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GBS O GORE OB WE GINLD.

Ped 63D 6B PHWaBS eDICH®

Staff Khata 5:® 290 6e30®6E@O® 5DGeE)kd EE Ea) 668. 6O 858D
BB e5eDey GBS G,

1. Company Settings &, Employee codes (6230w 6&®) D@ BBt DEBID.

2. 5D DIESY) 5B, O I8 S® 8O Live Generated Code Preview
(6588 B5s WE WD 6e53¢D) 6ENID HOTINED 6D.

3. Save Changes BES DHSSEI®.

SZISO) s WD &d
Prefix (ceses&mcs) HSBwed @B @Sy, c&: ST @ed) TEMP’.
Separator / Delimiter (6®5®55)cs) 33 @S eDD §F (-), &R 938, O @3, BD, e}

B o).
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E5DE5® s WD eé

Include Year (D8wcs aes) DE5I®) B&mcs (120267 e "26°) O WSS, BDHENBS
None (5885 ).

Number of Digits (958 ©®&H) goed RO B Bede, 2 80 6 .
Starting / Next Number (5685 / 5e 50 65D REDD FoWCS.
BE Focs)
'ir.‘ﬁ;\{f{ Q Soarch features "k @ Al Branches i
Dashboard  Device Sotup Organization Time & Leave Data Dowrload = Ren parts Payro Accoss Contral  Account Holp & Supp
Company Settings D Resat
s bl
..................... —_—
SEP £
st Hyphen i-] v MNone
NUMBER OF DIGITS STARTING [ NEXT NUMBER
4 Digits (0001 W 1

You have unsaved changes Discard B Save Changes

9Bcs: D BBDS DBEH BB 6EIDWBS tsee 5O, BsOBD D 6RO
5DE).

SNBSS 258839 DSBI®

Localization (880 &w3&9cs) D@5 HDar) WEBD. DD EcHeséed D 8O
Currency Standard (®eE Jwmmcs), Timezone (68 @®@xesc), Date Display Format
(B eEme gwadis) esen Interface Language (30)5; 8enehs) ee)Hd) @BIEHD
E5@eM ESTED FrD). DED DB5NNSS GO 6EES F)H WOBEH DS D& I
cOxe3 W3S, Save Changes SEE DHESI®.
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

Regional & Locale Settings

TIMEZONE

Payroll & Tax I@&cs

Payroll & Tax (&5 529 @¢) O Decd B 805 DS (PSS 58D GDeHD
8xcs), PF, ESI &3¢0 8608w t5:2983® 50 Ped B8 DE®i gtlo@ 0. ¢®)
S 58D DB & 5B WS GD.

DD D) D) WEB®

) 3% e ENE ) WENHTDENE BSNHBE. &5:® HADDO® BOTEEH®
29-D0% BIS 9 GBS, DD N85 VEIDEEO e5:B8® 50298 WE eNEIEE)
®AS D) WS® BB FLSERE 5B

1. Organization — Branch (a)d) BIED DEB®. Ded DS &®I®B) Main
Branch (85600)® &na»d) gr.

2. eS8 c®PD (-+-) BPavd WS Edit (650e558Ic5) WEE DSH®.

3. &5e%E&8 Branch name (@) 5»H®cs), 6O Code (GBS, EEDSHISE 6Ees
"NOI-HQ') e529 Address (B83)c) apes DEB®.
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4. 5B wn8s OFIREE 656886nS 6®8 O BE g O Primary branch
(508 D) 553 WEHY.

5. Geo-fencing (¢9-9:0) &8s WSB®. @Bhesey LS NS e5wesx™: Locate me ()2
6eNsE®) BES DSH®, Latitude (Gi@omcs) esen Longitude (6&motcs) O&es
DOTD), Beens) 88 o) BP0 B8k® WEE ®ESID.

6. Radius (m) (@5, B08) apes DB o8 PFIDEEO 8% des) 80
MBSO 6w B0 588 5008 WE DBE STD.

7. Save Changes SRS ®SSI®D.

Edit branch

sEcTan
)

208 SN O HE®, Add branch (Eahd Oz DESH®) BED DS, O
BeSH® 256 Add branch SRS ®SSI.

.
@&cs: 3O® D®EiS B8 50 B FSSE OB WEHY. GENRINBE FAED

e®AIB® GPS BSDEsHND Gf) DB GBS, 9B W) @5cw 8 PFIRDEREO B®
e®e56cS 800 e5:8&® 5005 BE® DEWOBBO 5ODB.

N

B ) Sed 29-:0 g 650 FBe59ed 8 68. DGO O HaHdE
e} BEEE 90 B @HE EGEd G ) S (All Branches) en&®
DOBB).
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nnnnnnnnnn

llllllllllll

9-D70 eSEDO® e5eeNE 55 WE B, 50566 BE 50 HEDE_6DE
BT EE DRBD.

ccebme®sly 5 B»BHYS; OB WSB®

6ceNBEBEBEY 37) DR WEINGSEE. BAYS: 37 W O DEFINE® PE GS
AE N® DB GBS, T e esEm &5 e EWOE &S 8.

1. Organization — Department (6cen50608D) WEE DOB®. O e5Eem
6eeNBEBDEDEY e e G.

2. OO ABH ® 9 BERO, O 658 c®HRD () EDavd @3S Edit HE
2GS, Designations (HQS;) O6S, MBS I8 @3S, Be® O e5eeD)
Add designation (%56 9% DOBD) WEE @3, 650 Save Changes HEW)
DEBD.

3. 20 2FNEOE 85:2880, Add department (6cenN8mEETHD O WSBN)
SRS 6, Department name (6cen56E88E) HOGE) FRED W3S, O
DR OB DS OB,

4, DeD B5NHDES 50 SIS MOSWO 58D DS G5B 6EeNEDEDTRD @;E®0,
Dxd Departments (ccenbme@sim) 80O Designations 608 ©)5; DEBD.
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ﬁ;m . Q Search featuros o @B Al Branches isdaye et AN

EHATA
aasnpw% Devica Setup Grganization Time & Loave Data Downlaad Reparts Accoss Contral  Account Holp & Support
@
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment. Raview biing

Departments.

Yol teams and the job Wiss in each.

Designations 5 P 5 D i Q Search de

Designation Department Staft

Supervisor Froguction o
Machine Operator Production o
Quality Inspector Production o
HR Managar Human Resg 0

HR Exocutive Human Resourcos o

sport: +91 T9EE0

S Holplor: + staflenaiacom.  © 2020 Sl Khata - Anendance

560, Ve 5081680 BE 5t NEHE_6DE) 9BSTES 52BN,
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04

25:0Se® B e529 NEHE 6D
55esBEcS

e5:RE5®: BEE e5Re®

Staff Khata £5:® e5;8&9® £50DHBE @D PENSS 588168 BE) HSEIS DHSE:
GENE GRS DB OBED OBE, 6™ BEOE e Gt DEBES)
eMBOEE, 58D B PFIRDEREO e5:889® 85005 BV 98) 6EB6ES) cEMDDES
SBD. 6ER &5Ne, 352 E® D) 6B 6@ BEBBES WAE SHD
NEHE 60 5HBTEE HSSIS WSE.

Ded 508160 BB 5SS

1. Organization (e508c)h®cs) —» Company (652)®®) BES @3S, Attendance Rules
(6583968 BB) D5 DD WSBD.

2. PO OGS BB 6556 WEBD (8591 DD DERBY).

3. Absent Day Deduction Penalty (62e5:8& 8 @) S8e® ctls) &, e
5B &5:® 65 B&D e5Eem® ;6B FE) WEB BB DD FAESS
DECBD. £ 6BS® 1 6.

4. Save Changes (60%5m)8 8509%)®) BEW DSBH.
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allRerunve Q Soarch featuros ek @ Wil Branches

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

Company Settings
Manag company petorences

attendance rules, payroll, and palicias.
Attendance Rules
O o gute JULOMatic punch-ou, svertin

Enabio Aute Punch-0ut

Emabie Overtime Tracking

Enable Live Attendance Natifications o

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters
@ Restrict mobile attandance punch-ing 1o o

Enablo Geo-Fencing Sk Rl i e PR m Branch-wise Bule

SISO s WOD® 8

Enable Auto Punch-Out 6e30WES BOS® 5095 BHEVO GOBD WEENS) H S
(830505 BOB® e500m s 11:59 O PPYFe® BOS® 508 WASE.
DEB)

Enable Overtime Tracking ENGEDS DDV DB WE &5 509S WSS, DD Br)es
(@BE RME® 6586 WOBW) OGS I 6@ S 6. GENE 6MAD TNSS By,
ENEISS 8529 GBNE & ESESBID.

Enable Live Attendance £5:® FRODS &5t BOSS 2350H®HB® Admin 589 HR
Notifications (5838 ¢5:8678 CODEE DG OB HBAESE 5D CBs® 5EBR)EE
888 58 WEBID) GRS GSHOS.

Start Journey on Punch-In Journey Tracker &e&i®mcs eseem es®&. Journey Tracker
(3088 500658 ®ON DERBID.

GoRBI)

Absent Day Deduction Penalty e 6B 62ne5B&HPWO @) WS® e Em, 0 8O 30
eIN.

29-D0 e5E)S WD
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85 PFIRDERE DEDEE 6EnEBIBES B 5o®® 63ce®H 58&® 5098 HE®
29-D0 DEBOE.

1. 9® O@ecs®, Geo-Fencing Parameters (¢9-9:0 &550®8) D e5eHEO
GBDEDS DOHD).

2. Enable Geo-Fencing (£9-9:0 &5&)c5 DEBD) SHvdO®m DEB®D.

3. OB BBEED PSS ESE®:

4. Save Changes BE& DEB.

Branch-wise Rule (Ga) @5)® HEs): 65:© Grandm® DOBEE® S
569 @S endd® @A, Apply to Branches (GahdE0O 6HesE®) & Gna)
eISE®. B BN® WO DB GBS 6O¢ 6eMme® cBEOS.

Apply All Employees (B3R 6E30DBS0 6HeBD): e5:00 O eSNMSE).
Geo Fence Radius (Metres) (¢9-8:0 @3cs, 808) gES DS e3NACS
e53®0 Set Map Location Coordinates (88cs® e5h® &e)om
EEESBD) WWEE DESS®.

llRermime

& My Profile

Grganization

Admin v
ADMDRSTRATOR
Holp & Suppor
Enable Overtime Tracking
Enable Live Attendance Natifications ©
Srvom I PURCH+in SN0 XRCh-OU THMES. WAEH &
Start Journey on Punch-in
NT D
1
Geo-Fencing Paramete: rs
@ pestrce
Enable Geo-Fencing Apply All Employees Branch-wise Rule
Apply to B

2 Apply to Branches - 2

Manage Branches

LATITUDE

100

£50e9%®: Branch-wise Rule &seen, €@ Organization — Branch 068 &) O
EMEE B3 D 58D @SS EDEBD. DGR E5ENHDE WD DEBD.
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PO O 6e3DWenE) € -0 VPV e5Ewmet) Attendance & devices
(25:8&® 569 e570®) BsDeEE G5 WE Scs.

®e® WhatsApp 253506 eDICE®

Notifications (¢;5)®&8) 0@ ®&s) WhatsApp & Daily Attendance Summary
(cecHm e5:@&® er%o®cs), Monthly Attendance Summary (@& 5868
eMo®cs) e5en Device Health Alerts (Ge50® 6259905 GE®) e58)S WE eDSCS.
WhatsApp_&5e9 Samada) 586 aesis.

MEHE D@ YBTHSE tHesI®

NEHE 8@ 58BIEE DE@ 5D TNE 858D 6O SRS 3B EXsw Ged
65 C&OE DTS WAE BT 5B, Ped S5EF) FESTHES 50
GBS .

1. Organization — Office Time Policy (2n8c)E 6OE) 5BSBEE) BEE DSBID.

2. Create First Policy (5568 585538 e)¢5)8) BED DOBD (60) DD
0P8 O Ge® Add New Policy (99 ¢58e588¢s 95 DEED)).

3. "Standard Office Policy" &% Policy Name (58e58)8) $n®cs) GrEs DSED.
DOTEEE 5BSBIREE 5D 5@ 60O FESTES 638 g ©S Default
(656BBs) e5ESD BDRBD.

4. Grace periods & working hours (5¢9% 2NE €59 ) 85c3) 3OEBY, e5¢c3 859
OB DES NE 5EST®:

E5DE5® s WD &

Permitted Late Arrival GOE 6ERE BERWE) EIMNWS B BFIREO cENsdeH &
(@DesS 8 e e588n®) B e, conSHES 6 S8BT 15.

Permitted Early Departure DR BOS5® 6@t S5EERE DS GG VSRS
(39856 8 ®E 8085V) MO DES BOD ) BE, ENSHIST 63 DT
10.
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E5DES® s WED &

Half-day threshold (@50 8 6O® &2 &0 g8 8, 8ves ¢80 Eed (Eed8se)
£3©)®) (R8s 53 7).

Absent threshold OB DB 530 Gh) DB, EDs eSO 6EES BERWE) 6O
(651858878 B©nd) (6B 6@Es 55 4). O @6 8 8D D) gi)edS
DDS®D.

©8® e g8 HES
OB 5B 5O 8O gi) BEPE DD 58 BEDD 6OE OB WEBD.

1. Monthly late deductions (8w e g8) HEE) 586 WOSB®.

2. Deduction source (¢8) 5868 @) caNGH®: Attendance (258899,
5088 € ¢f) WSAB) el Leave Balance (CL) (BE) e®@ds, gBHn® SR
) WASE).

3. Monthly late count (©85% 25©)¢ ®&HD) &5t Cut Days (G8) DOD &)
ESWESBIL). EEIDEHISE 6=es, 3 858D 1 5%) eSS BE &5:® e e5:B&S 3
DO® S Es G8) OB IE.

QBN ¥Ye 52 WES BO8Te® BS

Late arrival rules (55®:¢ 2586168 £E) s068), Add rule (58w O DSBD)
BES S, Duration (HEBEHD) ¢SS S Cut Days eIGBD. EEeS&Icse)
GREs, &5t 1 WO DE) @ 8® 0.5 (Half Day) (@50 Exc) a8) S8, VO &S 4
B e OB WE eSes. Early departure rules (8% 80868 B8) wES 802
5B 86 OFIRES seem DeEes® o WA, 58t BE) Endre B8 @S
®B 5 S Apply on weekly offs (658550 HEE) EDDE GHEBN) 5SS
DEBD.
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5. Create Policy (558588 e9He8a) BIEE DOSH.

Add New Policy

Grace perios, working hours and deductions

{0 Mow to use this policy

Palicy Hame *
‘Standard Office Policy

Detault

Grace poriods & working hours
Permitted Late Arrival

0o Hours 15 mintes
Hait-day thrashold

o7 Mous ; 00 et

Betow this: Paif cary, uniess marked sbsent

Attendance & deductions

Montmy late deductions

Deduction source

Attendance  Leave Balance (CL)

Monthly late count
3 v

Late arrival rules 1074

ARty O weekly ity
R 1
Duration
L} Hours og

Pesmitied Early Depariute

oo Hburs ; 10 ncer
Absent threshoid

o4 Hours 00, miuter

Below TNiS: ANSENT. Keep Desow I Nalf-cay sl

+ AsdRule

58S OB 5@, RS, @80 E® &5t eENe BB nE BOW = BERed 863
D). ee50BRP PFESTES cODes BDEPO, 585G 658 6@HD (-+) HDad WS

Make Default (625658 DEB®) DES DSBIH.

sillReryme Q s feaures -
T P of Bt
Dashbeard  Device Sotup Time & Leave

Organization

@+ Dassboard - Office Tame Poley

Data Download

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

Office Time Policy

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

Office Time Policy 1
Poscy Hame

Standard Office Policy  Defasm

Need hig?

Late Arrival

s

S Support +91 79820

Roparts

1270

So Hilplek: +91 7065 7008 40

Accoss Comrol  Account

Exely Departure Wait Dy

e
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FA Artemins
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Deduttons

Deduct From Attendance

Holp & Support

Q Search policies by name



.
@Bcs: DENBTDENE DO B 85005 N8 PVSIDREDO 6DHES 68@DS)

GOEBE? 6B IBSTEEE 9, OO 6eSD®BS OB WE® JO oD} 50eSWSHICS
=6 8O Office Time Policy Sedged O emicsim.

N
3e®0, D6 6e5DDER D WSHXD.

staffkhata.com/guide - 28 / 128


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

celDwds O S8 eseo DEODIDSHcS

e5:3e®: Bog e5:ce®

623085 O HE®O H® YW G: Add Employee (6e3DmH OB DSSIN)
66O 58 A DSWO OB Gecsew, Excel emmyndBS eaheen) ccem) dmAS,
BN DYBE DOBEE DSBS 86D 6EES PNVINDD DGO

5 Er3esnd Dad WET®

Organization (e50dc)h%cs) — Employee List (6250w @:53e590) BES DSBEI®D.
Employee Directory (6250w an@HDE®N) t5:0 66eHR® DABEE 6EBCS,
6ceNBDEOTRD, BTN eSS 58D BDEBDS SO@ GSHOHB. G B[O
e eseen Add Employee (6830w 8% @650), ) 30 e S®EE (More
ways to add, O BEPO ©OB HO) eNDB WSBB.

S 6e5DWEET AW OB

Add employee (6e39mc5 O DEBD) 6eIGOSO BsDS DS @, DS
RN 58D By aBNESS; 988 B 25850 BSDS eSHes.

836 1: 158E® eSS
1. First Name (G ®®), Last Name (32553 ©®) esep Work Email (208
560RE) FED DSB.

2. 660 6B e5®c Contact Number (5®QS0B) GFomcs) GDED DOSD.
63D W WE 585 A5 GOBWES WE EINDLD.

3. g Password (§Gesecs) e5wmessa. e56m &) 8585 6e3m0 O DML WE
2DS)cs.

4. Gender (838 56 e0®cs) 6END, Next (B8®) BES DSBI®D.

8B5S 2: SlBcHD
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1. D6 58 PaBens o t5:8®0 Employee Code [ ID (&30
GBS | DEHOesm) He3d) DTN, e t5DE ESWET DERBID.

