Policy ( System Role* (1
Active v Standard Office Policy (Defaul) v Employee
HR & Compliance
Total Experience EFF number c ESI number ©

e 3: ga w3 fHfynr
g 2J€ 36YJ T FIB'S BT 293 Ae Ia| g [JH feasfua a1 Next (vial) '3 afSd ad|

deH 4: aHdl »i3 fsedint

Aféar feg ot ga<t 3
Disable Attendance Tracking (odt fdar e ad)  fon soverdt & gadt »3 fadget 3 ggg Juer 3
Enforce geo-fencing (F16-gfifar &q1 33) 49 figg Gaa &t g © /iG-2n © »ieg df fare Ale g&|

Require Attendance Approval (It Hagdt 364 39 Ugee 3 Ufost HSAd awdt Hagd Jder J
STat)
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Aféar feg ot aa€t 3

Devices (fserdint) 8a gfeifea fseent fragt '3 fea dgngrdt U &g Haer
o

Add employee (daHg™dt A3) '3 A A3 | G FIHTYTS »ryS 33 A3 FEt fEa fewer 31

Organization Time & Loave Data Download Reports

Attendance Biometric devices
[evices this empleyee can
Disable Attendance Tracking

::::::: geo-fencing o)

FRequire Anendance Apgroval o)

Excel 3 aaHgdl ffdae ad

1. Add Employee (saHgdt 13) © &8 &8 319 '3 af8d a3 3 Import from Excel (Excel 3
f&dge ad) 9|

2. Get the template (Sudc B8) I&, Excel template (Excel 2use) (A7 CSV template, CSV
duse) '3 afga ad | fer €9 g9 awH M3 35 8Tgas a373f Ia|
3. BTgact &t g nrye gaHTIt 39, I a3 fe9 f¥d| firasy =t a3 afae fe|

4. Upload your file (mmyt grets »iu83 ad) I&1, 2ets fig 3 23 A browse (F787) '3 af8a
1 Excel 7 CSV, 2 MB 341

5. Import employees (gaHgTdt fEdde ad) '3 af&d a3 |
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sare . Adimin 5
EHATA Qi S0l faieg: ! B Al Brarches 8 A Aomnstaron

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

@+ Dastooord © Employes List

A s mactive. Set up sUlcpay of choose a ona-lime subscrij ment. Rirview bifing
opay p pay

Employee Directory O Rofresh || e

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

3 Invite Employee

Employees 7 2active - Dinactive - 1jginadinthe lan 30cwys | T Filers || Q import from gxcel

Employee Deparimant Caontact Staties
Rahul Verma Production rahulvermaEanarma- texties &
Active
ST-0001 Suparvisor *B1800000000 ©
& Admin Mwm = pnn@s_»ar_r_n_a—wazlles.nmﬁ W) Active
ADM- TYMULAGE ~SLBH00006001

Mesamwip? % Support *R17IEI0 71270 S Helpior +91 70S5 700540 [ Emad seppon@stafnsiacom  © 2020 Seaff Khata - Atiendance Gontrol Piatiorm

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

Upload your file

ey Sharmariextiies-staft.csv
1348

fAgt 9379 feg SaHaTdl 33 &di, 86 & 3078 d8 @ 3 d8 Hge 1 7 I3 dI31d7 2§ el I, 3

Staff Khata 83&™ & Rows that need fixing (318 das & a31d7) I&t fedGer 31 38533 i3t
2els fE9 8aa § ola ad »i3 8t gels garaT fildae ad|

7™ dUde f£9 UHEd3 © I8H &d1 I | I3 IaHT™at T UfgsT UHeds Ae dds Set password a™
= IeH 731 fen 3 fast fea imdt fadse umeas He der 3, fon uet Aeg § Ardls fos ads 3 amie
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L%ﬁ@maﬂaﬁl

UG § mryS 2ae I3 BEI HeT 31
FIHTT MRS AGH 3T, U3T, MHIHH! HUJE M3 8d ede UE n3e J|

1. Add Employee (gaHgdt 13) € &% €& 319 '3 af8a a3 »3 Invite Employee (S3HgTdt
Her 3n) 9|

2. First Name (Ufg®T &™), Last Name (»ddt &™), Email (€h1%) »3 Phone Number (25
39d) 331

(o3F)

3. Department (fgsw1), Designation (»ge’), Role (3%), Branch (g78) »3 Joining Date
(anrfef&ar 379h) g1 Reporting Manager (fadaféar iéaa) feasiua 31

4. Send Invite (FeT31) '3 af8d ad|

&+ Send Employee Invite

8 niew bedim maerme 10 cabuan, SAT their ARARMEN, role permsksisns, sod branzh
,,,,,, -~
H PERSONAL & CONTACT DETAL s
FIRST LAST N
Neha Joshi
PHONE NUMBER *
PRR—
) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT=  DESIGHATION *
uuuuu Resources o utiv
aaaaaaa
mplaye Deihi Showroom (DEL-01)
JOINING DATE * REPORTING MAMAGER
B octis, 2026 Select Manager (Optianal)

PN

SaHadt & €Ms »3 WhatsApp '3 i féd fHser 31 8a ferd 8 I, fid 29 28 33 &8 Myt
yrct 3ge I, MU 298 IdT 6, UHEdS He ade 6 M3 Complete onboarding (mradafsar ydt
Jd) '3 Af8a g I | 18 7 fes I8 J1
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JIHIE1 § HaS
fan &t aoverdt €t 3319 T g () 9% d 3Ht feg a9 Fae

Edit Employee (Favg7dt 74): B8J&T € 2d< g2
Assign / View Salary (354 g8 | 29): 896 © 36d™a €19 He ad | 364™d M3 236 TH |

Biometric enrollment (g7ft8ifca gamdft): Realtime gfeGifea faerein '3 Gaa v fdaraffe
7' 993 =9 ad | Ffeeifea fserdnt 24|

Update Password (UHed3 »iu3< d3d): 8da’ B¢t &2t UHeds He ad|

Disable Mobile Punch (Hemels dg g€ a3) / Enable Mobile Punch (Hemels dg 973 ad):
3 g3 fa g Staff Khata Warets My 3 Asd 3 B3aHs &5 U9 93 Hae I6 A &d1| &8
FoHTIM Bt HEEls Ug 98 der J; fan Heg & fige arietifed fseein '3 ¥e aga sdter 3,
B8a' Bel forg de 33|

@@ All Branches

ard - Employes List

3 Auopay i mactive. Set up sutopay of choose a one-lime subscription payment.

M Employee Directory & Rofrosh
WP =cryona in your organisation, with thei department, $13us and sccoss.
Employees @ active - Qinictive - Bisadinthe e 30cs | P Filters || O Search empioyses
Employee Departmant Contact Status
ng Neha Joshi Husman Rescurces e joshigaharma.- testles.ex @ weive
i information Technolagy arjunmenta@shanma-textins.c. D rewve
KR @D Active
PN I.‘fﬁp.Nmr Pron.uc.l:x?n nlo.ﬁ.\? ﬂenl@?l‘fa?rma-mx‘.nes.em.. D Active
s Imran Shaik Production 2 ShaknESharma - extiks... @ Active
sp  SunitaPal Fr:.kl.uclo.qrn - SUnkD.pIRBNarma- exThes ox. @D Active
AR _j_rm! Kurmar ﬁr:t::;xmn. - aw.s\i!..ku_ma:@s_smm-'.ext\ies.m.. () Active
u & Edit Empioyes
jy  Pahul Verma Proguction ahu, @ acrve ye
¥ H : 5 Assign | View Satary
r
A Admin ‘adna _ priya@snarma-texties.example Active @ Blometric env aliment

& Update Password
£ Disable Moblle Punch

B Debate Usor

fan gareTdt § dig-AddiaH das et geft 29 Status (Afa3t) Afeg 2931 dig-AaaraH sgHgTdt Arels
o &dt a9 HeR M3 IHdt 3 B Ifde TS|

.
YB'S grdier d: 29 ni3 HEEls My '3 JaHgTdt B, fin &g Haets U9 mi3 Agg-maaafSar iHS

I, BE §9T UBE gdter I HAET J1 Id Gl dUS! § HI I3 48 T 15 feat v ifes fHsser 31 Haer
use' et Billing & Plan (faf$ar »3 uss) 291

L
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nidl, frget, dneg m3 Begerei He 5J|
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UF'S: A3 US'S

flige 303 He'g @ M 2 UWie, giH e »3 gg3eTdl 8¢ He g€l J1 dHed eHer J fa de fan fea
faadt firge feg S adar, i3 GegceiH fawH 3n dae I 9 2 wifen e Fa37s fo= J=|

fage dead

3073 ggdnuA € General Shift (v fitge) »3 €3 Night Shift (373 €t fitee) & g e J1
feget § M Uifent y3raa °Y, 7 o1 g8 Bt Add shift (fage 73) '3 af8a ad|

1.

2.

3.

Organization (H7E") — Shift Details (fiige 292) '3 afSa aa|
fom firge €t 339 T Hig (-++) 8% »13 Edit (FQ) '3 afSa ad|
Shift name (fage @ &™) 779, M3 &< Code (33, i€ "6S°) A3

Starts (5g) ™3 Ends (»3) He 33| »idt 373 3 gmiT u3H I< =8t 373 & fiage "o fes u3H"
H'ad det I

. Late punch-in allowed (H&gd 8¢ dg-fes) »13 Early punch-out allowed (Hagd Aset da-

n@e) fiiet feg He 331 fre, og fex st 15 fiel

Je3edl adni 13

. Weekly off (gg3=dl 8<1) &7, Add off day (8<t T fea #3) '3 af8a ad|
. Day (fex), Type (fam: Full day (Yo fes) A Half day (»far fes)) »3 Which weeks (fsa3

Je3) 9: Every week (Id gg3), Af HIS T 187, 277, 377, 487 A mridt Ig37|

. I3 821 & fes Bt gaa8| e, gg ge3 W3ed »i3 27 3 4% 73 Haled &% He'g § Hdls e &

Toled st Hset J1
Save Changes (9€5™f R dd) '3 af8a a3 |
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Aféar feg ot qaet 3

Late punch-in allowed (H&gd 8¢ dg-  fon firge fég Heg 8¢ wiga 3 fast fdd fife 29 & »i Aaer 31
fes)

Early punch-out allowed (H&gd A€l He'g ABE! A € Hda 3 fast fdds fife ufast 7 raer I
Yg-nge)

Weekly off (gg3edt £<1) fon fiage Bt 81 © fos| »id few fag €t o = fos fare A a1
Sandwich rule (A3fes fou) 2 g1 © fes’ fegarg mEe edin gg3rerdt g i3 f38ardt 8cnr &
gl e farfem Aier 31

fiige €t 3379 T His 98 m3 Make default (35 g=6) '3 af8a 331 feg gg st dovadt fen
fage '3 ug Jer J1 gt (388 fiage & Default (f3E8<) B, fere Wifent, giH w3 gg3rerdt i mi3
fey€et 3
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" Tare 0 Soarch features nek 4B Al Branches e
EHATA 1 shif
Dashboard  Device Sotup Time & Loave Data Download Roparts Payro! Accoss Conral  Account 8 B SE
it Detaids
3 Awuopay is mactive. Set up sutopay of choose a one-time subscription payment. Raviewbiling
-
Shifts
General Shift | Default 100 AM
B h *
T pwght snit 00P

ys's grdter 3: I8 us's g fiage & nirfamr fée a1 3Ht fag € 1S Ha w3 @ Aae 31 4 figet
g8 Bt €97 us's gdier d A J; Billing & Plan (faf&ar i3 uss) 291

Shift Roster (fage drea) i a8sa 3 7 fea-g-fos Trer 3 fd de faad firge &g ay ager I

1. Time & Leave (m4i M3 821) — Shift Roster (fige dved) '3 aAf8d ad | Calendar (3833),
Week (Ig37) M3 Month table (e 288) 35d fegad ge8, M3 daHadt, fesar 7 fage
H3Ed fgBed a3 |

2. Assign Shift (fiige feB) '3 afSa 33|

3. Who (d<) &', Employees (davardt) fEa-fea aga g2, At ydt i 8 Bet Departments
(fegman)|

4. Shift (faee) 2|

5. When (a@) d&', One day (f€a fes), Date range (39hd #hvr) 7 Pick dates (39l 93) <,
W3 39 He 3|

6. Assign Shifts (fagei fe8) '3 afsa ad|

staffkhata.com/guide - 36 / 117



Assign Shift
Pick who, wihic

whe  Employes:

Production

Rahul Vaera (ST-000Y  Amst Mumar (ST-0002)  Sunita Ptk

s Departments

5T-0003)

|||||||||||

30731 i3t firge 8w 3t 3 nidt &g afdet 3, e 3 37T 3t 99 & feB1 Time & Leave (Mif ni3 €21)
— Shift Assignment (fige €3) fifar 83t das 8ger J1

fiage Um'sd &8 »igl € WAsT 96

et Bat Bt f¥a @79 gg3" 7 Hdle™ 396 B¢t usad fimier 37 J1

1.

2.

Time & Leave (A1 m3 1) — Shift Planner (fiige ugaa) '3 af8x o3|

Departments (fes71) A Employees (3a+g7dt) ¢, fad From (3) »3 To (3a) 39T, 7 This
week (f£g g237), Next week (mar gg37), This month (f&g HdiaT) A7 Next month (s

HdteT) '3 afsd 53|

Pick a shift, then click days (firge 93, feg foeat '3 afga ad) I fan firge '3 afsa ad|

fEa-fea fes '3 afdd ad, A °Ad 9 & fus f€a 219 396 &€ Fill range (skip weekly offs)
(v 33, gg3edt 82t €3 A) '3 af8a ad | Fill every day (I3 fos 33) €9 ges=edt gt &

HHS det Ia|

Jadt Ut i€ Save (HE d3) '3 df8a |
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aillReriive )
afliferinin

nek o Admin
4@ Al Branches 2 A wowastaaros
Dashboard  Devica Sotup Grganization Time & Loave Data Downlaad Reparts Payrasl Access Contral  Account Holp & Support
@ Detaits - Shift Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To
3 Human Resources L A Employees -2 e 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth
Plck a shift, then click days
4 Filrangs (skip weekty ofts)  Fllaverydsy £ Ciar changes
Gengtal Shit ® Night Shift
Sum [ Tuw e nu i sar
25 26 27 2 9 a0 n
Gararal it Y| | General S U2 General iR 3| (Ganerst S 71 | General Shiy T (Genwalsun
G day(s) for 2 employees - 2 shifts Discard
Tewa hetg? = Ema raffuiatacom  © 2020 Stadf Khata A
JdHed '3 EYH, g< 79 WUraEd fos Myt firge few€er J1
1= ol -
ﬁ;HRT}; 0 Search featunes nek B All Branches [a AL mg,n,,m
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
& » Dasnnos Srit Details St Rester
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster £ Refrosh & Export B Plan by emplayes
Who works which shift, day by day
< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
All Employees v @ Al Departments -
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea T n
1 z 3
v +
4 s L] 7 L] L] 10
1 12 13 14 15 & 17
2] ms| 1 ms ns m Rs | 2 ms 24
o Gonarstsnin 3| o Gosarsisnn 5w Generstsn 5w Gomersi shin 5 | Generat smen + Genensi 3 5 |9 Qeessn ]
23 C ] 7 =7 28 Al - ®7 30 rom
o Comerst srin 5| a Gossel nin 7| | = Ganerst 2ain T e Comecsinin 7w Generaizn R s—— T | @ enenstnin 7

Gedae foud Ac ad

GegereH fstH 3n 3ge a6 fa 3auta 89 2y wfent e 9a37s fae d=2 1 ufus Enable Overtime
Tracking (€2dcreH Sfdar 978 dd) 978 d; Iadl fawH 24|
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1. Organization (Fr&") - Over Time (§23dceH) '3 af&d a3, fag Add Rule (fsa 73) '3
B a1
2. Rule name (fowni T &™) 33, i€ "Weekday overtime" |

3. Applies to (fam '3 ®q1) I&7, All employees (Ad SgHd™d) AT Some departments (33
fesan) 9|

4. Pay as (393'& T Bd1) I&, g fa 9 Gegeei Wie T 3913 fae de 3 €9 33:
Multiple of pay (3&ua T gre): fAg Wi & 3sug & 1.5 x|
Percent of pay (354 g y3ta3): fae wie & 35ua & 150%|
Fixed amount (feafas gaM): Afant set Y3t Wier fEa gam|
5. Minimum overtime (h) (uf2-ufe Ggerehy, ¥i2) »3 Maximum overtime (h) (&0 3 =g
Gedereiy, Uid) Ae ad| fhae fer Tfed fea® Ty Wi fore At I, fie 1 3 4 Wi
6. Effective from (5 3 1) fie a9, fag Add Rule (feni 73) '3 afsx a3

aillReaTive Q Soarch faature . @ A Branches [ omm—— ndin
Per o s Overtime rule added succassiully
Dashboard  Devica So Organization Time & Leave Data Download Reparts Payrol Accoss Contral  Account Halp & Supp
Over Time
£ autopay is mactive. Sel 't up BUtopay of Choose 8 ona-lime Subscription payment Rirview biting
Overtime rules + AcdRule
Hiow xtrs houss ang pald, and the minimurm and maximum cvettima that counts
Overtime rules 1
W‘eekaayfimﬂlm L.5% hourly gay 1-4h ¢t 18, 2026
‘.

