Where’s My Staff

Step-by-step guide

May 2024



Registering a New Account on Where's My Staff..........cccccciiiiiiiincceeeeeen 2

Sign in - Where's My Staff..........cocoo e 7
Resetting Password for Where's My Staff Account............cccoooiineeeeeeee e 9
Access and navigate Where's My Staff dashboard.............ccoooomiiiiiiiiiiccneeeeeeens 12
Add or Update Company LOgO........cccceriiiiiiiiimninisiinssssss s ssssssssss s ssssssssss s s s sssssssssnnens 22
Change PassSWOrd...........cccoeiiiiiiiisirr s n e s s e nnnnns 25
Generate API Key for Where's My Staff Account............cooveviiiiiieeieecssssssesesssss e ses e s e e e 29
Setup and manage your company Settings.........ccooviiiiiiiiiiriiinrssrc e 33
Create, VIiewW or @dit Shiff...........ccciiiiiiiiiiir e e es s ss s s e sn s s s e esna s s eesnnsas s 43
Add, Edit or VIEW BrancCh...........ceiii i reeerr s rs s rr s s s s s s e e s n e e e e e e n e e nnnnn 52
Add NeW EMPIOYEE.......ccoccieiireiiiiisssr s s ann e e n e 59
Update or Delete EMPIOYEE........ .o iiiiiiiiceccciirrrrrrrcmessssss s s s e rr s s sssssss s e s e s s s s mssssssssssssnnsnnmnsnsssnns 69
Finding Your Employee List...........cooicciiiiiiirir e s e s s srsmmssss s s s s s s s s s mmm s s s s e e s e s nmmmn s 73
Generate Total Working Hours RepOI............ccciiiiiiiiicceirre s ssnn s 77

Generate Employee History Report and View Attendances, Check in/out history on map....
83

Generate Daily History Report Attendance............ccccciiemimiiiincieirr e 93
Generate Location History Report..........ccciiiiiiiciieiirr s 101
Generate Employees Salary Report........cccccciiiiiiiiiiiesiinnssrrr s 108
Generate Overtime RePOIt.........coo e s 116
Generate Real Time Location Summary List Report..............erieerieriieciieceeeeeeseeeeeeeeens 122
Generate Real Time Path Report for Specific Date and Time.........cccooeriiiiiiiiiciiccicccccccees 129
Generate Employee Check IN/OUT REPOIt.........cooeeeiieiimeeemeeemeeessssssssesssssssssssssssssssssesssssssssses 137
Generate Late-In Attendance Report..........cccoiiiiiiminrr s 144
Generate Early-Out Attendance Report for Specific Time Slot.........cccccceiiriiiiiiiiiciiccicccnnes 152
Generate Attendance Report for Late-In and Early-Out...........cccccciiiiiiimnniinnnccccseeneeennnns 160
Generate AbSENCEe REPOIt............ it rr e e e e e e s e e e e e e e e e e e e e e e e rreerereeeeeseneees 167



Registering a New Account on
Where's My Staff

This guide provides step-by-step instructions on how to register a new account on Where's My
Staff. It includes details on what information is required during the registration process and
emphasizes the importance of choosing a strong password. By following these steps, users can

easily create an account and gain access to their personalized dashboard.

1. Navigate to https://whereismystaff.com/

2. Click "TRY NOW!" or "SIGN UP"

Accaunis
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3. Business Name: Your company or team name (you can always change this later).

Email: We'll use this if you need to reset your password or for important updates.
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4. Phone Number: Include your country code (it starts with +). We might text you to verify your

account or send updates.
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5. Username: This is how you'll sign in.
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6. Password: Choose something strong and securel
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Password
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7. Reference Code (Optional): Got a code from your account manager? Enter it here.
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8. Ready? Click "Sign Up" and you'll be taken straight to your dashboard!
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Sigh in - Where's My Staff

This guide provides step-by-step instructions on how to sign in to the Where's My Staff
platform. By following the simple steps, users can easily access their accounts and utilize the

features offered by the platform.

1. Navigate to https://whereismystaff.com/sign-in/

2. Enter your credentials, including your username and password.

SIGEM I

Usermame

Pazsword

Forgat Passeord?


https://whereismystaff.com/sign-in/

Fargot Password?
SICEM N

Dont have an account 7 SN UP For Free

4. Click "SIGN IN"

Don't have an account? SIGH UP For Free



Resetting Password for Where's My
Staff Account

This guide provides step-by-step instructions on how to reset your password for your Where's
My Staff account. It is a quick and easy process that involves entering your registered email and

receiving your credentials via email.
1. Navigate to https://whereismystaff.com/sign-in/
2. Click "Forgot Password?"

Lzarname

pentaxp

Password

Don't have an account? SIGH UP Foi Fres

3. Enter the email you registered with


https://whereismystaff.com/sign-in/
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4. Click "Restore"
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5. Your credentials will be emailed to you. Don't forget to look in your junk/spam folder.
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Access and navigate Where's My
Staff dashboard

This guide provides step-by-step instructions on how to access and navigate the Where's My
Staff dashboard. It highlights the main features of the dashboard, such as real-time employee
location tracking, quick attendance reports, and settings management. It also explains how to
use the different menus and filters to customize the view. The guide includes tips on how to
view employee locations on the map, save or revert map views, and switch the software to

different languages.

1. The main dashboard is your command center for 'Where's My Staff.' Here, you can quickly
access real-time data about your employees'’ locations, view attendance reports, manage

settings, and much more. It's designed to give you a comprehensive overview at a glance.
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2. Top Bar: Contains navigation for you settings, notifications, and your account details.
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3. Left Sidebar Menu: Offers quick navigation to different pages like Profile, Employees, Reports,
Shifts, Branches, and Settings.
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4. On the right side of the screen, you'll see a menu that shows your Employees.
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It will show who is currently clocked in or out with the time

You can also see if they signed in using their location (Geo) or a badge (NFC/QR).
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5. Click on an employee'’s name to see their location on the map.
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6. If you have multiple branches, use the filter to see only the employees you want.
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8. Want to see where your branches are? Click "Show Branches" to see them as pins on the map.
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9. Branches are shown as pins on the map. Hover your mouse over a pin to see the name of the

branch.
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10. The Main Map
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The map in the center shows where your employees are right now.
Employee markers are color-coded for quick understanding:
Yellow: Checked in using GPS
Green: Checked in using NFC/QR
Red: Checked out

11. Hover over an employee marker on the map to see:

Their name
When they started/finished work
Where they checked in
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13. To save your default map view:

Click the "Pick" button on the bottom right of the dashboard page.
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14. To show the map at your current location:
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15. To revert your map to your default map view:

Click the "Recenter” button.
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16. Switch the software to your preferred language by clicking here. PS: Right now, we offer
English, Arabic & Turkish. More languages coming soon!
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Add or Update Company Logo

This guide provides a quick and easy way to add or update your company logo. It gives
step-by-step instructions on how to navigate to the profile section, upload a new logo file, and
confirm the changes. By following these simple steps, you can ensure that your company's logo

is up to date and accurately represents your brand.

1. Click "Profile”
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2. Click "Choose File"
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3. Click Submit

497

+A05P0ISE 12
Fax
1234564 78S

497

.ﬂFlh Mo file chosen

D000
12 24

@ | Disablied

D Enzbled

| Choosefile | Emblem-HD PG

0o:oo
12 Q24
%  Disabled

D Enabled

Sl Company Lacation

4. Click "OK"
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v/

Profile updated successfully.

Saved
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Change Password

This guide provides a simple step-by-step process on how to change your password. It is easy
to follow and includes clear instructions with screenshots, making it helpful for anyone who

wants to update their password securely.

1. Click "Profile”

=
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2. Click "Change password"
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3. Enter the current password

Change password

Current Password k ulﬂ'—l'l@u (|

Mew Password Mew Password

Re-enier Mew Re-anier Mew Password
Password

4. Enter the new password
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Change password

Current Passwiord
Mew Password

Re-enter New fte-enter New Password
Pasoword
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5. Re-enter New Password
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6. Click Submit
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Generate API Key for Where's My
Staff Account

This guide provides step-by-step instructions on how to generate an API key for a Where's My
Staff account. By following these steps, users can easily generate an APl key and access the

Where's My Staff API for JavaScript or PHP (Curl) requests.

