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MNokpokoBa foBigkKa 3 ycix YactuH Staff Khata 3i 3HiMKamMmu ekpaHa:

HanawTyBaHHS KOMMaHii, 06niK BiABiAyBaHOCTI, BioNYCTKN,
3apnnaTa, 3BiT1, MObINIbHUI 3aCTOCYHOK | 4OAATKOBI MoAayi.
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MepLu HiXX no4yaTn

Tapud: Yci Tapudu

Y uboMy po3aini noscHeHo, o Take Staff Khata, wo Bam noTpibHo nepen peecTpaLi€to i
XTO WO 6auunTb. [pounTanTe NOro ogMH pas, a NoTiM NpoxoabTe PO3A4iNn nNo vyepsi, wob

HalallTyBaTn CBOKO KOM naHito.

LLilo po6uTb Staff Khata

Staff Khata 36epirae 06nik po6o4oro yacy, BignycTok, 3apnnaTtn i KagpoBi AaHi BCi€i
BaLLOi KOMaHAM B 0 gHOMY MicLi. MNpauiBHUKM BigMivaloTbCs 3 TenedoHa i3 cendi t1a cBOiM
MicLLe3HaxoMkeHHAM abo Ha biomeTpmnyHoMy TepMiHani Realtime 6ins Bxoay. MNotim Staff
Khata 3acTocoBye npaBuia Balloro odicy, Sk-0T NifibroBUi Yac, No0BMHY po604oro AHS
Ta MO3HAYKN NPO 3ani3HEHHS, TOX BY B peanbHOMY Yaci 6aumnTe, XTO Ha MicLj, XTO
3ani3HMBCS, a XTO BiACYTHI. Ha OCHOBI LIMX AaHMX CUCTEMA PO3PaxXOBYE 3aMLLKK
BiANYCTOK, 3apnniaTn i po3paxyHKOBI INCTU, @ TaKOX GOPMYE NoHag, TPUALUATL 3BITIB,
30KpeMa JepXaBHi peecTpu. B TakoxX MoXeTe OTPUMYBATU LLLOAEHHE 3BeeHHS Y

WhatsApp, He BigKp1Bato4u 3aCTOCYHOK.
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LLlo Bam noTpi6bHO

Komn'toTep i3 cy4acHUm Be66paysepom. BrikopurcToByliTe ocTaHHI0 Bepcito Chrome,
Edge abo Safari. Be63acToCyHOK pO3MiLLEHO 3a agpecoto

https://attendance.staffkhata.com. TyT B HanawToBY€ETE KOMMAHIO, HAPaxoBYyeTe

3apnnaTy 1 nepernagacrte 3BiTu.

MiaknoYeHHNA OO iHTEPHEeTY Ha KOMM'IoTepi, @ TaKOX Ha KOXXHOMY TenepoHi 4n

TepMiHani, o HagCcunNae BigMITKu.

Mo6inbHui 3acTtocyHok Staff Khata Ha Android a6o iOS ang npauiBHUKIB, SKi
BigMivatoTbCs 3 TenedoHa. Ha TenedoHi mae 6yTn BBIMKHEHO reof1oKaLito Ta Mae

npautoBaTy kamepa ans cendi.

BiomeTpuyHi npucTpoi Realtime, skwo Bn xoueTe, 06 nepcoHan BigMivaBca Ha
TepMiHani 3 BiAbUTKoM nanbua abo kapTkoto. Staff Khata npautoe nuwwe 3

6iomeTpuyHMMN NpucTpossMn Realtime.

Po6o4a enekTpoHHa nowTa h Homep Mob6inbHOro TenedoHy, Ha sKi MOXXHa
oTpumMyBaTtu koan. Obuasa NoTpibHI AN NiaTBepAkeHHA 061iKOBOro 3anucy nig yac

peecTpauii.

YoTupu poni

KoxxHa ntognHa B Staff Khata mae ponb. Ponb BU3HaYag, siki ekpaHu nioamnHa 6aunTs nicns

BXOAY.

Ponb Onsa Koro LLlo 6aunTb
Admin BnacHuk abo Yce: HanawTyBaHHSA KOMNaHii, NpaLiBHWKIB, MPUCTPOI, 061iK
(AaMmiHicTpaTtop) KepiBHUK odicy yacy, BignycTkun, 3apnnarty, 3BiTW, onnaTy i iHTerpauii.
HR (KagpoBuk) Baw ¢axiseup i3 Ti cami ekpaHu aaMiHicTpyBaHHS, Wo n Admin, ons
Kagpis abo LoAeHHoi poboTK 3 npauiBHUKaMK, 061iKoM Yacy,
byxrantep BiANYCTKaMM 11 3apnaaToto. 3Ha4YoK Tapudy 1 NigBULLEHHS

Tapudy 6auntb nnwe Admin.

Manager KepiBHUK kOMaHan My Team (Mosi komaHAaa), Team Attendance

(MeHemxep) (BiggigyBaHicTb KoMaHam) | Team Leaves (Bignyctku
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Ponb Ans Koro Lo 6auntb

KOMaHAm), wo6 noroayyBaTu 3anunT CBOEI KOMaHAN.

MoTpibeH goaatkoBui Moaynb Pro HRMS.

Employee KoxkeH BnacHa naHenb, 061k Yacy, BignycTKu1, po3paxyHKOBi NNCTK

(MpauiBHMK) CNiBPOBITHMK " npodinb y BebBepcii Ta MOHINbHOMY 3aCTOCYHKY.

Ponb BM 0bupaeTte, konn gopaete nioanHy B Add Employee (Jonatn npauiBHuKa). ICHye
Takox posib Branch Admin (AgmiHictpatop ¢inii). Branch Admin npautoe B ekpaHax
aOMiHICTpYBaHHS, ane He Moyke KepyBaTu dinisMu 11 MOXe A0AaBaTu NuLLe Noaen i3

ponnto Employee.

lllReatnive

" 0 g Ranevens
& MANABER

nce - Toam Leaves  Pro HRMS Haip & Support

a Team Leave Management
Poevie 8 pOUr 1EAM"S leavh

requests

Total Presert Pranned Lesves Unplanned Laaves Panding fequest

& 313 % o & o P g

Team Leave List 1 O Relesh | Q) Search leave roquests.
Empioyee Leave Trpe

A Amit Kumar CASUAL LEAVE 1Days - PENDING ® || - | X
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Tapudum, npobHUN nepiop i AoaaTKoBi Moayni

KoxkHa HoBa KoMnMaHida no4ynHae 3 15-geHHoro npobHoro nepiofy, y AKOMy BiAKPUTO BCi
byHKUii. Konn npobHni nepiod 3akiHYyeTbCS, Ball 06/1iKOBMIA 3aMMc aBTOMaTUYHO

nepexoguTb Ha NoYaTkoBui Tapud. MiasmwnT Tapud MoxHa byab-KoNu.

Tapndu Biapi3HATLCS KiNbKICTIO KOPUCTYBAYIB | BiIOMETPUYHUX MPUCTPOIB, SIKi BU
MOXeTe MaTu, @ TaKOXX HabopoM PyHKUIN. Ha HKUYMX Tapudax MoXXyTb ByTu
3a6710K0BaHi BiAMNYyCcTKK, CBATA, NOHagHOPMOBa poboTa, 3apnnaTta, BXig ons

NpauiBHUKIB, PO3LLUNPEHI 3BiTU 1 KiflbKa 3MiH.

JdopaaTkoBi Moayni — Le okpeMi Moayni, SiKi BU KynyeTe Ha goaady oo tapudy: Pro
HRMS (noropxeHHs MeHeKepamu, CTpiYKa KOMMaHii, opraHisauiiHa CTpyKTypa,
MalnHO Ta iHwe) i Journey Tracker (BiacTeXXeHHsI BUiI3HUX NPALIBHUKIB y peasibHOMY

yaci). IxHi MeHI0 3'ABNATLCA NULLE NiCNA aKTUBaLi MOAYNA.

Bins 3abnokoBaHOi GyHKLii B MEHIO BUOHO 3HAYOK 3aMKa. AKTyasbHi LiHW Ta cknag,

KoxxHoro Tapudy ausitbcs B Billing & Plan (Onnata 1 Tapud).

MoTpi6eH Tapud: AKLo GyHKLIA 3 LbOro NocibHMKa y BaLomy o671ikoBOMY 3anuCi
NMO3HayeHa 3aMKOM, A5 Hei noTpibeH Buwmn Tapud abo goaaTkosuin moaynb. OuB.
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L Tapundwn, onnata 1 NigTpUMKa.

ik no6bypoBaHO Lien NOCiGHUK

Po3ginu noyTb y TOMy NOpsiaKy, y SKOMy BU BCe HanalToByeTe. MoYHITh 3 NepLuoro i

pyxanTtecs gani.

1. PeecTpauid Ta nepLunin BXxig,

2. HanawityBaHHA KOMMOaHii

3. MpaBuna obniky Yacy
4. [pauiBHUKNK

5. 3MiHM Ta noHagHopMoBa poboTa

6. MobinbHa BiaMiTKa

7. bioMeTpuYHi NpUCTROI

8. LloneHHWn obnik Yacy

9. BipnycTtkn Ta cBATa

10. 3apnnara

11. 3BiTU

12. WhatsApp Ta iHTerpadii

13. CamoobcnyroByBaHHS NpaLiBHUKIB

14. Journey Tracker

15. Pro HRMS

16. Tapudwu, onnata i NiaTPUMKA

17. NownpeHi 3annUTaHH4A Ta YyCyHeHHS HecrnpaBHOCTEN

.

Mopapa: Ha 3HiMKax ekpaHa B LibOMY NOCIOHMKY MOKa3aHo BUragaHy NpukiagHy
KomnaHito Sharma Textiles Pvt Ltd. Ha Bawumx ekpaHax 6yayTb Ha3BW i AaHi BaLUOi
KOMMaHii.

L
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Peectpauis Ta nepuvn BXig,

Tapud: Yci Tapudu

PeecTpauis 3aMMac Kinbka XBUIH. Bu nigTeepo)KyeTe enekKTPoHHY nowTy 1 TenedoH,
BBOAMTE AaHi KOMMNaHii Ta BCTAaHOBIOETE NAapPOb agMiHiCTpaTopa — i Baw pobounin

NPOCTip rOTOBUNA.

3ape€ecTpynTe CBOIO KOMMaHiIto

PeecTpauisi CKNafa€eTbCs 3 TPbOX KPOKiB. MOBY CTOPiHKM MOXKHA OYab-KOMN 3MIHUTK

KHOMKOK MOBW Yy BEPXHbOMY KyTi.

1. BigkpwuinTe https://attendance.staffkhata.com i HatucHiTb Register Your Business

(3apeecTpyBaT KOMMaHito).

2. Ha kpoui Verify Your Account (IMigTBepoxeHHs obnikosoro 3anucy) seesitb Work
Email Address (Poboua enektpoHHa agpeca) i Phone Number (Homep Tenedony).

BkasyinTe Ti, IKi MOXXeTe nepesipuUTK NPOCTO 3apa3, 60 Ha KOXeH Haginge Kog,.
3. HaTtucHiTb Send Verification Code (Hagicnatn kog niaTBepaXKeHHs).

4. Bun oTpnMaeTe 6-3HaYHUIN KOL €NeKTPOHHOI NOLUTO 1 e oanH y SMS. BeefiTb kof,

i3 NOLWWITK B NepLunmr psag nonis, a Kof, i3 TenedoHa — y Opyrum.

5. HatucHitb Verify Code (MigTBepantn kon).
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o
deld,

HR T3 §917|

Mopapa: Kog He HaainwoB? [JoyeKkanTecs, NOKM 3aKiHYMTbLCA TanMep, | HaTUCHITL Resend
Code (Hagicnatn kog, we pa3). Kogu gincHi 10 XBUanH.

BBepniTb gaHi KoMnaHii

1.

Ha kpoui Company Details (JaHi komnaHii) BBeaiTb Company Name (Ha3Ba

komnaHii, Big 3 ao 50 cumBonis). Lle egnHe 060B'A3KOBE Nosie KOMMaHii.

Official Reg Number (OdiuinHnn peectpauinHmnin Homep, Hanpuknag GST abo CIN),
Website (Be6caiit) i Street Address (Anpeca) Heo60B'A3KOBI. Ix MOXHa fgoaaTtu

nisHiLwe B po3Aini HanawTtyBaHHA KOMNOaHil.

. BBepitb 6-3HauHnM Postal Pin Code ([MowwTtoBuin iHaekc). Monsa City Region (Micto/

perioH), State (LUTaT) i Country (KpaiHa) 3anoBHATbLCA aBTOMaTU4HO.

fkwo Bam gonomir naptHep Staff Khata, sBeaitb oro Partner Referral Code

(PedepanbHnn ko4 NapTHepPa). IHaKLLe 3anuLUTe Nnosne NoPoXHIM.

. BcraHosiTb Admin Password (Maponb agMiHicTpaTopa, WoHanMeHLle 8 CUMBOSIIB) i

BBefiTb 1oro e pa3y Confirm Password ([ligTBepabTe naposb).

HaTucHiTb Register Business (3apeecTpyBaTi KOMMNaHito).
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EGISTER BUSINESS

Company Details -

) Sharma Textdes Pyt Lid

o 3

Grow your

business,
simplify HR.

200307 Buddha Nagar

Uttar Pradesh = India

e
Back Register Buzipess »

BaLu po6o4uin NpocTip rotoBuUin

ExkpaH Workspace Ready (Pobouni npocTip rotosuin) nokasye sawl Enrolled Plan
(MigkntoyeHnn Tapud), 15-geHHNN NPpobHMIA Nepiog i Tapud, Ha aKni neperge 0bnikoBu
3anuc nicnsg noro 3aeepLueHHS. IMig yac npobHoro nepiody BiAKPUTO BCi GYHKLII.

HatucHiTb Go To Workspace (MepenTtun go poboyoro npocropy), LWob yBinTu.

©

‘Workspace Ready

) ENROLLED PLAN

Growth

tipsciiationdance. stalfichata com
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Bxin,

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

2. O6epiTb Email (EnektpoHHa nowTa) abo Phone (TenedoH) i BBeAiTb poboyy NoLTY UK

HOMep MOOGiNbHOrO.
3. BBepgiTb napons.
4. TMNo3Ha4yarite Remember me (3anam'aATaTi MeHe) N1LLe Ha BTaCHOMY KOMM'toTepi.

5. HatucHitb Sign in to Staff Khata (YBinTtu B Staff Khata).

weLcome Back
Sign In To Your Workspace
= Emall
B priya@shasma-texties. example

Manage your
people,

0 Feagot pasawand?
Sign In to §tatf Khata

S Continue With Google

not paperwork.

zZ-0or CETmMo

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

CnoyaTKy Balla naHenb NOpoXHA. Konn B1 foaacte npauiBHUKIB | BOHU MOYHYTb
BiAMIYaTNCSA, Ha Hi 3 ogHOro nornsagy éyae BuAHO 06nik Yacy, 3anisHeHHs, BigNyCcTKN i
3apnnaty. Bu Takok moxxeTe nobaunTtn 6aHep nNpo Te, Lo aBTONNATIXK HeaKTUBHUN. Lie

CTOCYeTbCs onnaty; ane. Tapudu, onnata i NiaTPUMKA.

Opi€eHTYBaHHS B cUCTEMI

[aHesnb yropi KOXHOI CTOPIHKN MICTUTb Taki efleMeHTH:
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EnemeHT

Menus (MeH1o)

Search features...
(Mowyk dyHKu,n...)

Branch switcher

(Mepemukay dinin)

Plan badge (3Hauvok

Tapudy)
Bell (J3BiHOYOK)

Help & Support
(JoBioka 1

nigTprMKa)

Lo pobutb

Dashboard (MaHens), Device Setup (HanawwtyBaHHA npucTpois), Organization
(OpraHnizauif), Time & Leave (Yac i Bianyctku), Reports (3BiTn), Payroll

(3apnnata) Ta iHWi. HaBeAiTb Kypcop Ha MeH1o, LWo6 NobayunTn NOro CTOPIiHKMU.

HatucHitb 88K Ha Mac abo Ctrl+K y Windows, BBegiTb NoTpibHe (Hanpuknag,

«company») i HaTUCHITb Enter.

Mokasye All Branches (Yci ¢inii). Konn y Bac 6inbLue ogHoro odicy, 06epitb ogHy

¢inito abo nepernaganTe BCi pa3oMm.

HasBa Baworo Tapudy 1 KinbKicTb AHIB NPO6HOro nepioay, LWo ANLWNANCS.

HaTncHiTb, WwWob KepyBaTn Tapndpom.
CnosilLleHHSA: NOrog)KeHHs, 3annTu Ha BiANYCTKY Ta CMOBILLEHHS MPUCTPOIB.

BiakpurBae CTOPiHKY MIATPUMKW 3 KOHTaKTHUMW HOMepaMn N 3BEPHEHHAMMU.

Mosga, BUrnsag i AOCTYNHICTb

HaTncHiTb cBOE iM'A abo ¢poTo npodinto Bropi npasopyy. Y MeHio € Settings

(HanawTyBaHHs), Help & Support (JoBigka 11 nigTpumka) i po3gain Preferences

(Ynopo6aHHSA).

Mosa: Staff Khata npautoe 55 moBamMu, 30Kkpema riHAi, MapaTxi, TaMiflbCbKOO Ta

6eHranbcbko. HaTncHiTb Language (MoBa), BBeiTb Kisibka niTep ANns NOLUYKY i

06epiTb CBOIO.

Hagirauisa: O6epitb Top bar (BepxHsa naHenb, MeHto Bropi) abo Sidebar (biuHa

MaHenb, MeHIo NiBopyu).

JocTynHicTb: BigkprBae BikKHO, Ae MOXHa BCTaHOBUTK Text size (Po3mip TekcTy:

Standard — ctaHgapTHUIA, Large — Benukum abo Larger — 6inbLunii) i BBIMKHYTH

Higher contrast (Buwwuin koHTpacT), Reduce motion (MeHwwe aHimauii) abo Underline
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links (MigkpecntoBaTy nocunaHHs). HatncHiTe Reset to defaults (CkuHyTn go

TMNoBKX), Wob ckacyBaTu 3MiHK, abo Done (FoToBO), W06 3aKpUTH.
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Vacthve » % of slaft » W00 of s2at » 0% of pre I+ sign o
BERT Crinese (Traditanal)
‘ bena
Map view View detaits e — - View Bl +
@ Branches 0 @ Chéck in @ Check Gut Manage dranches
@
No recent punches found
Wit for amploypues 13 chack i
@
Location not sot
o Mabille Punches Found
Manage Branches
Late arrivals e Al Upcoming Leaves View A Celebrations Hslidays +
é B ®

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

Text size

Standard Large
W00 n25%

(@ Higher contrast
+f+ Reduce motion

&3 Underline links

Reset to delaults

MNpumitka: Lli HanawTyBaHHS AitoTb 0Apasy 1 36epiratoTbcs nuwe B LboMy bpay3epi. Ha

iHLLIOMY KOMM'tOTePi BCTAHOBITb iX 3HOBY.
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CKkupgaHHA 3abyToro napons

1. Ha cTopiHui Bxoay HaTucHiTb Forgot password? (3abynun naposnb?).

2. Bepitb Work Email Address (Poboua enektpoHHa agpeca) i HaTucHiTb Send Reset

OTP (Hapicnatn koa, 4N CKUOAHHSA).

3. BBepniTb 6-3HaYHUI KOA i3 NnnucTa n HaTuCHITL Verify OTP (MigTBepanTn Kog). AKLLO

NINCT He HagdinwoB., HaTUCHITL Resend OTP (Hagicnatu Kop we pas).

4. Beepitb New Password (HoBuin naponb), noetopite noro B Confirm Password

(MigTBepabTe Naponb) i HaTUCHITL Reset Password (CKMHYTK napob).

5. Ha ekpaHi Password reset! (lMaposib cknHyTO!) HAaTUCHITL Sign in now (YBiNTK 3apas).

Jani HanawTynTe CBOK KOMMaHIito B po3aini HanalutyBaHHA KOMMaHii.

staffkhata.com/guide - 14 / 127


https://staffkhata.com/guide/uk/company-setup?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=uk

03

HanawtyBaHHS KoMnaHii, ¢inin i Bippinie

Tapud: Yci Tapudu

MepL HiXX fogaBaTy NepcoHan, poskaxiTb Staff Khata npo ceoto komnaHito. Mpodins,
dopmaT TabenbHUX HoMepiB, dinii 1 BiALINN BUKOPUCTOBYIOTHCS B KOXXHOMY 3BITi,

PO3paxyHKOBOMY NUCTI N BiAMITL.

3anoBHiTb Npodinb KoMnNaHii

Bawu norotun, Ha3Ba 1 NOOATKOBMI HOMEP OPYKYIOTbCH Y 3BiTax i PO3paxyHKOBUX JINCTaX,

TOX 3afaunTe iX Hacamnepeq.

1. HatucHitb Organization (OpraHrizauis) = Company (KomnaHis). BiakpureTbcs
cTopiHka Company Settings (HanawTyBaHHS KomnaHii) Ha Bknagui Company Profile

(Mpodinb komnaHii).

2. Yropi B 6noui Organization Info (IHpopmauis npo opraHisauito) nokasaHo Balui
Corporate ID (KopnopatusHui igeHTndikatop) i Workspace URL (Agpeca poboyoro

NPOCTOPY). IX 3MIHWUTK HE MOXHa.

3. Y po3gini Company Logo (JTorotun komnaHii) HatucHiTb Upload Logo (3aBaHTaxuTtu
norotun) i Bnbepitb kBagpaTHU pann PNG, JPG abo GIF po3mipom go 2 Mb (gobpe

nigxoanTtb 200 x 200 nikceni.).

4. MepesipTe Company Name (Ha3Ba komnaHii), a notim BeegiTb Official Tax /
Registration No. (OdiuinHMn noaaTkoBUIA / peecTpaLinHnin HoMep), HanpuKNazg
Homep GST.

5. HOopante Company Website (Bebcant komnanii). Aopeca Mae NnoYMHATUCSA 3
“https:// .

6. MpokpyTiTb A0 Company Address (Agpeca koMnaHii). BkaxiTb Bynnuto, MIiCTO, LUTAT |
MOLUTOBUI iHAEKC B OKPeMUX Monsx, Wob BOHW NpaBuiibHO APYKYBaniucs B

OOKYMeEHTaX.

7. HaTtucHiTe Save Changes (36epertu 3miHn).
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/[

o Adimin ;
@ Al Branches 2 A aomoastaatos
Dashboard  Devica Setup me & Data Download ~  Reparts ©  Payrofl - Accoss Contral  Account Halp & Support
Company
3 Autopay is nactive. Set up BUTBPAY of CHADSE 3 ONe-lime SUDSEription payment. Soview biting

Company Settings
pany pretorencos,

Manage your com

D Reset
anendance rules, payrell, and policies.

@ cempany Profile

Company Profile
" b

T ragistensd company ideniity and contact informatio
CRGANIZATION INFO

5 WoRKSSACE URL ACCOUN
attendance staffkhata com < | e

4 COPOMTED
CP2E100001

Company Logo *
JERll fecommimea et epsles 200rdodnul. s 2B, P, 50 o OF
& upiosdiogs B Remave

COMPANY HAME

QFFICHAL TAX | REGISTRATION NO.

Shasma Textiles Pyt Led OBAAAAADDODAIZS

CORPORKTE EMAIL CONTACT PHOME

COMPANY WEBSITE

hups=iisharmatextiles.example

S ——— e (R
® Company Address
Official reg 2

ic st address for hirad office

Mpumitka: Corporate Email (KopnopatneHa nowuta) — ue nowTa, 3 KoK BXOAUTb
agMiHicTpaTop; TYT ii 3MIHUTU HE MOXHa.

O6epiTb popmat TabenbHUX HOMEpIB

Staff Khata aBTOMaTU4HO NPUCBOKOE KOXXHOMY HOBOMY NMpPaLiBHUKOBI TabenbHUN HOMeEp.

Ob6epiTb KOPOTKNI i 3pyYHUI ANA YnTaHHS dopmar.

1. Y Company Settings (HanawTyBaHHA KOMNaHii) BigkpunTe Bknagky Employee codes
(TabenbHi HOMepw).

2. 3anoBHiTb Nong, HaBefeHi HMX4e. briok Live Generated Code Preview ([lonepenHin

nepernag Homepa) OHOBJETLCA Mif Yac BBeOEHHS.

3. HaTtucHiTb Save Changes (36epertu 3miHn).

MapameTtp Lo pobutb

Prefix (Mpedikc) NiTepn Ha NoYaTKy, Hanpuknag ST abo "EMP .
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MapameTtp Lo pobutb

Separator / Delimiter (Po3ainbHuK) Hedic, ckicHa pu1cKa, nigkpecneHHs, kpanka abo 6e3
po34inbHUKa.

Include Year (Jogatun pik) [opae pik (72026° abo 267 ) abo None (be3 poky).

Number of Digits (KinbKicTb Lundp) Ckinbkn undp mMae Homep, Bif 2 0 6.

Starting / Next Number ([MouaTtkosuin / Homep, AK1i1 oTpUMaE HaCTyrnHU HOBUI NMpaLiBHUK.

HaCTYMHU HOMeP)

----- Admin ¥
iy @ A Branches A e
Dashboard  Device Setup Organization Time & Leave Data Download Rupants Payro Accoss Contral  Account Halp & Support

‘Company
5 auopay is inactive. Set up sutopay or choose a ona-time subscription payment Rinview biting
Company Settings O Reset
MANIGH VOUT COMPERY pisloronces, Stiendance nules, saviolt. and policias
@ company Profile
= 4 Employee Code Format
# Empicyse codes Define how employes cades and IC
(3} Attendance Rules
& racke LIVE GENERATED CODE PRIVIEW
Maswhy crasted ompliyess wil ba o 57-0001
5 & Tax
L ian PREFIX SEPARATOR | DELIMITER NCLUDE YEAR
s1 Hyphen (- v Hone

HUMBER OF DIGITS STARTING | NEXT NUMBER

£ My Profile 4 Dighs (0001 ' u

P —— VR .. oo |

Mopapa: Homepun CTBOPIOOTLCA NKLLE AN HOBUX NPaLiBHUKIB. HasiBHI HOMepu

3anuMLaTbCs 6e3 3MiH.

MNMepeBipTe perioHasbHi HaslALWITYBaHHA

BiokpunTe Bknagky Localization (Jlokanisauis). Currency Standard (Baniota), Timezone
(Hacosun nosc), Date Display Format (Popmat gatun) Ta Interface Language (MoBsa
iHTepdeincy) nif Yac peecTpauii BCTAaHOBNIOKOTLCA NS [HAIT. 3MiHIONTe iX, nuwe aKWwo

Balla KOMMaHia Npautoe iHaKLLle, a NoTiM HaTUCHITL Save Changes (36epert 3MiHN).
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5 Autopay is nactive. Set up autopay of choose a one-time subscription payment.

ngs

Company Settil
company petorences, attendance ruies, payroll, and policies

Manage your

@} Company Profile
N e Regional & Locale Settings
B Sonigura sysvemitor guage, tmazane, cu

CURRENGCY STANDARD

Indian Rupes (INR}

OATE BISPLAY FORMAT

DO-MM-YYYY

£ My Prafile

Bknagka Payroll & Tax

cetunt

@ Al Branches

TIMEZONE

india Standand Time [IST)

INTERFACE LAHOUAGE

English

Admin v
» ADMUISTRATOR

Help & Support

Riview bifing

D Reset

Bknagka Payroll & Tax (3apnnata 1 nogaTky) MiCTUTb Ball PO3PaxyHKOBUN LUK (MepLumnia

i OCTaHHIM AeHb), HanawTyBaHHSA PF, ESI Ta BUXigHOT ONOMOrK, a TakoX ¢GiHaHCOBUI PiK.

