i
Huwéng dan sir dung Staff
Khata

Hudéng dan tirng budc cho moi phan cda Staff Khata, kém anh chup
man hinh: thiét 1ap céng ty, chdm cdng, nghi phép, tinh luvong, bao
cdo, irng dung di déng va cdc tién ich bo sung.
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01

Tru'dc khi bat dau

Goi: Tat ca cac géi

Chuong nay gidi thich Staff Khata la gi, ban can chuan bi gi trudgc khi dang ky va ai dugc

xem nhirng gi. Hdy doc mot lan, sau dé lam theo cac chuong theo thir tu dé thiét lap
cébng ty cla ban.

Staff Khata lam gi

Staff Khata quan ly cham cong, nghi phép, tinh lvong va nhan su cho toan bé di ng
clia ban & cung mot noi. Nhan vién cham cong tlr dién thoai bang anh selfie va vi tri cla
ho, hoac tai may cham céng sinh trac hoc Realtime dat & clra. Sau d6 Staff Khata ap dung
cac quy dinh van phong cta ban, nhu thdi gian an han, nira ngay céng va danh dau di
muon, dé ban thdy ngay ai dang cé mat, ai @&n mudn va ai vang mat theo thdi gian thurc.
Tl d@r liéu chdm cong do, hé thong tinh s6 ngay phép con lai, tién lvong, phiéu luong va
haon ba muoi bdo cdo, bao gom ca cac s6 dang ky theo quy dinh cdia nha nuéc. Ban ciing

c6 thé nhan ban téom tat hang ngay qua WhatsApp ma khéng can mé &rng dung.

.ullﬂﬁfﬂl,-‘_'ﬁf!? Q. Soarch feafiros i @ Al Branches & orown 1sanenn RN N
orgamization Loww

Dashboard  Devica Sotu

Roparts - Payrofl - AccossControl  Account Help & Support

Total emplayees 2 Present today 2 Absont teday 2 Late today & onfeave =)

Map view View detalts Recent Punches

0926 =

Sunita Patil

o oty e
......... .
L 0908t L ey ass
wang KAN:
" EHANDH AMAND VIHAR ViIL
5 Sape N T T oo w A
PAHARGAN] g, AP URAY v
IR meaty e 1 izt gl
adse es it oioy (g DEIE A
IER NAGAR " AAA & SHIPRA SUNCITY = .
Lo 4 e PATPARGAN.
4 e ke ooz o Memadosm
1P EXTENSION w.
MANDI HOUSE e
Al prow = el crongy | osss ap Admin
s amse
% o
1 PANDAV HAGAR MAYUR VIHAR 28 il Arjun Mohta
Google New Delhi A PHASE | T % L i n
~—<a—n ELid T
Late arrivals 1 e A1 Upcoming Leaves Vi A Celebrations
Sunita Patit
¥ eatooae il 15 Imran Shaikn
&8 5 Birthody - Machin
Mo upcoming leaves 1 Imran Shalkn
Employees by Department 9 4 Departmens Payroll - Sep 2026 [ Warkforce health Wirw Al

Ban can nhirng gi

staffkhata.com/guide - 3 / 123



Mot may tinh cé trinh duyét web méi. Hay dung phién ban méi nhat cia Chrome,
Edge hodc Safari. Ung dung web c6 tai https://attendance.staffkhata.com. Ban thiét

lap cdng ty, chay bang luong va xem bdo cdo tai day.

K&t ndi internet trén mdy tinh, va trén moi dién thoai hodac may gui dir liéu cham

cdng.

Ung dung di ddng Staff Khata trén Android hodc iOS, danh cho nhan vién cham

cbng bang dién thoai. Ho can bat dinh vi va c6 camera hoat dong dé chup selfie.

Thiét bi sinh trac hoc Realtime, néu ban mudn nhan vién cham céng bang may van

tay hoac may quet thé. Staff Khata chi hoat déng véi thiét bi sinh trac hoc Realtime.

M6t email cong viéc va mot sd dién thoai di ddng c6 thé nhan ma. Ban dung ca hai

dé xac minh tai khoan khi dang ky.

Bon vai tro

M&i ngudi trong Staff Khata déu c6 mét vai tro. Vai trd quyét dinh ho thdy nhirng man

hinh nao sau khi dang nhap.

Vai tro Danh cho ai Ho thay gi
Admin (Quan Chud doanh nghiép Moi thir: thiét 1ap cong ty, nhan vién, thiét bi, chdm céng, nghi
tri vién) hodc trudng van phép, tinh luong, bao cao, thanh toan va tich hgp.

HR (Nhén su)

phong

Ngudi phu trach
nhéan su hoac ké

Cac man hinh quan tri gidng nhu Admin, cho cong viéc hang

ngay vé nhan vién, chdm cong, nghi phép va tinh luong. Chi

toan Admin mdi thdy huy hiéu géi va muc nang cap.
Manager Trudng nhom My Team (Nhém cua t6i), Team Attendance (Cham cong cla
(Quan ly) nhom) va Team Leaves (Nghi phép ciia nhém), dé duyét cac yéu
cau ctia nhém minh. Can tién ich bé sung Pro HRMS.
Employee Moi nhan vién Bang diéu khién, cham cong, nghi phép, phiéu luang va ho so
(Nhan vién) cla riéng ho, trén web va trong (rng dung di dong.
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Ban chon vai tro khi thém mét ngudi trong Add Employee (Thém nhan vién). Ngoai ra
con cé vai tro Branch Admin (Quan tri chi nhanh). Branch Admin lam viéc trén cac man

hinh quan tri nhung khéng thé quan ly chi nhanh, va chi cé thé thém ngudi c6 vai tro

Employee.
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Mi cong ty mdi bat dau véi 15 ngay dung thir, m& khda moi tinh nang. Khi hét thai gian
dung thir, tai khoan cdia ban tu déng chuyén sang goi co ban. Ban c6 thé nang cap bat cr

[Uc nao.

Cac g6i khac nhau vé sé nguai dung va s6 thiét bi sinh trac hoc dugc phép, va vé cac
tinh nang di kém. Nghi phép, ngay &, lam thém gig, tinh lwvang, dang nhap cho nhan

vién, bdo cdo nang cao va nhiéu ca lam viéc c6 thé bi khéa & cac gdéi thap hon.

Tién ich bd sung |a cdc m6-dun ban mua thém ngoai géi: Pro HRMS (duyét ctia quan
ly, badng tin cdng ty, so d6 to chirc, tai san va nhiéu hon ntra) va Journey Tracker
(theo ddi truc ti€p nhan vién lam viéc bén ngoai). Menu cia ching chi xuat hién khi
tién ich bo sung da dugc kich hoat.

Tinh nang bi khda sé hién thj biéu tugng 6 khéda trong menu. Xem Billing & Plan (Thanh

todn & Goi) dé biét gia hién tai va n6i dung cla tirng goi.

(
Can g6i phu hop: NEu mét tinh ndng trong hudng dan nay hién thi 6 khda trén tai khoan
cla ban, tinh nang d6 can goi cao han hoac mét tién ich b6 sung. Xem Gai, thanh toan va
hé tro.

L

Bd cuc ciia huwéng dan nay

Cac chuong dugc sap xép theo thr tu ban thiét 1ap hé théng. Hay bat dau tir trén xudng.

1. Dang ky va dang nhap lan dau

2. Thiétlap céng.ty

3. Quy dinh chdm céng

4. Nhan vién

5. Calam viéc va lam thém gig

6. Cham céng_bang_dién thoai

7. Thiét bj sinh trac hoc

8. Cham céng_hang ngay

9. Nghi phép va ngay lé
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10. Tinh luong
11. Bao cao

12. WhatsApp va tich hgp

13. Céng_tu phuc vu cho nhan vién

14. Journey Tracker

15. Pro HRMS

16. Goi, thanh todn va hb trg

17. Cau héi thudng gap va khac phuc su ¢

Meo: Anh chup man hinh trong huéng dan nay la cia mét cdng ty mau hu cau, Sharma
Textiles Pvt Ltd. Man hinh ctia ban sé& hién thi tén va s6 liéu cda chinh céng ty ban.
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02
Pang ky va dang nhap lan dau
Goi: Tat ca cac goi

Viéc dang ky chi mat vai phut. Ban xac minh email va sé dién thoai, nhap thdng tin céng

ty va dat mat khau quan tri, thé 1a khdng gian lam viéc cla ban da san sang.

bang ky doanh nghiép

Viéc dang ky gdm ba budc. Ban cé thé doi ngén nglr cia trang bat c Iic nao bang nuat

ngdén nglr & goc trén.

1. M@ https://attendance.staffkhata.com va nhap Register Your Business (Pang ky

doanh nghiép).

2. Tai Verify Your Account (Xac minh tai khoan), nhap Work Email Address (Bia chi
email cong viéc) va Phone Number (S6 dién thoai). Hdy dung email va s6é ma ban ¢6

thé kiém tra ngay, vi mo6i noi s& nhan dugc mot ma.
3. Nhéap Send Verification Code (GUi ma xac minh).

4. Ban nhan dugc mét ma 6 chir s6 qua email va mét ma khac qua SMS. Nhap ma email
vao hang 6 th&r nhat va ma dién thoai vao hang 6 th hai.

5. Nhap Verify Code (Xac minh ma).
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\/ [ e Verify Your Account

ST ST
T,

HR T3 §917|

Meo: Khdng nhan dugc ma? Hay chd bo dém gid két thic, réi nhap Resend Code (GUri lai
ma). Ma c6 hiéu luc trong 10 phut.

Nhap théng tin cong ty
1. Tai Company Details (Théng tin cong ty), nhap Company Name (Tén cong ty) (tu 3
dén 50 ky tu). Day la truong thong tin cdng ty duy nhat bat budc.
2. Official Reg Number (S6 dang ky chinh thirc, nhu s6 GST hodc CIN), Website va
Street Address (Pia chi) la khéng bat budc. Ban c6 thé thém sau trong Thiét Iap cong
ty.

3. Nhap Postal Pin Code (Ma buu chinh) gom 6 chir s6. City Region (Thanh phé/Khu
vuc), State (Bang) va Country (Qudc gia) sé dugc tu dong dién.

4. NEéu co doi tac cla Staff Khata ho trg ban, hay nhap Partner Referral Code (M3 gidi
thiéu cia d6i tac). Néu khong, hay dé tréng.

5. Pat Admin Password (Mat khau quan tri) (it nhat 8 ky tu) va nhap lai trong Confirm
Password (Xac nhan mat khau).

6. Nhap Register Business (BDang ky doanh nghiép).
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EGISTER BUSINESS

Company Details -

) Sharma Textdes Pyt Lid

o 3

Grow your
busine
Sln‘] p | |fy H R 201301 Gaitam Buddha Nagar

Uttar Pradesh

ADMS PASSWORD ¢ CONFIRMA PASSWORD *
By acuvienrans B s |
Back Reglster Busipess 7

Khéng gian lam viéc da san sang

Man hinh Workspace Ready (Khdng gian lam viéc da san sang) hién thj Enrolled Plan
(G6i da dang ky), 15 ngay dung thir va géi ma tai khodn clia ban sé& chuyén sang khi hét
thdi gian dung thir. Trong thdi gian dung thir, moi tinh nang déu dugc mé khéa. Nhap

Go To Workspace (Vao khdéng gian lam viéc) dé dang nhap.

©

‘Workspace Ready

) ENROLLED PLAN

Growth

tipsciiationdance. stalfichata com
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bang nhap

1. Truy cap https://attendance.staffkhata.com.

2. Chon Email hodc Phone (DPién thoai), réi nhap email cong viéc hodc sé dién thoai di

dong cua ban.
3. Nhap mat khau.
4. Chi danh ddu Remember me (Ghi nh& dang nhap) trén may tinh riéng cda ban.

5. Nhap Sign in to Staff Khata (Pang nhap vao Staff Khata).

wELCoME

Sign In To Your Workspace

\ {

Manage your
people,
not paperwork.

zZ-0or CETmMo

Luc dau, bang diéu khién cdia ban con trong. Khi ban thém nhan vién va ho bat dau cham
cbng, bang diéu khién sé& hién thi nhanh tinh hinh chdm céng, di mudn, nghi phép va tinh

lrang. Ban cling c6 thé thdy mét biéu ngilr bdo rang thanh toan tu dong chua duoc kich

hoat. Thong bao dé lién quan dén thanh toan; xem Goi, thanh todn va hé trg.

Lam quen v@i giao dién

Thanh & dau méi trang c6 cac diéu khién sau:
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Piéu khién

Menus (Cac menu)

Search features... (Tim

tinh nang...)

Branch switcher (B6

chon chi nhanh)

Plan badge (Huy hiéu
goi)

Bell (Chuéng)

Help & Support (Trg
giup & Ho trg)

Chirc nang

Dashboard, Device Setup, Organization, Time & Leave, Reports, Payroll va

cac menu khac. Di chudt vao mot menu dé xem cac trang cdia né.

Nhan 88K trén Mac hoac Ctrl+K trén Windows, nhap ndi dung can tim (vi du

"company") va nhan Enter.

Hién thi All Branches (Tat ca chi nhanh). Khi ban cé nhiéu hon mét van

phong, hdy chon mét chi nhdnh hodc xem tat ca cung luc.

Tén goi cla ban va s6 ngay dung thlr con lai. Nhdp vao dé quan ly goi.

Théng bdo: yéu cau phé duyét, don xin nghi phép va canh bao thiét bi.

M& trang hé trg vdi s6 dién thoai lién hé va yéu cau hé trg.

Chon ngon ngir, b6 cuc va tro nang

Nhép vao tén hoac anh ho so cla ban & géc trén bén phai. Menu c6 Settings (Cai dat),

Help & Support va mot phan Preferences (Tuy chon).

Language (Ngdn ngy): Staff Khata hé trg 55 ngdn ngt¥, bao gém tiéng Hindi,

Marathi, Tamil va Bengali. Nhdp Language, gd vai chit cai dé tim, roi chon ngén ngit

clia ban.

Navigation (Piéu hudéng): Chon Top bar (Thanh trén cing, menu nam ngang phia

trén) hoac Sidebar (Thanh bén, menu doc bén trai).

Accessibility (Trg ndng): M& mot clra s6 dé ban dat Text size (C& chir: Standard -

Chuan, Large - L&n hoac Larger - Lan han) va bat Higher contrast (D06 tuang phan

cao hon), Reduce motion (Giam chuyén dong) hoac Underline links (Gach chan lién

két). Nhap Reset to defaults (Khoi phuc mac dinh) dé hoan tac, hodc Done (Xong) dé

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

Large
T2.5%

Text size

(@ Higher contrast

++ Reduce mation

&3 Underling links

Reset to defaults m

Luu y: Cac tuy chon nay cé hiéu luc ngay va chi dugc luu trén trinh duyét nay. Trén may

tinh khac, ban can dat lai.

Pbat lai mat khau da quén
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1. Trén trang dang nhap, nhap Forgot password? (Quén mat khau?).

2. Nhap Work Email Address (Pia chi email cdng viéc) va nhap Send Reset OTP (Gl ma
OTP dat lai).

3. Nhap ma 6 chit s6 trong email va nhap Verify OTP (Xac minh OTP). Néu khong nhan
duoc, hdy nhap Resend OTP (Guri lai OTP).

4. Nhap New Password (Mat khau mai), nhap lai trong Confirm Password (Xac nhan
mat khau) roi nhap Reset Password (Dat lai mat khau).

5. Tai Password reset! (D3 dat lai mat khau!), nhap Sign in now (Pang nhap ngay).

Tiép theo, hay thiét [ap cong ty trong Thiét |ap cong_ty.
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Thiét 1ap c6ng ty, chi nhanh va phong ban

Goi: Tat ca cac goi

Trudc khi thém nhéan vién, hdy cung cap cho Staff Khata théng tin vé cong ty ciia ban. H6
so, dinh dang ma nhan vién, chi nhanh va phong ban dugc dung trén moi bdo cdo, phiéu

lwong va lugt cham céng.

Pién ho so cong ty

Logo, tén va ma sé thué cuia ban dugc in trén bao cdo va phiéu luong, vi vay hay thiét 1ap

chung trudc.
1. Nhap Organization (T6 chirc) = Company (Cong ty). Trang Company Settings (Cai
dat cong ty) m& & thé Company Profile (H6 so cdng ty).

2. O phia trén, Organization Info (Thong tin t& chirc) hién thi Corporate ID (Ma doanh
nghiép) va Workspace URL (URL khong gian lam viéc). Ban khong thé thay d6i cac

muc nay.

3. Trong Company Logo (Logo cong ty), nhap Upload Logo (Tai logo Ién) va chon mét
tép PNG, JPG hodc GIF hinh vudng dudi 2 MB (kich thudc 200 x 200 px la phu hgp).

4. Kiém tra Company Name (Tén cong ty), roi nhap Official Tax / Registration No. (M3
s6 thué / S6 dang ky chinh thirc), chang han nhu sé GST cla ban.

5. Thém Company Website (Trang web céng ty). Bat dau bang “https:// .

6. Cubn xuéng Company Address (Dia chi cong ty). Nhap dudng, thanh phg, bang va
ma buu chinh vao dung 6 riéng cda chidng dé thong tin dugc in chinh xac trén tai
liéu.

7. Nhép Save Changes (Luu thay d6i).
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Dashbosrd  Device Sotup Grganization ma & Data Download - Reports ~  Payrofl - Access Centrol | Account Help b Suppert

‘Company

3 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
Company Settings o Reset
Manage your company pleforences, attendance rules, payroll, and policies

@ cempany Profile "

o Company Profile
Your registered eompany ity and contact informatio
ORGANIZATION INFO
# CORPORATE ID WORKSPACE URL fo]

oll CP26100001 attendance staffichata com e
S Locokizath
0 Notifications

Company Loge *

(& Duplicate employess ST Rece sed ¢ 1696 (e.g. 2007200px). Max 2D, PNG, JOG of OF
Account &, uplosdioge B Aemove

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

Luu y: Corporate Email (Email doanh nghiép) la email dang nhap quan tri ctia ban va
khong thé thay d6i tai day.

Chon dinh dang ma nhan vién

Staff Khata tu d6ng cdp ma cho méi nhan vién méi. Hay chon dinh dang ngén gon va dé
doc.

1. Trong Company Settings (Cai dat cong ty), m& thé Employee codes (Ma nhan vién).

2. bat cac trudng bén dudi. O Live Generated Code Preview (Xem trudc ma dugc tao)
cap nhat ngay khi ban nhap.

3. Nhéap Save Changes (Luu thay doi).
Cai dat Chirc nang
Prefix (Tién t6) Cac chit céi & dau ma, nhu “ST  hodc "EMP .

Separator / Delimiter (Ky tu phan cach) Gach ngang, gach chéo, gach dudi, ddu cham hoac

khéng cé.
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Cai dat Chirc nang

Include Year (Thém nam) Thém nam (72026 hoac “26°), hoac None (Khdng).
Number of Digits (S6 chit s0) S6 chir s cda phan sé, tur 2 dén 6.

Starting / Next Number (S6 bat dau / S6 ti€p  S6 ma nhan vién mdi ti€p theo sé nhan.
theo)

Q1 Soarch featun .k — X
'iacH?\Tf\ G ks @ All Branches A ADMISTRATER
Dashboard  Device Setup Organization Time & Loave Data Download Reparts Payro! Access Control  Account Halp & Support

ard + Company
5 Autopay is nactive. Set up autopay or chaose a ona-lime subscription payment. Reoview biting
Company Settings D Reset
Manage your company prelorences, attendance rulas, payroll, and policias.

) Company Profile
i gty 4 Employee Codo Format
Define haw employee codes and I

# Employer codes

Rules

LIVE SERERATED CODE PRIVIEW

5T-0001

PREFIX SEPARATOR | DELIMITER INCLUDE YEAR
51l Hyphen i-] b Mane
NUMBER OF DIGITS STARTING [ NEXT NUMBER
£ My Profile 4 Dighs (0001 - 1

You have unsaved changes Discard

Meo: Ma chi dugc tao cho nhan vién mai. Ma cla nhan vién hién c6 van gitr nguyén.

Kiém tra ban dia héa

M& thé Localization (Ban dia hda). Currency Standard (Don vi tién té), Timezone (MUi
gio), Date Display Format (BPinh dang ngay) va Interface Language (Ngon nglr giao dién)
duoc dat theo An Do khi ban ddng ky. Chi thay d6i néu doanh nghiép ctia ban hoat ddng
khac, réi nhap Save Changes (Luu thay doi).
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'iac‘»]i‘n'r{ Q Search features =K 4 Al Branches

A Mamin v
» ADMUISTRATOR
Dashboard  Device Sotup Grganization Time & Loave Data Downlaad Reparts Payra Accass Contral  Account Holp & Support
Company

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

Company Settings
Manage your company petorences, aftendance rules, payroll, and palicias

D Reset

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

#
CURRENCY STANDARD TIMEZONE
ey Tracker
Indian Rupes (INR} v inda Standard Time UST)
5 Payroll & Tax
& Locakization Laailitabinde b INTERFAGE LANGUAGE
0 Notif DO-MM-YYYY - English »
@ Duplica ploy
o

£ My Prafile

Thé Payroll & Tax

Thé Payroll & Tax (Luong & Thué) chira chu ky luong (ngay bat dau va ngay két thuc), cac
cai dat PF, ESI va trg cap thoi viéc, cing nam tai chinh cta ban. Cac muc nay dugc giai
thich trong Tinh luong_ va tién luong.