1. Click "Profile”

diksan Sanayl Sibess y‘pﬁ-,-:_}L-,DhrH_‘ Ey
Reg10ran BASARSERIR

: ?
L Toimak Sanayi 'SII':“:IIQ Gl e!_“ B i
o n I

y IkHwlli Organized

;'5 indusiry Zors Sular Wadksi Q =
Dersan H.ur.po Bagakgehi
Ajraaiotng o 9 Epenler Sanayl Gitesd
AyakLabCilar Saesi H

o
o

<]

"‘na._h \ .u..r,:;.u.r.q:i

"o

) P L

2. Click "Generate API KEY"

29



DA

Ch
O csalia g aFsold be prvasd and | o e Pty
£y L bt eanned By ermglipeel vl farce & erabied a1
LUITE BT |
e

AP Ky Tir

tHS{9GvkBIZEIMUTuyBmn2hilvy zbIMogdigdWivaBVksLApcQQcs Ve

VIFhmFVrLi

==

3. Click "OK"

v

Record updated successfully

4. Copy the API Key
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5. Go to https://api.whereismystaff.com/

6. Paste your Key

FEIFONIE | 500
Authorization: spliey
Variables: vo-s

PHP [Curl) lavafcript
PHP Integration

This examplde damonsirated making & POST request ba the AP via PHP:

Add your

7. Choose Between JavaScript or PHP (Curl)
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https://api.whereismystaff.com/

8. Click "Make API Request”

In this case, the AP| helps Gevelopers acoess and work wilh employes regoris in
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Setup and manage your company
settings

This guide provides step-by-step instructions on how to set up and manage your company
settings. It covers various aspects such as updating company details, using QR codes for
attendance tracking, controlling check-in/out range, managing employee location markers on
the dashboard map, choosing time format, enabling check out verification, enabling salary
calculations, and setting the company location. By following this guide, you can efficiently
manage and customize your company settings to streamline operations and enhance

employee attendance tracking.

1. Click "Profile”
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2. Manage your company details here. Update your name, email, phone, and fax number.
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3. Looking to use the software for quick and easy attendance tracking? You can do that with QR

codes!

Do you have an NFC tag? If so, enter the code here to link it to your account.
No NFC tag? No problem! The software will generate a QR code for you, just enter any code you

want.
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R 0000
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4. Click Submit & you will Find your QR code: It will be displayed on the left side of your profile

page.
Click on it and the QR will download, you can now print it and attached it in the entrance of

your company.

Employees can scan this QR code with their smartphones to clock in and out.
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5. Control the check-in/out range for your QR code. Decide how far away employees can be and

still scan their code successfully. (distance in Meter)
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6. Choose how long employee location markers stay visible on the dashboard map. This helps

keep the map tidy and focused on current activity. Here's what happens:

Automatic Map Reset: After the time you choose, your map will reset. This means markers for
employees who checked in or out more than 24 hours ago will be cleared.
Exception: Employees who are currently checked in will still show on the map.

No Data Loss: Don't worry, your full attendance history is still saved and accessible.

<111

Choose Fle Mo file chosen

7. Choose your preferred time format: 12-hour or 24-hour.
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8. Verify Check out

If Enabled What it does: Employees must scan the company's NFC/QR code again when

checking out. This makes sure they're physically at the work location when ending their shift.

If Disabled: Employees can check out from anywhere, even if they aren't at the office.

When this is useful:

Jobs where employees need to be at the office to start their day but can finish their work

elsewhere.



Checkout Range (D 500

image Choose File Mo file chosen

Resot Time ) 0750

Time Format

Verify Checkout ()

& e
SARAry Emabie -:I:- m Enabled

SerC QT Lacabon

L aEation

9. Enable salary calculations. This will automatically calculate pay based on the hours

employees have logged in the attendance system.

Checkout Range (§) A

I"'-"F\.'\'-'

Choose Fle  No file chosen

Reset Time (T 100
Time Format 2 @
H Verify Checkout () &) Disabled

nabled

Salary Enable ()

Laseation LT {l:'lr'rlp.l'.'q.l Locatedn

10. Click "Set Company Location”



Checkout Hange (D 00

image Choose File Mo file chosen
Heset Time (T 01:00

Tl Format E u;':

] f-. T T I:;I Disableg

11. Tell the software where your office is. This is important for using QR/NFC attendance tracking.

Click "Set Company Location" and drop a pin on the map.

Longinude 28.B415253T1088846
B Current Location
.
Search By Address Venezio Mega Outh

ST
&

# Chatlet Mupil Q

ESTOC Tican Hr!ke.ﬂlq
o ll:-lun:lula -m. o

Altinbay U"I'-'I:'I:!'.I:‘:.IQ

3 watt
";‘;‘_ﬂ_._';;! thﬂ.ﬂn‘a;'l:uh.'ll.qd.hﬂ;'cliﬁnnq'i T Feport s rag see
Deuble clck Gn rmsp to et new kocation belore saved

12. or click "Current Location" to let your browser find your current location
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13. Save

.u:g '?'C'nur barked

Set Company Location

Latitude 410631 6410751011

Longitude 28 BATBEBEGLL4ITED

E et Lcation

Learch By Addesgs
Ot Cente

By E.'JI'"III@ E

Checolale
Eeruyi Bl

Bahgel

=

-

Ever Hotel F.n.rn-|:-r'¢

b

Location updated successfully.

adviel

14. Click Submit to save all changes made of your company profile.
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497

Choose File  No file chozen
LLRRE ]

12 924

%  Disabled

@D Enabled

Sl Company Lacation
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Create, view or edit shift

This guide provides step-by-step instructions on how to create, view, and edit shifts. It includes
information on adding breaks, marking days off, and using the same schedule for multiple days.

It is a useful resource for anyone who needs to manage work shifts efficiently.

1. Click "Shifts"

Biksan Sanayl Sibes SARAYLFDONER £ 1 ;
Reg10ran BASARSERIR

F Toimak Eannyi Sllml? 9 @ Q"I'ﬂ ki
o ;

&
3 fletwiti Organkzed
f Indwiziry Forw Suftmr Vodksi Q @
Diprean H.ar.p? Bagakgehi
ﬂq'mull.-:rnpg ] QFH‘"'IH'\'I' Sanayl Sitess
Ayakabicilar Siesi E o
-
5 r&h L -H'I.I;;I,H-F]'l
i\ ¢

2. See a full list of your shifts on this page.
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3. Want to see details for a specific shift? Click the down arrow next to it.

L]
g
T
—
Toe.
=
A
L

4. Click "Add New Shift" to start creating a new work shift.
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ing Days

Break Start Break Emd

09:30 am 02-:00 pm

5. Start by giving your shift a name.

M Shift

Shift Marme

I‘_:"Il! Ma m

E Man
= Tue

) Wed

E Thu

=] Fri

[ Sat

6. Click "Mon"
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New Shift

Shift Mame

Shift 1

7. Choose when the shift begins and ends

v pvmeres
Shaft 1
- o
=]
Duay O?
Attendance Start Attendance End

30 O © 17:00 @

Wo breaks?

dreak Start Sreak End

1330 & 120 )
=] Tue )
[ WWed "ot

8. No break? Click the "No break"” button.
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Dany OFf2
Aftendande Slart hrrendance End
08:00 L0 17:00 L
y breaks?
ak Start Break End
iE 30 ] 14:00 o
7 Tue ot
[ Wed e
[ Thu s

9. Adding a break? Choose the start and end time of the break

L2
Dy Y7
Atrendancs Start arrendance End
0300 o 1700 o
Mo bireaks?
Break Stast greak End
@ -
-
E T LT
= Wed L
=1 Thu S
[E] Fri o

10. Time-Saving Tip: Click this button to use the same schedule for multiple days of the week.
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Mew Shift

Shift Mame
Shift 1
.-."-;'l:.- L
Artendance Start agtendance Eng
08:00 L] 17:00
o breaks?
Break Srart Break End
12:00 o] 12:30

11. Days Off: Need to mark a day as off? Click the "Day off" button on the day you want to

change.
rmy e w
[F1 Thu W
(=) Fri W
[F] S L
] Sun o

SELemiance Mart AmmEnaanoe End

08:00 & 17:00 &

Mo breaks?
Break Start Broak End

12:00 = 12:30 &

12. Click "Save”
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=

B Day Ofi7

Aftendance STar

Mo breaks?

Break Start

o

ﬁ

13. Click "OK"

Attendance Settings Updated.

