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MollaroBasi moMoLLb Mo Kaxxgomy pasgeny Staff Khata co
CKPUHLLOTaMW: HAaCTPOKMKa KOMMNaHUK, YT NoceLLaemMocTy,
OTNYCKa, PacyYéT 3apnatbl, OTYETbI, MOBUIbHOE NPUNOXEHNE 1

OOMOJIHEHNA.
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. Mpexpae yem HayaTb

. Pernctpauus n nepBbiil BXOA

. HacTpolika komnaHuu, $unranos n otaenos

. MpaBwuna nocewaeMocTn 1 paboyero BpemeHu
. JobaBneHne COTPYOHWNKOB 1 yNpaBneHne nMmu
. CMeHblI, rpaduk 1 cBepXypoYHble

. MobunbHoe npunoxeHne: 0TMeTKa Nprxoaa

. MoakntoyeHne briomeTpuryeckoro TepmMmHana Realtime
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. YnpaBneHune exegHeBHOW NOCeLLaeMoCTbio

10. Buabl OTNYCKOB, 3a9BKM Ha OTNYCK N NpasgHUKN

11. 3apnnata, pac4éTHble JINCTKN 1 aBaHChl

12. OTU€TbI O NOCELLLaeMOCTIN U FoCyAapCTBEHHbIE peecTpbl

13. OnoBeweHna WhatsApp 1 nHTerpaumnu

14. CamoobcnyKMBaHne COTPYOHUKOB B BeO-BepCun 1 NPUIOXKEHNM
15. Journey Tracker (qononHeHune)

16. Pro HRMS (mononHeHune)

17. Tapnodbl, onnaTa v noggepxka

18. Bonpocsbl 1 peLleHne npobnem
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[NpeXxae 4yem HavaTtb

Tapud: Bce Tapudbl

B aToM rnaBe pacckasbiBaeTcs, UTO Takoe Staff Khata, 4to Hy)kHO nogrotoBuTh Nepen,
perncrpaunen n KTo 4yto BuauT. lNMpountanTe eé oanH pas, a 3aTeM NPoxoAnTe rnasbl Mo

NnopAaKy, 4yTObbI HaCTPOUTb CBOKO KOMIaHUIO.

Yto penaet Staff Khata

Staff Khata xpaHuWT gaHHble 0 NnoceLLL,aeMoCT, OTNYCKax, 3apniaTte 1 Kagpax Bcer BaLlen
KoMaHAbl B 0AHOM MecTe. COTPYAHMKM OTMeYatoTcs ¢ TenedoHa ¢ cendu 1 reonokaumen
nnn Ha bnomeTpuyeckom TepMuHane Realtime y Bxoga. 3atem Staff Khata npumensier
npaswuna Bawero obounca, Hanpumep broTHoe BpeMs, NoAyaAHN 1 OTMEeTKN 06 ono3gaHnuy,
1 Bbl B peasibHOM BPeMEHU BUAUTE, KTO Ha MeCTe, KTO Ono34al 1 KTo OTCyTCcTByeT. Ha
OCHOBeE MoceLLaemMoCTV CUCTEMa PAaCCUMUTbIBAET OCTAaTKN OTMYCKOB, 3aprsiaThl U pacyéTHble
NUCTKK, @ Takxke 6onee TpmaLaTN OTYETOB, BKIOYAsA rOCyAapCTBEHHbIe peecTpbl. Kpome

TOro, Bbl MOXXETE MNONYy4HaTb eXegHEBHYIO CBOOKY B WhatsApp, HE OTKPbIBaA NpuioXxXeHune.
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KomnbloTep ¢ coBpeMeHHbIM 6pay3epoM. Vcrnonb3ynTe NoCNefHIo0 BEPCUIO
Chrome, Edge unu Safari. Beb6-npunoxxeHne HaxoanTcs no agpecy

https://attendance.staffkhata.com. 3gecb Bbl HacTpaviBaeTe KOMMaHUIo,

paccunTbiBaeTe 3apnaaTy U CMOTPUTE OTYETbI.

MogknioyeHue K MHTEPHETY Ha KOMMbIOTEPE, a TAKXKXE Ha KaXXA0M Teneq>0He nn

TepMurHane, KOTOpbIl OTNPaBASET OTMETKM.

Mo6bunbHoe npunoxeHue Staff Khata ona Android nnn iOS — gns coTpygHUKOB,
KOTOpble OTMevatoTcs ¢ TenedoHa. Y H1UX JOMKHA ObITb BKIIOYEHA reonoKaLms 1

paboTaTtb Kamepa ans cendu.

BuomeTpuueckue yctpoinctea Realtime, ecnv Bbl XoTUTe, UTOOBI COTPYOHUKN
oTMeuYanuncb Mo oTneyaTky nanbua nnu kapte. Staff Khata pabotaet Tonbko ¢

6rnomeTpuyeckumm yctponcteamm Realtime.

Pabouuin agpec 3neKTPOHHOWN NoYTbl U HOMep MObUunbHOro TenedoHa, Ha KoTopble
MOFyT NPUXoauTb KoApl. C MX MOMOLLbIO Bbl NOATBEPXOAETe aKKayHT npu

perncrtpaumm.

YeTbipe ponu

Y kaxpgoro nonb3osatens Staff Khata ectb ponb. Ponb onpegensieT, Kakue 3KpaHbl

yesioBek BMAnNT nocsie Bxoaa.

Ponb Ansa Koro YTto BUANT

Admin Bnageneu nnn Bcé: HacTponKmM KoMnaHun, COTPYOHNKOB, YCTPONCTBA,

(amoMuHMCTpaTop) pykoBoauTenb noceLlaemMocCTb, OTMYCKa, 3apnnaTy, OTYéTbI, onnaty u
oduca NHTerpaumu.

HR (kappoBuK) Cneunanuct no Te »xe 3KpaHbl agMUHNCTPaTOpPa, 4To Ny Admin, ang
Kagpam nnu exeaHeBHON paboTbl C COTPYAHUKAMU, NOCELLLAEeMOCTbIO,
byxrantep OTNyCKamMu 1 3apnnaaToi. 3Hayok Tapuda n cmeHy Tapuda

BUAMUT TOoNbKo Admin.

Manager PykosopauTternb My Team (mos komaHzaa), Team Attendance

(pyxoBoguTensb) KOMaHAapl (mocewaemocTtb KOMaHAbl) 1 Team Leaves (oTnycka
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Ponb Ansa Koro YTto BUANT

KOMaHAbl), YTobbl 0006PATb 3aMPOChl CBOE KOMaHAbI.

TpebyeTcsa pononHeHne Pro HRMS.

Employee Kakablin coTpyaHK  CBOI MaHesb, MOCELLAEMOCTb, OTMYCKA, PaCYETHble
(COTPYAHMK) NNCTKX 1 Npodrnb — B BEG-BEPCUUN 11 B MOOUIBHOM
NPUNOXKEHNN.

Ponb BbibMpaeTcsa npu gobasneHnm yenoseka B Add Employee (no6aButb cOTpygHMKa).
EcTb Takke ponb Branch Admin (agmuHuctpaTtop dunmnana). Branch Admin pabotaet Ha
3KpaHax aAMUHUCTPATOPA, HO He MOXeT yrnpaBnAaTb dunnanamm n Moxxet ob6aBNATb

TONbKO Ntofel ¢ ponbto Employee.
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Tapudbl, NPo6HbLIV Nepnoa n [ONOSIHEHNA

Kaxpas HoBas KoMnaHus HaynHaeT ¢ 15-gHeBHOro Npo6Horo nepuoaa, B KOTOPOM
OTKpPbITbI BCe GyHKLUMW. Korga npobHbI Nepuof 3aKkaHYMBaAETCS, akKayHT aBToOMaTnYeCKu

nepexoguT Ha HayanbHbI Tapud. MoBbICUTL TapUd MOXHO B Ntob6oe BpeMs.

Tapudbl pasnnyaoTca KONM4ecTBOM Mosb3osaTtenien u bBoMeTpnyecknx yCTpomncTs,
a TaKxe HabopoM PyHKUMI. Ha mriaaLmx Tapudax MoryT 6biTb 3a6/10KMPOBaHbI
OTMyCKa, NPa3gHUKN, CBEPXYPOYUHbIe, 3apnnaTa, BXOA, AN COTPYAHMKOB,

pacwnpeHHbIe OTYETbl U HECKOJ/IbKO CMEH.

JononHeHna — 3TO MOAyNK, KOTOpble NokynatoTca ceepx Tapuda: Pro HRMS
(opobpeHuns pykoBoguTenei, neHTa KOMMnaHuu, oprcTpykTypa, YY4ET nMmyLLecTsa 1
MHoOroe gpyroe) v Journey Tracker (oTcnexxmBaHue Bble3gHbIX COTPYOHUKOB B

peaibHOM BpeMeHVI). X MeHI0 NoABASAIOTCA TOIbKO NOC/Ie aKTUBaLUMM LOMNONHEeHUS.

3a6J'IOKI/IpOBaHHaFI (I)yHKLI,VIFl oTMe4yeHa B MEHIO 3Ha4YKOM 3aMKa. AKTyaJ'IbeIe LeHbl N

cocTaB Kaxgoro Tapuda cmotpuTte B pasgene Billing & Plan (onnata n Tapud).

Hy>xeH Tapu¢: Ecnn kakas-nmbo GyHKLMSA 13 3TOro pyKOBOACTBA OTMeYeHa B BalLeMm
aKKayHTe 3aMKOM, ANt Heé Hy>keH 6onee BbICOKMA Tapud nnu gononHexve. Cm. Tapuoel,
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L onsiaTa U NoALepPXKa.

KakK NocTpoeHo 3To pyKOBOACTBO

[naBbl naoyT B TOM nopdnke, B KOTOPOM Bbl BCé HaCTpaunBaeTe. HauyHute cBeEPXYy A

JBUranTecb BHU3.

1. Perncrpauus n nepsblii BXOS,

2. Hactporika komnaHuu

3. [NpaBuna nocelaemMocTtu
4. COTRYAHUKMN

5. CMeHbl 1 CBEPXYROYHbIe

6. MobunbHble OTMETKU

7. buomeTtpuyeckme ycTponcTea

8. EXxegHeBHasa NoceLlaeMocCTb

9. OTnycka v npasgHuKu

10. 3apnnara

11. OTYEThI

12. WhatsApp 1 nHterpaumu

13. CamoobcnykrnBaHune COTRYOHUKOB

14. Journey Tracker

15. Pro HRMS

16. Tapudbl, onnata u noaaepxka

17. Bonpochbl u pewieHne npobnem

CoserT: Ha CKPUHLLOTaxX B 3TOM PYyKOBOLCTBE NMOKa3aHa BbIMbILLJIEHHAA KOMMNaHNA-NMIPUMEP

Sharma Textiles Pvt Ltd. Ha Bawumx skpaHax 6yayT Ha3BaHWS 1 JaHHble BaLLeil KOMMaHWN.
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Perncrpaumns v nepsbin BXop,

Tapud: Bce Tapudbl

Perncrpaumsa 3aHMMaeT HeCKONTbKO MUHYT. Bbl noaTBep)xaaeTe noyty 1 tenedoH, BBoguTe
[laHHble KOMMaHUK 1 3afaéTe Naposib aAMUHUCTPATOpa — 1 Balle paboyee

MPOCTPAHCTBO rOTOBO.

3aperucTtpupynte KOMNaHuKo

Perncrpaumsa coctout us TPEx LIaros. A3blK CTPaHULbl MOXXHO CMEHUTb B 11060 MOMEHT

KHOMKOMN Bbl60pa A3blKa B BEPXHEM YTI1y.

1. OtkponTe https://attendance.staffkhata.com n HaxxmuTe Register Your Business

(3aperncTtpupoBaTb KOMMaHUI0).

2. Ha ware Verify Your Account (noarsepxaeHue akkayHTta) seegnte Work Email
Address (pabounn agpec noytbl) 1 Phone Number (Homep TenedoHa). YkaxuTe Te,

KOTOpble MOXeTe NPOBepuUTb NPSMO Cenyac: Ha Kaxabl NpuaET Koga,.
3. HaxmuTe Send Verification Code (oTnpaBnTb Ko NoaTBEPXOEHNS).

4. Bbl nony4ute oguH 6-3HaYHbIN KO MO noyTte u gpyron no SMS. Beegute koA, 3

nUcbMa B NepBbln pAg, rnosnein, a kog n3s SMS — Bo BTOpoW.

5. Haxwmute Verify Code (noarsepaunTb KoA).
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REQISTER BUSINESS

Verify Your Account

HR 9% 14|

CoseT: Kog He npunwén? [oxantecb OKOHYaHUA Tarmepa n HaxkxmuTe Resend Code
(oTnpaBuTb KOA NOBTOPHO). Kogbl AencTeytoT 10 MUHYT.

BBeguTte paHHble KOMMNAaHUNK

1. Ha ware Company Details (naHHble komnaHun) BBegute Company Name (Ha3BaHue

KomMnaHuu, ot 3 0o 50 cumBOMOB). OTO eANHCTBEHHOE 0O6dA3aTenbHOe noJse.

2. Official Reg Number (odunumanbHbIN perncTpaunoHHbIN HoMep, Hanpumep GST nnu
CIN), Website (canT) n Street Address (agpec) Heobsa3aTesnbHbl. VX MOXHO A06aBUTb

no3ye B pasfefie HacTpoiika KOMNaHWK.

3. BBeguTte 6-3Ha4HbIN Postal Pin Code (noutoBbIn nHaekc). City Region (ropoa/

pervnoH), State (wtaT) n Country (CTpaHa) 3anNO/IHATCA aBTOMaTUYECKN.

4. Ecnn Bam nomoran naptHép Staff Khata, Beegute ero Partner Referral Code

(pedepanbHbI Kog NapTHEpA). IHave ocTaBbTe none nycTbiM.

5. 3apanTte Admin Password (naposb agMUHUCTPATOpPa, He MeHee 8 CMBOJI0B) U

nostopute ero B none Confirm Password (noarsepxgeHune napons).

6. HaxmuTe Register Business (3apernctpnposaTb KOMMaHMI0).
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EGISTER BUSINESS

Company Details -

) Sharma Textdes Pyt Lid

o 3

Grow your

business

simplify HR

200307 Buddha Nagar

Uttar Pradesh = India

e
Back Register Buzipess »

Paboyee NpoOCTPaHCTBO rOTOBO

Ha skpaHe Workspace Ready (paboyee npocTpaHCTBO rotoBo) nokasaHbl BaLl Enrolled
Plan (nogkntouéHHbi Tapud), 15-AHEBHbIN NPO6HbIN Nepuo 1 Tapnd, Ha KOTOPbIN
aKKayHT neperaéT nocsie ero OKOHYaHus. B npobHbI neprof oTKPbIThbl BCe GYHKLMN.

HaxxmuTe Go To Workspace (nepelit B pabovee npocTpaHCTBO), YUTOObI BONTN.

©

‘Workspace Ready

) ENROLLED PLAN

Growth

tipsciiationdance. stalfichata com
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Bxop B cucrtemy

1. MNepengute Ha https://attendance.staffkhata.com.

2. Bbibepute Email (nouta) nnn Phone (tenedoH) n BBegute pabouyto nouTy nim Homep

MOOUNbHOrO.
3. BBegute naponb.
4. OTmevainnTe Remember me (3aNOMHUTL MeHSs) TONIbKO Ha CBOEM KOMMblOTEpe.

5. Haxwmurte Sign in to Staff Khata (sBonTu B Staff Khata).

weLcome Back
Sign In To Your Workspace
u 2 Emall

B priya@shasma-texties. example

Manage your
people,

0 Feagot pasawand?
Sign In to §tatf Khata

S Continue With Google

not paperwork.

zZ-0or CETmMo

CHayvana Balla naHenb nycta. Korga Bbl 406aBUTE COTPYAHUKOB U OHW HAYHYT
OTMeYaTbCs, Ha Hel C NepBoro B3rnsaa byayT BUAHbI NOCELLLAeMOCTb, ONO34aHNS, OTNYCKa

1 3apnnaTa. Takxke MOXeT NosABUTLCS GaHHEP O TOM, YTO aBTOMMATEX HE aKTUBEH. ITO

Kak opueHTUpoBaTbcs B UHTepdeiice

BepXxHsisi NaHeNb KayXAo CTPaHNLbl COAEPXKUT CIeayoLne 1eMEeHTbI:
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SnemMeHT

Menus (meHto)

Search features...

(monck PyHKLMN)

Branch switcher
(nepekntoyatens

dnnnanos.)

Plan badge (3Hauvok

Tapuda)
Bell (konokonb4mk)

Help & Support

(momoLLb 1 nogaepkKa)

YTto penaer

Dashboard (naHenb), Device Setup (HacTponka ycTtponcTts), Organization
(opraHmsaums), Time & Leave (Bpems 1 oTrnycka), Reports (otuéThi), Payroll
(3apnnata) n gpyrue. HaBeanTe ykasaTteflb Ha MeHI0, 4TobObl yBUAETb ero

CTPaHWNLbI.

Haxxmunte 8K Ha Mac unum Ctrl+K B Windows, BBeauTe, 4YTo uLleTe

(Hanpumep, «company»), n HaxxmuTe Enter.

MokasbiBaeT All Branches (Bce ¢punmansl). Korga y Bac 6onbLue ogHoro

oduca, BbibepuTe oanH GuUnman unm CMoTpuTe BCe BMeCTe.

HasBaHue Tapuda 1 octaBLIvecs AHU NPobHOro nepuoga. HaxxmumTe, 4ToObI

ynpaensitb Tapudom.
YBefoMneHus: ofobpeHus, 3asiBKIN Ha OTMYCK 1 OMOBELLEHNS YCTPOWCTB.

OTKpbIBaEeT CTPaHMLY NOAAEPXKUN C KOHTAKTHbIMU HOMEpaMu 1

obpaLleHnsamMu.

fA3biK, MaKeT U cneuynanbHblie BO3MOXXHOCTU

Haxxmute Ha cBoé nmsi unu ¢oto Nnpoduns B NpaBom BepXHEM yriy. B MeHIo ecTb

Settings (HacTpowkn), Help & Support n pasgen Preferences (npegnouteHus).

AsbIk: Staff Khata paboTtaeT Ha 55 g3blkax, BKIOYAA XUHAN, MapaTXn, TAMUTbCKNUN 1

6eHranbckuii. Haxxmnte Language (513biK), BBeguTe HEeCKObKO OYKB A1 Nouncka u

BblbepuTe CBON.

Hasurauus: Boibepute Top bar (MeHio BBepxy) unu Sidebar (meHto cnesa).

CneunanbHble BO3MOXHOCTMN: OTKprBaeT OKHO, rae MOXXHO 3aaaTb Text size

(pa3mep TekcTa: Standard — ctaHpapTHbIN, Large — KpynHbIn unu Larger — eLé

KpynHee) 1 BktounTb Higher contrast (moBbilLeHHasa KOHTpacTHOCTL), Reduce

motion (MeHbLe aHnMauuun) nnu Underline links (noguépkueath ccbinkm). Haxxmunte

Reset to defaults (copocnTb), 4TO6LI OTMEHUTL, NN Done (roToBO), YTOObLI 3aKPbITh.
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2 Senings
i @
Welcome back, Admin! O hapxawpon
Sunday, 16 October 2028 - You're all cavght up! N pending actions roquine your attention foday. o
rlerences
& Accessitiity
Total employees -8 Present today -2 Absent today 2 Late today @& Cnieave @ Theme Lgh 3
A Engish
1 0 1 0 G Hin fu Language gisn 3
B Navigation Topbar ¥
Wik Criresn [Simphtiad)
1 active » 0% of siall » 100% of seatt : % of pre I+ Sign out
RSy Crimese (Tradtionall
fe=tt b
Map view View detaits [EP—— Wiew Al
(@ Drascnes 0 @ Chack b @ Check Out Manage Granches
o]
Mo recant punches found
Wit for wmployess 13 check in
@
Location not sof
bl Mobils Funches Found
Manage Branches
Late arrivals e Al Upcoming Leaves Vi A Celebrations Msiidaye
[} B ®»

& Accessibility
Changes apply immediately and are saved on his browser.

Large
T2.5%

Text size

(@ Higher contrast

++ Reduce mation

&3 Underling links

Reset to defaults m

MpumeyaHue: T HaCTPONKN NPUMEHSIOTCS CPa3y N COXPaHSOTCS TOSIbKO B 3TOM
6pay3epe. Ha pyrom KomnbioTepe 3afaliTe NX 3aHOBO.

C6poc 3abbiToro naposns
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1. Ha cTpaHuue Bxoga Haxxmute Forgot password? (3a6binv napone?).

2. Beegute Work Email Address (pabouunin agpec noyutbl) u Haxxmute Send Reset OTP

(oTnpaBuTb KoA Ans cbpoca).

3. BBepguTe 6-3HaYHbIN KOA4 M3 NucbMa 1 HaxxmuTe Verify OTP (noatBepanTb koa). Ecnun

MNCbMO He NpuLno, HaxkmuTe Resend OTP (oTrnpaBuTb KO MOBTOPHO).

4. Beepute New Password (HoBbI naposib), nosTopute ero B Confirm Password

(noaTeepxaeHne napons) n Haxkmute Reset Password (cbpocuTb naposb).

5. Ha akpaHe Password reset! (naponb cbpoLueH) HaxxmuTe Sign in now (BONTY cenyac).

[anee HacTponTe KOMMaHUIO B pa3fenie HacTponka KOMNaHUK.
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03

HacTpoiika kKomnaHun, unuanoB 1 oTAeNoB

Tapud: Bce Tapudb

Mpexae Yyem [obaBnsaTb COTPYAHUKOB, pacckaxunTte Staff Khata o csoern komnaHuw.
Mpodunb, dopmat KoAa COTpyaHMKa, GUnuarnbl U OTAENbl UCNONb3YITCA B KaXO0M

OTYéTe, paC‘-IéTHOM JINCTKE N OTMETKE.

3anonHuTe npodunsib KOMNaHUU

Jlorotun, HasBaHWe N HaNOroBbIN HOMEpP NneyaTakTcAa B OTYEéTax " paCL-IéTHbIX JINCTKaX,

Mo3TOMY 3a4aliTe UX B NEPBYLO oYepesb.

1. Haxxmute Organization (opraHusaums) - Company (komnaHus). OTkpoeTcs
cTpaHuua Company Settings (HacTpolriku koMnaHum) Ha Bknagke Company Profile

(npodunb KOMNaHuw).

2. Bepxy B 6n1oke Organization Info (cBegeHns 06 opraHmsaumm) NoKasaHbl BaLln
Corporate ID (koprnopaTtuHbii ngeHtTudukatop) u Workspace URL (agpec pabouero

NPOCTPaHCTBA). I3MeHNTb X Henb34.

3. B pasgene Company Logo (niorotun komnaHum) Haxxmute Upload Logo (3arpy3uts
norotun) n Boibepute kBagpatHbi pann PNG, JPG nnun GIF pasmepom oo 2 Mb

(xopowo nogxoamt 200 x 200 nukcenen).

4. TMposepbre Company Name (Ha3BaHue komnaHun), 3atem Beegute Official Tax /

Registration No. (HanorosbI/perncTpauoHHbIn HOMep), HanpumMmep HoMmep GST.

5. Oob6basbre Company Website (cait komnaHum). Agpec Lo/KeH HaYMHATbCS C
“https://".

6. lMpokpyTute go pasgena Company Address (agpec KOMNaHum). YKaxnTe ynuy,
ropoA, WTaT N MHAEKC B OTAENbHbIX MOssX, YTOObl OHM NPaBUbHO NeYyaTanuchb B

OOKYMEHTaxX.

7. HaxxmuTte Save Changes (COXpaHUTb N3MeHeHUs).
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'iac‘H-"\'H @@ Al Branches 8 A instas
Dashboard  Device Sotup Time & Loave Data Downlaad Reparts Payras Accoss Gontrol  Account Help b Suppert
‘Company
() Autopay 18 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirviewr biting
Company Settings O Reset
Manage your company preforences, attendance rules, payholl, and palicias.

@ cempany Profile

Company Profile
o

e ragistened company kianiity and contact informatio

CRGANIZATION INFO

4 COWORNTER s WORKEPACE Ukt
CP26100091 ' attendance staftknata com.

Company Loga *
& upiosdiogs B Remave

COMPANY HAME QFFICHAL TAX | REGISTRATION NO.

Shasma Textiles Pyt Led OBAAAAADDODAIZS

CORPORKTE EMAIL CONTACT PHOME

COMPANY WEBSITE

hps:ifsharmasextiles.example "

Suinsa PO . oo
® Company Address
Official reg e

st address for hirad office

MpumeyaHue: Corporate Email (koprnopatrBHasa noyta) — 370 noyta Ans BXo4a
agMUHNCTPATopPa, 34eCb €€ NSMEHUTb HeNb34.

Bbi6epute popmar Koaa coTpyaHUKA

Staff Khata aBTomMaTyeckn NprucBanBaeT KaXX4oMy HOBOMY COTPYAHUKY KOA. BbibepuTe

KOPOTKMI 1 ygobouunTtaembin Gopmar.

1. B Company Settings (HacTpolikn kKoMnaHum) oTkponTe BkNagky Employee codes

(KoAbl COTPYAHMKOB).

2. 3anonHute nonsa Huxe. brnok Live Generated Code Preview (npegnpocmMoTp Koga)

obHoBIsIeTCA NO Mepe BBOOa.

3. HaxxmuTte Save Changes (coxpaHUTb N3MeHeHUs).

MapameTtp YTto penaer

Prefix (npedukc) BykBbl B Hauane, Hanpumep “ST v "EMP .
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MapameTtp

YTto penaet

Separator / Delimiter (pasgenvTtens) Heduc, kocas yepTa, NoAYEPKMBaAHME, TOUKa UK 6e3

Include Year (Bknto4aTb roa)

pasgennTtensd.

Jobasnset rof (72026 wunn “26°) unn None (HeT).

Number of Digits (konunyectso undp) CkonbKo umnep B HOMepe, oT 2 [0 6.
Starting / Next Number (Ha4anbHbIn/ Homep, KOTOpbIV NONYYUT CeayoLLINN HOBbIN
cnepyloLwmim Homep) COTPYOHUK.
\/ [N B Al Branches a_ffg""j“_mm,‘ -
Dashboard  Device Setup Organization Time & Leave Data Download Reports Payrol Access Control  Account Hoip & Support
Company Settings D Resot
Nertacnicico
sk i s7-0001
Hyphen (- v MNone

NUMBER &F DiC

2 My Prafile 4 Dighs (0001)

STARTING [ NEXT NUMBER

P —— VR .. oo |

CoBeT: Koabl CO30at0TCA TOSIbKO A1 HOBbIX COTPYAHMKOB. CyLLecTByoLLMe KOoAbl He

MEHAKTCA.

MpoBepbTe peroHasbHble HACTPOMNKM

OTkponTe Bknagky Localization (nokanusaums). Currency Standard (Bantota), Timezone

(wacoBom nosic), Date Display Format (popmat gatbl) n Interface Language (s3bik

nHTepdenca) Nnpu pernctpaummn sagarotcs ana NHgun. MeHsainTe nx, ToNbKO ecnn BaLl

6u3Hec paboTaeT nHaye, 3aTeM HaxxMuTe Save Changes (COXpaHUTb U3MEHeHUs).
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s1asF Admin v
Dashbodrd Sotus Time & Loave Data Downlaad Reports Payro Accoss Gontrol  Account Holp & Support
‘Company
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirview bifing
Company Settings O Reset
MAanage your company pleforences, attendance rules, payroll, and policies

@} Company Profile
N e Regional & Locale Settings
@ Configure system language, tmezane, cu

CURRENGCY STANDARD TIMEZONE
Indian Rupes (IR} v india Standand Time [IST)

DATE BISPLAY FORMAT INTERFACE LAHOUAGE
DO-MM-YYYY - English

£ My Prafile

Bknagka Payroll & Tax

Bknagka Payroll & Tax (3apnnata 1 Hanorun) cogepXXmT pacyéTHbIN Nepuog, (4eHb Havana
N OKOHYaHUSA), HacTporiku PF, ESI n BbIxogHOro nocobus, a Takxke Bawwl GUHAHCOBbLIV rog,.

MNoppobHee — B rnase 3apnaara.

[o6aBbre punnansol

dununanbl — 3TO BaLun OCI)I/ICbI ninm Npon3BoACTBEHHbIE M1OLWagKN. Y Kaxkgoro c|>|/|n|/|ana
MOXET ObITb CBOSA re030Ha, YTObbI COTPYAHUKN MO OTMeYaTbCA TOJIbKO pALOM C

MeCTOM paboThl.

