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3 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment.
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3. =i Save Changes (RFEX).
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5 Mutopay is mactive. Set up sutopay or choose 8 cne-time subseription payment.

Company Settings
Manage you

nage your company preferences, aendance ruies, payroll, and policies.
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Date Display Format (HHEAZE/R4&30) # Interface Language (FREIES) 7E EMETEIREN
EigE. RESENLSERFTEANAZTEEN, AGRE Save Changes ((REEDN).
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Regional & Locale Settings

TIMEZONE

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

DO-MM-YYYY - English

Payroll & Tax &I+

Payroll & Tax ((rA5#i53) MMREEENITEREAL (E21EH). PF. ESIFMIBREIRE, U
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1. =i Organization (4%%) — Branch (332#1139), EHIT{EXEE—1 Main Branch
(IE\I:IIZ)O

2. fIzTHIRE (), < Edit (4%8).

3. BINEMEY Branch name (93242 FR) . fE%2H) Code (fLF5, 5140 "NOI-HQ ) A0
Address (ihit),

4. WNERFGZTVEGAZRINEILAL, JEFE Primary branch (£ 324114) .

5. FFig Geo-fencing (MIEEI=), AFIKENE: < Locate me (EfiFk), A
Latitude (%) #0 Longitude (&), HaftEREE .

staffkhata.com/guide - 17/ 114


https://staffkhata.com/guide/zh-CN/payroll?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=zh-CN

6. A Radius (m) (#1&, X): RIBEFIZEET R,
7. sk Save Changes (REEX).

Edit branch
Name, code and address ane required

Branch name Code
Neiga Head Office NOE-HG

Address
Pt 42, Sector 63, Nolda

Primary branch

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

Lacatian & Locateme

Latitude Longitude Radius (m)
28.6270 77.3750

/ﬁﬂﬂﬁﬂﬂiﬁ’. ') 1H, \EE Add branCh (ﬁﬂﬂﬁi‘i*ﬂﬂ), iE‘ﬁ*El_JE,J%EX) I /|£\\$ Add
branch,

R FRBEDIRN S50 K, FHGPS EERRBERR, FRI/NAIESHRIEECSHIN
EBFTET

FRE DA E R ER HMIBE= SR BREYIRP. ERATREM=FI D AmTRas (Al
Branches, FiE0X#t) AI—REE— M DXNMHENEEEER.
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3 Awopay is mactive. Set up sutopay of choose @ one-time subscription payment. e Faview bill ing
@ Branches
Your office locations, S1aff can be Iimited to punching In near their branch
Branches
@ Dehi Showraom DEL-01 [ et
@  Noida Head Office | Prmary NI HE Pigt 42, Sector 63, Noida €O =

WIRE= RN IE AR EEAE. 152HZ ZHN A EIEE.

ANIERI JANER L
HIIRENEN. RUESIEAPHRUIEN, RERETABNARH L,

1. s Organization (4H47) — Department (7). RLBENERIETHER T,

2. BRAEAEIVRMERGL, BITAEITHRE () H=E Edit (4%i8). 7E Designations
(BAfi1) TFHAIRMIZTR, =i Add designation GRANER{I) AEFRMT—N, REa
i Save Changes (RTFEX)-

3. ECIEMERN, ERT Add department (FA0ERI]) , A Department name (&571%&
), AINEERGIHRTE,

4. BFRIEM Departments (EB]7]) t#EI Designations (BR{i), BIRIEBABFHIFAEER
(UK ELFRIEERI o
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Admin
» ADMDRSTRATOR

Halp & Support

R 0 Search featunes. uyl All Branches m a A
EHATA a -

ga;hpw% Devica Setup Organization Time & Loave Data Download Reparts Payrofl Accoss Contral  Account
@ » Dashboard © Department

5 Mustopay is mactive. Set up sutopay of Chonse 8 one-ime SUbSErption payment.

Departments
“four teams and the job Wies In each

Designations 5 P Q Searcn

Detignation Departmant Statt

Supervisor Production 0

Maching Operator Production o

Quality Inspector Production ]

HR Manager Human Resources 0

HR Exocutive Human Resourcos o

Mesahep) o Support +3179BZ07I270 S Hewior 91 o840 (3 Eman woponBsatknaiacom  © 02 St Khata s Aumngance

ETFR, wECNZENINA T 2B EEE,
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E AN A B BB

ER. FREER

ZEFNRTE Staff Khata 40 BE—RITR: FABRMIE. REINZLD, UKRGETIAILIE
MEITFo DARBEIEERNAE R TRERE]. FRWERE,

B E RN

1. /i Organization (4H43) — Company (A8]), FAG+T7 Attendance Rules (ZEh#l
M) &R,

2. ABREEZNAN (RTR).

3. 7t Absent Day Deduction Penalty (fRE1107%) ', WNSRTHERENIFRZ DRI
R, BEIEE 1,

4. mik Save Changes (RFEX).

llRerimime ©, Search fasturs " @ Al Branches froi
g 0 ] .t
P Grganization Ruparts ¥ PE
o ‘Company
5 Auopay is mactive. Set up sutopay of choose  one-time subseription payment. — Rewviewbising -
Company Settings O Rosot
MANGE Yoir Company prelorances. atendar

Attendance Rules
O Conngure auamatic pur

@ Journey Trackes Enatiie Aute Punch-Out

Enabie Overtime Tracking
Pisccet ovstime hoars worked bes

Enabie Live Attendance Notifications

Start Journey on Punch-in

1¥:

Geo-Fencing Paramaters
O s il s

Enabie Geo-Fencing ou have unsaved changes Discard m Branch-wise Rube

RE ER

Enable Auto Punch-Out (BEBEI T WMERATITIE TR, RFGsEm £ 11:59 BoiAEFT+,
+*)

staffkhata.com/guide - 21/ 114



RE ER

Enable Overtime Tracking (BAMIHE  IEREBEHIDXNTIERNK, UEEHFEPZM. MEIHEHS
x) BENDR, HEEEANINEE IR E,

Enable Live Attendance Notifications 7£ Admin #1 HR BY(XFRIR E L E BN~ ENE X ERER
(B FLRZ @A) A T T &,

Start Journey on Punch-In (E¥FFT-RES  {GEFTF Journey Tracker iR . 1EZI07 Journey,
FR1TIE) Tracker

Absent Day Deduction Penalty (fREhi1  ERTHRENMOPRAITEREL, M0 ZI 30,

)

HFEHI2E=

shIBEIF= A LARGLE R TR TRt m i@ A% s AR 4T o

1. ERE—EWHEH, [ TRRZE Geo-Fencing Parameters (tIZE=S0) .
2. FF/2 Enable Geo-Fencing (ERMIZE),
3. EENAR:

Branch-wise Rule (o ZAaxIN) : SO ZAMERESHAENFR. 77
Apply to Branches (AT X241) FEESZNE, MREEZ MR, XER
(ESFiEN

Apply AllEmployees (WAFFrERT): FAE AERE—MIE. %\ Geo Fence
Radius (Metres) (tIEEF=412, K), A5/ Set Map Location Coordinates
(& EMENIEAT) &,

4. mik Save Changes (RFEX).
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lllRentime Q Soarch featuros " B Wil Branches & Grown asamenn [ERAREPNIC R
AMLICPLTING i -
o o Setup Ruparsc  Payroll - AscessGonrol  Account Help & Support

Grganization

Enable Overtime !m:klng -~

Enable Live Attendance Natifications ©

Start Journey on Funch-in

1

@ Geo-Fencing Paramaters

Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

Apply
£

2 Apply to Branches - 2
N

Manage Branches

100

#AE: {#F Branch-wise Rule BY, i55t7E Organization — Branch TAE N2 2R EE
FIMF R, BERAIRELHAR,

T AERMR TN AZEER, 7E Attendance & devices (FE151%%) TEENHPIH
K AHIEE,

1%E$E WhatsApp {EE

£ Notifications (G&@X1) &Lk, EEILF/E WhatsApp B Daily Attendance Summary
(EHZEHE). Monthly Attendance Summary (EBZ##§%) # Device Health
Alerts (IRFIREIREE) . 15517 WhatsApp FI&ERL.

e DUYNR G &

AR BB ERIG B TERATE], URTENKABHAINEERIRE, EHE— I BERSKAMR
B ABERIABER,

1. &= Organization (4H4}) — Office Time Policy (IABYEIEE) .
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2. i Create First Policy (BIZE—1HH) (MREBEEE, N=E Add New Policy,
ANIFTEER) o

3. % Policy Name (BUERZ#R), 540 "Standard Office Policy", 1R IBIERNERTFr
BSERIMBENA, 15FSE Default (BRIN) FB.

4. 7t Grace periods & working hours (ZE[REYE]S TIERIK) T, LUNESFID#hisERY
8]

wE {EF
Permitted Late Arrival G TR LB R Z A M AEARC RS, a0 15 535,
(RIFIRE))

Permitted Early Departure (2iF R ITAILURRIZABHAMAEIFICHREIER, F19010 5%,
BiR)

Half-day threshold (¥X[E1{&) TRKEFIER, HXREFX (HW7/08),

Absent threshold (f£hE{&E) TR TFULER, HRAFCHERE (BI04 /08Y) . IERIFER
FHFREE.
SHIRFINE

FAtEINRER 2 B B 4% A 30ERo

1. FF/= Monthly late deductions (& AREHIR) .

2. %#% Deduction source (3OF&3EJE) . Attendance (£, If&HEIXE) X Leave
Balance (CL) ({BRHAREN, fOBRZER)-

3. 1% & Monthly late count (EHIRE|X%ER) # Cut Days (HFRXED). a0, 3 1&RR
— M BREIRE 3 x30kE—XKo

o R A SR AN

7T Late arrival rules GREIFRM) T, =i Add rule GZH0FRNI), %\ Duration (BY) 3
4% Cut Days (fRK%E). 5Ia0, REFET 1/)\6F30k% 0.5 (Half Day) (0.5, *X). &=%H]

staffkhata.com/guide - 24 / 114



AN 4 ZFN, Early departure rules (RR#N) egiEAHGETUEHESEE WR
XNt EERERE B ER, 15FFE Apply on weekly offs (FEEREKEHNA) -

Add New Policy *
Grace periofs, working hours and deductions.

) e to s this paticy 7

Palicy Name *
‘Standard Office Policy

Detauly [ @]
Grace periods & working hours
Permitted Late Arrival Fesmitted Early Departuse

0o Vo 15 minhes o0 Hours ;10 minctes
Half-day threshold Absant threshold

o7 . 00 mEmaes od Hours 00
Betow this: half aay, unless marked ol baent. Below hsen. Keep bedor oy '

Attandance & deductions
Monthly late deduciions. [ @)

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count Cut Days
3 £3 1 -
»
Late arrival rues 1074 + Asafule

Apgty on weekly ot
e T
Duration Cut Ds

S s

. =i Create Policy (BIZREE).

ZBER=BRESIRSD, FIHELRE Ei&_\ FRITRENET 8], BEERFIAKE, BITHED
BUEERTTRE (-++), =i Make Default (& HEIA),

JI‘REHL'IINLE' ) Search featuns. L] @ Al Branches w = .
e Office time policy created successtully

Dashboard  Device Sotup ‘Organization Time & Leave Data Download Reports Payrodl Access Control  Account Halp & Support

@ » Dastboord © Office Tame Policy
5 Autopay is mactive. Set up autopay of choose @ cna-time subscription payment. Rrview bifing

Office Time Policy

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

Office Time Policy 1 Q Search palickes by name
Pobicy hame Late Arrival Esely Depaure Hait Dy Ansent Deductions
Standard Office Policy  Defasmt 00:15 00:10 07:00 0400 Deduct From Attendance

Nesahwlp? % Support sS179B20 72270 S Holplok +91 TOE5700640 (3 Emak wopon@stafknaiacom,  © 02 Seaff Khata - Anandance Control Platiorm S
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IBR: BRI FNEETAN) EERAENREIZH? HEEE-NEE, HERNSFEX
Lt 53 TBY7E Office Time Policy (D ABYEIEER) FERHIEEFE,

ETR, AINERRT,
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05

N far =

HAINAEEGT

EL. FBER

ANBRTE=fMA: A Add Employee GRINGT) REZFNAHM. M Excel XHESR
N, BREBFLIATEITEESEERE,

AT

=i Organization (4A4%) — Employee List (5 T%%). Employee Directory (R TER)
KETBEANES. 2], KAAXIKS. FH Add Employee (AIIATI), HREHE
1189873 (More ways to add, EZRMAT) EASIMNFRFHSG .

RI—&5T

Add employee (FISiT) REDAOD, FESHFERAMRT, HRAUFBGFES,

$ 1% Personalinfo (TAEE)

1. %I\ FirstName (#). LastName (%) #1Work Email (T{EHFFE).
2. WNFEZRMAEBA Contact Number (BXREEIE), HFMRALELEEL.
3. 1 E#4A Password (%3), RITERGERILUBITEN.

4. 175 Gender (1%%!), Ale=d Next (F—%),

% 2%: Employment (BAEER)
1. ¥ Employee Code/ID (RI4k=S/ID) BT, RASRIEEAGENKAERES. 5SIH
BB AS],

2. 1% Joining Date (NEREHR), #A/51%3% Branch (99Z#1#). Department (Zi7]) #0
Designation (BR{i),

3. % System Role (R4iAE)., KZ¥AETH Employee (RT), M1REFEIBECH
£ 67

4. Office Time Policy (DAREIEER) =ERERRIABER, FIFESZIEEMECR,
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5. Reporting Manager (BE/42). EPF number (EPF S#3) #1ESI number (ESI S%5)
FEIET, M Next (F—%F),

aflBeautive 1 Saarch faatisn .k 4B All Branches & Growin |15idays kit O R ™
ks LT —— W AORRRE TR
Dashbs Device Setup Time & Loave Data Download Reports Payros Accoss Control Account Holp & Support

Organization =~ Time & Leave ~  Data Download ~  Reponts T
Acd EmpHoy
5 Autopay is mactive. Set up sutopay or choose a one-time subscription payment Rarview bifing
) Add employee € Back to Diractory
WP Flil in the basics first — you can add the rast later
© employment
Employment Details
Employee Coge / 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 ©

% 3% Bank & education (SRIT75#T)
BITEERATARIR, XFAIFDIYNIEIEN, mE Next (F—F),

% 4% Attendance & devices (E#H5i8%)

%E ER

Disable Attendance Tracking ((FHZ#IER) Rz 3 THIBREZ EhfNIRERZ 90

Enforce geo-fencing (GEf|HthIEE =) QEEED NIRRT E4 8.
Require Attendance Approval (EZEEEH) ZHFRAEHRMEAIFENTE,

Devices (1%%) ZA TR LT RREMIRS)IRE.

mi Add employee (FMIRTI). iR ITawmaEBCCHES HIIEYIFRH,
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siare 0 Search features
'iacm\m
Dashboard  Devica Sotup i

Add employee
FIIl I the Basics first — you can add e rest later,
< Parsonad info

Attendance
Disable Attendance Tracking
Enforce geo-fencing

Require Atendance Approval

endance & devices

M Excel SAGRT

1. =ifi Add Employee Z1889873k, 1%+ Import from Excel (M Excel EN),

Data Download

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

Reparts

Biometric devices
Devices this employes ©

8 8

2. 7£ Get the template (3REXfEiR) T, =i Excel template (Excel #%iR) (3§ CSV
template, CSV1EiR)., EiREEFRETIF=1TRH,

3. BERRTITERRA,

(==

F1T

_Ao 1%%*5‘@??0

4. 7£ Upload your file (EfE>) T, BRGNS E browse (X%E) . 215 Excel 3%

CSV, &K 2MBo.

