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2. 80e3 &) den D FaHods. M B SR e Live Generated Code Preview (85
8% 23rg) 275 90 esdesrod.

3. Save Changes (55&yen D Sa$ocs) 8§ BosHod.

?0%305 98 D 3::\))06
Prefix (225)) S0e3eS® He3y evgoren, este. “ST Swe "EMP .

Separator [ Delimiter (253¢6)

Pe/

DS, R, @osbAG 6, gy, S DO Sco.

Include Year (So5¢8y80 B3¢yod) S505e8VoR) (72026 Bwe "26°) %G00, Swe None (O
Be%).
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d&oh
Number of Digits (eo8e> Sogg)

Starting [/ Next Number (ar&ozs [ ¢5¢50558
So226)

98 DD 3:3}.)0&
502665° ) @oSen owed), 2 K0 6 SEDH.

B0 5 ésﬁsgﬁé 5By Soeab.

i

Dashboard  Devica Setup Organization Time & Leave Data Download Reparts

ord © Company
5 Autopay is inactive. Set up autopay of choose a one-time subscription payment.

Company Settings
Manage your company preforences, attend

@ company Profile

4 Employee Code Format
Define how employee codes and IS ane

# Employes codes

uuuuuuuuuuuuuuuuuuuuu

£ My Profile 4 Dighs (0001

You have unsaved changes Discard

@ Al Branches e
aaaaaaa Control A Hoip & Support
Review biting
D Reset
5T-0001
SEPARATOR | DELIMITER INCLUDE YEAR
Hyghen -] - None

STARTING [ NEXT NUMBER

I

D50e8S: §%en 5% 6&&558(%0& H5°g83 eS0SrEH@E . NS ) §Gen @erd eoeseon.

SEBHRS HBSTR0EDE

Localization (%8235 ¢o°gel 38506, ot DS @& S5 Currency Standard (53J)y),
Timezone (8~0%), Date Display Format (88 aroé) 805w Interface Language
(208D B°R) PGSBS it D HE°aw. b DBID S8 Do HDAWR) H$reS> 3°¢3
S8y, Save Changes (S58yen D B0%od) 88 BSasod:.
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

Company Settings
MAAGH JGr COMpany prefvence:

Indian Rupes (INR}

DATE ISPLAY FORMAT

DO-MM-YYYY

Payroll & Tax exge§

Regional & Locale Settings

TIMEZONE

india Standand Time [IST)

English

Payroll & Tax (56° & ¢xEy) egiSe® Qs e PES (Froes S0 Aoy &), PF, ESI
S080%50 gveoogeg 2880hexn, 58051 o 388 SoSehy5o e0eow. 8 285 L0805 Bezeery €5°

é’bs’aﬁoéaocgow.

N Qbosen %G 0508

grroden @063 b e S $E0 HB7Pen. HA PN W APoes BABP-DYY 5055, R
fbao?)o& &°H0 DABD éav‘{o CS(;?CS é?g‘é;i) 0D YD BAHiOK.

1. Organization (50g) = Branch (zrod) 88 SoSocs. o SERNOS® 2:3)e38 208 Main

Branch (3o grod) esotwod.

2. HE e () @869 Edit (3580:508) 88 Sosod.

3. )RS Branch name (grod &), DY) Code (8%, eswrsiEeah "NOI-HQ ) o808
Address (D&aese) S35es BS0%06.

4. 8 el Gardm 98 s SGotSete0é3 Primary branch (rcdng eron) e Sahods.
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5. Geo-fencing (88B-»AYoh) e3d Saocs. 50°ges SRS DE WoHode: Locate me (58y
(‘ﬁgoi&)) §§ 2[0%H08, Latitude (&9§°o~%o) SoBos» Longitude (38:5"0%0) @5 230508, So° DS
DTS Soegdd 88 BoSrod.

e

6. Radius (m) (65'-"8(%"(‘20, fboeogeﬁ") S B0H0é: ?oaoao& DD L30E Do BS3eB0es® o) Hod
S BaHs ed.

7. Save Changes (5580 da Sa$Hoc) 85 SaHods.

Edit branch
Name, code and address ane required

Branch name Code
Neiga Head Office NOE-HG

Address
Pt 42, Sector 63, Nolda

Latitude Longitude Radius (m)
28.6270 77.3750

ek e 1310 6rop & i, o aear M coommnSReL
Habaat Centre ) L s e
e e 8 =
g SHeRESUNGITY (a]
3
KHAND | 2 5
wel  § JAYPEE
INRTIH”EgF .
RF SRR :%-
TECHNOLOGY' 9 -
S

v
= ?M- o Ehastronic City
e tan o

1 ofice
Bt
segTon 82 A
ce,
ida 0y 2 SECTORES | -~  Mpioeds
pe o 48 i
Secid 62 Moidh g YesMadars

Googlerark p \Q-‘j",’:' Fvhasd Bark s

S8 $B7RY) F%ostdS, Add branch (grosd $%GolSod) 85 3%, @5 den Jod, Add branch
8§ SoHod.

KB3eesS: €050 50 oot TgGo acsods. BHT® 500 P GPS @90es PRS0 5055, o8
e D) FgIGo R2Pod &5 Jroes B S8 808 Hod B BAHT eIDSIYY,.

) groden ¢ BAP-DY) TFILoS 2DES® EIBIP0W. 2:83°8 2.8 growd S QYo LD
S0e5e8 D 23065 grod 1SE (All Branches, eod)y ezroden) oo
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Organization Time & Loave Data Download Ruparts

5 Autopay is mactive. Set up autopay of choose a ocne-lime subseription payment.

Branches
Your office locations, Staff can be Iimited to punching In near thedr branch

Branches 2

@  Dehi Showraom BEL-81

o) i)vcmé'ﬁ &t 23Be-pAYH &S Sa5rd. a3t DaHdren B AR G PR
S50¢s0s.

&avgaaocﬁe» S0805 &5%%ren G oS0

GarEI05en @ods Soen. SFren (BAFRNRSeN) @03 HA SRS (5 HESHew,
DD 08050 FFPSOR EIDJPON.

1. Organization (S0g) — Department (&630085) 88 Sood. o 8% Bocd GarfIrotden
S00d Q)oesets E0esa.

2. 28 BarBRolSS &R HEHen FBoSwdS, TR SED ol (++) 36D Edit (358050)
85 S3aHod. Designations ($55%ren) Socs 2.8 HESD B B, S0 wrdE%So Add
designation (555°ce &%GocS0é) 85 B2, DSBS Save Changes (S5dyyen Do ©0%06) 88
B[a$Hod.

3. 8% & QyRocsed8, Add department (Gar§3ooeS £GolSod) 85 B2, Department
name (&rEI0oS D) SIes B, T 5°aren %o Vo SAHok.

4. Q0 EodAS HA &S5 HED 58050 98 & GrHI0e5H BotehrolS SreserdS eSS
Departments (Gar§voeSen) Srod Designations (55°aren) & Ssdyod.
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tArE h featuns s K 15 days heft
ﬁx‘unm ifaetibneoles B Al Branches e

ﬂashburu‘ Device Sotup Grganization Time & Loave Data Download Reparts Payro Accoss Contral  Account

@ » Dashboard © Department
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment.

Departments.

Yol teams and the job Wiss in each.

A

Admin
» ADMDRSTRATOR

Help & Support

R biting

Designations 5 P 5. D i Q Search ge
Designation Departmant sttt

Superviser Proguction o

Machine Operator Production o

Quality Inspector

0

HR Manager Human Resaurces o

HR Exocutive Human Resources o
Mesaheip) o Support +3179820 = Ena taffkigiacom  © 2020 St Khata - Amiendans

0eges, Q) ety DoSHATEN HHBAEH e3HO B PO S B0k
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$36238) DoDHIAIPeN 58051 €333 3 JPO

e X)) Poen

562365 DaHden Staff Khata 53 Do dere H58t1ed008” DGownron: B L56Gaone
B8)0t520¢5¢008, FTrastrth does §%5 508208, DePNOB &) Hod BN BODHAYY. DBJT® DYYCad
g0, -G S Jgresdd @3B DO BN PO DEo0d.

sy 2280 DoHAIPN A5 BoHod

1. Organization (50g) = Company (g02J) §8 3%, Attendance Rules (5238 dahHiSseen)
érgas_ BE8N0cs.

2. % 5EHS DAHSPK 3 3a$00 (808 E320065 Scsod).

3. Absent Day Deduction Penalty (Ggresth 8% 8% 208 &°, 950508 S HA Foresdu
A Berer 28e8o 8% Hreres® SIesr BoHod. FEeBEsom 1 ocdHroerED.

4. Save Changes (558yyen D 3a%06) 88 BoHod.

allRenLnime Q Soarch features. o @ Al Branches & crown 1sdmenn RSNV
HELICOLTIMG o ADIRISTRATOR
Doshbodr  Device Setup Time&Lowe v  DwtaGowwiosd ~  Repons  Payroll = AScessGomol  AGEoul Hatp & Suppert

Organization ~  Time & Leave ~  Data Downlosd - Reports PF
Oy S
3 Autopay is mactive. Set up sutopay of choose & one-time subscription payment.  Rineew billiny g
Company Settings O Reset
Manage your company preforences, attendance rules, payroll, and policies.

Attendance Rules
@ Configure automatic punch-ou, sver

Enabio Aute Punch-0ut

Emabie Overtime Tracking

Enable Live Attendance Natifications

Start Journey on Punch-in

1, ¢

Geo-Fencing Parameters

Enabio Geo-Fencing
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?0%305 298 D 3‘_(3.)06

Enable Auto Punch-Out (esé5® Sod- esﬁgdoen H0d ©HE BoHeto HEDDSE o°@ 11:59 8 &°8 Hod
e &S SaHodk) 0 B008.

Enable Overtime Tracking (5568 215 03 &), DABIS tfotrerdd S, Bod, sy HES

&r80h 3 BoSroc) 5738 BocStirtdh. £:568 der Bowres® agen, BHE HoBasn
80568 &° ¢S5 SaHods.

Enable Live Attendance Admin 5805 HR &rRe5’8en) &8 Hod-30 $8a5) Hod-e9:Hesds

Notifications (8 5236 SBHERSen 9290 yH-wHM Sra008.

N 30530&)

Start Journey on Punch-In (Ho- Journey Tracker oSe&-esS §%0 Sseesd. Journey Tracker

98e° 836& Q‘(Soi_)o:ﬁo&) 55°¢506s.

Absent Day Deduction Penalty 50508 B HA Forestod §%8 H3E 28eso Faren, 0 8306 30 HE.

(Dorestss 8%z §%8 09)

2:9.635‘-2)3’)05 esS SoHod

«goaoz)o& DA HEB%0eS® 503 &) 3&)@6 053°865° Hod S BaHow® &()3?-333'305 €35))e808.

1. o3 ergdhes®, Geo-Fencing Parameters (23335>-23Qy0h Jrorabeotd) S8 %9¢5 Sahods.
2. Enable Geo-Fencing (23383-2y06 38 3a$06%) €3S B30%H06.

3. 98 dew &’DQOWE’SG NocH8HE:

Branch-wise Rule (grod 58 d0$50): & gzrotd e Aroes &8RS 8050 a°g8o
Socéredrodd. Apply to Branches (gronesd $58052830506) S° erohen Jocsrod. ab&d
20583 K083 DK DB 65083 VR 65¢55% Do,

Apply All Employees (90658 esES§ersh 580080006k ): @008 28 S°8RS. Geo
Fence Radius (Metres) (238> Q) °g°go, eges®) SImes B3, DB
Dos8%Sed8 Set Map Location Coordinates (55785 782 %3830 &8 BSa$od)
85 SaHock.

4. Save Changes (55&yyen D Sa%0c) 8§ BoHod.
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ullRenuive @ Soarch faaties o B Al Branches 5 crowin 1samenn AR L
Dosb fica Setup

Enable Overtime Tracking -
Enabile Live Attendance Notifications
Start Joumey on Punch-in

-
@ Geo-Fencing Parameters

Restrict moblle anendance p
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©
Apply

@ Apply to Branches - 2
s

Manage Branches

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

t#55008: Branch-wise Rule &0, Sxocdre Organization (5og) = Branch (grod) 8ocs &
2o S S0 FFIGo S BaHodk. > LoD DD BADH0E S5ecéods.

2.8 &3508 H537¢83> BABP-pAYHK 78 Frpees®, Attendance & devices (555236 & HdETEew)
545° @95 Kot BOHINY,.

> WhatsApp Jroroaren dots&ods

Notifications (S’e3835ew) exrgedes® WhatsApp 2 Daily Attendance Summary (8%5°8
23t rorodo), Monthly Attendance Summary (Seae8 55238 Srorodo) 0805w Device
Health Alerts (56855 es8°ig eeden) ess S30H5:5y). WhatsApp 080w xoe3diden <Sscods.

3R 3 PR Ky20tSocs

DO B TP D JO DL00sed), 518050 KN DA DAL 8% Y -t St Qorestd
095850088 1 B0, D I D @ot3dS GBS HeB.

1. Organization (50g) — Office Time Policy (20 8 red) 88 SoSod.
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2. Create First Policy (306563 arexd 20cS0é) 85 S (953638 2.8¢3 es0é5 Add New
Policy (8% aod £%Bowsod)).

3. "Standard Office Policy" $0¢3 Policy Name (e H) 335065 w3006, Poes et S
@0¢588 83 Jred Sowreos3 Default (GS) e395°S esocSode.

4. Grace periods & working hours (3% SSoasren & H Hoesen) 8ocs, Hvasrerds tfotsen
H08050 dPS® 1E SoHodk:

2)%?05 98 DD 3&006

Permitted Late Arrival B BB, DT 1eY)od Dodh e3RVgomT TSy, TSy 15
(29808080 eae)K)go) QPN

Permitted Early Departure B200m IS¢ K55°8); HeEEr0T D2l Does 50T SH)Hesy),
(2908080 H500650 AYYRoea) ETPPEEE 10 AdaYen.

Half-day threshold (5555-G H0&B) & HA Hoeser ob3 8K ond, &g 8% FH-C Hehod
(BTeEeasH 7 tfotoen).

Absent threshold (Jgresth HBA)  &s DA totser Kol3 5E S oS, 3 &ez Jorascore $508); e9Hek0d
(TG 4 totoexn). ARY 58-G DO Kob3 e85 S esocsote.

Serse8 Se5 E%sen

DB HEB 0380t ToSERY) 8% SrrdyredS AR Seciods.

1. Monthly late deductions (Seoxe8 S& §%en) e Sa%06.

2. Deduction source (8% Sae0) DocHEbc: Attendance (555236, 59236 Sererdy §°%008)
S Leave Balance (CL) (e 278y, st8e5°¢S Do §%008).

3. Monthly late count (3ex8 8¢ Sog) 08050 Cut Days (8% 8%en) &5 SaHods.
ETEEEaE), 3 H0805M 1 @0 J0E° HA 3 Y edgome TPHTEES 2.8 Ber 8%

TI°I® ese:«\’)go B0 :mocs.go X)a’.zwéasa QO0HAITN

Late arrival rules (esedg:) o°g doSHhdsen) 8ocs, Add rule (da$Hsdo SocSoc) §§ 2D, 28
Duration ($5g58) 8352t &30, Cut Days (8% &%ren) dochEbs. emredeatd, 1 oty Koél
&S eorgdS 0.5 (Half Day) (0.5, 595-8) 8%, Dt 4 JoHsre HEH Socsdesy). St
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3By deyyodd Early departure rules (50050 dsygsiues QoHidsren) e 98 o
DABJPow. TED) Doy Brerds® e & AoHdren B8 oareos3 Apply on weekly offs (5265
2OHOLH H5B0HEA0G%) e BoHok.

dd New Policy
Grace pericis, working hours and dedustions

{0 Mow to use this policy

Palicy Hame *
‘Standard Office Policy

Detault L &}

Grace periods & working hours

Permitted Late Arival Pesmitied Early Depariute
0o boums 15 mices 00 Houes : 10 ncer
Hailf-diay threshold Absant threshoid

o7 Mours ; o0 A o Hours o0 inutes

Attendance & deductions
MONIAY 185e GEUCTONS [ @)

Deduction source

Aftendance Leave Balance (CL)
Monthly late count Cut Days

3 L4 1

-

Late arrivalrues 1014 + AddRule
Apgly on weeily offs

Foute 1

Durason Cuit D4

TN T
o (D

5. Create Policy (ared Qyfocsods) 88 Sosod.

TP T B, B005KY, TH-G HHBASN Jorestd S5 erdeEres® 11108, & FOd
&$°§n° &500S° JrGYES, 2o PO SKHD ol (+++) 360 Make Default (&iﬂé SaHod) 8§
30506,
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@ Al Branches E 3 il
Office time policy creited suscesstully

allReaLTive Q Soarch fratures x
L niaedliig
Dashboars  Devica Sotup Orga Time & Loave Data Downlos Repart Payrasl Accoss Contral  Account Hilp & Support
@+ Dasrooard © Office Time Policy
[ Autopay is nactive. Set up sutopay of choose a one-lime subseription payment. Rirview bifing
Office Time Policy + Add Naw Pasicy
Configura grace timings, Ralf-aayfaBsent ndes, 13te coming & sarly doparturo degustions.
Office Time Policy 1 2 Sear s by
Pobey Name Late Arreral ety Departure Mt Oy Avsent Dedutens
Standard Office Policy  Defasmt 001 7700 Do
% 820 77274 ] BE o n © A *

.
BoeessS: ?yggé ng 5083 E0eb55008 dayyodS 38 HS0Sre Searere? Botsd rersd RO, e

&gy Bhomdeyh Sar 5580wt Office Time Policy (0 8 o) HSS® Ty
Do$HEod.

L
oeges, 6&&63(130.‘63 %8 0508,
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6-555632)263 2S%& 0508 508050 QYQ3e0tSocs

e X)) Poen

esEgtHeods B0t Loy Segren esamon: Add Employee (6850 %GoSod) rdoe®
2878 .81, Excel D& K006 28378 arer 85089, Swe 5308 DHTren T°38 Doner e3:555350 Hodéo

&(565610 22T BBES50S

Organization (50%) — Employee List (es&°gt0e erdee) 88 BoSrocs. Employee Directory
(6&(56?3(130 @050) 38 28,8 570 §%, GaE30085, SPotrE DSTren HH80%H %)@956 Se008. Add
Employee (&850 %GoSod) arciods, Sm Qotie® ot &S3gre) 8500 wrd HES 6 ereso
(More ways to add, &%%ostr8 083 Segren) Secéod.

20 5566583 %% 0508

Add employee (&40 %GoS0i) FPES® Trenth den esyom. SEgho HEH &) e
éé&&)éb; PANo e_“90°3e§ boéédb.

&% 1: és_épﬁeﬁ DHAeeE0
1. First Name (Rx0¢5¢3 H¢&), Last Name (20¢3 25) 58080 Work Email (esz”;)f) &30006)
S B0H086.

2. 3% §&° Contact Number (sPotx§ H02ab) S5350es BoSrodk. 6363556:0 SSCoDS Boeges B
SrES.

3. 30¢5e3 Password (r058) A5 30008, DS B BIS esoeges 63636?36 weR)) S5eENEHSY).