( Ys's grdter 9: Geaceid set 69T Us's 9dier d Ade J1 Billing & Plan (faf&ar »3 uss) 291

nat, 28 fd SgHTdt Haels My '3 U9 o gae I
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07
Hadls »iy: g ada’
YB'S: IIHITT BT S 78 UBS

Staff Khata ™Y &% SaHg™dt IS 26 3 Irdt BIrER I | Id U9 AW, 26 &t Bars »i3 ffa Asdt
Ae Jae' J, M3 39731 g9 T /iG-2H 3n gae' J fa Yg fad &3 A Ager I

YS's grdier 3: 29 3 HOElS '3 daHTd1 BaEs 368 USe '3 §€ d Hde' J1 7 3073 A’ HeEle
fees &dt g Aaer, 31 Hger di3t ni3 usTst B¢ Billing & Plan (fafsar »3 ugts) 241

dIHIIT BEL: wY fBHes ad m3 Adls fes a3

3073 M3fHG 303" Barfes ge8er J1 3076 BT €MB (AT 26 &9d) m3 UHEd3 Idie’ d # 8I& & 3073
et He di3T J1

1. Google Play Store (Android) A App Store (iPhone) 3 Staff Khata f€res 33|

2. WY 8% Sign in to your account (M yt3 feg Al fes d) '3, »ueT Email or Phone
Number (¥ 7 & &g3) M3 Password (UHEd3) 331

3. Sign In (A€l fe) '3 2u sd1 Today (wH) Agits d&et 1
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A S TAFEF
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

v0.11.1

3HT fHag »muet oadt It &= 31 daT @8t 287 Today (»A), Attendance (Id1), Leave (8t) »3
Company (Suat) I&|

HS™: UHEd3 35 die? Aels-f£s Adls '3 Forgot Password? (UHEdS 38 dre?) '3 Y J3, At Mie
m3fHs & e J9a set a3

M3 M3 Bars €t nifar fe€

my & feg Aige el 3073t BaHs Idiet J & 3HT oW '3 T, mi3 U9 At et T
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1. Ufgdst gg ¥g ada '3, 3073 25 BaHa T miffamm vigrer 31 Allow (»rfamy fe€) '3 2y a3
("While using the app", @&t »y €33< A, g3)|

2. IHI YGe '3, aHg & nrrfam & e8|

A 3HT I83t 58 Hgr ag 37, 3Ty Location required (Sdns &3tet) AT Camera access
required (313" udd &3iet) fedGel 31 Enable Camera (dHa 978 &d) '3 U 4, AT MU @& et
Settings (Aféar) — Apps (un) — Staff Khata — Permissions (wfarrel) 898 3 feas’ & 93
JJ1

ABE M3 GPS &8 IHdl BarS

1. Today (v7) '3, Punch in (J89-ft5) '3 2uad| (3HT Attendance (Tdt) 29 8% o Mark
Attendance (T3t Barg) '3 € U da Ao J1)

2. Attendance Fdis 3073t Assigned Shift (fE3t aret firge) »13 Current Location (Hge

Bane) feur6et 31 7 U3 a1s3 Bat, 37 Tap to refresh location (3dWa 3/ ads B¢t U d3d) '3
U ad|

3. Tap to take a selfie (A&l 8c Bt 2y ad) '3 U ad M3 minye fogd &t mrg 22 561 feg
Verification Photo (ymct 22) 3&' feu<t 31

4. Punch in (J9-f&®) '3 2y adi

staffkhata.com/guide - 42/ 117



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

3076 AH M3 Punched In Successfully! (Jg-fos Aes!) fever 31 3073 M3fis g3 Afdet feg nmue
37893 'IUg Y ST I

fie-@a 3 gagdt gerd
o 3073t g9 f&a /iG-2fifar 95 3, 3t 3t fiHag EFT W3 @ nieg dt ¥e ad Aae J, fie €239 @ M-
& 200 Hteg | fer 3 g7ag, ¥g Outside Allowed Radius (Hagd Wd 3 9799) &8 J4 fd3T AT J:

"You are outside the allowed punch-in radius. Please move closer and try again." (35t

Howd Uo-fes Wa 3 g7gd 31 fagur sga &3 » & garar Afi ad|1)
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O

Error

Outside Allowed Radius

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

Done
f————=

Tg3d mied 78, Tap to refresh location (3dHa 37 a9 B¢t U &3) '3 AU dd, »3 gad' Ug ad|
M3fHE g9 g Bt WaT Ae dae aa | Myt duat, gigt m3 fegrar Ae ad 24|

Je-nre a3

1. fes 2 »i3 {29, Today (»H) '3 Punch out (J8-»m8<2) '3 2y ad|
2. f¥a 339 A5l 86 mi3 Punch out '3 U ad|

3078 Punched Out Successfully! ({g-m8e Fes!) fever 31 Staff Khata 3073t firge @ Haes
3973 Ui fareer 3, for B¢t 8¢ Wad, As<t A m3 Gedeeiv 3073 et MU MY fare Ae Ja|
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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 .
Apply and track your requests

— My payslips :

% HeImpursements 3
Submit and tackawuccia

My gdl fefsam 28

1. Attendance (I=dl) 29 881 Day (fea) »3 Month (Hdier) fegarg ge8, 3 i 2 fegarg A
et 3tg =331

2. fom fea '3 2y agd 8AE Punched In At (Y9-fes AHT) »13 Punched Out At (dg-»8< AHi),
BaHS M3 gent Y|

3. d9 9183 J 7 &dl 32 8 s '3, Request Regularisation (F93 € 8&3t a3) '3 24 &3, At
M m3 A9 33, fag Submit Request (8531 31) '3 QU a31 3973 M3fHs 28 '3 ford Hagd
)
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wsfiest BeY: g9 daHadl sEt Hadig Yg g Af e ad

&E JIHTIMT Bet Hardts dg mrie iy 978 der 31 fan Aerg & fiae afeGifea Hifls '3 da daar
gdter 3, Baat set forg de ad|

1. Organization (FH&") — Employee List (Gaverd! 5et) '3 afda ad|

2. daHgrdt €t a31g '3 - Hig '3 af8a 33|

3. Disable Mobile Punch (Heel® Ug ge a3d) '3 affd ad (A7 H3 9% dds &t Enable Mobile
Punch (ReEets 49 975 93)) |

@ Wi Branches jroriiH

A ADMOISTRATOR ™
Organization ~  Time & Loave -  Data Download - Reports PF
ord Employes List
3 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rerview biling
MW =.oryona in your organisation, with thed dopartment, 43ts and accoss.
Employees @ Bactive wctive - B i thve st 30 iy 7 Filters
Employee
W N:ehm..lam H @ Active
A Ariun Menta Infarmation Technology @D retve
kp KavitaRao Human Resources @D Active
PN Pooja Nair FrDIl.:lC.I:x?n nlaom MEEPENArmMS - textiles. exd. . (:) Active
i 'mran Shaikn Production meanshalkh@sharma - exies.. @ seve
gp Sunita .PMiI Fr?tﬁ.ucla.qn N (,.Lf:':lt:a g{..jauna-'.cxn:es ] @ Active
ar At Kumar Proguction AmLKUMAEE ST -Textles.ex.. @ e
Rahul Verma Production rahul vermagsharma - textdes.e. g & Edit Employes
T Moy bt — @D Actve
4 : : 5 Assign | View Salary
r
4 Admin Adna _ Priyasnarma-texties example Active 2 Blomeric eno liment

& Update Password
£ Disable Moblle Punch

[ Debete User

de J< '3, MU IgHY™t & "Mobile punching disabled" (Hardts g ge J) At 3 w3 mryt 3t
aret wifles 293 Bt afdet 31 fon saHaTdt & uHEds Ae A dife aas &, R Hig 9 Update
Password (UHed3 »fude ad) 2331

n3fist Bel: 28 g fag mm
Jd HEels U9 3073 3HEd3 '3 Recent Punches (a8 dg) &g »3 aan '3 fever 31 ydt 5ot &t

1. Time & Leave (M »3 €21) — Attendance Process (Iadt Yfafan) '3 afsa ad|
2. GPS punches (GPS 49) '3 af8d ad| fiagg mu 3 di3 U9 feue g5, gg €a GPS Haa a3 |
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3. &R '3 Ja-f&s ni3 I BaHs M3 U9 22 2uS Bet 9379 '3 niy T8 mElas '3 afsd dd|
A 8 A9 HEEls U9 84 aan '3 2y &€t Map view (adi 384) '3 af8d a3 |

wllReamime Q Soarch featires o =

L
Dashboard  Device Sotup Organization Time & Leave Data Download Repants Payrofl Accoss Control  Account Hoip & Support
@ » Dasmoar - Time & Leave

B Autopay s inactive. Set up sutopay or choose 8 ona-time subseription payment

Attendance

Dty chock-

£, biometric Iogs, regutariz

tion requests and missing punches.

Y Atendance Regularization @ Missing punches B My corrections
Prosent

7 &

Today «

Empiopee ool

MR ;(?v‘\uuz-!ﬂ Oct 18, 2026
N :Iena g:sﬂl Oct 18, 2026
& ._Nrumlr:wmw: Oct 18, 2026
e ::Ju Mahta 001 18, 2026

&
Preseni Lol  Absent AR Pending  Approved
Status Ghack in f oot
© Present +) 908 AM | 8GFS
@ Provest “1B03AM | BGRS
@ Prasant
@ Prosent

TOEEAD 3 Emad soo0l
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At com

Punctiality

Ontime

© 2026 Seadf Khata - Anangan

T Fiers @ map view & Expart

Review biting

3 Refresh

Q. Search by name of 0.

Hours
B @ &
@ ® 72
@ -- ® &
(- £ &




Realtime srfeGifa ifts 33

US'S: 3 US'S

Tde™ '3 U9 & &8 AC'E Realtime gfeGifea Hifls €93 Aaer 31 53 Are 3 gmie, g9 féaaffe &
a3 U g3 Afdet f€g Staff Khata 3d Udd AeT J|

( &e: Staff Khata figg Realtime afeGifea Wit s It S ager J1

HHls & Staff Khata 58 A3
Hiles fegde adt Ua Snet J, fer &t ufost GRS 3073 Adeg € U3 grdter J

1. Device Setup (fzetn #enfu) - Manage Devices (f3e€tA H33) '3 af8d ad|

2. How to connect (fa© i3a J) '3 afda a1 39 €9 aeH 3 Aded U3 &3 g1

3. HHis & ffeade (LAN A Wi-Fi) 378 13 »3 978 J|

4. HHts '3, Menu (Hig) = Comm. (Fe73) (A7 Cloud Service, I&83 Ae") 4&1 3076 M3HS PIN
gdter d HIeT J1

5. »ryet Wil € faH Set Aged U3 33, AE dd, ™3 HHlS H3 978 &4:

vl ©f famy Aded 3"

WebSocket HHI&T ‘wss: //machine.staffkhata.com"

FK Web (HTTP) HHlst “http://device.staffkhata.com

staffkhata.com/guide - 48 / 117



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 ©

HS™: Y3 dndt 396 Bt BHE a8 @8 andl melas '3 A8 a3 1 HE 978 dd6 3 e € mEgBels J7?
Y3 &g aretfiar t arsst 779 mi3 wdial 876 fa Sceda '3 ffaade 98 faar I

Hids 899 &8 Hits 13

1. Manage Devices ({32 H33) '3, Add device (f3een #3) '3 af8d a3

2. WHis @ Afdag 3, A HHts '3 Menu (Hig) — System Info (fAreH Areardt) 3, Serial Number
(Fids &=9) 331

3. Device Name (f32v¢ln & &™) 33, fA "Main Gate" | Hifts €8 Effm a4 233 st ferg
UE 831

4. Add device (fseet 73) '3 afgd ad|
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Hile got fE foudt 31 7 Rued 5 fifet 89 Staff Khata & fer 3 Aas Hfgnr 3 3t feret AfE3t Online
(mrasTEts) feudt 3, adf 37 Offline (Wesls) |

A Hidh® &89 Haga &df der, 3t At 31 vt ufost 3t 58t It 3 A »in Aaeg 39 odt uddt A @
IEH Yd dd m3 ga'd’ 3faH a1

Hifles @ --+ Hig 3 3Hf Manage Device (f3eetn H3: fene grg, Aféar »3 fare argere), ferer
&M Edit (R8), 7 f£rd Delete (fie8) a9 Aae 1

doHTI! HHl® '3 3R

Hifles fHag Baat Bat & U9 das féet d vt 8r g Ae Ta|
1. Device Setup (fseH Aeniy) — Users Synchronization (grg fid) '3 af$a ad 1 7 3073
2. Send to device (f3e™iH '3 37) 98| 7 niA HHflG '3 &df I Baa! Arfan €t Bt et Missing

on this device (&7 f32€in '3 &df g&) g, A 1 IgHTIS e fan Hifls '3 &dt 37 are Bas' Bet
Never synced anywhere (a2 fia &df 32)|

3. Send to device (f3eH '3 31) '3 afda ag, feg ymdt ad|
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3 i Adenin
s1are afunos Al Branches i
ﬁa—.w\m a ADMOIIST
Dashbosrd  Devico Seotup ganization m Repans Help b SupE
Irc. Users Synchronization
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirview biting

M Users Synchronization m
B coop e 541 Whata and on your machmes
e bm ther devices

Bissh

ng on this device I £ Refrosh

Waiting for upload ¢
Emplopss i Exact

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

grdt 29t 8¢ o mEE I A 3HT mfrdt Hifls & gg dde J fran &9 ufost 3 grd a1 Import
from device (fsein 3 ffdge 53) A2 ¥rg Staff Khata f&g fgnr8er 3, »3 Copy to other
devices (Jg fseen '3 anft a3) Baa' & fan I MiasTEts HHts '3 andt ager J|

fan Wil '3 d U9 99 Aaer J, feg A9E St Manage Devices (fSeeiAt HI®) 88, -+ —
Manage Device ({3t Ha®) '3 afd ad, "3 Users (Grd) 29 881 I3 HHis @rd Staff Khata
&g MyS saHTTat &% Afan Jer 31

féarafje 7 aras van ad
fom set vifts € miasEls d& Mt J1

1. Organization (FHE") = Employee List (GaveTd! 5eft) '3 afsa ad|
2. daHgdt € a319 '3 -+ '3 Ff8 3 M3 Biometric enrollment (gfe&ifea Tamaft) 92|