Saved

14. Editing a Shift

Select the shift you want to change.
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15. Click the "Edit" button.

Break Start Break End
12:00 prm 12330 pmi
12:00 pm 12:30 pmi
12:00 pm 12:30 pm
1200 pm 12230 pm

16. Adjust the start time, end time, break settings, or anything else you need to modify. And

click the "Save" button to confirm your edits.
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Dy 07

Attendanoe Stars Attendarice End
QB0 & 13:00 &
a o breaks?
Braak Sram Braak End
0] o
E Suin Tt

Cancel

17. Click "OK"

Attendance Settings Updated.

Saved
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Add, Edit or view branch

1. Click "Branches”

2. See your branch list: All your branches are listed here.
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Lan O D ws T

3. Map view: Click the "locate on map" icon next to a branch to see its location on the side map.

[TEEE ]

YA Kl HASAN
ASH L OELILLY

F5

LT T .
B 2 5 8 8

MOZFEABEN

4. Click "Add New Branch"
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5. Enter the branch name.

Location Mame ‘
o

Tag

Tag

LEATIEM

Latibude

Londauime

MIGDE KAYIR
DERNEGH AIEVLER

Umrin 050

Flecnmnie - faiterall

6. Add an NFC/QR code for this branch.

(o

Lymt il Fak

-

siwhod phorouly
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Al Fanmi
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BEap doia BITA Temwl
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7. Pin the branch location on the map.

PS: The acceptable range for QR/NFC will inherit from the main company preferences.
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8. Click "Add"
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9. Click "OK"

Location Added.

10. Edit a branch:

Click the "edit" icon next to the branch you want to change.
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11. Make your changes.

Click "Save Changes"
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12. Click "OK"
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Branch Updated.
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Add New Employee

This guide provides step-by-step instructions on how to add a new employee with salary and
contact details. It also explains the different tracking options available, such as GEO tracking,
real-time tracking, and NFC/QR tracking. The guide emphasizes the convenience and flexibility
of the software, allowing employees to check in from anywhere with a simple tap. It also offers
solutions in case the SMS notification is not received. Overall, this guide is useful for anyone

looking to efficiently manage and track their employees.

1. Click "Employees”

99 Dashboard Branches

& Profile

= List OFf Branches
f7] shifts

1 123
[} Branches Jeddah 1 GE7E4352
Lebangn 12313
Sales Dep 00
B Reports Tragging O46A7702FEASE

X2 1238567 TEESS

8 Subscription

2. Click "Add New Employee”
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ZEYCOw = & L}

Mmjef = i i}
Ul ExL = & [}
wED2 = Fi i ]

3. Employee First Name & Last Name

Add

Firgt Mame F'" o Mame n
L

Last Mame Last Mame
Phons PEEH KN
Branch Main Branch
Shifts Dy

Haurly Wage adldry

0 ceo @ ¥ el Time {3

L RMEMAD T

4. Phone Number (with country code): This is where they'll receive their login information.
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Add

Fasl Name Sarm
Last Mamae Smith
Prinene

Branch =
Shifts Duay b
Houely Wage Salary
D G0 O ®_' Read Tame (7)
NFCIOR (D)

5. Branch: Where does this employee work?
Add "
First Marma Sam
Last Name Sanith
Phane +SEAROGLLEE2D
Branch rm-h b
Shifts Day =
Haurly Wage =atary
0 G0 @ ¥ Real Time (3

¥ | MFCIOR (D)

L

6. Shift: Choose their work schedule.
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First Mame Sarm

Last Hame Smith
Phone +G85a50555552 2
granch w7 "

Shifs

Hourly Wage

0 co @ 5 Real Time (3
) wFCOR (D

mage Choose File Mo file chosen

7. Enter the employee's hourly rate of pay. This will be used to calculate their earnings based on

attendance.

Last Mame Smith
Phonie +GRRENS556522
Branch X7 L

Shifrs

Hiuafy Wage

0 o0 @ ' RedTime (3
& NFCIOR (D)
image Choose Fle Mo file chosen

8. Enable GEO tracking (by default)
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Employees can check in from anywhere with a simple button tap — no NFC/QR needed.

The software uses their device's location to confirm they're at an approved work site.

Important: Make sure your employees understand the location tracking aspect if you enable

this feature.

Employees check in and the software records where they were at that moment.

Their location shows up on the map, but there's no continuous tracking.

This is good for knowing where someone checked in, but not for following their movements

throughout the day.

Prigne

Sranth

Shifts

Houly Wage

mage

9. Enable Real-Time Tracking: Track employees on the move

+956505555522
b4 w
Shift 1 e
250

Feod Time (5)
Choose File Mo file chosen

This is ideal for employees who work away from the office (like delivery drivers or field

technicians).

It tracks employees' locations continuously from check-in to check-out.

Important: You MUST have GEO tracking enabled for this to work.
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Phane +BRRRNGE8552

' WECeR D

Image Choose File

10. Enable NFC/QR Tracking

Branch R o

Shifs Shift 1

Hourty Wage 750

D ceo & @w Time

Mo file chosan

3

Employees can only make check-ins by scanning the NFC/QR within the accepted

company/branch location range.

Branch

Shifts

Hourly Wage

MagE

o L R R o

b4 w
Shift 1 w
250

B Real Tane (T

Foroe OR (1)

Choose Fle Mo fite chosen
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11. Force QR Option: Make employees use the QR code instead of the NFC card (useful if NFC

cards aren't available).

Fimn RO II L
Branch 0fF

ghifiz

Howrly Wage

& ceo (6 Real Time (D)
D wroor O orce QR (D)

Choose File Mo file chosen

12. Click here to add an employee photo

Shifts Shift 1

Hearty Wage 250

0 G0 @ @D real Time (3
D wrcior @ D recccor @

Mo file chosen

e

65



13. Click "Add"

0 o @ WD fes Time (@
& nroor (@) D e gr @

Imags Choose Fle | No file chiosen

14. After adding an employee, the software will SMS them a code and a link to download the

employee app.

Instructions

To activate the employee app. we'll send an SMS with
a code and download link. If not received, instruct
them to download the app from the App Store or
Google Play and use the QTP next to their name in

your hist
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15. SMS not received? You have options

16. Click the envelope icon to resend the text message.

e - . -

Zbiiry -] s ]

Hy QuK 1 -] s ]

prwShE (-1 'y [

BeCyre . # |

LaBgy3 -] s ]

wed D)7 -1 # [
#

17. Click "OK"

v

Message Sent.
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18. For a faster fix, find the OTP code here (next employee name in the employee list) and give it

directly to the employee.

= ey

i [~1 '

¢ = &

E =5
¥ = s

] -] -
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Update or Delete Employee

This guide provides clear and concise steps on how to update or delete an employee. It
highlights the importance of updating information accurately and warns about the immediate

consequences of deleting an employee, ensuring that the user understands the implications.

1. From employee list Click here.

olJZMPE = F [
ThLIrV = # L]
Hy Gk = ra o
Py cha = '

Bgy3 = s B

2. Edit The information you want
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First Bame SAM

Last Kame Adbo

Phane +G0EIRARTILES

Branch Kain Branch e
Shiftg w
Hourly Wage BO |

0 co § D peal Time (@

* I NroioR (D

Image Choose File Mo file chosen

3. Click "Update”

L o @ @D Reai Time ()
NECIOR (D)
Tage Choose Flke Mo hile chosen

4. Click "OK"
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v/

Employee updated.

5. Deleting an Employee

Find the employee you need to delete.

Click the "Delete" button.

o(}2MPE = # [
Zbdtry = # [ ]
HyCruk1 = Fd m
pwshE = Fd .

LaBgy3 = s i

y Staff. All Rights Reserved
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6. Confirm by clicking "Delete" again.

Important Notes:

e The employee will lose access to the employee app immediately.
e Their attendance data will mostly be deleted from reports. The only exception is the

check-in/out history report.

Are you sure you want to delete
this Employee?

72



Finding Your Employee List

This guide provides step-by-step instructions on how to access and generate an employee list
report. It explains how to filter the list by branch and includes the specific information included

in the report. It also explains how to export the list to an Excel file or print the report.