4. Gender (Dotfo) o), Next (€5erd0) 88 BoHod.

&% 2: 6565‘56 DSoren

T. Q0 8o oS Koot 86 Jyn0csed8 Employee Code [ ID (&850 §% [ ID) gedoe
SBB0506. D oA Dr&) 0$H0S S3°¢E0ss.
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2. Joining Date (365 88) 585505, Branch (gro), Department (Gar§300¢5) 55808
Designation (55%Gr) docshEbé.

3. System Role (230 8%5) dociH&bé. wrer 508 Jeyyod Employee (&&50); 08> €855
Rrods Bew S5g8 SIS,

4. & 38 e Jocds$R5S Office Time Policy (a0 8 ared) b Gare) e
D°¢8e08.

5. Reporting Manager (82%906 S>3236), EPF number (EPF So206) 508050 ESI number
(ESI 0236) s0)y%0. Next (e5¢50:8) 88 Sosros.

4“ﬂﬂﬂgl:ulh'\:.g ) Search featune: wek @ ANl Branches o f"}""
B MO
Grganization Rupants b n:
Acd EmpHoy
[ Autopay s mactive. Set up BUtopay of Choose 3 ona-time subseription payment R biting
8 Add employee % Back to Directary
WP Flil in the basics first — you can add the rast later
; © employment
Employment Details
Emplayes Cote /1D (0 Jalning Date® Beanch®
Auto- gonerat £ 18 0c1 2026 Nekta Head Office INOI-HO)
Department* () Dasignation () Reporting Manager ©
Production Supervisor Satact v
Status Office Time Policy ( System Role* ©1
Standara Office Policy (Defaur) - Employes
HR & Compliance
Total Experience (1 EPF number @ ESI number ©
-
.
¢S4 3: 23°80§ & de3g

83°§o§ DSTeen Befo BoHOLH T°CE23¢seRon. Bocdd Dgyerree oigo. Next (¢5¢5HHd) 85 3a%os.

&% 4: 582380 & HBEoren

?0%305 98 DD 3:_"\3306

Disable Attendance Tracking (556238 ¢r806 35 &3 eE’gAR 62388 350051 BGe Hr0d MSEON0B.
Za$0c)
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Enforce geo-fencing (385-2y0f e8:):8) 5°8 23700 BBP-PYY S0 DS Hoden Jrgsdd
B8) ocSeacéeseow.

Require Attendance Approval (55923t es3scSo $55235 DESK BB S0 $>3JE TR BIPAYE.
©5560)

Devices (585o7ew) &3 6350 Do /S BaDHfe BrIEE HOKT .

Add employee (e&50 S%%oSod) 85 SaHod. 5% &30 70 Aroeh S arDES® EJ1YG.

‘ir.‘»—]-:ﬁ-’( Q1 Search features -k 4B All Branches 4 Grawin |15idays kit o A, L
Dashboard  Device Sotup Groanization Time & Loave Data Download = Reg pars Payro Accoss Comral  Account Hoip & Support
Aad Empiloy
Autopay Is nactive. Set up autopay or chaose a cne-time subseription payment. . Raviewbiss ng
M Add employee & Back to Diractory
o Flll In the basics first — you can add the rast later
. Pe @ Arencance & devices
Attendance Biometric devices

Disable Attendance Tracking

Devices ( 0,
Ent Z i
niorce geo-lencing ©
Require Attendance Approval o)
jance & devices < Provious

Excel 5508 &665&0‘60 ao&ﬁé 20008

1. Add Employee 585 e:) 2xeao §5 32 Import from Excel (Excel Koo0é 20558 B30%0&)
o8

2. Get the template (&o2¢&S AroSocs) 80c5, Excel template (Excel 802é) (Swe CSV
template, CSV 802)¢5) 88 30506 @90t&S® el)) Stercven 5805w Lot etrsrdes
NBDLN E50€3°0.

3. &eSrE08 archgdae)és So8\0G, 287, SEDS® 280, 308 SKDK eerd eocSods.
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4. Upload your file (2 & e908% B30$06) 8ocs, 5 wrod SaHod S browse (5°:5) 8§
BoHod. Excel Sae CSV, 2 MB $8%.

5. Import employees (&&tHeds B0t BoSods) 85 Bosod.

Ly QL Search featunes. =yl Al Branches o & Admin v
WKH!\TA @ : - ADMDHSTRATOR
Dashboard  Devics Sotup Organization Time & Loave Data Downlaad Repants Payrosl Accoss Contral  Account Help & Support
@+ Dastboord © Employes List

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

o Employee Directory & fofrosh
W Everyona in your organisation, with thedr department, $13tus and accoss

3 Invite Employee

Employees 7 2active Qimactive 1isinedinthe lan 30as | 7 Fiers: || Q s{ & import fromgxcel
Empioyee Deparimant Caontact Staties
Rahul Verma Preduction ralul vermaEanarma - taxties o
At
RV sr.0001 Suparvisor ~316000000002 O aive
Admin  Admin

A som-rviia -

W) Active

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

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

2 Upload your file

ey Sharmariextiies-staft.csv
1348

&5656 §& S0 SODS SEdeEH o §& §$°U°&é§ 006 §%6 5008, 5 H805en PO,

Staff Khata &°¢30 Rows that need fixing (X83a5rONS $5805en) 80ls 2DE® B3008. EOSE
B2 PSS® 263 OB, &3 PSB> LoDy oG BoSrod.
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.
B3eeSS: BoyBeS® 0BG sPo Beh. DB eEFH Ic5e3 JPRHG dE B3aHEds password e

DA 28 sPodd F%%ocSods. @8 SEDES, 28 JrdeedE &a)vg? @S&’)é &5 959)¢808), se20¢3 DS A
DS 50°ges oY) 5eENE D eYyods Biyods.

\

&553&321) &8 DBSTen 508 Doderr es383otsots

6350 835 HBS BB, DO, DG SPoerE 558050 237508 ST K & B>
1. Add Employee (&30 8°GocSod) HES ) emeso §§ S5 Invite Employee (550
@Kﬁs@o:ﬁo&) NoHEDE.

2. First Name (3x0¢5¢3 ), Last Name (20¢3 H¢&), Email ($:3v0065) $08a5» Phone
Number (35S $50235) DoHods.

3. Department (Gar§3y0¢5), Designation (55°ae), Role (8%5), Branch (grod) 8558050
Joining Date (3655 88) docsrEé. Reporting Manager (835906 3:3236) s0dygo.

4. Send Invite (@363«60 s’ooéo&) §§ 20508,

A& Send Employee Invite

i 8 N DA memier 1o oobAN. Set their depanment, role permiEsking, snd branch
ansigrment

A PERSONAL & CONTACT DETAILS

Neha Joshi

) ORCAMIZATIONAL ASSIGNMENT
DEPARTMENT®  DESIGNATION *
Human Resources HR Executive
aaaaaaa
mploye Delhi Showroom (DEL-01)
JOBNING DATE * ING MA
B octis, 2026 Select Manager (Optianal)
e

69303 BB 08080 WhatsApp wegoe 2.8 o§ $5008. 5308 TR B0, HS-Bo 86’
655058 &7 HNEB0HEND, ¢85S DTN Vod), aP0Sh A 3 Complete onboarding
(9;95236905 ES o) 305)0&) §§ 53‘_%:(5). ®o§ 7 Ferer oen 6’3&)53?_’\;30&.
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208 é&‘gﬁ.‘b QBgarocsots

) 6565586 BBD o8 (+++) eonT® BN ¥ WBODHSLYY:

Edit Employee (es&°50Q $5:580e506): 508 DdTen Ssetfyods.

Assign [ View Salary (28¢So SéranotSods | cS3o¢é0): 530 28¢b0 DoEeao dE B30%0s. D8
S8y B&ren Socéocts.

Biometric enroliment (2085°35¢38 $35°¢%): Realtime 22G35°R30¢35 H05602 5328 oIS
S 528 5357°¢5 B0S0c. 2BRE3E HOLTRe S°éods.

Update Password (ar058 e90cee5 30508 ): 708 8% 237058 é5 Sahods.

Disable Mobile Punch (S»8& 5o ess B30Hoé) [ Enable Mobile Punch (3086 How
3 300 ): 3°6 Staff Khata 308 asre Kood 1y 580510 S"ERSE’ Howd 9

LAH T S 930 AoHoBosod. 5% eSgrierhd InBS Hod eSS® eotnod; @BrIEE
DBEBoD RULRS Dod 530155"93'3«‘6 2)8%0&% Q) 35 BoH0é.

_qnﬂft_f_ﬁ_lﬂf.__e_ @ Search feature o @ Al Branches Y
Organization Time & Leave =  Data Download < Reports i
) Mustopay is mactive. Set up sutopay of choose & cae-time subseription payment. —— Raviewbish ng
Employee Directory O Rofresh | -
Eietyons In your erganisation, with hek dopartment, staius and sccets
Employees @ @active - O mactive - B joined In the las 30 cay ¥ Filters
Departmans Contact Statin
N tﬂ!hﬂlﬂﬂ!l r:fl:‘!?..msrff(?':l?:ﬂrm.!-[EllIIES.ex. * () Active
A ,?:-umlrfum alr|3n mun.ta_@u:s'nsrm-ie:uns 2. D Active
W z(::wfl.ak'\u @D #etiv
py Posia Noi Proguction @ ~a
) e i I o © seove
sp Sunita .Pan Proguction @D Activ
K amw.nfmar PrOGUELION @ weo
py  Ran !v:erma Productio @D Ao
)\d‘rt\lr! i ‘an _ Agtiv

2.8 &EZAR D3yyaHo BoHES eDErS ™ Status (JE) D csods. AYYOSH GEgHe0 1S A
BOHBB 08050 T3 S0 TPLseaiEedd.

A5 050850 IPS H08 H:0050 DSy SHLoBE 13 325 5805w Z0BS ASrHS® S&5H
PO D S @500 52Ky, DB 5 LoD @) @Sers wond 15 Serer oHS ©DK0B.
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L H0e5 S &%0 Billing & Plan (Do & 3°8) Srciod.

Soges, gzgge», 8%06 5080w 8.5 DS BoHod.

&

staffkhata.com/guide - 34 / 120
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06

21500, 8796 50805 8:558S5

e X)) Poen

[

gjg > DeNod DA totren, GO B 58a5H TPED VPO JE BB  B2S DK » 3 %ef
DABYE’ 896 Benehrod, 58050 955 Hotrerh Jer BYoweeS® £::56&Bm0 DoHadren

-0 e

(3]
3

ONPON.
-

208 3.)% D& JoHod

D HEANO 2.8 General Shift (23566 29) SoBasn 208 Night Shift (S 215) & Sncsersnehod.
93D N HotrerH Sifeore D580c508, S £ cﬁe)aqoéa";‘bé Add shift (3)_% ésc%oéo&) §§
R0%06.

—

. Organization (K0g) — Shift Details (2 ddoren) 88 SasHod:.
2. 28 2 SR B (+++) 38D Edit (5580508) 88 Saod.
3. Shift name (21 1) HOLSFOHY, DY) Code (8, &rrssead "6S ) S GoSod.

4. Starts (Fdozso) 605 Ends (5n805d) e SoHod. ©F0G Soeges Enhid 3¢ 19
"S08:3¢3 B2 S00tHiod" e Srb) s,

5. Late punch-in allowed (2950858003 es00gd) How-8d) S80Sy Early punch-out
allowed (2950558005 $5200¢5:30 How-e95HE5) APeES® e BFaHod. GBTTEEatd, 2,878
15 Qoayeen.

8D dersyen G osods

—

. Weekly off (85 o) 8ocs, Add off day (e 8% £%Bocsod) 85 Basod.

2. Day (&%), Type (8%o: Full day (38 &%) S Half day (555 &) 50805 Which weeks
(Q Joren) doci8bd: Every week (38 5080), Sue S0&° 15, 25, 3%, 45 Swe K6 T°do.

3. 38 DN B%rH et F0Hokk. &TSEEE, I Tr8o edTCE0 K80 28, 48 Srorerds®
#JTBo ) M2 Serth Bots FAPTen VO Hod.

4. Save Changes (5 8yen do Sa$Hoc) 85 SaHods.
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2)%0305

Late punch-in allowed (298508005
e0Xg3) HDow-3d)

Early punch-out allowed (29550555802
000650 2605-&9&)65_)

Weekly off (5085 2e5)

Sandwich rule (2°0&JS DoH0)

B3 &3S 25 SaHod

@8 DA SK»od

Late punch-in allowed
15

Weaikdy off
Stnday
Saturday

Saturday »

Sandwich rule
Wiy offs and hobidmys bat

Code {optional]

G5

Ends.

Early punch-cut allowed
15

v || Fullgay ~ || Every week

~ || Fullaay v || 2na

Full gay w || am

+ Add off day

v | AM v 06 v (1|00 v PM w

mimtes

&3 ?Qg)e')" B S8y, BEHoT D2g)od ) AP e8dgone

T°98)).

B20065 $5°6); B0t JeY)od ) Vaayen HSnoddre

30;{;&53‘).

&3 3Q§§J oK) Beren. 55 @en 9S8 HA HrenmrS

B8) ocSeacieseomn.

Bocé do Fere Loesg &) TPED deshen S8k 58ATEen

QYT B) ocSecieseom.

29 HBHD s> BdD Make default (Gared 30D0d) 88 BaHod. e OB 8% edgh &s
quge%s SNEOHTG. 2PDS° G nggéa Default (Gard) exg&, T Hotren, GO 08050 T8

OHOE’ SrD0R.
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U B Q Search featuros e @ Al Branches
Dashboard  Devic Time & Loave Data Downlosd ~  Reparts Payrs Atcoss Comral  Account

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

AP ©05580: BB PO 208 AP BOBIFON. TURY) M FYEIE BH5B0D) Sero0eSHSY).
58 e KRS, W P S 5380 =5y Billing & Plan (D9ob & arS) Ssectods.

5628\’35@56 g)éen 2é3r000508

[-N)

Shift Roster (3 gjg B06) 036 8% 8% 5K 2),%66 DABYE® <Soad s°gBocsb.

1. Time & Leave (5sa%0 & dexsy) — Shift Roster (2153 65538) 85 S3a%ocs. Calendar
(s°38B0csb), Week (°80) 58050 Month table (3e) 8end) Syrger 5065y Sedocs, eEgH,
&é@éﬁooég Sooe 34% WP 2.)%35 20506,

2. Assign Shift (2§ S&roxoisods) § Hasod.

3. Who (d56) 8o¢s5, Employees (636568(1)&») 0 287,00 oSS, S Iwedo B 570
Departments (Gar3v0e5en) docs8bds.

4. Shift (3),%) NocHEHAE.

5. When (5)¢) 8ocs, One day (2.8 &%), Date range (26 508) S Pick dates (S&e»
&o:ﬁogﬁo&) NoHLR), B8 &S B0H0é.

6. Assign Shifts (29en SerowocSoct) §8 BosHod.
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Assign Shift

wha Employees  Depariments
Production

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

Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

G e000DS ) &3 B Kr0c, MG 3B 2P ereonod B H$Jod. Time & Leave
(Rr0$0 & D) = Shift Assignment (219 8ero005D) @8 IS Jtorr BtHdrod.

3.1% §°¢‘65e§6 S odsorr §'°5 20005

e 0008 2,808 2.8 eEo Se IO oD §°(‘65 Stiorr 50108,

-_—

. Time & Leave (3:50%0 & 2esy) — Shift Planner (2@ 56) 85 BaHoce.

Departments (&ar83s0¢5e0) Sae Employees (es&gtHen) docshghd), esoeges From (8o0é)
508050 To ($58L) B8 docsr8od, Swe This week (&s 5060), Next week (53y o°60), This

month (& Se) So> Next month (53 Se)) 8§ SaSod.

Pick a shift, then click days (25 dochHEd, esorges Barerd 88 BaHodk) 8ocs 28 215 88

B05$H06.

2,87 B2 85 JaHod, Swe ) HA Ao 28300 DoHweS Fill range (skip weekly
offs) (508 oo, TEH deshHen SBO) 88 SoHodk. Fill every day (H& &% Do)

BN DN Eetee en)edroh.

80¢5 ) e3>6e5° Save (?05 530530&) §§ 20508,
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oK fal Admin -
4B Al Branches i |15 danys et o A AOMORSTRATOR

aillReaunmve

Dashboard  Devico S Grganization Time & Loave Data Downlaad Reparts Access Contral  Account Holp & Support
@ % Shit Planner
[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing
Shift planner & Shift Roster
PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To
€@ Human Resources w A Employees - 2 = 0 et 25, 2026 B Oct 3, 2026 Thisweek  Noxiwesk  Thizmooth  Nextmanth
Pick a shift, then click days
€ Filrange (skip weskty 03] Filaveryday £ Clear changes
® Gengral Shift 09:00-1800 ) @ higr
Sum [ Tuw e nu i sar
25 26 27 2 9 20 n
Geraral St Y| | General S W2 Gerenal N 33| (Ganer S T | Geoaral Shn T (Genwalsun

& dayls) for 2 employoes - 2 shifts Discard

SEatlenaa com

595 80D 38, S 31D 9B B2 A TR AH STV,

s1are ek a Agmin >
'i-chn @ Al Branches 8 A Lomnstiaron
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Accoss Contral  Account Holp & Support
@ o Dashbosrd - Shift Details * Shat Roster
5 Autopay is nactive. Set up sutopay of choose a one-lime subscription payment. Riview biting
i *
Shift Roster & Refrosh & Export B Plan by employes
Wh wotks which shift, day by day
< Today 3 | Sctebar 3026 £ Colendar 52 Week B Month table
B2 shits - 7 of 9 5238 schedued
& AN Employees - @ Al Departments v

Shms | ARSHAIs | e Genorsi ShAl » Mget Shin

Men Toe wea o #n
: 2 3
' v )
4 s e 7 . s 10
1 12 13 14 15 16 17
2] ms| 19 ms 20 ns 1 Rt 22 s 13 ms 24
+ Gonsratsnin 31| o Gemraisnn 5 (s Goerasn 3) | (% Gt 51 (w Generaisnn 5 (s Gwmesitnn 5 [ Gmenithn s
] & R @ %7 8 #7119 m7 30 xr 3y
® Gomarsl Smin 5 » Gomarsl 2 ? » Qonerat Sun 7 o Oanersl T2 7 ® Oenersl Tt ) * Generss Shify T » General tain 7

5,5685> DaHsren & SaHod

DESES® 955D Hotreth der Bowrd® £.50GBm0 oSS Jowyron. Swodre Enable
Overtime Tracking (2,568 37806 &3 30506 ) €98 BoHok; 35238 DAHaen <Secsolts.
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1. Organization (50g) — Over Time (£:56@) 88 3%, Add Rule (do$Hsvo S%ocSods) 88
R[AHod.

2. "Weekday overtime" $0¢3 Rule name (a0 HH) $350es BSaHods.

3. Applies to (58038) 80c5, All employees (e90c58) esiSgthen) Swe Some departments
(8 &&Péo?noegen) NocHEDE.

4. Pay as (BQOKQ) Ded0) 8ocs, H& éo<‘>55g§50 505 e 592065"856 oL B S35
R0%08:

Multiple of pay (28&°Q8 tHa%0): esmesseEeah 1.5 X tfokd ebo.
Percent of pay (28¢5065° a°e80): esTsTetEatd tfoto e8¢50e5° 150%.

Fixed amount (28 3x¢o): ©0¢508 tfoerth 2,8 Swebo.

5. Minimum overtime (h) (85 £&568, otren) 58050 Maximum overtime (h) (565
80588, tfoeren) e Fa$r0s. &3 HORST) 55D Holren H55°¢g8 BY)otseacsiaeom,
&TPPEEa%d 1 ol 4 tfokdew.