3. Biometric Device (fe&ifca f3e€tn) g1 Step 1 (FeH 1) I&, Iaadt f€a Machine
User ID (W& @rd ID) &% Hifls '3 ©dd der J1 7 8 i HHits '3 &df o3, 37 Sync Employee
to Device (GavgTdt & fseein '3 fifa ad) '3 afsd ad|

4. Step 2 (d&H 2) I&, Fingerprint (féarafie) A RFID Card (RFID d33) 9|
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5. Start Live Fingerprint Scan (sle féarafie Has g ad) '3 af8a 3, fegd daverdt § Gt
€915 Wit '3 36 79 U Set ad (AF MU I'93 88 Bt) |

& Biometric Machine Enroliment

Bermiral ang

® Enrolied on this Terminal
Machine User ID #0002

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

e HiHfles yrct ag et 9, danardt U9 ag raeT J1 gg Ud 3973 38d3 '3 Breie HIo e fever 31

wifts g Ae Yo s@ads ad

A 3¢t Wil o3 M St Migsels 3dt, 37 8 My U9 AS™S d duel J1 MasEls eud e '3 €ast
AR
1. Data Download (3¢ 38583) — Download data from Devices (fse€int 3 37 378583
J3d) '3 afSa aAd|
2. Device (f3eein) I&' f3en 9|

3. 39t g3: Today (#iH), Yesterday (%), Last 7 days (fugs 7 fes), This month (feg
HdtaT), 7 From (3) »13 To (39) Ae a3 1 3Ht f¥a 279 {9 90 feat 3a 38583 dd Aae J1

4. Add to attendance automatically (oad! fég mmye mmy #3) 978 gfaes fe§, Af ufast dg
e Bt fend de ad|

5. Download punches (Jg 38583 dd) '3 af8a ad|
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'i\ T © Search Testures ek @B Al Branches F 5 S
EHATA Punches acdded to attendance
Dashboars  Devic

Devica 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,
Pavice Dates Today = Yestorday Lost7days  This montn
g Manous » Online From T
B oo22 202 B 0e122,2028
Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Datir

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

HHls € Ba1 gels felge ad
A Mils MasTEts &df I Aaet, 3t 8rer ¥g 8d1 USB Irdi medde ad m3 ffdde a3 |
1. Data Download (3@ 38583) — Import Biometric Machine Logs (gfe8Afea Hifta Sar
flge ad) '3 afsa ad|
2. Select Machine Log File (WHi® Sa1 g€ts 93) d&7, 21 (.txt, .csv A .tsv) g m3 Upload
& Preview Logs (Zd1 U833 I3 n3 384 24) '3 I8 3|

3. 3%d A9 Mapped (723 J8) grd daHadin & fHee are g5; Unmapped (57 53) @@d 1D
A faR &% &dt 731

4. fagt fest €t gad! farest 3 8aat Bt From date (ggmst 31ty) #13 To date (¥if3H 31diy) Ae
Crf

5. Confirm & Import Attendance (Umct a3 »i3 gadt fEdde ad) '3 afsa ad|

ys's grdter 3: Data Download (3¢ 3'8583) M3 HHS 841 fidde daar M3eH fadaet e fdmr I,
H J58 UBE '3 e d AaEM 5| HHfta! 1361, Grd Ha daaT »3 €91 39T 99 US'S '3 I8¢ Ja|
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gﬁwama"tﬁalﬁ

UBS: AG USS
d, U9 Hagd dae d mi3 I3l atd dae J|

A o o5 f8a sad &g

373" Dashboard (37833) feu8er J fa »if < IHg, dida™ad M3 3¢ J1 Recent Punches
(oEnr dg) g9 da-fos & BR 28 fewGer 3, ni3 Bc »iBe et '3 fores Barer J1 s fedger &
fa Hardts Ug foag mme

ydt gt Bet, Time & Leave (AW »13 1) — Attendance Process (amdt yfafan) '3 af8a a3 |

Jadl s fesea a3

Attendance (Tdt) Ua viA 2 fes '3 ¥ger 31 GUas 993 (Present (7wd), Absent (Siga™a),
Late (82), On leave (2 '3)) I8 fare3t fewGe g1 fHag Boat Bai & 2ue BEt fan ag3 '3 afsa
31

288 8 BUd fesed @ € He I&:

fesea feg &t feu€er 3

All (A3) / Present (I73d) / Late (8<) / Absent (Fga™a) It AfEst y3tga JaHaTdt
Pending (gafan) 303 Hogdt €t 831a &g Ue
Approved (H&Ed) g 1 3t ufost A Hoga g da d

GPS punches (GPS 49) fHae Nadts My 3 SaEs M3 A3 U9
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allRenuive Q Saarch features ek @ Al Branches

A ADMRSTRATER
Sotu 5 Tim Data Downlosd Reparts Help b Supp
ard Time & Leave
5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riiewbiling
e Attendance 3 Refrosh & impont
Dally chock-ins, blometric 1ogs, regularization requests and missing punches.
£ Atlendance (3 Regularization  © Missing punches B
Pras Lake
7 & 2 o 1 0 8
Teday AP f-“ P A GPS L 7 A (] 00 Map view & Expo (o]
Empioyee 5 Che Punc Hat
f:l"‘_"‘_f“'" Oct 18, 2026 Dise ) 926 AM Late @-- @ &
Rl Oct 18, 2026 @ Present 41 B08AM  BGRS Gniime B ® 2
Ak, Amittmar Oct 18, 2026 @ Praseen 4 507 AM Bl B & g
AV ff"_“_‘_\‘{“"‘"a Oct 18, 2026 @ Frosent 41 803 AM On tima - ® 2
iy Mehetvoanl ct 18, 2026 @ brpsent 4 903 AM | BGES Gntime o-- ® 2
A f“!'l'l'_"'! e ©ct 18, 2026 @ Prasem +) BIS6AM | BOPS ©ntme - ® 7
A j_:‘:i”"_"‘_‘"“’ et 18, 2026 @ Preseen ¥ 848 AM | BOPS onume - @ &

3¢t IgHgTS A 24aT AW g6 B¢l Filters (fe®eg) '3 af8a a3, fag Apply (831 &3) '3 afdd ad|
fea gig 2ue et Guast 4 129 All Branches (Adhi gigt) 2331 fan ffa fenast § S3 st
Search by name or ID... (& 7 ID &3 81...) €93, 3 Hdl 318583 336 B¢t Export (Mardde)|

Attendance Details (Idl 292) dge BEl fan €1 I319 '3 #iy & MElds '3 afsd ad: Ja-fos »3

UB'S grdter 3: Ia8 uBE '3, A fgseg s fes 3a Hv3 31 yar vdter, A A miryet Hawt €t Hiv
e Bel 3eH fgldel a8 ysTs gdter J|

g Hagd ad
1. Filters (fe®eg) '3 af8a a3, Quick Select (3eue <) I& This Month (feg vdler) g8, W3
Apply (831 3) '3 af8a a1
2. Pending (gafenr) '3 af8d a3 |
3. fom 373 '3 Review (MHiftmm a3) '3 afSa ad | M, BaHs w3 2 Al

4. Approve (Hagd d3) '3 aféa a3, feg yret ad| Ua de 9as &, Reject (Se a3) '3 afsd ad
3 8 I e8|

staffkhata.com/guide - 55/ 117



£ Attendance Details
g Meha Joshi @ Presant || Onteme | | (3 Pending
Emplayes I0: ST-D008 Sat, Oct 17, 202

Attendance Summary
+) Chack in "+ Hours
856 AM @ O
office  On trme
& Karct Bagn, New Demi

Ml Bi r,:u
e am

SO Gt i)
TS bl

ol bagh
+rigeket of bagh
e Q) QF oo S
Device punches 2
< $56AM In Samiung Gatay A

[+ 8:07 PM Out Samaueg Gitary A4

Close

gfentr dg-m@e Sla ad
e et Jg-nmBe SgaT 98 Aier J, 3T BHe Wi fare &df 7T Hae | AW ¥ A3

1. fos 831 a0t T & 81 M3 7 »iF T fes &df J 3 Filters (fe®ed) &5 A Ae ad|

2. B8R a39 '3 Uahs nields (Edit, °Y) '3 af8d ad1 Update Manual Attendance (35t gadt
nu3e 33) ¥Fer |

3. Punch Out Time (dg-»8<c AHi) Ac dd | 7 BI& & »idt 913 3 gmie 3 9H o137 3T Next day
(miar fes) fea g |

4. Update Attendance (gadt »iu3de d3d) '3 afda ad| ge W fare A I&|
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.

HS™1: Missing punches (82 49) 29 8a&' Arfan € gt fiédt d fagt & Ja-fees 3 ug da-mmBe &t
(77 81<) 1| Add missing check-out (e Sa-m8e A3) '3 afd ad, AHT 33, »13 Save
attendance (g4l AT a3) '3 AfB 3|

N

a4l gadt 72 (Manual Punch)
ferg 8¢ 293 Ae et fasas U &df ag Afamr, fae Arele €9 '3
1. Add Manual Attendance (J&t aadt 73) '3 af8d ad (A Time & Leave (M4 M3 8¢1) —
Manual Punch (3=t 1g))1 Single Punch (fea®T 4g) gfenr gfae fe6i
2. Employee (sg1gdt), Date (31dt) »3 Shift (fiage) 9|
3. Punch In Time (Jg-f&a A1) »3, 7 U3 2, Punch Out Time (Yg-mm8<¢ AHT) 331

4. Status (Afg31) 92: Present (Iad), Absent (dda@a), Half Day (»iar fos) A Leave (8<1) |
Absent 7 Leave &gt Afimit € 83 &t

5. 97d 3t Remark (f&uzt) 73, »3 Submit Attendance (g&dt 31) '3 afga ad|

a¢l Bat €1 fedat amdt 8ar€ (Bulk Manual Punch)
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1. Time & Leave (m4i M3 8¢1) —» Bulk Manual Punch (83 3&t 49) '3 afga ag, At J&f awdt
294 & nied Bulk Manual Punch '3 5231

2. Select Employees (SgHgdl g8) I&T, Ig fenast & fda ad, A Select All (A3 g2) '3 afsa
IJ|

3. Date (3/dHd), Punch In Time (¥9-f&s avf) m3 Status (Af831) Ac ad| gg femast &t mmust
fige 233 w¢t Shift (firge) & Auto [ Profile Default (wre / Ygels f3se) '3 gfge feB|

4. 73 79, fag Record Bulk Punch (85 ¥g ©3n a3d) '3 af8d ad|

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Seloct Employers *

HA'3 8&3i Hagad ad
IgHgTt MU 7 29 3, vAS X I3 AfHT M3 STds N3, MU U9 ald ads ©f 8&3t ad Hae Ia|

1. Time & Leave (A4 3 8¢1) — Reqularization (F079) '3 af$a a3, 7 aadt U '3
Regularization 28 98| 9&3M 831a &g de '3 29 farest fewget I

2. ¥dt are m M3 a5 A

3. Approve (H&gd d3d) AT Reject (J€ &3) '3 afd dd | ot & feds Hase s, Baa & féa ad
"3 Afgntt Bet s argeret 2a3|

H&GHd a6 '3, daHaTd! € awdt @aat € Hal Afimit wigrtg »iude J Afet 31
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Q. Search features. L]

Dashboard  Device Sotup Grganization Time & Leave ~  Data Download Raparts

@+ Dashooord © Time & Leave
[ Autopay is inactive. Set up sutopay or choose A one-lime subseription payment.

Attendance

Dally chock-ing, blometric logs, regularization requests and missing punches.

3 Atendance @ Missing punches B My corrections:

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

Prosent Akt
9 & 0
Chached in today Mot shecked in

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

Oct1-0ct 31,2026 173 A presant
Employee Date Status.

3 e Oct 18, 2026 o
up; Kedta ke 0ct 18, 2026 © Prevent
Ak; A Fuome Ot 16, 2026 @ Prosent

gy Rahul Yerma

$7-0001 Oc1 18, 2026 ey
L ;‘r.-'::::w Oet 18, 2026 &
B S Dct 18, 2026 oy o
. i rlbond 0ct 18, 2026 YTy

Payrofl - Accoss Gontrol  Account
Lae
& 7 s

Late

After 1 start tme

Absent Al Pending  Approved 1 GPS punches 55

Checkin / out

] 9126 AM

] 08 AM 9 0PS

#] B:07 AM

) 9:03 AM

+ %03 AM | #OPS

= $:00 AM

00 AM
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Punctuaity

On tme.

On time.

Gn time

Gt

On e

On Bime.

Admin
@ A Branches ~ QA Aowmsaaror <
Halp & Support
Rarview biing
3 Refrosn
On laave
0] O B8
Agcroved seavn ey
TV Fiivers @ 0 Map view & Export Q Search by name or 10,
Hours
@ @ &
@i ® &
Wes @ &
O ® Z
o-- ® &
e ® &
o= ® S



3073 He'g fagdt 28t & raer 3 Gaat &t famt mi3 miryst f38ardt gtn & wedft fa g9 Ae a1

ys's gdter 3: 51 ygus M3 f38a7dt g da8 Ut '3 g€ J rae 95| 7 Hig 38T feuge as,
3t Hger dH3T w3 usTt Bet Billing & Plan (faféar »3 uss) 291

sl it fami 3nf ad
Sgmss, farrdt, et J€t (Earned) w3 AU 28t 303 Bet ufast dt Ae aa| feast § ARG Af mryehnt

=E{

1. Organization (FA&") - Define Leave (8t 3» 33) '3 df&a ad| Leave types (g8t €
o) 5t 79 fom & a3, IsTe fes, & 23 fest v &t der J, »3 &t Hagdt Idiet J, feuGdt
3

2. Add Leave Type (8¢t €t famy #3) '3 afa a3 |

3. g9 I
Aféar feg dt st @
Name (&™) »3 Code (33) fAg "Compensatory Off" »3 "CO" | € &+l Ta|
Days per year (A& fes) Jd JHTd1 § A f89 1S fes Hese aal
Carry forward unused days (57233 fea nidl  I%: & B¢ foa »as AS &9 AE go| de: As e M3 ffg ¥3n d
forg) e I&|
Needs approval (Hagdt 9diet J) 5. fauafdar Héra At HR & I3 9531 Hogd aaat det J1
Colour (3an) AB3TT M3 B! & '3 fewer J|

4. Add Leave Type (gt €t fami /3) '3 af&d 3|
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§
3
g
3
g8

00000000 -

* Compentatory OFf

fan formd § gese A goBe s, Rt 333 '3 Edit (RY) A Delete (fHeg8) 331

2<1 981 779 (Leave Opening Entry)

1. Time & Leave (A4 »3 1) — Leave Opening Entry (22t ggn3t wiedt) '3 afda ad|

2. I9 IIHTS 3 gt famH B¢t 3HT Allowed (HaEd), Used (233) m3 Left (amdft) fes 2ue 4,
& dt Total left (35 g&l) |

3. Bug ¥a ym &3t As ge8, 7T 81 famH, gig, fesmar A1 daHeTdt H3ad fesed ad| 298 38583
3d& Bet Export (Mamlae) '3 afsd ad|
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4B Al Branches A,
Grganization Time & Loavo
ard Lewve Opening Eniry