1. HaxmwuTte Organization (opraHusauuns) — Branch (¢éunwuan). B Bawem pabouem

npocTpaHcTBe yxe ecTb Main Branch (rnasHbin punuan).
2. OTKpoWnTe MeHI0 CTPOKM (***) n HaxxmuTe Edit (n13mMeHUTD).

3. Bepgute noHaTHOe Branch name (Ha3BaHue dunmnana), kopotkuin Code (kog,

Hanpumep “NOI-HQ ) n Address (agpec).
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4. Bkntouute Primary branch (ocHoBHoM dnnmnan), ecim HoBble COTPYOHUKU SOMKHbI

[06aBNSATLCSA COAA NO YMOTYAHUIO.

5. Bkntounte Geo-fencing (reo3oHa). 3ateM 3aganTe MeCTONONOXEHNE: HAXKMUTE
Locate me (onpegenntb MOE MecTonosioxeHune), BBegnTe Latitude (wmnpota) n

Longitude (gonrota) nnm WénkHMTe rno KapTte, YTobbl NOCTAaBUTb METKY.

6. Beegute Radius (m) (pagunyc B MeTpax): Ha KakOM PacCTOSAHUN OT METKM COTPYAHUKN

ewé MOTYT OTMETUTbBCA.

7. HaxmunTte Save Changes (COXpaHUTb U3MEHeHUS).

Edit branch *

Name. code and address ane nequired

Branch name Code
Neiga Head Office NOE-HG

Address
Pt 42, Sector 63, Nolda

Primary branch
S S are adsied here by

Geo-fencing
Sea can coly punch in w

Lacatian & Locateme

Latitudo Longitude Radius (m)
ek e 1310 6rop & i, o aear M coommnSReL
Habam Centre ) L e
g Bl 6 =
g SHeRESUNGITY (a]

KHAND | g, ’
wzl f JAYPEE
INRTIHthgP .
(RPN Wé?d :%-
TECHNOLOGY &
o €
oy =)
?‘?ﬂ«:ﬂ-ﬂ:‘fr’w

BM office
CLEY)

iad o 2 SECTOR 63 a3
7 "
Setics 62 Moida g Yeshadar

Googlerark p \Q-‘j",’:' Fvhasd Bark s

YTobbl f06aBUTH eLwé ogHy nnowaaky, HaxkxmuTte Add branch (go6asutb unnan),

3anonHuTe Te e nonsa n Haxxkxmute Add branch.

.

CoBerT: 3agaBariTe pagmyc He MeHee 50 meTpoB. B nomeLeHnn GPS TenedpoHa MeHee
TOYEH, U C/IULLKOM ManeHbKU paanyc MOXET NoMeLlaTb COTPYAHUKAM OTMETUTLCA faxe

3a CBOVM CTOJ1OM.

N

Bce ¢punmanbl otobparkatoTcsi B CNMCKe € paguycom reo3oHbl. C NOMOLLbIO
nepekntoyatens ¢unmnanos Ha BepxHen naHenu (All Branches — Bce dunmnansl) MOXXHO

CMOTpETb OAMH Gunman unm Bce BMecTe.
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a Eroﬁnns 4 Growth 15'daye kit a A LomansTaare

All Branches -

Delhi Showraam

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

Your oMfice locations, STaf can be imited to punching In near ther branch

Branches 2
eanch Code

@ Deli Showrsom DEL-01 Karal Bagh, New Daih

a e

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

[e030HbI TakXke HY>XHO BKJTHOYUTb A4 BCen komnaHun. Cm. ﬂpanma MoceLlgeMOCT U

paboyero BpemeHu.

JNo6aBbTe oTaesnbl U AOMKHOCTU

OToenbl — 3To Ballm KOMaHAabl. JOMKHOCTU — 3TO Ha3BaHUS NO3ULNIA BHYTPU Kaxkaom

KOMaH/bl; OHW YKa3bIBalOTCA B PACHETHbIX INCTKAX U Npodunsx.

1. Haxmwute Organization (opraHusaumnsa) — Department (otgen). [1Ba otaena yxe

co3gaHbl AN Bac.

2. YT06bl 4O6ABUTL OOMKHOCTU B OTAEN, OTKPONTE MEHIO ero CTPOKN (***) N HaXXMuUTe
Edit (n3meHunTb). B pa3gene Designations (40/MKHOCTY) BBeAUTE Ha3BaHMe, HAXMUTe
Add designation (0o6aBuTb OMKHOCTL) ANS CefyoLein, 3aTeM HaxkMmuTe Save

Changes (coxpaHuUTb N3MeHeHUs).

3. YT06bI cO3paTb HOBYIO KOMaHAy, HaxxmuTe Add department (nobasutb otaen),

BBeaNTe Department name (Ha3BaHWe oTaena), 4obaBbTe JOMKHOCTU U coxXpaHuTe.

4. TMepekntoynTte Tabnuuy ¢ Departments (otgenbl) Ha Designations (gomxHOCTN),

4YTOObI yBnAeTb BCE AOJ/DKHOCTN KOMIMaHUW 1 OTAebl, K KOTOPbIM OHN OTHOCATCA.
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ﬂ; tare 0 Search featunes. uyl @ All Branches 15 days et o

EHATA
ga;npw% Device Setup Organization Time & Loave Data Downlosd Reparts Accoss Gontrol  Account Hetp b Suppert
@ Dastboord Department

"j Autopay 18 mactive. Set up autopay Of Choose a one-time subscription payment. Rerview bifing

Departments.

Yol teams and the job Wiss in each.

Designations 5 P D i Q Search d

Designation Department Staff

Supervisor Froguction o
Machine Operator Production o =
Quality Inspector Production o
HR Managar Human Resources 0
HR Exocutive Human Resourcos o

Mesaheip) T Support +91 79830

70 R Helpior +

staflenaiacom.  © 2020 Sl Khata - Anendance

[anee 3apanTe npaBuia NocCeLlaeMoCcTn U _D860‘-IEFO BREMEHMN.
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04

[MpaBuna nocewaemMocT v pa60qero BpeMEHU

Tapud: Bce Tapudbl

MpaBuna nocewaemMocTun onpeaenstoT, kak Staff Khata o6pabaTbiBaeT Kaxayto OTMeTKy:
YTO CYNTAETCH CBEPXYPOYHON paboToN, Yero CTOUT NPOryn 1 rae COTPyAHUKAM
pa3peLueHo oTMeYvaTbcs. MNonuTtrka paboyero BpeMeHu onpeaensieT, Korga CoTpyaHUK

CYHNTAETCA ONno34aBLUNM, OTpa6OTaBLIJVIM nongHAa nnm oTCyTCTBYHOLLUM.

3apaiiTe npaBuia NoceL,aemMocTu

1. Haxxmute Organization (opraHu3sauuns) = Company (KOMNaHus), 3aTeM OTKponTe

BKkNaaky Attendance Rules (npasuna nocewaemocTtu).
2. BknwouuTe Hy>XHble npasuna (CM. Tabnuuy Huxke).

3. B none Absent Day Deduction Penalty (yoep>xaHuve 3a feHb OTCYTCTBUSA) YKAXKUNTE,
CKOMbKO AHe 3apnnaThl yAep>XMBAETCSA 3@ KaXKAbIN HeYBaXXUTeNbHbIN Nporyn.

O6biuHO BbIGUpatoT 1.

4. Haxmunte Save Changes (COXpaHUTb NU3MEHeHUs).

allRenLnime B A Branches & crown asamenn [EREREPNICT S
ASDEAUIVE + Admtnsraaron
Daabuded [OmickScuus v || CApenEain . Dota Dowrriosd = ool A Helo & Sippor
Company
5 Auopay s mactive. Set up sutopay of choose a ona-time subscription payment. Rirview biting

Company Settings
s b

290 y orences, atendance rules, payroll, and policies.

D Reset

Attendance Rules
@ Configure automatic punch-oin, o

Enabio Aute Punch-0ut

Enable Overtime Tracking
PR i oo

Enable Live Attendance Natifications

£ My Prafile

Start Journey on Punch-in

ABSENT DAY DEDUCTION PENALTY

1, ¢

Geo-Fencing Parameters

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

Enable Auto Punch-Out

(aBTOMaTM4YeCKasd OTMETKa yxona)

Enable Overtime Tracking (y4ét

CBEPXYPOUHbIX)

Enable Live Attendance Notifications
(yBeooMIeHMs 0 NoceL,aeMocT B

peanbHOM BpeMeHM)

Start Journey on Punch-In (HaunHaTb

MapLUpyT Npu OTMEeTKe Npuxoaa)

Absent Day Deduction Penalty

(yoep>aHue 3a feHb OTCYTCTBUSA)

BknouynTe reo3oHbl

YTto penaet

OTmeyvaeT yxopn, coTpyaHuKa B 23:59, ecnn oH 3abbin 310

coenarb.

3anucbiBaeT vachl, 0Tpa6OTaHHbIe CBEPX CMEHbI, 4yTObbI NX
MOXXHO ObIsTI0 OMIaTUTD. |_|0p9|,D,OK onsiatbl CBEPXYPOUHbIX

3a[aéTcs B rnaBe CMeHbl, TpadhuK 1 CBEPXYPOYHbIE.

[Moka3sbiBaeT KaXXayr OTMETKY NMpuxona 1 yxoaa

BCM/IbIBAOLLIMIM OKHOM CO 3BYKOM Ha naHensx Admin n HR.

Tonbko gna gononHeHus Journey Tracker. Cm. Journey

Tracker.

CKonbKo gHen 3apniaTbl YAeEP>XXMNBaAETCA 3a KaXkabl i

HeyBaXxuTenbHbI nporyn, ot 0 go 30.

[e030HbI He NO3BOMAIOT COTpyAHUKaM OTMeYaTbCA B MOOUNBHOM NPUNOXEHNN, eCNTN OHU

He Ha paborTe.

1. Ha Ton xe BKknagke npokpyTuTte oo pasgena Geo-Fencing Parameters (napametpsbl

reo3oH).

2. Bknwouute Enable Geo-Fencing (BKk/1t04MTb re030HbI).

3. Bbibepute cnocob npumMmeHeHuns:

Branch-wise Rule (npasuno no dnnnanam): y kaxxgoro dmnnmnana csoé

MeCTOMOoOoXeHVe N paaunyc. BoibepuTte dpunmans B nosne Apply to Branches

(NpYMeHNTb K drnmanam). 3To NyYLUNn BapUaHT, eCIN Y BaC HECKOJIbKO

njaowaaok.

Apply All Employees (ans Bcex COTPYAHUKOB): OAHO MeCTOMOIOXKEeHNe A1 BCEX.

Beegute Geo Fence Radius (Metres) (pagunyc reo3oHbl B MeTpax) 1 HaxkmuTe Set
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Map Location Coordinates (3agaTb KOOpAMHATLI Ha KapTe), YToObI BbIOpaTh

TOUKY.

4. Haxmunte Save Changes (COXpaHUTb U3MEHEeHUs).

aillBeniinve Q. Search feature =T @ Al Branches & crowtn 15amenn [ENASPIE S N
sl ica Sotup on wrlaad Reparts Payro Accoss Contral  Account Support

Enatie Overtime Tracking

Enable Live Attendance Natifications
§tart Joumney on Punch-in

ABSENT DAY DEDUCTION PEMALTY

® C.Feo-FencingParameters

Enabie Gea-Fenclng @ Apply All Employees Branch-wise Rule

Apply

@ Apply to Branches « 2
p

(.
Manage ranches
GED FENCE RADIUS |METRES) LATITUDE LONDITUDE
100
©  SetMap Location Coordinates
You have unsaved changes Discard m

MNpumeyaHue: [na Branch-wise Rule cHavana 3aganite MeTKy 1 pagunyc Kaxnoro
dwunuana B pasgene Organization — Branch. CMm. HacTpoiika KoMnaHuu.

Fe030Hy TaKXXe MOXHO OTK/MKO4YNTb AJ1A OTAE/IbHOIo COTPYAHUKa B €ro npocl)vlne, Ha ware

Attendance & devices (noceLaemMoCTb 1 YCTPONCTBA).

Bbi6epute cBoaku B WhatsApp

Ha Bknagke Notifications (ysegomneHus) moxHo BkitounTs Daily Attendance Summary
(exkegHeBHas cBoakKa nocelaemoctn), Monthly Attendance Summary (exxemecsyHas
cBofkKa nocewaemoctu) 1 Device Health Alerts (ornoBeLLeHNs 0 COCTOSHUM YCTPOWCTB) B

WhatsApp. Cm. WhatsApp 1 nHTerpaumu.

Co3paiiTe NONUTUKY paboyero BpemMmeHu
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MonuTtuka paboyero BpeMeHn 3a4aET NIbroTHblE NEPUOAbI U YCITOBUS, MPU KOTOPbIX
KOPOTKWIA A€Hb CHYMUTAETCS NONYAHEM UK OTCYTCTBMEM. NepBasi NONUTHNKA CTAHOBUTCA

NONNTUKOW NO YMOJT4aHWUIO N4 BCEX.

1. Haxmwute Organization (opraHusauuns) — Office Time Policy (nonntuka pabouero

BpemMeHwN).

2. Haxxmute Create First Policy (co3gaTb nepsyto nonutuky) nnm Add New Policy

(R06aBUTb NONUTKKY), €CNIM OHA Y BAC y)Ke eCTb.

3. Beegute Policy Name (Ha3sBaHue nonuTtuku), Hanpumep «CtaHgapTHasa opurcHas
nonutuka». OctaBbTe BKIOYEHHbIM Default (no ymonyaHuio), ecnm nonnTrka 4omkHa

NPNMEHATbCA KO BCEM, Y KOIO HET CBOEWN.

4. B pa3gene Grace periods & working hours (nbrotHble nepuogpl 1 paboudne yachl)

3apanTe BpeM4A B HaCaxX N MUHYTaX:

MNapametp YTo penaet

Permitted Late Arrival HacKonbKo COTPYAHMK MOXeT orno3aaTb 6e3 oTMeTkn 06 onosgaHun,
(oonyctnmoe ornospaHue) Hanpumep 15 MUHYT.

Permitted Early Departure HacKonbKo paHbLLe COTPYOAHUK MOXET YyINTK 6e3 OTMETKM O paHHeM
(BONYCTUMbIN paHHWUI yXO[) yxoge, Hanpumep 10 MUHYT.

Half-day threshold (nopor Ecnun oTpaboTaHO MeHbLLe 3TOro BpemMeHu, AeHb CHUTaeTCs
NonyaHs) nonyaHém (Hanpumep, 7 4acos).

Absent threshold (nopor Ecnun oTpaboTaHO MeHbLLIe 3TOro BpeMeHu, AeHb OTMeYaeTcs Kak
OTCYTCTBUA) oTCyTCTBME (Hanpumep, 4 Yaca). 3HaveHne JOMKHO ObiTb MeHbLLe

nopora nonygHA.

EXxeMecsiuHble yaep)XaHus 3a ono3gaHuns

C nomMoLLbIO 3TOW HaCTpOIZKI/I canmcTeMatTnyeckmne onosaaHnma npeBpallatoTcd B yaep>XXaHUe.

1. Brknwouunte Monthly late deductions (exxemecsiuHble yoepxaHUs 3a 0no3gaHuns).

2. BbibepuTte Deduction source (MCTOYHMK yoepxaHus): Attendance (yoep>kmBatoTcs

AHKU nocewaemocTtun) nnn Leave Balance (CL) (yaep>xvBaeTcs OTryn 13 oCcTaTka).
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3. 3apante Monthly late count (4ncno onosgaHnnm B mecsau) n Cut Days
(yonep>xmnsaemble gHM). Hanpumep, 3 1 1 03Ha4vaeT, 4To Kaxkable 3 ono3gaHunsa 3a

MecALl CTOAT O4HOIro AH4A.

MpaBuna pns CUNbHbIX ONO34aHUIA N PAaHHEro yXoaa

B pa3gene Late arrival rules (npasuna onosgaHuin) Haxmute Add rule (0o6asutb
npaBnno), ykaxxute Duration (anutenbHocTb) 1 BbibepuTe Cut Days (yaepXnBaemble AHN).
Hanpumep, onosgaHune 6onee yem Ha 1 vac ygepxxusaet 0.5 (Half Day) (nongHs). MoxHo
nobasutb Ao 4 npasun. Early departure rules (npaBuna paHHero yxoaa) paboTatoT TaK xe
AN COTPYOHUKOB, KOTOPble yXoadaT paHbLue. Bkaounte Apply on weekly offs (npumeHaTb

B BbIXOZHbIE), €C/I1 NpaBuUia JOKHbI AeICTBOBATb U B eXKeHeeNbHble BbIXOAHbIE OHU.

Add New Policy *

Grace periots, working hours and deductions

) e to s this paticy

Palicy Name *
Stancard Ofiice Policy

Detault [ @]

Grace periods & working hours
Permétted Late Arrival Pesmitted Early Departuse
00 Hours 15 mioones o0 Houes 10 o

Hailf-day thrashold Absant threshold
o7 Mo oo M o4 Hours ]

Betow this: Ralf dary, uniéss marked sbsent Below tis: asent. Kiep below tna haff-cay il

Attandance & deductions
Monthly late deduciions. [ @)
Deduction source

Antendance Leave Batance (CL)

Monthly late count Cut Days
3 £3 1 -

Late asrival rules 1074 + AsaRule

Apgty on weekly ot
e T
Duration Cut Ds

5. Haxmute Create Policy (co3gaTb NOAnUTUKY).

[MonuTrKa NOABUTCA B CMUCKE CO BpeEMeHEM 0Nno34aHnA, paHHEro yxoaa, noayoHa m
OTCYTCTBUA. YT106bI CMEHUTL NOINTUKY MO YMOJTHAaHUIO, OTKpOI‘ilTe MEHIO CTPOKWN NONTNTUKN

(=+) n HaxxmuTe Make Default (coenaTtb no ymonyaHumio).
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allReruve S = BN - | (R — e
oy Office time palicy created successtully
i s

Dashboars  Device Sotup Groanization Data Downlaad Rupans Payrasl Atcoss Gontrol  Account il & Suppert
@+ Dasrooard © Office Time Policy
[ Autopay is nactive. Set up sutopay of choose a one-lime subseription payment. Rirview bifing
Office Time Policy + Add Naw Pasicy
Configure grace timings, half-dayfabsent ndes, late coming & sarly Geparture deductions
Office Time Policy 1 Q Search ¢
Pobey Name Late Arreral ety Departure Mt Oy Avsent Dedutens
Standard Office Policy  Defasmt 00i1s 00:10 07:00 Da00 Deduct From ATtendance

.

CoBeT: Hy)>keH Apyron pexum Ansa 4actn CoTPyaHUKOB, Hanpumep ans uexa? Cosganrte
BTOpPYlO NonnTUKY 1 BbibepuTte eé B none Office Time Policy npn gobasneHnn nnu

penaKTUPOBaHWM 3TUX COTPYAHMKOB.

N

Hanee nobaBbTe COTPYOHMKOB.
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05

Ao6aBneHve COTPYAHUKOB U yNpaBiieHne NMu

Tapud: Bce Tapudbl

[06aBUTb COTPYOHMKOB MOXXHO TpeMs crocobamu: no ogHomy Yepes ¢popmy Add
Employee (106aBunTb COTPYyAHUKA), Cpa3y MHOrmx n3 eanna Excel nnun otnpasus

npuriawleHne, 4TOObl OHW CaMW 3aNONTHWUAN CBOU AAHHbIE.

OTKpoiiTe CNUCOK COTPYAHUKOB

HaxkmuTe Organization (opraHu3sauns) — Employee List (cnncok cotpygHukos). B
Employee Directory (CripaBoYHNK COTPYOHWUKOB) NOKa3aHbl BCe COTPYAHUKN C KOLOM,
OTAEeNoM, KoOHTakTaMmu 1 ctatycom. Nicnonb3ynte Add Employee (no6aButb COTpyaHMKA)
nnun cTpenky psgom (More ways to add — gpyruve cnocobsl gobasneHuns) onsa opyx

ApYyrux cnocobos.

[o6aBbTe OAHOIo COTPYAHUKA

®opma Add employee (406aBUTb COTPYAHMKA) COCTOUT U3 YeTbIpéx waros. [ons co

3BE3404KON 0653aTENbHbI; OCTANIbHbIE MOXHO 3aMOSTHUTb MO3XeE.

Lar 1: Personal Info

1. Beeaute First Name (nms), Last Name (pamunusa) n Work Email (pabouas noura).

2. Beegute Contact Number (KOHTaKTHbIN HOMepP) C KOAOM CTpaHbl. MNocne gobasneHns

COTPpyAHWKa ero HeJib34 N3SMEHNTDb.

3. 3apanTe HavanbHbIN Password (naposb). COTPYOHNK CMOXET U3MEHUTb ero nocse

BXOJa.

4. Bbibepute Gender (non) n Haxxmute Next (oanee).

Llar 2: Employment

1. OctaBbTe Employee Code / ID (kog cOTpyaHMKA) NYCTbIM, YTOObI KO CO34aNCs Mo

dopmarty Bawen komnaHum. CM. HacTporika KOMOaHUW.
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2. lNposepsTe Joining Date (gata npnéma), 3atem Bbibepute Branch (punnan),

Department (oT1gen) n Designation (LO/HKHOCTD).

3. BbibepuTe System Role (cuctemHas ponb). BOAbLLUNHCTBO COTPYOHMKOB NONy4atoT

ponb Employee (coTpyaHuK) n BUAAT TONbKO CBOU AaHHbIE.

4. B none Office Time Policy (nonuTtnka paboyero BpeMeHn) NCnonb3yeTcs NoanTrKa no

YMOMYaHuI0, eC/n Bbl He BbibepeTe Apyryto.

5. Reporting Manager (HenocpeacTeeHHbIN pykosoauTens), EPF number (Homep EPF) n

ESI number (Homep ESI) Heobsa3aTenbHbl. Haxxmute Next (ganee).

ailRenimive @ Soarch feature . B Al Branches

o AOMORSTRATOR

Dashboard ca Setup Organization Time & Leave Data Download Reparts Payrod Accoss Control  Account Holp & Support

Acd EmpHoy
5 Autopay Is inactive. Set up sutopay or choose a ona-time subseription payment R biting
8 Add employee % Back to Directary
WP Flil in the basics first — you can add the rast later
; © employment
Employment Details
Employee Code / ID O Jaining Date* (0 Beanch®
ratod £ 18 0c1 2026 Neida Head Office (NOI-HE)
Department * 0 Dasignation () Reporiing Manager ©
Production Supervisor Satact v
Status Office Time Policy ( System Role* (1
Active - Standara Office Policy (Defaun) - Employes
HR & Compliance
Total Experience © EPF number ( ESI number ©
Stap 2 of &+ Empleyment € Pravious Nk

Lar 3: Bank & education

BaHKOBCKMe pekBM3UTbI NCMONb3YTCA ANS BbiNAaTbl 3apnnaTbl. O6a pasgena

Heobsa3aTenbHbl. Haxxmute Next (oanee).

LUar 4: Attendance & devices

MNapametp YTo penaet
Disable Attendance Tracking (oTknto4nTb NcknoyvaeT coTpygHMKa 13 y4éTa noceLaemMocTu 1
YYET noceLlaemMocTi) OTYETOB.
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MapameTtp

Enforce geo-fencing (o6s3atencHas

reo3oHa)

Require Attendance Approval (Tpe6oBaTb

0L06peHNs noceLLaeMocTm)

Devices (ycTpoincTaa)

YTto penaet

OTMEeTKM 3aCUYNTLIBAIOTCH TOSIbKO BHYTPW re030HbI €ro

dunuana.

PykoBoAWTeNb 0A06PSIET NOCELLAEMOCTb, NPEXAE YEM

OHa MonageTt B pacyér 3apnaTbl.

BriomeTpurueckne ycTponcTBa, Ha KOTOPbIX MOXET

O0TMeYaTbCs COTPYAHMK.

Haxmute Add employee (006aBuTb COTpyaHMKA). HOBbIN COTPYOHMK MOSIBUTCS B CNUCKe

CO CBOM KOAOOM.

/L

Dashboard  Device Sotup

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

M Add employee
B Fill in the basics first — you can add tha rast later

Attendance
Disable Attendance Tracking

Enforce geo-fencing

8

Require Atendance Approval

8

@ Al Branches

Roview Liting
& Back to Directory

© Anendonce & devices

Biometric devices

Davicas iy smplyes con ponch i on

Devices

< Provious B Addemployea

NmnopT coTpyaHunkoB u3 Excel

1. HaxxmuTte cTpenky psgom ¢ Add Employee v Bbibepute Import from Excel (nmnopT

n3 Excel).

2. B paspgene Get the template (nonyunTs WwabnoH) Haxxmute Excel template (LwabnoH

Excel) nnn CSV template (LwabnoH CSV). B HEM ecTb BCe cTONOLbBI U TPU CTPOKU-

npvmMepa.
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3. 3ameHuTe NpuMepbl CBOMMM COTPYAHMKAMM, MO OAHOMY B cTpoke. CTPOKyY

3arosfIoOBKOB He ygansure.

4. B pasgene Upload your file (3arpy3sute ¢ann) nepetawmrte Gann nnm Haxmmte
browse (0630p). ®ain Excel unn CSV, go 2 Mb.

5. HaxmuTte Import employees (MmMnopTnpoBaTh COTPYOHUKOB).

e . Admin -
w;:‘w\m Q. Soarch featunos. ¥ 4@ Al Branches 8 A, hnstaaron
Dashboard  Devics Sotup Grganizatian Tima & Loave Data Gownlasd Ruparts ©  Payrotl Accoss Gontrol  Account Halp & Support
@+ Dastboord © Employes List

5 Mustopay is mactive. Set up sutopay of Chonse 8 one-lime SUbSEription payment. Rrview Liting

) Employee Directory

T Refrosh
W Everyona in your organisation, with thedr department, $13tus and accoss

3 Invite Employee

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

Empioyee Deparimant Caontact Staties
Rahul Verma Production rahul vermaBEnarma- texties o
R oreo001 S ~918900000003 @D Acive

A Admin  Admin -
ADM- TYMULAGE

W) Active

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

Import Employees
Add many employees at once from o spreadshivet,

1 Getthe template
With your pmployee

D Exceltempiae
2 Upload your file

o

sharmartextiies-stati.cov
1388
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CTpoku 6e3 koga CoTpygHMKa nony4at Ko, no BawlemMy ¢opmaty. ECnm kakme-To CTPOKU He
3arpy3unuce, Staff Khata nokaxket nx B pasgene Rows that need fixing (cTpoku,
TpebyoLme ncnpasneHns). Micnpasbte UX B CKayaHHOM danne n UMNopTupynTe 3ToT

¢dann cHosa.

.

CoserT: B LiabnoHe HeT ctonbua ansa napons. Jobasbre cTonbel, c HazBaHMeM password,
4TO6bI 334aTb KAXXAOMY COTPYAHMKY HadanbHbI Naposb. be3 Hero yctaHaBnMBaeTcs
CTaHAAPTHbIA NApPOJib MO YMOMNYaHMIO, MO3TOMY NOMPOCUTE COTPYAHMKOB CMEHUTb Er0
nocne Bxona.

L

MpurnacuTe cCOTPyAHNKOB 3aNOJIHUTb AAHHbIE
CaMOCTOSITeJIbHO

CoTpyQHUK CaM yKa3blBaeT AaTy POXAEHUS, aApec, KOHTAKT Ha SKCTPEHHbIN cny4dai u

6aHKOBCKME PEeKBU3MTDI.

1. HaxxmuTte cTpenky psagom ¢ Add Employee v BbibepuTte Invite Employee (npurnacutb

COTPYAHWKa).

2. 3anonHwuTte First Name (nms), Last Name (damunus), Email (nouta) n Phone

Number (Homep TenedoHa).

3. Bbibepute Department (otaen), Designation (gomkHocTb), Role (ponb), Branch
(dnnunan) n Joining Date (nata npnéma). Reporting Manager (HenocpeacTBeHHbIN

pyKoBoAMTenb) — Heobs3aTenbHO.

4. HaxmwuTte Send Invite (oTnpaBuTb NpurnawleHue).
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&+ Send Employee Invite

il 8 nitw bedm memiber I caboard, St their depanment, role permisions, and branch
assignment

H PERSONAL & CONTACT DETAILS
FIRST NAME * LAST NAME

Neha Joshk

EMaiL * PHONE NUMBER *

neha jashi@sharma-textiles. examp &= .. v 2000000003

) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT = DESIGHATION *

Human Resources ¥ HRExecutive »

ROLE * BRANCH *

Emplayes ~  Delhi Showroom (DEL-01) ~

JORNING DATE * BEPORTING MANAGER

B octis, 2026 Select Manager (Optianal) -

PN

COTpyOHUK Mony4nT cCbiiky no noyte n B WhatsApp. OH OoTKpbIBaeT eé, noarsepxaaeT
JINYHOCTb OAHOPA30BbIM KOAOM, 3aMOJIHAET CBOU AaHHble, 334a€ET Naposib U HaXXNMaeT

Complete onboarding (3aBepLunTb opopmreHune). Ccobiika gencTeyeT 7 AHeN.

