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Create Account

V To create new Account navigate to http://minopcloud.com/ and then click on Login OR

Click on SIGNUP button to navigate to http://minopcloud.com/PayTime/LoginPage.

(\MINOP AboutUs Devices Feature Pricing Support Blog ContactUs ™0 m

Time & Attendance
Management Software

User-friendly platform for an empowered workforce!

Get Started With Your 30 Day Free Trial

Free Trial Sign Up l Live Demo

V Click on Create New account button and fill all details and then click on Free trial sign up
Button or Login Button

www.minopcloud.com says

Registration successful. Activation email has been sent.

o

T STARTED WITH YOUR
30-DAY FREE TRIAL.

Company Name *
abcef

(RAINOP -
syz@gmailcom
Time & Attendance Management Software
(]
& =

Domain Name * @
estmantra @minopcloud.com

Copyright © 2021 Mantra Softech. All Rights Reserved

V Messagewilldisplaythatemailis senttoyour mail, Openthatmailandclickonthe

provided link to activate account.


http://minopcloud.com/
http://minopcloud.com/PayTime/LoginPage

B4 YoPmail - Inbox x  +

<« C A Notsecure | yopmail.com/en/
i Apps € Minop - Rosdmap-.. § InSysPey-Attends.. W Repositories —Bith.. (i stagepartner [] Merspos @ Heliteamhub @) Building Applicatic.., [& Setting Up and Run.. » Other bookmarks
Inbox 1mail || 3iwrite |\ (Forward | A\ View | 5 | X
aSelect | $¢ Deletey Minopcloud - Account Activation
From: "minop@mantratec.net” <minop@mantratec.net>
Date: 2021-05-03 19:32 Encoding: \ English hd

nop@mantratec.net 19:32

Minopeloud - Account Activation

IVAIINGO -

Dear Customer,
Welcome to your 30-day trial of MinopCloud

Thanks to signing up for Minop account. Please do email us to servico@mantratec.com
for any further clarifications on this.

Active Your Account

Your account code is STAS2E1

Regards,
MinopCloud
servico@mantratec.com | +91-79-49068000 (Ext No: 1)

V f Y oacaountissuccessfullya ¢ t i vneessage @nscreenwill display asyou clickon

activate accountlink



. : o o x
I 4 vOPmail - Inbox X (j Active User x 4+ [+]

[ & - C # stage.minopcloud.com/PayTime/ActiveUser?ed =5N70aPFXRLur64zgWVugSMxDL4409LrXPMPmw6AruSul+ewWRp7nrOgwy3B7uESvOrFfyz/HOSsuHagqTpNpF.. @ ¥ W “

I Apps € Minop-Roadmap-.. § InSysPay- Attenda.. I Repositories —Bitb.. (j stagepartner [f] Merepos €D Helicteamhub (@) Building Applicatio.. [@ Setting Up and Run.. » Other baokmarks

(MINOPR

© Activation Successfully!.
Click to Login!

Amazing Features

©2021, Mantratec Softech PVT. LTD. All Rights Reserved

ADMIN LOGIN

C\M I N O p Please Enter Valid Email ID.

Time & Attendance Management Software e

([J Remember Me Forgot Password?

Copyright © 2021 Mantra Softech_ All Rights Reserved




V Entervalid Credentials and clickon Login button, after Successful registration when

user do Login for first time then he will redirect to the System setting wizard page.

a4 W nandeshwar bharatid@gmail com ~

uM"h Home - Wizard

Setup Company

@ Company Info Name Website Url Contact No =
Nandesh hitps://www.mantratec.com - t91 v 1234567891
Company Seting Email Id Address ~ Pincode =
nandeshwar bharatid@gmail.com XYz 382424
GST No.

I)D:J\-I}OEE&JEED

Previous Next

2021 © Copyright Mantrarsomnecn

V User will be asked to On/Off master page on screen, On Masters will display in the

respected menu and OFF masters will not display in the menu.

A W nandeshwar.bharatid@gmail.com

M“h Setup Company

Company Info Functionality Setup

Designation i Religion i Holiday i Leave i

@ Company Setting
o © o o
Require GPS for MFSTAB i For enable SMS functionality i Cloud Device Auto Sync i Monthly Report Startday i
° ° * 1
Date Format * i Approval for Webpunch i
YYYY-MM-DD (2021-12-27) - x

Employee Self Service

Employee Self Service(Ess) i Branch Geo Fence i

hﬁb%b@t@mﬁ@

Face Recognition i

V Select the Modules of your choice and click on finish button.