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

9 Leave Opening Entry & Export
Financial yoar: 01 Ape 2026 = 31 Mar 2027
8 01Apr 2026 - 31 Mar 2027 (Current Al Leave Types  ~ 4 Al Branches ~ D All Departments ~ &, AllEmployees
Leave balances @
® Casual Leave ® Sick Leave ® Eamed Leave ® Masermity Leave ® Compersatory Off

Empiany d Uses i 1 Used 1

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

Babut Yreccd 12 12 12 12 15 0 15 a0 90 6 & 135

ook cgliPR 12 a 12 12 G 12 15 0 15 %0 0 50 & o 6 135

sl T 12 o 12 12 12 15 15 a0 % s 8 138

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

?PDJ?P:‘&I:“ decton Ml 1z o 1z 12 o 1z 15 o 15 20 [ 30 & o 8 135

foaginotind 12 12 12 12 15 15 90 %0 5 & 138

e o Tachmonae 12 12 12 o 12 15 0 15 20 %0 ] ] 8 135

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

daHTIl 2d1 el nigHl fae fee s

FIHIIT mrySt €N w3 UHEds &% Aels fes Jde I, 28 '3
https://attendance.staffkhata.com '3 # Staff Khata "y f€g (Leave, <t 2g)1 83 Apply
Leave (8¢t B¢t »at feB) 9% 75, gg gt fam Bet nyeT 98H 2y I, fam »i3 3y g2 I3,
IS H3E I6 mi3 3 fée I5| fag 93t Hagdt & 831a aaet J1

fan agvaTdl €8 2t & wigwl fe€

feg €< S MBT I AT avt 25 dad faqrg d< &t yag féer 3 7 »iy &dt 2g3w|

—

. Time & Leave (M1 »3 g21) — Leave Application (22t »iatt) '3 af8d a3 |
2. Apply leave (22t B¢t nigwt fe8) '3 afsa ad|
3. Employee (3a4g7at) 92, fad Leave type (<t € famy) | ga fam © & g fes feue a1

4. One day (€3 fos), Half a day (»far fes) 7 Several days (a€t fea) 92, »3 39k 7 IR
gl

5. Reason (a3a) #31 Also notify (feaat & €t 53 ad) J&!, 3HT HiT3 F9& BE Bd g AR J|
6. Apply leave (<t €t nigit fe8) '3 af8a ad|
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https://attendance.staffkhata.com/?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=pa-Guru

&l Hogd A de dd

1. Time & Leave (A4 3 821) — Leave Application (221 »iawt) '3 af8a a3 1 Leave
requests (8<1 9a3M1) Pending (garfen) '3 ¥ger J

2. fom €&3t '3 Review (MilftmiT a3) '3 afSa ad | &t Tt fam, 3R, fes »i3 ads 79|
3. Approve (H&Hd dd) AT Reject (J€ a3) '3 afsd dd, feg ymct ad|
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Approved (H&Hd), Rejected (d&) w3 All (Ardin) 2at fef3am Juen as| 3T gmie fég & gast 2

dfentt 3 2H® §€8 Aok J1
iyt f3€@ardl i 13
f38ardt 8¢t AB83aT '3 feyedn a5 w3 gmdt faudet feg eadit Aie a1 A3 3 37 ggni3 vyt
Hdt fédge agar J1
mg3te 3 ffdae ad
1. Organization (Fra") — Define Holiday (8¢t T fea 3v ad) '3 af8d a3 |
2. Import (ffda<) '3 af8a 3|
3. Need A Template (u8e grdler J) I, FHE ICEB3 Id& Bel CSV A Excel '3 AES 33|
fer f€g 35 I®H g&: Holiday Name (82t T &™), Type (fami: Full Day & Half Day) »3
Date (391, DD-MM-YYYY)!
4. fend 33, feg ey § 34 g fi9 7 g8H S96 Bel IfBI 31 2 MB 3 & CSV, XLS m3 XLSX
S I 5|
5. Import (f€03<) '3 af8a a3 | 3t Ardit gt f€a &g A3 A I |
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ffagd a3
1. Define Holiday (8¢t T fes 3» a3) '3, Add Holiday (<1 13) '3 af$a ad|

2. Name (&™) 33, Date (3/d1H) g, »3 Full day (Yo fes) A Half day (»1ar fes) g1
Description (23" feasfua J|

3. Add Holiday (gt #3) '3 afa &

Add Holiday

Shawn 60 calendars and used in anendance repons

HName
Company Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]
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Hot 2y et Upcoming (M8E E&in), Past (€i3t) »13 All (rrdhvi) 2gf €93, mi3 gese &t 339
'3 Edit (7Q) 7' Delete (fHe™6)|
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URS: 3AUT T8 USB'S

Staff Khata g9 3au™a gmdt, 81, f38aat g »i3 B wigat 3 farser J, fan &t 3078 msHic €t
B3 odi | ferd i g9 He 93, feg g Hats I3 afddl fég 3aua Iu8|

ys's grdter d: 36Ud BEl niffar 936 @78 UsTs Iidier J frin €9 3ada i d= 1 # Payroll
(3xuma) Hig de 3, 37 Hge us &l Billing & Plan (faf8a1 »3 ugs) 241

354 Jad M3 A&t a3t Ae ad

feg Aféar gg 354T 35 '3 &g g TS|

1.

Organization (FH&") - Company (duat) '3 afdd a3, fag Payroll & Tax (354™d »3 2aH)
29 98|

Salary Cycle Period (3ayd gad €1 fine) d&T, Period Start Day (5g»st fess) »3 Period
End Day (mf3H fea) Ae ad1 "Hdls T niddl! fea" set vifan fos €9 0 331

. Statutory Deductions & Contributions (st a3 w3 Wares) IS, # 3073 '3 Bqr J

89 9% a3
Save Changes (928™ Ag d3) '3 af&d ad|
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uilRenive

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

Company Settings
pany pretoroncos,

Manage your com

amendance rules, payroll, and policias.

@ Company Profile

Salary Cycle Period

PERIOD START DAY

1
3 D ions &
0 Jont Fund (PF)
£ My Prafite E51 {Employee State Insurance)
nable E3) contributions for sligible saiary Baackeds.
PF (Provident Fund)

Gratuity Liability

PF CONTRIBUTION %

12

- Financial Year Dafinition

Aféar

ESI (Employee State Insurance)
(sraHgTTdt g )

PF (Provident Fund) (Jg13< €3)
Gratuity Liability (3gct 2=edt)

Financial Year Start / End (f€3t
A% Hg [ M3)

3aY4g gigr fe6

4@ Al Branches

D Reset

date

PERIOD END DAY 02 £ of kv

o
day
51 CONTRIBUTION %
% 278 %

You have unsaved changes Discard B Save Changes

feg ftaadt @

WaT 354™JT Bt ESI Wares f3er 91 €9 ESI Contribution % (ESI Wares
%) fég Fe 3|

EPF &3t M3 Ul ©F §979d WIIE's n3<' d1 ©d PF Contribution %
(PF @ares %) feg He ad, M 33 '3 121

A& diget Yaat w formg guer J1

&3t fatafar st =afsn e 5 S|

354 9% 3 Ufamt g9 agHgTdl T 354 BT I Bt 31

1. Payroll (35473) — Salary Management (3543 Y§95) '3 af8a ad1 93 daHTdT »ryS 544,
SHTEL, IS, HY 35UTT 3 AETST CTC AXS Ht 89 31
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. daHTdl € I379 '3 HU mMElas '3 afsa a4, A fan &€ &€t Assign Salary Structure (354d
g fek) '3 afda ad|

. Payroll Cycle (35470 §a3: Monthly Cycle (Hdisea) At Weekly Cycle (gg3edt)) »i3
Salary Type (3a47a € fam: Fixed (famfg3), Variable (s€5<t) 7 Commission Based
(afimes mmarfas)) g3

. Earnings (1el) 33: US 35T, HRA, »rerATet 337, Adtas 337 w3 dg 337
. Deductions (3Z23M) 33, fAe PF, ESI »3 Yenas 2ar | ESI feda At 24ar fewrfent /7 Aaer J1

. A FoHTdl § My AT Ut ¥gaT (CTC) fewer grdter 3 37 Show CTC in Payslip (dm-Af&Y
&g CTC feug) féa ad|

. Save Salary Structure (3543 89" Re d3) (A7 Update Salary Structure, 354 €9
yde a3d) '3 afda ad|

el ggfanti, 35T 98 A3 Total Earnings (3% avret), Total Deductions (35 dZ3), Net Take-
Home (8 f&g »E< 25t 359™a) M3 Annual CTC (&' CTC) feuE? aa|

4 Edit Salary Structure — Rahul Verma

HS™1: 3+l feg 294 Organization (H7E") - Employee List (GovgTat gdt) 3 €t 8% Hae d:
JgHaTSt €t I3 & Hig 9 »13 Assign / View Salary (35ud feg [ €4) '3 SfEd &J|
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Hdlaed 35HT 986

1. Payroll (3547d) — Run Payroll (3547 958) '3 afEa 33|
2. 295 2 8Ud Wdte™ ni3 7S g

3. Bulk Generate (849 feg g=78) '3 df5a &, Department (fesmar) g2, Hdla™ 3 A 719, 3
Generate Bulk Payroll (8d 3540 §=7G) '3 af$d dd | 7d fegmar B¢t €aag|

frag f¥a fenast § ga37s a9 Bel, Add Payroll (354 A3) '3 3fSd a3 »3 SaHaTdt g2

JJ 354d < fiig M = few, f8at 35ua @8 (LOP) few, ge3erdt aci, 38adt 8 mi3 3auma mi3
&<l 2y Bt More Columns (33 a®H) '3 afga ad|
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s1are Q. Soarch featun o Admin ?
ﬁxm\m Q. Soarch featuns @ Al Branches A ADMURSTRATOR
Dashboard  Device Sotup or, i Time & Loave Data Downlaad Reparts ayros Accoss Contral  Account Holp & Support
Dasrooard - fun Payrol
() Autopay I8 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirview bifing

ployee Payroll 5 Refresh & Export F Filgrs A Bulk Gonerate m
Genorate, roviow, odit, and setfle monthly payrolls, attendance allowances, and statitory disbissements

Total Nt P

atai Hot Payrol m Tetal Gras Eamings Statutory Deductions
B - Ed
¥1,28,200 ¥1,45,000 ¥16,800
—
Employee Payroll Records & — Less Coluning September ~ 2028 v {1 Search employees by name
- EMP NET " = . PAID UNPAID WEEKLY BAsic OTHER  TOTAL #F PROF.  TOTAL
EMPLOYEE B e ATUS  ATTEND.  LOF  HOLIDAY e it e i HAA convevance  memical  grRel  COR sy, B8 R el
Poclaalr i #3260 3 UNSETTLED 35,000 L2640 0 1200 2,840
Imaan Shaikh - _
# a0 t20,353.33 O UNSETTLED £ 1 ° a a 6 TLacoD PG00 ¥1600 11,250 vss0 3000 viesn w0 tz00 12,046.67
uuuuu 57 ——
ooy TdAe? D UNSETIED| 238 03 0 ] 0 ] 16000 t0400 #1000 rL.250 150 re000  rL9 w0 100 rassan
At Kumar 31- 2
% P 1420 v1250 w550 #23.000 TLees % #200 1880
Rahut Verma -
i oot Iz BEFILED 2 » o 38,000 B0 W T o880

H9d m3 feuas

et nigg gese Bet, daHdd! € 3aUg d3'9 #a | Edit Monthly Payroll (Hdtaea 3adTa RY)
fég, fend ¥ Jue wet Save Draft (3a7ec HE &J) '3, AT IA1376 J A '3 Settle & Save
(fsues n3 AT a3) '3 aféa a3 |

et 3Eugt § 3G Ifent Higd a9 Bel, a31dT féa ad mi3 Settle Selected (g2 J8 fsueg)
'3 S aJ |

HAS & Excel A PDF 2+ 3'8583 3d& Bet Export (Mamdde) 2331

IR 29 i3 Qs3SI

JgHT'dt € a379 '3 Payslip (I-AfSY) '3 If&8d a3 | Un-AfSY 3973 B, Iadt ATg, aHTe, a3,
et € yagr eyHt, i3 weet €9 Hu 35y feur€t 31 feg feg & feurBet I fa vg3dt mvt &1t fa=
g It B Had, ABE A M3 et & 15t Al

ferng Ae 935 St Download PDF (PDF 3'8583 dd) '3, 7 Print (Rfe) '3 af$a ad1 CTC fed At &,
f&g g=& St Show Annual CTC (A& CTC feug) / Hide Annual CTC (A& CTC Ba8) 2331
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Sharma Textiles Put Ltd

~* EARNINGS

Totsl Earmings

0 Annual Cost to Company (CTC)

4 Al Branches

PN-FO58
Month: Sop: 6
Gamerated: 18 Oct
Rahul Vorma
Supervisar
3 o &
Days
= DEDUCTIONS
F24,000.00 12,880.00
9,600.00 F pdoyed) (Ex 0.00
1,600.00 E *0.00
1,250.00 E Empioy 0.00
¥1.550.00 E Empie Ex e ¥0.00
w000 Peok #200.00
38,000.00 P Deaezodt SR
Totsl Decuctions 6,860.00
4.56,000.00

¥31,120.00

BJ1fes T8 IIHTAT miruett Unf-AfSUT My Payslips (Wat Uni-AfSyt) da 24e g6 | agHardt

ABg-Adfen 28|

WSeH M3 YagaT SyYHL

354 W3TH €9d a9

1. Payroll (3543) —» Add Advance (M3TH #3) '3 af8d a3 |

2. Employee (33aHgdt) g€, Amount (3aH) »3 Reason [ Description (873& [/ 23€7) 33, »3

Month (Hd1&") 3 Year (73) 931

3. Save Advance (W32 Re dd) '3 Af8d ad|
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https://staffkhata.com/guide/pa-Guru/employee-self-service?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=pa-Guru
https://staffkhata.com/guide/pa-Guru/employee-self-service?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=pa-Guru

Yggr TYHt ¥ad a9

1. Payroll (3547d) = Add Reimbursement (439" eurt A3) '3 af&a ad|
2. JIHTIT 9, IAH, TS, HIlS M3 A I3 |

3. Supporting Document / Bill (Fofes Trsen [ f48) &' 48 &ar6 (PDF, JPG, PNG A
DOC, 2 MB 33) | f&5 smnt 31

4. Submit Claim (gme 31) '3 afga ad|

H&Hd a3, foua® ni3 afdy ffe ad

I W3EH m3 T 2Ye Set Payroll (3&4a) - Advances & Reimbursements (W3gH »i3
Ygg" eyHt) 88, fan f€9 daHadn 28 Hemdts wy 3 37 a8 €t ais g6 | JEt faaas 9y 3 8Rd
Approve (H&Hd 3J) A Reject (€ dd) a7, fed 39137 d< '3 Settle Request (8531 fsue®) | PDF
2H 3'8583 de Tl yger euH! Afsy B¢t Generate Slip (A8 g=8) '3 afdd ad|

Jg3edl 35y yfafanr

Je3ed! 3a4Td B T8 Aa'g B, 3a4Td B9 feg 8dat € Payroll Cycle (3a47a 9a3) Weekly
Cycle (gg3=dt 9aa) '3 He ad| fiag fedt aavarat e feue aa|
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. Payroll (35473) = Weekly Pay Process (gg3dt 35uma Yfafgnr) '3 afSa ad|
. IS IS

. g gareTdt Bt Generate Weekly (gg3ed! 5278) '3, A yd fesmar %€t Bulk Department
(8 fegrar) = Run Bulk Process (83 yfafon 988) '3 af&a ad|

. PDF 38583 d35, Print (f{c) 39 At agHadt § Send Email (€M 31) dds B¢t Weekly
Payslip (g&3edt Un-Af8Y) 88|

. IS I a31g7 fda I3 M3 Settle Selected (TS I foues) '3 afda ad|
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UBS: D UB'S

Staff Khata fég 3t 3 2u fadaet Is, »in &t amdt 3 8 & Bast ardat afrea’ 3a 7 fEmdaeg Harer
J1 gg fauge § fesseg otz A Aaer 3, fe st f3nrg Hie ed it /7 AT 3, #13 Wamlage iz A

AdeT 31

.