Ix onncaHo B po3aini 3apnnara.

HopawnTe ¢inii

®inii — ue Bawwi opick Yn BUPOOHMNYI MangaHunKn. KoxkHa ¢inis Moxke Matu BnacHy

re030HyY, TOX MPaLiBHUKN 3MOXYTb BigMiYaTUCs nuiie nobamnsy cBoro mMicus poboTu.

1. HatucHitb Organization (OpraHrisauis) = Branch (®inig). Y Bawomy poboyomy

npocTopi Bxxe € Main Branch (fonosHa ¢iniq).

2. Bigkpuiite meHto psgka (-++) i HaTucHITb Edit (Pepgarysatn).

3. BBepiTb 3po3yminy Branch name (Hassa ¢inii), kopoTkuii Code (Koa, Hanpukniag,

"NOI-HQ ) Ta Address (Aopeca).

4. YBiMKHITb Primary branch (OcHoBHa ¢inis), AKLWo HOBMX NpaLiBHUKIB CNig oAaBatn

CHOAN 3a 3aMOBYYBaAHHAM.
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5. YBiMKHIiTb Geo-fencing (feo3oHa). MNoTim 3aganiTe micue: HaTUCHITL Locate me

(BusHaumnTn MO€e MicuesHaxomkeHHs), BeeiTe Latitude (LUnpoTa) i Longitude

(JosroTa) abo KnauHiTe Ha KapTi, WO6 NOCTaBUTU MITKY.

6. Bepitb Radius (m) (Pagiyc, M): Ha SKin BiACTaHi Bi4 MiTKN NPaLiBHUK LLE MOXe

BigMiTUTUCA.

7. HaTtucHiTe Save Changes (36epertu 3miHn).

Edit branch *

Name. code and address ane nequired

Branch name Code
Neiga Head Office NOE-HG

Address
Pt 42, Sector 63, Nolda

Primary branch

Geo-fencing
28t can only punch in within the ratius of his lacation «©

Lacatian & Locateme

Latitude Longitude Radius (m)
28.6270 77.3750

KHAND | = ’
Wl f Jhype
|M$]”Urt§¥ .
RF S = :%-
YF.CI‘NJU?E-: S %
BM office
i
f?‘—mﬁ‘-‘? o i Eseticmic City
g e 1041
f |
IO iy ?
ce,
0 £ secTom 63 gL S
reR e e
Secind 62 Wiy YesModar
GooglePar p o_|_¢?.. it P £t it
Sl v |

LWLo6 popatu iHwe micue, HaTucHITb Add branch (Jogatu ¢inito), 3aNoBHITL Ti cami nons 1

HaTucHiTb Add branch.

.

N

Mopapa: 3apgaBanTe pagiyc WoHanMeHLwe 50 meTpis. Y npumilLeHHi GPS TenepoHa MeHLU
TOYHWUIA, | HAATO ManMn padiyc MoXe 3aBaguTy NpaLiBHYKaM BiAMITUTUCA HaBiTb 3a
B/IACHUM pob0oYMM CTONOM.

Yci dinii BigobparkatoTbCsa B CNUCKY 3 paAiycom reo3oHun. NMNepeMmukadem ¢inin Ha BepxHiin

naHeni (All Branches — Yci ¢inii) MmoxxHa nepernsagatu ogHy o¢inito abo BCi pa3om.
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@ Al Brazghes % Growtn 15duysiett SENANY Wilerke S
¥ AowinsTRATER

Sotup Organization Time & Loave Data Download Ruparts Payros Accoss Contral  Account ok Help & Support

Ali Branchas -
1 Organization
Delhi Showroam
5 Autopay is nactive. Set up autopay of choose a one-time subscription payment. Meoida Hoad Office Raview bifing
Your office Iocations. Staff can be Imited to punching In near thesr branch
Branches 2
eanch Code
@ Dehi Showraem DEL-01 [ et
@  Hokia Head Office | Promary NGi - HG d [ o

le030HYy TakoX Tpeba BBIMKHYTY A5 BCiei kKomnaHii. Aune. [1paBuia o6niky Yacy Ta

noniTMka poboyoro yacy.

[opainTe Bipainy Ta nocagu

Biooinu — ue Bawi komaHau. MNMocagn — ue Ha3BM NOCaA Y KOXHIN KOMaH/Ai; BOHU

Bi4OOpPaXKaloTbCA B PO3PaxyHKOBUX NCTaX i Npodinsx.

1. HatucHitb Organization (OpraHizauis) — Department (Bigain). [IBa Bigainu xe

CTBOpPEHO AN14 BacC.

2. Wo6 popaTtn nocagw o BigAiny, BioKpUinTe MeHio noro pagka (+++) i HaTucHiTo Edit
(PeparysaTu). Y po3gini Designations ([ocaawn) BBefiTe Ha3By, HaTUCHITL Add
designation (Jogatn nocagy) Ans HacTynHoi, a notim Save Changes (36epertu

3MiHWN).

3. LWWo6 cTtBOpuTK HOBY KOMaHAy, HaTUCHITL Add department (Jonatwv Bigain), BBe4iTb

Department name (Ha3ga Bigainy), gogarnte nocagu n 36epexitb.

4. TMepeMkHiTb Tabnuuto 3 Departments (Bigainu) Ha Designations ([Mocagn), o6

nob6aymnTun BCi Nocagm KoMMaHii Ta Bigainv, 4o AKUX BOHW HanexaTb.

staffkhata.com/guide - 20 / 127


https://staffkhata.com/guide/uk/attendance-rules?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=uk
https://staffkhata.com/guide/uk/attendance-rules?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=uk

ﬂ; tare 0 Search featuns. nek @ All Branches 15 days et a

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

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

Departments.

Yol teams and the job Wiss in each.

Designations 5 P D i Q Search d

Designation Department Staff

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

Mesaheip) T Support +91 79830

70 S Hoplor +

staflenaiacom.  © 2020 Sl Khata - Anendance

[ani HanawTyTe npaBwaa 06aiky Yacy Ta noniTuky poboyoro yacy.

staffkhata.com/guide - 21 / 127


https://staffkhata.com/guide/uk/attendance-rules?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=uk

04

MpaBuna o6niky Yacy Ta nonitTnka poéoyoro
yacy

Tapud: Yci Tapudnm

Mpasuna obniky Yacy Bn3Ha4atoTb, Ak Staff Khata o6pobnsie KoxkHy BigMITKY: WO

BBAXXA€ETbCS MOHAAHOPMOBOK PobOOTOO, CKiNbKM KOLUTYE NPOryn i Ae NpaLiBHMKaM

[A03BOJIeHO BigMivaTucs. MNonitnka poboyoro Yacy BU3Ha4aE, KON N0AMHA 3anisHunacs,

Bi,u,npau,rosana NONOBUHY OHA YK 6yna Bi,El,C)/THFI.

HanawTyinte npaBuna o6siky 4yacy

1. HaTtucHitb Organization (OpraHizauis) = Company (KomnaHis), noTim BigkpumnTe
Bknagky Attendance Rules (Mpasuna obniky vacy).

2. YBiIMKHIiTb NOTPi6HI NpaBuna (aAmBe. TabnunLo HKYeE).

3. Y noni Absent Day Deduction Penalty (YTprmMaHHS 32 AeHb BiACYTHOCTI) BKaXiTb,
CKiNIbKY OHIB 3apn/iaTh YTPUMYETbCHA 3@ KOXXHY HEMOBAaXKHY BiACYTHICTb. 3a3BMYal
obupatoTb 1.

4. HatucHitb Save Changes (36epertu 3miHn).

afiReanive @ A Branches LR T

Company Settings

artencance nes, payroll. and pollches.

Attendance Rules

.En.nh:l:.ﬂutlu:Fumnvful e
ot S
ot
El:.lrl Journey on Puncn-ln.

ABSENT DAY DEDUCTION PENALTY

1¥:

® Geo-Fencing Paramaters
Rastrict mobie atlndance punch-ing 16 da

Enabic Geo-Fencing ou have unsaved changes Discard B Ssve Changes
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MNapameTtp Lo pobutb

Enable Auto Punch-Out Biamivae Buxig npauiBHMKa 0 23:59, 9KLLO BiH 3abyB Le
(ABTOMaTUYHa BigMIiTKa BUXOAY) 3pobuTn.

Enable Overtime Tracking (O6nik 3anncye roanHn NoHag, 3miHy, Wob ix MoXkHa 6yno onnatnTn B
NoHagHOPMOBOI po60TH) 3apnnarti. Cnocié onnatyv NOHaAHOPMOBUX HANALLTOBYETLCS B

po3aini 3miHu, rpadik i noHagHopMoBa poborTa.

Enable Live Attendance MoKa3ye KOXHY BigMITKY Npuxomy n BUXoAy Cr/IMBHUM BiKHOM
Notifications (CnosileHHs npo 3i 3ByKOM Ha naHensx Admin i HR.

BiAMITKN B peanbHOMY 4aci)

Start Journey on Punch-In Inwe pna pogatkoBoro moayns Journey Tracker. yB. Journey

(MoymHaTK MapLpyT nig yac Tracker.

BiOMITKM npurxony)

Absent Day Deduction Penalty KinbKicTb AHIB 3apnnaTi, WO YTPUMYETHLCS 33 OAHY HEMOBaXHY

(YTpMaHHS 3a feHb BigCyTHOCTI) BiACyTHiICTb, Big 0 no 30.

YBiMKHIiTb reo30Hy

Fe030Ha He fa€ NpaLUiBHMKAM BigMiYaTnCs B MOGiNbHOMY 3aCTOCYHKY, SIKLLO BOHU He Ha

po6OoTi.

1. Ha Tin camin Bknagui npokpyTiTe 40 Geo-Fencing Parameters ([apameTpu reo30HM).
2. YBiMKHITb Enable Geo-Fencing (YBiMKHYTUN reo30Hy).

3. O6epiTb, IK BOHA 3aCTOCOBYETLCS:

Branch-wise Rule (MpaBuno gna koxHoi ¢inii): koxkHa dinis BUKOPUCTOBYE
B/lacHe po3TallyBaHHSA 1 pagiyc. Obepitb ¢inii B Apply to Branches (3actocyBaTn

8o ¢inin). Le Hakpawmii BapiaHT, SKLWO Y Bac binbLue ogHOro Micus.

Apply All Employees ([n5 BCix NpauiBHMKIB): 0gHe po3TallyBaHHA 15 BCiX.
Beepnitb Geo Fence Radius (Metres) (Pagiyc reo3oHu, meTpu) i HaTUCHITL Set Map

Location Coordinates (3agatn KoopauHaTK Ha KapTi), wob BubpaTn micue.

4. HatucHitb Save Changes (36eperTtu 3miHn).
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@ Al Branches & Growin [IS'daye et o

Enabile Overtime Tracking
® R
Enabile Live Attendance Notifications
Start Joumey on Punch-in
ABSENT DAY DEDUCTIOM PENALTY
-
@ Geo-Fencing Parameters
Restrict mobile attendance pun
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

?DD'V

@ Apply to Branches - 2
o A

Manage Branches

GEG FENCE RAGIUS METRES) LATITUDE LONGITUDE

100

© SetMap Location Coordinates

You have unsaved changes Discard B Save Changes

Mpumitka: na Branch-wise Rule cnoyatky 3agaiite MiTKy 11 pagiyc KoxkHoi ¢inii B
Organization (OpraHizauig) = Branch (®inis). Ane. HanawTyBaHHSA KOMMaHii.

TaKoXX reo30HYy MOXXHa BUMKHYTW OJ151 OKPeMOro npauiBHMKa B 1oro npodini, Ha Kpoui

Attendance & devices (O6nik Yacy 1 NnpucTpoi).

O6epitb 3BeaeHHA Y WhatsApp

Ha Bknagui Notifications (CnosileHHs) MoxxHa BBiMKHYTN Yy WhatsApp Daily Attendance
Summary (LLlogeHHe 3BegeHHs BiaBigyBaHocTi), Monthly Attendance Summary
(LLlomicauHe 3BepeHHS BigBigyBaHocTi) i Device Health Alerts (CnosiLLeHHst Npo cTaH

npuctpois). Ane. WhatsApp Ta iHTerpadii.

CTBOPITb NONITUKY po60o4Ooro 4yacy

MoniTnka poboyoro vacy 3a4a€ NiNbroBuin 4Yac i BU3HAYAE, KON KOPOTKUI AeHb CTa€E

NONOBMHOK AHSA abo Bi,El,C)/THiCTPO. Bawa nepLua NONiTUKa CTAaEe TUMOBOIO ANS BCiX.
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1. HaTtucHitb Organization (Opranizauis) — Office Time Policy (Monituka pobo4yoro

vacy).

2. HaTucHiTb Create First Policy (CtBopuTn nepiuy nonituky) abo Add New Policy

(JdopaTn HOBY NOMITUKY), AKLLLO OOHA BXeE €.

3. Bsegitb Policy Name (Ha3Ba nonitnku), Hanpuknag «CtaHgapTHa nonituka odicy».

3annwTe BBiMKHeHMM Default (Tunosa), AKLLO LS NONiITMKA Ma€ 3aCTOCOBYBATUCS A0

BCiX, XTO HE MA€ BNACHOI.

4. Y po3gini Grace periods & working hours ([inbrosuin 4ac i poboyi rognHmn) 3agante

YaCy rognHax i XBUNMHAX:

MapameTtp

Permitted Late Arrival

(OJonycTrme 3ani3HeHHS)

Permitted Early Departure

(JonycTuMnin paHHin BUXiA)

Half-day threshold ([Mopir

MOMOBUHW OHS)

Absent threshold (Mopir

BiOCYTHOCTI)

Lo po6uTtb

Ha cKinbKy NpauiBHUK MOXe 3ani3HUTUCA 6e3 NO3HaYKy Npo

3ani3HeHHs, Hanpuknag, 15 XBUNuH.

Ha cKinbKm paHille npauiBHMK MOXe NiT 6€3 No3HauYKM NPo paHHIn

BUXig, Hanpuknag, 10 XBUAnNH.

SAKLLO BigNpaLbOBaHO MeHLLe L€l KibKOCTi rognH, OeHb BBaXKAETbCH

MOJIOBUHOK AHA (Hanpwuknag, 7 rogunH).

KL BigNpaLbOBaHO MeHLLUe L€l KifIbKOCTi FoOAMH, OeHb NO3HAYaEeTbCH
K BiACYTHICTb (HAaNpUKnag, 4 roanHu). 3Ha4YeHHs Ma€e ByTn MeHLM 3a

nopir NoJTIOBUHWN OHA.

LLlomicAiYHi yTpuMaHHA 3a 3ani3HeHHS

Lis dyHKLIS NepeTBOPIOE CUCTEMATMYHI 3aMi3HEHHSA Ha YTPUMaHHS.

1. ¥YBiMKHITE Monthly late deductions (LLomica4Hi yTprMaHHSA 3a 3ani3HeHHS).

2. O6epitb Deduction source (xepeno yTpumaHHs): Attendance (BiggigyBaHicTb —

3MEeHLUYE KiNbKiCTb AHIB NPUCYTHOCTI) abo Leave Balance (CL) (3annwok BignycTok —

3MEHLLYE BifNyCTKy 3@ BNACHUM BaXaHHSIM).

3. 3apante Monthly late count (KinbkicTb 3anisHeHb Ha Micaub) | Cut Days (JHiB

yTpuMaHHs). Hanpuknag, 3 i 1 03Ha4ae, LWo KOXHi 3 3ani3HeHHS 3a MiCALb KOLUTYHOTb
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O4HOIro gHA.

MNpaBuna gnfa 3Ha4YHUX 3ani3HeHb | paHHbLOIro BUXOAY

Y po3gaini Late arrival rules ([pasuna 3anisHeHb) HaTUCHITL Add rule (Jogatn npasuno),
BBefiTb Duration (TpuBanictb) i 06epitTb Cut Days (JHiB yTpuMaHHS). Hanpuknag,
3ani3HeHHd noHag 1 roanny ytpumye 0.5 (Half Day) (0,5, nonoBuHa gHs). MoxHa gogaTu
[0 4 npasun. Early departure rules ([paBunia paHHbOro BMxoay) NpaLoloTb Tak cCaMo AN

TUX, XTO e paHiwe. YBiMKHITL Apply on weekly offs (3acTtocoByBatn y BuxigHi gHi),

AKLLO NpaBuia MarTb SiSTU Ny LWOTUXHEBI BUXIOHI.

Add New Policy *

Grace periots, working hours and deductions

) e to s this paticy

Palicy Name *
Stancard Ofiice Policy

Detault [ @]

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

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

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

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

Antendance Leave Batance (CL)

Monthly late count Cut Days
3 £3 1 -

Late asrival rules 1074 + AsaRule

Apgty on weekly ot
e T
Duration Cut Ds

5. HatucHitb Create Policy (CTBOpUTK NONITUKY).

MoniTnKa 3'ABUTbCH B CMNNCKY 3 HAaCOM 3aMi3HEHHS, PaHHbOrO BUXOAY, MOIOBUHWN OHA I
BiACYTHOCTI. LLLO6 3MiHWUTK TMMOBY NONITUKY, BIAKPUATE MEHIO PSAAKA MNOMITUKM (++°) i

HaTucHiTb Make Default (3pobutn Tnosoto).
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allReruve S = BN - | (R — e
oy Office time palicy created successtully
i s

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

.

Mopagpa: NoTpibeH iHWNN po3knag AN YacTUHW NepCcoHany, Hanpuknag ons uexy?
CTBOpITb Apyry nNonituky n obepits ii B noni Office Time Policy (Monituka poboyoro yacy),

KON [OAA€ETe UM peparyeTe Lmx npauiBHUKIB.

N

Jani popante npawiBHUKIB.
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05

JoaaBaHHA NpaLuiBHUKIB | KEpyBaHHA HUMU

Tapud: Yci Tapudu

MpauiBHMKIB MOXHa goaaTu TpboMa cnocobamu: no ogHomy vepes ¢opmy Add Employee
(JopaTtu npauiBHMKa), baratbox ogpasy 3 ¢anny Excel abo HagicnasLUNM 3anpoLUeHHS, o6

BOHMW CaMi 3aNOBHWU/IN CBOI AaHi.

BiaKpuinTe CNNCoOK NpauiBHUKIB

HatucHitTe Organization (OpraHnisauis) = Employee List (Cnincok npauiBHukiB). Y
Employee Directory ([oBigHVK NpaLuiBHMKIB) MOKa3aHO BCiX i3 TabesibHMM HOMepPOM,
BiQAiNOM, KOHTaKTaMu i ctaTycom. Bukopuctosynte Add Employee (Jogatn npauiBHuKa)
abo cTpinky nopyd (More ways to add — IHLWi cnocobn fogaBaHHA) AN ABOX IHLLINX

Crocobi..

HdopanTe ogHoro npauiBHUKa

®opma Add employee (JogaTn npauiBHMKa) Ma€e HYOTUPU KPOKWK. [Nons i3 3ipoykoto

060B'A3KOBI; peLUTy MOXHa 3an0BHUTK Mi3HiLle.

Kpok 1: Personal Info

1. BsegiTb First Name (Im's), Last Name (IMpi3sue) i Work Email (Po6oua nowita).

2. Beepitb Contact Number (KOHTakTHUIN HOMep) 3 KOAOM KpaiHu. MNicna foaaBaHHA

NnpaLuiBHNKa NOro 3MiHUTN HEe MOXHa.

3. BctaHoBIiTb no4aTkoBui Password ([aposb). MNpauiBHUK 3MOXe 3MiHUTK 1Oro Nicns

BXOZy.

4. O6epitb Gender (Ctatb) i HaTUCHITL Next (dani).

Kpok 2: Employment

1. 3annwTte Employee Code / ID (TabenbHuin Homep / ID) NOpoXxHiM, o6 HoMmep

CTBOPMBCS 3a GpopmaTom BaLLoi komnaHii. JuB. HanawityBaHHA KOMNaHii.
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2. lMepes.ipTe Joining Date (JaTa npuinHATTS), NoTiM 06epiTb Branch (dinis),

Department (Bigain) i Designation (Mocaga).

3. O6epiTb System Role (Ponb y cuctemi). binbwicte nepcoHany mae pons Employee

(MpauiBHKK); BOHW 6ayaTb nnLLe BNACHI AaHi.

4. Office Time Policy (lMonitnka pob6o4oro 4yacy) BUKOPUCTOBYE BaLLlly TUMOBY MOSITUKY,

SIKLLLO BN He obepeTe iHLwy.

5. Reporting Manager (be3snocepegHin kepisHuk), EPF number (Homep EPF) i ESI

number (Homep ESI) Heo6o0B'a3koBi. HaTucHiTe Next (Hdani).

aflReave Q Soarch feature "k B Al Branches o oa Meme o
Dashboard St Organiza i & Data Download Reparts s | A Halp & Support
Acd EmpHoy
[ Autopay s mactive. Set up BUtopay of Choose 3 ona-time subseription payment R biting
8 Add employee % Back to Directary
B Flll in the basics first — you can add tha rast later
; © employment
Employment Details
Emplayes Cote /1D (0 Jalning Date® Beanch®
werated £ 18 0c12026 Neida Head Office (NOI-HE)
Department* () Dasignation () Reporting Manager ©
Production Supervisor Satact v
Status Office Time Policy ( System Role* ©1
Active - Standara Office Policy (Defaur) - Employes
HR & Compliance
Total Experience (1 EPF number ( ESI number ©
Stap 2 of &+ Empleyment < Provious | [EEEENEY

Kpok 3: Bank & education

BaHKiBCbKi peKBi3nTy NOTPIObHI Ana BMnnaTtn 3apnnatu. Obuaea po3ainm HeoboB'A3KOBI.

HaTtncHiTe Next (Jani).

Kpok 4: Attendance & devices

MNapameTtp LLlo po6uTtb

Disable Attendance Tracking (BuMkHyT1 0611k BUK/IOYA€E LpOro npauiBHUKa 3 061iky 4acy Ta

yacy) 3BITIB.
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MapameTtp

Enforce geo-fencing (O60B'A3koBa reo3oHa)

Require Attendance Approval (MoTpi6bHe

NoroKeHH4 BiABiayBaHOCTI)

Devices (MpucTtpoi)

Lo pobutb

BiAMITKM 3apaxoBylOTbCS NMLLE B MEXaX reo30HU
noro inii.
MeHemkep noroaykye BiABiOyBaHICTb, NepLL HiX

BOHA MOTPanuUTb y 3apnnary.

biomeTpn4Hi NpncTpoi, Ha AKKX Llen npauiBHUK

MOXXe BigMidvaTumcs.

HatncHitb Add employee (JogaTtn npauiBHmKa). HOBMIN NpauiBHUK 3'ABUTLCS B CMINCKY 3

BNlAaCHUM TabenbHUM HOMEPOM.

/L

Dashboard  Device Sotup

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

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

Attendance
Disable Attendance Tracking

Enforce geo-fencing

8

Require Atendance Approval

8

@ Al Branches

R biting
% Back to Directory
< Bank & eaucation © Anendonce & devices
Biometric devices
Davicastiis amplsyes con et i o

Devices

< Provious B Addemployea

IMnopT npauiBHUKIB 3 Excel

1. HaTtucHitb cTpinky nopy4 3 Add Employee (JogaTtn npauiBHmka) n 0bepite Import

from Excel (Imnopt 3 Excel).

2. Y po3gini Get the template (Otpumatn wabnoH) HatucHITL Excel template (LLab6noH

Excel) abo CSV template (LLIabnoH
PALKIB.

CSV). BiH MicTUTb yci cTOBMLi N TPY NPUKIaaun
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3. 3aMiHiTb NpUKIaan CBOIMUY NpauiBHUKaMU, Mo OAHOMY B PAOKY. PAOOK 3arosoBKiB
3anuwTe.

4. Y po3gini Upload your file (3aBaHTaxkTe pann) nepeTarHiTe ¢pann abo HaTUCHITb
browse (ornapn). Excel abo CSV, oo 2 Mb.

5. HatucHite Import employees (IMnopTyBaTu NpaLiBHUKIB).

Ly Q Search features. L All Branches & Growth [LEdaye it fa A
WK.H!\T!\ a :

Admin ?
o ADMURSTRATOR

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

@+ Dastooord © Employes List
A s mactive. Set up sUlcpay of choose a ona-lime subscrij ment. Rirview bifing
opay p pay

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

Employee Deparimant Caontact Staties
gy Ranul Verma Production rahulvermaEanarma- texties & @ raive
o001 Suparvisor A 18300000002
A Admin  Admin -

W) Active

ADM - FYMULAGE

Mesahep) o Support 1798207270 i Heior <91 70S5700EA0 [ Emad wppons

stacom.  © 2020 Seadf Khata - Anendance Gontral Pistiorm

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

o

sharmartextiies-stati.cov
1388

Charge X
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Psaakn 6e3 TabenbHOro HoMepa OTPMMatoOTb MOro 3a BawmM GopmaToM. FAKLLO AesiKi
psaku He imnopTytoTbcs, Staff Khata nokaxe ix y po3gini Rows that need fixing (Pagku,

LLIO NoTpebytoTb BUNpPaBAeHHS). BunpasTe iX y 3aBaHTaxeHoOMy dalini i iMnopTyinTe uen

dann we pas.

.

MNopapa: Y wabnoHi Hemae cToBnusa 3 naponem. [logarite cToBneLb i3 Ha3BOK password,
o6 3a4aTn KOXXHOMY NpaLuiBHMKOBI MOYaTKOBUI Naposb. be3 Hboro byae BCTaHOBIEHO
CTaHAAPTHUM TUNOBUIA NAPOJib, TOX MOMNPOCITb MePCOHaN 3MIHUTWN NOro nicnsa Bxoay.

L

3anpociTb NpauiBHUKIB 3aNOBHUTN AaHi CAMOCTIHO

MpauiBHMK CaM OOMA€E AATY HAPOMKEHHS, aapecy, KOHTAKT A1 eKCTPEHMX BUNAAKIB |

6aHKIBCbKi peKBi3nTW.

1. HaTtucHitb cTpinky nopy4 3 Add Employee (JogaTtv npauiBHuka) n obepite Invite

Employee (3anpocntn npauiBHKKa).

2. 3anoBHiTb First Name (Im's), Last Name (IMpi3Buwe), Email (EnektpoHHa nowTa) i

Phone Number (Homep Tenedony).

3. Ob6epitb Department (Biggin), Designation (lMocaga), Role (Ponb), Branch (®inis) i
Joining Date (Jata npuinHATTS). Reporting Manager (be3snocepeHil KepiBHUK)

HeobOoB'A3KOBUIA.

4. HatucHitb Send Invite (HagicnaTtu 3anpoLueHHs).
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&+ Send Employee Invite

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

H PERSONAL & CONTACT DETAILS
FIRST NAME * LAST NAME

Neha Joshk

EMaiL * PHONE NUMBER *

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

) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT = DESIGHATION *

Human Resources ¥ HRExecutive »

ROLE * BRANCH *

Emplayes ~  Delhi Showroom (DEL-01) ~

JORNING DATE * BEPORTING MANAGER

B octis, 2026 Select Manager (Optianal) -

PN

MpauiBHNUK OTPUMYE NOCUNAHHA enleKTPOoHHO nowwTot Ta 'y WhatsApp. BiH Biakpusae
noro, NigTBEpPAXKYE CBOIO 0COBY OAHOPA30BUM KOLAOM, 3aMOBHIOE AaHi, BCTAHOBIIOE
naponb i Hatnckae Complete onboarding (3aBepLunTn opopmneHHs). MocunaHHa gie 7

OHiB.

KepyBaHHS npaLuiBHUKOM
Biokpuiite MeHI0 psigka (+++) 6yab-aKoro npauiBHUKa, Woo6:

Edit Employee (Peparysatu npauiBHWKA): 3MIHUTY Oro AaHi.