€ (0 testminopcloud.com/PayTime/SystemSettingWizard e Q Search w8 + A =

Account Code: TES703E  Domain Name: test |

Home - Wizard

Setup Company

Company Info Office Managment © School Managment = -]
Company Setting
@ Module Setting [}

¥peqpasg

Previous = Next

V Afterclickonfinishbuttonuserwillredirecttothe Restore Database page. Hereifuser

hasolddatabase backupinfi . b (gok rday onlyrestore back up of Paytime only
renamefileandaddi . biatkeendif Paytime backupfiled o rh@veéf . biadnd
filethenhe/she canrestore the database otherwise clickon skip buttonitwill redirect

to the Admin Dashboard page.

l&‘ Stagedemo@yopmail.com v

Home - Restore Database

Account Code: STAS2E
Domain Name: Stagedemo Restore Database

!_ 'ﬂ'(q\u .
€

2021 ® Copyright Manrasoneen



Login
There are total 3 types of user Login available which are as follow,

U AdminUser Logiri Navigate to http://minopcloud.com/PayTime/LoginPage to Login
into Admin Login.

U Employee User LoginNavigate to http://minopcloud.com/PayTime/LoginPage to Login
into Employee Login.

U Developer User LoginNavigate to_
http://minopcloud.com/paytime/DevelopersAccount/ to Login into the Developer Log

1. Admin Login

ADMIN LOGIN

Email *

(M I N o p Please Enter Valid Email ID.

Time & Attendance Management Software et

O Remember Me Forgot Password?

: =

H

:
Create an account Employee Login o 0 @

Copyright © 2021 Mantra Softech. All Rights Reserved

Above image is ofirst view for Admin login.

1.1System SettingVizard
OnLogin, Ifnewaccountis created and doing Login forfirsttime thenitwill redirect to the
SystemsettingWizard page andif Old userthen Userwillredirecttothe Dashboard ofthe

admin panel.

System setting wizard will shoe following option choose that best suits your requirement.
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http://minopcloud.com/PayTime/LoginPage
http://minopcloud.com/PayTime/LoginPage
http://minopcloud.com/paytime/DevelopersAccount/
http://minopcloud.com/paytime/DevelopersAccount/

a4 W nandeshwar.bharatid@gmail.com ~

.'lNﬂHh Home - Wizard

o Setup Company

@
. @ Company Info Name Website Url Contact No *

Nandesh Enter Website Url = 91 v 81234 56789
Company Setting
2 pany ¢ Email Id Address * Pincode =
nandeshwar bharati4 @gmail. com Enter your address Enter pincode
GST No.
s
TIAAAAATIT1Z1A1
a
£
28
-
4

Previous | Next

2021 ® Copyright MantraSorech

Above image is for first in system setting wizard.

GKINOP = a4 W nandeshwar bharatid@gmail. com

-MR{\ Home - Wizard

Setup Company

@ Company Info Name Website Url Contact No *
Nandesh https://www.mantratec.com == 91 - 31234 56789
Company Setiing Email Id Address = Pincode *
nandeshwar.bharati4@gmail.com Enter your address Enter pincode
GST No
TIAAAAATITIZIAT

I)[‘:J\-D.DBE&JEED

Previous | Next

2021 © Copyright Mantra-somnsen

Above image is when all details fill

Géhis sign showthatfield is mandatory you need to enter those field in order to move to the
next page.

Fill all details and then click on next.
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Afterclickinginnext button nextpage willbe of company setting here there are different
option like Designation, Religion, Holiday, Leave, Etc...

F 3 W nandeshwar bharati4@gmail com +

AN, Home - wizara

Setup Company

@
C Inf i i
ompany Info Functionality Setup
B . o - .
Designation i Religion i Holiday i Leave i
Company Settin
d Bl o o () ©
Require GPS for MFSTAB i For enable SMS functionality Cloud Device Auto Sync i Monthly Report Startday i
& o o . |
4 Date Format = i Approval for Webpunch i
~ | YYYY-MM-DD (2021-12-27) - | %
4
Employee Self Service
-
Employee Self Service(Ess) i Branch Geo Fence i
* o
Face Recognition i ’

o
Above image shows company setting page.

Turningonoffbuttonmake hugedifferencelikeifyouwantdesignationtobe addedand shown
inyouraccountyou canturnitonandifyoud o rwantthenyoucanturnitoffitw o nbé deen
inthatparticularentireaccountyoumaychangethissettinglateronasperrequirement. Same
thing goes for all other options.

Select appropriate Company settings and click onfinisht h aall forsystem setting
wizard. Afterclickingonfinishbuttonyouwillberedirectedto Restore Database

page.

NOTE: Multiple date format will be available for Elite and Premium plans
only
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For Existing user, Admin Dashboard page will be displayed after Login and for New User need
to Setup Company details and Wizard setting First.

There are 6 different block on admin dash board they are as listed below with some summary.

1) Strength(total number of employee register with that company)

2) AtWork(total number of employee that are working at that particular time)
3) Birthday(it shows total employee who has birthday on that particular date)
4) Late In(employee that has arrived late on that particular day)

5) Early out(employee that has departure early on that particular day)

6) Device(totalnumber of device register with thataccount)

Forbriefdetailoneachblockyoucanclickonthemtoseeitsdetails.