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

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

@ Employee Directory £ Refrosh
W Everyona in your organisation, with thedr department, $1atus and #Ccass.
3 Invite Employee
Employees 7 2active Qimactive 1isinedinthe lan 30as | 7 Fiers: || Q s{ & import fromgxcel
Empioyee Deparimant Caontact Staties
Rahul Verma Preduction ralul vermaEanarma - taxties o A
RV sr.0001 Suparvisor ~316000000002 O aive
A Admin  Admn = W) Active

ADM - FYMULAGE

Neeaneip? % Support *H1798I0 71270 S Holplow +91 706700540 [ Emai wppon@aafikhatacom  © 3020 Stadf Knata - Anendance Control Plasiorm

Import Employees
Add many employees at once from o spreadshivet,

1 Getthe template
1t hats every comn and Ehies example s, Replace the ecamples
W your PmplaYeEL, Orek per row, 3nd ke B header row.

D Exceltempiae CEV remplate

2 Upload your file

& :l;i;l:i‘luxll\-s'slsﬂl.csr Chaagd ¥

SHIEE R THSNITRRBENGRESEIRERS. NRBITEAKY, Staff Khata 21E
Rows that need fixing (FZEIEMNTT) THIHXLET, B5E FENXEHREEEN], AEHE
RENIZX o

RBR: BiRPEEREY, FN—7N8A password BFIENR] AEAI R TIEBAEE, R
EBEIY, RESIGE—MVERIAZE, FiERER TEEREENZL,
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BiIFRTHITHEER
RIEFESHEDN. ik, RARRANETER.

1. =i Add Employee Zi1V573k, 1%+ Invite Employee (Zi55iT).

2. 15 First Name (3%). Last Name (). Email (#f%) #1 Phone Number (EBiES
B,

3. 1%&#% Department (&fi]). Designation (ER{i). Role (F). Branch (733z#/113) #
Joining Date (NERH#A), Reporting Manager (EE4&IE) fiktiEIN,

4. B Send Invite (RiX&iE).

& Send Employee Invite

Irovil 8 niewi beam memes [0 caboard, St their depanment, role permisions, and branch
ansagment

B PERSONAL & CONTACT DETAILS

AST NA
Neha Jashi
EMAL * PHOME NUMBER *
e crmmr—
@) ORGANIZATIONAL ASSIGNMENT
DEPARTMENT * DESIGHATION *
Human Resources HR Executive
aaaaaaa
Emplaye Deihi Showroom (DEL-01)
JORNING DATE * REPORTING MANAGER
B octis, 2026 Select Manager (Optional)
el

BT BT HMER WhatsApp IEI—1NeEiE, 13T FEE, B—RMIIERERIES), ES
MAEE, KBTS, A=t Complete onboarding (SERNER) . Z5EE 7 KRB
EEaT

EERRTIAITRSE () &, EAILL

Edit Employee (4miEST): EHHER
Assign [ View Salary (9fd/EELR) . REETRAREW, BEERFAMNIE,
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Biometric enrollment (4¥)1R%1E492) : TE Realtime £¥iR5&&E LB ICEIBNE <
Fo 1B2REYHRRE

Update Password (EFED) . AHEHIZEMZEL,

Disable Mobile Punch ({ZFHZF#1#7+) /Enable Mobile Punch (EBEFEHITE): =4
HEER @Y Staff Khata o AR BRMAUEIT . fIRTRIAFBFNITE; HFR
EEYNRRINKE LT RNRT, BEHEXHA,

_mlﬂl_}_g_ﬁ‘ LTIME . G Tk wi B A Branches [ V0
Dashboard  Device Sotup Organization Time & Leave Data Download Ruparts Payros Atcoss Conral  Account Halp & Support
@ + Dastooort - Employee List

£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Riview bifing

) Employee Directory 2 fofrosh
MW =.orvona in your organisation, with thek department, status and access
Employees @ @active - @ inacsive - B joined in the lax 30 cays T Filters Q Search amphoyees.
Empicyes Departmans Cantact Status
Ny Mena Josni In:m_\:a.n Resources nena josnigsnarma: el ex... @ Active
Am At Menta Infarmatian Technology arfun.mehtashanmi -lexibes.e... @D active
KR K?V_lhfinu Human H.c.soufccs [ ok
B o © «
B) e ©
R © e
aK AR Kuenae ﬁ'ff‘"‘_m_"__‘, ) AMILKUMAE@ENTI-teTles.ox.. @ retive
Rahul Verma Production rahul.vermaggshanma - texties.e. & EditEmployee
B o i calinin s @D Actve
i kil e 3 Assmnrvmw‘s.aarv
Admin  Admin _ priyagsharma-texties example @ Active @ Biometric envoliment

& Update Passward

@ Disable Mobile Funch

[ Debete Usar

fEAYIRFM Status (ORT) AXETRERTIRNER. FRNRITEER, AsMEHHR
ko

.
FEER. OIAEMNIIMBHNALER (BEFIUTRNEAR) ARFEESANER.
BRI LEEE 15 XA, HEFrEIEEM#dl. SMEZEEE Billing&Plan (KE5E
&)

N

ETR, wEIDX. HEEA0EE,
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ER. R

ER. FRBEER

PERiISE R TR T RS E). BEFRESEAMERMNEH. HEERAEIEZEMR M- NER, BRI
RTEZNI LB aNMa] it o

g BYER

BRI TEX—FFE7E —1 General Shift (E#HE) M— Night Shift (%), ErRILIYREE
ENURRENTErE, smdE Add shift CGRINPER) FHEVDX,

1. /=i Organization (4A43) — Shift Details (HLRI¥1E) -

2. FIAEANPRIITHRE (), = Edit (K)o

3. 1% Shift name (BLXEFER), FHARNMEFEA Code (X5, i1 6s7),

4. 1%E Starts (FF48) FEnds (&R), FRELGRNRMATER"RBLER"

5. LS EAEMIILE Late punch-in allowed (#2iFRZE3T£) # Early punch-out
allowed (SIFRIRITFR). HIAIE 15 2%,

~nERAEH

1. £ Weekly off (8EKEH) T, = Addoffday CFIIAEH).

2. % Day (2HJ1). Type (ZEZ!: Full day £X=¢ Half day ¥X) #1 Which weeks (M}
JLAE) : Every week (), stBAME 1. 2. 3. 4 AHZE—A.

3. AEIMAREREEU LR Fi, SARMLESE 2% 4 ARAEN, IIBAMERT
B7 KR,

4. mih Save Changes (REEX).
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+ Add off day

®E ER

Late punch-in allowed (72iFREIFTF) R TEZIDRA LR % DD s A ARIE R 2,
Early punch-out allowed (#¥FFBiT k) RITALRFIZ Do HEAMAEITIE A RIR,
Weekly off (2EKEH) BRUPRARE R, ¥XRAKEBMEEIIER,
Sandwich rule (F#1M1) A ERB ZENESRKEBRTERE R HIER.

IRAFRIAVER

I ZMPRBIITRE, =i Make default (I8HEIA) . ZEEMHRTEHSMLYDRFIE. 51
RPHBIAYPR S B Default (BUIN) 7R, URETI(ERE. RERNEMESEKEH.

staffkhata.com/guide - 34 / 114



i 1snin
Dashboard [ Sotup P & 5K
it Detaits
) Mutopay is mactive. Set up Butopay of Choose @ one-lime subseripion payment. —— Rawewbiting
o=
Shifts ts.
General Shift | Default 100 AM
2 iod 4
h A
T might snim 00P

FEER. RENEERAT—TIPR. GNATURENSEE, BQEESILR, AJEFE
EEANER, FEF Billing&Plan (KE5EX).

FAHER S ECHER

Shift Roster (Hiii&x) B—HEXERE LM NYDREYBE R,

1. H#F Time & Leave (Bf[a]5i5{]R) — Shift Roster (HHER), ©J7F Calendar (HF).
Week (&) #1 Monthtable (B&) MEZEYJHE, HiZAT. 2P IskPLR L,

2. sk Assign Shift (9ECVER) o

3. £ Who () T, &1k Employees (5T), 5%+ Departments (&) LAZkAHEE
MEHIRA

4. 1%&$% Shift (BEX),
5. 7 When (fafB¥) T, i%#% Oneday (—X). Daterange (HHFEE) X Pick dates
(&ZFHE) , FHizBERH.

6. i Assign Shifts (9ECEIR) o
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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

[Teﬂeuksd\dt @s) - ]

When Oneday Daterangs  Pick dates

B Sun, Oct 18, 2026

EHERPDRMZBHERRRER, BRESEEMIEPR L, Time & Leave — Shift
Assignment (MIR7 ) SEEITAR—IER.

AHEE TR & HE
HEUERIFT LB R Y 5 A — R S — A s — 1B HER.

1. =i Time & Leave (BY[a]5i51R) — Shift Planner (HEEit%).

2. %1% Departments (&87]) = Employees (FRT), FA/E1%HE From (FF48) M To (4
%) HHA, =S Thisweek (Z</F). Next week (/). This month (Z&~H) &
Next month (FA).

3. 7E Pick a shift, then click days GE#ZFENDX, ARREHEE) TRE— 1D

4. EN = BEA, == Fill range (skip weekly offs) (E75EE, BUISEAKEH) —X
IEHFTBE L1EH, Filleveryday (EZxE—X) =8ESEAKEH,

5. REKE=ZHE Save (fR7E),
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Q0 Search features (o]

aillReriive
JLICOTIMG

4 Al Branches

15 diys bt o

Dashboard  Device Sotup Grganization Time & Leavo Data Downlaad Reparts Access Contral  Account Holp & Support
@ Shit Dy Snift Planner
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Raview bifing
Shift planner & Shift Roster
Pran shifts for employees of whole Sopartments 3ctoss a date range, day by day.
Departments Emplayees From To
£} Human Resources L A Employees -2 = 0 et 25, 2026 B Oct 3, 2026 Thisweek  Noxiwesk  Thizmooth  Nextmanth
Plck a shift, then click days
€ Filrange (skip weskty 03] Filaveryday £ Clear changes
Gengtal Shit ® Night Shift
Sum [ Tuw e nu i sar
25 Werk ¥ 28 E 29 a0 n
Gararal it W2 Gerenal N [ 7] | General Shmy T Genwalshn

& day(s) for 2 employoes - 2 shifts

Discard

staflenaiacom.  © 2020 Sl Khata - Amendance

tare = o Admin v
wEHr\ n d @ A Branches 8 A stmaron
Dashboard  Device Sotup Organization Time & Leave Data Download Reports Payr Accoss Control  Account Help & Support
) » Dasnboard - Snin Details © Sna Rester
[ Autopay is inactive. Set up sutopay or choose a one-lime subseription payment. Riview biting
i r
Shift Roster & Refrosh & Export B Plan by employes w
Who works which shift, day by day
< Today 3 | Octabar 2026 £ Colendar 52 Week B Month table
87 shifts- 7 of 8518 sehoduied
B AN Employoes ¥ @ Al Departments *
shms | ARSMMIs e Genecsi St e Niged Snin
Mon Toe wea ™ n
1 z 3
' v +
4 s 6 7 ] @ 10
1 12 13 14 15 & 17
2] ns| 19 s g0 ns n ®s 12 ms 23 ns 24 s
o Gonarai it 3| o Gosarsisnn 5 = Geeragun 5w Gomersi shin 5 % Generalmn 5 s Genesisnn 5 |+ Qmeuma s
% =3 8 AT ogt =7 28 £7 19 m7 30 =@ .
o Comerst srin 5| a Gossel nin 7| | = Ganerst 2ain T e Comecsinin 7w Generaizn 7| | = Oeneesssnin T | @ enenstnin 7

152 B DR

NNEEARNRE By LAt EFHT =PIt E, 155t /2 Enable Overtime Tracking (EAMMEE
x), BERZEHAN,
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1. #=if Organization (4H42) — Over Time (MN¥f), #AfS =i Add Rule CGZRANFENI) .
2. %X\ Rule name (FIMZ#F), 5140 "Weekday overtime”,

3. 7T Appliesto GEFETF) T, % Allemployees (FFERT) = Some departments
(BB EBI]) o

4. i Payas (it#H7AR) T, EESMIBVNEITHELHENEE!
Multiple of pay (TZ{E%k) @ HIAIESERRY 1.5 &,
Percent of pay (T&HEBILL) : FIANESERAY 150%:
Fixed amount (BE£%0) : PiE AS/\EHEEINEE,

5. 1% & Minimum overtime (h) (&/DHNPEESHS, /BS) #1 Maximum overtime (h) (%
MOEERY, /NBY) . REFEICSEERBERSN TBIA TN, B30 1 E 4 /)8,

6. 1% E Effective from (£ HHA), Al5=d Add Rule GZRINFEN) o

L.5= nourty pay 1-4h Oct 18, 2026

( REER: NHETRREEHANES, HBE Billing&Plan (KB5EH),

BIER, TERAITNFEESNA TR,
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BRI Tk

EX. BRTIERNER

i/ Staff Khata A, RITAILABECHFIIERZH. SRITREB=FREFRE. FHMUEN
—iKBH, EoZAERIEEIZRE T ] IEMETT R

REER. TRENERER, AINNIINBHRERIERIE. MRENZTITEER, 18
&FEBilling&Plan (KBE5FER) TERIYRNENER.

ST RENBAHES

VEERAANELIBERK, ., BRESERNECISENMTE KFVSHE) MED.

~
jmm
pli

7N
A%

1. M Google Play &JE (Android) 3% App Store (iPhone) %% Staff Khata,

2. ¥IF A, 1E Signinto your account (EREZMKS) Ti@E, #AEH Email or Phone
Number (HBFEZ¢FH1SH5) 1 Password (Z5),

3. =¥z Signin (%), Today ($X) TimEMEEIFTHo
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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

EEZIBCHEE), KIRIEIER Today ($K). Attendance (Z#)).
%DCompany( NST)S

FOFERRIRSLM(IE

BENUERMAEEIFR, #ARERGLBRITREH.
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Leave (iE(R)

( B SIiEBE? EEFEE S Forgot Password? (Sic®3? ), HFEBERNEEE,

—RFTREY, FNSBERUENR, =% Allow (n1F) CEF'ERRAEAE".



2. BEEKITHE, BBERITFREENR,

MBERNONEL T, WHASET Location required (EEE{IE) = Camera access
required (EEIEELNIE), =% Enable Camera (BRIE&EL), SITHFHIM Settings
(1&E) — Apps (RZF3) — Staff Khata — Permissions (1%fR) FHHEXLEAPR,

FAEH# GPS iEREH)

1. £ Today ($X) i@, 3% Punchin (EVHT-RE). (EAJLUFTH Attendance (%))
EIE, £53% Mark Attendance (i2E£E)).)