6. Effective from (essoen 88) &5 3%, Add Rule (da$Hdo S%otSod) 88 B0%rod.

iflBeanive @, Soarch feature . @ Al Branches F : s
Wi - Se—— Overtime rule added successiully
Dashi PE: Organization Time & Leave Data Downlaad Roparts Payros Accoss Contral  Account Holg & Supp
Over Time
53 Autopay is nactive. Set up sutopay or choose a one-time subscription payment. Riview biling
Overtime rules
o @tra s are pakd, arsd the ik 40 ki ciwertine fhat colnts
Overtime rules
Weekay overine L.8x hourty pay 1-an Oct 18, 2026

( S 05580: L:56B50% D S 5560 755y, Billing & Plan (DOof & rS) Swctod.

Sorges, &&ﬁgd)e)o SNBS 050’ dere Hod B IS’ Secsods.
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322365 0feR: Howd AN WoHeso

A &&Sgﬁ e €58 Poen

Staff Khata oSeSe&, eseSgien 5 Aods 05 Sro 555836 SBH B, HB H0S HH0%0,
D SERS 598050 2.8 AN BE Bhrod, H10AD H,¢5 HoS FoHST s grod BB

K)gan:_‘(.})o&.

S 05580: 3B 00050 INBSEES® 650 PO 8 FOeS® o8 eow eotiHeyy. A dayyod
2D B WOHSERSB, HAves (56en 58050 rde 8550 Billing & Plan (DQoh & ) <Secéods.

&85t §550: afD A0S B DS A JoHod

N SIS Ny e*AS RS, T°6 o 8%50 5 B1S L0005 (Swe ES S50225) 8080 ;OB
K 58,

1. Google Play Store (Android) 8w App Store (iPhone) &voé Staff Khata adréS Safodc.

2. oS5 B650c. Sign in to your account (o go&RS®8 DS /S BaHod) &° Qo Email or
Phone Number (&:3:0065 8w 35S $02:6) 80805 Password (2r0:58) S350¢s SaHods.

3. Sign In (33 ad) K 0é. Today (&:8%) 39S BBresrEHotnod.
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B:55 i

& S TAFF
Y KHATA

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

vD.11.1

Qo DYRYNCET D APoeh 3382308 Soeghd S, 806 €3 exegSen Today (&a8%),
Attendance (5%23%), Leave (desd) 805 Company (£029).

KB30S5S: PRBG BIEDVEATT? DO-7S QIS Forgot Password? (055 580¢ase0e?)
S0, Soe o) 1 BoDHSA0A 9RO ecstiods.

2307 508050 S°ERD 98050 BotSods

D DA HBHS® ey’ BE° B8 BAHEedS ASrHL D SERS, 58050 Hod 1 §%50 SJoT
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1. S0BE3PE Hod WABRYYCE, D DES S°BRS A5 ecbartHredrod. Allow (98008 0cs0ck)
S0 ("While using the app”, @903 050 S°¢ie8)RY)ce DocsEod).

2. 3J0° BEHHEOGRNE, ST ASEY0 K5 9dHoBosod.

FPEIPENS M S5 @ B 5083, ase Location required (7838 @985:3580) Swe Camera
access required (33>0° A5PE0 @5080) Sreaxvod. Enable Camera (33voe es BSaHod)
&) 06, Swe D DS Settings (deJohen) = Apps (asroden) — Staff Khata — Permissions
(e9:50850¢8ex) B8 o3 &3 BoHok.

?oég $080%3 GPS &° b2t SIes BoHodk

1. Today (&s&%) &°, Punch in ($o0d 9S) S 0. (b Attendance (S56238) exged S0
Mark Attendance (5823t S35 30506 ) Erw S S5e5. )

2. Attendance (5%23¢) 9 b Assigned Shift (300005 29) 80 Current
Location (5:0¢5 5°839) S5axnod. DBI°E Sy R, Tap to refresh location
(S8R R BOHTEAS S 06) T 0s.

3. Tap to take a selfie (2y H0HEIE S ok) ), D Hwgo yNore EJo! %S BHod.
e® Verification Photo (¢5ya&tes %¢5°) 80c5 233008

4. Punch in (508 a8) SE0é.
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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

Q& H00H0’ Jren Punched In Successfully! (DesoHdosormr How B eonod!) EA1I0A.
N 9l & EHS° 8% zz°§_1236§§_> DK SP.

236&5"-3)5‘3 25058 €50€3 N3¢

D 20N BAP-HAYhH 3S” G083, b TR TgIGo SV HPEB Hod BaHrird,
GTPSPEEE) e3HD 55805° 200 &>, we 2058, Hod Outside Allowed Radius (295050800
g Go 230He) & 2378 @93)e008: "W KBNS Ho-JD TgIGo 2205HEd BTN
SOHBD SHET IV Sy HoHBoSos."
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B:55 vi

< Attendance

® Ready to Punch

08:56:

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00 PM

(&

mEAR At tlaa__wo_ 0L

Error

QOutside Allowed Radius

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

e %08 39y, Tap to refresh location (7838 88 SAHTAE T 08) F8);, 5Dy Hod
300G, 90 287, e3P0 SgGo DE BB, D Ko, gronen SHBak &avéaooege):éa
S BaHod S3océods.

Hod 95585 FoHod

1. 8% D56S°, Today (8:6%) &S° Punch out (50 @é) S oé.

2. 58° 29y & Punch out S 0.

Qo Punched Out Successfully! (DesaHdoesorr Hod e9:9e5 eanod!) EA10d. Staff Khata
N 3453955 DEE o Joeven B Kool se20e3 BE Soeby e, H0esd DY oeaen B0 o568
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D 80 B8 ocsercsEron.

8:55 vi
ETAEE

Today 'ﬁ' KHATA
0 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 .
Apply and track your requests

— My payslips :

% HeImpursements 3
Submit and tackawuccia

o 22t 50¢8 Ssoesols

1. Attendance (5523¢) e°ge5 B8506. Day (8%2) 5805 Month (Je) Lo¢sg Sdod,
B0 sPerR Sy 3°§QC$°X)§ 2IETLN °C506s.

2. 28 8% &8 wed Punched In At ($od 1S $5:00%0) 0805w Punched Out At (Ho0d
e939)& 53500%0), STERAN 5005w e Sectods.

3. Do S/ ez Sur Swe? es FeS, Request Regularisation (3rige383S
25380:506) ')y, BB DoKen HHB0KH seBEs0 S5 BD, Submit Request (258
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5308 0506) K06k, b 9GS W) SESSHIERUTAT I

e98d §%50: 2:8% & E’gAS InBS Hod e3d Sur esd BoHod

&%

& E55H0%H I0BS Howd GIST 8SS® 508108, BPIEE BADP K530 Hod BASTONS

ReRod8 oY 38 JoHod.

. Organization (X0%) —» Employee List (es&gther edese) 88 Sosod.

8550 SEHIS -+ Fodee 88 BaDod,

Disable Mobile Punch (3»38é Hob esd SaHod) 8§ SaHod (Swe Srdy esd BoHzedd
Enable Mobile Punch (S»8& Hod esd SaHoc)).

. A
@ Al Branches - ADNH
Organization = Time & Leave ~  Data Download = Reports b o
B3 autopay s mactive. Set up BUtDpay oF Choose 5 one-time subseription payment R biting
WP =.cryona in your organisation, with thek department, $13tus and sccess
Employees ¢ Pactive - G inaciive 310 the la 30 T Filwers
ng  MenaJosni Hisman Resources nena jshi@sharma- extes.ex... @ Active
Awa Ariun Metita Information Techmalogy [ et
w KaitaRao @ sciiv
py Posia ©
jg mansnakn  Progue tion @ Actve
sp  Sunita Pt Froduction @D Activ
A AT Kuma ProguEtion K @ Active
v Rahul Verma Producti huvermagsn et e} . EQLEmpiye
! Assign | View Satary
Admin  Agmin priyag@sharmi mpl S 2 Blometric ensol fiment
: Update Passwor
Disable Mobile Punch
3 Detete User

&)

e3DS° e, oS 308 "Mobile punching disabled” (S»&e5 Hooh esd

B30520%08) @ B3y, 5°08 SE3r000DS NS T Behod. &N VI DS S 8JE
BAHTS, 9@ 35S Update Password (3058 e90es Sahods) arcéods.

@&&56 &§550: Hoden V) Co 5206 Ht32yABse €S5ocEocs
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28

& InBS Hod> Recent Punches (98358 Hoden) &° 58050 b RBHSW $5°gHR EAD0B.
8 erdae §o:

g (

1. Time & Leave (350000 & 2esd) — Attendance Process (56236 aran) 8§ B3oSod.

2. GPS punches (GPS Hoden) 85 B30$H06. afre 5r0d SRS Hoden LH5°ghsds eSredotsncseeom,
DA GPS @9 $5°8); 506008.

3. B3R BE-S HoB050 B5-09:HeS SRS 58050 Howd ES® S3kerY BEIS Koel 05°S

85 BoSroc. $38%2 INBS HowwYoE3 2,8 LoegHR S53¢serAS Map view (Sgd Srg) 85
B[a$Hod.

A i g o Addenin ?
_uldﬁfﬂ_li[l_\:l_e_ 4B Al Branches & Growin Sdaye R 0 s
Dashboard tup Tima & Leave Data Downlaad Reparts Payrotl Accoss Gontrol  Account Holp & Support
) Dasrboard Time & Leave
3 Awopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
Attendance £ Refrosn & impon + Add Manuat Attendance

Dally chock-ing, blometric logs, e

EY Anendance & Regularization O Missing punches B My carrections

Prosan Abtara

7is & 20 B I (0] [+ =]

Today * Al Preseni Lot Absert Al Pendng Approved  ® GPSpunches & T Fiters @ || 0D Mapview & Export | 01 Search by name or 10

Empiyee Date Status Check in J oot Puny y  Houm

k) Kova R Oct 18, 2026 @ Prosent i) 9:08 AM | BGFS ontime ) @ &
iy Peacean] Oct 18, 2026 @ Prasent 41503 AM | BGPS Gniime o ® 2
1 R 0ct 18, 2026 © Prasent +) BISBAM | 80P Ontima = ® &
A Arun Menta Oct 18, 2026 & Prosent ) BI4BAM | BGPS &n time @ ® 4

s = :1 o
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Realtime 2335°35¢88 Roa1dids 3§ BaHods

e @) Poen

e 5 DodD JD Reyyod Realtime 22RBPIEE AS JoC65283). 0B §3§ @00 S0°ges, HA
0t560e5 B 52§ How ENY) 1EHES® Staff Khata £ Bdresrod.

#50%: Staff Khata S5e0 Realtime biometric machines (Realtime 20333835 SodSen) &°
S8 HABK08.

S0 Staff Khata 3 $3§ SoHod

A 0B TPgoe Hoden HosHehod, s23¢3 o8 oo > HEYG DBHTHe 5o,

1. Device Setup (5856 &) = Manage Devices (5850re8) dEgsrocsocs) 8§ Bosod.

2. How to connect (Jexw §3§ 3asrd) 8§ FaSodk. 23°8YS® Sden oBasH DG DTHseen
€083°0N.

3. A B0 (LAN S Wi-Fi) 538 B e SFaDHod.

4. 20, Menu (&) = Comm. (85057380 (Swe Cloud Service, §6& $583%) 88506
& @S PIN 95580 5oy,

5. &0 LS 65208 DB DEOTE SATH B, DS B, DHSSE 6FF Bood:

S 6%o 5886 DTS
WebSocket SxaySen ‘wss: //machine.staffkhata.com’

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

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

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

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

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

WHBSSEKET Machines
was: f/machine. staf fkhata.con D
P Wb (HTTP] ) machins

nttp: /fdevice. staffkhata.cos ©

O s

K5ee5S: DBTHK 57 BAHEAB TR DS 5 5° 05°0 88 SaDHod. 85 esurges Sroree
BHBRS® erotr? DETRPS® ES Saren o)A S8, 58050 JESE), L 90e3)ES
055°§'5§_) €065 X)g“éoiﬁogso&.

280565 50236¢3° oS 5°%E0S0S

1. Manage Devices (585tred dgarosod) &°, Add device (56580 $8%GoSod) 88 B30%0s.

2. VP 63 K0 Koo, B NS Menu (ds?) = System Info (e HkreeEo)
Hooc Serial Number (28056 Soesd) $5350¢8 BoSrods.

3. "Main Gate" $0¢3 Device Name (58580 H&h) S35 Ba$rocs. NS By DB w083
D SOS0H0G.

4. Add device (K)Gédo 256&060&) ég 20%06.
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Add device

Serial Number *
R55202503115271

AW eDBS® EID0D. eb 5 dayess® Staff Khata £ wed Kood H5eerEo oS wed &
Online (es38R) e, 82¢A Offline (HSS) 9 SraRod.

RBAHES S020b BB, BoeSGE, S 9NE3E S%ocserds e0d Sur Yos© HEIEK FES. EIES
Sden 0 BD &’)Jqs,)@ DOHB oS0k,

I +++ Bodse Kool Mty Manage Device (H8ETR)) DEI3ocSods: o) 0Sxeesth, dedohen
08050 837°¢5 Sgen), T 1 Edit (58580:508), S i)y Delete (Sofiosod) SaHdesy).

&665&663 SN HoHod
FhS S5 Doxg BT Eresd HoS SaHIL0.

1. Device Setup (5858 2e0) — Users Synchronization (oseesg 2og383S) 88 BoSod.
Q> 25583 K03 DD BdAaNen 65063, PEToS® TeR)) DociHEbE.

2. Send to device (3850°08 HoHok) B850k, RS’ Ros® B @A SRS
Missing on this device (&3 $5855065° 8A°85) oSG, Bw° Q FONSET JJYE®
o0 eslFher 8o Never synced anywhere (%)@ 208 5205°6)) docs8oé.

3. Send to device (5850°08 Hodoct) §8 BD, dgeBocSoc:.
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ip + Users Synchronization

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

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

Missing an this device ¥ £ Refrosh

Waiting for upload =

ST-0001 Rahul Verma
5T-0008 HNeha Joshi
ADM-TYMULAQL Admin
5T-0002 it Kumar
5T-0003 Sunita Pat
ST-0004 . iman Shaikh
5T-0005 Pooja Nair
5T-0008 Kavita o

ST-0007 Arjun Mehta

D History 3

3038 afHrestdd ey Sk S0c5ene3 B ifee e3°§a’5_en JS80HHEEon. Import from
device (58880 Kr0é QDG BoHod) T oSresgsdy Staff Khata 6°8 85008, 08050 Copy to
other devices (256 58507 570 3006 F°0R 3SBIS® 65 8° AN 520 BB,

208 VP DK How BaHed’® 38 FaHweds, Manage Devices (H85Troy DBaeoSod)
869, *+ = Manage Device (5850°) dEgarocsots) 85 B3, Users (afresth) eged B650d.
OB AN afseesb Staff Khata &% &8 530" Ho8 0w et

Z)otfgéoég Soe 5°§ S350 BoHroS

B S50 DS wSBSES eomd.

1. Organization (50y) — Employee List (&&5he 22de°) 8§ Sahok.
2. &30 S0P «++ 8§ B3 Biometric enrollment (20&8530¢38 S35¢5) docsrEod.

3. Biometric Device (22@B530¢35 H0560) dochHEbs. Step 1 (54 1) 8ol &30 Machine
User ID (Soad a$5e3b ID) & S0 S3°3 e0€3°8d. 53°6> Qose @l S8, Sync
Employee to Device (&0 H050°08 Ho§ SaHocs) 85 SaHod.

4. Step 2 (¢5% 2) 8ocs, Fingerprint (20t56230¢5) Swe RFID Card (RFID 5°8) docso8%d.
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5. Start Live Fingerprint Scan (88 0562065 2,8 ar8oocsods) 85 B3, 98 SO oard
Ko 280 (B 5370 57§ &°80e58) &GO evcstfods.

& Biometric Machine Enrolimen

Bermiral ang

A, SELECTED EMPLOYEE

Lol

STEFY TERMINAL 1D 8 SYNC

Enrolied on this Terminal

@ Machine User ID #0002

This ampioves is registered and ready for blcrtric Capture i Slop:

A DGeBoDONE, N Hotd FoHSE). B Hod b wRSH

it
ey
&
2,
£
.&'D
(1)
S
o
3
&
&W
1
o
&

SO Qg BAS Dodern FRSE SaHod

S §ves HRKHo @5@566 &0€3, 98 ¢85 HoDN TeHEHoEN0H. 9 é.)@@ @5@56% é'&)‘)é
&oges 53°¢3Q BBk,

1. Data Download (Géx &S6%) — Download data from Devices (50850re) Koo Gaes
ESE B0Hod) 88 BoSHrods.

2. Device (Xo@éﬁo) 8065 DBETY NoH8HE.

3. B&en NochHEbs: Today (&:8%), Yesterday (Jsy), Last 7 days (¢3¢ 7 8%x»en), This
month (& o), o From (S5506) 508050 To ($58%) DS SaHod. 208300 90 B%rer HEK
FISE BOHHNY.

4. Add to attendance automatically ($5%2360¢5° e9¢5°3>636m %% 0cSo) e8S°® esocSods, Swe
H00T Hoderdd KAFocstdd o)) 38 JoHod.

5. Download punches (Howen ESSE SaHods) 85 SaHode.
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Sotup 5 m Data Download ~  Reports Hit & Sipport
Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & mpm-‘a‘qu fibg
Pull punches stored on a blometric device into attendance, ¢.9. after it was offiing,
Davice Lol Loring Dates Todsy = Yestorday Lost7days  This month
g Manous » Online From Te
B oo22 202 B 0e122,2028

Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully

G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Datir

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

Sa)d eh :’.25 ‘aoﬁsé 23000

S 8SBSS®8 TrSEES, T Hotd erhiy USB tw2goe HEYRG B3R 5ot Sohod.

1. Data Download (Géx &S6S%) — Import Biometric Machine Logs (2235°35¢38 S0
orHen ‘ao&eé 30‘6)0&) §§ B0SHod.

2. Select Machine Log File (208 erf &S docsr8od) 8ocs, S (.txt, .csV Swe .tsv) doesrdd
Upload & Preview Logs (erfien edHS%E & 2i3rg 30508 ) 85 3ashods.

3. g DBSF0E0GE. Mapped (55788 ©9008) ahiresth e&gHheod® SOJBOS0E;
Unmapped (55235 5°0) 05hreesd IDexn 905 5055 Hof 508cs.

4. 5238 B80S From date (rdozs 88) 5r8a8» To date (5000 88) e SaHods.

5. Confirm & Import Attendance (g8 &5823th 908G BcHoc) 88 BadHock.

Qv.s e935:580: Data Download (G ESS%) 58050 s erher ao&fé et NG Gdﬁéoe‘?"'
23°t50, B SEYD FPROS® e§ oK 0tiSSY). oden & GorStto, 0557238 08 358050 S35
£ 5 HIBFow.
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8°2s308 Sb2sthd DBQSIoea

e @) Poen

2B F0aden 308050 INBS 0S8 Kod DIy @) Dodew 2.8 DeBS® Foaron. ) & Kook
Q& Ferdo 38 B, Howen IR, DESKH S0t S en HBBYE.