Thém chi nhanh

Chi nhanh la cac dia diém van phong hodc nha may clia ban. Moi chi nhanh c6 thé cé
hang rao dia ly riéng, dé nhan vién chi c6 thé chdm céng khi & gan noi lam viéc.
1. Nhap Organization (T6 chirc) = Branch (Chi nhanh). Khéng gian lam viéc cia ban da
c6 san mot Main Branch (Chi nhanh chinh).
2. Md& menu cla hang (--+) va nhap Edit (Stra).

3. Nhap Branch name (Tén chi nhanh) ré rang, mot Code (Ma) ngan (vi du "NOI-HQ ) va
Address (Pia chi).

4. Bat Primary branch (Chi nhanh chinh) néu nhan vién mé&i nén dugc thém vao day

theo mac dinh.
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5. Bat Geo-fencing (Hang rao dia ly). Sau d6 dat vi tri: nhap Locate me (Xac dinh vi tri
cla toi), nhap Latitude (Vi do) va Longitude (Kinh dd), hodc nhap vao ban dé dé tha
ghim.

6. Nhap Radius (m) (Ban kinh, mét): khodng cach t6i da tlr ghim ma nhan vién van cé
thé cham coéng.

7. Nhép Save Changes (Luu thay d6i).

Edit branch *

Name. code and address ane nequired

Branch name Code
Neiga Head Office NOE-HG
Anaress

Pt 42, Sector 63, Nolda

Primary branch
Geo-fencing
Seatf can coly punch in within the Facias of This lscation «©
Lacatian & Locateme
Latitude Longfude Radius (m)

28.6270 77.3750

Click I map b rop 8 pin, or ntar he SodnEnatet

Habam Centre ) L e
e Bl 8 =
g SHeRESUNGITY (a]
£
KHAND | 2 +
wml o f JhyPEE
IMRTIHthgF .
\RF RN = :%-
TECHNOLOGY S -
1 ofice
i
f?‘—mﬁ‘-‘? o i Eseticmic City
e e ()
{
SEIORAR s i
o, i
ids I secToR &3 e A
o w
Sacias 62 Hida y Yeshodar)
R e O
Googlerark p \Q-‘i".’:' Chad B Cuty

Dé thém dia diém khac, nhap Add branch (Thém chi nhanh), dién cac trudng tuong tu va
nhap Add branch.

(
Meo: Hay dung ban kinh it nhat 50 mét. GPS trén dién thoai kém chinh xac hon khi &
trong nha, va ban kinh qua nhd cé thé khién nhan vién khéng chdm céng dugc ngay tai
ban lam viéc ctia minh.

N

Tat ca chi nhanh xuat hién trong danh sach cung ban kinh hang rao dia ly. Dung b6 chon
chi nhanh trén thanh trén cung (All Branches - T4t ca chi nhanh) dé xem tirng chi nhanh
hodc tat ca cung luc.
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a Eroﬁnns

All Branches -
Delhi Showraam

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

Branches Mansge Branches
Your office locations, S1aff can be imited to punching In near theér branch

Branches 2

@  Dehi Showraom BEL-81

i

& Noida Head Office | Proey WOl HG

Hang rao dia ly cling phai dugc bat cho toan cong ty. Xem Quy dinh chdm céng_ va chinh

sach gid lam viéc.

Thém phong ban va chi'c danh

Phong ban la cac nhém lam viéc cla ban. Chirc danh la cac vi tri cong viéc trong tirng
nhom, va dugc hién thi trén phiéu luong va ho so.

1. Nhap Organization (T6 chirc) = Department (Phong ban). Hai phong ban da duoc
tao san cho ban.

2. PE& thém chirc danh cho mét phong ban, m& menu clia hang (-++) va nhap Edit (Stra).
Trong Designations (Churc danh), nhap mét chirc danh, nhap Add designation (Thém
chirc danh) dé thém chirc danh tiép theo, roi nhap Save Changes (Luu thay doi).

3. P& tao nhém mdi, nhap Add department (Thém phong ban), nhap Department
name (Tén phong ban), thém cac chirc danh va luu lai.

4. Chuyén bang tlr Departments (Phong ban) sang Designations (Chirc danh) d& xem

moi chirc danh trong céng ty va phong ban ma chung thudc vé.
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siare 0 Search featuns. nek All Branches o
ﬂnm\ ™ @ 0
ga;npw% Devica Setup rganization Time & Loave Data Downlaad Reparts Accoss Contral  Account Help & Suppert
@ + Dastboord - Deparment
[ Autopay is inactive. Set up sutopay of choose a one-lime subseription payment. Raview biing
Departments
Your teams and the job Wies in each
Designations 5 P i Q Search
Detignation Department Statt
Supervisor Froguction o
Maching Operator Production o
Quallly Inspecter Production 0
HR Manager Human Resources o
HR Exocutive Human Resourcos o

Nesahwp? S Support 9179820

70 R Helpior +

B2 Emat op

staflenaiacom.  © 2020 Sl Khata - Anendance

Tiép theo, hay dat quy dinh chdm céng_va chinh sach gi¢ lam vi
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04

Quy dinh cham cong va chinh sach gio lam viéc

Goi: Tat ca cac géi

Quy dinh cham cong quyét dinh cach Staff Khata x(r ly tirng lugt cham cong: thé nao
dudgc tinh la lam thém gid, mot ngay vang mat bi trir bao nhiéu, va nhan vién duogc phép
cham céng & dau. Chinh sach gid lam viéc quyét dinh khi nao mot ngudi bi tinh la di
mudn, nra ngay cdng hoac vang mat.

Pat quy dinh cham cong
1. Nhap Organization (T6 chirc) = Company (Céng ty), réi md thé Attendance Rules
(Quy dinh cham cong).
2. Bat cac quy dinh ban muén (xem bang bén dudi).

3. Trong Absent Day Deduction Penalty (M(rc trir cho ngay vang mat), nhap sé ngay
luong bi trlr cho méi lan vdng mat khong ly do. Thong thudng chon 1.

4. Nhéap Save Changes (Luu thay déi).

allBeniminve B A Branches a
Dashboard  Device Sotug Organizat & ta Downlh 0 Comral A
Company
(3 Autopay s mactive. Set up BUDpay oF Choose 3 ona-time subseription payment Rarview biting
Company Settings O Reset
MNAGE your Compary prslorences. attend
® Attendance Rules
Configure ULHMALc pURCH-ou, &
Enatiie Aute Punch-Out
:
L Enable Overtime Tracking ©
B Joyes
Enable Live Attendance Notifications «©
Ay Prol
Start Journey on Punch-in
ABSENT DAY DEDUCTION PENALTY
1 3
Ad
Geo-Fencing Paramaters
RN et icie stdaric i G
Enabio Geo-Fencing ou have unsaved changes Discard B Save Changes Branch-wise Rute
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Cai dat

Enable Auto Punch-Out (Ty ddng

cham cong ra)

Enable Overtime Tracking (Theo
doi lam thém gio)

Enable Live Attendance
Notifications (Thong bdo cham
cdng truc tiép)

Start Journey on Punch-In (Bat

dau hanh trinh khi chdm c6ng vao)

Absent Day Deduction Penalty
(Mlrc trir cho ngay vang mat)

Bat hang rao dia ly

Chic nang

Ty ddng cham céng ra cho nhan vién ldc 11:59 PM néu ho quén

cham céng ra.

Ghi nhan sé gid lam vugt qua ca dé bang luong co thé tra cho
nhitng gio dé. Bat cach tra luong lam thém gio trong Ca lam

viéc, lich phan ca va lam thém gig.

Hién thi mdi lugt chdm céng vao va ra dudi dang ctra sé bat 1én

kém am thanh trén bang diéu khién cdia Admin va HR.

Chi danh cho tién ich bé sung Journey Tracker. Xem Journey,

Tracker.

S8 ngay luong bi trir cho mai lan vang mat khdng ly do, tir 0 dén
30.

Hang rao dia ly ngan nhan vién cham céng trén &rng dung di déng khi ho khéng cé mat

tai nai lam viéc.

1. Trén cung thé do, cuén xudng Geo-Fencing Parameters (Thong sé hang rao dia ly).

2. Bat Enable Geo-Fencing (Bat hang rao dia ly).

3. Chon cach ap dung:

Branch-wise Rule (Quy dinh theo chi nhanh): moi chi nhanh dung vi tri va ban

kinh riéng. Chon cac chi nhanh trong Apply to Branches (Ap dung cho chi

nhanh). Day la lua chon tot nhat néu ban cé nhiéu hon mét dia diém.

Apply All Employees (Ap dung cho tit c& nhan vién): mét vi tri chung cho moi

ngudi. Nhap Geo Fence Radius (Metres) (Ban kinh hang rao dia ly, mét) va nhap

Set Map Location Coordinates (P4t toa do trén ban do) dé chon vi tri.

4. Nhéap Save Changes (Luu thay déi).
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4B Al Branches 4 Growih LS dayE kit o A L
Holp & Support

Grganization

Enable Overtime Tracking
m irtins R vorheaib

Enable Live Attendance Natifications

Start Joumey on Punch-in
ABSENT DAY DEDUCTIOM PENALTY
@ Duplicate employees
1
@ Geo-Fencing Parameters
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©
Apply
il Apply to Branches - 2
L,
[N

Manage Branches

100

© SetMap Location Coordinates

fou have unsaved changes Discard

Luu y: VGi Branch-wise Rule, hdy dat ghim va ban kinh cho tirng chi nhanh trudc trong
Organization — Branch. Xem Thiét [ap cong ty.

Ban cling c6 thé tat hang rao dia ly cho mot nhan vién trong ho so cta ho, & budc
Attendance & devices (Cham céng & thiét bi).

Chon ban tém tat qua WhatsApp

Thé Notifications (Théng bao) cho phép ban bat Daily Attendance Summary (Tém tat
cham cong hang ngay), Monthly Attendance Summary (Tém tat chdm céng hang thang)
va Device Health Alerts (Canh bdo tinh trang thiét bi) qua WhatsApp. Xem WhatsApp va
tich hop.

Tao chinh sach gio' lam viéc
Chinh sach gi¢ lam viéc dat thdi gian an han va quy dinh khi nao mét ngay lam thiéu gid

trd thanh nira ngay céng hoac vang mat. Chinh sach dau tién ctia ban sé la mac dinh cho
mMoi nqudi.
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1. Nhap Organization (T6 chirc) = Office Time Policy (Chinh sach gid lam viéc).

2. Nhap Create First Policy (Tao chinh sach dau tién) (hoac Add New Policy - Thém

chinh sach méi, n€u ban da cé mot chinh sach).

3. Nhap Policy Name (Tén chinh sach), vi du "Standard Office Policy". Gilr Default (Mac

dinh) & trang thai bat néu chinh sach nay ap dung cho moi ngudi chua cé chinh sach

riéng.

4. Trong Grace periods & working hours (Thdi gian an han & gig lam viéc), dat thai

gian theo gid va phut:

Cai dat

Permitted Late Arrival (Cho

phép dén mudn)

Permitted Early Departure

(Cho phép vé sém)

Half-day threshold (Ngudng

ndra ngay cong)

Absent threshold (Ngudng

vang mat)

Chirc nang

Nhan vién c6 thé dén mudn bao 1du ma khdng bi danh dau di muon,
vi du 15 phut.

Nhan vién c6 thé vé s6m bao l1au ma khoéng bi danh dau vé sém, vi
du 10 phut.

NEéu so gid lam dudi murc nay, ngay d6 dugc tinh la nra ngay cong
(vidu 7 giog).

Néu sé gid lam dudi mirc nay, ngay d6 bi danh dau vang mat (vi du 4
gi0). Hay dat thap hon ngudng nlra ngay cong.

Trur cong do di mudn hang thang

Dung muc nay dé chuyén viéc di mudn nhiéu lan thanh khoan trr.

1. Bat Monthly late deductions (Trir cong do di mudn hang thang).

2. Chon Deduction source (Nguon trir): Attendance (Cham céng - trir vao ngay cong)

hoac Leave Balance (CL) (S6 ngay phép - trir vao phép thudng).

3. DBat Monthly late count (S6 Ian di mudn trong thang) va Cut Days (S6 ngay bi trtr). Vi

dy, 3va 1 nghia la c& 3 1an di mudn trong mot thang sé& bj trir moét ngay.

Quy dinh dén rat mudn va vé sém
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Trong Late arrival rules (Quy dinh dén mudn), nhap Add rule (Thém quy dinh), nhap
Duration (Thai lugng) va chon Cut Days (S6 ngay bi trw). Vi du, dén mudn hon 1 gid sé bi
trir 0.5 (Half Day) (0,5 - nira ngay). Ban c6 thé thém tdi da 4 quy dinh. Early departure
rules (Quy dinh vé sém) hoat dong tuong ty cho nhan vién vé sém. Bat Apply on weekly
offs (Ap dung vao ngay nghi hing tuan) néu cac quy dinh nay ciing dugc tinh vao ngay

nghi hang tuan.

Add New Policy *

Grace perios, working hours and deductions

) e to s this paticy

Palicy Name *
‘Standard Office Policy

Detault [ @]

Grace poriods & working hours
Permitted Late Arrival Pesmitted Early Departuie

0o Houn 15 mimAes oo Hours © 10 mEnGtet.

Hailt-dayy threshold Absant throshoid

o7 Mours : o0 A o4 Hours ]

Attandance & deductions
Monthly late deduciions. [ @)

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count Cut Days

5. Nhap Create Policy (Tao chinh sach).

Chinh sach xuat hién trong danh sach cung cdc moc thai gian di mudn, vé sém, nlra ngay
céng va vang mat. D& doi chinh sach mac dinh, m& menu cda hang (++*) cla mot chinh

sach va nhap Make Default (Bat lam mac dinh).
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@ Al Branches w = il
Office time policy creited suscesstully

allReaLTive Q Soarch fratures x
L niaedliig
Dashboars  Device Sotup Organization Time & Loave Data Downlasd Roparts Payratl 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 New Policy,
Configura grace timings, Ralf-aayfaBsent ndes, 13te coming & sarly doparturo degustions.
Office Time Policy 1 €1 Search palicles by name
Pobey Name Late Arreral ety Departure Mt Oy Avsent Dedutens
Standard Office Policy  Detant [C513 0700 oA Ded
% 20 72274 ] BE o n © A *

.

Meo: Can gi lam khac cho mét s6 nhan vién, chang han nhu cong nhan xudng san xuat?
Hay tao chinh sach thir hai va chon né trong trudng Office Time Policy khi ban thém hoac

stra thong tin nhirng nhén vién dé.

N

Tiép theo, hdy thém nhan vién.
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05
~n h Y p V4 ~ [N
Thém va quan ly nhan vién
Goi: Tat ca cac goi
C6 ba cach dé thém nhéan vién: thém tirng ngudi bang biéu mau Add Employee (Thém
nhan vién), thém nhiéu ngudi cing luc tir tép Excel, hodc guri 16i mdi dé ho tu dién thong

tin cdla minh.

M@& danh sach nhan vién

Nhap Organization (T6 chirc) = Employee List (Danh sach nhan vién). Employee
Directory (Danh ba nhan vién) hién thi moi ngudi cing mé&, phong ban, théng tin lién hé
va trang thai. Dung Add Employee (Thém nhan vién), hodac mai tén bén canh (More ways
to add - Cac cach thém khac) cho hai cach con lai.

Thém mot nhan vién

Biéu mau Add employee (Thém nhan vién) c6 bén budc. Cac trudng c6 dau sao la bat

budc; ban cé thé dién cac trudng con lai sau.

Budc 1: Personal Info (Théng tin ca nhan)

1. Nhap First Name (Tén), Last Name (Ho) va Work Email (Email cdng viéc).

2. Nhéap Contact Number (S6 dién thoai lién hé) kém méa quéc gia. S6 nay khéng thé

thay doi sau khi da thém nhan vién.

3. Pat Password (Mat khau) ban dau. Nhan vién c6 thé doi mat khau sau khi dang

nhap.

4. Chon Gender (Gidi tinh), r6i nhap Next (Tiép).

Budc 2: Employment (Cong viéc)

1. Dé trong Employee Code / ID (Ma nhan vién) dé tao ma theo dinh dang clia cdng ty.

Xem Thiét 1ap céng_ty.
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2. Kiém tra Joining Date (Ngay vao lam), réi chon Branch (Chi nhanh), Department
(Phong ban) va Designation (Chirc danh).

3. Chon System Role (Vai tro hé théng). Hau hét nhan vién cé vai tro Employee (Nhan
vién); ho chi thay di liéu cda riéng minh.

4. Office Time Policy (Chinh sach gi& lam viéc) dung chinh sach mac dinh cda ban, trir
khi ban chon chinh sach khac.

5. Reporting Manager (Quan ly truc tiép), EPF number (S6 EPF) va ESI number (S6 ESI)
la khéng bat budéc. Nhap Next (Tiép).

AR s Tive B amrch Taadire .k @B Al Branches & Growtn (sduysin EENGST W ok
b s ———1 i AR
Dashboard Device Setup Organization Time & Loave Data Downloag Reports Payros Accoss Control Account Halp & Support
A3d Empioys
5 Autopay is nactive. Set up sutopay or choose a one-time subscription payment. Riview biling
) Add employee & Back to Diroctory
B Fill in the basics First — you can add tha rast later
; © employment

Employment Details

Emplayee Coe /1D Jaining Date* Branch®
£ 18 0c1 2026 Noida Head Office (NOI-HQ)
Department * 0 Designation () Reporting Manager ©
Production Supervisor atact i
Status * Office Time Policy ( System Role* &
Standard Office Policy (Defaun) - Employee
HR & Compliance
Total Experience (1 EPF number @ ESI number ©

Budc 3: Bank & education (Ngan hang & hoc van)

Thong tin ngan hang dugc dung dé chi trd luvong. Ca hai phan déu khéng bat budc. Nhap
Next (Tiép).

Buéc 4: Attendance & devices (Cham cong & thiét bi)
Cai dat Chlrc nang

Disable Attendance Tracking (Tat theo doi Loai nhan vién nay khdi cham cong va bao céo.

cham céng)
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Cai dat Chirc nang

Enforce geo-fencing (Bat budc hang rao dia  Lugt cham céng chi dugc tinh khi & trong hang rao dia

ly) ly cia chi nhanh ho.

Require Attendance Approval (Yéu cau Quan ly duyét chdm céng trudc khi dir liéu dugc
duyét chdm coéng) chuyén sang bang luong.

Devices (Thiét bi) CAc thiét bi sinh trdc hoc ma nhan vién nay cé thé

cham céng.

Nhap Add employee (Thém nhan vién). Nhan vién mdi xuat hién trong danh sach vgi ma

rién

g.

e @ ‘Search featns - o Admin ?
'ir..—mm itk @ Al Branches 8 A iomnsnaren
Dashboard  Device Sotup Organization Time & Loave Data Download Reparts Payro Ascitss Contiol - Acoount Holp & Suppert

Aad Employs
5 Autopay Is mactive. Set up sutopay of choose a one-time subseription payment. Riniewbiling
o) Add employee 4 Back to Directary
Flll 1n B Basics flrst — you can add e rast later

;' Parsar v Bank & education © Anendonce & devices

Attendance Biometric devices
Devicas this employee can punch in on

Disable Attendance Tracking

ave Ehis empinyes out of Mend Devices

- . lect device

nforce geo-fencing ©

Require Amendance Approval (}

Jance & devices < Provious = Jm-. playes

Nhap nhan vién tur Excel

1. Nhap mdi tén bén canh Add Employee (Thém nhan vién) va chon Import from Excel
(Nhap tu Excel).

2. Trong Get the template (Tai mau), nhap Excel template (Mau Excel) (hodc CSV

template - Mau CSV). Mau c6 dd cac cot va ba hang vi du.
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3. Thay cac hang vi du bang nhan vién clia ban, méi ngudi mét hang. Gilr nguyén hang

tiéu de.
4. Trong Upload your file (Tai tép Ién), kéo tha tép vao hodc nhap browse (duyét). Tép
Excel hoac CSV, t6i da 2 MB.

5. Nhap Import employees (Nhdp nhan vién).

K‘I-];\"F!\' 0 Search featunos. ek @ Al Branches

Admin v
QA AownsTaaTon

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

Holp & Suppert

@+ Dastooord © Employes List
3 Autopay is mactive. Set up sutopay of choose a cne-time subscription payment.

) Employee Directory

< Refresh || o
Everyona in your arganisation, with theit department, $13tus and accoss

3 Invite Employee

Employees 7 2active Qimactive 1isinedinthe lan 30as | 7 Fiers: || Q s{ & import fromgxcel
Empioyee Deparimant Caontact Staties
Rahul Verma Preduction FaELarma - taxties o
At
RV sr.0001 Suparvisor 960000002 O aive
a  Admin  Admin = priyag@sharma- taxtiles, example W) Active
ADM- TYMULAGE +1S000000001 2

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

Import Employees
Add many employees at once from o spreadshivet,

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

D Exceltempiae CEV remplate

Upload your file

o

sharmartextiies-stati.cov
1388
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Nhrng hang khdng cé ma nhan vién sé dugc cap ma theo dinh dang ciia ban. Néu mét
s6 hang bi 16i, Staff Khata liét k& chiing trong Rows that need fixing (Cac hang can s(ra).

Hay stra chiing trong tép da tai vé va nhap lai tép doé.

.
Meo: Mau khéng c6 cdt mat khiu. Hay thém mot cot tén password dé dit mat khiu ban
dau cho tirng nhan vién. Néu khong c6 cot nay, hé théng sé dat mot mat khau mac dinh
chuan, vi vay hdy yéu cau nhan vién d6i mat khau sau khi dang nhép.