2. Attendance TIE=E &R Assigned Shift (59 EZEYIER) # Current Location (7]
IE). NRMUFILFEARY, 1E=% Tap to refresh location (FIRRIFINIE).

3. =¥% Tap to take a selfie (RIZIBREN), P—KEMENRF. BESERE
Verification Photo (3%3FBRF) T7H.

4. B3¢ Punchin (LIFTE),
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8:55 vi

< Attendance

® Ready to Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

® General Shift
09:00 AMTo 06:00 PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfully

=] Punchin

&=%&%| Punched In Successfully! (EIEFT-RMIN! ) UURATREYIE, ERYEESGEIDHRN
FLAETEINRIR LB R RIT o

TEHIRER=I =R

NREN D ZAEF R THEIEEE, BRETHEHFZBERIT R, GIINHRZEREE 200 K. 77
SEEIYMTR2WELE, # 2 Outside Allowed Radius (FBH #81FSEE) : "You are outside
the allowed punch-in radius. Please move closer and try again." (fEREAFHFTESEE
W. BRAREER.)
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O

Error

Outside Allowed Radius

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

Done
f————=

BEHNANE, =3% Tap torefresh location (FIZRIFINE), ARBXITE, BEGRS T
MINgEF R, BFERGEXRE. DS 1,

THHTF

1. —R&%RE, £ Today ($X) TiES3#% Punch out (FHHTFR),
2. Bia—iKBiH, AE~IZ Punch out,

@=%EZ Punched Out Successfully! (FYHTRAII! ). Staff Khata ZIRIEEHIPERITET
By, ELREWRE. RERMMMEZBEITE,
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8:55 vi

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
Checkln Checkout
08:56 AM -
00:00:14
[> PunehOut
Quick access
2 Daily work update N
T Share your progress for today
& My !_eave N
Apply and track your requests
= My payslips %

@ o £

E?:l HeImDUrsements
Submit and | ekl

EETHCR

1. 17 Attendance (%)) &I+, 7 Day (H) #1 Month (B) ZiEltlik, HASKET
REBYiEIE 2 [Bl#% Bh.

2. migE—X, EFH Punched In At (EBI¥T-=AYiE])) #0 Punched Out At (FEIFT-R=AY
i) . EMEA,

3. FTRBEIRWEREL? TEH—K 5% Request Regularisation (FRIBHMNE) , (HNIERAIETIEIF]
JRA, SAJ5=#Z Submit Request (IEXXHIF), BHNEIERSEMDILEH,
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BEMEGI: BRIARKXAFIITF
HRTRAFEFIITF. HFRRAEEMRSIEHH T RORT, BHEXA,

. =i Organization (4H47) — Employee List (RT%R),
2. REZRIARETH - X8,

3. =i Disable Mobile Punch ((ZE3F#1#]1+) (8= Enable Mobile Punch, ERF#
T, UEFHAFR).

aillReniTive €1 Search fasturs . B A Branches Admi
s .
Organization ~  Time & Leave ~  Data Download < Reports ¥ T
ar - Employes List

£ autapay is mactive. Set up sutopay or choose 8 one-tima subscription payment Riview bifing
) Employee Directory O Rofresh | -

W =.cryono in your organisation, with thek departmont, £1atus and accoss

Employees @ 2 active - O imacive 1in the last 30 cay T Filters

g Stanu

Joa Menm Joand @D aen

ana Ariun Mant @D s

kr XanitoRao @D #etiv

i) | Povi Nk [ ot

g mmashakn  Produ tion @ Actve
sp  Sunita Pati Proguction @D Activ
g Aenin Kuma PrOBUCTION @) active
& Edit Empioyee
gy Panul Verma Productio @D Ao e
A Assign | View Satary
Admin  Agmin S 2 Blametric en roliment

*HfE, MASRTRTI "Mobile punchingdisabled" (FHITEEFER), HitHERD AR
ZEl. ERBENEERTLRE, 1B5FEAR—3EHHY Update Password (EF&5),

BB EEITEXRE
FRFNIT LA BRENERA Recent Punches (FiF1T+k) ftE L, BEEETEYIR:

1. =i Time & Leave (BJ[a]515{R) — Attendance Process (Z#ibiE),
2. Rifi GPS punches (GPS#1T+). R=EBRBIENAFHITHIT &, S5&#IRE GPS,

3. REFETHREBEL, FIEMELEEEIMERUEBURITRER. <d Map view (
EME) AIE—KtE LEEFESRATENFIIT R
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!d! !EFH..“ME' Q Soarch featuros. L] @ Al Branches ~ m o A

Admin -
= o ADMURSTRAT R

Dashboard  Device Sotup Crganization Time & Leavo = Data Download Reparts Payras Accass Contral  Account

Halp & Suppert

@ + Dastbosrd - Time & Leave

[ Autopay is inactive. Set up sutopay or choose A one-ime subseription payment.

S Attendance £ Refrash
Dawy check-ins, biometric iogs, regularization requests and missing punches.
EY Anendance & Regularization O Missing punches B My corrections.
Prasent Abgard Late O laave
7 & 200 & 1 (©] 0 8
Crhachnd in today Mot zhechad Aftet sheft start time Approved beave today
—_— —_—
Today Al Present  Lote  Absent .l" Panding  Approved @ GPS punches 4 T Fiters @ D Map view & Expart 0 Search by name of 10,
Empioyee Tate Status Check in [ oot Punctisality Houry
[ sl o 18, 2026 @ Prosen ) 0B AM | BGRS Gntime G @ 2
i Mol Oct 18, 2026 © Prasest 4 803AM  B0Bs T o & 7
Admin .
A som-remuLaa: Oct 18, 2026 @ Prasasn ) BSBAM | 80PS O tima T ® 2
ALy Ao e Oct 18, 2026 @ Frosent 4 BB AM | BGPS Ontime

Meea i) % Support *R179EI0 77270 S Helpior +01 70S6 700540 (5 Emad seppon@staticnaiacom  © 2020 Siaff Khata - Anendance Control Piatiorm
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08

IE4E Realtime E41RHIZEH#N

ER. FREEZR

FEO TR R T A LAER Realtime £Y1RBIZEEH, EiEE, B8—/XI8NERIFTRESTE
JLFERARE R Staff Khatao

( FE: Staff Khata X233 Realtime biometric machines (Realtime &£47iR3IZ ##) o

¥EEH$am Staff Khata

ZEHlEE BB AXFT FEE, BEItRERIREERRS ML,

1. s Device Setup (1£%i&E) — Manage Devices (BIEiG#H).
2. =i How to connect (WNfENiE#E), ZIEY|H T HBEMARSS [k,
3. BEEPNEETI BN (B Wi-Fi) HAH.

4. TEZEHN LITH Menu (G28) — Comm. (GEifl) (3¢ Cloud Service, =fRs3). RIEEE
EENEIER PIN 53,

5. MANSEHEIHREMNRARS S, RF, AREREIL:

EEhN R B3 23tk
WebSocket Z ##/] “wss: //machine.staffkhata.com"

FK Web (HTTP) Z&h#l “http: //device.staffkhata.com"
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How to connect

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

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

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

& Click udd G0VIEe™ 3nd ¢nter INE &7l NUMBET 1rom 1Ng Maching's
sticker of Menu — System info.

R RN EFEREIR SR, ERENABRL? BREMIERDEHEHEIR, Hif
REEET LA R BB

B FFISARINE E

1. 7£ Manage Devices (£i#i%%) DiE, /=i Adddevice (RINILE).

2. WATEHNLAE LAY Serial Number (F515), SHEZEH1HI Menu — System Info (F
RIER) PEH.

3. i\ Device Name (&&Z#R), a0 "Main Gate", 8% NI{EFZE N _LIRATRA TR,
4. 5= Add device (FNNIEE).
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ZHHNSEMETIRT, MR Staff Khata 1T E 5 HAKEITEREE, ERESETH
Online (&%), &NE/A Offline (B4).

MRFHISHIEL, HARZZENELHFINT, HEFHRERIIRSR. BRERTEEH

EEZHN --- KB, &0l Manage Device (BIEig%&: HERF. KEMZEEE) . Edit
(éﬁgﬁ) E%W, EEDelete (ﬂﬂ'”‘%) Eo

BRI RETNEEN
IR AR A FET &,

1. i Device Setup (I&&1&E) — Users Synchronization (BFEY), MNREEZE
%%ﬂﬂu iﬁ&ﬁ%ﬁﬁﬁ_eo

2. FT7F Send to device (KRIZZ|i&&E). ¥ Missing on this device (Iti&& EF/DEY) BT
BB EAREIZE SN EMAR, iERE Never synced anywhere (MEKEFEHY) 5
HMREXEFMERZENBIR T,

3. =i Send to device (&iXEEE), AEHIA.
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ADM-TYMULAQL Admin
5T-0002 it Kumar

5T-0003 Sunita Pat

5T-0008 Kavita o

Arjun Mehta

HIEMN—E EBERAPHNZENAEE, EtiEI<=2EBHA. Import from device (MIEES
N) 2BEBFEA Staff Khata, Copy to other devices (EFIZFIEMIEE) SBHEFEIH
—BTELEE.

EEEERTUEESZ I LT, 1577 Manage Devices (EIEi&#&E), =i - — Manage
Device (BIRIE), FAFHTH Users (AAF) &Ik, 8 MEEIAFERS Staff Khata Y
R TAEXEX,

ZictesE kR
R EREE BT

1. /=i Organization (484%) — Employee List (FZT%%K),
2. HFZATRETH -+, % Biometric enrollment (4E47iR51%42) .

3. %&$% Biometric Device (£¥iR5i%%&). EStepl (51%) T, aIsl—
Machine User ID (Z##HAF ID) ZicEZEN L, SIRHEKREIE, ERT Sync
Employee to Device (RETRFEIEHE),

4, 1£Step2 ($2%) T, % Fingerprint ($840) = RFID Card (RFID £),
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5. miif Start Live Fingerprint Scan (FFaSLBHHESHTE) , AFERTRE—IRFIETEE
MEFE=K (ER—TF).

& Biometric Machine Enrolimen

Bermiral ang

® Enrolied on this Terminal
Machine User ID #0002

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

ZENIING, ZRTIEIAT R, 83T REREERNERR L ERAEE,

THE I ERFT FICR

MRESNBELT —EHE, ERRBITRIER. FHRETLEERIERSN.

1. st Data Download (##T%i) — Download data from Devices (Mi&#& TEiZK
#)o

2. 1£ Device (18%) TiEiFigsE.

3. %&EHHA: Today ($K). Yesterday (FEX). Last7days (&if7X). This month
(&8), IZE From (FFE8) MTo (EXR), BXEZA TH 90 X,

4. {R¥¥ Add to attendance automatically (BEzhANEIZE) AR, FIGEHXALLEZIT
RiERo

5. mir Download punches (FHITFIZHE)
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Downloaded punches 1

Date

Aumilt Kumar Oct22, 20268

SANEHNBEEXH

NREEFWTEEN, 158

o mporyalog

USB ﬂ'Hjﬁ?T—F E lu\#ﬂ')\o

1. =i DataDownload (##E2 %) — Import Biometric Machine Logs (S NEYIRFIZE

%j]*ﬂu E llZ:\) o

2. 7t Select Machine Log File GEEZEMIHEXMH) T, @&EXH (txt. .csvEL.tsv),
SAfE = Upload & Preview Logs (EfEHTIMAR)

3. KEMY, Mapped (BLER) AFRESRIFNN; Unmapped (RITEZ) AR ID HAXS

ERAREK

4. ISEEEZITEZHM From date (FF85HEA) #0 To date (53R HER) .

5. mif Confirm & Import Attendance (FIAHSAEH),

TEES:. DataDownload (FETZ) MENEHNBERTELRIRKRINEE, ERIENEE
R RERBIE, HAINEEW. BEX AP MEICEFREEETIYER,
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EEEEEE

ER. FREEZR

FREFTRIER, TERBEVRANEZDNERENA, SLEER—ITTE L, ERTUEXE
ESKRER. BT+, AETEHRZEEIERER.

—HR T S REIENR

&#) Dashboard ((XF&iR) BrRSKIELE. EHRE). #iRE], Recent Punches (FRifiTE)
SERFIHE—REET], RESWINCHR, MEERFVITRIRIRMALE,

BEETEYIR, 1541 Time & Leave (BYj8)5151R) — Attendance Process (ZEh4biE),

Y25 EN DI

Attendance (£%)) T1IEZAITHS K. TNEPEIKFH (Present %), Absent fiZf. LateiR
Z|. OnleaveigR) ERE#, mHEKFHEITRERXLEAR,

K& LB BERATEF:

ik ETAE

All (£ZF) /Present (H%)) /Late (GRZ|) /Absent BREHRSERRT
(EREh)

Pending (f5&E#t) EFCEYAT R
Approved (E#t#) CEHENIT R

GPS punches (GPS k) ErBdBNA#EITEHEEUENT

X
+
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Adimin
@@ Al Branches ADMRBISTR
; o Tim, Data Download -~ Reparts Holp & Supp
save
(] Autopay is mactive. Set up sutopay of choose a ona-time subscription payment. Rirview biting
Attendance 3 Refrasn & mpont
Datly chock-inz, blomet arization requests and missing punches.
£ Anendance O Requiarization @ Missing punches B My corre
7 2 2 1 0 =]
Today Al P f-“ Aj 3 | T A [1] 00 Map view & Expol Q
yoe Puncti Hot
a; Tomampe Oct 18, 2026 i 1) 9:26 AM Lane P ® 2
Loieal o Oct 18, 2026 © Prasent 4] G08AM | BGPS G time 8 ® 7
it Oct 18, 2026 @ Prasent 4 507 AM On time i @ 2
juy FURANGTE Oct 18, 2026 @ Prosent 4 5103 AM Cniime @ ® £
i MenaiJcehl Oct 18, 2026 @ Prosent 119103 AM | 8GPS O time @-- ® 2
b Mo Oct 18, 2026 © Prasesn s BISBAM | 80P5 Sotime @ ® 2
iy Aion Nty Oct 18, 2026 @ Prosem 5} B:aB.AM | 9OPS ontme @ @ 7

=i Filters (7)) EFREARTHEMMNER, ARRE Apply (). FERAINE=HH
All Branches (FREZ#13) AIEERE MDA, EF Search by nameorID--- (3Z¥#H
5 ID #R) EHRENA, FH Export (FH) THIIR.

REERTHNERBERAIFTF Attendance Details (ZE1#15) . ERMFIRETE. FRNLE
B, PRI, URFNITRNER.

SEEE: TRENEETR, MIRFENRTEE, SEEE. BEENAEXIEEESSE
PIRFER

Bt TF

mif Filters (7%3%) , 7 Quick Select (PRiFERE) Ti%k#F This Month (&8), Al
&= Apply (RZFB),

=i Pending (#FE#E) .
3. AEEITE Review (F1Z), WERE. UEMBH.