Ea8%2x5 208, SeHS® Sseesods

Sy Dashboard (mfzaseé) 83882 NSK 5623808560, DD TIP3, DN eserdgo I
Srd008. Recent Punches (9358 Hoden) H 35-955 b 238050)@ DS 3008,
08050 e90gY) TrEen (HGorsercseran. BB Doden &G 80k HINBP HI°gR SrRod.

5 erdae 850, Time & Leave (5:5va$Ho & desy) — Attendance Process (593t °00) 85

20%06.

Attendance 3259 23335 23006

Attendance (5623¢) D28 &8 SHeSrtHoenod. PetiosS sedexn (Present (S623¢), Absent
(Bgresth), Late (esedg0), ON leave (20:e°)) S0grosd Sraron. e HgHedd Sregid

S55°205TP8 208 S°§§_> 85 SaHocs.

3205 DS & otk Fsee 6w ey

=)
>eb

All (e92) / Present (55%235)) | Late (esexdgo) / Absent
(Qgresthd)

Pending (o0&oh)
Approved (e35°8003)

GPS punches (GPS Hoden)
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5235 QB Hs~o e EGrHen

N e3350¢50 8500 3D &) Doden
Vo) 'a:)o)e3§ e335°D0DS Hoden

BBS oSrd ood FELSSE BbS HoSen
S35



MeRgme | Q sech o I0 @ wrsanches I
" 5 m Data Downloa Reparts Halp & Supg
me & Leav
()] Autopay is mactive. Set up sutopay of choose a one-time subscription payment.  Raveew bit ing

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

T e

2.8 &80 Bur 38 s2erl) Docd8’SedS Filters (Hebew) 88 B, ¢sorges Apply (580dEaDHod)
85 30006 28 gronsdd Srrcierd8 D 2365 All Branches (o) groden) aeciods. 2:8 5889
558 Search by name or ID... (& Soe ID &° 3¢880c...), 00050 232D&d) FRS%
3a$HT08 Export (J5DEE) secsods.

Attendance Details (55523t DXoren) BESEAS & SEHIS’FTe Koed 5°S 85 Sahok: B5-a
00805 B38-0959e5 DH0Sren, TGS HBEGo B S°8AS, A B0 otren, SHBASH JBS
Do Hod .

§°5 e935580: B 5 FrSeS’, ST D6 2.8 8%2°8 H8eo. Jneho Jo), HoHeyBo S £
HOB SeserS ety NG Oésséen ) P 50o.

Hodew esIseB oS0

1. Filters (ebexn) 85 3%, Quick Select (¢538¢8 Do) Socs This Month (&5 ) DocHgH,
Apply (5805230%06) 85 BSaHods.

2. Pending (ocof) 8§ Sasock.

3. 28 S6TP Review (HDodosod) 88 SaHod. S5r0sren, SEXS 0805 P $B:5PEDE.
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4. Approve (es3v&otSot) 88 BD, DgBocSods. Hodd BB, Bouse8, Reject (B8, Bosol)
85 33 DY) se8Es0 D306,

£ Attendance Details

wy  Meha Joshi @ Presant | Ontime |- 3 Pending
Emplayee I0: 5T-0008  Sat, Oct 17, 202

Attendance Summary
) Gheckin
B:56AM =
oifice | On tma offica | Ontima
ot Bagh, Nirw Bedhi J

Karol El.w.r %&! Q
ol biagh

£ e Bagh Markel|
el SR )

& €903 HoD-e955)¢85 HBIZAHoS

ANReR 0D 95985 BOHEE0 HBEDDESE, 5308 tHoren Bg&oéaé&). EISHV NN N3 0S50,

1. e 8% LS50S, 6563556 D IR, wd 8% 58NS Filters (derbex) & seered)) DS
20$08.

2. &9 HBID IS 05 (Edit, 5580:50c) 85 BoSHods. Update Manual Attendance
(S50556 o236 0DES FaHod) BtreirsH0en08.

3. Punch Out Time (50 @& $5:50%0) e BSaHods. 28 Slelell? ore3 HAX) Next day
(08535¢3 &%) 63§ BoSHrod.

4. Update Attendance (55238 e903eS B30%06) 85 SaHocs. R tfotren B)ocseacseon.
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift *
1 Oct 1z, 2026 Genes

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

Status *
Present

Remark (optional)
Autd remark.,,

.
KBeesS: Missing punches (oS @008 Hoden) ergd B8-S esod B5-958 B (Swe HIS

Do) 90¢58 edese 300d. Add missing check-out (DS ond 38-0HE SWosoct) 88
3R, Do S35 B, Save attendance (56238 DS B0Hod) 86 Sasodk.

N

BASE’ ety &8°GocSods (Manual Punch)

DB e9:5e0 D0 WOHBEDFANSNE), BTesTEeath D De3e5S® N, BI) °csodt.

1. Add Manual Attendance (éso;éogéé 5238 é‘&otﬁo&) 85 3a%0s (Swe Time & Leave
(550050 & Desy) = Manual Punch (5528085565 Ho)). Single Punch (206& How)
NoHES &ocsoss.

2. Employee (e&750), Date (88) 58050 Shift (239) docsosbé.

3. Punch In Time (50 38 H55500%0) 0805w, 89, Punch Out Time (50 e9:9)¢ HSaso)
BIeed BaHod.

4. Status (J8) docHEoc: Present (S5623th), Absent (Ggresth), Half Day (559 &) 8o Leave
(05). Absent Soe Leave £ 55008een 985080 S,

5. seareoél Remark (segag) %o, Submit Attendance (55238 $08y0eS0d) 88 B0%r0d.
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20878 wrere 55008 $5°6), BaHod (Bulk Manual Punch)

1. Time & Leave (3:50%0 & o) = Bulk Manual Punch (23¢5); éﬁéogéé Do) 88
20508, Soe ésbéoga’aeg S23tD PSS 5%3e) Bulk Manual Punch & S5808.

2. Select Employees (&gt dochEod) Socs, HB $g83 €38 SaHod, Swe Select All
(&95& o)0z153§60&) §§ 2B0H0d.

3. Date (38), Punch In Time (505 a8 $00H0) S8 Status () DES Soods. HE H38
Aroeh 5y acserdd Shift (29) &> Auto [ Profile Default (ese&5° [ &°pd Gard) &°3
€0c506s.

4. Jrorodo HBSEHA, Record Bulk Punch (236 H50d S35°¢h B30%06) 85 Safods.

Bulk Manual Punch

# Single Punch & Bulk Manual Punch

Select Employees * 2/95eced  SeectAn  Date® Shift
B octis, 2026 Ao | Profile Detault >

Q Fier employees by name or i€

Punch In Time * Clesr Punch Out Time
@ Pick Time

3thge323Rd eozfg8:5en esSreBoSods

éaésgdue» 05308 Sre 35 K0S, B8N D230 AABDS DROIPeN [HHBOK 20 SPBEa0es’, 55 APoes
DoDR HBB0HD eacﬁdé::ﬁoz).

1. Time & Leave (5550050 & desy) — Regularization (3thge38aS) 85 B0, Swe
Attendance 228¢5° Regularization exgel 88506, eafgden S e h egeS 28
c‘f)ogpgéo 655“30«‘_'\330&.
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2. 0353803 DHosren Sdaky s*8eao DOSTEDAE.

3. Approve (es3r8ocsoc) B Reject (88 00c50%) 85 Saod. wrer °¢3D 2,870
SaHEe8, 03 635 3D )oeds 28 S8g 0.

AV AEERUTAEAO-4Y 65(5656 555235 0% 9EHS DAL e9HRES e955)eh0H.

’ﬁ‘ f Q Search featunos: ne @B Al Branches O GRS
Dashboard  Device Sotup Grganization Time & Leave Data Download Rupants Payros Accoss Contral  Account Halp & Suppert
@ Dashboard Time & Leave

[ Autopay is inactive. Set up sutopay or choose A one-lime subseription payment. Rirview bifing
Attendance 23 Refrosh
Dally chock-ins, biometric Iogs, regularization requests and missing punches

3 Atendance @ Missing punches B My corrections
(D) These tatals are for Oct 1, 2026, not 1oday.

Prosent Absans Late O laave

Fs & @ 8

Dates: Octl, 2026 - Oct 3, 2026 x O Retat

Oct1=-0ct 31, 2026 172 AN Present Late: Absent ANl Pending  Approved  © GPSpunches 55 F Fiters @ (D Map view & Export || Q Searc arna or 10,

Employee Date Status, Check in Jout Punctuaity Lo

Z) St 0ct 18, 2026 L 1 926 AM L - ® 2
L Wloihd Oct 18, 2026 © Present 4] %:08 AM | 9075 On tme. [LES @ &
AR '::"""‘”"‘" Oct 18, 2026 @ Pressn ] 907 AM o ting @ @ 4
av _‘_f_f"‘"“"""" Oct 18, 2028 & Pressmt 4 9:03 AM On time @ ® 2
L ‘Oct 18, 2026 © Presemt +] 03 AM s CPS On b o- @& 4
g5 ean Shaikh Oct 18, 2026 @ Presera +) 9:00 AM on e o= ® &

Bl 0ct 18, 2026 @ Present 41 9:00 AM o tine - ® 7
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R Bsren, Doy ezfghSen SoBakn S5 cEen

e: DN 000K FEOEeN 65 o

N 2PN od B8 dOYH® B5POks K805 D TEOE ePDS 28I IS BODH0k. &3 ST,
R0 95585, 27gBYe S8 DT 008 9 523t BN DSBS Igrow.

S 05:580: DO DBYTEs HBOKH H5AGEeN BLN D RO’ &8 o 650655y, Sodseen er§
SR, DS 80 58050 e §%5o Billing & Plan (D&of & S Ssecéods.

QoY) Bsrerdy AEgDocsods

segede, D, 035&6 S08050 J9exd)ed dersHen b §o BT Derd BaHagran. e HHBoSed
Soe Dy d*0es %30S0,

1. Organization (50y) — Define Leave (e d8gdocSoct) 88 30Sod. Leave types
(05 Eseen) e2E OB E8o §%, $oNdeBYTeIS Beren, S0t Feredd dHetod, 805w
we8 e335°¢50 95BN 93D S0,

2. Add Leave Type (e %o %ocSod) 85 30506,
3. P8 Dodods:

d&oh 8 N B0

Name (&) 0805w Code (§%) estrsrSeath "Compensatory Off" 58080 "CO". Bocss
BHNAB.

Days per year (505e8y0°8 8%xen) OB &3NS B05e8150e5° Y Bezren HSyrow.

Carry forward unused days (579 %2208 ed: BLEW B%ren Hudy $ok5edTRS Igeow. ed:
Q00HE é‘fngifao&) QodedyBo DHEES® 9 8ED&ow.

Needs approval (es35¢So e95:580) 8 PO w2385 8°8oh DIexb B HR es3rBoed.

Colour (Soth) s°gB0csben 5805w D 2eghEeR Sraotsetiehod.
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4. Add Leave Type (o8 8%o S%GoSod) 88 BS30H0d.

Add Leave Type
v many doys STaTY get each year and how requests ars
handed,

Marneg
Compansatory Off

g g

Days por year
08

oo e i
00000000 -

* Compentatory OFf

28 85°7)) S80S Bre FoflosEES, Ted HSKHd Edit (58580506 Soe Delete (Sefocsods)
o506,

Do) 23gBdyen Siectod (Leave Opening Entry)

1. Time & Leave (550050 & dosy) — Leave Opening Entry (des) 8308 dogd) 85
B0%H0é.

2. DB &N 50050 desy 65718 Allowed (9:5:580D5), Used (°¢5) Sr8asw Left
(AHDIY) Bexexn, eerd Total left (Inego DAODD) M&H EA1JPow.

3. P A S 398 SodSehyBo S5etyods, B DY B¥o, grow, Gardot Sue 6:,(5636 N en
b BaHod. Hend EISE 3008 Export (H5)EG) 85 Sosod.
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ard - Lewve Opening Entry

5 Autopay is nactive. Set up autopay r choose a one-tima subscript

9 Leave Opening Entry
Financial yoar: 01 Aps 2026 - 31 Mar 2027

B 01 Apr 2026 - 31 Mar 2027 (Current

Leave balances ©

&5‘3&& RO e 583K WK

Al Leave Types

4 Al Branches ~

D Al Departments &, AlEmployees -~
® Sick Leave ® Earmed Leave

d U Leh weil
12 1z 15
12 12 15
12 12 15
12 12 1%
12 12 15
12 1z 15
1z 1z 15
12 12 15
12 12 » 15

15

15

15

15

15

15

20

20

20

a0

o0

20

a0

20

20

4@ Al Branches

4 Growtn sy AT
!

Unest

Admin ?
ADKEDISTRAT:

135
135
135

138

esES’gthen 855 Aroes Barand Hr8asn Ar0SEe’, 3H5¢° https: //attendance.staffkhata.com
&° Soe Staff Khata asSe0e5° (Leave (2:)) €°geh) DS a0 By, 526 Apply Leave ()&
5887 B3aH0G) BOY, DB ey G5 655 2By SR, BEo 805 Bhen NoHH, S*eao

%300 DodHesed. es ¢5oeQes e:‘)a;fggc‘é e335°¢50 §%00 3D &o0e00d.

éﬁ%ﬁ BN oY 587K BaHods

DHFT° 9B igo’ PES BASQYE Srae A TSR 9D EDRBIIDEIEB.

1. Time & Leave (5sha$0 & dexsy) — Leave Application (e c58eern) 88 SohHod.

2. Apply leave (o5 c58eR0 B30Hod) 85 Sosods.

3. Employee (&&%0) dohHd), ¢sorges Leave type (dexsd) 8%0) docsrlods. 3B So HES
OADS Bezren Sredoseacseeom.

4. One day (2.8 &%), Half a day (est§ &%) S Several days (57 8een) JohHH), S8
S BHen ocHEbE.
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5. Reason (s*8eso) &%GoSod. Also notify (D08 &rwe 3OaH20%06) 80l5, BOAHBOSTONS
555085 o85Sy,

6. Apply leave (e 58eR0 B3aHod) 85 Sasrods.

B 26 0c1 2026

Netfy Mansbars - OM
Search & seloct members...

Mudacs >
Famiy tunction i Japur

QoY) es3eBorSocs Stre BE5),B0tS0cs

1. Time & Leave (550000 & 2e:y) — Leave Application (e c58eexd) 85 Sahode.
Leave requests (dos) wzigdden) Pending (20G0h) &° BBr5rEH08108.

2. 2.8 035385 Review (dodocsods) 88 SaHod. Desd 8o, Bhen, Baren 8050 s°Eeao
D808,

3. Approve (es3r&ocSod) Soe Reject (88,80:508) 88 B, dgeBocSoct.
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Approved (es300D5), Rejected (R, 8005) 58050 All (9)) eegeSen 5885
65020&P0N. 692;55936 ST Kro& Dok &0eges Eyore &)Qo&w&)& NPV

N FdGEern G oS0

S5O cen svgaocﬁgo;:g S°20e529¢563° 00 SH8a% Hbeatd Gdsséoé's 0C5RICEEEP0N. D 2PR)EFT
ao&sé D05 3(5&’)0&@&’) JrSoggo.

?0375215 S0 aosbfé 006

—

. Organization (X0g) — Define Holiday (5%9a@ dtgosol) 88 SoSod.
2. Import (20%5) 8§ SaHode.

3. Need A Template (8oé semrer) 8ol, Sdorae FRSE B30 CSV Swe Excel §5
300G, @0c5HeS° Haosd SPoven esoesran: Holiday Name (5693 &), Type (8%o: Full
Day Swe Half Day) 0805 Date (88, DD-MM-YYYY).

4. TR Do, PE 230558 oh BoHod S B SaHE8 85 SaHod. 2 MB S8 ey CSV,
XLS 8558080 XLSX DSen HABJ00.

5. Import (20%5) 88 BSa$Hod. b HOGB) 2,800 °GocSercieeon.
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2o 559 5°& o050

1. Define Holiday (55%0@ d6gdoSoc) &°, Add Holiday (568 &%GocSoc) 85 Sahod.

2. Name (&) $35¢% @33, Date (88) Do, Full day (58 &%) Swe Half day (56 &)
DochHEod. Description (D5dea) seYyo.

3. Add Holiday (5°0@ e5°GocSoc) 85 S0Sock.

Add Holiday

Shawn ¢n calendars and used in Aendance reports,
HName
Cempany Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description [optional)
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2 Sreéerdd Upcoming (o056, Past ((5¢5065°09) 5805 All (e9d)y) ésegeSen,
S8 583 Edit (5:580:506) Swe Delete (PefocSods) setsods.
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11
25°%5, '&aafoen S380%0 eaczb‘ss‘ben
§)'°5: S e Q“’SQD

Staff Khata 536238, dexshen, $565Een 8050 S Seb e Srodk DA Beel)) 88) K008, s°20¢3 N
&S 95560 Beh. HY) 28R LD B, & ST HA Jor §RY) §F0s® IES S SoHod.

S 05580: HESH HES &) Dok S @S5380. Payroll (HES) o5 er§ ean €063, Hes
oo §%0 Billing & Plan (Ddoh & rS) Ssecsods.

B0 DS SoBokn Seyeads E¢ben S BaHods
&3 deZohHen B HES ESH HGJrow.
1. Organization (50g) = Company (£02J) 88 3%, Payroll & Tax (8% & ex§y) exgd

BEH506.

2. Salary Cycle Period (28&@~e) 23 seer0) 8ocs, Period Start Day (S80S &%) 0805w
Period End Day (50005 &%) 3¢5 S3aDHod. "I D50 8%" §%00 S0fosd) Serme 0 S35es
B0Hod.

3. Statutory Deductions & Contributions (<5¢yeses 8%en & Sogearmgiden) 8ods, H
H500BD 3 VAo

4. Save Changes (558yyen D Sa$06) 88 BoHod.
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uilRenive

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

Company Settings
0y e

Manage your compa oronces, attendance rules, payroll, and policias

] e s ey i

aurney Trackes

@ Payroll & Tax

@ Locakization

El {Employee State insurance| )
Enable £S5 contributions for «

PF (Provident Fund)

Gratuity Liability

PF CONTRIBUTION %

-~ Financial Yoar Definition

?0%305

ESI (Employee State Insurance)
(ESI, 6&&68600 o9 DX)

PF (Provident Fund) (PF, 253
D)

Gratuity Liability (mrenges eseges)

Financial Year Start [ End (eags’
BodesyBo arBosso [ SnHoy)

Reparts

ave unsaved changes iscard

4@ Al Branches

Roview bifing

D Reset

o Statutary Deductions & Contributions

e 659 B ESI Sogdaargden B%no8. Sends ESI
Contribution % (ESI £0g8axegdd %) &° 2e5 oo

EPF &%Sen 5080850 0%2355°R) aeex 88%%008. 3endy PF
Contribution % (PF £0¢32a°g0S %) &° 25 B30%r08%, egredeaone 12.

D058 Trenged Serronoposd g8 Bod.

eagé 5&6905 550 o0 Qodedybo.

28¢bo QO30 2é3v00c50S

DES 8 BoHzeds Swocsh HB e&’gNS Befo Joeso (08 KIKO) eord.

1. Payroll (58%5) — Salary Management (8ere) DEgseea) 85 S5aS0cs. DB e’gH 3°0 285,
Doayecsden, §%5en, LG Bebo SHB05M mgé CTC & 27D&°S°® oesedd.
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. &350 HEDD NG 057 8 SaHod, S 80 %0 Assign Salary Structure (=8¢0
Qozeso S¢ronosod) §§ Basod.