N

fadae &3

YsTS grdter 3: 3o falde 99 uss '3 I8¢t 31 dg3edl, Hdtaed m3 AT faddet, aadt 3834,

Al fermsne »i3 J3 fenf33 falae! set Mae™ falae! &8 Fa3's & us's gdier 1 Agard! fadaet
Bel 3oyt 2t grdie! 31 Hger ugs &€ Billing & Plan (faf$ar »i3 uss) 241

1. Reports (fgdaci) — All reports (Adhvi fadac) '3 afa ad| fadae’ fer H3ga AYTT f9 a6

fa 3t dt AreaT Irde 3: daraT mi3 AN-AH Einff, adt, i St mifimret, um fos, Shif, 84,

f3eretnt, 3 et useT|

2. get 8t 596 BEl 8n $9 €9 Ty ad| fie, 8¢ »M8< ¥'d ud faudce 2ue &et late TEy d3|

allRertime

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

Daily repor
B} et

erformance, m-oul, detalis and department views for ong day of @ rangi

1 Mt o
Attendance
Amtendance lof
Bl SO
. Overtime
1 N
Time issues
Exceptions worth foliow

® Late arrivats
Asrivats aftar shift stan

Special days & performance
Halidays, wookly offs and absence g

4 Present on holiday
ol Attendance on cofr

I

Reparts L+ | Act
v
Weekly report
B by-week atte
g Anendance calenda
£ s manth

Preont | absent

Manual attendance
Entries added or comactac

Early depariures
Leaving bofore shift end

Missing punches
Missing check-in of che

Prasent on weekly off
mendance on week
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o o hdmin -
B Al Branches 4 Growth [15days kit o a\_ AR AT

Hoip & Support

Monthly summar; 'l
Month performance sheet, in-cut and totals par employen
Late comers
s W
Late & early

Allin-out {muiti-punch)

Dally tima record summazy
Work days, strsances, [ute counts



dae fadae

1. Reports (fadac’) - Daily (37 '3 af&a ad|

2. fadge <t famd (fA Performance (sraaradt), Late Arrival (3¢ »™e), Absent (dgaowa) 7
Missing Punch (gfen d9)), 31y, »13 fard mHs ader 3 g2 g9, fegrar, nige # fedd
FIHTI

3. View Report (fadge 21) '3 af&a ad|
a3 '3

s fes fiig 7 »iat 7re st /g @ &% @8 Stg 233
fewea ags B¢t All (A3), Present (I773), Late (3<¢) 7t Absent (Sigaraa) '3 aféa ad|

39731 duat @ M, 391, »3 I9 IIHTIT &€ MBE & AN, Are & AN 3 I i3 Wifentt &8 ffe-tar
S8 Bt Sheet (Hie) '3 afSa ad1 un A< B Table (298) '3 Af8a ad|

gy Jre fast Gug ¥8 ym & Ju-385 3 fadae &t famd ge8|

aliRenunve

@ All Branches

Admin -
o ADMDRSTRATOR

Grgani me &Loave ~  Data Download Repart Halp & Support
] esult
5 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Rirview biing
Performance © Changofivers £ Refrosn | @ TR @ sheot
Daity attendance report
~+ Performance < | Fi,0ct15,2028 >
£ DAILY PERFORMANCE REPORT AN Puosent L Abse & Fiors © | & Epon
Peciod: 18 0ct 2026
DAILY PERFORMANCE REPORT (16/10/2022) B & POF
1 e Showing 1-9 of B records 5 v
«" Expand sheet Fitwith 00% @ 100% @
Sharma Textiles Pvt Ltd
Froport Date : MITOEIGHE DAILY PERFORMANCE REPORT Beint Date - SNOFIGTE
[—— 2
Empiayee Snin o Work Lot | Ewrry Device | Device
SMs. | Emp.Code e Oapartment Oosignation | s | s | T | mTee | S0 i o | o o | S | OO shr
ADM- Uritnown
s hciminy i admn o5 | sooam | evoem | sozam | woaem | ohors |ooor| - S o
2| stoon Ratut Varms | Producton arioves | 65 | wooam | eooem | wssam | eorem | onoss [oooe | - - |ovesorn | w8501 | msso;1
200 FECT W [— empioroe | 65 | socam | corm | so1am | eserm | encsa [ ooes peesent | R35-01 7550
4| 510000 Suniza Pat Production ampioyes | G5 | ooan [ eooem [ asoam | e20em | onzem Jooza| - - [ oeesect | w5501 | msso;n
0004 Irean Shakh | Praduction amgioyee | G5 | S0CAM | B00PM | 828AM | B07PM | Shise poesent | RSS-01 | RSS-01
000 Posga ax Fragucten empayes | 05 | sooam [ sooem [ soram | saeem [ mnemm | - - aam [ oreens [ mss-01 | mss-m0
7 | sro00e KavitaRas Husan Ressurce: emgiopee | 03 | S00AM | S00PM - - - . - Avse | RSS-01 | Rss-01
8 | sroo0? M Menta | e amgioyee | 05 | socam | scoem | Bsaam | eorem | enidm |ooaa | - present | RES-01 | WES-01
9 | 510008 Neba Joshi Human fesources empiores | 05 | S00AM | S.00PM | 853AM | 604PM | On1im | 0011 | - present | RSS-01 | RSS:01

feg i 397 M e gs: AT g, famd IHE SaeT d 98, M3 fe8ed a1 3|
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1. Reports (fadac’) - Monthly (Wdlaea) '3 af8d a3 |
2. Hdts g8, fand AHs Sg 3 g, M3 Apply Filter (fe8eg &g a3) '3 af8a ad|
3. Buast 3uU-385 3 fauae ges| 1 T fauaen:

fadge

Performance (a/3dmrat)

Attendance With Status (A&t
™3 IHd)

Muster Book (HAcd g9)
OT Summary (§=3ce A7)

Leave Details (8¢t 2a2)

feg &t feur@et 3

3 3547 T8 fes, fes-g-fes|

Id femast T wdler, 99 fes Bt s mfast

a&at graie &9 f3nrg amdt afrred|
Hd1& @ Gegerei uid|

Hd1e fEg Bet aret gt

e

Dashboard  Devica Sotup Organization Time & Loave Data Downlaad

dontrly - Result

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

Performance

Monthiy attendance repart

~ Performance

Performance

Pestiod: Dt 2026

e Rtenin s
@@ Al Branches < grovin tsdmys i AR e S
Reports'~  Payrofl - Accest Comrol  Account Holp & Support

Raview biting

+ Change filters & Refrash = Summary B Sheet

¢ | Seplember 2026 >

5 Fivors @) & Expart

Q ow: § = EVE S
@ oerr: — @ pEsID: Administration © PouCY: Standard Cifice Policy B moNTH otz0mm
- — - e e —
v » s
- - - " - n = »
& oeet. Production ) oEmio: Supervises @ POUCY: Standard Office Policy £ MONTH: Oct2026
S W e WO e lees  Puden ey -
aT-0001 e 2 S i =
1 @ - o - “w e o . ' 2 = “ » =
i - an - »or i
[ ot [T ot [ o -t = s o -
- . e . - W
- - - - - - " - = - - P - - - -

staffkhata.com/guide - 77 / 117



Hd1E & B39 er 2ue Bet Reports (fadaci) — Attendance Calendar (Idt a&39) '3 aféd
ad1 Cards (a793), Matrix (Afcan) 3 Sheet (Hie) 35 fegarg ge8, »3 fegar A agHgIdt 3=
fesea ad| feg feuGer I fa de e mifenyr, J< Jidard faar 7 fars 8¢t Bt

Adadt fadget

1. Reports (fadac’) - Government Reports (Fdardt fadac) '3 afdd a3 |
2. B4d 31t 98| Ig IfAHed B A st riude 3 AfeT 31
3. gt f&d gfreg g2

Ifarea gaH IES

Muster Roll (HAed 35) Form 25 2dcdia Mae, 1948
Register of Adult Workers (g7&a1 arfimit €7 gfarea) Form B 2acdia Mdag, 1948
Leave with Wages Register (3547d M3 <1 gfiiea) Form D 2dcdid Mace, 1948
Register of Wages (Hagd! afirea) Form I e »iig 2fim Mde, 1936
Register of Workmen (afimit g 3fiAea) FormXIII  dedae 8g9d Mde, 1970
ESI Register (ESI afiieg) Form 6 ESI Wae, 1948

HH<d 3% MM © 79 fes st mrB< @ M, dlgamdint, 81 i3 gg3edt ecmi fed8er I
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1|‘REH LTIME Q. Soarch featuros. = 4@ Al Branches
e
Dashboard  Device Sctup Crganization Time & Loave Data Download Reparts Payrofl Access Control  Account
3 Autopay s Inactive, S0t up utepay o chaose 3 ene-time SUbSEriptian payment, —
Government [ Statutory Reports
Aandatory siarutory registers under Indian abour aws — Factories Act 1948, Payment of Wages Act 1936, Contract Labour Ach 1970, and ESI Act 1348,
3 Muster Rol Form 25 -
a8 Muster Roll =
Farm 2§ Fa 1, 048 - Driity aftendance tegister with emplayss-wite infout grid
® EmpCode Namae Dessgnatian Department [-}] L o3 o4 05 (2 o7 (1] of 1w n 12 n 14
y . _ w50 a7 AM ; 0z o571 b
] ADM-TYMULAG Adriny wiirnin A AN {Late) W07 AM AM BOTAM B51AM wo  wo AW AM A
Bag 08 r B4 900 84S
2 ST-0001 Fahuad Verma Suptraser Produtton AM A ",‘ wo an AM Bak am AM w00 AM @01 AM wo  Wo AN AW 203 AM
" w51 4D 03 ; 51 ;
3 sT-0002 Ama Kumar Machine Oparator  Production AN A AN wo 08 AM AT AN AM BEOAM N0 AM wo  wo AN A BS0AM
d ; w45 o1 =] Bas owa
4 ST-000% it Pare Quality Ispaeted Produrtea AN A AN wo ST AM 00 AM AN DO1AM IZAM wo  wo M AW B4R AM
. " w01 853 - . = - g0t " ’
§  sT-0004 Imran Shakh  Machine Opecator  Prodoction AM A am wo ®:01AM =5 am AM BSZAM 800 AM wo  wo am aM 50 AM
., L] 8:36 AM B:58 wog 37 M
& 5T-0005 Pocia Nair Supendsor Production A A wo B56 AM EAT AM ™ =0T AM " } WO WO A A Late)
7 sT-o008 KiitaRas  HR Excutive Hran Resouces oA Y o pmaw soram 5T pasam  maam wo wo L S o
= 008 - z B57 a4 A i 850 £
L] ST-0007 Arjun Mehta 1T Support Information Technology AM A AN wo B56 AM B53AM AM Lated 905 AM WO Wo AN SMAM 57 AM
558 803 P 38 AM war BRAM » 803 LS "
& ST-00C8 Neha Jownl HR Exsicutive Hrman Resowces. AM A aM wo 55 AM Lirte) AM (Late) E52AM WO Wo A Al 212 AM
1909 Hows B0
Neeameig? % Support +9179820 77270 S Helpiow +91 7085700540 [ Emai wpponBaatichatacom  © 020 St Knata Aendance

Al fera8as

© Refresn
B8 O, 2026 -
15 18 [t]
804 BIES 852
Am L) AM
858 001 84D
a A AM
B85 mSs  8%s
Am A AM
803 B8 04
an A M
w05 w0y ma7
A A e
w08 Bea  ES6
ant A )
w0 &5 90
At A M
£40 m53 N0
A M )

a
O ALl

Admin
DMRSTRATOR

Holp & Support
Riview biling

B Tabte @ Sheet
B o6 2026 »
& Export
18 L A L
B:56 AM B2 o
S0IAM M 1 0
so7AM B 2 0
20 AM
u o
tate) J
S00AM M 1 0
B:00 AM 1B 2 o
VOBAM M 1 0
B:4BAM " 1 o
0:03 AM " 1 o

fan mi feg dt ym 3, &g Tu< Set Reports (fadge’) — Al Analysis (Al ferdne) '3 af$a ad:

3973t gdt €9, IHd M3 digadd fus, Be me »3 Gedeev | fere dat et 3w fég Key

findings (WY &317), fes-g-fes 99, Attendance by department (fegmr nigaTg gmdt), »3
Absences by day of week (gg3 € fes nigAg dlgaradin) Is|

ﬂlﬂl&_ﬁﬂl}ﬂ\ﬁ? 0 Search featunes. =ek

DEsthue | Dawicaseuy Organization Time & Loave Data Downlgad

@ » Dassboard > Allreports

Repoats

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

¢ Sep 2026 >

Attendance Leave Analysis

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

Attendance rate

96%

of working days

Present days

205

g U 13 i ey

# Key findings

@ Attendance is healthy st 06% of warking days.

Absences peak on Tuesday: 38% of all absences.
@ Punctuality is good: 93% of present days started on time.
% 45h 42m of overtime logged in this period.

@ Attendance by department

Lowerst first. The cashad Bng i the ovaral rate

@ Al Branchas
Roponis ~  Payrofl - Access Control  Account
Ansent days Lown days Lato arrvais
8 14
75 of ghesent days

Attendance rate over time.
o

for tha day cos

ha dashed bn

o0

2

Wiese the days et

Sep

gt Septs " s 2t

& Rafresh

Overtime

45h 42m
]

el g

a
0 ALl

Admin
DRISTRATOR

Hatp & Support

Foview biting

Fillers 1

& E

O Chaur Fitars

@ Preseniees 205 @ Abseniess 8 @ Weeidy O 54

£} Absences by day of week

® Apent @ On eave

Human

Technal...