\

M&i nhan vién tw dién thong tin

Nhan vién tu thém ngay sinh, dia chi, ngudi lién hé khan cap va théng tin ngan hang cla

minh.

1. Nhap mdi tén bén canh Add Employee (Thém nhan vién) va chon Invite Employee
(M&i nhan vién).
2. Dién First Name (Tén), Last Name (Ho), Email va Phone Number (S6 dién thoai).

3. Chon Department (Phong ban), Designation (Churc danh), Role (Vai tro), Branch (Chi
nhanh) va Joining Date (Ngay vao lam). Reporting Manager (Quan ly truc tiép) la
khéng bat budc.

4. Nhap Send Invite (GUi |oi mai).
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&+ Send Employee Invite

10 8 Nifw b memiey 16 caboard, St their depanment, role permiskons, and branch
assignment

H PERSONAL & CONTACT DETAILS
FIRST NAME * LAST NAME

Neha Joshk

—

) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT = DESIGHATION *

Human Resources ¥ HRExecutive

aaaaaaa

Emplayes ~  Delhi Showroom (DEL-01)

JORNING DATE * BEPORTING MANAGER

B o8, 2026 Select Manager (Optianal)

PN

Nhan vién nhan dugc dudng lién két qua email va WhatsApp. Ho md& lién két, xac minh
bang ma dung mot lan, dién thong tin, dat mat khau va nhap Complete onboarding

(Hoan tat hoé so). Lién két cé hiéu luc trong 7 ngay.
Quan ly m6t nhan vién

M& menu clia hang (-++) & bat ky nhan vién nao dé:

Edit Employee (Stra nhan vién): thay déi théng tin cda ho.

Assign / View Salary (Gan / Xem luong): dat co cau luong cho ho. Xem Tinh luong.va

tién lvong.

Biometric enrollment (Bang ky sinh trac hoc): dang ky van tay hoac thé ctia ho trén

thiét bi sinh trac hoc Realtime. Xem Thiét bij sinh trac hoc.

Update Password (Cap nhat mat khdu): dat mat khau méi cho ho.

Disable Mobile Punch (Tat cham céng bang dién thoai) / Enable Mobile Punch (Bat
chdm cdng bang dién thoai): ki€ém soat viéc ho cé thé cham cong tlr ing dung di
doéng Staff Khata bang anh selfie va vi tri hay khéng. Chdm cong bang dién thoai
dugc bat san cho nhan vién mdi; hay tat cho nhirng nhan vién chi nén chdm cong

trén thiét bi sinh trac hoc.
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_ulﬂliglgrlqrg\_e_ Q Soarch features. o] @ A Branches % Growtn 11 diveint AR W e R

Dashboard  Device Sotup Organization Time & Loave Data Downlosd Repans Payrot Accoss Gontrol  Account Halp & Suppert

@ Distooord © Employes List

5 Autopay is nactive. Set up autopay of choose a one-lime subseription payment. Rinverw bifing
Employee Directory < Refresh || + Add Emplayee
Everyona in your arganisation, with their department, $1atus and accoss,

Employees @ Ractive - Qimacive: B imedinthe lan 30 ais | F Fiers || Q Search emphoyses.

Employee Departmant Contact Status

sy Mon Joghl rmmlan Regourcet nehs |ng.rl|:.?1..1.l.\llrma-[mllleg o @ weive
AN 430 Wabts Infarmation Technology AR D rewve
KR x[w_lt_a_thu Human Resources @D Active
PN P’:ﬁ[ﬁIN)M F.rlD!l.ll(.:l.«?n B}ﬁﬁ]\fMII@?D}:NG-MHIIES.EKB.. () Active
g Imran Shalkn 5rocl:t!cm.r|. - h@sharma-texties. . @ Active
S Smata R i €O seive
AR élk'ml Kumar IP‘P\QG.ICDOnaI s BIY??I.:HI:I.I.P\JE@.SIHMMB-|9xlﬂe§.t".\.. () Active
it Empéo;
ay Fanul verma Proguction Tahul vermagsnama texidas.o.. @ retve o Edit Empioyes
g s : i $ Rsslanwnw‘s_aiar\f
& ?ﬂ:mnham _ i iaoeN @) Active @ Blometric envoliment
& Update Password
£ Disable Moblle Punch
[ Detate Usar
% 5 = prm— ° A c

Dung céng tac Status (Trang thai) trong danh sach dé chuyén mot nhan vién sang trang
thai nglrng hoat ddong. Nhan vién ngirng hoat déng khéng thé dang nhap va bi an khai

cham céng.

.
Can g6i phu hgp: Dang nhap cho nhan vién trén web va rng dung di déng, bao géom
chd@m céng bang dién thoai va tu hoan tat ho sag, c6 thé can gdi cao hon. Méi cong ty mdi
déu c6 15 ngay dung thir véi moi tinh nang dugc mé khda. Xem Billing & Plan (Thanh
toan & Goi) dé biét cac gdi hién tai.

L

Tiép theo, hay thiét [ap ca lam viéc, lich phan ca va lam thém gig.
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Ca lam viec, lich phan ca va lam thém gi&

Goi: Tat ca cac goi

Ca lam viéc quy dinh gio lam, thoi gian an han va ngay nghi hang tuan cdia nhan vién.
Lich phan ca cho biét ai lam ca nao vao ngay nao, con quy dinh lam thém gio quyét dinh
cach tra lvong cho gio lam thém.

Thiét 1ap ca lam viéc

Khong gian lam viéc cla ban cé san General Shift (Ca hanh chinh) va Night Shift (Ca
dém). Hay stra ching cho khép véi gid lam cda ban, hoac nhap Add shift (Thém ca) dé
tao ca mdi.

1. Nhap Organization (T6 chirc) — Shift Details (Chi tiét ca).

2. Md& menu cla hang (--+) cia mot ca va nhap Edit (Scra).

3. Kiém tra Shift name (Tén ca) va thém Code (M&) ngan (vi du "6S").

4. Pbat Starts (Bat dau) va Ends (Két thuc). Ca dém két thic sau nlra dém dugc danh dau
"két thuc vao ngay hdm sau".

5. Dbat Late punch-in allowed (Cho phép cham céng vao mudén) va Early punch-out

allowed (Cho phép chdm céng ra sdm) theo phut. Vi du, moi muc 15 phdt.

Thém ngay nghi hang tuan
1. Trong Weekly off (Ngay nghi hang tuan), nhap Add off day (Thém ngay nghi).

2. Chon Day (Ngay), Type (Loai: Full day - Ca ngay hoac Half day - Nira ngay) va Which
weeks (Tuan nao): Every week (M6i tuan), hodc tuan thir 1, 2, 3, 4 hoac tuan cudi clia

thang.

3. Lap lai cho méi ngay nghi. Vi du, Chd nhat méi tuan cdng thém th& Bay cda tuan tha

2 va thr 4 sé cho nhan vién nghi hai ngay th&r Bay méi thang.

4. Nhéap Save Changes (Luu thay déi).
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Cai dat

Late punch-in allowed (Cho phép cham

cdng vao mudn)

Early punch-out allowed (Cho phép
cham céng ra sém)

Weekly off (Ngay nghi hang tuan)

Sandwich rule (Quy tac kep)

bat lam ca mac dinh

Edit Shift ®

1 1hé Working haurs, Grace time and weekly offs

Shift nama Codae {optional]
Ganeral Shift G5
Deseription {optionsl)
Starts Ends
08 v |1 D0 v | AM v 08 v : 00 v PM v
0 shin
Late punch-in allawed Early punch-cut dllowed
15 minse 15 mimaes
Weaikdy off
Sunday v || Fullday ~ || Every week v | X
Saturday ~ || Fullday v || 2nd -
Sarunday - Full gay b amn - x
+ Add off day
Sandwich rule
Waaidy offs and holcdiys batwean two lasve days are coun

Chuirc nang

S6 phdt nhan vién cé thé dén muén trong ca nay ma
khdéng bi danh dau di mudn.

S6 phut nhan vién co6 thé vé sém ma khong bi danh dau vé
sém.

Cac ngay nghi cda ca nay. Ngay nghi nira ngay van dugc
tinh la ngay lam viéc.

Ngay nghi hang tuan va ngay |é nam gitra hai ngay nghi
phép dugc tinh la nghi phép.

Md& menu cla hang cla ca va nhap Make default (Bat lam mac dinh). T&r d6, moi nhan

vién méi déu bat dau véi ca nay. Danh sach hién thi ca mac dinh véi huy hiéu Default

(Mac dinh), gig lam, thai gian an han va ngay nghi hang tuan.
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General Shift | Defautt 9:00 AM - 6:00 PM

£:00 PM - 5:00 AM

Can gé6i phu hop: Cac goi thap han chi cho phép mét ca. Ban van c6 thé sira va gan ca dé.
Pé tao thém ca, ban c6 thé can goi cao han; xem Billing & Plan (Thanh toan & Goi).

Gan ca bang lich phan ca
Shift Roster (Lich phan ca) la lich cho biét ai lam ca nao, theo tirng ngay.

1. Nhap Time & Leave (Thai gian & Nghi phép) — Shift Roster (Lich phan ca). Chuyén
gilta cac ché dé xem Calendar (Lich), Week (Tuan) va Month table (Bang thang), va

loc theo nhan vién, phong ban hoac ca.
2. Nhap Assign Shift (Gan ca).

3. Trong Who (Ai), chon tirng ngudi trong Employees (Nhan vién), hoac chon

Departments (Phong ban) dé |dy cd mot nhom.
4. Chon Shift (Ca).

5. Trong When (Khi nao), chon One day (Mot ngay), Date range (Khoang ngay) hoac
Pick dates (Chon ngay), réi dat ngay.

6. Nhap Assign Shifts (Gan ca).
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Assign Shift

wha Employees  Depariments
Production

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

Shift

[Teﬂe{aksd\m @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

Status. Naites (optional)
Assigned  Scheduled

Ca ban gan sé 4p dung tir ngay do tré di, cho dén khi ban gan mot ca khac. Time & Leave

— Shift Assignment (Phan céng ca) md& truc ti€p cung bang nay.

Lén ké hoach truéc bang cong cu lap lich ca

Cong cu lap lich nhanh hon khi can xép ca cho ca tuan hoac ca thang cho nhiéu ngudi

cung ludc.

—

. Nhéap Time & Leave (Thai gian & Nghi phép) — Shift Planner (Lap lich ca).

Chon Departments (Phong ban) hoac Employees (Nhan vién), réi chon ngay From

(TU) va To (Pén), hodc nhap This week (Tuan nay), Next week (Tuan sau), This month

(Thang nay) hoac Next month (Thang sau).

Nhap mot ca trong Pick a shift, then click days (Chon ca, r6i nhap vao cac ngay).

. Nhap tirng ngay, hoac nhap Fill range (skip weekly offs) (Dién khoang ngay, bd qua

ngay nghi hang tuan) dé dién tat ca ngay lam viéc cung luc. Fill every day (Dién moi

ngay) bao gom cad ngay nghi hang tuan.

Nhéap Save (Luu) trén thanh & phia dudi.
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0 Soarch featunes 4@ Al Branches 15 days et 2 A sombisTRAToR

Halp & Support

Dovica Sotup © Crganiza Time & Loave ~  Data Download - Reparts Payrofl - Access Control  Account
@ + Dasrboerd + Snift Detalls - Shit Planner

[ Autopay is nactive. Set up sutopay of choose a one-time subseription payment. Raview bifing

Shift planner & Shift Roster

PLan shifts for employees of whole departments 3cioss 4 date range, day by day.
Departments Emplayees From To

3 Human Resources L B Employees -2 L 5 Ot 25, 2026 B Oct 31, 2026 Thisweek  Noxtwesk  Thismonth  Nextmenth

Pick 3 shift, then click days

® General Shift 09:00-18:00 ) @ Night Shift

S (] Tue wed hy

€ Filrange (skip weskty 03] Filaveryday £ Clear changes

25 Werk o 28 27 28 20 EL) n

Geraral S 1% | General Sait | Gerweal SN 23 Ganers S T

G day(s) for 2 employees - 2 shifts Discard

ot +31 79820 71270 91 70E6706840 [ Emad sppon@atafnaiacom  © 2026 Sdf Khata - ARengance

r

Quay lai lich phan ca, méi ngay da Ién ké hoach gi& déu hién thi ca cta né.

ﬁ;mm Q Saarch features AT 0 o e
Dashboard  Device Sotup Grganization Time & Loave Data Download Reparts Payrod Accoss Comrol  Account Holp & Support
@ Dass Shift Details Snaft Roster

R biing

[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment.

P *
Shift Roster O Refresh & Expont B Plan by employen
Who works which shift, day by day

< Today 3 | Qetrar 2020, £ Colendar 52 Week B Month table

87 shifts - 7 of -5ta81 schoduled

B AN Employoes b @ Al Dopartments ¥

Shms | ARSHAIs | e Genorsi ShAl » Mget Shin

Mon Toe wea T En
1 z 3
v v
4 s L] 7 L] 1] 10
1 12 13 14 15 18 7
@ ms| 19 s g0 ns 1 s 12 me 23 ws 728 s
# Gonerat Snin 5| o Goneral s 5 s Generagn 5 s Genersizan 5 = Generamnn 5 |+ Genesiin 5 e Qe 5
s s 27 28 9 30 1
o Gomeral gin 5| Gomersgnin T e Generstnin T = Cemsesiznn T e Genersizhn 7| s Generstgain T e Genestinn 7

L.

bat quy dinh lam thém gi¢

Quy dinh lam thém gi& quyét dinh cach tra luong cho gid lam thém trong bang luong.

N .

Trudc tién, hay bat Enable Overtime Tracking (Theo di lam thém gid); xem Quy dinh
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chdm cbéng.

1. Nhap Organization (T6 chirc) = Over Time (Lam thém gi®), r6i nhap Add Rule (Thém
quy dinh).

2. Nhap Rule name (Tén quy dinh), vi du "Weekday overtime".

3. Trong Applies to (Ap dung cho), chon All employees (T4t ca nhan vién) hodc Some

departments (Mét s6 phong ban).
4. Trong Pay as (Tra theo), chon cach trd cho mai gi& lam thém va nhap murec:
Multiple of pay (B6i s6 lvong): vi du 1.5 x lvong theo gio.
Percent of pay (Phan tram Iuong): vi du 150% luong theo gio.
Fixed amount (S6 tién c8 dinh): cing mot s6 tién méi gi& cho moi ngudi.
5. Bat Minimum overtime (h) (S6 gi lam thém t&i thi€éu) va Maximum overtime (h) (S6
gid lam thém t6i da). Chi gio lam thém trong khoang nay méi dugc tinh, vi du tur 1
dén 4 gio.

6. Dat Effective from (Hiéu luc tir), r6i nhap Add Rule (Thém quy dinh).

lReace ok = PR F : .
iR Overtime rule adoed successiully
st fica St Organization Time & Loave Data Download Reparts Payro Accoss Control  Account Holp b Supp
Over Time
5 Autopay is mactive. Set up sutopay of choose & one-lime subscription payment. Rirviewr biting
QOvertime rules +Aod Rute.
How extra howrs ane paid, and the minimum and maximum overtime that counts
Overtime rules 1
Wesley ovarime L.5% hourty pay - o 18, 2026
" »

Can go6i pht hop: Tinh nang lam thém gi& c6 thé can goéi cao hon. Xem Billing & Plan
(Thanh toan & Goi).
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Tiép theo, hdy xem cach nhan vién cham céng trén (rng dung di dong.
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07

U'ng dung di dong: cham cong

Goi: Cac goi c6 dang nhap cho nhan vién

V&i irng dung Staff Khata, nhan vién chdm céng ngay trén dién thoai cia minh. Mai lugt
cham céng luu thdi gian, vi tri cda dién thoai va mot anh selfie, con hang rao dia ly cta
chi nhanh quyét dinh noi dugc phép cham cong.

(
Can g6i phu hop: Bang nhap cho nhan vién trén web va di ddng c6 thé bi khéa & cac goi
thap hon. Néu nhan vién cla ban khéng thé dang nhép, hay xem Billing & Plan (Thanh

toan & Goi) dé biét gia va cac goi hién tai.

L

Danh cho nhan vién: cai 'ng dung va dang nhap
Admin sé tao thong tin dang nhap cho ban. Ban can email (hodc s6 dién thoai) va mat

khdu ma ho d3 dat.

1. Cai Staff Khata tUr Google Play Store (Android) hoac App Store (iPhone).

2. M& rng dung. Tai Sign in to your account (Pang nhap vao tai khoan), nhap Email or

Phone Number (Email hodc sé dién thoai) va Password (Mat khau).

3. Cham Sign In (bang nhap). Man hinh Today (H6m nay) sé md ra.
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8:55 vi

& S TAFF

Y KHATA

Welcome Back,

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhata Pro

v0.11.1

Ban chi thay di liéu cham cdng cua riéng minh. Cac thé & phia dudi la Today (Hom nay),
Attendance (Cham céng), Leave (Nghi phép) va Company (Cong ty).

Meo: Quén mat khdu? Cham Forgot Password? (Quén mat khau?) trén man hinh dang
nhap, hoac nhd admin dat lai.

Cho phép camera va vi tri

Ung dung can vi tri ctia ban dé kiém tra ban dang & nai lam viéc, va can camera dé chup

anh selfie khi cham céng.
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1. Lan dau cham cong, dién thoai sé hdi quyén truy cap vi tri. Cham Allow (Cho phép)
(chon "Trong khi dung rng dung").

2. Khi camera md, hdy cho phép truy cap camera.
NEu ban |& tir chéi, i'ng dung sé hién thi Location required (Can quyén vi tri) hoac
Camera access required (Can quyén camera). Cham Enable Camera (Bat camera), hoac

md& Settings (Cai dat) — Apps (L'Ing dung) — Staff Khata — Permissions (Quyén) trén
dién thoai va bat cac quyén nay.

Cham c6ng bang selfie va GPS

1. Tai Today (H6m nay), cham Punch in (Chdm cdng vao). (Ban cling cé thé ma thé

Attendance va cham Mark Attendance - Cham céng.)

2. Man hinh Attendance (Cham cong) hién thi Assigned Shift (Ca dugc gan) va Current
Location (Vi tri hién tai). Néu dia chi cé vé sai, cham Tap to refresh location (Cham
dé lam mdi vi tri).

3. Cham Tap to take a selfie (Cham dé chup selfie) va chup ré khuon mat cta ban. Anh

xuat hién trong Verification Photo (Anh xac minh).

4. Cham Punch in (Cham cbéng vao).
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B:55 i

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift

® 09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

<] Punchin

Ban sé thay Punched In Successfully! (Cham céng vao thanh cdng!) cung thai gian.

Admin sé thay lugt chdm cong trén bang diéu khién ca ho chi trong vai gidy.

Diéu gi xay ra khi & ngoai hang rao dia ly

NE&u chi nhanh cda ban bat hang rao dia ly, ban chi c6 thé chdm coéng trong ban kinh cho
phép, vi du 200 mét quanh van phong. & ngoai pham vi dé, luot chdm céng bi chan véi

thong bao Outside Allowed Radius (Ngoai ban kinh cho phép): "Ban dang & ngoai ban

kinh chdm cong cho phép. Vui long di chuyén lai gan hon va thir lai."

staffkhata.com/guide - 45/ 123



O

Error

Outside Allowed Radius

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

Done

Hay di vao van phong, cham Tap to refresh location (Cham dé lam mdi vi tri) va cham

cong lai. Admin dat ban kinh cho tirng chi nhanh. Xem Thiét Iap céng_ty, chi nhanh va

phong ban.

Cham cong ra

1. Vao cubi ngay, cham Punch out (Cham céng ra) tai Today (Hom nay).

2. Chup thém mot anh selfie va cham Punch out.

Ban sé thay Punched Out Successfully! (Cham cdng ra thanh cong!). Staff Khata tinh sé

gid lam cdia ban so véi ca, nén viéc di mudn, vé sédm va lam thém gi¢ déu duogc tinh tu
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déng.

8:55 vi
ETAEE

Today 'ﬁ' KHATA
26 Hello, Rahul Q

Thursday, October 22

Your shift
General Shift

* Shiftin Progress

Scheduled start Scheduled end

09:00 AM 06:00 PM

Checklin Checkout

08:56 AM -

00:00:14
[> PunehOut

Quick access

2 Daily work update N

Share your progress for today

& My Leave

Apply and track your requests

— My payslips ;

@ ® -

E?:l Helmpursements 3
Submit and tackawuccia

Xem lich str cham cong

1. Md& thé Attendance (Cham cong). Chuyén gilra Day (Ngay) va Month (Thang), va

dung cac mi tén dé chuyén gitra cac khoang thai gian.

2. Cham vao mot ngay dé xem thdi gian Punched In At (Cham cdng vao luc) va

Punched Out At (Cham cdng ra luc), vi tri va anh.

3. Lugt chdm cong bi sai hoac thiéu? Tai ngay d6, cham Request Regularisation (Yéu
cau diéu chinh), nhap thai gian ding va ly do, réi cham Submit Request (GUri yéu

staffkhata.com/guide - 47 / 123



cau). Admin sé& duyét yéu cau trén web.

Danh cho admin: bat hoac tat cham cong bang dién thoai
cho trng nhan vién

Cham cbng bang dién thoai dugc bat san cho nhan vién mdi. Hay tat cho nhirng nhan
vién chi nén cham céng tai may sinh trac hoc.