4, =i Approve (b)), AREMIA. BIELRERIT R, iERdE Reject (B4) HEEIHAR
Ao
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£ Attendance Details
g Meha Joshi @ Presant || Onteme | | (3 Pending
Emplayes I0: ST-D008 Sat, Oct 17, 202

Attendance Summary
+) Chack in "+ shiit Hours
856 AM @ 607 PM @ O

office  On trme offica | On time
ret Bagn, N e

[

#MEERFTH FUHTF

HEATIE TR, HIRTATE, BEFhAMeTE,

1. EB—K, BRATHUR, MRFESXK, 15A Filters (7ik) RBREE,

2. AFHZITHSBEEN (Edit, 458). Update Manual Attendance (E¥rFchZE)) REED
TH.

3. 1%E Punch Out Time (F¥HTRBEYE), MRATTIERIFR G, EDE Nextday (X
Ho

4. mif Update Attendance (E#iEE)), THIMERSHITE LR,
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.

&R Missing punches (FRKITR) EIMRYIEFIEEEIBSERR (8ikzZ) AR, =

).

N

FohiFMEE (Manual Punch)

SRAT2TEITRE (Flanshtiis) ERALEINEE,

1. =ifi Add Manual Attendance (ANINFzhZEE)) (3K Time & Leave — Manual Punch,
FEITE). FEFIED Single Punch (B A¥TE),

2. %% Employee (5T). Date (HHA) #0 Shift (M),

3. %A Punch InTime (L¥HT-REYED), WIEX], B%HIA Punch Out Time (TIFTREY
8]) o

4. &% Status (IRZS): Present (HZ)). Absent (f##)). Half Day (*X) I Leave (i5
). REFIFREFIESETE,

5. WBEEQHN Remark (FF), A= Submit Attendance (18XXZ%)).

— R AZANieFREE) (Bulk Manual Punch)
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1. Rii Time & Leave (AYjE]5i5f%R) — Bulk Manual Punch (tEFhiT k), SEFEHE
#REF1)# 3] Bulk Manual Punch,

2. 7z Select Employees (&5 T) TFaix& A, si=d SelectAll (£3%),

3. &= Date (HEA). PunchInTime (LIF$T-RAY[E]) #1 Status CIRZS). ¥% Shift (BEX)
{®+F7 Auto / Profile Default (Bzh/ZZHEIEIN), BIRIERSMAE SR,

4. MEHE, SAIG53E Record Bulk Punch (iIER#E4TE),

Bulk Manual Punch

& Single Punch & Bulk Manual Punch

Select Employees * 2/95eced  SeectAn  Date®
B octig, 2026

B« EERIE

RTALUBINASMIIFRIEEIEE ST, FHIRS LRI (EREMERR.

1. 2 Time & Leave (AY|a]5i51R) — Regularization (#ME), siiTHAZEENTIE LAY
Regularization &I, BFRFMIERNEIFE, ZETNR2ETHE,

2. WERIFNEEIFIER.

3. | Approve (#t)f) =X Reject (IE4), BE—XAIELE, HARENIHN2EFERR—
1%1E.

#ER, RIMNESHZEFMAEBIFRIIE,
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Q. Search features. L]

Dashboard  Device Sotup Grganization Time & Leave ~  Data Download Raparts

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

Attendance

Dally chock-ing, blometric logs, regularization requests and missing punches.

3 Atendance @ Missing punches B My corrections:

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

Prosent Akt
9 & 0
Chached in today Mot shecked in

Danes: Oc1l, 2026 - Ot 3, 2006 % 1D Resar

Oct1-0ct 31,2026 173 A presant
Employee Date Status.

3 e Oct 18, 2026 o
up; Kedta ke 0ct 18, 2026 © Prevent
Ak; A Fuome Ot 16, 2026 @ Prosent

gy Rahul Yerma

$7-0001 Oc1 18, 2026 ey
L ;‘r.-'::::w Oet 18, 2026 &
B S Dct 18, 2026 oy o
. i rlbond 0ct 18, 2026 YTy

Payrofl - Accoss Gontrol  Account
Lae
& 7 s

Late

After 1 start tme

Absent Al Pending  Approved 1 GPS punches 55

Checkin / out

] 9126 AM

] 08 AM 9 0PS

#] B:07 AM

) 9:03 AM

+ %03 AM | #OPS

= $:00 AM

00 AM
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Punctuaity

On tme.

On time.

Gn time

Gt

On e

On Bime.

Admin
@ A Branches ~ QA Aowmsaaror <
Halp & Support
Rarview biing
3 Refrosn
On laave
0] O B8
Agcroved seavn ey
TV Fiivers @ 0 Map view & Export Q Search by name or 10,
Hours
@ @ &
@i ® &
Wes @ &
O ® Z
o-- ® &
e ® &
o= ® S



REASSEL. BERARIEMTERE

EE 2FRNTRENER
RAFRE R TAIURRIREIEEMENTREYIR. 25, BREF. RENTREZBE
HTAZEHMFR,

REER FREENTNRATRENERRAIERINE. WRKEETHUTER, BEE
Billing & Plan (IKRE5E%) THRUMNBMER,

TE X fFiRHRsEE!
AADNERBEGER. HE. FENFE, STUREEIRE SBRERL,

1. mif Organization (4H48) — Define Leave (FEX{&HH). Leavetypes ({RHAZEE!) 7
RETEMERNNE. SFRE RMREUWFALRIE, UREEHEEHF.

2. =i Add Leave Type (ZNNREAZEERY),

3. IHERR:

"B 3]

Name (#&#5) #1Code (fti3) {5140 "Compensatory Off" #1 "CO", FEIYHMHIE,
Days per year (SEX%H) B RTEFIRENXE.

Carry forward unused days (53R AKE) HRE: RANKXEENT—F. Xl FKRER.

Needs approval (FE&i#) HE: 81 8RIEFHRQIHERESIESR HR &t
Colour (Zng) EREHBESMR .

4. i Add Leave Type (FINMEREAZEEY),
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§
]
& &
2
g g

00000000 -

* Compentatory OFf

EEAHMFFEMEE, BEREMEITH Edit (448 =X Delete (MIER).

EERIAFE (Leave Opening Entry)

1. &= Time & Leave (F}jE1535{R) — Leave Opening Entry ({REFERFIZN) o

2. WFEARTHNSMHEREIER, TaLER Allowed (F]4K). Used (BfK) 0 Left (I
%) X, LUK Total left (RIS&iT),

3. BELAERVEERE, SURREARE. 2%, B RIMHE. < Export (Si)
TH&RE
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ullRenunive Q Soarch features. o @ Al Branches

Grganization

ard - Lewve Opening Entry

3 Auopay ts mactive. Set up sutopay or choose a one-time subscription payment. Rirview biting
@ Leave Opening Entry & Export
Financial yoar: 01 Ape 2026 = 31 Mar 2027
& 01Apr 2026 - 31 Mar 2027 (Current) ~ Al Leave Types  ~ 4 Al Branches ~ D All Departments - &, AllEmployees
Leave balances © 1215 aswed - 1 used - 1214w (aard) | C) Search by name or code
@ Casual Leave ® Sick Leave ® Earned Leave ® Maternity Leave # Compensatory Cf
Empiany d Us i g et Awed | Used Used 1
prectyedt 12 12 12 12 15 15 99 50 6 & 138
Rahul Verma 12 12 12 12 15 15 20 90 6 ] 135
ook cgliPR 12 a 12 12 G 12 15 0 15 %0 0 50 & o 6 135
12 a 12 12 [ 12 18 ) 15 a0 %0 & o 8 138
12 12 12 1z 15 o 15 a0 20 ] & 135
T-000 12 o i1z 1z Y 1z 15 o 15 20 « 0 6 [+] & 135
foagieotin 12 0 12 12 [ 12 15 0 15 90 0 %0 8 0 8 138
Aduatdat 12 0 12 12 0 12 15 0 15 20 %0 ] a 6 135
Hatdoss 12 1 1 12 12 y 15 15 20 70 & 5 132

51 TYMATERIEIR R

RATABECHBRFEMERER, FJLIEMT https://attendance.staffkhata.com £, tHaJLITE
Staff Khata fZFEHR (Leave 1B{REIR) . {1 Apply Leave (HRi5IER), EEEMREA
LEWNRA, EFXBNBH, FMREEHER. AERESFHHR.

KA THRIFER
W AT RIE RS R AR ETRA PR

1. =i Time & Leave (Aja]515{R) — Leave Application (GERERIE).

2. =it Apply leave (ERiEiER).

3. ¥ Employee (RT), ZA[Gi%E#R Leave type (REAEHE!), SFMEREZNSERRRK
o

4. i%&¥E Oneday (—X). Halfaday (#X) 3 Severaldays (%X), HikZFHEA,

5. 70 Reason ([R[EA). 7E Also notify (EIBTIEX]) T, EILLABREESHIAR,

6. =it Apply leave (BB,
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R BB {R

1. =i Time & Leave (BYja]5i5{R) — Leave Application (35{REi5). Leave requests
(EBERIE) &7 Pending (FEE#HL) EHITHS

2. REEANEBIFHN Review (FH1Z). MERIARE. BHE. XREMNEREA,
3. s Approve (/) 3¢ Reject (3E4E), SAEHAIA.
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Approved (Eit#). Rejected (BiE4) F Al (£80) EMFREHELIER. ZEEHALL
ERIFIFBEPELRTE,.

ANTifiRE

TREAZERERARL, ARFTEIHEHRR. HIRNWGERSNERNTIR,

MEBFRESA
1. =i Organization (H40) — Define Holiday (FEXTifRE)-
2. =i Import (8N

3. 72 Need ATemplate (FEiEiR) T, =i CSVEL Excel TEHRfl. EE=%]: Holiday
Name (F1BRBERFR). Type (ZA!: Full Day £X8{ Half Day ¥X) #1 Date (HEA,
DD-MM-YYYY),

4, IEEfE, BXHHENEPH AT NE. ZHFERA 2 MBI CSV. XLS #1 XLSX X4,
5. =it Import (8N). FAETRAS—XMERM,
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AR HRE
1. 7£ Define Holiday (EXTifiRH) BiE, =i Add Holiday CHRMITERA).

2. %\ Name (R7F), &+ Date (HHH), #HikiF Fullday (£X) 3 Halfday (¥X).
Description (fi&ik) 7ifEtAT,

3. =i Add Holiday GRINTSRA).

Add Holiday

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

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description [optional)
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£ Upcoming (EMFEIRK). Past (&) FAll (£5F) EHFNETIR, EHTTLR Edit
(4%%8) =X Delete (MIFR) #H1TEK,

staffkhata.com/guide - 65/ 114



Frm. LTHEBAMINSZ

R SFANER

Staff Khata ZIRIEZE). 1BR. TRAMRERCHESHIA, RHILELTHFEABFRR.
RAFKE—R, ZEREARJLTRIFEBITHR.

REER. FAVRETECSHFANMEER. MR Payroll iR) XBERIUE, FEE
Billing & Plan (IKE5ER) THUMEZR,

IR BE T ERHIFLEENRR
X EEA T8 R ARIET.
1. /i Organization (4A41) — Company (X8]), 7AIG¥I7F Payroll & Tax Gia5#i53)

TR

2. 7£ Salary Cycle Period (TZ[EHA) T, 1&E Period Start Day (FEHIF%EH) #1 Period
End Day (AfA%®RH). ERBHRAN0RT SARE—X"

3. 7% Statutory Deductions & Contributions CEZEIRRS44N) T, FREERTEIN
Ho

4. mih Save Changes (REEX).
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aillReaunve

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

Cnrnpany Seﬂ.mgs
Manage r Comg otorences, attendance rules, fil, and polices.

@ Payroll & Tax

@ Locakization

El {Employee State insurance| )
Enable ESI contributions for o
PF (Provident Fund)

Gratuity Liability

-~ Financial Yoar Definition

RE

ESI (Employee State Insurance)
(BRERFK)

PF (Provident Fund) (A%3%)

Gratuity Liability (BERE %)

Financial Year Start / End (I1E&E
EFG/4%R)

SEITHS

BURTHFBRETREN, 718

ou have unsaved changes iscard

Reparts

B fefine monthiy satary eaiculation start & end dates.

ER

4@ Al Branches

Roview bifing

D Reset

RNFEFHTITERMNN ESI 8445, 7 ESI Contribution % (ESI 4444

b)) PigBEEER.

N0 EPF HIRRFE FELES 4N, 7£ PF Contribution % (PF 4i4ktt

f5l) PIREER, EEN 12
IREREFRIBIREIHR.

BTFMSRENFE,

EIB1T# Ko

. =i Payroll (37%) — Salary Management (THEE), JIRPFIHEMRETHIEE.

W HBR. SERTHEMERE CTC (RF

BRAR)

. RERITFAETHRERNR, I 5RE T AT Assign Salary Structure (9 ECLELE),

staffkhata.com/guide - 67 / 114



3. %% Payroll Cycle (¥&EHA: Monthly Cycle B EE gl Weekly Cycle EEEHA) #0
Salary Type (T#352!: Fixed EE. Variable /¥z5h3t Commission Based %),

4. BE Earnings (W) : BATE. HRA (FFEZEM). REZEM. ErZMEE MR,
5. 155 Deductions (3f%), a0 PF. ESI FIERLEE, ESIATUEHETRH D FET.

6. MIRRINEBINHFEATEMA, 154i% Show CTCin Payslip (FLHEEFER
CTC)o

7. =i Save Salary Structure (fR7FIL#%4544) (3¢ Update Salary Structure, EF T4
7)o

EEEAG, KEHEITSET Total Earnings (24X ). Total Deductions (230B%). Net
Take-Home (L4 T#%) # Annual CTC (£ CTC).

5 Edit Salary Structure — Rahul Verma

B Bt A LIM Organization — Employee List {TFFIlb RS FTHARTHTRE, S
Assign [ View Salary (9fd/ZEEILH),

BITRE#HA

1. mif Payroll (#3%) — Run Payroll (iB17#%),
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2. TERMBINERER B ER.

3. =i Bulk Generate (#tEZE4%RK), 1%#% Department (Zi7]), MWERMES, AEa
7 Generate Bulk Payroll (£itE#H%E). B EPIEE iR (F.