2964
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dd fadgei
All reports (A fgdaet) 3 3HT feg € ug Fae d:

3R HIYT BT Late comers (3¢ M™8< €3) 3 Present [/ absent (g&d / digaa)|
Overtime (62dceM; 303 UB'® feg Gederey Irdier 3)|
Manual attendance (J&t gadt), &t 73 Uat &t milfamr et

Leave report (8¢t fadge), Device punches (f3e€tn dg) »3 Easy access (WH's Uydg)|

wladae, ffe m3 migrad

fan € fadae '3 Export (WMamlde) '3 afsa ad »3 Excel (.xlIsx), PDF (.pdf) @ Sheet view /
Print (Hfic 35a [ fje) 92| Hic 354 feg, Hic @ 8Ug &8 Excel, PDF »3 Print (Rfe) ge& ga31
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WhatsApp naae w3 fEdlans

US'S: 3 US'S

My 9§ st »iude 9d| Staff Khata 39$ WhatsApp '3 IHd! A'd 37 HIE! J, 3078 MU
WhatsApp A SMS 413 3 Ae'g § M&dc 37 AT J, M3 WeaTe! dd Hedend 3 Uge™ A J1

wye WhatsApp A3 g2
feg B Staff Khata €8 Hsd € &89 '3 m8e g | fegs’ & 978 das 3 fesrer 93 He adf adar der

1. Organization (FHE") — Company (Suat) '3 af8a a3, fag Notifications (Fgae) 29 83|

2. WhatsApp Notifications (WhatsApp HI&) I&T, 7 HED Idie 96 8T 978 dd:

Aféar 3¢ ot e 3

Daily Attendance Summary (3@ Id! °9) Jg I3 fos & gadt & WhatsApp A3|
Monthly Attendance Summary (Hdteeg gadt A79) CSV grets ed Hdlarera gwdt fadgel
Device Health Alerts (f3e fiTg3 misde) gfegifca f3eetn niigsels d< '3 56T

3. Save Changes (8€%™ Ag &3d) '3 af8d a3 |
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aillRertTive Q Search fea

ros CR S 5 fal Admin v

Dashbodrd  Devics Sotup Organization Time & Leave Data Downlosd Reparts Payrotl Accoss Gontrol  Account Halp & Support

@+ Dastboard » Company
5 Autopay is nactive. Set up sutopay of choose a one-lime subseription payment. Rerwiew biting

Company Settings

Ma

D Reset

@ your company prate

payroll, and policias

@ Company Profile
@ company Profile 5 WhatsApp Netifications
= M

sutomated sysiem alerts and s

B APD

# Employes codes
@ Atiendance Rules

& Journey Tracke Daity Attendance Summary

M Payroll & Tax

© Locakzation Monthly Attendance Summary

L Notifications

& Duplicate employess
Device Health Alerts »

Account Gt rottiod whkin & Bioracric dirvice go

£ My Profite

[T

© 2026 Stadf Khata - A

f&Stams g 93
Y yTf3nft 3 msde 3AS B¢, Account (¥37) — Integrations (f€ians) '3 af8a ad|
Integrations & Webhooks Hub (f€iaiHs »3 €8dd d8) 35 f3ng a&ans feager 3t

WhatsApp, SMS Gateway (SMS dicg) »3 Webhooks API (€8da API) | # 9dier I 61 '3
Configure (Faga' ad) '3 Af&a ad|

dlRenLTve Q search ok J Branch wsimein .
WBDERLTIME arch fe @ Al Branches iy E 1TRATER
Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payrodl Accoss Control  Agcount Help & Support

Inaegrations

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

Send attendance, leave and p avents 1o your messaging, projec

e Integrations & Webhooks Hub

automation togls

Rview bifing

O Refresh € thnu:‘ﬂl Spoc

nriad Plattorms Secunty Pratocol
e © (2] HMAC-SHA256 o
.- , nsks peads
AN T Commumication 2  Automations & Custam API 1 ALD  Conmocied O Avallable 3 Q1 Sewen

= Avaiiable

COMMUNIEATIGN
WhatsApp

Lo drsd Warmgs MasngPenchllarts 43

+91 79820 72270

B

COMMUMEATION

SMS Gateway

Htpless:
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»yET WhatsApp Business $93 233

39S Meta € Cloud API '3 WhatsApp Business ¥37 grdter 3, fare géar duse ufast dt Meta
28 Hogd I

EE]
1. WhatsApp 333 '3, Configure (HggaT dd) '3 afSd &31 Connection (S&aH) 29 Y&t J1

2. YT Meta access token (Meta WaHA 2d5) »3 Meta phone number ID (Meta 2& &89
ID) 331 Meta 3 &t @5 99 ID 233, 26 393 ¥< &l |

3. Alert numbers ("&dc &99) I, 8g HaElR &89 33 fAG '3 S 2] mBde M8 Idle a6
(20 &)1

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connectlon  Event tem) plates  Activity

Connect your provider

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

® 123456785012345

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

)

WS UV Ac ad

1. Event templates (wee Jusc) 29 8% | weare ¥8 y™ g€y ga: Check In (Ja-f3),
Check Out (d3-m8<), Late Arrival (3 m™e), Missing Punch (gfen ¥g), Leave
Application (8¢t »dft), Leave Approved (8¢t HaEd), Leave Rejected (£t 9€) »3 Daily
Summary (3aa 73) |

2. B wea g, fie Check In|
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3. Approved template name (H&gd 2UBe &™), Approved language code (H&Hd 31 33,
fAe en_US 7 hi) 3 Exact approved template text (Hagd duse €' g-9-g Us) 33, fasas
8¢ dt anft ggd fie Meta & Haga i3

4. Variable mapping (2dtees ifiiar) I, 9 fa ag ediees feg dt sfan Ae, fAe Variable 1
et employee name (SaHgTdt € &™) M3 Variable 2 B¢t punch time (dg 7v) |

5. Recipients (qu3ad3") g m3 feg yndt aaa set Sar fda ad fa 3t 2ude § Meta & fis
Aifan J1

6. fauas dt 3fm A=ar fg 2y B¢t Preview message (F&d € 38d) '3 AfBa ad | MiaH8<
e, Test number (2Ae 389) 33 M3 Send Test (2A< 31) '3 afsa ad |

7. Enable event (we& 978 ad) '8 &9, fed Save configuration (Hgga AE dd) '3 af8a |

Connection  Eventtemplates  Activity
Check In
Set1he appcoved message and choote Who recenves i
Approved template name
artendance_check_in
Approved language code
nUs
Use the language of the approved template, for ¢xample en_US or

Exactapproved emplate text

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

.
&<: Missing Punch (gfen 49) Hé&ar fiage ¥3H d< 3 30 fife gmie ffa g9 sfm afer J, 7 fige

fes 7 »@e U9 dt 321 Daily Summary (3a7aT H'3) 37331 AH MgHa I3 10 &n 8w d w3 fHag
MBde &84t '3 AeT I

L

Activity (ar3tfedt) 2g g 2re »3 wee H&fontt € gt fi&dt I M3 St I fa 3a3 Yeelza &
895 & AEtag di3T A &t
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9™ "Accepted” (FElad) € H3%Y J fa Meta & H&TT ReElad a3l feg ugge & yndt adt ager
TEI" 31 3 Ufgst MusT Meta 398dS 79|

SMS Idl nimsac an

SMS Gateway (SMS dieg) &t fer 3g7 a4 ager J: Configure (Fgga™ ad) '3 afd &d, det Yeretsa
13, feg wea ude He 331 3HT MSGI1, Fast2SMS A dg Yeetsdt 8¢t Custom URL (MU URL)
g Hae J1 37931 SMS B¢t 30731 DLT-H&Ed H34 1D, wifed ID »i3 2ude us grdie a5, fer st
feget § My Yereisa 3 f3ma 39

Jda Hgeena & weae st (fada)
A 3073 M2 Ageend A fan »rieins €8 & U3 Sare grdier 3 fa fans Je-fes ofi3r, 28 set nigwt
f&3t, nrfe, 3t 29da 2a3|

1. Webhooks API (2g9dd API) ad3 '3, Configure (FggaT &d) '3 af8a a3 |

2. iy Webhook Target URL (€8da @adie URL) 331

3. Event Subscriptions (Wea FER{gUHS) I&T, 3AS T8 Weare fdd 3|

4. F&aHS Age Bet Test Ping (2re fiar) '3 af$a a3, fag Save Configuration (Haga A=
F3)|
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. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa
it

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

B atendance punch_logs ATTEROANCE
Fisa-time wabhosk paylond drupatched on rery Shack-in o=
ATTEROANEE

ATTENDANCE

> TestPing

I3 Wen' Aets Jist et 3, 3t 7 30737 fineH A9 A fa feg HaWa Staff Khata 3 niret 31 30737
{3e%ug 29 Webhook API Spec (28da API 29%") J&' 83 AT J|

Jd&aHG He Jds S, fernd 9§ »3 Disconnect (fSAa&ae a3) '3 e 5J|
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14

<9 n3 HOE1S 'S agHIdl AsS-Adfen

UYB'S: IIHIT TS 8 UBS

IIHIS BaTles &8, Id dgHE § 28 '3 M3 Android 3 i0S &€t Staff Khata mu f&g mryer Staff

Khata 43" fHser I1 8g mySt IHdt 719 AR I6, 3183 Ud o1d d HaT I8, B¢l 1 Mdwl € Ao
TS M3 Myt Inf-ABYT 2 Hae 76, for Set 3973 a8 We Aes mEe I&|

Ys's grdter 3: doHTTdl Bifes Jos U8 '3 de d Ader J1 Hge & &¢t Billing & Plan (faf&ar
"3 US'S) 28|

JaHTdn § Barfes fe€

1. Organization (F¥H&") — Employee List (SgHgd! 5dt) '3 afda ad|

2. Add Employee (gaveTdl #3) € &% €8 319 88 »13 Invite Employee (SaHgdt & He™ 3H)
'3 afd a3, AT IgHTST & BHET €S m3 HEEs $8d &8 13 | IgHTH H3 M3 KIS 24|

3. faH T ymHeds Ae A giHc dde &, a37d € Hig 98 i3 Update Password (UHeds muse
33) '3 afSd A3 |

4. fan & Staff Khata Wy 3 "Asel o3 U-fes Sa6 22 &, 5379 © Hig 88 »i3 Enable Mobile
Punch (HE€ls U9 978 a3) '3 afsd ad|

FIHTI B €S mi3 yHEds & https://attendance.staffkhata.com '3 A Staff Khata Wy fég
els fes dae Is|

My Dashboard (Wa* 3mda3)

i agHTdt Al fes dae J, 89 My Dashboard (3™ 3m8d3) '3 udaer J1 feg for Hdts 2 uie,
sl 98H, Jet & I fan 28 s €1 83 3 (A2 gfenr Jg-»rBe), M3 ge 3a € aH @ fes feuBer 31
It gt Hdls <t Iadt M3 8t T ede fem a1
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ilRercive

My Dashboard My Attendanc aysip: b & Supp
Gaood night, Neha! & Ratresh
HR Executive - 2 Rm(s) need your stiontion
. ® L 8 Neos = g B
118h 23m 112 2 22
14 dyn present days ich ki & T this marith
Viewsewsss 3 Wewdews 3y Wewsmss 3 vewdeais
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 Lewve e P i
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18 & Clotknd n
My Attendance = 2 My Leave ‘113" ":9 ‘II:IZ
Canat Leave 17120 ihe
—
Total Howrs Sk Leave orae me
14:20:02 Eamed Leave DI E e
mmmmmm y Leave TR
Compensatery Of sisc Ee.
o ® a ® Pemaning 112 @ Uses 1

My Attendance (Wt avadt)

My Attendance (Rdt gmadt) »in 2 W2, feg gg3r, feg Hdle w3 aet & Gegereh feurGet J1

9879 3 o-fes 53
1. Punch In (¥9-f&a) '3 af$d ad (Eua AR 77 U& '3)|
2. g'87d Ys 3 AT M3 Baws €t »ifarT fe8|
3. A% 88 3 yrdt a3

g A%l »3 Baws A3 AT Jer 31 fes @ »i3 29 Punch Out (Yg-mm8e) '3 af8a 3|
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N

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

@ My Dastiboard © My Aftendance

My Attendance & Retresh

Your punches, working hours and sttendance history.

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

fefsom @1

Attendance History (gdt fef3am) 2g gg fes €t gat fiéet 91 ¥g m, 2a3t fseretn, w3 san '3
BaHS TS B fan fes '3 iy 28 nidlds '3 afsa ad|

Attendance Details

Y]

Nena Joshi
sT-0008

PRESENT | | ON-TIME

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours
PUNCH INFORMATION
@ S03IAM  OFFICE

O Samusng Gatary A4 - At

Karcd Bagh, New Daihi

VIJAY SALES.
3 KARDL BAGH
7 )

Kaiod Bag
< Galfar markt
el j SO
o
¥ ;009

I™3 yg Sl ad
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1. fes '3 Rg metas '3 afsd ad|

2. Request Correction (7073 € €&31) f€9, Punch In Time (¥8-f& m4f) »3 Punch Out
Time (Jg-»m8< AHT) Ae 3|

3. Reason (d3d&) 33 M3 Submit Request (83t 37) '3 af8d a3 |

9531 Hagd! Bet 3073 a8 »8et J1 IgHT™dt Regularization (Fumg) 29 '3 fend 3 aae aa| faat
Jg-n8e &8 fes Missing Punch Outs (82 dg-»8<) d&' de I, M3 Request Missing
Attendance (8¢t gad! € 2631) Baat feat et J fag fég aet Ue ot &di|

Apply Leave (£t B¢l niasil)

Apply Leave (2t €t nigdl) IaT, IaHTTET i gt 98H M3 I3 863t T Afg3t 298 I51 89
Apply Leave '3 af8d da< ga, Leave Type (82t € famv), 36hd (A7 Half Day, »for fes) gt I3,
IS A3 I6 M3 3 fée a1 3HT mny 2fa1 fend Hagd A de dae Ji

My Payslips (Wdti Qm-rfsuyr)

My Payslips (Hdt Uni-AfSUT) Iat, SaHaat Hdle™ i3 AS g< & Jd €3t 3aumg, avmet, a3t »i3
M i3 feat A3 Buer J1 awdt, SHTEL, a3 w3 eet fég HU 3oyt 2t ydt Un-Afsy 8% Set
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View (23) '3 afifa a3, »3 fewd PDF & 578583 a3

»
™
rrrrrrrrrrrr PutLtd Rahul Verma
T, Noica, L Superviser
— Emg
b Ema
P
Offic: iey:  Sandand Oftice Pol
ssssssss =+ DEDUCTIONS
24,000.00 FF ([Employes ¥2,880.00
EH0.00 PF (Employer) {Exckuded) 0,00
£00.00 00
250,00 E83{Employ 0,00
000 (o]
000 Frofess al Tas *200.00
rrrrrrrrrrr 218,000.00 LOP Dao £3,800.00
Total Decuctisns
£ A ta Company

My Profile (Wt Ygreis)

My Profile (W3t Jgrets) {5t 2a2, adtva fef3am »3 dx Areardt fia &t feur@et J1

Staff Khata »y '3
HeEls Wy SaHadn & fedt glaa Baat €t Ay feg et O
Mark Attendance (Td! Bar8): At n3 Bans &8 Ua-fos m3 dg-»mBe 331 A Baa' et

Heels U9 de 3, 31 Ga faret af iyt i3 aret Realtime afeGAfea fsemetn 23 as|

Attendance (T&dt): Hd1& T 3839 | U9 TEMHEBEs M3 Ja-fs BaHs Sy &t fan fes '3 2y
3d, M3 319 3d& Bt Request Regularisation (703 € 8631 &3) '3 U a3 |

Leave (22%): Y3 fes, »id fes 7 3rdty /v €t »igwt feg, »3 93t €t Afast 211
Payslip (I-Af&Y): €t € Hdlsr 28 3 Download PDF (PDF 318a83 &3) '3 2U dd|

Claims & Reimbursement (€m2 m3 ydgr eurt); s &t 22 A PDF &8 W3 7 ydg &
Emie 31| &g 3073t Howd! et Advances & Reimbursements (W3e™ »3 yagr eudl) fég
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yJager J|

Profile (Jgei): {&H! »13 &adt € 2a=|

< Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

& Checkscomplete & Locationaptional

General Shift
09:00 AMTo 06:00 PM

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

<] Punchin

w3™: 7 {i6-2fifa1 978 J, 3 aareTdl Wy 3 fige 8< Jt Us da AaR d& A< 8J Hogd 834 € wied d<|
gt feaH »3 Tg3dt M &1t 231
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Journey Tracker (M3-m"&)

USs: Journey Tracker M3-ns

Journey Tracker 87 Ae'g &€t d # A3 '3 dH ade" J: ASH ©d, f38ledn, Aafen It daHgdt
Myt @3gTet Staff Khata Heels "y '3 €91 ade 6, M3 3HT 29 My 3 2ue d fa 89 fa8 g5, fog
I M3 ot yag i3

.