1. Nhap Organization (T6 chirc) = Employee List (Danh sach nhan vién).

2. Nhap menu --+ & hang ctia nhan vién.

3. Nhap Disable Mobile Punch (Tat chdm cong bang dién thoai) (hodac Enable Mobile

Punch - B4t chdm cdng bang dién thoai, dé bat lai).

L Gro n Admin
@ ANl Branches & Growtn (13 diye ket AL s rmaron ™

Organization Time & Leave Data Download Repons Payro Accoss Control  Account Hulp & Support
1 - Employes List

B3 autopay s mactive. Set up BUtDpay oF Choose 5 one-time subseription payment R biting
f Employee Directory Fo R TR+ AddEmployes -
WP =.oryona in yaur organisation, with thek departmont, 1atus and sccats

Employees @ Pactive - G inaciive 310 the la 30 T Filwers

Employee

ng  MenaJosni Hisman Resources nena jshi@sharma- extes.ex... @ retve

ap  Arun Mehta Il‘-f.mﬂ.!al'on Technology arjun. mun.ta_-?-lspa'mn-mtu'-es 2. @D active

ke KwitaRao Human Resources Kovita, 20@sharma - 1exties.4x. @D Active

pry Pooia Nair Prouztion POOjOLASIGSNarma- testies. exa @ raive

g Imran Shalkn Progustion ean.shalkn@sharma -texties. . @ rcove

gp  Sunia Pari Proguction sunita.patisharmar- 1extis ax @D Active

A At Kumar Prosucuon AMILKUMAC@SNAIa - Texties ex.. @ e

Rahul Verma Production rahul.vermaggshanma - texties.e. 5 & Edn Empioyee
= i iy ks @D active
sy sk b % Assign | View Satary
. *
A Admin Admia _ priyam@sharma-texties example Acthve 2 Blometric envoliment

£ Update Password
@ Disable Mobile Punch

[ Detete User

Khi tinh nang nay tat, ing dung s& bao cho nhan vién "Mobile punching disabled" (Da tat

chdm cong bang dién thoai) va yéu cau ho dung may chdm cong dugc gan. D& dat hoac

dat lai mat khau cho nhan vién, dung Update Password (Cap nhat mat khau) trong ciing

menu.

Danh cho admin: xem lwgt cham c6ng dén tir dau
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Moi lugt chdm cong bang dién thoai déu xuat hién trong Recent Punches (Lugt cham
cbng gan day) va trén ban dé & bang diéu khién. D& xem danh sach day du:
1. Nhap Time & Leave (Thdi gian & Nghi phép) — Attendance Process (XU ly cham
cdnq).
2. Nhap GPS punches (Lugt cham cong GPS). Chi nhirng lugt chdm cong tir i'ng dung
duoc hién thi, moi luvot dugc ddnh dau GPS.

3. Nhdép biéu tugng con mat trén mot hang dé xem vi tri chdm céng vao va ra trén ban
d6 cung anh chdm cong. Nhap Map view (Xem ban d6) dé xem tat ca lugt cham cong

bang dién thoai hdm nay trén mét ban do.

LillBeainive €, Search fasturis . @ A Branches & Growtn 15dman S
IS

a  hdmin v
& ADMORSTRATOR

Dashboard etup Grganization Time & Leave Data Downlaad Reparts Payrosl Accoss Control  Account Hoip & Support
@ + Daswooard  Time & Leave
B Autapay is mactive. Set up sutopay or choose 8 ona-tima subseription payment Roview bifing
Attendance 23 Refrosh & import + Add Manuat Attendance

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

EY Atendance & Regularization O Missing punches B My corrections

Prosen Absar

7 & 200 & 1 ® [T (=]

Today * All Presemt  Loe  Absent A'b Panding  Approved @ GFS punches & T Finers @ 00 Map view & Export Q1 Search by name o 10,

Empioyee oate Status Ghwcking oot Py o

Nf S A oct 18, 2026 © Présent ) B8 AM | GRS on tima @-- @ &
iy Mo ceanf ot 18, 2026 & P 5 5i0a AN (WasE ey & & ¥
Al Pamin - Oct 18, 2026 @ Prasent <) BISEAM | 90PS O e o ® #

aw Arun Mehta Oct 18, 2026 © Provent 41 8148 AM | BGPS ontime e ® 7

8 E LY | -]
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08

Két n6i may cham cong sinh trac hoc Realtime

Goi: Tat ca cac goi

Nhan vién chdm cong tai clra c6 thé dung may sinh trac hoc Realtime. Khi mdy da dugc

két ndi, moi lwgt cham cdng bang van tay hoac thé sé dén Staff Khata chi trong vai giay.

( Lwu y: Staff Khata chi hoat dong v&i may sinh trac hoc Realtime.

Tro may vé Staff Khata

Mdy gui dir lieu cham céng qua internet, vi vay trudc tién may can biét dia chi may chu
clia ban.
1. Nhap Device Setup (Thiét Iap thiét bi) = Manage Devices (Quan ly thiét bi).

2. Nhap How to connect (Cach két ndi). Hop thong tin liét ké cac budc va dia chi may

chd.
3. Ké&t n6i may vdi internet (LAN hoac Wi-Fi) va bat nguon.

4. Trén may, m& Menu — Comm. (Truyén thdng) (hoac Cloud Service - Dich vu dam

may). Ban c6 thé can ma PIN quan tri.

5. Nhép dia chi may chui theo loai mdy cia ban, Iuu lai va khéi déng lai may:

Loai may Dia chi may chu
May WebSocket ‘wss: //machine.staffkhata.com"

May FK Web (HTTP) “http://device.staffkhata.com”
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How to connect %

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

0N the machine, apen Meny — Comm, [or Cloud Service). You
may need the admin PIN.

Enter e server URL Tor your Maching lypo below, save, and
restart the machine.

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

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

http: /fdevice.staffkhata.con

(
Meo: Nhap bi€u tugng sao chép bén canh mét dia chi dé sao chép. May van ngoai tuyén
sau khi khéi dong lai? Hay kiém tra dia chi cé g6 sai khong va dam bao mang cé két nai
internet.

N

Thém may bang so sé-ri

1. Tai Manage Devices (Quan ly thiét bi), nhap Add device (Thém thiét bi).

2. Nhap Serial Number (S6 sé-ri) t&r nhan dan trén may, hoac tr Menu — System Info

(Théng tin hé théng) trén may.
3. Nhéap Device Name (Tén thiét bi), vi du "Main Gate". D€ trong dé dung tén do may
bdo vé.

4. Nhap Add device (Thém thiét bi).
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Add device

Serial Number *
R55202503115271

Device Name
Main Gate

May xudt hién trong danh sach. Trang thai hién thi Online (Truc tuyén) khi Staff Khata
nhan dugc tin hiéu tir mdy trong 5 phdt gan nhat, va Offline (Ngoai tuyén) trong trudng
hgp nguoc lai.

NEu sb sé-ri bi tir chdi, nghia la may da dugc thém truéc dé hoac chua két néi dugc téi
may chu. Hay hoan tat cac budc két néi va thir lai.

TU menu -+ clla mot may, ban cé thé Manage Device (Quan ly thiét bi: ngudi dung, cai

dat va thao tac tur xa), Edit (Stra) tén mdy, hodc Delete (Xda) may.

GUi nhan vién vao may
M4y chi cho phép nhitng ngudi da dugc luu trén mdy cham cong.
1. Nhap Device Setup (Thiét lap thiét bi) = Users Synchronization (B6ng b ngudi

dung). Néu ban c6 nhiéu may, hdy chon may & phia trén.

2. Md& Send to device (GUi vao thiét bi). Chon Missing on this device (Chua c6 trén thiét
bi nay) dé liét ké moi ngudi chua co trén may, hoac Never synced anywhere (Chua
trng dong bd) cho nhirng nhan vién chua tirng dugc guri vao bat ky may nao.

3. Nhéap Send to device, r6i xac nhan.
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ﬁr.ni\m

Dashbosrd  DevicoSetup ~  Organization ~  Time & Loave

ip + Users Synchronization

Reparts

@@ Al Branches

% Growth Mdayenn AN

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.

Missing on this device  Naver synced anywhero > Rafrosh

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
ST0004 . immn Shaikh
ST-0005 Pooja Nair
ST-0006 Kavita Riao
5T-0007 Arjun Mebta
D History 3

Cac thé con lai hiru ich khi ban bat dau véi mot may da c6 san ngudi dung. Import from

device (Nhap tir thiét bi) dua nguai dung ciia mdy vao Staff Khata, con Copy to other

devices (Sao chép sang thiét bi khac) sao chép ho sang mét may truc tuyén khac.

DE kiém tra ai c6 thé chdm cong trén mot may, m& Manage Devices (Quan ly thiét bi),
nhap -+ - Manage Device va md thé Users (Ngudi dung). M6i ngudi dung trén may déu
duogc lién két vai nhan vién tuong irng trong Staff Khata.

Pang ky van tay hoac thé
May phai dang truc tuyén dé thuc hién viéc nay.

1. Nhap Organization (T6 chirc) = Employee List (Danh sach nhan vién).
2. Nhap --- & hang cia nhan vién va chon Biometric enrollment (Dang ky sinh trac hoc).

3. Chon Biometric Device (Thiét bi sinh trac hoc). Trong Step 1 (Budc 1), nhan vién dugc
dang ky trén may véi mot Machine User ID (Ma ngudi dung trén mdy). Néu ho chua

c6 trén may, nhap Sync Employee to Device (Dong bd nhan vién vao thiét bi).

4. Trong Step 2 (Budc 2), chon Fingerprint (Van tay) hoac RFID Card (Thé RFID).
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5. Nhap Start Live Fingerprint Scan (Bat dau quét van tay truc ti€p), réi yéu cau nhan

vién dat cing mot ngon tay [én may ba lan (hodc quet thé cta ho).

& Biometric Machine Enroliment
™ Begister eenpl rerereral an

&, SELECTED EMPLOYEE + DIOMETRIC DEVICE

Lol

STIP1 TERMINAL 1D & SYNC O Changeln STEPZ  CAPTURE BIOMETRICS

Enrolied on this Terminal

(0] Machine User ID #0002

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

Khi mdy xac nhan, nhan vién c6 thé chdm céng. Méi lugt chdm cong sé& hién thanh théng

bdo truc ti€p trén bang diéu khién cla ban.

Tai xuéng dir lieu cham cong lu'u trén may

Né&u may bi ngoai tuyén mat thai gian, may van gitr lai dir liéu chdm céng. Hay tai vé khi

may truc tuyén trd lai.
1. Nhap Data Download (Tai di liéu) — Download data from Devices (Tai dit liéu tur
thiét bi).
2. Chon thiét bi trong Device (Thiét bi).

3. Chon ngay: Today (H6m nay), Yesterday (HOm qua), Last 7 days (7 ngay qua), This
month (Thang nay), hoac dat From (Tr) va To (P&n). Ban c6 thé tai t6i da 90 ngay moi

A

lan.

4. Gilr Add to attendance automatically (Tu déng thém vao cham cong) & trang thai

bat, hodc tat di dé xem lai dit liéu cham cong trudc.
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5. Nhap Download punches (Tai dir liéu cham cong).

'i\ Yase Q0 Search features ek 4@ Al Branches F : e
KHATA Punchies added to attendance
Dashboard  Device Sotup Crganization Time & Loave Data Download Roparts Payrosl Accass Contral  Account Help & Support
ard Data Download
3 Musopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling
o Download from devices &3 Refrosn & mpm-‘a‘qu fibg
Pull punches stored on a blometric device into attendance, ¢.9. after it was offiing,
Davice Lol Loring Dates Todsy = Yestorday Lost7days  This month
Lo !“i!‘ o * Onding From Te
B oo22 202 B 0e22, 2026

Add to antendance autematically [ @]

© 0logs imported 1o HRMS successfully
G Downioad punchas

Downloaded punches 1 © Added to Mlendance & Export
Empioyes Datir

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

Nhap tép nhat ky cia may
NEu may khong thé két néi internet, hdy xuat nhat ky chdm céng qua USB va nhap vao.

1. Nhap Data Download (Tai dit liéu) — Import Biometric Machine Logs (Nhap nhat ky

may sinh trac hoc).

2. Trong Select Machine Log File (Chon tép nhat ky ciia may), chon tép (.txt, .csv hoac
.tsv) va nhap Upload & Preview Logs (Tai |én & xem trudc nhat ky).

3. Kiém tra ban xem trudc. Ngudi dung Mapped (Ba khép) dugc ghép véi nhan vién;
ma ngudi dung Unmapped (Chua khép) chua dugc lién két véi ai.

4. bat From date (Ttr ngay) va To date (P€n ngay) can tinh cham céng.

5. Nhép Confirm & Import Attendance (Xac nhan & nhap cham cong).

(
Can go6i phu hgp: Data Download (Tai di liéu) va nhap nhat ky may thuéc nhém bao cao
nang cao, c6 thé bi khda & cac goi thap hon. Thém may, déng bé ngudi dung va dang ky
sinh trac hoc hoat déng trén moi goi.

N
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Quan ly cham cong hang ngay

Goi: Tat ca cac goi

Moi lugt chdm cong, tlr may sinh trac hoc va (rng dung di déng, déu d6 vé mot trang. T
dé, ban kiém tra tinh hinh trong ngay, duyét chdm céng va stra sai sét trudc khi tinh

luong.

Xem nhanh tinh hinh hom nay

Dashboard (Bang diéu khién) hién thi ai c6 mat, vang mat va di muén hom nay. Recent
Punches (Lugt chdm cong gan day) liét ké tirng lugt chdm céng vao ngay khi dién ra, va
nhirng ngudi di muén dugc gan cd. Ban dé cho thay cac lugt cham cdng bang dién thoai
dén tir dau.

Dé xem danh sach day du, nhap Time & Leave (Thai gian & Nghi phép) = Attendance

Process (XU ly cham cénqg).

Loc trang Attendance

Trang Attendance (Cham céng) m& & ngay hom nay. Cac thé & phia trén (Present - Co
mat, Absent - Vang mat, Late - Di muén, On leave - Nghi phép) hién thi tong s6. Nhap
vao mét thé dé chi hién thi nhitng nguai do.

Phia trén bang cé hai nhém bé loc:

Bd loc Hién thi gi

All / Present / Late / Absent (Tat ca / C6 mat / bi Nhan vién theo trang thai chdm cdng

mudn / Vang mat)
Pending (Ch& duyét) Cac lugt chdm cong dang chd ban duyét

Approved (Ba duyét) Cac lugt cham cong ban da duyét
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B6 loc Hién thi gi

GPS punches (Cham cong GPS) Chi cac lugt cham céng tir i'ng dung di dong,

c6 kém vi tri

e @ wsrancres G-
Dashboard  Device Sotup Organization Time & Loave Data Download Reparts Payrotl Accoss Contiol  Account Help & Suppert
ard Time & Leave
5 Autopay is nactive. Set up autopay or choose a one-lime subscription payment. R bifing
Attendance &3 Refrosh & tmport + Add Manuat Attendance
iy check-ins, blometric logs, regutarization requests and missing punches.

£ Anendance (& Regularization O Missing punches B My corrections

Pros Late
7 2 2 2 1 o} =]
Today 7 Al Present Lote  Absent f.'-‘_ Pending  Approved @ GPSpunches 4 T Fiters @ 0 Map view & Expornt Q Search by name or 10,
Empaoyss Date Status Check in/ oot Punctualty Hour

B Sraat ot 18, 2026 & e ) 126 AM Late @ @ &
[ R oct 18, 2026 © Prasent 41508 AM | BGPS n time &: ® 2
Ak Amittmar 0ct 18, 2026 @ Praseen 4 507 AM T B & g
o T:ah.u::nrma Ot 18, 2026 @ Prevent <) 5103 AM O tima (28 ® g
iy Meherdoanl Oct 18, 2026 @ Fresent 9103 AM | BGPS G time o-- ® 2

A ':‘u.".'_lr! MULAGY Oct 18, 2026 © Prasesn ) 856 AM | 90PS On tima. @ - @®

A Sw Oct 18, 2026 @ Provent i3 6148 AM | BOPS Gntme o ® 2

Nhap Filters (B6 loc) dé chon mot nhan vién hoac khoang thai gian khac, réi nhap Apply
(Ap dung). Dung All Branches (Tat ca chi nhanh) trén thanh trén cing dé xem mét chi
nhanh. Dung Search by name or ID... (Tim theo tén hodc ma...) dé tim mét ngudi, va

Export (Xuat) dé tai danh sach ve.

Nhap biéu tugng con mét trén bat ky hang nao dé mé Attendance Details (Chi tiét cham
cdnq): thaoi gian vao va ra, thiét bj hodc vi tri da dung, ca va sé gid, va anh cham cong doi

v@i chdm céng bang dién thoai.

Can g6i phu hgp: O cac géi thap hon, bo loc khoang thai gian chi gidi han trong mot
ngay. D& xem ca thang, cad nam hoac khoang tuy chon, ban can géi cé bao cdo nang cao.

Duyét cham cong
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1. Nhap Filters (Bo loc), chon This Month (Thang nay) trong Quick Select (Chon nhanh),
va nhap Apply (Ap dung).

2. Nhéap Pending (Cho duyét).
3. Nhép Review (Xem xét) trén mét hang. Kiém tra thdi gian, vi tri va anh.

4. Nhap Approve (Duyét), réi xac nhan. Bé tr ch6i mot lugt chdm céng, nhap Reject (T
ch6i) va néu ly do ngan gon.

£ Attendance Details

wy  Meha Joshi @ Presant | Ontime |- 3 Pending
Emplayee I0: ST-0008  Sat, Oct 17, 2026

Attendance Summary

+) Gheckin
B:56AM =

Stra thiéu cham cong ra

Khi ai d6 quén chdm céng ra, hé théng khong thé tinh sé gid lam cda ho. Hay tu thém
thoi gian.
1. Tim ngay dé. Tim tén nhéan vién va dat khodng thaoi gian bang Filters (B6 loc) néu
khéng phai hom nay.

2. Nhép biéu tugng but chi (Edit - Sira) trén hang d6. Update Manual Attendance (Cap
nhat cham cong thd céng) sé ma ra.

3. bat Punch Out Time (Gid chdm cong ra). Panh dau Next day (Ngay hom sau) néu ho

lam viéc qua nira dém.

4. Nhap Update Attendance (Cap nhat cham céng). S6 gid lam gid da dugc tinh.
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Update Manual Attendance

Employes *
Imyan Shaich
ST-0004

Date *
1 Oct 1z, 2026
Punch In Time *
@ D0TAM

.
Meo: Thé Missing punches (Thiéu cham cdng) liét k& moi ngudi c6 chdm cong vao nhung
khéng c6 cham coéng ra (hoac nguoc lai). Nhap Add missing check-out (Thém gid ra con
thi€u), nhap thai gian va nhap Save attendance (Luu cham cong).

N

Thém cham céng thi cong (Manual Punch)

Dung cach nay khi ai d6 hoan toan khéng thé chdm cong, vi du khi di céng tac tai cong
truong.

1. Nhap Add Manual Attendance (Thém cham céng thii céng) (hoac Time & Leave —
Manual Punch - Cham cong thd cdng). Gilr lua chon Single Punch (Cham cong don

1é).
2. Chon Employee (Nhan vién), Date (Ngay) va Shift (Ca).

3. Nhap Punch In Time (Gid cham cong vao) va, néu biét, Punch Out Time (Gio cham

cdng ra).

4. Chon Status (Trang thai): Present (C6 mat), Absent (Vang mat), Half Day (N(ra ngay)
hoac Leave (Nghi phép). Khéng can nhap thai gian cho Absent hodc Leave.

5. Thém Remark (Ghi cht) néu muén, réi nhap Submit Attendance (Gl chdm cong).
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Cham c6ng cho nhiéu ngu'di ciing lic (Bulk Manual Punch)

1. Nhap Time & Leave (Thdi gian & Nghi phép) = Bulk Manual Punch (Cham céng thu
c6ng hang loat), hoac chuyén sang Bulk Manual Punch ngay trong biéu mau chdm

cébng thd cong.

2. Trong Select Employees (Chon nhan vién), danh dau tirng ngudi, hoac nhap Select
All (Chon tat ca).

3. Dat Date (Ngay), Punch In Time (Gid cham cdng vao) va Status (Trang thai). Gilr Shift
(Ca) & Auto / Profile Default (Tu déng / Mac dinh theo hé so) dé dung ca riéng cla
trng ngudi.

4. Kiém tra phan tom tat, réi nhap Record Bulk Punch (Ghi chdm céng hang loat).

Bulk Manual Punch

& Single Punch % Bulk Manual Punch

Selact Employees * 2/95eected  Seoctas Date* Shift
B Getis, 2026 Auto | Profile Detault
Q Fifter employees by name or 1D
Punchin Tima * Clest Punch Gut Time

© 900 AW @ Pick Time

Duyét yéu cau diéu chinh

Nhan vién c6 thé yéu cau slra lugt cham céng cdia chinh minh tir 'ng dung hoac web,

kém thai gian thyc té da lam va ly do.

1. Nhap Time & Leave (Thdi gian & Nghi phép) — Regularization (Biéu chinh), hodac m&

thé Regularization trén trang Attendance. Thé hién thj s6 lugng khi c6 yéu cau dang

staffkhata.com/guide - 60 / 123



chao.
2. Kiém tra thdi gian dugc yéu cau va ly do.
3. Nhap Approve (Duyét) hodc Reject (Tlr ch6i). DE xUr ly nhiéu yéu cau cung ldc, hay

danh dau ching va dung cung mét thao tac cho tat ca.

Khi ban duyét, chdm cong ctia nhan vién dugc cap nhat theo thdi gian ho yéu cau.