MRIA—NAKF, 1ERE Add Payroll (ANErsR) HizFEizR T,

=i More Columns (B%7%l|) AI&&&HT

AERNIER. THER (LOP) X#. 8REAK
BH. HRAMHEHFR,
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s1are Q. Soarch featun o Admin ?
ﬁxm\m Q. Soarch featuns @ Al Branches A ADMURSTRATOR
Dashboard  Device Sotup or, i Time & Loave Data Downlaad Reparts ayros Accoss Contral  Account Holp & Support
Dasrooard - fun Payrol
() Autopay I8 mactive. Set up autopay Of Choose 8 one-lime Subscription payment. Rirview bifing

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

Total Nt P

atai Hot Payrol m Tetal Gras Eamings Statutory Deductions
B - Ed
¥1,28,200 ¥1,45,000 ¥16,800
—
Employee Payroll Records & — Less Coluning September ~ 2028 v {1 Search employees by name
- EMP NET " = . PAID UNPAID WEEKLY BAsic OTHER  TOTAL #F PROF.  TOTAL
EMPLOYEE B e sTATUS ATTEND. LoF  HOLIDAY e it e i HAA convevance  memical  grRel  COR sy, B8 R el
Poclaalr i #3260 3 UNSETTLED 35,000 L2640 0 1200 2,840
Imaan Shaikh - _
# a0 t20,353.33 O UNSETTLED £ 1 ° a a 6 TLacoD PG00 ¥1600 11,250 vss0 3000 viesn w0 tz00 12,046.67
uuuuu 57 ——
ooy TdAe? D UNSETIED| 238 03 0 ] 0 ] 16000 t0400 #1000 rL.250 150 re000  rL9 w0 100 rassan
At Kumar 31- 2
% P 1420 v1250 w550 #23.000 TLees % #200 1880
Rahut Verma -
i oot Iz BEFILED 2 » o 38,000 B0 W T o880

BIFNER

EERENE, BERIEIZATIMNFH AT, 1 Edit Monthly Payroll (4RiERE#HE) H,
=ik Save Draft ((RFEER) FHEFRERS, HEANG AT Settle & Save (EEH
R1E) o

BRZ DT EINMERAERIN, BAEXLLITH = Settle Selected (L5EFriE),
M Export (§H) ¥1zB#3ETH A Excel 8¢ PDF,

EEMTHIZRR

RERTAAETH Payslip (THB), TRBRERERTE. THRE. WA R E@
w3, UNKENELAET. el ERDRNEBERIFAITER: BEARE. FRUKREMK
SRR

=i Download PDF (F#; PDF) {®7%, mif Print (3JEQ). f&F Show Annual CTC (&
TEE CTC) /Hide Annual CTC (F&EE CTC) EREREER CTC,
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Data Download Reparts Piyro Accoss Control  Account
ST PN-FO58
Month: <opt 6
Generated: 14 02t .
Sharma Textilos Put Ltd Raihul Vorma
£ 42 Sechor 63 Sokle, et BYed Superviser
....... _ man
30 2 Yo 3 L] &
uuuuuuuuuuuuu THanaaen Getce Poliey
ssssssssss
EO0000  PF(Employ ¥2,880.00
9,600.00 F pdoyed) (Ex 0.00
1,600.00 E r0.00
1,250.00 E Employ 0.00
000 #0.00
OO Profe 200,00
Totsd Eamings T38,000.00 » Dectucton¥ TR0
Toss! Desuctiens 76,880.00
al Anmsal Cost to Company (CTC) 4,56,000.00 1

¥31,120.00

BERKAWR I LTE My Payslips (BRI EE) TEEECHNIEE. BERNRTEHMR

%o

Pz FIHR3H

WBRIATNZ
1. =i Payroll (37%) — Add Advance (FINFisz).

2. 17%$% Employee (5T), %A Amount (£%i) #l Reason /Description ([RX/#E1A),
#1748 Month (B1%) # Year (F17).

3. &=1i Save Advance (1R1FFiZ),
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ICRH

1. =i Payroll (37%) — Add Reimbursement (FiNiREH) o
2. EERT, WAEH. FE. BHMES.

3. 7£ Supporting Document / Bill GEBA> /M) T EMk=E (PDF. JPG. PNG &
DOC, &K 2MB), WEANEI,

4. &=i5 Submit Claim (Z331REH) o

Bt SEMITENELE

FTFF Payroll (373%) — Advances & Reimbursements (Fisz 5ik5H), BEFFEMZMIRSE
BRiE, SiERTEIBNARRXNEIE. FTHA—FICRENE Approve (#t)#) 3¢ Reject (1
#8), ZIa i Settle Request ((5EERIE), mifi Generate Slip (£ EIRE) FIERIREE
g, #HTF& PDF,

Weekly Pay Process (fElFribiE)

WNFRERFNRL, BEIEEHWTEE Payroll Cycle (3% EH) 1% Weekly Cycle (&
B, REXLERTRERELL,
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. =i Payroll (37%) — Weekly Pay Process (FE#4aIE),

. EERR

. NBEPMRI AT Generate Weekly (£r/E%Hr) , SiAENER 1= Bulk Department
(#t£58")) — Run Bulk Process (E{THLEAME),

. ¥T7F Weekly Payslip (A T#5) BRI & PDF. Print (#TE0) 3¢ Send Email (& IXHp
%) BRI,

. WIRBERAEIT, A= Settle Selected (EHFmIE),
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E IR an

ER. FREEZR

Staff Khata BE=+Z M0k, MSRNEHIRERBEKRIVEEZICMUERE, SHIREE
AILAmIE. ARTHTENRRBEDNEEH S o

-
EEE%: Daily (BH) RREFMBEBTHAIER, Weekly (8/E). Monthly (88) M

Yearly (B%) K. Attendance Calendar (E#1H[A). AlAnalysis (Al 247) LAKEAMhIFAH
REREOARRRNNAER, Government Reports (EFHER) AREFHATEE, BT
E#EBE Billing & Plan (KBE5EH),

L

EHRE

1. =i Reports (k) — Allreports (FTEIREK). IRFIEEETHEIRNE DA SHMNE
Hi. ). BYjE)nel. $5kBEHER. HBA. BR. IREMEM,.

2. EEREPBMARBUSENFIREE. Hla0, HA late IEERE X TIREINRE.

lllBenimive @ Search fasturis . @ Al Branches i
g Repans P ayroe b o
»
‘Weekly report Monthily summar
| v - B :
Week-by-week attendance and hows Montn
Yearty rep ort
L] amonth g 8
Attendanc
ﬁ Al dance log Present | absem C Late come s
Overtime Manual attendan:
& ® Entries added or con
Time issues
Exce ving ug

Special days & performa
Halidays, weakly offs and abs

s  Presenton hollday » &l | Priewl it on weekly off E] L Dadly time record summary
"% Anendance on comparny holid Attendance on 1 days = Work days, sbsances, late counts and

FHER
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1. =i Reports (ikZ=) — Daily (8H)-

2. WFEIRFEDR (6190 Performance kI, Late Arrival iIRE|. Absent f££h5} Missing
Punch f%&$Tk). BER, UKREGENAR: 2%, 8] RUSEITRT,

3. mif View Report (BFEIRK).
FEHERTIE L

£ R Mg ki /I —Xo
SF Al (226). Present (HE)). Late (GRZE)) =¥ Absent (FRE)) #H1TH%,

i Sheet (RF) FAIEETTEIRNRT, HPESENATRZM. BEAUNEUSA T
LEIERiEl TUIRSEA TIREY K, M Table (FA8) &[El,

Fik[E], RNAN@ET A EARY TSR BTIRRER,

_..llﬂBle_l_l.'\:\_E €} Search featuros =k £ Al Branches
Dashboard  Device Sotup Grganization Time & Leave Data Download Ritparts Payrofl Accoss Conrol  Account Hoip & Support
) esul
5 Autapay is iactive. Set up sutopay or choose 3 ona-time subseription payment Review biting
Performance & Change filters O Rofrosh | @ Tple @ Sheot
Dy attendance repoet
~* Performance v < | Fii,0ct16,2026 >
£ DAILY PERFORMANCE REPORT A0 Piosent  Late  Absent ¥ Fitors @ | & Expant

Pesiodt: 18 0ct 2026

DAILY PERFORMANCE REPORT (36/10/2028) [ Excel | & POF
1 o v
J Empindsheet ) Filweh  W0% @ 100% @

Sharma Textiles Pvt Ltd
ot Bate : /1072008 DAILY PERFORMANCE REPORT Brie Bate - 81072028
[ ) Presern 8 « e 1
Ho. | g Code e Oupmsnt | Bovgnation | s | g [ G| i | B0 VK| or | e | ER | gy | Do | Bues
. Sl o A iy ::':::M samn | o5 | suoan | ecoem | gozam | eoaem | enoae |ooor | - - | peesere | RE5-01 | mss0n
7 | stoem Rt Verma | Praducton amgiores | G5 | ¥UGAM | S00PM | B55AM | 603PM | Wnote |coon | - - oo | ms5o01 | mssem
3 | stooes et omar | Praducton employos | G5 | S00AM | E00PM | DO1AM | 6D6PM | 9hoE= | 0008 peesere | R3S-01 | RSS-01
70000 SumtaPam | Produchon [ | w00 om | o on p—=
s | sT-o004 \mvan Snash | Praducion amglorse | G5 | SUCAM | SU0PM | B4BAM | G07FM | Snise | 0018 | - present | R55-01 | RS-0
6 | 510008 Possa Mo Praducten empiores | G5 | 500AM | G00PM | 207AM | S36PM | Bnoee | - : aam | peesent | m55-01 | mss-o1
S7-0000 KataRes | HumenRessurces | smelyes | 55 | S00AM | &007M Abaem | RSS 01 | mSs ot
8 | sroom [P Eitimal wpioee ane | soo e ™ 8n presens | BSS. st
4 | 510008 Neba Joshl | HusanResources | emioyes | 05 | S00AM | G00PM | B53AM | 608PM | Oniis | 0011 | - oresert | R5S-01 | RSS-01

s, sANSFERE
XERRMMAAR: EENEAR, BEBOSHAR, AEUAERHL.

1. =i Reports (3f%*) — Monthly (88).
2. mERG, EEEGENAR, ARSE Apply Filter (RZFTHIE) .
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3. B TRERRY FHIR B EHR R, FRANE:

=

Performance (3XIN)

Attendance With Status (FRASHY
Z5)

Muster Book (Zgh5%)
OT Summary (IN¥ECE)

Leave Details (35{fRBE4H)

ETRA

i}

BURTZEANHERE. HRE. 8EAKER.

Mt R

SPALHBHIER, BR—TIRS.

BOERERTVELAEYZ 202 1C

)= 1=S)IIEI RS

HARIERIB,

TRE). IREIRK

siare Q. Soarch featrnes
EHATA
Dashboard  Devica Sotup Grganization i

Montly  Result

5 Autopay is mactive. Set up sutopay or choose 8 cne-time subseription payment.

Performance
Monthly atiendance repart

~ Performance

Performance 5 Fivors @) &, Export
Pariod: et
5 1132
@ veer. — @ cEs: Ao miinistrat ion (o] Standard Office Policy a8 ™. o:?mu
=3 e e — o
v » s
- - H - "
& oeet. Production ] Superviser @ ‘Standard Office Polie: =) Oet 202
et w— e et Leer P o
7-000: Warmt erma S =
@ - o - " o . w - = “ =
— — : -
G . . o ’ - W e
. - - - - - - - - = -

Attendance Calendar (E#hHR)

=i Reports (3k%) — Attendance Calendar (Z#HMH) JUBHEREELURE T, &
£ Cards (/). Matrix (3EF%) 0 Sheet (R2) MEZEWR, HIZHIIHRILIHE, ©

SERIERE HRENTOEBR,

staffkhata.com/guide - 76 / 114



Government Reports (BUfFRR)

1. =i Reports (38%&) — Government Reports (EFRE)
2. BUINE R BER. FrE B ICMER IR BT BB E#,
3. MPIRAIEE—IEFIEH.

Eich = e
Muster Roll (E#h&Z41) Form 25 Factories Act, 1948 (1948 I %)

Register of Adult Workers (FiETAZEIZ  FormB  Factories Act, 1948 (1948 &I %)
fif)

Leave with Wages Register (FF#{A{R%EI2 FormD  Factories Act, 1948 (1948 &I %)

i)
Register of Wages (TZ&EEICH) Form | Payment of Wages Act, 1936 (1936 £ L&Y
%)
Register of Workmen (T AZHCA1) Form Contract Labour Act, 1970 (1970 £&RI%)
XIlI
ESI Register (ESI ZEicf?) Form6  ESIAct, 1948 (1948 £ ESI %)

Muster Roll (Z#/&M) BRI EERAS—XRY LI E. RE). BRNSEKEH.
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1|‘REHL'IIME 0 Soarch featunes. LR 4@ Al Branches o
-
Dashboard  Device Sotup Organization Time & Loave Data Download Reparts Payrotl Access Control  Account Halp & Support
[ Autopay I nactive, SOt up sutopay of chaose 3 cne-time subscription payment, Rirview biling
Government [ Statutory Reports & Refresn B Table @ Sheot
Meandatory statutory registers under Indlan labour lws — Faciories Act 1948, Payment of Wages Act 1936, Contract Labour Act 1970, and ESI Act 1948,
53 Muster Rot Form 25 - < | B o, 2026 - B oos 2026 »
a8 Muster Roll = & Expon
Farm 25 . Fae 1,148 - Erily AMeadance agister with employss-wise infou grid
" Emp Cede Hame Devsgnatian Department [-}] o2 o3 0 05 [} ar (1] o 10 1n 12 13 14 15 18 7 18 p A L
. . _ (1] w47 AM " oz b5 Bas so8 g0z 5
] ADM-TYMULAZ! Adrrin simin A AN wo {Late) W07 AM AM BOAM B51AM WO Wo AW AW A A A T AM B:56 AM B2 o
»
¥ Bag 08 & - B4 o 900 84S W 804 BIES 852 i
2 eT-000 Rahus Verma  Superidar Productien A A G we masam a5 A il 0:00 AM wolaM  wo we i 203 AM A e 4 TOIAM w1 o
i 51 #:48 03 2 51 3 858 001 84D
3 sT-o002 AmiKumar  Maching Operator  Produstion A GG wo cosam B4z AM P B50AM oo wo wo G 'y 50 M ity P ] so7AM B 2 0
. . 845 a0 i L0 Bas 204 " s 858 858 20 AM
PR L) Sumina Potd Qualty apactsr  Predustion ity A Ly Wo  snam 0900 AM i B01AM CRAM WO wo AWM Ll AWM AW AM fLate) e L
. . (2] B:53 : . *n - 01 (2] . 03 BidE 04 .
5 sTonod Imran Snskh  Machine Opacator  Prodoction A G wo  sotam 5e am 55 ES2AM cooaM  wo wo 0 P 250 AM A i | DOOAM M 1 0
§ w08 8:36 AM 858 908 GAM 05 po7 pa7 4
& 5T-0005 Pocia Nair Supendsor Production A A wo B56 AM EAT AM ™ =0T AM " } WO WO A A Late) A A M B:00 AM 1B 2 o
a7 se ? &57 3 3 (ST ; w08 Bua 8 g
T ST0008 KaitaRas  HR Executive Hurman Resources W A G WO ESEAM 03 AM e BB AM sasam wo wo U FE w01 AM v wa UO0BAM W 1 0
554 nion . . 857 BdsAM : #:50 ; (S T - I T 2
L] ST-0007 Arjun Mehta 1T Support Information Technology AM A AN wo B56 AM B53AM AM Lated 905 AM WO Wo A SMAM 57 AM AWM A AM B:48AM " 1 o
w50 sz . BIAM BT SRAM ’ 803 ES2 3 s49 m53 BN ?
% ST-00C8 Neha Joshi HR Exgciutive Hurman Resowcet AM A aM wo B55 AM Lirte) AM Label B52AM WO WO AN AM 912 AM AM Al AM 003 AM " 1 o

1909 Hows B0 .

Neeameig? W Support *S179BI0 71270 S Hewior +01 7085700840 [ Emak wpgon@aafikieiacem  © 2020 S Knaia Anendance o

Al Analysis (Al 93#f)

mifi Reports (3k%) — Al Analysis (Al 2#7), EEE—BEERNNREER: HENZE. H
EFNERENIKREL. BEIFMBE. TAHBEBBRZIEN Key findings (FELI). FHER.
Attendance by department (%8 J4i1+E %)) #1 Absences by day of week (ZZ2H3%:it
TREN)

allferiime Q soarcn feaures o @ wiBrancnes &AM s -

Dashboard  Device Sotup Organization Time & Loave Data Download Roparts Payrodl Accoss Control  Account Hoip & Support

@ » Dassboord > Allveports > Reports

5 Mustopay Is nactive. Set up sutopay of choose a one-lime subscription payment. Roview Liting
Attendance Leave Analysis € Ratesh || = Fbers 1
What stands out in attendance, absence, leave and punctuality for the period.