L

ys's grdter 3: Journey Tracker €d 3913'a @8 W3- 31 Journey Tracker Hig »i3 Aféar 21
fiag 6% foue g% A< 3073 U3 '3 M3-ms 9% J- | Hge' aH3T &€t Billing & Plan (faf&ar »3 uss)
g1

Journey Tracker 98 a3

3073t & @ €33 5y I35 3 ufost Ae ad fa @& fdat ea nyet 8ans sAe|

1.

Organization (FA&E") - Company (Fuat) '3 af&d a3 |
Company Settings (Suat Aféar) f€9, Journey Tracker 29 &1
Enable Live Location Feed (B¢l 8aHa E13 978 dd) 978 ad|

Location Update Interval (3ama »fuze »337®) Afdet feég 33| fame3g v &et en Afde
gt gfde aa|

Save Changes (5€8™ RE 3J) '3 83 aJ1 306 "Journey settings saved" (@33 AféaT A
3 gretn) fedar
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Time & Loave

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

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

Enabio Live Lecation Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

Aféar

Enable Live Location Feed (Z&te

BaHs &3 978 dd)

Location Update Interval (33ama

"My3e M3I)

Start Journey on Punch-In (Jg-

f& '3 W39 5g 33)

Automatic Start Applies To
(rrAfea ggn3 far '3 31q))

Journey Tracker Settings
©' Configura tua iocation updaias and auinmiss

@ All Branches

Reparts

Roview bifing

D Reset

YU Ve Unsaved changes Discara B Save Changes

feg St a@dt @

JIHTII It @3T IS AN BAHG MU3< 3T I

2 fdat 29 Myt 8ams 3AeT 4, 1 3 60 Afde | 82 #i3ds 29 gdt mi3
NS 3¢ ydge Ia|

JaHaTd! @ HEels My '3 Ue-fes a9 '3 w3ar miy@ My Hg SaeT J

All departments (°73 fesmr), 7 fHag Selected departments (g 2
fegrar) | agHadt fag & It w3 Hg ad FAE Ta|

w397 §d dd (GaHgadl, HarEls my)

1. Staff Khata "’ € Home (3+) Adls '3, Journeys (@33 '3 2 &d1 3 More (d9) —
Journey Tracker '3 € 7 A< J1

2. Start Journey (W33 5 &J) '3 U 3, fed ynet '3 Done (J famr) '3
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5:20 vi

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

& TECHMOLOGY

[ ]
SECTOR 62
&2
SECTOR 63
® Readytostart
2 ©) ®
0.00 KM —_ 0
Distance Duration Checkpoints
I start) ourney
Journey Timeline
No stops recorded

g Hlle g 3d € gdt, fimme mi3 Saymiéet i3 On Trip (m3a '3) fewr@dt 31 iy daqrgs feg
< '3 € 25 MUt Baws Srer Ifder I

-
HS™: 7 Wy I3eat fidet 3 "Battery optimization is on — tracking may stop" (g2dt Mgass

98 J — fdar g Haet J), 3t Fix (3 ad) '3 U a3 mi3 »ifamiT feg1 93 @& dedt a9 st
d3qIe3 WU g€ od fde gs, fAn &% gr3 fég uredt giet gfa Aie aa|

N

Irad an Jaunfie 73

Jaynrfie ffa Aery van dawr J: e a8 #t, &t dfemm »i3 3t & fs)
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1. w33 Adla '3, Add Checkpoint (Saymfe 73) '3 U ad| Log a Stop (Ae™ ©dd &3) Hie
Yget J1 3073t Bams wru vy 13 Ael I

2. Add a Note (Optional) (&c 73, feasfua) &, f&a fa &t dfenr, e 3t faaz mrgsa g9
Cicdl

3. f¥m, grte’ A 2ent 735 St Attach Documents (E°3ed &arg) '3 &4 dd1 Take Photo (22
58) 7 Browse Files (2€1s §787 ad) 2|

4. Save Stop (Fe RE d3) '3 U ad|

C

:,ﬁﬂh¥,‘“
lanirnai Tramlar
Log a Stop

Recard details about your current location.

Location attached when you save
GPS coordinates will be attached automatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents Add
Upload bills, receipts, or photos
fuel-bill.j
P9 o
28.7KB

39" Y3H a3
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1. SHYI'IE '3, End Trip (T337 ¥3H A3J) '3 U A3 |

2. End trip && YHt I3 | ¥3H ddS 3 gmie 3HT U3dT €99 Hg &dl dd Ao |

W33 MTYS gH3, IS gl M3 Id HEY WS e J /el 31 SgHgSt fugdint er3gret More (J9) —
Journey History (@3d" fef3a) I&' 24 AaE I&|

wryE i § greie @Y (msfis)

1. 8Yds Hig f€9 Journey Tracker '3 af&d a1

Refresh (37" ad) '3 af8d ad | @33" '3 IJ 3Tt Live now (TS Bete) I& feyer J|
Journeys List (33" 7<) €9, fon I8 gdt w39 T Srete G 9ge el 61 '3 oaH T8
Melas '3 A8 ad | St BaAHST MBS '3 ST IIHTI! © 3B-6'8 I&HTT J, M3 Y UR
Activity Timeline (a3ifedt eehizrels) det 3

i
4APEE
SO s ST e |

& Journey Tracker @
® Rvcording Online
- g :
{

g
i

E'—;"\-—.@
£
ol
L

i
) =

LTar-62 g #
o FoE Tl dl eeese—on
% j i i
I
3 ! ¥
! I
» OnTrip ]
StartTime:05:20P x
:
o @ @ {
: g -F
0.00KM 00:00 1] ] : B | I e
Distance Ouranian Checkpoints 1 ]( = 7 =
" 4 5 2 i e
7 : i e Z
B EndTrip [ 4 d Z ! o
i ) o : B S 2
= - =
Journey Timeline
@

Arigntt § € g9 Sue set, BUd AR U Live Locations (Sl 8anai) '3 afsd ad| feg o337 '3 a9
SaHgat § i sam '3 feuBer 3

w3gr fef3am &t mitfumr ad
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. Filters (fe®ca) I, Today (7H), Yesterday (%), Last 7 days (fUg8 7 fes) ' This

month (f&g Hdt®T) &, 7 vyt From (3) »3 To (39) 319l Ae ad | 3T ¥ sgvadt €t 9
Ao I

€Ua® a3 Total (%) w33, Active now (IS T3 Idt), Ended (¥3H), Distance
covered (3% d13t gdt) »3 Avg. duration (mF3 firrre) feuge aa|

Hdt femed ada et All (Adhi), Active (9% gdivi), Ended (¥3H) »3 Auto Ended (»mye
Ry Y¥3H) 291 293, M3 3BSB3 IIG BE Export (MIRUIe) |

fom €t w39 '3 iy TR MElas '3 IfSd 31 das Hg M3 #i3 € AHT, I8 He, €6 13 Journey
Timeline (933" eeiBel®) feur€er 3: I3 33vte M3 I3 Aew, B faat 23 IfemT miz|
Jaynee saHaTdt e & feurge gs, »i3 s dge et 3t attachment (Wo9de) '3 afda g
Hoe J1

IH3T TEIT I8 6

1.

w33 45% fE9, View route (IA3T 28) '3 A8 &3 1 Ydt @w3a™ &dn '3 99 Hend & &899 ANS g9
et I
fea & garar 988 &t uB w81 1%, 2x, 4x AT 8x I23'J |

Bt & 36 T Bt 3D Mode (3D H3) '3, »i3 ACHElC 354 &¢t Satellite (Aesele) '3
afsa ad1 Reset View (38a dife a3) aan & gun femm@er J1
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Rahul Verma P
& Joue-10-21-51-000 o, ResmtView (@ 30Mode X

\ / DILSHAD = b b
= Activity Timeling * 1 s/ DlLsHAG
2 / femara A
e Tracking Started L simanin
Sharma Testées, Secter 83, Nolda 4 S
i) ]
B gl s y
q oL — e PR Yoy W\VM
e (o) o oot 3 (o e
o oo ir sangi KagaR z o
tasanics, S e Mo, b Bty B
e J
£ s
Orcer: 40 s of e popin o
# Unasnemens
Yaa P e 5 48k
o o
; 2 4 o4
i € N 8m { i ff aﬂm?.
FR——— J Silells ; = womsran o
Chands Chowk
CofecanT thoqe 1 Septomner sugalouré v e ]
Inwice
# :; sigipn.hs'lrmcnv
o P
P @ Deive LY TS N S v
£388m 18m } =
= ﬁ
”:: O Stop g, '/ j
Do Qe Lacmibg Deme HASRIHClEE
S e g g oo, scrie 1
o décraey % ] ’Ea(;:
1248 ;f | %
o © Drive a5 hmn - iy % i
1155%m- Wm A ASE | ; 5 % a
w23 @ 3 ‘E lT&R-\ Y 2 § e
- Tl i ] Lll' 74 ki Vruad
Shaw T oS3 s g \ /Y ST phret i Sy
- {/ i X s Sl
X .\. s F
c,ag - = e L I S S SR . A |
. 012332 pm
m KB e zx dx Bx | eremw T o

&<: A € W33 ¥3H IIoT I\ A’ J, 31 3H w37 Uas 3 foHG ¥3H 39 Hae I| Iuem 83t
w3dE vy MY 2 §¢ d AT 96 M3 Auto Ended (MmU@ mmy ¥3H) g feudt as|
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Pro HRMS (M3-m&)

U®'s: Pro HRMS W3-ms

Pro HRMS gradt 3 »igt 83t HR g8 A3 J: duat &3, 303 fauaféar giar, deas, Huzt 2fdqr,
BIF n3 AafesT 3Aa| feg 16nAd 98 & 73T J, 31 1 I i3 vy 3 T SIS dd AaS|

ys's grdter 3: Pro HRMS f€d 3913's e mi3-ms 3| fere Hig figg €< feus g A feg 303 U3
'3 98 J=| Hge' SH3T BE Billing & Plan (faf&ar »13 uss) 241

Pro HRMS g 83

WIS TG I '3, MSHET 73 ASATT et Buadt Uet feg, »3 SavaTdl 36 feg, e Pro HRMS
Hig fewer 31 It Efimm g g3 BR Hig fEa 3

AAg Els
uHETE, PMaTE M3 ARG B i 7St da|
1. Pro HRMS — Organization Feed (Fra" &13) '3 afdd ad|
. UHe 39 €9 aviy ad | g BarE< B¢t Photo [ Video (22 / E1316) '3 afsa ad|

3. ge fa fend d= 29 Everyone (ag 3€t) A Specific Department (Y™ fesmr) |
4. Post (YAe a3d) '3 af8d ad|

N
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Admin -
» ADMURSTRATOH

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

Grganization Time & Loave Data Downlos d Reparts Payrot Accoss Contiol  Pro HAMS Account Hetp b Suppert

ard - Organization Feed

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

M Organisation Feed
A
Company ant

ampany announcemants, updates and ceobrations.

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

Admin

&5 Colebrations
B

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

IIHISt YRS & UHE dd Hae I6, fEUSt g Aae I& 3 AE od Hae J&| Celebrations (AHE) 393
A © »3 8 T8 AcHfes »i3 a1 e egdfet feu@er J1

wrgar S
nrgar ¢t fewr@er 3 fa de fand fadae ager J1

1. Pro HRMS — Org Tree (m'gar 1) '3 af&a a3 |
2. Create First Position (ufg®™ niger 5=78) '3 afsa a3 (g™ €9, Create Root Position, H&
nMJeT gS6) |

3. Link to Employee (GaHgd! a5 13) &' sgHgdt 9, feg Position Name (wige T &™),
Department (f&37a1) 3 Designation (»ide") 331 Responsibilities (ffiedn) »3 22
feasfus g1

4. Create Position (nger g78) '3 3f8a ad| ¢ & &' €8 g8 et fan »ige '3 Add Direct
Report (fHar faldge das =& #3) 331
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3t nigeT 333t I 39 ¥Et gfa Haer 31 daHeTdt < S My Org Tree (Ha™ »rdd &) It 24 Ia|

&adl g3

1. Pro HRMS — Job Referrals (&adt 3ga%) — Add Job Opening (a3t € At 73) '3 afsa
il

2. Job Title (&adt & fHasy), Description (2327), Location (&) 3 Department (fesmr) 33,
feg Re adi

SgHadt MU Job Referrals (&30t 32a8) U '3 Y&t niAMHInT 2ue I »i3 foR Arearg & & wigt
JY< Bt Refer Now (T2 32d &3) '3 dfsa ald< I&| 3HT View Referrals (329% 28) I&t Svteeat
& miftm age d »13 g e & Pending (gamfen), Hired (331) AT Rejected (3E) €9 3R J1

3T dH niu3e

ggHgdt Submit Today's Work Update (¥ € a4 miu3e 31) '3 df&a ade I6 ™3 ©AC I6 1d
Baa' & far '3 &M iz M3fie »3 AsAg Afani @ »iu3e Pro HRMS — Daily Work Updates
(3T I WiYSe) IS, 3Tt A TgHTI H3TES feBed dda Bue I%, M3 8t § Export (MaRUde)
3d A Ia|
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(2] a o
AUt 7 BUe, &t m3 I IS T farmg 31|

1. Pro HRMS — Assets (Fu3ti) — Add Asset (Fu3t A3) '3 afsa ad|

2. famy g2 (fA= Laptop, 3uc), Asset Name (Fust & &™) w3 Serial Number (Fidhs
39d) 33, M3 RE ad|

3. Inventory (379) Hdl fEg, Huzt '3 Assign (H) '3 afa &3, Select Employee (IgHgat
g3) I&' daHTd! g, M3 Assign Asset (Fust 7U) '3 afEa ad|

Jd Hyst € Assignment History (Fue =" fef3am) gfder 31 sgHardt mmue as vge dtat My
Assets (Wdt Husing) I&F 2= Ta|

o Ei k=l EACLE

Pro HRMS — Policy Documents (313t @73=d) - Upload Document (€A3=d »Us3 d3d) '3
afsa ad| Policy Name (&131 & &™) »13 Policy Category (15t 5et) 33, »i3 gels g2 (PDF,
Word, Excel, PowerPoint AT 3H€1g, 2 MB 3) | SgHdS 131 8% o Acknowledge (Y3t vs) '3
3B JI€ I, M3 3H1 U ASE J fa fans femg Ha fon 31
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HR AgfEa

T, 821, 34T M3 I3 HR HHfe 973 Ae s &et ffq Hee 3Ha | saHa™at Raise Ticket (feae
g8) '3 afsa dde Is, ferr, 23" M3 5 39 g Eis 73 I | HR M3 M3fis ardintt fese Pro HRMS
— HR Support (HR Aoe3") I&T 24 & »3 Update Status (Afast iu3e d3) &% 8t & Open
(9%t), In Progress (9% Idt), Resolved (I& Jet) »3 Closed (de) fEg nidt 2eurge as|

far S ASAa g=€

1. Organization (FH&") — Employee List (dgHgTdl 5eft) '3 aféd a3 »3 sgHgrdt & AU
2. Employment (&adt) aeH 98 »3 System Role (fireH 38) & Manager (AdAT) '3 He &3
3. Save Changes (8€8™ A &3) '3 af&d a3 |

ﬁ HATA ik @ Al Branches & Growtn (1sdmann Y Admin
Orgenizaticn v Time&loave~ Dot Downiosd ~  Repers 5
Aad Empi
Autopay is mactive. Set up autopay or cho one-time subscription payment. Review bitl ing
Edit Employee % Back to Directary
Rahul Verma - ST-0007
1' ‘Personal info © Erployment

Employment Details

Empioyee Coge /1D Joining Date* @ Branch* C
Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}