"
W nandeshwar bharatid@gmail com +

ANy Home - Dashboard a

Strength At Work
1
Early OUT
£

£ ATTENDANCE SUMMARY £ TODAY'S ATTENDANCE

:

Attendance Summary Today's Live Attendance =

2021-05-12

D)B:\D:EEIQD@E

Employee present in offi

133930 13.39.40 13.39.50

AboveimageisforadmindashboardeneraBummarywill beshowin convenientvaythat
canbeanalyzedf currentcompanystatus.

13



eshwar bharat4@gmail. com ~

=

& ATTENDANCE SUMMARY & TODAY'S ATTENDANCE
Attendance Summary = Today's Live Attendance =
2021-05-12
@ 2
B
2 3
£
E H
i
& g
)
a H
}-
o
.g 13:40:00 1340000 13:40:20
* ® Atwork @ Present -+ Attendance
A
£ TIME WISE £ EMPLOYEE AT WORK

Employee At Work

Employee At work l 1

Above image shows pighart of present day status of all employees on right side and on left
side it shows live at work count of employee.

(MINOP — @ rendesnwaronarass@gmil com ~
Wil < TIME WISE © EMPLOYEE AT WORK
E Employee At Work =
@
B
Employee At work 1
g I
]
° B _ !
~
g o 2 4 3 8 10 12
LY ® Emplayee
f 3
£ TOP TEN PERFORMERS @ £ BOTTOM TEN PERFORMERS
Empcode Empname Department Name Present (Days) Total Hours Empcode Empname Department Name Present (Days) Total Hours
o Samir WEB DESIGNING 1 14 92 Rajat WEB DESIGNING 1 8
3 Yogesh WEB DESIGNING 1 14 81 Samir WEB DESIGNING 1 1 ~
)
4 Rishabh WEB DESIGNING 1 14 93 Yogesh WEB DESIGNING 1 14 —

H:)oveimageﬁhowspiechartof totalpuncheslonein specifictimeperiodandonleft side
barchartof totalemployeen companyto totalnumbemvorkingonthatparticulartime.
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Total Employees

Name !& PunchiD
Abhay 5069
Singh

Abhitash 5064
Pandey

Abhishek 5071
Kumar

Ajay 1608
Juneja

AJAY 100002
MISHRA

Ajazur 5140
Rahman

Akhilesh 5113
Kumar
Akhilesh 143
Kumar
Yadav

Akhilesh 380
Yadav

AKSHAY 322
JAIN

Date of Join

27-03-2017

01-03-2017

03-04-2017

13-12-2018

01-08-2018

01-03-2018

01-11-2017

01-08-2020

01-08-2020

23-08-2018

Date of Birth

18-09-1989

11-04-1984

23-09-1992

08-08-1991

01.01-1985

17-07-1880

01-01-1992

13.08-1985

13-08-1985

12-06-1995

Search:

Department

Project & SI

Project & SI

&M

Delhi Branch

DISTRIBUTION

Project & SI

Stores

Embedded

Designation

Jr. Software
Developer

JR ENGINEER

O & M Engineer
Technical Suppart
Enginesr

Sr. Business
Development
Executive

Sr. Engineer

Sr. Optical
Engineer

Sr. Optical
Engineer

ll? 3 4 5

abhay

abhilz

kuma

ajayji

Ajayr

mohit

akhile

akhile

akhile

akshz

>

Above image show when you click on strength it will provide brief details like this.

At Work

Excel |
Name 11
Ankit Suthar
Faram Bipnbhai Shah

Jaiminkumar

Above image shows when you click on At Work brief details will be available on present

working employee.

15

Shift
General Shift
General Shift

General Shift

Showing 1 to 3 of 3 eniries

INOUT
09:30:00
09:30.00

09:30-00

Search:




Birthday

10 v fecords Search
Name 1X Mobile Company Branch Department
TestEMployee 4444444444 Manra Sofiech | Pvt Ltd GNDH ACCOUNT

Showing 1 to 1of 1 entries -

Above image shows details will pop up when you click on Birthday.

Late IN

10 v records Search

Name !i Department Designation Shift Start Time In Time Late Mins
Manav Project 08:00:00 12:46.00 226
Sharma

Showing 1 1o 1 of 1 entries -

Above image shows when you click on late in block pop will show details of late in
employee.

16



Early OUT

10 v records Search
Name Ii Department ' Designation Shift End Time Out Time Early Out Mins
Manav Project 18:30:00 14.01:00 269
Sharma

¢ >
Showing 11o 1 of 1 entries -

Above image shows when you click on early block pop up will show early out details.