2. Joining Date (6390 @&y Encs) 8wen w3, @aiesey Branch (nahd),
Department (6cen8m6c@simd) esen Designation (DHRF) eICSH.

3. System Role (508 9®wnd) caICT®. caeen] b ®&e)=ci Employee
(ce3Dm) 68; BPBO 6e56HB6H DHOWH® o S5O&.

4. P OB OB IS eEN®mBIES 5O Office Time Policy (z08HE 6O
¢58es8IBs) Ve 6eSEHD 5BV e D WSE.

5. Reporting Manager (D550 5% DE®HN@S;), EPF number (EPF goxcs) &5e9
ESI number (ESI owcs) &EesS. Next DERE DSHS.

5 Autopay is mactive. Set up sutopay of choose a ona-time subseription payment Rerview biting

EmployeeCosef O  JsiningDae* a Beanch® (

£ 18 0c12026 Noita Head Office (NOI-HQ)

nnnnnnnnn ] Dasignation () Reporting Manager ©

HR & Compliance

Total Experience (O EPF number G ESInumber ©

Bc5sDS 3: Do €58 GBI/

Qo B5BS QS @SS eseen DD 8. NI 6c® DWESB. Next (S&w)
DR DSE.

833G 4: e5:OE® 2589 (=22570®
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e5rE®

Disable Attendance Tracking (e5;8&:8
0RO a8s DETN)

Enforce geo-fencing (¢9-9:0 @@8©m
DEB)

Require Attendance Approval (e5;8589®
OB S GDHBE)

Devices (2250®)

s WD &

cO® 630D &5PSEOR 5D NEENDERS OB}
DEE.

5068 5008 HSE HBeS DB N6
-0 GRED SO,

e5:®6® D9 DB HOD 656 WEDMWSEDR)
i anP® WAE.

6O® 63O OGO 30HDS) WE S
GESDBBRD Ee0®.

Add employee (6e39mc5) O DEHD) DED DOTD. HD 65D BDOBEEHE

GBS 5O = BeSPed 83 6O.

uuuuuuuuuu

Excel 6B ce5DES e DESBH®

1. Add Employee (6e30mc5) %) DOBD) 5@ @D SDEGS BEE S Import
from Excel (Excel GOBS) GIHB DEB®) cISHH.
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2. Get the template (&5:5EE @D ®BD) 306w, Excel template (Excel e DERE)
(ee95 CSV template, CSV e5:BEE) BEW OB, O BiE S 8569 DS
GB3E OB FD.

3. COMWGEH DD Ped GEODBS FRED) WOBD, 6B OB F6ce
DS, BEB 658 B DEI.

4. Upload your file (6@ em®Hn)d RO DOE®) 3068, 6@HD G COBD
ee0) browse (B88x)es5l®) WEE ®osI®. Excel el CSV, 2 MB ewioh.

5. Import employees (6e30ES PcHB) WEBD) BEE DSBID.

tiare Q Search feature (] Jl Branch a :
'iacm\m : @ A Branches . B8
Dashboard  Device Sotup Organization Time & Leave Data Download Reparis Payrofl Accoss Conral  Account Halp & Supp
ord - Employee List
B Autapay is mactive. Set up sutopay or choose 3 ona-lime subseription payment Review biting

) Employee Directory
W =.crpona in your organisation, with thek departm

ont, status and acco

Employee
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6230w DG 6INDED 988 § 683EDE0 Ded) D PWABEET) GBS
EEd. 859906 6838 genddm HDeems), Staff Khata ¢J&) Rows that need fixing
(568 »E B 688) 0ed R BBnH® WAS. DS emHed ) HDGSE WS
OO 6MNHD HDD FPIHD WSBD.

.
9Bcs: e DEEE Yoese BGDW ®. O OB 6eE5DWNE® SEE) Fdeses eSO

password ®8%) B O WSB®. A5 EENDBD 5BDB SCHE FSesesw
E5ET) EAD Bes), 0B § 585 DS 6O/ WED® 6= B3 BEIDEREES

CERSD.

DOBED® eSS B8P 6eSDDEBO GPISHA>N
OB

630 BOTEH® (55} Etcs, BB, EES eSEBVBABND €5t oty DSBS O
WOE.

1. Add Employee (6e359mc5 % DEB®) Ge5@ @ SDERG DERS DS Invite
Employee (6e59wc50 $IHNBN DEBD) eICHS.

2. First Name (8@ ®®), Last Name (¢®e55) 9®), Email (368E) esen Phone
Number (68 Gomcs) 56DS.
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3. Department (ccenbme®5ind), Designation (X0), Role (e98z0»d), Branch
(ad) 589 Joining Date (62300 Qredy Edcs) eBIGEI®. Reporting Manager
(EBN DD DEDINDS;) DDESE.

4. Send Invite (@5HDBND 3DBR) DWERE DSHD.

& Send Employee Invite

l b marm 10 Cobustd, 34t teeir department, role pormisions, and branch

uuuuuuuuuuuu
aaaaaaa

JORNING DATE * REPORTING MANAGER

B oct18, 2026 Select Manager (Optional)

e

e300 BeBE OBDS e5e9 WhatsApp & &) . ®AS O 8datd WS,
%) DG D WO EDDEEE BOB DWYS; WS, DO SIS 6D, Y5
eszes) Complete onboarding (2e®) @:B® 5685880 EB®) WEW DA, es@Ecs
& 7 & o @SE.

65DMEER) WEDMNWOHIS OB

090 6e3DWerERE® 6858 6OHRD () &Dav) WS 6O WSS

Edit Employee (6e30%cs) 85083w3805 WEBD): DYBe® De3ms edHes
DOBD).

Assign | View Salary (9;9e5 e5958® | @ES0): ®86e® e D15eacs
e5esED. B 580 cOBD DERID.

Biometric enrollment (cce50®8%m BcHe580dcs): Realtime 665088 EeH0MEE
PP @@E BEMS 6D ESD BHd WOBY. 6esDPE® =0
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DES.

Update Password (§)Gesecs cHdshmnB® w3sia): @88 esee 58 §Ge5ecses
ESEESBI.

Disable Mobile Punch (50®® 58898 e50e9% &5 SHI™) | Enable Mobile
Punch (e505® &5:8&98 £50e9%) 555 WEHN): GeSENHEE 85D DABIEE S NHcs
e5®c Staff Khata 250®® 6cEe®S DRSO 5B 5005 WE DBE SBD
BNEDS WEBD. BO 6E3DWBS t5€e) Bo®® e5BES 8500 e5ESES;
6ae5DPED 0B BSOS e5B&® 500S WE B HBs PVFIRECS
esee) S GHS WOBH.

_ullﬂHEHHIME Q Soarch features 1) @ All Branches

o A
.
m Sowrlosd - Repart
5 Autopay is mactive. Set up SUtopay of Chose & one-lime SUbseription payment. Riniewbiling
M Employee Directory O Refresn |
MW Eoryona in your arganisation, with their dopartment, s1atus and sccoss.
Employees @ B active - 0 inactive - B joinedin the s 30 diys ¥ Filtess 0 Search amploysoes.
Empiioy: Status
i Men o © s
T e i @ Aew
KR K:nlhﬁau @D Active
PN !?:N{IIN‘IP FrIDIl.II(.:l:X?n nﬁtz\?mall@?rfa;rma-mxlnes.exa.. (} Active
g Imran Shalkh Proguction Imean.shalkn@snarma -texties... @ seve
sp  SunitaPal Pr:_n_uclo_orn e @D Acthv
AR _i_rm! K_n_lmar IP‘I'MJCWI‘\ = aY'f\il.lﬁu.l\‘\l(@S.&M Ml - lexties ex... () Active
u & Edit Employee
gy Ranul Varma Production ratte @ e e
4 ? 3 3 a:smnrvmw‘s_aarv
& A}::\.mr! Al _ Priya@sharma- texties.example @) Active @ Biometric en roliment

& Update Password
) Disable Mobile Punch

[ Debete User

ce30wmeEnm ¢56 DE®O E8e59ed g8 Status (DEEDS) 58DE 9 D WSBIB.
FES 63DDBBO 36D s 6NN GBS BYY) 5:BS16®B) e .

-
@D®B e5;RL5D: oD® &5 BB 500D 850 e3DSo DED) OB GRDD, GODGS

2509 50O GSEE® GE3DD LOMSO PWE tHERLIOD FOBB Bcs S, 5O D
B5DDOWOV BEEE 8ad BE 8B 15 ¢lNd) VB EEd. DBVOH 5=e®
esee Billing & Plan (DEes8) &5 e5:R50) DRID.

L

BE®O, IS;,_6RESVSS 85D FRNE ESESSMD.
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@S, 6353 8589 GEBNE

e5:3e®: Bog e5:ce®

NGB PVed NG PVEIDEEE DB WD 53, LB TNES 858D 55BN HNE)
528583, WY OB EDEE QOB ENGEE D) WEBDNE BB 6MEISE e,
258D GOBS e EHDBES) GWEEE B GEMNE BE BSHIs WASE.

@16 DF) e5HESBID

P DER)D® General Shift (eEE5 ©S5D) e3¢ Night Shift (HE ©S5D) e50®
PO 0. BEd e5:3DERD ®EESD G5 E) E50ESWEEIS WEBD), BDEENB) HHE)
D) 85:890 Add shift (€150 & WSE®) WEE WSE®.

1.

2.

Organization (e50d)h&cs) — Shift Details (6; e3mS) BEE DSB.
NGDD 658 c®BD (-+-) BDavd WS Edit (850e55s) BWEW DSED.

Shift name (@560 ®»®) 8% S, 62 Code (6BHS) DT OB WSHD
(0S5 6@es "6S°).

Starts (958ecs) e5e9 Ends (¢Desmcs) esmess®. Os® HEensS ety ¢dess
DB HE S "ends the next day" (Bew 8wed ¢des) 68) 6@ BSEW
3}

Late punch-in allowed (g5®)¢ &5:889®0 @2)) esen Early punch-out allowed
(ES 8080 @7)) BHHIEH e5wesBD. EEIDSEIEE GRS, O DWW
&Sy 15 5.

585N HNE) O WST®

1.

Weekly off (es8esen S8n8)D) 506w, Add off day (B88) e O @EHE®)
DR DCS.

Day (8xcs), Type (D8@cs: Full day, e58e5880 8mes @end Half day, @52 xcs)
¢se9 Which weeks (®2 t58) emicsioy: Every week (£5:® e58sm®),
BN ®ESecs 1 DM, 2 D, 3 M, 4 D D) @Dess) e5E)cs.

S O BOE) EDcs 5 BB WEBD. EIDSHISEE GRS, &5 SESDE
98¢ 5D 2 DB 589 4 DY BBDE GeSWEINE) 6c586®S B PVFIREED
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DO GESIEINE) GEWE BE) Gd.
4. Save Changes (6D%508 85088®) BWEW DSB®.

Late punch-in allowed Early punch-cut allowed

mimutes

Weaidy off

E5DE5® 5 WD 4

Late punch-in allowed (g5®¢ G5OE BERNEIS cNDBED OO 58 B PFIRERE
e5:8&®0 @) 5OeE 8 e5:88acs 9D BT,

Early punch-out allowed (8% @S 8086® 5N 6N®BD NG VFIRDEED DES)
8080 @) 803 9 S SBID.

Weekly off (es8esen H588)d) cO® ONGD tseen BHNE) Em. a8 € ®»OBT DB WEH
E® 6@ BHE OES.

Sandwich rule (553088 B8cs) BNE) E® e GBS GS e58esan HNE) e5en HE) E
BOE) 63 DHB OGS

5 656G @SD WESBD

660 658 c©KD HDa S Make default (6e56BE WSHIW) WEW WSE®.
DD &5:® D EBODDWEHER® OO GEDS MICEH 8. R:B5PD 5GBS S
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Default (6e565E) @10e85c5%, & €565, 58D TNECS 858 e5BesEN HNE) 5O
G5B,

.
3DEs e5Ee®: € 50 O IGPDWO 98) 6cHB. DO BB s

£50e3EEISs WS 85 D8 s, BOT @S €5:800, PO YWE 5RO OGS
s eScs; Billing & Plan (DEes8) 8529 &5:385®) DERSD.

L

65e508cs 850 ®S; DSBS

Shift Roster (®)5; 6583036s) &) WHS: OB 56D DB WSHNE SBD EeHS)
8 655)D® 88 cBH®ES.

1. Time & Leave (2nEc &5e9 5HE)) — Shift Roster (@1S; 65e306s) WE
®OB®. Calendar (E® cSmacs), Week (658cs) €529 Month table (8w d@d)
ee58 g3 IS 8, 6e3DWE), 6EeNEDEBDTHD o) DSD /D 5SS
DEBD.

2. Assign Shift (50 3D65)®) BEE DSBI.

3. Who (28¢) s0es), Employees (6e50m8%5) OBS O eICB®, DH6ens
B0 DFINSOBTE OB Departments (6cenNE06EE) eiSE®D.
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4. Shift (@5®) eBSB®.

5. When (2®¢&¢) s0e8), One day (8% Emcse)), Date range (8 e55escs) el
Pick dates (&® calc5l®) calc), e e5wessi.

6. Assign Shifts (©)5; ©5D55®) DED DOHD.

Assign Shift

Wha Employees  Departments
Production

Rohud Verma (ST-0000 At Kumar (ST-0002)  Sunita Patd (5T-0003]

§ amployeels)
Shify

Fm«arm 65 v ]

When Onedsy Daterange  Pick dates

B3 Sun, Oct 18, 2026

P S5DSH NGDE OO Emed 80, PR ODE DWW D™ QS ¢OE 0. Time
& Leave — Shift Assignment (®)5; &5:28®) O® e5mERE® DEHE HDav) WSE.

®)35; 853OS, 50 WEB) e5EEID WSB®

caE] GEEem 85 WS 658G oD ©185c5E) BSS®O 5RO PWOBCS.

1. Time & Leave (2nEc &5e9 HHE)) — Shift Planner (&)6; e5:Re5805;) BIED
DOED).

2. Departments (ccenbme®a)a) o) Employees (6e30mE%) e, @iesey From
(80) ese To (czie) Emcses emIcn®, wrmeemd) This week (6®® &58)cs), Next
week (8 &8cs), This month (6®® ®escs) @05 Next month (8gw ®escs)

DR DSE.
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3. Pick a shift, then click days (@595 e, @zlesey 8m WEE ®EBI™)
3068 NGB BDEE DHSBD.

4. 98 En TRS DEB®, meens BeE D) W™ v dWADS BSS®O Fill
range (skip weekly offs) (e553t5¢5 250D, e58e5mn HNE) O 9EBD) WEW
65D, Fill every day (65:® Ew)® 608®) e58e5a) BNE)E LS ASE.

5. 50€ BGEd @S Save (5058®) BWEW DSE®D.

,..lﬂg_sq‘_lﬂ}'._e Q Soarch featuros @ Wl Branches B AN cion
Orga Time & Leave =~ Data Download Reports Haip & Supp
S0 Panner
B Autapay is mactive. Set up sutopay or choose 3 ona-time subscription payment Review biting
[%) Snift planner & Shift Rost
Ptan shifts for amployess of whole dopartmonts scross 4 date tange, day by day.
Deparntments Emplayees Fram Ta
@ Human Resources - A Employess - 2 - B et 25, 2026 £ Oet 31, 2026 Thiswesk  Modwesk  Thizmonth  Nextmanth
Pick a shift, then click days
5 Filmnge (skip weelly offs)  Fllmarydsy £ Carchanges
31
Geracai snin = Gaon
& dayls) for 2 employies - 2 shifts Discard

DB 6530356, RS BE 5O EDGEWE &S O IGD ST,

staffkhata.com/guide - 40 / 128



nnnnnnnnn

IEBNE BS e5EsBID

DS BE @PBS 55 EHDBES eEtie HW GENE BE DS WSS, S5e8D
Enable Overtime Tracking (@8wnE RMDEO 5856 DEBD) 55 DSBID);
2508160 BE DERDD.

1. Organization (£508)®)cs) — Over Time (@8@NE) BED DS, @3jesey Add Rule
(BB O DEE®) BEE DES®H.

2. "Weekday overtime" (65863 8 @8wnE) &S Rule name (86l ®®) Ges
DSBD.

3. Applies to (go¢ D8es) Oed), All employees (8cE 6e0wmES) cen) Some
departments (658206 eSO eICHIH.

4. Pay as (6@d3 ENS®H) 3068, O OB GENE 515 6MIDBES) c6EESE
SBD IR GBENDS FED DB

Multiple of pay (D:9ee5 Q&NENGES): EEIRDSHISE 6EES e5c5 Dees x 1.5.
Percent of pay (9:Jee5 g5BHHG): ENSHIEE 63 55 Dr)eess) 150%.
Fixed amount (83036 §eE): 50 6mePO® 55O OD® FEE.
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5. Minimum overtime (h) (§9® @&wnE, &5c3) 8¢9 Maximum overtime (h)
(ce58® GBENE, 85¢03) BDESBID). DB HEDBES OO SN BE IS
GOBS 53 B3O, CENCHIST 6ERES s 1 80 4 .

6. Effective from (QEe:DB560® ) e5wes), 955ty Add Rule B @SSI®.

@ Al Branches F - Reteain
Overtime rule added succassiully
Organization Time Data Download Reparts Holg & Support
5 Autapay is mactive. Set up autopay or choose 3 ona-lime subseription payment Roview biting
How extra houwrs ane pald, and 1he minimum and maximum overtime that counts
Qvertime rules 1
:d‘fle.kqa.y.fh.mnlnw 1.5% hourly pay 1-4h ¢t 18, 2026
‘.

3DED eEE®: FENE 5N PWE e5:ELOW GOES D5 . Billing & Plan
(DS €509 85:385®) DEBID.

560, 6e3DWBB} 5o®® 63EE®B 5BE® 508 WEH PEINSS VEBD.
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Zéocsz@ 6c5e®: 5:08H® e505 DHE®

£50RE5®: GE3DW ODS LB 535S

Staff Khata 6c3¢® 5@, 6e30ED DOBEEE cODINEES) 5:O® e5EWEN
DOG. &5:® e30DDBE 68@D), cOWAIBWES e3NBS €58 GESEMEE BB GBS,
e5:®80® 850905 BHEPD 92) GEHES GEMTNDEE H® DD A 89-D0 BSEIS
WASE.