Assign / View Salary (Mpuv3Haunt / nepernsaHyTy 3apnnaty): 3agati CTPYKTypy

3apnnatn. Aus. 3apnaarta.

Biometric enrollment (biomeTpuyHa peecTpaLis): 3apeecTpyBaT BigbUTOK nanbus

abo kapTKy Ha 6iomeTpuyHOMy NpucTpoi Realtime. [nBe. biomeTpryHi 0pUCTPOI.

Update Password (OHOBMTW Naporib): BCTAHOBUTW A1 HBOrO HOBUIA Naposib.

Disable Mobile Punch (BumkHyTr MmobinbHy BigmiTKy) / Enable Mobile Punch
(YBIMKHYTU MODBInbHY BiAMITKY): KEpyBaTW TUM, Y/ MOXe BiH BigMivaTncA 3

MobinbHoOro 3actocyHky Staff Khata i3 cendi ta micuesHaxompkeHHAM. N5 HOBUX
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NpauiBHMKIB MOBINbHY BiAMITKY BBIMKHEHO; BUMKHITb ii 4715 TUX, XTO MA€ BigMiYaTnCS

nvwe Ha 6ioMeTpnYHOMY NPUCTPOI.

_uldg_glﬁ.‘_l!_l_.'_\:\_é. Q Soarch featuros ae @ Wi Branches 8 A
Dashboard  Device Sotup Grganization Time & Loave Data Download Repatts Payrofl Accoss Contral  Account Holp & Suppert

@ Dasmogord - Employes List

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

Employees @ active - Qiacive B ioedintne las 30aays | T Fllsers

Empisyse Deparimant Contact Status

Ny Mena Josni Human fesoues nena josnigsnarma: el ex... @ Active
Am Ariun Mehta Infarmatian Technology arfun.mehtashanmi -lexibes.e... @D active
W Kr_ll.a.tiaq Hunkn Resources kﬂ:l!f.[?sf@jcrﬂfmn-lnmlnsm. @D Actve
o "‘lel-“-him Production pacia.naingsharma-eaies exs @D “cive
g Imran Shalkh Imean.shalkh@sharma -texties.... & aetve
sp e ul b m,f_;:s‘:“arm-luxmssw.. @ Ao
AK ?In.m Kurnat alvl:.\?...unfv.\-\a:@imnmn-|exmes.m.. @ retive
u - o Edit Employes
" l_u’m_u! Verma Proguction TanUA VAN - xS 0. @D active L
o1 Eevier $19000000002 5 Asslgm’wnwaaarv
A Admin  Admin _ priyagisharma-texties example ) et & Biometric enaliment
ADM- TYMULAGE 10000000001

& Update Password

) Disable Mobile Punch

[ Deiete Usar

MNepemunkayem Status (CTaTyc) y CMNCKY MOXXHa 3p06bUTY MPaLiBHUKA HEAKTUBHUM.

HeaKTnBHI NpaLiBHUKN HE MOXYTb YBINTY 1 He BiobpaXkatoTbCsa B 06MiKy Yacy.

(
MoTtpi6beH Tapud: Bxia npauiBHMKIB y Be6BepCito 1 MOBINbHMI 3aCTOCYHOK, 30KpemMa
MObinbHa BiAMITKa 1 caMoCTiliHe odOpMIIEHHS, MOXe NoTpebyBaTn BULLOIro Tapudy.
KoXHa HoBa KOMNaHisi oTpuMye 15-aeHHUN NPobHMIA Nepiof 3 yciMa dyHKLiaMU. AKTyarnbHi
Tapndun ameitbcs B Billing & Plan (Onnata 1 Tapud).

L

[ani HanawTynTe 3MiHW, rpadik i noHagHoOpPMOBY pPoboTy.
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06

3MiHuU, rpadik i noHagHopMoBa poboTa

Tapud: Yci Tapudu

3MiHa 3aga€ poboui roanHmn nepcoHany, NiNnbroBuin 4ac i WOTUXHEBI BUXIiAHI. padik
BM3HAYaAE, XTO B SIKY 3MiHY NpPaLIOE B AKNIN OeHb, @ NpaBuia NOHagHOPMOBOi pob0oTn — K

OMN1a4yyTbCA AOAATKOBI FOANHMN.

HanawTtyiTe 3MiHy

Y Bawwomy pobovomy npoctopi Bxke € General Shift (3aranbHa 3miHa) i Night Shift (HiuHa
3MiHa). BigpeparynTe ix BignosigHo Ao cBoro po3sknagy abo HatucHiTe Add shift (Jogatn

3MiHy), LWo6 CTBOPUTK HOBY.

1. HatucHitb Organization (OpraHnisauis) — Shift Details (JaHi 3miH).

2. Bigkpuiite MeHto psgka 3MiHK (+++) i HaTUCHITL Edit (Pegarysatn).

3. Mepesipte Shift name (Ha3sa 3miHn) i gopante kopoTkmin Code (Koa, Hanpuknag,
6S).

4. 3apanTe Starts ([MoyaTtok) i Ends (KiHeub). HiuHa 3MiHa, L0 3aKiHYY€eTbCA Nicns

OMiBHOYi, MO3HAYAETbCS AK «3aKiIHYYETLCA HACTYMHOMO AHA.

5. 3apante y xBunnHax Late punch-in allowed (Jonyctrme 3anisHeHHs) Ta Early punch-

out allowed (Jonyctumuin paHHin Buxia). Hanpuknag, no 15 xBUnuH.

JopanTte WOTMXHEBI BUXiOHI
1. Y po3gini Weekly off (LLloTvxkHeBuin BuxigHnin) HatucHiTb Add off day (Jogatu
BUXIOHWIA).

2. O6epiTtb Day (OeHb), Type (Tun: Full day — nosHun geHb abo Half day — nonosuHa
AHA) | Which weeks (Ski TvxxHi): Every week (LLLoTmkHs) abo 1-i, 2-14, 3-1, 4-11 un

OCTaHHIN TMXKOEHb MicaUA.

3. ToBTOPITb AN KOXKHOrO BUXiAHOrO. Hanpuknag, Heding WoTuXHA ntc cybota 2-ro n

4-ro TUXHIB A€ NepcoHany ABi BUXiAHI cybOoTn Ha MicAup.

4. HatucHitb Save Changes (36epertu 3miHn).
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Edit Shift ®

Set e working hours, grace tme snd weekly offs

Shift nama Code {optional]
Ganeral Shift G5

Deseription (optonsl)

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

o shit

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

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

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

MNapameTp Lo pobutb

Late punch-in allowed (Jonyctnme CKinbK1 XBUINH NpaLiBHUK MOXe 3aMi3HUTUCA Ha Lo 3MiHYy
3ani3HEeHHSA) 6e3 No3HayKM Npo 3ani3HeHHs.

Early punch-out allowed CKinbKM XBUMMH paHille npauiBHUK MOXe NiTh 6e3 No3HauKn
(donycTMMnn paHHin BUXiA) Npo paHHin BMXiAa,.

Weekly off (LLloTvxHeBMin BUXiAHNI) BuxigHi AHi Li€i 3MiHW. MonoBMHM OHA BCe OHO BBaXatoTbCA

po6ounMun gHAMN.

Sandwich rule (MpaBuno «ceHasiva»)  LLLOTUXHEBI BMXIiAHI Ta CBATa Mi>K 4BOMa AHAMMW BigNyCTKK

3apaxoByOTbCA AK BiANyCTKa.

3pob6iTb 3MiHYy TUMOBOIO

BiokpunTte MeHto psiaka 3MiHKM i HaTUcHITL Make default (3pobuTn Tnosoto). Toai KoXxeH
HOBWI NPALiBHUK NOYMHATMME 3 LLi€i 3MiHW. Y CINCKY TUNOBa 3MiHa Mae 3Ha4yok Default

(TunoBa), a TAaKOXX MOKAa3aHo ii rognHN, NiNbroBUNn 4Yac i BUXigHi.
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General Shift | Defautt 9:00 AM - 6:00 PM

£:00 PM - 5:00 AM

MoTpi6eH Tapud: Huxui Tapndu 103BONSAIOTL OAHY 3MiHy. i Bce 0aHO MOXHa pefarysatu
" npu3HayaTu. LWo6 ctBopuTu GinbLue 3MiH, MOXe 3HagobuTncsa BuLwmni Tapud; AnB.

Billing & Plan (Onnata 1 Tapud).

MpusHayanTe 3miHu Yepes rpadik
Shift Roster (Fpadik 3MiH) — Le KaneHZap TOro, XT0 B Ky 3MiHY NpaLIOE AeHb 33 AHEM.

1. HaTtucHitb Time & Leave (Yac i Bignyctku) — Shift Roster (Fpadik 3miH).
MNepemukanTeca mix nogaHHsamu Calendar (Kanenpap), Week (TuxxgeHb) i Month

table (Tabnuuga 3a micsiup) Ta GinbTpynTe 33 NpaLiBHUKOM, BiA4iN0M abo 3MiHOL.
2. HaTtucHiTtb Assign Shift (MpusHaunTn 3miny).

3. Y po3gaini Who (XT0) o6epitb Employees ([NpauiBHrkK) no ogHomy abo Departments

(Bipainwm), wob y3aTn BCO KOMaHAy.
4. O6epiTb Shift (3miHa).

5. Y po3gaini When (Konun) o6epite One day (OanH geHb), Date range ([iana3soH gat) abo

Pick dates (Bubpatn gatn) i 3agante gary.

6. HaTtucHitb Assign Shifts (MpusHaunTy 3miHw).
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Assign Shift
Pick who, wikch shift and when, Works for ane doy of many.

wha Employees  Depariments
Production

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

& amployesls)
Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

MNpu3HayeHa 3MiHa Ji€ 3 uiei gatv 1 gani, oKW BU He npu3HayuTe iHwy. Time & Leave

(Mac i BignycTtkm) — Shift Assignment ([Tpn3HayeHHS 3MiH) BiAKPUBAE L0 CaMy NaHenb

Hanpsmy.

MnaHynTe Hanepep,y NJIaHyBaJIbHUKY 3MiH

MnaHyBanbHMKOM LUBUALLE 3aMOBHUTUN TUXAEHb ab0 Micsiub Ans 6araTbox Noaer ogpasy.

1.

2.

HatucHiTb Time & Leave (Yac i Bianyctkn) — Shift Planner (MnaHyBanbHMK 3MiH).

O6epiTb Departments (Bigainn) abo Employees (MpauiBHuku), notim gatn From (3) i

To (o) abo HaTucHiTb This week (Len TvxaeHb), Next week (HacTynHuin TvkaeHb),

This month (Llen micaub) un Next month (HactynHui micaup).

HatucHiTb 3miHy B po3gini Pick a shift, then click days (O6epiTb 3MiHy, NOTim

HaTUCHITb OHi).

Hatnckante okpemi gHi abo HaTucHiTh Fill range (skip weekly offs) (3anosHuTn

AianasoH, Nponyckakun BMXigHi), wob 3anoBHUTK BCi poboui agHi ogpasy. Fill every

day (3anoBHUTY KOXeH AeHb) BKIOYAE N BUXIOHI.

HaTncHiTb Save (36eperTtun) Ha naHeni BHU3Y.
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01 Search featu aek o Admin v
Q Searc @ Al Branches [\ P
Dashboard  Devica Sotup Grganization Time & Loave Data Downlaad Reparts Payrasl Access Contral  Account Holp & Support
@ » Dastboord + Shift Detaits > Shi Planner
5 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Rirview biing
[¥) Shift planner © Shif Roster
shifts Tor employees of whole dopartments 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
Gararal it Ganaral St Ganeral it Ganerad St Ganaral Sndy Ganees S
& day(s) for 2 employees - 2 shifts Discard
Fiea

sinee Q) Search i ¥ 5 n Admin _
ﬁxl—mm e @ Al Branches el - M. sowesanes
Dashboard  Device Setup Grganization Time & Leave Data Download Repoits Payro Accoss Gontiol  Account Hulp & Suppert
@ » Disrboord © ShiftDetals - Sne Roster
3 Mwopay is mactive. Set up autopay or choose 8 ena-lime subseription payment Rirview biting
; v
Shift Roster O Refrosh & Export B Plan by employes
Who watks which shift, day by day
¢ || Jogay | » | October2028 @ Colndar 82 Week B Month table
87 siviis- 7 of § 30l schetvied
2, Al Employees v || @ A Gepariments -
Shms | AESNAI | e GenersiSht e MghtShin
Men T wiea ™ o
1 z 3
' v
4 s & 7 L) 1] 10
1 12 13 14 15 18 17

2] 1 ms ns m Rs | 2 ms 24
+ Conaratshin 3 | o Gooarasan » Gorara Seen 5w Gemershen 5 e Generasmn + Generai s » Generai s
% 26 x 7 ET 8 L ] 0 T n
o Gomesi St 5| |+ Gesaraltnin 7 |» Genersianm 7| (o Owmersizaine 7| e Generasan

o Goners: St o Gonersl 2y

HanawTyTe npaBnna noHagHOPMOBOi po60oTun

MpaBnna NOHagHOPMOBOI PpO6OTN BU3HAYAKOTb, K AOAATKOBI FOANHM OMNNAYyOTbCA B

3apnnaTi. Cno4aTky BBIMKHITb Enable Overtime Tracking (O6nik noHagHOPMOBOI
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poboTu); amB. [NpaBuna o0baiky Yacy.

1. HaTtucHitb Organization (OpraHi3auis) — Over Time (lNoHagHopMoBa poboTa), NoTim

Add Rule (JogaTtn npasuno).
2. Bsegitb Rule name (Ha3ea npaswuna), Hanpuknag «[loHagHOPMOBI B ByaHi».

3. Y po3gaini Applies to (3actocoByeTbcs o) obepite All employees (Yci npauiBHuku) abo

Some departments (Okpewmi Bigainu).

4. Y po3gini Pay as (Onnata sK) 06epiTb, K OnaavyeTbCa KOXXHa MOHagHOPMOBA roanHa,

| BBELiTb CTaBKY:

Multiple of pay (KpaTHe cTaBui): Hanpukniag, 1.5 x norogMHHa cTaBka.
Percent of pay (Bigcotok Big ctaBku): Hanpuknag, 150% noroagMHHOI CTaBKM.

Fixed amount (dikcoBaHa cyma): o4HaKoBa CyMa 3a roguHy As BCiX.

5. 3apante Minimum overtime (h) (MiHiMmym noHagHopmoOBMX, rog) i Maximum
overtime (h) (Makcumym noHagHOPMOBUKX, rofl). 3apaxoBYOTbCS NKLLe A0OATKOBI

FOANHMN B LMX MeXaX, Hanpuknag sig 1 oo 4 roguH.

6. 3apante Effective from ([ie 3) i HatucHiTb Add Rule (Jogatu npasuno).

iflBeanive Q. Soarch feature . @ Al Branches F = -
Wi - Se—— Overtime rule added successiully
Time & Leave eparts Payros Accoss Cont

Account Holp & Support

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

e Overtime rules
How extra houwrs are paid

end the minimum and maximum ovettima that counts

Qvertime rules 1

EMactive from

Wesiia oiaclin 1.5% hourly pay 1-4 1 0ct 18, 2026
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NoTpi6eH Tapu: NMoHagHOpMOBa poboTa MoXe noTpebysaTu BULLLOro Tapudy. Aus.
Billing & Plan (Onnata 1 Tapud).

[ani gisHanTtecs, K NpaLiBHUKM BigMi4atoTbCa B MOGINbHOMY 3aCTOCYHKY.
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Mo6inbHUN 3aCTOCYHOK: BigAMITKa npuxoay

Tapud: Tapudwn i3 BXooom s npaLiBHUKIB

I3 3acTocyHkoM Staff Khata npauiBHMKM BiAMIYalOTb CBOKO NPUCYTHICTb 3 BNACHOMO
TenedoHa. KoxxHa BigMmiTka 36epirae 4ac, MmicuesHaxomkeHHs TenedpoHa i cendi, a

reo3oHa BaLLoi Qinii BU3Hayvae, ae BigMivyaTnCs 4O3BOMEHO.

(
NoTpi6éeH Tapu: Bxia npauiBHMKIB y BebBepcito 1 MObIiNTbHUI 3aCTOCYHOK MOXXe ByTn
3a6710KOBaHUI Ha HKYMX Tapudax. AKLLO BaLl NepCcoHan He MOoXe YBINTKN, NepernsiHbTe
aKTyanbHi uiHn n Tapuén B Billing & Plan (Onnata i Tapud).

L

[na npauiBHUKIB: YCTAaHOBITb 3aCTOCYHOK i YBINAiTb

Baw agMmiHicTpaTop CTBOPIOE Bam 06nikoBui 3anmnc. Bam noTpibHi nowTta (abo Homep
TenedoHy) i naponb, AKi BiH AN BaC yCTaHOBUB.
1. YctaHogiTb Staff Khata 3 Google Play Store (Android) abo App Store (iPhone).

2. BigkpuiTe 3acToCyHOK. Ha ekpaHi Sign in to your account (YBinaitb B 06/1ikOBUi
3anuc) Beeaitb Email or Phone Number (MowTa abo Homep TenedoHy) i Password

(Maponb).

3. TopkHiTbca Sign In (YBinTK). BiokpuneTtbcsa ekpaH Today (CborofgHi).
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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

Bu 6auunTe nuwwe BnacHuin obnik yacy. BHu3y € Bknagkm Today (CborogHi), Attendance

(BigBigyBaHicTb), Leave (Bignyctku) i Company (KomnaHis).

Mopapa: 3abynu naponb? TOpkHiITbCS Forgot Password? (3abynu naponb?) Ha eKpaHi

BXxoAy abo NonpociTb agMiHiCTpaTopa CKUHYTW NOrO.

[lo3BonbTe 4OCTYN A0 KaMmepu 1 reosnokKaduii

3aCTOCYHKOBI NOTPiOHe BaLle MiCLLe3HaxoMKeHHs, Wob nepesipnTy, WO BU Ha poboTi, i

Kamepa ang cendi nig vac BiAMITKN.
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1. Konwu Bu BigmivaeTecs BnepLue, TenedoH 3anuTye JOCTYN OO0 reosiokaLii. TOPKHITbCA

Allow (Jo3sonntn) n 06epiThb «[lig 4ac BUKOPUCTAHHSA 3aCTOCYHKY».

2. Konwu BiAKpMETHCH KaMepa, A403BOJIbTe JOCTYN i A0 Hel.

SIKLLLO BM MOMMUIKOBO BigMOBWIN, 3aCTOCYHOK NMoKaxe Location required ([MoTpibHa
reonokauis) abo Camera access required ([MotpibeH goctyn go kamepu). TOPKHITLCS
Enable Camera (YBiMKHYTV Kamepy) abo BigkpuiTe Ha TenedpoHi Settings
(HanawTtyBaHHs) = Apps (3actocyHkun) — Staff Khata — Permissions ([Jo3sonn) i1

YBIMKHITb iX.

BiamivainTe npucyTHicTb i3 cendi Ta GPS

1. Ha ekpaHi Today (CborogHi) TopkHiTbCa Punch in (Bigmitntn npuxig). (Takox MoxHa
BioKpuTK BKNaaky Attendance (BigsigyBaHicTtb) i TopkHyTUCA Mark Attendance

(BigMIiTUTW NPUCYTHICTb).)

2. ExkpaH Attendance noka3sye Bally Assigned Shift (Mpr3HayveHa 3miHa) | Current
Location (MoTouyHe Micue3HaxooKeHHS). AKLWOo agpeca BUrNALAE HeNnpaBUibHOLO,

TOpKHiTbCS Tap to refresh location (TopkHiTbCS, OO OHOBUTY MiCLLe3HAXOMXKEHHS).

3. TopkHiTbcs Tap to take a selfie (TopkHiTbCS, W06 3po6buTK cendi) i 3pobiTh yiTke GoTo

cBoro o6nmnyys. BoHo 3'aButbcesa B po3gini Verification Photo (doto onsa nepesipku).

4. TopkHiTbca Punch in (Bigmitntn npuxig).
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< 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

Bu nobaumte Punched In Successfully! (Mpuxig ycniwHo BigmiveHo!) i3 yacom.

AoMiHicTpaTop 6a4unTb BiAMITKY Ha CBOIl NaHeni 3a Kinbka CeKyHA,

LLlo Bia6GyBaEeTbCSA No3a reo30HOK0

AKLLO Y Bawwin ¢inii BBIMKHEHO reo30Hy, BiAMITUTUCA MOXHa NuLLe B Mexax ii pagiyca,
Hanpuknag 200 meTpiB HaBkono odicy. Mo3a H1UM BiAMITKY Byae 3a6/10KOBaHO 3
nosigomneHHam Outside Allowed Radius ([Mo3a go3soneHnm pagiycom): «Bu
nepebyBaETe N03a A03BOJIEHUM pagiycoM BiaMITKW. Migingite 6nmkye i cnpobyinTe e

pa3».
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O

Error

Outside Allowed Radius

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

Done

3anaite B odic, TopkHiTbcs Tap to refresh location (TopkHiTbcs, Wo6 oHOBUTYK

MiCLe3HaxXOoMKeHHS) i BiAMIiTbTecs 3HOBY. AOMIHICTpaTOpY 3a4al0Tb Pagiyc AN KOXHOI

oinii. Ave. HanawtyBaHHA KoMnaHii, inin i Biaainis.

BiamiTka Buxoay

1. HanpukiHui gHsA TopkHiTbca Punch out (BigmiTntn Buxig) Ha ekpaHi Today (CboroHi).

2. 3pobiTb Wwe ogHe cendi n TopkHiTbCA Punch out.

Bu nobaumte Punched Out Successfully! (Buxig ycniwHo BigmiveHo!). Staff Khata

3iCTaB/IS€ BaLli rOAMHM 3i 3MiHOO, TOX 3aMi3HEHHSA, PaHHi BUXOAM N MOHaAHOPMOBI

staffkhata.com/guide - 46 / 127


https://staffkhata.com/guide/uk/company-setup?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=uk

PO3PaxoBYOTbCS aBTOMATUYHO.

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

. -

Thursday, October 22

Your shift
® General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00PM

ChecklIn Checkout

08:56 AM -
00:00:14

[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave

Apply and track your requests

— My payslips ;

@ ® -

E?:l Helmpursements 3
Submit and tackawuccia

MNMepernsp icTopii BiaBigyBaHOCTI

1. Bigkpuinte Bknaaky Attendance (BiggigyBaHicTb). NepemMukaritecs mix Day (JeHb) i

Month (Micsaub), a cTpinkamun nepexogsre MiX rnepiogamu.

2. TopkHiTbCcs gHA, Wob nobauntn Yac Punched In At (Mpwuxig o) i Punched Out At

(Buxig 0), Micue3sHaxogKeHHs Ta ¢oTo.

3. BigMiTKa HenpaBubHa YM BiACYTHA? 1N LbOro AHA TOPKHITbCA Request

Regularisation (3anpocntn KopurysaHHs), BBeA4iTb MPaBUAbHUN Yac i MPUYKNHY, a
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NoTiM TOPKHITbCS Submit Request (Hagicnatu 3anuT). AOMiHICTpaTop NOroanTb Oro

y BebBepcii.

Ona apMiHicTpaTopiB: YBIMKHEHHSA Ta BAMKHEHHSA
MObinbHOI BiAMITKN ANA npauiBHUKa

[na HoBMX NpauiBHUKIB MOBINbHY BiOMITKY BBIMKHEHO 33 3aMOBYYBaHHAM. BUMKHITB i

A9 TUX, XTO Ma€E BigMivaTUCs nuiwe Ha 6iomeTpnyHOMy TepMiHani.

1. HatucHitb Organization (OpraHnisauis) = Employee List (Cncok npauiBHUKIB).
2. HaTUCHITb MeH!o *** Yy pSAKY NpauiBHUKA.

3. HaTucHiTb Disable Mobile Punch (BumkHyT mobinebHy BigmiTKy) abo Enable Mobile

Punch (YBiMKHYTU MOGinbHY BiAMITKY), OO YBIMKHYTH ii 3HOBY.

& Gro fa) Admin
@ Al Branches 4 Growth (11 daye kit a A LominsTaares
Dashbodrd Organization Time & Loave Data Downlaad Repants Piyro Accoss Gontrol  Account Help & Support
ord Employes List
5 Mwsopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
EVeryona Iin your arganisation, with theif department, s1atus and accoss,

Employees @ Bactive - O active - 8 1 thve st 30 iy 7 Filters
Employee

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

o Ariun Menta Information Technalogy arjun mentagshanma -texides.e. @D Aetve

kg KwitoRao Human Resources @D Active

PN I”fﬁp.Nmr Prom.uc.l:x?n EIQID.\? aeus.-_m:a?rma-mx‘.nes.eua.. D Active

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

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

p A Kumar ﬁro:rucmn.l @snarma- texties.ex.. @ st

Rahul Verma Proguction rahul vermagsharma - textdes.e. o Edit Empioyes
B (Rabul . : Tl e @D active
" 3 : 5 Assign | View Satary
o A
4 Admin Adna _ Priya@sharma- texties.example Active 2 Biometric envoliment

& Update Password
£ Disable Moblle Punch

B Debate Usor

Konn ¢yHKUit0 BUMKHEHO, 3aCTOCYHOK NOBIAOMIISE NPaLiBHUKOBI «MobinbHY BiAMITKY
BYMKHEHO» | MPOCUTb KOPUCTYBATUCS NPU3HaYeHM TepMiHanom. LLLo6 yctaHoBnTr abo
CKUHYTW Naposb NpauiBHUKa, ckopuctanTecs nyHktom Update Password (OHoBUTY

naposb) y TOMy CaMOMY MEeHIO.
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Ona agmMiHicTpaTopiB: 3BiAKWU HaQIULLAN BigMITKN

KoxxHa MobinbHa BigMiTKa 3'aBnsieTbcs B Recent Punches (OctaHHi BigMiTKK) i Ha KapTi

BaLLOI naHeni. Jna NoOBHOro CANCKY:

1. HatucHitb Time & Leave (Yac i Bignyctkn) — Attendance Process (O6pobka
BiZBiAYyBaHOCTI).

2. HatuncHitb GPS punches (GPS-BiaMmiTkun). Byae nokasaHo nvwe BigMITKM i3 3aCTOCYHKY,
KOXHa 3 no3Haykoto GPS.

3. HaTuCHiTb 3HA4YOK OKa B pAAKY, Wob nobaunTn Ha KapTi Micue npuxony i Bnxony Ta
¢doTo BigMiTKK. HaTucHiTb Map view ([MogaHHS Ha KapTi), WwWob nobauunTun BCi

CbOrogHiLWHI MOBINbHI BiAMITKM Ha OQHIN KapTi.

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

£ Anendance (& Regularization O Missing punches B My corrections

7 & ;’ & 1 0 o} 0 8
Today * Al Present  Lole  Absent A"_ Pending  Approved @ GPS punches & T Finers @ D Map view & Export
s Gheck inJ oot 2 Hou
KR :‘!‘"’_‘“"_"“ oct 18, 2026 © Present ) B8 AM | GRS on tima @-- @ &
gy Movadeand Oct 18, 2026 © Prasesn 4 9:03AM | B0Bs ntime @ ® 2
A f“:'_'.'i Oct 18, 2026 @ Prasem «) 8:56 AM | 9GPS On time @-- ® &
am f!'i”"‘_\'"_‘"“ et 18, 2026 @ Prosent ) Bi48 AM | BGPS ontime 7
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Migkno4yeHHA 6ioMeTpUYHOro TepmiHana
Realtime

Tapud: Yci Tapndnm

MNepcoHan, KN BigMivaEeTbCs 6ing BXxoay, MOXe KOpUCTyBaTUCS 6ioMeTpuyHUM
TepMiHanoMm Realtime. Micna nigknoYeHHA KOXHA BiAMITKa BIiAOUTKOM nanbus vn

KapTKoto HagxoanTb y Staff Khata 3a Kinbka cekyHa.