"ﬁ €1 Search features ek &3 Al Branches Q el i
Dashboard  Device Sotup Organization Time & Leave Data Download Reparts. Payrodl Accoss Contral  Account Halp & Suppert

@ + Dasmboard - Time & Leave

[ Autopay is nactive. Set up sutspay of choose a ona-time subscription payment Rarvsew biting

Attendance

Datty chock-ins, blomatric Iogs, regularization requests and missing punches:

3 Refresh + Add Manuat Attendance

Y Atendance | © Regulyrization | O Missing punches B My corections

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

Prosent

Late oninave
2 & 7is 0] O 8
o Atio s it o Appcovedioers oday

Dates: 0211, 2006-06t 32028 % T Resat

Qct1-0ct 31, 2026 122 AN Present  Late  Absemt Al Pending  Approved @ GPS punches 55 W Fiiters @ 0 Map view & Export Q0 Search &

Empoyoe Date Status Check i /o Pumctuatty [,
8 f;‘ﬂ"l_i""" Oct 18, 2026 Gl 4 9:38 AM Lot @-- @ F
R ?f""r"“_k“ et 18, 2026 © Presens 1 9:08 AM | #095 On b @ ® £
ax Oct 18, 2026 @ Presern +] %07 AM on tire .- @ ¢
iy BawaVeemd Oct18, 2026 © Presem 41 9103 AM on tine - @ ¢
) Betain) Oct 18, 2026 © Preent ) 803 AM | #0685 On thoe o @ ¢
fi5 Nroae Shatiy Dct 18, 2026 @ Pesens -] 9:00 AM Ot @-- ® &
i, Pocis fak oct 18, 2026 @ resent 4 9:00 AM B e @-- @ 2
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Loai nghi phép, don xin nghi va ngay lé

Goi: Cac gbi c6 nghi phép va ngay |1é

Hay thiét |1ap mot |an cac loai nghi phép ma nhan vién cé thé dung va danh sach ngay €
cla ban. Sau d6, don xin nghi, s6 ngay phép va ngay |é sé tu dong dugc dua vao chadm

cbng va bang luong.

.
Can g6i phu hgp: Quan ly nghi phép va ngay Ié cé thé bi khéa & cac goi thap hon. Néu
menu hién thi 6 khda, hdy xem Billing & Plan (Thanh toan & Géi) dé biét gia va cac goi
hién tai.

N

DPinh nghia loai nghi phép

Phép thudng (Casual), phép 6m (Sick), phép nam (Earned) va nghi thai san (Maternity) da

dugc thiét 1ap san cho ban. Hay stra chiing hoac thém loai cta riéng ban.

1. Nhap Organization (T6 chirc) - Define Leave (Dinh nghia nghi phép). Danh sach
Leave types (Loai nghi phép) hién thi ma cda tirng loai, s6 ngay méi nam, cach xur ly

ngay chua dung va viéc cé can duyét hay khéng.
2. Nhap Add Leave Type (Thém loai nghi phép).

3. Pién biéu mau:

Cai dat Chirc nang
Name (Tén) va Code (Ma) Vi du "Compensatory Off" va "CO". Ca hai déu bat budc.
Days per year (S6 ngay moi nam) S6 ngay moi nhan vién dugc hudng trong mot nam.

Carry forward unused days (Chuyén ngay  Bat: ngay chua nghi dugc chuyén sang nam sau. Tat:
chua dung sang nam sau) ngay dé mat hiéu luc vao cudi nam.

Needs approval (Can duyét) Bat: quan ly truc tiép hodc HR phai duyét tirng don.

Colour (Mau) Hién thij trén lich va huy hiéu nghi phép.
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4. Nhap Add Leave Type (Thém loai nghi phép).

Add Leave Type

§
3
g
3
g8

00000000 -

* Compentatory OFf

Dé thay doi hodc x6a mot loai, dung Edit (Sra) hodc Delete (X6a) trén hang cta né.

Kiém tra s6 ngay phép (Leave Opening Entry)

1. Nhap Time & Leave (Thai gian & Nghi phép) — Leave Opening Entry (S6 du phép
dau ky).

2. V&i moi nhan vién va loai nghi phép, ban thay sé ngay Allowed (Pugc hudng), Used
(Pa duing) va Left (Con lai), cung Total left (Tong con lai).

3. B6i nam tai chinh & gdc trén bén trai, hodc loc theo loai nghi phép, chi nhanh, phong

ban hodc nhan vién. Nhap Export (Xuat) dé tai bang ve.
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1 Leawe Opening Eniry

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

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

B 01 Apr 2026 - 31 Mar 2027 (Current

Leave balances ©

Empioyee

i

b

'?,’"i[ Kum.:f: 2
i
o NP
520008 Ernaseion: ok
et
Ao

Meha Joshi

All Leave Types

4 Al Branches ~

Repart: - | Account
D All Departments - &, AlEmployees -~

® Sick Leave & Eamed Leave

4 1
12 1z 15
12 12 15
12 1z 15
12 12 1%

12 12 15 o

12 1z 15 o
1z 1z 15
12 12 15
12 12z » 15

Cach nhan vién xin nghi phép

15

15

15

15

15

15

4@ Al Branches

Al

a0

o0

20

a0

20

20

® Compensatory Of

Nhan vién dang nhap bang email va mat khau cuta riéng minh, trén web tai

Admin ?
» ADMOASTRATOR

Holp & Suppert

Riview bifing

& Export

135

135

135

138

https://attendance.staffkhata.com hoac trong ng dung Staff Khata (thé Leave - Nghi

phép). Ho m& Apply Leave (Xin nghi phép), xem sé ngay phép con lai cla tung loai, chon

loai va ngay, thém ly do roi gtri di. Don sau d6 sé chd dugc duyét.

Xin nghi phép thay cho nhan vién

HCru ich khi ai d6 goi dién bdo 6m hodc khéng dung rng dung.

1. Nhap Time & Leave (Thdoi gian & Nghi phép) — Leave Application (Bon xin nghi

phép).

2. Nhap Apply leave (Xin nghi phép).

3. Chon Employee (Nhan vién), réi chon Leave type (Loai nghi phép). S6 ngay con lai

duoc hién thi bén canh mbi loai.

4. Chon One day (Mét ngay), Half a day (Ntra ngay) hodc Several days (Nhiéu ngay), va

chon ngay.
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5. Thém Reason (Ly do). Trong Also notify (Thong bao thém cho), ban c6 thé chon
nhitng ngudi can dugc biét.

(o)

. Nhap Apply leave (Xin nghi phép).

B 26 0c1 2026

Watily Marsbars - Ot

Search & seloct members...

Masson
Famity function o Jpur

Duyét hoac tir choi don nghi phép

1. Nhap Time & Leave (Thdoi gian & Nghi phép) — Leave Application (Bon xin nghi
phép). Leave requests (BDon xin nghi) m& & thé Pending (Chd duyét).
2. Nhap Review (Xem xét) trén mét don. Kiém tra loai nghi phép, ngay, sé ngay va ly do.

3. Nhap Approve (Duyét) hoac Reject (Tl chdi), réi xac nhan.
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Beason

Family function in Jaipur

Close | (@ Reject  [EROREEINE

Cac thé Approved (D3 duyét), Rejected (D3 tir choi) va All (Tat ca) luu lai lich str. Ban van
c6 thé thay doi quyét dinh sau dé tir phan chi tiét cda don.

Thém ngay lé

Ngay |é dugc hién thi trén lich va dung trong cac bao cdo chdm céng. Cach bat dau

nhanh nhat [a nhap danh sach cla ban.

Nhap tir bang tinh
1. Nhép Organization (T6 chirc) — Define Holiday (Pinh nghia ngay |é).
2. Nhap Import (Nhap).

3. Trong Need A Template (Can mau), nhap CSV hoac Excel dé tai tép mau. Mau c6 ba
cot: Holiday Name (Tén ngay |€), Type (Loai: Full Day - Ca ngay hoac Half Day - Ntra
ngay) va Date (Ngay, DD-MM-YYYY).

4. Pién vao mau, roi kéo tép vao hdp hoac nhap dé duyét. HO trg tép CSV, XLS va XLSX
toi da 2 MB.

5. Nhap Import (Nhap). Tat ca ngay lé clia ban dugc thém cung ldc.
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Thém mét ngay |é

1. Tai Define Holiday (Dinh nghia ngay I€), nhdp Add Holiday (Thém ngay |é).

2. Nhap Name (Tén), chon Date (Ngay), va chon Full day (Ca ngay) hoac Half day (N(ra
ngay). Description (M6 td) la khong bat budc.

3. Nhép Add Holiday (Thém ngay |&).

Add Holiday

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

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description (optional 1]
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Dung cac thé Upcoming (Sap tdi), Past (Ba qua) va All (Tat cd) dé xem danh sach, va Edit
(Stra) hodc Delete (X6a) trén mot hang dé thay doi.
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1

Bang lwrong, phiéu lwrong va tam rng

Goi: Cac goi co tinh luong

Staff Khata tinh tirng khoan luong dua trén chdm cdng, nghi phép, ngay 1€ va danh dau
di muodn, nén ban khéng can dung bang tinh. Chi can thiét 1ap mot lan, sau dé chay bang

luong moi thang chi vai vai cd nhdp chubt.

.
Can g6i phu hop: Tinh lvong can mét gdi tra phi cé bao gém bang lvong. Néu menu
Payroll (Bang luong) bi khda, hdy xem Billing & Plan (Thanh toan & Géi) dé biét cac goi
hién tai.

L

Pat chu ky lvong va cac khoan khau trir bat budc
Cac cai dat nay ap dung cho moi lan chay bang luong.
1. Nhap Organization (T6 chirc) = Company (Céng ty), réi md thé Payroll & Tax (Luong

& Thué).

2. Trong Salary Cycle Period (Chu ky luang), dat Period Start Day (Ngay bat dau ky) va
Period End Day (Ngay két thuic ky). Nhap 0 lam ngay két thic dé chon "ngay cubi
cung cua thang".

3. Trong Statutory Deductions & Contributions (Khau trir & déng gép bat budc), bat
nhirng muc ap dung cho ban.

4. Nhéap Save Changes (Luu thay déi).
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@ All Branches & Growth |15days it a A ,““ iy

otup me & Data Downlaad Reparts 053 C | Account Help b Suppert
‘Company
(] Autopay 18 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rerview biling
Company Settings O Reset
Manage your company preferences, attendance rules, payroll, and policies.

@ Company Profile

Salary Cycle Period

# Employes codes date
PERIOD START DAY PERIOD END DAY 02 £ of kv
1 o
) Payroll & Tax
2 day
@ Locakization
o S D, lons &
)
A My Prafile 51 (Employee State Insurance)
Enatls ESI contributions for elgitia saiary Backets
PF (Provident Fund)
Gratuity Liability
FF CONTRIEUTION % 51 CONTRIBUTION %
12 % 275 %

Suinsa PO . o

- Financial Year Dafinition

Cai dat Chirc nang

ESI (Employee State Insurance) Thém khoan déng ESI cho cac mirc luong du diéu kién. bat ty &
(Bao hiém nha nudc cho ngudilao  trong ESI Contribution % (Ty |é dong ESI).
dong)

PF (Provident Fund) (QuY du Thém khoan khau trir EPF va phan déng gdp tuong tng cla
phong) ngudi str dung lao dong. Bat ty |é trong PF Contribution % (Ty |é

déng PF), thudng la 12.

Gratuity Liability (Nghia vu trg Theo ddi khodn du phong trg cap thoi viéc hang nam.
cap thoi viéc)

Financial Year Start / End (Bat dau Nam dung cho béo céo tai chinh.
/ K&t thdc nam tai chinh)

Gan co cau lurong

M&i nhan vién can c6 co cdu luong trudc khi cé thé chay bang luong.
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1. Nhap Payroll (Bang luong) — Salary Management (Quan ly luong). Moi nhan vién
dugc liét ké cung chu ky luong, cac khoan thu nhap, khau tri, lwvong thuc nhan va
CTC hang nam.

2. Nhép biéu tugng stra trén hang cGia nhan vién, hodc nhap Assign Salary Structure

(Gan co cau lvong) cho nguai méi.

3. Chon Payroll Cycle (Chu ky lvong: Monthly Cycle - Theo thang hoac Weekly Cycle -
Theo tuan) va Salary Type (Loai luvong: Fixed - Cé dinh, Variable - Bién doi hoac
Commission Based - Theo hoa hong).

4. Dién Earnings (Thu nhap): luong co ban (Basic Salary), phu cap nha & (HRA), phu cap

di lai (Conveyance), phu cap y té (Medical Allowance) va phu cap khac (Other

Allowance).

5. Dién Deductions (Khau trtr), nhu PF, ESI va thué nghé nghiép (Professional Tax). ESI
c6 thé dugc hién thi gép hodac tach riéng.

6. Banh dau Show CTC in Payslip (Hién thi CTC trén phiéu luong) néu nhan vién nén
thady tong chi phi hang nam ma céng ty chi cho ho.

7. Nhap Save Salary Structure (Luu co cau luong) (hodc Update Salary Structure - Cap
nhat co cau luong).

Khi ban nhap, phan tong & phia dudi hién thi Total Earnings (Téng thu nhap), Total
Deductions (Téng khau trir), Net Take-Home (Thuc nhan) va Annual CTC (CTC hang

nam).
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5 Edit Salary Structure — Rahul Verma

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

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

* EARNINGS Totak 138,000

Meo: Ban cling c6 thé mé& bi€u mau nay tir Organization —» Employee List: m& menu
hang clia mot nhan vién va nhap Assign / View Salary (Gan / Xem luong).

Chay bang lvong thang

1. Nhap Payroll (Bang luong) — Run Payroll (Chay bang luong).
2. Chon thang va nam & phia trén bang.

3. Nhép Bulk Generate (Tao hang loat), chon Department (Phong ban), kiém tra thang
va nam, réi nhap Generate Bulk Payroll (Tao bang luong hang loat). Lap lai cho tirng

phong ban.
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Bulk Generate Department Payroll

Departm,

et *

Pé tra lvang cho mot ngudi duy nhat, nhap Add Payroll (Thém bang luong) va chon

nhan vién.

Nhap More Columns (Thém c6t) dé xem s6 ngay lam viéc, s6 ngay nghi khéng luong

(LOP), ngay nghi hang tuan, ngay Ié va ngay nghi phép c6 luong dang sau moi

luong.

X

khodn

Q1 Soarch features. 14

A

Dashboard  Device Sotup Crganization Time & Leave Data Download Reparts. Payrofl = Accoss Control  Account
@+ Dasrboard © Run Payrol
) Autopay s nactive. Set up sutopay or choose a one-lime subseription payment.
P Payroll
W Genorate, review, edit, and settle mi [ , and statutory
Total Net Payrol 5 Tetal Gruss Eamings
¥1,28,200 ¥1,45,000
@ Employee Payroll Records 5
EMP NET PAID UNPAID WEERLY BASIC
EMPLOYEE = AL ARY STATUS ATTEND. Log HOLIDAY b et o ey HEA
il e e © UNSETIRED. 24 o o 0 8 r2000  tason
:L‘“ 20,36231 O UNSETTLED 2 o a a & rLao00  tss00
a&, T23,488.67 @ UNSETTLED 75 ] 0 0 [ o000 r0400
57-
Gogy Tz O UNSETTLED. 24 0 [l 0 6 4o 5000
s
el 31120 G UNSETTLED n ] o 9 1 y THom  rmsco
Mesamelp? T Support s9179HZ0 77270 R Helpiok +01TOEBTOEAD (3 Emad wwoponsffinaacom
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@ Wi Branches 8 A Aitastaarcn
Halp & Suppert
Roveew biling
O Refresh | & Export || T Filters A Bulk Gonerate m
Statutary Dedustions 5
¥16,800
—

= Less Coumns Saptember v 2020 v O Search employees by name
comevwes wen  SUSIMC ML e m
1000 v1280 1350 35,000 60 @ 1200 T2.840
1800 v1250 vss 23,004 wLgsn w0 e200 2,046.67
1000 Lm0 750 26,000 Tew w20 2.553.03
11,600 1250 550 23,000 rLAE0 w 200 TLAR0
1,600 71,250 TL550 138,000 23 TURE U e
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Diéu chinh va quyét toan
Dé thay d6i mot con sé, hady sira hang bang luong clia nhan vién. Trong Edit Monthly
Payroll (Sra bang lvong thang), nhap Save Draft (Luu nhép) dé gilt & trang thai md,
hoac Settle & Save (Quyét todn & Luu) khi da tra luong.

Dé danh dau nhiéu khodn luong la da tra, hay danh dau cac hang va nhap Settle

Selected (Quyét toan muc da chon).

Dung Export (Xuat) dé tai dir liéu thang dudi dang Excel hoac PDF.

Xem va tai phiéu lwrong

Nhap Payslip (Phiéu luang) trén hang cla nhan vién. Phiéu luong hién thi logo cla ban,
tém tat chdm cong, cac khodn thu nhap, khau trur, cdc khodn hoan rng néu cé, va so tién
thuc nhan bang chtr. Phiéu cling cho thay chinh sach gio lam viéc da dugc ap dung ra

sao: danh dau di mudn, vé sdm va cac khoan khau trir theo chinh sach.

Nhap Download PDF (Tai PDF) dé luu, hoac Print (In). Dung Show Annual CTC (Hién CTC
h&ng nam) / Hide Annual CTC (An CTC hang nam) dé chon cé hién thi CTC hay khéng.

"\._._,, 1. Soarch faatun "ok @ All Branches 4 Growth |18 diye kit

Data Download Reparts Accoss Conrol  Account
ST PN-FOS8
Manth: Sopt 2026
Generated: T8 Ottober 2020

Sharma Textiles Pvt Ltd

Dashboard

OOOOO Time Policy:  Sundasd Office Policy ay!
3 “

F24,000.00 PF iy t2,880.00

£0,800.00 PF (Employed) (Ex £0.00

#00.00 000

s0.00 o0

7.550.00 E54 (Emp Ex 4 ro.00

1000 Professianal T 200,00

rrrrrrrrr ungs 38,000.00 stonl¥ RS0

vvvvvvvv 6,880.00

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

¥31,120.00
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Nhan vién c6 tai khodn dang nhap c6 thé xem phiéu luvong cia minh trong My Payslips

(Phiéu luong cla toi). Xem Céng_tu phuc vu cho nhén vién.

Tam Urng va hoan irng

Ghi nhan khoan tam rng luong

1. Nhéap Payroll (Bang luvong) — Add Advance (Thém tam (rng).

2. Chon Employee (Nhan vién), nhap Amount (S6 tién) va Reason / Description (Ly do /
Mo ta), réi chon Month (Thang) va Year (Nam).

3. Nhéap Save Advance (Luu tam ng).

& Add Salary Advance

Ghi nhan khoan hoan trng

—

. Nhap Payroll (Bang luong) — Add Reimbursement (Thém hoan ng).
2. Chon nhan vién, nhap soé tién, ly do, thadng va nam.

3. Binh kem hdéa don trong Supporting Document / Bill (Chirng tir / Héa don) (PDF, PG,
PNG hoac DOC, toi da 2 MB). Bat budc phai cé hda don.

4. Nhap Submit Claim (GUri yéu cau).
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Duyét, quyét toan va in phiéu

M& Payroll = Advances & Reimbursements (Tam (rng & Hoan (rng) dé xem moi khoan
tam (rng va yéu cau hoan rng, bao gém ca nhitng yéu cau nhan vién gui tir ing dung di
déng. M& mot ban ghi dé Approve (Duyét) hoadc Reject (Tlr chdi), roi Settle Request
(Quyét toan yéu cau) khi da chi trd. Nhap Generate Slip (Tao phiéu) dé tao phiéu hoan
(rng ma ban c6 thé tai xuéng dudi dang PDF.

Weekly Pay Process (Xtr ly lwvong tuan)

V&i nhan vién dugc tra luong theo tuan, hdy dat Payroll Cycle (Chu ky luong) clia ho la
Weekly Cycle (Theo tuan) trong co cau luvong. Chi nhirng nhan vién nay xuat hién & day.

—

. Nhap Payroll (Bang luong) — Weekly Pay Process (XU ly lwong tuan).
2. Chon tuan.

3. Nhap Generate Weekly (Tao luong tuan) cho mot nhan vién, hodc Bulk Department

(Theo phong ban) = Run Bulk Process (Chay x(r ly hang loat) cho ca mét phong ban.

4. Md& Weekly Payslip (Phiéu luong tuan) dé tai PDF, Print (In) hoac Send Email (GUi

email) cho nhan vién.

5. Banh dau cac hang da tra va nhap Settle Selected (Quyét toan muc da chon).
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12
Bao cao cham cdng va so6 dang ky theo quy
dinh

Goi: Tat ca cac goi

Staff Khata c6 hon ba muai bao cdo, tlr chdm cong hém nay dén cac s6 dang ky bat budc
ma thanh tra yéu cau. Moi bdo cdo déu cé thé loc, xem dudi dang trang san sang dé in va

xuat ra tép.

.
Can g6i phu hgp: Bao cdo Daily (Hang ngay) cé trén moi goi. Bdo cdo Weekly (Hang tuan),
Monthly (Hang thang) va Yearly (Hang nam), Attendance Calendar (Lich chdm céng), Al
Analysis (Phan tich AI) va cac bao cdo chi tiét khac can géi tra phi cé bao cdo nang cao.
Government Reports (Bao cdo theo quy dinh) con can tinh nang tinh luong. Xem Billing &
Plan (Thanh toan & Goi) dé biét cac goéi hién tai.