.
GOEB e5;(385®: OGS 58D 25oD® G3EE® 6edDW PODS BSWE e EHPDR ¢

D) BDS 2SS, Ve@ BB PFFRDEED 56D B 6B DS, DBV B
@S 85D e5:3e3® eseem Billing & Plan (DEesE) 8589 £5:E850) AESD.

L

ceSDW®BB) eseem: 6c5e® DB/ WS PSBS DB

Ped 58e9ED D6 O™ tHES. DS B 85D &5y SeOE (eeD) cS®AD
Goc3) €38 FGe5E3 DV GDGBE.

1. Google Play Store (Android) @eo3 App Store (iPhone) e®&&) Staff Khata

£3MNESBS DS,

2. 63¢® B WG, Sign in to your account (D6 KOO 56HES DAEID) &,
®e@ Email or Phone Number (868G @) c6mA® Gowmcs) esen Password
(®Seses) @res DS,

3. Sign In (556®c DE®) ©IY @SE®. Today (¢e) BSs &Das 8.
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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 *

& sssscsssssne @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

vD.11.1

DD WOHDT) GLSEDTES) VDO &5:8E® 5O, g ¢S 0@ OXes) Today
(@¢), Attendance (e5:980®), Leave (5&n8)) esen Company (858)®®) cs.

9cs: Ded HS5es gOBWE? 6B BSeS Forgot Password? (§6esecs g@®mE?)
B OB, DDEENS DS 3E WD) 63 DED S5ENEWEDS YEEBID.

DENDD 2589 NSO GB) GEBID

PR DEDES BI® D 58w5eH BEPO 6c5¢®O Ve S NWESB), e50DB GeSEMS

e5ee) NS OGBS,
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1. @@ 5F D3SO e5B&® 5098 WS® O, WED GBS BNB LESFCS
9ERA. Allow (98 ecrl®) ®IY WSB™ ("While using the app", 6c5¢® )H&®
OB FOTRC, EENSBH).

2. O Dad § 8O, OB PeOHBBIE 9B GEBIW.

P DCEYBS mD Ded BS, 6c5¢® Location required (S ¢d@EBA) @ens
Camera access required (2@ £560®E 3D®BS) 655503, Enable Camera
(@D 555 WSB®) I WSB®, BDEeNS) D6 cSAIME Settings
(es7258) — Apps (6c5¢®) — Staff Khata — Permissions (¢®es0) &aw @36 ¢J&)
58S WEBB.

ee5ENCSE 252D GPS e50aD 50V e5EWE) WOBD®

1. Today (@e) &, Punch in (e5:8&® t50e9%) DSB®) DI DSHH. (DO
Attendance (e5:869®) O@cs HDadd @S Mark Attendance (e5:880® e5EREN
DOB®) DAY BDE®OE eSHcs.)

2. Attendance 56 ®e@ Assigned Shift (59D @S @SD) e5en ®e@ Current
Location (D85 e50®cs) 6588, B8a)s 9:68 @D 6e56s) S, Tap to
refresh location (M2 58 SE®O BAY DSBB) DAY DSBB.

3. Tap to take a selfie (665E0EE @BV BIY WSB®) BAY WS Ded Heess

560 8B e)c5:85¢5%) @™, Acs Verification Photo (2e98)S; BE6® e6)c55z5¢5)
3068} &3 8.

4. Punch in 39 ®ES®.
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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

DO 60=d &5© Punched In Successfully! (¢5:8&® 35908 85098 Scs!)
656, ®ed S5EeHERWO BBS BWEE FRED DTG ESDEE 50568
83098 GG,

29-0:60%8 80w ¢ d® ed

DED GIMNES -0 e5ES BS, DD e5:FG® e50DS WE NWE OB FSS DE
S5O, EDNEHIEE 6=Ees NBEE D) B8 200 . @) BOw, 65005 Outside
Allowed Radius (92 & @8 @Secss 80®) 58w GdDHS 68: "You are outside the
allowed punch-in radius. Please move closer and try again." (@@ @8) & @8
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58S 25098 @S56iS B8O® B3, WSFNDS EWO e5OF) 53D EBIED
DEBD.)

O

Error

Qutside Allowed Radius

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

Done
——————————————

nEEED @@ &, Tap to refresh location (B3 88 SE®D I
DOBW) DAY WS, DD 5 BE® 5098 WEBTN. 58eHEWES A N D
e5ee) @O e5wess. e eSEhM®, ) 85t 6cenEneday)_tsess DETD.

808® 5098 ®»SBI®

1. edes g@demeds, Today (¢¢) & Punch out (808® 5098 EB®) DAY
DOCED.
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2. ©98 6e5EMEE 6®® Punch out ©JY DSS.

®@O Punched Out Successfully! (808® 35098 5095 Scs!) eese). Staff Khata
®ED NGDD DECHD DR 513 DEIDNG WO HES), Ee SRR, DES B085S
560 ABNE DD GOPEDS DEIBCS 6.

8:55 vi
ETAEE

Today 'ﬁ' KHATA
26 Hello, Rahul Q

Thursday, October 22

Your shift
General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00PM

ChecklIn Checkout

08:56 AM -
00:00:14

[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave N
Apply and track your requests

= My payslips %

E?:l HeImpursements 5
Submit and | ckaiaimmns

PDed 5:0S @Benescs VEBD

1. Attendance (¢5:®81®) 0@ HDavd WSH®. Day (Emcs) esed Month (®)escs)
g3 NS 8, nE 5686ede g6 HPD BBDE NDB WOBY.
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2. 8%z Punched In At (e5:869® 5008 €& 6OED) €59 Punched Out At
(BO8® 50008 @g 68@D), BB 858D NG DR s BIAY WSB®D.

3. 8300w 68 et} eEe? O® Emeds, Request Regularisation (5268 S8®
PEERBD®) I W3S, BGE OB 59 I FED WS, GAIeSeS
Submit Request (9EB® 6HE DSB®) ®IY WEBD. Ded 58eHE® s
DRSS ¢BPB WASE.

58508 tseen: 6tSDW ¢/D BoM® 505D
e300 e55)c5 62 @G5 WSBI®

5 6e3DWBE t5ee) Bo®® e5B&S e500% 6eSGEBeEnS BEEH. 66esDIED
SEDED 50 25:0&® 85008 WE B B VSRS e O GES
DB,

1. Organization (2508)®cs) — Employee List (6839w @:&38590) DED DO,
2. c3Dmed 65868 8 - cOHD WEW WSBD.

3. Disable Mobile Punch (250®® &5:8&8 £50e9% G55 WEBD) WED WSS
(ee95 A5 P 5855 BHE®D Enable Mobile Punch, 50®® 5868 5095
S5 DESBD).

= @ Al Branches i
Organization = Time & Leave -~  Data Downlosd - Reports ' PF
ord Employes List
8 Autopay 18 mactive. Set up autopay Of Choose 8 one-lime subscription payment. Rerview biling
M Employee Directory O Rofrosn |
MW =.oryona in your organisation, with thed dopartment, 43ts and accoss.
Employees & £ active - O mactive - & 110 the las? 30 cay 7 Filters
ng Nehatosni Human Resources neha joshi@eharma: texties ex @ rctive
o Ariun Menta Infarmation Technology arfunmenta@sharma-textées.e. @ neve
e KmioRo  Human Resources @ et
PN ﬂfmp.Nm Pi 501 @D A
o i_y|:| r_|5_ha|kl| nnnnn tion D Active
sp  SunltaPuu Froduction @D Acthv
a At Kuena Proguction [ e
gy Ranul Verma Proguctio @D A
Admin  Admin Activ
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S @S 8O, 6c3¢® e300 "Mobile punching disabled” (e50®® 5,868
£50e9% ¢EB) VOB, DYBO SN G SHHS DD WED GEET e5DESE.
ce3DWEEE® FGesen t5B®0 6] 8 BP0, OO c®HeD® ¢:& Update
Password (8585 HdEmmB® DE8) endd @3EB.

5858 eseem: 8508 65886 6TIENBIES
DEDD

£5:® 250®® 3500 Recent Punches (@ 250e9%) & 569 D6 EeSDEED
250668 88cse® & 8. 6585358 = B3e59d eseem:

1. Time & Leave (2n@Ec &2 HE)) — Attendance Process (258808 FcHdDBEc)
DR DSS.

2. GPS punches (GPS &50%)) WEE DOB®. 6e58DBES 6c5c6®S ®E 500
50, 5:°0 ODB® GPS 6= SRR DS FD.

3. 5®&6® 529 BOEE® 53 BBEOD €589 2509B) HcNSeSS D B®D
585 @S @3 HGsS WEW WETD. g¢ 8B BEE Bom® 85008 O
889 :FP0 Map view (B88c¢E cg3o) BDES DSSD.

4 Admin “
» ADNISTRATOR

s v Rao

Oct 18, 2028 @ Provest “1BI0IAM | 2GRS ©n time @ -- @& g

A
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Realtime cced881w® S5BIHYc5T) E5OVDBI)
DS

e5:CE®: Bog eCE®

683D @esE 5 ®@&® 508 WSH 8 VFIEEO Realtime 66esddE®
SBBYEE DD WE S, DS eBDBD) &) o583, e5:® FEAE SR el
BNEST) L30DDT® BBISS DEe5cS FED Staff Khata ed® € 0.

e5020%: Staff Khata S ©35)6%) Realtime biometric machines (Realtime
c6e5DEED 3By) 5OW S5OEH.

sBIE)cs Staff Khata 60 6cHE DSBS

SBRS GBDEHEES 05D 85005 DB Hen, 588D SO DER) GLSNEIED
BB®»s gd®mBE.

1. Device Setup (ce0® £5:2¢5®) — Manage Devices (5250® DE®MWDOEICS)

DR D).

2. How to connect (58S DSBES 6metic) BWED OB, 6enId BEdS
2569 eSS BB® EBBnH® 8.

3. 8 @BEHERESO (LAN ) Wi-Fi) es88)) 96 8¢ Shsl®wm ®E8®.

4. oEBedE, Menu (6®%)d) — Comm. (8558edcmes) (@2l Cloud Service, WEHE
6e310) BPav) WEB®. B 58e593E® PIN ¢O®B5 Scs e9¢cs.

5. ®ed 5 D8®mes eseen 63 BB®mE Gred @3, BOBB®, 85D
SBBYS DD PSS WHSEI™:

585 DEm®cs s B8
WebSocket 35355 “wss: //machine.staffkhata.com”

FK Web (HTTP) 353 “http://device.staffkhata.com’
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How to connect

1 Connect the machine to the internet (LAN of Wi-Fi) and power it
on.

2 On the maching, apen Meny — Comm. [or Cloud Service). You
may need the admin PIN.

.
9&cs: BB BOesw BB 8O e 8w HGsms BES DOBD. BB

PSS DEcOB e5e58) e Be? BB®mEE gms; D08 588@ WS HEREO
GB)0EHE 560®HE @S VD 5B DEBD.

N

FBE)OD GoWEEBS 3BT W WOH®

1. Manage Devices (Ce0® DEDINDEENS) &), Add device (EeH0® OB DSHID)
DR DECS.

2. 3BEE @S B80mcend, 6 caiged Menu — System Info (85808
OGS, 6B Serial Number (353D GotDs) FED WOBB).

3. "Main Gate" (ah® 839D) OB Device Name (CeH0®6E DO) GRES
DOBD). 3B NEN WS® DO end® BHEVO s 83D BRBI.

4. Add device RS DHSB®.
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SEBS EBESRED &S 0. s5gyBs BB 5 QG Staff Khata dm B
S5V @D GBS & B)IDs Online (B52:8) 6EE5E), Brems) Offline
(cm8) 6EREE cesBDE.

GBHO® Gocs FEBEES HDeemd), THS OB O WS G, BBGENT
OO 6e3NEIEWEO) G & D). B5PDBDD) BDS GDEH WS DD EBEND
DSED.

SHRYED - 60HEDS DO Manage Device (Ge5H0®E DEDINDEHIS, D
SEREDES, 5es® 85t 53D ), O ®»O Edit (e50e5dsncs) BB, eend Ocs
Delete (95)®) S8® D€ 9.

ceSDW®BEL) 5B DB®

SBREE e5:@® 5008 BBV §8) 6cHes & DN WS B 5EORBB
S8

1. Device Setup (ce50® e5:285®) — Users Synchronization (s8&E®
508N E®EEIS) BED OB, DO BE) WO DB GBS, 9ES
s cBISBI.

staffkhata.com/guide - 53 / 128



2. Send to device (Ce90®i0 3DBIB) Dad WEHR. BOVE B3BBG BB BSE
ceon R Benm® BB®D Missing on this device (6®® EeHo®es ®E),
BOENT BEE SBHEO BE DeOws) 38 58 6e3DWBS eseem Never
synced anywhere (6tn®®@d8 5080ME® 6mn®E) eICSD.

3. Send to device @WEW DS, @ISy BN WOBID.

ADM-TYMULAQL Admin
it Kumar

5T-0003 Sunita Pat

UUUUUUUUUUUUUU

5T-0008 Kavita o

Arfun Mehia

008 58BEHEE 8I® SHHYEES DD PGSO DE® HD g @ cesend
@d. Import from device (Ce90HEES FPHB) DESBD) O 58HE®ES Staff Khata
OB 6®S B g3, Copy to other devices (6D®B EeH0@AED BIess) WHSHID)
PAS DD 5V BRSO BOsE WSE.

SEDED @O 5008 WE e WIS 58w BE®O, Manage Devices
8®av @3, -+ — Manage Device 3= @3, Users (58BEDES) 0@ SDadd
DOBD. 850 5B SEREDEn® Staff Khata & ®DDSe® 6e5DDHO 5ODBI)
20 ar>.

DB B5ERIB 6e0) W @BcHsEd WSH®

c® eseem SBS eV’ Bcs FRS.

1. Organization (¢509c®cs) — Employee List (6e30% =:53e590) SBEE DES®.
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2. e3®mE® B3Eec -+ WEE @S Biometric enrollment (665038m
B51e5808cs) cRICHE®.

3. Biometric Device (66e5D3E® EeH0®S) G, Step 1 (BcsDS 1) 50653,
6230w Machine User ID (5535 s8BE® e e5)®eD) 650 SH6ed
Be588 0. BPYW ©DOB O aIm®, Sync Employee to Device (6e50wmcs
@0 850EMED ®ETD) BEE DSTD.

4. Step 2 (8csdS 2) s0e®), Fingerprint (@R e5Em&m) e’ RFID Card (RFID
BB EICHD.

5. Start Live Fingerprint Scan (588 @®R @& 35w 68 DESI®)
BES D6, 9Bty OD® FACE QB DGW STHS OB DAD 6= (6eD)
PBeE nies DI WG 6(EES) LSDWHNEDS YGEEBIB.

SBBYS DY DE DO, 6e3DWSID 5 CE® e50DS WE DS, &5:® L30DJEE®
DED CBWEH 59660 6588 nBERE R 6esSOE.

SBES DL WE 50 DIOSID

SEHEE I WEE 6D ED BRes] 0B, Ok BO 5005 DA OB, S DD
5@ 8 o583 I 6B DTN,
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1. Data Download (¢8> @)@ &®) — Download data from Devices (e50®0DES
eE® MOBY) WEE DOE®.

2. Device (Ee90®c3) SOGB) EeH0M®E I,

3. &» emicsio: Today (g¢), Yesterday (8ecs), Last 7 days (e5e58cs 8 7), This
month (c®® ®e5cs), BeeNS From (80) e5ed To (cz)) e5wessi®m. DD
DO € 90 & W) DD eDGS.

4. Add to attendance automatically (8393050 e5:869®0 5 ®HSHID) e55)csD
DVBY), OGNS S5EED 850905 e5ENEERIDDE DE®O s ¢H)s WSBID.

5. Download punches (250295 ®BI®) BEE DSB.

'i‘ IATA Q. Soarch featiros o @ Al Branches F 2 R
KHATA FPunches added to attendance
Dashbosrd  Device Set Grganization Time & Loave . s Payrod ACask Contiol ACEOWNL ”

ord - (Data Download

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

o Download from devices o porgiog
Pull punches stored on a biometric device Into attendance, ¢.Q. after it was offiing,
Device Lo 1oihg Dates
@ MainGae ey dine i T
B oaz & o
........................... o«

Downloaded punches 1

Empicyoe

SBE) 6 MDD FIHD WOID

BB D@ D5 68 B, USB e95em & 85008 6ERIADG GFESBEHES W3S
B FIHD DB,

1. Data Download (¢5)® @)®&®) — Import Biometric Machine Logs
(ccesDBED 3BE) 6EIE FIHD WD) WED DSEID.

2. Select Machine Log File (585J5) 6@ @ 6@%)d eBISH®) 06B, 6@IHRD (.txt,
.csv ee) .tsv) eI Upload & Preview Logs (6@ CE)OD @6 @e56EE5%)
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DOBD) DES DB,

3. ee56ees 585 wEB®. Mapped (B88c®0®) s8BEmES 6e3d@EBRO
®:&625; Unmapped (888D conme) s8R exendess) ©DO5)
BBORO 58DHD) DS D.

4. e5O&® ®SHH®S WE g From date (HSBenem Excs) esen To date (§Dessy
EXcs) eWESBID.

5. Confirm & Import Attendance (35; @36 ¢5:C&® PHB WOTD) BEE
DOBB).

.
gdEs e5,2e5®: Data Download (c5® @BV) &8 58 6@E PHD BHE®

ceseS NEMOE emniess DB B, I B5ME t5RODE aR® c®) BB ES.
S8 O BB, 58BEHEY sOFMmbe SHE® 5D BHesEeds 650 5RO
B DASE.

L
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Z@Q@S‘)@ 25:0SH® HEDNDHSH0cS

e5:3®: Box ece®

c6e5DBED SHHDBS €569 50M® 6EEE®B FEDD HBGE t500%) O B8YD®O
596, O 80 P Exc 58S WS, B0DS FHOB WS, DS D®FIWSO
830 E)zcifﬁ 2%3&68 DSE.

ge e O ACEODS IETI®

®e® Dashboard (Ce5@38) 5OGD) @c 50 BIW, MO 52D ZFONE & &cS
55D, Recent Punches (@ e50e0%)) &5:® ¢5:8&@® &e D HO®
CE3EOD WE® GBS, 5OE BB SR 6B, Bom® 50 e5B&ed
EENEDBIES BES® 6e555DE.