Mpumitka: Staff Khata npautoe nviwe 3 6iomeTpnyHuMmn TepmiHanamm Realtime.

CnpamyunTte TepmiHan Ha Staff Khata

TepmiHan HaacMNae BiAMITKM Yepes iHTepHeT, TOMy crepLly noMy nNoTpibHa agpeca

cepsepa.
1. HatucHitb Device Setup (HanawTtyBaHHA npucTpois) - Manage Devices (KepyBaHHSA
NPUCTPOAMMN).

2. HatncHiTb How to connect (kK nigknto4nTn). Y BikHI nepenivyeHo KpoKn n agpecu

cepsepiB.
3. Migknodite TepMiHan go iHtepHeTy (LAN abo Wi-Fi) i yBIMKHITb 110ro.

4. Ha TepmiHani Bigkpuite Menu (MeHio) = Comm. (38'a30k) abo Cloud Service

(XMapHui cepsic). Moxe 3Hapobutunca PIN-kog agmiHicTpaTopa.

5. BBepiTb agpecy cepepa 419 BaLIOro Tuny TepmiHana, 36epexiTb i nepe3anycTiTe

TepMiHan:
Tun TepmiHana Apnpeca cepBepa
Tepminann WebSocket “wss: //machine.staffkhata.com”

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

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

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

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

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

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

http: /fdevice.staffkhata.con

.

Mopapa: HaTCHITb 3Ha4YOK KONiloBaHHA MOpyYy 3 agpecoto, Wwob ckonitosatu ii. TepmiHan i
nicns nepesanycky obnanH? MNMepesipTe agpecy Ha MOMUKN N MePeKOHaNTecs, Lo Mepexa
Ma€ JoCTyn A0 iHTepHeTy.

N

JopanTte TepmiHasn 3a cepinHUM HOMepoMm

1. Ha ctopiHui Manage Devices (KepyBaHHs npuctposimu) HaTucHiTb Add device

(Jopatn npucTpin).

2. Bsegitb Serial Number (CepiiH1in HOMep) 3 Haninku Ha TepMiHani abo 3 Menu

(MeHto0) — System Info (BigomocTi npo cuctemy) Ha camoMy TepMiHani.

3. Bsegitb Device Name (Ha3Ba npucTtpoto), Hanpuknag «fonoBHum BXig». 3anuwTe

noJie NOPOXHIM, 06 BUKOPMCTOBYBATK Ha3BYy, Ky MOBIJOMIISE TepMiHan.

4. HatucHitb Add device (Jogatn npucTpin).
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

Ledve Bk 10 upe 1he name rEperted by the machine

TepMmiHan 3'aButbcs B cnvcky. Moro cratyc Online (OHnaiiH), akwo Staff Khata otprmysas

Bi, HbOro AaHi 3@ OCTaHHI 5 xBUNuH, iHakwe — Offline (Odnann).

SKLWO cepinHNN HOMep He NPUNMAETbLCS, TepMiHan abo BXe JofaHo, abo BiH Le He

3B'A13aBCH i3 cepBepOM. 3aBepLUiITb KPOKU NiAKIOYEeHHS 1 cnpobyiTe Lwe pas.

Y MeHI0 *** TepMiHana MoXHa Bnbpatu Manage Device (KepyBaTu NpUCTPOEM: NOro
KOPWCTYyBayi, HanawTyBaHHSA 1 BigaaneHi gii), Edit (PegarysaTtn Ha3By) abo Delete

(Buganutn).

MNepepaiTe NpauiBHMKIB Ha TepMiHan
TepMmiHan 4O3BONSE BIAMIYATUCA INLLE TUM, XTO Ha HbOMY 36epexxeHnn.

1. HatucHitb Device Setup (HanawTtyBaHHs npuctpois) — Users Synchronization

(CMHXpOHi3aLis KOpMCTyBadiB). SKLLO TepMiHaniB Kinbka, 06epiTb NOTPiGHUI yropi.

2. BigkpuiTte Send to device (Hagicnatu Ha npuctpin). O6epite Missing on this device
(BiacyTHi Ha LbOMY NPUCTPOI), Wob NobaunTy BCiX, KOO e HEMAE Ha TepMiHani, abo
Never synced anywhere (Hige He cMHXpOHi30BaHi) 4na NpauiBHUKIB, AKKX LLe He

Hagcunaln Ha XXoaeH TepMiHaJ'I.
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3. HatucHiTtb Send to device (Hagicnatu Ha npucTpin) i nigreepabTe.

s1nre Q Svarch featuros ek i h 4 Growth 1daye it [EWURRY M R
Dashbosrd  Devico Seotup Grganization Time & Loave Data Downlasd Repans Payro Accoss Control  Account Halp b Suppert
0 Users Synchronization
5 Autopay is inactive. Set up autopay or choose a one-lime subscription payment. Riniewbiling
M Users Synchronization m
B vocp wsors the same in Stft Khata and on your machings.

end lo deviee ¢

Missing an this device £ Refrosh

Waiting for upload ¢

Emptorse i Exact e
ST-0001 Rahul Verma
ST-0008 Neha Joshi
ADM-7YMULAQL Admin
5T-0002 Amit Kumar
5T-0003 Sunita Patil
ST-0004 Imran Shaikh
ST-0005 Pooja Nair
ST-0006 Kavita Riao
5T-0007 Arjun Mebta
D History 3

IHWi BKNagKy 3HaA06NATbCS, AKLLO BU MOYNHAETE 3 TEPMiHANOM, Ha AKOMY BXe €
KopucTyBayi. Import from device (IMnopT i3 NpUCTPOIO) NEPeHOCUTL NOro KOPUCTYBaYIB Y
Staff Khata, a Copy to other devices (KonitoBatn Ha iHLUI NPUCTPOI) KOMILOE X Ha IHLWWNIA

TepMiHan, LWo B Mepexi.

LLlo6 nepeBipnTKn, XTO MOXe BigMivaTUCA Ha TepMiHani, Biakpuiite Manage Devices
(KepyBaHHS NpUCTposiMun), HATUCHITb *++ = Manage Device (KepyBaTi NPUCTPOEM) i
BiakpuinTe Bkaaky Users (KopuctyBaui). KoxxeH KOpUCTyBay TepMiHana nos'asaHnin 3i

CBOiM npauiBHUkoMm y Staff Khata.

3ape€ecTpynTe BigbUTOK NasnbLs abo KapTKy

[nsa uporo TepmMiHan Mae 6yt B Mepexi.

1. HatucHitb Organization (OpraHnisauis) = Employee List (Cncok npauiBHUKIB).

2. HaTucHiTb **+ y pAagKy rnpauiBHuKa n obepitb Biometric enrollment (biomeTtpuyHa

peecTpaLis).
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3. Ob6epitb Biometric Device (BiomeTpnyHui npucTpin). Ha Step 1 (Kpok 1) npauiBHMKa
3apeecTpoBaHO Ha TepmiHani 3 Machine User ID (ID kopuctyBada Ha TepMiHani).
SKLLLO NOro TaM LLe HeMag, HaTUCHITb Sync Employee to Device (CnHxpoHi3yBaTu

NpauiBHUKA 3 MPUCTPOEM).

4. Ha Step 2 (Kpok 2) obepitb Fingerprint (Binbutok nanbus) abo RFID Card (KapTka
RFID).

5. HatucHitb Start Live Fingerprint Scan (lMoyatn ckaHyBaHHS BiAbWUTKa) i MONPOCiTh
npauiBHMKa TPMYi NPUKNACcTX TON cCaMuii Naneub Ao TepMiHana (abo npuknactu

KapTKy).

Biometric Machine Enroliment
T meginar L

&, SELECTED EMPLOYEE + DIOMETHIC DEVICE

(- TR sl ® Main Gate (RS£202503115271)

STEIF1 TERMINAL 1D & SYNC STEPT  CAPTURE BIOMETRICS

MALFIG TYD10 CapILey Bre on T teeminat

(o) Enrolied on this Terminal
Machine User ID #0002

This ampioyes is regisiered and reasty for bicrweric Capture & 510l

Konu TepMmiHan niaTsepaunTb, NpauiBHMK 3MOXe BiaMivaTncsA. KoxXHa BiaMITKa 3'ABNSAETbCA

SIK CMOBILLLEHHA B peasibHOMY 4aci Ha BaLUi NaHeni.

3aBaHTaXXTe BigMiTKN, 36epeXxeHi Ha TepmiHani

SAKLLO TepMiHan AaKMNCb Yac 6yB odnaliH, BiH 36epirae BigMiTK1. 3aBaHTaXTe iX, KON BiH

3HOBY byae B Mepexi.

1. HatucHiTb Data Download (3aBaHTaxkeHHs gaHux) = Download data from Devices

(3aBaHTaXUTW OaHi 3 NPUCTPOIB).
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2. O6epitb npuctpin y noni Device (Mpuctpin).

3. O6epitb gatn: Today (CborogHi), Yesterday (Yuopa), Last 7 days (OcTtaHHi 7 gHiB),
This month (Llen micaub) abo 3agante From (3) i To ([10). 3a 04nH pa3 MOXXHa

3aBaHTaXXuTtn oo 90 gHi..

4. 3anunwTe BBiMKHeHM Add to attendance automatically (ABTomaTnyHO gogaTtn o

BiABiAyBaHOCTI) ab0 BUMKHITb, LLO6 CNoYaTKy nepernsgHyTn BiAMITKN.

5. HatucHiTe Download punches (3aBaHTauTu BigMIiTKK).

. = Aarsin
KHATA Punchies added to attendance
Dashbosrd  Devica Sotup rganization Time & Loave Data Download Repants Payrod Accoss Gontrol  Account Hetp b Suppert
1 Data Download
5 Autopay is nactive. Set up autopay f choose a one-time subscription payment. Riniewbiling
o Download from devices & Rofrosh & mporigiog fio
Pull punches stored on a biometric device Into attendance, ¢.Q. after it was offiing,
Pavice Dates Today = Yestorday Lost7days  This montn
@ Mangale » Online From T

B oo22 202 B 0e122,2028
Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully
G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export

Amit Kumar Oct 22,2026 308 PM Fgerpriot Chack-in

IMnopTtyinTe dpans XXypHany TepmiHana

FKLLO TepMiHan He MOXe BUMTU B MepeXxy, eKCropTynTe XypHan BiaMiTok Yyepe3 USB 11

iIMMOpTYyNTE OTrO.
1. HaTtucHito Data Download (3aBaHTaxxeHHS aaHux) — Import Biometric Machine

Logs (IMnopT xXypHanis 6iomeTpuyHOro TepmMiHana).

2. Y po3gini Select Machine Log File (BubepiTtb ¢ainn xxypHany) obepitb dann (.txt, .csv

abo .tsv) i HaTnucHITL Upload & Preview Logs (3aBaHTaXXWUTW 11 MepernsaHy TN XXypHanu).

3. lMepeBipTe nonepeHin nepernag. Kopuctysadi Mapped (3ictaBneHi) nos'si3aHi 3

npauisHnkamuy; ID Unmapped (HesicTaBneHi) e Hi 3 KUM He MoB'si3aHi.
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.

L

3apante From date (JaTta 3) i To date (data no), 3a AKi cnig po3paxysaTu
BiABiAYyBaHICTb.

HatncHiTb Confirm & Import Attendance (NigTBepanT 1 iMnopTyBaTU

BiABIAYBaHICTb).

NoTpi6eH Tapud: Data Download (3aBaHTaXkeHHA AaHWX) Ta IMAOPT XXypHaniB TepMiHanis
HanexaTb A0 PO3LUMPEHUNX 3BITIB, IKi MOXYTb OyTM 3a6110KOBaHI Ha HMXYMX Tapudax.
[ofaBaHHA TepMiHaniB, CMHXPOHI3aLis KOPUCTYBAYIB | peecTpaLis NpaLotoTb Ha BCiX
Tapudax.

staffkhata.com/guide - 56 / 127



09

LLloapeHH1N o6niK BigBiAyBaHOCTI

Tapud: Yci Tapudu

Yci BigMIiTKM — 3 BiOMeTpUYHNX TepMiHaniB i MOBINbHOro 3aCTOCYHKY — MOTPanasioTb Ha
OIHY CTOPIHKY. 3BiATW BW NepeBipseTe OeHb, MOrog)KyeTe BiAMITKM N BUMPaBAETe

NMOMWIJTIKN A0 HapaxyBaHHA 3aprifatnl.

CbOrofHilLUHIN AeHb 3 0OAHOrOo nornsapy

Bawa Dashboard (MaHenb) nokasye, XT0 CbOrogHi NPUCYTHIN, BIACYTHIN i 3ani3HUBCS.
Recent Punches (OcTaHHi BiAMITKI) NOKa3ye KOXeH NpuXig y MOMEHT BigMITKH, a

3ani3HeHHs No3HayvyeHo. KapTa nokasye, 3BiAKN Haginwnm MobinbHi BIigMIiTKN.

[ns noBHOro crnncky HatucHiTb Time & Leave (Yac i BionycTtkn) — Attendance Process

(O6pobka BigBioyBaHOCTI).

®inbTPN Ha CTOPIHLi BiABiAYBaHOCTI

CropiHka Attendance (BigBigyBaHicTb) BiOKPUBAETLCA HA CbOrOAHILLUHBOMY AHi. KapTKu
Bropi (Present — npucytHi, Absent — BiacyTHi, Late — 3anisHunucs, On leave —y

Bi4NYCTLi) MOKa3yoTb NiACYMKN. HaTUCHITb KapTKy, W06 NokasaTtu nuLie uux noaen.

Hap tabnuueto € agi rpynn ¢inbTpis:

dinbTp LLlo nokasye

All (Yci) / Present (MpucyTHi) / Late (3anisHununca)  MpauiBHUKIB 3a CTaTyCOM BiABiAyBaHOCTI
/ Absent (BigcyTHi)

Pending (OuikytoTb) BigMiTKN, L0 YeKaoTb Ha BaLle Moroa)KeHHsa
Approved ([orogxeHi) BigMiTKWn, 9Ki B Be norogunnmu
GPS punches (GPS-BigmiTKu) JInwe BiAMITKM 3 MOBINBHOMO 3aCTOCYHKY 3

MiCLLe3HAXOMKEHHAM
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Admin v
@ Al Branches A o ADMOISTRATR

fica Setup Grganization Time & Loave Diata Downlasd Reparts Payrasl Accoss Contral  Account Holp & Support

ard Time & Leave
()] Autopay I8 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview biting
Attendance 3 Refrash 1, import + Add Manuat Attondance
o & imp
Dally chock-ing, blometric Iogs, reguiarization requests and missing punches.

£ Anendance & Regularization O Missing punches B My corrections

fo e
7 2 2 & 1 0 8
Today 7 All Presemt  Eme  Absent f-"“ Panding  Approved @ GPS punches 4 T Filters 0 Map view & Expart Q Sear
Empicyee Date Status Check in/ oot Punctuality Houe
) 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 @-- ® &
A f:i”" "'_‘"“’ Oct 18, 2026 @ Prosem 5 B:48 AM | 9OFS on tme @-- @ &

HatuncHiTb Filters (PinbTpn), wob BMbpaTn NpauiBHMKa Yn iHWIKA NepioA, a noTim Apply
(3actocyBaTtn). BukopuctosyiTte All Branches (Yci ¢inii) Ha BepxHil naHeni, wob
nepernaHyty ogHy ¢inito. Bukopuctosynte Search by name or ID... (Mowwyk 3a imeHeMm

a6o ID...), wob 3HanTu nogmnHy, i Export (EkcnopT), o6 3aBaHTaXXMUTW CMCOK.

HaTnCHITb 3Ha4YOK OKa B Byab-akomMy psaky, Wwob sigkputn Attendance Details (Jetani
BiABiAyBaHOCTI): Yac NpUXoay ” BUXOAY, BUKOPUCTAHUW NPUCTPIN Y1 MiCLLe3HaXOAXKEHHS,

3MiHy 1 rognHn, a ansa MobinbHUX BiAMITOK — ¢oTO.

.

MoTpi6eH Tapud: Ha HMXUMxX Tapudax GinbTp nepiogy obmMexxeHo oAHUM AHeM. [ns
nepernagy Winoro mMicsus, poky 4v AOBiNbHOro nepiody notpibeH Tapud i3 posmpeHmMnm

3BiTaMW.

L

MorogkeHHSs BiAMITOK

1. HatucHitb Filters (®inbTpn), 06epite This Month (Llein micsiub) y Quick Select

(LWBnakuim Bnbip) i HaTucHITL Apply (3acTtocyBaTw).

2. HatncHite Pending (OuikytoTb).

staffkhata.com/guide - 58 / 127



3. HaTucHiTb Review (MNepernsHyTn) B paaky. lMepesipTe Yac, MicLe3HaXo4XeHHS 1
doro.

4. HatucHitb Approve (MoroanTun) 1 nigreepabte. LLLO6 BiAXnnutn BigMITKY, HATUCHITb

Reject (Bioxnnutu) i KOPOTKO BKaXiTb MPUYNHY.

£ Attendance Details x
wy  Meha Joshi @ Presant | Ontime |- 3 Pending
Employes I ST-0008 Sat, Oct 17, 2026
Attendance SIIHIIIIW
+) Gheciin [+ Gheck out Shitt
856 AM @ 607PM @ Satiorst Sl
office | On bma office | Ontime
& Karod Bagh, Nirw Dehi & Karol Bagh. New Dethi

" -]

Kol B rt ]
e o o et Bagh Markel (D)
R Sy

ek ol bagh
) @ maror £ -

Device punches 2
=+ §S6AM In Samuung Galaxy A4

B 807 PM Out Samaung Gataay A34

Close

BunpaBneHHsi NPONyLLEHOro BUXoAy

AKLLO XTOCh 3abyB BIAMITUTN BUXIiA, NOro roanHn He MOXKHa po3paxysBaTu. JoganTe yac

CaMOCTINHO.

1. 3HangiTb NOTPIbHMI AeHb. 3HaNAITb NPaUiBHMKA 3a iMeHeM i 3afalTe nepiog vepes

Filters (®inbTpu), AKLLO Le He CbOroAHi.

2. HaTucHiTb 3Ha4vok onisus (Edit — PeparyBatn) y ubomy psagky. Binkpuetbcs Update
Manual Attendance (OHOBUTU py4HY BIAMITKY).

3. 3apanTte Punch Out Time (Yac Buxoay). Mo3HauTe Next day (HactynHoro gHs), SKLWo

N0AMHa npautosana nicais oniBHoMYI.

4. HatucHitTb Update Attendance (OHOBUTM BiABIAyBaHICTb). Tenep rogmHm

PO3pPaxoBaHo.
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Update Manual Attendance

Emgloyee *
Imzan Shaikh
ST-0004

Date * Shift*

O ooz, 2028 General Shift (09:00 = 15:00)
Funch In Time * Clear Punch Out Time

@ S01AM ® 605 PM
Status *

Present

Remark (optional)
Autd remark,

(
Mopapa: Bknagka Missing punches (MponyLieHi BigMiTKM) NOKa3ye BCiX, XTO Ma€ npuxig,
6e3 Buxoay (abo Hasnaku). HatucHiTb Add missing check-out (Jogaty nponyLieHuin

BMXig), BBeAiTb Yac i HATUCHITbL Save attendance (36epertu BigBiAyBaHICTb).

N

HopaBaHHS BigBiayBaHocTi Bpy4yHY (Manual Punch)

BukopuctoByuTe Le, KON NI0ANHA B3arani He 3Morna BigMiTUTUCA, Hanpukiag nig yac

BMi3ay Ha 00'eKT.

1. HatucHite Add Manual Attendance (Jonatu BiggigyBaHicTb Bpy4yHy) abo Time &
Leave (Yac i BignycTtkn) = Manual Punch (Py4yHa BigmiTKa). 3anuwite BubpaHum

Single Punch (OgHa BigmiTka).
2. O6epitb Employee (MpauisHuk), Date (data) i Shift (3minHa).
3. Begitb Punch In Time (Yac npuxogy) i, akwo Bigomo, Punch Out Time (Yac Buxogny).

4. O6epiTb Status (CtaTyc): Present ([MpucyTHin), Absent (BiacytHin), Half Day

(MonoBuHa oHs) abo Leave (Bignyctka). Ons Absent i Leave yac He noTpibeH.

5. 3a 6axaHHam gopante Remark (Mpumitka) i HaTucHITL Submit Attendance

(HapicnaTw BigBigyBaHiCTb).
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BiamiTka Kinibkox nogen ogpasy (Bulk Manual Punch)

1. HaTtucHitb Time & Leave (Yac i Bignyctku) — Bulk Manual Punch (MacoBa py4yHa

BigMiTKa) abo nepenaite Ha Bulk Manual Punch y dopmi py4Hoi BifgBigyBaHOCTI.

2. Y po3gini Select Employees (BubepiTb NpauiBHUKIB) NO3HaYTe KOXHY NOANHY abo

HaTucHITb Select All (Bubpatu Bcix).

3. 3apante Date (Odata), Punch In Time (Yac npuxopay) i Status (Ctatyc). 3anuwTe Shift
(3miHa) Ha Auto / Profile Default (ABTo / 32 npodinem), 06 BUKOpUCTOBYBaTH

B/TIAaCHY 3MiHY KOXHOI JTIOOVHN.

4. TMepesipTe niacymok i HaTtucHiTb Record Bulk Punch (3anncatu macoBy BiaMITKy).

Bulk Manual Punch

# Single Punch & Bulk Manual Punch

Select Employees * 2/95eced  SeectAn  Date® Shift

B octis, 2026 Ao | Profile Detault >
Q Fier employees by name or ID.
Punch In Tima * st Punch Gut Time

@ «:00 AM ® Pick Time

Status

Present

Remark (sptional)

NMoromkeHHsA 3anuTiB Ha KOPpUryBaHHs

MpauiBHUKN MOXYTb MOMNPOCUTY BUNPABUTUN BAACHI BiAMITKNM i3 3aCTOCYHKY 41 BebBepCii,

BKa3aBLUM paKTUYHO BiANPaLbOBaHUI YacC i NPUYNHY.

1. HatucHitb Time & Leave (Yac i Bianyctkn) — Regularization (KopuryBaHHs) abo
BiaKpuinTe BKNaaKy Regularization Ha cTopiHui BiaBigyBaHOCTI. Konn € 3anuTwy, Wo

OYiKYIOTb, Ha BKaALi MOKa3aHO iXHIO KiNbKICTb.
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2. lepeBipTe 3annTaHN Yac i MPUYNHY.

3. HaTucHite Approve (IMorogutun) abo Reject (Biopxunnutn). LLlob6 06pobuTtn 6arato

3anuTiB ogpasy, No3HauyTe ix i 3acToCcynTe Ty caMy Aito 40 BCiX.

Micns norogxeHHs BiABiAYBaHICTb NpaLiBHMKAa OHOBIOETLCA HA 3aNUTaHUN Yac.

i f Y i el o v
’ﬁ OLTI Q. Soarch featuros. @ Al Branches S A ADwSTRATOR
Dashbosrd  DevicaSetup -~ Organization -  Time&Loavo -~  DataDownlosd <  Reporis ©  Payroll - AccessConfrol  Account Halp & Support

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

Attendance

Dty chock-ins, blometric Iogs, regularization requests and missing punches

Y Anendance | & R ization | & Missingpunches B My corrections

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

3 Refresh &

Prosent Late O laave

9. & kS 79 @ 0 (]

i A tod After 1hef start Tme Agoroved st 1oy

Dates: <11, 2026 -0L I, 2028 % T Resat

Oet1=-0et 31,2026 122 AN Present  Late  Absent Al Pernding  Approved & GRS punches 55 TV Fiivers @ 0 Map view & Export Q0 Search by name or 1D,

Employee Date Status, Check in Jout Punctualty s
Z) St oet 18, 2026 Iy 0 926 AM s @ ® &
) X 01 18, 2026 © Preseen 4] %:08 AM | #075 on time - @ ¢
A Amh Ko Oct 16, 2026 @ Presant 4 8:07 AM on tima. - ® &
) Sne s Oc1 18, 2026 © Pressea 4] 9:03 AM i s ©-- ® g
i ?:’_";jg"“ et 18, 2026 © Preseen 4 %03 AM | 80PE Gn e @-- ® 2
& e Oct 18, 2026 @ Present -] 9:00 AM on tme @ @ &
Bl 0ct 18, 2026 @ Present 41 9:00 AM o tine - ® 7
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Buau BiANYyCTOK, 3anNnUTU Ha BIANYCTKY Ta CBATA

Tapud: Tapudn 3 BignycTkamm Ta CBATaMU

OOvH pas HanawTynTe BUAW BIANYCTOK, SIKi MOXe bpaTu nepcoHarn, i cnucok cear. lMicns
LbOro 3anuTy Ha BIANYCTKY, 3a/INLWKN 1 CBATa aBTOMATUYHO NOTPanAsAioTb B 06/iK Yacy Ta

3apnnary.

.

MNoTpi6eH Tapud: KepyBaHHA BignycTkaMu i cBaTamMum Moxe 6yt 3absokoBaHe Ha
HKYMX Tapudax. AKLLO MEHI0 NO3HAaYEHO 3aMKOM, NepernsHbTe akTyanbHi LWiHW 1 Tapudn

B Billing & Plan (Onnata n tapud).

L

Bu3HauTe BMAM BiaNyCcTOK

Bignyctku Casual (3a BnacHum 6axkaHHsMm), Sick (nikapHsiHa), Earned (wopiyHa) i Maternity
(y 3B'AA3Ky 3 BariTHICTIO Ta NOIOramMm) BXe HanalwToBaHO ANs Bac. BigpeparynTe ix abo

JopanTe BnacHi.

1. HaTtucHitb Organization (OpraHizauis) — Define Leave (Buawn Bignyctok). Cnncok
Leave types (Buau BionycToK) NOKa3ye Kog KOXXHOIro BUAY, KiIbKiCTb AHIB Ha PiK, LLO

BiAOYBaETLCHA 3 HEBUKOPUCTAHUMUN OHAMMN i Y NOTPiIOHE NOroAXKeHHS.
2. HatncHite Add Leave Type (JogaTtv BUA BigNyCcTKN).

3. 3anoBHiTb popmy:

MNapameTp Lo pobutb

Name (Ha3sa) i Code (Kopn) Hanpuknag, «Compensatory Off» (Bigryn) i «CO». Obuasa
060B'A3KOBI.

Days per year ([HiB Ha piK) CKinbKKn OHIB Ha PiK OTPUMYE KOXEH NpaLiBHUK.

Carry forward unused days YBIMKHEHO: HEBUKOPUCTaHI AHi NepexoaaTb Ha HaCTYNHUIA

(MepeHOCUTN HEBUKOPUCTaHI OHi) pik. BUMKHEHO: BOHM 3roparoTb HanpuKiHLi POKY.

Needs approval (MoTpibHe YBIMKHEHO: KOXeH 3annT Mae noroantu 6esnocepeHin

MOroayKeHHs) KepiBHMK abo HR.
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MNapameTp Lo pobutb

Colour (Konip) BinobpaxaeTbCs B kKaneHAapsxX i Ha 3Ha4Kax BifnyCTOK.

4. HatucHiTb Add Leave Type (JogaTtv BUA BignycTKun).

Add Leave Type *
P M3y doye 1811 get each yens ancl New fequasts re
nanied.

Name Code
Compansatory Off co
Days por year

08

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

Beeds approval
The repes

BEtng mAnIger Of M} MUK APErs SICH FPGUETT

Cotaur

Shown on Calendars and Mdve haoges.
00000000 -

® Companeatory Off

o6 3MiHMTK Y Buganutn Bug, ckopuctanmtecs Edit (PegarysaTtu) abo Delete (Buganutu)

B 1Or0 PAAKY.

MNMepesipTe 3anuwKu BignycToK (Leave Opening Entry)

1. HatucHitb Time & Leave (Yac i Bianyctkn) — Leave Opening Entry (3anuwku

BiANYCTOK).