Device

10 ~ rds

Name i Device Srno Device IP Device Port Mode Code Device Type

101.101.101.10R121 18216811 5005 Out 77 Bio-Finger

G2 test 911573953132256233 1921686245 5005 Default 10 MFSTAB

MANTRA M20200102212 192168318 5005 Default 1 Morx-Enterprise

2032

Manira 702 M20200102145 192.168.6.250 5005 Default 3 Bio-Face! mBio-
MSD

Mantra 703 AF25184360008 1921684254 5005 Default 2 Bio-Face! mBio-
MSD

mifstab- ASADSRW2345FSD 1821684220 5005 Default 12345 Bio-Finger

rishikesh

MNH_Morx_BRtA532580 192.168.4219 5005 Default 15 Morx-Enterprise

MORX TEST AJFT193660005 182 168 10055 4370 Default 12 Morx-Enterprise

Morx_Mivanta 1597538520852045 192.168.4220 5005 Default 23423 Morx-Enterprise

Monc_MVNTZ 98RaE4821012365 1821684219 5005 Default 951 Morx-Enterprise

Showing 1 fo 10 of 20 entries -

Above image shows device detail list pop up when you click in device block.

17



1.2 Employee Dashboard

(M] NOPRP — ‘__. ':'.__‘ nandeshwar. b@mantratec.com

Home - Employee Dashboard Q
B PERSONAL DETAILS ATTENDANCE SUMMARY
Employes Code: 638 Attendance Summary =
2 Punch ID: 838
Department: IT
fh Designation: HEAD
n Mobile No: 7802804934
~ NANDESHWAR RAJ Join Date: 2021-01-01
o NANDESHWAR B@MANTRATEC.COM Date Of Birth: 1995-07-17
COMPANY CODE: NANTE38
« Policy:
‘ | Q ShiftName: general shift
Check In OO:DO:OO
Shift Group: —NA-
. kly Off @ Absent Error @ LessHours
® End Time 00:00:00 @ Weekly
| Shift Time: 10:00:00-19:00:00 e

| @ Remaining Time 00:00:00

Above image first view of employee dashboard it contains general overview of employee on
left side it shows attendance summary of that employee in pie chart.

(.R"\l NOP [ ,:: _'l nandeshwar b@mantratec.com v

TODAY < b

B £ MY CALENDAR £ LEAVE BALANCE Leave Summary  Leave Consume
July 2021
o Leave Type Leave Balance Consume Days Total
SUN MON TUE WED THU FRI SAT
” s 5 3 oD 72 1 Al
HL 10 0 10
i
4 5 6 7 8 9 10
a
< 1 12 13 14 15 16 17
a
* 18 19 20 21 22 23
3

25 26 27 28 29 30

HMHN
Y ,,

?@

Aboveimages of employealashboardnrightsideit showsmployeattendancstatus
in calendaonleft sideit showdeavesummaryandleaveconsumptiorof thatparticular
employee.

18



G}\] NOPRP ‘ 7 ‘ nandeshwar b@mantratec com +

Home - Employee Dashboard

Search By: | Select Search Type - Filter by keywords n

Select Search Type

k2]
-~ By Punch ID
PERSONAL DETAILS JE ATTENDANCE SUMMARY
By Employee Code
i
By Employee Name Attendance Summary =
ﬂ' Punch ID: 838
}- Department: IT
ﬂ' Designation: HEAD
A Mobile No: 7802804934
‘ NANDESHWAR RAJ Join Date: 2021-01-01
NANDESHWAR . B@MANTRATEC.COM Date Of Birth: 1995-07-17
COMPANY CODE: NANTE38
Policy:
ShiftName: general shift ’
| © Checkin 00:00:00
i Shift Groun: —NA-

In employealashboardyoucansearclemployeen3 differentwaysit mightbewith
punchid, employeecodeor employeaname.

(% ) nandeshwar.b@mantratec.com ~

Home - Employee Dashboard

R
. Search By: By Punch ID - 838 n
2
PERSONAL DETAILS ATTENDANCE SUMMARY
izi
Employee Code: 838 Attendance Summary =
J;l, Punch ID: 838
"' Department: IT
g Designation: HEAD
Q Mobile No: 7802804934
a Nandeshwar Raj Join Date: 2021-01-01
NANDESHWAR B@MANTRATEC.COM Date Of Birth: 1895-07-17
COMPANY CODE: NANTE38
Policy:
ShiftName: general shift ’

| @ Checklin 00:00:00

Shift Groun: = NA-- - - -

Above mage shows after selecting appropriate option.
0 AdmincanseeDetailsofE mp | o yemmo§eewise.E mp | o yeaweldaknce, whole

mo n t diténdance in Calendar View.
0 Admin can search Employee PunchlID, Employee Code and Employee Name

19



1.10 Analytics Dashboard: AnalyticsDashboardlenu has the following Attendance
Reports.

1.10.1DailyReports:

1) Daily In-Out Report

2) Daily In-Out with Device Name Report
3) First IN Last out Report

7) Daily IN Register

5) Error Case Report

6) AbsentReport

7) LateInReport

8) Early In Report

9) Early Departure Report

10) Late Departure Report

11) OT Report

12) Continuous Late ArrivalReport

13) Continuous Early Departure Report
17) Continuous Absenteeism Report
15) Machine Raw Transaction Report
16) Manual Punch Report

17) Leave Balance Summary Report.

