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HR Exocutive Human Resourcos o

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

(RO - S5 AL BRI B A B RE S o
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E%“Jﬂmﬂﬁﬁwﬁ

HENFRBRE Staff Khata UNAIRIEE—FEFT+ | AEEMN « REBHZ D > URETAIMUE
AT+ o MARKEBRAPREHEIEREIEE « FRIGAF)

s ENRA

1. 243 Organization (4H#%) — Company (28]) » 7AZFIEL Attendance Rules (LHE0#R
f)) pE-

2. FREEZRE (RTH) -

3. 7 Absent Day Deduction Penalty (FREFINFKE) H > WASREKREZIRRS
Bo—MEgEAHle

4. BhiEE Save Changes (f7F&E) o

llReniimve

o+ Company
B Mutapay is mactive. Set up sutopay or choose 8 ona-tima subseription payment

Company Settings
MANGE Yoir Company prelorances. atendar

ar
® Attendance Rules
i Configure ULHMALc pURCH-ou, &
& Enabie Auto Punch-Out
m
- Enable Overtime Tracking
&
Enable 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

]

BRIE (3!

Enable Auto Punch-Out (E{EBE& Tt T=50 FHHTREF » 2R G EM L 11:59 BEIBMPIIT T
&) IE °
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]

BRIE (3!

Enable Overtime Tracking (E{FEMNIHE  EEREBHITRAITIERE » B E R LSS INHEE o MEEaYEt
He) HATUATEII R ~ HETBAMBIFEETE o

Enable Live Attendance Notifications 7£ Admin #1 HR BY&ERIR L » UEBE S EHIR TR~ E—
(EX FRENES L Eh3m4N) E PN R -

Start Journey on Punch-In (EFHTREF (£ Journey Tracker MiANtE4R o 552 R Journey
FtR1TIE) Tracker ©

Absent Day Deduction Penalty (fRZhi1 ERERRENIIPFNFFERE > W 0EI300
HRED)

Rt E R

IBERE AT LE B T A TRt 178 App T~ ©

1. ERE—E2EH > #E%| Geo-Fencing Parameters (HIZEHZE) o
2. BAEX Enable Geo-Fencing (ExFEHhIZEIH) o
3. EEEAAN

Branch-wise Rule (f&k3[E#R8]) | SEDEFERBE SN EMFE o 7£ Apply to
Branches (ERESDE) HEEDE c IREHF—EULAME » EERTFHVERE o

Apply AllEmployees (EREZEMEBET) : FIE AERAR—E{IE - @A Geo Fence
Radius (Metres) (HIIEEFFE > AR) > MiE4L3E Set Map Location Coordinates
(REMBE (I BEEEAR) RIEEMEL, o
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lllRentime Q Soarch featuros " B Wil Branches o crowtn sdmenn AR T
AMTICALTIME o ASkRsTRATOR
o o Setup ol | RRGY. Patle ACSEOWIEN: Ao ort

Grganization

Enatde Overtime Tracking -~
B e o

Enable Live Attendance Natifications
Srwr i pmch-in and punch-out alerts wiih

Start Journey on Funch-in

1

Geo-Fencing Parameters

D Restricr mobite attendance punch-ins to designsted physical coordintes
Enabie Geo-Fencing e Apgty All Employees Branch-wise Rule o©

Apply
£

2 Apply to Branches - 2
N

Manage Branches

100

7% . (& Branch-wise Rule 5 > 557t7F Organization — Branch & ESE 2 5 EETH
F1& - F2RRELHRF o

eI U EER B TREAE R » 72 Attendance & devices (HEEREE) FEERAZET
AUMMIBEHE o

#E WhatsApp HHE

£ Notifications CG&E%1) 2B > EAILABIEY WhatsApp B Daily Attendance Summary (&
HEHEEE) ~ Monthly Attendance Summary (S8 HE1#EHZ) # Device Health Alerts
(RERRET) - H52H WhatsApp BHES o

I ARFRIEER

MAREBR R E RPRFEFR » Uk TR BRI E L RNEAE - CHSE—EBER SR AR
B ARTEREBER

. B4 Organization (4H4%) — Office Time Policy GABRSRIEER) o
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2. Bh¥E Create First Policy (iIZ—{EECE ; tNREBEER > BJELE Add New Policy Fig
EER) ©

3. & A Policy Name (B(R%#8) » Gldl MREERABE) - MREEBKREERIIFBELEE
ERBERRIA » 551715 Default (F8:%) BHEX ©

4. 7t Grace periods & working hours (RREFEETERZ) T > LUNEFR D iE E R
-

]

BRIE e

Permitted Late Arrival (#5FEZIR; ETHIZARNAZRIELAES > FI90 15 9E o
RS)

Permitted Early Departure (R:FFER BITIREZAMEAFIZWIZSLATIE U010 9iE o

=3E5)

Half-day threshold (¥%F5i%) TEREERILERF > EXEHX (B0 7 /1K) o

Absent threshold (FREhHFI1E) TERF BB ILERF » EXRIECATRE) (HIU0 4 /)\BF) o BRGEE
FERPIEIE o

FHEZTINRE

FREEREIE—BIEEIEmRGIR

1. B3EX Monthly late deductions (&FHEZHIH) -

2. 312 Deduction source ({0JEZRJE) : Attendance (J0HEhXEL) 5§ Leave Balance (CL)
(I0=1{RerER) ©

3. %7 Monthly late count (ZAEZIxRZ) # CutDays (HRKE) - flaNsA 31>
K —ERRSES 3 XMIN—K °

BREEEIELRIRRA

7T Late arrival rules GEZI3RE)) T2LEE Add rule (¥7iE#RE]) > & A Duration (FBFE) » I
BEE Cut Days (FIURRED) o BIANEZHEE 1 /)\6F30 0.5 (Half Day) (¥X) o (EERZ R LUHIE 4
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%381  Early departure rules (FiRiRA)) HRAEMER > EARIERHERNET - IREL
RAESEKBRNESE - AREApply on weekly offs (ERREBEKRA) ©

5. BL¥E Create Policy (GEIIEUER) o

BEREERED - R - F RN FRBEREBER -
» BE%E Make Default (33478:8) ©

N
=

=1

“++

a

Add New Policy *

Grace perios, 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 Moars - o0 A o4 Hours o0 ey

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

Attandance & deductions

Monthly late deductions

Deduction source

AEncance  Lesve Baance (GL)

Monthly late count
3 £3 1 -

Late asrival rules 1074 + AsaRule

Apgty on weekly ot

e T

BEEBIARER © 5B BELERY

sillRertme’ Q Search features =T
B e o Bt
Dashboard  Device Sotup Organization Time & Leave Data Download Ruparts Payrodl Accoss Comrol
@+ Dassboard - Office Tame Poley
[ Autopay is inactive. Set up sutopay of choose a one-lime subscription payment.
Office Time Policy
Configure grace timings, half-dayfabsent rues, late coming & varly departure deductions
Office Time Policy 1
Pasicy Hame Late Arrival Esely Depaure
Standard Office Policy  Detait 00115 00:10

Nesdheip? S Support s9179B2071270 S Helplew: +91 70867065 40
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e

2 Emat wogongsathua.con

@ Al Branchas w M= e
Office time policy created successtully
Holp & Support
Rarviw biting
Q Search policies by name
Adisent Dedutbons
0400 Deguct From Anendince
© 2026 Seatt Kinata - Amengance Control Piasiorm »



BT BOET BINIKRSAE) EERRERERENS ? AR E _EBER > WEHIg®
MREESLE S TR Office Time Policy GIFABRSRIER) HRMIPEETY o

BT BAMCHET -
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05

T EEREST

BEFRBERE

HIEETHE=MEHT | H Add Employee (FTEET) RE—ICHIE—IL * 1€ Excel IR
1S NEEBFREETBITERER ©

FRETLRE

S=E=oo

2LEE Organization (4H#4%) — Employee List (ET/58) - Employee Directory (ET %##)
SRENSEANRSE  28FT « BR4EBERIANAREE o £ Add Employee (GMEET) > S(55E2RIA
B2 (More ways to add °» B A ) REASINMEL ©

HE—AST

Add employee (FiEET) REHANEDE - RAEERMIMAIALIE » HEFAIUZBEE -

#E% 1 : Personal Info ({AAEEL)

1. #A First Name (&%) » Last Name (#4E5) #1Work Email (Z{EEFEIBH) o
2. WA ZEER Contact Number (Bi#&EsE) - B THNGEME A F ISR o
3. REFYA Password (FH5) - ETEAREIUBITEE

4. 3EHZ Gender (1%7!) > ABEHE Next (F—%) o

8% 2 . Employment ({EEEH})
1. Employee Code/ID (ETI#4R5EID) BZE » REMEKBAENRIAELRT - SA2ER

=HRANT] o

2. F#:R Joining Date (ZUB%H) » A1%%I%42 Branch (95) « Department (2BF9) #1
Designation (E#&) o

3. %#Z System Role (R#iAE) - KZHETE Employee (ET) » IREFZIECH
i o

4. Office Time Policy (MFAREIEER) SERAMTHTERECR » FRIEGEIZHEMEBUR o

staffkhata.com/guide - 27 / 115


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

5. Reporting Manager (EE=x%) * EPF number (EPF3%E5) #1 ESI number (ESI 5EHE)
ZEEE o B Next (F—%) o

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 ©

$E% 3 : Bank & education ($R{TEIE2RE)
IRITERARZENETE - MEEIREEEEE o 2535 Next (T—%) o

HER 4 . Attendance & devices (HBEHEALEE)

]

BRE (3!

Disable Attendance Tracking ({ZFHEBEHE) HHE NS THIFRTE L EhEARRER Z I o
Enforce geo-fencing (G&IithIEE{#) RETEMBAEMIEEREANIT A HE -
Require Attendance Approval (FEEHEIZE) HEEREAF SR EREELE

Devices (58) EE TRILET-REVEVIHEE -

#i3% Add employee (FiEET) - MTET GER B CRIARIKHLIRTFES °
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Liase 0 Search features neK Ji Branch
'iacm\m 4B Al Branches

Aad Employee

3 Autopay is mactive. Set up autopay or choose 8 ona-lime subseription payment. Riniewbiling

Add employee + Back to Diroctory

FULIE e 03 508 TIFes — okl ot o va raet Mtar

;. Parsar < Bank & eaucation © #nendonce & devices
Attendance Biometric devices
Devices this employee ©
Disable Atendance Tracking
Lisrve Shis empicyiee out 62 atenda Devices ©
SqiBct davicss

Enforce geo-fencing

8

Require Atendance Approval

8

¢t Excel EAET

1. 243 Add Employee 35/IA7EE > #842 Import from Excel (1 Excel EEA) ©

2. 7% Get the template (ER{S#i4) T > 243 Excel template (Excel #i7s ; 5% CSV
template > CSV #7) o SARBZIFAMRUM=FIZEF -

3. REBHIRREHNET > 85—l - SFIREBRET -

4. 7£ Upload your file (EEEZ) T > HHIERTELE browse (BIE8) o 1% Excel 3%
CSV>» &RAK2MBo

5. ZL#EE Import employees (EAET) o
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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 & Retresn

MW Evoryona in your arganisatian, with their dopartment, s13tus and accoss.
3 Invite Employee

pcive - 1 jinedintne e 30aws | P Filters Q & Import M;mcvl

Employees 7
Empioyee Deparimant Cantact Staties
Rahul Verma Production rahul verma@aharma- tatios o
Active
RV sr.0001 Suparvisor ~316000000002 ©
4 Admin  Admn - priyag@sharma -taxtiles. sxampla W Active
“e1se00006001

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 has every colum

D Exceltempiae

2 Upload your file

ey Sharmariextiies-staft.csv
1348

RAEEETHRRENYSREBIEHRERR USRS - WRAHDHIEAKRK > Staff Khata
E1377E Rows that need fixing (FZ2(EIERF) & o FE FHBERPELE - BEWEAZ

B

R | BAPRERNE o #L—(E%% password BRI > BIARESAIE THYIERER o
BREEW > AMERERENTEREN  FItFRESTIEAREERN
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R ILBTIREEHR
BT RETHSHE O « Ml « BB ATIRITER -

1. E53% Add Employee ZHIATEE » 312 Invite Employee (BEEET) o

2. IEE First Name (%) - Last Name ({4EK) - Email (EFE4) # Phone Number
(FFH%ERES) o

3. 42 Department (ZFF9) - Designation (B7#E) « Role (&) » Branch (93/E) #
Joining Date (ZB;H) - Reporting Manager (EBEE) AiEiH -

4. BHEE Send Invite (E3%EE5) o

& Send Employee Invite

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

B PERSONAL & CONTACT DETAILS

EMaL * PHOME NUMBE

DEPARTMENT * DESIGNATION *

aaaaaaa

JORNING DATE * REPORTING MANAGER

B oct18, 2026 Select Manager (Optional)

e

BT EFEBREFEHMAM WhatsApp UEIEL - thFIFRGELS - B—RIEEENRES D ~ 1HR
Bt RERN  ABRHE Complete onboarding (GEREIEIRZ) o BEBBHARA 7T X ©
EHEET

FRE—STH5EEE () > BT :

Edit Employee (4R¥EET) : EFEETEK °
Assign [ View Salary (RE/18fR#E) | REH S @S ° H2REHE -
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Biometric enrollment (S¥)##85 %) - 7F Realtime £¥ i E FERISAERR ©
B2 EY PRI E o

Update Password (EFENE) | 28 LRE MM

Disable Mobile Punch ({ZFF#$T+) . Enable Mobile Punch (EXFFH#iTF) : =
%8 THER A Staff Khata 178 App BHIEM EMIBEZRITF - FTETTERMARFHEIT £, R
FETEEYIpiait B FITFHIE T ARARLEINAE o