1. Go to the Report Center

List Of Employees

johin Crmith

2. Select the "My Employees" report and Click "Generate Report”

73



Phone DateAdded

3. You'll see a list of all your employees, oldest to newest.

E-!- L i _J e B [ 2 A P aTal = Ia'-_'l: o B T M

4 : | i | H Ll [l e “a i &

1Yy CINpPIOoyees RE ' o B .
- o u

Selert Branch | Al

TS o] 2022-03-30 13547
Mike Zurekburg e 2022-13-4] 103513
| Pl LA T | H2206-15 12-04:24

4. You can filter the list by branch

What's in the Report:

74



e Employee’'s First Name
e Employee's Last Name
e Employee's Phone Number

e Date They Were Added to the System

My Emplo

20220300 L 3bed i

2022-06-1% 130424

20201 LI AF

5. Click to export the list to an Excel file.
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* LO22-03-30 L35 7

e E AL, +E 2022-03-31 10-35:13

1 i dUdE06-10 L0 e

6. Click to print the report

N

il ST R R SOAE-04-30 173547

] Susrroauai sl 2022-03-31 10:35:13

* 1 JUGE-00- 1 1200
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Generate Total Working Hours
Report

This guide provides step-by-step instructions on how to generate a total working hours report
for a specific employee. It includes information on how to access the report center, select the
relevant report, apply filters if necessary, choose a date range, and view the report. Additionally,
it explains how to export the report to an Excel file and print it. By following this guide, users

can easily track and analyze the total hours worked by an employee.

1. Go to the Report Center

List Of Employees

Jotan Smeth

kgl 2E

2. Select the "Working Hours" report
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2 My Employecs

First Maime

3. Click "Generate Report”

HeoursOfwark

4. Filter if needed: Want to see just one branch or employee? Use the filters.

Last Madmie

78



F

Working Hours Report

Braach:  [A8

Employee : | AR

Firs N amo

5. Click this text field.

Vorking Hours Report

irch: AR ' From 024-54.2 :
ipleyee - | Juisl Yakya w| Ta-  [20244-74

=

6. Choose a date range: Select the "from" and "to" dates.
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Working Hours Report

Branch [ &
Employes: | Jalal Yehya

7. Click "Filter"

Your report is ready! You'll see:
Employee First Name
Employee Last Name

Total Hours Worked
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ing Hours Report

| From; 2024-04-01 |
Iy w| To: [024.04-24 ]

8. Click to export the list to an Excel file

g Hours Report

T From: [B2eaat |
Filter
w| Tn:  [PI2404-24 |

9. Click to print the report
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| Hours Report

w| From: 20240401 |
ifter
v To: 2030824 | 2
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Generate Employee History Report
and View Attendances, Check in/out
history on map.

This guide provides step-by-step instructions on how to generate an employee history report
and view attendance records, including check-in/out history on a map. By following the steps
outlined, users can filter the report based on specific criteria such as branch, employee, and
date range. The report will display employee names, check-in/out dates and times, time
worked, and total working hours. For geo attendance records, users can click on the "Map”
button to view the check-in/out locations on a map. Additionally, the guide explains how to
export the attendance list to an Excel file, print the report, and switch to a new tab. Overall, this
guide is a valuable resource for individuals looking to efficiently track and analyze employee

attendance data.

1. Go to the Report Center
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HE . Dashboard

2  Profile

7l Shifts

[IFl Branches

B .'-rl'lFl'.':,ll-l_- 1

Reg

List OF Employees

2. Choose "Employee History" report

[¥] shifs

& Branches
¥ Employees
B Reports

£ Subscription

& Adjpst

@ Help

3. Click "Generate Report”

an T CITREHEREE

First Mama

B Daily Histary

@ Doubtiul Checkouts

3 Location Histary

B Emgplopees Salary

AB

Jedn Seneth

kil BE

Last Mama
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Einished Spent

4. Set Your Filters:

e Branch: See data for one branch or all of them.

e Employee: Choose a specific employee or see everyone.

Branch :_ w
Employoe: [AR w| From: [202404-24
Recard Tyoe: | GED | To-  [POR404-25

Oa-24-2024

Jalal veha Pending
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5. Date Range: Pick a start date and end date

Hl--lr.--l " 9
Em Py EE - _Ai l Fromm e

e CDO
Record Type o oneeds

Fininkhed

04-24-2024

Jalal Yetya T
L

Panding -

6. Record Type: Choose Your Attendance Focus

e Geo Attendance: See check-ins made using the employee's device location.
e NFC/QR Attendance: See check-ins made by scanning the company NFC tag or QR code.

e Both: View all types of attendance data in one report.

Important Note: The default setting is "Geo". To see a full picture of your employee attendance,

make sure to select "Both".
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7. Click "Report"

Employee History Repao

Branicki ; [Am |

AR v| From - [2024-04-24 |
GE fo: [202304328 |

Emmgplioreee

Record Type':

(4-24-2024
i4:06

Jalal Yehya Pending

Todal 0H [

Ce-24-2024
14:06

Fimishied

8. What You'll See

e Employee Name
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e Check-In Date & Time
e Check-Out Date & Time
e Time Worked

e Total Working Hours (at the bottom)

04-23-2024
Hhya s 04-23-2024 11:58 O 2M

Ot 8- 20 0
shya B (4-23-2024 1406 ZH T™
11:59

kg
nwa 4 ‘:13 L‘:'.E D4-23-2024 1735 3H 17TM

=2 a2l

shoa e D4-23-2024 23:30 SH 54M
e |
(- 24-2024
i
shya 1406 Pending

Tatal .H M

9. "Map" Button (Geo records only): Click this to see employee's check-in/out locations on a

map.
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/ee History Report
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10. You will see list of employee attendance

» History Report
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11. Click on it, and you will locate on the map
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13. Hover over a map pin for location name and time details

90



Racoed Type: [GEO ] (CTR - TETE - el Sadl

Total GEEH Z2M
7 o (1T | ML ] * =
MusRDe Wﬁﬂdﬁﬂﬁ . hfuf: 'ﬂi‘.ﬂ“ﬂ“iﬁ'f 3 > i w
I AE REEAFEH N i Alyal Bal
—=r Almnakan H-llg oy x = 1554 %
¥ el ol &= ] prsze
A EHALY
i
Boulevard F-‘.qr.umm b A
i il 3 bl ;
HITTIH
AL Lml'ﬂﬂ- e = | 2
Diiripaby S M @-Fllrulh.l;:;ulwl'lml \
A il CL Coenomi LH"n'ulk o Riyadh Mall
AL maim G © L -l
s 8 A ; aapiniamar 5,
L IRTAN TN
| L "'""".i.u ""l'l'lﬂlr'r ..:'- . et
Princie Mahaimised Bi
Ahdvlatis Hospity
]
: L .H.r‘“—‘-.r e
L :- The Widew Mall )
2 e mnd @ Wi ot s L -
Geand BUE ' === A WA W

14. Click to export the list to an Excel file.

PS: the data will include location info like latitude in, longitude in and Latitude out, Longitude

out and location name in and location name out.

ae History Report
>

2 s G €D
Report
To:  [2024-04.25 |

FIMSN20

01-21-2024
01-21-2024 16 H AM
1508 1-d004 Thild 1
01.22-2024 T
Lo 01-22-2024 23:05 11H 45M

11:21

91



15. Click to print the report.

PS: Report may include location details.

: History Report

], evor [ vap
&po 5
oo 20240425 | P i

317074
I_Jl j: 01-21-2024 16:13 1H 4M
22.2024 e

01-22-2024 23:05 11H 458
11:21 o +
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Generate Daily History Report
Attendance

This guide provides step-by-step instructions on how to generate a daily history report for
attendance. It explains how to set filters, choose the attendance focus, and view the report. It
also highlights important features such as viewing check-in/out locations on a map and
exporting the report to Excel. By following this guide, users can easily track and analyze

employee attendance data.

1. Go to the Report Center

2 My Employees
& Working Howrs
[ Employes History

B Deaily History

Mame Started

@ Coubtful Chedkouts

2. Choose "Daily History" report
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First Marm

& Working Hours
[@ Emploven History

B Draily History .

@ Doubtiul Checkouts
& Location History
# Employees Salary

& Real Time Path

3. Click "Generate Report”

Finished Spent

4. Set Your Filters:

e Branch: See data for one branch or all of them.

Last Marre
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e Date: Choose specific date to see the history of all check in/out

Branch ; [Al v] Dace (1034 [6€0 ¥ s

Name Finished

Jatal Yehya 1471631 Fending

5. Record Type: Choose Your Attendance Focus

e Geo Attendance: See check-ins made using the employee's device location.
e NFC/QR Attendance: See check-ins made by scanning the company NFC tag or QR code.

e Both: View all types of attendance data in one report.