YnpaBneHue cOTpyaHUKOM

OTKpOMNTE MEHIO CTPOKM (**+) N06Oro COTPYAHUKA, YTOObI:

Edit Employee (M3MeHUTb COTPYOHWKA): U3MEHUTb ero AaHHbIe.

Assign / View Salary (HazHaunTb/nocMoTpeTb 3apnnary): 3af4aTb CTPYKTYpY

3apnnatbl. CM. 3apnaarta.

Biometric enroliment (6nomeTtpuryeckasn perncrpaums): 3aperncTpnposaTthb
OTMeYaToK NanbLa Unun KapTy Ha buomeTpuyeckom yctporctee Realtime. Cwm.

BuomeTtpuyeckme ycTporcTaa.

Update Password (06HOBUTbL Naposb): 3a4aTb COTPYAHWKY HOBbIV Maposib.

Disable Mobile Punch (oTkntountb MobunbHble oTmeTkn) / Enable Mobile Punch
(BKNOYMTb MOBWbHBIE OTMETKN): ONpeaennTb, MOXET 1N COTPYOHUK OTMeYaTbCs B

MobunbHOM npunoxeHuun Staff Khata ¢ cendu n reonokaumen. ns HOBbIX
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COTPYAHUKOB MOOUbHbIE OTMETKM BK/OYEHbI; OTK/IIOUNTE X 19 TeX, KTO AO0JIKEH

0TMeYaTbCs TONbKO Ha 6MOMEeTPUYECKOM YCTPOMCTBe.

_“nﬂligl_.q_‘_u_l_.'g._e_ Q. Search featiares ek @ Al Branches O
Dashboard  Devics Setup Organization Time & Loave Data Download Reparts Payrofl Accoss Contral  Account Halp & Suppert

@ Dasmogord - Employes List

5 Mutopay is inactive. Set up sutopay of choose a one-tima subseription payment Rirview bifing
Employee Directory O Rofrosh | - [EESECEETERE
Everyona In your arganisation, with thelr department, status and sccass

Employees @ @ active - @ Iactive - B joined in e laxt 30 cays T Filters € Search omphoyeos.

Empicyes o

Ny Mena Josni .H-m-.“.a." Resources nena josnigsnarma: el ex... @ Active
Am Ariun Mehta Infarmatian Technology arfun.mehtashanmi -lexibes.e... @D active
R Kr_ll_a_tiau IH:mzan Resources kuvnarmﬁchm - Renties. e, @D Active
o f?ﬁl.a--him Production pacia.naingsharma-eaies exs @D “cive
g Imran Shalkh iroa:-.fsm.ﬂ. - Imean.shalkh@sharma -texties.... & aetve
@ @m_q:fam Produciior sunitag M@sn_l ‘?rMa-luxlllssvx-- @ Active
AK ?In.m Kurnat Prmmn‘ ) alv.:.\?...unfl.\nar@imnmn-|exmes.ea.. @ retive
u - o Edit Employes
" l_u’m_u! Verma Proguction TanUA VAN - xS 0. @D active L
01 gy $19000000002 s Mslgn‘,ww‘s‘mw
A Admin  Admin _ priyagsharma-texties example @ st @ Biometric envoliment
AGM- TYMULAL 419000000601

& Update Password

) Disable Mobile Punch

[ Deiete Usar

C noMoLLb0 NepekntoyaTens Status (cTaTyc) B CNMCKe MOXHO CAENaTb COTPYAHMKA
HeaKTUBHbIM. HeaKTUBHbIe COTPYAHUKN HE MOTYT BXOAUTb B CUCTEMY M CKPbITbI 13 Y4éTa

nocewaemMocCcTin.

.

Hy>eH Tapu¢: [1ns BxoAa COTPYAHMKOB B BE6-BEPCUIO U MOBUNIbHOE NPUNOXEHNE,
BK/I04As MOBUNbHbIE OTMETKU 1 CaMOoCToATeIbHOe odpopMIIeHne, MOXeT noTpeboBaTbCH
6onee BbicOKN Tapud. Kaxkaaa HoBass KoMnaHWsa nony4vaeT 15-AHeBHbIA NPO6HbIA Neprog,
co Bcemu GyHKUumAaMn. AkTyanbHble Tapudbl cMm. B pasgene Billing & Plan (onnata n

Tapud).

L

[lanee HacTponTe CMeHbl, TPadVK 1 CBEPXYROYHbIE.
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06

CmeHbl, rpaduK U CBEpXYpPOUHble

Tapud: Bce Tapudbl

CmeHa 3agaéTt pa6oq|/|e YacCbl COTPYOAHUKOB, JIbrOTHOE BPEMA N eXXeHeaelbHble€ BbIXOAHbIE.

IpadurK NokasbiBaeT, KTO B KaKoW AeHb paboTaeT B KaKylo CMeHy, a NpaBua

CBEPXYPO4YHbIX OnpenendtoT, KaK ornj1a4mBaroTca AOMOJIHUTENIbHbIE YaCbl.

HacTtpoute cMmeHy

B Bawem paboyem npoctpaHcTBe ye ecTb General Shift (o6was cmeHa) n Night Shift

(HoYHaga cmeHa). iameHuTe nx nog ceou Yackl nnu Haxmute Add shift (aobaBuTb cmeRy),

4yTO6bl CO30aTb HOBYIO.

1.

2.

HaxkmuTe Organization (opraHu3saums) — Shift Details (cmeHbl).

OTKpONTE MEHIO CTPOKM CMeHbI (+**) n HaxxmuTe Edit (n3meHunTb).

. MpoeepbTe Shift name (Ha3BaHne cmeHbl) 1 fobaBbTe kopoTkmin Code (Kog,

Hanpumep “GS ).

3apanTe Starts (Ha4yano) n Ends (okoH4aHue). HouHas cMeHa, KoTopas
3aKaH4YMBaeTCsa Nocse NoayHoun, oTMeYaeTcs Kak «ends the next day»

(3aKaH4YMBaeTCA Ha cnefyoLnNn AeHb).

3apanTe Late punch-in allowed (gonyctumoe onosganune) n Early punch-out allowed

(BONyCcTUMBbIV paHHNK yxopn) B MUHYTax. Hanpumep, no 15 MUHyT.

ob6aBbTe e)XxeHepenbHble BbIXOOHbIE

1.

2.

3.

B pasgene Weekly off (exxeHegenbHbIn BbixogHon) HaxkmuTe Add off day (no6asutb

BbIXOOHOMN).

Bbibepute Day (aeHb), Type (tun: Full day — nonubii geHb nnn Half day — nongHs) v
Which weeks (kakne Hegenun): Every week (kaxayto Hegento) nnm 1-1o, 2-10, 3-10, 4-10

W NOCNeAHIo Heaento Mecaua.

MNMoBTOPUTE A5 KAaXXA0r0 BbIXOAHOr0. Hanprmep, BOCKpeCceHbe Kaxkayto Hedento noc

cy660Ta Ha 2-1 1 4-n Hepenax AaloT COTPYAHUKAaM ABe BbixogHble cyb660Tbl B MecsL.
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4. Haxmunte Save Changes (COXpaHUTb U3MEHeHUs).

Edit Shift ®

Set e working hours, grace tme snd weekly offs

Shift nama Code {optional]
Ganeral Shift G5

Deseription (optonsl)

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

o shit

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

Weaikdy off
Sunday d Full day v Every week - x
Saturday ~ || Fullday ~ | 2nd v | %
Saturday » Full gay - amn - ®
+ Add off day

Sandwich rule
Wiy offs and hobidmys batwean two s cays are coun

MapameTp YT1o pnenaet
Late punch-in allowed (gonyctnmoe Ha CKONMbKO MUHYT MOXHO OM034aTb Ha 3Ty CMeHy 6e3
onospaHue) OTMeTKM 06 ono3gaHunu.

Early punch-out allowed (gonyctumbini ~ Ha CKO/IbKO MUHYT paHbLUe MOXKHO YyITK 6e3 0OTMeTKM 0
paHHWN yxoA) paHHeM yxope.

Weekly off (exkeHenenbHbI BbIXOAHON) BbIxofHble AHW 3TON CMeHbl. MonyBbIXOAHbIe AHN BCE

paBHO cYUTaOTCA pabounmu.

Sandwich rule (npaBuno «caHABUYA») BbixoAHble U NPA3AHMKN MeXAay ABYMS AHAMM OTMNycKa

3aCHMNTbIBAKOTCA KaK OTMYCK.

CpenaiiTe CMeHy CMEeHO No YMONYaHUto

OTKpoTe MeHIo CTPOKU CMeHbl 1 HaxxmnTe Make default (caenatb no ymonuanuo). Torga
KaXXAbl HOBbIN COTPYAHWK ByaeT HaunHaTb C 3TOM CMeHbl. B cnrucke cmeHa no
YMOJI4aHMI0 OTMeYeHa 3HauykoM Default (no ymonyaHumio), ykasaHbl €€ yacbl, NbroTHoe

BpeEMA 1 BbIXOOHbIE.
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@ Al Branches E - i
“General SKR™ i now the defacl Shin

Devico Setup -~ Organization Time & Loave Data Downlosd ~  Reparts Payrs Atcoss Comral  Account Holp & Support

1 - Shift Detats

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

sate
Working hours, grace fime and weekly offs for your stat

Shifts 2

o General Shift | Default 9:00 AM - 6:00 PM

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

.

Hy>xeH Tapud¢: Ha mnagwmnx Tapndax goctynHa ogHa cMeHa. E€ BCé paBHO MOXHO
pefaKTMpoBaTh N Ha3Ha4vaTb. YTobbl co3aaTh 6osbLLe CMeH, MOXeT noTpeboBaTbcs bonee

Bblcokum Tapud; cMm. Billing & Plan (onnata n Tapud).

N

Ha3sHayanTe cMeHbl Yepes rpaduk

Shift Roster (rpadunk cMeH) — 3TO KaneHZapb TOro, KTO B KaKy CMeHy paboTaeT no AHSM.

1. Haxmute Time & Leave (Bpems n otnycka) — Shift Roster (rpaduk cmeH).
Mepekntovantecb mexxay Bugamu Calendar (kaneHgape), Week (Hegens) n Month

table (Tabnuua Ha mecau) 1 GUNbLTPYNTE NO COTPYOAHWUKY, OTAENY WU CMEHe.
2. HaxmuTe Assign Shift (HazHaunTb cmeRy).

3. B pasgene Who (komy) Bbibepute Employees (COTpyaHVKM) MO OAHOMY U

Departments (oTaenbl), 4TObObI B3Tb BCIO KOMaHAY.
4. Bblbepute Shift (cmeHa).

5. B pasgene When (korga) Bbibepute One day (oavH geHb), Date range (oranasoH gar)

nnu Pick dates (BbibpaTb faTbl) 1 3aganTe oary.

6. Haxmute Assign Shifts (HazHaunTb CMeHbl).
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Assign Shift ®

Phck who, witich shift and when, Works for one doy or many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

e 1xietinins Cancel

Ha3sHa4eHHas cMeHa OencTByeT C yKa3aHHOW AaTthbl 1 Aarnee, NoKa Bbl He Ha3HayuTe
apyryto. Time & Leave — Shift Assignment (HazHauyeHVe CMeH) OTKPbIBAeT Ty e NaHesb

HanpsMyio.

NMnaHupynTe 3apaHee € NJIAHUPOBLLUKOM CMEH

MNaHMpOBLLMK yoobHee, KOraa HY)KHO 3aMONHUTbL HEeAEN0 U MecsiL, Cpasy A8 MHOMMX

nwogen.

1. Haxmute Time & Leave (Bpems n otnycka) — Shift Planner (nnaHMpoBLLMK CMeH).

2. Bbibepute Departments (otaensl) unv Employees (cotpyaHukn), 3atem gatbl From (c)
n To (no) nnu HaxxmuTte This week (3Ta Hegens), Next week (cnegyrolwasa Hegens),

This month (3101 mecau) nnu Next month (cnepyrowimin mecsu,).

3. HaxxmwuTte Ha cmeHy B pasgene Pick a shift, then click days (Bbibepute cmeHy, 3aTem

HaXXMWUTE Ha OHN).

4. HaxumainTe Ha otgenbHble aH1 nnn Haxxmute Fill range (skip weekly offs)
(3aNoNHUTL Anana3oH 6e3 BbIXOAHbIX), YTOObI Cpa3y 3anonHUTbL BCce paboumne gHu. Fill

every day (3anonHUTb BCE AHN) BKITOYAET U BbIXOAHbIE.

5. Haxmwute Save (COXpaHWUTb) Ha NaHesnn BHU3Y.
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1 Soarch featunes ek 4B Al Branches 2 A R ki ™
Device Setup Grganiza Time & Loave ~  Data Download - Reparts Payrofl - Access Control  Account Hatp & Support

@ » Dastboard * Shift Detals > Shih 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
€@ Human Resources L A Employees - 2 = 0 et 25, 2026 B Oct 3, 2026 Thisweek  Noxiwesk  Thizmooth  Nextmanth
Pick a shift, then click days
€ Filrange (skip weskty 03] Filaveryday £ Clear changes
® General Shift 08:00- )
Sum [ Tuw e nu i sar
25 Work % 38 27 2 9 a0 n
Gararal it Y| | General S U2 General iR 3| (Ganerst S 3T | Genwral S T Genwalshn
G day(s) for 2 employees - 2 shifts Discard
(2] % T 7983077270 R Help B Emat wppongsatknatacon  © 2020 Sl Khata & m
BepHyBLUMCE B rpaduiK, Bbl yBUONTE CMEHY HA KaXKAOM 3arnjaHMPOBaHHOM JHe.
1are s featun ek a Agmin >
"n‘Hr\m SR e @ Al Branches 8 A Batnaros
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrod Accoss Contral  Account Holp & Support
@ o Das Srit Details St Rester

R biing

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

Shift Roster * O Refresn | & Expont | B Planbyemployes

Whio watks which shift, day by day

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

87 shifts - 7 of -5ta81 schoduled

B AN Employoes b @ Al Dopartments ¥

Shms | ARSHAIs | e Genorsi ShAl » Mget Shin

Mon Tue e ™
1 z ]
+ v
4 s L] 7 L] L] 10
n 1z 13 14 15 16 17
e ms| 19 ms g0 s g 25 12 me 23 ws 728
# Goneral Snint 30| o Gonerat s 5w Genersl Sun 5w Gemeral S 5 e Oeneral 5 s Genesisnn 5 e Qe
% F] 27 28 9 0 £
o Gomsral S8t 5| | a Gomersl thn 7| e Generst s 7 e Oemersi s T e Oeneraitan 7| e Genersnn T | e Oeneslimn ]

3apaniTe npaBuia CBEPXypPoUHbIX

MNpaBunna CBEPXYPOUHbIX ONpeaensoT, Kak 4ONONHUTENbHbIEe Yackl ONIavyMBatloTCS B

3apnnare. CHa4ana Bkao4nTe Enable Overtime Tracking (y4€T cBepXxypo4HbIX); CM.
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ﬂpasvma nocellaemMocCTin.

1. Haxxmute Organization (opraHu3sauus) — Over Time (CBepXypouyHble), 3aTeM
HaxkmuTe Add Rule (o6aBuTb NpaBuno).

2. Bepute Rule name (Ha3BaHuve nNpaBuna), Hanpumep «CBepxypoyHble B OyaHN».

3. B pa3gene Applies to (npumeHseTca k) BbibepuTe All employees (Bce coTpygHMKM)
nnu Some departments (HekoTopble oTAesbl).

4. B pa3gene Pay as (onnaTa) Bbibepute cnocob onnaTbl KaX40ro CBEPXypPOYHOro Yaca u
BBeAUTE CTaBKYy:

Multiple of pay (kpaTHO cTaBke): Hanpumep 1,5 x YacoBas CTaBKa.
Percent of pay (npoueHT oT cTaBku): Hanpumep 150% 4acoBOW CTaBKMW.
Fixed amount (dunkcmpoBaHHaa cymMma): 0 AMHAKOBasi CyMMa 3a Yac ns BCex.

5. 3apanTte Minimum overtime (h) (MMHYMYM CBepPXypOYHbIX, 4) 1 Maximum overtime
(h) (MakcMMyM CBepXYPOUHbIX, Y). YUUTbIBAIOTCHA TONbKO AOMOSIHUTENbHbIE Yacbl B
3TUX Npegenax, HanpumMep ot 1 Ao 4 Yacos.

6. 3apante Effective from (genictyet c) n Haxxmute Add Rule (5o6aBuTb npasuno).

aiRerimive Q Soarch featuro o @ A Branches mm-mm s

Dashboard  Devica Sotup Organization Time & Leave Data Download Reparts Payrol Accoss Control  Account Holg & Support

e Overtime rules

Qvertime rules 1

EMactive from

Wesiia oiaclin 1.5% hourly pay 1-4 1 0ct 18, 2026
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Hy>xeH Tapu¢: [1na cBepxypoyHbIX MOXeT notpeboBaTbcs 6onee BbiCOKUN Tapud. Cm.
Billing & Plan (onnata n tapuo).

[anee y3HaliTe, KakK COTPYAHUKM OTMEYAOTCS B MOOUIBHOM NPUSTOXEHWN.
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07

Mob6busnbHoe npunoXxeHme. OoTMETKa npumuxoaa

Tapud: Tapudbl co BXOAOM AN COTPYAHUKOB

C npunoxeHuewm Staff Khata coTpyaHvKy oTMeYatoT NoceLLaeMocTb CO CBOero TenedoHa.
Kaxkgas oTMeTKa COXpaHsieT BpeMsi, MecTornosioxxeHue TenedoHa u cendu, a reo3oHa

c|>|/|n|/|ana onpegendet, rge otMedaTbCd pa3peLleHo.

(
Hy>xeH Tapu¢: Bxog coTpyaHVKoB B Be6-Bepcuio U MOBUbHOE MpUioXeHne MoXeT BbiTb
3a6n0KMpOBaH Ha Mnagwnx Tapudax. ECnm coTpyaHMKM He MOryT BOWTU, aKTyallbHble
ueHbl 1 Tapudsbl cM. B pasgerne Billing & Plan (onnata n tapud).

L

Ans COTPyAHNKOB: YCTAaHOBUTE NPUJIOXKEHVE N BOnauTe

Baw agMuHuUCTpaTOp CO34aET BaM SIOrMH. BaMm noHagobaTtca noyTa (Mnv Homep

TenedoHa) 1 Naposb, KOTOPbIe OH 3a4ar.

1. YctaHosuTe Staff Khata n3 Google Play (Android) nnn App Store (iPhone).

2. OTkponTe npunoxeHue. Ha akpaHe Sign in to your account (Bxo, B akkayHT) BBeauTe

Email or Phone Number (noyta nnu Homep tenedoHa) n Password (naponb).

3. Haxkmute Sign In (BonTn). OTKpoeTcs 3kpaH Today (cerogHs).
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B:55 i

M c TAEFE

Y KHATA

Welcome Back,

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

vD.11.1

Bbl BUAMTE TONBKO CBOO NocellaemMocTb. Bknagkm BHu3y: Today (cerogHs), Attendance

(mocewiaemocTb), Leave (oTnyck) n Company (KomMnaHus).

CoserT: 3a6binu1 naponb? HaxxmuTe Forgot Password? (3abbinv naposnb?) Ha 3KpaHe BXoAa
N1 NnonpocuTe agMmHUCTpaTopa cbpocuTsb ero.

PaspeLunTe AOCTYN K KAMepe U reosioKaumm

anﬂO)KeHI/IIO HY>XHa Ballla reoJIoKauu4, 4yTObbI npoBepPUTb, YTO Bbl Ha pa60Te, M KaMepa

ansa cendu npu oTMeTKe.
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1. Mpw nepBoit oTMeTKe TenedoH 3anpocuT JAOCTyn K reonokauumn. Haxxmute Allow

(paspeLunTb) 1 BbibepuTe «l1py NCMONb30BaAHUY MPUTOXKEH NS,

2. Korpa oTKpoeTcs kamepa, paspeLunTe 1 AOCTYN K KaMepe.

Ecnu Bbl Ciy4yariHO OTKasanu, nNpuioxeHue nokaxet Location required (Hy>kHa
reonokaums) nnn Camera access required (Hy>xeH fOCTyn K kamepe). HaxxmuTe Enable
Camera (BK/1I04YUTb KaMepy) UM OTKponTe Ha TenedoHe Settings (HacTponku) = Apps

(npunoxeHuns) — Staff Khata — Permissions (pa3peLueHus) n BKIOYMTE UX.

OTmeTtbTech ¢ cendu n GPS

1. Ha akpaHe Today (cerogHs) HaxkmuTe Punch in (oTMeTuTb npmxon). Takxke MOXHO
OTKpPbITb BKNagKy Attendance (nocewaemocTtb) n HaxxaTb Mark Attendance

(oTMeTuUTb NoceLaemMocCTb).

2. JkpaH Attendance nokasbiBaeT Baly Assigned Shift (Ha3HayeHHas cmeHa) 1
Current Location (TekyLee mecTtonosioxeHue). Ecnv agpec HeBepHbI, HaXxXMuUTe Tap

to refresh location (06HOBUTbL MecTOMoOMOXeHNE).

3. HaxxmuTe Tap to take a selfie (caenats cendu) n cogenante yétkoe goto nuua. OHo

nosiButcsa B pasgene Verification Photo (poTo anga nposepkn).

4. Haxmute Punch in (oTmeTnTb npuxon).
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B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

® 09:00 AMTo 06:00 PM

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

<] Punchin

Bbl yBngute Punched In Successfully! (npuxog otmeueH) co BpemeHem. AAMUHUCTPATOP

YBUANT OTMETKY Ha CBOEW MaHEeNn Yepe3 HECKOTbKO CEKYHA.

YTo npomncxoguT 3a npeaenamm reo3oHbl

Ecnu B Bawwem ¢pununane BkIOYEeHa reo30Ha, OTMETUTLCA MOXHO TOJTbKO B Nnpefesnax eé
pagnyca, Hanpumep B 200 meTpax oT oduca. 3a eé npegenamm oTMeTKa 6noknpyeTcs ¢
coobuieHrem Outside Allowed Radius (BHe gonyctumoro paguyca): «You are outside the
allowed punch-in radius. Please move closer and try again.» (Bbl BHe gonyctumoro

pagnyca oTMeTku. Mogonaute 6amke 1 NOBTOPUTE MOMbITKY.)
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O

Error

Outside Allowed Radius

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

Done

3anpute B oduc, HaxxmuTe Tap to refresh location (06HOBUTL MecTonoNOXeHME) 1

OTMETbTECh CHOBA. ALMVHMCTPATOPbI 334at0T Paguyc AN kaxgoro ¢unmnana. Cm.

HacTpoiika komnaHum, Grunmanos n OTAENOB.

OTMeTKa yxoaa

1. B koHue gHa HaxxmuTe Punch out (oTmeTuTh yxoa) Ha skpaHe Today.

2. CpenanTte ewwé ogHo cendum n Haxxmute Punch out.

Bbl yBnguTte Punched Out Successfully! (yxon otmeuen). Staff Khata conoctasnset Bawm

Yyacbl CO CMEHOW, NO3TOMY ONO340aHNA, PpaHHUE yXO4bl N CBEPXYPOYHbIE PACCHUTbIBAOTCA
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dBTOMaTU4eCKU.

8:55 A4
Today 'ﬁ' KHATA
. Hello, Rahul n

-

Thursday, October 22

Your shift
® General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00PM

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 ;

@ ® -

E?:l Helmpursements 3
Submit and tackawuccia

MpocMOTp NCTOPUM NOCELLLAEMOCTH

1. OTkpouTe BKkNagkKy Attendance (nocewaemocTs). Mepekntovantecs mexxay Day

(oeHb) 1 Month (Mecsu) 1 nepemelLanTecb Mexay Nnepuogamm CTpesrikamu.

2. HakmuTte Ha geHb, 4uTobbl yBuaeTsb Bpems Punched In At (npuxoa) n Punched Out At

(yxon), mecTtonosioxeHue n ¢otorpaduu.

3. OTMeTKa HeBepHa unu oTcyTCTBYeT? B 3TOT AeHb HaxkmuTe Request Regularisation

(3aNpocnTb KOPPEKTUPOBKY), BBEAMTE NPaBUSIbHOE BPEMS 1 NMPUYMHY, 3aTEM
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HakmuTe Submit Request (0TNpaBuUTb 3anpoc). AGMUHNCTPATOP 0L06PUT ero B Be6-

BEPCUN.

Ona agMNUHNCTPaTOPOB: BKITIOYEHUE 1N OTKIIIoYeHue
MOOUNbHbIX OTMETOK

[na HoBbIX COTPYAHUKOB MOOUNbHbIE OTMETKW BK/THOYEHbI N0 YMOJTHaHMIO. OTKAOUNTE NX

TEéM, KTO OOJDKEH OTMeYaTbCA TOJIbKO Ha 6VIOMeTpI/IL-IeCKOM TepMunHane.

1. Haxxmute Organization (opraHu3sauus) — Employee List (cn1cok coTpygHMKOB).
2. HaxmMmuTe MeHIo *** B CTPOKe COTPyOHMKa.

3. Haxmute Disable Mobile Punch (oTkntountb MmobunbHblie otmeTkun) nnu Enable

Mobile Punch (Bkntountb MobunbHbie OTMETKMN), YTOObI CHOBA BKJTHOUYNTD.

e a Adenin ?
@ Al Branches 4 Growth (11 daye kit a A LominsTRaTos
Organization Time & Loave Data Downlaad Repants Piyro Accoss Gontrol  Account Help b Suppert
ord Employes List
5 Mwsopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
Everyona in ya ganisation, with their departmont, status and aconss.

Employees @ B active - O inactive - B joinedin the lax 30 iy ¥ Filtess
Employee Departmant

ng Nehatosni Human Resources neha joshi@eharma: texties ex @ rerve

aa Ariun Mehta Information Technalogy arfun menta@snama -texiées.e. @ neve

kg KwitoRao Human Resources Kavita @D Active

PN I.‘fﬁp.Nmr Proc.uc.l:x?n B}IQID.\? MII@?I??fNJ-lﬁx‘.II(‘S.?KJ.. D Active

jg  Imran Shaikh Proguction 2 ShaknESharma - extiks... @ seve

sp  SunitaPal Proguction SUnRD.DIRBhama- 1exthes.x @D Active

AK .ﬂ.m\l Kurmar ﬁr:t::;xmn. . " _matm:s_smm-'.exwesm.. () Active

= - . & Edit Employee
gy Ranul Varma Production rahulvermagisnami -textdas.e... @ wctve e
" 3 = 5 Assign | View Satary
o A
Admin Adne _ Priya@sharma- texties.example Active 2 Biometric envoliment

& Update Password
£ Disable Moblle Punch

B Debate Usor

Korga oTMeTKM OTK/THOYEHbI, MpuioxeHne coobLuaeT coTpyaHuky «Mobile punching
disabled» (Mo6UbHbIE OTMETKM OTK/HOYEHbI) M MPOCUT MCNONb30BaTb Ha3HAYEHHbIN
TepMuHan. YTobbl 3aaatb nnm cbpocuTb Naponb COTPYAHMKA, ncrnonblymnte Update

Password (06HOBUTbL MNaposb) B TOM XXe MeHIO.
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Ans agMUHNCTPATOPOB: OTKyAA NPULLIN OTMETKU

Kaxkxpas MobunbHaa oTMeTKa nossnsaeTcs B Recent Punches (nocnegHre oTMETKM) U Ha

KapTe Ha Ballel naHenu. [1na nonHoro cnucka:

1. Haxxmute Time & Leave (Bpems 1 otrnycka) — Attendance Process (o6paboTka
rnoceL,aemMocTi).

2. Haxxmute GPS punches (GPS-oTmeTKM). [TOKa3bIBaKOTCA TOIbKO OTMETKU U3

NPWIOXKEHUS, Kaxaasa ¢ nomeTtkon GPS.

3. HakMuTe 3HAYOK rfasa B CTPOKe, YTOObI YBUAETb Ha KapTe MecTo Npuxoda 1 yxoaa u
¢doTo oTMeTKu. Haxkxmute Map view (Bug KapThbl), 4TO6bl yBUAETb BCE CErOOHSLLHNE

MOb6USIbHblEe OTMETKM Ha OQHOWN KapTe.