_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 ¢ Pactive - Qimacive B iedinne an 30ows | F Fiers || Q Searcn empioyses.
Empicyee Departmans Centact Status
ng  MenaJosni Huran Rasoucas nena jshi@sharma- extes.ex... @ retve
A Ariun Mohta Infarmation Technology arjun mentagsnarma- fexitas.c... @ sevve
KR K?V_lhfinu Human H.c.soufccs [ ok
. Jovdog ©
1 Breray @D Active
sp  SusitaPaul @D Active
Ak s:lmw Kumar ProEn AMILKUMAC@SNAIa - Texties ex.. @ reive
Rahul Verma Production rahul.vermaggshanma - texties.e. & EditEmployee
B o s cpscrablnen_ @D active
i kil e 3 Assmnrvmw‘s.aarv
Admin  Admin _ priyam@sharma-texties example @ sctve & Biometric envaliment

& Update Passward

@ Disable Mobile Funch

[ Debete Usar

fEREETH Status (RA5) BIRAETIGE TRASA - CANETEABA » HRGHIEH
o

.
REAR BEIEHEENTE App LEA (BEFHRITRMBEBIZIN) FIEREESNAE-
BRI ABEEE 15 Xl > FRATISEEERRK - BA1S 5552 Billing & Plan (1RE LTS

%) °

N

TR > she IR ~ HEDTERNNDE -
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MR ~ HENEENIIE

FEFBEAR

MR EETHIERMAE « BIRFEENSENKRE o SR REHTEM—R _EMMEDIER > MNIER
BIIARTE BB T RN AT 513 o

BRI

T TE&—R1ATLE General Shift (—fgbT) A1 Night Shift (&) o EeE]URBEEFIURT
BIEH TVEBSRS » SHBA%E Add shift GTEEIR) EICHDIR o

1. BhE Organization (4H#%) — Shift Details (BPIRFMHER) o

2. FARRDIRAVFEE (o) > REEEEdit (4REE) ©

3. H3% Shift name (PI&#E) » W0 ERGFEAY Code (fUHE > M0 "6S7) ©

4. 27 Starts (FH%R) FEnds (BR) - FREAERNEMERTA FRRER

5. U734 E Late punch-in allowed (st5FiEZI$T-£) #1 Early punch-out allowed (5
FHRE THHTR) - AIlN& 15 & o

g EEAKERE

1. £ Weekly off (8B1K{RH) T - B:EE Add off day (GGmE{k{RH) °

2. ¥E12 Day (E2H%) ~ Type ($8Z! : Fullday 2K Half day %) #1 Which weeks (I}
5%i8) : Everyweek (BB) > HEAME 12 3 -4BHZE—E -

3. BERBREEEULTER - fINEBERMN LS 2 1% 4 BrRYAES - EIEAMAMER
NEE

4. BhEE Save Changes (f7F&8) o
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v || Fullgay ~ || Every week

Full day v || 2na

+ Add off day

RRE e

Late punch-in allowed (72FFEZIFTF) DR B TR BR B 2 D B A AT scE R ©

Early punch-out allowed (7FFi2F FHIFT ) BT rRBE D ERAM IR RER °

Weekly off (&8#{&RA) IEERBIARE - FRABRBIHELER o
Sandwich rule (F0#RAI) wmiEER B ZENEBEKRBMNKRA LEERR -
B Z S B2 N

FIREERBVFEE » Rh3E Make default (RATER) - ZBEBUMBETHENESEIRFELR - 5
EgL Default (FER) JRBEERTERIIR » WHHHEKRE « BREEANSEKERE -
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o . Search faaturis . @ Al Branches
ashboar  Devic Time & Loave - Dota Download - Repants - Payra Accoss Gontral  Account

3 Auiopay is mactive. Set up sutopay of choose a one-lime subseription payment. —— Rawewbiling

BRESHE ! RENAREIAF AR  MNATMRENISRZIMR - EEETESHR > 7]
REREEEMNAE ; F2MH Billing & Plan (REEFE) o

FHERIERHER

Shift Roster (BFbi&R) B—nZFHRERH _LWMEDIRAVITEE ©

1. BHEE Time & Leave (BFRGEA:A{RR) — Shift Roster (HEHIR) o BJ7F Calendar (7%
&) ~ Week (i) #1 Monthtable (BF*=A) 1R 20 » WKET ~ SPPIPIXES

2. B3%E Assign Shift (F5IRDIZR) o

3. £Who (H%R) T > ZF—E# Employees (ET) > 5(}%#E Departments (&F9) —3s
TRERE R o

4. 31E Shift (BIZx) o

5. £ When (FffH) T > £ Oneday (8H) - Daterange (HHA#IE) 3 Pick dates
(BZHHR) » WREHHA -

6. ZhiE Assign Shifts (FEIRDIZR) o
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Assign Shift

wha Employees  Depariments
Production

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

TR g Z B EREER 0 ERITIEREMPIRA L o Time & Leave — Shift
Assignment (BIRIEK) EEIZHEE—E@R

PRSI T B iEai sk

B—REHFZAFR—ER—EAR - BRI TELEER -

1. 25 Time & Leave (BFRIEAZE(R) — Shift Planner (HEBIFRZ!) o

2. E#Z Departments (ZfF9) = Employees (ET) > B From (&) M To (&) H
HA > SHELEE This week (Z<3H) ~ Next week (i) » This month (4~H) X Next
month (FA)

3. 7£ Pick a shift, then click days CGEiEIiZx > BELHEHA) TREE—EDIR o

4, F—EhEEHR > B Fill range (skip weekly offs) (lEm#EEE @ BEASBEKRHE) —=X
IEWFFBE L/ER o Fillevery day (§X#E) BI@E&BHKERAE

5. REEEZYIFHY Save (f#fF) o
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_.LI‘EE__?.HHIME Q. Soarch features = 4@ Al Branches 15 diys et 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

Pick 3 shift, then click days

€ Filrange (skip weskty 03] Filaveryday £ Clear changes

Gengal Shift ® Night Shift

S o Tue wed L Fn s

28 Werk o¥ 26 27 28 20 EL) n
Geraral S 12| | Deneal St | Gerweal SN 23 Ganers S [T | General ey AT Denseslsan

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

watlatacon,  © 026 Seat Khta - Anerdance
wEHr\ n d @ A Branches 8 A stmaron
Dashboard  Device Solup Grganization Tirvia & Lowvo Dita Downlead Repans Payr Atciss Contiol - Acoount Halp & Support
@ Dastboard Shift Details Snat Rosber

"fﬂ Autopay I8 mactive. Set up autopay Of Choose a one-lime Subscription payment. Rerview bifing

Shift Roster A4 O Refresh & Expont B Plan by employen w

Who wotks which shift, day by day

October 2028 € Colendar  #2 Week @ Month table

7 of 8 sta¥t scneouted

¢ T >
oday 87 shifts

B AN Employoes b @ Al Departments A

Shms | ARSHAIs | e Genorsi ShAl » Mget Shin

Men Toe viea o #n
1 2 3
' v R
4 s e 7 . s 10
1 12 13 14 15 16 17
2] ms| 1 ms ns m Rs | ms 23 ms 24 e
* Coneral Shift 5 » Gonral St s * Genaral St 5 » Genera Shaft L ® General Bt 5 + Genersl Shatt 8 * Ganaral B 5
% s 26 x 7 LT - L ] & 30 Er A R
 Gomersl S0 5 » Gomarsl 2 ? » Qonerat Sun r » Goners Taift 7 » Genersl Tl ) * Generss Shify T » General tain 7

=2 NNBIFR A

NIPEFRARTE #r & PRI TEFAN{AI 5157 o 555TRRL Enable Overtime Tracking (E{FNNIEE
H) ; AZRELERA -
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1. %% Organization (48%4%) — Over Time (NNBT) > 7A7&25EE Add Rule (Ffig#RAl) o
2. #A Rulename (FiH%#8) > Flgn TSEE ML ©

3. 7£ Appliesto GERYS) T > ##Z Allemployees (FFEET) o Some departments
(BB EBFT) ©

4. i Payas (5t#AR) T EES/NEMMENEHANTRAETR !
Multiple of pay ((rEZ20) : HIANRERY 1.51F ©
Percent of pay ((tEB7tb) © FIUIREEREY 150% ©
Fixed amount (BEIE%£%8) : FiE A/ \REHRAEEE

5. %7 Minimum overtime (h) (R{EMMPIRZ) A Maximum overtime (h) (ZEN0FEEF
) c AETEEEEMABNEEIN TERAEE > HIa0 1 5 4 /\EF o

6. %7 Effective from (£X(HEHR) » A& 2485 Add Rule GHrig#RAI) o

llReain @ Wil Branches F : o
i Overtime rule added successtully
fica So Grganization 1 & S
Oves Time
5 Mutopay is mactive. Set up sutopay of Choose 8 one-lime SUDSETIpon payment. Roview Liing
(- Pkt
Overtime rul artime nies.
weekq.ay. flwmlme 1.5% houry pay 1-4n Oct 18, 2026

( BEAR ! NMMEREREESHAE - F2F Billing &Plan (IREHFH) -

ETH > BEETIAETE App £ TR °
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07

o, m— °

1781 App : FTFE

FE BSETEANFE

B 7 Staff Khata App » ETRIUAB S F ek E) - SXIT REFZREFERR « FHNGAUE
M—iRBE > DIERHIBEREERE T ATEREIT &

REAR ! EIRENAEF > ETHREBNITERREARSESHRETE - IRENETEEEA -
a2 Billing & Plan (IREESE) THEBERIBIEMMGEE -

BT : & App IiZEA
CHEEERATERIEARE CEESEESATSENE TR (NFMERE) MBHE o

1. # Google Play /& (Android) 3 App Store (iPhone) %t Staff Khata

2. FARX App ° 7£ Sign in to your account (ZALAIIRSE) A > #iALEY Email or Phone
Number (BFEHE(FHEITHE) M Password (ZHE) o

3. B5—TF SignIin (ZA) o Today ($H) ESEZHEL -
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A S TAFEF
Y KHATA

Signinto your account

Please enter your details to signin

Email or Phone Number *

B il.verma@sharma-textiles.example

Password *

& (AR R RN R D] @

Forgot Password

Don’'thave anaccount? Register

@ English ~

StaffKhataPro

v0.11.1

TREEIBECHNEE - KD ES Today (5H) - Attendance (H#) - Leave (GAEIR)
#1 Company (2F]) °

~
4

BT SRR TS ? EEAZMmMEE—T Forgot Password? (S:t&hE?) » iAEIEEAR
2]

o

K5

FEEFABEEFIE (1L

App BELERII EREDEETIEMEL - tWEEENIREIT B8 -
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1. B—RITREF > FHIERTUMER o B5—T Allow (785F ; 5= [ER App HARL) ©
2. TEMEBHRRET - e A ETAEMERERR o
WMBREARICELR T » App 28T Location required (EZE{i) = Camera access

required (GEEABILHER) o B5—F Enable Camera (E{FB#EH) > SiBIEITFI4AY Settings (38
E) — Apps (FEF#2I{) — Staff Khata — Permissions (#[R) i BHEIERR o

FAB#a#0 GPS zotRiti &h

1. £ Today ($H) Z@E—TF Punchin (EIHTE) o (EtALABHEL Attendance ()
S EIEZE—T Mark Attendance > s2#EHE) © )

2. Attendance (H%)) E@ZEETEH Assigned Shift (35k¥IZ) # Current Location
(BRIMIE) - MNRMULEFEHAE > 5525—F Tap to refresh location (25— TFEHEIE
fiIg) °
3. Bi—TF Tap to take a selfie (Ri—TFE1H) > H—REBNEREERR - BRGETRE
Verification Photo (B8:&H8R) T7 ©

4. B:—T Punchin (EI#E)
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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

BEg &% Punched In Successfully! (EBFTRATH ) MERE - EHNEESRVAME TR
KR EBREET R o

EHIBERINE HEMES

MREH D TERE T MIBER > [SREEEEFTARIT R » FINHAZEE 200 AR o 1EEEIH
FIR&#ET » MHET Outside Allowed Radius (BBH 7 5FE5E) : MR AFiT REEZ
Ah o SRFRIT—EEBE—R o |
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O

Error

Outside Allowed Radius

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

Done
f————=

EEEMAE > Bi—T Tap to refresh location (Bi—TEHEIEME) » REBITF—R &
EEgASENEREFE - A2RRELNAE] ~ DIEHERF] o

THHTF

1. —XR4#REF > £ Today (S H) E@EE—T Punchout (FHTFR) ©
2. BiR—RB1H > A1%BE—T Punch out °

EEIJ Punched Out Successfully! (FBIFTREIH ! ) o Staff Khata KBTI REET
BE -~

"{
s BIRMMMEE BEEYT -
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8:55 vi
ETAEE
Today 'ﬁ' KHATA

Hello, Rahul Q

0-
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
Daily work update N

Share your progress for today

My Leave N
Apply and track your requests

= My payslips %

@ ® 55

% Heimpursements 5
Submit and | ks

BRI

1. BIER Attendance (%)) 43E o 7£ Day (H) #1 Month (B) ZfEIi » it FAETEETIRA
HAR

2. Bi—THE—X > BIAJ&E%E Punched In At (EH$TREFR) A0 Punched Out At (FEIFT=
BFRE) ~ UEBMEER o

3. FTRARWRET ? T—XKE—T Request Regularisation (ERzE#E) » & ALEFEERFREIF
JFA > A% 25— Submit Request (123XFR:R) o MNBEIEEGENE L1z o
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BIES | B—A S THECKREAFHITE
¥ B TTRRMRF T+ o QAEFEEMIREIT I HT-RET - SRRLEE -