Important Note: The default setting is "Geo". To see a full picture of your employee attendance,

make sure to select "Both".
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Branch: |AN

Jalal Yehya

141631

Daily History Report
. [t [

Pending

6. Click "Report"

What You'll See

e Employee Name
e Check-In Time
o Check-Out Time

e Time Worked
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)aﬁiyﬂ-iﬁﬁmw Report

[ w| Date: [Z02404-23  |[Bom v w

Jalal Yefwa 115745 115845 OH M

Jelal Yehya L1:59:55 IR e ZH M

7. Change Record type to Geo

Branch - |4l

Jalal Yebwa 11:57:49 11:59:44 OH 20

Jalal Yohya 11:58:59 14:06:41 2H ™

8. "Map"” Button will appear (Geo records type only): Click this to see employee’s check-in/out

locations on a map.
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ﬂﬂﬂ story ﬁep@ﬁ

w| Date: 0040423 |[GED ~| EEETEVElY

| 11:51:48 11oas OH M

A 11:5%58 L4:06:41 2H T

9. You will see list of employee attendance.

Click on it, and you will locate on the map

iIstory Report
- EECD

o B jallal ehya 115745 11 50050
v sl 17 1?!& 140847
. B L08R 1T TR0

i Rarmzan Bl

10. Hover over a map pin for location name and time details

98



Bobgels Cami

mangere Q) N ) 25

The Chacolate
Sy Batigehir

BE W N\ i
Ween. Or - Fotib Yulset o A
C . ﬂ“ \\Hm - ,---":.:f-” !

e - e e i

=,
" e, .
b - - e - - -
. . I
& - e —_ ol 4
- -
. = =

o
.

L e

11. Click to export the list to an Excel file.

{istory Report
Do ST [0 Y]

| 1:57:49 L hi58:49 {iH 28

11:5%:59 14:06:41 2H T

14:07153 14:08:01 OH Uik

12. Click to print the report.
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iIstory Report
-

WE-TE 113544 0H &M
LI:59:55 120641 ZH M
L4:07:53 14:08-01 OH OM
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Generate Location History Report

This guide explains how to generate a location history report. It provides step-by-step
instructions on setting filters, placing markers on a map, and getting the report. The report
includes employee names, attendance dates and times, and can be exported to Excel or printed.

It is a useful tool for tracking employee activity within a specific zone.

1. Click "Reports"

2 My Employecs

@ Working Hours

& Employee History

B Daly History

& Doubtiul Checkouts

@ Locaton History

® Employees Salary

@ Roal Time Path

2. Click "Location History"
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B Py Ermployieod

First Mame Last Name Phane

& Working Hours

[ Employes History
B Duaily History

& Doubtiul Chetkouts

@ Location Himv.

# Ermplovees Salary

3. Click "Generate Report”

Srarted Firiishd

4. Set Your Filters:

e Branch: See data for one branch or all of them.
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e Employee: Choose a specific employee or see everyone.

T ? - -
Bk ol T * e, e L o “"_: T s =3
ik k ¥ - c 1 | T [ i
b = i =1 i r - B E ¥
— | LS - - 2 B e B rr B 2 ¥ Eaal

f '
SARAYLI DONER K Ex !
Restoran BASAKSEHE

Ip~ .
P Q QEn‘au mua}l-ww
1

]
rizae] i =

Pty

5. Date Range: Pick a start date and end date

T SRl e a3k g 7 s i A W T I CIGATE Astnmraical

i
| z

NERaE |
LAMTE R

@QETI_’;II ._'T.m-ilkhmn.n_- :':‘i‘
| §

6. Place Your First Marker: Click on the map to drop the first marker.
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Do 4 Maskers o the Jone pou wan

Foir cav G bhe muarker after drooning & ang Bhe renort wall uodale auiovmabically
=

%

O,
= I Tam

'y BASEELAELEE
e

7. Add More Markers: Continue clicking to add a total of four markers. These will outline your
zone.

Adjust as Needed: You can drag and reposition any marker after you've placed it.

R TS EONNII i, NI INE TEENT Wil (DCAE M RNTHALT
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8. Getting Your Report

e The Report Updates: Each time you place or move a marker, your location history report

will automatically update to show activity within that zone.

What the Report Includes

e Employee Name: See who worked within the zone you defined.

e Start Attendance Date & Time: When they checked in within the zone.

e Finish Attendance Date & Time: When they checked out within the zone.

9. If an employee is still checked in when you generate the report, the finish attendance will

show as "Pending".
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Jalal Yehya

Jsal Yedva

Jalal Yehya

Jalal Yelwa

Sam Adbo

10. Click to export the list to an Excel file.

2024-04-27

1l Yehya 15T 2028-06-22 L2307
0.2
il Yetya .ﬂ"UEL [; 4 - 2024-04-23 11253

11. Click to print the report.

Jl24-04-21
L1408

2024-04-23
1736

J024-04-24
Lt

2024-04-26
1416

H0F4-04-26
1507

2024-04-23 1725

JU2A-0. 23 )

2024-04-26 13:56

202400200 2 L5

2024-04-27 12203
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2024-04-27

1t Yehya 1157 2024-(kd-0 2 L2307
033
1 Yethya .ﬂ"Uil 1.[;.: 4 2024-04-23 11:59
o

107



Generate Employees Scalary Report

This step-by-step guide provides instructions on how to generate an employees' salary report.
It includes details on setting filters, selecting date range, defining overtime rate, applying added
hours, choosing calculation type, and excluding break hours. The guide also explains the
information that will be included in the report, such as employee name, hourly wage, working
hours, overtime hours, basic salary, overtime salary, and total salary. Additionally, it provides an

option to export the report to an Excel file.

1. Click "Reports"

R T e b e pm s m—p

B DCaily History

B Doubtiul Chetkouts

@ Locaton History

® Employees Salary

@ Real Time Path

& COwertimefRcport

5 RealTime Location Surmemary

+ Check BIOLUT Hecbory

i*l Amendanoe Report [Labe-ind

2. Click "Employees Salary"
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| Branches

Employees
Reports

Subscription

Acljust

Help

3. Click "Generate Report”

Working Hours

TRy

4. Set Your Filters:

Crvertime Hours

@ Employes History

B Daily History

@ Doubtful Checkouts

@ Location History
oo

& Real Teme Path

& OvertimeReport

@ RealTime Locatssn Surmemary

v Chock BOUT History

Basic Salary  Overtime Salary  Total Salary

Branch: See data for one branch or all of them.

e
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e Employee: Choose a specific employee or see everyone.

="

Salary Report
9=

[reorirne Fate L& | Type | from fesd check-in 1o last one per day |

Agdded Hones i |

Exclude Broak Hawrs: ]

5. Date Range: Pick a start date and end date

Salary Report
[ %] From lau—._i

E w] T
is T . T
U |

ws: O
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6. Overtime Rate: Define how much each extra hour is worth (default is 1.5 times the normal

hourly rate).

Branch
E ol il
Ohvertame Rate

Addiad Hers

Ear lude Break Hours

Salary Repor

[ A w | From: aeae-01-H1 |

| ¥| To:  [20240501 ) '
Typee - | ipom first chasckein 1o Lest ona per d

A |

O

Beranch
[Jiafete S
Oyt Lo e ;

ACSO] Hours

i i Beread How

%

[& w| Emm: 2824010 |
| Tao [RO24-05-01 |
Type . | from fiese chack-in 1o lasl one par d
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8. Type: Choose how to calculate hours:

e "First Check-In to Last per Day": Counts all hours worked, even across multiple

check-ins/outs.

e "Time Between Each Check-In/Out": Only counts hours in a single check-in/out period.