Admin ?
4B Al Branches A ADMONSTRATOR
org Time & Leave Data Downlaad [ 055 C | A Holp & Support
o Time & Leave
B Autapay is mactive. Set up sutopay or choose 8 ona-tima subseription payment Review biting
Attendance 23 Refrosh & import + Add Manuat Attendance
Dakty chock-ins, blometric logs, reguiarization requests and missing punche:

£ Anendance (& Regularization O Missing punches B My corrections

7 & ;’ & 1 0 o} 0 8
Today * Al Present  Lole  Absent A"_ Pending  Approved @ GPS punches & T Finers @ D Map view & Export
s Gheck inJ oot 2 Hou
KR :‘!‘"’_‘“"_"“ oct 18, 2026 © Present ) B8 AM | GRS on tima @-- @ &
gy Movadeand Oct 18, 2026 © Prasesn 4 9:03AM | B0Bs ntime @ b 2
A f“:'_'.'i Oct 18, 2026 @ Prasem «) 8:56 AM | 9GPS On time @-- ® &
am f!'i”"‘_\'"_‘"“ et 18, 2026 @ Prosent ) Bi48 AM | BGPS ontime 7
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MogkovyeHne 6MomMeTpnYecKoro TepMuHana
Realtime

Tapud: Bce Tapudbl

COpr,EI,HI/IKVI, KOTOpPble OTMEYAKTCA Yy BXOOa, MOTryT NoJib30BaTbCA 6VIOMeTpI/I‘-IeCKVIM
TEPMUNHANIOM Realtime. Nocne nogknto4YeHns Kaxkaas oTMeTKa no OTne4dyaTKy Nasbla Uin

KapTe nonapaet B Staff Khata 3a cuntaHble cekyHAbI.

MpumeyaHue: Staff Khata paboTaeT To/1bko ¢ GUOMETPUYECKMMM TepMUHanamm
Realtime.

HanpasbTe TepmuHan Ha Staff Khata

TepMVIHaJ'I OTNPaBJIAET OTMETKN Hepe3 NHTEPHET, MO3TOMY CHa4alla EMY HYXeH aZipecC

cepsepa.
1. Haxxmunte Device Setup (HacTpouka yctponcts) = Manage Devices (ynpasneHue
yCTponcTBamMn).

2. Haxxmute How to connect (kak Nogxko4YnTb). B OkHe nepeduncneHbl Wwarv n agpeca

cepBepoB.
3. MNopkntoyunte TepmuHan K nHtepHety (LAN nnu Wi-Fi) n Bkntounte ero.

4. Ha tepmuHane otkpornTte Menu (MeHo) = Comm. (cBsa3b) nnu Cloud Service

(obnayHbIn cepBuc). MoxeT notpeboBaTbcs PIN-kog agMuHUCTpaTopa.

5. Beegute ajpec cepBepa A4 Ballero Tiura TepMnHalsia, COXpaHUTe N nepe3anyctmTe

TepMUHan:
Tvn TepmMuHana Appec cepsepa
TepmuHansl WebSocket “wss: //machine.staffkhata.com’

TepmuHanbl FK Web (HTTP) “http://device.staffkhata.com’
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How to connect K

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

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

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

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

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

http: /fdevice.staffkhata.con

.

CoBeT: Ha)kmuTe 3Ha4YOK KONMUPOBaHUSI PSAOM C aApecoMm, YTobbl ckonmpoBaTb ero. Mocne
nepesanycka TepMuHan Bcé eLlé He B ceTu? MpoBepbTe afpec Ha orneyvaTkun 1 ybeamTecs,

UTO B C€TU €CTb O0CTYN K UHTEPHETY.

N

[lobaBbTe TepMUHanN No cepunHomMy Homepy

1. Ha ctpaHuue Manage Devices HaxxmuTe Add device (0o6aBuTb YCTPONCTBO).

2. Beepgute Serial Number (cepuiiHbin HOMep) C HaKNenKn Ha TepMuHane nin n3

pasgena Menu — System Info (cBegeHus o cncteme) Ha TepMurHane.

3. Beegute Device Name (Ha3BaHue yCTPONCTBA), HanpumMep «nasHbln Bxod». OCTaBbTe

none nycrbolM, yTObbI NCNOBL30BATb UM, KOTOpOoEe coobulaet TEPMUHAI.

4. Haxmwute Add device (006aBu1Tb YyCTPOICTBO).
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

Ledve Bk 10 upe 1he name rEperted by the machine

TepMmunHan nossuTCa B cnucke. Ero ctatyc — Online (B ceTu), ecnu Staff Khata nonyyan ot

Hero AaHHble 3a nocnegHue 5 MuHyT, nHaye — Offline (He B ceTn).

Ecnv cepuiiHbii HOMep He NPUHUMAETCS, 3HAaYNT TepMUHAN yxxe obaBneH unu ewwé He

CBS13aJ1CS C CepBepPOM. 3aBepLUnTe LLaru NogKItoyeHns 1 nonpobyinTe CHoBa.

B MeHto +- TepMMHana MoxxHo BbibpaTb Manage Device (ynpaBneHue ycTpPONCTBOM: ero
nofib3oBaTenn, HaCTPOMKM 1 yaanéHHble gencteus), Edit (M13meHnTb Ha3BaHMe) unu

Delete (ynanuthb).

OTnpaBbTe COTPYAHUKOB Ha TEPMUHAN

TepMUHan NO3BONSIET OTMEYATHCS TOMIbKO TeM, KTO Ha HEM COXPaHEH.

1. Haxkmute Device Setup (HacTpoika yctporcts) — Users Synchronization
(CMHXpOHM3aLuKMs nofib3oBaTenen). ECin TepMUHANOB HECKOSbKO, BbibepuTe HYXXHbIV

BBEpPXY.

2. Otkpoute Send to device (oTnpaBuTb Ha yCTPONCTBO). Boibepute Missing on this
device (HeT Ha 3TOM YCTPONCTBE), YTOObI yBMAETb BCEX, KOIO eLLé HEeT Ha TepMuHane,
nnn Never synced anywhere (H1rge He CUHXPOHU3MPOBAHbI) 419 COTPYLHUKOB,

KOTOPbIX HUKOrAa He OTrnpaBJidnn H/N Ha O4AUH TepMKUHaI.
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3. Haxxmute Send to device n nogresepauTe.

sase 1 Soarch featunes . i B & G 11 diys baft O GRlen v
ﬁa—.w\m il @ Al Branches el z o ADMORSTRATER
Dashbosrd  Devico Seotup Grganization Time & Loave Data Downlasd Repans Payro Accoss Control  Account Halp b Suppert
0 Users Synchronization
5 Autopay is inactive. Set up autopay or choose a one-lime subscription payment. Riniewbiling
M Users Synchronization m
W koop Lsors te sama in St Khata and on your machings

end lo deviee ¢

Missing an this device £ Refrosh

Waiting for upload ¢
Emptorse i Exact Harne
ST-0001 Rahul Verma
ST-0008 Neha Joshi
ADM-7YMULAQL Admin
5T-0002 Amit Kumar
5T-0003 Sunita Patil
ST-0004 imran Shakh
ST-0005 Pooja Nair
ST-0006 Kavita Riao
ST-0007 Arfun Mehta
D History 3

OcTanbHble BKIaAKM NPUrogaTcs, ecin y Bac TepMUHas, Ha KOTOPOM YXKe eCTb
nonb3osatenun. Import from device (MMnopT € yCTPONCTBA) NepeHOCUT ero
nonb3osatenen B Staff Khata, a Copy to other devices (konupoBatb Ha gpyrue

YCTPOWNCTBA) KONUpPYeT UX Ha APYyron TepMUHan B CeTU.

YT0o6bl NPOBEPUTL, KTO MOXET OTMeYaTbCs Ha TepMuHane, oTkponTe Manage Devices,
HaxxmuTe ++- = Manage Device v oTkponTe BkiaaKy Users (rnonb3osaTenu). Kaxapli

nofib30BaTeflb TepMMHana CBsi3aH Co CBOMM coTpyaHMKkoM B Staff Khata.

3aperucTpupyinTe oTne4vyaTok nanbua UnN KapTy

[na storo TEPMUHAN OOJDKEH ObITb B CETW.

1. Haxxmute Organization (opraHu3sauus) = Employee List (Cn1cok coTpygHMKOB).

2. HaxmwuTe -+ B CTPOKe COTpyaHMKa 1 BbibepuTe Biometric enroliment

(briomeTpunyeckas permcTpauus).

3. BbibepuTe Biometric Device (bromeTpuyeckoe ycTponcTteo). Ha Step 1 (war 1)

COTPYAHUK pernctpupyetcs Ha TepMmuHane ¢ Machine User ID (ngeHTndumkatop
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nonb3oBaTens Ha TepMuHane). Ecnm ero Tam ewé HeT, HaxxmuTe Sync Employee to

Device (CMHXpPOHN3MPOBATb COTPYAHMKA C YCTPONCTBOM).
4. Ha Step 2 (war 2) BbibepuTe Fingerprint (otneyatok nansua) nnu RFID Card (RFID-
KapTa).

5. Haxwmute Start Live Fingerprint Scan (Ha4yaTb CkaHMPOBaHMe OoTneYaTKa) 1
nonpocuTe COTPYAHUKA TPYXXAObI MPUIOXKNTb K TEPMUHANY OOUH U TOT Xe nanew, (v

NOAHEeCTUN KapTy).

Biometric Machine Enroliment

T magisar e ang

&, SELECTED EMPLOYEE + DIOMETHIC DEVICE

= MainGate (RSE202503115271

oo Kumar
L e

STEPT TERMINAL 1D & SYNG ST CAPTURE BIOMETRICS
SeRCT DIOMOUC TYDE 10 CapiLey By on T (erminst
Io) Errotied o this Terminal
Machine User ID #0002

This ampioyes is regisiered and reasty for bicmweric Copture

Korga TEPMUHAN NoATBEPANT permcTpaunio, COTPYAHUK CMOXXET OTMeYaTbCA. Kaxkgaa

OTMEeTKa NosIBNSeTCS Ha Ballen naHenn B Buae yBeOMJIEHNA B peaJibHOM BpeMeHN.

3arpysuTe oTMETKU, COXPaHEHHbIe Ha TepMUHane

Ecnun TEPMIMHAJ KaKOe-TO BpeMA Obin1 He B CETN, OH XPaHUT OTMETKN Y cebs. 3arpy3|/|Te nx,

Korga OH CHoBa byaeT B ceTu.

1. Haxxmute Data Download (3arpy3ka gaHHbix) = Download data from Devices

(3arpy3nTb AaHHbIe C YyCTPOWNCTB).

2. BbibepuTe ycTporicTBo B nose Device (ycTponcTso).
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3. Bbibepute gatbl: Today (cerogHs), Yesterday (Buepa), Last 7 days (nocnegHue 7
AHen), This month (3toT mecsu) nnu 3agante From (c) n To (no). 3a 0ANH pa3 MOXXHO

3arpy3unTb 8o 90 gHen.

4. OcTtaBbTe BKNOYEHHbIM Add to attendance automatically (aBTomatunyeckn

nobaBnaTh B noceLLaemMoCTb) UM OTKITIOUNTE, yTOobbI CHa4ana npoBePUTb OTMETKMN.

5. Haxmute Download punches (3arpy3untb oTmeTKW).

@ Al Branches F - Adtemin
Punches added to attendance

.
Dashboard  Device Sotup Grganization Time & Leave Data Download Repans Payrod Accoss Control  Account Holp & Sipport
1 Dasa Downivad
B3 autopay s mactive. Set up BUtbpay oF Choose 3 one-time subseription payment R biting
S Download from devices £ Rotresh & imporglag fie
P PRt Eorod o3 BIOMLHE GRvies Wto SRendane; 8.0. aiver i was ofikie
Bavice Dates Today = Yestorday  Lost7days  This month
7 i A « Online Fram To
B o2z 202 B 0ct22, 2026
Add to attendance automatically [ @)
£ 0logs imparted 1o HRMS successfully
G Downioad punches
Downloaded punches 1 © Addedto sttenaimce | &, Export

Amit Kumar Oct 72, 2026 308 PM Fangerpried Chack-in

Nmnoptupynte ¢pann XypHana TepMuHana

Ecnu TepMmnHan He MOXKET BbINTU B CETb, BbIFPY3UTE XypHan oTMeTOoK Yepe3 USB u

NMNOPTUPYINTE ero.

1. Haxxmute Data Download (3arpy3ka gaHHbix) = Import Biometric Machine Logs

(UMNOPT XXypHanoB 6UOMETPUYECKNX TEPMUHANOB).

2. B pa3pene Select Machine Log File (BbibepuTe dainn xxypHana) Bbibepute dann (.txt,

.Ccsv nnu .tsv) n Haxxmute Upload & Preview Logs (3arpy3nTb 1 NPOCMOTPETb XKypHan).

3. lMpoepbTe NpegnpocmoTp. MNonb3oBatenu co ctatycom Mapped (conocTtasrneH)
CBSA3aHbl C COTPYAHUKaMU; naeHTndumkatopbl co ctatycom Unmapped (He

COMOCTaB/1eH) MOKa HU C KeM He CBSA3aHbl.
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L

3apanTe From date (gata Havana) n To date (nata oKoOH4YaHMSA), 32 KOTOPbIE HYXXHO
paccynTaTb NoceLaemMocTb.

Haxxmute Confirm & Import Attendance (noarsepaunTb 1 UMMOPTUPOBATL

rnoceLiaemMocTb).

Hy>xeH Tapu¢: Data Download v nMnopT >xypHanoB TEPMUHANOB BXOAAT B
pacLUMpeHHble OTYETbI, KOTOpble MOTYT 6bITb 3a6/10KMPOBaHbI Ha MNAALLINX Tapudax.

[lobaBneHve TepMMHANoOB, CMHXPOHM3aLUS Nonb3oBaTeNen n perucTpaums pabotatroTt Ha
BCex Tapudax.
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09

YnpaBneHue eXxegHEeBHOI NOCELLLAeMOCTbIO

Tapud: Bce Tapudbl

Bce oTMeTKM — C BUOMETPUYECKUX TEPMUHANOB 1 U3 MOBUIBHOTO MPUIOXKEHNUST —
nonazatT Ha oAHY CTpaHuLy. Tam Bbl NpoBepsieTe AeHb, 0406psieTe OTMETKM U

ncnpasnsieTe oLWNO6KM Nepes pacyéTomM 3apnniaTol.

CerogHsILLHUA OeHb C NepBoro B3rnaaa

Bawa Dashboard (naHenb) noka3sbiBaeT, KTO CerofHs NPUCYTCTBYeT, OTCYTCTBYeT U
ono3sgan. B Recent Punches (nocnegHne oTMeTKN) Kaxkablil Npyxog, NosiBASETCS cpasy, a

orno3aaHnm4 BbloenAaTCA. KapTa MOKa3bIBa€T, OTKyOa NMPULLIIN MOOUNbHbIE OTMETKM.

Onsa nonHoro cnncka Haxxmute Time & Leave (Bpems 1 otnycka) — Attendance Process

(obpaboTka noceLaemMocTn).

PUNbLTPbI Ha CTPaHULLe NoceLlaeMocCcTun

CtpaHuua Attendance (noceLiaeMocCTb) OTKPbIBAETCHA Ha CerogHsAWwHeM gHe. KapTouku
BBepxy (Present — npucytcTeytoT, Absent — otcyTtcTBytoT, Late — ono3sganu, On leave —
B OTMYCKe) MOKa3bIBAKOT UTOMWN. HaXXMMTE Ha KapTOUKy, YTOObI MOKa3aTb TOIbKO 3TUX

nopen.

Hap Tabnuuen ectb aBa Habopa GunbLTPOB:

dunbTp YT1o nokasbiBaeT

All (Bce) / Present (npucyTctByioT) / Late CoTpyLoHMKOB MO CTaTyCy NoceLLaemMocTu

(ono3panu) / Absent (OTCyTCTBYHOT)
Pending (oxxunpgator) OTMeTKn, oxXunpatoLme Ballero ogobpeHms

Approved (ogobpeHbl) OTMeTKM, KOTopble Bbl y)ke ogobpunn
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dunbTp YT1Oo NnokasbiBaeT

GPS punches (GPS-oTmeTKnN) TONbKO OTMETKN 13 MOBUIbHOIO NPUIOXKEHNS C

MeCTOMOJ/IOXKEHNEM

aillReanive Q soarch fearures _ @ Al Branches

“_m-srn;rc: -
Doshboard  DevicaSetup - Organization ~  Time & Leave = DataDownload - Reports ©  Payrofl = Accoss Control  Account Holp & Support
ard Time & Leave
5 Autopay is mactive. Set up sutopay or choose 8 cne-time subseription payment. Riview biting
e Attendance 23 Refrosh & tmpont + Add Manuat Attendance
iy Chack-ing, blometric Iogs, regulirization requests and missing punches
EY Anendance @ Regularization @ Missing punches B My corrections
Pros Lats
7 2 2 & 1 o} =]
Today 7 Al Present Lote  Absent f.'-‘_ Pending  Approved @ GPSpunches 4 T Fiters @ 0 Map view & Expornt Q Search by name or 10,
Empaoyss 5 Che Punc Hau
B Sraat ot 18, 2026 O L ) 826 AM Late @ - @ ¢
KR _[f_:“"“__f‘” Oct 18, 2026 @ Present 41908 AM BGPS Gnime o ® 2
Ak Amittmar 0ct 18, 2026 @ Praseen 4 507 AM T B & g
AV Tf"_“_‘_\‘i”’"" Oct 18, 2026 @ Prosent 4 8103 AM Oniima @ ® 4
iy Meherdoanl Oct 18, 2026 @ Fresent 9103 AM | BGPS G time o-- ® 2
A f“,'l'.'_"'f T Ot 18, 2026 @ Presem 41 856 AM | BOPS Ontine o -- & 2
A f:i”" _"‘_‘"“’ Oct 18, 2026 @ Provent i3 6148 AM | BOPS ontme o ® &

HaxxmuTe Filters (unbTpbl), 4TOOLI BbIOPATb COTPYAHUKA UMW APYron Nepuoa, 3atem
HaxkxmuTe Apply (npumenunTs). Micnone3syinte All Branches (Bce ¢unmanbl) Ha BepxHen
naHenu, 4Ytobbl cMoTpeTb oanH dunuan. icnonbsynte Search by name or ID... (nonck no
nMmeHn nnu ID), yTobbl HAaNTK O4HOrO YenoBeka, 1 Export (3kcnopT), YTobbI CKavaTb

CNMnCOK.

Ha)xmuTe 3Ha4yoK rnasa B 11060 cTpoke, 4Tobbl oTKpbITL Attendance Details (cBegeHus o
noceLlaeMoCTu): BpeMsi NPUXOAA U yXo4a, UCNob30BaHHOE YCTPOMCTBO UK

MeCTOMoJIoXXeHne, CMeHy 1 Yacbl, a And MOOUbHbIX OTMETOK — q)OTO.

.

Hy>xeH Tapu¢: Ha mnaawmx tapndax ¢punbtp neprnoga orpaHnyeH ogHUM gHém. ns
MNpOCMOTpa LeIoro Mecsiua, roga Uiy Npon3BOIbHOrO Neproaa HyXeH Tapud ¢

pacLIMpeHHbIMU OTHETAMMU.

N

Opo6peHne OTMETOK

staffkhata.com/guide - 58 / 126



1. HaxwmwuTe Filters (unbtpbl), Bbibepute This Month (3ToT mecsu) B pa3gene Quick

Select (bbicTpbIn BbIGOP) M HaXxXMUTe Apply (MpyMeHNTb).
2. Haxxmunte Pending (oxxunaator).

3. Haxxmute Review (npoBepuTb) B CTPOKe. [poBepbTe BpeMs, MeCTOMOJIOXKeHNE U

¢doro.

4. Haxmwute Approve (0gobputb) n nogreepgute. Ytobbl OTKNOHUTbL OTMETKY, HAXXMUTE

Reject (OTKNOHUTb) 1 KPATKO YKAXNTE NPUUUNHY.

£ Attendance Details x
4y Meha Joshi © Present || Onfime | (3 Pending
Emplayes I0: ST-D008 Sat, OGt 17, 2026
Attendance Summary
+) Chackin [+ Check out Shift
856 AM = 807 PM = General Shift
office  On trme offica | On time
& #arod Bagn, Nww Demi @ Karot Bagn, New Demi

" -]

Kol Ba r,ﬁ: it
il BV 0~
ol bagh
+ Mgk, of bagh
ke Q) @ e 5

it Bagh Market|
sl

Device punches 2

< $56AM In Samiung Gatay A

WcnpaBneHne nponyLeHHOM OTMEeTKU yxoaa

Ecnu coTpyaHMK 3a6bin OTMETUTb YXO[, ero Yacbl paccynTaThb Henb3s. [lobaBbTe BpeMms

CaMu.

1. Hangute geHb. HangunTe cOTpyoHUKA NO MMEHW U, €C/TN 3TO He CerogHs, 3afanTe

nepwuog vepes Filters (bunurpol).

2. HaxmunTte 3Ha4oK KapaHgawa (Edit — nameHunTb) B 3TOM cTpoke. OTKpoeTcs Update

Manual Attendance (13MeHNTb NocCeLLaeMoCTb BPY4HYIO).

3. 3apante Punch Out Time (Bpems yxoga). OTmeTtsTe Next day (cnegyowiunin AeHsb),

eCcnn CoTpyAHUK paboTan nocne nNonyHouu.
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4. Haxmunte Update Attendance (06HOBUTL MoceLLL,aeMocTb). Ternepb Yacbl pacCUYUTaHbI.

Update Manual Attendance

Employes *
Imyan Shaich
ST-0004

Date * Shift *
O oct1z, 2026 General Shift (0900 = 18:00)
Punch In Time * Clear Punch Out Time

D 901 AM © 605 PM

.

CoseT: Ha Bknagke Missing punches (nponyLueHHble 0TMETKM) NepeymnciieHbl BCe, y KOro
eCTb Npuxof, HO HeT yxoAa (Mnn HaobopoT). HaxkmuTte Add missing check-out (no6asutb
NponyLLEeHHbIN yxon), BBeauTe BpemMs 1 HaxxmMuTe Save attendance (coxpaHutb
nocewiaemMocCTb).

N

Beop nocewaemoctu Bpy4Hyto (Manual Punch)

Ncnonb3ynTe 310, eCnn COTPYAHUK BOOOLLE He CMOr OTMETUTbLCH, Hanpumep 6bi Ha

Bble3ge.

1. Haxxmute Add Manual Attendance (no6aBuTb nocewaemMocTb Bpy4dHyto) uim Time &
Leave — Manual Punch (pyyHas otmeTka). OctaBbTe BbibpaHHbIM Single Punch

(ogHa oTmeTKa).
2. Bbibepute Employee (cotpyaHuk), Date (gata) u Shift (cmeHa).

3. Beegute Punch In Time (Bpems npuxopga) un, ecnu nssectHo, Punch Out Time (Bpems

yxopa).
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4. BblbepuTe Status (cTtaTyc): Present (npucytcteosan), Absent (otcytcTtBoBan), Half Day

(nongHs) unn Leave (otnyck). na Absent n Leave BpemMsi He HY>XHO.

5. MpwxenaHuu gobasbte Remark (Nnprumedanne) n Haxxmute Submit Attendance

(oTNpaBUTb NOCELLAEMOCTb).

OTMmeTKa cpa3y HecKonbKux coTpyaHukos (Bulk Manual
Punch)

1. Haxkmute Time & Leave (Bpems n otrnycka) = Bulk Manual Punch (maccosas pyyHas
oTMeTKa) unm nepekntoynteck Ha Bulk Manual Punch B dopme pyyHoro Beoaa

nocewaemMocCcTin.

2. B pa3gene Select Employees (BbibepuTe COTPYOHMKOB) OTMETbTE KaXKA0ro YyenioBeka

nnu Haxxmute Select All (BbibpaTb BCex).

3. 3apanTe Date (gata), Punch In Time (Bpems npuxoga) n Status (ctatyc). OctaBbTe
Shift (cmeHa) B 3Ha4eHun Auto / Profile Default (aBTo / no npodunio), 4TobbI

MCMNoJs1b30BaTb CO6CTBeHHyI-O CMeHY KaXXgoro.

4. MNpoepbTe cBoAKY 1 HaxkmuTe Record Bulk Punch (3anuncate maccoByto oTMeTKY).

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Seloct Employees * 2/ 9 Sebected Date * Shift
B Getis, 2026 Auito | Profile Detault
Q Fifter employees by name or 1D
Punchin Tima * Clest Punch Gut Time
© 900 AW @ Pick Time
Kavita flao

ST-0008
Status *

ha -!OBHI Present
Remark (optional)
Pocja Nair

ST-0005 Add remark,

Rabul Vierma
£T-0001

Sunita Patil

Cancel
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Opo6peHMe 3anpocoB Ha KOPPEKTUPOBKY

COpr,D,HVIKVI MOTYT NONPOCUTb NCMNPaBNTb CBOUN OTMETKWN B NMPUIOXKEHNN NN B BebO-

BEpCUK, yKa3aB GakTn4ecky oTpaboTaHHOe BpeMs 1 NMPUYKHY.

1. Haxxmute Time & Leave (Bpems 1 otrnycka) — Regularization (koppekTnpoBka) nnu
oTKponTe BkNaaky Regularization Ha cTpaHuue nocelwaemoctu. Korga ectb

OXXMngatoLLme 3anpochl, Ha BK1aKe 0TObpaxaeTcs Ux 4mcso.
2. MpoBepbTe 3anpoLLleHHOoe BPeMs 1 MPUYLHY.

3. Haxmute Approve (00obputb) nnmn Reject (0TknoHUTb). Y0661 06paboTaTh Cpasy

MHOTIO 3anpocoB, OTMETbTE UX U NMPUMEHNTE OOHO OEeNcTBmne Ko BCEM.

Mocne o406peHNst MoCeLLLaeMOoCTb COTPYAHUKA OOHOBNAETCS Ha 3aMNpPOLLEHHOE BpeMmsi.

e 0. Search featun ael & Gro o Admin .
g‘_n_? e Q Soarch features @ All Branches 4 Growth |15'days it o A aDtmnsTRATOR
Dashboard  Devica Sotup Grganization Time & Leave Data Downlaad Reparts Payros Accoss Control  Account Holp & Support
o Time & Leave
5 Mutopay is mactive. Set up Butopay of Choose 8 one-lime SUbSErption payment. Roview biing

Attendance

&3 Refrosh & import + Add Manuat Attendance
Dally chock-ing, blometric logs, regularization requests and missing punches.
£ Anendance | & newl-‘r_lzauon @ Missing punches B My corrections
{3 These tatals are for Oct 1, 2026, not 1oday.

= il o e 0 )

Dates: OC11, 2026 - Oct I, 2026 % 1 Resat

Oct1-0ct 31,2026 123 AN Present  Late:  Absem Al Pending  Approved 1 GPS punches 55 T Fiitars {0 Map view & Export Q1 Search by narme or 1D,

Employee
8 ,5;"!"‘;'_’“" 0ct 18, 2026 o Lo 5] 326 AM Lt @ @ &
KR f_‘f“,""‘_*‘“ Oct 18, 2026 @ Preseen < 9:08 AM | 9005 O e @ ®
A Amh Ko Oct 18, 2026 @ Prosern 5 807 AM on time - ® &
av .Ff_fm'_"':e""a Oct 18, 2026 © Pressna + 9:03 AM On time. [ @ F
L] NI""""JW" Oct 18, 2026 G Presemt A 9:03 AM | 80PE G b & @ &
5 T'_‘“_"f':‘___s;'“i"h Oct 18, 2026 @ Presers %) $:00 AM On time @ @ &
i sdand 0ct 18 2026 @ Presest +1 900 AM on e - @ 2
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10

Buabl 0OTNYCKOB, 3aiBKM Ha OTNYCK U
npasgHUKM

Tapud: Tapudbl ¢ 0OTNYCKaMn 1 NPa3gHNKaMU

OpAMH pas HacTpoKnTe BUAbI OTMYCKOB, AOCTYMHbIE COTPYAHMKAM, 1 CMINCOK NPa3AHUKOB.
Mocne 3TOro 3asBKM Ha OTMYCK, OCTATKM U MPa3gHUKN CaMy NONajatoT B yYET

MoceLLaeMOoCTL 1 pacyéT 3apnathl.

.

Hy>xeH Tapu¢: YnpasneHune oTnyckaMu 1 NpasgHnkamm MoxkeT bbiTb 3ab10KMPOBaHO Ha
Mnagwmnx Tapudax. Ecnm MeHo oTMedeHbl 3aMKOM, aKTyanbHble LieHbl 1 Tapudbl CM. B
pasgene Billing & Plan (onnata n Tapuo).

L

3apaiite BUAbl OTNYCKOB

Otrynbl (Casual), 6onbHnYHbIe (Sick), onnaymBaembin otnyck (Earned) n oTnyck no

b6epemeHHOCTU (Maternity) y>ke HacTpoeHbl. I3meHunTe nx nnn gobasbTte CBOW.