1. Bh Organization (4H%4%) — Employee List (ET/EE)
2. BREZETHR—HN - =8 o
3. BhiE Disable Mobile Punch (1B F144T+ ; 5(25%E Enable Mobile Punch E#EA) o

alllRenLnime Q Soarch features. o B A Branches R
g 2] RO "
Organization Time Roparts v
ord Employes List
8 Autopay 18 mactive. Set up autopay Of Choose 8 one-lime subscription payment. Rerview biling
M Employee Directory O Rofrosn |
WP =cryona in your organisation, with thei department, $13us and sccoss.
Employees © B active - O nactive - B jained in the las 30 cay 7 Filters
Emg Departmant
ng Neha Joshi Husman Rescurces e joshigaharma.- testles.ex @ rerve
A Ariun Mot arjun mentagsharma-texiies.e. @ neve
kg KwitoRao Kaviia a0 hanma - lexties, 4. @D Activ
pry Posia N po @ wo
¢ Imran Shaikn SHuctH @D Aetive
sp  Sunit Patl Froduction @D Acthv
AR Amit Kumar Proguction O Acti
u v s # Edit Employee
jy  Pahul Verma Proguction FanuLvermagShama - textdas.o.. @ e ye
- : B Assign | View Satary
Admin | Admia _ priyagsharma-texthes.example Active A Blomeric en: rolienent

BRI > App BEFRET EEAFHIT R > LEMFIERIEENIT R - EEXTERE
T > AEARE—(EEESR Update Password (EHEHS) ©

8

K5

BiE8 . ERITFXEKR

F—EFHIT ER S TEERIRDN Recent Punches (R3T3Tk) MtE L - EEESE RS
==
1. Z5%E Time & Leave (BFRIEE:E{R) — Attendance Process (HEIEEIE) o

2. BH¥E GPS punches (GPS#Tk) - RSGRERE App TR R > BEHIETR GPS ©

3. BAEE—FRERASE, - BNEJ et E L EER EIA FUHT RV EURITRIRR o B8t
Map view (thEER) AIER—RME LEFSRAAARNFHITE -
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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

#H1% Realtime M T Eit

BEFBRE

EFIO$T R B T AT LAEA Realtime ¥ HEHFT £ o BIZSTE » B—FIB0EFRTFER
BT EE) Staff Khata ©

( ¥& . Staff Khata R 1E Realtime biometric machines (Realtime E4¥+T-R1%) o

n$+]Kik#gm Staff Khata

I FHEBMEREETRER » FIAREARE G FEARSS AL

[

BH%E Device Setup (BEEFE) — Manage Devices (BIREEE) o
2. B3 How to connect (W{aIEE1E) o HIRPEFH P ERFFAREI (UL o
3. BT RIGE LR (B4ARAR&EE Wi-Fi) LR o

4, T‘?T‘FH%J:F;%E& Menu (&) — Comm. (G&@:fl ; 3¢ Cloud Service > EigiRFS) o EBIEE
EHABTIEE PINE o

5. MABAREIT FEERERS L - REREMRET R

ITRigsERy Al PR3 it
WebSocket ¥T &1 ‘wss: //machine.staffkhata.com"

FKWeb (HTTP) TRt “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.

e ¢ BB REREIREIRER - EMEERNARR ? AREMMELHIET » WD
AR AT LUE _EARPR RS o

LARFSamigF TR

1. 7£ Manage Devices (BIE&E) 9 > #43E Add device (FTEEEHE) o

2. BIAFTRIEALAR_ERY Serial Number (F5%) » SET =B Menu — System Info (47
&) PEF -

3. #iA Device Name (BRERH) - FIWN TXFI) - BZERIERFT-RIEEIRAIRE o

4. Bt Add device (HiEEtE) o
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IR EHIRTEFET o f1R Staff Khata 7E8 2 5 D EAWREIBERIFSR > AAREEEET Online
(8 L) » [AEET Offline (Bi4R) o

NRFIRARIEMRE » RTEBE ST FEELMILE » SRARE LARS - BFemEErREsE—
:9"\ o

EFTFI%RY --- B b > oL Manage Device (BIREEE » GEFERAE « SREMZIFIRE)
Edit (4R#E%78) =X Delete (fIFR) o

1 S TIBEEFTRi%
HRBRAFEHEFERB LHNAETT R
1. BhEE Device Setup (B£E:RTE) — Users Synchronization (FEEREY) - IREHE—

BLUEBT R > SETETRIRERE o

2. FAEL Send to device (fBXEIEEE) o EI2 Missing on this device (tHEEE FEVIHIAE)
HIHFRA EARTEEAHEs EAIA » SUEEE Never synced anywhere (ERED4E) FHHRE
REXFEFFTRIEMET o

3. 2L Send to device » FABFESD o
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3 i Adenin
sinre eaturos Al Branches i
ﬁa—.w\m a ADAMAST]
Dashboard  Devica Setup zation Data Downlasd Repans t
a1 T Synchrenazation
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.
ther devices
£ Refres)

Hame
SSSSSS Rahul Verma
sssss 3 Neha Joshi
ADM-7YMULAGL Admin
5T-0002 Amit Kumar
57-0003 Sunita Patil
sT-0004 . iman Shaikh
5T-0005 ooja N
5T-0006 Kawita Rao

Arfun Mehta
D History

MRE—FIBERNIT R EEAFERE » HityEZREEE) o Import from device (1it8E
BEA) ZiLes EAYFEREE A Staff Khata » Copy to other devices (EHE|Effh#EH) B
FIEMPIERNE S —E54F LT R o

HEEHHIUTEESIT R LIT< > :5H B Manage Devices (BIE&E) » BiE .- —
Manage Device (BIREE) > /ARFE Users (%) 28 - SEFT FIEEREHZESD
Staff Khata REEMIET

EietEFhR
TR BT LA BEREAT ©

1. #43E Organization (48#%) — Employee List (ET/EE) ©
2. BhEEZ B THR—5IHY -+ » 35532 Biometric enrollment (485 EE) ©

3. #E}E Biometric Device (E¥¥iHEEE) o £ Stepl (PR 1) T ETELU—1E
Machine User ID (3T=1%fEH%E ID) E8RET R L o MNRERE DL > 55552 Sync
Employee to Device (FETRFEIEE) o

4, 72 Step2 (EE2) T - #EiZ Fingerprint ($547) = RFID Card (RFID £) °
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5. H4%E Start Live Fingerprint Scan (BHSRENEHEAURH) » ABBFEETRREA—RFIEEIT
= (SREMPIRIRR) °

& 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

T RIKHESDE - BIMAILUTRT o 8—FfT ~ESURREN S VBT ELIERRRL

TEAT REEFIT R4dE:
WMRIT R BRAF— SR 0 TEREBITELCE - FTIME LGB BB EEA o
1. 25 Data Download (E#IT#,) — Download data from Devices ({48 FEHZE
KL o
2. 7£ Device (E) TEIEEE o

3. #EEHH  Today ($K) ~ Yesterday (FEX) ~ Last 7days (&2 7 X) » This month
(&A8) > HPBE From (fB) M To (i) c —RBZAILUTH 0 XK ©

4. {7¥F Add to attendance automatically (EEIIALE)) BHIEL > A ERARAMULREIT &
408 o

5. B Download punches (FHITR418%) ©
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Sotup Data Download -~ Reparts i & Su
ata Downisad
05 Macpay i Set up sutopay of ch o bscription payment R btk
o Download from devices fo imporya g
Jnches st
Device Lo B
@ MaingGame g sine From T
B Oa2: & o«
Downloaded punches 1 © Added to Mlendance & Export

Date

Amit Kumar

EEAFT-Fi¥ECERE

MNSATRGEEE AR > 557518 USB BT RECEkE » BiREEA °

1. %43 Data Download (E#l &) — Import Biometric Machine Logs (FEA44¥7##:8+T

FiKECER) o

2. 7t Select Machine Log File CEEZFT-RIEECERE) TEIEER (txt~ .csvE .tsv) » A%
2hi% Upload & Preview Logs (E{EMIfEEESCER) ©

3. IRETEE - Mapped (BE¥E) NERECSHEZIET ; Unmapped (R¥E) BIERE
ID I REBLEIEMA ©

4, FXREBFAEHEM From date (FE4SHEA) 1 To date (4ERHEHA)
5. 2L Confirm & Import Attendance (FESTILFE A HE)) o

®ESH % | DataDownload (B TH) FEAITR¥GCEREIERSIRRINGE » ERIENSE
PREIBEGRIRTE o FTIGHT R « BT ERENZBRINBETEFRB L FEPE A UGER -
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09

EESALE

BE FBRAE

FRBEFTRACER > FemaR B EYIPRGT RIEEITE) App » i EFER—ERR ° LI UEEE
BMEERAN ~ %AEFTF > WEStEHEREIETHES

—HIREES KR

f&fy Dashboard (&&RMR) TETSKILEE « TREIFIERI AEL - Recent Punches (FiF]
+£) ZERYIEE—F T > WiERERE o MERIERFIEIT EMNIRRAE o

EEBETEBFE > ;555 Time & Leave (FFEEEEE(R) — Attendance Process (15
) o

"

EnEthEN R

Attendance (1#) EEZRESKIER o JBisfIER (Present £/ - Absent TAZ]
Late 2% » On leave :5{RH) BEETRSZIEEE - Bi— T RA BN RETRIBLEAS

xI& LS B MRS ERT

EmiE BTAR

All (288 Present (Hi%)) Late (ZZ|) ~Absent (AZh) RHEHREFIHET
Pending (%) ERFECIERT R
Approved (BEfZ#) TEZERNIT R

GPS punches (GPS#J-k) REETREITE App TR > INBIE
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allRenuive Q Saarch features ek @ Al Branches

e Attendance 3 Refrosh & impo
Daly che Biomattc 1oas: renl midting
£ Anendance Regu Missing My
7 2 & i’ 0 0 =]
Teday AP f-“ A 4 L 7 A (] 00 Map view & Expo (o]
i Punctis Ho
) Soman b Oct 18, 2026 i 1) 9:26 AM Lane P ® 2
ol g 0ct 18, 2026 © prasent 9 B08AM 8GR At & & 7
Ak, Amittmar Oct 18, 2026 @ Praseen 4 507 AM Bl B & g
) Mo Oct 18, 2026 @ Frasent 4 503 AM G tima. G- ® £
iy Mehetvoanl ©ct 18, 2026 @ Preseen 903 AM | 8088 ntime ®-- ® 2
A f“!'l','_"f 3 Oct 18, 2026 @ Prosesn ¥ BIS6AM | 90PS Satime o-- ® 2
A f_:‘:i”" _"_’"“’ 00t 18, 2026 @ Provem 5 6:48 AM | RGPS onme - @ &

BLE Filters (BRiEE) EEB ToHMHEAR - 2A%BELE Apply (ER) © £ATREIRSIAY All
Branches (FTESE) AIRiRE—5[E o £F Search by name or ID--+ (k4% 5% 1D #5%)
SHEM®A > F/ Export (EH) THEE -

BEEE—5HERESET » BNFTRERR Attendance Details (HEEFAAER) © L THFT RS ~ {#
FARREHME « PR TH > URFEITRIEBA

REASR ! ERENAET > HHEGEREEEE—X - SERAEA - BFyE:]HE > T2
BEERBRRBGE -

=T F

1. BH¥E Filters (EF#E) > 7£ Quick Select (1Ri%#EIE) TiEiZ This Month (&8) > A%,
Z Apply (EH) -

2. 2t3%E Pending (58) o
3. BEHE R Review (FTi%) o &R ~ (UBEFRA ©

4. BHE Approve (%) » FARHESY - HEHBMEITF > 5ARLE Reject (JEAB) W RGREREAIR
0
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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

[

i LR TR TR

B NS FHHTRE » R2EESTE LR o 55IGB 1T/ LR -

1. HEB—XK - BEE TS ; MRFES X > 55A Filters (57E) REHRE o

2. BREZYIMSNEET (Edit > 45%8) - Update Manual Attendance (E#FEHHE)) 2k
B o

3. 2’ Punch Out Time (TFHIHTRER) - MRET T{EBBEFRK > 55%E Next day (f8
xX) o

4. B3 Update Attendance (Bt o TREREMEETE LK o
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.

&7~ . Missing punches (RiTR) 2EEFIHMAER LT RELETHITF (SiER)
A o 235 Add missing check-out (#_ETFHITR) @ BARR > 7818 %55 Save attendance
(RELE) -

N

FEFIELE (Manual Punch)

EEASTEE LT REER > AN EIIRS o
1. 2% Add Manual Attendance (i F&hHE) ; = Time & Leave — Manual Punch > F
BITF) o {RIFEIE Single Punch (BBZiTF) o
2. #4Z2 Employee (ET) - Date (HHH) #0Shift (BIx) o

3. BA PunchIn Time (LEIHTREFRE) > WMNREEREEHE A Punch Out Time (TR
BFfE) o

4. 3=E3E Status (IREE) : Present (H#)) - Absent (%£%)) ~ Half Day (¥X) = Leave (55
{i) o % Absent % Leave FRF R E & AR o

5. fREZEN L Remark (fF:E) » 721 255 Submit Attendance (123ZHHE)) o

—R#%&Z Ascigidigh (Bulk Manual Punch)
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1. B Time & Leave (FFfEEEER) — Bulk Manual Punch (Gt F&#Tk) » siiEFEH
R EF1J# 3 Bulk Manual Punch

2. 7z Select Employees (GEEZEET) TaESEA > SELE Select All (B3E) -

3. %7 Date (HEA) » PunchInTime (LHIFT-EEFRE) #0 Status (AREE) o Shift (PIZk) 1R
#F Auto / Profile Default (B&) EATE:R) @ BIRIEASEAE KPR o