Department * O Designatien Reporting Manager @

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

Standard Cffice Policy (Detault) v Manager

HR & Compliance
Total Experience EFF number ESInumber ©

H&Ha €t €W 8 H'Q I6 g & Reporting Manager (fguaféar Adma) G fenast d1 ferg ag 2
Hed © Employment (&3dt) aeH '3 He a3|

&<: System Role (fireH 3%) f€9 Manager (H&ma) feawsu fige 8¢ fewer 3 A< Pro HRMS 978
GES
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Ho&Ad Uss

e N&rd Aels fos gager 3, 89 Manager Dashboard (AéAg 3m8d3) '3 udeer J1 Hig &g feg
Is:

Ty Nerg €8 ot I9- a5
My Team (Hdt &) 89" & falae ads €] ag femast & nige, gmfeféar 3ty »i3 Afast M3 211
Team Attendance (G gadt) M &t Sarsr aadt mi3 U9 A, M3 Iadt HU'g 8a3t < mitfanr 3

Team Leaves (S gci) 2 St 2t a3ttt &t mitfam &3 w3 Hasga AT de a3

Toa RS
G+ Manager Datrosard > My Tesm
My Team
y
Erployees who report 1o you and their detalls
TETAL MEMBERS AETIVE IRACTIVE NEW JOINERS
2 3 100% & 3,3 100% & 0 0% & 03 0%
Team Members 3 3 Retresh
Amit Kumar Machine Operator
£ o el et Active
Sunita Patil Quality Inspector
F amocs ERERAL - Nemve
Imran Shaikh Machine Operator " ” 13
|1 ot SEHERAL o 1 2035003 Aesivw

&<l 8631 Hagd ad
1. Team Leaves (4 8cnf) '3 afSd a3 |

2. Leave Request Details (8<1 953t 2J2) d%c B¢t far 2631 '3 vy @8 nielas '3 I8 a3 |
3. Approve (H&Hd d3d) '3, AT I1ds AH3 Reject (T a3) '3 3f8a a3 |
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Leave Request Details

B! B NHEAg M3 HR 2 €t Hagd! Irdidt 31 HSAT @ Hagd 396 3 mie, 9631 "Approval
Pending from HR" (HR 3 Hagd! garfen) fexur@et 3 Ae 3a HR #ifsy Hogd! & 221 A gt & Jet
g de ader J, 3t 81 I J Al I
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17
s, fafsar i3 rofes

UBs: D UB'S

feg nmiftmfe fearBer 3 fa nyes ysTs fd| Suer 3, »iud)3 fa- ddaT 3, 39137 fae daar I mi3
fesefen fog 318583 JIs I6, M3 Hee fas &t 31 uss an fHag Wafha dt 24 Aaer I »3 »iug3
gd AT J|

MYST HEE US's 2
303 USSR U © g, Tfes @ gt fest mis, fewer J1

1. BU3 HA UA Us's 87 '3 afgd ad |

s1are o Adimin
Y. - & ADMDRST]
Dashboard  Device Setup Grganization Time & Leave Data Downlaad Reparts Payro Accoss Control  Account Hoip & Support
5 Awtopay is inactive. Set up sutopay of choose a one-time subscription payment. Roview biling
PR Welcome back, Admint cren L
= Sunday, 18 October 2026 - You're all caught up! No pending actions require your attention today
tal employees 2 Presant today o Ausent today o Late tastay @ on leave =]
Map view Recent Punches View Al
a 2 Chéckin @
. . - ooz @) fameren
T s E 3
snananiie = ps owos ke NaviaRao
wxn M) amang Gaary A
1@ ANAND ViuAR o
— CHANDN| - arte Frgre Fit
it B =T ¢ a7 (M6 LRI
PAHARGANS i Aain Evaranca Te
g ¢ g sl
d en Vassad
e = om0 ry  FahulVerma
IER NAGAR P L it . SHIPRA SUNCITY Main Estranc Tarn
LER ] - PATRARGAM ) ng‘;‘ﬁ
2 wEa omo3  wy NehaJdosni
1P EXTENSION ®B Samsug Gy A
MANDI HOUSE s __
"l =} segron s om0 1 mran Shalkn
] SE ¢ i Wiyl B
B 1 1
PANDAY HAGAR MAYUR VIHAR %2 3 -
aran e PHASE | e Pooja N
Google New Delhi A/ B S 0000 PN
Late arrivals 1 View Al Upcoming Leaves 1 Vi & el
28 ‘Sonkaran +28mn M N‘h’l 'f"':fh'_ ROy Appeoved

2. Manage Subscription (FErfguHs HId) U ¥ger J| feg 3073 ugs w &, fea 8 gma
3 {gerdtnt €t »rfamr fer 3, 3 gfes @ a4 fes et gs, fewger 31

3. Included Features (F4s gtgd) I&!, 3H »ue UsTs @9 HHE gg H3Es 2ue 4, fid
Attendance Tracking (gdt ¢fdar), Shifts (figci), Leave Management (22t ygus),
Payroll (35473) 3 Employee Login (FaHadt Sa1es) |
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srare Q1 Soarch featuros ek All Branches
ﬁxm\m a
Dashboard  Devica Sotup Grganization Loave Data © d parts: Payra Accoss Control  Account

ard - Subsscrigtion

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

Manage Subscription

Bing & Flan

Growth

iat: 15 days remaining

Included ieatum

el @ @ 8]
Shifts Organization Setup Reports
Sompany, Branchies and deparnmact
B (=] B o
Leave Management Holidays Payrall Qvertime

Emplayes Login

&e: 15 feat @ Tfes Ears, 8 g3 4y Jer J1 Tfes 3 gmie 3073 U3 ggnist us'ss '3 98T AteT J, mi3
33 29d "iyd|3 3d6 34 8e J AR 35|

MYST YB'S MYUI)S ad
< 307% 29 g9, 29 f3edint At 3¢t de diog gdter 92 3 niuaj3 33|
1. Manage Subscription (FEAfguHs H33) '3, Browse Plans & Upgrade (Us's 28 m3
Ugi3 J3) '3 aAfBd a3 |
2. Upgrade your plan (Mme y81s »iyd]3 dd) Id UB'S & 3&-5'8, BAE! User limit (G@d

HIT), Device limit (f3etn #hyr) i3 glga’ mi3 feuBer 31 ffa u®'s Recommended
(frgrart) vraa der 31 53 uSTst f&g Pro HRMS 7 Journey Tracker €dat M3-m's AHS de I&|

3. Ay gdter d BF '3 §es '3 dAf8a 331 3973 HEeE' USTS '3 9265 Manage or renew (HI® A
afemmg) Jer J1
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ullRenuive Q Soarch features. o @ Al Branches i
Grganization ~  Time & Loave - Dota Download - Reparts < Payrol Accass Gontial  Account Help b Support
fon Upgrade
Upgrade your plan & Goback
Unloek premium features and seale yous cqganization with Staft Knata
bl
o Starter & Growth - Pro v
s0 1 780 s0 1,000 100
s —
ey T chuged
Change (o Starter Manage or renaw Choose Pro

Jan@e yar ad
Jomrge fE3 fég 3Hf ge mae d:

feasy feg St ager 3

Monthly (Wdtsema) 3T fdat @79 3913 aa< J|
Yearly (A/&&T)

Purchased seats 3HI fd&s Gra’ Bet IIB'E dae J1 Sfed et I3t st 1f 99; o737 % A
(utEn Hiet) ydtet Hiet e Jer J1
Add-ons (W37, g H3188, e Pro HRMS A Journey Tracker, 7 3073 Us's feg HHS &di|

fessiia)

Autopay (mreim) 333 &9 I 13 Hdla='d UB's Bt | I3 HdlS FIB'E 2d= Ta'd" 39 faat sfemBe
zel forg 98 ad| fast nrdifea sfenmge 2 fia eg € ga13's set fong de ad|

Order summary (W/d3d A9) feuGer 3 fa 3Hi A GST AN3 &t 3913 dae J, M3 MdS afen8s
T HETHT| FA3TG €SS '3 AV I3 M3 I3 I35 €3 €9 3913'a Yar a3 | Hge' a3t st
Billing & Plan (faf&ar »3 &) 24|
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&e: 89 forfas Hdlerera gan 3 Gug nrddn Bused adt 31 BF o83 &g JaBe nimye miny féx &g

2 II3'® '3 §ES 7w I

fafsar, virddni 3 fesSfen Has
1. Account (d3") — Billing & Plan (faf$ar 3 &) '3 af$a ad|1 Billing & Subscriptions
(faf&ar »3 HerfguHs) dor Y& 3
2. Current subscription (Hge" AERIGQUA®S) 3073 US'S, mredn I8 J 7 &di, 3Tt

Purchased seats (¥dtem Hiel) 3 AgdTgH ¥rg, Current period (Hge™ fimie) »3 Next
renewal estimate (Md3 &fen@ T niemr) feyGer 3|

3. fan d9 us® '3 A Bt Change Plan (USa ge8) '3, A mdrst e €7 3913's das et
Renew plan (y&a afeng) '3 af8d a3 |

4. A mdUn ge 3, 31 e He 996 BEl Enable Autopay (»rédn 97 dd) '3 3f8a ad | 3HT i
&8¢ FI3'G T Hagdt e d 37 7 3y @ Hdlsrera fig mmue mny es I

5. Billing History (faf&ar fef3am) gg a3 €t gt féer J1 All (A3), Successful (Fex),
Pending (gafenr) A Failed (mAe®) H3Ea fe®ed a3, A gmanHs ID A gaH &7 8|

6. fam €t 9379 & PDF feaefen 378583 dds &t 84 '3 Invoice (fesefen) '3 afa ad|

aliferun @ A Branches iR
Dashboard Sotup g Account ¥ Suppe
ccoun
5 aunopay ts nactive. Set up sutopay of choose 8 one-lime subscription payment.  Raview bitl ing
Billing & Subscriptions
Manage your Autopay mandates, active plans, and billing history
g
Billing History © Q1 Seaech by Ta feterint AR O Successful 0 Pending 0 Fadig o o Refresn
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( HS™1: 303 379d3 € GUg nrddn 93 '3 Review billing (faf8ar 24) gea & fedt o g5 31

7 30731 FEAfquUEs ¥3H 3 AEl J, 3T Subscription Inactive (FERIURS g€) H&TT 39Ed3 & Ia
féer 31 3913'® dad Udd EUH B Bt Proceed to Payment (39135 €5 €4) '3 af8d a3 |

Hee 86 ni3 fede a6

1. mryet Ygrets 3rEld '3 af8a ad mi3 Help & Support (Hee w3 Aofesn) g2, At Hig Ut @ /R
U™ Help & Support '3 af&d 3|

2. 843 Contact support (FTTE3" 3% RUdd) A3 AJEST $94, I8USEIS M3 €S fear8er J1
3. feae g="6< B¢, Raise Ticket (feae ge78) '3 af8a ad|

4. Subject (fewr) 33 »3 Description (23e") feg mifim €11

5. Attachments (nmcdoie) &7, 3Ht 5 33 g€tst (JPG, PNG, PDF A DOCX, I3 féa 2 MB) /3

Hae 3, fie AgiaaTe|
6. Submit Ticket (feae 37) '3 a8 ad|

Raise New Support Ticket

3073t fege f€a Ticket ID (feae ID) & A det d »3 Support Ticket Log (FafesT fede Sar) feg
fewet 31 8uad a7g3 Open & Pending (3%t »3 gafent), In Progress (I8 gdt) »i3
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Resolved & Closed (I5 d€h n3 ge) feact faree g5 fede © 2d= M3 AfESt Sue B¢ 87 '3 af8a
34, 7 Open (¥&H) 3 In Progress (9% 3dt), Resolved (I8 Jet) n3 Closed (de) €% 2uet I

rrrrrrrrrrrrrrrrr

UPDATE TICKE T LFECYELE

“ InProgress  Resolved | Closed

Close

&2: Help & Support (Hee »3 Hafe3") fede m3fis A HR 978 96| IgHadt »i3 AT &
yfgst nryet Ut € Mafies 3 vee Haret gdiet J1
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18
M HE'S M3 AT I8
US'S: A UB'S

Irgd €3 A3 3 €9 U A AE® © 8 Ae™| 7 30731 mifimr f€a &df J, 37 Help & Support (Hee
n3 Aafes) 3 feae g6 (Uss, fafSar m3 marfesT 21)

Ufgar m3 fsednm
feg it fen g & Afe:
1. B wel Hardls ¥a 978 J1 Organization (FHE") —» Employee List (Gavatd! 5ef) 23,

SaHTd! €t 319 T Hig 88 »13 Yar a3 fa Hamets U9 918 1 7 feg g€ 3, 31y "Mobile
punching disabled" (Werdls dfdar ge ) feaGdt 31

2. Baua € mifardr 31 25 '3 BAws ATE I de Irdten I »3 Staff Khata Wy 98 aHs
&t nirfamr 3t IrdiEt J1

3. Ba HIG-2n & nieg 31 7 My afdet J 13 8T Hoga W3 3 §7gd J, 37 8J €239 3 g3 € J
Organization — Branch (g79) €9 g9 € 8aHa »3 W 79| HgEls Y9 24|

4. SOHII Bafes 3073 Uss &9 IS 31 JaHTE! MU SBa1fes &% WY €9 Aels ffs dae

5| 303 UsTs e dgHaTdt Bdifts HHE &df J, 31 8aat § "Employee login is locked"
(sraHTdt Barfes g J) feyer I

gfeeifea fserdtn nigarts fouget 3

A fa WHts & faret »i3 fiegde fis fgar 3, 3 BHer Haeg U3 B4 39T Ae J fAe Device Setup
(fsemetn Heniu) - Manage Devices (f3e<A Ha3) fég How to connect (g€ #3&7 J) I&
fexrfenr fam 31 At & se8™ 396 3 gmiE Hils H3 98 33| WgBEls IS €96 AE I8 UY griae
&dt: fam €1 3ty €t fire Bet Bast & fem8e Bet Data Download (3¢ 3'8583) — Download
data from Devices (s 3 3¢ 376583 ad) 2331 grfeHifca fserdnt 24|

HS™: Organization (F#Aa") - Company (dUal) — Notifications (Fgae) &9 meaels
fserdint F€t WhatsApp »&de 978 &3, 3 1 308 393 U3 &l Are

staffkhata.com/guide - 113/ 117


https://staffkhata.com/guide/pa-Guru/plans-billing-and-support?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=pa-Guru
https://staffkhata.com/guide/pa-Guru/mobile-punch?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=pa-Guru
https://staffkhata.com/guide/pa-Guru/biometric-devices?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=pa-Guru

faadinit afetitfea fsedtn miafas gx?
fige Realtime gfeGHifes f3emetni| dg i3 Staff Khata &% &dt g3
JIHTIt & T =li3T ug AT 9183 J A &l feder

ferng Time & Leave (AHT mi3 ¢1) —» Manual Punch (igns Ug) fé9 ol d, A Regularization
(JTBaTElnTE) Ia daHaTdt €t Hu'g 863t Hogd 33| 3T Iradt 2Y |

Y3 n3 Hels fes
H My Yy HeEgds 38 fam o

Aets-fes Us '3, Forgot password? (UHEd3 38 are?) '3 afsa ad, niruet aH @&t €M 33, »i3
3076 31 dIE d3 &% Mdl 201 YJd deH HrEls Wi w3 UfasT Bdifes £9 aa|

JIHTI MY UHEdS 98 fam 3

M3fHE g9 dgHaTdt § AFe AY BHET Bdifes He Ide" J1 & UHEdS He dds &Et Employee List
(FaveTdt geft) 3 daverdt § mifse ad, At daHaTdt Mt €M &8 Forgot password? (UHEd3 3%
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