1. Haxmwute Organization (opraHusauuns) — Define Leave (Bugbl otnyckos). B cnncke
Leave types (Buabl OTNYCKOB) A8 KAXXA0r0 BUAA YKa3aHbl KOA, YMC10 JHEeN B roay,

YTO NPOUNCXOOUT C HEMCMOAb30BAHHLIMU AHAMW N HYXXHO N ogobpeHue.
2. Haxwmwnte Add Leave Type (0o6aBuTb B OTMyCKa).

3. 3anonHute popmy:

MapameTtp YT1o pnenaer

Name (Ha3BaHue) n Code (kopn) Hanpumep, «Compensatory Off» (oTryn 3a nepepaboTky) n

«CO». Oba nonga obasaTesnbHbI.

Days per year (gHein B rogy) CKoNbKO gHen B rogy nosny4vaeT Kaxablii COTPYOHUK.
Carry forward unused days BkntoyeHo: Hencnosb3oBaHHbIe AHW MepexoaaT Ha
(MepeHOCUTb HeMCNonNb30BaHHbIe AHWN) cnenyoLwmni rog. BelkoueHo: OHM CropatoT B KOHLLe rofa.
Needs approval (TpebyeT ogobpeHuns) BkntoueHo: Kaxayto 3asBKy JO/DKeH 0406puTb

HernocpeacTBEHHbIV pykoBoauTenb nnmn HR.
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MapameTp YTto penaet

Colour (uBeT) OTobpaxaeTcs B KafleHAapsAxX U Ha 3Ha4YKax OTMYCKOB.

4. Haxmunte Add Leave Type (0o6aBuTb BMA OTMyCKa).

Add Leave Type *

Haw many doys $1afl get each yens and how requedts are
mandied,

Name Code
Compansatory Off co
Days por year

08

Carry torward unused days
Dyt nottaken Ve 10 Hext yRar REEAG of WpEng

Beeds approval
The raprting managee or MR must apErove S3R reaues

Cotaur

Shown on Calendars and Mdve haoges.
00000000 -

® Companeatory Off

YT106bl UI3MEHUTbL NNK yoanuTb B, ncnonbsynte Edit (n3meHnTb) Unn Delete (ynanutb) B

ero CTpOKe.

lNMpoBepka ocTaTKoB OTNYCKOB (Leave Opening Entry)

1. Haxmute Time & Leave (Bpems 1 oTnycka) — Leave Opening Entry (HauanbHble

OCTaTKM OTMNYCKOB).

2. Ans Kaxgoro coTpyaHMKa v BUAa oTrnycka nokasaHol aHun Allowed (nonoxeHo), Used

(ncnonb3oBaHo) u Left (octanocsb), a Takxke Total left (Bcero octanoch).

3. CmeHuTe pUHAHCOBbIN rof, BBEpXy cieBa Un oTGuNbTpynTe No BUAY OTMYCKA,
dununany, otaeny Unm COTpyaHuky. Haxxmute Export (3kcnopr), 4Tobbl CkayaTb

Tabnuuy.
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4B Al Branches A ADMUNSTRATE
org me & Lonvo ~  Data Download ~  Raport Control  Account Holp & Suppont
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 ~ b All Departments &, AllEmployees
Leave balances @
® Casual Leave ® Sick Leave ® Eamed Leave ® Masermity Leave ® Compersatory Off

Empioyee Msowed Used Lot Alitrared UViea Left Anawed Used Left Alkrarad 1 Whed Leht Agwed Used Left Todal lefl

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

BN 12 ] 12 12 1 15 0 15 90 20 6 & 135

byt 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 o 8 138

!:".'".".s.":f.'?‘": P 12 o 12 12 g 12 15 o 15 20 0 20 6 o 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 50 50 5 6 135

e, o Tacrcrsar: Herd 12 0 12 12 o 12 15 0 15 20 %0 ] ] 8 135

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

Kak coTpyaHMKM NogaloT 3asBKY Ha OTMYCK

COTpyAHUKM BXOAAT CO CBOMMM MOYTON 1 NaposieM — B Beb-Bepcuu No agpecy

https://attendance.staffkhata.com vnn B npunoxeHun Staff Khata (Bknagka Leave —

oTnyck). OHn oTKpbiBaloT Apply Leave (nogatb 3a8BKy Ha OTNYCK), BUAAT OCTATOK MO
KaXXaoMy BMAY OTMYCKa, BbIOMPAIOT BUA, N AaTbl, YKa3blBAKOT NPUYNHY N OTNPABNSAIOT

3aABKy. 3aTeM 3asBKa OXunaaeT ofobpeHus.

OdopmneHmne OTNyCKa 3a COTPYAHUKaA

|_|pI/IFO£I,I/ITCF|, ecsin COTPYAHUK coobLmn o 6onesHu no Teﬂe(I)OHy N He Nonb3yeTCcHd

NPUNTOXXEHNEM.

1. Haxxmute Time & Leave (Bpems 1 otnycka) — Leave Application (3asBKK Ha OTNycK).
2. Haxmute Apply leave (opopmMuTb OTNYyCK).

3. Bbibepute Employee (coTpyaHuK), 3aTem Leave type (BuA OTnycka). PAAoM € KaxabiM

BMOOM MoOKa3aH OCTaTOK gHeW.
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4. BblbepuTte One day (oguH geHb), Half a day (nongHs) nnu Several days (Heckonbko

LHEeN) 1 yKakute gaty unm gatbl.

5. HobasbTe Reason (npuynHa). B pasgene Also notify (Takxe yBegoMUTb) MOXHO

Bbl6paTh, KOro NPOMHPOPMMPOBATH.

6. Haxmute Apply leave (opopmutb oTnyck).

Casual Leave (10 remaining]

.
B 26 0c1 2026

Netfy Mansbars - OM
Search & seloct members...

Mudacs >
Famiy tunction i Japur

Opo6peHne nnn oTK/IOHeHMe OTNyCcKa

1. Haxxmute Time & Leave (Bpems 1 otrnycka) — Leave Application (3asBK1 Ha OTNycK).
Pa3nen Leave requests (3asiBKM Ha OTMNYCK) OTKpbIBaeTcs Ha Bki1aake Pending

(oxknpator).

2. HaxxmuTte Review (nposepuTb) B 3asBKe. [1poBepbTe BUA OTNYCKA, AaTbl, YNCIO AHEN

N NPUYHY.

3. Haxmute Approve (00o6putb) nnm Reject (0TkNoHMTL) 1 NoaTBEpPAUTE.
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Beason

Family function in Jaipur

Ha Bknagkax Approved (ogobpeHbi), Rejected (oTknoHeHbl) n All (Bce) xpaHuTca nctopus.

PelLueHne MOXHO U3MEHWUTb 1 NO3Xe B CBeAeHUAX O 3asABKe.

[ob6aBbTe npasgHNKN

MNpa3aHNKM 0TOBPAXKAKTCSA B KaneHaapsax U MCNob3yTCs B OTYETAX O MOCELLAEMOCTMN.

EbICTpee BCEro Ha4atb C UMIMOPTa CBOEro Crncka.

NMnopT us Tabnuubl

1. Haxkmute Organization (opraHu3sauus) — Define Holiday (npa3gHukn).
2. Haxmute Import (nmnopr).

3. B pa3gene Need A Template (Hy>keH wabnoH) Haxmute CSV nnu Excel, 4tobbl
ckavaTb obpaszeu,. B HEM Tpu cTonbua: Holiday Name (Ha3BaHue npa3gHuka), Type
(Tun: Full Day — nonHbin geHb nnn Half Day — nongHs) u Date (nata B popmate DD-
MM-YYYY).

4. 3anonHuTe ero, 3aTem nepetawmuTe Gan B OKHO UMK HAXMUTE, 4TOoObI BbIOpaTh ero.

MopxopaT pannel CSV, XLS n XLSX pasmepom Ao 2 Mb.

5. Haxmute Import (nmnopt). Bce npa3aHunkn 6yayT aobasneHbl cpasy.
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HobaBneHne ogHOro rnpasgHuKa

1. Ha ctpaHuue Define Holiday HaxxmuTe Add Holiday (0o6aBuTb npasgHumk).

2. Beegute Name (Ha3BaHue), BbibepuTe Date (nata) n ykaxxute Full day (nonHbin geHb)

nnun Half day (nongHs). Description (onncaHne) — Heobsi3aTeNbHO.

3. Haxmute Add Holiday (no6aBuTb npasgHuk).

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)

staffkhata.com/guide - 68 / 126



MNMpocmaTpurBanTe CNUCOK Ha BKNagkax Upcoming (Npenctoswme), Past (npoweplune) n

All (Bce), a onsa nsmeHeHns ncnonbsynte Edit (n3meHunTb) nnn Delete (yoanuTb) B CTpOKe.
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1

3apnaTa, pac4éTHble JINCTKU N aBaHCbl

Tapud: Tapndbl ¢ pacyéTom 3apnnaThbl

Staff Khata paccunTbiBaeT kaxkayto 3apniaTy No NoceLLaeMocTy, OTNyCcKaMm, NPasaHNKaM U
OMO34aHUsAM, MO3TOMY TabnuLbl BaM He HYXHbl. HacTpoiTe BCE 0AMH pa3, a 3aTeMm

paCC‘-II/ITbIBaVITe 3apnsiarty KaXkObl MeCsL, B HECKOMbKO K/TMKOB.

(
Hy>xeH Tapu¢: 1na pacyérta 3apnnatbl Hy>XeH naaTHbI Tapud ¢ 3Ton GyHKumen. Ecnm
mMeHto Payroll (3apnnata) 3abnoknpoBaHo, akTyanbHble Tapudbl cM. B pa3gene Billing &
Plan (onnata n tapud).

L

3apaniTe pac4y€THbIN nepuopa u obsisaTtesnibHble yaep>XXaHus

DTN HAaCTPOMKM NPUMEHSIOTCSH K KaXXOOMY PacyéTty 3apnaThl.

1. Haxxmwute Organization (opraHusaumsa) = Company (KOMMNaHns), 3aTeM OTKpouTe

Bknagky Payroll & Tax (3apnnaTa v Hanoru).

2. B pasgene Salary Cycle Period (pacuétHbii nepuoa) 3agante Period Start Day (aeHb
Haydana) n Period End Day (oeHb okoH4YaHuS). BBeaunTe 0 Kak AeHb OKOHYaHUS, YTOObI

3TO 6blN NOCNeAHNN AeHb MecsLua.

3. B pa3gene Statutory Deductions & Contributions (06s13aTenbHble yaepXXaHus u

B3HOCbI) BK/TIOYNTE TO, YTO OTHOCUTCH K BaM.

4. Haxmunte Save Changes (COXpaHUTb U3MEHeHUs).
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Time & Loave Data Download Reparts

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

Company Settings

Manage your company preforences, aftendance rules, payroll, and policies

@ Company Profile

@ Al Branches 4 Growtn syt [TARY Wb S

Accoss Conral  Account Halp & Suppert

Roview bifing

D Reset

Salary Cycle Period
Define manthiy salary eaicutation start date
PERIOD START DAY PERIOD END DAY 02 £ of kv
' Jaurney Tracker
1 o
@ Payroll & Tax
Day ot day
@ Locakization
0 Not
atutary Deductions &
[ o} Jant Fund (PF)
£ My Profile E5l {Employee State insurance)
nable E3) contributions for sligible saiary Baackeds.
PF (Provident Fund) o©
Gratuity Liability
FF CONTRIEUTION % 51 CONTRIBUTION %
12 % 278 %
You have unsaved changes Discard B Save Changes

- Financial Year Dafinition

MapameTtp

ESI (Employee State Insurance)
(rocymapcTBeHHOe CTpaxoBaHve
paboTHMKOB)

PF (Provident Fund) (neHC1MOHHbI
¢oHp)

Gratuity Liability (o6s3atenbctea no

BbIXOAHOMY N0oCcobuto)

Financial Year Start / End (Hauyano/

KoHeL, dMHAHCOBOro roaa)

YTto penaert

Hob6asnset B3HOCHI ESI gna noaxoasaLwumx 3aprnat. CTaBka
3apaétcsa B none ESI Contribution % (npoueHT B3HOCa ESI).

Jobasnset yoepxxaHus EPF n BcTpeyHble B3HOChI
pabotogatens. CtaBka 3agaétca B none PF Contribution %
(npoueHT B3HOCa PF), 06bI4HO 12.

YuuTtblBaeT exerogHole pe3epBbl Ha BbIXOOHOE nocobue.

Fof, cnonb3yemblit 4ns GUHAHCOBOWN OTYETHOCTM.

HasHaubTe CTPYKTYypy 3apniaTbl

YT06bI paccumTaTh 3apnnaTy, y KaX40ro COTpyaHMKa AoMKHa ObITb CTPYKTYpa 3apnnaTbl.
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1. HaxwmwuTte Payroll (3apnnarta) — Salary Management (yrnpasneHue 3apnnatamu). Bce
COTPYAHUKM nepeyvnciieHbl C PaCHETHbIM NEPUOAOM, HAYNCIEHUAMU, YAEPXAHUAMN,
CyMMOW K Bbinnaate 1 rogosbiM CTC (MOAHOM CTOMMOCTbLIO COTPYAHMKA AN

KOMMaHuN).

2. HaxmuTe 3Ha4YOK pefaKTUpoBaHNSA B CTPOKe cOTpyaHMKa nnmn Assign Salary

Structure (Ha3HauYNTb CTPYKTYpPY 3apnnaTbl) AN HOBOTO COTPYAHMKA.

3. Bbibepute Payroll Cycle (nepuog seinnat: Monthly Cycle — exemecauHo nnu Weekly
Cycle — exxeHepnenbHO) 1 Salary Type (Tun 3apnnartbl: Fixed — durkcmpoBaHHas,

Variable — nepemeHHas nnn Commission Based — Ha komuccumn).

4. 3anonHute Earnings (Hauncnenuns): Basic Salary (oknag), HRA OknnuwHaa Hapgbaska),
Conveyance (TpaHcrnopTHasa Hagbaska), Medical Allowance (MegnumHckas HagbaBka)

n Other Allowance (npoyne Hag6aBKuM).

5. 3anonHute Deductions (yoepxxaHus), Hanpumep PF, ESI n Professional Tax

(npodeccnoHanbHbI Hanor). ESI MOXXHO MOKa3biBaTb 06LLEl CyMMOW Ux pa3aenbHo.

6. OTtmetbTe Show CTC in Payslip (noka3sbiBate CTC B pac4éTHOM NNCTKE), ecnu

COTPYAHUK OOJDKEH BUAETb CBOK ro4oBYH CTOMMOCTb AJ1A KOMIMaHNN.

7. HaxxmuTe Save Salary Structure (coxpaHuTtb CTpyKTYypy 3apnnatbl) unn Update Salary

Structure (06HOBUTb CTPYKTYpY 3apnnaThbl).

Mo mepe BBOAA BHU3Y oTobpaxkatoTcst utoru: Total Earnings (Bcero HauncneHo), Total

Deductions (Bcero yoepxxaHo), Net Take-Home (Ha pykun) u Annual CTC (rogoson CTC).
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5 Edit Salary Structure — Rahul Verma

iy a¢tien ermoioyees am $50un  Pyroll Cyche
Monthly Cyele - B Show CTC in Paysip

(D) Editing extsting salary for Rahul Verma (5T-0001 - Superviser

* EARNINGS Tetak 135,000 o DEDUCTIONS  Combined S Separain 51

PF (Emplayes)

TOTAL EARINGE TOTAL DECUCTIONS MUAL ETE

¥38,000 2 ¥37,998 456,000 1y

.

CoseT: 5Ty GopMy TakxKe MOXXHO OTKpPbITb 13 Organization — Employee List: oTkponTe
MEeHI0 CTPOKU COTPYAHMKA N HaxkmuTe Assign / View Salary (HazHaunTb/nocMoTpeTb
3apnnary).

N

PacuyéTt mecssiuHOM 3apnnaTbl

1. HaxwmwuTte Payroll (3apnnarta) — Run Payroll (paccuntaTs 3apnnary).
2. BbibepuTe mecsy 1 rog BBepxy Tabnuubl.

3. Haxxmute Bulk Generate (MaccoBbil pacyéT), Bbibepute Department (otgen),
npoBepbTe MecsL, 1 rog n Haxmute Generate Bulk Payroll (paccuntaTe 3apnnaty ans

BCex). [ToBTOpUTE ANA KaXXOoro otaena.
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Bulk Generate Department Payroll

Departmen *
Production

Maatn

YTobbl paccumTaTh 3apnnaTy Toflbko ogHOMY Yenoseky, Haxxmute Add Payroll (no6asutb

pacyéT) n BbibepuTe COTPYAHUKA.

Ha>kmuTte More Columns (6onbLue ctonbuos), 4Tobbl yBuaeTb paboune aHn, aHM 6e3
coxpaHeHus onnatbl (LOP), exxeHedenbHble BbIXOAHbIE, MPA3aHUKN 1 OMlayMBaemMble

OTnycCKa, N3 KOTOPbIX CKJ1agblBa€TCA Ka>XKOaA 3aprJsiaTa.

senre € Soarch featunos. LR & Al Branches o oa Mdmin ;
WKH!\T!\ o ADMUSTRATOR
Dashboard  Device Sotup Crganization Time & Leave Data Download Reparts. Payrofl = Accoss Control  Account Halp & Suppert

@ » Dastboard © Run Payrol

3 Autopay ks inactive. Set up awtepay 6r choose a cne-time subseripts ment. Roview bifing
opay P pay
A P Payroll O Refresh | & Export || T Filters A Bulk Ganorate m
W Genorate, review, edit, and settle mi [ 3 , and statutory
Total Net Payrol Tetal Deuss Emrings Statutor Dedustions
a1 & g = " %
¥1,28,200 ¥1,45,000 716,800
—_—
[ Employee Payroll Records = — Less Coumns Saptember v 2020 v O Search employees by name
EMP NET PAID UNPAID WEEKLY BASIC OTHER TOTAL L PROF,  TOTAL
EMPLOYEE = AL ARY STATUS ATTEND. Log HOLIDAY b et o ey HEA cowvevanee  mepicar Rl RS m B Tax a0
":"f"" & 2;;, 32,160 © UNSETTLED 1] o o o 0 & TRZO00  FEEOD  FLOOO v1280 1350 35,000 tied0 t0 w200 2840
Imean Shaikh -
P & 2004 20,3523 O UNSETTLED 2 1 o a a 0 Tlapi0  ES000 K100 v1250 vss 23,004 wiesn  re 200 2,046.67
Sunita Pati 7=
ey & o003 T23,488.67 @ UNSETTLED 14 o3 ] 0 0 [ 6000 PO400  FL000 s 750 26,000 Tew w20 2.553.03
At Kumae sT-
Macrern & o002 LD @ UNSETTLED u o o L] L] L] 14,000 75,800 11,600 1250 550 23,000 rLAE0 LU 200 1880
o x, 31120 G UNSETTLED n 3 ] o 9 1 y THMODO  FmEGO  r1600 71,250 TL550 138,000 23 TURE U e

Mesamwip? % Support +9179820 72270 R Helplow +81 7066706840 [ Emad sccoonBatafichatacom  © 2026 Seaff Khat - Anendance Control Platiorm
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WNcnpaBneHue u BbinnaTa

YT06bl U3MEHUTb CyMMY, OTPeOaKTUPYNTe CTPOKY pacyéta coTpygHuka. B Edit
Monthly Payroll (nv3meHUTb Mecsa4HbIN pacyéTr) HaxxmuTe Save Draft (coxpaHuTb
YepPHOBWK), YTOObI OCTaBUTb PACYET OTKPbLITbIM, UK Settle & Save (BbinnaTUTb U

COXpa HUTb) NOcC/e BbINAaThbl.

YT06bI OTMETUTL CPa3y MHOMO 3apnJaT KaK BblNla4eHHble, OTMETbTE CTPOKU U

HakmuTe Settle Selected (BbinnatuTb BblIbpaHHbIE).

Ncnonb3ynTe Export (3kcnopT), 4Tobbl ckadaTb Mecsu, B popmate Excel nnn PDF.

MpocMoTp N ckauynBaHME PACHETHbIX JINCTKOB

HaxxmuTe Payslip (pac4€THbIN NMNCTOK) B CTPOKe COTPYAHMKA. B NcTKe yKa3aHbl BaLl
NoroTun, CBOAKa NnoceLaeMocCcTy, HaunucneHns, yaepXaHus, BO3MeLLEeHNS pacxoaoB 1
CYMMa K BbInaTe Nponncbio. Takke NoKa3aHo, Kak NpUMeHsiach NonnTnka paboyero

BPEMEHU: OMO3[aHWSA, PaHHME YXOAbl U YAePXaHWS MO NONUTHKE.

HaxxmuTte Download PDF (ckayaTb PDF), 4to6bl COXpaHnTb ANCTOK, nnn Print (neyats). C
nomolLubto Show Annual CTC (nokasaTb rogosou CTC) / Hide Annual CTC (ckpbiTb

rogoBon CTC) BbibepuTe, oTobpaxatb nu CTC.

-
iy Q0 Soarch feature .k & Al Branches & Growtn (sduysin RGN W v T,

Dashboard  Device Setup Crganization Time & Loave Data Download Reparts Payroll Access Control  Account Heolp & Support

PN-FOSE
e icia
Generated: 18 Ocicbe 128

Sharma Textiles Pvt Ltd Rahul Verma
ot A2, Sachae 83 Mok, U Srsdesh 31 Supervies

mik ok o man] o tmais it (g s
Office Time Policy:  S1andaed Otice Paliey ates: 1 Eay Eres:1 F s 0 Days
% EARNINGS = DEDUCTIONS
24, 500.00 PF (Employe 2,850.00
9,600.00 FF (Employesd (Ex 20.00
1,600.00 E v0.00
,250.00 5 {Empiy *0.00
7155000 E34 (Emplayee) (e .00
000 Professsonal T 200,00
Totsl Earméngs. 38,000.00 LOF Dea * £3,800.00
Totst Deductions 6,880.00

ol Annual Cost fo Company {GTC) T4,56,000.00/

¥31,120.00
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COTpYyAHMKM CO BXOAOM B CUCTEMY BUAAT CBOM NNCTKX B pa3gene My Payslips (Mowu

pacyéTHble NucTkn). Cm. CamoobcnyKnBaHme COTRYAHUKOB.

ABaHCbl U1 BO3MeLLeHA pacxoaos

3anuinTe aBaHC

1. Haxxmute Payroll (3apnnarta) - Add Advance (8o6aBuTb aBaHC).

2. Bbibepute Employee (coTpynHuk), BBegmute Amount (cymma) 1 Reason / Description

(npnynHa/onucanHue), Bbibepute Month (mecsu) n Year (rog).

3. HaxxmunTte Save Advance (coxpaHuTb aBaHC).

& Add Salary Advance

[ Diwali festival advance]

Manth *
Detober

3anuwmnTe BoO3MeLLeHne pacxoaos

1. Haxmure Payroll (3apnnata) - Add Reimbursement (2o6aBuTb Bo3meLleHue).
2. BblbepuTe coTpyAHMKa, BBEAUTE CYMMY, MPUYNHY, MECSL, U FOA,.

3. MpunoxunTte yek B pasgene Supporting Document / Bill (nogreep>xgatoLmnia

AOKyMeHT/4ek): PDF, JPG, PNG nnu DOC pa3smepom go 2 Mb. Yek obsasateneH.

4. Haxmunte Submit Claim (oTnpasuTb 3a8BKY).
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O.u,o6peH|/|e, BbiMnJsiaTa U ned4atb KBUTaHLUUNN

OtkponTte Payroll = Advances & Reimbursements (aBaHCbl 1 Bo3MeLLeHNS), YTOObI
yBMAETb BCe aBaHChI 1 3asiBKW, BK/1IOYAs OTAPaBAEeHHble COTPYAHUKAaMU U3 MOBUIbHOTO
npunoxeHnsa. OTKporTe 3anuncb, YTo6bl HaXXaTb Approve (ogobputb) unu Reject
(OTKIOHUTBL), @ Nocsie BbinnaTbl — Settle Request (3akpbIThb 3a8BKy). HaxkmuTe Generate
Slip (co3paTb KBMTaHLMIO), YTOObLI MNOMYYNTb KBUTAHLUMIO O BO3MELLEHNM, KOTOPYH MOXHO

ckayaTtb B PDF.

Weekly Pay Process

[na coTpyOHMKOB C eXeHeaeNbHOW ONnaTon 3aganTe B CTPYKType 3apnnaTtsel Payroll Cycle
(nepuog ebinnaT) = Weekly Cycle (exxeHegenbHo0). 34ecCb MOKa3bIBAKOTCSA TONbKO 3TK

COTPYOHUKMN.

1. Haxxmute Payroll (3apnnata) - Weekly Pay Process (HegenbHbIn pacyerT).
2. BbibepuTte Hegento.

3. Haxmute Generate Weekly (paccuntaTb 3a Hegenio) ons 0gHOro COTpyaHMKa Nn
Bulk Department (Bect otaen) = Run Bulk Process (3anycTTb MacCoBbI PacyéT)

019 Lienioro otaena.

4. OTkporte Weekly Payslip (HegenbHbIn pac4€THbIN NTNCTOK), YTO6bI CKayaTb PDF,

HaneyaTtaTb (Print) unu oTnpaBnTb COTPYAHUKY no noyte (Send Email).

5. OTmeTbTe BbiNsayeHHble CTPOKN 1N HaxxmuTe Settle Selected (Bbinnatutb

BblOpaHHbIe).
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12
OT4YéETbI O NOCELLAEMOCTU U FOCYAAPCTBEHHbIE
peecTpbl

Tapud: Bce Tapudbl

B Staff Khata 6onee TpngLat OTYETOB — OT CErogHsLLHENn noceL,aeMocT 4o
06513aTeNbHbIX PEeCcTPOB, KOTOPble 3anpaLlnBaeT NHCMEKTopP. JTIO60N OTHET MOXHO

oTGUNBTPOBaTb, MOCMOTPETH B BUAE FOTOBOMO K NMeYaTu JINCTa U SKCNMOPTUPOBATb.

(
Hy>eH Tapu¢: [lHeBHOI OTUET AOCTyNeH Ha Bcex Tapudax. Ansg HeaenbHbIX, MECAYHbIX U
rogoBbIx oT4éTOB, Attendance Calendar, Al Analysis n apyrnx noagpo6HbIX OTHETOB HYXeH
naaTHbIN Tapud € paclumpeHHbIMKN oTYéTamu. Ans Government Reports Takke HyXeH
pacyéT 3apnnatbl. AKTyanbHble Tapudbl cM. B pa3gene Billing & Plan (onnata n Tapud).

Haungute oTyér

1. Haxxmute Reports (oT4étbl) — All reports (Bce oT4éTbI). OTUETLI CrpyNNUPOBaHbI MO
TOMY, YTO Bbl XOTUTE Y3HaTb: AHEBHbIE N NEPUOANYECKME, NOCELLLAEMOCTb,
HapyLLeHNs BpemMeHU, 0cobble AHWN, KOMaHAbl, OTMYCKa, YCTPOWCTBA U COOTBETCTBUE

TpeboBaHUAM.

2. BBeguTte TEKCT B Nose NOUCKA, YTOObI CYy3UTb CMNNCOK. Hanpmmep, BBeguTe late, YTOObI

YyBUOETb BCe OTYETbI 06 0No3aaHusX.
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@ All Branches

A

Adrmin -
» ADMBISTRATOR

Dashbodrd ot o Reports '~ Payrofl - Accoss Control  Account Halp & Support
»
Daily & periodic
Attendance for a day, week, montn or year
gy Dy repon g Wesi roport s gy Momnly summary
Performance, in-out, oatalls and department views for one day of @ range Week-by-week attendance and hows Month performance sheet, in-cut and totals pe

o Yoarly report ) mindanca cianar
Towehve-manth nel tr Each amployes's manth 3¢ 3 calendar grig
Attendance
Whi came, wh VL. and when
Attendance lo Preent | absent ) Lute comers
@ J 57 Kl @
Jatalied pURCH-in ant punch-aul reconds Prasent and absant employees for a period ate arrivats with hos
s Overtime » Manual attendance »
O & erave viiis o e I e rien acion s o b
ng ug
[ Early departures & ldeZeaty
Leaving bofore shift eng Both late ir
s Mis nches Al i
bid _ ) e

Special days & performance
Holidoys, weekiy offs and absence pattems

5 ?roseﬂ\ an hellday » & ?nmm on weekly off

L Dadly time record summary
\riendance on comparty halidays Anendance on weekly off days Werk days, absences, e

IHEeBHOW OTYET

1. Haxxmute Reports (otuétbl) — Daily (aHeBHON).

2. Bbibepute Tvn oT4éTa (Hanpumep, Performance — nokasartenu, Late Arrival —
ono3gaHus, Absent — otcytcTBytowme nnu Missing Punch — nponytieHHble
OTMETKM), AaTy U KOro BKIKYUTL: Gunmansl, oTaenbl, AOMKHOCTM UKW OTAEMbHbIX

COTPYOHWKOB.