4. FERAE > SR 253E Record Bulk Punch (GE###tRiT+) o

Bulk Manual Punch

& Single Punch & Bulk Manual Punch

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

S B
BTAIMAE App SUBE LIS E A S0IT - B EE TR IR -

1. Z53E Time & Leave (BFRE155(R) — Regularization (%) > siEHEIEEFIER
Regularization 7 B - BHGESFRIER > DEHLZRETHE -

2. BERFNRENER o

3. B4 Approve (#Zf) X Reject (IE4R) - EE—REFIEZE » FAECPUHEIERR
—{EEh{E ©

%R - ETRIHEE B A MMPIRERERA -
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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 @ &
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{5l - sE{EREAERELRE

HE: BaARERBINENTS

RE—RETAHRINMNKRAFE » ZBFRPHE - RPFENRANE BEH A LM

REAR . IRENSET > FREENRAINERESHETE - IREERTER > F2H
Billing & Plan ({REEEASE) THEBERBIERMGE o

E {5
AACATREGER B - HINEHER o CALUSEE > SHME SRR -

1. 25 Organization (48%4%) — Define Leave (FEZEIRF!) o Leave types ({R7) BEE
BETERERNMAE - BERY - AMRBUARIE » URESERTERE

2. #hEE Add Leave Type CHrig{RAl) o

3. IHRRE
B 1EF

Name (%78) #Code (ftHE) fBlan T#EfR) A FCOJ - MBEANIE o
Days per year (SEX#) SAET—FrRIIRE -

Carry forward unused days (45&ERAKE) FARL © KA KHGEET—F o B | FEFREES o

Needs approval (FEZEiZf) MR - SERFHVEREBETERIAEBZE °
Colour (EEE®) BMETEEMNRAIEERL -

4. 253 Add Leave Type CHri{R7!) o
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g g

00000000 -

* Compentatory OFf

EEGBBIRRR - sAEAZYIR Edit (4%8) =X Delete (fHIFR) ©

EERHAEFEE (Leave Opening Entry)

1. 25 Time & Leave (F5RELS5(R) — Leave Opening Entry ({REBHER#IEER) o

2. BgEISUEITSERA Allowed (AJ1K) ~ Used (BE1K) #0 Left (FIER) KB > XL
K Total left (42FIER) o

3. BELAEEGFE > SRR ~ 25 « BIFISE TEREE o 4% Export (EEL) THERE
% o
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ullRenunive Q Soarch features. o @ Al Branches

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

B 01.Apr 2026 - 31 Mar 2027 (Current) ~ All Leave Types 4 Al Branches -~ b All Departments ~ &, AllEmployees -

Leave balances @ 1215 adowed - 1 used - 1204 Wl towys) | 1 Search by name o code

Casual Leaws Leave Eamed Leave ® Masermity Leave Compstrisatory Of
Len Abwad Leht Aowed Usedt

iy e s i 1z 0 12 12 12 15 o 15 90 90 6 o 5 135

i TR T 12 0 12 12 12 15 0 15 20 %0 6 o 8 135

A i 12 0 12 12 0 12 15 ] 15 90 0 50 ] 0 ] 135

12 o 12 12 [ 12 18 o 15 %0 % ] 0 s 138
iy Eha 12 12 12 12 15 0 15 20 20 6 & 135
f?n_’ff_ali___ 1z o 1z 12 o 1z 15 o 15 20 [ 30 & o 8 135
foagieost 12 0 12 12 ¢ 12 15 0 15 50 0 50 5 0 6 135
R o Tecmorsi: Horde 12 0 12 12 0 12 15 ] 15 a0 £ 8 0 ] 135
Nt o 12 1 n 12 12 y 15 15 a0 20 6 8 13

ST UMERRR R

SETFHAECNETFBHNZEIEEA » AJUTESIE https://attendance.staffkhata.com % Staff
Khata App (Leave safR77E) APR(E o fthiMFERk Apply Leave (FRzE:RR) ° EHSERAIN
BRRE > EERFIAMBHE > N LEEBIEL - ZBHFEEFIRE

KB TAHE
EB AT EEARBHAER App FHRER °

1. 253 Time & Leave (BRSEE:5(R) — Leave Application (GE{REEES) ©

2. BLEE Apply leave (FRZFEFAER)

3. ¥ Employee (ET) > B Leave type (RF) - SERAIEZEH T ETTEGRRE o
4. #E#E Oneday (—X) ~ Halfaday (#X) 3 Severaldays (ZX) > MEZEHAR o
5. it Reason ([R[A) o 7£ Also notify (EIFFEA]) T o EATLUEZEE@EERIA o

6. B Apply leave (FRzEZER) ©
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B 26 Oct 2026

Watily Marsbars - Ot

Search & seloct members...

. EE—
Famiy function n Jaipur

eV SR
1. B5EE Time & Leave (FFRHELIZAE(R) — Leave Application (:5fRFAEE) o Leave requests
(s51REA5E) B7E Pending (#52%) 9 EBIRL
2. REEFEHFEN Review (F%) o WERA - B# ~ RENIRE -
3. BhEE Approve (%) =% Reject (3E4B) » SABHESR o
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Approved (BE1%#) - Rejected (BIE4E) FAll (28) DELREBELLHE - 2RE(NHEIE
BBV E R P ERTE ©

g e

BRASERETEEL » WANEBEIRE - RIS EZREALHRAFE -

A EREA
1. B4 Organization (4H%4%) — Define Holiday (E&fRH) °
2. BHE Import (EEA)

3. £ Need ATemplate (FFE&A) T » F4EE CSV T Excel TELEHFI o A =1 :
Holiday Name (fREH%7%8) - Type (%8%! : Full Day X} Half Day #X) #1 Date (H
# > DD-MM-YYYY) ©

4, 1HIFE » BERER ISP > FE—TEEIEE o T 2 MB LAAAY CSV ~ XLS #1 XLSX

=B

5. BhiE Import (EEA) - FTEREE—XMA °
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g E—RHE
1. 1% Define Holiday (EE#f{&H) > #4% Add Holiday (¥migfRH) °

2. BA Name (%#8) - #8542 Date (HEA) » WiEE Fullday (2X) =% Halfday (#X)
Description (3RER) Z#EEiE o

3. B4 Add Holiday (GFrig{RH) o

Add Holiday

Shawn 60 calendars and used in anendance repons

HName
Company Foundation Day

Date
£ Wednesaay, October 28, 2026

Duration
Fullday  Hall day

Description [optional)
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£ Upcoming (EMAFZEIZR) ~ Past () Al (2E) HEBESE > WiEAZYIRY Edit
(4¥E) =X Delete (MIfR) EITEE -
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e Fre BEETASY

HE: GEHBENIENAE

Staff Khata FiRIELE « 551R - RANERRLABTE—FHE » EAIFEBRAABER - RE
RE—R > Z&SEA !E&Tﬁtﬁﬁ?ﬁﬁﬁﬁﬁﬁ% °

RERE: %ﬁ"ﬁlbfa‘ BEASHENNESE - 1R Payroll ((758) EERHT > :A2H
Billing & Plan (1REEEAFZ) THEBERINGE o

S RE i 5 S HAF S REHORR

ELEREERARNES—RFHENH -

§

rN

1. ®h#E Organization (%) — Company (27F]) » #AEFIEL Payroll & Tax (FrE )
vay=I

2. 1£ Salary Cycle Period (¥7&iEHA) T > 527 Period Start Day (tE€45H) #1 Period
End Day (45%RH) - &ARBWA 0K M'EAKRE—KI °

3. 1f Statutory Deductions & Contributions CEEIFEIRE) T > BEEEARKEHIE
E o

4. BhiEE Save Changes (7F&8E) o
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aillReaunve

4@ Al Branches

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

Company Settings
0y e

i i ©
=E 1EH
ESI (Employee State Insurance) ARTEEMIETENA ESI 21 © 7£ ESI Contribution % (ESI &
(BTERFRR) 1 %) PHREEK o
PF (Provident Fund) (ATE#£) BN EPF #030A0 /2 =48 %1128 o 7 PF Contribution % (PF 12#%

%) PREEX > BEAL2-
Gratuity Liability GRAE&(E) EHEFRRREIRY

Financial Year Start /End (Z5tF  ARMBFHRENEE o
ERERZ)

P
S8 THBEAHEENE I EHE -

1. 243 Payroll (37#) — Salary Management Gr&EE1E) - SN ETHEYHEBHE - I
AR BEFENEE CTC (ATMEMA) ©

4

2. BHEBTA—5AREEEIT > 54 %8 TREE Assign Salary Structure (F5IRETEAERE) ©
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w

12 Payroll Cycle (Gr&3iEHH . Monthly Cycle BiEHADE Weekly Cycle {BiEHE) #
Salary Type (#E48%! : Fixed EE * Variable £%)5f Commission Based &) o

4. 1E%E Earnings (W) : Zs$r ~ HRA ({EEERL) ~ @20, « BB E MRS o
5. 1E%E Deductions (30F%) > FI40 PF ~ ESI FEEZER - ESI AT & HE D RIEET ©

6. MNRETEEFIECHNFEREMEMA » 5545 Show CTC in Payslip (TEFEERET
CTC) »

7. BhEE Save Salary Structure ({#7F¥rE 4518 ; 5 Update Salary Structure » B33 E45
1) o

B AR > [KEPIV S 5T 2 RET Total Earnings (424X A) - Total Deductions (4231F%) ~ Net
Take-Home (&E4%85£%8) #1 Annual CTC (FFE CTC) ©

5 Edit Salary Structure — Rahul Verma

B ¢ IS AT L7 Organization — Employee List FAEGEERE - BIENE THY%!EEE » Bhie
Assign [ View Salary (RE 181R% &) °

tE A%

1. 5% Payroll (37%) — Run Payroll (G735 :tHE)
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2. ERRIRREZFPMED -

3. 243 Bulk Generate (HLRELE) > 542 Department (ZFF9) » SRR PTED » 7ABE
£ Generate Bulk Payroll (E4£KFHE) - SEZFIEE—R °

ERER—EANSEHE > 553 Add Payroll (Fig#E) IEEZEZET o

#i%E More Columns (EZ1#(U) > IR EEESZHESBNITEXRH ~ EHfk (LOP) X¥ -
SEKRA ~ RAMNHEHR
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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 & Refresh & Export W Finers A Bulk Gonerate m
GeEnorate, reviow, odit, and setfle monthly payralls, attendance allowances, and statutary disbursemants

Total Hat F

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

IEIEEEETR

LEEFREHT > FREZE T EY ° 7£ Edit Monthly Payroll (4REEH#) = > &4
# Save Draft ((AFZER) RIFRESF @ WENTRERLEE Settle & Save (B FETF) ©
EERLEHEIZICARAR » AREGLET) I ELEE Settle Selected (45/5PFEEIER) ©

£/ Export (EBEH) 528 &R T&% Excel 3 PDF o

AR T EHEEE

RIES TH—5IRY Payslip (FrEE) - HEEGRRERIRS « WEHEE ~ WA ~ 317K~ 2
WIHTR 0 URBFABHEEREER - cUERTMARBERNEER | BEIR « FRMEM
EERHOMR

24%E Download PDF (& PDF) f#7F > o243 Print (FED) o & Show Annual CTC (23
TEE CTC) Hide Annual CTC ([BEIERE CTC) HEEE TR CTC o
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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

BEAMRSRAIE TR IATE My Payslips (V3 EE) REEEHCHHEE - F2REI B
% o

RSz BAERTH
SCERFN 2 AT

1. 25 Payroll (37%) — Add Advance (¥fig¥asy) o

2. #iZ Employee (EXI) » #iA Amount (£%E) # Reason /Description (R[EA 57
BH) » {354 Month (B1%) #0 Year (&)

3. BhiEE Save Advance (f#7FfE%) o
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SCEREREH

1. 24 Payroll (37%) — Add Reimbursement (¥rigaRsH) o
2. BERT > MARER - FE - BHMER o

3. 7E Supporting Document / Bill (GEEASC /Ugds) THI_EYHE (PDF ~ JPG ~ PNG 5
DOC » g K 2 MB) © WHEA M o

4. BhiEE Submit Claim (323cHIEE) o

YA ~ SEBTBIENEIR

FAEZ Payroll — Advances & Reimbursements (F83z Ei%Ril) » IR EEFRATESZ FEREH R

8 BEIEETIEITE) App X HAVERES o BIRI—=428%B0 0] Approve (1) X Reject (3E

48) > (IRR1E B RLEE Settle Request (45BHEE) © B4 Generate Slip (E4E#) BlnjE4r]
&% PDF FORREHEEHE ©

Weekly Pay Process (B%r5EIE)

B FHMNET » AT EAETRE Payroll Cycle (Fr&iBHA) 2% Weekly Cycle (B
BHER) - RABEETEHIRTEER
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1. 253 Payroll (#7%&) — Weekly Pay Process (B#riRIE) o
2. FEEBR o

3. BE—BTHE Generate Weekly (E4XiB%r) » SAE(ESFFIELEE Bulk Department
(#t2xEBF9) — Run Bulk Process (#fTHtZERIE) o

4. FARN Weekly Payslip GE#r&E) BRI & PDF ~ Print (3E]) 3 Send Email (FiXE
FEM) /BT o

5. GPEBRIT > 7A18ELEE Settle Selected (A5BPREIER) ©
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BE FBRAE

Staff Khata B=+Z@#k* - LSRILBEIEEASEREEESGEE - SHWRKESH
LAERE ~ LARJFIENRYREEMRAR » W EEEL o

.
BEHE: Daily (BR) BREFMAHZEDTEHEMEMA o Weekly (838) « Monthly (88)

Yearly (84) #{R¥* - Attendance Calendar (HEH1T7EE) « Al Analysis (Al 94f) BEfthE¥4H
RREBCSERRROLGESZE - Government Reports (BFHRRKR) BEEEHEIHE c 52
 Billing & Plan (IREBEASZ) THRBERIMAE o