. Payroll Cycle (8% 238&: Monthly Cycle (Sea08 236) S Weekly Cycle (5065 2865))
08050 Salary Type (BeSo 85o: Fixed (280), Variable (£5:°38) Sw> Commission Based
(ég)og)_s eam"&é)) NocHEHAE.

. Earnings (5o03¢55e0) Dodods: B35 28e8o, HRA, 83305R), 0G5S 903Xy 58050 Re88
OOI).

. PF, ESI £0805» raddd é3°§'3 Soe3 Deductions (§se‘§e)o) QoDods. ESI D £92 Soe Q&
L55°00E55e8Y).

. 6&(‘5686 e85 63'°g§ S‘°«§ &0 oD (CTQ) Syezeeoé3 Show CTC in Payslip (’3)«2\3566 CTC
zﬁ?goo:f)o&) ¢3§ 20506,

. Save Salary Structure (3¢S0 dozgao D WoSHod) (Swe Update Salary Structure, =8¢0
Qo0 NG BoSod) 8§ Basod.

Q> B35 BN, 8ocs e Inegren Total Earnings (Jn¢go SoaresSen), Total

Deductions (Swdo &%en), Net Take-Home (388 53y &K 8¢fo) 8050 Annual CTC (598

CTC) Sdiyow.

5 Edit Salary Structure — Rahul Verma

¥37,998 456,000 1y

ReesS: s eSS Organization (SoR) — Employee List (e&8gihe eedese) Sods &
BEBBBYy: YN S Jodo> B0 Assign [ View Salary (28eso SeconocSods [ Socéods) 85
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L 205H068.

S8 28°5 868 SoHod

1. Payroll (>8%5) = Run Payroll (8% 68 B30%06) 8§ Sasocs.
2. &30 3.92,?(‘5093'6 S 0808w Sosdedybo NoHEHE.

3. Bulk Generate (20¢) 23:53&5) 85 3%, 20§ Department (Gr8300¢5) ocsrEhHd, Ser 53805
DHoHedyBo HBEFHA, Generate Bulk Payroll (2385, 8% 23538 B0%0é) 85 Safods. HB
G500 yerd BoSod.

Bulk Generate Department Payroll

2,68 S 3o, Add Payroll (58S 'GoiSo) 88 5D %R Jo5HEbE.

OB Bebo I e D ATen, R @D D (LOP) Saren, o068 deoshen, 55D HSo805»
28508 @S desHen Seerdd More Columns (5558 stosven) 8§ SasHod.
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..... Admin
'iacmim @ Al Branches o HE
Bahboard fiea S o me & Loave - Data Downioad - Reports Payrot Help b Supk
Run Pay
5 Musopay is mactive. Set up autopay or choose 8 ena-lime subseription payment Riviewbiling
ployee Payroll 5 Refresh & Export F Filgrs A Bulk Gonerate m
GeEnorate, reviow, odit, and setfle monthly payralls, attendance allowances, and statutary disbursemants
Total Net Payroll » Tatal Groas Eanings Statutory Deductions
& ¥
¥1,28,200 #1,45,000 716,800
—
[# Employee Payroll Records % — Less Coluning Saptembe 2026
" , - WEEKLY B! ER TOTAL  BF . PROF.  TOTAL
emelovee o0 BT sTATUS  ATTEND.  1OF  HOLIDAY i v b i st i o
Pooja Nal 5T- =
Lo toos  Hzaes INSETTLE 0 e3so00 2,840
Imram Shaikh =T-
s a0 20,3533 E 00 2,046.5
Sunita Pati 57 e
~i poiyy M iy B 23 . o a 6 16000 tO400  T1000 ram0 150 126,000 52,33
At Kumar 31- - 2
P 1420 & UNSETTLED 2 o ° o o s TL4600  P5800  PLE00 v1250 w550 #23.000 TLees % #200 1880
el Verena _p g;'m esrz0 @ UNSETTLED u 3 0 0 0 " y THAM0 TR0 T1000 1,350 1550 38,000 e T 1200 o580

BB D35 SoHods

2.8 Joggdy S8, 6&&586 DS H5B>08 BBBoSod. Edit Monthly Payroll (Sesd
DS :‘66606506’5) % Q) BOY eS8 Save Draft (Q§ DS 30500&) %E 230508, Soe
RS ¢sorges Settle & Save (RS & J BoSHrod) 85 BaHods.

Teer BEre B3QoDHE Srb) BaHEES, Hthdeds ¢35 B Settle Selected (NocsrHHD
e3S5 53025.)0&) ég [05H08.

Sl Excel 8w PDF e &% 308 Export (5)3%5) aecéod.

225en ol So80aH FSSE SaHod

6&&586 5635 Payslip (HAD) 88§ SaSods. HAD b S, e3> FrT0do, HoIesden, Eben,
AZ° BanoeadyRootien r8asw egorerds® DL Beso SrHKN0R. B B FPOD D& HJoDols
&t @08 Srdxod: B S38)en, 50065 QY Y0eaen 58050 DRT° o §%S.

@) D B0aHEEA8 Download PDF (PDF &R&S%G Sahod) 88 30Hod, Swe Print (0é5)
Ba$Hoé. CTC EJDomrer S 936 oS58 Show Annual CTC (55°g§ CTC SsedocSods) [
Hide Annual CTC (5°8% CTC wrcSods) secéocts.
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Data Dowrload Ruparts Accoss Conrol  Account
ST PN-FO58
Mt Sopt 8

Generated: 14 Oct !

nnnnnnnnnnnnnnnnnnnnnnnnnn ma
....... _ ram
30 n v o 3 o (]
Cifice Time Policy:  Sanaaen Otien Palicy
ssssssssss
E24,000.00 F nfstay T2,880.00
0,800.00 ; ploye} (Ex 2000
1,600.00 E 0,00
0,250.00 E52{Emplay .00
155000 34 (Empk IExcaasod) r0.00
£200.00
TotalEamings # Dedustont ¥3,800.00
Tossl Decuctions 76,880.00

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

¥31,120.00

erOR &) 6&&5"3(&)&» 55 RAroes DD My Payslips (S0 HHen) 8ocs S5 6&_&658 ?oes'):
DB S3oesods.

e9Tz°gR)en 3338053 Bowo2sbyIrotsen

¢80 TPy S35 BoDHod

1. Payroll (28%5) — Add Advance (estegdy 8%G0cS0cs) 88 BoSHrod.

2. Employee (&&%0) DocsrHd, Amount (3nedo) 08050 Reason [ Description (sedeso /
DHGea) SIed 3D, Month (Jer) Sodasn Year (Ho5e8y80) docsrsocs.

3. Save Advance (93 D B3aHocs) 85 BoSrods.
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& Add Salary Advance
ok

50.1)02.)5‘33005 SI50e5 JIoHods

1. Payroll (58%5) — Add Reimbursement (8002:5y300¢5 e5°GocSoss) 88 SaSrocs.
2. 6&(568650 D0THE, Swedo, 52830, S HBOH DodehyBo S35 20506,

3. Supporting Document [ Bill (5555058 tzeghgRvoes [ D) Socs DES a3¢§ BoSrod (PDF, JPG,
PNG &we DOC, 2 MB SEH). DS SHYA00.

4. Submit Claim (Sowad $5508yo0cSods) 85 SaHocs.

e335°0 0505, e BoHoS& 58051 ,3,)5 éoég 20$H0S

g0 SBS 0SS KHr0d HoTES’ D36 DB TR SHB0Kw Fow Srcserds Payroll
(26°5) — Advances & Reimbursements (estgSyen & BowobyBrotien) B8Hok. 28 85°
S8 o)) Approve (e3r80:50é) S Reject (H55),80t500) B30Hod, BOoDS esurges Settle
Request (925585 e3¢ Bahrod) 88 BaHod. PDF oo EXSE Boshifer Soxoabymoots 18 §%o
Generate Slip (2 23:53¢5 B30aHoc) 85 SoSrod.

65 E&re AL (Weekly Pay Process)
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o8 28¢fo Aol day)od 80, 2B¢bo Aoeaods® 5300 Payroll Cycle (8% 2386) S Weekly
Cycle (5°6) R8S) & 1E SaHod. &3 eslgtHen Srghsd 7S EJJY .

1. Payroll (58%5) — Weekly Pay Process (5765 B&re) o) 88 30506,

2. 50N docsHEbG.

3. 28 &0 80 Generate Weekly (5055 23:58¢5) 88 Sa$od, Sue Snebo Gardarods 850
Bulk Department (20¢5, &ar6350¢5) = Run Bulk Process (285, S0 68 Ba$oc) 85
RB0%Hoé.

4. PDF &% S305w°8, @) Print (2085) B0$ed8 Soe esés?gﬂé Send Email (&so008
HoHod) B0SHd8 Weekly Payslip (5785 dR0) 86506

5. RS SKHdeds ¢35 B3 Settle Selected (DoHr: e BaHocs) 85 BoSHod.
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6238 Bﬁﬁéen So805» HahHesg 823:3(352»

e @) Poen

Staff Khata 5% &a8fe2 S823¢ So0d aSRao)gs 933 <5€020¢5 6&%’35&) 56K 508 D 6&f§en
&m0, 5B BIES DB BoHSSY, Lot DEZS Q™ SresSesy, $6a%0 HEYE
By,

.
S 05580: Daily 8358 & rS® HAB0d. Weekly, Monthly LSo8as» Yearly 8:355ex,

Attendance Calendar, Al Analysis $005» 9¢56 Di5EEareqs 8GH errg NG 88Gen ey
200G S @H0Go. Government Reports £ S e 95060, Hves o0 850 Billing &
Plan (&Qog & Q“’S) Soecsots.

2,8 BSG KSofS0d

1. Reports (8266en) — All reports (eol)y 865exn) 85 3aHod. ot D
B8 TreH0nT)E T HseBo 8EGen e SahHagran: 82raed $0050 SPerdihes,
562365, DB00%H D%dgen, HBgE Feren, Bven, dexdHen, HOETE 58050 LoNOHY).

2. 2 SHocsdS DE) 235N eS° B Sa$06. TS, e90085Y) T°ER HB0DS HA
BG SrcsexdS late e &5 BoSod.

illBermmve O B taakiye : @ Al Branches 5 oot 15dmsin NIRRT MO
asht tup s \ Time & Loave Data Download Repart: Payrol Atcoss Comral  Account Hoip & Support
»
Daily & periodic
Fiiendanss for & diy, weah
Daily report » Weekly report » Monthly summar: 'l
Perlormance, in-cut, det Week:by-week attendan peth parformance
u Y‘Qﬁrl)‘ report ] a Attendance calendar
Welve-tnarih SlAndance matrix and trens Each employes's man
Attendance
Who came, who giin,
Attendance lo > Present | absent » Late come vs
B e i 5 [nsisnia e @ 5
= Overtime » Manusl attendance
Y G i B ST,
o Entries added o comucte
Time issues
Excey t
Late arrivais Early depariures Late & earl
O < Bt 5 taice
Short hours » s Mis nches > All in-out (multi-punch)
B s s i 51 [t ) ey ot o pe i
Special days & performance
Halidays, weakly offs and absence pattaims
1 on hollday » g Proseton weekly off » gy Doy time record summasy
nce on company holl Anendance on weekly off days = Work days, ansances, IMe
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&P225°8 Béﬁg

1. Reports (82¢6en) — Daily (8%258) 88§ SasHods.

BG B%o (esmeeeath Performance (H38%), Late Arrival (esedgsy oo8), Absent

(Bgrestdy) Swe Missing Punch (200 e900S Ho)), B8, 208050 DN Bo2YS® JocsHEos:

groen, Gar§rotien, S5amren Soe 2.8 ea&gH.

3. View Report (83§ <Secéods) 88 BoSocs.

HOes0eSs:

28 Ber 358, Soe B00050H SN BB DS e exersren oot

33%38 3a%zd8 All (e90)y), Present (56238h), Late (es)X0g0) Se Absent (Ggresth) 8§

20%06.

D 562D D, BB, £98050 HB SERH AS B, ©HE BS> HBAK BIBS toser Pl
DGR BeosHeS §%00 Sheet (1e5) 85 BoSrods. 398, I8 Table (ex0) 85 BoSod.

358, BHHES D AES TS &) TE-TS Sr08 B Go SrEYod.

“.ﬂlieu LTIME e @ Wi Branches [rii8
Dashboard P Grgant ime & Data Download Reports Accoss Conrol  Account Hoip & Support
@ » Dasmooara > Allrepons o Dady 1 Resun
B Autapay is mactive. Set up sutopay or choose a one-time subseription payment Roview biting
Performance & Change filters 23 Rofrosh @ Tple @ sheot
Distty sttendance report
~* Performance ¢ | Fi,0ct16,2028 >
1 DAILY PERFORMANCE REPORT  AD  Pusent  Late  Absent 7 Fers @ | & Expart
Petiod: 18 Oct 2026
DRAILY PERFORMANCE REPORT 116/10/202¢] 0 Excel | & POF
1 ofl %
o Exping sheat width  100% Q@ @
Sharma Textiles Pvt Ltd
Ropont Date: W/3072678 DAILY PERFORMANCE REPORT Brin Date - 1073026
Recorts- @ Presem B Antent 1
Emplayee Shatt O Wik Late Emby Device Device
Ha. | g Code vy Oeparsnt Dosignation | snifc | saiftin ou | T | o iy ot ™ b | T e it
Ao [ree—
1 P a Adman B et admn G5 | S00AM | 600PM | SO2AM | 603 PM fhols | 0001 . ] present | RES-01 RE5-01
2 ST-00M Ratesl Vierma. Praduction ampiyee G5 | RO0AM | GOOPM | BSSAM | 601PM Phoa | 0000 4 3 resend | 5501 RE5-01
3 570002 At Koma Preduction employes GS | SO0AM | E0OPM | 901AM | E08PM Oh O | 0005 petent | BES.01 RES-01
4 510003 Sunes Patt Production ampioyes Au | g00PMm | assAM | @208 Bh 2, peetent | REE-
5 ST-0004 wan Shakh Praduction amployee GE | SO0AM | S0OPM | 348AM | BOTPM 8h 1% | 0018 . peesent | RES-01 RES-01
L3 ST-0005 Pooga Nax Praduction empiaoyes G5 | S00AM | GO0PM | SOTAM | 506 PM Bh G - ddm | peesent | RS5-01 RS5-01
70000 KataRes | HumenRessurces | smpyes M | &0o e Abae | RSS-01 | RSS
Informaton
A — [—— ampioyon an | sooem | Bsaam | eevem | any presens | m55.01 | mss-
L] ST-0008 Neba Joshi Husan Resources empityes GS | S00AM | &OOPM | BSIAM | B04PM Ohils | 0011 . peepent | BSS-01 RES-01

J°ERD), I3 50805 8% 8%Gen
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B K% YA DS HDAWYP00: 5P DocHEbE, dHSOR Bo2YS® JocdEod, 26 H58oHEADHod.

1. Reports (82¢6en) = Monthly (3e5°8) 8§ SasHod.
2. SO NoHHY, NNB 530";)856 NoHE, Apply Filter (3)%3)5 6590&)8’30&)0&) §§ 20506,

3. oS TH-ES Br0d OFG HrGyos. eDBIHEERS:

88°8 @8 D SrDi08
Performance (53&) OB &N $82385 Beren, $8OGEen, TED despen, Jgresthen, esedgsd)

totoen 50805 BBeso IQocd Beren, &% oedrr.

Attendance With Status OB 58 Jo), 8o 2.8 1B.
(R8BS o)

Muster Book (56 2x8) 5822365 SORESS® Do 65 56238 BesRd.

OT Summary (£&568 S0S° £.5688 Hoesex.
Aeo°0%0)

Leave Details (e S0&S® BLoHK) deden.
DSTeen)

@ Al Branches

@ » Distbosrd > Allreponts 3 Monioe > Result
5 Autopay is mactive. Set up sutopay or choose 8 cne-time subseription payment. Raview biting
Performance 4 Change fiters & Rofresh = Summary B Sheet
Wonthily attendance repart
~* Performance v ¢ | Seplember 2028 >

Parformance ¥ Fiers @) & Export

@ e — @ pEsID: Administration © poucy: Standand Cifice Policy B3 moNTH Dol 2026

& oreT. Production b oEsio: Superviser © PouCY: Standand Office Policy £} MONTH: Oct2026
11111 i~ Frent WO Aewm e PueDan ey -
oea: Warme Verma 3. =  wn 3w =
i @ = - " " o o o u " " *
" s - ~ i o
. - - s - - i o - - iz moim -
..... s - 0 - -
s - - - - . - - - - - = - ™~ e - - .
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62280 50560655

Sl segBocsbrr ScerdS Reports (83%§en) — Attendance Calendar (5%t s°g80cs6) 8§
SaHods. Cards (s°Gew), Matrix (5:°3¢35y) 58050 Sheet (1) Srge Soesg 5B, GardIooes
S 6365556 WP 39%5 20508, DS eg0g0me Sy, D508 Gorasdren eseyomn Soe NSK
O HNHTNE 9IB B SPDOR.

HEHESG 8Gen

1. Reports (82%6en) = Government Reports (H25¢5g 83%Gen) 85 SaHods.
2. ertiods® Bhen Sr8yods. DB 08286 &3 5P HGEE 9HHeh0d.

3. 23*D&® Sod ¥ 68:‘8’\35 NocHEHAE.