3. HaxxmuTe View Report (mokasaTtb OTUET).
B pesynbraTe:

CTpenkamMu psigoM C JaTol nepexoanTe Ha AeHb Ha3ag nav Bnepés.

Haxxmute All (Bce), Present (npucytcTBytoT), Late (ono3ganu) nnn Absent

(OTCYTCTBYIOT), 4TOObI OTOUIBTPOBATD.

HaxxmuTte Sheet (n1cT) A4519 roTOBOro K ne4yaT MakeTa C Ha3BaHMeM KOMMaHuu,
AATON, BpeMeHeM Mpuxoaa 1 yxoaa 1 oTpaboTaHHbIMMN YacaMuy KaXKAoro COTPYAHMKA.

Haxkmute Table (Tabnuua), 4Tobbl BEPHYTHCS.

MeHsanTe TUN OTYETa B packpbiBalOWEMCA CMCKE BBEPXY CJieBa, HE BO3BPalLllaAaAChb

Hasag,.
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uillRentive a
fleaunme

Dashboard  Device Sotup

Dastboard » Alireports o Daly o Resull

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

Performance

Daity attendance report

~ Performance

£ DAILY PERFORMANCE REPORT A3 Prosent  Late  Absent

Pesiod: 16 0ct 2026

DALY PERFORMANCE REPORT [10/10/2022)

1 e Shiwing 1-9 of @ recoids

Data Download

i G o Admin v
@ Al Branches & Growth [15'daye kit [ A AOMNISTRATOR

Reports Payrot Accoss Contral  Account Holp & Support
Raview biting

€ Change filters < Refrosn mT-ale B sheet
¢ | Fi,0ct16,2026 >

T Fiers @ & Expart

[ Excel | &, POF
Pay %
o Expandshest = Fitwidth  W00% @ 100% @

Sharma Textiles Pvt Ltd
Foport Date : M/TOF200E DAILY PERFORMANCE REPORT Brint Date : 1012026
& ] [—— Luts: 0 rov
Empiayee Snin o Work Lot | Eary Device | Device
$Ma. | Emp. Coda W Depastmant Dosignation | Shift | $hiftIn e | T [ ST Our. or By ay | T pog o
ADM- Uritnown
i A8 hciminy e ssmn | o5 | sooam | ecoem | sozam | eoaem | enoam ooz | - S o
2| stoon Ratut Varms | Producton arioves | 65 | wooam | eooem | wssam | eorem | onoss [oooe | - - [ocesemn [ es5-01 | msso;a
3 | stoeez FECT W [— emioros | 65 | 300AM | B00PM | 901AM | 656PM | BhoSa | 0005 - [ oeeseet | mES-02 | mEsoon
4| 510000 Suntafast | Productien ampioyes | G5 | ooan [ eooem [ asoam | e20em | onzem Jooza| - - [ oeesect | w5501 | msso;n
s | 510004 Irean Shakh | Praduction amgioyee | G5 | S0CAM | 500PM | 848AM | G07PM | ohise |oc1s | - poesent | RSS-01 | RSS-01
5 | sreens Posga ax Fragucten empayes | 05 | sooam [ sooem [ soram | saeem [ mnemm | - - aam [ oreens [ mss-01 | mss-m0
7 | sro00e KavitaRas Husan Resurces. emgioyoe | 05 | G00AM | G00PM | - - - . - Avse | RSS-01 | Rss-01
[r—

8 | sroo0? Mo benta | 108 amgioyee | 05 | socam | scoem | Bsaam | eorem | enidm |ooaa | - present | RES-01 | WES-01
e Neba joshi | Human Resources empioyes | 05 | S00AM | S.00PM | 853AM | 604PM | On1lm | 0021 | - poesens | RS5-01 | wsse01

HepenbHble, MeCAAYHbIe N rofoBble OTYETbI

OHM paboTaloT OAMHAKOBO: BbibeprTe MepuoL, YKaXKnTe, KOro BKIOYNTb, U MPUMeEHMUTE

bnnetp.

1. Haxmwute Reports (0T4éTbl) = Monthly (MecsuHbIn).

2. BbibepuTe Mecsu, YKaxuTe, KOro BKNoUUTb, 1 Haxxmute Apply Filter (npumeHnTb

bnnetp).

3. CmMeHWnTe OTYET B pacKpbIBalOLLLEEMCH CNUCKe BBEPXY. [Tone3Hble OTYETDI:

OTuéT

Performance (nokasaTtenu)

Attendance With Status

(noceLaeMoCTb CO CTaTyCcOM)

Muster Book (TabenbHas

KHUra)

YTO nokasbiBaeTt

OHun NPUCYTCTBUA, NPa3OHNKN, eXXeHeleSibHble€ BbIXO4HbIE,
OTCYTCTBUA, YaCbl OMNo34aHu 1 onaavYnBaeMble AHW KaXKaoro

COTPyOHWKa No AHAM.

MecsL, Kaykaoro YenoBeka, OAMnH CTaTyC Ha AeHb.

FoToBbI Tabenb NOCELL,AEMOCTH B YCTAHOBIIEHHO 3aKOHOM dopMe.
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OTuéT Y10 NnokasbiBaeTt

OT Summary (cBoaka

CBepxypouyHble Yachl 3a MecsiLl.

CBEPXYPOYUHbIX)
Leave Details (cBegeHus o6 OTnycka, B3ATble 3a MecALl.
OTMycKax)
" S @ miscies & A Mion -
Dashboard  Device Sotup Qrganization Time & Loave Data Download Reports. Payroll Accoss Control  Account Holp & Support
¥ Result
Perfnm'tance 4 Change fiters £ Rofrash = Summary B Sheet

~ Performance

Performance

Peciod: Dct 2026

@ veer. — @) DESI0: Administration @ PouCY: Standard Office Policy

] - - - " H
a Production @ Supervises [c] Standard Otfice Policy
ar-pee1 Watt era
o = oa - " o o o
FHTns—— - i
.— o .
- - - - - - P -

Attendance Calendar

¢ | Seplember 2028 >

7 Fiors: @) & Expart

ow: 8 v Y2 >

B monNTH o:?mu

s s —
» aean
- - »
B et 2026
sy Wy Outim
£ i
" » u 3 *

Ha>kmuTe Reports (oTuétbl) = Attendance Calendar (kaneHgapb noceLaemocTu), 4Tobbl

yBUAETb MecsiL, B BUAe KaneHgaps. Mepekntoyvantecb mexay Bugamm Cards (KapTouku),

Matrix (MaTpuua) n Sheet (nuct) n punbTpynTe NO oTAENY UK COTPYOHUKY. KaneHaapb

NMOKa3blBae€T, KTO OMNa3abiBaJi, OTCYyTCTBOBAJ1 UK 6pan OTNnycCK.

Government Reports

1. Haxxmunte Reports (oT4éTbl) = Government Reports (rocynapcTBeHHbIE OTYETHI).

2. N3meHunTe oatbl BBEpXY. Bce peecTpbl 06HOBATCSA 3a 3TOT NepUOA.
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3. BblbepuTe peecTp 13 cnucka.

Peectp

Muster Roll (tabenb yuérta)

Register of Adult Workers (peectp

B3POC/IbIX PabOTHUKOB)

Leave with Wages Register (peectp

ornjla4ymBaemMblIx OTI'IyCKOB)

Register of Wages (peecTtp 3apaboTHoM

nnatbl)

dopma  3aKoH
Form 25 Factories Act, 1948 (3akoH o pabpukax)

Form B Factories Act, 1948 (3akoH o ¢pabpukax)

Form D  Factories Act, 1948 (3akoH o ¢pabpurkax)

Form I Payment of Wages Act, 1936 (3akoH o

BbInsaTe 3apaboTHON NNaTbl)

Register of Workmen (peecTp pabouux) Form Contract Labour Act, 1970 (3akoH o

ESI Register (peectp ESI)

XIII [OroBOpHOM Tpyae)

Form 6 ESI Act, 1948 (3akoH 06 ESI)

Muster Roll noka3sbiBaeT BpemMsi Npuxoaa, OTCYTCTBUSA, OTMNYCKa U eXXeHeaenbHble

BbIXOAHbIE 32 KaXKAblil AeHb Nepunoaa.

JllRer TIvE Q Soarch features
B L
Dashboard  Device Sowp Grganization Time & Loave Data Download

% Aulopay i mactive. St up autopay of thoose o cne-lime subscription payment.

Government [ Statutory Reports

Atandatory statutory registers under Indian labour liws — Factories Act 1948, Paymen

5 Muster RoR Form 25

B8 Muster Roll i
Form 28 Facaoces Aci: 1048 - DU Sowacieros FgHoN WA HIGIOFes- Wil iR

" Emp Cede Name Dewsgnatian Department o1
1 ADMTYMULAGY  Agmn stmin - L
AM

848

z ST-0001 Rahud Verma Superason Proguction AM
3 sro0az Amikumar  Maching Operatar  Producsien -
o 845

1 sree0n SwmaPuE  Quiltybipee  Producion oo
*m

T Imran Snskh  Maching Opecator  Prodacticn -
[ ST-000% Libid
- Pocia Muir Superdsar Prgdution e

47

7 sTo008 KyaaRse  HREncutve Hurman Resousces s
8 sT0007 Adunhbts 1T Support ntormation Technelogy et
g 50
1 ST-00C8 Neha Joshi HR Exseiutive Hurman Resowces. AM

B
N %

Reparts

tof Wages Al

(E1]
aAM

008
aM

840
AM

01
AM

8353
AM

908
aM

000
am

802
am

i o o Agmin .
@ Al Branches & Growth |15'days kit a A AominsTasron

Payiod - AccessControl  Account Heip & Support

Firvierw biling

= Refresn B Tabte @ Sheot
11936, Contract Labour Act 1970, and E51 Act 1948,

< B w2026 B 0o 2026
& Export
04 05 [ a7 03 og 10 1 12 n A 15 18 i 18 [ A [
a7 AM - w02 857 s sos w0z -
WO {Labe) 07 AM ™ BOAM BS1AM WO WO AW AW A A A EIAM B:56 AM B 2 o
s B46 500 845 04 BiSS 852
wo  basaM  masam a0 sooam  wodam  wo wo St %S agaam S04 S EED goaam w1 o
o3 &5 651 001 Ea
wo ooeam  meram  G0Y  sseam  sw0am wo wo ot A T A A~ T
" (] B4S  gm4 ’ B85 ESS  BSE BI0AM
wo ST AM #00 AM AN BOAM 12 AM WO Wo AN AM H:40 AM M AW AM e " 1 L]
i "= 01 a3 2 803 B8 04 -
wo  wetam eseam % mszam mooam wo woe G0 TH wsoaw %M EM BB g0 w1 o
’ . e #:36AM BES 008 GWAM  S05 007 B47 ’
WO B-5E AM B:47 AM AM HOTAM MLate} L A ™ Late) am A AN B:00 AM 17 2 o
wo  ESeAM  s0aaM SN pasam masam  wo we BN BET g,  EOR BuR ESE L, 4 o4 oo
AM AM AM AM AW AM
o B5T ad AN #:50 "0 ®53 =10 B
wo  mseaM mssaM G a sosam  wo wo BN gnam smam R BRSO R L w g oo
’ EMAM AT 0WAM . wo 2 g s49 m53 890 :
wo B55 AM Latel AN fLate} 852 AM WO WO am A 912 AM A am A L03AM u 1 o
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Al Analysis

Haxxmute Reports (otyétbl) — Al Analysis (MIW-aHanu3s), 4Tobbl yBUAETH, YTO BblAENAeTCs
3a Nepuof; ypoBeHb MNoceLaemMocTu, AHW MPUCYTCTBUSA U OTCYTCTBUSA, OMO34aHNA U
cBepxypoyHble. Hmke — Key findings (kntoyeBble BbIBOAbI) MPOCTbIM A3bIKOM, rpaduk rno

AHAM, Attendance by department (nocewaemoctb no otgaenam) n Absences by day of
week (oTCyTCTBUSA MO OHAM Hegenwu).

EALTIME z T o Admin :
_mll“ﬁj ALTIME Q Soarch features @ Al Branches A Moinerraron
Dashboard  Device Sotup Organization Time & Loave Data Download Reports Payrotl Accoss Control  Account Halp & Support
@ » Dasvhoord > Allteports © Reperts
‘j Autopay I8 mactive. Set up autopay Of Choose a one-lime subscription payment. Rerview bifing
Attendance Leave Analysis o Rafresh 3 Fimers 1 & E:im
What stands out in attendance, absence, leave and punctuality for the period,
Sep 2026 > 1D Cloar Faters
Fresent ay: Ansent ay Late arrrvals Overtime
205 0 14 45h 42m
e g e of g

# Key findings. Attendance rate over time

) Attendance is healthy st 96% of warking days.

(1) Absences peak on Tuesday: 38% of all absences.

@ Punctuaiity is good: 93% of present days started on time.
4 45h a2m of overtime logged in this period. I
Wit 1 diys wend

@ Prassnies % 205 @ Abseniess § @ Wesidy O 54

@ Attendance by department £ Absences by day of week
Lowest frst. The dashad Bng i the cverall rabe: ® Absent @ On save

Human

3%
Technol..

2964

MNpumevaHue: [1na Al Analysis B Baluem Tapude Takke AOMHKHO ObiTb ypaBrieHne
oTMyCcKamu.

Ipyrve oT4éThI

3 All reports (Bce 0THETbI) TaKXXe MOXXHO OTKPbITb:

Late comers (ono3gaswue) n Present / absent (mpucyTcTBytoLLme/OTCyTCTBYOLLNE)
3a AnanasoH aart.

Overtime (cBepxypOouHble; Hy>XHa GYHKLNSA CBEPXYPOUHbIX B Tapude).
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Manual attendance (py4Has noceL,aeMocTb), 4TOObl MPOBEPUTL OTMETKM,

Aob6aBneHHble BPyYHYIO.

Leave report (oT4éT 06 oTnyckax), Device punches (oTmeTku ¢ yctponcTs) 1 Easy

access (bbICTpbIV 4OCTYN).

JKCNOopT, NeyaTb 1 OTNpaBKa

Haxxmute Export (3kcnopT) B itobom oTuéTe 1 BbibepuTe Excel (.xIsx), PDF (.pdf) nnn
Sheet view / Print (Bug nucta/nevats). B Buge nucra ncnonb3ymnte kHonku Excel, PDF n

Print (neyatb) Hag NUCTOM.
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13

OnoeelweHnsa WhatsApp 1 UHTerpauum

Tapud: Bce Tapudbl

BynpbTte B Kypce, He oTKpbiBas NnpunoxeHue. Staff Khata moxeTt npucbinate BaM CBOAKM
nocewaemoctn B WhatsApp, oTnpaBfisiTb ONOBELLEHNS COTPYAHMKAM C BaLLIero akKayHTa

WhatsApp nnu SMS 1 nepepasaTb cObbITUSA B Apyrve nporpaMmmeil.

Bbi6epute cBoakn B WhatsApp

31n coobuieHuns npmuxogar ot Staff Khata Ha Homep Bnagenbua. HacTpamBaTb HUYero He

HY>XHO — O0CTaTOYHO UX BKJTOYUTD.

1. HaxxmwuTe Organization (opraHusaumsa) = Company (KOMMNaHuns), 3aTeM OTKpouTe

Bknaaky Notifications (yBegomneHuns).

2. B pa3spene WhatsApp Notifications (ysegomneHnsa WhatsApp) BktoumTe Hy)>XHble

coobLueHuns:

MapameTtp YT1o Bbl Nony4yaete

Daily Attendance Summary (exxenHeBHas CBOAKa Kaxkabli Beyep CBOAKY NOCELLAeMOCTV 3a AeHb B

noceLLaemMocCTu) WhatsApp.

Monthly Attendance Summary (exxemecsyHas ExxeMecsauHbIl OTYET O noceLlaeMocTu B BUae
CBOJKa NnoceLlaemMocTu) CSV-dpanna.

Device Health Alerts (onoseLleHNs 0 COCTOAHUN CoobLueHue, korga buomeTpuyeckoe yCTponcTBo
YCTPOWCTB) BbIXOOUT U3 CETU.

3. HaxmuTte Save Changes (COXpaHUTb U3MEHeHUS).
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_ulldﬁgf!_l_l_l.'_\:\_e Q 4@ Al Branches % Growih |1Sdaye MR o A
e

Adimin “
& ADMDRSTRATOR

Dashboard  Devica Sotu Dsta Downlosd - Reports'~  Payrol - AccassControl  Account

Hatp & Suppert

Dastboard © Company

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

Rarvsw biting

Company Settings

D Reset B Sove Changes
Manage your company preforences, aftendance rules, payroll, and policies

@ Company Profile g
o WhatsApp Notifications
3 Emckinrew codus = Manage sutomated system alerts and summarias sent via WhatsApp
@ Anendance Auies
& Journey Tracke Daity Attendance Summary
Fecave B Ay WRIESADE SUMMAY
 Payroll & Tax
£ Locitzsthn Monthly Attendance Summary
{1 Motifications Pe<aive & meeNy WIMESARD SV 1epor o attenganco [ &
& Duplicate employess

Device Health Alerts »

£ My Prafile

OTKpounTe LeHTpP UHTerpauum

YT06bl OTNPaBNATL ONOBELLEHNS CO CBOUX aKKAYHTOB, HAXKMUTe Account (aKkayHT) —
Integrations (nHTerpauun). Integrations & Webhooks Hub (ueHTp nHterpaunn un
BeOXyKOB) NOKa3bIBaeT Tpu roToBbix nogkntoveHns: WhatsApp, SMS Gateway (SMS-

wno3) 1 Webhooks API (API BebxykoB). Haxxmute Configure (HaCTpouUTb) Ha HY>XHOM.

Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payrodl Accoss Control  Agcount Help & Support

@ » Dasmboord o iegrations

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

Rarview bifing
o Integrations & Webhooks Hub £ Rafresh € Wabhock AP1 Spoc
W Send attendance, leave and payroll avonts 1o your messaging, project and automation toals
Supported Platiorms Actrvg Connactions Event Subseviptiens Secunty Pravgcol
3 2 0 @ 30 ) HMAC-SHA256 o)
Contind smogratians Rrady 1o connuct HRMS 8 amengancs evens TLS & Sgned Payioads
AN 3 Communication 2 Automations & Custom API 1 All3 Connected © Availatie 3

Available Avatable Availanie

B =]

COMMUNIEATIGN
WhatsApp

BEVELOPEE & CUSTAM

Webhooks API
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Wcnonb3ynte ceBonn Homep WhatsApp Business

Bam HyxeH akkayHT WhatsApp Business B Meta Cloud API ¢ wabnoHamun coobuieHunii,

y>ke ogobpeHHbIMY Meta.

Mopknw4yeHue

1. Ha kaptouke WhatsApp HaxxmuTe Configure (HacTponTb). OTKpoeTcs BKIagka

Connection (nogknto4yeHune).

2. Beepgute Meta access token (TokeH goctyna Meta) n Meta phone number ID (ID
HoMepa TenedpoHa B Meta). Micnonb3yinTte ID HoMepa TenedpoHa 13 Meta, a He cam

Homep.

3. B pasgene Alert numbers (Homepa ans onoseLleHWin) BBeANTE HOMepa MOBUbHbIX

TenedoHOB, Ha KOTOPble AOMXHbI MPUXOANTb OMNOBELLEeHUS Bnagenbuy (8o 20).

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connectlon  Event templates  Activity

Connect your provider

Se1up the cannection ance, then ehbose which evants can send messages

WhatsApp provider

Mets WhatsApp Cloud ARl

Meta access tokan Mata phane numbar 10
® 123456785012345
8 i (egritirest phone number 1D, ot The displiy umbee

Graph API version

[ V250

Usa 2 supparted varsion, far sxamgle vE

Adert numbers

Configure event tempiates >

HacTpoiika wabnoHoB cobbiTuin

1. OTkpownTe BkNaaky Event templates (LwabnoHbl cobbiTnin). CneBa nepevncieHol
cobbiTus: Check In (npuxopn), Check Out (yxopn), Late Arrival (ono3gaHune), Missing

Punch (nponyweHHas oTmeTka), Leave Application (3asBka Ha oTnyck), Leave
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Approved (otnyck ogobpeH), Leave Rejected (otnyck oTknoHéH) n Daily Summary

(exxepHeBHas CBOAKA).
BbibepuTte cobbiTue, Hanpumep Check In.

Beeante Approved template name (Ha3BaHue ogobpeHHoro wabnoHa), Approved
language code (kopg a3blka, Hanpumep en_US nnu hi) n Exact approved template
text (TOUHbIV TekcT 0go6peHHOro WwabnoHa), CKOMMPOBAHHbBIN B TOYHOCTM Tak, Kak

ero ogobpuna Meta.

B pasgene Variable mapping (conoctaBneHune nepemMeHHbIx) Bbibepute, 4em
3aMoHAETCA Kaxaaa nepemMeHHas, Hanpumep employee name (MM COTPYAHMKA)

ana Variable 1 v punch time (Bpems otmeTkun) ans Variable 2.

BbibepuTe Recipients (nonyyatenu) n otmeTbTe GnaXKok, MOATBEPXKAAIOLLMIA, YTO Bbl

cBepunu WabnoH ¢ Meta.

HaxxmuTe Preview message (NpeanpocMoTp coobLueHuns), 4tobbl yBnaeTb, YTO
nMeHHo bygeT oTnpasiieHo. YTobbl NpoBepuThb, BBeanTe Test number (TecToBbIN

HoMep) n HaxxmMmuTe Send Test (OTNpaBuUTbL TecCT).

Bkntounte Enable event (Bknitountb cobbiTre), 3aTeM HaxkmuTe Save configuration

(COXpaHUTb HAaCTPOWKN).

Connection  Eventtemplates  Activity

Check in

S011Ne APpCOVEd MESSIGE AN ChOOTe WhO TECEIVES I

Check In

Approved template name

attendance_check_in

Approved language code
U5
Lpsa the language of the appraved template, for éxamphe €n_US o b

Exaet approved template text

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

Leava Approved
Incomgly Usa (UIEL, {427} in onder, o

Variable mapping

Vasiable 1
employee name

Varlable 2

punch time
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.

MNpumeyvaHue: CoobuieHne Missing Punch otnpaensercs oguH pas, yepes 30 MUHYT
nocsie OKOHYaHUSA CMeHbI, eCn eCTb TOJIbKO OTMETKa Npuxoaa unu Tonbko yxoaa. Daily
Summary otnpasnsetca B 22:00 N0 MHANNCKOMY BPEMEHU 1 TOSIbKO Ha HOMepa ANd
OMOBELLEHUN.

\

Ha Bknagke Activity (aKTUBHOCTb) NepeyncsieHbl NocsiegHne TeCToBble COOOLLEHNS U

Cco0bLLEeHNSA 0 COBbITMAX, @ TAKXKE YKa3aHO, MPUHSATbI SIN OHW BalLMM NPOBaaepoM.

CoseT: «Accepted» (NpMHATO) 03Ha4aeT, 4To Meta npuHsana coobuieHne. 370 He
NoATBepXOaeT A0CTaBKy. [pexae YyemMm OTNpaBAATb NOBTOPHO, NpoBepbTe NaHenb Meta.

OTnpaBka onoseLieHU no SMS

SMS Gateway (SMS-unto3) paboTaeT Tak xe: HaxkxmuTe Configure (HacTpouTb),
nogKItoumMTe NpoBangepa n HacTponTe WabnoHbl cobbITUN. MoXxHO BbibpaTb MSG91,
Fast2SMS vnn Custom URL (ceon URL) ansa gpyrux nposangepos. s SMS B VIHanu
HY>XHbl ogobpeHHble B DLT ID otnpaBuTens, ID opraHusauum 1 TekcT wabioHa, N03ToMy

3apaHee nosy4yunTe KX y CBOEro nposaigepa.

MNepepaya cobbITUN B Apyrue nporpamMmmbl (Be6XyKmn)

V]CI'IOJ'Ib3yVITe Be6xyK|/|, €ed/in Balla nporpaMma minn cepBmc aBtoMaTtmn3aunn OJIHKHbI

3HaTb, KOrAa KTO-TO OTMETUJT Npuxona, nodan 3adaBKY Ha OTMNYCK 1 TaK OaJliee.

1. Ha kaptouke Webhooks API HaxxmuTe Configure (HacTpouTb).
2. Beegute Webhook Target URL (ueneBor URL Bebxyka).

3. B pasgene Event Subscriptions (mnognuckm Ha cobbiTusa) oTMeTbTe CObbITUA ANs

OTnNpaBKU.

4. HaxmuTe Test Ping (npoBepka cBsA3K), UTOObI NpOBEPUTL NOAKIOYEHME, 3aTeM Save

Configuration (coxpaHuUTb HaCTPOWKMN).
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. Configure Webhooks API
Diewveloper & Custom

) Webhook Target URL *

(mnwmks awnenple com/stattituts )
e

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

B atendance punch_log: ATTEROANCE
Fisa-time wabhosk g tohied o SPvech-In a3 chack-oat

ATTENDANCE

ATTENDANCE

O TestPing

Kaxgoe cobbiTne nognmcaHo, 4Tobbl Balla cMcteMa Morfa npoBepuTb, YTO OHO
AencteutenbHo npuwno ot Staff Khata. MogpobHocTy Baww pa3paboTymk HaNAET B

pa3gene Webhook API Spec (cneundukaunsa API Bebxykos).

YTo6bl NPeKpPaTUTb NOAKITYEHNE, OTKPOWTE ero n HaxxmuTe Disconnect (OTKIOYMNTD).
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14

Camoo6cny)kuBaHvie COTPYAHUKOB B BE6-
BEPCUN N NPUIIOXKEHUN

Tapud: Tapndbl CO BXOAOM ANA COTPYAHMKOB

Co BXOAOM ANsi COTPYAHUKOB KaXabl nonyyaeT cBon akkayHT Staff Khata B Be6-Bepcun n
B npunoxeHuun Staff Khata ona Android v iOS. COTpyaHUKN MOTyT NPOBEPSATb
noceLLaemMoCTb, UCMPaBNATb HeBEpPHble OTMETKN, 0OPOPMAATbL OTAYCK N CMOTPETb

paC‘-IéTHbIe NCTKK, NMO3TOMY BOMPOCOB K BaM CTaHOBUTCA MEHbLLE.

Hy>xeH Tapu¢: Bxoa ans cotpygHMKOB MOXeT 6bITb 3a6N10KMPOBaH Ha MNaaLwmx Tapudax.
AkTyanbHble Tapudbl cM. B pasgerne Billing & Plan (onnata n tapud).

HdanTte coTpyaHUKaM JIOrVH

1. Haxmwute Organization (opraHusauuns) - Employee List (cnvcok coTpygHMKOB).

2. Otkpourte cTpenky psgom ¢ Add Employee (5o6aBuTb cOTpyaHMKA) U HaxkmuTe Invite

Employee (npurnacntb coTpyaHumka) nnmn gobasbte COTPYAHMKA C €ro MOYTON U

HoMepom MobunbHoro. Cm. JobaBneHve COTRYAHUKOB U yNpaBAEHNE UMU.

3. YT106bI 338aTb UNK COPOCUTL NAPOIb, OTKPOMTE MEHIO CTPOKN N HaxkmuTe Update

Password (06HOBUTbL Maponb).

4. Y10bbl COTPYOHMK MOT OTMeYaTbca B npunoxeHum Staff Khata ¢ cendu, otkponte

MeH0 cTpoku 1 HaxxmuTe Enable Mobile Punch (Bknounte MobunbHble 0TMETKN).

CoTpyaHUKN BXOAAT Ha https://attendance.staffkhata.com nnu B npunoxenunn Staff Khata

C OOHVMM N TEMU XKE NOYTON n naponem.