L

SHEHRR

1. #5&E Reports (#R%) — Allreports (FIA#HRRK) - MEAKEBTHENAESE | SARRE
HA ~ g ~ REREIRGRE ~ 55748 ~ B 5R - RETARER -

2. EESERPRAXFLUGEIVEERLE - flEitA late - BIRTEZIFAA EEZIBRIRIIREK ©

allRertmive Q Soarch featuros o @ Al Branches

Weak-by-weak attendance and hows

) |
Attendanc
he ear
Artendance I Present | absent Late come L]
® s @
Overtime Manual attendan:
& =
Time issues
Exce ving ug

Special days & performa
Halidays, weekly offs and absenc

s  Presenton hollday » &l | Priewl it on weekly off E] L Dadly time record summary
"% Anendance on comparny holid Anendance o weekly off days = \Werk days, obsances, IMe counts and

FHER
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1. %5 Reports (k%) — Daily (8H) °

2. EEEIRFREET (U0 Performance &RIF ~ Late Arrival 2%  Absent TAEZ} Missing
Punch 1) » BE > UREBGSHHR | 25 ~ ZFT ~ BEERET -

3. B4 View Report (i#RIRR) °
TR -

£ R VATERIE AT ST B IR —XK o
BHE AL (2EF) ~ Present (WLiE)) - Late (GEZ|) 3¢ Absent (fhEh) E1TEREE o

®43E Sheet (REE) FIEARAIZIENAVRRE > B2 EHATSTE « B > URBHUETINE
BEEFRE ~ TSOERFREAM TIRRFEL o BG3E Table (R#%) &[0l -

iR E] > PEEREA LA TREEB YRR RER -

_ulld&_fﬂl_!_l.'@s Q0 Soarch festures A @ A Branches it
Dashboard  Device Sotup Grganization Time & Leave Data Download Reparts Payrofl Accoss Conrol  Account Hoip & Support
@ » Dastooer > Alirapons © Day o Resun
B Autapay is mactive. Set up sutopay or choose a one-time subseription payment Review biting
Performance & Change filters O Rofrosh | @ Tple @ Sheot
Doty attendsnce report
~* Performance v ¢ | Fd,0ct16,2028 >
1 DAILY PERFORMANCE REPORT  AD  Pusent  Late  Absent 7 Fers @ | & Expart

Pesiodt: 18 0ct 2026

DRAILY PERFORMANCE REPORT 116/10/202¢] [ Excel | & POF
1 jon Showing 1-9 o @ recurds Pui Page | 28 v
o Expandshest = Fwidth  W0% G 100% &
Sharma Textiles Pvt Ltd
Report Date : W/II2008 DAILY PERFORMANCE REPORT Brin Date - 1073026
L « P B o Aren 1
Emplayee Shatt O Work Late Emby Device Device
M. Tmp. Code [y Oupartment Designation | Shift | 38 In pisy i Tiow Tima Our, or By By Stabuy pog out
Ao [ree—

1 FYMULAD Adman aant aamn G5 | S00AM | 600PM | SO2AM | 603 PM fhols | 0001 . ] present | RES-01 RE5-01

2 5T-0001 Ratesd Verma Production empioyee G5 | RO0AM | G00PM | BSSAM | 601 PM Phots | 0000 H 5 present | B55-01 RE5-01

: ] ST-0002 At M Preduction employes G5 | SO0AM | E00PM | SO1AM | S08PM Oh O | 0005 peetent | BES-01 BES-01

. 510003 Sunes Patt Producton amployes G5 | S00AM | £00PM | BS6AM | &20PM Bh24m | 0024 . - prerent | BE5.01 | BSS-01

5 ST-0004 ervan Shasdy Preduction amployee GE | SO0AM | S0OPM | 348AM | BOTPM Bh1se | 00:18 . peesent | RES-01 RE5-01

6 ST-0005 Pooja Nae Preduction empiaoyes G5 | S00AM | GO0PM | SOTAM | S16PM Bh G - - ddm | peesent | RS5-01 RS5-01

S7-0000 KataRes | HumenRessurces | smelyes | 55 | S00AM | &007M Abaem | RSS 01 | mSs ot

8 | sroom [ERTT ckoma amgioyee | 65 | sooam | scoom | esaam | eorem | ontdm [oora| . presens | m55.01 | mss-01

L] ST-0008 Neba Joshi Husan Resourcas empityes GE | SO0AM | GOGPM | BSIAM | B04PM Ohils | 0011 . peepent | BSS-01 BES-01

B - ERMSFHR
BLLERNFIEIAR | RIENN  EEEOANHE > NEEMHE -

1. Bh¥EE Reports (3f7%) — Monthly (BA) -
2. BERAMMEBGSHNER » A%BEE Apply Filter (ERERE) o
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3. #WEIRImAY FHEEBYNRERRE

wmx

Performance (3%IR)

Attendance With Status (SHKEERY
HEh)

Muster Book (%4445%)
OT Summary (INHEE)

Leave Details (F5{fzBA4H)

o BARVERRA !

BETAR

ZABTESMUETINHESXRE ~ RE - SBKKRA « R  E2F
BHFH R -

BEANEAER » SRX—ERAS

FFEAERTNBRM L ENEFCHE
= A RINDERFE

E BHERACER °

s1are ST Adenin
'iacm\m i @ Al Branches [ o R
Dashboard  Devica Sotup ganization ime Report p & Supp
rapo Result
5 Autopay is mactive. Set up sutopay or choose 8 cie-lime subseription payment. —— Raviewd iting
Performance + Ghange fiters & Rofresh Summar v B s
Wonthily attendance repart
~* Performance Seplerber 2026
Parformance W Filtors. (] & Expart
Perlod: Dt 2
(] 112
@ veer. — [ Administrat ion [oR2 Standard Office Policy B moNTH o:?mu
s - - — e s — o
v . v m ssoan
» - - H " = n “
@ oreT: Production o o Supenviser @ ‘Standard Office Policy B MONTH Oct2026
- | - T WO Mses e Petes o Weasn  Odm
T-0501 Wahe Vrma ® E s osos
Lo @ - o - " o o o s i B ' " . " i “ »
- i ™ . v ~ -~ ~ e pp—— o ™ 1 s ne
......... e o 13m T - - - s tha mrin 15m 1se . s e
- . wii " v - . ¥ . . - . . -
- - . - - - - " - - - " - - - -

HETHRE

2hiE Reports (#R¥E) — Attendance Calendar (BEH1THE) » LITEBHAEEEES -
£ Cards (FF) ~ Matrix (5Ef&#) 1 Sheet (FRE) IRz » WARIPPIT S TEHE o

a]
=

GRTHIEE] « sEIRBNEEERIR o
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EXRTERER

1. 2% Reports (¥§%) — Government Reports (BIfFiRTE) °
2. BFEEIENVA - S5 B BE S RZHARER

3. EBERBEEGE -

B =RI& P

Muster Roll (255 ff) Form 25 1948 F T
Register of Adult Workers (A& T AE:CH) Form B 1948 £
Leave with Wages Register (##ARECH) Form D 1948 F T
Register of Wages (TEE5CH) Form | 1936 F£TEMHTE
Register of Workmen (T AZ:E5H) Form XIII 1970 FEHETE

ESI Register (ESI E&05#) Form 6 1948 F ESI &

MR nZiEE—R VIR - GAE) « BRMSERKRA -

..|ld{3__€f!_l TIMeE Q0 Soarch features =K 4 Al Branches % Growin (15days kit A, ki ™
Dashboard  Device Setup Organization Time & Leave Data Download Reparts Payrofl Atcoss Comrol  Account Hoip & Support
[F Aulopay is mactive, S0 Up SUTopay Of CODSE 3 CNe-Time SUDSCrpton payment, Review iting
Government [ Statutory Reports 23 Refresh B Tabte @ Shest
Mandatory statutory registers under Indian labour laws — Factories Act 1948, Payment of Wages Act 1336, Contract Labour Act 1970, and ESI Act 1943,

£ Muster Rol Form 25 . < B o202 B o, 2008

) ot s o s O & Expon

Emy heams Q1 o2 [} 04 05 (3 ar ] op 10 u 2 13 @ 1% 1.3 i 18 P A [
1 ADM-TYMULAZ Adin atimin - ::’ A ‘.:: WO 9{::;]” W07 AM '.-:2 BOTAM BES1AM L ":3 !.:: A 8‘:“ 9‘-?: SAAM B:56 AM B 2 o
2 s1o00 Rahid Verma Suotnisor Proguttion BN " owe saan  smam R socan  modam wo wo TN EE g WM BE BB goam w1 o0
3 5T-0002 Amit Kumar Machine Operator  Prodaction ::“ A B.:: wo 006 AM EAT AM u.?: BEOAM AN wo  Wo if: A 50 AM ‘;‘5: m s‘:: 607 AM 1’ 2 o
4 ST00 SmmPul  Quilylipator  Produttion SR e Ena wooam S polam wa wo wo 58 T ggae S M oem e W 1o
5 sToood Imran Snakh  Maching Opecator  Prodacticn A T owo woiam wseaw O mszam eooam wo we T TH msomw 5B  BH T seoam w1 0
6 ST-0008 Pocia sl Superser Proaution S A A wo  pmeAM saram M soram SSSAR  woowpo | MER CREW EEAM S OSE EE mmm w2 o0
7 sT-o008 KidtaRas  HR Excutive Haran Resauces S A S owe eseam owosam S sasam masam owo wo S0 ST woam SR SH %S goeam mo1 o
L] ST-0007 Arjun Mehta 1T Support Information Technology :;‘ L n‘?: wo B56 AM B53AM 8‘:: 9‘::‘:]" 905 AM wo  wo “:.0 EMAM B5T AM 1: “:.: W‘: B:48 AM L | o
o sroum e e wemnoscss S W Lo g SN RE AN owo we BB o s mR om0 g
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Al 3tk

BLEE Reports (¥j%%) — Al Analysis (Al 2347) » BN BEIFE R EARAER, | HENE « HEN
TRENREL ~ IBEFMNBE - THBLUEEXFRAR Key findings (FE3R) ~ FHER »
Attendance by department (ZZBF9Hi#)) # Absences by day of week (fk2HA4RETHVER
) o

aillBeriminve

o Addmin
@ wseanches o T
Dashboan d  Device Setup Organization ime & Leave ~  Data Download Repor: iy c Halp & Suppo:
@ Reports.
£ Autopay is mactive. Set up sutopay of choose a one-lime subseription payment Roview biting
Attendance Leave Analysis £ Ratresh 3= Fillers 1 & E:inrl
What stands out in attendance, absence, leave and punctuality for the period.
Sep 2026 » Ok
Attendance rate Present days nsent days. Loave cays Late arrivals Overtime
96% 205 -1 0 14 45h 42m
of wotking dayi g O 13m A day unplanned oo T of e ol egged
& Key findings Attendance rate over time

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

" dlay coe 0 dashed kg 18 (e pariad average
@ Absences peak on Tuesday: 38% of all absances. iz
@ Punctuality s good: 93% of present days startad on time. :
4 45h 42m of overtime lngged in this period. I
sep2 Send =1 ~ sap 13 Sep e - p 20 Sap 12 Sop 21 4 26 020 w30
Wers 1he diys went
Wesidy Off 54

@ Prossniees 205 @ Abseniess 8

i Attendance by department £ Absences by day of week
Lowest first. The dashad Bng i the cvarad rate @ Abant @ On lsave

Human i 2%

Technol.. 1 6%

( AR D A DIMERECN AR SHREIEINEE

Hth#g=

S RI L All reports (FREIRE) BEER :

taE HHASEERY Late comers ((EZEI#) # Present/absent (L% AE)) o
Overtime (IN#f > FEEMHZE S IBITNEE) o

Manual attendance (FE1HE)) > ARBEFEIIERFT*~ ©

Leave report (:5fR#k7) - Device punches (2:EF7+) #1 Easy access ([RERZHY) °
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EL « JUENFIS =

EEERE _E25%E Export (FEH) » 72183542 Excel (.xIsx) ~ PDF (.pdf) = Sheet view / Print
(REWRFIEN) o EREWRF > sAFEHRE LS Excel ~ PDF # Print (FUE]) 1%iH o
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WhatsApp :BXEES

BEFBRE

R FRE App thAEEHERAART o Staff Khata RIIXZER WhatsApp EXHEHREAK » BBK
B 2/ WhatsApp SUEIRISEXBNGET » BRI FHERGEMEGE -

EIE WhatsApp HHE

ELEUES & H Staff Khata BIXEIERBISRES - RSERRREIR] » AEZHMRE °

1. 243 Organization (4H#%) — Company (27)) ° AR Notifications CGEX1) %
Ho

2. 7 WhatsApp Notifications (WhatsApp @%1) T > BEGCEERNE -

RE ez

Daily Attendance Summary (EHHEHEE) BXE_EWREIEXRHER WhatsApp 1EE
Monthly Attendance Summary (S8 HE#HEE) DA CSV IR M E A HEIFRE ©

Device Health Alerts (E£ERELZR) SRR ERRRREIE o

3. Bh¥E Save Changes (REEE) o

staffkhata.com/guide - 80 / 115



Q Search features L

aillRertTive

Dashbodrd  Devics Sotup Organization Time & Leave Data Downlosd

Company

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

Company Settings

Manage your company pieforences, attendance rules,

payroll, and policias

@ Company Profile

a WhatsApp Notifications
# Employee codes = Manage sutomatod sysiem alert
@ Anendance Ruies
& Journey Trackes bwmwmncvsumnwy
[ Payroll & Tax

@ Localization

L Notifications

& Duplicate employess

Account

£ My Profite

FBESHR

BB SRR BIEEA

Integratlons & Webhooks Hub (&2 Webhook #il)) ZEET

Ruparts

9179820

Payros

71270 S Holpior +

Accoss Control

@ Al Branches

Adimin “
& ADMDRSTRATOR

Account Help b Support

Rarvsw biting

D Reset

FARLEE Account (IR3E) — Integrations (&) o

= {EIRpRYERR

WhatsApp * SMS Gateway (&%) #1 Webhooks API © T‘ CE(ERRVEAR ERhEE

Configure (7€) °

illRertTive Q. Search features .