2. [na koXHOro npauiBHWKa 1 BUAy BignycTky nokasaHo gHi Allowed (Jo3BoneHo),

Used (BukopuctaHo) i Left (3anuwmnnocs), a Takox Total left (Ycboro 3anuwmnnocs).

3. 3MiHiTb ¢iHaHCOBUI piK yropi niBopy4 abo ¢inbTpynTe 3a BUAOM BiAnNycTKuy, dinieto,

BiAAINOM UM NpauiBHMKOM. HaTUCHITb Export (EkcnopT), wob 3aBaHTaXnTn Tabnumuo.
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D Al Branches _ arowin 15 days it AR W

me & ta Dowel o Control  Account ok & Support
3 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Rirview biting
9 Leave Opening Entry & Export
Financial yoar: 01 Ape 2026 = 31 Mar 2027
8 01Apr 2026 - 31 Mar 2027 (Current Al Leave Types 4 Al Branches ~ b All Departments &, AllEmployees
Leave balances @
® Casual Leave ® Sick Leave & Eamed Leave ® Masermity Leave ® Compersatory Off
Empioyee Mowed Used Lot Alitrared UViea Left Aiowed Used Left Alirwod Uned Leht Anowed Used Leht Toal left
S z 12 12 12 15 15 90 50 3 s 135
bt 12 o 12 12 12 15 0 15 a0 90 ] & 135
byt 12 0 12 12 0 12 15 ] 15 90 0 50 ] 0 ] 135
Sl i 12 o 12 12 [ 12 18 ) 15 ag %0 8 0 8 138
!T".".s.":f.'f‘": i 12 0 12 12 : 12 15 0 15 20 0 20 6 o & 135
PP”’?.’?':“ decton Ml 1z 1z 12 1z 15 o 15 20 30 & 8 135
foaginotind N LN 12 12 12 12 15 15 90 %0 5 & 138
e, o Tacrcrsar: Herd 12 ] 12 12 : 12 15 ) 15 20 E ] ] 135
O 12 1 n 12 12 y 15 0 15 20 50 & 0 & 134

AK npauiBHUKN NoaaloTb 3asiBy Ha BiANYCTKY

MpauiBHUKM BXOOATL 3i CBOEI MOLUTO 1 NaponeM y Bebsepcii Ha

https://attendance.staffkhata.com a6o B 3actocyHky Staff Khata (Bknagka Leave —

BignycTku). BoHu BigkpuatoTb Apply Leave (lMogaTu 3aaBy Ha BignycTky), 6ayaTtb
3a/IMLLOK 33 KOXXHUM BUAOM, 061patoTb BUA | AaTW, A0AAK0Tb MPUYNHY 1 HAACWUIAKOTb.

Micng uboro 3annT OYiKY€E Ha MOrOXKEHHS.

NopgaHHA BiANYCTKU Bif, iMeHi NpaLuiBHUKa
Lle 3py4HO, KOMM XTOCb TenedoHye yepe3 XxBopoby abo He KOPUCTYETbCS 3aCTOCYHKOM.

1. HatucHitb Time & Leave (Yac i Bignyctkn) — Leave Application (3asBu Ha BignycTKy).
2. HatucHite Apply leave (Mogatn 3asBy).

3. Ob6epitb Employee ([MpauiBHuKK), NoTiM Leave type (Bua BignycTku). Mopyy i3 KOXHUM

BMOOM MOKA3aHO KiNbKiCTb AHIB, WO 3aIULWNANCS.

4. O6epitb One day (OgvH geHb), Half a day (lMonosuHa gHs) abo Several days (Kinbka

[HiB) i B6epiTb AaTy 4n oatu.

staffkhata.com/guide - 65/ 127


https://attendance.staffkhata.com/?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=uk

5. Hopante Reason (MpuunHa). Y po3aini Also notify (Takox noBigoMuT) MoxHa

Bnbpatu nogen, SKkux cnig noiHopmysatu.

6. HatucHiTe Apply leave (Mogatu 3asBy).

Casual Leave (10 remaining]

.
B 26 0c1 2026

Netfy Mansbars - OM
Search & seloct members...

Mudacs >
Famiy tunction i Japur

MoropykeHHA abo BigXUNEHHA BiANYCTKN

1. HatucHitb Time & Leave (Yac i Bignyctkn) — Leave Application (3asBu Ha BignycTKy).
Leave requests (3annTn Ha BiANYCTKY) BiAKPUBAETbCA Ha BKNaaui Pending

(OuikytOTb).

2. HatucHitb Review (MepernanyTn) 6ina 3anuTy. MepeBipTe BUA BiANYCTKW, AaTw,

KiNbKICTb OHIB | MPUYMHY.

3. HaTtucHite Approve (Morogutu) abo Reject (Bipxunutn) n niarsepapre.
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Beason

Family function in Jaipur

Close

Bknagkun Approved (MorogkeHi), Rejected (Bigxuneni) i All (Yci) 36epiratoTb icTopito.

PiLLeHHA MOXXHa 3MIHUTW 1 Ni3HiWe B AeTansx 3anuTy.

JlopanTe CBATA

CsiTa BigobpaxatoTbCs B KaneHOapsax i BpaxoBYOTbCA Y 3BiTax NPoO BiABiAYBaHICTb.

HalnwBualwe noyaTy 3 iMNOPTY CBOMO CIMCKY.

IMNOPT 3 eNeKTPOHHOI Tabnuui

1. HatucHitb Organization (OpraHnisauis) — Define Holiday (CssaTa).
2. HatucHiTb Import (Imnopr).

3. Y po3aini Need A Template ([oTpibeH wabnoH) HaTucHITL CSV abo Excel, 106
3aBaHTaXMTW 3pa3okK. BiH mae Tpu cTosnui: Holiday Name (Hassa cssTa), Type (Tun:

Full Day — noBHuI geHb abo Half Day — nonosuHa gHs) i Date (Jata, DD-MM-YYYY).

4. 3anoBHITb NOro, NOTiM NepeTAaArHiTe Gann y none abo HaTUCHITb, WO6 BUGpaTun.
NigrpumytoTbca dannm CSV, XLS i XLSX go 2 Mb.

5. HatucHite Import (IMnopT). Yci cBATa 6yae nogaHo ogpasy.
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JopanTte ogHe CBATO

1. Ha ctopiHui Define Holiday (CesaTa) HatucHiTb Add Holiday (JonaTtun cBATO).

2. Beepitb Name (Ha3Ba), Bubepitb Date (Jata) n obepitb Full day (MosHmin geHb) abo

Half day (MonosuHa gHs). Description (Onuc) Heob60B'sI3KOBUIA.

3. HaTtucHite Add Holiday (Jonatu cBATO).

Add Holiday *

Shawn 60 calendars and used in anendance repons

HName
Company Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description [optional)
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BukopucTosyinTe Bknagku Upcoming (ManbytHi), Past (Munyni) i All (Yci), wo6
nepernagat cnuncok, a Edit (PeparysaTtu) um Delete (Buganntn) B pagky — o6 3MiHUTK

noro.
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1

3apnnarta, po3paxyHKOBi INCTU 1 aBaHCU

Tapud: Tapudwn i3 3apnnaToto

Staff Khata po3paxoBye KOXHY 3apnfiaTy Ha OCHOBI BiABiAyBaHOCTI, BigNyCTOK, CBAT i
3ani3HeHb, TOX eNeKTPoHHa Tabnuusa Bam He NoTpibHa. HanawTynte BCe 0AuH pas, a

NOTiM HapaxoByKMTe 3apnnaTy LWOoMICAUA KiflbKOMa KNauaHHAMMN.

.

NoTpi6eH Tapud: [1ng 3apnnaTtn NoTpibeH nnatHUn Tapud, WO BKIOYAE HapaxyBaHHS
3apnnatu. Akwo meHio Payroll (3apnnaTa) 3abnokoBaHe, nepernsaHbTe akTyanbHi Tapudn B

Billing & Plan (Onnata 1 Tapud).

N

3aganTe po3paxyHKOBUMN LKA i 060B'A3KOBI yTPMMaHHS

Lli HanawTyBaHHSA 3aCTOCOBYOTLCS A0 KOXHOIO HapaxyBaHHS.

1. HaTtucHitb Organization (OpraHizauis) = Company (KomnaHis), noTim Bigkpumnre

Bknagky Payroll & Tax (3apnnarta v nogaTtku).

2. Y po3gini Salary Cycle Period (Po3paxyHkosuii nepioa) 3agante Period Start Day
(Mepwwuin geHb nepioay) i Period End Day (OctaHHin oeHb nepioay). Beeaitb 0 sk

OCTaHHI AeHb, Wob Le 6yB «OCTAaHHIN AeHb MiCALS».

3. Y po3gaini Statutory Deductions & Contributions (O60B'A3K0Bi yTpMaHHS 1 BHECKW)

YBIMKHITb Te, LLLO CTOCYETbCS Bac.

4. HatucHitb Save Changes (36eperTtu 3miHn).
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@ Al Branches A o ADMOISTRATOR
Dashbosrd  Device Sotug Organization me & Data Downlaad Ropart 433 Control  Account Holp & Suppert
‘Company
(] Autopay is mactive. Set up sutopay of choose a one-time subscription payment. Rerview biling
Company Settings o Reset
Manag mpany proforences, atendance rules, payroll, and policies
date
PERIOD END DAY 02 £ of kv
o
) Payroll & Tax
L
& Lo
Statutory Deductions & Contributions
A My Prafile ESI {Employee State Insurance)
PF (Provident Fund) ©
Gratuity Liability
FF CONTRIEUTION % 51 CONTRIBUTION %
12 278 %
You have unsaved changes Discard B Save Changes
- Financial Year Definitian

ESI (Employee State Insurance)

(dep>xaBHe cTpaxyBaHHS NpaLiBHUKIB)

PF (Provident Fund) (MeHcinHuin ¢oHa)

Gratuity Liability (3060B'si3aHHA 3
BUXiOHOI JonomMmorn)

Financial Year Start / End ([Mo4vaTok /

KiHeUb ¢iHAHCOBOro PoKy)

Jopae BHecku ESI gna 3apnnar, WO BiANOBiAATb YMOBaM.
CtaBKa 3agaeTtbca B ESI Contribution % (BHecok ESI, %).

[opae yTpumaHHsa EPF i BHecok poboTogasud. CTaBka
3apaeTbcs B PF Contribution % (BHecok PF, %), 3a3Buyai 12.

Bepe LoOpiYHi pe3epBu Ha BUXiAHY JONOMOTY.

PiK, LLO BUKOPUCTOBYETLCA AN GiHaHCOBOI 3BITHOCTI.

Mpu3HauTe CTPYKTYpY 3apnnaTu

MepLu HiXX HapaxoByBaTW 3apnnaTy, KOXHOMY NpaLuiBHUKOBI NOTPiGHa CTPYyKTypa

3apnnaTu.

1. HatucHitb Payroll (3apnnata) — Salary Management (KepyBaHHA 3apnnatamu). TyT

nepeniyeHo BCiX NPaLiBHUKIB i3 LMKIOM, HapaxyBaHHAMM, YTPUMaHHAMMN, YNCTOIO
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3apnnaTtoto 1 pivHoto CTC (MoBHO BapTICTIO A1 KOMIMaHii).

2. HaTucHiTb 3Ha4oK pefaryBaHHA B pAaKy npauiBHuka abo Assign Salary Structure

(Mpr3HaYMTK CTPYKTYpPY 3apnniaTu) Ans HOBOro NMpaLiBHUKA.

3. O6epitb Payroll Cycle (Uykn Bunnatu: Monthly Cycle — womicauHnin abo Weekly
Cycle — wotmxHeBun) i Salary Type (Tun 3apnnatu: Fixed — ¢ikcoBaHa, Variable —

3MiHHa abo Commission Based — Ha ocHOBI KoMmicii).

4. 3anosHiTb Earnings (HapaxyBaHHs): Basic Salary (6a3oa 3apnnarta), HRA (kutnoBa
HapbaBka), Conveyance (TpaHcrnopTHa Hagbaska), Medical Allowance (MmeguyHa

HapbaBka) Ta Other Allowance (iHwa HagbaBka).

5. 3anosHiTb Deductions (YTpumaHHs), 9k-0T PF, ESI Ta Professional Tax (npodecinHnn

nogatok). ESI MmoxHa noka3syBaTu pa3om abo okpemo.

6. Mo3sHauTe Show CTC in Payslip ([Moka3yBatn CTC y po3paxyHKOBOMY JIACTI), AKLLO

NpauiBHNK Ma€ 6a4nT CBOKO PiYHY BapTICTb A1 KOMMaHii.

7. HaTucHiTb Save Salary Structure (36epertu cTpykTypy 3apnnatu) abo Update Salary

Structure (OHOBUTU CTPYKTYpPY 3apnnaTu).

Mig vyac BBeOeHHA NiacyMKu BHU3Y nokasytoTb Total Earnings (Ycboro HapaxosaHo), Total

Deductions (Ycboro ytpumaHo), Net Take-Home (Jo sBunnatu) i Annual CTC (PiuHa CTC).

4 Edit Salary Structure — Rahul Verma

Orty actve eempiayees w1 S5 Payroll Cycle
Monshly Cyehe w [ B ShowCTCinPaysip

(D Editing existing salary for Rahul Verma [5T-0001 - Superviser

~* EARNINGS Total ¥35,000

TOTAL EARNNGE TOTAL DECUCTHONG NET TARE-J6080 MUAL ETE

38,000 L # ¥37,998 456,000 1y
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(
MNopapa: Liio dopmy Takoxx MoxkHa BigkpuTu 3 Organization (OpraHisauis) - Employee
List (Cnucok npauiBHUKIB): BiAKPUIATE MeHI0 psaAKa NpauiBHUKA N HAaTUCHITL Assign / View
Salary (Mpu3HaunTn / NnepernaHyTn 3apnnary).

L

LLlomicsiuHe HapaxyBaHHSs 3apnjaTu

1. HatucHitb Payroll (3apnnata) — Run Payroll (Hapaxysatu 3apnnary).
2. O6epiTb MicaLb i pik yropi Tabnuu,.

3. HatucHite Bulk Generate (MacoBe cTBopeHHS), obepiTb Department (Bigain),
nepesipTe MicAUb i pik i HaTUCHITL Generate Bulk Payroll (CtBopuTtn macose

HapaxyBaHHs). [TOBTOPITb AN1A KOXHOro Biaainy.

Bulk Generate Department Payroll

LLlo6 HapaxyBaTu 3apnnaTy nuviie ogHin noguHi, HatucHite Add Payroll (Jogoatn

HapaxyBaHHs) 1 06epiTb NpaLiBHKKA.

HatncHiTb More Columns (binbLue ctoBnuis), o6 nobaunTtn poboui AHi, aHi 6e3
36epexeHHs 3apnnat (LOP), woTuxKHeBI BUXigHI, CBATA i onnadyBaHi BIiANYCTKY, 3 SKUX

CKNaAda€TbCA KOXXHa 3apnniaTta.
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@ Al Branches 4 Growth [15daye kit a A LominsTaaro

Dashboard  Device Sotup Grganization Time & Loave Data Download Ruparts Payrofl Accoss Contral  Account
1+ Run Payrol
5 Autopay is mactive. Set up sutopay of choose a one-lime subseription payment. Review biting

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

Total Not Payrol z Tetsl Gruss Eamings Statutory Decuctions
=] 7 -
¥1,28,200 ¥1,45,000 ¥16,800
—
[# Employee Payroll Records % — Less Cohunng September v 2028 v (1 Search employess by name
. e NET " S ; PAID UNPAID WEEKLY BASIC OTHER  TOTAL w PROF.  TOTAL
EMPLOYEE - o sTATUS ATTEND Lo® HOLIDAY ks ko e e HRA cowvevawce  wEpicaL  INER O imaey B8 o ek
Pooletiskr 5 g wme ) UNSETILED. . 24 0 0 0 0 s 22000 tmE0D €100 rv2se Twast  esena t2ew 0 w00 12840
Imaan Shaikh a1 —
’ / 035221 | O UNSETREG. 23 1 0 a a o vapoe  rsgo0  r1800 r,250 w0 M0 TLESD M0 R0 104647
004
Sunita atd a1 o
ity & ti3.440.67 @ UNSETTLED 38 (X 0 ] (] 1] £16,000 00,400 1,000 rL250 750 120,000 11920 "0 200 2,553.23
o3
st Kumar - T
e s T eum ® UNSETILED | 24 ’ ° o 0 . nagos  rsace rig0s r1.350 550 w3000 TLEES % 200 wLESO
ke 3;.01 LR @ UNSETTLED £ 3 ° o 0 % § T tosor  tigod 71,250 T1550 8,000 L2 T CR F) vo.580

BunpaBneHHA 1 po3paxyHOK

LWo6 3MiHNTK cymy, Bigpeparynte pagok HapaxyBaHHS rnpauiBHuka. Y Edit Monthly
Payroll (PegaryBatu womica4yHe HapaxyBaHHS) HaTUCHITb Save Draft (36epertu
YepHeTKy), Wob 3anmwnTm rnoro Bigkputum, abo Settle & Save (PospaxyBaTtu 1

36eperTu), KoM 3apnaaTy BUMNIAYeHo.

Llo6 no3HaunTn 6arato 3apniaT sk BUMIayeHi, Mo3HauTe psSiaKN N HaTUCHITL Settle

Selected (Po3paxyBaTu BnbpaHi).

CkopuctanTtecs Export (Ekcnopr), Wwob 3aBaHTaxuTn Micsub y popmari Excel abo PDF.

MNepernsap i 3aBaHTa)KeHHA po3paxXyHKOBUX NNUCTIB

HatncHiTb Payslip (Po3paxyHKOBU NNCT) y pSAKY NpauiBHMKa. PO3paxyHKOBUA NNCT
MiCTUTb Ball NOroTun, 3BeeHHS BiABiAYyBaHOCTI, HapaxyBaHHS, yTPUMaHHS,
BiALUKOOYBAaHHSA (AKLLO €) | CyMy A0 BUMAATU NPONMCOM. BiH TaKoXX MOKa3ye, AK
3aCTOCOBAHO NOMITUKY POBOYOro Yacy: 3ani3HeHHs, PpaHHi BUXoAuW N YTPUMAHHS 3a

MOJTiITUKOIO.

HatncHiTb Download PDF (3aBaHTaxuTtu PDF), o6 36eperTtu noro, abo Print (Jpyk).
Ckopuctantecs Show Annual CTC (Moka3saTu piuHy CTC) / Hide Annual CTC ([puxoBatu
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piyHy CTC), wob Bnbpatn, um Bigobpaxatu CTC.

o n e ) .k Al Branch, 0 15 days o
w: 4 Al Branches % Growth |18dayat -
Dashboard  Device Setup - Grganization Time & Loave Data Download -~ Regarts apia Accoss Contiol  Account Holp & Support

ST PN-FO58
Manth: Sept :
Gamerated: 180t 2
Sharma Textiles Put Lte Rahul Varma
e ki b G T bR Superviser
R T — o Ml Lesoers pounavs o wekivon
30 2 To W3 ° ) g
Office Time Policy:  Stsaaua ofica Plicy a1 Early Exs:d B o 0 Days
-+ EARNINGS “ DEDUCTIONS
E24,000.00 F nfstay T2,880.00
BM0000 P (Employes) [Ex .00
net000 £ .00
n2/000  E5IiEmploy t0.00
MS5000  ES(Emoloye) [Excond .00
w000 et #200.00
Total Earmings ¥38,000.00 * v3.800.00
Total Decuctions 6,860.00
@ Annual Cost to Company {CTC) 4,56,000.00 /¢

¥31,120.00

MpauiBHMKM 3 06NiKOBMM 3anncom 6ayvaTb CBOi po3paxyHKoBi nnuctn B My Payslips (Moi

po3paxyHKoBi nuctun). Ane. CamoobcnyroByBaHHA NpaLiBHUKIB.

ABaHCHK 1 BigLUKOAYBaHHS

3anuc aBaHcy i3 3apnnatu

1. HatucHitb Payroll (3apnnarta) - Add Advance (Jonatu aBaHc).

2. Ob6epitb Employee (MpauiBHukK), BBeaiTb Amount (Cyma) i Reason / Description
(MpwuynHa / onuc), obepite Month (Micaub) i Year (Pik).

3. HatucHiTb Save Advance (36eperTtu aBaHc).
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& Add Salary Advance

[ Diwali festival advance]

Manth *
Detober

3anuc BigLWKoAyBaHHS

1. HatucHitb Payroll (3apnnata) - Add Reimbursement (JogaTtu BigLwKoayBaHHS).
2. Ob6epiTb NpauiBHMKa, BBEAiTb CYMY, NPUYNHY, MICALb i PiK.

3. TMpwukpiniTe paxyHoK y po3aini Supporting Document / Bill (MigTBepaHuin LOKyMeHT /
paxyHok; PDF, JPG, PNG a6o DOC go 2 MB). PaxyHOK 060B'A3KOBUIA.

4. HatucHitb Submit Claim (Hagicnatu 3asaBky).

MNMorogykeHHs, po3paxyHOK i APYK KBUTaHLi

Binkpuinte Payroll (3apnnarta) = Advances & Reimbursements (ABaHcu i1
BiALLKOAYBaHHS), W06 NobaunTi BCi aBaHCU N 3asiBKW, 30KpeMa Ti, Lo NpaLiBHUKN
HaACUNaTb i3 MOBINbHOro 3aCTOCYHKY. Bigkpuiite 3anuc, wob Approve (Morogutun) abo
Reject (Bipxunutn) noro, a nicna sunnatn — Settle Request (Po3paxysatu 3anuT).
HaTtucHiTb Generate Slip (CTBOpUTY KBUTAHLLIO), LLLO6 OTPMMATK KBUTAHLLiKO NPO

BiALUKOOYBaHHSA, AKY MOXXHa 3aBaHTaXntn Ak PDF.

Weekly Pay Process
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[ns nepcoHany 3 WOTMXHEBOI OMNMATOK BCTAaHOBITb Yy CTPYKTYpi 3apnnatu Payroll Cycle
(Llmkn Bunnatn) Ha Weekly Cycle (LLloTmkHeBUI Lmkn). TyT BigobparkaloTbCsa nuwle Ui

NpaLiBHUKMN.
1. HatucHitb Payroll (3apnnata) - Weekly Pay Process (LLloTvkHeBa B1nnaTa).

2. Ob6epiTb TMXAEHD.

3. HatucHitb Generate Weekly (CTBOpuTU TvdXKHEBe HapaxyBaHHS) 15 O4HOro
npauiBHrka abo Bulk Department (MacoBo 3a Bigainom) — Run Bulk Process

(3anycTnT macoBy 06po6bKy) A5 BCbOro BigAainy.

4. Bigkpuinte Weekly Payslip (TvkHeBUIN po3paxyHKOBUiN 1NCT), wob 3aBaHTamTu PDF,

Print (pyk) abo Send Email (Hagicnatn eneKTpoHHOI NOLUTO) NPaLiBHUKOBI.

5. Mo3HauTe BUNNa4veHi pagkn n HaTUCHITL Settle Selected (Po3paxyBaTtu BubpaHi).
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12

3BiTW NPO BiABIAYBaHICTb | Aep>XaBHI peecTpu

Tapud: Yci Tapudu

Staff Khata mae noHag TpuausATh 3BiTiB — Bif CbOrOAHILLIHbOI BiABiAYBaHOCTI A0
060B'A3KOBUX PEECTPIB, SIKi 3aNUTYE iHCMeKTop. KoxkeH 3BIT MOXHa dinbTpyBaTy,

nepernagaTi K roTOBUIA A0 APYKY apKyLL Ta eKCNopTyBaTu.

(
NoTpi6eH Tapud: LLlogeHHWI 3BIT NpaLoe Ha BCiX Tapudax. TMXKHEBI, MICAYHI 1 PiYHi
3BiTK, Attendance Calendar, Al Analysis Ta iHWi geTanbHi 3BiTK NOTPebyoTb NAATHOO
Tapundy 3 poswmpeHmm 3BiTamun. Government Reports Takox noTpebytoTb 3apnniaTu.
AkTyanbHi Tapndu ameitbcs B Billing & Plan (Onnata 1 Tapud).

MNMowyk 3BiTY

1. HaTtucHitb Reports (3BiTn) — All reports (Yci 3BiTK). 3BiTM 3rpynoBaHoO 3a TUM, LLO BU
XoueTe fi3HaTUCA: LWOAEHHI 1 NepioanyHi, BigBiAyBaHICTb, Npobnemu 3 4yacom,

0cobnumBi AHi, KOMaHAW, BIANYCTKX, NPUCTPOI Ta BiAMNOBIAHICTb BUMOram.

2. BBopgbTe TEKCT y nosie NoLlyKy, LWob 3By3nTK CNUCOK. Hanpuknag, BeesiTs late, w06

no6ayunTy BCi 3BiTK NPO 3ani3HEHHS.

willRentive B Eanich Testins . @ A Branches & crowin sdmein IR T
ashboan wp organization Tir 1 Reparts Payrod Access Control  Account
»
Daily & periodic
Fiienciariss for & iy, westllm
Daily report > Weekly report » Monthly summary
= Performance, in-oul, datalis and department views for ong day of @ range B Weakiby-week stendance and hours - [y perfarmance sheet, in-cut and totals por smployis
o Yoarly report » g Anendance calendar
welvé-manth anengance nd ir Each employes's manth 83 a calendar gri
Attendance
Who came, who giint, and w
Attendance Io Present | absent » Late comers
e . oy o @
Jitaiied PURCH-in ant punch-aul recons Prasent and absant employees far a period e arrvats
= Overtime » Manual attendance
@ Gveriime nos . £niies sccestar coarcrsd by hand

Time issues
Exceptions worth £

i foligwing up
Late arrivais Early departures Late & ear
) e B (vrassiand < Pyl
Short hours » s Mis nches > All in-out (multi-punch)
2 ploriond less than the 1equired duration & -mﬁw 1 o check-out @ Evary Injout pa -T----:\-.
Special days & performance
Halidays, weakly offs and absence patigms
4 Presentan holiday » gy Frosemtonwaekly aff » Ly Oty time record summary
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LLloneHHUI 3BIT

HaTtucHitb Reports (3BiTn) — Daily (LLlogeHHWR).

O6epiTb TN 3BiTY (Hanpuknag, Performance — nokasHukny, Late Arrival —
3ani3HeHHs, Absent — BiacyTHi abo Missing Punch — nponyuueHi BiaMiTkn), aaty i

Koro skaouunTuK: dinii, BigAinm, nocagm 4n okpemMmnx npaLiBHUKIB.

HatncHiTb View Report ([MepernaHyTu 3BiT).

Y pesynbrari:

CTpinkamu nopyu i3 gatoto nepexoapTe Ha AeHb Ha3ad abo Brepe.

HatucHito All (Yci), Present (MpucyTHi), Late (3anisHunncs) abo Absent (BigcyTHi),

o6 BigdinbTpyBaTU.

HaTtucHitb Sheet (ApkyLU) Ans MakeTa, roTOBOro 40 APYKY, 3 Ha3BOK KOMMaHii, 4aToo,
4acoM Npuxoay, BUXOAY 1 BiANpaLbOBaHUMM rOANHAMN KOXXHOMO NPaLiBHUKA.

HatncHiTb Table (Tabnuus), o6 noBepHyTUCS.

3MiHIONTe TUM 3BITY B PO3KPUBHOMY CMUCKY Bropi /1iBOPYyY, He NoBepTaroymncb Ha3aa.