1.10.2Monthly Reports:
1) Monthly Muster Report

2) Monthly Working Duration Report
1.10.3Daily SummaryReports:

1) Department Summary Report
2) Early In SummaryReport

1.10.7 Leave Reports:
1) Leave Balance Report.

20



Example Different Reports having different functions, Three reports are listed below as
an example for better understanding.

Daily Reports:

1) Daily In-Out Report

(R’\ INOP — ‘-'j | hr@mantratec com ~
Q S
r =
=
@
g Daily In-Out Report
T
, EZECcTEa
Attn Date Designation Shift
—

© Company: Mantra Softech I Pvt Ltd (Continued on the next page)

& @ Branch: ff
o & Department: Accounts
© EmpCode Name: f456 fity
~ 01-May-2021 00:00 00:00 00:00 00:00 A
02-May-2021 00:00 00:00 00:00 00:00 W
0 03-May-2021 00:00 00:00 00:00 00:00 A
04-May-2021 00:00 00:00 00:00 00:00 A
- 05-May-2021 00:00 00:00 00:00 00:00 A
06-May-2021 00:00 00:00 00:00 00:00 A
A © EmpCode Name: ffir123456 ffr
01-May-2021 00:00 00:00 00:00 00:00 A
02-May-2021 00:00 00:00 00:00 00:00 W
03-May-2021 00:00 00:00 00:00 00:00 A
04-May-2021 00:00 00:00 00:00 00:00 A
05-May-2021 00:00 00:00 00:00 00:00 A
06-May-2021 00:00 00:00 00:00 00:00 A
& Branch: Gandhinagar (Continusd on the next page)
5 Department: Sales (Continued on the next page) -]
= EmpCode Name: MNODD194 Uttam Singh test (Continued on the next page)

Above image shows report of daily in out format.

1) You can add or Remov&elds

E.g.in Above Report If you Need Less Hour after field of OT Hrs then you only need to Drag

0 L etbrsod

From | ist | ocated at right corner of screen t
2) You can chang6&rouping

E.g.Inabove ReportGroupingisdone by Name;ifyouneedthatby Shiftthenyouonlyneedto

Drag 6 S hto Graup Header Area.

3) HideColumnsSelector:- It will hide columns selected displayed in right corner of screen.

7) Show Row Filter: it allows you to filter your grid data.

5) Merge Cell: It will merge cells if any columns are repeated in grid.

21



2) Monthly Muster Report
(RMNOP = hr@mantratec com v

I I Show Columns Window Go to DashBoard
|

i

=
&
Monthly Muster Report

s
5
Emp Code Emp Name 1|2 |3 4 5 |6 7 |8 9 10 11 12 13 14 15 16 (17 18 19 |20 21

N N O/

@ Branch: HO
& B Department: Accounts
a MNODO139 | Keval Mehta E W A A A A A A A A A A A A A A A A A A A
i Page 1 of 1 (3 items) 11 Page size:
a
A
A

2021 © Copyright Mantra=somnecn

Aboveimage shows report of monthly muster format.

3) Leave Balance Summary Report.

|® ) hr@mantratec.com ~

s
Show Columns Window Go to DashBoard

5 Leave Balance Summary Report
Drag a column header here to group by that column
2 Employee Name Employee Code Leave Balance Consume Days
Jwalit Katira MN000379 0.0 5.0 0.0
&) Rajeev Nair MND00170 1.0 1.0 0.0
Priyank Patel MN00S33 120 0.0 120
2 Uttam Singh test MN000194 105 0.0 105
Rajesh Kariya MN000172 0.0 0.0 0.0
~ Rishikesh Patel MNO0O360 0.0 0.0 0.0
Q Pranjal Shah 123 MNDO516 215 0.0 215
Tapan ] Gandhi MN000599 0.0 0.0 0.0
4 Pagelof1(8items) [ Page size: 20 []
a

2021 © Copyright Mantrasoneen

Above image shows report béave Balance Summary Reptotmat.
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1.3Company
The Company Menu has the following masters.