Al ICALTIVE

Dashboard  Device Setup Grganization Time & Loave Data Download
@ » Diivboord > lakegeations

5 Autopay is nactive. Set up autopay of choose a one-lime subseription payment.

Integrations & Webhooks Hub

Send attendance, lsave and payroll avents 19 your

messaging, project

rtad Plastorms

g 0

AN 3 Communication 2 Automations & Custom API 1

Avaiiable

B

COMMUNIEATIGN
WhatsApp

Ruparts

+51 79820

Payron

nd automation togls

B

COMMUMEATION

SMS Gateway

Accoss Comral

4B Al Branches

MISTRATOR ~

Account Hulp & Support

Reviw biting
O Refresh

€ thnut‘ﬂ?l Spoc

Secunty Protocol

HMJ\C SHA256 (6]

30 )

A3 FAvailatie 3 Q Seat

Conngcted 0

Available Availaste

DEVELDPES & CUSTOM

Webhooks API
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{EAIEHE 38 WhatsApp Business 555

ISEE—EER Meta Cloud API #9 WhatsApp Business 1Rk3% » Bl B 8RB 4SER Meta 1%
/& °

L
1. 7£ WhatsApp £ _£25%E Configure (F%7E) o Connection CGE4R) D EERIEN o

2. EATEH Meta access token (Meta f7EX#E#L) # Meta phone number ID (Meta &g
5505 ID) © FA{ER Meta 1RERVEEESRES ID > MARBEEIRIBAS ©

3. 7£ Alert numbers (GEXI5EES) T > WA EIRWEBFE BN FHIE (B2 201@) °

® WhatsApp Configuration
Mot Ciood APY - O swieds anabled

Connectlon  Event templates  Activity

Connect your provider
up The conm Snica o

= 123456789012345

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

)

5 E RFEEAS

1. BHEX Event templates (EH&4) 98 o £AFIHZESEH : Check In (EBHTE) -
Check Out (FHE#TR) - Late Arrival (GEZ) - Missing Punch (fR#Tk) - Leave
Application (F5{iE55) ~ Leave Approved (E{RRE1%Z/E) * Leave Rejected (GE{REIE
4) #0 Daily Summary (8HEE) o

2. ZEE—EEM > 540 Check In ©
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3. & A Approved template name (Efz&EREZA%7%E) « Approved language code (Ef%
ERIEE S CHE > 530 en_US 2§ hi) #1 Exact approved template text (E2HEEINEZE
HAXTF) > :ATE IR Meta IEMNRBER o

4. 7t Variable mapping (Z2(¥ifE) T > EESESHASEANNS > HIE0 Variable 11 HA
employee name (ET %) > Variable 2 #EA punch time ($T-REFR)

5. ¥EZ Recipients (U AN) > M ABEFHIREDEE LR Meta 18 EIBE A o

6. BhEE Preview message (FEEE) EHEBERISEENAS - G2 » =#iA Test
number CRIGHSERE) T025EE Send Test ({FXAIED) o

7. BARI Enable event (RRAZEM) - #A%2E5EE Save configuration (f#7757E) ©

® WhatsApp Configuration
Meta €z APY - § swiets anabled

Check in
Set1he appeoved message and

Approved template name

attendance_check_in

U5
e language of the approvea template, for faamphe en US o b

Exaet approved template text

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

F= © Missing Punch (RiTF) sAESEWRER 30 HiER - 35 L FHEEG—ZFT+
BF{EX—X o Daily Summary (EEHEE) EENERFERE L 10 258117 » MB R EEX @R
B o

N

Activity (FE)) DEEFIHERANAEMEMHAR » UREHNRBEHEBEEER TELENR
B o

B . TAccepted) (B#E%) R Meta 2 TERAR » BERKREHIXE - EMEER
BEERLH Meta EEE@EMNR ©
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EIB R ISRXER

SMS Gateway (FS:FIRSE) BYAAAERE © 2463 Configure (FR7E) » EIZARFSMHIER » ABRE
EHEAR o ATLIERE MSGI1 ~ Fast2SMS » o ¥ EL{th{HfErH 5842 Custom URL (B:T4
i) o ENEMNSIEER DLT #2ENSHE ID « B2 1D AT » FEAREHEER

A=
5o

IS SEHEEEIEMERE (Webhook)

MREE SRS BEETARTENER A LI+ - BHHREFH > 5% Webhook °

1. 7£ Webhooks API £/ 23 Configure (&%) °

2. BIAIEH Webhook Target URL (Webhook BiZ#48kt) o

3. 7 Event Subscriptions (E45]F) T > GEEEENEMH -

4. BhE Test Ping CRIGUEAR) tEiEAR » 7A1BF4EE Save Configuration (#EF:RE) °

. Configure Webhooks APl
Devalaper & Cuttom

FESHHERE > EENRAI LS ERERE Staff Khata © EHIFEZE ASRIIUTE
Webhook APl Spec (Webhook API #34&) ARk ZlIsF4REA o

EEFIEEEELR - AR 255 Disconnect (FRERE4AR) o
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BT B S T BB ARES

FE BEETEANAHR

FEETIEA®R  SUETEHZEAEHN Android &2 i0S ik Staff Khata App EIEBB K
Staff Khata RS © FIRIIAE R HE) « BIEFERIIT | ~ FREABRIEEHEE » E5IEH

FREEmEE D -

REHE | ERENGES > ETEATEEWHETE - 5526 Billing&Plan (IREHZSZ) T
ERNGE -

AE TR T AR

1. B4¥E Organization (484) — Employee List (ET/BE) o

2. FEt Add Employee ((TiEET) ZHIATEEIELE Invite Employee (BFEET) » FfEA
BTHEFBHMFHRIEINEET - F2RAMEHEEST -

3. BERTENERFEANE > BFRRKGIEEN R Update Password (B#iZ805) ©

4, HEFZEE A\A Staff Khata App BIR$T+ » :ARRNSEE I 253 Enable Mobile Punch (%
FBFHITR)

B T RJLATE https://attendance.staffkhata.com =¥ Staff Khata App & > {EFEERERIEFEEF]

BHEA °

My Dashboard (FHIERIR)

BETEA®REGEA My Dashboard (FEVERR) - EEREETRAR TEK « (REIERER - FEEERN
FH (PRI TIEFR) » UKRERABLENTIEXRE - THANSESMESERBRNHEMER o
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alllReaiime . Search fastunis . " m O w Mo
AMLICPLTING o Do
y Attenc N—— iy Profile

My Dashboard My Attendanco

Gaood night, Neha! & Refresh
HE Extreitive - 2 RIm(S) nesd your sient

118h 23m 112 2 22

Witw detans H Viewdews 3 Wewdess 3 wewdetais

Needs your attention % This month at a glance

@ Sl clocked in— 003 AM >
14 8 2 1 1 118h 23m

@  Missing puncheguts — 1 Days

% Mo @ Atondance & Loave

AUNDAY, DOT:1 © Clocked In

e T e e
Casual Leave 10120 e
o]
Sk Leave LR et
Earmed Leave o018 Taen
Maternit Y Leave Bl e
compensatryon siec s

.

My Attendance (FxA9HiEh)

My Attendance (FXHIHE)) ERETRS X ~ AE « ZAN TR KRB o

WRESRITk
1. ##ZEPunchin (EVHT+ > EELAFEREL) ©
2. BIBIRAME > FAFFAEEINE QIR -
3. BIR—IRILHEEST o

R SERBRMMIE —ER#EF - —RERKFRIE Punch Out (FHHTF) o
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aillRercive Q soarch feaures. o [ oo IR

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

My Attendance & Retresh

Your punches, working hours and sttendance history.

AUNDKY ¢ °°L; = Clackeain Today's Hours. This Week B This Manth B Gvertime o
Total Howrs 14h 20m 9h 57m 128h 20m Oh 0Om
14:20:20 —— —_— G
00 OF B M sy targt 000 &5 M wey tagut 45 OF 18 H mersy Lsget
@ A
o0 AM At
Foncm perei] QUICK LINKS.
T S— R '
L] History @ Missing Punch Outs
Attendance Records 14 AN Appoved  Peeding | Ol Search atiendance.
Saitie tate Stats Check In { Eut Late Producton
NS 5 18 et 2026 » PRESENT ) 503 AM Gn Time @ ® 7
NS 17,001 2026 * PRESENT - ?5?,‘:‘ o Time G LI ® &
Ny 16 Oci 2028 » PRESENT r"fj":‘ on Time @ seaiam ® o
Ny £ 15 0ct 2026 = PRESENT On Time @ wiieN @ 7
NJ 14 0c1 2026 * PRESENT 0 Time @ 520 ® &
NJ £ 13 0ct 2026 * PRESENT On Time © sH20M @ y
NJ £ 12 0ct 2026 » PRESENT Om Tima @ snsoN @ &

EERLHR

Attendance History (HiEh#csx) DEEIIHE—X o REIEREXARIE
[~ ERREENME ERIE -

T > BRI EHTRE

Attendance Details

NJ
Heha doshi
sT-0004
PRESENT | | OH-TIME

taTE
T8 Oct 2026

CHECK
03 AM
Production Hours

PUNCH INFORMATION
@ S03IAM  OFFICE

0 Ssmuung Gataxy A34
Karct Bagh, Now

VIJAY SALES.
F o

Kerod Baghy
; Gallar market:
o R D)

e

TF/10-0,0:5%

(EIESRERRVFTF
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1. BEEZRIREET o

2. 7 Request Correction (FAEE{EIE) > &%7E PunchIn Time (LEIFFT-REFR) # Punch
Out Time (TFHHTRER™) o

3. EA Reason ([R[X) > #A&E43E Submit Request (123ZFHER) ©

FRAEEATIZE - BT RILUTE Regularization (%) D EEBHIRE - RE THITRNBEF
EZ%7E Missing Punch Outs (FT THIR) > E&2LET~HVHFRIfEA Request Missing
Attendance (ERzEHE HEN) ©

22

Apply Leave (E3:5:5(R)

£ Apply Leave (FRzEzE1R) H » BT AIUEERIB COHRIARRREMSEREIGREE o AfIghsEE
Apply Leave - #£#Z Leave Type (1&75) ~ HEF (8¢ Half Day » #X) » il LIRAEEEL © KR
B ERIELBRNA] o

My Payslips (FrVFEEE)

£ My Payslips (FkRY3EE) B> ETEZRMNED > I EEE—FELURNFE > 81
WA ~ HIRAM TOERE - F63E View (184R) FIRRUERFEE > REHE) ~ WA ~ HIRHE
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FABNEFREER > WA FE4 PDF o

ullRenuive Q Soarch features. o ¢ L © R, B -

SToO0Y

% 5 MyDutoard 5 Fayily
@ Payslip Details
View and downioad salary siip

PAYSLIP NO
ST PN-FOSE
Month; Septamber 2026
Dermted: 16 Doster 1026
»*
T
rrrrrrrrrrrr PutLtd Rahul Vierma
T, Moksa, L Superviser
—— Emg
Ema
Phen
Offics Time Policy:  Suamciaed Ootica Pl
ssssssss =+ DEDUCTIONS
24,000.00 FF ([Employes ¥2,880.00
EH0.00 PF (Employer) {Exckuded) 0,00
LT #0.00
02000 B8 iEmplay 0,00
1,550.00 ES4 (Empilomy (E xchaded) 0.00
000 Frofess al Tas *200.00
rrrrrrrrrrr ¥18,000.00 LOF Deo £2.800.00

My Profile (FEYEAEX)

My Profile (FXRYBAER) SEE—REBAREAER - BELCEMRITEN -

1£ Staff Khata App b
138 App S THES A=A :
Mark Attendance (:Z8kiiEh) © I EEFIIE £ RIHTE o B EHIT-EERIE

BIIEZFATETER Realtime £1HEHELE -

Attendance (%)) : EEAMITER o 3i— TFTEXREAEET RPN _ YT RAUE >
25—F Request Regularisation (Ez5#%) EIREIE o

Leave (FAfR) : BEEX « ¥ RE—ERBHAER > MWEBRFKEE o
Payslip GArEE) : EEMEMEAB) » WE5—T Download PDF (& PDF) o

Claims & Reimbursement (E355E15REH) © MY EULHRAR R 3¢ PDF » ZX Az 5 & A RIHEH
% o A2 HIR7E Advances & Reimbursements (F8zEB1#REY) A TIRE o

uy
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Profile (AAEH]) : BAMBHER

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 ¢ MR T HIZER 0 ETRBEASTHEEAZ SEMA App Tk © F2EHEHFRAI L
NEFEEER ©
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Journey Tracker (Bfiint&4A)

5 ZE: Journey Tracker Kifni&E4R

Journey Tracker BRAMREINEENE T © X7 ~ X8 ~ FIFFRFS - BT Staff Khata 17
B App sCER1TIE » CRIERE R EEEMFNAIE - (SREMEEFTEE -

BEHE . Journey Tracker 2 EMINNEAR - RETERRIIRSTEUE LEMINEARE > Journey

Tracker EEMREDEA EHIR - HAIE&E2H Billing & Plan (IREEFE) o

FIEX Journey Tracker

EEXFGRERR > FBAREFIREEMUERIER -

=

. BLEE Organization (4B4%) — Company (A7) °

2. 7£ Company Settings (‘AEIRE) > BRI Journey Tracker 7 & °

3. BHRX Enable Live Location Feed (B{FEEIRFAIEEE) o

4. R AB{iI# A Location Update Interval (IEF#HER) o HAZEEZK:R » +F07E
REE -

5. BhiE Save Changes ([#FEE) - LEEE MTiEREEME °
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‘Company
] Autopay is mactive. Set up sutopay of choose a ona-time subscription payment. Reyview biting
Company Settings O Reset
Manage your company proterences, attendance rules, payroll, and policias.