Salary Report

w| From: [2824-01-01
w| To: [2022.0801 !
1 Type - [ fram Niest chack-in 1o Last ona pae

Wirking ertime i5eic Ovartime
=1

Hirirs Cnirs Salady salary

9. Exclude Break Hours? (Only available with the "First to Last" calculation type).
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Branch
Empiloyes
Chvertame Rale
Addng Hours

Eat|ude Broak Mo

10. Click "Filter" to create your report.

©

Salary Repor

| At w| Erom: EER400401 | ‘
(i 2] To T TH ]
i | Typee o | rom firsd chisck-in 5o Wt one per d

Salary Report

v| From: [20280101

[202a-05-00

@
|

— 1
— 1

11. What You'll See

Employee Name

Type Egumﬁ'ﬂd‘u-ckahlulutmad.ltvl
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e Hourly Wage

e Working Hours (Regular)

e Overtime Hours

e Basic Salary (Regular hours x Hourly Wage)

e Overtime Salary (Overtime Hours x Overtime Rate x Hourly Wage)

e Total Salary (Basic + Overtime)

] H
Branch 7] w| Froen: [2024-01-01 | i)
Ernplayes: [Aa w| Tor (2024550 | ‘
Overtime Rate [1 | Type: | dom frst chieck-n 1o last oo per da
Adcled Howrs (o | e
Exziide Bréak Howrs: O L T ¥ AT i iy s

Sam Adbo BO.0O 2057 0000 167467

12. Click to export the list to an Excel file.
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wil o 141 |
— R i
?;I To m1 |
| Type: [tme spent betwean checiiniout  w |
(3% l' Ltk L I ] Ir [ ¥ Theik

K00 113:11 1 rE00000 JEFSR 00 20425500

&7 0000 laT4.6T oo 167467

13. Click to print the report.

wil o @4141 |
Filter
?;I To m1 |
| Type: |[tme spent betwean checi-inioust + |
i fink iy s prgs vy Thak

K00 113:11 1 rE00000 JEFSR 00 20425500

&7 0000 laT4.6T oo 167467
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Generate Overtime Report

This guide provides step-by-step instructions on how to generate an overtime report. It
explains how to set filters for branches, employees, overtime rate, date range, and calculation
type. The guide also mentions the option to exclude break hours and highlights the information
included in the report, such as employee name, overtime hours, and overtime salary. It

concludes by mentioning the ability to export the report to an Excel file.

1. Go to Report center, Click "Overtime Report”

@ Location Histery

® Employees Salary

& Hesl Time Fath

& Eh-mj@ﬂ

@ RealTime Location Summary
+  Check IROUT Histony

¥ Attendance Report fLate-in)

[ Amendance Report (Eariy- Ouwt)

2. Click "Generate Report"
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Cwertime salary

3. Set Your Filters:

e Branch: See data for one branch or all of them.

e Employee: Choose a specific employee or see everyone.

5. g = = y
B A T, T e B o g .
:‘-i.l ,1::. I'.'!"I ;-.._‘-: - 3 B -:i.'*| |f_*l .r.:_ - k ': i B
el L&) Nl B || - B S B % B B i

Branch F‘ﬂ+;| Froem: ERE-05-01 |

Employes (Al ¥ To: [RAEEY |
Cramvtaime HKale rll-! | e [ﬁﬁmiﬁmﬁﬁﬂ—'l

Excluds Bresk Houes © [

overtirme Hours Cheertime Salar
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4. Overtime Rate: Define how much each extra hour is worth (default is 1.5 times the normal

hourly rate).

thranch ;

Lﬂ|L1|m1|=. 'U'] & m! | q
Trprtimae Bate Ty lmwm—hhw“”“

Enclucie Break Hows: [

Dvertinne Hoors

5. Date Range: Pick a start date and end date

]

j : ":\—:l ) | : Ty .
Overtime Report

(A ¥ From -
F1] w] Ia ]

= ] Iype - [from Tiest chack-in 1o Ll pne pev day v |
iHows: [

Crheestime Higurs
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6. Type: Choose how to calculate hours:

e "First Check-In to Last per Day": Counts all hours worked, even across multiple
check-ins/outs.

e "Time Between Each Check-In/Out": Only counts hours in a single check-in/out period.

Exclude Break Hours? (Only available with the "First to Last" calculation type)

arich (A wl| Py R024-01-01 | Eiltar
o i i —
P !-_*-! I"".l __—]
i Ham E] | vp chesch-in o 1Rt one pel day v |
i Break Hours: L

Chaartimie Hours Chiesrtime Salary

7. Click "Filter" to create your report.

What You'll See

e Employee Name
e Overtime Hours

e Overtime Salary (Overtime Hours x Overtime Rate x Hourly Wage)
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Overtime Report

w| From: R2e-e01 |
| To Poza-08-03 ]
E— lype

8. Click to export the list to an Excel file.

Bl W RNV ﬂ"'«'l-‘-.dl-f”l L™

R L L i

1 re:  E0Ze503
Typa - [om st check-n 1o 13t ore pad day v |

L H

Fliter

10232 3844500

D000 (.00

9. Click to print the report.
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SLLE R LA A A A=

7 from: Pizaein ]

Je: Rorensey )

Iypa: [om first checkan 10 1ast ore per day v |

10232 SRR

000 0,00
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Generate Recal Time Loccation
Summary List Report

This guide provides step-by-step instructions on how to generate a real-time location
summary list report. It explains how to customize the report by selecting branches, employees,
minimum accuracy, and a specific date. The report includes details such as latitude and
longitude, map location, address, arrival time, and time spent at each location. Additionally, the
guide offers options to export the list to an Excel file or print the report. If you need to track
employee locations and analyze their movements, this guide will help you generate a

comprehensive and customizable report.

1. Click "Reports"

2y Oirshboserd

REports
B Sulscription
Hamsey Frisid
&£ Adjust
@ Help 5am Adt
Tragging test Samsiung A52

2DDO0®O

2. Click "RealTime Location Summary"
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D Locaton Hstony

& Employees Salary

& Heal Time Path

® Attendance Report [Late-kn)

¥ Antendance Report [Earky-Out)

[F Attendsnce Report [Late-Early-Ouwt)

3. Click "Generate Report”

Map Address Arriwal Time Time Spent

4. Choose a Branch: See one branch or all.
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Real Time Location Sun
Branch C.u [ At in Accuracy T8 Joatn |

Arrieal Ty

5. Select an Employee: This report tracks a single employee.

§ =gu=

teal 1ime

r|

6. Minimum Accuracy: Set the minimum location accuracy you want to see. Less accurate

locations will be merged with others for better clarity.
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‘ime Location Summary

\*ll,er-nln:,w !MLI  |Adin Acruracy QJ&H‘ @@

De3T m Dahr el Mghara 2024-05-03.05:11:21 22205

7. Choose a Date: This report focuses on a single day.

» Location Summary

iployen | Jis Yahys v Min Accuracy [ $)0ate

240503 091121 02205

(]
[
=

8. Click 'Show' to Generate Your Report
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ocation Summa ry

9. What You'll See

e Latitude and Longitude: Exact coordinates of the location.
e Map: Click to see the location on Google Maps.

e Address: The place name as listed on Google Maps.

e Arrival Time: When the employee arrived at the location.

e Time Spent: How long the employee stayed at that location.
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A4 ZE9E J6.0430 E El Hazmiye JUEA-0503 115814 D]

143916 J6.,0393 E Mathanet Qattine  2024-05-03 11:59:58 D0

343979 36,034 E Qraine 2024-05-03 12:01:34 DR D2

334003 J5.007TE ﬂ Mahr el Cattine 20240503 L0214 00273

10. Click to export the list to an Excel file.

R

ocation Summary
Jalal Yerya w]Min Accuracy Eu—aew

l Chatir gt Mghara 20240503 0%11:21 0205

' Dahr es Sevar 2024-05-03 11:33:26 [HR T

11. Click to print the report.
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ocation Summary
BETEE % Min Accuracy Eumnm@

! Liahr &f Mghara 2024-05-03 0%l 1121 QEns

! Dakr es Selar 2024-05-03 113326 48
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Generate Real Time Path Report for
Specific Date and Time

This guide provides step-by-step instructions on how to generate a real-time path report for a
specific date. It explains how to set filters, view activity on a map, and access alternate views
such as a location list and detailed view. The guide also highlights the ability to export or print
the report data. By following this guide, users can easily track the path and activities of

employees, making it useful for monitoring and analysis purposes.

1. Go to Report Center and Click "Real Time Path”

Jii"'.. T

@ Doubtful Checloouts

G Location History

® Employess Salary

& Real Tl@

& OwvertimaReport

3 RealTene Location Swemmary
«  Check IMOUT Histary

(7] Amendance Repast [Late-in)

2. Click "Generate Report”
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3. Set Your Filters:

e Branch: See data for one branch or all of them.

e Employee: Choose a specific employee.