2503880 @Besnd eseem, Time & Leave (znEc &5t HENE)) — Attendance
Process (2589618 S»HdDE) BEW DD,

Attendance 898 5608 DSBS

Attendance (e5:8£®) 89D ge mens) Dav) 8. @ME G wntIess) (Present,
@8 E0m; Absent, cxnes;®8y; Late, 5©)¢; On leave, H2)6cd) RO
655D B. OB 5¢HERBS SVEIS e5BDDD) BN BED DOHB).

DI @ER BRI 6e55HB WIOE GEDT Gr:

@550 s 68550 &

All (83ER) | Present | Late | Absent &5,88168 DEEDS KD 6e3DES
Pending (6e5658/96D%) Ded @R e Sl@ B3® e
Approved (3H®D) DD OB FHOB WE e5IDS)

GPS punches (GPS 50e93) BSNBSE) DD, 50D GSEEDB WE e50DB) SO
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allReauive Q Soarch featuros o @ Al Branches

Grganization Time & Loave Diata Downlasd Reparts

......

= S:nmm_ lllll Oct 18, 2026

| Oct 18, 2026 & Prasent 59108 AM 8085 hiie iz ® 2

it Oct 18, 2026 © Praseen 4] 507 AM O time ©- @ 2

gy Rt verma

ce3DweEn 6 @B nE 588edecss eBI8®0 Filters (6e56e9%)) WEW S,
@besey Apply (6cHe8®) WEE OB, OB IahdE DB®O eHg BG5S @B
All Branches (8@ o)) endB DB, OB JEDEEEE) 6 OO Search
by name or ID... (5® e} exeH®es® GHD GEHBEB/R...), 858D F3e3DD M@FHOO
Export (§e55)c%cs) endB DEBI.

Attendance Details (¢5:889® 8eSm3S) HDamd BE®O Be:® 6S3EBD S a@es
BG5S DEE DOBD: e5:086® 589 BOSE® 6H®DB), tNED WE (eHM®S
@) eSNWeS, DSD €589 515, €589 5B eSS E3EeN) eSSy 8IcNSZESCS.

.
GOEs e5(385®: 5 e5:EPDE, R 5886k 6es6® O MO B 6.

B ®escs), DesSw e GG e5NescsE DB ceses nban 5D 85RO
3OGBE.

N

£508) ¢NOB® WOH®

1. Filters (6e569%)) SRS @3, Quick Select (90 65)8®) 596w This Month
(6®® ®nescs) eI, Apply (ecresl®) WRW DSBIS.

2. Pending (6e9658)56ed%) BEES DHSH®.
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63852 Review (e5@16ERIDM®E) BED DSBD. 6D, B3NS &5e
26IcNGEe5cs 585 DHSBID.

Approve (3H®® DOBYD) BEE DS, @Bjesey DDYS; DB, L30DBE
58Beds HE®O, Reject (158068 WSBEI®) WED DS 6 DD
GEBD.

£ Attendance Details

55 8088 &0 BOGE wSS®

$6c®R) B808® 65008 HB®O @D BE 8O, VYV 855 DSHIDS DE
. GORD DV® OB WSSID.

1.

BB 68 DBY. GEDWDNEEH DO 6ENE, DS ¢ 6aNed S Filters
(6e56e9%)) 5@ nE 858DeBen e5WETB.

O® 6386 @S e5BIesE BSsmes (Edit, e50e5m3&cs) BEE DSBI®. Update
Manual Attendance (@8%) &5:86® HOBTNE® DEH®) HDad GO.

Punch Out Time (8088 68®®) t50e58®. BB DB® HEEES 256583 Ded)
e ®O Next day (58w® E0) R DSBD.

Update Attendance (5:88&1® D8 nB® DEB®) WEE WSBI®. €& &5¢cs
OHHDS GO.
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date *
1 Oct 1z, 2026

Punch In Time *

.
@@cs: Missing punches (58 8509%)) 05 58O @B PSS BOSOE S
(ce) @e™) @m0) BiE v EHSR®D SS. Add missing check-out (55
808® 95 DOBT®) DES DS, DD &S DS, Save attendance (e5:86H®
£3088D) BES DSBH.

N

G5} 5:@89® D) WSSI® (Manual Punch)

SeORO BBeeS 65:8&® 5005 BEVD 6eMenDS & F0, EERDSHIST GRES
BN HEBBSIEDE, 680G nID WESBB.

1. Add Manual Attendance (8% ¢5®81® 5 DEE®) BEE DD (603
Time & Leave — Manual Punch, @8} &0%). Single Punch (5% &%)
e DA,

2. Employee (ce30wmc), Date (8xcs) esen Shift (©15:0) eIcsio.

3. Punch In Time (25:8&® &) 589, ¢5I6x) S, Punch Out Time (808®
GORD) FED DSBD.

4. Status (DBBOS) 6BISHI®: Present (¢5:880 £J), Absent (@0es;8&), Half
Day (52 ) een) Leave (520E)). Absent @en) Leave e5€e0) 6OERDS GBGS
GENGES.
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5. 02 D@8 ®® Remark (85005%) % @3, Submit Attendance (e5;882®
6E) WOBD) BED WSSD.

BB ecenn ODIS SEWH) SB® (Bulk Manual
Punch)

1. Time & Leave (2nEc &5¢9 $HE)) — Bulk Manual Punch (6an® @8 e5002)
BED DOBD), BEEND) GBS ¢5:081® @esic®cs ®E Bulk Manual Punch
6O NS OSD.

2. Select Employees (6830085 emI65i®) 068, 9% OB 85EMEE e
DEBD), Beens) Select All (BoEE ea68®) SRS EB®.

3. Date (8%cs), Punch In Time (558698 &) &5¢9 Status (DEEDS) LSDESBIL.
%) O DEGEE® 6D mdm SHE®O Shift (©5:D) Auto | Profile
Default (e59cs305)cs | 2588 e56HE ) OB BDRBD.

4. enGromes 58w w3, @kesey Record Bulk Punch (eon® es0e05 )5an
DETD) WED DSBD.

"
5 Oct18, 2026

568 58 9EES anP® WSB®
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ce30BB0 6c5ce®S 6] cOVEEH, DY e5DIBO D) BE OEDS 5D

IR 5O, DOBEDE t500E) HDGE WED 6Ee PYEEG DGS.

1. Time & Leave (2nEc &5¢9 5)E)) — Regularization (52,68 S3®) BIES
DB, eend) Attendance 8Je8 Regularization D@3 HPadd DSBID.
9EBS AR 83® 8D NS D& SBDE.

2. 9ER OO 59 D 58weH WSBB.

3. Approve (@5)0D @3B®) 60 Reject (58BEB DEBD) BED DSSID.

eanees ) WS e BGS®O, 98 EWH) W3 BEEEO® W® SHd )HOD

DHOSSD.

0D gNOBD WE DO, 3DWHEE ¢5:P8® PDHPD IER OEDTO HOTENED 6.

gl

Dashboard  Devica Setup Crganization Time & Leave Data Download Reparts

@ ¢ Dastocord o Time & Leave

5 Mutapay is mactive. Set up sutopay or choose 8 ona-tima subseription payment

Attendance
Dalty chock-ins, blomatric logs, regularization requests and missing punches

5 anendance | & Rewl-‘r_lzallon @ Missing punches B My cotrections
se tatals are for Oct 1, 2026, not 1oda

Prosent

Dates: Oct1, 2026 - Oct 11, 2028 x ) Retat

Oct1-0ect 31,2026 122 Al Presont
-

£y Drarien 0ct18, 2026 o L
KR ff"',"f‘,_?‘“ Oct 18, 2026 @ Presam

" f,"_“_‘:f.'fm'" Get 18, 2026 @ Presant
iy BawaVeemd Oct 18, 2026 © Presemt
gy M) Oct 18, 2026 @ Preseen
T R Oct 18, 2026 & osers
i, Pocis fak 0ct 18, 2026 @ oot

Payrofl Accoss Control  Account

Late:  Absent Al Pending  Approved

1 5136 AM

4 9:08 AM

+ W07 AM

+ %03 AM

4 03 AM | B0

+) 9:00 AM

1 9:00 AM

oS

@ GFS punches 55
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50,80 D5®, 508 9380 e S0 &v

5RO HE) 50 HE) v 58D &5

®ed ES OSIEED ®B 9D BNE) DE® 50 PVed BNE) 8» @ Bend O
DSE esesiw. @lesey, BE) 9CEES, e@e 5t HE) & e5DEeBD 5D
2569 9 JeSDERD O 38,

.
QO®B e5;RL5®: BE) WEPVINWEHIS 58D HE) 8B e5E t5RPDRE ¢RD c©)

BB DS, GOHNDE AQRED SHOBES BO, DTOS BE ®&HS 569 535S
eseen) Billing & Plan (DEed) 6509 e5:R650) AERBD.

L

BNE) Dbw HEDD: WS>

GBSO, GesBes, CBHDB) &5 Dma HE) PR cONEDS SOVT) E5WES) GFr.
98 £50e3SEB DHSBB DEeNS De® H8) O DSHX.

1. Organization (e508¥cs) — Define Leave (588) H50Dms ®35I®) BIES
WEBD. Leave types (58) DE®) @:83e590 O O DB®mes ehods,
DO €, eNDB) ENWE EDDERD B¢ DB @6, 8589 DB F/NHES GOBBE
BB GSBOS.

2. Add Leave Type (52m%) d8®mc 8 @35)®) WED DSBD.
3. @GOG SDBID:

e5DES® s WS &é

Name (5®) ¢ Code (6zi®cs) CERNCHIST 6Res "Compensatory Off" (&)@
BNE)D) esen "CO". ce® 3BNBSE.

Days per year (De56m0 &) %) O 6ESDWEND DGO FEDD EB DEIW).
Carry forward unused days (en&® 555 eN®E 8B Sg® eSO 8. ags: I
cmDE & 9880 61D BBID) DS @DeN®ES DE 9D 6D.

Needs approval (35)®Scs GD@SE) e585)cs: BN WE® WEDMWS; 605 HR &5:®

9CROE® gnP® WE JOS.
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e52e5® s WD eé

Colour (&&&9cs) 8o cB5meDE 50 BN E1EDDE 65BDE.

4. Add Leave Type BES ®SSI®.

§
]
L
=
g g

Shown on Calendars and Mdve haoges.
00000000 -

® Companeatory Off

DE®5E c@med BE®O 60 908 BE®O, O ee3€ecS Edit (6350232 S5&003) 6en3
Delete (®3)®) end® DSSID.

BNE) e 8w WSB)® (Leave Opening Entry)

1. Time & Leave (Z)@Ec 852D HEHE)) — Leave Opening Entry (5818 ¢68en
Ges B3®) BEE DSSD.

2. O OB ce3DWm 50 BNE) DE@cs eseemn DO Allowed (Ea & ¢:8), Used
(e0d® ®E) t5en Left (958) €, esen Total left (Y@ 988c) eeses).

3. @®E O8 oies) YEB DEBG c6DDES W, Brens) Hong) dE®cs,
D, 6cenNEBEOTRD 60} 63D /D Ee56DS WSHEW. DD
D@D Export (FeSHERE) BEE DEBD.
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& Gro o Admin
@ All Branches 4 Growth |15'days kit o A AbMmonsTRATOR ~
Holp & Support

ard - Lewve Opening Entry

5 Autopay is nactive. Set up autopay of choose a one-time subscription payment. Riniewbiling
Leave Opening Entry & Export
Financial yoar: 01 Aps 2026 - 31 Mar 2027

[ 01 Apr 2026 - 31 Mar 2027 (Current] AfiLeave Types ~ 4B AlBranches ~ | (D AllDepartments , AlEmployses -

Leave balances

Casual Leave Leave Earned Leave ® Matermity Leaw Compstrisatory Of
Emptiy 1 Usedt
prectyedt 1z 12 12 12 15 15 90 90 6 5 135
BN 12 0 12 12 12 15 0 15 20 %0 6 8 135
ook cgliPR 12 0 12 12 L 12 15 0 15 20 0 50 ] 0 ] 135
ey 12 12 12 12 18 15 a0 % ] s 138
e Shal 12 12 12 12 15 0 15 a0 20 ] 5 135
?Pn’?.fa':'__ et Hable a9 1z o 1z 12 o 1z 15 o 15 20 [ 30 & o 8 135
foagieost 12 12 12 12 15 15 90 %0 5 & 138
e, o Tacrcrsar: Herd 12 0 12 12 0 12 15 ] 15 a0 £ 8 0 ] 135
Nt o 12 1 n 12 12 y 15 15 a0 20 6 8 13

ctSDWES BMNE) 9EED TSCS

ce3DWES DOBEH® B6OE 5D Yoeses O, https://attendance.staffkhata.com
& 06 e Staff Khata es¢e® (Leave, HENE) @) 856 8. DS Apply
Leave (58%) 9CRE®) dda @3, O O HE) dE@c tseem ©® 6B DD,
BEms 56 8 emI®), ceIRDW AW WS DS DB, @By PEE® GBS ES e5EeM
S8 83,

ce5DWEn) cDBEDS HMNE) EEID

$S6eOR) GesHes DD OWOIDEES eSO O @) 6c5c® NI EMWEH DI
56335 ABICS.

1. Time & Leave (&n@Ec 852 HENE)) — Leave Application (528) @Gcsc®esm)
DR DSS.
2. Apply leave (52%8) 9EE5®) BED DO,

3. Employee (ce30wmc), @3jese Leave type (5E) dE@c) emicnis. @88
%) O DE® Ge5E 6esBDE.
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One day (%) 8®csa), Half a day (@50 8xcsa)) el Several days (8
BB eI, s ) o emIcSw.

Reason (ce59d) 8w @65®. Also notify (98¢ cEdE®w) 5068, rmn® &b
G 5¢OERBS B B OB DBds.

Apply leave =R D5si.

BNE) 35D o) BT WD

1.

Time & Leave (znEc &5e0 5E0E)) — Leave Application (888) a¢ccGesd)
BES DO, Leave requests (HE) 9E3E®) Pending (6ene5aineds)) ©m
P 8.

9CER®® Review (8526EIDBE) BEW DEE®. HE) DE®es, &), & @&HD
85e) @eId 58I WEB®.

Approve (@HR®® DOB®) el Reject (658wiedess DEB®) WEW D36, @desey
DS WDOEB.
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Approved (¢5)®), Rejected (558w)c88D) 5o All (BiEE) 0@ @8emess D)
OB, 9CRO® SSBs cOEW PO 258308 ESHISE DML WE NECS.

Ded BDE) E» AW WSB®

BOE) & € cBH®IE 6e58DB GBS 5@ NEMOE B 8. PHSBeD
BHE®O 9SO O Ded @H3e5nD Py HEOE.

SOOBBDDS PIHD WSHD®

1. Organization (e508¥cs) — Define Holiday (52)8) & 500w @3x®)
DR DSS.
2. Import (cH®) DEBD) BEE DSED.

3. Need A Template (&5:BEERS @DGBE) SO6H), HcsEnes M@HROD CSV el
Excel SRS ®o50. & S ) g: Holiday Name (88%) 8xed 5©),
Type (®8®cs: Full Day een) Half Day) esep Date (Ex)cs: DD-MM-YYYY).

4. O O, @Bty 6@HD 6ENIYDD & cOBD D) BETBPO WEW DSB®.
2 MB &) CSV, XLS €529 XLSX end) S5 @SE.

5. Import SRS DT, Ved Bk HE) & OGS O 6.
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%) HnE) 8w W WST®

1. Define Holiday (58:8) & 850Dacs ®csi®) &, Add Holiday (52)8) &mcs
2 WEB®) BED DSBI®.

2. Name (®®) ¢e8 @0, Date (Exs) eaI®, Full day (585880 Emcs) een’
Half day (52 8xc) emicsl®. Description (8e5®dcs) SmEes.

3. Add Holiday ©=I@s ®5sim.
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Add Holiday

Nama
Company Foundation Day

Date
] Wednesday, Octobar 28, 2026

Duraton
Full day  Half day

Description [optional)

3500 88wEB®O Upcoming (988), Past (e5e5@cs) 5o All (BEE) O, 50 Ocs
cO®eS DE®O ee38nm Edit (85085288903) el Delete (®m3)™) enE® DSBI®.
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%@é, DS sEn 858D GBS

£50RE5®: DS 58D e5:e5®

Staff Khata ¢5:88&9®, $218), BNE) B 589 e e5EWE 3ND O O Des
DSBS WD e, DO eSS PeSE GOGES D). S O DS &5, GBIesey
SRS BEescsDS e5:® ©escsm® e DB WSBID.

.
GOEs e5(3e5®: DS eseem DS FED @OD 5RO @GS, Payroll

(:98) 6PHD @R c® GBS, DBOH 5=e3® eseem Billing & Plan (DEess)
2569 £5¢(365®) DEBID.

L

DS DS 52 DBDSMNB® gE) BOO eswmessI®

cOV t5E® t5:© DS MOBVEWO® GEE GO.

1. Organization (2508)®cs) —» Company (58H)®0) wWEE D3, @3esey Payroll &
Tax (D98 &80 D) D5 HDav) WSBB.

2. Salary Cycle Period (:9¢5 D) @nEs) )&, Period Start Day (znEedd
PSSz Excs) esen Period End Day (znEed ¢dess) 8xcs) e5wmessia. "©esecs
Gy EBc" 85D ¢S EWG 6ERS 0 GED WEBD.

3. Statutory Deductions & Contributions (9259808 ¢8) SEG esen sBIO)
S3068), B GOE 6E S WO,

4. Save Changes (60%508 805B®) WEW DSBH.
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uilRenive

@ All Branches

5 Autopay is mactive. Set up sutopay of choose a one-time subscription payment. Rerwiew biting

Company Settings

. ) Rrtmeslihaimsisusr
e itinas ©

e52e5® s WD ed
ESI (Employee State 25ce5® 8 QS eseem ESI &)swdid O A&, ESI
Insurance) (ce3dwm $Hess Contribution % (ESI &)3@E)D %) & GBRNDS DL
SEI8&cs)
PF (Provident Fund) EPF &8) 588 &30 6838 ecsies @&es® csemsids O
(@800 @s8eE) ®GE. PF Contribution % (PF &csosd %) & @5)esnscs

E5DESBD), ENOIBESS 12.