TransactionYear
CompanyMaster
Branch Master
DepartmentMaster
DesignationMaster
EmployeeMaster
Devicemaster
ReligionMaster

< <K<K <LKLKLKKLK KL

1.2.1Transaction YeaMaster

" Home - Transaction Year

] Exce
sr.No & Transaction Year From Year From Month
1 2017-2018 2017 APR
2 2nd year 2018 JAN
3 2007 JAN
4 201920 2019 JAN
5 TY2020 2020 JAN
6 Fy2021 2021 JAN

Showing 1 to 6 of 6 entries

-»co\-nzmmeﬂ@s

Above image shows view of transaction year master

23

To Year
2018
2018
2017
2019
2020

2021

To Month

(™ | ni@mantratec com ~

<+ Add Transaction Year

Search

Status
Deactive
Deactive
Deactive
Deactive
Deactive

Active

2021 © Copyright Manarsonsen



Transaction Year

R e From Yoo Moo *

Above image show when you click on EF R e 10s

V Save Transaction Period in Transactidiaster.

V ToaddnewTransaction,clickoné A drdnsactionYear, Select Transactionii F r Year-
Mo n t thTotear-Mo n tahddhenclick6 Sa v e 6 .

V Ifnew T Transaction Yearis added then itwill be Active and Previous Year will be Inactive.

V Transaction yearis mandatory field to create and maintain leave. Leave balance add will
be valid for that particular transaction year only.

V Ifyouwanttocarrythatleave balancetonexttransactionyearyouneedto create new
transaction year.
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1.2.2 CompanyMaster

(™) e@mantratec com v

Home - Company # Add Company

||_7 Excel ‘ Search
£ Srno  CompanyName CompanyEmail CompanyUri CompanyContact IsActive Action
1 Mantra Softech | Pvt Ltd hr@mantratec.com wvrw mantratec.com 7228973103 true B
2 Mivanta123 sales@mivanta.com v mivanta.com 8838888888 true B
3 B202_Mivantas b202@b202 com wwiw b202mivantas com 5555555555 true B
4 pranjal comapny t balvant katariya2211@gmail com ss.com 7889096789 true B

< 1 >
Showing 1 fo 4 of 4 entries .

-»m\wmmuﬂ@ab

I 2021 © Copyright Mantrarsonecn

Above image shows company master view.

V WhennewAccountis made thanincompany page By Default Companyisdisplay as added.
V Toadd new company click on +add company button.

Company

+Add Fields
Company Name * Email *
Company Website * Contact *
SMS Mobile No Address *

V SaveyourCompanyName, Address, ContactNumber, Contact, Mobile No (SMS) and Email
ID.

25



Company

Company Name *

Xz

‘Company Website *

www website cor

SMS Mobile No

m

Email *

nandeshwar bharatid@gmail com

Contact *

Address. *

ahmedabad

Aboveimage shows example to add details for creating new company.

V If user wants to add other company then he/she can add.

V In Grid it displays all Companies which already entered by you.

V ltallows you to Edit Company entries on clicking on 6 E douttbnd

1.2.3 Branch Master

lﬁ | hr@mantratec.com ~

Q Home - Branch

@ (B
) £ Srno branchname 1L ReportingBranchName
B 1 b202_mivantas
2 dummy
k23
3 Face demo
" ,,
[ 5 Gandhinagar Gandhinagar
n 8 GNDH
7 HO HO
}-
3 Kushalgarh
a
9 MVYNT
- 10 MVNT2
I 3

Showing 1 to 10 of 13 entries

Above image shows view of branch master.
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CompanyName
B202_Mivantas

Mantra Softech | Pyt Lid
Mantra Softech | Pvt Ltd
Mantra Softech | Pvt Ltd
Mantra Softech | Pvt Ltd
Mantra Softech | Pyt Ltd
Manira Softech | Py Ltd
Mantra Softech | Pvt Ltd
Mivanta123

Mivanta123

+ Add Branch

Search

Action

000o0oo0EO0E

2021 © Copyright Manwarsenecn



Branch

# Add Fields

Company Name = Branch Name =

Nandesh v HO3
Branch Head Email Branch Head Password

Enter Branch Head Email Enter Branch Head Password
Branch Geofence Radius € Reporting Branch €

150 HO1 v
TimeZone * &

(UTC+05:30) Chennai, Kolkata, Mumbai, Ne.x

Branch Address *

Unnamed Road, Koteshwar, Ahmedabad, Gujarat 382424, India

Map Satellite

Above image shows when you cllilck on A+add bra

Branch Master brief.

V Whennew Accountis made thanin Branch page By Default HO Branchis display as
added.

V 0 ToaddnewBranch,clickoné A dd a nandihien select Company then click on
S a buéad.