€ Sep 2026 » 1D Clar Fiters

Attendance rate Present days Ansent days Lowvs days Late arrivaly

14

T of present days

96% 205 8

g U 13 i ey

# Key findings Attendance rate over time

for tha day cou. The dashed bn

& the periad average

@ Attendance is healthy st 06% of warking days.

) Absences peak on Tuesday: 38% of all absences. i
(@ Punctuality Is good: 93% of present days started on time. i
% 45h 42m of overtime logged in this period. I
3
” sap e 2o : s e g4t Sap s 8 sepi

Sep fep 34 50020 se0 28

Wiese the days et

@ Attendance by department B Absences by day of week
Lowest first. The dashac Bng i the cvaral rate ® Abtant @ On e
Human i 93% L

Technol... 1 6%
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( AE: AlAnalysis FEELEHNELEESSIAEREE,

Hithik=

7 Allreports (FRBIRER) H, EEBILFTH:

K —BESEE RN Late comers (GREIAF) # Present [ absent (HHEh/2Eh),
Overtime (NI, FEENERTSIITHEE).

Manual attendance (F&hZ%h), ATFEZFAMATFTR.

Leave report (3&51RiRZ). Device punches (i&%¥T+) #0 Easy access (IREifA)),

i, TEHIRZE

EEEIREF ESE Export (§H), AE1%E#E Excel (.xlsx). PDF (.pdf) 5% Sheet view / Print
(REME/FTEN) ., £ Sheet fIEF, FRAKE LS Excel. PDF #1 Print ($TEN) &,
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WhatsApp 1=ERFISER

ER. FREEZR

TET AN BN R 2R 1E R, Staff Khata AJLATE WhatsApp LRELXZEHREE, NEB
O WhatsApp SR EWF MR T AIXREE, HESHEELEMRYE

1% WhatsApp HE

XLTH B Staff Khata KXF|ERNSE. BRTHBENZ, THEEMIZE,

1. /i Organization (4H43) — Company (AF]), FA/5+T7 Notifications (&EXI) 1IN
+o

2. 7 WhatsApp Notifications (WhatsApp i@%1) T, FEEZEERHEE:

®E Bz

Daily Attendance Summary (8HZHEE) F—H U RXEZEHH WhatsApp HEE,
Monthly Attendance Summary (SE8Z#EE) —15 CSV X1 E A Z 8k,
Device Health Alerts (I&&IRSIZEER) EYNRANEEB AN RIEAER.

3. =i Save Changes (RFEX)-
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Q0 Soarch featunos =y @ All Branches a A, mlm‘m v
Dashboard  Device Sotup Grganization Time Data Downlaad Ruparns Payrosl Accoss Gontral  Account Hatp & Suppert
@ Dashboord ‘Company
'?-\ Autopay I8 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rirview bifing
Company Settings O Reset

Manage your company peetore

. atendance rules, payreil, and policies.

G Compa Profile
@ Company Profile 5 WhatsApp Notifications

» automated 5,

# Employes codes

® Anendance Rules

' Journey Tracker Daily Attendance Summary

M Payroll & Tax

© Locakzation Monthly Attendance Summary ©

L Notifications

[& Duplicate employess

Account

£ My Profile

FIF SRR

ZNEB K, &Z%12E8, 5= Account (KF) — Integrations (5:F%). Integrations
& Webhooks Hub (£/5 Webhook Fity) ER=1IIABERE: WhatsApp. SMS
Gateway (¥2{EMIX) #1 Webhooks APl, EZFEZERA L= Configure (EEE).

K @ Al Branches

iR

s MSTRATEOR
Dashboard  Device Sotup Organization Data Download Reparts Payrodl Accoss Control  Account Halp & Support
@ Integrations
£ Autopay is mactive. Set up sutopay of choose a one-lima subseription payment. Roview biting
= Integrations & Webhooks Hub O Refresh | O Wabhocg A9 Spoc
Sand attondance, laave and payroll avents 1o your motsaging, project and s
et . Secuty Pratocol
= 0 &) 30 ] HMAC-SHA256 0
c Angrat Pisady 1o connact HRMS & attendance erent TUS & Sigrd Payicads
AN 3 Communication 2 Automations & Custom API 1 All'3  Connocted O Avallable 3 Q Sewch
5] Auaiabis ® Aositably Availasie
COMMUNRICATION COMMUNEATION BEVELOPER & SUBTOM
WhatsApp SMS Gateway Webhooks API

- stectinc pechlogs  atendincelibs it dbmdince s peches o8
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{EE1ZE 2/Y WhatsApp Business S5

REE—ET Meta Cloud API #9 WhatsApp Business P, FHHHBIRIREFX Meta H#t/E,

EE
1. 7 WhatsApp =F £, =i Configure (EC&). Connection (%) 1EI-REEIFT .

2. BINZHY Meta access token (Meta i5iR1<k&) #1 Meta phone number ID (Meta &
S5 D). 151EMA Meta IRIEHNBIESHE ID, MARRIESHEAEE,

3. 7 Alert numbers (REESHE) T, MANMBEKEIRIZENFVSE (8% 201,

® WhatsApp Cenfiguration
Matas Cloud AP - D pvents anabled

Connectlon  Event templates  Activity

Connect your provider
up tha conn S o

® 123456785012345

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

)

Configure event tempiates >

IREFFIRIR

1. #T#F Event templates (SEH1EMR) EMF, AMFIEHTEH: CheckIn (£F%]). Check
Out (Z53B). LateArrival GRZ|). Missing Punch (f#%3#T7). Leave Application
(151 E15) . Leave Approved (iI5REMHLE). Leave Rejected (iE{R#IELE) #1 Daily
Summary (Z2HEE),

2. EFE—1EH, 190 Check In,

3. N\ Approved template name (E#t/ENEIRZFR) . Approved language code (2t
ERNES A, 5190 en_US 3¢ hi) #0 Exact approved template text (EHAYEHLEZER
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X7), EELER Meta UAENRBEH,

4. 7f Variable mapping (ZE2M51) T, EENS I EENNE, BI40 Variable 1 A
employee name (R T#), Variable2 A punch time (TBJ/E]),

5. 1%&#E Recipients (Yt AN), HAEEIFRELFAIAEEX R Meta 1B 1R 1R,

6. mifi Preview message (Fii/HE) EERBEAENHINE, EMiL, EHN Test
number (MIXS3) FHri Send Test (KX)o

7. FFi= Enable event (BRZE#), A= Save configuration ((RFACE).

® wmsnwcan!e r-atlon
uetn

Check in
Se11he appcoved message and choc

Approved template name

attendance_check_in

oUs
iage of the approved hemplate, for ¢aample en S or
Exaet approved template text
HI (1), your enack-In a1 {(2)} is recerdea)

F=: Missing Punch (FRkITF) HESTEVDRER 30 e, RE LR YT EEGZ
—B&RiX—R, Daily Summary (EHEE) ZEENENEK L 10 Riz1T, RAXIIZESHE,

Activity (&zh) EBR7HSANNEEEMEFER, UNRSEHERSEEREN.

RBR: "Accepted” (BiER) Fn~ Meta BIEZZHEE, HARRKRBIERX, EMAXFIELEE
&H) Meta ITH1&

BT ERIEREE
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SMS Gateway (JEEMx) BIAAHERE: =i Configure (F2EB), EERSEE, ARKRESH
1Bk EATLLESE MSG91. Fast2SMS, = AHHEMARSS Fi#E Custom URL (EEX ML), EN
EEEELLE DLT #UEMKIXT ID. 2K ID FERX A, 1ERFIMIRS B &S

BEEHLZZIIHMBEE (Webhook)

NREEHCHRH B TAEFTEMES A LVHT R, BIEBRFRR, 1BEA Webhook,

1. £ Webhooks APl <5 Lk, =i Configure (E2E)-

. BB Webhook Target URL (Webhook BARME) .

. 1f Event Subscriptions (EiTi5) T, AERENEH.

mif Test Ping (MIifiE#) 10T EE, JAIG= Save Configuration ((REFEECE).

w N

>

.. Configure Webhooks API
Diewveloper & Custom

SNEHHEIER, FAENRLKRURIEEHHIRE Staff Khata, BRI L ARBLUTE
Webhook API Spec (Webhook API #15E) TFiEIFAEE.

FFIEENEE, BT A EH = Disconnect (B &EE) .
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14

P DIF% ahimEy 53 T B BIARSS

EX BRATIERNER

FERATERE, SMNRAIESEMTILIK Android #1i0S ki Staff Khata FEFHEEEH 2K
Staff Khata kP, M{1RILAEEZE). BIEEIZMIT . BIBBERNEEILARSR, XERDE

YRR =R

BEER. RIERAERMRNERRIERNE. SREZIFEE Billing&Plan (KE5E

ARTHEER

1. /i Organization (£H43) — Employee List (RT5IR).

2. 77 Add Employee (FRAIRTI) FiHH9Esk, =i Invite Employee (FiEHRT), A
RTHEBFEFIFNSERNZEA L, FSRAANMNEERT,

3. BIREREEREANERL, BHHITREH KT Update Password (BHTZD),

4. BilE N@E Staff Khata BB BHIT R, 1B5F A7 EH =3 Enable Mobile Punch
(BEFNHFE).

51 T AJ7E https://attendance.staffkhata.com 3§ Staff Khata Nz AP {E BRI RV EBFEFI 2D E
Fo

My Dashboard (FAY{UFRIR)

RTEREZ#HN My Dashboard (FRINER) . EERAA T, REIRE. FELIENSE
I (BRI FHER) URB/IALENTIEH, FHRER- RS0 5B ESHNBRER.

staffkhata.com/guide - 85/ 114


https://staffkhata.com/guide/zh-CN/employees?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=zh-CN
https://attendance.staffkhata.com/?utm_source=pdf_manual&utm_medium=pdf&utm_campaign=user_manual&utm_content=zh-CN

alllReaiime . Search fastunis . " m O w Mo
AMLICPLTING o BT

My Dashboard My Atiendance  ApplyLeave  MyPaysips My Profilo Halp & Support
Gaood night, Neha! & Ratresh
HE Extreitive - 2 RIm(S) nesd your sient
Lirs ® L a Neod 8 g (5]
118h 23m 112 2 22
14 daya pessank days ich fhane io Teviety 1his moAth
View detads s Viewdew 3 vewdsss 3 vVewdesis
Meads your attention % This month at a glance
@ Sl clocked in— 003 AM
14 8 2 & 1 118h 23m
@ Missing punch-outs — 1 Days i i i Wi 4 :
% Mo @ Atuondance & Leave
SUNDAY, OCT 18 © Crockedin
My Attendance 2 MyLeave e B 12
Casuat Leave 10120 e
—
Totad Howrs: Sk Leave L+ T
14:20:02 i or1 e W
Maternity Leave oimy s
Gampensatory Of viac we
. 1

My Attendance (FXA9ZE))

My Attendance (HVZ %) ERSR. AE. AN URMNER.

XS RPITF

1. =& PunchiIn (L¥HTR) (FEELHEZHITEL),
2. WS 2RminlES, RIFERBEGAFUE,
3. H—KBERHHIA

HRe5ERMUE—RRTF. —KERERE Punch Out (FHETR).
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willReanive’ Q Search features. .
o

My Dashboard My Attendance  Appty Loave My Paysips My Profile

@ My Dastiboard © My Aftendance

My Attendance

Your punches, working hours and sttendance history.

SUNDAY - 0ET 18

My * Cisciudin Todan's Hours. This Week
Attondance
Total Howrs 14h 20m 9h 57m
14:20:20 ——
00 08 B Mty arget 2901 45 M wesity trget
a o A
o083 A [ et
Foncm o watia QUICK LINKS.
T b
3 Missing Punch Outs

o] History

Attendance Records 14

Setie Date Satus Check in{ Ot
o 1 18.0ct 2026 » PRESENT 000 AM
N 170002028 « PRESENT Pope o)
N o 160ct 2028 » PRESENT
Ny 2150t 2020 » PRESENT
N 140612026 « PRESENT
] 13 0ct 2026 « PRESENT
] £ 1266t 2026 » PRESENT

ERICR

Attendance History (Z#IcR) EMRFIHE—R, REXKRIVIRE

8], ERRISEURME ENE,

Attendance Details

taTE
T8 Oct 2026

CHECK
03 AM

Production Hours

PUNCH INFORMATION

@ S03IAM  OFFICE

0 Samusng Gatary A3 - Androie

Kt B Dl

VIJAY SALES
KARDL 6

Kaiod Bag

AunT
1R PUE
"

Late

On Time

O Time

O Time

On Time

On Time

EIFHEIRIITF
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128h 20m

501 100 H ey argat

Aeimbarsement

Producton

G #HLIM

@ 1M

@ B1EM

@ 8H5IM

@ BHZOM

@ amseM

e
¢ IR o v

Holp & Suppert

O Refresh

B Overtinse

Oh 00m

Tris ety

AN Appoved  Peeding | Ol Search atiendance.