856 ;6 Seyo
Muster Roll (mgs &%) Form 25 Factories Act, 1948 (;ngéo 5¢30)

Register of Adult Workers (5&r2sS se8her  Form B Factories Act, 1948 (arggbe> <5éyo)
8e336)

Leave with Wages Register (3¢50 deosper  Form D Factories Act, 1948 (arggbe> <5éo)
82336)

Register of Wages (3¢fcre) 82330) Form I Payment of Wages Act, 1936 (Seszce
Do $€0)

Register of Workmen (s°8e> 8236) Form Contract Labour Act, 1970 (scogr§ 826
XIII <5830)
ESI Register (ESI 82305) Form6  ESIAct, 1948 (ESI cS¢o)

006 B e3 520065° OB FertH ¥S-Baen, Jorasdren, dersden B0k TeER) deshen

e

S3R008.
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aillRertTive Q Soarch features.
ailfieaiTive

Dashboard  Device Sotup Grganization Time & Loave

Data Download Reparts

2 Aulopay IS nactive, S0t up autopay or chaose a one-lime subscription payment.

Government [ Statutory Reports

Mandatory statutory registers

1 Muster Row Form 25 -

a8 Muster Roll

] ADM-TYMULAG Admin wiirnin

2 eT-000 Fahd Verma  Supbrigar

3 sronoz AmAKumar  Machine Operator
a ST-0003 Ouality Iepatod

5 sTo004 Imran Snakh  Maching Operator
6 ST-0008 Pocia Nsir Superdsct

T ST-0008 Kt Rae HR Exgcutive

8 ST-0007 Adun Metes 1T Suppart

@ sT-0008 MehaJownl  HR Exscutive

Al D3N"ed

ner Inellan tabour

vs — Factories Act 194

Dupartment

Production

Produztion

Prodoction

Production

Hiarruan Resousces

Information Technciogy

Huaman Resousces

Praa g

, Payment of Wages

e

ar o2 o3
[ =}
AN AM
Bag A 08
AM A
[ ]
AM M
Bas a0
AN & AN
o A 853
AN Al
w4y

AM A A
By 08
AN L) AM
54 A L)
AM L
858 803
AN A A

ort: 91 79820 72270

Payros Accoss Control

it 05
a7 AM
wo L)
»
wo BAE AM

wo 1AM
wo w01 AM
wo B56 AM
wo 5 AM
wo B56 AM
wo B55 AM
% Hopior +

Labour Act 1970, and E5

E47 AM

900 AM

58 M

47 AM

B:53AM

38 AW
fLate]

Account

or
w02
AM

Bds
AM

AM

(E]
AM

(5]
AM
woe
AM
57
AM

B57
AM

war
AM

EE0AM

Do1AM

BE52AM

0T AM

BasAM

a4 A
ILated

aRAN
{Late}

ol

BES1AM

2:03 AWM

0 AM

zAM

000 AM

8130 AW
Lae)

B48 AM

@ Al Branches
10 1n 12 n A
-
wo wo %09 EE sy
wo wo A5 A ws0Am
wo wo B OB gk
wo wo W TR weoam
s
wo we o SN ponam
WO Wo .‘:‘a ENMAM B57AM
wo wo S B G

© 2026 Seadl Khata - Anendance

= Refresn
B8 O, 2026
1% 18 17

EO AR e
04 BIES 852
Am L) AM
856 001 B4
A AM AM
255 858 858
Am A AM
803 B8 04
am A

w05 w0y ma7
A A b
w08 BuE  E56
am A am
w0 &5 90
A AW AM
e
] AM am

o A

Admin -
o ADMDRSTRATOR

Halp & Support
Rirview biling

B Tabte @ Shect

B oa

18

B:56 AM

203 AM

07 AM

w20 AM
fLate)

00 AM

HO0AM

008 AM

D03AM

6, 2026

& Export
oA L
B o2 0
o1 o0
B 30
10
o1 o0
B 2 0
10
10
10

2.8 5P0065° HBgEor D0 ScserdS Reports (835en) — Al Analysis (Al D3¢a) 85

R0%0G: QD 3238 B, 5552335 50805 Joresds &ezen, 90085 TPEen 0050 256G ). Tl
805 B0eggRod 2eQeS® Key findings (Sxag eomren), 8% 786 o§, Attendance by
department (&°8300e5 508 53t5), 0808w Absences by day of week (5°80e5® 8% 526

Qg}aa(i)@o) €50€3°0N.
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-“""_’R‘_'m'llj\’f 4B Al Branches

Dashio Crganization Time & Loave Data Download Ropans Payrofl Accoss Control  Account

= Autopay is mactive. Set up autopay of choose a one-tlime subscription payment.

Attendance Leave Analysis £ Retresh
What stands ot in attendance, absence, leave and punctuality for the period.

anendance rate Present oays Ansent tays Lowvm days Late arrrvals Ovenme
96% 205 8 0 14 45h 42m
saiciing dass v 50 b by E— ST 75 of pres g

@ Attendance is healthy at 86% of working days.
(1) Absences peak on Tuesday: 38% of all absences.
@ Punctuaiity is good: 93% of present days started on time.

indings. ince rate over time
# Key finding: Attend: at i
& 45h 42m of overtime logged in this period.

-

a
o dip weet
Widy O 54

@ Frossniees 304 @ Abseniess §

@ Attendance by department £ Absences by day of week
Lowest first. The dashac Bng is the cvaral rate ® Abant @ On leave

Human i 3%

Technol.. 2964
—-— —

( #350%: Al Analysis £ b JPRES® desdhe AETEs Ko 95560.

Q88 Bérsgen

All reports (e9) 825%5en) 806 B> 9 K BEBBYY;
B8 H868 Late comers (e;se)?\’)gow éaaéasoéo) 08050 Present / absent (a’sﬁad) /
(gresdh).
Overtime (25680, o OS® £:568 H560).

BBE oD Honod SAoserdd Manual attendance (S5eb8ogS5es 5623th).

Leave report (e 8%9), Device punches (5858 Hoden) 0805w Easy access (Koezs

OS*8Y).

Qg‘bﬁ'sg, éoés_ S0805 96 JoHod
D 8HI3° Export (H5)dE) 85 B33 Excel (.xIsx), PDF (.pdf) S Sheet view [ Print (3¢5

g [ 20&) NochH8bé. Sheet o"z?geﬁ'ﬁ, 2 DS ) Excel, PDF 0805w Print (085) 2oeden
oS0,
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WhatsApp esesben 508050 Roe3giden

e @) Poen

05528 BESK0TRS wHEET eocéods. Staff Khata o WhatsApp &5° $55238) eorozeen
Dodtieress, o APoes WhatsApp Sue SMS e Kr06 D208 eerden HodHe, 58050
&30 JBE IS0 eolotSifercs.

A WhatsApp Jcoroaren dot&ods

&s SodBen Staff Khata Soods a$r2s5eR) $0206% Sraw. 503 e3d Sasxeéo 553y HoSad eI
B[AHSSE380 Sedo.

1. Organization (50y) = Company ($02J) 88 3%, Notifications ($e33:8e0) ewge
BBNots.

2. WhatsApp Notifications (WhatsApp $3285e0) 8065, 2o 55008 Sodden e
Bo%Hods:

2)%?06 D D S$3008

Daily Attendance Summary (8%»xe8 55623 Jeorodo) DB T°E es 8% Hoesdy G WhatsApp

~NPOP0d0.
Monthly Attendance Summary (3ea°8 823t CSV S Jeaed st 8¢5,
°T0H0)
Device Health Alerts (5055 es8%ig everfen) 2B 30¢38 HOEGo DB NSRS 28 JVE.

3. Save Changes (S5&yen D KSa$0c) 8§ BoHod.
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R o % Graw o Admin v
Q Soarch features @ All Branches 4 Growth |15'days it o A ADMRnsTRATER
Organization Time & Loave Data Download Reparts Payrofl Access Control  Account Halp & Support
@ 3 ¢ 4+ Company
5 Autopay is mactive. Set up Butopay of Choose 8 one-1ime SUDSErpon payment. Roview Liing
Company Settings
Manage your company preferences, anendance rues, payroll, and policies

B Compony Profis
@ Company Profile 5 WhatsApp Notifications

# Employes codes Miinags mutbmsted sypiem alaris and sinrmstias sant vis WHalsApn
@ Attendance Rules
& Journey Tracke Daity Attendance Summary
A
@ Payrol & Tax
@ Localization
0 Notificaticns wecane i

& Duplicate employess
Device Health Alerts »

£ My Prafile

aoﬁé&SQ SoS BBS0S

o Aroes greare ok woden HodwS, Account (gre°) — Integrations (Roe3inden) 85
Bo$ods. Integrations & Webhooks Hub (20e330en & 3285508y 85°85) defore s sSoseedd
£33N0 Sred008: WhatsApp, SMS Gateway (SMS &) 0805 Webhooks API
(3B550Ey API). o se505wdp Configure (5296 S30%oc) §8 SaHods.

allfeey

Q Soarch features nek @ Al Branches ERLUUNEETE o A Mo -

Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payrodl Accoss Control  Agcount Help & Support
@ Dassboord - iegratians
) Autopay is inactive. Set up sutopay of Choose 8 one-lime subseription payment. Roview Liting

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

Available Avatable Availanie

B =]
COMMURICATION COMMUNERTION DEVELOPEE & EUSTOM
WhatsApp Webhooks API
" signe
1 "

Mesdhwip? S, Support s9179830 72270 S Helplew +31 TOSBTOEE 40 B3 Emad seopunstafinatacom.  © 2020 St Khata  Anandance Control Plaslorm
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A Aroes WhatsApp Business 50296 so¢5od

Qo Meta Cloud API 2 WhatsApp Business geae eésotd, 508050 Meta 2:53)¢38 es350800S
SIRY Qo'éege)a oo,

§3§ 20H08

1. WhatsApp s°63, Configure (seQy$6 do$0é) 8§ Sahods. Connection ($34S) g
BE0EH0008.

2. o Meta access token (Meta oS8y0 &°8S) 08a5» Meta phone number ID (Meta
DS 0205 ID) $35¢S BBaHocs. S So2xb s°¢%, Meta NS S So2ob ID soctods.

3. Alert numbers (90§ So2ben) 80e5, 052335570 @eden ot SeONS INBES Soerden
S35°¢8> D006 (20 HEDH).

® WhatsApp Configuration
Mot Ciood APY - O swieds anabled

Connectlon  Event templates  Activity

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

WhatsApp provider

Mets WhatsApp Cloud AP

Mata phane numbar 10
= 123456789012345

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

)

Configure event tempiates

&33085 Qo'éégen 838 BoHoS

1. Event templates (&:30¢5 Eoeden) ¢gdl BE50c. et SN BsSodSen adeene
esotoron: Check In (35 1S), Check Out (B35 e9&), Late Arrival (esedgs oo¥),
Missing Punch (o8 e0nd Hod), Leave Application (e s8sesn), Leave Approved
(o) e3rdoscod), Leave Rejected (dersd) BE5) Bocserdod) sodasxn Daily
Summary (8%s°8 Jroroo).
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.

208 833085 NocHEDSE, errsrEse Check In.

Approved template name (38003 Goed H&H), Approved language code
(e935°B0DS o 8%, estoe. en_US Swe hi) Sr8as» Exact approved template text
(335800 BoRS B8y oHEeeforr) SI3:ehH BaHocs, Meta esBrBoDSE S8 52
B0H0d.

Variable mapping (360%20& $5°g206) 8065, 5B S605H2055 DO Doayrs® docsrEod,
estrarSeath Variable 1 £ employee name (es&°g0 H&) 0805w Variable 2 £ punch
time (0 H55%00%0).

Recipients (388e0) othHihd, Dt oS Meta & 585776 DgeBouseedS 2§y 638
R[AH0d.

DB D Hodeocdredrols Seserdd Preview message (3o :3rg) 85 SoSod.
HOHAN0D S3céeDS, Test number (8 So2xb) S35 I Send Test (8 HoHods) 85
20506,

Enable event (&30 esd 30%0c) esd 3D, Save configuration (5208 DS BaHods )
85 3a%os.

Check in

#1118 APEEOVEd TEISagE AN CROCTE WO MECHVES &
Approved template name

attendance_check_in
Approved language code

onuUs

4 he language of the appraved template, for éxampie en_US o b

Exaet approved template text

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

Leave Application
Incomplate

Leava Approved

HS0DE: 9 Sur @HE DoBeS® 2,883 H5°g8D YN, qu) SRS 30 Ay eSTeges
Missing Punch (o8 @008 Hod) S0 2:83°8 Hodexctredrod. Daily Summary (8%:s°8
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Jor0%0) aEes sPolrido H5°60 T°8 10 Kot 88 e5)esod 58050 wef Soaberth Ssehd
SP08.

Activity (a580e3) ¢oegdd 9e35O B 50805 a3 JovEe), D FSe0 T2 ©oHEbodol
B erdee 3008.

XoesS: "Accepted” (90A580S20G08) @0é3 Meta o288 e90H580D0d ). b ZOSE
X)g"@oﬁscﬁo. 56.)@@ DHos) ot o Meta Cs"g)_assé 238 S0%H08.

SMS &egoe eaoée» HoHods

SMS Gateway (SMS 383) & 938 DeSorr HAS0d: Configure (sey5b BoSod) 85 B, 208
D366 EIE B, e50°ges Ka30ed Bogeden e WBoSod. A MSG1, Fast2SMS Sue xes8
r3csbe 850 Custom URL (850 URL) ochH&5esyy. er8&ah SMS & o) DLT-es35°8¢8 0csd
ID, Doe3¢3 ID So80%» 9303,)@5— 635‘3& 295380, S"&)%? J°¢3 @gcﬁ& Sood %goﬂ" &ocHEHE.

58 3‘%355) E33085en HoHods (3a§:m§‘3)

DHZT° DolS B8 BDBAYE, BB SBIRD BHSXNED GBI A Arods FHIE Soe
e3¢5°DRS e5°5H B0 IBTVEY °céod.

1. Webhooks API (3558 API) 5062, Configure (52056 Ba$od) §8 Basode.

2. 2 Webhook Target URL (355005 ¢3°3¢5 URL) $35¢% 3a$oé.

3. Event Subscriptions (&30S $525900ew) 8ocs, HoardyS S0t €38 BahHodk.

4. §38S 385 BoHiedS Test Ping (8 oh) 85 B3, soeges Save Configuration (seQH8RS
D WA$Hos) §§ B0SHod.
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.. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa
it

hat tigned avant rtificatons
1 EVENT SUBSCRIPTIONS B TRIGGER FILTERS *

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

> TestPing

DB &30 DoesLo (2\35) 05236 508208, S"a)ém3 8 Jez3ore Staff Khata &Syodd 855)‘)056 N ?03953
B8 BaHrsercs. o @HeHd Jbdorersy Webhook API Spec (o':’)aS_a’Jtog API ?\303&333:45) 8065
L0555y,

2.8 83505 38, oo 869 Disconnect (GROEIE B3oHod) §8 BoSrod.
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14

325 508050 S0BSS® &&’gH SY-H030

F: YN PO &) yPoe ’

&0 rASE’, HB &F§N8 3B LoBasw Android, I0S §%o Staff Khata aioes® ¢80 Aroes

Staff Khata gyeese D08, 308 D L 25 S8 Yy, BRY Doden 5630536565%, RN
¢5835°R 3058 8K €855 DD WIS, s°20¢3 N CSEIBE 555 Hfen HJrow.

APS 05580: 63N NS S S RS erE ean e0cidus). DX o 8o Billing & Plan
(Db & ) Secsote.

& &gtheH oS 385084

1. Organization (50y) — Employee List (e&ghe 2de) 88 Sahod.

2. Add Employee (&30 S%oSod) HE)S 6:) ereao 36D Invite Employee (&0
95563 0<S0cs) 85 SaHod, Swe 65655563 5378 &:3100S 805N INBS 022’ & GoSodk.
i&sgd)e&’» 530508 58050 QQerociols wSecsots.

3. A58 IRHE @anTe L Bue S BoHzEds, HKHD b 36 Update Password (2058
e B30Hod) 88 BoSod.

4. N3 Staff Khata oswod Soods ?oes)o_)és D0 YD JOHTEE 9:5080B03°0r083, SKD oS
862 Enable Mobile Punch (S»38& Ko e B3aHocs) 85 SoSrods.

esEgthen e9d Soowd HHBasn e0sEE’ https://attendance.staffkhata.com &° o Staff
Khata oS50e° 28 2 B3Jed.

My Dashboard (° t525°6)

eE50 D AN ISRk, 376> My Dashboard (S0 QeS*0) £ BEeed). b & I0S° 50
Hotren, Ders) as°§65‘5, 8¢5 9DOEFR DPT° (R 90D HoR-95HE $50e3D), KB
ZANBRED ) DA BT O 5508, 8ocS &) es°§a§e>o [ee5° 308 Fe3td 0805 derdHe
NST®RN LEIPOTPON.
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alllReaiime Q Soarch features ek - m 0 Mehadeshi
L nlaluig o Bvee
My Profilo Hetp & Support

My Dashboord My Atiendance  Apply Loave

Gaood night, Neha! O Retresh
HR Exiseistiv - 2 REm(2) heed your stiontien

118h 23m 112 2 22

Viewdewss »  Wewdeakh 3 Mewdess 3 Vewdsais

Meads your attention % This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-outs — 1 Days A Late o Leawe e P i
% Mo @ Atendance @ Loave
SUNDAY, 0CT 18 & Clotknd n
My Attendance = 2 My Leave A B e
Cavaat Leave 17120 ihe
—
Total Howrs Sk Leave orae me
14:20:02 Eamed Leave DI E e
mmmmmm y Leave TR
Compensatery Of sisc Ee.
& o) =] ® Remaning 112 @ Uses

My Attendance (&~ $238))

My Attendance (J° $5823¢) &s8%3° totoen, €8 280, & Se 805N IFT° LedOB Sr08.

gas 5508 Hod 9D BoHod

1. Punch In (508 a]) 85 B0%06 (D L6 IS S eieS®).
2. Be3b e9dHE(Y)E SI0T° 085N S8R 9800k

3. ?\)9503 & 3(3"60:350(33.

505 2 58050 SEASE DS weosd. e DSES® Punch Out (SoS enes) &8 SchHod.
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allRerimmve
o R

My Dashboard My Atlendanice  Appty Leave My Paysiips My Profilo
@ My Dastiboard © My Aftendance
My Attendance
Your punchies, working hours and sttendance history.
SUNDAY - 06T 18 oy ey e
My Attendance s
Total Hours 14h 20m
14:20:20
300 OF B Hisaly target
@ o A
o0 AM Ll At
L b ALY ana QUICK LINKS
“ N
@ Missing Punch uts

o] History

Attendance Records 14

Setthe Date
NS 18 Oct 2026
NS 17,001 2026
L] 2 16 Oci 2028
LY ] 15 0ct 2026
NS 2 14 0ct 2026
N 13 Oct 2026
NJ 12 Oct 2020

58¢8 Socsols

Q0 Search featunes. .

This Week

9h §7m

St

» PRESENT

* PRESENT

» PRESENT

= PRESENT

* PRESENT

» PRESENT

* PRESENT

—
2000 45 M ey gt

m

My Leaves

Check In § Ot

- 603 AM

o B56 AM

» EOTPM

Late

On Time

O Time

O Time

On Time

On Time

This Manth

128h 20m

501 100 H ey argat

Aeimbarsement

Producton

G #HLIM

@ 1M

@ B1EM

@ 8H5IM

@ BHZOM

@ amseM

e
¢ IR o v

Holp & Suppert

O Refresh

& Gvertine G

Oh 00m

Tris ety

AN Appoved  Peeding | Ol Search atiendance.

® 7
® F
® ¢
@ 7
@ £
® g
@& &

Attendance History (55523t <58¢8) gl 58 Ferdd 230D&° B3:008. Hod Ddvaseen, oS
HBEG0 08050 BN S°EAS SreserS 2.8 B Kotd 25 §8 SaHod.

S Hod HOBoHoS

Attendance Details

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours

PUNCH INFORMATION

@ S03IAM  OFFICE

0 Samusng Gatary A3 - Androie

Kl B ]
VLAY SALES
KARE BAG
o o
Kaiod Bag

AunT
1R PUE
"
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1. & 8% G 5o 8§ Jaodk.

2. Request Correction (5:56es eesgocSods) &°, Punch In Time (Do 3 $:0%0) 808050
Punch Out Time (508 e59¢5 5:500%H0) E BoSHrod.

3. Reason (s°6eao) S35 B3 Submit Request (e25g8sS SodyocSods) 88 SaHock.

02385 esBcSo 8500 N Hood. egen ol Regularization (Brdgede8as) ergde” ¢8
B, Ho-eHed B B%ren Missing Punch Outs (o e00S Howd dHesen) 8ods ardae
R0%22¢5EP00, $BA5H den Hod B Ferer 800 Request Missing Attendance (o0 e0xS
56235 @ﬁggoéo&) €&08208.

Request Correction

0 punch out at the gate

> o,
Apply Leave (Res)& &58a5°K0)
Apply Leave (2% 583700) 80, eslgren ¢8i ey ergBayen 58050 3B 025385 A

S, 306> Apply Leave 85 32, Leave Type (e 8%0), Sden (Swe Half Day, 565 &)
DotHHA, S5°8E30 0D DLLAVPE. K AEBern weR)) SITOIE Swe BEL),B5.