Journey Tracker Settings
@ Configure ive location updates and automat

Enabio Live Lecation Feed «©

Start Journay on Punch-in

Account

Wou have unsaved ¢ NANges Discard & Save Changes

BRIE ER

]

Enable Live Location Feed (E{Fl EITRITIREITHRHEEUEER °
BB (1 & [B1(F)

Location Update Interval ({IEBE FIEEXMUERFEE > #1560 - MRS - FEANESEMITEIH
HrRERe) T e

Start Journey on Punch-In (E¥f ET7E17E) App LT R BEIRIIATTIE ©
FTREFRIRTTIZ)

Automatic Start Applies To (B Alldepartments (FFEZBF9) » 5t 2R Selected departments (&
FIBHERHER) EEPT) o BTINFACTAFEIRIAITIE ©

FHIa1TIE (§I > 1781 App)

1. 7£ Staff Khata App B9 Home (B H) Z=@E#— T Journeys (1742) ° &R LAFT{E More
(%) — Journey Tracker °

2. B—F Start Journey (BH361712) > ABTEFEIEMEAE—T Done (58A%) ©
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5:20 vi
J T er
& ourney Track ©
® Ready to start Online
JAYPEE —
—_— S T O ==
s INFORMATION
= TECHNOLOGY
]
SECTOR 62
&2
SECTOR 63
Ceeg
® Readytostart
2 ©) ®
0.00 KM - 0
Distance Duration Checkpoints

I start) ourney

Journey Timeline

©

No stops recorded

SHREGHETOn Trip (17129) » Uk BERIBVERE « RIRMIGER - App TERNITE > F
WINEREREME -

B AR App

BEFHERTEEMFLER

wRAE [EE

= H

==4

==
oA

ME(ECERRY > EHRISEE(FIE]
App > BEERRHIRER o

EEREMERER

BERGITEH—RIEE | HE - HENFBENEAUEE -
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1. 172 E=MEE—T Add Checkpoint (HiginERL)  Loga Stop (GEEX=HE) HIREH
B o GV EE BB L o

2. 7 Add a Note (Optional) CifigfEst > £8H) T B FEERNEE > AIIIEEEIRIETE o

3. B5—TF Attach Documents (FIN3ZM4) MNAMREE ~ WEskIR R o 15812 Take Photo (3H
B8) ¥ Browse Files (ZIEEEZE) o

4. Bi—T Save Stop ({#77{=5) o
g —.—l = ] =
B d e, Sl

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

AER1TIE

1. TYE5ERi% > B5—F End Trip (453R1772) ©
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2. #—F End trip H#58 o 1TRREREMEEBERE -

TR RERRAR AR SEE B —IE4E®R - BT AIMUTE More (%) — Journey
History (17#242%%) HEHBEMNITIE ©

B EEER (BES)

1. BhEETEIREEE DAY Journey Tracker ©
2. BhiEE Refresh (EMHEIE) o FAAEETREFHAZE HIRTE Live now (BIFF) T o

3. 7€ Journeys List (1T772/58) > BHEEETHITRENMEET - BN0]FERREEDEHE] o
ElgREERAEEAMEREES IS > A£AI1F Activity Timeline (EZNEFREE) o

i
SAYPEE
s SR e
& Journey Tracker @
* Rocording

ording Online Bahul Verma

L E sl eesleveee—o e ke
N |
pii
: i
« OnTrip i 45
Start Time:05:20 P . i 3
i i
i (<] @ { H
: § -
0.00KM  00:00 0 : i i - i
Distance Ouranian Checkpoints 1 ]( = 7 =
i X - Jyrr=d i i
* &  — ” i
@ AddCheckpoint o i j hisin N
P4 3 K} o Sty
# i -
B EndTrp i 3 / Z
i [ i ; SN, o
g = o=
Journey Timeline
@

EE—RBEEMAA > 55HEAL LA Live Locations (BIRHIE) - ©E€ER—RME LR
FREERTIEPRHNET -

ER1TIZ4CEH:

1. 7f Filters (Ef#E) T2 Today (5XK) - Yesterday (BEX) - Last7days (BE7X)
5% Thismonth (& A8) » E1TERE From (&) A To (2) BHEA o hAILUEEE—85
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T o

. JEIRRYE R BT Total (48) 177220 - Active now CE&179) » Ended (B4%R) -
Distance covered (1T5£EERE) A Avg. duration ((FHEEER) °

. FEHEAIL (2E6) ~ Active (G&17H) ~ Ended (B45%) #1Auto Ended (EHE4ER) 2B
ERiE;5 88 > 5/ Export (BEYH) T#5EE -

. RREME—1TTIERVEREREI - MRS REMBHIATNAE RS ~ BFE R ~ BERE 0 UKk
Journey Timeline (1TI2RifE) | BRITHNSXEZREFERM - BT IERET
KIfEEE > G AT LB attachment (i) BERRUSEE o

'_‘_*“'Vﬂﬂ"? + JowneyEnded 53 Rewememap | € |
2026-30-1 8T8

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

ot Stops Detance
L 2 smeowm
i recerged

Easten
Jeurney ended mem 01719:39 pm

LT PELTY

= Journey Timeline

w1
RO e r——

1930
" - Deive ) 46 ke
1248 i 24

I
4. Dt
#
LTS
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

EHBRAR

. TE{TR2ERF > BEEE View route (IBfRERAR) - BElITIZRGSTME L - BEEBREER
5% ©

. BRI ERRERITIZ o AIEE 1X ~ 2X ~4X B 8X HE o

. 25E 3D Mode (3D 1#ER) EEHNE » BhE Satellite (BE) tIHE E1E1R - Reset View
(ERXRIG1R) EMEIRIERIK o
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Rahul Verma P
& Jous-10-21 510001 ¥ Remtview @ 3BMods X

i DILSHAD = b
8 Activity Timeling * L e GARDEN
\ = 3/ ks S
2D men o / / . e
Sharma Testica, Sacses 63, Nokds 7 | e
- L s i _J
- o asmn e Tk g, 4 j
. foeet we 2 \ 4 o
% L — oo g J b ane =5 s, o
WO e ™ iz s i -
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Orcer: 40 s of e popin Vibsmals maga §i-= AAERRITE S e i
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nao -
e 2 Drve 5 8k ANAND VIHAR ‘) =
o0 13m w =
: § r
P - ¢ o o
Sropsam T, Kswa S heltia 4 . v 4
Cotectad choque o Sestomber Eeng ; i
Inwice
# tschmens &
Y @ e L
£344m 16m }
iza4 (5
RO e 3 wimnes
Scwad e et range, fakow-
Moy
149
o © Drive a5 hmn 4 “UH VIHAR 2 .
11358300 PHa:El { -1 , v
= - 2 § et
[5-3 _—
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66£ v V-4 % _,vl’Q E E Fapbound thornicn  bap Dota G504 Goanfe Tt
WwassTem @ 017332 pm
a L = e Zm. dx  Bx o Fetow san Okm

AE C MREATRERTE » BoIMTREEREMAER - FEPITHITENISERTRIE »
T #8~7% Auto Ended (BEh4ESE)
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Pro HRMS (Hihnissg)

FZ: Pro HRMS K n{&E4E

Pro HRMS T HENZSMNAEREMAE TR | ARG « BHRIRE - #HE - BEEBH - BERH
XERBE - EMAT Manager (£8) A& > EERESARTLUREBCHKE °

WEHH | Pro HRMS B EMMNEAE - RAEELHIRSEEER > ERNEEA FHIR - BAIER

:52@ Billing & Plan (IREEFZ) -

$#%F Pro HRMS 58

TS AR » S8 R B A TRISE LU B T AR R & tHIE Pro HRMS 3288 o L FFFS
AT E IR .

e

Organisation Feed (AT)EhEE

>

BRAS ~ B ANBUUEBNHESNRER -

Auj

€

1. 243 Pro HRMS — Organization Feed (ATEEE) o

. TERSSGEREBHARR o 2635 Photo / Video (1BR . /§2FR) MiNNiERE -

. BEEHTLIEE] | Everyone (FTBEA) =X Specific Department (45E&BF9) ©
. BHEE Post (Ef) o

No

w

N
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s1ne Al Branches o
ﬁxw\m a AR
Dashboard wvice St 5 m Dsta Downlaad Reparts HRMS ~  Accou Help b SupE
‘Organization Feed
5 Autopay is mactive. Set up autopay or choose 8 ena-lime subseription payment. Riniewbiling

M Organisation Feed
Y ampany announcemoents, updates and celobtations,
A A Welcome (o the team, Neha! F Our new HR Executive joins us at the Delhi Showroom, ‘
Admin
E @
o o
& My depanment s
£ Colobrations
B
ur Mo posts yet— be the first to share!
£ tervan Shai e ki, Wl :

BT R UHREIZE « BEHMULE o Celebrations (B) ~hR @RS XMENEEIZRIER
R BASE o

Org Tree (#H4EE])
(IR R o

1. 24#E Pro HRMS — Org Tree (4B45[E]) ©

2. BLEE Create First Position (Z2iZ55—1EH{I ; 2887 Create Root Position > 175k F
ML) ©

3. 7£ Link to Employee (E4EET) TEEET > ABIER Position Name (B{i%#E)

Department (ZBF9) #0 Designation (E#%) o Responsibilities (BE) FBH AE
1 o

4. BhEE Create Position (GZIZE{i) o 7EE{EH{i_L{FF Add Direct Report (Fig EHEEB
B) FTEIBEE -
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B e AR ZEER » BEIGIBEIIAALE - BT HUTE My Org Tree (FBV4EME) HEEHBS
o

Job Referrals (BEERMERE)

1. 5% Pro HRMS — Job Referrals (B#f##E) — Add Job Opening (FigH§ER) o
2. A Job Title (Bfr#7%E) - Description (5RPH) - Location (if2%) #1 Department
(BBFI) » FRBMETF ©

ETEEECH Job Referrals EEE 2GRV ER » A0 2535 Refer Now (IZED#EE) BT
AEIAN o KB LLTE View Referrals (113 #E) HEZEEAN » WS URBE Pending (7F
7E) ~ Hired (E&£EY) 3¢ Rejected (BEIE4E) o

Daily Work Updates (5B I {E&E#)

B T 258 Submit Today's Work Update (312325 H T{EEHT) » AP T HRL TE - B
EMEEFLUE Pro HRMS — Daily Work Updates (SR T{EE#) HIRKHINE TEFHESE
FrE ARVEHT » A Export (EEL) o
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Assets (EFE)

EHATIRIEE  FHMEMPE -

1. 253 Pro HRMS — Assets (EZE) — Add Asset (FiZEE) o

2. BEEFEFERY (fIU0 Laptop » &) > #iA Asset Name (BE%#E) # Serial Number (&
%) 0 RBRETFE ©

3. £ Inventory (E7F) BEH » BHEZEER Assign (35K) » 7E Select Employee (3
EBT) TEEST > /AMEEhEE Assign Asset (JEIREE) o

SIEEEHE{RE Assignment History ($5/k4CER) - ETAILATE My Assets (FRRVEE)
EEEHCRHANEE °

Policy Documents (E{SE3Z{4)

#3% Pro HRMS — Policy Documents (E(%3f4) — Upload Document (LfE3XXH) o #@A
Policy Name (E(5%78) #1 Policy Category (Ex5R%E5/) » AEEEFEZE (PDF ~ Word ~
Excel ~ PowerPoint B{[Ef/ » &RA 2 MB) - B TRIRNEEREELE Acknowledge (FEEREE) »
TRLAE R RE B ASHEST o

staffkhata.com/guide - 101/ 115



HR Support (AEIE)

RIBHE) ~ /R  FEMEMABRENRTG S - BT REE Raise Ticket (1RRXIE) > miLtE

5 SRAMRZ 5 EER - ABMEESRLUE Pro HRMS — HR Support (AEXIE) &

EFFET1E > WiE# Update Status (FEFTREE) R EFIMETZZE Open (FARY) - In Progress
(BE3EH) ~ Resolved (2f#R) # Closed (2FiFA) ©

RREARSBEE

1. 243 Organization (4E4) — Employee List (ET58) » RBRFEZET °

2. BB Employment ({FEER) FBF > 1% System Role (R4AE®) %% Manager (£

&) o

3. 243%E Save Changes (f#77&H) o

since g @ Al Branches ik 8
[ Organization =~ Time & Leave ~  Data Download < Repart: ¥ P
Acd Empioyee
[ Miopay is nactive. Set up autopay o choose a one-time subseription payment. . Revewbin ng
Edit Employee & B Die:
Reatvil Vosma - ST-00
1 Perso © employment
Employment Detail
EmployesCoge /0 Joining Date* o Beanch®
Change £ 12 Jun 2023 Nekta Head Office (NOI-HO)
nnnnnnnnn ] Dasignation () Reporting Manager ©
Progucion o~ || Superisor o
Office Time Paticy System Role
aaaaaaaaa fice Poiicy (Defaul) - Manager
HR & Compliance
Total Experience O EPF number ( ESI number ©

FEME B ZFTE Reporting Manager (EETE) RAZTENA  SFESERKKEN

AN —]

Employment ERHEETE o

( 8 . BT Pro HRMS B AEF » System Role 7 & 137 Manager %18 ©
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BE FERIUMAIE
My Team (FAIERX) EEMABMMIERNA » LIRS - 28BS
Team Attendance (EPxH#)) EEERNSHHBNITF > WERZHEELERS o
Team Leaves (EFX:AE(R) BEZE AR » WIZESIEAE o
ailiferumve . : XD o e neve -

b
oo i My Team

Qs My Team
Employe
ToTAL M

A3 i e & o % (1]