Gratuity Liability (e28eoi8® )58w® 9H8cai8m 58ehem @¢Mes.
RIGIHO))

Financial Year Start / End s NEnwmces e ndm wSw &8s,
(@Es db86els 368 |

3DENHCS)

DS DGencsw BDSBID

D983 DB BE®O 856 £5:® 6e3DWEEIOD DreS DN FOGEBE.
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1. Payroll (®:9¢5) — Salary Management (99 ®E®INHEHIS) BED DSBID.
£5:® GE3OWEEN® VAT DES, 9e5BO, ¢ BES, @D e tsen HrE8®
CTC 8550 EBSPOD® DS GFD.

2. GE3OWEHENEE 63EEE FE e50e5EE HSIWS WED) DWEBID), BDENS)
»® genw tsee) Assign Salary Structure (D95 O5encs sDSB®) WES
DB,

3. Payroll Cycle (:9¢5 ®%)cs: Monthly Cycle, ®&z dx)cs o) Weekly Cycle,
esBesen D) esen Salary Type (D95 dB®cs: Fixed, 8303; Variable, D=2
@eo) Commission Based, 6zn®e 5¢m®) emIGs).

4. Earnings (@e5:38) 5605a: §Em e, HRA, 591005 80wnd, 66Des E©5nd
56D GODT EVA.

5. PF, ESI &520 ®atiS&cs ée &S Deductions (¢8) S88) g5605Ia. ESI Sem@da)d
6t} 608 DB 5B DS cs.

6. GE3OW®EO BE NEB® 5H®E B8 (CTC) 6B g ®»S Show CTC in
Payslip (&9 58mned CTC 6e5BDBD) R DSBID.

7. Save Salary Structure (:Je5 D5e9cs £5055®) (se0) Update Salary Structure,
DS AGeDS HDTENED WD) BWEW DSE®.

P 08 ®e® 8O, 50 G5 dHd Total Earnings (@ @e5:38), Total
Deductions (@ &) 88), Net Take-Home (RZED) @O DD YeE) e Annual
CTC (58w CTC) ees550&.

staffkhata.com/guide - 73 / 128



5 Edit Salary Structure — Rahul Verma

¥37,998 456,000 1y

.
@&cs: DO 60O 6e55®cs Organization — Employee List (6630 =:83e599)

BB DDav) WE DS eSDWEENEE 5 c®HD Da WS Assign | View
Salary (905 965)® | DERSD) BEW DSB®.

N

©)8 DS DB WSBID

1. Payroll (®:9¢5) — Run Payroll (05 chd®mes DEBD) BED DSBID.
2. D8 @mES ®escs &5t DEBG eBICH®.

3. Bulk Generate (6EN® D®HEES BHBS WHOHY) DED S, Department
(6cenB®EE8nD) e, ©eses e dEss 58w @3, Generate Bulk Payroll
(6an® QS BB WSB®) WEE DSB®. O O ecenbmcBsind eseem
OB DB,
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Bulk Generate Department Payroll

Departmen *

OB 85dDEREERO ¥ 6@S®, Add Payroll (9085 & ®6SI®) WEE S
eSO EBSB®.

S OB D Jes BJeses @S D) wE €, DS 5B (LOP) ), e58e55n HDHE),
B & esen D85 58 BNE) @:B®D More Columns (DS ES;) WES
elotol

snre Q Soarch features =K @ Al Branches a A v
HATA DMURSTRATER
Dashboard  Device Sotup Groganization Time & Leave Data Download Reparts. Payrofl = Accoss Control  Account Halp & Suppert
@+ Dasrboard © Run Payrol
) Autopay s nactive. Set up sutopay or choose a one-lime subseription payment. Roview biting

A P Payroll O Refresh | & Export || T Filters A Bulk Ganorate m
W Genorate, review, edit, and settle mi L ., And statitory

Total Mot Payrol Total ross Earmings Statutory Deductions

=] - -
¥1,28,200 ¥1,45,000 716,800
—_—

[ Employee Payroll Records = — Less Coumns Saptember v 2020 v O Search employees by name
B st e wouosy  TAB UNAB WEEKLY  BASC o comvevmer  wemen R TOTALmE o pRon Torac
":"f"" & 2;;, 32,160 © UNSETTLED 1] o o o 0 & £22000  €BEO00  FLEO00 v1280 1350 35,000 60 @ 1200 T2.840
Imean Shaikh -

- & 2004 20,3523 O UNSETTLED 2 1 o a a 0 Tlapi0  ES000 K100 w1250 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
-
& ng LD @ UNSETTLED u o o L] o L] 114,000 75,800 11,800 1250 550 23,000 rLAE0 w 200 1880
f:"'“"\w""' F g;“ 31120 G UNSETTLED n 3 ] o 9 1 y THMODO  FmEGO  r1600 71,250 TL550 138,000 23 TURE U e
Nesamwp? %, Supporc +S17983077270 R Helplow +31 TOESTOER 40 B3 Emad wopongstalfknatscom  © 2026 St Khata - Anandance Control Plasiorm
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BDGE WS BcsdDSI®

gD 6058 DB, 6e5DDHE® S 658 e50eSmEFIs WSHI®. Edit
Monthly Payroll (®E&w® 805 e50e5m589c5 EBD) &), s HDad B

®5®O Save Draft (6858 30BDBY), DBEeND 6MHE) &5ty Settle & Save
(Bes®) 83655)5) BIEH DE5.

D183 eaNENDSE 6HE) 6= SRWME) DE®O, 638 RWMFy DS Settle
Selected (6J5H®8} 58y Brdxi®) BED DSHIH.

®escs Excel o) PDF R8s a@S®0 Export (§e53S®Hcs) endd @3BS.

DS sF DE DIOBID

ce3Dmenme® ce58ed Payslip (D:085 &58wnd) TR ST, Jes 5END Ded
@085, e5:OES NGBS, §e5: BB, a8) DES, BDe® e5EICSIST, 856D
DOBDBS RED DS e5BDB. NEDHE 6D IESTES 6c5e PHENSSE s
cesBOAB: e BERWE), DEB B8O &en BD® 5BSETS g8 DO

e 830E®O Download PDF (PDF ah®ai®™), el Print (§)¢&cs) SRS DSSS.
CTC 83 s e 35™ es3® Show Annual CTC (258% CTC cessidsi®) /
Hide Annual CTC (®&8% CTC e500d5)®) 988 DHSBD.

24,000.00 P (Employe 72,880.00
0,800.00 FF (Employe) En .00

,600.00 E r0.00

1,550.00 E34 (Emph Exsampy) r0.00

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

¥31,120.00
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OB FE 6e3DBBO BHOBEH® e esEm» My Payslips (®ec D es
eSEE) 068 6565, 63D 830 6e3DS DERBD.

GEIEICE e5e9 5SS

DS GTEBINSOD 5008 WSBI®
1. Payroll (®:9¢5) - Add Advance (GB)&mnc® O DEBD) WEE DSBD.

2. Employee (ce30mc») eI, Amount (§cE) &sen Reason [ Description (ce59d
| BeSm3Scs) arpEs @3S, Month (®e5c) e5e9 Year (D5@8cs) emlssio.

3. Save Advance (@EIBENCE £508BD) DWEE DSBD.

58568955 85098 WSB®

1. Payroll (®:9¢5) —» Add Reimbursement (858256805 %) DEE®D) BEE
OB,

2. GEOWD D, YeE, ctInd, ®ess &5t DEBE G DB,

3. Supporting Document / Bill (¢5e9c5 6EMS | DESD) BSOET DESD
¢Qensis (PDF, JPG, PNG e} DOC, 2 MB ¢&5)d)). dEso aSdr8c6a.
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4. Submit Claim (538 &5:® 6HE) DOBD) BED DSBD.

GB)OD WO, B, 5FMIW Ye&rs WSB®

ce3DDEB) Bo®® 63EE®B DD IOy FAD), 5O FTENCOTE 58D HBWS
e5:05© @:3®0 Payroll - Advances & Reimbursements (358&N6S &5
e58e5680) BDat) WSH®. BN BDavd WS s Approve (GHOD WSBD) es
Reject (558)5)689es DEBI™), @BJesey 6@ esey Settle Request (9EED® Bsdsi)
SRS DCT®. PDF 6@ DD 95 5808 5Eend) eseen) Generate Slip
(655210 BB WEBY) WED WOHD.

e85 DS HeHrDBEcs

58 60D NEs BFIRDEG eseem, 0 dxmwed ®EBe Payroll Cycle
(985 Dxmcs) Weekly Cycle (e58esan DE)s) 6EES 5we55D. 60 &8 DS c®®
ce3DES 5®&n.

1. Payroll (®;9¢5) — Weekly Pay Process (e55e55n 805 S)cdEc) @E
DB,

2. 583 ecS®.

3. O celDdweny) e5ee) Generate Weekly (658550 559 DEBD), D&
90 ecenboe®sinda tseen Bulk Department (6an® ccenbme®sind) —
Run Bulk Process (6on® SHDEB chdDHm DSBID) wED) DHSBI®.

4. PDF 2% a@H®0, & Print (®c&cs) SE®0 el 6e5dwmed Send Email
(5683 3D5®) HE®O Weekly Payslip (e58esan 8925 e5Eend) 8Datd DSB.

5. 6®7) S3€ EWF @S Settle Selected (eIDH®B &) BsDSI®) WEE DSE®.

staffkhata.com/guide - 78 / 128



259828 Dr8 509 SeSecd BERD

e5:3®: Box ece®

ge 8 598168 80 58F8DSesE 9EE) BB MDBNBD cEAB W,
Staff Khata & n&m» Benmo D) G. &5:0 NEMNIT® 6e5598 DE 95,
OSSO £5ODE SHSE GERES DBcS D €58 FBBDB/S WE DENCS.

.
OGBS e5:(285®: 66eHD NEMND 85:® &5:EPDE HeH WAB. 55BN, I &5

&8 bon, 65888 S cdmmcs, Al BBEEBEIS &58) GRS 5DSHS &N
esee) cesel DBy 5D @D 5RO GDHBE. Sesecs nbon eseem D Jese
468, DBOS 53838 eseen Billing & Plan (DEesE 6569 e5:R650) DERBID.

\

DENDS} 51 OB

1. Reports (:)85n) — All reports (8@ Obon) BEE ®6B®. 85N DD &>
OBV GD®B 66 3RO T WS Gr: GEEHD 5D BB, e5PE®, HE
@OR, S 8B, WFENES, BNE), EeHo® &5eD FHDEND.

2. 8890 g BEPO 5B ean)ed OB WEBR. EEIDCHISE 6E=ES, e
5988 BEe e5:® NEMIT® DB®O late IBeS WSB.

willRentive O Seaith fastiaes. . @ Al Branches
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ceeHw® &N

1. Reports (2r5m»n) — Daily (66cHm) WEE ®OBIS.

2. 8mn DE@EE (endsss e=es Performance, zn8cs endacs; Late Arrival,
5Oe &5:869®; Absent, 6xne58&® een) Missing Punch, &8 e50e9%), EXcs,
50D GDED WE OO cANCH®: M), 6ceNEBEOTY, HOYS; 6] BE)

ce3SDDES.

3. View Report (5500 QEs®) BIES ©68Im.

58OEeES:

Bweses e5e5e5850 6005 BB HPD WS GeE G FOE NED WSBD.

ee56ens) HE®O All (BcsEE), Present (e5:8&0 £9), Late (558)¢) een) Absent
(622586 WERE DSS.

Ded 5D DO, EXe, &58) OB O 6EDWHE® 58 D@D, 80D &cs
GO 58D D) WE 55 58D FeHISO 5008 88e5=Ee3®w) eseen Sheet
(55)03) WEW DSB®. Pesey HOD Table (DPD) BED DSHIH.

ety eME@ES @E OB &5 ¢S 5BW R BEREdR Hdmn dE®E G

DOSBB.

uillRentive

@ Al Branches
ctup Time Downl Repart:
@ esult
5 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.
Performance « Change filters
Daity attendance report
~+ Performance
£ DAILY PERFORMANCE REPORT A3 Prosent  Late  Absen
Peciod: 18 0ct 2026
DAILY PERFORMANCE REPORT (16/10/2022)
1 e Showing 1-9 of B records
. Expindsnest =
Sharma Textiles Pvt Ltd
Ropon Date : M/MOM20IE DAILY PERFORMANCE REPORT Prin Date - IRNO/026
—— [—— rov
Empiayee Snin o Work Lot | Ewrry Device | Device
Mo Emp. Code [y Dupartment Designation | Shift | Shiftin B T | ke or By By Stabuy pig ot
ADM- Uritnown
s Actmien il a3 #00aM | B00em | SozAM em | onot= [ooor| - - | pesene | R55-0 55-01
2| stoon Ratut Varms | Producton arioves | 65 | wooam | eooem | wssam | eorem | onoss [oooe | - wrosens | 25501 | mssoon
7.0002 FECT W [— smgiaros DOAM | E:COPM | BO1AM | GE5PM | BhOSe peeert | RE5-01 | RS-0 1
4| 510000 Suniza Pat Production amgioes | G5 | GO0AM | S00PM | 850AM | 620PM | Ohds | 0024 procent | ®55-01 | Rss-01
70004 Irean Shakh | Praduction emmetope can | sooem | a2sam | so7em h 19m | 00 poesent | RSS-01 | RSS-01
0008 Posga ax Fragucten ampsayes oo | woomm [ eoram | sasem | ences aam [ oreens [ mss-01 | mss-m0
7 | sro00e KavitaRas Husan Ressurce: emgiopee | 03 | S00AM | S00PM - - Avse | RSS-01 | Rss-01
[——
8 | sroo0? Mo benta | 108 amgioyee | 05 | socam | scoem | Bsaam | eorem | enidm |ooaa | - present | RES-01 | WES-01
T.0008 Neba Joshi Human fesources empioyes 00AM | G.00PM | B53AM | E0aPM | Onad poesent | B5500 550
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e55)esm, D3 esen B8 DrGxm»

c®) OO PGSBSO HH WSB: nE 88eBen eICH®, FRES BE IO
EICBD), 858D LSS GENEHIR.

1. Reports (2:550) = Monthly (&%) BIES DSSID.

2. ©1E565 GRS, GED BE FEOE eI, Apply Filter (6e560% 6cHESID)
DR DECS.

3. 9ME S SO® @H5PEDB NEEND DB WSE®. yecsismds; IO

D &=nd s 6550 &d

Performance (2n8cs e0®) O OB 6e3DmHeE 588 ), HE) Ew, e58esen HE),
65 P08, 3@ 55 e5e) DS e ), BemS) E.

Attendance With Status ) O 5 EDERSEE ©escs, EXWO O VBBOIEE VBB
(BB 858D e5:860)

Muster Book (¢5:3698 eenm) D5DeSNBD MwaBen®) 6308 BE 5P8E 6EDDE.

OT Summary (@8wNE ©HE3c3 E3CD) FHTNE 5cS.
£3)3)0c3)

Leave Details (52)8) Je5o)5)  ®18565 BE OB HR).

staffkhata.com/guide - 81/ 128



s1nre Q. Search features e Al Branches
ﬁxm\m @
Dashbosrd  Devica Sotup Grganization Time & Loave Data Download Payrotl Accoss Contral  Account

v - hesult

3 Autopay is mactive. Set up autopay or choose 8 one-time subseription payment. — Raviewbis Ing
Performance % Change fiters & Refresn = Summor v B Sheet
Monthiy attendance repart

~+ Performance . < | September 2028 >

Performance 5 Fiters @ & Export

Peciod: Oct
5 112
@ perr: — dh pEsio: Ad minizirat e @ ‘Standard Office Policy (=] M o:?mu
— s o ity — o
» s
" - H i »

& oeer. Production ] Superviser @ Standard Office Poticy =) et 202
wtod  Wms . et Leer Py o i
020 - F so8

@ ] o " w o o o ? £ n » »
— — i s - - -

e - - . - -

. - - - - - - - - -

5:08® 8» eBwmmdcs

©escs 8 eEmaSsE 6@ DB®O Reports (5sn) — Attendance Calendar
(25:889® 8 eBm®cs) WEW DSB®. Cards (e08)ess)), Matrix (3259¢5¢s) €5¢9 Sheet
(55)03) €3S GBS IS, 8, ecenNbBEPBYD oD e GHD 655D WEBIB.
e 8 2588, 65 BB @S el HE) @B G5 DS @SOS,

Gesecs DrBzm

1. Reports (®5m») - Government Reports (2563 en&an) DES DSBS,

2. 9nES 8 cDmE WETN. 85:® cEABWEHE OO nE 58BeBecs eseem
OB .