My Payslips (e dsen)

(3]
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My Payslips (° 2Q0en) 80e5, BoDS HA B Soesden, xeben 58050 HABJS Bered®
NI TN TS 635685 S 08080 H0s3¢8 Y50 DotHEIETRD. 58238, Hoareiden, §%8e0 080350
oo’ LY Bebod’® HPQ DD BESTIS View (Secéod) 88§ B, @) PDF me &R&S% Sahod.

aillBenunive O amrch T - o g Rewve
AMLICPLTING rrh
My Ons yAtendanco  ApgiyLoave  MyPaysips My Profila Hatp & Suppert

SToO0Y

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

PAYSLIP NO

ST PN-FOSE
Mot Septemier 1036

Garwated: 18 Dclcber 2036

Sharma Textiles Pyt Ltd

Office Time Policy:  $tandasd Offica Paliey

v DEDUCTIONS
24,000.00 FF ([Employes ¥2,880.00

R9G00.00  PF (Employe) (Exciuded v0.00

neK000  ES #0.00

02000 B8 iEmplay 0,00

1,550.00 ES4 (Empiloyer) {Exchaded) 0.00

000 Frofess al Tas *200.00

rrrrrrrrrrr ¥18,000.00 LOF Deo ¥2.800.00
nnnnnnnn ¥6,880.00

#D Annaal Cost ko Company (CTC] 74,56,000,00 v

My Profile (50 °39)

My Profile (S0 °9e) $g8t5¢8 DiSoren, 865 58¢8 08050 232508 Hireemrord)) 2.8 38 508,

Staff Khata ofso&es®

J0BS AR eEYHOH B3 DGR 5306 2320 odR0:

Mark Attendance (55523t S35°¢5 B30%06): -"‘\’é)o) S00050 SPEASSE® Hod 9D, wHES
R0H06. 53788 IS HoDoh e35S° €063, 22¢ente 3088 SerronodS Realtime 2dBe30eds
DBEBo °ieetD.

Attendance (55238): S© 5°§80¢s8. How BB 005N BE-BS SBAS SrcserdS 2uE
B3 S0k, o) $O8BaHd8 Request Regularisation (3hgeodsas eaigBotsod)
SE)06.

Leave (dexd): 8 Ser, 585 & S S8 HOHS 5687 $aHod, 02385 I':ge‘ié S0,
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Payslip (J99): & I3~ S Download PDF (PDF &S&% B30%06) &) 0é.

Claims & Reimbursement (Sonaven & Boxno2b)Rr0e): DS 8¢5° Swe PDF &° eoragdy
S BN F000 HoHok. 8 b o §0o Advances & Reimbursements
(e9zrgdyen & BanozabyRvotien) &° Shehrod.

Profile (&r3¢5): $g8¢ies 508050 estges DaSoren.

8:55 vi

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

® 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

BeesS: BBe-DAYH 8S® 63083, eiSgrHen KBNS Jrodo S50 XN Srrghadd oSre
2006 Dot BAHEOB. 23 AAHSTPN HoBOK DD BN VR Scéods.
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Journey Tracker (oS&-esS)

e Journey Tracker oS&-esd

Journey Tracker 8%3 HJBD Jeyyod §%0: Yy Deshexn, BB, HEID sedy. exdSgriven ¢85
8ol Staff Khata Sn@e afroe® 8508 S, 500050 76 &) 28, DE)es e3Tdd, D
PEY BFB> IO QB> I AR K06 SRS

.
A°S @B558o: Journey Tracker 2.8 o0& aSr&-e8S. o grerS® iG-S 58S oS Soegds
Journey Tracker 3>355 55805 degohHer gl EIDFPan. Hes S8 850 Billing & Plan
(i)@oﬁ & Q‘S) S5océoss.

L

Journey Tracker esS BSo$H0d

A 3K aecéero o?mCSe)o?bee? 520065, PESe Noes SBST B S ERS Hoares® JE SoHod.

1. Organization (50g) = Company (£02J) §§ Sc$Hod.
2. Company Settings (%0 d&ohen) &° Journey Tracker exged B6S50c.
3. Enable Live Location Feed (88 "8R3 & e38 S30$H06) 88 SaH06.

4. Location Update Interval (S"8QS @535 $5g56) dELSE® S35 30506, wrer eanes
DO ELO e DABIP0W.

5. Save Changes (St D B30Hodk) 88 B0Sodk. o "Journey settings saved"” (38y
2¢30hHen Jad eoSrgon) 0.
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5 Autopay is mactive. Set up sutopay of choose a one-lime subseription payment.

Company Settings
MANIge your company pleforences, attendance rules, payroll, and policies

Enabio Live Lecation Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

AUTOMATIC START APPLIES TO

’.0%305

Enable Live Location Feed
(@S SEAS DHE e9S 530530&,)

Location Update Interval
(S8R 0HEd H5350)

Start Journey on Punch-In
(K)Ors-‘ars&e 835& FEoDotSoss)

Automatic Start Applies To
(9;963633(-'335 JBoeSo zsgo;%&)

@ Journey Tracker Settings
Configure ve location updates and autom

abled. Employess can st

@ All Branches

Roview bifing

D Reset

YU Ve Unsaved changes Discara B Save Changes

@8 DX SK»od

6&(‘5686 238) 5c0 R SBRS eH@Ten HosHesod.

DES Doeb BT 5 SBRS HoHeA0B, 1 Kook 60 EL. LN D
$g5650e0 &Y, 230588 L0050 INBES Ger T csEeow.

36350 S0BS APRS® Hod BS BABSJY)E e9¢5°3re380e 236) JrEoDRoB.

All departments (o) Gard3rodien), S Selected departments
(DocSHreHR) GarEIoodSen) Hrrgad. esdSgrien B8 3OS esfyen
ESRCIALINNEAE

235& BodDotSocs (&5858, 3»@6 o!iﬂfa)

1. Staff Khata o$& Home ($55°%0) 959, Journeys (238yen) € 0é. &> More ($5083)) —
Journey Tracker & &t 3¥)SeSy).

2. Start Journey (228) JrsodocSods) &), dgeseap Done (rgowod) Foé.
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5:20 vi

Journey Tracker
€« Y ©
® Ready to start Online

JAYPEE

ST O
- INFORMATION
= TECHNOLOGY
]
SECTOR 62
&2
SECTOR 63
Google
® Ready tostart
e ® ®
0.00 KM — 0
Distance Duration Checkpoints

I start Journey

Journey Timeline

©

No stops recorded

R QY WRYBHEL €53 580, HFHA 0B BErawodSe’ On Trip (SOS° o)
Z55PR008. 053°8 wggﬁoéef RN ON-SE Sy DS 55 S ENR DoNBEFS &50E0080.

.
BeeesS: oSe "Battery optimization is on — tracking may stop” (23308 esRRoERS esdeS®

500 — ¢rSoh e3NVEHN) @ 3B, Fix (38BaHod) F8) @) e9orBosod. ERY) S
as°§eo8 e3T° RBOHTE aa‘°§§§°05 OSRHOK DHIP0N, BAHG E3eeS’® grrden dBie aw.

N

§¢‘e§5505 esefs BE*02085 %G00

3Ero00ds 208 .gwfoéo S35 BR000: 08 DE)LS, D 238008 BA5N HFT® Deex.
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1. 89 39S, Add Checkpoint (38§ar0nodS &%GoSod) SE 0ék. Log a Stop (0 S35
5302530&) S BBcH%06308. Dy S EAS e9¢5830638r 23¢530520¢50¢508.

2. Add a Note (Optional) (% &5°GocSod, 002)80) 8ols, D 23000E T°aHod, GBTeTEEItd
Qo 2008 B2 esyb.

3. Depew, B1den Suwe PieS’en %GoSwd8 Attach Documents (wrggRooeSen 23¢b 30%H0s)
K06, Take Photo (6¢5° &asHocs) Swe Browse Files (Déen &8 SaHod) Dochsbd.

4. Save Stop (5 da BSaHok) K ob.

P | B O e [

i - i il
1__;_%_-?2'__1_' 7 -"llf'ls: ushia Naiyor Marg ﬁ—l hF
7 LI =4S B

lanrnau Tramlar e .\

Xp
£

Log a Stop

Recard details about your current location.

Location attached when you save
GPFS coordinates will be attached autornatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents

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

238 S0foSods
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1. O Sypdondsyé, End Trip (85 Swhosod) 08

2. End trip & dgeBotSod. 238) S0H0DS Boeges o)) 0y SO HoSB.

238) T 8¢5, Sebo SeBo RBA%H HA §°5é6 Q00tH08. é&c‘:’fgdoen tfe8 3Hed More (308Qy)
— Journey History (238) <56¢§) 80¢S <Scssdesyy,.

> 3081 SR Seeéods (e9dyd)

1. D 5 Journey Tracker 8§ Sasocs.
2. Refresh (83R) 85 B30%06. BHES® &) DB 2.8, 6 Live now (3l 8S) 8ots EJ1IYRE.

3. Journeys List (238)0 a2d&°) &°, i8S 838) B H3rge BE5wA8 R Hrged 05 §§
Bo$r08. 58 S"E0Sen SYSANEEr SrgS SEHD 0563008, MES FHS Activity
Timeline (a$8¢3 BBS) esotnod.

i
4APEE
SO s ST e |

& Journey Tracker @
* Rocording

g Online Bahul Varmas
B » -
e e — = {
..... P
Kslisl gl 3l I ;
3 | * 1 5o
i sHaT g SECTORE3 i
E RAL VIHAR —r |
3 e
_I.A".\r:;? b
g J o T L SR e — Buaniwey S
il DU LE ey ey
i ] 1 3 i
Goas™ | = 5
iy o
H i
« OnTrip i 45
StartTime:65:20PM x - i
i i
i (<] @ { H
: § e ] “
0.00KM 00:00 1] 3 = i -
Distance Ouranian Checkpoints 1 ]( = 7
@ AddCheckpoint o i j hisin .
> X E | e o Sty
i I i
B EndTip fr d Z
Goagle - SRR v =
g - per

Journey Timeline

9050 2,83°8 530cse8, D K& IS Live Locations (8 S°805ew) 85 Saod. ed EHe®

Q-

5:9) DB IO 2.8 HegDHD Sr0B.

-0

235& <58¢% .‘62)330660&
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1. Filters (ebexn) 80c5, Today (&s8%°), Yesterday (), Last 7 days (t5¢5 7 &%xen) Soe
This month (&8 ) o8&, Swe D AP0t From (Hroé) 08050 To (H58H) Sexn 5
30506, > 28 YA LT DotSHE Y.

2. 220 seexn Total (Bweso) 238yen, Active now (3 s aie8s), Ended (H50035),
Distance covered (05800 So8o) 0805w Avg. duration (Sejewn 5358 LS.

3. e Db BaHdS All (), Active (a$8s), Ended (500235) $8as» Auto
Ended (e3¢5°30¢36m 50005) exgeden, ESS%E SoHeed8 Export (DEYDFE) ecéods.

4. 85&%’_&@5" £0e3 05°S §§ 230506. &"8«35 rB0o2s 08051 Hd0AY HdaAsHo, Jwedo cg)%%eb,
580 0805w Journey Timeline (238) 80BS) S50%008: KB B9 58050 HA o
DoY) e0ls’. BErowothen eEgH SELo Sraron, Sdosk Dewen BEHEAS
attachment (eserr5300¢5) 85 BSaHdesyy,.

+ JowneyEnced 5 Reoute Remap € »

s1-cca
p Ended A

EUNI0T6, 012332 pm
Teast Stnge Distance
H 2 ama0mm

St apted Latt mcorged
Jaurnay ended mem 01119:39 pm

= Journey Timeline

1838
A @ Tracking Started

BHX $rllm

8085 5235’) 0H08

1. 235& 3.5"539’5_66, View route ((55"6’5_ z)SJ"Cf;o&) §§ 20508. S0edo @5 DB §°5§J So2rb&F
SoegSH HoHaocirerod.

2. Bedo 83 3008 Q T ob. 1%, 2%, 4x Bue 8x Stfo NocsEbe.

3. Aoy SPETe Srcserd 3D Mode (3D I&), 2888 Sy 8%0 Satellite (7e38¢5) 86
SaHod. Reset View (s5eg 8¢5 B0Sod) Segds 3:58), 83v08.
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1I;ro HRMS (o$se&-es)

2rS: Pro HRMS osr&-es§

Pro HRMS 55523655 Q000 & e95:38305 HR easeddy &%5008: S0 D&, 6&6908 QoEdO,
858G, esver gr8oh, Arerden HB0%H IVEG By ¥d Manager (3e3b) 865 Ko
G008, s°20E3 3 DEen B deoes SgHeds S5R08 s,

§°5 e95:580: Pro HRMS 2,8 20n& oSr&-esS. O gresees® eod) oﬁrgs @00 STPYE TP Jodseen
éf()i)c_iowo)o. Qe S8 &0 Billing & Plan (Z)Qos & Q‘S) 55°¢506.

Pro HRMS 35850 E:506°S50&

OS5 &-e8 OSeEm @900 TS, edden SrBasn Jesber §%00 D 23°865°, Kr805» 65&656
2rgIES® Pro HRMS Bo:65e $325008. 8otS er3)58) @ Rmes™S drotram.

e3832AD H&E
0a-
DEeSen, JrgriEren HBAsH Schde 80 &l e300 &%,

1. Pro HRMS — Organization Feed (s$383S a&) 88 SaHod.
2. &5 erEYS® BS BaHod. &GS 238 BoHid3 Photo [ Video (256 | DBG) 85 Scod.

3. TR AN S’ ochEods: Everyone (e0585) S Specific Department (283
&é“éo?noég).

4. Post (éﬁg) 530530&) §§ 20506.
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z Admin
TR R T e (T T
ﬁxw\m @ Al Granches ADMNIST
Dashboard  Device St o m Dats Download < Reports HRNS ~  Accou Hatp & Supp
‘Organization Feed
) Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biling
M Organisation Feed
Y ampany announcemoents, updates and celobtations,
A A Welcome (o the team, Neha! F Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
" .
L] o
& My depanment s
&5 Colebrations
B
w No posts yet— be the first to share!
£ tervan Shai e ki, Wl :

ea&sgd)oo RO BE, 52R00ed 58051 A BaHSSy. Celebrations (Scgen) s05 &8P
08050 07250 eS8 aren Hr8050 &R R8BI SIDOB.

esb &3
0~
DD DSB8 BG I6° Org Tree (e38 &) Sred0B.

1. Pro HRMS — Org Tree (es§ ¢§) 85 SaHods.

2. Create First Position (Rx:¢5¢3 &resS QyRocsocs) §8 BaHod (esoeges, Create Root
Position, 8¢S e8RS GHocsod).

3. Link to Employee (&&50° ©08 30506 ) 8065 eE50 docdrEhd), Position Name
(e8RS D), Department (GardRros) 0808w Designation (555°0e) Dodod.
Responsibilities (25¢igesen) soB0sn H5° dy¥o.

4. Create Position (272323 QyR0cSods) 85 S30%0é. 3 8003 DG 2.8 e S Add
Direct Report (335 85 &%GocSot) arcios.
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o DBBIT® AOHAW0 HBH e8RS PeRT e50csSeyy. exdSgrien B My Org Tree (e esh &)
8005 SR,

23025 8HESen

1. Pro HRMS — Job Referrals (225 858Sen) — Add Job Opening (3¢5 83306 &%G0cS0c)
§§ B0%Hod.

2. Job Title (es&°gt H¢&), Description (Di58es), Location (53%0) $H8a5» Department
(GarER0e5) S35 DD, Jdad BADH.

esEPgthen ¢85 Job Referrals (23725 858Sen) H28¢5° 0@ Bre8RSen SR, B3EH BODS T°0
B5eDoseed8 Refer Now (2:3))cé 86 Sa$ocs) 85 Srdh. audh View Referrals (8565
et ) 8ols egsghoss DWEod), VB 2.8,8d Pending (Docoh), Hired (JoHdoossSeageth) Sore
Rejected (885),80c5205°5) £ SEPE.

&%22053°8 H eodHrzeSen

esEgthen Submit Today's Work Update (8% 5 0535 H5:08y0e50d) 85 B, @°sin & O
378" DBOIE. e 805N HJeben @osd wdieierss Pro HRMS — Daily Work
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Updates (%258 H eodiééSen) 8ocs S& Se 65(5636 wegO° 6 B S, 080K T
Export (5)3%5) <3055y,

egen
- ]
o) GPRETRED, DFVLN B0 YES e300 8 BoSrod.

1. Pro HRMS — Assets (estven) — Add Asset (es3) 2% ocSoé) 88 B30%06.

2. 258 850 DotHH (eTrseSeaty Laptop, ergoérs), Asset Name (esd) &) o8osw Serial
Number (2806 $028) S35 B, DS W0KHod.

3. Inventory (83g08) e*&eS’, e3> Assign (SéroxocSods) 85 32, Select Employee
(6&(565650 030z53§60c?5) 8065 &658863 0oHE, Assign Asset (easg 3&?0&)0:50&) §§ 20506.

OB e 2.8 Assignment History (8eranos) $58¢8) esocsredrod. estSgtien e8s (58 esi)a¢e3
My Assets (S° esden) 8ocS Seaedh.

P czoéasaooés_e»

staffkhata.com/guide - 104 / 120



Pro HRMS — Policy Documents (e crgHgdrotSen) - Upload Document (335065
DS SaHod) 8§ SaHod. Policy Name (ared ) H8asn Policy Category (ared $5o)
S35 B, 28 DS NocsHEbS (PDF, Word, Excel, PowerPoint e 9go, 2 MB $65).
esEgtHen red 38D Acknowledge (e90f580S0d) 88 TG, 8050 IS @ofiEBowes® Add
SESEY,

56238, DO, DES 508050 RS HR DHRASreRD Do 8o 2.8 e Gry;. elthen Raise
Ticket (63365 38 BoHod) 85 B2, DKAH0, DSGE S0BADM 5 PS> HEH SBE. HR 58050
eiSen o) e383¢50:8 Pro HRMS — HR Support (HR $8¢8) 8ocs <50, Update Status (&
D6 3oHok) & o3 Open (B8D5), In Progress (»8%&¢°), Resolved
(5053);80t5236:5) 358050 Closed (LoeRS30H23GH5D) TeYT® SotEhd BLSFED.

2.0 oI5 SoHod

1. Organization (50y) — Employee List (&&ghe eee) 88 3D, es&’gH 558050

2. Employment (&gt DSoren) 54 360, System Role (290 8%5) S Manager (3:3236)
& DS BoHod.

3. Save Changes (558y)en da Sa$Hoc) 85 SaHods.
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ﬁm;\m Q Search featuros B Al Branches 4 Growin syt AR S S

Dashboard  Devico Sotup Grganization Time & Loave Dats Downlaad Reparts Payrasl Accoss Contral  Pro HAMS Account Holp & Support

Acd Employee
5 Auwopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
° Edit Employee « Back to Directory

Rahul Vesma - 57-0001

1 Parsenal info © Erployment 3 Bank & education 4 Atendance & devices
Employment Details
Employee Cose [ ID Jaining Date* © Branch® ©

Change £ 12 Jun 2023 Heida Head Office tNOI-HQ}

Department * O Designatien Reporting Manager @

Proguction Supervisor Gl
Sttus* Office Time Policy ( System Role* (1

Active ¥ Standard Cffice Policy (Detault) v Manager
HR & Compliance
Total Experience EPF number () ESI number ©
E rvious Hext

2.8 03236 3 @083 Reporting Manager (826906 3>3238) e e 588 e5:) @08, we) HB
&3 203 Employment ¢58¢5° 2¢5 SaHods.