® 7
® F
® ¢
@ 7
@ £
® g
@& &

EltR, AIEETRAY




1. REERREET.

2. £ Request Correction (FRIE¥EIE) A, I&E PunchInTime (LE¥IFT-RBY{E]) #1 Punch
Out Time (TFHHTRETE]),

3. 1\ Reason (BHA), #AfGE/E Submit Request (3RZZFRIE),

FiERIR A E AL, 53 TAITE Regularization (#ME) EMEHERERHE, &8 FUHTRHN
HHAZ5I7E Missing Punch Outs (FRZKTEETR) T, Request Missing Attendance (Efig
#REEH) NAFE2EEITRNEE,

SESE

Apply Leave (ERi&iE{R)

£ Apply Leave (BRiEER) T, RIAUER B SHBRBRIMENRIENRS. il=E
Apply Leave, i%t#% Leave Type (fRHAZEE!). HHEA (3¢ Half Day, +X), AIMEEFHIEI
TR EHUERIELE,

My Payslips (FRITZE5)

£ My Payslips (FBYTHES) T, aTEEFRMHNER, BAIEEE—2EAHRNIER, &8
WA HBFMTERE. =i View (BF) s ITARENIRSR, HPEESEH. WA HkF
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MABEBSEREE, HA TH PDF,

allReainive . Search fastuncs . ¢ TR o ¢ v
A s, o EMPLOYEE
1) My Dastiboand Faysip STO00
Payslip Details
View and downioad salary siip
PAYSLIF NO
ST PN-FOSE
Month; September 1026
Ganerated: 18 Dctober 2036
»
re
llllllllllll PutLtd Rahul Verma
T, Moksa, L Superviso
\a-teaTie Emg
Emai
v
it Time Policy:  Shandiaed Oifica Pl
sssssssss “ DEDUCTIONS
T24,000.00 FF ([Employee ?2,8280.00
29,600.00 PF (Employe) {Exchuded "0.00
00000 70,00
250,00 ES2{Emplay 10.00
1,550.00 ES4 (Employ (E xthaded) 0.00
000 Frofess al Ta £200.00
rrrrrrrrrrr ¥38,000.00 LOP Dao T3.800.00

My Profile (FRIZEHL)

My Profile (FxRIZEH) E—RERTABR. IREZHMRITER.

£ Staff Khata Rz
BERIA LR TH S sha S R EMThEE:
Mark Attendance GESE): FEBAUERTE FIHTE, MEMITNENTEDX

1, MRS BEcLa (18 Realtime £4IR511% 8,

Attendance (£%)): HHEHM. RREXAUEEIT RENELMZTEUE, =% Request
Regularisation (FHiE%ME) BI#HITEIE,

Leave (iBfR): HIFEXR. FXRF—ERBHANEE, HEFHRIBERS.
Payslip (T%®): EFEER, H =3 Download PDF (% PDF),

Claims & Reimbursement (IR$HERIE) . X TNsz ol 2 HIRHPIE, FHH EMKERIEF L
PDF, EHiE&# N\ Advances & Reimbursements (Fisz 53R%H), ZFEE M,
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Profile (&#): MANIIEER.

8:55 vi

< Attendance

® Readyto Punch

08:56:~

THURSDAY, OCTOBER 22

& Checkscomplete & Location optional

General Shift
09:00 AMTo 06:00PM

@ Current Location @
B38B, Noida, Uttar Pradesh

@ Verification Photo .
Selfie captured successfuliy

<] Punchin

R RARTHIEEE, RITREEATTHIKERA EETNBITR. FSEHZ EFMNFID
NNIEINEE S

staffkhata.com/guide - 90 / 114


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

journey Tracker (FfihNZA{4)

E%: Journey Tracker Minn<E 4

Journey Tracker ERAFENMIFREET: HEHF A, XHE. LIRS, BRI Staff Khata #%
oIV A EIERITIE, ErILIEMTIRN BHAERIMIERE. EMEEBUNET 2%,

FTEEE: Journey Tracker B2fIBMIMNAH. REEENIK, LERZKMNALE, Journey
Tracker ZEFZE XM A SHI. HiN1&EZ%E Billing&Plan ((KES5EZE),

FF /2 Journey Tracker
R FTAER A, BEFNLEUEOAE,

1. =i Organization (44£%) — Company (2F]),
2. 7£ Company Settings (AFEIZE) #, FT7F Journey Tracker &I+,
3. /= Enable Live Location Feed (/BRI BEHIX),

4, LUFb (It Location Update Interval ((IEEHEIME) . FWAZEEFBAFKL, +FEL
R1EWF,

5. mif Save Changes (IREEXN). E=EEF "Journey settings saved”" (TIRIREBER
=)o
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S8 i O M tweint oA e
Company
] Autopay is mactive. Set up sutopay of choose a ona-time subscription payment. Reyview biting

Cnrnpany Sattmgs
anag com torerces,

attendance rules, payroll, and policias
Journey Tracker Settings

@ Configure ve location updales and automa

Enabie Live Location Feed ()

LOCATION UPDATE INTERVAL

Start Journay on Punch-in

oun
iy AUTOMATIC START APPLIES TO
Apgties When autmane STt i enabled, Employess can st ey All departments
You have unsaved changes [EEUEN © save Changes
RE 3|

Enable Live Location Feed (BHE3E E& TiTIR#H1THEREI&EE EH.
BY{iL B HEIX)

Location Update Interval ((iE&F  FHAEUEMNE, M 1E 607, EIfFEE, FEEMNBIHEIREE
%ﬁfﬁl[‘%) 570

Start Journey on Punch-In (t¥f  RTEBINA E TR E A IRTTIE
FT-RESFIATTIR)

Automatic Start AppliesTo (Bz1  Alldepartments (FR&E=EEI7]), 51X Selected departments (Ffik
FaiERT) a8 RIANEIFoFIRTITIE,

Fia17iE (I, BEIRA)

1. 7 Staff Khata [iZFIRY Home (BT1) L, =3% Journeys (1712). EtbrAILLFITE More
(%) — Journey Tracker,

2. =¥ Start Journey (Fia1712), ABRERINRTHR3Z Done (5E%).
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5:20 vi

Journey Tracker
€« Y ©
® Ready to start Online
JAYPEE =
——— B ST T L P
INFORMATION
¥/ TECHNOLOGY
]
SECTOR 62
&2
SECTOR 63

® Readytostart

2 ©) ®
0.00 KM - 0
Distance Duration Checkpoints

I start) ourney

Journey Timeline

©

No stops recorded

NEREET OnTrip (1ITREF), UKBRIALNERS. HKMINER, NAEEREITH,
FNERHEREMUE,
-

7 ﬁﬂ%l"'ﬁﬁi?ej_' "Battery optimization is on — tracking may stop" (ML ILBEFE,
BARER(FLE) , BRI Fix (1B8) HAalr. BLEFNATEEMELEENA, v“ﬁ%%’%tﬂ

W=Ho

N

EEPAFIMEES

RERATFIER—RER: R, RETHAURERKER,
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1. E17120iE L, =¥ Add Checkpoint (FHER). LogaStop (IERIFHE) EiRFEED
17, BRUEZBTIM Eo

2. 7£ Add a Note (Optional) GRNN&EF, #EEH) T, EFRETHA, HIUNEEEIRITE,

3. =3% Attach Documents (FI0CMF) ZAINMKEE. WHEDNERF . 1% Take Photo (3HER)
g, Browse Files CX|%i32{F),

4, m=¥% Save Stop (1R7FEH).

r:_[gaz[ k[~||] ljzuj

whmﬂwWwF—u

ul-l_J.l_l:lL 1. ]JJTFJll_'l

lanrnau Tranbar

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.jpg
(o]
28.7KB

FHR1TIZ
1. TSR, iR End Trip (SR1T79).
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2. =3Z End trip ik, 1TRERBTLEME.

TRERNSFRERRLE. REBSHNES—MEES. ATAILUE More (%) — Journey
History (17#212R) T&EEHEIEMITE.

EHEREZNE (SER)

1. RETNERREHH Journey Tracker,

2. mifi Refresh (RlFT). FAEEEITEFHARESESRTE Live now (HEITEL) To

7£ Journeys List (17125IR) #, fKEENMETHITENEENR, FTHELME, KE
EMAIEER, WEZIEMRETEE), AMIExR Activity Timeline (EapEYiEZE)

i
SAYPEE
s R | ST |
& Journey Tracker @
* Recordng Online
‘ a T 1 e || R

g
E
i
H
oI
Fid
i
Fjf tememay -

]
...................... - i
& i : :
| I
« OnTrip i 45
Start Time: 08 20PM 3
:
< @ @ {
: i -3
0.00KM 00:00 1] 1 e I e
tance Ourauan Checkpaints 1 i = 7 =
! % - ik i i
% o ¥ ¥ H
@ AddCheckpoint o i L s - !
” § 2 i FI—
G : i et -
B EndTrp f ! d Z . 4
Googie & —— ] ot B 8 e

Journey Timeline

E—REEMBAN, EREA LA Live Locations (LHHMIE)., ERE—KME L2RAE
EETREFRIR T,

ER1TIZIcR

1. 7£ Filters (/%) T, i%£# Today (£X). Yesterday (FEX). Last7days (&if7X)
g% This month (&8), S BETIEE From (FFi8) # To (ER) HEA, EHRILUERE
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_TﬁJ'Ell\Io

2. TREREY£H B/ Total (1TR22%0) . Active now (HEi#17H). Ended (B4£%R).
Distance covered (1T3£EEE) #Avg. duration (FIYEH),

3. EA AL (£2). Active ((#17H). Ended (E45%) #1 Auto Ended (BEzh4hsk) %EIN
+imiETIR, A Export (FH) THIIRK.

4, AHEEETENRBEN. ERERFRERNE. 8238, ES LU Journey
Timeline ((TIENE)X) . 8—EBR{THME— =GN HIFESMNE, RESSERRAINSE
E, E Ll s attachment (i) FTFFMKEE,

« JowneyEnaed | §3 Reaeheman | € |

Startee At p Edes
L ZUNOI2026, 1011657 am N0/2026, 01:23:32 pm

Tonal Stop Detance

L 2 smeowm

Easten Lot recenged
Jeurney ended mem 01719:39 pm
LT PELTY

= Journey Timeline

w1
RO e r——

1930
" - Deive ) 46 ke
1248 i 24

#
[y
130
A Dvive n
S.004m - 13
Stop i&m
Shrea Aam Tawiben, o, Cha
Codetied chaows temoe
# Lattachmerd
=K $alle
e
) Dvive A% amin
S744m

[o]Es %

1. ETREERT, =i Viewroute (BEFKL) . BMIRESLHTHE L, SMEEREE
WS
2. BEMBERIRERITIE, ANERE 1X, 2X, 4X 58X &EE,

3. mii3DMode (3D 1R:) EHEBEEHME, ~i Satellite (RE) tNREIBEME.
ResetView (EEIE) IiStEMERE.
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Rahul Verma P
B 200s-10-21 10001 ¥ Remtview @ 3BMods X

£ Activity Timetine * hb L u;::au‘l.l'f DiLshAD
K T femars 5

Sharma Testies, Sactor 43, Nosda

- ] 2
T P b a8 ' 4 j
D aiicasi o L [ : o
T — g J ks ey, ‘
" - e 3 st "
T 51 W L 3 o
e i g aaNgH NAGAR g w
Gt Fabiice, Gamdh Nugar Marse, i e L ol 3
Pusd 5 BAHIBABAD
: 5 S ; ot
Orkr 0 et of oo pogain Vg nacan | e
= Py ot b .
i
i e itlsid ANAND VIHAR &
S00um -13m 1 i =
Yaa @ e 16m ;; i f" =
il S [ g3 o = et |
Chands Chonk J D urman RS F e
It tad e 1 Sratember Htafeu¥ Jg v ‘ i i -
s £ naalt i 1
# Wttachmant & i
e e Al \ y |
8748m 20m } z . v
LPEXTENSION  a
WO e o 1 it e ) i
Panial Garmuse, Lacmi Magar, Dot ‘ "*::'_;“;”55 e . 4
SPowod e et range, fakow- g o Y s st o
a5 ddorcey Y e P 5 z "Ea'f;
149 = _," |§
G E- 4 AYUR VIHAR r 9% 2 ' j
TASSRA I, \-.,_, PHASE | /’ { 5 . /
an @) g '"g?‘m B § g™
P s o sy s | i e
Shima Tl & O . e v e f/ ] contd :
ﬁ i LA / 1 \a w0
e % P E £ Fapbound thornicn  bap Dota G504 Goanfe Tt
IOIEET am . oot
a K o I = ax 8= & Fotow ~ra -

AR NMREATIEERTE, BoUETEERRPERE. —HRGERWITIEHOIaEERIX
i, #2755 Auto Ended (Bzpss®).,
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Pro HRMS (HiInZafE)

E%: Pro HRMS KinsA &

Pro HRMS EZ#NZIMEMT BFEMAS IR RABA. CIREM. Wil ZRIR. BER
MZFARS 8. BIREMT Manager (FIE) A, tHAMATATUEEBSHNRT,

BEE®: Pro HRMS REIBMMAL. REEEHKS LEAE, HRESRWI, HHNE
%25 Billing & Plan (KE5E%H),

$%Z Pro HRMS 38§

MNAtERRE, EERMAELERNTRE= R A TEIRFZHI Pro HRMS 8, LITFRIEL
REEBTE LK R,

Organisation Feed (AT)EIF)
—EATABAL. W ARSUEE S,

1. =i Pro HRMS — Organization Feed (QFEITNZ),

2. ERMERBANAR. =i Photo /Video (BRF/FISR) MINNGRIASIH

3. FIEREEES: Everyone (FTEA) X Specific Department (3FEERID) -
4. =i Post (R7h)o
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A Welcome to the team, Neha! £ Our new HR Executive joins us at e Deihi Showroom ‘

B
o posts yet— be the first to share!

\eran Shaikn

RIAILARE. IFeHUGENEF. Celebrations (K#t) = ERSRMEMGEIRAIEBRA

HRZ2 2 Ho

Org Tree (£A£RZ2H4E)
AR ER TR,

1. s Pro HRMS — Org Tree ((HZAZEMIE]),

2. =ik Create First Position (BI&5—1"<fi) (Z/579 Create Root Position, IR
i) o

3. 7£ Link to Employee (XEXRT) TikiZL T, FA/GIEE Position Name (F{I&FF).
Department (&B[]) # Designation (BR{i). Responsibilities (BRZ3) R 7ikiE
T,

4. g Create Position (8IZX{). EFE ML Add Direct Report (FRIIERET
B) mTHEEEE,
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KL LATEB R A ZRIRIFT iR, RIAILTE My Org Tree (FRVALRZRNE) TEEFRME,

Job Referrals (ER{iIp9#E)

1. =i Pro HRMS — Job Referrals (BRfiifA#E) — Add Job Opening CRANERAIZER) o

2. % Job Title (BR{u%Z#F). Description (}#if). Location (itz2) #1 Department
(BRI, AR

A TALTEE Job Referrals (BR{iuA#E) TiE E&EFIFTHREN(L, FH =i Refer Now (IZEP#E
=) EEBEDINEMA. ERILTE View Referrals (BF#ER) FTEZEZA, HIEEMAT
129 Pending (#%%E). Hired (ERF) 3K Rejected (BE1E4),

Daily Work Updates (5B I{ELCIR)

SR T i Submit Today's Work Update (12X HIELIR) HiERERNITIENE., EE
FRFLZIFEF] LIIE Pro HRMS — Daily Work Updates (EH T{ELIR) TEEFREALCIR, 7
¥eBHHAs R THi%E, He] Export (),
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Assets (&%)

IRERABINEICAEM. FHMEMT ™,

1. =i Pro HRMS — Assets (&7=) — Add Asset GRINEAT),

2. EFEIER (90 Laptop, EICAERN), i\ Asset Name (FEF=Z#E) #1 Serial
Number (F515), AERF.

3. £ Inventory (FETF) FIFERH, REHiZ#E~HI Assign (9EC), 7E Select Employee (3%
ERT) TRERT, SARRT Assign Asset (DECE) .