Tim bao cao

1. Nhap Reports (Bdo cao) — All reports (Tat ca bdo cdo). Cac bao cdo dugc nhém theo
thong tin ban can: hang ngay va dinh ky, cham céng, van dé thaoi gian, ngay dac biét,
nhém, nghi phép, thiét bi va tuan tha.

2. Nhap vao 6 tim kiém dé thu hep danh sach. Vi du, nhap late dé xem moi béo cédo vé

di muon.
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allRercnve Q Saarch features ek @ Wil Branches A

Adrmin -
» ADMBISTRATOR

Dashbosrd  Devica Sotup Grganization Reponts Payrotl Accoss Gontrol  Account Help b Suppert
-
»
Daily & periodic
Attendance for 3 day, week, monin or year
g DA repon g Wesi roport s gy Momnly summary
Perfarmance, in-out, datalis and department views for one day or @ range Week-by-weak sttendance 1d Howrs Month perfarmande sheet, in-cut and totals per employse

1

Yearly report

8 Attondance calendar
Each employes’s manth a5 3 calendar grid

Attendance
Whi came, wh VL. and when
Attendance lo Preent | absent ) Lute comers
a d £ Bl @
Jatalied pURCH-in ant punch-aul reconds Prasent and absant employees for a period ate arrivats with hos
s Overtime » Manual attendance »
O & erave viiis o e I e rien acion s o b
[ Early departures & ldeZeaty
Leaving bofore shift eng Both late ir
Short hours » s Missing punches s Al in-out {muti-punch)
Z Rl i : . (] B i
o Ie the required duratio Missing check-in ae che t Every injout pair por day
Special days & performance
Holidays, weekly offs and absence pattoms
% Present on holiday » B Prasent on waekly off » Lk Dadly time record summasy
Artendance on comparty holidays Anendance on weekly off days Werk days, absences, [ne d undes-t

Bao cao hang ngay

1. Nhap Reports (Bdo cdo) — Daily (Hang ngay).

2. Chon loai bédo cdo (vi du Performance - Hiéu suat, Late Arrival - Bi mudn, Absent -
Vang mat hodc Missing Punch - Thiéu chdm céng), ngay, va doi twgng can dua vao:

chi nhanh, phong ban, chirc danh hoac tirng nhan vién.

3. Nhap View Report (Xem bao cdo).
Trén két qua:

Dung cac mdi tén bén canh ngay dé IUi hoadc tién mét ngay.
Nhap All (Tat ca), Present (C6 mat), Late (Bi muén) hoac Absent (Vang mat) dé loc.

Nh&p Sheet (Trang in) d& xem bé cuc san sang in vdi tén céng ty, ngay, va gid vao,

gid ra, s6 gid lam cda tirng nhan vién. Nhap Table (Bang) dé quay lai.

Doi loai bdo céo tlr danh sach tha xudng & gdc trén bén trai ma khéng can quay lai.
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uillRentive

Dashboard  Device Sotup

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

Performance
Daity attendance repor

~ Performance

£ DAILY PERFORMANCE REPORT A3 Prosent  Late  Absent

Pesiod: 16 0ct 2026

DALY PERFORMANCE REPORT [10/10/2022)

1 e Shiwing 1-9 of @ recoids

Time & Loave Data Download

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

Reparts Payroll Accoss Control  Account Halp & Support
P ¥ PR

Reviw biing

+ Change filters & Refresh ﬂgT‘au @ sheet

¢ | Fi,0ct16,2026 >

T Fiers @ & Expart

o Expandshest = Fitwidth  W00% @ 100% @

Sharma Textiles Pvt Ltd
Froport Date : MITOEIGHE DAILY PERFORMANCE REPORT Beint Date - SNOFIGTE
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Bao cdo hang tuan,

hang thang va hang nam

Cac bdo cdo nay hoat ddng giéng nhau: chon khoang thai gian, chon déi tugng can dua

vao va ap dung bé loc.

1. Nhap Reports (Bao cdo) = Monthly (Hang thang).

2. Chon thang, chon d6i tugng can dua vao va nhap Apply Filter (Ap dung bé loc).

3. P6ibao cdo tir danh sach tha xuéng & phia trén. Mét sé bao cdo hiru ich:

Bao céao

Performance (Hiéu suat)

Attendance With Status (Cham
cdng kem trang thai)

Muster Book (S6 diém danh)

Hién thi gi

S6 ngay c6 mat, ngay I, ngay nghi hang tuan, ngay vang, sé gic di
mudn va s6 ngay dugc trd luong clia trng nhan vién, theo tirng

ngay.

Ca thang cda tirng ngudi, moi ngay mot trang thai.

S6 chdm céng lam san theo mau quy dinh.
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Bdo cao

OT Summary (Tém tat lam
thém gio)

Leave Details (Chi tiét nghi
phép)

Hién thi gi

S6 gi¢ lam thém trong thang.

S6 ngay nghi phép trong thang.

i

ey Adenin 5
5 arowtn sidwyaient AR i,

@ ANl Branches

Dashboard  Device Setup Grganization Time & Leave Data Download Reparts Payrodl Access Control  Account Holp & Support
v+ hesul
B Autopay is mactive. Set up sutopay or choose & cne-time subscription payment. Riview biting
Performance & Change filtars £ Rofrash = summary B Sheet
Monthiy attendance repart
~+ Performance ¢ | Seplember 2026 >
Performance 7 Fiors: @) &, Export
Peciod: Ot 2076
Q ow: § v 1z >
@ oeer: — @ DEw0: Administration @ PoUCY: Standsrd Office Policy B wowm; ot 2026
- = N S -
TR b » s
- - - - " - u - -
a T: Production @ ok Superviser @ poucy; Standard Office Policy B w et 2026
S W WO Mee lees  Pumen o
ar-pee1 Watt era a s o
o = oa - “ o o . » u 3 *
- o - e
N—_— - -
G . . o ’ W
. - - - = - v - - - = - - - - - -

Lich cham c6ng

Nhap Reports (Bdo cdo) — Attendance Calendar (Lich chdm céng) dé xem ca thang dudi

dang lich. Chuyén gitra cac ché dé xem Cards (Thé), Matrix (Ma tran) va Sheet (Trang in),

va loc theo phong ban hodc nhan vién. Lich cho thay ai d&n mudén, vang mat hodc nghi

phép.

Bao cao theo quy dinh

1. Nhap Reports (Bao cdo) - Government Reports (Bdo cao theo quy dinh).

2. Doingay & phia trén. Moi sé dang ky déu cap nhat theo khoang thai gian do.
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3. Chon mot s6 dang ky tir danh sach.

S6 dang ky Mau Luat

Muster Roll (S6 diém danh) Form 25 Factories Act, 1948

Register of Adult Workers (S6 lao déng thanh nién) Form B Factories Act, 1948

Leave with Wages Register (S6 nghi phép c6 luong) Form D Factories Act, 1948

Register of Wages (S6 luang) Form I Payment of Wages Act, 1936
Register of Workmen (S6 c6ng nhan) Form XIII  Contract Labour Act, 1970

ESI Register (S6 ESI) Form 6 ESI Act, 1948

Muster Roll hién thj gi& vao, ngay vang, nghi phép va ngay nghi hang tuan cho moi ngay
trong khoang thai gian.

uld&fq‘_l 11.'g’|_EI 0 Soarch features = 4B Al Branches % Growin |1Sdays kit o A R xion ™
Dashboard  Device Sotup Organization Time & Leave Data Download Repans Payros Accoss Comrol  Account Haip & Support
% Autopay IS mactive, Set up autopay of Choose 3 one-Time subscription payment, Burview biling
Government [ Statutory Reports & Refresn B Table B Sheot

Atandatory statutory registers under Indlan labour liws — Factories Act 1988, Payment of Wages Act 1936, Contract Labour Act T970, and ES1 Act 1948,

3 Muster Roll Form 25 - ¢ | B Oct1, 2026 B Octe 2026
B8 Muster Roll =0 & Export
o 1 P A i AW LR I
" Emp Cede Name Dessgnation Department a1 02 o3 04 05 [ o7 03 og 10 1 12 n 4 1% 18 17 18 [ A [
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848 08 s B46 500 845 04 BiSS 852
2 sT000 Rahud Verma Supersar e on oY wo sasam  masam 0 pooam  sodam  wo woe o T g GB0 BE B g w1 o
3 sro0az Amakumar  Machioe Operator  Production oA B owe wosam  meram G0 sseam soam wo wo  5H A C I < 7 T
P SwmaPuE  Quiltybipee  Producion T A GW we emam wooam  Sa woram W woo wo | P CBRE0 oy EE (E8S Cam o
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& sT-0008 Posia M Superdser Prodution KN m M owe meam omwa | S0 aorae | SR 4o g S50 GEON CWITAM O SDE M OB mmM w30
7 sTo00m KyaaRse  HREncutve Hurman Resousces Saow N owe e woram BT asan  omaam owo wo BB EEL ggay  REE SE S Gaaan w1 0
8 sT0007 Adunhbts 1T Support nformation Technology S A %0 wo  pmsam  msaaw 85 WA ansam owo wo 55 pmam smam %R BRSO M g w0 oo
@ sT-o008 NenaJosnl  HR Exseutive Hurman Ressusces S A W wo mssam ":’ucb’:l" !;:: "1::]“ ES1AM WO WO a.:‘: Bu emam ';:: ’;:" Al LT T

Phan tich Al

staffkhata.com/guide - 81 /123



Nhap Reports (Bdo cdo) — Al Analysis (Phan tich Al) dé xem nhirng diém néi bat trong
mot khodng thai gian: ty & chdm cdng, s6 ngay c6 mat va vang mat, so lan di mudn va
lam thém gi&. Bén dudi la Key findings (Phat hién chinh) bang ngén ngr dé hiéu, biéu dé
theo tirng ngay, Attendance by department (Cham céng theo phong ban) va Absences
by day of week (Vang mat theo ngay trong tuan).

aillBerinme

Admin v
@ Wil Branches £ A aowmisTRAToR
Dashboard  Device Sotup Time & Loave Data Downlaad Reports Payrosl Accoss Contral  Account Help & Suppert
G+ Dastboard > Allrepcrs > Reports
[ Autopay is mactive. Set up sutopay of choose a one-lime subseription payment. Raview biing
Attendance Leave Analysis & Ratresh = Finers 1 & e:-im
What $1ands out in atiendance, absence, leave and punciuality for the period
Sep 2026 > 53 Choar Fatars
Ameodance rte Fresent days Ansent days Loave days Lace arrivais Overme

96% 0 14 45h 42m

S— — T of et oy e

Jars

# Key findings. Attendance rate over time

) Attendance is healthy st 96% of warking days.

(@ Absences peak on Tuesday: 38% of all absences. i

@ Punctuaiity is good: 93% of present days started on time.

% 45h 42m of overtime Ingged in this pericd. I
Whern 1P dips weed

eo3 8 @ Weskdy OF 54

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

Human i 3%

Technol.. 2964

Luu y: Al Analysis cling can géi ctia ban c6 quan ly nghi phép.

Cac bao cao khac

T All reports (T4t ca bdo cdo), ban ciing c6 thé mé:
Late comers (Ngudi dén mudn) va Present / absent (Cé mat / vang mat) cho mét
khoang ngay.
Overtime (Lam thém gi®) (can gdéi ctia ban cé tinh nang lam thém gid).

Manual attendance (Cham cong thi cdng), dé xem lai cac lugt chdm céng dugc

thém thd cong.

Leave report (Bdo cdo nghi phép), Device punches (Cham cong tlr thiét bj) va Easy

access (Truy cap nhanh).
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Xuat, in va chia sé

Nhap Export (Xuat) trén bat ky bao cdo nao va chon Excel (.xIsx), PDF (.pdf) hodc Sheet
view / Print (Ché d6 trang in / In). O ché do Sheet, dung cac nut Excel, PDF va Print (In)
phia trén trang.
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Canh bao WhatsApp va tich hop

Goi: Tat ca cac goi

Luén nam dugc tinh hinh ma khéng can md (rng dung. Staff Khata cé thé glri cho ban
tém tat cham céng qua WhatsApp, glti cdnh bdo cho nhan vién tir tai khodn WhatsApp

hodc SMS clia chinh ban, va chuyén cac su kién sang phan mém khéc.

Chon ban tém tat qua WhatsApp

Nhirng tin nhan nay duoc Staff Khata glri dén sé dién thoai clia chd doanh nghiép. Ban

khong can thiét 1ap gi ngoai viéc bat chung lIén.

1. Nhap Organization (T6 chirc) = Company (Cong ty), réi md thé Notifications (Thong

bao).

2. Trong WhatsApp Notifications (Théng bao WhatsApp), bat cac tin nhan ban muén

nhan:
Cai dat Ban nhan dugc gi
Daily Attendance Summary (Tém tat cham cong Ban tom tat chdm céng trong ngay qua
hang ngay) WhatsApp vao mai téi.
Monthly Attendance Summary (Tém tat cham Bao cdo cham céng hang thang dudi dang tép
céng hang thang) CSV.

Device Health Alerts (Canh bdo tinh trang thiét bi)  Tin nhan khi mét thiét bj sinh trac hoc bi ngoai
tuyén.

3. Nhép Save Changes (Luu thay d6i).
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(Tich hop). Integrations & Webhooks Hub (Trung tam tich hop & webhook) hién thi ba
két ndi lam san: WhatsApp, SMS Gateway (Céng SMS) va Webhooks APIL. Nhap

Configure (Cau hinh) trén két n6i ban muén.
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Dung s6 WhatsApp Business ctia ban

Ban can mot tai khoan WhatsApp Business trén Cloud API clia Meta, véi cdc mau tin nhan
da dugc Meta phé duyét.

Két néi
1. Trén thé WhatsApp, nhap Configure (Cau hinh). Thé Connection (K&t n6i) s& ma ra.

2. Nhap Meta access token (Ma truy cap Meta) va Meta phone number ID (ID s6 dién
thoai Meta). Hay dung ID s6 dién thoai tir Meta, khéng phai chinh sé dién thoai.

3. Trong Alert numbers (S6 nhan canh bao), nhap cac sé dién thoai di déng sé nhan

canh bao danh cho chu doanh nghiép (t6i da 20 s6).

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connectlon  Event tem) plates  Activity

Connect your provider

Setup the cannection ance, then choose which events can send messages

WhatsApp provider

Mets WhatsApp Cloud ARl

® 123456785012345

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

Thiét 1ap mau su kién

1. M@ thé Event templates (Mau su kién). Cac su kién dugc liét ké bén trai: Check In
(Cham cong vao), Check Out (Cham cbéng ra), Late Arrival (Bi mudn), Missing Punch
(Thiéu cham cdng), Leave Application (Bon xin nghi), Leave Approved (Bon nghi
dugc duyét), Leave Rejected (Bon nghi bi tir ch6i) va Daily Summary (Tém tat hang
ngay).
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2. Chon mot su kién, vi du Check In.

3. Nhap Approved template name (Tén mau da duyét), Approved language code (M3
ngdén nglr da duyét, nhu en_US hoac hi) va Exact approved template text (N6i dung
mau da duyét chinh xac), sao chép ding nhu Meta da phé duyét.

4. Trong Variable mapping (Anh xa bién), chon néi dung dién vao méi bién, vi du
employee name (tén nhan vién) cho Bién 1 va punch time (gi& cham céng) cho Bién
2.

5. Chon Recipients (Ngudi nhan) va danh dau 6 dé xac nhan ban da déi chi€u mau véi
Meta.

6. Nhap Preview message (Xem trudc tin nhan) dé thay chinh xac ndi dung sé dugc
guri. D€ thir, nhap Test number (S6 th(r nghiém) va nhap Send Test (GUri thir).

7. Bat Enable event (Bat su kién), roi nhap Save configuration (Luu cau hinh).

Check In

Set1he appcoved message and choote Who recenves i
Approved template name
artendance_check_in
Approved language code
nUs

(pse the language of the approved template, for éxampie en_US o i

Missing Punch
Incemelate

Exactapproved emplate text

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

Leave Approved
Incamplate

Varlabie mapping

Varianie |
employee name

Variabie 2

punch time

.
Lwu y: Tin nhan Missing Punch dugc giri mét lan, 30 phdt sau khi ca két thuc, khi chi cé
lrot chdm cong vao hodc ra. Daily Summary chay Itic 10 gid tdi theo gid An D6 va chi gt
dén cac s6 nhan canh béo.

L

Thé Activity (Hoat dong) liét ké cac tin nhan thir va tin nhan su kién gan day, va cho biét

nha cung cap da chap nhan ching hay chua.
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Meo: "Accepted" (Ba chap nhan) nghia la Meta da chap nhan tin nhan. biéu dé khéng xac
nhan tin nhan da dugc glri dén. Hay kiém tra bang diéu khién Meta trudc khi giri lai.

Gui canh bao qua SMS

SMS Gateway (Cong SMS) hoat déng tuong tu: nhap Configure (Cau hinh), két ndi nha
cung cap, roi thiét lap mau su kién. Ban cé thé chon MSG91, Fast2SMS hoac Custom URL
(URL tuy chinh) cho cac nha cung cap khac. SMS tai An D6 can sender ID, entity ID va ndi
dung mau da dugc duyét theo DLT, vi vay hdy chuan bi san cac théng tin nay tir nha cung

cap cua ban.

GUri su kién sang phan mém khac (webhook)

Dung webhook néu phan mém cua ban hoac mét cong cu ty ddng hda can biét khi ai d6
cham cong vao, xin nghi phép, v.v.

1. Trén thé Webhooks API, nhap Configure (Cau hinh).

2. Nhap Webhook Target URL (URL dich ciia webhook).

3. Trong Event Subscriptions (Dang ky su kién), danh dau cac su kién can gui.

4. Nhép Test Ping (Kiém tra két n6i) dé kiém tra, roi Save Configuration (Luu cau hinh).
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. Configure Webhooks API
Diewveloper & Custom

3 Webhook Target URL *

(Mpa'.’mm sxample comistatitusa )
it

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

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

ATTENDANCE

> TestPing

Moi su kién déu dugc ky s6, nén hé théng cta ban c6 thé kiém tra xem su kién c6 thuc sy
dén tur Staff Khata hay khong. Lap trinh vién ctia ban cé thé xem chi tiét trong Webhook
API Spec (Dac ta Webhook API).

DE& ngirng mot két ndi, hdy mé két nGi d6 va nhap Disconnect (Ngat két néi).
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14

Cong tu phuc vu cho nhan vién tréen web va di
dong

GOi: Cac goi ¢6 dang nhap cho nhan vién

Vi tinh nang dang nhap cho nhan vién, méi nhan vién cé tai khoan Staff Khata riéng trén
web va trong irng dung Staff Khata cho Android va iOS. Ho cé thé kiém tra cham cong,
stra lugt cham cong sai, xin nghi phép va xem phiéu luong, nhd dé ban nhan it cau hoi

hon.

Can g6i phu hop: Bang nhap cho nhan vién cé thé bi khda & cac géi thap hon. Xem
Billing & Plan (Thanh toan & Gai) dé biét cac goi hién tai.

Cap tai khoan dang nhap cho nhan vién

1. Nhap Organization (T6 chirc) = Employee List (Danh sach nhan vién).
2. Md& mii tén bén canh Add Employee (Thém nhan vién) va nhap Invite Employee
(M@i nhan vién), hodc thém nhan vién bang email va s6 dién thoai di dong cda ho.

Xem Thém va quan ly nhan vién.

3. Dé dat hoac dat lai mat khau cho ai @6, m& menu clia hang va nhap Update

Password (Cap nhat mat khau).

4. Dé cho phép ai d6 cham cong tir 'ng dung Staff Khata bang anh selfie, m& menu cla

hang va nhap Enable Mobile Punch (Bat cham céng bang dién thoai).

Nhéan vién dang nhap tai https://attendance.staffkhata.com hoac trong irng dung Staff

Khata v@i cing email va mat khau.

My Dashboard (Bang diéu khién ctia t6i)

Khi dang nhap, nhan vién s& vao My Dashboard (Bang diéu khién cua toi). Trang nay hién
thi s6 gid lam trong thang, sé ngay phép con lai, nhitrng viéc can ho chd y (nhu quén
cham cbéng ra) va s6 ngay lam viéc tinh dén hién tai. Cac thé bén dudi cho biét chi tiét

cham cong va nghi phép trong thang.
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aillReeiTve « (N -
My Dashboard My Attendance  Apply Leave My Paysips My Profile Halp & Support
Good night, Neh & Ratresh
HE Exteitive - 2 Rom(s
Hours this menth ® Leave Balance 2 Neess action 8 Working Bays 8
118h 23m 112 2 22
14 daya pessank days ich fhane io Teviety this mofth
View detads s View dataity » View detats y View detaits
Meads your attention % This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-auts — 1 Days 5 . Late n Leve . z
% Mo @ Atuondance & Leave
SUNDAY, OCT 18 © Clocked In
My Attendance 2 My Leave e B 12
Canait Leave 10120 T
—
Sick Leave vrae ma
Eamed Leave DI E e
Matarnity Leave e ]
Campensatory ot siac wm
& @® a ® Femaning 112 @ Uses 1

My Attendance (Cham cong cua toi)

My Attendance (Cham céng ca téi) hién thi s6 gi& lam hém nay, tuan nay, thang nay va
s6 gid lam thém néu cé.
Cham co6ng tur trinh duyét

1. Nhap Punch In (Cham céng vao) (& géc trén bén phai hoac trén trang).

2. Cho phép camera va vi tri khi trinh duyét hai.

3. Chup anh selfie va xac nhan.

Lugt chdm cong dugc luu kém anh selfie va vi tri. Nhdp Punch Out (Cham céng ra) vao

cudi ngay.
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Holp & Suppert

My Dashboard My Attendance  Appty Loave My Paysips My Profile

@ My Dastiboard © My Aftendance

My Attendance & Retresh
Your punchies, working hours and sttendance history.