My Dashboard

MNocne Bxoga coTpyoHuk nonagaet Ha My Dashboard (Mos naHensb). 3a4ecb NokasaHbl ero
Yyacbl 32 3TOT MecCsL, OCTaTOK OTMYCKa, BCE, 4TO TpebyeT BHUMaHUS (Hanpumep,
nponyLleHHas OTMeTKa yxo4a), U paboumne gHN Ha TeKYLLMA MOMEHT. Bknagkm Hmxe

OETaJTU3NPYIOT NMNOCEWAEMOCTb 1 OTMNYCKa 3a MeCHL.
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ilRercive

My Dashboard My Attendance  Apgh

Good night, Neh
HR Exgeithvg - 2 R

Hours this month

118h 23m

14 days prece
Witw detans

Needs your attention %

@ Sl clocked in— 003 AM

@  Missing puncheguts — 1 Days
A Mo B Atendance & Loave

SUNDAY, 6CT 18
My Attendance

wo My Paysips

& ®
09:03 AM Shrs
T tanza1

My Profile
L Bak & N
e PR,
View dtais »
This month at a glance
14 8 2
O Clocked In 2 MYLNUE
Caswal Leave
—
Sick Leave
Eamed Leave
Matarnity Leave
Compensatery oft
E‘ smaning 112 @ hed
Activ

My Attendance

]

x: m °

Warking Days

22

Vigw detaits

N Mehadoshi
o EMPLOYEE
Help b Suppert

&5 Retresh

118h 23m

n3 1 nz
sceaugy  ume T

My Attendance (Mos noceLLlaeMOCTb) MOKa3biBaeT Yacbl 3@ CerogHs, 3Ty Hedento, 3ToT

MeCAL N CBEPXYPOUYHDbIe.

OTmMmeTKa npuxoaa us bpaysepa

1. Haxkmute Punch In (0oTMeTUTb NpUXoA) BBEPXY CrpaBa WIn Ha CTPaHuLe.

2. PaspeLumnTe [OCTYN K KaMepe 1 reosiokalmm, korga 6paysep cnpocur.

3. Cpoenante cendu 1 noaTsepanTe.

OTmeTKa COXpaHAETCA C CEJ'I(I)VI N MmectononoxeHmem. B koHue aHs Haxxmute Punch Out

(oTMeTUTb yXxon).
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iuﬂﬁéﬂuwsl Q Soarch features. ek % m B Mo

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

My Attendance & Retresh

Your punches, working hours and sttendance history.

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

MpocmoTp ncropun

Ha Bknagke Attendance History (nctopus noceliaeMocTu) nepeyuncreHbl Bce gHW.
Ha>kmunTe 3HayoK rnasay AHs, 4tobbl yBnaeTb BpeMs OTMETOK, UCMOSIb30BaHHOe

YCTPOWNCTBO N MECTOMONOXEHME Ha KapTe.

Attendance Details

Noha Joshi
$T-0004

PRESENT | | ON-TIME

DATE
18 Oct 2026

CHECK I
9:03 AM

Production Hours
PUNCH INFORMATION
© S03AM OFFICE

[ Ssmung Gatary A4 - Androia W
Wt & aihi

VLAY SALES
F e

Aum ‘; Gaffar market iy M
e g o ] e
FGadle s

&

TF110:0,0:5%
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NcnpaBneHne HeBepPHOI OTMETKN

1. HaxXmMunTe 3Ha4OK pefaKTupoBaHUA y OHA.

2. B okHe Request Correction (3anpoc Ha ucnpasneHue) 3agante Punch In Time

(Bpems npuxoga) u Punch Out Time (Bpems yxoaa).

3. Beegute Reason (npu4yunHa) n Haxxmute Submit Request (oTnpasuTb 3anpoc).

3anpoc NpuxoauT BaM Ha ofobpeHune. COTPYOHNKM OTCNEXUBAIOT ero Ha BKNaaKe
Regularization (koppekTnpoBka). IH1 6e3 0TMeTKM yxoa4a nepeyncneHbl B pasgene
Missing Punch Outs (nponyLieHHble oTMeTKM yxozaa), a Request Missing Attendance
(3anpocnTb NPOMYLLLEHHYIO NOCELLAeMOCTb) NpefHa3HaYvYeH AN aHen soobue 6e3

OTMETOK.

Request Correction

BATE
16 Oct 2026

Punch In Tinme*
@ 900 AM

Bunch Gut Timse*

Forgot to punch ot at th gate

Apply Leave

B pasgene Apply Leave (nogaTtb 3asiBKy Ha OTMYCK) COTPYAHUKN BUOAT OCTATKM OTMYCKOB U
cTaTyc Kaxkgon 3aaBku. OHu HaxkumatoT Apply Leave, BoibupatoT Leave Type (BuA
oTnycka), aatbl (unu Half Day — nongHs), ykasbiBaloT NPUYNHY U OTAPABASIOT. Bbl

o,u,o6p$|eTe NN OTKIIOHAETE 3a4BKY KakK 00bIYHO.
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My Payslips

B pa3sgene My Payslips (Mou pacyéTHble NCTKK) COTPYAHUK BblIOMpaeT MecsL, 1 rog, u

BUONT KaXKOYH BbIMJ1a4E€HHYIO 3apriaTy C HA4NCAIEHNAMN, YOEPXKAHUAMNU N

oTpaboTaHHbIMY AHAMU. HaxkmuTe View (NpocMoTp), YTOObl OTKPbITb MOJSHbIV JINCTOK C

nocelaeMOCTbiO, Ha4YNCNeHnAaAMN, yaoep>xxXaHnamMm m CyMMOI?I K BbifjlaTte Nponncbio, n

ckadaunTe ero B PDF.

My AMtendance  Apply Leave My Paysiips My Profile

o » STO001

@ » My Dastboard » P
@ Payslip Details
View and downioad salary siip

Office Time Policy:  $tandasd Offica Paliey

~* EARMINGS

I Annuat Cost to Company (CTC]

My Profile

724,000.00
T9,600.00
1,600.00
250,00
0.550.00
€000

¥18,000.00

~» DEDUCTIONS

Total Deductions

" Rahid Vorma

Hatp & Suppert

@ Hide Annual CTC & Print & Download PDF

PAYSLIP NG
PN-FOSE

Wonth:; Soptamoes 1036
Garerated: 18 Dcicber 206

2,850.00
w000
70.00
10.00
70.00

£200.00
¥3.800.00

¥6,880.00

24,56,000.00

My Profile (Mo npodunb) nokasbiBaeT INYHbIE OaHHble, NCTOPUIO PaboTbl 1 BaHKOBCKME

PeEKBN3NTbI B OOHOM MeECTE.

B npuno)xeHun Staff Khata

MobunbHoe npunoxeHne JAET COTPYAHUKAM Te e BO3MOXHOCTU NPSIMO B KapMaHe:

Mark Attendance (oTMeTUTb NOCELLAEMOCTb): OTMETKa NPMUXoaa 1 yxoaa ¢ cendu un

reonokaumen. Ecnn mobunbHblie OTMETKM Ongd COTPYAHWKa OTKJTHOYEHbI, OH

MCNONb3yeT Ha3HAYeHHOe eMy BUOMETpUYecKoe YCTPoNCcTBO Realtime.
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Attendance (nocellaemMocCTb): KafeHgapb Ha Mecsl,. HaxxmMmuTe Ha AeHb, YTObbl
YBUOETb XPOHOIOMMI0 OTMETOK 1M MeCcTo Npuxoaa, n Haxxmute Request Regularisation

(3aNpocuTb KOPPEKTUPOBKY), YTOObI UCAPaBUTDL ero.
Leave (oTnyckK): 3asiBKa Ha NOMHbIW AeHb, MOAAHA UNW AMana30oH AaT U CTaTyC 3aABOK.

Payslip (pacuéTHbln NnUcToK): NnpocMoTp Ntoboro mecsiua n kHornka Download PDF
(ckavaTtb PDF).

Claims & Reimbursement (3asBKI 1 BO3MeLLEHMNSA): 3asABKa Ha aBaHC UK
BO3MeLLeHne pacxonos ¢ ¢oto unm PDF yeka. OHa nocTynaeT K BaM Ha ogobpeHuve B

Advances & Reimbursements (aBaHCbl 1 BO3MELLEHUSA).

Profile (npodwnnb): nnyHble n paboune gaHHbIe.

B:55 vi

< Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

& Checks complete & Locationoptional

General Shift
09:00 AMTo 06:00 PM

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

=] Punchin
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CoBerT: Ec/in BKOYEHbI Fe030HbI, COTPYAHMKM MOTYT OTMEYaTbCA N3 NPUNOXEHWNS, TOSIbKO
HaxoAsAChb B pa3peLléHHom 30He. CM. [paBuna nocewaeMoctu n paboyero BpeMeHu.
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15

Journey Tracker (aononHeHune)

Tapud: JononHeHwne Journey Tracker

Journey Tracker npegHa3HayeH ons COTPYAHMKOB, paboTatoLmx B pa3be3gax: TOprosble
BM3UTbl, LOCTaBKa, CEPBUCHbIE BbI30Bbl. COTPYAHMKM 3aMMCbIBAOT NOE34KN B MOOUIBHOM
npunoxeHun Staff Khata, a Bbl B Be6-npunoXxxeHnm BugnTe, rae OHN HaxoasaTcs, roe

OCTaHaBNMBaJINCb N CKOJIbKO NMOTPaTUIn.

(
Hy>xeH Tapug: Journey Tracker — nnaTtHoe gononHeHve. MeHto Journey Tracker
BK/1a[lKa HAaCTPOEK NOSIBNAIOTCSA TOIbKO NOC/1e aKTUBALMW AOMOMHEHMS B BalleM aKKayHTe.
AKTyanbHble LeHbl cM. B pa3gene Billing & Plan (onnata u Tapud).

L

BksitounTe Journey Tracker

Mpexae YemM KOMaHAa HaYHET paboTy, 3ajaiTe, Kak YacTo TefledpOoHbl OTNPABASAIOT CBOE
MeCTOMOJIOXEHNeE.

1. Haxxmunte Organization (opraHusauuns) - Company (KoMmnaHus).
2. B Company Settings (HacTpoKn KOMMNaHMN) OTKPONTe BKkNaaky Journey Tracker.

3. Bknwouute Enable Live Location Feed (nepegada MectonosioxeHnsi B peasibHOM
BpemMeHwN).

4. Bsepgute Location Update Interval (nHTepBan o6HOBNEHNSA MECTOMNOTOXKEHMS) B

CEKYyHOaxX. ans 6onbLUMHCTBA KOMaH[, XOpOoLwO noaoxoadaTt AeCATb CEKYHA.

5. HaxmuTe Save Changes (coxpaHuTb nsmeHeHus). NMossutcs coobLueHne «Jjourney

settings saved» (HaCTPOMKM NOe340K COXPaHEHbI).
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4B Al Branches & Growin 11 diye kit o A, e ™

Dashboard  Device Sotu & Data Download - Repart: y s Control ceount kg & Support
‘Company
3 Auopay is mactive. Set up sutopay or choose a one-time subscription payment. Reyview biting
Company Settings R © sov ganges
Manage your company petorences, attendance rules, payroll, and palicias =
@ Company Profile "
= Journey Tracker Settings
@ Configure ve location updates and automat
& Joutney Tracker Enabie Live Location Feed (j
@ Payroll & Tax
LOCATION UPDATE INTERVAL
Start Journey on Punch-In
Ty Frofte AUTOMATIC START APPLIES TO
Apgles w! Suteabc 41ai o5 enabled. Employes: Al deparments.
You Rave UnsaVed changes Discara B save Changes

Enable Live Location Feed (nepegaua
MeCTOMNOIOXKEHNS B peasibHOM

BpeMeHu)

Location Update Interval (nHTepBan

0OHOBNEHNS MECTOMOJIOXEHNS)

Start Journey on Punch-In (HaunHaTb

noesaKy Npu oTMeTKe NPUXoaa)

Automatic Start Applies To

(aBTO3anycK NpUMeHSETCS K)

OTnpaBnsieT 06HOBNEHNSA MECTOMOIOXEHUS, NOKa NAET

noesfka coTpyaHMKa.

Kak yacTo TenedoH oTnpasnset mectonosioxeHune, ot 1 go 60
CeKkyHA. YeM Kopoye nHTepBan, Tem 6onbLue pacxog 6aTapen

N MobunbHoro Tpaduka.

ABTOMaTUYeCKN Ha4YMHaeT noe3nKy, korga COTpygHuK

OoTMe4daeT Npunxos B MOBUTbHOM NPUNOXXEHNN.

All departments (Bce oTaensl) unu Tonbko Selected
departments (BbibpaHHble oTaenbl). COTPyAHUKN Mo-

NPeXHeMy MOryT Ha4MHaTb NOE3AKN BPYYHYIO.

Hauyano noe3gku (COTpPyAHNK, MOGUNbHOE NPUNoXXeHue)

1. Ha s3kpaHe Home (rnaBHas) npunoxeHus Staff Khata HaxxmuTe Journeys (noesgkn).

Takxe MOXHO nepent B More (ewé) — Journey Tracker.
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2. Haxmwure Start Journey (HayaTtb noesaky), 3atem Done (rotoBo) B OKHe

NOATBEPXOEHMS.

5:20 vi

Journey Tracker
€ y ®
* Ready tostart Online

JAYPEE g
g INFORMATION
= TECHNOLOGY

[ ]
SECTOR 62
£2
SECTOR 63
® Ready tostart

v ® ©

0.00 KM - 0

Distance Duration Checkpoints

[> startJourney

Journey Timeline

O

No stops recorded

Tenepb Ha a3KpaHe oTobpaxaeTca On Trip (B noe3ake) C NPoNgeHHbIM PAacCTOAHMEM,
ANNTENbHOCTbBIO N KOHTPOJIbHbIMU TOYKaMUN. TeriedoH NpoJomKaeT OTNpaBsaTh

MeCTOMOJI0OXXeHUE, MOKa NPUoXKeHne pa60TaeT B CI)OHe.

(
Cosert: Ecnn npunoxeHne npegynpexaaet «Battery optimization is on — tracking may
stop» (BK/IOYEHa oNnTuMKU3aums batapen — OTCeXUBaHNE MOXET OCTaHOBUTLCS),
HaxkmuTe Fix (ncnpaBuTb) n paspewwnte paboty. HekoTopble TenedoHbl OCTaHaBNMBAOT
$OHOBbIe NPUIOXeHUS ANA SKOHOMUK B6aTapen, 13-3a Yero B MapLUpyTe NOSBASOTCA
MPOMNYyCKMN.
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[lo6aBbTe KOHTPOJIbHYIO TOUYKY Y K/INEHTA

KOHTpOJ’IbHaFl TO4YKa CI)I/IKCVIpyeT OCTaHOBKY: rae OHa 6bina, 4To MPOU30LLUIO N KaKne 6binn

YeKN.

1. Ha skpaHe noe3gkun Haxxmute Add Checkpoint (006aB/Tb KOHTPObHYIO TOUKY).
OTKpoeTcs okHO Log a Stop (3anncaTb 0CTaHOBKY). Ballle mecTononoxeHve

npuKpenndaeTcd aBToMaTn4deckun.

2. B none Add a Note (Optional) (3ameTka, Heobs3aTeIbHO) ONULLNTE, YTO NPOU3OLLSIO,

HanprvmMep Kakoi 3akas Bbl obopMunn.

3. Haxxmunte Attach Documents (npukpenuTb JOKYMEHTbI), 4TOObl [O6aBUTL CYeTa,
yekn nnu ¢oto. Beibepute Take Photo (caenate ¢poTo) nnu Browse Files (BbibpaTb

dannbl).

4. HaxmuTe Save Stop (COXpaHUTb OCTaHOBKY).

staffkhata.com/guide - 101 / 126



L7 R
P

Log a Stop

Record 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 B
28.7KB

3aBepLuuTe noesgKy

1. Korpga pabota BbinonHeHa, HaxxmuTe End Trip (3aBepLumnTb noe3aky).

2. Moprtsepaute kHonkon End trip. Bo306HOBMTbL Noe34Ky Noc/e 3aBepLUeHns Henb3s.

MNoe3aka 3aKkpblBaeTCs C MapLUpyTOM, OBLLMM PacCTOSSHUEM N BCEMM OCTAaHOBKaMMU.
COTpYOHVKN MOTYT CMOTpeTb npoLunble noesgky B More (ewé) — Journey History

(ncTopua noesnok).
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HabniopanTe 3a KoOMaHAo0W B peasibHOM BpeMeHU
(aaMUHKNCTpPaTOP)

1. Haxkmute Journey Tracker B BepxHeM MeHIO.

2. HaxmuTe Refresh (06HOBUTB). Bce, KTO B noe3gke, NosaBATCA B pa3gene Live now

(cenyac B nyTn).

3. B Journeys List (cnncok noe3gok) HaXMmUTe 3HaYOK KapTbl Y aKTUBHOW MOE3KMU,
4YTOObI OTKPbLITL €€ KapTy B peasibHOM BpeMeHu. KapTa cnegyeT 3a COTPYAHMKOM MO
Mepe NoCTynaeHNs HOBbIX KOOPAMHAT, ceBa oTobparkaeTtcs Activity Timeline

(XpoHOMOrns akTMBHOCTW).

& JoumeyTracker o

* Rocording Onling

SECTORE3

......................

[r——

L o i
© Add Checkpoint

B EndTrip

Journey Timeline

YTtobbl yBMAETHL BCEX Cpa3y, HaxxmuTe Live Locations (MecTononoxeHus B peanbHOM
BPEMEHW) BBEpPXY CcnpaBa. Ha ogHol kapTe 6yayT noka3aHbl BCe COTPYLAHMKN,

HaxogdLllmecd B noesgke.

NMpocMoTp Uctopun noesaok

1. B pa3sgene Filters (bnnbtpbl) BoibepuTe Today (ceronHs), Yesterday (Buepa), Last 7
days (nocnegHue 7 gHein) unu This month (31oT Mecau) nnbo 3aganTe cBou Aathbl

From (c) n To (no). MOXXHO Tak»xe BbIbpaTb OOHOro COTPYAHUKA.
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2. KapTouku BBepxy nokasbisatoT Total (Bcero noesnok), Active now (aKTUBHbI cenyac),
Ended (3aBepLueHbl), Distance covered (nporigeHHoe pacctosiHne) u Avg. duration

(CpeoHAa ANUTENbHOCTD).

3. ®unbrpynTe cnncok Bknagkamu All (Bce), Active (aktnBHble), Ended (3aBepLuéHHbIe) 1
Auto Ended (3aBepLueHbl aBTOMATUYECKN) 1 CKayMBaKnTe ero KHonkon Export

(3kcnoprT).

4. HamuTe 3Ha4yOK rnasay nobon noesgku. MaHenb NokasbiBaeT BpeMs Havana u
OKOHYaHK4, YNCI0 OCTAHOBOK, paccTosiHne u Journey Timeline (xpoHonoruns
noesnKun): Kaxkabl nepeess 1 KaXxayt OCTaHOBKY C UX ANUTENbHOCTbIO. Y

KOHTPOJIbHbIX TOYEK MOKa3aHa 3aMeTKa COTPYAHMKA, @ HaxkaB attachment

(BOXXeHME), MOXHO OTKPbITb YEeKMW.

'_‘f;",“ff"f_ : o Journey Enced B Route Remap € » #
20263071 | ST-00a

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

Total Stope
4 3

patance
2 ama0mm

[ [rms—
Jaurnay ended mem 01119:39 pm

= Journey Timeline

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

BHX $rllm

BocnpousBeageHne MmapLupyTa

1. Ha naHenu noesgku HaxxmuTte View route (mokasaTb MapLupyT). Bcs noesgka bynet

HapnCcoOBaHa Ha KapTe C MPOHyMepOBaHHbIMW OCTaHOBKaMW.

2. HaxmwuTe Bocnpowu3sBefeHre, YTo6bl MPOKPYTUTb AeHb 3aHOBO. Bbibepute cKopocTb

1%, 2%, 4x ynn 8x.
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3. HaxxmuTte 3D Mode (3D-pexunm), 4Tobbl paccMoTpeTb ynuupbl 6nmxe, n Satellite
(CnyTHUWK) onsa cnyTHUKOBOro BMAa. Reset View (copocnTb BMA) BO3BpaLLAET KapTy B

NCXOOHOE MNOJIoXKEHNE.

Rahul Verma o
g Rehivema W msetview @ 0Mode X
£ Activity Timetine * \ o GARDEN
™ 2 Rmmz %1,
1918 ﬁﬂ‘ f e siutaass
e S s 4 ———
= §
floas j
. T J‘d‘
1oz o
e L2 SR GANDHI HAGAR
ki it il ane
asuNDIERs
o
uzs
A ]
13
wa LS
........... +
SHIPRA SUNCITY
S
L
=@
1224 ¢ H
a E i
2 sEcT
% A
%
el ) SO g & = MAYUR VIHAR 2 2
198K 050 . PHASEI 4 = 9 =
3 fim ' g i L
[5-3 1
(@ QEr—— 3
Sharma Texttes, Dacter 63
i § uarin s go o e S acion 3 - b
; T %’ .E nnnnn 1' 3
Ggi / 2 %+ o i E Frpbasd shorniutn Mg O G508 Qoo Toemm
wissien @ 013332 pm
5] o 1= = ax Bx & Fotow san Dkm

MpumeyaHue: Ecnum coTpygHMK 3abbin 3aBepLUNTb NOE3AKY, Bbl MOXETE 3aBepLUNTb €€ Ha
naHenn noesakn. HesaBepLUEHHbIE MOE34KM TAKXKe MOTYT 3aKpbIBAaTbCA CAaMU U
oTobparkaTtbcs Kak Auto Ended (3aBepLueHbl aBTOMaTUYeCKN).

N
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Pro HRMS (pononHeHue)

Tapud: JononHeHne Pro HRMS

Pro HRMS pob6aBnsieT KagpoBble MHCTPYMEHTbI MOMUMO YYETa NOCeLLAeMOCTN: NeHTY
KOMMNaHUN, CTPYKTYPY NOAYNHEHHOCTU, peKOMeHAauny KaHANAaToB, YHET NMYLLIeCTBa,
NONNTUKN N CNy>By noaaepxku. Takxke nossngeTcs posb Manager (pyKoBOAUTEND),

YTOObI PyKOBOOMTENIN KOMaHO MO 3aHUMaTbCA CBOUMIW COTPYOAHUKaMN.

.

Hy>xeH Tapu¢: Pro HRMS — nnaTHoe gononHeHue. Ero MeHto NosaBNAIOTCS TObKO nocne
aKTMBaLMW B BalleM aKKayHTe. AKTyanbHble LieHbl cM. B pa3gene Billing & Plan (onnata u

Tapud).

L

Hanpgute meHio Pro HRMS

MNocne akTuBaUMM OOMOMHEHNSA HA BEPXHEN NaHeNn y agMUHUCTPATOPOB U
pyKoBoguTesnien, a Takxke B naHenu COTpyAHMKa nossnseTca MmeHto Pro HRMS. Bcé

OMMNCaHHOE HIKE HaxXoanTCA B 3TOM MEHIO.

Organisation Feed

ObLwasn cTeHa onsa o6bsBNeHUA, NPUBETCTBUIA U MO34PaBNEHUN.

1. Haxmwute Pro HRMS — Organization Feed (neHTa opraHusauun).

2. BBepute TekcT B none nybnukaunun. Haxxmute Photo / Video (poTo/Braeo), 4tobbi

npukpennTb Meanadannel.

3. Bbibepure, kTO yBUAMT Nybnnkaunio: Everyone (Bce) nnu Specific Department

(onpepnenéHHbIv oTaen).

4. HaxmwuTte Post (onybnnkoBatb).
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¥ Adimin
ST ji o A ¥
"xw\m @ Al Granches o ADMNISTRATC
Dashbosrd  DevicaSetup - Organization Time & Loave Data Downlosd - Reports ~  Payrol - Accoss Control  ProHRMS ~  Account Hatp & Support
ord ‘Organization Feed

) Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biling

M Organisation Feed

MW Company announcemaents, updates and celcbrations.

A A Welcome (o the team, Neha! F' Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
B Proto/Vides @ Bveryone ~
o o
B AR & Mydepantment [ Saved ©

&5 Colebrations
B

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

COTPYAHVKN MOTYT CTaBUTb OTMETKMN «HPABUTCSA», KOMMEHTUPOBATb N COXPaHSATb
nybnukaumn. Kaptoudka Celebrations (npasgHukn) nokasbiBaeT CerogHsAWHME ©

npeacrodwme gH1M poxXaeHna n rogoBLLNHbDbI pa6OTbI.

Org Tree

Org Tree (OprcTpykTypa) NoKa3biBaeT, KTO KOMY NMOAYMNHSAETCA.

1. Haxxmunte Pro HRMS — Org Tree (oprcTpykTypa).

2. Haxmute Create First Position (co3gatb nepsyto no3unumio), a noxxe — Create Root

Position (co3gatb KOpHeBYIO MO3ULMIO).

3. Bbibepute coTpyaHuka B none Link to Employee (cBsizaTb ¢ COTpPyOHMKOM), 3aTeM
3anonHuTe Position Name (Ha3BaHue no3numn), Department (otoen) n Designation

(nomkHocTb). Responsibilities (0653aHHOCTN) 1 HOTO HeobA3aTe NbHbI.

4. HaxmwnTe Create Position (co3gatb nosuumio). Micnonb3yinte Add Direct Report

(0o6aBNTb NOAYMHEHHOIO) Y NO3ULMK, YTOObI CTPOUTL OEPEBO BHU3.

staffkhata.com/guide - 107 / 126



Create Root Position

Configune posEicn BetMs and prgkyes ok

Link to Emplayre.

Coro guties and scope.

Mo3numa MoXKeT 0CTaBaTbCA BaKaHTHOW, NOKa Bbl He HAaNAETe Ha Heé YenoBekKa.

CoTpyoHuKkn BuaAaT gepeso B pasgene My Org Tree (Mosi OprcTpykTtypa).

Job Referrals

1. Haxmwute Pro HRMS — Job Referrals (pekomengaunn Ha BakaHcum) — Add Job

Opening (2o6aBuTb BakaHCKI0).

2. BeeguTte Job Title (Ha3BaHue BakaHcuu), Description (onucaHue), Location (mecto

paboTbl) 1 Department (oTaen), 3aTeM coxpaHuTe.

CoTpyOHMKIN BUOAT OTKPbITble BakaHCUK Ha cBoei cTpaHuue Job Referrals n Haxxnmatot
Refer Now (pekomeHA0BaTb), YUTOObI NPeaNoXKMTb 3HAKOMOro. Bbl npocmaTtpurBaeTe
KaHgougatoB B pa3gene View Referrals (npocmoTp pekomeHpauunin) n nepesognte

Kaxkgoro B ctaTyc Pending (Ha paccmotperun), Hired (nprnHAT) nunu Rejected (OTKNOHEH).

Daily Work Updates

CoTpygHuKn HaxkumatoT Submit Today's Work Update (oTripaBuTb OTYET 3a cerogHs) un

onnmcbiBalkoT, YeM 3aHNMaNuChb. AJJ,MI/IHVICTpaTOpr n pykoBoguTenn sngdat OTYETbl BCEX B
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pa3gene Pro HRMS — Daily Work Updates (exxegHeBHble OTH4ETbI 0 paboTe) ¢ punibTpom

no Aate Unu COTPYAHUKY 1 MOTyT KX 3KCnopTupoBaThb (Export).

Assets

YuunTbiBaliTe KOPNoOpaTBHbIE HOYTOYKNM, TenedoHbl 1 Apyroe NMyLLecTBo.

1. Haxmute Pro HRMS — Assets (umyLectso) — Add Asset (006aBuUTb MMYLLLECTBO).

2. Bbibepute TMn (Hanpumep, Laptop — HoyTOyK), BBeauTe Asset Name (Ha3BaHue) 1

Serial Number (cepuiiHbii HOmMep) 1 coxpaHuTe.

3. B cnucke Inventory (nHBeHTapb) HaXkmuTe Assign (BblAaTb) y HY>XXHOro npegmerta,
BblbepuTe coTpyaHmKa B none Select Employee (Bbibepute COTpyaHMKA) U HAXMUTE

Assign Asset (BblgaTb MMYLLECTBO).

Br  Assign Asset
Defl Latitwde 5440 (DLS440-0921)

Select Employes®

Lot

Y Kaxkgoro npeameta xpaHutca Assignment History (nctopus sbigaym). CoTpyaHUKN

BWAAT BblAaHHOE UM NMYLLLECTBO B pa3aene My Assets (MOE MMYLLLECTBO).

Policy Documents
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Haxxmute Pro HRMS — Policy Documents (qokymeHTbl nonutuk) — Upload Document
(3arpy3uTb gokymeHT). BBegute Policy Name (Ha3BaHue nonutukm) n Policy Category
(kaTeropusa nonuTtukmn) n Boibepute dann (PDF, Word, Excel, PowerPoint nnu
n3obparkeHue, 4o 2 Mb). COTpyaHUKM OTKPbIBAOT NOMUTUKY U HaxkumatoT Acknowledge

(0O3HaKoOMIIeH), a Bbl BUAWUTE, KTO Y>Xe O3HaKOMUJICA.