A et e ek i oo, a Admin v
.*lﬂﬁfﬂl TME Q Soarch features. @ Al Branches 4 rowtn asamenn (NSRRI S
Dashboard  Device Sotu Time & Loave Data Download Reparts Payrofl Accoss Control  Account Haelp & Support
@ Dastboard Allreports Daity Hesult
5 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Rirview biing
Performance & Change filters o Refrosn ] Pau B sheet
Daity attendance repor
~ Performance - < | Fi,0ct15,2028 >
) DAILY PERFORMANCE REPORT AN Prosent  Late  Absent 7 Fmers @ | & Ewpant
Peciod: 18 0ct 2026
DAILY PERFORMANCE REPORT (16/10/2022) [ Excel | &, POF
1 ofn Showing 19 of @ records Par Pay 28 v

o Expandshest = Fitwidth  W00% @ 100% @

Sharma Textiles Pvt Ltd
Repar Date : M/02008 DAILY PERFORMANCE REPORT Print Date - W0/2028
Reaesii® P 5 o e :
Emprayee Snin on | o Lo | Ewry Devies | Devies
$Mo. | Emp.Code g Departmant Dosignation | shift | $iftin e WTie | o Pt or o P Staba 5 i
1 2 iy et samn | o5 | s0oam | evoem | sozam | woaem | onows [ooor| - - | poecere | moseo1 | msseor
TYMULAT Deparsman
2 | sToom ot Varma | Praduction ergioyee | 65 | 900am | sooem | 855aM | 601 | ohobs | D008 - - proeerd | ES5.01 | mSS-01
: ] ST-0002 A Bamae Production employes G5 | SO0AM | E0OPM | SO1AM | G08PM ah e | 005 eerent | R5S-01 BES-01
4 510000 Sunta Patd Producten amployes G5 | S00AM | £00PM | BSOAM | 620PM Bhldm | 0028 + . present | 255401 RES-01
s | stoo0d \mean Snakn | Production amgioyee | G5 | S0CAM | 500PM | 848AM | G07PM | ohise |oc1s | - present | RS5-01 | RSS-01
5 | 510008 Possa e Producten wmpioyes | 65 | s00am | G00em | saTam | sasem | snoem | - - am | powsens | w5501 | mss-01
T ST-0006 Karvita fess. Human Ressurces eMpiyee G5 | FO00AM | &COPM . . o . . Apsern | RES-01 ®ES-01
Intotmatan
8 BT-0007 Acjurs Mehta Tect ampioyoe GE | SOCAM | SCOPM | BSIAM | BOTPM Bhldm | 0014 ] peesent | RES-01 RES-01
e Weba Josni | Human Resources empioyee | 03 | 300AM | 600 PM | 853AM | G04PM | Onaim |00l | - present | RSS-01 | RSS:01

TKHeBi, MiCAYHI 1 piYHi 3BITU
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BoHM npautotoTb 0A4HaKoBO: 06epiTb Nepiod, BUOepiTb, KOro BKIOYNTH, i 3acTOCynTe

odinbTp.

1. HatucHitb Reports (3BiTn) = Monthly (MicauHunin).

2. Ob6epiTb Micsub, BUbepiTb, KOro BKNOUUTK, i HaTUCHITL Apply Filter (3acTocyBaTu
odinbTp).

3. 3MIHITb 3BiT Y PO3KPMBHOMY CMUCKY Bropi. KOpncHi 3Bitu:

3BiT LLlo nokasye

Performance ([Moka3HuKn) [JHi NPpUCYTHOCTI, CBATA, WOTUXHEBI BUXIiAHI, BiACYTHOCTI, roguHM
3ani3HeHb i onnadyBaHi AHI KOXXHOMO NpaLiBHVKa AeHb 33 AHeM.

Attendance With Status MicsiLb KOXHOI NI0AMHK, NO OQHOMY CTaTyCy Ha AeHb.

(BigBigyBaHiCTb 3i cTaTyCcOM)

Muster Book (TabenbHa KHUra) FOTOBUIN peecTp BiABiAYyBaHOCTI B 060B'aA3k0BOMY popmaTi.
OT Summary (3BefeHHs NoHagHOPMOBI FOAMHN 3@ MicAUb.
NoHagHOPMOBUX)

Leave Details (Jetani Bignyctok)  BignycTku, y3aTi 3a MicaLb.

sinre Q. Search feacunos =K e, Rtenin 5
ﬁxl—mm i i ) ANl Branches & Grown |18 days it [
Dashbosrd  Device Sotup Organization Time & Loave Data Download Reponts Payrotl Accoss Contiol  Account Help & Suppert
@ » Dasvboord > Allfeports 3 Monttly > Result
5 Autopay is mactive. Set up autopay or choose a one-lime subscription payment. Review biting
Performance 4 Change fiters & Rofresh = Summary B Sheet
Wonthily attendance repart

~ Performance € | Seplember 2026 >

Performance 5 Fiors: &, Export

Pestiod: Dt 2026
ow: 5 v 12

@ e — @ pEsID: Administration © poucy: Standand Cifice Policy B monNTH o202

- - - = s - n n - - »
b oEsio: Superviser [l Standard Office Policy £} MONTH: Oct2026
Frent WO Moem e Pedben  Eeyioey  Lwien  WedMn  OuTe
] ® £ RV e
- " o o o 5 ? £ " w o2 o » *» mu
..... s - w . -
s - - - - . - - - - - = - ™~ - e - - -
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Attendance Calendar

HaTtucHitb Reports (3BiTn) — Attendance Calendar (KaneHgap BigBigyBaHoCTI), 06
nobaunTn micaup y BUrnaai kaneHgaps. Nepemukantecs Mk nogaHHamu Cards (KapTkn),
Matrix (Matpuug) i Sheet (Apkyw) Ta ¢inbTpyinTe 3a BiaLinomM 4m npauisHukomM. KaneHgap

MOKas3ye, XTO 3ani3HioBaBCS, byB BiACyTHIN abo 6paB BiANyCTKY.

Government Reports

1. HatncHitb Reports (3BiTn) = Government Reports ([ep>xaBHi 3BiTn).
2. 3MiHiTb gaTu Bropi. KoxxeH peectp OHOBUTLCS 3a Lie nepioa.

3. O6epiTb peecTp 3i CAUCKY.

Peectp dopma 3aKoH
Muster Roll (Tabenb BiaBigyBaHOCTI) Form 25  Factories Act, 1948

Register of Adult Workers (PeecTp fopocnumx npauiBHuUKIB) Form B Factories Act, 1948

Leave with Wages Register (PeecTp onnadyBaHux Form D Factories Act, 1948
BiZMYCTOK)
Register of Wages (Peectp 3apobiTHOi nnaTtu) Form I Payment of Wages Act,
1936
Register of Workmen (PeecTp pobiTHMKIB) Form Contract Labour Act, 1970
XII
ESI Register (PeecTp ESI) Form 6 ESI Act, 1948

Muster Roll nokasye 4ac npuxogay, BiACYTHOCTI, BiANYCTKN N LLOTUXHEBI BUXiOHI 3@ KOXeH

OeHb nepioay.
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illRenunme Q Soarch fearures i @usancres - D o A M -

Dashboard  Devico Setup -~ rganizat Time & Leave -  DataDownload -  Reports~  Payrofl - AccessContral  Account Halp & Support
T3 Autopay is mactive, St up autopay of choose o cne-lime subscription payment, Fviewbiling
Government [ Statutory Reports o Refresn B Tabke @ Shect
Mandatory starutory registers under Indian labour laws — Factories Act 1948, Payment of Wages Act 1936, Contract Labour Act 1970, and ES Act 1348
£ Muster Ron Form 25 . < @ om,z028 B oo, 2026
a8 Muster Roll =9 & Export
Form 25 Factories Act, 148 - Driily Aitendance togiiter with ompboys-mis infout grid.
" Emp Cede Name Dessgnatian Department ar 02 o3 04 05 [ o7 03 oo 10 1n 12 n 4 15 18 i 18 P A 3
1 ADM-TYMULAG Adriny wiimin - ::’ A ‘.:: wo 9{::;;” W07 AM "':2 BOAM B51AM WO Wo .‘:? !‘: A ‘A:“ :MM T AM 56 AM " 2 o
2 sT-o000 Rahid Verma Supbeniser Produttion ool wo‘. varam  wasam 55 cooam  eosaw  wo wo S B eopam 520 B B goaam om0 oo
3 sro0az Amkumar  Maching Operster  Productisa oA B owe wosam  wmeram G0 sseam  soam wo we BH A oI - 7 T
& sTo001 SeaPME  OQuityipa  Prodoction B W R we vooam a0 woram v wo wo AT 9BE g, sEm e e S w8
5 sTo00e Imran Snakh  Maching Opecator  Pecdostion A B wo o sseam SR mmam wooam  wo wo o %R wsouw 508 BW S gooam w1 o0
[} 5T-0005 Pocia Nair Supendsor Production ::I A A wo B56 AM EAT AM D;:‘ =0T AM an:;:;M WO WO s‘:“ :r 'EE'::‘ I;..?: ’;:‘, ﬂ;:: B:00 AM 1B 2 o
7 sT-o008 KiitaRas  HR Excutive Haran Resauces oA R o pmae wora ST pasam  maam owo wo S5 SN g TP BeR EEE g w1 oo
L3 ST-0007 Arjun Mehta 1T Support Information Technology .ﬂ;‘ A n‘r wo B56 AM B53 AM ::’ .{::‘:;. 9:05 AM WO Wo Q‘:‘ﬂ ENMAM B57AM :": “:‘; m B:4BAM " 1 o
@ sT0008 NehaJoinl  HR Executivn Hurman Resouces Fo W ST owo o Emaa |TRaL RS CEMA ssiam wo wo Gt EE g S BEOBM oaw omo1 oo

Al Analysis

HatncHiTb Reports (3BiTn) — AI Analysis (AHani3 3a gornomoroto LWI), wo6 nobaumnty, wo
BUAINAETLCA 3a NepioA: piBeHb BiABiAyBaHOCTI, AHI MPUCYTHOCTI 1 BiACYTHOCTI, 3ani3HEHHSA
Ta NoHagHopMoBi. Hmkye HaBegeHo Key findings (OCHOBHI BUCHOBKM) MPOCTO MOBOIO,
LwoaeHHy giarpamy, Attendance by department (BigginysaHicTb 3a Bigginamu) Ta

Absences by day of week (BiacyTHOCTI 3a AHAMUY TUXHS).
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@ Al Branches

O Admin v
o ADMDRSTRATOR
Dashboard  Device Sctup Organization Time & Loave Data Download Reports Payrotl Accoss Control  Account Halp & Support
@t ieports
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Raview biing
Attendance Leave Analysis & Ratresh = Finers 1 & Ezpont
What $1ands out in atiendance, absence, leave and punciuality for the period
Sep 2026 > £ Choar Fa
Ameodance rte Fresent days Ansent days Luave day Lace arrivais Overtme
96% 205 8 0 14 45h 42m
o woting dags v 0N 130 by 3 ey PR 75 of ph israged
# Key findings. Attendance rate over time
vk 8 B KoF tha iy Smats THE dlilhe

) Attendance is healthy st 96% of warking days.

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

@ Punctuaiity is good: 93% of present days started on time.
4 45h a2m of overtime logged in this period. I
Whern 1P dips weed

@ Proseniees 205 @ Abteniess 8 & Wesidy O 54

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

Human

3%
Technol..

2964

Mpumitka: na Al Analysis Ball Tapud TakoX Ma€ BKIHOYATU KepyBaHHS BiANyCTKaMU.

IHLWI 3BiTK

3 All reports (Yci 3BiTK) TAKOX MOXHa BiAKPUTHA:
Late comers (Ti, xT0 3ani3Ht0eTbCA) | Present / absent (MpucyTHi / BiACyTHI) 3a
Jiana3oH aat.

Overtime (MoHagHopMoBa poboTa; NoTpibHa NoHagHOpPMoOBa poboTa y BaLLoOMy
Tapudi).

Manual attendance (Py4Ha BigBigyBaHicTb), W06 NepernsaHyTX BiAMITKM, OOAHI
BPYYHY.

Leave report (3BiT npo Bianyctkn), Device punches (BiamiTku 3 npuctpois) i Easy
access (LLUsnaknn goctyn).

EKCnopT, ApYK i HAACUNAHHS
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HaTtucHitb Export (EkcnopT) y 6yab-sikomy 3BiTi 1 06epiTb Excel (.xIsx), PDF (.pdf) abo
Sheet view / Print (MogaHHs apkywa / ApyK). Y NOAaHHI apKyLLa BUKOPUCTOBYIMTE KHOMKN

Excel, PDF i Print (Jpyk) Hag apkyLuem.
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13

CnosiweHHa y WhatsApp Ta iHTerpaduii

Tapud: Yci Tapudu

BynbTe B Kypci, He BiaKpuBato4in 3actocyHok. Staff Khata moxxe Hagcunaty Bam 3BefileHHs
BiaBigyBaHocTi y WhatsApp, Haacunat CNoBilLeHHS nepcoHarny 3 BaLloro B/1acHOro
obnikosoro 3anuncy WhatsApp un SMS i nepepgasaTu nogii B iHWe NporpamHe

3abe3neyeHH4.

O6epitb 3BeaeHHA y WhatsApp

Li noBigoMneHHs HagxoaaTth Big Staff Khata Ha Homep BnacHuKa. [1oCcTaTHbO iX YBIMKHYTU

— binbLue Hivoro HanawToByBaTW He Tpeba.

1. HaTtucHitb Organization (OpraHizauis) = Company (KomnaHis), noTim BigkpumTe

Bknagky Notifications (CnosiweHHs).

2. Y po3aini WhatsApp Notifications (CnosiweHHs WhatsApp) yBIMKHITb NOTPiOHI

MoBiOOMJIEHHS:

MapameTp LLlo BM OTpUMYyeTe

Daily Attendance Summary (LLloaeHHe 3BefeHHS LLloBevopa 3BefeHHS BifBiAyBaHOCTI 3a AeHb Y

BiABiAyBaHOCTI) WhatsApp.

Monthly Attendance Summary (LLomicauHe LLlomicsAuHMIA 3BIT NPO BiABIAYBaHICTb Yy BUrMAAI
3Be[eHHS BiABiAyBaHOCTI) danny CSV.

Device Health Alerts (CnoBileHHS Npo cTaH MoBigOMNEHHS, Koy 6ioMeTpUYHUIA NPUCTPIN
NpUCTPOIB) BUXOAUTL i3 Mepexi.

3. HatucHite Save Changes (36epertu 3miHw).
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4B Al Branches A abuonsTae
me & Data Downlosd Reponts ©  Payrofl - Accoss Cenrol | Account Holp & Support
‘Company
() Autopay I8 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview bifing
Company Settings O Reset
Manage your company pleforences, attendance rules, payroll, and policies

a WhatsApp Netifications
- Manage sutcmated sysiem alerts and summarias sent via WhatsApp

Gaity Attongance Summary @©
Monthly Attendanes Summary ©
Davice Health Alerts »

£ My Prafile

BiaKkpuunTe LeHTp iHTerpauin

LLLlo6 HapcmnaTy cnoBilLeHHS 3 BlacHUX 06/1iKoBUX 3annciB, HATUCHITb Account
(O6bnikosuin 3anuc) — Integrations (IHTerpadii). Integrations & Webhooks Hub (LleHTp
iHTerpauin i BebxykiB) nokasye Tpu rotosi nigknoveHHsa: WhatsApp, SMS Gateway (SMS-
wnto3) i Webhooks API (API BebxykiB). HatucHiTb Configure (HanawTyBaTu) Ha

noTpibHOMY.
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ullRenuive Q Soarch features. o @ Al Branches

STRA
Dashboars  Device Sotup Grganization Time & Loave Data Downlaad Reparts Payra Accoss Contral  Account Help b Suppert
1 Infegrations
5 Autopay is nactive. Set up autopay or choose a one-lime subscription payment. Riniewbiling
5 Integrations & Webhooks Hub o Rafrosn © Wabhock API Spac
o dance, leave and payroll avents to your messaging, proj utamation tools
54 Event Subseripticns Secunty Protocol
3 =] @ 30 ] HMAC-SHA256 0
AN 3 Communication 2 Automations & Custom API 1 Al 3 Connected 0 Availatde 3
Avaiazie P maaitasie
B =]
COMMURICATION COMMUNEATION DEVELOPEE & EUSTOM
hatsApp SMS Gateway Webhooks API
& &3 ==

Bukopucrosyite BnacHnn Homep WhatsApp Business

Bam notpibeH obnikosuin 3annc WhatsApp Business y Cloud API Big Meta i3 wwabnoHamum

NoBigOMIIEHb, Y)Ke cxBanieHuMun Meta.

MigknovyeHHA

1. Ha kapTui WhatsApp HatucHiTb Configure (HanawTyBaTu). BioKpmneTbca BKIaaKa
Connection ([Migknto4eHHSs).

2. Beepitb Meta access token (TokeH goctyny Meta) i Meta phone number ID (ID
HomMmepa TenedoHy Meta). Bukopuctosynte ID Homepa TenedpoHy Big Meta, a He cam

HoMep.

3. Y po3gaini Alert numbers (Homepun ans cnosiweHb) BBeAiTb HOMepy MOBINbHUX, AKi

MatTb OTPUMYBATU CNOBILLEHHA ANHA BlacHMKa (8o 20).
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® WhatsApp Configuration
Metn Cloud APY - 0 gets amabled
Cannection Event templates Activity

Connect your provider
Setup the connection once, then choose which events can send messages.
Whatshpp provider

Mets WhatsApp Cloud AP

Meta access tokan Mata phane numbar 10
= 123456789012345
& Tha egritined phone number I, ot The Sy numes:

Graph API varsion

[ vI50

Us# 3 supported version, for sxamgle vi

Abert numbers

Ertir o7 indiam eastite numbae i fne. U Dy events serm 12 alan o

Use appéoved templales 3nd recilents wh agresd 1o tece

Configure event tempiates

HanawtyBaHHA WabnoHiB noaii

1. Bigkpunte Bknaaky Event templates (LLlabnoHwn nogin). Jlisopyd nepeniyeHo nogii:
Check In (Mpwuxia), Check Out (Buxig), Late Arrival (3anisHeHHs), Missing Punch
(MponyLweHa BigmiTKa), Leave Application (3asBa Ha BignycTky), Leave Approved
(BipnycTky norogyxeHo), Leave Rejected (Bianyctky BigxuneHo) i Daily Summary

(LLlooeHHe 3BeieHHS).
2. O6epiTb nogito, Hanpuknag Check In (Mpwxia).

3. BBegaitb Approved template name (Ha3Ba cxBaneHoro wabnony), Approved
language code (Kog moBu cxBaneHoro wabnoHy, Hanpuknag en_US a6o hi) i Exact
approved template text (TO4HWMIA TEKCT CXBafeHOro WwaboHy), CKOMiioBaHWn came

Tak, 9K Moro cxsanuna Meta.

4. Y po3gini Variable mapping (3icTaBneHHsi 3MiHHMX) 06€epiTb, YNM 3aMOBHIOETLCSA
KOXXHa 3MiHHa, Hanpuknag employee name (im'a npauiBHuka) ansg Variable 1 i punch

time (4ac BigmiTKM) ona Variable 2.

5. O6epiTb Recipients (Ogep)yBayi) 1 No3HayTe NnpanopeLb, WO NiATBEPOXKYE, LLO BYU

3Bipunu WwabsnoH i3 Meta.

6. HaTucHiTb Preview message (lonepegHin nepernsg nosigoMneHHs), wob nobaumntuy,

L0 caMe 6yae HagicnaHo. LLLo6 nepeBipuTy, BBeaiTb Test number (TectoBuii Homep) i
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HaTucHiTb Send Test (Hagicnatu TecT).

7. YBiMKHITb Enable event (YBiMKHYTK nogito), noTim HaTUCHITL Save configuration

(36epertn HanawTyBaHHS).

Connection  Eventtemplates  Activity

Check in

S011Ne APpCOVEd MESSIGE AN ChOOTe WhO TECEIVES I

Check In

Approved template name

attendance_check_in

Approved language code
U5
(rs4 tha language of the approved templase, for éxampie en,

Exaet approved template text

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

Leava Approved
Incomgly s (UTHL, (425} in onder, or appioved namad varabies. Tat b

Variable mapping

Vasiable 1
employee name

Varlable 2

punch time

MpumiTtka: NosigomneHHsa Missing Punch (MponyLieHa BigMiTKa) HaACUNAETLCA OONH
pas3, yepe3 30 XBUUH MiCNSA 3aKiHYeHHS 3MiHM, SKLLO € N1Lle BiAMITKa npmuxogy abo
Buxogy. Daily Summary (LLlogeHHe 3BegeHHA) HaacunaeTbest 0 22:00 3a iHAINCbKMM YacoMm
i NMWe Ha HoMepu 4NN CNOoBiLLeHb.

L

Bknapgka Activity (AKTMBHICTb) NOKa3ye OCTaHHI TECTOBI MOBIAOM/IEHHS 1 NOBIAOMIIEHHS

nNpo nogaii Ta Te, YN NPUNHSAB iX Ball NOCTayanbHUK.

Mopapa: «Accepted» (MpunHATO) 03Ha4vaE, Wo Meta npunHana NoBigoMneHHs. Lie He
niaTBepoKye AOCTaBKy. [MepLu HiXX HagcunaTn NOBTOPHO, Nepes.ipTe naHenb Meta.

HapcunaHHs cnoBileHb yepes SMS

SMS Gateway (SMS-Lunt03) Npautoe Tak camo: HaTUcHITb Configure (HanawTyBatn),

NiAKNIOYITb NOCTavyanbHMKa, NOTIM HanawTynTe WabnoHn nogin. MoxHa sBnbpatn MSG91,
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Fast2SMS a6o Custom URL (BnacHa URL-agpeca) ang iHwunx nocradvanbHukis. Ana SMS B
IHAji noTpi6bHi Bawwi cxBaneHi DLT ineHTndikaTop BignpaBHUKA, ineHTUdIKaTop opraHisauii

 TEKCT LWabnoHy, TOX 3a34aneriab oTpruManTe iX y CBOro noctadanbHmKa.

MNepepaBaHHA NoAin B iHLWe NporpamMmHe 3abe3neyeHHsA
(BebXYyKMN)

BukopurcToByiiTe BebXyKM, AKLLO Balle BfacHe nporpaMHe 3abe3neyveHHs Y iHCTPYMeHT

aBTOMaTM3aLii Ma€ 3HaTK, KON XTOCb BigMiYa€e Npuxig, Nogae 3adBy Ha BiANYCTKY TOLLO.

1. Ha kaptui Webhooks API (API BebxykiB) HaTucHiTb Configure (Hanawtysatw).
2. Beepitb Webhook Target URL (LlinboBa URL-agpeca Bebxyka).

3. Y po3gaini Event Subscriptions ([Mignucku Ha noaii) no3HauyTe nogii, ki cnig

HagcunaTu.

4. HatucHiTtb Test Ping (TectoBui 3anuT), Wob nepeBipuUTyK NigKNIOYEHHS, NOTIM Save

Configuration (36epertn HanawTyBaHHS).

. Configure Webhooks APl
Devalaper & Cuttom

@ Webhook Targot URL *

(mpr.!.mm suample comistatfiduta

T} EVENT SUBSCRIPTIONS & TRIGGER FILTERS *

B anendance pumch_logs
First tim mabnosk paytosd dpats

8 o irrnry hach-ln g chack-o3t

B anendancetute_serivals
Wbtk Brpsche inmedialaly her

> TestPing

KoxxHa nopida nignmncaHa, Tox Balla CMCTEMA MOXKe NepeBipuTH, WO BOHa CnpaBAi
Haginwna Big Staff Khata. NMogpo6buui Baw po3pobHuk 3Hange B Webhook API Spec
(Cneundikauia API BebxykiB).
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o6 npunmnHUTK NigKIOYEHHS, BIAKpUATe NOro N HaTUCHITbL Disconnect (Big'eaHatn).
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14

CamMoo06cnyrosyBaHHSA npawiBHUKIB y Beb6BepCii
Ta 3aCTOCYHKY

Tapud: Tapndwm i3 BXOAOM A9 NpaLiBHUKIB

I3 BXOAOM AN NPaLiBHUKIB KOXXeH NpaLuiBHUK OTPUMYE BNacHU obnikosui 3anuc Staff
Khata y Be6Bepcii Ta B 3actocyHKy Staff Khata gna Android Ta iOS. MNpauiBHUKM MOXYTb
nepesipATY CBOIO BiABiAYBaHICTb, BANPABAATA HEMPaBW/IbHI BIOMITKN, NoAaBaTy 3a8BM Ha

BiJJ,I'IyCTKy 7 nepernagatu po3paxyHKOBi NNCTU, TOX 00 BaC HAaOXO0ANTb MeHLUE 3alnTaHb.

MNoTpi6eH Tapu: Bxia Ana NpaLiBHUKIB MOXe ByTn 3a6/10KOBaHNIN Ha HKYUX Tapudax.
AkTyanbHi Tapudun gmeitbcs B Billing & Plan (Onnata i tapud).

HapanTte npauiBHuKam goctyn

1. HatucHitb Organization (OpraHrisauis) = Employee List (Cncok npauiBHUKIB).

2. BigkpunTe cTpinky nopy4 3 Add Employee (JogaTtvn npauiBHMKa) 1 HaTUCHITL Invite
Employee (3anpocutn npauiBHrKa) abo gogante npauiBHMKa 3 NOro MoLUTOK 1

HomMepom MobinbHoro. Ane. [loaaBaHHA NPALLiBHUKIB i KEpyBaHHA HUMM.

3. LWWo6 ycTtaHoBUTM abo CKMHYTU Napofib, BIAKPUINTE MeHI0 psaka h HaTUcHITb Update

Password (OHOBUTM naporb).

4. LWo6 po3sonutn NoanHi Bigmivatucs i3 cendi B 3actocyHky Staff Khata, Bigkpuiite

MeHI0 psigka n HaTucHITL Enable Mobile Punch (YBiMKHYTU MOGinbHY BiAMITKY).

MpavuiBHUKM BXOOATb Ha https://attendance.staffkhata.com a6o B 3actocyHky Staff Khata 3

TUMU CaMMU MOLUTOIO N NaposieMm.

My Dashboard

Micna Bxody npauiBHMK noTpannse Ha My Dashboard (Mos naHenb). TyT Noka3aHo Noro
FOAMHM 3a Lei Micsilpb, 3aIULLOK BiAMNYCTOK, yce, Wo noTpebye yBaru (Hanpuknag,
NPONYLLEHWI BUXIA), | KiNbKiCTb po604MX AHIB Ha et MOMEeHT. BKnagKn Hux4e

AeTani3yloTb MOro BiABiAYBaHICTb i BiANYCTKM 33 MiCsLb.
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ilRercive

My Dashboard My Attendance  Apgh

Good night, Neh
HR Exgeithvg - 2 R

Hours this month

118h 23m

14 days prece
Witw detans

Meeds your attention
@ Sl clocked in— 003 AM

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

SUNDAY, 6CT 18
My Attendance

wo My Paysips

My Profita

L Bak & N
cays left iteme 1o
View dtais »
This month at a glance
14 8 2
O Clocked In 2 MYLNUE
Caswal Leave
—
Sick Leave
Eamed Leave
Matarnity Leave
Compensatery oft
E ® Remaining 112 @ Lhed )
Active

My Attendance

]

x: m °

Warking Days

22

Vigw detaits

N Mehadoshi
o EMPLOYEE
Help b Suppert

&5 Retresh

118h 23m

My Attendance (Mos BiaBiQyBaHICTb) MOKa3ye rOAMHN 3@ CbOTOAHI, Lier TUXAEHb, Len

Micsiub i MOHaAHOPMOBI.

BiamiTka npuxoay 3 6paysepa

1. HatucHitb Punch In (Biamitntn npuxig) yropi npaBopy4 abo Ha CTOPiHL.

2. [lo3BonbTe fOCTYN OO KamMepu 11 reonokalii, konu 6paysep nonpocuTs.

3. 3pobiTb cendi n nigTeepabTe.