Granch [N e‘ ployne | ke Al % [Min Aczuracy 5 [PET

g ¥

£ |I
F SARAYLI DONERA 1
Pesicdan BAGTAKSEHIR

k. QQH-.'anﬁH-'q-hnu-::'
o
el Drganized ;
induairy Johe Sulas 'l'lﬁl|Q a5
Detaan ';Mp-’ Basakgehir

htﬂw%mpq v qtun'-e Esnayi Siexi
& Sitesi e h
§ 5
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4. Date: Choose specific date to see the history of all check in/out

Real Time Path

—
mpboyen | Jaled Yehya

I

Can ﬁrtllihuur.r

I'-"|I‘-'||r..l-.n.-u.'.u.'~|- E Lhate

ﬁ:ﬂm |r.1|rr.r;rT[,]m.k.rﬂl'@

i1 F—- - 5
H
E
z o
| §
"'"""q . §
) Bﬂﬂv sehir
et Samanyd Silesi

Qs

5. Click "Show"

Vansris '-'

¥

Time Path

W uin dceuracy 8 | ate -RO2A-84-23 Wood TajeciorgTDetailedD

T wisp) ™

Wanezin M

e

&

6. in the activity list (top right of the map), click on a check-in/out to zoom to that location.
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7. See Activity on the Map:

e Green pins: Check-in locations
e Red pins: Check-out locations

e Lines: The employee's path between check-ins/outs.
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8. Alternate Views:

Click "Location List"

1-'|! mployges " Jals! Yabria w [ Aocuracy ﬁ | et - OA-04-2T [Rirad Irajectonyl Dot :r::l'@

/- % L}
I’ - N
Exsgertiz - Ao iyimiiee () X G » NI 2040621 140
Koiza Piars Teknithert M » & o 260475 140823~ 20240621 172!
. DL TH VT IS - 200N 23 933
Q iz tsants Gorm ﬁfhﬂiﬂré - 0040473173616 - 0040823 135
Sanayl Koopsratdi .
: ;
Bayrampaty o
H.*,E@'h """“'..‘h
Adprast 4 %

1% 4
B s L
L= : ¥eni 'I'I.I.I"|II|¢ "
W o o Univeraibesd O ! *
~

[T PR . T

9. - Location List: Click "Location List" for a table view showing:

133



e Location details (latitude, longitude, address)

e Timestamps

e Option to open each location on Google Maps

You can Export your report data or Print your report.

m LEnEniEs L2040 S 20
E Hamada Plaza lekstikent A0 24-0-3 1590337
m Ramada Plaza Tekstilkent 2024-04-23 1904101
E Ramada Plaza Tekstilkent 2074-04-29 (900417
m Rarmada Plass Tekstilkent 2024-0-23 190433
H Ramada Plaza Tekstilkent LU2dE-0-24 [500d:49
E Ramada Plaza Tekst|ikent 2024-04-23 190505
H Ramada Plaza Tekstilkent 2024-08-23 190521

10. Click "Map View" to return to the path visualization.
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Real Time Path

ch [ A W | riphoyee [ Jaka Vetya w [tins Accyuracy 18 | Date EOEADEEN Jroad TrajectoryCl0etited

LoazT 28,8426 13,124 m Iragiging 20

1. Detailed View: Click "Detailed” on the map for a breakdown of each stop, including time and

distance.

Time Path
o D
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12. Hover your mouse over the employee’s path on the map. You'll see when they arrived, when

they left, and the distance between stops.
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Generate Employee Check IN/OUT
Report

This guide provides step-by-step instructions on how to generate an Employee Check IN/OUT
report. By following these steps, users can easily generate a report that shows the check-in and
check-out data of employees, including their names and the number of times they checked in
and out within a selected date range. The guide also explains how to set filters, choose the

attendance focus, export the report to an Excel file, and print the report.

1. Click "Reports"

List Of Employees

15kam Artfu

|ailal Yetya

KMana Hammady

2. Click "Check IN/OUT History"
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@ Locaton History

@ Employvees Salary

@ Real Time Path

3 OvertimeReport

3 RealTime Location Summany
@

i Attendance Report {Late-In

| Attendance Report (Early-Out)

(=

Atendance Report [Late-InEarty-Out)

&

3. Click "Generate Report”

Count

4. Set Your Filters:

e Branch: See data for one branch or all of them.
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e Employee: Choose a specific employee or see everyone.

5. Record Type: Choose Your Attendance Focus

e Geo Attendance: See check-ins made using the employee's device location.
e NFC/QR Attendance: See check-ins made by scanning the company NFC tag or QR code.

e Both: View all types of attendance data in one report.

Important Note: The default setting is "Geo". To see a full picture of your employee attendance,

make sure to select "Both".
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6. Date Range: Pick a start date and end date

¥ o

Bramch : {Ad -

Emploven 1A wil Feoum
- il =

Faoord Type - [Bolh w] o H24-05- ] 5

Jaial Yahwa ]

Trak 1

7. Click "Report"
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-heck IN/OUT History

& w |
[ W Froe: D00 ]
o [Bolh w] o, PEREEE |

Jatal "|'+'.":,'.| |

Totalz 1

8. What You'll See

e Employee Name
e Number of Check-Ins/Outs: How many times they checked in and out during the

selected date range.
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Branch: (A
Employee:  [AN wi Fiom ﬁ*ﬁi-’ﬂ"l |
Hecord Type lo: 2020504 |

g I |

b=

Total: 75

9. Click to export the list to an Excel file.

IN/OUT History

~]
“wr] From; ROdEDT-en |
o POREESA ]

Bl YEE I3

n Aidbo 1
30 0,0 @& 1

10. Click to print the report.
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[N/OUT History

7

U e G
fp: 0240504 | SEROn

Yehya 73
Adba i
f° 0.8 a'esut I

143



Generate Late-In Attendance Report

This guide provides step-by-step instructions on how to generate a Late-In Attendance Report.
By following these steps, you can easily filter and view attendance data for your employees,
including their check-in times, late minutes, and other relevant information. This report can be

exported to an Excel file or printed for further analysis and record-keeping purposes.

1. Click "Reports"

2. Click "Attendance Report (Late-In)"
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® Feal Time Path

& OvervmeReport

@ RealTime Location Surmmary

« Chack INFOUT History

= Amm..m-hﬂ

[ Attendance Report [Earty- Out)

[ Amendance Repart [Late- bEarly-Out)

[ Amendance Report [Absamce)

3. Click "Generate Report”

nCe Start Time Check-In Time Late

4. Set Your Filters:

e Branch: See data for one branch or all of them.
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e Employee: Choose a specific employee or see everyone.

L""i-'l"'r"' ] l:!;_. = g ] 1o

s s
Ermploeses [ye Ihl "l"| Apreptee] Margin h I miimuites

Mame Attendance Start Time Chsck=ln Time

B L

5. Record Type: Choose Your Attendance Focus

e Geo Attendance: See check-ins made using the employee's device location.
e NFC/QR Attendance: See check-ins made by scanning the company NFC tag or QR code.

e All View all types of attendance data in one report.
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Late In Report

Braach ! A W] fram P P R '

Emplayee ; (A wl| To [Z0Za-5-04 |
Empdovee [ype |_ ArrEpied Maign © E |-'!"-'l|.'1l-:1-

6. Date Range: Pick a start date and end date

Late In Report

|

Al 'H'I Froem

e ' : . | g
a- [.H w| o (20240504 |

& Type Accepbod Mamgin: B | minuies

7. Set Your Tolerance:
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Accepted Margin (minutes): Define how late an employee can be before it's flagged on the

report. For example, with a 10-minute margin, an employee who is 9 minutes late won't show

up.

Late In Report

wh ] w| faam Eoza-08-0n |
siryon ; L&l w| T

¥oyes Type: [ _w) Accepted Maegn : %‘

8. Click "Filter"
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ey = T ™~ E—
Late In Report

—r e

2024
accepiedMangn: B | minutes

9. What You'll See:

e Employee Name

e Date

e Attendance Start time: Scheduled Start Time. The time the employee’s shift was
supposed to begin.

® Check-in Time: Actual Check-In Time. The time they actually checked in.

e Late (minutes): How many minutes late the employee was.
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Branch ; £ ¥] Fom Pzesol 000 |
Emplonyee | A wi Ta: m |

Fitter

Ermployee ype: [AN w] Arcepted Margin - E::l-unﬂl!u:.