HR Support

Cny>k6a NOMOLLM MO BOMPOCaM NoceLLLaeMoCcT, OTNYCKOB, 3apnaaTtbl U APYrM KagpOBbIM
Bonpocam. CoTpygHukn HaxxmmatoT Raise Ticket (co3gatb obpalleHune), yKasbiBaloT TEMY,
onucaHve n npukpennsaoT 4o 5 pannos. HR n agMmHUCTpaTopbl BUAAT BCe obpaLleHuns B
pa3sgene Pro HRMS — HR Support (HR-nogaep»ka) n nepesogdat nx no cratycam Open
(oTkpbITO), In Progress (B pabote), Resolved (pewweHo) n Closed (3akpbITO) C MOMOLLbIO

Update Status (06HOBUTL CTaTYC).

HasHaubTe COTpyAHMKA pyKoBOAgUTENEM

1. Haxxmute Organization (opraHu3sauus) — Employee List (cn1cok coTpygHMKOB) 1

OTKPOWTE COTPYAHMKA Ha peaaKTMpOBaHMeE.

2. Otkpoute war Employment (pabota) n 3apante System Role (cuctemHas ponb) =

Manager (pykoBoguTesb).

3. Haxxmute Save Changes (coxpaHuUTb N3MeHeHUs).
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'ixmm ) ‘Search features @ W Branches 4 crowtn 1samsnn NSRRI .
ot F—

Dashboars  Devico Sotup Time & Loave Diata Downlasd Reparts Payros Accoss Contral  Pro HAMS Account Holp & Support
Is# Aad Employee
5 Auwopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
@ = Prm—
Rahul Verma - ST-0007
1' ‘Personal info © Erployment
Employment Details
Employee Cote [ 1D Jaining Dae* Branch®
Change £ 12 Jun 2023 Noita Head Office (NCI-HQ}
Department * O Designation () Reporting Manager @
Production Superviser Sl
Sttus* Office Time Policy ( System Role* (1
Active ¥ Standard Cffice Policy (Detault) v Manager
HR & Compliance
Total Experience EFF number () ESI number ©
Step 2 of 4+ Emplayment < Pravious Mext >

KomaHga pykoBoamTensi — 3TO BCe, y KOro OH yka3aH Kak Reporting Manager
(HenocpencTBEHHbIV PyKOBOAUTENb). 3a4alTe 3To Ha ware Employment kaxkgoro uneHa

KOMaHdbl.

MpumeyaHue: BapnaHt Manager B nosie System Role nosiBnsercs, Tonbko Korga
aKTMBHO Pro HRMS.

NMaHenb pykoBoauTens

MNocne Bxoda pykosoguTtens nonagaet Ha Manager Dashboard (naHenb pykosogutens). B

MEeHIO eCTb:

CrpaHuua YTto Tam genaloT pykosoguTenu

My Team (Mo KomaHAa) BnpaT Bcex cBOUX NOAYMHEHHbBIX C OMKHOCTbLIO, AAaTOV Npuéma 1
CTaTycoM.

Team Attendance MpoBepsAloT eXxeaHeBHYI0 NOCeLLaeMOCTb N OTMETKN KOMaHbl U

(nocew,aemMoCcTb KOMaHAabl) paccMaTpuBaloT 3aMnpochbl Ha UCMpaBeHrie NoceLLaemMoCcTu.
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CTpaHuua YTo Tam AenarT pyKoBoauUTeNnu

Team Leaves (OTI'IyCKa PaCCManVIBalOT 3adBKN KOMaHAbl Ha OTNYCK A O,D,O6pFHOT nnn

KOMaHApl) OTKJTOHAIOT UX.

% A Rahus Vorens

wico  Toam Leaves  ProHRMS Holp & Support
G Munsge: Dasrocars © My Team
B My Team
A
Emplayees who report to you and their detalls
. neTvE WACTIVE WEW Jouens
2 3 100% & g, 100% B n, % & 0 0%
Team Members 3 2 Retresh
F— Joning Date
Amit Kumar Machine Operator ) 2024-
[ ity o £ 2024-01/08 { Remie
Sunita Patit Guality Inspector & 3
P e iy lnwye ) 2022-11:23 =
imran Shaikh Machine Operator 2025+ 8
e o Machine op 20250403 pree

OpobpeHne 3aABKU Ha OTMYCK

1. Haxxmunte Team Leaves (oTrnycka KOMaHAabl).

2. HaxmwuTe 3Ha4OK rnasay 3aaBku, 4Tobbl OTKpbITH Leave Request Details (cBegeHus o
3asBKe Ha OTnycCK).

3. Haxmute Approve (00o6putb) nnmn Reject (0TKNOHNTB) C YKa3zaHMEM NPUYMHBI.
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Leave Request Details

A

Amit
HST-0002

TYRE STATUS.
Pending

FROM

OTnyck gomkHbl 0406pnTb N pykosoauTens, 1 HR. Mocne ogobpeHunsa pykosoguTenem
3asBKa oTobpaxaeTcs kak «Approval Pending from HR» (oxngaet ogobpeHns HR), noka
HR He pacT okoH4aTenbHoe ogobpeHune. ECn KTO-TO 13 HUX OTKNOHUT 3a8BKY, OTMYCK

6yneT OTK/IOHEH.
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Tapudbl, onnara u noaaepXKa

Tapud: Bce Tapudbl

B 31O rnaBe nokasaHo, rae NMOCMOTPETb Tapl/lq), KaK ero roBbICTb, KaK On1aTnTb A

CKayaTb CYeTa N Kak NoslyynTb MOMOLLb. 3HaYOK Tapuda n cmeHy Tapuda BUANUT TONbKO
Admin.

NMocmoTpuTe TeKyw i Tapud

Baw Tapud Bcerga nokasaH BBepXy CTPaHWULblI BMeCTe C YACIOM OCTaBLUMNXCHA AHeN
npobHoro nepunoga.

1. HaxmuTe 3Ha4YOK Tapuda BBepXy CrpaBa.

Lrase Q0 Search features nek JI Branch
'iacm\m 4B All Branches

Dashboard  Device Sotup Grganization

Time & Loave Data Download - Reparts Payrs Accoss Comrol  Account Halp & Support

5 Autopay is inactive. Set up sutopay of chaose o one-time subscription payment. Rerview biling

) Welcome back, Admin! RN 2 sad Emplayes
Bl suncay, 18 October 2026 - You'ro all caught up! No ponding actions require your attention today

Total emplayees = Prasant today 2 Absent today o Late taday & on leave ]

Map view View detalls Recent Punches View Al
@ o ® Checkln &
Sunita Pati
e 0 i o & onae g R T Lat
] o i E s
- ogos  wu KaviaRao
ikl vy s
CHOWK = ¢ Kumar
N aredt dm V0T M Earanion T
PAHARGANS
raliil sasrazius L
7 # : omos gy Ronulverma n
IER NAGAR 7 ok SHIPRA SUNCITY ki Blrot
e T i PATPARGAN LA
wEgtoy
& og03 i e in
= _ LP.EXTENSION ‘_ Samiung Gatany A:
MAND! HOUSE P —
Wl grIe =) SHETOR 42 + 09:00 Imran Shaikh
=\ olrd [ B 3
3 SE Bk Manusi Encry
I
PAMDAYV HAGAR MAYUR VIHAR g g - _
Googe  New Delhi arEs A PHASE 1 el o000 POk Nait
ok 4 o Tt ki Waeist Entry
Late arrivals 1 i Al Upcoming Leaves 1 VA Celabrations Hahiays
sp  Sunia Patl e wy  Neha Joshi e
- at 00:26 Caual Latve

o Imran Shaikh

2. Otkpoetcsa cTpaHunua Manage Subscription (ynpaeneHue nognuckon). Ha Hei
MOKa3aHbl Ha3BaHWe Tapnda, CKONbKO Nosib30BaTeNe 1 YCTPONCTB OH AOMyCKaeT U

CKONbKO gHeun I'IpO6HOFO nepmnona oCtasochb.

3. B pa3gene Included Features (BkntoY€HHble GYHKLMN) NepeymncrieHbl BCce MOAyNu

Tapuda, Hanpumep Attendance Tracking (y4éT nocelwaemoctn), Shifts (cmeHbl),
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Leave Management (ynpasneHue otnyckamu), Payroll (3apnnata) n Employee Login

(BX0o4, ANA COTPYOHUKOB).

Hoip & Support

B et T =7 T
ﬁxm\m 2Lk @ Al Branches
Payro ACCoss Cont unt

Dashboard  Devica Setup Crganization Time & Leave Data Download Reports.
o+ Sucscription

5 Autapay is mactive. Set up sutopay or choose 3 ona-tima subseription payment Review biting

a Manage Subscription
Bising & Plan

Growth

Browse Plans & Upgrada 31

Up 1o 25 users « 50 devices

Included iealum

w 0] a B
Attendance Tracking Shifts Qrganization Setup Reparts.
B (=] B o
Leave Management Holidays Payrall Overtime
@

Employee Login

MpumeyvaHue: B TeyeHre 15-gHeBHOro NpobHOro neproaa OTKPbITO BCE. Nocse Hero
AKKAYHT MepexoauT Ha HadanbHbI Tapud, n HekoTopble GYHKLUN MOTYT 6bITb

3a610KMpPOBaHbI A0 NOBbILLEHNS Tapuda.

MNMoBbicbTe Tapud

MoBbiwaniTe Tapud, KOraa BaM Hy>XHO 6onbLLe nonb3oBaTenemn, 6onbLle YCTPONCTB NN

3a6n0KMpoBaHHas GyHKLMS.

1. Ha ctpaHuue Manage Subscription HaxmuTe Browse Plans & Upgrade (tapudsbl n
rMoBbILLEHWeE).

2. Upgrade your plan (nosbileHne Tapuda) nokasbiBaeT Tapudbl psgom, ¢ User limit
(numuT nonb3osatenei), Device limit (numuT yctponcTs) n dyHkumamu. OguH Tapud
oTMe4eH kak Recommended (pekomeHayembil). HekoTopble Tapudbl BKIOYAOT

AononHeHus, Hanpumep Pro HRMS nnu Journey Tracker.
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3. HaxmuTe KHOMKy Ha Hy>kHOM Tapude. Ha TekyLem Tapude KHOMKa Ha3blBaeTCS

Manage or renew (ynpasnaTb UV NPOSJINTD).

aiRerunive Q Soarch feature o @ A Branches AN
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payro Accoss Contral  Account Haip & Support
ACTIPAON upgraae
Upgrade your plan & Goback
Unlock premium features and scale your organization with Staft Knata
Recommended
P} Starter & Growth 2 Pro v
50 1 750 s0 1,000 100

Change to Starter Manage or renaw Choose Pro

OdopmneHune onnatbl

B okHe odopmieHnsi MOXXHO BbIbpaThb:

MapameTtp YT1o penaer

Monthly (exxemecsiuHO) Kak yacTo Bbl niature.

nnu Yearly (exxerogHo)

Purchased seats 3a CKOMbKO Nofib3oBaTesnien Bbl NaatuTe. YUutnte byoyLwmin Hamm: CHET

(Kyl'lﬂeHHbIe MecTa) BbICTaBJIAETCA 3a BCe KyMn/eHHble MeCTa.

Add-ons (gononHeHus, [ononHutenbHble Modynu, Hanpumep Pro HRMS wnu Journey Tracker,

Heobsi3aTenbHO) KOTOPbIX HeT B BaLLeM Tapuode.

Autopay (aBTonnartéx) Ans exemecsayHbix Tapudos ¢ onnator B iHanu. BkniounTe, 4To6bI
npoaneBaTb Kbl MecsiL, 6e3 NOBTOPHOro BBOAA NNATEXHbIX AAHHbIX.

BbikntounTe ons Pa30BOro njartexa 6e3 aBTOMaTM4eCcKoro npogsieHn4.
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Order summary (CBOAKa 3aKa3a) NoKa3sbliBaeT CyMMY K onnaTte cerofgHs, Bkiato4das GST, v

OLLeHKy cneaytoLLero NpoaneHns. HakMumTe KHOMKY onnaThl 1 3aBepLunTe niaTéx B

3aLUMLEHHOM MIaTéXXHOM OKHe. AKTyasnbHble LeHbl cM. B pasgene Billing & Plan (onnata

n Tapunod).

MpumeyaHue: ABTONNATEX HEAOCTYMEH NPY EXXEMECAYHOI CyMME BbilLe YCTaHOBIEHHOrO
nopora. B 3Tom cnyyae opopmieHrie aBTOMaTUYECKN NEPEKIIIOYAETCS HA Pa30BbI MIATEX.

YnpaBneHue onnaToin, aBTOMIaTeXX0OM 1 cHeTaMu

1.

HaxkmuTe Account (akkayHT) — Billing & Plan (onnata v Tapnd). OTkpoeTcs cTpaHmLa

Billing & Subscriptions (onnata n noanuckm).

Current subscription (TekyLlas Noanmncka) NokKasbiBaeT Ball Tapud, BKITOYEH N
asTonnatéx, Purchased seats (KynieHHble MeCTa) N aKTUBHbIX MONb30BaTesen,
Current period (tekywun nepuog) n Next renewal estimate (oueHka cnegytoLero

NpoAJIeHNSA).

Hakmute Change Plan (cmeHnTb Tapnd), 4tobbl nepernty Ha gpyron Tapud, nnm

Renew plan (npognutb Tapnd), 4ToObI ONNATUTL ClIeAyoLW A Nepuoa,.

Ecnu aBTonnatéx BbikntoyeH, HaxxmuTe Enable Autopay (BKNoUnTb aBTONNATEX),
4TOBbl HACTPOUTL ero. Bbl noaTBepXkaaeTe HebobLIOW NNATEX, YTOObI byayLne

exemMecda4yHble cHeTa CNUCbiBaJiInCb aBTOMAaTU4YeECKN.

Billing History (nctopus nnatexen) cogepxut Bce nnatexu. dunstpyite no All (sce),
Successful (ycnewHble), Pending (B o6paboTtke) unu Failed (HeygauHbie) nnbo nwmre

no ID TpaH3aKkuun nnu cymme.

Ha>kmute Invoice (cuéT) B ntoboin cTpoke, 4Tobbl ckavaTb cYéT B PDF.
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ullRenunive Q Soarch features. o @ Al Branches

Adenin ;
A ADMRSTRATER
Dashbosrd  Devica Sotup Grganization Time & Loave Data Downlaad Reparts Payro Accoss Gontrol  Account Halp b Suppert
1 Accoum
5 Autopay is nactive. Set up autopay of choose a one-lime subscription payment. Riviewbiing
Billing & Subscriptions
MANage your Autapay mandates, actve plans, and billing histary
Growth  Asnpay inactive L
Manth ik g lerme
259 -
Billing History © €1 Shacth ty Tun D, dessiipd Al | Successful 0 Panding 0  Fallud 0 £ Redresh

Dae

Mo Transactions

Cosert: KHornka Review billing (nposepuTb onnaty) Ha 6aHHepe aBToNNaTeXXa BBEPXY
MaHenn OTKPbIBAET Ty e CTPaHuLYy.

Ecnu nognuncka ncrekna, coobuieHre Subscription Inactive (nognuncka HeakTMBHA)
6noknpyeT naHenb. Haxxmute Proceed to Payment (nepenTtun k onnare), 4tobbl ONnatuTb

M BOCCTAaHOBWUTb OOCTYymM.

Monyunte nomoLub U co3pganTe obpalleHne

1. Haxkmute Ha ¢poTo npoduns n Bbibepute Help & Support (MomMoLLb 1 NoaaepxKa)

nnn Haxmute Help & Support cnipaBa Ha naHenn MeHio.

2. bnok Contact support (cBA3aTbCA C NOAOEPXKOWN) BBEPXY MOKa3blBaeT Hall HOMep

NOOAEPXKKWN, FOPSYYIO IMHUIO N MOYTY.
3. YT06bI co34aTh 0bpaLleHune, HaxkxmuTe Raise Ticket (co3paTtb obpalleHue).
4. Beepute Subject (Tema) n onuwnte npobnemy B none Description (onucaHue).

5. B pa3sgene Attachments (BnoxeHuns) MoxxHo fobasutb go 5 ¢annos (JPG, PNG, PDF

nnn DOCX, no 2 Mb kaxgblin), Hanpumep CKPUHLLIOT.

6. HaxmuTte Submit Ticket (oTnpaBuTb obpaLleHune).
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Raise New Support Ticket

Subject
Paysip thows the wrong depariment

Description *

Feahad Vermna's Sephomber b3 mhmmmnmwmﬂym]

woek. Pirie hap s updale it

Attachmants |optionall

Ob6patueHune coxpaHseTcs ¢ Ticket ID (Homep obpalleHuns) n nosiBnsieTcs B Support
Ticket Log (>xypHan obpalueHunin). KapTouku BBepXy MOKa3bIBAKOT YNCN0 obpaLleHnin B
ctatycax Open & Pending (oTKpbITbl 1 oxungatoT), In Progress (B pabote) 1 Resolved &
Closed (peLueHbl 1 3aKpbITbl). HaxkMUTe Ha obpalleHne, 4Tobbl yBUAETb CBEAEHUS U
CTaTyC, KOTOPbIN MeHsieTcst ¢ Open (0TKpbITO) Ha In Progress (B pabote), Resolved

(peweHo) n Closed (3akpbITO).

TATUS REQUESTER
Opan Admin

CREATED LAST UPOATED
18 ©21 2026, 11:36 pm 18 0t 2026, 11:35 pm

woHCT
Payslip shows the wrong department

AU BESCRIPTION

Fanul Verma's Segtamber paysie ety Production, But he maved i Gussty
B vl P s s Lol &
WPOATE TICKET LIFECYELE
w InProgress | Resoied || Cloted
>
Close
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MNpumeyvaHue: ObpaweHns B Help & Support cozgator Admin nnu HR. CoTpyaHKam n
PYKOBOANTENAM CnefyeT CHadana obpaTnTbCs 3a MOMOLLbIO K aAMUHNCTPATOPY CBOEN

KOMMaHUN.

L
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18

Bonpocbl 1 peLwieHne npobiem

Tapud: Bce Tapudbl

KpaTkue oTBeTbl Ha CaMble YacTble BONPOChI KNMeHTOB. Ecnu Balwen npobnemsbl 34echb HeT,
co3panTe obpaweHne B Help & Support (nomoLb 1 nogaepkka; cMm. Tapudbl, onnara u

noanepXka).

OTMeTKM 1 YCTPONCTBA

COTPYAHMK HE MOXXET OTMETUTbCS C TenedoHa

MNpoBepbTe MO NOPAAKY:

1. MobunbHble OTMETKN ANS Hero BKAtoYeHbl. B Organization (opraHusauus) —
Employee List (CNCOK COTPYAHNKOB) OTKPOMNTE MEHIO CTPOKM COTPYAHMKA U
ybeaunTtech, HTO MOBUIIbHbIE OTMETKM BKITHOYEHbI. ECIIN OHW BbIKNIOYEHbI, NPUIOXeHne

nokasbiBaeT «Mobile punching disabled» (Mob6unbHbIE OTMETKM OTKIHOYEHDbI).

2. [octyn K reonokauunmn paspeLwéH. Ha tenepoHe 4OMKHbI ObITb BKIKOYEHbI C1YyXObI
reonokauuu, a y npunoxenuns Staff Khata gomkHo 6biTb paspelueHmne Ha JocTyn K

MECTOTOJTOXXEHUIO.

3. COTpyAHUK HaxopauUTCcA B reo3oHe. Ecnuv npunoxeHne coobLLaeT, YTo OH BHe
A0MNYyCTUMOro paanyca, 3Ha4YnT OH C/IULKOM Jdaneko ot oduca. lNMposepbTe
MecTornonoxeHue n pagnyc dunuana s Organization — Branch (bunuan). Cwm.

MobunbHble OTMETKMU.

4. Bxop, ANsi COTPYAHUKOB BXOAMUT B BaLl Tapud. COTPYAHVKM BXOASAT B NMPUSTOXKEHNE CO
CBOVM nornHoM. Ecnm B Ballem Tapude HeT BXOAa ANA COTPYAHVKOB, OHU BUAST

«Employee login is locked» (Bxoa Ans cOTpyAHUKOB 3a6/10KMPOBaH).

BuomeTpuyeckoe yCTPOMCTBO He B CETU

lNpoBepbTe, YTO Y TEpMUHAa eCcTb NMUTaHNE N UHTEPHET 1 YTO afpec cepBepa 3afaH Tak,
Kak nokasaHo B How to connect (kak nogknounTb) B pa3gene Device Setup (HacTporika
ycTporicts) = Manage Devices (ynpasneHue yctponctsamm). MNocne noboro nsmeHeHus

nepesanyctuTte TepMmHarnl. OT™MeTKH, COXpaHéHHbIe, NnokKa oH b6bln He B CeTU, He TEPAKOTCA:
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ncnonb3yinte Data Download (3arpyska faHHbix) = Download data from Devices
(3arpy3unTb AaHHbIe C YCTPOMCTB), 4TOObI MoNy4nTh UX 3a ntobon neprog. Cm.

BuomeTtpuyeckme ycTporcTaa.

CoserT: Bkniounte onoseLleHne WhatsApp 06 yctponcteax He B ceTu B Organization —
Company — Notifications, 4To6bI cpa3y y3HaBaTb 06 3TOM.

Kakne 6uomeTpuyeckune ycTporicTBa NoAfep>KNBaOTCA?

Tonbko 6buomeTpuyeckme yctponctea Realtime. Yctponcrsa gpyrmnx mapok k Staff Khata

Heé NMoaKMN4aloTCA.

COprﬂ,HI/IK OTMETUNCA, HO BpeMA HEBEPHOE UWITN OTCYTCTBYET

NcnpasbTe ero B Time & Leave (Bpems n otnycka) = Manual Punch (py4Has oTmeTka)

Mnn ofobpuTe 3aNpoc COTPyAHMKA Ha UcnpasneHve B pasaene Regularization

(koppekTupoBskKa). CM. ExkeaHeBHad NoceLlaemMocTb.

AKKayHTbI N BXO4

A1 3a6b11 Naposb

Ha ctpaHuue Bxoga HaxkxmuTe Forgot password? (3abbinun naponb?), BBeanTe pabouyyto
MOYTY 1 BOCMONb3YyNTECh NPUCIAaHHBIM KOAOM. [MoapobHblie warv — B rnaee Permcrpauns

1 NepBblil BXOA,

CoTpyaHUK 3a6bin Naposib

Admin 3agaéT NOrnH KaXX[oro cotTpygHuka npu gobasneHnm. OTKponTe COTPygHMKA Ha
penakTupoBaHue B Employee List (Cnncok cOTpyaAHMKOB) 1 3afanTe HOBbIN Naposb, UMK

COTPYOHMK MOXeT BoCnofb3oBaTbcsa Forgot password? co cBoer No4Ton.

He npuwén koa npu perncrpauumn
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JoxaunTecb OKOHYaHMA Tarmepa u HaxxmuTe Resend Code (oTnpaBuUTb KOA NOBTOPHO).

MpoBepbTe nanky «Cnam» n ybeamTech, 4To HoMep TenedoHa MOXeT NpUHUMaTb SMS.

Kak cMeHUTb A3bIK?

Hakmute Ha doTo npoduna — Language (s3bIk) 1 BbibepuTe oamH 13 55 a3bikoB. [o

BXOJa MCMOMb3ynTe KHOMKY BblOOpa A3blka B BEPXHEM Yriy CTPaHULbI.

OTYéTbl M JaHHbIe

CoTpyaHUKa HeT B OTYETe

lNpoBepbTe NepekntoyaTenb punuanos Beepxy. Ecnuv BbibpaH oanH dunvan, Bbl

BUAUTE TONbKO ero coTpygHukoB. Boibepute All Branches (Bce dunuansi).
MpoBepbTe, KOro Bbl Bbibpanu B punbTpax oTYéTA.

MNpoBepbTe, YTO COTPYAHMK B cTaTyce Active (akTnBeH) B Employee List 1 yTo gata ero

npuémMa paHbLLe nepnopa oT4ETa.

Kak akcrnopTupoBaTb OTUET?

OTKpounTe OTYET 1 Yepe3 MeHto Export (3kcnopT) ckayvanTe ero B popmate Excel nnn PDF

nnbo pacneyatante. CM. OTYETDI.

MoyemMy NYHKT MeHI0 3a6/10KMpOBaH?

3aMOK 03HayaeT, YTo Ball Tapud He BKtOYaeT 3Ty GyHKUMI0. HaxxmMmnTe 3HavoK Tapnda,

4YTOObl NOCMOTPETbL CBOW Tapnd, nnu cM. Tabnnuy Hmxe.

YTo nponcxoauT, Koraa 3akaH4YMBaeTcs NPo6HbIN Nnepuon?

AKKayHT nepexogonT Ha Ha4danbHbIN Tapmcb. Bawu gaHHble COXPaHAKTCA. CDyHKLI,I/II/I,

KOTOpbIX HET B HOBOM Tapude, 6510K1pyoTCs A0 NoBbiLeHNs Tapuda.

KTo 4TO MOXXeT aenaTtb
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Monb3oBaTenn HR paboTatoT Ha TeX ke 3KpaHax agMUHMCTPaTopa, YTo U Admin.

PykoBoantensam Hy>kHo gononHeHue Pro HRMS.

DPYyHKUUSA
NaHenb

KomnaHus, punuans,

oTAaenbl

[MpaBuna noceLaemocTu

1 paboyero BpemeHu

JobasneHune u
penakTupoBaHune

COTPYAHUKOB

brnometpuueckne

yCTpOMNCTBa
CmeHbl 1 rpadumk

ExxegHeBHasA
noceLlaemMocTb 1 pyyHble

OTMETKN

OTmeTKa n puxoga n

yxona

OTnycka

Mpa3gHnKn

3apnnaTa 1 oknagbl

OTYéTDbI

OnoselueHna WhatsApp

N NHTErpaunmn

Admin

Bcst kKomnaHua

Oa

Oa

Oa

Oa

Ja

Oa

HacTporika n

onobpeHue

Oa

Oa

Oa

Oa

HR

Bcs komnaHug

Oa

Ha

Ha

Ha

[a

Ha

HacTpolika n

onobpeHune

[a

Ha

Ha

Ha
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Manager

CBoda KOMaHAaa

MpocmoTp cBoer

KOMaHpl

MpocmoTp cBoen

KOMaHbl

Ha

OpobpeHune gns
cBOeln KoMaHabl

Employee

CBos

Csoit npodunb

CBos; 3anpocbl Ha

ncnpasneHmne

Oa

[Mogayva 3as1BOK

CBoun pacyéTHble

JINCTKN



DPYyHKUUSA Admin HR Manager

3Ha4yok Tapuda n cMeHa  [a — —

Tapuda

O6paLeHuns B Help & Oa Oa —
Support

Kakon Tapu¢ MHe Hy)XeH

Employee

Karkpas HoBasi KoMnaHWa nony4aet 15-A4HeBHbIA NPO6HbIA Nepuos, B KOTOPOM OTKPbLITO

BCé. [Nocne Hero:

DYyHKUUSA

MocellaeMocTb € TenepoHOB 1 YCTPOICTB Realtime, AHEBHOW OTYET,

(I)I/U'I nanbl, OTAENDI

OTI'IyCKa, npasgHnMKKn, CcBepxypoyHble, HECKOJIbKO CMeEH

Bxopn Ansi COTPYAHUKOB B Be6-BEPCUIO 1 NPUSTOXKEHNE

(CaMOO6CJ'Iy)KI/IBaHI/Ie N OTMETKN B I'IpI/IJ'IO)KeHI/II/I)

HepenbHble, MecsayHble 1N rOAOBble OTYETDI, APYrMe pacLUpeHHble
oT4éTbl, Access Control (KoHTponb goctyna), Data Download (3arpy3ka

OAHHbIX)

3apnnata, ok/agbl, BO3MELLEHUS PACXOA0B, PACYETHbIE INCTKY,

rocydapCTBeHHble OTYETDI
Ponb pykoBoguTens, neHTa KOMMNaHnu, OprcTpykTypa, MMYyLLECTBO

OTcnexunsaHue Bble3gHbIX COTPYAHVKOB B peasibHOM BpeMeHU
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Hy>HbIli Tapnd

Bce Tapudnl

MoxeT noTpeboBaTbcs

6onee BbICOKMI Tapud

MoxceT noTpeboBaTbcst

6onee BbiICOKMI Tapud

MnatHbIn Tapud ¢

pacwmpeHHbIMA OT4YéTamu

MnaTHbIV Tapud ¢ pacyétom

3apnnaTbl
JononHeHne Pro HRMS

JononHeHwve Journey
Tracker



.

Hy>xeH Tapu¢: Taprdbl 1 X COCTaB MOTyT MeHATbLCA. HaxxmuTe 3Hayok Tapuda — Browse
Plans & Upgrade (tapudbl 1 noBbiLLeHne), YTOObl yBUAETb aKTyaNnbHbI CINCOK, a

aKTyanbHble ueHbl — B pa3gene Billing & Plan (onnata n Tapud).

L
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