3. EBEPEOD GENDEE ICHD.

cEDD®CS OB B
Muster Roll (58898 cEDcs) Form 25 @8@hsiommE oo,
1948
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CENHS

Register of Adult Workers (923 6e30w% 6EaS)cs)

Leave with Wages Register (995 e5& SHE)
GEDCS)

Register of Wages (:J¢ 6Eaucs)

Register of Workmen (2®wm35; 6ED3)cS)

ESI Register (ESI 6E3)cs)

AWt

Form

Form

Form

Form
XIII

Form

BEcs

DEDNHTDEE) SHD,
1948

DEDHTDEE) S5BD,
1948

D985 e@8e® ™™, 1936

VP RO SHD),
1970

ESI 5%, 1948

Muster Roll wnE e88eBeecs 5:© 8t e5eem® 588y D@D, 6xNes:dnS,

BNE) e5en e55estn HNE) eSO,

willBerinve Q soarch features
R

Dashboard  DevicoSetup ~  Organiza

3 Aulopay IS Mactive, S01 up Jutopay or Chaose 3 one-lime subscription payment.

Time & Laave Data Download Reports Payrosl

Government [ Statutory Reports

Aanaatary SIATULOrY registers under Indian Do liws — FACIones A 1948, Payment of Wages Act 1936, Conract Labour Act T970, and ESI At 1948,

B Muster Row Form 25

a8 Muster Roll Y
" Emp Cedde Hame Dessgnatian Department ax 02 o3 04 05 [} o7 (]
sy 30 a7 AM . 02
] ADM-TYMULAG Advrin wiivmin = AM A AN wo {Labs) :07 AM AM 1AM
Bag 08 r Bas
2 sT-0001 FReshusl Verma Supsaraser Production AN A “'" wo B46 AM rasam AM H:00 AM
§ " w51 #40 " 03
3 5T-0002 Amit Kumar Machine Operator  Prodaction ™ L Al wo 008 AM BAT AM AM B50AM
. a5 =01 : (=]
4 ST SenPul  Owitylipaer  Produticn . A S Woo mmaM mooam  SE soiam
5 sToood Imran Snakh  Maching Opecator  Prodaction A T wo molam mseam L Eszam
el Ld » - 06
[} ST-0005 o Nair Superdsct Production AN A A wo B56 AM EAT AM AM =0T AM
. By 08 i w57
7 sTo008 Kitaao MR Exseutive Haman Resaueces A o wo o sSeaMm poaam SE sasam
(= 000 = B57 a4 AM
L] ST-0007 Arjun Mehta 1T Suppart Information Technology AM A AM wo B56 AM B53AM AM {Late)
’ - 88 %03 n 038 AM war 00 AM
& 5T-00C8 Neha Josni HR Exgeiutive Hrman Resowces. AN A am wo B55AM (Lite) AM Label
50

Al &KReEBSIS

ESIAM WO WO

AN WO WO
FR2AM wo  wo
S00AM WO Wo
8:30 AM
[Late}

B:48 AM wo Wwo

BEIAM WO WO

Admin -
@ Al Branches A o ADMISTRATOR
Holp & Support
Riview biling
& Refresn B Tabde @ Sheet
< | B Oet1 2026 B o6 2026
& Expol
3 15 1 1 A
Ban 8:08 oz :
M 0 = " EmAM mseAM w3 0
845 i 804 BES @52 i
,. 03 AM i rifs iy 9:03 AM
: 858 =0 40
A ES0AM ot i P B07TAM B 2 O
04 i ®s5  mse 8sE 920 AM
Fiy &40 AM iy i it el ® 10
2 r g48  wos .
o T e R T T |
009 137 AM 05 mOT  BaY .
iy iy .m e 7= SOOAM B 2 O
57 - w0 48 B5e :
L waiaw YR B GEEN maNdd oW o1 e
[T - T ) 2
GMAM  ESTAM s ik i B48AM W 1 O
42 3 A e
i SR AM m A e HO3AM M 1 O

e 58068ecnm 98 6e5em® 68 DB Reports (D:5w0) — Al Analysis (A
BBeEBEIS) BWEE DOTD: Bed 58S quenms, 6588 5t cme S ),
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5Oe 588 esen gBInE. 8O 58S e56E en@edH Key findings (5cHa
D RNG), Eed) 83 g5esN S, Attendance by department (6cenbme®BHd

and e5:®890), esen Absences by day of week (85865 8mcs 31D e E&E)
Gro.

silllBeriinve Q Soarch features @ Al Branches R
Dashboard  Device Sotup Grganization Time & Loave Data Download Repans Payrofl Accoss Control  Account Haip & Support
@ » Disrooors > Alireporis > Reports

B autopay s inactive. Set up sutopay or choose a one-lime subseription payment Roview biting
Attendance Leave Analysis 23 Rofresh = Fimers 1 & Exgon
What stands out in attendance, absence, leave and punctuality for the period.

Sep 2026 » D) Cloar Fate

Attendance rate Present it oays Ansent days Lows day: Late arrivals Overtime

96% 205 8 ] 14 45h 42m

of wotking dayi vy TN 13 b iy implanned wopromed T of phesent days ol egged

& Key findings

Attendance rate over time

@ Attendance is healthy 3t 95% of warking days.

asy e 0 dashed kg 18 (e pariad average
@ Absences peak on Tuesday: 38% of all absances. iz
@ Punctuality s good: 93% of present days startad on time. o
& 45h 42m of overtime legged in this pericd. I
sep2 Sepd 20t ~ sap 12 Sep e - pt0 e i fep 24 S0 28
Whese 15 weed
Weskdy Off 5

i Attendance by department
Lawest frat. The dashad ing ia the Gvarat rate

£ Absences by day of week
® Abiani @ On fesve

Human

25002 Al BBEEBSIS e DD 55 HE) WEDMWESISE GDGBE.

OB M&wm

All reports (8@ D)86n) DS DO c6®ne BDat) WE eDCS:

8w 55es5cses) esee Late comers (581¢ 8 e5:806&nB)me)) esen Present | absent
(65880 8% | e0e5®&n).
Overtime (@8mNE) (D 53360 GEINE GDGBE).

G5S) O BE 5098 e5@eEIDDE HE®D Manual attendance (@)

Leave report (5208) &:55108), Device punches (0@ e50e9%)) esen Easy
access (250985 56D®HCS).
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GBS/, FGEIcs 8529 6E) ©B@®

P:® BN Export (§e5mcsmes) DES S Excel (xIsx), PDF (.pdf) @03 Sheet
view / Print (&5%) ¢85 | §¢&as) 6BIG6S®. Sheet ce56®), SHSO 9B &GS
Excel, PDF &5¢9 Print (§¢&1cs) candie® ends ®ES®.
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SVhatsApp Grend® e5en nEc) SHES

e5:3®: Box ece®

63c® 8Dav) WS HOBENEHD BIBI®. Staff Khata 90 ®DD WhatsApp &
5@ 50® 5B®D, DeD® WhatsApp @05 SMS B&he®s) & ®&5R)EEO
G@SS 5O, 589 BeSS DBB) Pacto®DERD EA) SV DS)CS.

®e® WhatsApp €506 eI

cP® 8188 Staff Khata c@dES SHEDSEE o3 e5:86&3. 9 5855 BHEODS)
DDV 5B BEDE .

1. Organization (e508c)H®cs) —» Company (852)®®) BED S, §eses
Notifications (c;5n)®&8) O BDat WSBH.

2. WhatsApp Notifications (WhatsApp &:5)®88) 068, @D OGS e58188)
58S WSBI:

e5DE5® DD EEDD &

Daily Attendance Summary (cecSwm 5868 &5:® HE DO cdeed e5:86® BEae
£35)0@C3) WhatsApp &30®cs%s.

Monthly Attendance Summary (©8w CSV enH)DS) 6= @3 58S Dn&ends.

25O8® £550®C)

Device Health Alerts (Ge50® &39S G0OS) 66SDIEWD ELNMDEE MR & SO
5898857,

3. Save Changes (60%e5m® t305B®) BWEE DSBIB.
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ullRenunive Q Soarch festures. o @ Al Branches & crowtn 15dmein AR T
ashooard D : Tiwe &Lowo~  DataDowrioad ~  Reports'~  Payrol~  AccassControl  Account Hatp & Support

Organization

Daily Attendance Summary @
Monthly Attendance Summar ¥ ©
Device Health Alerts » <

InDéc) BOO BB NBs HDad WSBD

De® BFEDES ¢md® :d®0, Account (®€3®) — Integrations (i)
B5EE) BES ®csie. Integrations & Webhooks Hub (Senada) SEE esen eDenss)
OMSENDS) E5ODE WE SSOVDBIDN YBW 6esBOB: WhatsApp, SMS Gateway
(SMS &59®) tseo» Webhooks API (6®@ew) API). ®0 ¢d@s ez Configure
(Bennes DSBD) BDEE DSBD.
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uillReaive

Reparts

[ o ietegrations
5 Autopay is nactive. Set up autopay or choose a one-lime subscription payment.

Integrations & Webhooks Hub
B scno anondance, leave and poyIoE GYONES 10 YoUT Mossaging, project and automatian tools

COMMUNERTION
SMS Gateway

®ed® WhatsApp Business gomcs end® DB

) HMAC-SHA256

Al'3  Connected 0 Available 3

BEVELOPEE & CUSTOM
Webhooks API

Meta &8 €008 ¢HPD WE 5608 5B t58®, Meta & Cloud APl ¥
WhatsApp Business ®&®s @20 ¢d@s&.

50D DHSS®

1. WhatsApp @»&esess, Configure (Donnes @35I®) BEE @3%®. Connection
(5®PVSDND) O D5 EDa 6D,

2. ®e® Meta access token (Meta 8568® 6OI®)cs) ¢ Meta phone number ID
(Meta €SB GotD e@HBBD) FDED) WO, WAL Gocs ENd), Meta
COBB REDD OB GorD NEHDS5D) NED WSBID.

3. Alert numbers (@8O Gow) 306w, HBWS; FHES RS B 5oD® Go

FES DOTD (20 ).
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® WhatsApp Configuration
Mot Ciood APY - O swieds anabled

Connectlon  Event templates  Activity

Connect your provider
up The conm Snica o

= 123456789012345

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

)

Configure event tempiates

8e88 5B eswmesE®

1.

Event templates (888 e5:5B) D@5 HDavd WEBD. BeS® DS es et
@8O S @r: Check In (25:889®), Check Out (808®), Late Arrival
(5®0e e5:889®), Missing Punch (58 &02)%), Leave Application (58)8)
Gc5c®e5m), Leave Approved (52)2) ¢5)©mE), Leave Rejected (58H8)
5EBEEBmE) esen Daily Summary (6665w e550®cS).

880w oS, coensess e@es Check In.

Approved template name (3H®® e5DE6E ), Approved language code
(30)©® 9 6o, en_US el hi ©:8) esen Exact approved template text
(D@D 300D t5BE 65€) FDED DOB®, Meta 3HO® DE PENSBIO®
8058 W6.

Variable mapping (895 88¢8ms $8®) 06w, 9% O SDEBS 56D
Ge GBNSE®, EENCHIEE =es Variable 1 eseen employee name
(ce3DmeHe@ H®) e5ep Variable 2 eseem punch time (85008 65=d).

Recipients (RQ59%) e&i®, B t5BEE Meta 50 5855) DE DD BN St
BEPO emn)d ERF DSBID.

S0y CEI® 6¢ 08:0® B®O Preview message (8581858)cs 6556855
DOBY) WEW DOB®. A Bene) D B®O, Test number (5888 Gomcs)
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FES D3 Send Test (58BB&cs 3DS5®) DED DS,

7. Enable event (8¢8® 58 DOE®) 586 O, @Ajesey Save configuration
(Donnescs e36BB) BWED DSH®.

Connection  Eventtemplates  Activity

Check in
Set1he appeoved message ang

Approved template name

.
£50e0%®: Missing Punch (58 &50292) 858108)cs 3D%) EABES O DSH, 15D

GDess) & BB 30 WO 58, BB een) BOTE e500HE S5OS GE SAcs.
Daily Summary (66e5wm 0@ ES) @BEDE) 68@EDH HE 10 O HDBS DD
GBS @rHDE GoOERO 5O 5E3.

L

Activity (cHencmB) O@s D 58wen 5t BedE 5688 5 PDed e
esescssien 980y BEwsione ¢B8®m EBenHne SE.

.
@@cs: "Accepted” (BEOTN) sBe®S qeened DSIes Meta 561885 BEDE DE.

O 6@ 980 BeDYS; EIMWEB. DB PO 656 D@ Meta EeSWEE DGD
58w DB

\

SMS @B GeoSS DB
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SMS Gateway (SMS 6&5QD) ® ¢SSO S @AE: Configure (Swses
DOBY) WEEW WS, 6e30) e55cBEmR) BODB) WS, @aiesty BSOS eDE
555D, ®DO MSGI1, Fast2SMS ool 6B 6edd) esescsaimns) eseen Custom
URL (86D URL) 6Bl @B e, @S58y SMS eseem ®edd DLT-§ROo
SOBBNEE e EB)BeSB), FISDD) REH S €50 eDE 65 GDGS VDS, I
DED 63D t55EBINEHDS LOHBS WS DA HBID.

cOBE Daco®DEO BB DD (cDVNH)

6O 5BV 508 WG S0, BE) 9EED JO & 3dMNIE De®
Paceo@SE 6605 3B cPDRDE D) IS O DO cODERS OB
DSE®D.

1. Webhooks API (@@ API) wnédesess, Configure (Dannes ®GS®) BES
DOBD.

2. ®e@ Webhook Target URL (622w @@m% URL) Ges) OSIS.

3. Event Subscriptions (8¢88 &)5@8)d) 068, 586 g B R
DSBD.

4. e50BIND 58 DE®O Test Ping (588 Bo) BES S, @Sesey Save
Configuration (Jan9escs 505BD) BWED DB,
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.. Configure Webhooks API
Diewveloper & Custom

£5:® BcBOW® GBS WS @D Hen, O 5 DB® Staff Khata cDBS
e5:®8168e3 Ded SEAEEO 8B WE s, Ve 850D8DW®EIO eSS
Webhook API Spec (6@ API 88853) 3068 6e5)cH OB eDS)cs.

58BN B DBE®O, s EDavd WS Disconnect (825550 DEB®) BES
DOBB).
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cDDecS 6509 oD 6c5ce® 685 e5Dcso
&e5Dc5

e5:RE5®: 6e3DW® OB BB 583D

630 30MS BOM, &5:® 6eDWEEO® DG &5eD Android &5e i0S eseem DD
Staff Khata 6c3¢6® ®OBe@® Staff Khata ®&q0n) @E. DT DO 258
58S HE®O, 68 85008 BDSE HEPO, HNE) 9ER®O 560 B»® D )eS
N D EPO 9D Hes), VD DD OB PYHD G 6O.

GOEs e5;(385®: 63D OB BWE ERECDE 3D c®) BB DS, DBOB)
e5:Re5® eseen Billing & Plan (QEes) &89 e5:R85®) DRBD.

ceSDWBBO OWSW ED) EEBD®

1. Organization (¢509ch®cs) — Employee List (62305 =:53e590) BEE DOS®D.

2. Add Employee (6e50%)c) % DSB®) Ge5@ ¢S SRS dDad ™S Invite
Employee (6835950 @DHBN DEBR) WES DEBD), BDHENS) GeSDWCS)
DA S6OE 85D 5o®® Gomcs 5OW OB WOBN. ce3DDBES NS BE®

2529 DEDIMDEHIB DEHD.

3. eOREE FGEE BP0 6 & &0, 658 c©%D BDav) WS
Update Password (§Ges¢cs chdshmmB® ®35ia) BES DOSD.

4. 56@RO 6e5EMEE 5@ Staff Khata 6c3¢6®%) 58690 85005 HE®O &)
80, 658 c©KD HDard WS Enable Mobile Punch (500® &5;880® 5005
B5ES DWEBD) BWEE DSBB.

ce3DES OO SO t5en Fdesecs es®w https://attendance.staffkhata.com &
@D} Staff Khata ecs¢e® 568 0.

®e® @SOS 5DSD

ce30mEn 0™ 8 80, ®8S My Dashboard (®e® Ee5m38H 8596:0) 6B
5@, O PO EHtser DRBE® 575, BNE) 6HBS, DYPYBEE FDNDE GG
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B®:® et (08 g BO8S &™) ), 6580 P DB WE EB 6BOE.
BSDE @S 0D ©e5cs e5eeD) PDPBEE e5:B® &5t HENE) DSDNHTEODE 6SBDE.

aillRerTive Q Search feature ek % m 0w Memdow
sl o BouE

My Dashboard My Attendance  ApplyLoave My Paysiips My Profile Holp & Support
Good night, Neha! £3 Refresh
HE Exacutive - 2 om(£) need your stiontion
] Leave Balance a Needs action = Working Days (5]
118h 23m 112 2 22
14 diys present aays loft okt o To [re—
View detans ) View dtaity » Wiew detaity ¥ Viewdetais
Needs your attention N This month at a glance
@ Sl clocked in— 003 AM
14 8 2 1 1 118h 23m
T I " et " n L Messing Pu e
A Me L
N © Clotked In
My Attendance 2 My Leave Js o1 w2
Caswl Leave
—
sss
EameaLeave
Matarnity Leave
Compensatery Cff
= o a ® Remaning 102 ® Uses 1

@@GS 352@59@

My Attendance (®e®@ e5:8&®) ge &5, PP 58S, GO® ©e5cs 58D DO
FENEED G5B,

QD566 85:860® 85098 WSB®

1. Punch In (&5:381® 08 WEE®) WEE WEE® (90g ces) el 8Jed).
2. @856 9EED SO ENDO 58D LNBDESO) P8 GEBD.

3. e5E0OEE 6MHB ®DFS; DSBD.

£50e9% 6e5ENG 858 BANB®ES SO 830le. ¢des ¢Den™eS Punch Out (808®
835098 WSE®) BWEE DSS®.
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aillRercive Q soarch feaures. o [ oo IR

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

My Attendance & Retresh

Your punches, working hours and sttendance history.

:::nn . oc:; » Clockedin Today's Hours B This Week =] Taits Month B Grvertine &
Total Hours 14h 20m 9h §7m 128h 20m Oh 00m
14:20:20 — Thi s
00 OF B M sy targt 000 &5 M wey tagut 5 0F ma M
a o A
o0 AM Ll At
L Ao perei] QUICK LINKS
T S— R '
L] History @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Saitie tate Sans Check In { Eut Late Production
NS 18 et 2026 » PRESENT 903 AM o Time @ - ® 7
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
N4 £ 15.0ct 2026 = PRESENT ©n Time @ wiieN ® &
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
NJ £ 13 0ct 2026 * PRESENT On Time © sH20M & y
NJ £ 12 0ct 2026 » PRESENT O Time @ BsEM @ g

@BeD1escs DEBD

Attendance History (e5:8&® @8e01e5cs) DS &5 EDGEWE FBeSDD WSE.
£50e08) 68T, NED WE 80D 852D BEEOD B NHS D B®O E®sw @D
G783 BS5s BEE DSHD.

Attendance Details

LH)

Noha Joshi
$T-0004

PRESENT | | ON-TIME

DATE
18 Oct 2026

CHECK I
9:03 AM

Production Hours

PUNCH INFORMATION

© S03AM OFFICE

VLAY SALES
F e

K:lrﬂﬂa\;ll'; o
s . [
ISR
Fehdle
& o
¥/ 100,059
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D168 5002 BDSE WSBI®

1. 8968 ¢S t50e5mEE HGsWs BEE DSTD.