Jaial Yty J04-0-04 Ul 13504 P

10. Click to export the list to an Excel file.

e In Report

S —
cepted Marging | minutes

Fitter

LR Oeinal (12:01:00

01000 130224 05:52:00

11. Click to print the report.
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e In Report

¥n LI T
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cepted Margin: B | minuiss

eeiteal 20100

L3024 (15,5200

151



Generate Early-Out Attendance
Report for Specific Time Slot

1. Click "Reports”

List OFf Branches

1 123 & i
Jeddah 1 SETEATSZ o L ]
Lebanon 12313 e @
Sales Dep L] # &
Tragging D4R T MOEEARRT s L
L 123456778800 # L

D Copyright Whene's

2. Click "Attendance Report (Early-Out)"
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& CrvertimeReport

& ResTime Location Summary

4

Check: INOUT History

7] Amendance Regort [Late-In)

i m:m.-un (Early-Out)

] Amendance Regort (Late-inEarly-0ut)

{7] Attendance Repost (Absance]

3. Click "Generate Report”

R
i
o
ce End Time Check-Dut Time Eariy
a
R
R

4. Set Your Filters:

e Branch: See data for one branch or all of them.
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e Employee: Choose a specific employee or see everyone.

MName Attendance End Time Check-Out Time

5. Record Type: Choose Your Attendance Focus

e Geo Attendance: See check-ins made using the employee's device location.
e NFC/QR Attendance: See check-ins made by scanning the company NFC tag or QR code.

e All View all types of attendance data in one report.
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Late In Report

Hranch (8 w| Fmm [Z02a-05-03 | '

Employes: £ — wlTo [2h24-5%-04 ]
Emiployes [ype * Al MaE E-] Fu L

6. Date Range: Pick a start date and end date

Late In Report

Y] U‘I T -

| E Acoepted Masgn: [l | mirutes

Atendance End Time

7. Set Your Tolerance:
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Accepted Margin (minutes): Define how early-out an employee can be before it's flagged on the
report. For example, with a 10-minute margin, an employee who is 9 minutes early-out won't

show up.

Late In Report

Yranch | AR w Fiam E-l—ﬂ'l-ﬂ |

Filter
MyHyee [l wl| Tn
imployes [ype El Acoepled Margin P bi

dancs Ead Thima Chrach-Dul Time

8. Click "Filter"
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ﬁ.-:rl'nl-'-l:h-!.'u';l-n El.—.ln'n.t'-'.

Attendanca End Tima

9. What You'll See:

e Employee Name

e Date

e Attendance End time: Scheduled End Time. The time the employee's shift was supposed
to End.

e Check-out Time: Actual Check-Out Time. The time they actually checked out.

e Early (minutes): How many minutes early the employee was.
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4-02-19 Lr:00g 15058 LR BT
-02-19 17 00; 00 15:11:24 0 2500
40219 1T:D000 152747 0132100
M-{12-200 L T;00:00 105320 L0

a-02-0 L7000 1608506 D0:54:00

a-02-21 R LIARE: L LHE G

W-02-21 § 70000 115539 (15T 00

0221 170000 115601 5000

10. Click to export the list to an Excel file.

e In Report

Boza-51-01

170000 e (04700

1700000 Dol 16:55:00

17040000 Ul g 084700

11. Click to print the report.
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e In Report

T e

LEC TR AN

170000 I IOV

1700000 o431 165500

1700000 OE1ang D8:4700
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Generate Attendance Report for
Late-In and Early-Out.

This guide provides step-by-step instructions on how to generate an attendance report for
late-in and early-out. It explains how to set filters, choose the attendance focus, set tolerance,
and view the report. It also includes options to export the report to an Excel file or print it. This
guide is useful for anyone who needs to track and analyze employee attendance data

efficiently.

1. Click "Reports"

nh  LEEhibosnd

2. Click "Attendance Report (Late-In/Early-Out)"
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@ RealTime Locaton Summary

« Check INOUT Histary

# Attendance Report {Late-In)
¥ Anendance Report [Early-Out)

-.E Atendance Report (Late-InEarly-Out) .

i Amendance FReport (Absance]

© Copyright Wharo's My Staff, All Rights Reservad

3. Click "Generate Report”

ance Type Expecting Artual Diff

O Coprymighl Wihaee's My ST, All Rights Reserag

4. Set Your Filters:

e Branch: See data for one branch or all of them.
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e Employee: Choose a specific employee or see everyone.
5. Record Type: Choose Your Attendance Focus

e Geo Attendance: See check-ins made using the employee's device location.
e NFC/QR Attendance: See check-ins made by scanning the company NFC tag or QR code.

e All View all types of attendance data in one report.

=
AfrErbE Mahgd _lﬂ- |.|'.'|l,':.".

Atendance

TI:.l."_ll,:l

6. Date Range: Pick a start date and end date
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7. Set Your Tolerance:

Accepted Margin (minutes): Define how Late/early-out an employee can be before it's flagged
on the report. For example, with a 10-minute margin, an employee who is 9 minutes

late/early-out won't show up.
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Hranch | AR

i mployes | AN

Employen Tyoe |F|l 'H"|

Attendance

Type

8. Click "Filter"
What You'll See:

Employee Name

Date

Attendance Type: Whether it was a check-in or check-out.

Expecting: The employee's scheduled start and end times for their shift.
Actual: The actual time they checked in and checked out.

Diff: The difference (in time) between their schedule and actual attendance.
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e In - Early Out Report

]

] Acoepted Margin: ] minutes

9. Click to export the list to an Excel file.

Early Out Report

TV @iﬂm _—J ;
cepted Mangin : El miriies

ikter

Meck-r 010000 14l 0220100
eck-Dhut 17,0000 13:02:14 03:55:00
heck-Ir 010 130224 a0l
Ol 1700000 13:57:18 030300

10. Click to print the report.
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Early Out Report

m; LIRS
eepted Margin: i | minutes

Fliter

Meck-r 010000 14l 0220100
ecr-Chut 170000 13:02:14 0358500
heck-In D1 1302524 sl
Ol 1700000 1357221 030300
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Generate Absence Report

This guide provides step-by-step instructions on how to generate an absence report in order to
track employee attendance. It explains how to set filters based on branch, employee, and
attendance type, as well as how to select a date range. The guide also highlights the specific
information that will be included in the report, such as the date of absence and the name of the
employee. Additionally, it provides options to export the report to an Excel file or print it. This
guide is useful for supervisors or HR personnel who need a comprehensive overview of

employee absences.

1. Click "Reports”

2. Click "Attendance Report (Absance)”
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(3 RealTime Location Swmmary

«  Check IMOUT Histary

[ Amtendance Report (Late-in)
[# Attendance Report [Early-DOut)

i®] Attendance Report (Late-inEarky-Out)

i# Attendance Report :-ﬁ-b’

3. Click "Generate Report”

Employese Mame

O Copryright Wiharn's My Staff. All Rights Reserved

4. Set Your Filters:

e Branch: See data for one branch or all of them.

B Copyright Whers's My Staif, All fight:



e Employee: Choose a specific employee or see everyone.

Employes Hame

5. Record Type: Choose Your Attendance Focus

e Geo Attendance: See check-ins made using the employee's device location.
e NFC/QR Attendance: See check-ins made by scanning the company NFC tag or QR code.

e All View all types of attendance data in one report.
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Branch m

L mployon
Lrnployes Typss

Alfengdance Date

Employee Name

Hiza-05-04 Hd

6. Date Range: Pick a start date and end date, and click "Filter".

]

lorype

lern Typn: [RE - wr

Artendance Date

s I"|'|:_..|I|J'I'.Ilr_.-|-_- | AT

7. What You'll See:

2024-05-04
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Attendance Date: The specific date an employee was absent.

Employee Name: The name of the employee who was scheduled to work but didn't show up.

=

Branch r_ w| From- ﬁ"-—ﬁ-ﬂ‘l 1
Emipboree : [ wl lo-  DO3EHEGA |
Employee Type: [AF_w]

Filter

ISl Arl il

lalal Yehya

John Smith
-

i-'._': B

8. Click to export the list to an Excel file.

ance Report

7 EOE4EE-G1 ]

Fitter

Emaloyes Name
ol il
Isdzarm Ariiul
Jalal Yehya
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9. Click to print the report.

ance Report

n:@;ﬁ-ﬁi

Filter

Isdzm Ariiul

Jalal Yehya
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