#$330%: Pro HRMS oS8 St es:yysiy)céd Soeggads System Role (1 8°6) &° Manager ($5>S23)
DoE EJDN08A.

33236 IS

303236 2D 9 VIS, 376> Manager Dashboard (533236 @RS%h) & S8y, Sob85e°
) €5083°00:

D28 S>Jesben )l A I
My Team (e ) B50E 8D B 9058 e, T8 B K805 JAE® Skt

Team Attendance (3% 83 Ferraed Hb23th So805HH Doden BE BaHod, Hesd DSGes 02g85en
552380) J§ocSod.

Team Leaves (8 dodpen) 8 dod e2sggden S0, 703 eI5BoSol Sue HE),BocSod.
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1|!ﬁ__§-qL'NM_E Q Search features. L] ¥* m Q R,m‘;‘-'“

Manager Dashboard My Team  Team Attendance  Toam Leaves  Pro HRMS Hofp & Support

@+ Manager Dasbooars My Team

My Team
Employees Wha Feport 1o you and their detalis,
| TOTALMEMBERs AcTIVE PRACTIVE o, MEWdouneRs
100% &gy 100% Fol 0 0% & 03 0%
Team Members 3 £ Refresh Q1 Search team members.
Empisyee Designation Juining Dt Sana
Amsit Kumar Machine Opesator e
A riooer pesving 1 7024-01 08 PR
Sunita Patil Quaity Inspector -11-
0 - £2022-11-23 - hatve
Imran Shaikh Machine Operator Aemn
L CENERAL 220250403 .

Neeameip? % Support: +H179BI0 71270 S Helpior +91T0S6 700540 Emai wppon@aatichaiacom  © 020 Stalf Khata - ARendance Control Platiorm

D)) eaafggé e335°QoSoS

1. Team Leaves (8 despen) 85 Sahods.

2. Leave Request Details (2o SIAeN DSTeen ) BESES 208 CERAeINE Eoe3 25 85
20%06.

3. Approve (es3r&ocSod) 88 SaHod, Swe seesoss’ Reject (B85, 80t508) B30Sock.

Leave Request Details

A Amit Kumar

HST-0002

s starvs
Casual Leave Pending

oM

il
2026-10-28 2026-10-28

REASON FOR LEAVE

“Bocior appeintment”
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208 DOHDH 323b 81 HR /0 335250 e9508o0. 303236 3R B0DS esTeges, HR b
e335°¢S0 Q) HEKH 23385 "Approval Pending from HR" (HR &voé eslscSo Docoh) ed
S5°2X008. DB’ 2:5K BB R, DK BB B0c5ertired0d.
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S0, DO HB0kHH B

;@) APoen

D R A S, e @DFE FA5TE, e Bord $HOALN BITCONRL DT FS G
B0, 858050 D5FADHo e oS’ &3 eEPgaDHO SRR, F°O 2°gE Srcsedo 58
03%& Bafiio Admin (e9S) S5eessd Basiierd.

D K¢ oS Socsod

Q0 P DYRYNCEF D28 Petfo’, MAS ¢30HS Barer Soyged’ dSroserciredrod.

Q-

1. D &G IS &) s ey 85 Sahod.

Data Download Reparts

5 Autopay is inactive. Set up autopay of choose 3 one-tme subseription payment.

P Welcome back, Admin!
P suncay, 16 October 2026 - You're all caught up! No panding actlons require your attention today

- Prasent to &
Map view
. - ot o =
A anan sazan e
.........
5 E CHANDNI 22 e
- CHOWK —
£ AHAR gzt e
-
ER NAGAR jussen
- TRARGA
L]
LPEXTE
ANDI HOUS
W grre
PANDAY NAGAR MAYUR VIHA R
bR PHASE |
Googe  New Delhi EHAZE!

Late arrivals 1 Upcoming Leaves 1

™ hmﬁa P.Mil

ng  Neha Joshi -
Catuil Lodve - Oc1 26 - 8

als
S L
Py
KAN:
Vit
fah
L
SHIPRA SUN
wtd

nnnnnnn

2 Refresh

Recent Punches

- R

4 Kﬂf‘lls.Raf
o7 (i el

2 B byl
0m03 Ny HEmRe
om0 () S Sheae

o900 PN f”"'.‘,"“i'.__

2. Manage Subscription (5252908 DEgaroSods) D2 SLresrthHoenod. el o F&S D, &
D0ed oo o&mago 208050 HB8ETCOD 9 HNB0Y), HBASH Q) g_o,o&)e’i_ &exreny OO

&R EP0R008.

3. Included Features (S&20&S e58d) 8ocs, Attendance Tracking (5553t ¢3°806), Shifts
(23pew), Leave Management (Jespe d8gsees), Payroll (28%) 8050 Employee
Login (6830 e°0S) $50¢3 o reS® 65 DB Socirges augH EAD0B.
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ard - Subsscrigtion

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

e Manage Subscription
Bamng & Plan

Growth

Included ieatum

@ o] @ 8]
Attendance Tracking Shifts. Qrganization Setup Reporis
Dady sitandsece and Bioawtic eiegrat MUk mpany, branchedy and o ot Dady and s

B =2 B @
Leave Management Holidays Payrall Overtime

@

Emplayes Login

H50E: 15 8%re) L0HS SAHS®, @) Sers eaw eoeran. 8IOHES esorges b 5o ot
S ETreE08, 5805 otk ©SIE BB 6L QY HeStsH 5 sdesy,

D 35 555 Sahod

Q> YD OSa5e23hd, &S HBTEe Stae eE 90 2586 950800 NF&E BoDHod.

1. Manage Subscription (385908 ddgsrocsoct) &°, Browse Plans & Upgrade (arde»
S @D3E SaHod) 85 BoHod.

2. Upgrade your plan (o @S e903%& ©50%06) 38 o oed User limit (afiresd H008),
Device limit (5855 H80&) 558050 &égéﬁ D). DS S0008. 28 §P5
Recommended (dardyy B305H20G08) @ S5eb); 0w eoénod. §) QoS Pro HRMS
B Journey Tracker Hoe3 aSe&-esSen esoow.

3. QoH SPHOND P 230 85 FaHod. A G O 2¢0 Manage or renew
(DBRasocSods Bre 35y B30%H0é) Q) €50e108.
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aillReninive Q Soarch features . @ Al Branches

har Upgrade
Upgrade your plan & Goback
Unlock premium features and scale yous ofganization with Staff Khata,

Recommended

o Starter & Growth - Pro

50 1 750 50 1,000 100

Change to $tarter Manage or renaw Choose Pro

3EeiyéS %58 BaHod

35955 DolEeS® B> B oS8 desYYy:

Nog 8 o P00

Monthly (3e5°8) B> Noeh BB IO,

Boe Yearly (°85)

Purchased seats > Doe 5008 0BG DO, AN VoSO &t S8 erotSod;

(5% Dew) DS 5% el DS E56 B00B.

Add-ons (oSr&- D rSS® B Pro HRMS Sae Journey Tracker $5o¢3 e9¢55sy LSocssgdy,.

e, 0Y)Eo)

Autopay (eses°) PE5R%0S° BHodd I e 80, B0y NH5Ten HoPy SR BaHHow HA
Ser 355y 9538 AR e9S FaDHods. e3¢5°30e38 BirgdeS B 2,500 BHosy 80
53)& 35 BoHoé.

Order summary (esgb Jrorodo) ot &8s GST &° D55 Joes BOYE, L0050 8¢5
6:‘65"56565 29025°: 0 zﬁ)“’?&éoo&. z?)ego&’)_) AR §§ 2D, Qotsges BQO&’Q) Doles® BQOB’Q) )e) 20506.
O0es 5o %50 Billing & Plan (Doh & Q) Swcsode.
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HS0DE: :Ogé S8 Jnefo o3 JEBK e9e3° 0cdHerend® Sih. eerotrd) I5HeS
e9¢5°30e35m° 2,578 BHoDH Srrekod.

&Qog, €3¢5°2 558053 YOI AYBYIcoLSods

1. Account (gree) — Billing & Plan (H8ob & ) 88 SaHod. Billing & Subscriptions
(Db & 2()2’5_?\)3951)5&») 228 BBHSHH06008.

2. Current subscription (5% SBINS) D o, 9D e38S° esowe, 2 Purchased seats
(8°%) D) Ho8asn oSr8S asirestd, Current period (H30¢8 sPe0) So8asw Next renewal
estimate (¢5¢500 3:55°g5¢5 @90tST) LSrraR08.

3. 08° P 08>8 Change Plan (S S50dyoé), B ¢5e5008 5708 BocstedS
Renew plan (S 355y B0%0é) 85 Basod.

4. 985D e39S° 6083, TR DS BoHzed8 Enable Autopay (esei°S esS SaHod) 88 BSoSHrods.
2INGeS Sed Dewen e9¢5535¢38 e Sdeen eGHger QB> 208 D) BOoHH 0B
JPA.

5. Billing History (D&of $58¢8) & 3o e 500, All (e9)y), Successful
(DesaH50e5305), Pending (odob) Bue Failed (DHe@>8) megoe 06 Sabhods, Swe
ErNES ID S Swedo Trgoe IesEod.

6. @D PDF 99570000 ERE%E B0Htd8 & 563~ Invoice (30:7and) 85 Sahod.
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ullRenunive Q Soarch features. o @ Al Branches

Reparts

: o+ Accoum

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

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

Billing History © 1 Seaech by Ta deteript AN B Successful O Pending O  Faded 0 £ Refresh

B3eeSS: D TPRdS’E PErHosS™ es®S eg5b ) Review billing (D&ob SNGocSods) 20638
Srm 98 DD Bthrood.

D DBRIRS (5c8d SR, Subscription Inactive (HBJIS D3yYaHo) HoBdo wRESEd g8
D008, B0 A5 BBH Arocsted8 Proceed to Payment (390 §750t0é) 85 SaHods.

55500 DPots0S 580 3365 ng 20H0E

1. o s Do §§ 3D Help & Support (3:5550aH0 & HJPG) Docsrsod, Bue S a2 L&
355 Help & Support §5 Sa$Hods.

2. tos° Contact support (33558 HoHBowSod) & DG So20b, NS 5805w
83000 S8,

3. &38& 38 BoHeds, Raise Ticket (¢638¢5 35 3aHod) 88 B0Srods.
4. Subject (DRADH0) S35es B3, Description (DH5Eea) S° 50085 DSBocSos.

5. Attachments (estrSI00e5en) 806, A9Rare Hoed 5 pde S8 (JPG, PNG, PDF 8o
DOCX, 2:8%,¢3 2 MB) e5%G0e3:5:5y).

6. Submit Ticket (¢38¢5 5508y0cS0d) 88 B0Sros.
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Raise New Support Ticket

Subject
Paysip thows the wrong depariment

Description *

Fabud Vs Septembes paysip lists Production, but be moved 1o Guality last
week. Pirate help us update it

o 63365 2.8 Ticket ID (3365 ID) &° DS eax Support Ticket Log (5&6§ 63365 eh) &°
EJD008. Detios N s°5en Open & Pending (86059 & Hodoh), In Progress (& (&e°)
S08as» Resolved & Closed (585380523655 & S05eR1305H236:5)) 385088 B8 Jram. 2.8 3865
BTN 805N VA SrecerS Tl 88 Bood; RS Open (B8DB) Svoé In Progress

(DT S®), Resolved (585),80520G08) 58050 Closed (KuR30520G08) & Srdredrod.

nnnnnnnnnnnnnnnnn

UBDATE TICKE T LEECVELE
w InProgress | Resohed || Cloted

Cloge
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#3300%: Help & Support ¢338¢5en Admin S HR 3 3. eséigthen 0805w SSesbex
B000T ¢85 oD Admin Ky $S5EaHo eocsmed.
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SEBcSomr e Hfyen S5r8an $Hodge HOF)Bo

;@) APoen

£93506e0 D ST e9GA DO 530¢8 B3P, ab DG B s SE%S, Help & Support
(5555050 & HRFF) 306 $3E B2 S0 (FrSen, DO HHB0kHH BAEE Swcsod)

HoDoh H:8050 H8Koren

208 &E’gH 5 DS H0G Hod AN BoHBERS kT

NI ST 3§ BaHrods:

1. 5088 I0BS Hod edS® &soB. Organization (o) — Employee List (eSgihe erder)
S°, &0 HE DS BB IBS Dot S 505 AP BoHEDE. 8 9S® &0, A
"Mobile punching disabled" (3¢ H0Qoh e3> $a$2%0R) e SoR.

2. S"8AN 988080t52adod. DRES’, SRS S8 e3SS® eotd Sr8asw Staff Khata
O5°DHL S°END 95050 o).

3. 38 BBP-PRY STHO BTN, T8 0B0ND TG0 20058 STNED 0538 B3,
o8 @9 Hdods wrer Srtor ez, Organization (Hog) — Branch (grod) &° grod
S°ENS SH8asn 65°§i)°go 38 20506, @@5 Dod Socsods.

4. 0 FRS°® 3N S &od. ei’ghen 5 Arodh AN’ ASrHS®S DS BS B, D
FS® &30 erS BEJB, 5068 "Employee login is locked" (&850 &S o8 @onod)

ED008.

22Br30¢3E D80 eSHBS 9N SrHIR

a0 HHE 508050 Q0T ET2)0HA), S8 TR HEYG DS Device Setup (H858
2¢%) = Manage Devices (585t ddgarocsos) &% How to connect (e £3§ Sasrd)
80t5 558w B FaHeGE B8 BcaHod. D Sty BDT S50 DHSK 8§ FaDod. @b
3B’ )R DY BIS Doden DED: o B HBHZT® 7o HHTHEAS Data
Download (Ger &Se5°%) — Download data from Devices (5850re) Koo Ger ERS%
Ba$Hod) eciots. 29GB5r30¢38 HBKTEeN S0k
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https://staffkhata.com/guide/te/mobile-punch?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=te
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KB5eiS5: 9B HogTre &0 WhatsApp eedsy Organization (S0g) - Company (o) —
Notifications (S%32835en) &° 38 BFo%r06, e TR HB0D K S0 Benod.

S 23Br30BE HoLoren JHAPG BoHacieran?

8500 Realtime 2038BR0¢38 HOETRen S5eghsd. RS groben Staff Khata & $3§ sed.

&Eg0 Hod BB 5 HBo0%H0 SJNT e50d S Sidd

o) Time & Leave (350050 & dexsd) = Manual Punch (8552808565 o) 5% H508BH0S, S
Regularization (3t0ge3835) 8ocs 6363656 D58ea 925858 33500506, Sarard Hve3t
55°¢506.

gyoERen 08050 DO

380 T° FHBE SH6DVAT

2S-8S 288°, Forgot password? (2058 So6DRES0e?) 88 B, b ead S30000e5 S35
3D, D HodS 8% 90080508, Q8 Sden ?«35 298 508051 neses erdS &5° €TI0,

28 &g 55 MDBE BSOS

OB &30 %oyt Admin 58 eeAS DS B, §ED & SaHzrd8 Employee List
(8the 2rDee) Sob eEFHN $5B0Sod, S estgN 5 Aroes BsJvowd e Forgot
password? eSSy,

T D~ 86 orSesd

83555 850 esf), Resend Code (8% 5@y Hodod) 88 BoSrod. ab 2y b 385 BoSod,
K805 DES So206% SMS SO 3g°60z:53§60&.

2R de° H5eo2ND?

D TS Dggo — Language (a7R) §5 B33, 55 250 06 ocrE0s. DO B W 5006k, DB D
S05e0&S® €:3) 8778 29€0 °¢é0ss.
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Béﬁgen 3508050 Gaése

208 655536 aﬁfée‘i’s EDorstso S

2etioeS® branch switcher (gr0d Jges6) BE B0%06. 208 2P0 Dot €063, N> e
2P0 D2NoB H5°¢8d> Sreardd. All Branches (90 eroden) oo

BG H260S° AHBI B DocdrdHm8° 35 SaDHods.

Employee List (e&gthe erdee) &° a0 Active (0S8e) Mo &om)8R), 0805w 578 505
S8 055 578 H500e% €065 BE BoSros.

865 e NEYIEE Sk d?

856 809, ) Excel Swe PDF e &ERS%% Sa$Hz8, S 08d B30%d8 Export (5)¢5)
S T°¢S0ss. @"é@ 55°¢506.

30850 29080 NotHLE 1§ e &0d?

er§ 29063 o JroS® e 23586 B¢ 9. Ny S S30cseN8 S ey 85 30%H0s, S 808 Bend
35°¢506.

09 H50ASHYE D0He0H?

D PPB° Dol P SEHE0R. D EeF @erd 508008, D §' ST B PS> M HFE B
SEE er§ @90 €5083°0m.

NSE AN WoHrHfItd

HR o$oeesg> Admin £ es) 933 eSS A9ResS®™8 1S 9 B, 32360 Pro HRMS asreé-
a3 5380.

Manager Employee
56 Admin (e&S) HR (3>3236) (es8550)

Cz‘{}assé Swedo LoD Swedo oD Aroes 63 Ddroedd
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1) Admin (eo&S)
Lo, growen, GIrfolen  @HHH
$56230 QODHAPeN K085 2959
DO B0
6&6565(1)06.) 8% 0c5¢0 005 9HH
058050
2RBrI0E3E Hogoren 955X
3 goen Lo 896 98
Sorare8 23 SH805» 95
S35 B0
0D D B e9:HeS —
deorHen DES 805N
e335°¢50
F5DG@en 29590
2855 508050 Eezeen 5
Gsbfée» 959X
WhatsApp ese§en 5805 X0
o830 Sen
S 2y 50050 ewHFben @)K
Help & Support ¢33¢Sen H3
D D €950
L 2 €95:380

HR

2959HD

295)D

295D

295D

9

9

D H805»
e335°¢50

295D

295D

295D

295D

9

Manager
($32:5)

Aeoes 3o
Soeeéedo

deoes 30
S5ocsedro

2959

deoes E3&H
es35eedo

DB 5% 08 @9 @ders eans 15 &%) 8oHS DN es Soeges:
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(e&550)

D*oedR); DB

eae;fgga’)
€959

680

Aroes B

age
&
€



RENS)

DIen 580 Realtime H85T~e Srod 59238, B%2rxed 8, erovew,
GargIooten

doHew, FEO@e, 8588, 2TVY 31%&»
3 58050 SBSS® &N o0 (&30 DHY-HEID 538050 ASeE How)

T*ED), Seraxed 8050 8% BGen, ¥esS el 85Gen, Access Control
(085280 $0g5°5), Data Download (Ger ESSE)

2B, Baren, BanoaxbyRrodien, DD, HeHesg 8%Gen
S03236 85, Lo D&, @38 &, esoen

f,)eas ‘9‘)2‘%)0& @5 @"éoﬁ

.

(5)9205 & Q"S) Secéocts.

L
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@SOERoS S

o)) °oeN

D S 050Go SEBYy

PRy

S 050G S8

et NG B&féen &)
200& P

DS ) Do S
Pro HRMS o$»&-esS

Journey Tracker oSsé&-
e

PSS 05580: rden L8051 T3S’ D HBESS. DR D@ 0 oS 2vg& — Browse
Plans & Upgrade (rden <5500 e0d3& Sahod) 88 BoSod, Hx0es (3o 850 Billing & Plan