BiomiTky byne 36epexeHo i3 cendi 1 MicLe3HaxomKeHHSAM. HanpuKiHUi AHS HaTUCHITb

Punch Out (BigmiTuTtn Buxin).
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iuﬂﬁéﬂuwsl Q Soarch features. ek % m B Mo

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

My Attendance & Retresh

Your punches, working hours and sttendance history.

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

Mepernap, icTopii

Bknagka Attendance History (IcTopis BiaBigyBaHOCTI) MiCTUTb KOXeH AeHb. HaTUCHITb
3HayYyoK oKa 6ing gHA, Wwob nobaunTn Yac BiAMITOK, BUKOPUCTAHUIN NPUCTPIN i

MiCLe3HaxX0MKeHHSA Ha KapTi.

Attendance Details

Noha Joshi
$T-0004

PRESENT | | ON-TIME

DATE
18 Oct 2026

CHECK I
9:03 AM

Production Hours
PUNCH INFORMATION
© S03AM OFFICE

[ Ssmung Gatary A4 - Androia W
Wt & aihi

VLAY SALES
F e

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

&

TF110:0,0:5%
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BunpaBneHHA HenpaBWUIIbHOI BigMITKUN

1. HaTuCHITb 3HaYOK peparyBaHHs 6ing oHs.

2. Y BikHi Request Correction (3anuT Ha BunpasneHHs) 3agante Punch In Time (Yac

npuxogy) i Punch Out Time (Yac Buxoay).

3. Bsegitb Reason ([MpuynHa) n HaTucHiTL Submit Request (HagicnaTtu 3anur).

3annT HagxoAMTb BaM Ha NOromkeHHs. MNMpauiBHMKN BIOCTEXYIOTb NOro Ha BKNAAL
Regularization (KopurysaHHs). [Hi 6e3 BigMiTkn BUxoay rnepenivyeHo B Missing Punch
Outs (MponyLeHi Buxoau), a Request Missing Attendance (3anuT Ha nponyLueHy

BiABiAyBaHiICTb) OXOMNOE OHI 30BCiM 6€3 BiAMITOK.

Request Correction

DATE
18 Oct 2026

Punch In Tinme*
@ 200 AM

Punch Out Time*

Apply Leave

Y pozgini Apply Leave (Mogatu 3aaBy Ha BiANyCTKy) NpauiBHMKM 6a4aTb 3aNULLKN
BIAMYCTOK i CTATYC KOXXHOro 3anuTy. BoHn HaTuckatoTe Apply Leave, obupatoTe Leave
Type (Buga Bignyctku), gatm (abo Half Day — nonoBuHa gHs), 4OAAKOTb NPUYNHY 1

HaACuNaTb. Bu NoromkyeTe Um BigxXuNseTe 3annT K 3a3BUYail.
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My Payslips

Y po3gaini My Payslips (Moi po3paxyHKOBiI nncTu) NpauiBHUK 06npae Micsiup i pik, LWo6

No6aymnTV KOXKHY BUMNIAYeHy 3apnniaTy 3 HapaxyBaHHAMM, YTPUMaHHAMU I

BignpauboBaHUMN AHAMW. HaTucHITL View (MepernsHyTin), Wob BiAKPUTY NOBHUIA

PO3paxyHKOBUI NUCT i3 BiABiAyBaHICTIO, HApaxyBaHHAMMN, yTPUMaHHAMU 1 CyMOIO [0

BUMIATW NPONUCOM, i 3aBaHTaxxTe 1oro sk PDF.

ndance  Apply Leave My Paysiips

SToO0Y

% 5 MyDutoard 5 Fayily
@ Payslip Details
Wiew and gownioad salary sip

My Profile

My Profilta

Cifice Time Policy:  Snandiaed O8ica Palicy

~* EARMINGS

I Annuat Cost to Company (CTC]

PAYSLIF MO

Gereiated

eF el
1€ 1 © Dy

“» DEDUCTIONS

T24,000.00 ¥2,880.00
S0000 PR (Employ) {Exshuded .00
080000 E3 10.00
028000 ES:iEmphoy 10.00
1,550.00 0.00
000 Frofess al Tas *200.00

¥18,000.00 ¥2.800.00

Total Deducticns. ¥6,880.00

4,56,000,00 /10

@ Hide Annual CTC

R RaherVerma
o EMPLOYEE

Hatp & Support

& Print &, Download PDF

My Profile (Min npodinb) nokasye ocobucTi AaHi, icTopito Kap'epun 1 GaHKIBCbKi PEKBI3NTY

B OQHOMY MicCL,.

Y 3acTtocyHKy Staff Khata

Mob6inbHMN 3aCTOCYHOK A3€ NpaLiBHUKaM Ti caMi GyHKLUIT B KMLLEHI:

Mark Attendance (BigmiTT NnpucyTHICTb): BIiAMITKa npuxoay 1 Buxody i3 cendi ta

MiCLLe3HaXOMKeHHAM. SKLLO MOBINbHY BiAMITKY O/151 HUX BUMKHEHO, BOHU

BMKOPUCTOBYIOTb NPU3HaYeHnin bioMmeTpuyHui npucTpin Realtime.
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Attendance (BigsigyBaHicTb): kaneHgap Micaus. TOPKHITbCA gHS, Wob nobaunTu
XPOHOSOrit0 BIAMITOK i MicLLle Npuxoay, i TOpKHiTbCst Request Regularisation

(3anpocnTn KOpUryBaHHS), WO6 BUNPaBUTU NOrO.

Leave (BianycTkn): 3asBa Ha NOBHUW AeHb, MONOBUHY AHA YU [Aiana3oH AaT i cTaTyc

3anuTiB.

Payslip (Po3paxyHkoBuin nucT): nepernsag 6yaob-akoro micsus n kHornka Download PDF
(3aBaHTaXuTtn PDF).

Claims & Reimbursement (3asBkn 1 BigLLKOAYBaHHS): HAACUNAHHSA 3asiBKM Ha aBaHC
abo suTpaTn 3 $oTo um PDF paxyHKy. BoHa HagxoouTb Bam B Advances &

Reimbursements (ABaHcK 11 BigLLIKOOYBaHHS) Ha MOrOAKeHHS.

Profile (Mpodinb): ocobucTi n poboui gaHi.
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8:55 vi

< Attendance

® Readyto 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 successfuliy

<] Punchin

Mopapaa: AKLLO0 BBIMKHEHO re030HY, NPaLiBHUKN MOXYTb BiAMIi4aTUCSA i3 3aCTOCYHKY NuLLle
B MeXax [03B0os1eHoi 30HK. [iuB. MpaBuna 06niky 4acy Ta nonituka pobo4yoro yacy.
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Journey Tracker (nogaTKkoBUU MOAYIb)

Tapud: JonaTtkoBuin mogynb Journey Tracker

Journey Tracker npusHayveHni A4na NnepcoHany, Wo NpaLtoe B 4OPO3i: TOProBi Bi3nTy,
[OCTaBKM, CEPBICHI BUKNUKN. [paLiBHUKM 3aNNCYOTb CBOI MOi3AKN B MObiIbHOMY
3acTocyHky Staff Khata, a Bu y Beb63acTocyHKy 6auunTe, Ae BOHM nepebyBatoTb, Ae

3YMUHANNCS | Lo BUTPATUIIN.

(
NoTpi6éeH Tapu: Journey Tracker — nnaTHWI 4OAATKOBUIA MoAyrb. MeHio Journey
Tracker i Bk/1afika HanawuTyBaHb 3'ABASIOTLCA INLLE NiCNS aKTUBaLii MOAYNS y BaLLIOMy
obnikoBoMy 3anuci. AKTyanbHi uiHu amBiTbcs B Billing & Plan (Onnata n Tapuo).

L

YBiMKHITb Journey Tracker

I'IepLu HiXK KOMaHa NoYyHe HUM KOPUCTYBaTNCH, 3ajanTe, 9K 4acTo TGJ'IG(I)OHI/I HadC1NakoTb

CBOE MiCLEe3HaxXOa)KeHHS.

1. HatucHiTb Organization (OpraHizauig) = Company (KomnaHis).
2. Y Company Settings (HanawTtyBaHHS KOMNaHii) BiokpuiTe BKNagky journey Tracker.

3. YBiMKHITb Enable Live Location Feed (lNepefaBaHHA MiCLLe3HaxXOKeHHS B

peasibHOMY 4aci).

4. BBepiTb Location Update Interval (IHTepBan OHOBNEHHS MiCLE3HaXOMXKEHHS) Y

cekyHAax. Ons 6inbLloCcTi KOMaHg 4o6pe NiAXOANTb AeCsTb CEKYHA.

5. HatucHiTb Save Changes (36epertn 3miHn). Bu nobauute «Journey settings saved»

(HanawTyBaHHSA MapLupyTiB 36epexeHo).
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Time & Loave Data Download Reparts

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

Company Settings
Manag pany preh

90 your com oronces, attendance rules, payroll, and policias

Journey Tracker Settings
1 Configuirn 1 tocslion updaias and suipeis

Enabio Live Lecation Feed

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

A My Prafile

YU Ve Unsaved changes

MapameTtp

Enable Live Location Feed
(MepepaBaHHA MicLE3HaXOOKEeHHSA B

peanbHOMY Yaci)

Location Update Interval (IHTepBan
OHOBJIEHHS MiCLLe3HAXOMKEHHS)

Start Journey on Punch-In (MounHaTu

MapLUpyT Nif Yac BiAMITKN Npuxoay)

Automatic Start Applies To

(ABTOMaTMYHUIA CTApPT 3aCTOCOBYETLCS

n0)

4B Al Branches & Growin 11 diye kit o A, e ™

Halp & Suppert

Roview bifing

D Reset

All depariments

Distara & Save Changes

Lo po6buTtb

Hapacwnae oHOBMEeHHA MiCLLe3HaXOAXeHHS, MoK TPUBAE

MapLUpyT NpaLiBHMKa.

SIK yacTo TenedoH HaACWMAE MiCLE3HaXooKeHHs, Big, 1 Ao
60 cekyHa. KopoTLi iHTepBanu BuTpayatoTb binbLue 3apsaay

M MOBINbHUX AaHUX.

ABTOMaTUYHO MOYMHAE MApPLLPYT, KONW NPaLiBHYK BigMiYae

npuxig y Mo6ifibHOMY 3aCTOCYHKY.

All departments (Yci Bigginn) abo nuwe Selected
departments (BnbpaHi Biaainu). MpauiBHUKM Bce 04HO

MOXYTb MOYUHATN MapLLPYTU BPYYHY.

MoyaToK MapLUpyTy (NMpauiBHUK, MOGISIbHNI 3aCTOCYHOK)

1. Ha ekpaHi Home (fonosHa) 3actocyHky Staff Khata TopkHiTbCs Journeys (MapwpyTn).

TakoX MoxHa nepernTtu B More (binbLue) — Journey Tracker.
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2. TopkHiTbca Start Journey ([MoyaTu MapLupyT), notim Done (F0ToBO) y NiATBEPAXKEHHI.

5:20 vi
Journey Tracker
€« Y ©
® Ready tostart Online
JAYPEE —g_
I—| iU
s INFORMATION
' TECHNOLOGY
[ ]
SECTOR 62
62
SECTOR 63

® Readytostart

2 ©) ®
0.00 KM - 0
Distance Duration Checkpoints

I start) ourney

Journey Timeline

©

No stops recorded

Tenep Ha ekpaHi nokasaHo On Trip (Y noi3au,i) 3 BiACTaHHIO, TPMBANICTIO N KOHTPOSIbHUMU
TOYKaMW Ha Llet MOMeHT. TeniedOH NPOJOBXKYE HAACUNATY MiCLE3HAXOLAXEHHS, MOKN

3aCTOCYHOK NpaLyoe y GOHOBOMY PeXXUMI.

.

Mopapa: AKLo 3aCcTOCyHOK nonepemxkae «Battery optimization is on — tracking may stop»
(OnTumisauito 6aTapei BBIMKHEHO — BiACTEXEHHSA MOXe 3yNMNUHUTNCS), TOPKHITbCS Fix
(Bunpasutu) 1 go3sosnbre. [eski TenedoHn 3ynnHsTb GOHOBI 3aCTOCYHKUN A/151 eKOHOMIi
3apAgy, Yepes LWo B MapLUpPYTi 3'ABNAOTLCS NPOraganHun.
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JdopanTe KOHTPOJIbHY TOUYKY B KJli€HTa

KOHTpOﬂbHa TOYKa 3arnncye 3yrnmHKy: e BOHa 6yr|a, Lo BiJJ,6yJ'IOCF|, d TAKOX PaxyHKMW.

1. Ha ekpaHi noizgku TopkHiTbca Add Checkpoint (JogaTn KOHTPOIbHY TOUKY).
BiokpneTtbca naHenb Log a Stop (3anncaTt 3ynnHKy). Ballue mMicLe3HaxomKeHHs

0O00a€TbCA aBTOMAaTU4YHO.

2. Y noni Add a Note (Optional) (Jogoatu HOTaTKy, HeOBOB'A3KOBO) ONULLUITh, LLO

Biobynocs, Hanpuknag odopmMieHe 3aMOB/EHHS.

3. TopkHiTbcsa Attach Documents ([MpuKkpinUTY AOKYMeEHTH), o6 A0AaTN PaXyHKMN,
KBUTaHLUIi Yn doTto. Obepitb Take Photo (3pobutn poTo) abo Browse Files (Bubpatu

dannn).

4. TopkHiTbCa Save Stop (36eperTtu 3yrnnHKy).
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L7 R
P

Log a Stop

Record details about your current location.

Location attached when you save
GPS coordinates will be attached automatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

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

3aBepLUeHHA MapLUpyTy

1. Konn poboTy BUKOHaHO, TOPKHIiTbCs End Trip (3aBepunTi Noizgky).

2. MigTBepabTe kHOMNKOW End trip. MNicns 3aBepLueHHA MapLUpPyT HE MOXHa BiGHOBUTW.

MapLLpYT 3aKPUBAETLCA 3 TPAEKTOPIEID, 3arasibHOK BiACTAHHIO 1 YCiMa 3yNMUHKaMMU.
MpauiBHUKM MOXYTb nepernsaaaTyn MuHyni noisgkn B More (binbwe) — Journey History
(IcTopis mapLupyTiB).
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CnocrepiranTe 3a KOMaHAOI0 B peafnibHOMY Yaci
(apmiHicTpaTop)

1. HaTucHitb Journey Tracker y BepXxHbOMY MeHIO.

2. HaTtucHite Refresh (OHoBMTKM). YCi, XTO B Noi3aui, 3'aBNATbCA B po34ini Live now
(3apa3 y poposi).
3. Y Journeys List (Cnncok MapLupyTiB) HAaTUCHITb 3HAYOK KapTu 6ins akTMBHOIO

MapLUpyTy, WO6 BIAKPUTN NOro KapTy B peasibHOMY 4aci. KapTa cTexxuTb 3a
NpauiBHUKOM Y Mipy HaAXOO)KEHHSA HOBUX KOOPAMHAT, a NiBOPYyY nokasaHo Activity

Timeline (XpoHonoris akTUBHOCTI).

acker
* Rgcordeg Onli Rahul Verma
-} g - . — e i
D e Aoty Tiwine i
T s F 3
i = TR - e S P— ¥
, - H £
i Gty iy b i &
§ e SECTORE3 ;J
- R VB e i
£
_I. Park, 2
Sector62 4 g é ............... i e = gy
oG ﬁ 1 H L
b B i
c v § +
i i, '
o OnTrip i |8y
Start Time: ™ _- §
:
N @ @ i g
i ¥
0.00KM 00:00 ] 1 P
Distance Duration Checkpoints ’r! - ]
i
&

© Add Checkpoint

B EndTrip

Journey Timeline

o6 nobaunTn BCiX ogpasy, HaTUCHITb Live Locations (Micue3HaxooXeHHs B peasibHOMY

4aci) Bropi npasopy4. TamMm Noka3aHoO BCiX NpaLiBHUKIB Y NOI3ALI Ha OOHIN KapTi.

MNMepernsap icTopii MmapLUpyTiB

1. Y po3gini Filters (®inbTpun) 0bepith Today (CborogHi), Yesterday (Yuopa), Last 7 days
(OcTtaHHi 7 gHiB) abo This month (Len micaub) yn 3aganTe BnacHi gatm From (3) i To

(Mo). TakoXX MOXXHa BUOGpaTN OQHOrO NpauiBHUKA.
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2. Kaptku Bropi nokasytoTb Total (Ycboro mapLupyTis), Active now (AKTUBHI 3apas),
Ended (3aBepLueni), Distance covered (MporgeHa BiactaHb) i Avg. duration

(CepenHsa TpmBanicTb).

3. Bukopuctosynte Bkriagku All (Yci), Active (AkTueHi), Ended (3aBepLueHri) n Auto
Ended (3aBepLueHi aBToMaTn4HO) Ansa ¢inbTpyBaHHS cnncky, a Export (Ekcnopt) —

ONA 3aBaHTaXXeHHA.

4. HaTuCHIiTb 3Ha4oK oKa 6ing 6yab-aKoro MapLupyTy. lNaHenb NoKasye Yac NoYaTKy 1
3aBepLUeHHS, KiNbKICTb 3yrnMHOK, BiACTaHb i Journey Timeline (XpoHonoris
MapLLPYTY): KOXXeH nepeisf, i KOXXHY 3yNnuHKY 3 TpMBanicTio. KOHTPOsbHI TOYKM MICTATb

HOTaTKy NpaLiBHUKA, a HaTMCHYBLUN attachment (BknageHHs), MOXHa BigKpUTH

PaxyHKM.

""';“'V""'f‘l + doaneyfrosd | 8 Rosehemap ¢ | 3

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

Total Stope
4 3

patance
2 ama0mm

[ [rms—
Jaurnay ended mem 01119:39 pm

= Journey Timeline

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

BHX $rllm

BiaTBOpEeHHSA MapLUpyTy

1. Ha naHeni mapLpyTy HaTUCHITb View route (lMepernsHyTy MmapLupyT). Ycs noisaka

BiOOpaXa€eTbCA Ha KapTi 3 MPOHYMEPOBAHUMU 3yNMMHKaMMU.

2. HaTucHiTb BiATBOpPEHHS, Wo6 nepernsHyTn geHb. O6epiTb WBUAKICTL 1%, 2%, 4x 260
8x.
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3. HaTtucHiTe 3D Mode (Pexxum 3D), wob 6nmkye posamsutnca synuui, i Satellite
(CynyTHUK) ansa cynyTHUKOBOro nogaHHsA. Reset View (CKMHYTU NogaHHA) noBepTae

KapTy 00 No4YaTKOBOro Burnaay.

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

MpumitKa: AKLLO XTOCb 3abyB 3aBepLUMTM MOI3AKY, BU MOXeTe 3aBepLUnTy ii 3 naHeni
MapLUpyTy. He3aBepLUeHi MapLUpyTN TaKOXX MOXYTb 3aKpUBaATUCHA CaMi 1 MO3HAYaTUCS AK
Auto Ended (3aBepLueHO aBTOMATU4HO).

N
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Pro HRMS (aopaaTkoBU MOAYnb)

Tapud: JopaTtkosuit mogynb Pro HRMS

Pro HRMS pgopae kagpoBi iHCTPyMeHTU, NOTPibHI NoHad 06k Yacy: CTpiuKy KOMNaHii,
CTPYKTYPY NiANopsaaKyBaHHS, pekoMeHaaLii, 061ik MariHa, NoNITUKK 1 CnyX0y NiaTpuMKu.
BiH Takox gofgae ponb Manager (MeHepxep), W06 KepiBHMKN KOMaHA, MOI/N OMiKyBaTUCA

CBOIMU NOAbMMN.

(
Motpi6eH Tapud: Pro HRMS — nnaTHWi Ao8aTKOBUI MOyrb. Moro MeHo 3'aBisioThcs
nviLe nicnsa akTueauii y BaoMy 06nikoBomy 3anuci. AKTyanbHi uiHy ameitbcs B Billing &
Plan (OnnaTta 1 Tapud).

\

3Hanaitb meHo Pro HRMS

Micna aktneauii mogynsa meHto Pro HRMS 3'aBnaeTbca Ha BepxHin naHeni ong
agMiHiCTpaTopiB i MeHeKepiB, a TAKOX Ha NaHesi NpauiBHMKa. Yce onncaHe Huxye

PO3MIiLLEHO B LibOMY MEHIO.

Organisation Feed

CninbHa cTiHa 4N oronoLleHb, NPUBITaHb HOBUX KoNer i CBATKYBaHb.

1. HatucHitb Pro HRMS — Organization Feed (Ctpiuka opraHisauii).

2. BepiTb TekcT y none gonucy. HatucHite Photo / Video (®oto / Bigeo), wob

npukpinuTn Mepiadpannu.

3. Ob6epiTb, xT0 baumTme gonuc: Everyone (Yci) abo Specific Department ([eBHuI
BipAain).

4. HatucHitb Post (OnybnikysaTu).
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Liare 0 Soarch featuros LR Al Branchas
ﬁxw\m a ST
Dashboard  Devica Sotup Grganization Time & Loave Data Download - Reports Payrod Accoss Comtrol  ProHRMS +  Account Hetp b Suppert
ord ‘Organization Feed

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

M Organisation Feed

A

Company announcemants, updates and celgbrations.
A A Welcome (o the team, Neha! F Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
B Proto/Vides @ Bveryone ~
o o
B AR @ Mydepanment [ Saved 9

&5 Colebrations
B

o posts yet— be the first to share!

i lenran Shaikn

MpauiBHUKM MOXYTb ynogobaTn, KoMeHTyBaTu 11 36epiratn gonncu. Kaptka Celebrations

(CBATKYBaHHSA) NOKA3y€e CbOrOAHILLHI 1 HANBNMXKYI AHI HAPOOKEHHS Ta PiYHMLI poboTu.

Org Tree
Org Tree (OpraHisauiriHa CTPYyKTypa) NOKas3ye, XTO KOMY NigNnopAAKOBYETbCA.

1. HatncHitb Pro HRMS — Org Tree (OpraHi3auinHa CTpyKTypa).

2. HatuncHiTb Create First Position (CtBopuTn nepluy nocagy; sronom — Create Root

Position, CTBopuTK KOpeHeBy rnocagy).

3. O6epiTtb npauiBHuKa B Link to Employee (MprB'a3aTn 0o npauiBHMKa), NOTIM
3anoBHiTb Position Name (Ha3sa no3uuii), Department (Bigain) i Designation

(Mocagpa). Responsibilities (O6oB's3kn) n $oTO HEOOOB'A3KOBI.

4. HatucHiTtb Create Position (CtBopuTu nosuuiio). Bukopuctosynte Add Direct Report

(JopaTu npsAAMoro nignernoro) Ha nosuuii, Wwo6 6yaysBaT CTPYKTYpPY AOHU3Y.
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Create Root Position

Conflgure pUsRicn SHTRls and mpioyes Ik

Link to Emplayee

Mo3nuiga MoxXke 3anMWaTUCA BaKaHTHO, AOKW BU KOrOCb HEe HanMeTe. npaLl,iBHI/IKI/I 6ayaTb

CTpyKTYpy B My Org Tree (Mos opraHisauiiHa CTPyKTypa).

Job Referrals

1. HaTtucHite Pro HRMS — Job Referrals (PekomeHgauii Ha BakaHcii) = Add Job

Opening (Jopatn BakaHCito).

2. Bsegitb Job Title (Ha3sa BakaHcii), Description (Onuc), Location (Micue) i

Department (Biggin), notim 36epexiTs.

MpauiBHMKM 6ayaTtb BiOKpUTI BakaHCii Ha cBoil cTopiHLui Job Referrals (PekomeHpauiji Ha
BakaHcii) i HaTuckatoTb Refer Now (PekomeHayBaTth), Wo6 3anponoHyBaTn 3HaOMy
noanHy. Bu nepernapaete kaHgnaaTis y View Referrals (MepernsaHytn pekomeHgaui) i
nepesoguTe KOXHoro B ctaTyc Pending (Po3rnapaetbcs), Hired (HaHsaTo) abo Rejected

(BigpxnneHo).

Daily Work Updates
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MpauiBHMKK HaTcKaloTb Submit Today's Work Update (HagicnaTtu 3BiT npo
CbOrOAHILLHIO POBOTY) 1 ONUCYIOTb, HAZ YMM NpaLoBann. AOMIHICTPaTOPU N MeHemxepu
6ayvatb 3BiTK BCiXx y Pro HRMS — Daily Work Updates (LLlogeHHi 3BiTv npo po6oTy) 3

binbTPOM 3a 4aTO YK NPaLiBHUKOM i MOXKYTb Export (EkcnopTtyBaTtn) ix.

Assets

BepniTb 06nik kOopnopaTtuBHNX HOYTOYKIB, TenedoHiB Ta iIHLLOro ManHa.

1. HaTtucHitb Pro HRMS — Assets (MainHo) — Add Asset (JogaTt ManHo).

2. Ob6epitb TN (Hanpuknag, Laptop — HoyTOyK), BBeAiTb Asset Name (Ha3sa maliHa) i

Serial Number (CepiriHnin Homep), noTimM 36epexiTb.

3. Y cnucky Inventory (IHBeHTap) HaTUCHITb Assign (BugaTtu) 6ina manHa, obepitb
npauisHuKa B Select Employee (BubepiTb npauiBHuka) i HaTUCHITL Assign Asset

(Bunpgatn manHo).

Br  Assign Asset
Defl Latitwde 5440 (DLS440-0921)

Select Employes®

Lot

[nsa koxHoro MarHa 36epiraetbca Assignment History (Ictopisa Buaadi). MpauiBHKM

6ayvaTb, WO 33 HAMK 3aKpinneHo, y My Assets (Moe MaliHO).
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Policy Documents

HaTtucHite Pro HRMS — Policy Documents (JokymeHTn nonitnk) — Upload Document
(3aBaHTaxkmTn fokymeHT). Begitb Policy Name (Ha3sa nonitukn) i Policy Category
(KaTteropis nonitukn) n obepite dann (PDF, Word, Excel, PowerPoint abo 306pakeHHs g0 2
MB). MNpauiBHMKK BiAKPMBAIOTb NONITUKY 1 HaTuckatoTb Acknowledge (O3HaliomneHunin), a

BN BaunTe, XTO BXE 03HANOMMBCS.

HR Support

Cny>6a NigTpMMKN gns 3anntaHb Npo obnik Yacy, BignycTkW, 3apnnaaTy Ta iHWi kKagpos.i
nuTaHHS. MpauiBHUKN HaTUcKatoTb Raise Ticket (CTBOpUTY 3BepHEHHS), 4OOAIOTb TEMY,
onuc i po 5 ¢pannie. HR i agminictpaTtopun 6a4atsb yci 3BepHeHHs B Pro HRMS — HR
Support (HR-nigTpnmka) i nepesoasaTh ix Yepes cratycn Open (Biokputo), In Progress (Y
poboTi), Resolved (BupiwweHo) i Closed (3akpuTto) kHonkoto Update Status (OHoBuTH

CTaTycC).

NMpu3HauTe NoANHY MeHegKepoMm

1. HatucHitb Organization (Opranizauis) = Employee List (Cnucok npaLiBHUKIB) i

Biapeaarynrte npauiBHUKa.

2. Bigkpuite kpok Employment (MpauesnawTyBaHHS) i BCTaHOBITbL System Role (Pornb

y cuctemi) Ha Manager (MeHemxep).

3. HaTtucHiTe Save Changes (36epertu 3miHn).
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5 Auwopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.