2. Request Correction (5258 538® 9EEE®) &, Punch In Time (58828
68®®) 529 Punch Out Time (8088 OE)dD) &5te553.

3. Reason (e5md) @Ed @3 Submit Request (9ER® 6HE) DEHN) BES
DOBD.

9CB® 3nOBEG 5 P DB 50ed. 6e3D®BS s Regularization (5258
BB®) el RMDEB. BOSS 500 98 & Missing Punch Outs (538
8086 e50e98)) 35068 RBEROD WS @S g3, Request Missing Attendance
(298 e5:B&® 9EERBID®) BEE 500D D 8 PSS WASES.

BNE) 9CERI®

Apply Leave (5)E) 9EESD) 068, 6e3D@BH0 ©® L) 6@ 569 85:©
9CBYDO BETOS 6es6s). ®EH Apply Leave ©wEE ©S, Leave Type (520H8)
B8mas), 8w (een) Half Day, ¢80 €m) eal®, cdE O S 6HET WASSE. B
£58567¢ 588 s anP® e} EWedes WSA.
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®e®@ DS sEen

My Payslips (@@ 808 &8mm) 068, 9e5:38, ¢f) DES &5t DR WE & 5O
6®8) &5:® ;Je5B® VB 6e3DW ©escs 852D DEB IGH. 5B, @53,
G8) B8EG esen DODOBS @G D Jes 58D 5858 DS 55D BDady BE®D
View (QE3®) SRS 236, O PDF 6EES )®SI®.

aifiReatve

ST000)

@+ My Dumoa » Fayiiy
@ Payslip Details
View and downiosa salary siip

PAYSLIF NO

ST PN-FO58
Mhonth: Septamoe 2036

Ganerated: 15 Ocisbe 1078

nnnnnnnn

Cifict Tima Policy:  $tandaed Offica Policy

e 25 8HE)

My Profile (9e®@ e5:8%2) 856@E® De3mS, DatiBcs @EeMEScs 58D oty NSRSt
%) D GBS,

Staff Khata ec5¢6®

50®® 6c3c® 6e3DWBBO OB BeHHo®® DATEE tHTPED R GESD:

Mark Attendance (e5:382® e5EERE DOBY): 6e5ENGE 858D SNBSS 5O
e5:®80® e5e9 BOJ® 5008 WS, BDYY) e5€eD) e5oD® e5:DE® 500D FE)cS
D6 GBS, & 605D VYS DOBO DS GB Realtime 66e5DBED
G50 ENED WSE.
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Attendance (e5:8&9®): ®esecS 8® eBm®EE. 8508 HEEEAD esen
508168 BMNBs DEPO EWiE BIAY WSE®, 580 A5 HDSE BHE®O
Request Regularisation (5968 58® @EE8®) ©IY DSE®.

Leave (B87)): 6585880 Emcses), @80 Emses eenf Em 856518558 eseem @EE,
OCRE® DTS DERBID.

Payslip (995 55m0d): ®2:® ©e5¢5%) D= Download PDF (PDF @h®@®)e)
00 DOCED.

Claims & Reimbursement (&8 &5e9 58e5080): DEBES 6558552 Ge)
PDF 2% 650w ¢E8encOE 60) 8ise® HBDE 508 dB®. O DD

¢n®n BE® esees Advances & Reimbursements (3EEENGS 569 583e5680)
6D 5;OcE].

Profile (e5:80%): 85¢®@BE® 5t S DeSBO.

staffkhata.com/guide - 98 / 128



.

L

8:55 vi

< Attendance

® Readyto Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfuliy

<] Punchin

@@cs: 29-90 58S S, eSDWBHO 63ce®d e5@® 500S WE e DS
98 & g8 Peltms BE BIB 8O 5O, 588168 HE 5t WEDNE O
58STES DETD.
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15

Journey Tracker (@e2I®cs)

£5¢2e5®: Journey Tracker Gr@e)iencs

Journey Tracker &) e85 82 ®E® NG PSIRDES eseenics: DS 5013,
e 86, 63 G PORG. c3DWBS Staff Khata e50m® 6k5ce® DO ©OS)

25008 WED GBS, DS e, BPREH] cEntndE 58D DSe® WeE WIWE
SB® DD DD 6E3EEOS GeSEH).

.
GdEs e5y2e5®: Journey Tracker 3%) 6@ 3B Gee)IDES. Journey Tracker
cOHD 589 e5E® O @S 8 DBeH Ded BEFE® GEtlBes G § 5650 Ss©.
DEOB) B ®&HS eseem Billing & Plan (DEsE) 6529 &5:3850) DERTD.

L

Journey Tracker 585 @SS

®6d DSTNS® s end® BE® G168 BBV 6656, c6WAID EEMSDF NS
DO SNBSS SOBENE S LSWESBH.

1. Organization (2508®cs) = Company (B58)®®) BWEE DSBD.
2. Company Settings (5808 e5:2e38) &, Journey Tracker O HDat) WEBH.
3. Enable Live Location Feed (6588 e30% e50@encs e5E)cs DEBB) e5SE)S DSBID.

4. Location Update Interval (e50® HODBENED 56BSS) DBICDERS GrEs)
DOBTD). GaNEeD] WHTENSE e5ee) DBEJSS cencsts emes e WSE.

5. Save Changes (22&5m® 50BE®) WEE WOB®. ®DO "Journey settings
saved" (OO 52838 565D R8) GesES.
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5 Autopay is mactive. Set up sutopay of choose a one-lime subseription payment.

Company Settings
Manage your company petorences, altend

@ Journey Tracker Settings
Configure ive location updates and automat

Enabio Live Lecation Feed

Start Journay on Punch-in

ST DISIO)

Enable Live Location Feed (25838
e5N® e50@eNcs ESES WSBD)

Location Update Interval (e50h®
OBNED B56HSC)

Start Journey on Punch-In
(85:889® 35095 WS® SO
®OB PICEH DHSED)

Automatic Start Applies To
(8305085 MSBencs e
RIS

s WD 8

Distara & Save Changes

ce3DWEENEH DB HHBO® DB gHYS SNH®
HOTNE® 3DE.

OB B BNDS OB NS D&, BBESS 1 8 60
D). 6D BCBS D) D8 €59 e5oD® B ENSD

2DSE.

63BN BoD® 63EEOH e5:B&® 85005 WS® DI
e5D50B)5D HOB®E PSS WASS.

All departments (8c@ ecenbme®siy), el Selected
departments ()58 cenboe®sin) 5©&. ceSDDESO
208 BB DOS PSEH WDE D cs.

DODE PICOW WOBD (625D, Bo®® ©c5ed)

1. Staff Khata 6c5¢e® Home (§E 899) 86ed, Journeys (0®%)) 939 DEBS.
®O More (2w)) — Journey Tracker GOBE 5 eDSCS.
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2. Start Journey (®®® $38) WEB®) ®AY WS, @S5ty ®enS; HEcSE Done
(3De55)) DI WSTH.

5:20 vi
Journey Tracker
< Y o
® Ready to start Online
JAYPEE _ g
s N STITUTEOF, —

— 9 INFORMATION
& TECHNOLOGY

[ ]
SECTOR 62
£2
SECTOR 63
® Ready tostart
v ® ©
0.00 KM - 0
Distance Duration Checkpoints

[> startJourney

Journey Timeline

O

No stops recorded

BSS &S c®eaw €6, wEE 50 B85e® BSMh® 58 On Trip (D®eS)
ce5BDB. 63¢® SDE® FE FOHIRS COWAIB®S DO BN™S EDO® SDS.

.
@@cs: 6c5¢® "Battery optimization is on — tracking may stop" (@08

SREDWEHS B5HEE — RO DB D) 6RE GRS ¢WABEHE 5, Fix
(5968 S8®) ®AY WS SO @8) BB, 58S 6WAB D8 §BE HE®D
SO 6:5¢® ®OBOD GBS, O NE®eE &S @B WAE.

L
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)8c)Bmecn e 88wes® M AW wSSI®

883838 SN®sE PO 5098 WSB: D5 ENEBE, e Bed OWE 5
P9:® DEBOE.

1. ®®8 866, Add Checkpoint (885558 e3h®mes ) ®SBEI®) I DSEI®D.
Log a Stop (PP 50095 DSHD) BB HDad) 8. D LSNBCS
e5Dc305)c5D 3N RER.

2. Add a Note (Optional) (5005 %) ®EB®, BWES) 06, ¢ 8 e
BiB®), E06&IsE 63 DD E OB GE®.

3. DEsB), 8T8 o) eHcndSzes D HE®O Attach Documents (6EDS
G8EI®) DO WESHBID. Take Photo (26c55:85¢5% HSI®™) @enl Browse Files
(ecny) B8Slessia) emicsia.

4. Save Stop (2 PD00 £0BBY) DAY WESHY.
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[ Nl JIES LTRSS e L4
*j lanrnau Tramlkar - L

Log a Stop

Recard details about your current location

Location attached when you save
GPS coordinates will be attached automatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents

Add
Upload bills, receipts, or photos
fuel-bill.j
P9 B
28.7KB

®O® @dess) WSB®

1. D@ ¢dess & 80, End Trip (0@ gdess) DEB®) DAY DD,

2. End trip &0 D85 DOTD. ©ODS 3D WE 585 PO S BB
PICED) DE GENTD.

DB O NE®E, O &6 859 £5:0 HPPOWO 50 ees. 6e3DWBBIO 5B S
®®%) More (©3%3) — Journey History (®®%) @8emescs) 3068 QrEcS eS)cs.

PDed ®FIHNE® 588D VR (8585ED)
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1. 9Mg c®Bed g8 Journey Tracker BEE DSH®.

2. Refresh (998 w550) BES ®6slD. KO B30 BEE 6co» Live now
(& e588) sOes 83 8.

3. Journeys List (®®%5) E:83e590) &, 58S ®ODD 538 BES® HDavy HE®D
&) BBEE B BEE DOS®. 2D SN e5:86H 8O BEE®
GE3DW) FHDODS WD GBS, OO e5ed) Activity Timeline (ScHencm®
NEREEMD) Gr.

g
B
;j':?"'\.__@
E"
§
ol
L
i

4 £ ............... o ey
% ] 3
: f
i i
OnTrip i &5
.
7 ® ® i
i § -§
0.00 KM 00:00 0 H L | P - i
Distance Duration  Chec paints i } i 2 =
% 4 Sk i
o S é i
& i o1 AR -
“,v'/ 4 = — ot
""-:.-_m - !

P EndTrip

Journey Timeline

B ccan OIS DBO, 9ME cmeds ¢S Live Locations (588 eSh®) wIE
DEBD. D35 DOB®D BB 5 GEOWEHEN® D) BBGOD 6eSBOE.

DOB) @BeNIescs B5@ERIDDS WSHD®

1. Filters (6e56e9%) sOew), Today (¢¢), Yesterday (Secs), Last 7 days (e5e58cs 8w
7) @25 This month (6®® ®)25¢3) EBIGBD, HeeNd) DeD® From (£0) &5
To (e)®)) 8® eswessian. PO O 6E3DWEEE) GBI OBHDVIE eEcs.

2. 9mE 8 wniiesw Total () @@, Active now (&%) &58)cs), Ended (§Dess),
Distance covered ($835&cs WE ¢O) €529 Avg. duration (E©H55 =)(=cs)
@e58IDE.
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3. 889 e56ms) BHE®O All (8BisEE), Active (6585)cs), Ended (¢Dess)) ese
Auto Ended (e39c505)cs® @Deses) O, 589 s B ® Export (3e5ec®cs)
OB WSBEI®D.

4, B3 OO G @S DSBS DWERE DOBD). e DERS B €59
Gdess) 68D, BB 5DV, ¢S &5eD Journey Timeline (®®5 enEEEMND)
e58)DEB: 85:® NDBBED® 589 85:® BPRODE D5 EENSDE) DNE ST
5 D8ede 35D 650w, B85E® BMNH® 6edDWEIEE 50H® 6BOD GBS,
DEsS 8am BE®O @D attachment (G:8F®) BWEW DE DS s.

Startee At

= Journey Timeline

w1
RO e r——

L06km- 130

DE@ W 2D D)5 WSS

1. ®O RGeS, View route (@)8®c EBID) BED DEBI®. O 9 DR
GRS WS YD DOBO BESED Gee.

2. D5 ®PB NOBWS HEPO play DAB®. 1%, 2%, 4% 6eD) 8x 6ODES EBICBD.

3. 88 &850 @:B®O 3D Mode (3D g5znGes), &5e DB cegw eseen Satellite
(DSIgm) WEW ®SBID. Reset View (683D & e50e5850) BEG® $resey 6O
.
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Rahul Verma T
] 2028-10-21 - 57- 0001 ) Reset view B 30 Moge 4

4 - g
B Activity Timeline L Mrnaks / I;I;g:;:
RAmz “s‘%
O e—— P et
tig, o
o L
ot
visdiuts
........... o
......
..... o
=
-
......... +
e

.......

% 3 sEcT
® prve T 45 \ 3 i)
AYUR VIHAR
1185 km - 20m 'M PHASE | = %, :
- g L =
% ®  eungensea s CH 7 e
haems Teustas, Gucter 63 Hisiay i AX g Lo v
- i E T PR 1 ‘1 Ry 3
% ”vl‘Q i E Fnhasst ihoncun Mg Dies €3804 Dooghe T

25090D: 36O DOMD) DS DEV) GPD WEEEND), OO A5 DO
ESDEEES GBS WE DSBS, FHBOWD D) FE DO 9ed® 3 Auto Ended
(830c508)c5D) GDesH) GRES GeSBDCS eNZCS.

N
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Pro HRMS (&:c8))2cs)

£5:265®: Pro HRMS &:e8Jecs

Pro HRMS 258816055 @0 ®DO @d©5 HR 6®DES % D& e59Hm®
cesiBDEw, PDed b BB DG, 6l DES, DTS EMDLR, 5Sss)S
2509 €3S GO, DS WEIDMWS; YBende OB WSH Hes), WIS
NIRRT B® B8es @2 @85 DyBcS eHes.

.
GOEs e5385®: Pro HRMS 5%) 6@ B G6IDES). & c®y) & dxlcs) Ded

BF16® O 55 &) 85850 S5O, DBVES B Hey eseen Billing & Plan (DEes)
2589 £5:(3E5®) DEBD.

L

Pro HRMS c®%)® @t5)c5) ®O3I®

el e5Es ) o585, 58enEES 85t WEOINWSDS e5eeM PG BS6OB,
63D 5EEEE Pro HRMS @5 885 68. 5t BEEE ¢rsies O®
cOHEGS.

€508 Gesidmcs
Bedew, BEGDBS e5en 5058 e5eem DYE DEESE).

1. Pro HRMS — Organization Feed (63508 @esiemes) BEE DS,

2. 65¢ 586® eanded 088 DS, B 8@ Photo [ Video (e$9cH5z5 |
88ecs)) BEE DES®.

3. 95 BB ®PCS eIcsia: Everyone (8@ ecwn) een) Specific
Department (B&%0® 6cenbmeC8Hd).

4, Post (85€ DEBD®) WED DSSD.

staffkhata.com/guide - 108 / 128



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

@ Proto/Vides @ Everyone ~
B1 AR & Mydepanment [ Saved o

aaaaa

B

o posts yet— be the first to share!

ce308B0 sg BEBDED @I 65€ DE®D, geent DD e5e9 E3SER®D
eScs. Celebrations (e5:95:8) wnt)es® @¢ &8 @88 cesHiew 58D 63 e50DBESS
G5B,

25089 DES

£508c0® @85 WS @O NEB) WESBE SHIW GeSHOS.

1. Pro HRMS — Org Tree (50Dch® ®&s) @ES DSBID.

2. Create First Position (588 D®HC eHEHB) BWEE DO (e5e59), Create Root
Position, & DBYS eHESN).

3. Link to Employee (663590 5850 DEB®) 3065 e300 eI,
@%esey Position Name (99168 9®), Department (6cen8®605)9d) esen
Designation (©®%0) 36D%I%. Responsibilities (D®SS) esen e8)c55:85¢52)
DEesE.

4. Create Position (2R3 te8)®) WEW DEB®. @S 5e0EO EENRDA®O
DORCE ¢ Add Direct Report (538§ DrEoN®S6Dw) OB WOBD) endD
DSED.
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P & eseem DEd) OB BS; HOROE 56e3eNEND 5D DS, 6eSDWBSIO
®es My Org Tree (®6@ £508c0® ®85) 3O0GE GLSESD.

B 6cHT) HES

1. Pro HRMS — Job Referrals (Sl 6@ SEE) — Add Job Opening (SIS
56852989 O WEB®) WEE DSE®.

2. Job Title (G5 ®Hmaznd), Description (Je3®Ses), Location (e30dcs) eses
Department (6cenN8m6OTRD) GES 3, 9B5E] EODSTD.

ct30BB0 BDa ©H»IYS; ®YBIEE Job Referrals B8Jed 56 ¢S, DS
cHlen e 988ea) HB®O Refer Now (6% 6cHE) WEBID) WEW ®SB. DD
View Referrals (6@ 988 dEE®) 068 ¢esulamds) seEidms ©6, O
%) @ Pending (6e7658960%)), Hired (@ed) ®B) e Rejected (5885688D)
cOB® 6™ .

ceeH® DB HOTINHED
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3D Submit Today's Work Update (¢ &2 hd8mB®S 6cHE) DEBID)
BES 6 VS DB wE 6é VeSS WA, 8RBV 85D WEDIMWSD SO
Boe econed Ddn@® Pro HRMS — Daily Work Updates (eecSien &:2)
DHOTNBD) 06T, DS 6D} 63D/ /D GSCWS WS EENH GBS, )
Export (Ge3®iH3) WE eDScS.

DEIHS

B5@DE® RER3EMNS, OB 858D AW 6L5E RDESH.

1. Pro HRMS — Assets (95)®) — Add Asset (D8)m® %) DES®) DES
DOBD.

2. 98®EE eI (Cnc$sE 6REes Laptop, G3ees), Asset Name (D5me®
»®) e3¢ Serial Number (35)5)3® Go@s) GDED DS, LOSBID.