:::nn . oc:; » Clockedin Today's Hours B This Week =] Taits Month B Grvertine &
Total Hours 14h 20m 9h 57m 128h 20m Oh 0Om
14:20:20 —— —_— G
300 OF B Hisaly target 000 &5 M wey tagut 45 OF 18 H mersy Lsget
a o A
o0 AM Ll At
Fencn TARSKT perei] QUICK LINKS
T - i— '

L] History @ Missing Punch Outs

Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.

setie e st Checkim Ot Late r—
o 1 18.0ct 2026 » PRESENT Ere on Time ©- ® 7
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
N © 15 0cr 2020 » PRESENT g on Time @ i = F
N 140612026 « PRESENT iy 0n Tima @ #Hsam ® ¢
Y 13012028 » FRESENT o on Time & w0 ® &
o £ 12 et 2008 « PRESENT iy n Time @ pn & &

Xem lich st

Thé Attendance History (Lich st chdm cong) liét ké tirng ngay. Nhap biéu tugng con mat

trén mét ngay dé xem gid cham céng, thiét bi da dung va vi tri trén ban do.

Attendance Details

taTE
T8 Oct 2026

cHET

203 AM
Production Heurs
PUNCH IHFORMATION

© 903AM  OFFICE

0 Ssmusng Gataxy A34 - Androla W

Kart Bagh, New Deihl
VIJAY SALES

& waroL aacHEY
3 sl

&

Katcd Bagh M
Auany A Galtar markst €Y it
e L Q) RN
e 7 ;

e

TF/10-0,0:5%

Stra lwgt cham cong sai
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1. Nhap biéu tugng sira trén ngay do.
2. Trong Request Correction (Yéu cau diéu chinh), dat Punch In Time (Gi¢ cham céng

vao) va Punch Out Time (Gi¢ cham céng ra).

3. Nhap Reason (Ly do) va nhap Submit Request (GUri yéu cau).

Yéu cau dugc giri dén ban dé duyét. Nhan vién theo ddi yéu cau trong thé Regularization
(Biéu chinh). Nhitng ngay khéng cé cham cong ra dugc liét ké trong Missing Punch Outs
(Thi€u chdm cdng ra), con Request Missing Attendance (Yéu cau b6 sung cham céng)

danh cho nhitng ngay hoan toan khéng cé lugt chdm céng nao.

Request Correction

Forgot to punch out at the gate

Apply Leave (Xin nghi phép)

Trong Apply Leave (Xin nghi phép), nhan vién thay sé ngay phép con lai va trang thdi cla
moi don. Ho nhap Apply Leave, chon Leave Type (Loai nghi phép), ngay (hoac Half Day -
N(ra ngay), thém ly do va gtri di. Ban duyét hoac tir chéi nhu binh thuong.

My Payslips (Phiéu lrong ctia toi)
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Trong My Payslips (Phiéu luong cda téi), nhan vién chon thang va nam dé xem moi
khoan luong da dugc tra, cung cac khoan thu nhap, khau trir va s6 ngay da lam. Nhap
View (Xem) dé mé& phiéu luong day du véi cham cong, thu nhap, khau trir va sé tién thuc
nhan bang chit, va tai xuéng dudi dang PDF.

MBe | G souer o = e B

T o EMPLOYEE

My Dashboard My Attendance  Apply Loave My Paysiips My Profile Haip & Support

@ » MyDusmoama » Faysip > STOO0L

@ Payslip Details @ HBde Amnual CTC | & Print
View and download salary siip

PAYSLIP NG

ST PN-FO58
Whonth; Septemees 2036

Genevated: 18 Ocicter 2076

@ e oo ' s sy e

Offic Tima Policy:  Stasdiaed O8fico Palicy ates: 1 Ealy Enti: ) Poicy Decuction: O Days
~* EARNINGS “» DEDUCTIONS

£24,000.00 FF Emploges #2,880.00

£9,E00.00 PF (Employm) {Exctded .00

1,800.00 E 70.00

250,00 B84 {Emplay .00

71,550.00 [ R — 20.00

00 Frotesszaal Ta €200.00

Total Earnings. 238,000.00 LoF o ¥3,800.00

Total Deductions ¥6,580.00

#h Annisst Cost to Company (CTCT 74,56,000,00 /1

My Profile (H6 so cuia toi)

My Profile (H6 so cla t6i) hién thj théng tin ca nhan, qua trinh cdng tac va théng tin ngan

hang & cung mot noi.

Trén irng dung Staff Khata
Ung dung di dng mang dé&n cho nhan vién cac tinh nang tuong tu ngay trong tui:

Mark Attendance (Cham cong): chdm céng vao va ra bang anh selfie va vi tri. Néu
cham céng bang dién thoai bij tat doi véi ho, ho sé dung thiét bi sinh trac hoc
Realtime dugc gan thay thé.

Attendance (Cham cong): lich clia ca thang. Cham vao mét ngay dé xem dong thoi

gian cham céng va vi tri chdm céng vao, va cham Request Regularisation (Yéu cau
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diéu chinh) dé stra.

Leave (Nghi phép): xin nghi ca ngay, ntra ngay hoac mét khoang ngay, va xem trang
thai don.

Payslip (Phiéu luong): xem bat ky thang nao va cham Download PDF (Tai PDF).

Claims & Reimbursement (Yéu cau & Hoan (rng): guri yéu cau tam Ung hodc thanh
toan chi phi kem anh hodc tép PDF cia hda don. Yéu cau sé dén Advances &

Reimbursements (Tam (rng & Hoan (rng) dé ban duyét.

Profile (H6 so): thong tin cd nhan va céng viéc.

8:55 v

< Attendance

® Ready to Punch

08:56.

THURSDAY, OCTOBER 22

& Checkscomplete & Locationoptional

General Shift

® 0%:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin
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Meo: Néu hang rao dia ly dugc bat, nhan vién chi cé thé chdm céng tlr iing dung khi &
trong khu vuc cho phép. Xem Quy dinh cham céng va chinh sach gi& lam viéc.
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Journey Tracker (tién ich b6 sung)

Goi: Tién ich b6 sung Journey Tracker

Journey Tracker danh cho nhén vién lam viéc trén dudng: di gap khach hang, giao hang,
stra chita tai ch6. Nhan vién ghi lai chuyén di trén ing dung di dong Staff Khata, con ban
thay ho dang & dau, da dirng & dau va da chi tiéu nhirng gi, ngay tir 'ng dung web.

(

Can g6i phu hop: Journey Tracker la tién ich b6 sung trd phi. Menu Journey Tracker va
thé cai dat clia n6 chi xuat hién khi tién ich bé sung da dugc kich hoat trén tai khoan cla
ban. Xem Billing & Plan (Thanh toan & Gai) dé biét gia hién tai.

L

Bat Journey Tracker

Hay dat tan suat dién thoai gtri vi tri trudc khi ddi ngd cda ban bat dau st dung.

—

. Nhap Organization (T6 chirc) = Company (Céng ty).

2. Trong Company Settings (Cai dat cong ty), m& thé Journey Tracker.

3. Bat Enable Live Location Feed (Bat cap nhat vi tri truc tiép).

4. Nhéap Location Update Interval (Khoang thaoi gian cap nhat vi tri) tinh bang giay.
Mudi gidy la phu hgp véi hau hét cac nhém.

5. Nhap Save Changes (Luu thay d6i). Ban s& thay théng bao "Journey settings saved"
(Pa luu cai dat hanh trinh).
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'ir‘»]fiw’r{ Q. Soarch featares aek @ Al Branches % growin 11dmein TORRNR E

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

Co
Man

mpany Settings D Reset
290 your company preforences, attendance rules, payroll, and policias

Journey Tracker Settings
©' Configura tua iocation updaias and auinmiss

Enabio Live Lecation Feed «©

LOCATION UPDATE INTERVAL

= calo employess
Start Journay on Punch-in

All depariments

YU Ve Unsaved changes Discara B Save Changes

Cai dat Chirc nang

Enable Live Location Feed (Bat GUi cap nhat vi tri trong khi hanh trinh cda nhan vién dang dién

cap nhat vi tri tryc tiép) ra.
Location Update Interval Tan suat dién thoai guri vi tri, tir 1 dén 60 gidy. Khoadng thoi gian

(Khodng thai gian cdp nhatvitri)  ngan hon tén nhiéu pin va dir liéu di déng hon.

Start Journey on Punch-In (Bat Tu déng bat dau hanh trinh khi nhan vién chdm céng vao trén
dau hanh trinh khi chdm cong ung dung di dong.

vao)
Automatic Start Applies To (Tu All departments (Tat ca phong ban), hoac chi Selected

déng bat dau ap dung cho) departments (Cac phong ban dugc chon). Nhan vién van co thé
tu bat dau hanh trinh.

Bat dau hanh trinh (nhan vién, rng dung di déng)

1. Trén man hinh Home (Trang chi) cta irng dung Staff Khata, cham Journeys (Hanh

trinh). Ban cling c6 thé vao More (Thém) — Journey Tracker.
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2. Cham Start Journey (Bat dau hanh trinh), réi cham Done (Xong) trén man hinh xac

nhan.

5.20 vi

Journey Tracker
< Y o
® Ready to start Online

JAYPEE |
— ST U TE O

o INFORMATION
& TECHNOLOGY

[ ]
SECTOR 62
£2
SECTOR 63
® Ready tostart

v ® ©

0.00 KM - 0

Distance Duration Checkpoints

[> startJourney

Journey Timeline

O

No stops recorded

Man hinh lac nay hién thi On Trip (Pang di chuyén) véi quang dudng, thdi lugng va cac
diém dirng tinh dén hién tai. Dién thoai ti€p tuc guri vi tri khi ('ng dung chay nén.

.
Meo: Néu irng dung canh bdo "Battery optimization is on — tracking may stop" (Toi uu
héa pin dang bat, viéc theo ddi c6 thé dirng), hdy cham Fix (Khac phuc) va cho phép. Mot
s6 dién thoai dirng irng dung chay nén dé tiét kiém pin, khién 16 trinh bi gian doan.

L
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Thém diém dirng tai khach hang
Diém dirng ghi lai mot lan dirng: & dau, viéc gi da dién ra va cac héa don néu cé.
1. Trén man hinh chuyén di, cham Add Checkpoint (Thém diém dirng). Bang Log a Stop

(Ghi lai diém dirng) s&é md ra. Vi tri cda ban dugc dinh kém ty dong.

2. Trong Add a Note (Optional) (Thém ghi chu, khdng bat budc), ghi lai viéc da dién ra,
vi du don hang ban da nhan.

3. Cham Attach Documents (BPinh kém tai liéu) dé thém hda don, bién lai hodc anh.
Chon Take Photo (Chup anh) hoac Browse Files (Duyét tép).

4. Cham Save Stop (Luu diém dirng).

\ S

L .I'.' o Rk 1

it b
lanrnau Tramlkar _— k

Log a Stop

Recard details about your current location

Location attached when you save
GPS coordinates will be attached automatically

Add a Note (Optional)

Booked 25 bolts of cotton poplin

Attach Documents Add
Upload bills, receipts, or photos
fuel-bill.j
IPg o
28.7KB
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Két thic hanh trinh

1. Khi xong viéc, cham End Trip (K&t thic chuyén di).
2. Xac nhan bang End trip. Ban khong thé tiép tuc hanh trinh sau khi d& két thuc.
Hanh trinh dugc dong lai ciing 16 trinh, téng quang dudng va moi diém dirng. Nhan vién

c6 thé xem cac chuyén di trudc trong More (Thém) — Journey History (Lich s&r hanh
trinh).

Theo d6i truc tiép doi ngi (admin)

1. Nhap Journey Tracker trén menu trén cung.

2. Nhap Refresh (Lam mdi). Moi ngudi dang di chuyén sé xuat hién trong Live now
(Pang truc tiép).

3. Trong Journeys List (Danh sach hanh trinh), nhap biéu tugng ban dé trén mot hanh
trinh dang dién ra d€ md ban doé truc ti€p. Ban d6 di theo nhan vién khi cé vi tri mdi,

kém Activity Timeline (Dong thdi gian hoat dong) & bén trai.

i
SAYPEE
s SR e
& Journey Tracker @
* Rocorde

ording Online Bahul Verma

Ducsk tagasan B hctanty Fimatne {

sewg . - - T e p—
Cutyatwy * i
ot SECTORE3 1
RAL VIHAR —

Bes

[—r—

—~
Distance hackp
" % 4 : i
A e é i
@ AddCheckpoint o i j hisin N
¥ 1 i i et

B EndTrip iR i [ Z

Journey Timeline

Dé xem tat cd moi ngudi cung luc, nhap Live Locations (Vi tri truc ti€p) & géc trén bén

phai. Trang nay hién thi moi nhan vién dang di chuyén trén mot ban dé.
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Xem lai lich str hanh trinh

1. Trong Filters (B6 loc), chon Today (Hom nay), Yesterday (H6m qua), Last 7 days (7
ngay qua) hodc This month (Thang nay), hodc tu dat ngay From (Tu) va To (Dén). Ban

cling c6 thé chon mét nhéan vién.

2. Cac thé & phia trén hién thi Total (Téng s6) hanh trinh, Active now (Pang dién ra),
Ended (D& két thuc), Distance covered (Quang dudng da di) va Avg. duration (Thoi
lugng trung binh).

3. Dung cac thé All (Tat cd), Active (Pang dién ra), Ended (D3 két thuc) va Auto Ended
(Tu déng két thuc) dé loc danh sach, va Export (Xuat) dé tai ve.

4. Nhap biéu tugng con mat trén bat ky hanh trinh ndo. Bang hién thij thdi gian bat dau
va két thuc, téng sé diém dirng, quang dudng va Journey Timeline (Dong thoi gian

hanh trinh): moi chdng di chuyén va moi diém dirng cung thai luvgng cta chiang.

Diém durng hién thi ghi chd clia nhan vién, va ban c6 thé nhap attachment (tép dinh
kém) dé mé hda don.

+ JowneyEnced 5 Reoute Remap € »

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

Toast Stops Distance
® . 2 ama0mm

[ [rms—
Jaurnay ended mem 01119:39 pm

oG $rllm
= Journey Timeline

mi:: @ Tracking Started
Sharma Tertie, Sactcr 61

BHX $rllm

1910
L ! Deive 1 46 ki

Phat lai 10 trinh

Y,
n°>
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1. Trong bang hanh trinh, nhap View route (Xem 16 trinh). Toan b6 chuyén di dugc vé
trén ban do6 vdi cac diém dung dugc danh s6.

2. Nhan phat dé xem lai ca ngay. Chon t6c do 1x, 2x, 4x hodac 8x.

3. Nhép 3D Mode (Ché do 3D) dé xem dudng phd gan hon, va Satellite (Vé tinh) dé xem
anh vé tinh. Reset View (Pat lai ché dd xem) dua ban d6 vé nhu ci.

2 Rahul Verma

2028-10-21 - 51- 0001 o femtview (@ 3DMode X
= o T RN N DILSHAD o]
8 Activity Timeling % L e oitswAD
2 e %{7
D ackimg sane /
S Tethes, Gocts 63, Mol 4
Y P b o as p o Tk g - jf
- Hhsnp v 0 .
i o
™ stee
D
= vasuiin
i 8 ks of okl peghin %
# onisiant
i
o
133
-
||||||||||| +

L
wafirdt

_ {
\h-N"“:E" PALET VAR
; i
b -
o o
: 5
% k)
. PHASE1 B %‘
o A 2

EL
e AT st i
A g I
5 : B P
1 ® Tracking Ended 6 R\ N\ o O Gl
Shirma Toxbis, Bact i H i e s 'y
5 i3 1 ’1 ..... ‘
a
Gi ~ b 5 | e eSS NI
WwassTem @ 2 pm
5] o 1 Z: 4 8 & Fotow san Okm

Luwu y: Néu ai d6 quén két thiac chuyén di, ban co thé két thic tr bAng hanh trinh. Nhirng
hanh trinh van dang chay cling c6 thé tu déng va hién thi 1a Auto Ended (Tu dong két
thuc).

N
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Pro HRMS (tién ich bo sung)

Goi: Tién ich bd sung Pro HRMS

Pro HRMS b6 sung cac cdng cu nhan su ban can ngoai chdm cong: bang tin cong ty, co
cdu bdo cdo, gidi thiéu irng vién, theo ddi tai sdn, chinh sach va bd phan ho trg. Tién ich

nay cling thém vai trd Manager, dé trudng nhdm cé thé ty quan ly nhan vién cda minh.

.
Can g6i phu hop: Pro HRMS la tién ich b6 sung trad phi. CAc menu clia né chi xuat hién khi
da dugc kich hoat trén tai khoan ctia ban. Xem Billing & Plan (Thanh toan & Géi) dé biét
gia hién tai.

L

Tim menu Pro HRMS

Khi tién ich bo sung dugc kich hoat, menu Pro HRMS xuat hién trén thanh trén cting cho
admin va quan ly, va trong bang diéu khién clia nhan vién. Moi muc dudi day déu nam

trong menu do.

Bang tin td chirc
Mot bang tin chung cho thdng bao, 16i chao dén va chic mirng.

1. Nhap Pro HRMS — Organization Feed (Bang tin t6 churc).

2. Nhap ndi dung vao 6 dang bai. Nhap Photo / Video (Anh / Video) dé dinh kém noi
dung da phuang tién.

3. Chon ai dugc xem: Everyone (Moi ngudi) hodc Specific Department (Phong ban cu
thé).

4. Nhap Post (Pang).
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Dashboard  Devica Sotup

Grganization Time & Loave Data Dowmios d - Reparts Payrod Accoss Control  ProHRMS ~  Account

ard - Organization Feed

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

M Organisation Feed
A
Company annour

uncoments, updates and celobtalions.

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

Admin

&5 Colebrations

B

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

Nhan vién c6 thé thich, binh luan va luu bai dang. Thé Celebrations (Chiic mirng) hién thi

sinh nhat va ngay ky niém lam viéc hém nay va sap tdi.

So do td churc
Org Tree (Sg @6 t6 chirc) cho thay ai bdo cdo cho ai.

1. Nhap Pro HRMS — Org Tree (So d6 t6 churc).

2. Nhap Create First Position (Tao vi tri dau tién) (vé sau la Create Root Position - Tao
vi tri goc).

3. Chon nhan vién trong Link to Employee (Lién két v&i nhan vién), roi dién Position
Name (Tén vi tri), Department (Phong ban) va Designation (Chuc danh).

Responsibilities (Trach nhiém) va anh la khéng bat bubc.

4. Nhap Create Position (Tao vi tri). Dung Add Direct Report (Thém cap dudi truc ti€p)
trén mét vi tri d&€ ma& rong sg d6 xuéng dudi.
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Create Root Position

Configune posEicn BetMs and prgkyes ok

Link to Emplayre.

MOt vi tri cé thé dé tréng cho dén khi ban tuyén ngudi. Nhan vién xem sg d6 trong My
Org Tree (So db to chirc cla toi).

Gigi thiéu rng vién

1. Nhap Pro HRMS — Job Referrals (Gidi thiéu (rng vién) = Add Job Opening (Thém vi
tri tuyén dung).
2. Nhap Job Title (Chirc danh céng viéc), Description (M6 ta), Location (Dia diém) va

Department (Phong ban), roi luu lai.

Nhan vién thay cac vi tri dang tuyén trén trang Job Referrals clia ho va nhap Refer Now
(Gidi thiéu ngay) dé gidi thiéu ngudi quen. Ban xem xét (rng vién trong View Referrals
(Xem danh séch gidi thiéu) va chuyén tirng ngudi sang Pending (Pang cho), Hired (Pa
tuyén) hoac Rejected (Pa tir chdi).

Bao cdo cong viéc hang ngay
Nhan vién nhap Submit Today's Work Update (GUi bao cdo céng viéc hdm nay) va mo ta

nhirng viéc da lam. Admin va quan ly xem bdo cdo clia moi nguai trong Pro HRMS —
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Daily Work Updates (Bdo cado cong viéc hang ngay), loc theo ngay hodc nhan vién, va cé

thé Export (Xuat) chdng.

Tai san
Theo d&i mdy tinh xach tay, dién thoai va cac tai san khac cla céng ty.

1. Nhap Pro HRMS — Assets (Tai san) — Add Asset (Thém tai san).

2. Chon moét loai (vi du Laptop - May tinh xach tay), nhap Asset Name (Tén tai san) va

Serial Number (S6 sé-ri), roi luu lai.

3. Trong danh sach Inventory (Kho), nhap Assign (Giao) trén tai san, chon nhan vién

trong Select Employee (Chon nhan vién), va nhap Assign Asset (Giao tai san).

B¢ Assign Asset

Dol Latitude 5440 (DLS440-2021)

Sebect Employes”

- Korame

Méi tai san cé Assignment History (Lich s giao nhan). Nhan vién xem nhirng tai san

minh dang gilr trong My Assets (Tai san cua toi).

Tai liéu chinh sach
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Nh&p Pro HRMS — Policy Documents (Tai liéu chinh sadch) = Upload Document (Tai tai
ligu Ién). Nhap Policy Name (Tén chinh sach) va Policy Category (Danh muc chinh sach),
réi chon tép (PDF, Word, Excel, PowerPoint hoac hinh anh, t6i da 2 MB). Nhan vién m&

chinh sach va nhap Acknowledge (Xac nhan da doc), va ban c6 thé xem ai da xac nhan.