0
V U InGriditdisplays all Branches which are already entered by you.
U Itallows you to Edit Branch entries on clicking on 6 E couttond

27



1.2.4 Department Master

(™ ) hr@mantratec com ~

Q Home - Department + Add Department
Excel Search
@ ] Exce
[<}) & Srno DepartmentName DeparmentEmaillD DepartmentHeadName Action
m 1 Accounts subhash@mantratec com Subhash Joshi
2 Human Resources hr@mantratec.com Keyuri Patel E
k2]
3 Stores subhash@mantratec com Subhash Jashi
4 Administration subhash@mantratec com Subhash Joshi E
2] 5 Embedded haresh@mantratec com Haresh Khadsalia
a 6 Software [ =]
7 Project
. e
8 Marketing E
9 Technical Support brijesh@mantratec com Brijesh Singh
* 10 Branch Officess ce@mafghf.coom Mahesh Siddhapra E
s N B
Showing 1 to 10 of 60 entries

I 2021 & Copyright Manarsoneen

Above image shows view of Department master.

Department

Department Name * Head of Depariment
Select Department Head
Above image shows when you c¢click on A+Add Departm

Save all available Departments in Department Master.

V ToaddnewDepartment, Clickono A @& p a r tamEThenfdlName and Head of
Department information (register employee name will be listed from employee master),
Department Email and then clickon 6 S a buéod.

In Grid, it displays all Departments which are already entered by you.

It allows you to Edit Department entries on clickingon 6 E cbuttbnd

If Department Head required Attendance Reports of all his/lher Employees then tick
mark option as shown in Screen.

<<<
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1.2.5 Designation Master

Save all available Designation in Designation Master.

V Toaddnew Designation, Clickoné A @@ s i g nand Tihen filldlame of Designation
and Clickon 6 S a bu&od.

V InGrid, it displays all Designations which are already entered by you.

V You can Edit Designation entries on clicking on 6 E douttbnd

(™ | hr@mantratec com ~

Q Home - Designation
In] | B Excel | Search
) €@ Srno DesignationName Action
B 1 Team Lead (]
2 Manager E
2 3 Tech Support E
4 Executive B8
=] 5 Developer E
o 6 Software Support
s T Marketingsales Manager
8 Web and Graphic Designer
2
9 Engineer
- 10 ASSISTANTS @
 }

X
-

Showing 1 to 10 of 250 entnes

I 2021 © Copyright Marrarsoneen

Above image shows view of Designation master.

Designation

Designation Name *
Enter Designation Name

Above image shows when you click on #f+
29
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Designation

Designation Name *
TEACHER

Above image shows example to add details while creating designation.

1.2.6 EmployeeMaster

| hr@mantratec com ~

Q Home - Employee +Add Employee

D)I}J\-[:JEBEGE@@

B Excar search

& EmpName Empcode EmpPunchiD BranchName Email Status Action
‘samit patssss 111 111111 HO anne fibbiyon@mantratec com Active B n
rishi patel 1g 1118 HO rishi123g@gmail com Active B0
Nikhil Jani 123456 123456 HO InActive [ ]
RP 65446 65446 Kushalgarh rp@gmail com Active n
pr 65564 65664 Kushalgarh pr@amail com Active u
Test Enployee 852 852 GNDH testemp@testemp com Active ﬂ u
D ] 147852 HO abc@gmail com Active E n
ninitanone 208 909 HO Stod@yopmail. com Active B0
Mitasha a7 a7 HO Mitasha@gmail com InActive E
Beena Patel 99 929 HO beena_patel0090@yahoo.com InActive a

< . 2 3 4 5
Showing 1 to 10 of 519 entries

2021 © Copyright Manwarsoneen

Above image shows viesf employee master.
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= a *

YOPmail - Inbox X (i Employes Master x  + Q
< C & stageminopcloud.com/MasterData/EmployeeMaster a & »
i Apps € Minop - Roadmap-.. § InSysPay-Attenda.. W Repositories—Bitb.. (i stagepartner [§] Merepos €D Helicteamhub @@ Building Applicatio.. [® Setting Up and Run... » Other bookmarks

Employee

& Personal Details [3 Rules Detais ——————— @& Aviocation Details

Employee Code * Email

Employee Code Email ID
Name = Phone No

Employee Name Phone No
Date of Birth * Mobile No

B8 yyyy-mm-dd Mobile No
Gender Religion

© Male Female None -
Marital Status Employee Photo

= single Married
Address

Address

Above i mage shows pop up that comes when

Employee 4

Employee Code * Email

1 Stage@yopmail.com

Name * Phone No
Stage 1236547595
Date of Birth * Mobile No
B 19940614 1236580545
Gender Religion
= Male Female Mone: -
Marital Status Employee Photo
= Single Married

Address

B-703, Sapath hexa ahmedabad

Select image

oR
Take Photo

Above image shows example to add details while creating an employee.
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Employee X

& Personal Details Bl Rules Details @ Allocation Details ————

Select Policy
PURch 1D * 7

Enter Punch ID

Above image shows about next tab required to select Hr policy arainieghdetails.

Employee Master Brief.

Vv

\%
\%

Toadd new Employee, Clickon6 A d&Eanp | o gndTenénfillEmployee details and Click
on 0 Duattone 6

In Grid, it displays all Employee entries which are already entered by you.