Team Members 2 &3 Retiesh
Amit Kumar Machine Operator 1 2024-

) A oo Oper; 2024-01-08 + hetive

gp  Sunita Pau Guality Inspector 20221121 - Aetve
515008 cENERAL
Imran Shaikh Machine Operator

B room Machine O 25003 v

AR

1. 243 Team Leaves (BIBGER) o

2. BEEERAZE FHIERASET » BRI Leave Request Details (GE{REFzAEFAAEKL) o
3. B4 Approve (1Zff) > SiE5EE Reject (1B4B) Wi LREA o
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Leave Request Details

STATUS
Pending

BAREEFENMABEILE - TERER > HRTHER [EFABRE  HIABLTREAX
AL - REF—HIELE » BRI EHRIEL

staffkhata.com/guide - 104 / 115



5 - (EEBISIE

FEFBEAR

AERPAEMEEEHE  NEIFAR ~ AR TEEE > DURINEES#E) - 2B Admin
FEREI S ERBLETAHR

EEBRIAE

AR —HRENEEERR > W EEARIERRE

1. BEG EANATEREE -

sinse Q Search featuros ek i Branch o A

ﬁxm\m @B Al Branches v —

Dashboard  DevicaSetup - Organization ~  Time & Loave Dota Dowrload < Repatts'~  Payra Accoss Control  Account Holp & Suppert
{55 Autopay is inactive. Set up autopay or choose a one-time subscriptian payment. Faviw biling

P Welcome back, Admin!
Bl 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 Late taday & on leave ]

Map view Miww detalie Recent Punches View All
as
Sunita Pati
= it e & g 028 (9B Liate Emaracics Toia
s xarAa E e LD
- = 0908 i
il waae -
= Y D VIHA il
CHANDH| A A D g 5
i cud:r;u:ﬂx B PR R o e om0y  ax A Kumar
PAHARGAN. L aruns e Ectranea T
asraciss -
g satm et : v
L ; (o omos gy FenulVerma B
ER NAGAR " Lo SHIPRA SUNCI Main Entrincs Tarr
lcriyof PATPARGANJ i
' wEaerw .
; owoz i N in
£ i 1P EXTENSION ‘, Samuung Gatany A
MAND! HOUSE M, 3 =
Ll =A SEToR 4 ouon s Imran Shalkh
> SE itk Manust Enéry
PAMDAV NAGAR MAYUR VIHA " g g _
New Delhi bl PHASE | A o POOIa Nait
Google e | e fige — 00 e Mot Enary
Late arrivals 1 i Al Upcoming Leaves 1 Vi A Celebrations Hahiays
Sunita Patil — Neha Joshi
- n 8t 012 +26 min LI tankd L+ 03228 - 1 A e Approved 5 imican Shaikh

2. Manage Subscription (BIE:TH) HESHE - ESEREHAESE « AFTHERE
MEEHE > U ARIERRE

3. 7E Included Features (B2ERITHAE) T @ CEFINHZCIWFAEES > FlMN
Attendance Tracking (HE0EHE) ~ Shifts (3IZ) - Leave Management (FEREIE) »
Payroll (37%&) #1Employee Login (ETEA)
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@ All Branches

'i Q Swarch featuros
EHATA
Dash Device Sotup atior

ard - Subsscrigtion

4 Autopay is mactive. Set up sutopay of Choose a one-time subscription payment. Rerview biling
Manage Subscription
Bang & Plan
Growin
ak: 15 days remaning
Included ieatures £ Modules
o o a B
Attendance Tracking Snifis Organization Setup Reparts
Diaty sttangance and bicoweic enegra il St pe Company, BrARChes and depanmant Dty ang
B (=] B o
Leave Management Halidays Payrolt Overtime
@

Emplayes Login

AR ¢ 15 Xl BRI TR 2 BRI - Sl AERE » AR EHEAAFISE > BHINEER
FEEWEHTE » EEITAHRSLE o

H

FERTFEE

ELREEZERE ESRENWETENINER > 554K ©

=

. £ Manage Subscription (ZI2:TR) = > 25 Browse Plans & Upgrade (BIE5 %
FH4R) o

2. Upgrade your plan (AAREEYAEZ) FHFHRETSERZ 0 UKRHE User limit (A& L
PR) ~ Device limit (3£& L[R) MINAE - HF—E5FIETR%A Recommended () o
R ZEE S Pro HRMS % Journey Tracker FHMin0iE4

3. BHEMENRE LR - EIEBRINAZE L - #ih% Manage or renew (BIEAE
&]) o

staffkhata.com/guide - 106 / 115



allReauimve Q Search featuros Ll @ Al Branches e W
F Grgani me & Leave < Data Download - Report b & Supp
Upgrade
Upgrade your plan & Goback
Unlock promium fasures and seale yous odg lam with Senff Khats
Aecommanien
o Starter & Growth - Pro v
T bscrigtion plan tisr
e # Unr & Dn
50 1 750 50 100
Change (o Starter Manage or renaw Choose Pro

SERATIR
FEABIRIAE T - (EETLUIE -

3 (3!

Monthly (£8) o Yearly {I73EE o
(85F)

-

Purchased seats (BBEF KENBNEREAY - FRERKMEASNER ; IREREFFEEBEN
x) R o

Add-ons (FfffntE4E » & CHARREERVEBIMELR > U0 Pro HRMS 3§ Journey Tracker ©
15)

Autopay (EIENIH) BREREENERNALAR - BESH 80T FEBRBANRE
Ko MEARIA BRI - FREBIET -

Order summary GTERHE) FRETRESXELZMHNERE (8 GST) UK TRETNTEME
RE o BREMIRIRER - WELZERNFEE PRI o BAIEKEZ2 M Billing & Plan (IREH 7
) o

)
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( AR . BE—TERBSRREAERETINN - AEREBRT » BIRTEEAHERMIM

EIRIRE - BEHNIRMER

1. B3 Account (1RS%) — Billing & Plan (#REEEIFZ) ° Billing & Subscriptions (#RE
EBA5TR) EESRIEK o

2. Current subscription (BrFIFIE) @ERENAE - 2L ERABBHINFR » Purchased
seats (BBEFEX) MERATHERZE - Current period (BAIHRE) #1 Next renewal
estimate (TFRAEETTEM) ©

3. BhEE ChangePlan (BFH%) cfAHMAZ > 2i#4EE Renew plan (8575 %) 4T
—HR&ER -

4. MNRBESHINFKRBIE > 5525%% Enable Autopay (BB BENHIF) EITRTE - KEEFHE—
F/\ZENFR > 2 BERNIREMZ EENHIRK ©

5. Billing History (tREE#2%%) EFIHE—FEIFR o Al All (2EF) ~ Successful (FXIh)
Pending (fFEEIE) =¥ Failed (5RBR) &FiE > k3RS ID HEEEES o

6. BHE(E—78Y Invoice (3F) BB FE(HE PDF #E o

aillRerL @ Al Branches Aden
Pt & AP
ashboard Sotup i ACcoH ¥ PP
Accoun
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll ing
Billing & Subscriptions
MARIGH your Aitaniy mandabes, active plans, sad biting history
Growth  Asopay inactive r
Monthiy - Exlstiig biling tarms
Billing History © Q1 Seaech by Ta tntorpt Al O Successful 0 Pending 0 Fadipd 0 £ Refresh
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( R . BRIRIERBENRER LA Review billing (EEIRE) it SEE—EET -

WNRITAIETRIE 2L > Subscription Inactive (GTRIKRENAE) sEZiE(FHERMR o BhiE
Proceed to Payment (FifE{d7R) (IRRENEITRIERER ©

S thBh i3 T8

1. BEEMGHIATERGIIEESE Help & Support (FREAEISZIR) - SiBLEEHEES AR Help &
Support °

2. JEI%AY Contact support (Bf#&21%) SRATKFINXIRES - REFHEMNEBFIMG o

3. AERRXTE > ;52 Raise Ticket (I8 TE) o

4. BA Subject (E5) » M 7E Description (GREA) Fh#E#iRERE o

5. 7£ Attachments (i) T > REZAILUNA 5 @12 (JPG ~ PNG ~ PDF 3 DOCX » &
8 2 MB) > FIANEREEE -

6. BLiEE Submit Ticket (12X TE) o

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

M TE & —E Ticket ID (TE4RSR) #7F » M HIRTE Support Ticket Log (ZHETE4D
#%) H o JEIRHY-R R E4t5 Open & Pending (FARUEARFEZIE) ~ In Progress (BEIEAR) #1
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Resolved & Closed (EfZ/AHRERIE) HWIE#HE - BHET BRI EFHFHMAERIAREE » AR
REE=1E Open (BHER) fRKFEZ In Progress (BEIEH) - Resolved (Ef#/#R) # Closed (B
FA) o

Close

( 75 Help & Support TEHH Admin 3¢ HR 1832 - B THF ERLEAFM Admin Z3K178) o
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2 5 P B R

FEFBEAR

FFREMIMENIRREE - MREHNMETRTEERE » 551 Help & Support (GBI IR)
RRIE B2RAE - IREHTIE) o

I REIRE

STHEERAFHITE
BIRFHRENTIER

1. BAZBETITHBFIEITE o 7£ Organization (4H4) — Employee List (ET;58) & -
FIREZZE THIFEEE » ERFHITRERE - MRERIEA > App SET TEERAFHT
e

2. BRASFEN o Fi - BERBENIRTE » A Staff Khata App BB E (IR °

3. BT{UMIBERA o IR App BRETBEHASTHNHE » RMFIBEHAZEXE - /71
Organization — Branch (9/5) HBEDEMUBENHIE c ASRFEITE -

4. BNHREIETEA - ETUECHIRIEEA App - IRENHEFEZETEA >
Magds TBETEACHE] °

SR B R REAR

ARESSFT R A EIRMAAE - 1 H HFEREMUNLE#KER Device Setup (EEERE) — Manage
Devices (EIF4EE) A How to connect (WN{A3EH:) RUEREASTE © MUE IS B RABEMEE
TR - BHGIAREENIT RS A ZIELK | (£ Data Download (& &) — Download
data from Devices (CEEETHEK) BIeIEXl{E e H AR ERILACE: o A2 REYIHIEIEE o

27 . 1 Organization — Company — Notifications (&) SFIERZEEBEARAY WhatsApp
AN > ERRIERLBEILRNISAN ©

IR AR E ?

H374% Realtime £YHREE - Hithmh#H£E 17| Staff Khata ©
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BTH7Fk > (BRFEERNER

:51E Time & Leave (BFfE2:51R) — Manual Punch (F&#T£) HEILE > 7
Regularization (%) HiZEETHMEIERS - FF2REELH -

MRAREIEA

RSB T

L% AHER:E Forgot password? (Sit®hE ?) - WACHITEBFIN > ARKRKEI
ERsEiBiR(E c RS HFRAMEFEREA °

TSR T

Admin EFMEE TREREHE AR o 557 Employee List (ETEE) REZEIRRTE
WENE > WEETAECHNETIHEA Forgot password? °

K3

RN EISE M ER RS
HELE P3G » BN Resend Code (ERIHXHATE) o HREHOIRIA BRI > LRDF

HSREB AT LUR AT -
MAEEES ?

RLIEICRIATERS — Language (F55) » AR S5 BB EE - EAR > AEAEEEG LA
HUEE S %5

HREFH

HRALTHRUS

BEBRMNDIETIRSE - MREETE—DE > FRGEIZDEMET - FHEE Al
Branches (FRERDIE) ©

BELERRGETEZZAUIHHR -
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% &EZET7E Employee List (ET58
FRERERHEAR] o

YN{aEE thEk R ?

) FEEA Active (BIR) » URHEIBBRZS

FHERERZ » £/ Export (FBEH) ZEEFERK T4 Excel 3¢ PDF > iFE%ENH2K - ;52K

Eo

ATEREEERERNE ?

HBARTENARTEIZIE - MELFRE

S BEREEERE?
CHIRSFEHAAPISR - CHERGRE

aft R LA 1

BELWAE > HBHA TR

o A RN STHIEEWETE » HEIIEHRAL

HR EREZEARERE Admin EENEIEEE - FEFZE Pro HRMS HifiN#EAE o

IhiE Admin HR
BRRIR YN ESY/NC|
RE) ~ A5 ~ BT = =

H EnRR BUAN I A B RS = =
EMAREE T = =
YRR E = =
DERANHEEER = =
SHEEBMFEHIT R = =
EFTHT® — _

Manager (E%&)

B SR E R

118 B CRIE X

=
=

AR RELZE - REAZE  EBCHERK
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ThEE Admin HR Manager (%) Employee (BT)

(1=! = = — —

A s = — BOM#HEE

S = 2 — _

WhatsApp B & = = — —

B ERBEAR = — — —

Help & Support TE = yicd — _

BREMMES

BRI ATEA 15 XalH > FiEIAe2aRm - 2% :

ThiE FRRA %

FHH Realtime HEHE) - SAMK ~ 25 ~ 5 FREH%E

safR ~ ]RE ~ M3 ~ ZBER HREREESNAE

MEMTEHRETIEA (BT BEBIIRTEEM App 1TF) AR EERNAE

58 - SRS ERRK - HMHEMEIRER « Access Control (PIEEIE) - Data BREMRRRINMER

Download (&#T#) S

#E R FEE - BIFRE BEFEENNES
-

IEAG  REBE - ABE - EE Pro HRMS i fiN#&4E

ShEn N B RN EHE Journey Tracker Hif0
&4

BRELHER ! FEKHEABFEEEE o BES FIRH - Browse Plans & Upgrade (BB %
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l WFR) BERIEE - 120 Billing & Plan (IEEE5%E) THREFIER o
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