Ho6 tro nhan su

Mot bd phan ho trg cho cac cdu hédi vé cham cdng, nghi phép, tinh lvong va cac van dé
nhan su khac. Nhan vién nhap Raise Ticket (Tao yéu cau hé trg), thém tiéu d&, mo ta va
t6i da 5 tép. HR va admin xem moi yéu cau trong Pro HRMS — HR Support (H6 trg nhan
su) va chuyén ching qua cac trang thai Open (M&), In Progress (Pang x ly), Resolved
(Pa giai quyét) va Closed (b3 déng) bang Update Status (Cap nhat trang thai).

bat mot ngudilam quan ly

1. Nhap Organization (T6 chirc) = Employee List (Danh sach nhan vién) va stra théng
tin nhan vién.

2. M& budc Employment (Cong viéc) va dat System Role (Vai tro hé thong) la Manager
(Quan ly).

3. Nhép Save Changes (Luu thay d6i).
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Accass Control  Pro HRMS

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

° Edit Employee
Rahul Verma - ST-0007

Employment Details

Empioyee Coge /1D

Department * 0

Production

Status * ¢

Active

HR & Compliance

Total Experience O

@ Erpioyment

Joining Date* @

Change £ 2 Jun 2023

Designation ()
Supervisor

Office Time Policy (

Standard Office Policy (Defaul)

EPF number ()

& G o Admin v
@ Al Branches 4 Growin syt AR S S

Roview bifing

& Back to Directory

Branch*

Nokta Head Office (NOI-HQ}

Reporting Manager @

System Role* )

Managor

E51 number ©

€ Pravious Mext >

Nhom clia mét quan ly gém moi ngudi c6 Reporting Manager (Quan ly truc tiép) la

ngudi dé. Hay dat muc nay & budc Employment cla tirng thanh vién trong nhém.

Luu y: Tuy chon Manager trong System Role chi xuat hién khi Pro HRMS dang dugc kich

hoat.

Bang diéu khién clia quan ly

Khi quan ly dang nhap, ho s& vao Manager Dashboard (Bang diéu khién ctia quan ly).

Menu gom:

Trang

My Team (Nhém cua t6i)

Team Attendance (Cham

cdng ctia nhém)

Team Leaves (Nghi phép cula

nhém)

Quan ly lam gi & d6

Xem moi ngudi bao cdo cho ho, cung chirc danh, ngay vao lam va

trang thai.

Kiém tra chdm cdng va cac lugt chdm céng hang ngay cdia nhom, va

xem xét yéu cau diéu chinh chdm cong.

Xem xét don xin nghi cila nhém va duyét hoac ttr chéi.
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My Team

Emplayeas who report 1o you and their detalis,

| TOTALMmBtes seTvE ACTIVE o, MEw e
100% &gy 100% 2 0 % & 03 0%

Team Mambars i £ Refresh Q1 Search team members.
Empicyee Designation Joining Dt o

Amit Kumar Machine Operator ~0+
A riooer pesving 1 7024-01 08 PR

Suntia Pl Quatity Inspector i
B ot bl 7 2022-11-21 e

Imran Shaikh Maching Opéralor
B oo cEhERAL 220250403 TV

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

Duyét don xin nghi
1. Nhap Team Leaves (Nghi phép clia nhém).

2. Nhép biéu tugng con mat trén mot don dé mé Leave Request Details (Chi tiét don

xin nghi).

3. Nhap Approve (Duyét), hodc Reject (Ttr chéi) kém ly do.

Leave Request Details

A Amit Kumar

HST-0002

s starvs
Casual Leave Pending

oM

il
2026-10-28 2026-10-28

REASON FOR LEAVE

“Bocior appeintment”
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Mot don nghi can ca quan ly va HR duyét. Sau khi quan ly duyét, don hién thi "Approval
Pending from HR" (BPang ch& HR duyét) cho dén khi HR duyét lan cudi. Néu mot trong hai
bén tur chGi, don nghi sé bi tr chéi.
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G6i, thanh toan va ho tro

Goi: Tat ca cac géi

Chuong nay cho biét nai xem gdéi clia ban, cach nang cap, cach thanh toan va tai héa

don, va cach nhén trg gidp. Chi Admin mdi thay huy hiéu géi va c6 thé nang cap.

Xem goi hién tai
Géi chia ban luén dugc hién thi & dau trang, cing sé ngay dung thir con lai.

1. Nhap vao huy hiéu géi & géc trén bén phai.

vy

Dashboard  Device Sotup Grganization Time & Loave

@ Al Branches

5 Autopay is inactive. Set up sutopay of choose 3 cne-time subscription payment.

P Welcome back, Admin!

& Rafresh
Bl Suncay, 18 October 2026 - You'ro all caught up! o panding #ctions require your attention Toda)

Total employees o Prosent today o Ansent today o

Late today & onleave

Map view View details Recent Punches

e o 5 onze (o) A
- il s i gt ¢ o
- . 7 go8 - KR Kn::l!a.lfao
R CHANDNI ANAND VINAR il
— HANDH agrous s AT i
CHOWK L - Amit Kumar
x aredt o L sl
PAHARGANI i aryas
anvacans e
blakiin 16
57" omo3 py Tanul Verma
IER NAGAR s SHIPRA SUNCITY Main Extrines
tex i PATPARGAN LA
g owos  wg MemaJosni
‘ . LP.EXTENSION w. SR Y
MAND! HOUSE P —
il e E e omop 1 'mren Shalkn
e SE Rtk Manus! Encry
3 B 1 ]
L PAMDAYV HAGAR MAYUR VIHAR g 3 - _
Googe  New Delhi arEs A PHASE | el X oooo pu PooiNar
Late arrivals 1 Upcoming Leaves 1 Vi A Celabrations
sp  SunitaPatl e Wy Meha Joshi e
 at 0824 Caual Latve

15 Imran Shalih

A Mamin -
» ADMBISTRATOR

Halp b Suppert
Rerview biling
A pdd Emplayes

B

2. Trang Manage Subscription (Quan ly g6i dang ky) s&é ma& ra. Trang nay hién thj tén

g6i, s6 ngudi dung va thiét bj dugc phép, va s6 ngay dung thir con lai.

3. Trong Included Features (Tinh nang di kem), ban thady moi mé-dun ma gdi clia ban

bao gom, nhu Attendance Tracking (Theo d&i cham cong), Shifts (Ca lam viéc),

Leave Management (Quan ly nghi phép), Payroll (Bang Iuong) va Employee Login

(Pang nhap cho nhan vién).
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Admin £
A ADMOASTRATER

srare Q1 Soarch featuros ek All Branches
ﬁxm\m a
Dash Devica Setup i Loave Data © d parts: Payra Accoss Control  Account

ard - Subsscrigtion

5 mutopay s nactive. Set up autopay Gr Choose a one-time subscription payment. Rerview biling
Manage Subscription
Bing & Plan
Growin
ak: 15 days remaning
Included ieatures £ Modules
o o a B
Attendance Tracking Snifis Organization Setup Reparts
B (=] B o
Leave Management Halidays Payrolt Overtime
@

Emplayes Login

.
Lwu y: Trong 15 ngay dung thdr, moi tinh nang déu dugc ma khda. Sau thai gian dung
thir, tai khoan cdia ban chuyén sang géi ca ban va mot sé tinh nang cé thé bi khda cho dén
khi ban nang cap.

N

Nang cap g6éi

Hay nang cap khi ban can thém nguai dung, thém thiét bi hodc mét tinh nang dang bi
khéa.

1. Tai Manage Subscription (Quan ly géi dang ky), nhap Browse Plans & Upgrade (Xem
cac gbi & nang cap).

2. Upgrade your plan (Nang cap géi) hién thi cac g6i canh nhau, kém User limit (Gidi
han ngudi dung), Device limit (Gigi han thiét bi) va tinh nang. M6t géi dugc danh
dau Recommended (Khuyén dung). Mot s6 goi bao gém tién ich bé sung nhu Pro

HRMS hodc Journey Tracker.

3. Nhap nut trén go6i ban muén. O géi hién tai cda ban, ndt nay la Manage or renew

(Quan ly hodac gia han).
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aillReninive Q Soarch features . @ Al Branches

Upgrade your plan & Goback
Unlock premium features and scale yous ofganization with Staff Khata,
Recommenden
B e i B S s 7 R v
50 1 750 50 1,000 100

Change to $tarter Manage or renaw Choose Pro

Hoan tat thanh toan

Clra s6 thanh toan cho phép ban chon:

Tay chon Chilrc nang

Monthly (Hang thang) Tan suat ban thanh toan.
hodc Yearly (Hang nam)

Purchased seats (S6 S6 ngudi dung ban tra tién. Hay du tru cho nhan vién sé tuyén thém; hoa
suat d3 mua) don clia ban tinh cho tat ca s6 suat da mua.
Add-ons (Tién ich bé Cac md-dun bd sung, nhu Pro HRMS hodc Journey Tracker, ma goi cGia ban

sung, khéng bat budc) khéng bao gom.

Autopay (Thanh toan ty  Danh cho cac géi hang thang thanh toan tai An D6. Bat dé tu ddng gia han
déng) moi thang ma khdng can nhap lai thdong tin thanh toan. Tat dé€ thanh toan

mot lan, khdng tu dong gia han.

Order summary (Tom tat don hang) hién thi sé tién ban trd hém nay, da bao gém GST, va
udc tinh cho lan gia han tiép theo. Nhap nut thanh todn va hoan tat thanh toan trong clra

s6 thanh toan bao mat. Xem Billing & Plan (Thanh toan & Goi) dé biét gia hién tai.
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Lwu y: Thanh toan ty déng khong kha dung khi vugt qua mot murc tién hang thang nhat
dinh. Khi d6, viéc thanh toan sé tu dong chuyén sang thanh toan mét lan.

Quan ly thanh toan, thanh toan tw dong va héa don

1. Nhap Account (Tai khoan) — Billing & Plan (Thanh toan & Géi). Trang Billing &
Subscriptions (Thanh todn & Géi dang ky) sé md ra.

2. Current subscription (Goi dang ky hién tai) hién thi géi cdia ban, thanh toan tu déng
c6 dang bat hay khéng, Purchased seats (S6 suat da@ mua) va sé ngudi dung dang
hoat dong, Current period (Ky hién tai) va Next renewal estimate (Ud&c tinh lan gia

han ti€p theo).

3. Nhéap Change Plan (D6i géi) dé chuyén sang goéi khac, hodc Renew plan (Gia han goi)
dé thanh toan cho ky tiép theo.

4. Néu thanh toan tu dong dang tat, nhap Enable Autopay (Bat thanh toan ty dong) dé
thiét 1ap. Ban xac thuc mot khoan thanh toan nhé dé cac héa don hang thang sau

nay dugc thu ty dong.

5. Billing History (Lich sir thanh toan) liét ké moi khoan thanh toan. Loc theo All (Tat
cad), Successful (Thanh cong), Pending (Pang cho) hodc Failed (That bai), hodc tim

theo ma giao dich hoac s tién.

6. Nhap Invoice (Héa don) trén bat ky hang nao dé tai héa don PDF clia khoan da6.
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[ Auiopay is mactive. et up sutopay of choose a one-time subseription payment. — Rewewbil ng

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

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

Meo: Nut Review billing (Xem lai thanh toan) trén bi€u ngit thanh toan tu déng & dau
bang diéu khién cling m& cuing trang nay.

Néu goi dang ky cla ban hét han, théng bdo Subscription Inactive (Go6i dang ky khéng
hoat déng) sé& chan bang diéu khién. Nhap Proceed to Payment (Tiép tuc thanh toan) dé
thanh toan va khoi phuc quyén truy cap.

Nhan trog gitp va tao yéu cau ho tro

1. Nhap vao anh ho so clia ban va chon Help & Support (Trg gitip & H6 trg), hodc nhap
Help & Support & bén phai thanh menu.

2. Contact support (Lién hé ho trg) & phia trén hién thi s6 dién thoai ho trg, dudng day
néng va email cda chdng toi.

3. PEtao yéu cau ho trg, nhap Raise Ticket (Tao yéu cau ho tro).
4. Nhap Subject (Tiéu dé) va md ta van dé trong Description (M6 ta).

5. Trong Attachments (Tép dinh kém), ban cé thé thém téi da 5 tép (JPG, PNG, PDF
hoac DOCX, mbi tép 2 MB), chdng han nhu anh chup man hinh.

6. Nhap Submit Ticket (GUri yéu cau).
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Raise New Support Ticket

Subject
Paysip thows the wrong depariment

Description *

Wk Please help s update it]

Attachmants |optionall

Yéu cau cla ban dugc luu véi mot Ticket ID (M3 yéu cau) va xuat hién trong Support
Ticket Log (Nhat ky yéu cau ho trg). Cac thé & phia trén dém s6 yéu cau Open & Pending
(M& & Bang chd), In Progress (Pang xur ly) va Resolved & Closed (Da gidi quyét & ba
déng). Nhap vao mot yéu cau dé xem chi tiét va trang thai, chuyén tlr Open (M) sang In

Progress, Resolved (Da giadi quyét) va Closed (ba dong).

0 Ticket #TCK~ """~
Ticket

ralsed successfully
STATUS REQUESTER
Open Admin
CREATED LAST UPOATED
180012076, 1138 pm 180xt 2026, 11:38 pm

sunster
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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Luu y: Yéu cau Help & Support do Admin hodc HR tao. Nhan vién va quan ly nén nhd
Admin ctia cong ty trg giup trudc.
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~ r BN o Y 7 ~
Cau hoi thuong gap va khac phuc su co
Goi: Tat ca cac goi
Cau tra 16i nhanh cho nhitng cau hoi khach hang thuong héi nhat. Néu van dé cta ban
khong cé & day, hay tao yéu cau ho trg tir Help & Support (Trg gilip & Ho trg) (xem Goi,
thanh todn va hd trg).

Cham cong va thiét bi

Nhan vién khéng thé cham céng tir dién thoai

Hay kiém tra lan luot:

1. Cham céng bang dién thoai da dugc bat cho ho. Trong Organization (T6 chirc) —
Employee List (Danh sach nhan vién), m& menu hang cta nhan vién va dam bao
chdm céng bang dién thoai dang bat. Néu dang tat, rng dung hién thi "Mobile
punching disabled" (D& tat cham céng bang dién thoai).

2. Pa cho phép vi tri. Trén dién thoai, dich vu dinh vi phai dugc bat va irng dung Staff
Khata phai cé quyén truy cap vi tri.

3. Ho dang & trong hang rao dia ly. Néu (rng dung bdo ho & ngoai ban kinh cho phép,
nghia la ho dang & quéa xa van phong. Kiém tra vi tri va ban kinh cia chi nhanh trong

Organization — Branch (Chi nhanh). Xem Cham c6ng_bang_dién thoai.

4. G6i chia ban c6 bao gom dang nhap cho nhan vién. Nhan vién dang nhap vao rng
dung bang tai khoan riéng. Néu géi clia ban khéng bao gom dang nhap cho nhéan

vién, ho sé thay "Employee login is locked" (Pang nhap cho nhan vién da bij khoa).

Thiét bi sinh trac hoc hién thi ngoai tuyén

Kiém tra mdy cé dién va internet, va dia chi mdy chi d& dugc dat nhu hudng dan trong
How to connect (Cach két n6i) tai Device Setup (Thiét 1ap thiét bi) - Manage Devices
(Quan ly thiét bi). Kh&i déng lai may sau méi lan thay déi. DI liéu chdm cong luu trong
lic mdy ngoai tuyén khdng bi mat: dung Data Download (Tai dir liéu) —» Download data
from Devices (Tai dir liéu tur thiét bi) dé |ay vé cho bat ky khoang ngay nao. Xem Thiét bi
sinh trac hoc.
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Meo: Hay bat canh bao WhatsApp cho thiét bi ngoai tuyén trong Organization —
Company — Notifications, dé ban dugc biét ngay lap turec.

Nhirng thiét bi sinh trac hoc nao dugc hoé trg?

Chi thiét bi sinh trac hoc Realtime. Cac thuong hiéu khac khong két n6i dugc véi Staff
Khata.

Nhan vién da cham c6ng nhung thai gian bi sai hoac thiéu

Hay stra trong Time & Leave (Thai gian & Nghi phép) = Manual Punch (Cham cong thu
c6nq), hoac duyét yéu cau diéu chinh ctia nhan vién trong Regularization (Biéu chinh).

Xem Cham céng_hang_ngay.

Tai khoan va dang nhap

Toi quén mat khau

Trén trang dang nhap, nhap Forgot password? (Quén mét khau?), nhap email cong viéc

va lam theo ma dugc giri dén ban. Cac budc day du cé trong Bang ky va dang_.nhap lan

dau.

Nhan vién quén mat khau

Admin dat théng tin dang nhap cho tirng nhan vién khi thém ho. Hay sira théng tin nhan
vién tr Employee List (Danh sach nhan vién) dé dat mat khau mdi, hoac nhan vién c6 thé

dung Forgot password? vGi email cia chinh ho.

T6i khéng nhan duoc ma dang ky

Hay chd bd dém gid két thac, réi nhap Resend Code (GUri lai ma). Kiém tra thu muc thu

rac, va ddm bao sé dién thoai c6 thé nhan SMS.

Lam thé nao dé ddi ngdn ngii?
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Nhap vao anh hé so cla ban — Language (Ngon ng), va chon trong 55 ngon ngir. Trudc
khi dang nhap, hdy dung nut ngén nglt & goc trén cla trang.

Bao cao va dir liéu
Mot nhan vién khéng c6 trong bao cao

Kiém tra branch switcher (b6 chon chi nhanh) & phia trén. Néu dang chon mot chi
nhanh, ban chi thdy nhan vién cda chi nhanh dé. Hay chon All Branches (Tat ca chi
nhanh).

Kiém tra nhirng ngudi ban da chon dua vao trong bé loc clia béo céo.

Kiém tra nhan vién dang & trang thai Active (Pang hoat déng) trong Employee List,
va ngay vao lam cda ho trudc khoang thdi gian ctia bdo cao.

Lam thé nao dé xuat bao cao?

M& bdo cdo va dung menu Export (Xuat) dé tai vé dudi dang Excel hoac PDF, hoac dé in.

Xem Béo cdo.

Vi sao moét muc menu bi khéa?

6 khéa nghta 1a géi ctia ban khéng bao gdm tinh nang dé. Nhap vao huy hiéu géi dé xem

go6i clia ban, hoac xem bang bén dudi.

Diéu gi xay ra khi hét thoi gian dung thur?

Tai khoan cda ban chuyén sang géi co ban. D{t liéu cGa ban van dugc gitr nguyén. Nhirng

tinh ndang ma goéi md&i khéng bao gom sé bj khéa cho dén khi ban nang cap.
Ai duogclam gi

Ngudi dung HR dang nhap vao cung cac man hinh quan tri nhu Admin. Quan ly
(Manager) can tién ich bé sung Pro HRMS.
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Tinh nang

Bang diéu khién

Céng ty, chi nhanh, phong
ban

Quy dinh chadm céng va gio

lam viéc

Thém va stra nhan vién

Thiét bi sinh trac hoc
Ca lam viéc va lich phan ca

Cham cdng hang ngay va
cham cong thd céng

Cham céng vao vara

Nghi phép

Ngay lé

Bang luong va tién luong

Bao cédo

Canh bdo WhatsApp va tich
hop

Huy hiéu goéi va nang cap

Yéu cau Help & Support

T6i can goi nao

Admin

Toan céng

ty

cé

cé

cé

cé
cé

Co

Thiét lap va
duyét

cé

cé

cé

cé

cé

Co

HR

Toan céng
ty

co

co

co

Cco
Cco

Co

Thiét lap va
duyét

co

co

co

Cco

Co
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Manager

Nhém clia minh

Xem nhém cla

minh

Xem nhém cla

minh
Cé

Duyét cho nhém

clla minh

Employee

Cdia riéeng minh

H6 so clla minh

Cla minh; yéu cau
diéu chinh

coé

Xin nghi

Phiéu luong cda
minh



Méi cdng ty m&i déu c6 15 ngay dung thd véi moi tinh nang dugc mé khéa. Sau do:

Tinh nang

Cham cdng tur dién thoai va thiét bi Realtime, bdo cdo hang ngay, chi nhanh,
phong ban

Nghi phép, ngay I&, lam thém gi&, nhiéu ca lam viéc

Dang nhap cho nhan vién trén web va di ddng (tu phuc vu va cham céng qua
rng dung)

Bao cdo hang tuan, hang thang va hang nam, cac bao cdo nang cao khac,
Access Control (Kiém soét ra vao), Data Download (Tai dir liéu)

Bang luong, tién luong, hoan rng, phiéu luong, bao cao theo quy dinh

Vai tro Manager, bang tin cdng ty, so d6 to chir, tai san

Theo ddi truc ti€p nhan vién lam viéc bén ngoai

.

Billing & Plan (Thanh todn & Goi) dé biét gia hién tai.

L
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G6i can c6

Tat ca cac goi

C6 thé can gdi cao
hon

Cé6 thé can gdi cao
hon

Goi tra phi c6 bdo
€ao nang cao

Goi tra phi c6 tinh
luvong

Tién ich b6 sung Pro
HRMS

Tién ich b6 sung
Journey Tracker

Can g6i phu hop: Cac goi va néi dung ctia ching cé thé thay d6i. Nhap vao huy hiéu géi
— Browse Plans & Upgrade (Xem cac géi & nang cdp) dé xem danh sach hién tai, va xem