FINA=E#BRE Assignment History (7EIER). RIAILATE My Assets (FHI%E=) T&E
EECHENE

Policy Documents (E{&ESZ{¥)

=i Pro HRMS — Policy Documents (B f$) — Upload Document (E&E3XH), HIA
Policy Name (EZE&#F) # Policy Category (E(ZE3l), SARiEEXH (PDF. Word.
Excel. PowerPoint {EF, |®A2MB), RITITHEBEE =T Acknowledge (FRIAEIR),
el LI EEE A
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HR Support (HR 3z3%)

—MRTREZH. ER. HFRMEMASZSRENRS S, RT A Raise Ticket (1832
5), AMER. ?mljFDHE'—%S/\S‘UfFo HR F1EE Z A L7 Pro HRMS — HR Support (HR 32
) TEAEFEIE, HFiEid Update Status (FFURE) RBEAORMEH T Open (FFME) .
In Progress (2h32#1). Resolved (Ef#:R) # Closed (BxiH).

BEANgHEE

1. /=i Organization (4H43) — Employee List (RT%I%), AEHEEZGE I,

2. T7f Employment (BEE) $&, & System Role (R4AE) i%/9 Manager (&
),

3. =i Save Changes (RFEX).

i = Admin
i @ it anenes —
Dashboard L Organization ~  Time&Leave ~  Data Download - Repart b Suppe

o
lopay Set up autopa on ment o Gaviewbi ng
Edit Employee [T —
Parser © employment

Branch*
Change £ 12 Jun 2023 Noxta Head Office (NOI-HQ)

nnnnnnnnn ) Dasignation () Reporting Manager ©

System Role

Manager

HR & Compliance

Total Experience (O EPF number ( ESInumber ©

ZIEMHPAZFTE Reporting Manager (EESIE) NIEAWR T, BESMFIPARKLERY
Employment ZEHIGE,

( FE: HETEProHRMS EHES, System Role 4 =¥l Manager £,
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(IR

ZIPERE=# N\ Manager Dashboard (FIB{UFEIR) ., HEFEE:

TIE SIBEU AT UM A
My Team (FRIEIFA) EEMERETKRIAG, URMIIBVERG. NERHHFAES.
Team Attendance (FIPAZEEh) CEHRINEBRZENIT R, HEZEZHEIERIS,
Team Leaves (FIFAIER) EIZEI AR REAIBHHLESIE L,

alfiergue | q soe o i ¢ D o e
LIRS

1. =i Team Leaves (HPAIER) o
2. AEEANHIEIREER, FTFF Leave Request Details (GEBRHIEIFEE) o
3. =i Approve (Ht/), =i Reject (3E42) HIEBIREHE.
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Leave Request Details

BREBLIEN HR WAH#E, FEB#ER, BIE=RESR "Approval Pending from HR" (ZF#F
HR &#t), BEI HRAHRAHE, REHP—HIESE, EREMEIEL,
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Eés M RN SZ 45

B hEER

KENBEPEERENESR.
Admin BEBRIEBMIRFHITH R

EREMER

EHERGBXREREEING, HMERRHARE.

. REALANEERR.

MAIFALR. WA TEEARE, URIARERAER. 28

/o

Dashboard  Device Sotup Grganization Time & Loave Diata Downlasd Rupans

5 Autopay is inactive. Set up sutopay of choose 3 cne-time subscription payment.

P Welcome back, Admin!
M Suncay, 18 October 2026 - You'ro all caught up! o panding #ctions require your attention Toda)

Total amployees o Prasant today o Absent today o

Map view "
a@ v
= o & é
VI N AR g s
O DY VI N e RSl = .
.......
wans AN
.. ANAND YIHAR it
CHANDNI agrous s e e L
= CHowk —— g 5
PAHARGAN. o] e
as =
: AT
ER NAGAR Lo uncas 3 SHIFRA SUNC
- PATPARGAN.
£ wEgtoy . it
:
& 1.PEXTENSION "
MANDI HOUSE .
wfl R 7 g g
3 iy
o SE
PANDAV NAGAR MAYUR VIHA R % 3
PHASE 1 B3
Googe  New Delhi PHASE | 3 &
Late arrivals Upcoming Leaves “
sp Sunha Poll por wy MenaJoshi Appeoved
i mtald |

2. Manage Subscription (ZIEi]i%) TIEMEMFTH. E
AL EE, URFERIXERE.

Late today

@ All Branches

Recent Punches View Al
omze sp  SunilaPati
0007 Ax At Kumor
Rahul Verma
o903 (ng Momadosnd in

omop i mran Shalkh

ouoe e Lo

Celebrations Mshidaye

15 Imran Shalih

ERENERZM. RITFHIAF

3. £ Included Features (B25HIIhEE) T, BOLUBINELZESHAEIER, fl

Attendance Tracking (Z#)i2®). Shifts FEX).
Payroll (#) #1Employee Login (RTER),
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srare Q1 Soarch features L) All Branches
'iacm\m a
Dashboard  Devica Sotup Grganization Loave Data Downlaad parts: Payra Accoss Control  Account

ard - Subsscrigtion

7 Autopay is inactive. Set up sutcpay of choose a one-time subseription payment. Review biling

Manage Subscription
Bang & Plan

Growin
ik 15 days remaining
Included ieatum £ Modules
o o] @ 5]
Attendance Tracking Shifts Organization Setup Reporis
Dady sttangance and Boomtric i bt M s Company. branched and deganment Dady and
B (=] B o
Leave Management Holidays Payroll Overtime
@
Emplayee Lagin

AR £ 15 XiAAEAE, FRETREIEME. BAERE, ENKFPIEANIER, 89T
REFTRERMBIE, HEIEHAR,

AEER

\!I
4

&
3

FEEZHAF. BEZRENETRBIERINEER, BHK.

1. 7£ Manage Subscription (ZI2i]i%) T, i Browse Plans & Upgrade ('3
HAK) o

2. Upgrade your plan (A4RENER) sHHETENEZENRE User limit (BFFRER) .
Device limit (I&&F[E&N) HIhEE, HF—1EZEITE Recommended (%), HHEE
B2 Pro HRMS g Journey Tracker ZHMiNZE 4,

3. REERENER PR, EESTNER L, M E Manage or renew (EIEg
éﬁ’:i«]—)o
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allReauimve

oarc
St Grgani m
ehon Upgrade

Upgrade your plan

Unlock premium features and scale yous ofganization with Staff Khata.
B e i
R, us 8D
50 1

Change to Starter

FERERTHC

LMK E O A] LUk

priidi|

Monthly (#ZH) =
Yearly (3%4F)

Purchased seats (BE3fE
{i1)

Add-ons (FffinsEf, &
18)

Autopay (EzpHIFR)

€ Goback

Recommended

B S s 77 R >

750 50 1,000 100

Manage or renaw Choose Pro

s
NECES

BRZLVAPME, BARKEENRIMERM, KRREREEWFEAL

EHEEREEEIMER, $%0 Pro HRMS 3§ Journey Tracker,

ERTERHEMRNBEERR. ABRESABMEI], TREBRBANRIE
Bo KEAMA—RMENK, FEEIT.

Order summary (IT2HE) BRESKJIXMNETH (& GST) UK TREITHLEE,
REMTIEHE, ARTEREAREARTHRAR. SFHNHEIEEE Billing&Plan (KE5F

&)o
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( AR B —ENAESTELTAERABMHR. XMERT, ElKksBIRA—RIEA K.

EEKE, BiIFNEE

1. =i Account () — Billing & Plan (lE5E%), Billing & Subscriptions (M
53Ti5#) TimERERrFT FHo

2. Current subscription (H7iiTiH) ERENEE. BohilAREEHE. &8 Purchased
seats (BMWENL) FEEXAF %K. Current period (XFiEHA) LI Next renewal
estimate (FREITMH) .

3. =i Change Plan (BiREZ) AR HMES, =& Renew plan (ZITER) AT
T—1ARER.

4. WNRBmNFHEXH, ERTE Enable Autopay (BRBNNM) #HITIRE. BHEEREN—
£, UESEERAMNIKEREE BN,

5. Billing History (IK&i2R) FIHE—24. AIK Al (£80). Successful (FIh).
Pending (iF40i2) 5 Failed (KK ¥k, Zi%325 1D HEFHER,

6. REEEITH Invoice (%) BIRI FHH PDF %%,

Holp & Support

active. Set up sutopay of choose  ona-lime subseription payment Review biting

a Billing & Subscriptions

o SR . |
Manthly - Existing banng tanms

Fadied 0 £ Refresh

Billing History ©
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( B (ERRIAES B sh0FENE LAY Review billing (BEEKE) RS HE—E,

NERERITIIELES, Subscription Inactive GTHFECE) HESIENERR, =&
Proceed to Payment (44:(97%) SERFRENRIRE 1718,

RENFBRIFHIRIZ T

1. REERKGHIERE Help & Support (BBI5%#H), aE3E2=AAY Help &
Support,

2. TnEBAY Contact support (BXxZ 2% ERINBZIFEIE. HALLMBLFE,
3. BIRRX T E, j5mif Raise Ticket (IRRX I ),
4. %\ Subject (FEF), H7E Description (k) H#fiREL,

5. 7£ Attachments (Ffi4) T, ERILIARINRZ 5 1XHF (JPG. PNG. PDF 3¢ DOCX, &
N2MB), flanEE,

6. =5 Submit Ticket (123 T 8),

Raise New Support Ticket

P s
Feahad Vermna's Sephomber paysip lists Production, but be moved 1o Quality last
week. Pirate help us update it

BT ERL— Ticket ID (T2 ID) ®7F, HE/RTE Support Ticket Log (Z#HFTLHIZR)
. TREEYRA 72514511 Open & Pending (#F43E). In Progress (%IE) #1 Resolved &
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Closed (BfAMEXHA) HWIHE, SREENTRAEEHFBENRS, KESM Open (£
2038) RRZ 7 In Progress (03E7). Resolved (Ef&#R) # Closed (BEXiF),

Close

( #FE: Help & Support TEH Admin 3 HR 1832, R THILIERN M A TR Admin F3KEER,
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2 LSRR

ER. FREER

RREEEPREANN)E, NRXEZEENR, 58T Help & Support (FB153%4F)
RBRIE (FEHERE. KEMEHE),

HIFigsE

RIFTERFNIT R

ERINFRE TR

1. EREABFNIT K, 7E Organization (4H%}) — Employee List (RIFIXR) F, TH
ZRTITEE, BMIAFIITREFB. NREXHA, MASES "Mobile punching
disabled" (FHITREER),

2. BRIFUENIR. FHELBIARBENRS, FA Staff Khata AL AE I ENR,

3. RIEHIBEIER. NRVARTHEBHATER, HABNAERNR, BT
Organization — Branch (923%#114) FRESSZNMHIUENFF. BSRFNI .
4. BNEREEARTIER. RTHBCHKFRERNAH. NMRENEEFEERTIER, M

{I12%&%| "Employee login is locked" (RIEREBE),

EVHRANIRERETRE%

BREZPNEETEE. BEHN, UKRHEHRS R MIIEERIZEE Device Setup (I§&FIRE) —
Manage Devices (EI21&%) & How to connect (JfAi%#E) MUMBHIEE, EREXEIEE
BEEN. BLIEEFENITRIERAREK: (£ Data Download (##ET#H) —
Download data from Devices (Mi&&E T&HEIE) BIAISNEEBIEEMNIER. BESREY
nelp .

{87 7% Organization — Company — Notifications (BX1) FHBIEEBELR WhatsApp
1REE, XHFEREE —BY{EANE,

ZFFPEEEYNAAIRE?
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{X3z# Realtime £¥)IR718 &, Hittmh#TT A& E! Staff Khata,

RTETF, (BafiReiRK

157E Time & Leave (BYj8]5i5{R) — Manual Punch (FzhiT-&) HEIE, iE
Regularization (%ME) THUERTHEIERE, ESHNEEEE.

MPMER

HK=id T &85

EERTImE ST Forgot password? (SidZi3? ), WA I{EENFE, RERBAESEDN
ISR 1E, TESEIESHEAMMNERIER.

,

g7 &g

Admin TERMBU R TR AEHIREERMKF, 157 Employee List (RI5IR) HémiEzAT
PUSEHZRS, 3E R ITeLAECREBFE(ER Forgot password? (SigZ&iE? ).

III_,\

X0

B U EERR SRS

BHFITHNBRER, AERd Resend Code (EFAIXIIENE) . HENIRIFHX AR, HEIAZ
FHSE A LEWEE.

IMATEERIES?
RELERKEG — Language (IBS), M55 MiEEHiEE, ERA0, BERATEINIAZENE

=4,
HRRINERE

HwERPRDENST

ETNERAY branch switcher (O XZAMITHERS) . MIRIEFET BN D N, BREFE!
ZOSZNMMNET, 5% All Branches (FAE S ZH4) o
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WEETERRIAIEFIEE T WEA R,

¥&EZ R T7E Employee List (RT5I3R) 257 Active (EER), UNRENERBHIRSE
EFiRZEA 8L,

INAFHiRER?
FTFHRER, 15/ Export (Sil) REFH TN Excel 5t PDF, SL#t{TIIEN. BSAEE.

AT AR R AT BIE?
PRERRTENERTOR R, AFERITREEENER, IBATR

IHAEREZEH?

BHKFSERANTER, BHNBESRE. MEETESNYRSIKIE, HEIEAR.

IERT LA 4

HR BREFREMFERS Admin HENEENE, FIEEE Pro HRMS MDA S,

IhiE Admin HR Manager Employee
e eV EYNC| Z:NEi [N A

NE. XA, 2B = = — —

ZEM AN I BT[] = = — —
ANANREER T = = o =p:Ei|UN AZEHR
EYRRANIEE = = — _

PERANAFE = 2 — _
BRZHMFoNIT+ i = e =p:NEi|UN xA; HIFEIE
ETUHTR — — = =

AR A=tz REMEH =12 Ei [N FRiE
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IhiE Admin HR Manager Employee

TiRE = = — —

FAMIHE = ~= — AANIHE

w*& i i - _

WhatsApp {eEEFI&E AL = = — —

ERMIRAFALR = — — —

Help & Support T& v = — _

BREBIER

BRI ABEEA 15 XA, HRElfrEiaeREs. 2&E:

Thie FRrRER

FHIHM Realtime REZEE. SAKRK. DA, 3] FREER

Bk, HRE. Mk ZPPR AREREESANER

MoIMBaimRTER (RTEBRSMEAITF) HJREFEESENER

BE. SANSHERRK. HMEEKMRKR. Access Control (ITJE4%Hl). Data BERENNEER

Download (¥#ET#)

s, TR, IR, THES. BUETFERE BFRRNNBRER

ZIBfAG. RNEHS. AREHE. KB~ Pro HRMS 0B

ShEN A A SERTIEER Journey Tracker Hif0
A

REER. EERHEESHNRBAURSZER. KREESRIR — Browse Plans & Upgrade (3l
REEHALR) EFEIMYIR, HpifiM85EE Billing & Plan (KR5EE)
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