° Edit Employee
Rahul Verma - 57-0001

1 parsonal info

Employment Details

Empioyee Coge /1D

Department * 0

Production

Status * ¢

Active

HR & Compliance

Total Experience O

S yoars

P o Admin ?
@ Al Branches & Growin (15'days ket & A ADMBISTRATOR

Roparts ©  Payrofl - AtcossControl  Pro HRMS Account Halp & Support

Roview bifing

& Back to Directory

© Employment 3 Sank & education 4 Aendance & devies
Jaining Date* © Branch® ©
£ 12 Jun 2023 Heida Head Office tNOI-HQ}
Designatien Reporting Manager @
Supervisor =
Office Time Pasicy ( System Role* (1
Standard Cffice Policy (Detault) v Manager
EPF number (& ESI number ©

€ Pravious Mext >

KomaHpa meHemkepa — ue Bci, y Koro Reporting Manager (Ee3nocepefHiit KepiBHUK) —

us NloanHa. 3aganTe ue Ha kpoui Employment (MpaueBnalutyBaHHS) KOXHOIO YneHa

KOMaHON.

Mpumitka: BapiaHT Manager (MeHemkep) y System Role (Posnb y cuctemi) 3'aBnsieTbcs

nuwe Togi, konn Pro HRMS akTuBHUN.

NaHenb MeHemkepa

Micnsa Bxogy MmeHemkep noTpansnse Ha Manager Dashboard (Manens meHepkepa). Y

MEHIO €.

CTopiHKa

My Team (Mos komaHAa)

Team Attendance

(BigBigyBaHiCTb KOMaHAN)

LLlo Tam po6nsiTb MeHemKepu

bauaTb ycix cBOiX Nignernux i3 nocagoto, [aTto NPUAHATTS 1

CTaTyCcoMm.

MepeBipatoTb WOAEHHY BiABiAYBaHICTb i BIAMITK/ KOMaHOM Ta

po3rnagatoTb 3anUTVN Ha BUNMPaBJ1IEHHA BiD,Bi,EI,yBaHOCTi.
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CTopiHKa LLlo Tam pobnsaTb MeHemKepu

Team Leaves (Bignyctku Po3rnagatoTb 3anuUT KOMaHOW Ha BiAMYCTKY M NOrOOKYHOTb YK
KOMaHan) BigXMNAOTb iX.

% A Rahus Vorens

wico  Toam Leaves  ProHRMS Holp & Support
G Munsge: Dasrocars © My Team
B My Team
A
Emplayees who report to you and their detalls
. neTvE WACTIVE WEW Jouens
2 3 100% & g, 100% B n, % & 0 0%
Team Members 3 2 Retresh
F— Joning Date
Amit Kumar Machine Operator ) 2024-
[ ity o £ 2024-01/08 { Remie
Sunita Patit Guality Inspector & 3
P e iy lnwye ) 2022-11:23 =
imran Shaikh Machine Operator 2025+ 8
e o Machine op 20250403 pree

MoropykeHHs 3aNUTy Ha BiANYCTKY

1. HatncHitb Team Leaves (Bignyctku komaHaw).

2. HaTucHiTb 3Ha4ok oka 6inga 3anuTy, o6 BiakpuTn Leave Request Details (Oetani
3anuUTy Ha BiOMNYyCTKY).

3. HaTtucHite Approve (IMoroguntun) abo Reject (Biaxnnuntn) i3 3a3Hav4eHHAM NPUYNHMN.
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Leave Request Details

A

Amit
HST-0002

TYRE STATUS.
Pending

FROM

BignycTky mMatoTb norogmTu i MeHemkep, i HR. Micnsa norogxeHHs MeHed)kepoM 3annT Mae
ctatyc «Approval Pending from HR» (Ouikye noromkeHHs HR), ookn HR He pgacTb

OCTaTOYHOrO NOrofAXKeHHS. AKLLO XTOCb i3 HUX BiAXUNSAE 3aNUT, BigNyCTKY BiAXUNEHO.
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17

Tapudwn, onnarta i1 NigTPMMKa

Tapud: Yci Tapudwu

Y UubOMy po34iNni NokasaHo, e NoANBUTUCA CBil Tapud, K NOro NiABULLMTHY, SK ONNATUTK
N 3aBaHTAXUTN PaXyHKN Ta K OTPUMATK AONOMOrYy. 3Ha4YOK Tapudy 6aunTs i

nigsuysaTn Tapud Mmoxke nuwe Admin (AgMiHictpaTtop).

MNMepernap noto4yHoro Tapney

Baw Tapud 3aBxam nokasaHo Bropi CTOPiHKM Pa3oM i3 KifbKiCTio AHIB NpobHOro nepioay,
LLIO 3a/TULLUANCS.

1. HaTUCHiTb 3Ha4oK Tapudy Bropi NnpaBopy-.

Lrase Q0 Search features nek JI Branch
'iacm\m 4B All Branches

Dashboard  Device Sotup o

rganization

Halp & Support

5 Autopay is inactive. Set up sutopay of chaose o one-time subscription payment. Rerview biling

P Welcome back, Admin!

RN 2 sad Emplayes
Bl suncay, 18 October 2026 - You'ro all caught up! No ponding actions require your attention today

Total emplayees = Prasant today 2 Absent today o Late taday & on leave ]

Map view View detalis Recent Punches View Al
@ o ® Chickin @
Sunita Pati
et ot s B 5 OBRE e Entrancs Tetmin .
i E -l
sgan sazen 5 008w MaviaRao
..-; ARG AR KAM, amiung Galas
CHOWK o - At Kummar
N aredt dm V0T M Earanion T
PAHARGANI
raliil sanvacans e
7 o o803 Ry, PahulVorma n
IER NAGAR SHIPR%INCHE Main Ertrance Tarn
e e PATPARGAN.] Ry
ST
3 o903 (ng Momadosnd in
= _ LP.EXTENSION ‘_ Samiwng Gatany A34
MAND! HOWSE - -~
Wl grIe =) SHETOR 42 + 09:00 Imran Shaikh
i 3L o) Trme
3 SE Bk Manusi Encry
1 ]
PAMDAYV HAGAR MAYUR VIHAR g 3 s =
Googe  New Delhi arEs A PHASE 1 el o000 POk Nait
< e itk Manah Enkry
Late arrivals 1 View Al Upcoming Leaves 1 Vil Celebrations Hlidays
sp  SunitaPatl e Wy Meha Joshi pr=r—
 at 0824 Catull Latve

o Imran Shaikh

2. Bigkpuetbcs cTopiHka Manage Subscription (KepyBaHHs nignuckoto). BoHa nokasye
Ha3By Tapndy, CKiNbKN KOPUCTYBaYiB i NPUCTPOIB BiH AO3BONSIE i CKiflbKW AHIB
npo6HOoro nepioay 3annLWNIOCS.

3. Y po3gaini Included Features (BkntoueHi ¢yHKLIT) BM 6aunTe BCi MoAyni, LLO BXOOATb Y
Baww Tapud, Hanpuknag Attendance Tracking (O6nik BigsigysaHocTi), Shifts (3miHn),

staffkhata.com/guide - 115/ 127



Leave Management (KepyBaHHs Bignyctkamu), Payroll (3apnnata) Ta Employee

Login (Bxig ons npauiBHuKIB).

1 . foat: nek Admin
stass O, Soarch fastis All Branches A Mamin
'iacm\m a o AowmonsTRATOR
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Roparts Payro Accoss Contral  Account Holp & Support
ot Subscription
Roview biling

5 Autapay is mactive. Set up sutopay or choose 3 ona-tima subseription payment

a Manage Subscription Browse Plans & Upgrade 2
Bising & Plan

Growth
Up 1o 25 users « 50 devices

Included iealum

w 0] a B
Attendance Tracking Shifts Qrganization Setup Reparts.
B (=] B o
Leave Management Holidays Payrall Overtime
@

Employee Login

Mpumitka: Mig yac 15-geHHoro NnpobHoro nepioay BiAKPUTO BCe. Micna Hboro obnikoBuUin
3anmnc NepexoanTb Ha NovaTkoBuin Tapud, i Aeski GyHKLUii MOXyTb 6yTn 3a6/10KOBaHiI, AOKM

BM He NiaBuLmTe Tapud.

MipsuweHHA Tapndy

NigsuwynTte Tapud, Ko Bam NoTpibHO binbLue KopucTyBadis, H6inbLue NpucTpois abo

3abnokoBaHa PyHKUiS.

1. Ha cTtopiHui Manage Subscription (KepyBaHHS nignuckoto) HaTUCHITL Browse Plans &
Upgrade (MepernsaHytn Tapudwu 1 NigsuLLmnTm).

2. Upgrade your plan ([Migsuwire Tapud) nokasye Tapudu nopyd, 3 ixHimum User limit
(NimiT KopuctyBauis), Device limit (JlimiT npucTpois) i pyHKLiaMU. OanH Tapud
no3Ha4vyeHo sk Recommended (PekomeHgoBaHuI). Jeski Tapnudu BKAOYAKOTb

[04aTKOBI Moayni, Ak-0T Pro HRMS abo Journey Tracker.
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3. HaTucHiTb KHONKy Ha NoTpibHoMy Tapudi. Ha Balomy noTouHoMy Tapudi KHOMKa

Ha3nBaeTbCca Manage or renew (KepyBatu abo NpogoBXunTH).

Admin "
ADMINISTRATOR

allReniminve €, Search fasturs . @ M1 Branches

A
.

Time & Leave Data Download Reports. Payro Accoss Control  Account Hoip & Support

& Goback

) o  ful v

Change to Starter Manage or renaw Choose Pro

OdopmneHHA onnaTtn

Y BiKHi 0opopMNeHHA MOXHa obpaTu:

MNapameTtp Lo pobutb

Monthly (LLlomicsaus) 9K YacTo BY nnaTtuTe.

abo Yearly (LLlopoky)

Purchased seats 3a CKinbKn KOpMCTyBayiB BM nnatute. Mepenbayre 3anac Ansa ManbyTHix
(Mpuabani micus) NpaLuiBHUKIB; paxyHOK OXOMOE BCi NnpuabaHi micus.

Add-ons (JonaTkoBi Okpemi mogayni, sik-oT Pro HRMS abo Journey Tracker, sknx Hemae y

Mozyni, HeoboB'A3KOBO)  BaLLOMY Tapuoi.

Autopay (ABTonnarix) Ans womicayHmx Tapudis 3 onnatoto B IHAjI. YBIMKHITb, L0606
NPOAOBXYBATH LLOMICcALSA 6€3 MOBTOPHOrO BBEAEHHS MAATDKHUX AaHUX.

BUMKHITb AN pa3oBoro nnatexy 6e3 aBToMaTUYHOro NPOAOBXKEHHS.
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Order summary (igCyMOK 3aMOBMEeHHS) NOKa3ye, CKiNlbKW BM NAaTuUTe CbOrogHi,
BK/1OYHO 3 GST, | OPIEHTOBHY CyMYy HaCTYyNMHOro NPOAOBXEHHSA. HaTUCHITb KHOMKY onfaTtu
1 3aBepLUITb MIaTX y 3aXMLLLEeHOMY NAaTiXXHOMY BikHIi. AKTyanbHi UiHW anBiTbcs B Billing &

Plan (Onnata  Tapud).

MNpumiTka: ABTONNATX HEAOCTYMHUI NOHAA, NEBHY LLLOMICAYHY CyMy. Y TakOMy pasi
0pOPMJIEHHS aBTOMATMYHO NEPEMUKAETLCA HA PA30BUIA NMNATIX.

Ke PyBaHHSA OIJ1aTOKO, aBTOMJ1aTeXXeM i PaXyHKaMU

1. HatucHite Account (O6nikosui 3anuc) — Billing & Plan (Onnata n tapud).

Biokpuetbca ctopiHka Billing & Subscriptions (Onnata v nignuckn).

2. Current subscription ([ToTouHa nignuncka) nokasye saw Tapnd, Y BBIMKHEHO
aBTonnatix, Bawi Purchased seats ([puabaHi micus) 1 aKTUBHUX KOPUCTYBaYiB,
Current period (MoTto4Hui nepion) i Next renewal estimate (OpieHTOBHa cyma

HACTYMHOro NPOAOBXEHHS).

3. HaTtucHite Change Plan (3miHuTu Tapud), wob nepentn Ha iHWKn Tapud, abo Renew

plan (Mpogosxuntn Tapnd), Wob onnaTUTN HACTYNMHUI Nepioa.

4. $KLLO0 aBTONNATK BUMKHEHO, HaTUCHITb Enable Autopay (YBiMKHYTN aBTONNaTIX),
W06 HanawTyBaTW NOro. Bu aBTopmnsyeTe HEBENUKNI NMAATXK, W06 ManbyTHI

LLLOMICSIYHI PaxyHKN CnncyBasincd aBTOMaTU4HO.

5. Billing History (IcTopis nnatexiB) MicTuTb yci nnatexi. ®inbtpynte 3a All (Yci),
Successful (YcniwHi), Pending (OuikytoTb) abo Failed (Hesgani) umn wykante 3a ID

TpaH3akLuii abo cymoto.

6. HatucHitb Invoice (PaxyHOK) y Byab-aKoMy psiaKy, W06 3aBaHTaXUTN PAXyHOK Y
¢dopmari PDF.
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ullRenunive Q Soarch features. o @ Al Branches

Dashboard  Device Sotup Grganization Time & Loave Data Download Ruparts Payro Accoss Conrol  Account

1 Account

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

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

Ehang

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

Dae

Mo Transactions

Mopapa: KHonka Review billing (MepernsaHyTn onnaty) Ha 6aHepi aBTonnaTeXxy Bropi
naHeni BiAKPMBAE L0 CaMy CTOPIHKY.

AKLWLO nignuncka 3akiHymnacs, nosigomsieHHsA Subscription Inactive (MNignncka HeakTUBHA)
6nokye naHenb. HatucHiTb Proceed to Payment ([Mepentn go onnatu), Wwob onnatutu n

BIAHOBUTW JOCTYM.

OTpI/IMaHHSI AONMOMOIn Ta CTBOPEHHSA 3BEPHEHHA

1. HaTtucHitb ¢poTo npodinto n obepite Help & Support (Josigka i nigTpumka) abo

HaTucHITL Help & Support npaBopyy Ha naHeni MeHto.

2. Contact support (3B'a3atnca 3 NiATPMMKOLO) Yropi NOKa3sye Hall HOMep NIATPUMKMY,

rapsyy NiHito N eNeKTPoHHY MoLuTy.
3. LWWo6 cTBOpUTK 3BepHEHHS, HaTUCHITb Raise Ticket (CTBOpUTY 3BEpPHEHHS).
4. BeepiTb Subject (Tema) 1 onuwite npobnemy B Description (Onuc).

5. Y po3gini Attachments (BknageHHs) MmoxkHa gogatu go 5 ¢dannis (JPG, PNG, PDF abo

DOCX, no 2 Mb koxeH), Hanpukiaza 3HIMOK eKpaHa.

6. HatucHiTe Submit Ticket (Hagicnatn 3BepHeHHS).
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Raise New Support Ticket

Subject
Paysip thows the wrong depariment

Description *

Feahad Vermna's Sephomber b3 mhmmmnmwmﬂym]

woek. Pirie hap s updale it

Attachmants |optionall

3BepHeHHs 36epiraetbca 3 Ticket ID (ID 3BepHeHHS) i 3'aBnseTbcs B Support Ticket Log
(ypHan 3BepHeHb). KapTKM Bropi NoKasyoTb Ki/lbKiCTb 3BepHeHb y cTaTtycax Open &
Pending (BiakpuTi 1 ouikytoTb), In Progress (Y po6oTi) i Resolved & Closed (BupilueHi 11
3aKpuTi). HAaTUCHITb 3BepHEHHS, Wo6 nobauunTuy Noro getani n cTaTyc, AKUN 3MIHIOETLCS 3

Open (BigkpuTto) Ha In Progress (Y po6orTi), Resolved (BupiweHo) i Closed (3akpuTo).

03 Ticket #TCK~ """~
Tieket raised successhully
STATUS REQUESTER
Open Admin
CREATED LAST UPIATED
16021 2026, 1136 pm 180012028, 11:35 pm

sunsEct
Payslip shows the wrong department

HAUE BESCRIPTION
Rl Verma's Septamber paysiio sty Froduction, DUt he moved L Guasty
3 e Piuse oip us. upane £

UBDATE TICKE T LFECVELE

w InProgress | Resohed || Cloted

Cloge
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MpumiTka: 3BepHeHHs B Help & Support (JoBigka 1 nigTpnMka) ctBoptotoTe Admin abo
HR. MNMpauiBHMKaM i MeHekepaM Crlif, cnepLuy 3sepTaT1csA No 4ONoMory Ao

agMiHicTpaTopa CBOEI KOMMaHii.

L
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MowinpeHi 3annTaHHS Ta YCYHEHHS
HecrnpaBHoOCTeN

Tapud: Yci Tapudnm

KopoTki BiANOBiAi Ha 3anNUTaHHS, AKi KNIEHTW CTaBNATb Han4yacTiwe. JKLWo BaLloi

npobnemun TyT HeMag, CTBOPITb 3BepHeHHs B Help & Support (Josigka 1 niagTprMka) (ams.

Tapudwu, onnarta v NiATPUMKA).

BiamiTKn Ta npuctpoi

MpauiBHMK He MOXXe BiAMITUTUCA 3 TenedoHa

MNepeBipTe no yepsi:

1. Mob6inbHy BigMiTKy Ans HbOro BBiMKHeHO. B Organization (OpraHisauis) —
Employee List (Cnincok npauiBHWKIB) BiAKpUNTE MEHIO psfKa npauiBHUKa 1
nepekoHarnTecs, Wwo MobinbHY BiAMITKY BBIMKHEHO. AKLLO ii BUMKHEHO, 3aCTOCYHOK

nokasye «Mobile punching disabled» (Mob6inbHy BiAMITKY BAMKHEHO).

2. AocTyn o reonokauii no3BoneHo. Ha tenedoHi MaioTb 6yTN BBIMKHEHI Cly)K6K
reoniokauii, a 3actocyHok Staff Khata noBmHeH matu fo3Bin Ha 4OCTyn oo

MiCLEe3HaxXOmKEeHHS.

3. MpauiBHUK nepebyBa€ B MeXaX re030HU. FKLLO 3aCTOCYHOK MOBIJOMISE, LLO
NnpauiBHMK No3a 403BONIeHVM pafiycoM, BiH HAATO faneko Bif odicy. NepesipTte
po3TallyBaHHSA 1 pagiyc ¢inii B Organization (Opranisauis) = Branch (®inis). Aus.

MobinbHa BigMiTKa.

4. Bxig Ansa npauiBHUKiIB BXOAUTb Y Ball Tapud. MNpaLiBHUKN BXOAATb Y 3aCTOCYHOK Mif,
B/IACHMM 06NiKOBUM 3anncoM. FKLLO Ball Tapud He BKIOYAE BXig, AN NPALBHUKIB,

BOHU 6ayaTb «Employee login is locked» (Bxia ans npauiBHUKiB 3a6/10KOBaHO).

BioMeTpu4YHNI NPUCTPiN NOKa3ye cTaTyc opnaH

MNepesipTe, LLLO TepMiHaN Ma€ XMBMEHHA N iHTEPHET i Lo afpecy cepBepa 3afaHo Tak, AK
nokasaHo B How to connect (Sk nigkntounTn) y Device Setup (HanawwtyBaHHA NpUCTPOIB)

— Manage Devices (KepyBaHHSA npuctposamu). MNicns 6yab-sKoi 3MiHM nepe3anycTiTh
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TepMiHan. BigmiTkn, 36epexeHi, Nokn BiH 6yB odnaliH, He BTPa4alTbCs: CKOpUCTanTecs
Data Download (3aBaHTaxeHHSA gaHux) = Download data from Devices (3aBaHTaXxuTu

[AaHi 3 NpUcTpoiB), Wob oTpnmMaTK ix 3a byab-aknin nepio. JuBe. bioMeTpuYHi NpUCTPOI.

.

Mopagpa: YBiMKHITb cnoBileHHs WhatsApp npo npuctpoi opnanH B Organization
(OpraHizauif) » Company (KomnaHis)) = Notifications (CrnosiweHH$), Wwo6b gisHaBaTucs

Npo Le oapasy.

N

AKi 6ioMeTpUYHI NPUCTPOI NiATPUMYIOTbCA?

JInwe 6iomeTpunyHi npucTpoi Realtime. MpucTpoi iHWIMX MAapOK He NiAKNIYaTbCA A0
Staff Khata.

MpauiBHUK BigMITNBCSA, ane Yyac HenpaBubHUN abo BiACYTHIN

BunpagsTe noro B Time & Leave (Yac i Bignyctkn) = Manual Punch (Py4Ha BigmiTka) abo
noroAbTe 3anNuT NpaLiBHMKa Ha BUNpaeneHHs B Regularization (KopurysanHs). ..

LoneHHui 06nik Yacy.

O6nikoBi 3anucK Ta BXifg,

A1 3a6yB naposb

Ha cTtopiHui Bxogy HaTucHITL Forgot password? (3abynn napons?), BBeAiTb poboyy noLuTy

N CKopuCTanTecsa HagicnaHnum KkogoMm. MNMoBHI KpOKM HaBefeHOo B po3aini Peectpauia 1a

nepLInm BXia.

MpauiBHUK 3a6yB naposnb

Admin (AgmiHicTpaTop) 3a4a€ 061iKOBMIA 3aNNC KOXHOIO NpaLiBHMKa Nif Yac noro
[oAaBaHHSA. BigpeparynTe npauiBHuka B Employee List (Cnrcok npauiBHKKIB), Wo6
YCTaHOBUTWN HOBUI Naposb, abo npauiBHUK Moxe ckopuctaTuca Forgot password?

(3abynu naponb?) 3i CBOEI MOLUTOLO.

1 He oTpMMaB Kop, peecTpadii
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JouekanTecs, NOKW 3aKiHYNTbLCS TanMep, | HaTUCHITL Resend Code (Hagicnatu kog, we
pas3). MepeBipTe nanky 3i cnaMmoM i NnepekoHanTecs, Wo HoMep TenedoHy MoXxe

oTpumyBaTu SMS.

AK 3MiHUTU MOBY?

HaTtucHitb ¢poTo npodinto — Language (MoBsa) 1 obepiTb ogHy 3 55 moB.. [1o Bxoay

CKOpUCTanTecs KHOMKOK MOBW Y BEPXHbOMY KYTi CTOPIHKN.

3BiTV Ta AaHi

MNMpauiBHUKa HeMae€ y 3BITi

MepesipTe branch switcher (nepemunkay ¢inin) yropi. Akwo snbpaHo ogHy ¢inito, Bu

6aunte nuwe ii nepcoHan. Obepitb All Branches (Yci ¢inii).
MNepeBipTe, KOoro Bv BMbpanu y ¢inbTpax 3BiTy.

MNepekoHanTecs, LWo npauiBHUK Mae ctatyc Active (AkTneHuin) B Employee List

(Cnncok npauiBHKKIB), a faTa Noro NPUUHATTA nepeaye 3BiTHOMY nepioay.

K ekcnopTyBaTH 3BIT?

BiokpunTe 3BiT i ckopucTanTecs meHio Export (EkcnopT), Wwob 3aBaHTaXXUTK Oro y

dopmarTi Excel abo PDF un HagpykyBaTu. [Ane. 3BiTu.

YoMy NyHKT MeHI0 3a6/10KOBaHO?

3aMOK 03Hayvag, Wo BaLl Tapud He BKNOYAE Lo GyHKLUit0. HaTUCHITL 3Ha4oK Tapudy, Lob

nobauntn cBin Tapnd, abo nepernsgHoTe TAONULIO HDKYE.

LLlo BipbyBa€eTbCA NicnA 3aBepLUEeHHSA Npo6HOro nepioay?

O6nikoBuMI 3anuc nepexoanTb Ha NnovaTkoBur Tapud. Bawwi aaHi 36epiratoTbcs. PyHKLII,

AKX HEMA€E B HOBOMY Tapudi, 6110Ky0TbCS, LOKM BY He NiaBuLLmMTe Tapud.
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XT0 Wwo Mmoxke pobutn

KopuctyBayi HR BXxogaTb y Ti caMi ekpaHu aAMiHICTpyBaHHS, Wo 1 Admin. MeHemkepam

noTpibeH gogatkosuin moaynb Pro HRMS.

DyHKUiA
NaHenb

KomnaHis, ¢inii,

Bigainu

Mpaswnna 061Ky

yacy 1 pobounii Yac

JopaBaHHA 1
penaryBaHHs

npauiBHWKIB

BiomeTpunyHi

npucTpoi
3MiHN 1 rpadik

LLlogeHHa
BiABiAyBaHICTb i

pyyHa BigMiTKa

BiamiTka npuxopy 1

BMXO4Y

BignycTtkn

CeATa

3apnnaTa 1 oknagu

3BiTU

Admin
Yca KoMnaHia

Tak

Tak

Tak

Tak

Tak

Tak

HanawTyBaHHA 1

MOroayXKeHHs
Tak

Tak

Tak

HR
Yca KoMnaHia

Tak

Tak

Tak

Tak

Tak

Tak

HanawTyBaHHS 1

MOroa)XeHHs
Tak

Tak

Tak
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Manager

BnacHa komaHAa

Mepernapg

B/1ACHOI KOMaHau

Mepernapg,

B/1ACHOI KOMaHau

Tak

[NMoromxeHHAa ond

B/1aCHOI KOMaHAU

Employee

BnacHa

BnacHun

npodinb

BnacHa; 3anutun

Ha BUNpaBlieHHA

Tak

[MTopaHHSA 3asB

BnacHi

PO3PaxyHKOBI

nncTun



DyHKUiA Admin HR Manager

CnosileHHs Tak Tak —
WhatsApp Ta

iHTerpauji

3Ha4voK Tapudy 1 Tak — —

nNigaBULLLEHHS

Tapudy

3BepHeHHs B Help Tak Tak —
& Support

Akun Tapud MeHi noTpibeH

Employee

KoxxHa HoBa KoMnMaHia oTpumye 15-geHHUA NpobHUiA nepiog 3 ycima dyHKuigmu. lMicna

HbOrO:

DyHKUiA

O6nik BigBigyBaHOCTI 3 TenedoHiB i NpUCTpoiB Realtime, WoneHHUN 3BIT,

oinii, Bigainm

BignycTku, cBaATa, NoHagHOpMoBa poboTa, Kifbka 3MiH

BXia ansa npauiBHMKIB y BebBepCii Ta 3aCTOCYHKY (CaM0o06CnyroByBaHHS

1 BiAMITKa B 3aCTOCYHKY)

TvdkHeBI, MiCAYHI 1 piYHi 3BiTK, iHLWI po3LunpeHi 3BiTu, Access Control

(KoHTponb goctyny), Data Download (3aBaHTa)keHHSA OaHWX)

3apnnarta, oknagu, BiALLKOAYBaHHSA, PO3PaxyHKOBI JINCTU, AepXKaBHi

3BIiTU

Ponb MeHemkepa, CTpivKa KOMMaHii, opraHisauinHa cTpyKTypa, ManHo

staffkhata.com/guide - 126 / 127

MNoTpi6bHM Tapud

Yci Tapudn

Moske 3HagobUTNCA BULLMIA

Tapud

Moyke 3HagobUTNCA BULLMIA

Tapuo

MnaTHUM Tapuno i3

po3LnpeHMn 3BiTamMun

MnaTHUM Tapuno i3

3apnnaroto

JopaTtkoBuii Mmoaynb Pro
HRMS



DyHKUiA

MNoTpi6bHWN Tapud

BiocTtexxeHHs BMIi3HUX NPaLiBHUKIB Yy peasibHOMY yaci JopaTkoBui MOayrb

.

\

Journey Tracker

MNoTtpi6beH Tapud: Tapudu Ta ixHIN ckNag MOXKYTb 3MIHIOBATUCA. HAaTUCHITb 3HaYOK Tapudy
— Browse Plans & Upgrade (Mepernanytu Tapudun i nigsuwmTi), wob nobauntn
aKTyanbHUM CNUCOK, @ akTyanbHi uiHn ansiTbcs B Billing & Plan (Onnata n Tapud).
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