3. Inventory (6Bn®c) E:H3e596d, DBe® Assign (5D55I5) wEE @3, Select
Employee (6e39wmc5) 6@I68)®) 3068 6e3dmes) eai®, Assign Asset (DB®
B5DGHD) DWERE DSBD.

5:® DBOI® Assignment History (e5:088 @Semescs) D) OF. 6e3DDEBSO
DO 5% & My Assets (D6@ DBDE) 068 6e56S).
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5BSTS cCA®

Pro HRMS — Policy Documents (2585838 eEa%) — Upload Document (6Ea%)cs
CROD DOBD) BEE SIS, Policy Name (5858386 9®) esen Policy
Category (855e585)8) n&iedcs) Gres ©36, emnydS emicxl® (PDF, Word, Excel,
PowerPoint @) Gze5¢58, 2 MB &8)). 6e3dmEys) 58es8Bs 8da w3
Acknowledge (B88m%)®) BIRH ©6® a8, O BEMOBED) ®AS DO 656

HR &59)c5

e5:®80®, BE), DS 859 eD®B HR DS BERE @D e5ee) ¢ 6®e5c).
ce30w8S) Raise Ticket (IS 6cHE) WETY) BWEE DS, D1z,
BeSScsE 850 e 5 @ W) O WSAB. HR &5e9 e58eHE™EH0 Bk et
Pro HRMS — HR Support (HR &5e0cs) 5068 e aod, Update Status
(EBDs $HDTENED WETB) 58 J0) Open (8Daw), In Progress (Scnrsi®m
c®3%)), Resolved (Jese) esen Closed (Des) @) eNGe) 6®E 3.

568 DHEDMWHOEDR WO
1. Organization (e508)®cs) — Employee List (6830w =:3e5990) DIED 6
GEIDWC) E50E3WEHIS WEBID.

2. Employment (Sli&c®) 806 88am ®GS System Role (85608 e9®wnd)
Manager (E®ND3S;) GERES ESESBID.

3. Save Changes (60%»e3m® 305B®) BWEE DSBIB.
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s1are All Branch o Admin
ﬁxm\m B Ak Bnchas : AdiinsT
Dashboard [ P Grganization Time & Loave ~  Data Download -  Report Holp & Supg
Ad Employee
Mstopay s mactive. Set up BUTDpay of Choose 8 ONe-1ime SUDSEription paym Roview Liting
@ =coore e
Rahul Vesma - 57-0001
1 Personalinfo © Erployment
Employment Details
Employee Cose [ ID Joining Date* @ Branch® ©
Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}
Department * O Designatien Reporting Manager @
Production Supervisor Salect m 0
Status* ¢ Office Time Pasicy ( System Role* (1
Standard Cffice Policy (Detault) v Manager
HR & Compliance
Total Experience EPF number () ESI number ©
E rvious Hext

DEOMDSEORNEE DSINS® &) Reporting Manager (550 268 DEDMDS)
OO 25¢DEE DB BEE 6eans. 6 O 98 &G eHEhEDEIEE
Employment 8968 8558555,

( £50e0%m: System Role & Manager 8®Eecs 883 D56 Pro HRMS &8s 80 es®8n.

WDWEONWO; BMN(RCS

DEOMWSEDR) 6B & DO, ®S) Manager Dashboard (E@EnN®S; EesEEH
850G6D) DB 5P, cOBED FBEB):

89® DEDNWSDS O W6 6é

My Team (®c® DOY0, 6e3DSO DT EB 858D VBTG e58®, DOTO Eem
DSITENS®) OB BEE 6EDN DETD.

Team Attendance 2&TNEE® cecHm @80 569 500 6588 WS, 25D
(DSFFENSE e5:8600) B6E BB86® 9ERS e5@6ERIDDGE WSHH.

Team Leaves (&3Hcs®  @&5Nce® HNE) 9EES 65®6EDDE BS 90y aneD e
B 5EOBedSs DS,
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uillRermime

HEW

2 3 100% & 3 100 = o % 043 o
Team Members 1 O Retresd

Amit Kumar Machine Operator
A oves SENEAL Active
o Sunita Patil Guality Inspector 22-11 - Aetive

37002 cENERAL
== l.r:\r.:.n-shalkh Machine Opesator 5o 0p03 Aesivs

BDE) 9CROE ¢nP® WD
1. Team Leaves (2&3hHc® 5E)) BES DSSIH.

2. Leave Request Details (59)8) 9EEE esvd) Hdav BHE®O 9ERO® B &S
BS5s DEE DSBD.

3. Approve (@50 DOB®), 6] DD 5O Reject (5BedS DHSB®)
DR DSS.
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Leave Request Details

B WEOMWS, &8 HR 38 6CecNeB@® GuDBE GBS, DE®MWS:
GROB® WE 8583, HR 30N gRDBS 6c® QS 9GE® "Approval Pending from
HR" (HR c®@8% S 6eHeNMBNEDR) 6B5HOEB. 6CeeNE®S) O Gent D)
s 5EEEES WEEeNS), B FESESS 6.
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gszceg@, DEBS) 858D 25e9Ic5

e5:3E®: Bo@ e5:Ee®

Ded 5RO DERBEB) ENNDE, Ct5tS WOBES) 6meese, 6®E) @Beenies
DDBES 6meee, 85 O R MBES et B 60O s88edens 6esBDE.
£5:RE5® @105BS &B®O 25D esed BEDO eSdees) Admin (58enEm) O S8

PDed DBOS 5350 VEIHD

Ped 550, 988 avlne) VBe® 8 ®&HD 5O, 50 OO 8Jed @B
G5O,

1. 9mE ced @b 568 0BG WEE WSB®D.

s1nre Q Soarch featuros Al Branches [« DA

'iacm\m a . ADRRIST

Dashboard  Device Sotup Grganization Time & Loave Diata Downlos d Rupans Py Accoss Gontrol  Account Halp b Suppert
5 Awstopay is inactive. Set up sutopay of choose a one-time subscription payment. Rl ng

2 Welcome back, Admin! 22 Relrash
< Sunday, 18 October 2028 - You're all caught up? No pending actions require your attention Today
o = Absent 1o B @ B
Map view Recent Punches
& Brasicnes &' & —
unita Pati
; = ol o 5 LT O30 (3R e Entracics Toimias
ot Yo
e Ll B s ) e s, I - S TN S v et
....... T * ouos Kita
> --E AND VIHAR
— Tt
o 007 ax Ak Kuma
FAHAR Erar
i
7 SHIFRA SUNCITY L 'R'D"YUI"?""""
ER NAGAR unis SUNCI : et
- TPARG m
wEwTtr x 0903 Nena Josni
LP.EXTE ‘_
»\N#I HOUS = g
ol prow 5 1o 43 osop s Imran Shaikn
% SE itk Marusi
¥
PANDAV NAGAR MAYUR VIHA R a3 -
New Delhi ahe e PHASE | T % Pooja
Google LS e g Nybased Shorinath M data G360 © Tarvn  Mipart  mag e ) Bk
Late arrivals 1 iww Al Upcoming Leaves 1 T Celebrations Halitays
Suita Patil = Neha Joshi
i +26 e W case-mibee keemE) | | e e Shalkh

2. Manage Subscription (TS DEDINDEHIS DEBD) B8ID HDavd 8. Ocs
Ped 253860 DO, OGSO @) 6cd SEHEWES 58D EeNo® DS, 50 EE
G50 D Be® E8» ®§HD esBDE.

3. Included Features (€D de®@@o®) )65, Attendance Tracking (859898
EME®), Shifts (©)5;), Leave Management (5&HE) E®INSES), Payroll
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(®:983) esen Employee Login (6230 8569)c) 8B, D6 &5:Ee00 FAES &5:®
ENEGEREEE DD GeS6H).

ime & Leave Data Download Reparts

2]
@
=)

=

V
[
€]

£5002: 8% 15 gBDe) VB FBOHS, BEEE a8, ¢Blne) VBeOS &5ty Ded
BFO PSBND 53RO NS, DB FBS, D EE5eS WD YS; 58NS DeEHeHo®

GR® I DS,

L

Ded £5:(RL5® (st WD

PO DY 8BRS, DO EeH® ) 3D &F) Se®BomnsE ¢DGS & SO
CE5eS DOS®.

1. Manage Subscription (&s®BIDE DEDINWOSIS WEB™) &, Browse Plans &
Upgrade (e5:385® 88&0e cesed mo8i®m) SEw 268w,

2. Upgrade your plan (@6 &5:@85® ct5ed @05®) ) O e5:@e5®, &% User
limit (s8&Em 8®)8), Device limit (e570® B©1D) 529 He®meo® E5OCW
SIS S0 6esBDB. O e5:2e50%) Recommended (B865&5®) 6Ees
SRR WS . 506 558D Pro HRMS @0 Journey Tracker &%
G682 aEs 6.
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3. PO FOGS (RO CANTD® WEW WEB®. Ded) DBOB &5(3e56®
caHTB® Manage or renew (DEODIMNWSES 695 GRT WOBW) 6O.

allReniminve €, Search fasturs . @ M1 Branches

Becommended

& Growth 2 Pro

Change to Starter Manage or rene W Choose Pro

c®d® 568388y WST®
c®88 ©YDD VO 6O BN @BV @98 eed:

SmEescs 5 WSB 4

Monthly (©®3w) P 60D NS DB,
@) Yearly
(&E8®)

Purchased seats P 60D SEREWEE DB, gINHD DED) OES e 9B GRS
(B8 o8 gese) woE; Ved VEHD BEE 8 BEE $e® $DSHIS WASS.

Add-ons (§62J®) ®ed 5@ FDES 6mnD® Pro HRMS @el Journey Tracker &5
(BEes) GOBS EENDSE.

Autopay (e38cs0 9BEHED 6D 3D &5:3Ee® tseem. eSS eds ©PB GRS
&) EMNW6 5:® e5csD® ¢RE DEPO O 5GBS WSB®. e3DsE)s GRB)
BBOE 5 O D™ emIOE &5 A GRS WOTD.
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Order summary (G208 eH50®S) GST ¢ROD DD G& 6HDB 6é &5 SE®
ges) D866 ¢iocCsnd cesHD8. 6MSE caTD® BWEE WS MHOWED 6HSE
D60 6MI® ¢dess WOBN. DOS B @) eseen Billing & Plan (DEess)
2569 £5:381®) VEBD.

£500®: BsO® 3w YW D) 998 e50ce 6MEE EA) DB GEN.
O D3N eSO e33R O DS DO S 6O.

DEess), e5Dcs0 6O 2529 P@BEDBES WEDMWSHICS
OB

1. Account (®€7®) — Billing & Plan (DEes) &5e9 5:R83®) WEW @SB, Billing
& Subscriptions (DEed) 850 sBD) BYD EDa) 8.

2. Current subscription (98)®%) &)E)ds) Ved 580, 850G 6®E® e5E)GE
8w, ®ed Purchased seats (BRE o8 giesw) 569 585 SE8HEDES),
Current period (D505 wnE 588etecs) eseo Next renewal estimate (8&w
ges) 5866 GiocCs9d) 6essIOE.

3. 0BT &5EHE®O S, &®D Change Plan (&5:E8® 6™ WSBHW),
BOENT 6w e 5886Bes e 6mS®D Renew plan (8550 @@
DETD) WED DSBD.

4. e300 6®E® 35 DS, s e5B®O Enable Autopay (6390 6®E® esE)cs
DOBD) BERS DSB®. geN®D 8w DESD 5DeFsdD 3 WS @B
esee) P2 @) 6DHOWO ¢SS GES.

5. Billing History (Eesw @8emescs) e5:® e6®dOB® R Besmnd @38, All
(BcsE®), Successful (e550m), Pending (665 ameds)) el Failed (¢enEdwm)
GHD G56NB WEBD), BDEENT DHEES) HEHOSD 6o R GHd
@SB

6. D& PDF @56nB8Bc M@&BOO ®:® 65€ce Invoice (9556e1&E) RS
DB,

staffkhata.com/guide - 119/ 128



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

Growth  Asnpay inactive Unng-‘?mn
1o LG TR

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

9Bcs: Ded SO 85066 PWE ¢S 5DSo eSS @SS Review billing
(DEesE e5816ERIDBE WEE®) canTD® ® 8D Sdav WSE.

®ED OEDEDS DE 9NS Hdeems), Subscription Inactive (©)@BEDS GE)SE)
e58188)5w eSS 259GD FOES WASB. 6D PYeO®S € B OO
Proceed to Payment (6®8®0 @80 8i®m) WEE DB,

Ced ED) 6MD IWIBBW cHTF WSBID

1. Ded 588 Brde WES 3 Help & Support (Ged &89 e5emcs) caICS,
DN 60T BGED ) 586 ¢S Help & Support BEW DESE®.

2. 9M& a5 Contact support (85913 FODBIL) GFeS6E 3eDIS FoBCS, eSS
GEMD 59 BeOE 6e5BDE.

3. Jwdse ecHE HE®O, Raise Ticket (GIBBDE 6cHE) WEHY) BWEH
DEED.

4. Subject (®awnd) GED S Description (Jes®)Ss) & ®ORD Sedvd
DEBD.
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5. Attachments (:898) 5068}, BS 6D S ey 5 & ) (JPG, PNG,
PDF @9} DOCX, %) %) 2 MB) ®Q0 %) DE e9Scs.

6. Submit Ticket (3@Te5B) 6HE) WEBR) WED WSBI.

Raise New Support Ticket

®ea J@Iesm Ticket ID (ITess) een®esd) 5O £581& Support Ticket Log
(esemcs DWISE 6EIMDS) & 8 68. g @S wnt)ess) Open & Pending (§2am
2589 EENENBREDS), In Progress (ScHsl®wm D) ese Resolved & Closed
(Beser e @) OWIST DY WAEB. IS TS 85t DB @:EF®D
DS DEW DOB®; BEBIDS Open (Eam) &0 In Progress, Resolved (Besg) esen
Closed (9&5) @) ) HOS WSE.
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Payslip shaws the wrong department

HAUE BESCRIPTION
Rafud Verma's Septamber payslio ks Production, b

UPDATE TICKE T LIFECYELE

w In Progress. Retotved Cloted

£50e9®: Help & Support dw3dess 6HE) ®EBeEs Admin e} HR S88. csdm&Bs
€509 WEPMWSDS 56T D eseed DO e5H®ES Admin 6MS PEEES GRS.
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18

BBS GL5D PHD €52 ®OR BHWSHIcS
e5:3E®: Bo@ e5:Ee®

e86e)B®BS eaeen] B Gesd PYHHOERD §BOS BE/S;. DR @ORD O

&S, Help & Support (c¢d &5e9 85e03) DTS IS GHE) WSBID
(50858, _DEess) e5e9 esenes DERB®).

25:®S® 25029 8529 (22510

ce3DWESRO DO cEWAIDNESH) 5:B® 50B) WE DD
60d) BEOLES 58558 DHSBI™:

1. DB 5D Bom® 58S e50®m e5E5)c38B. Organization (eS0dH:cs) —
Employee List (6e30% @:3e590) &, 6e3dmed 658 c®Hd ddav) WS
80P e5:P&S 50298 eSS DD 3B WSB®. DS FHS B, G5E®
"Mobile punching disabled" (e50®® ¢5:8&® £5098 GE)5B) GeSHIDE.

2. SNBSS 9B & . cOAINGES, BN 6e3D) B Bcs ) GBS Staff Khata
6c3e®0 5™ GDesSes B ACS.

3. P38 990 qrme® 8. VY 98) & ¢E ¢deny) B8O BI® DD 6SE®
5085568 HO, B wNEHEES 80 gon ¢85 . Organization — Branch
(D) & ) SNBSS 58D @SS 58w WS, 50D e5OF9® 509X
DEID.

4. cE30® OB DD t5EEOD FREDTS. ceSDDIE BHOBEH® GBS
6e3E®0 6B 60, DER) 5RO GESDW OBES FDED NG DS, DRSO
"Employee login is locked" (6e30% 856 @R c® G) 656,

ccBDIBW (EeH0MST ENDE 6(385 6S5BDE

BB DeBes e5e a®EHES @S DB, O eeSehersm EBxcs Device Setup
(Ceno® e5e3®) — Manage Devices (Ge50® DE®MWEES) & How to connect
(65850 DSBS emetde) 06s 5B @S 588 esmen @S DB 58wien
DOBD. B cDDEDS) 585 SHHS DD PGB WSBD. D5 EENNED B
GRS DD WE 30HDB D eINED: DO E e55IESSE e5ee) ) GO
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&J®0 Data Download (e5i® @)@ 5®) — Download data from Devices
(e500DES) cBD MDBD) MDD WOH®. 66cesDIED (85100 DEBD.

.
@Ecs: GINVE E250® @ DeM® & @H®I, Organization —» Company

(8s®)@®) — Notifications (¢;:5)P&) & emA@ EeHo® esee WhatsApp Grend®
e5E)S WSBD.

L

5SS EMWOBES O 66SDEEHD E2He®DERIE?

Realtime 665DEED EeH®MAERO S5O, cONT) e5BaN® Staff Khata 6O
S5CVBD) 6INED.

ce3DWER) 5O® 5008 WE DHPS) 6OID DS 6en) D

Time & Leave (znEc &5¢0 $20E)) — Manual Punch (8% e5005) & i 5268
DWOB®, eeens) Regularization (5068 S8®) 068 6e30wmHe® HDSE
5866 9ERE ¢uPB VD). 66EHE ¢5:P8E DERBID.

BSIS &5 PS™cs

®0 Ve® Yoesses g™ s

g6 89ed, Forgot password? (§3es5ecs gOmWE?) WEE D6, Ded) EHE
568G ¢S W36, B DOD DS FHHDODG WABN. 658e58&H BsdDS
B)25808) B® e5e9 5€E)_30BS & G

ce3DWESRO DO b5 GO DcS

Admin (58e9E®) 65dmBS O WG 80 O OB 6e3DWEDNEE EWS e5wESS.
%0 5 e5:28®0 Employee List (6230 E3e8590) cDES) 6e3dmn
£50e5EBEIS WEBID), BDENT) eSO BOBEEE BS6OE e5® Forgot
password? end® ®E eNS)cs.

®0 Bc5125800 WS RS B>

staffkhata.com/guide - 124 / 128
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