You can edit Employee entries by clickingon 6 E dbuttbnd

By clicking foc‘)button you can add that field from employee master itself.
If ESS in system setting wizard is off then Email and Mobile Number are not mandatory
fieldsand if ESS in ON then user must enter Email and Mobile Number.
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1.2.7 Devicemaster

V Configuration of All Devices are needed to be save in Device Master.

V DevicelD,DevicelP,PortNumber,DevicePasswordDetails will be available in your
Device Menu.

V You can set Device Mode to IN, OUT or Default.

Device Mode:

V INiI Allentriesdownloadedfromthe Device willbe consideredasINEntries. (If
application mode is in fix)

V Outi Allentriesdownloadedfromthe Devicewillbe consideredas OutEntries. . (If
application mode is in fix)

V Defaulti Ini Out will be considered from Device In T Out Flag.(depending on
applicationmodeinautomodefirstwillbe considerasinandsecondwillbe consideras
out)

V Youhavetoselect Device Typefromlistdisplayedin Device Type Fields.

Note:-Check policy for more details on application mode

Push Data Configuration:

V ServerPorti DefaultserverportforMinopis 1018 soyouneedto make sureindevice
Amanager / spo headdbdset 011018.

V ServernP/HostIP(AtDevicelevel)i Default server/host/manager IP for Minopis
115.124.096.050 so you need to make sure this IP is mentioned in device
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Amanager/ server/ host

Q Home - Device

[

“ ] Excel

pc

Search.

Last Activity

06-10-2020 172810
27-10-2020 106238
03082018 11:13.26
20-08-2018 15:04 22
20-07-2018 183556

20-07-2019 15:15:31

Actions
o
aoon
aoBen
oaBen
onon

sr.No Ik Branch Name Device Device SrNo Device Code Device IP Mode Device Type Status
1 HO MANTRA 2032 M20200102212 " 192.168.3.18 Default Morx-Enterprise
2 HO Mantra 702 M20200102145 3 192 168 6 250 Default Bio-Face/ mBio-MSD
3 HO Mantra 703 AF25184360008 2 192.168 4 254 Default Bio-Face/ mBio-MSD
4 HO MORX TEST AJFT 193660005 12 192,168 100.556 Default Morx-Enterprise
5 HO Test Bioweh 050600 25 192168 1.1 In Bio-Face/ mBio-MSD
g L] HO Test F500-0001 159 192.168.5.31 Default Bio-Face/ mBio-MSD
~ 7 HO Test Bioweb 6548 121 1921681 1 In mBio-G1
,B 8 Gandhinagar G2 test 911573953132250233 10 192.168.6.245 Default MFSTAB
9 MVNT Morx_Mivanta 1597538520852045 23423 192,168 4220 Default Morx-Enterprise
- 10 MVNT2 Morx_MVNT2_Mivanta 9087654321012365 51 192.168.4.219 Default Morx-Enterprise
a

Showing 1 to 10 of 16 eniries

Device Connection Trouble Shooting Guide PING Device and Server.

240620018592 ([

opon

Above image shows view of device master.

Device

Company

Select Company .

Device StNo 2

Device IP ~

Enter Dk
Device Type *
Select Device Type ~

Device Code * 2

Enter D

Branch *

Select Branch v

Device Name *

Enter Device Name

Device Port *

5005

Device Mode * ¢

Select Device Mode v

Device Password

Enter Device Pas

device.

Important Note :You must configure Server IP address as 115 124.96 52 and Server Port as- 1018 in your

Above image shows view of device master pop up whercybu ¢ k
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Above image shows example to add device details in device master to register new device.

1.2.8 Religion

CminoP

Q Home - Religion
0o | %) Excel
=) Sr. No 15 Religion
B 1 Hindus
2 Shikh
2 3 Test
4 Test1
[ 5 Test
n
Shawing 1 to 5 of 5 entries
&
n
-
J 3

Device

Company *

Mantra Softech | Pvt Lid

Davica StNo 7

1805Mh02501

Davice IP *

192.168.1.2

Device Type *

mBio-G1

Device Code * 7

1

Branch *

GNDH ~

Davica Nama *

ok

Davice Port *
5005

Device Mode * 7

Default v

Device Password

Enter Device P

+ Save

Important Note :You must configure Server IP address as 115.124 98.52 and Server Port as. 1018 in your

device.

@maniratec com v

+ Add Religion

Search

Action

eEE606

2021 © Copyright Manwa-sonecn

Above image shows religion master view.
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Above image shows when youwp. click on A+Add Rel

Above image shows example to add religion detail while create new religion field.

Religion Master Brief.

V Toaddnew Religion, Clickond A dR@ | i gnd Bhendill Name of Religionand Click on
0 S a budod.
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V In Grid, itdisplays all Religions which are already entered by you.
V You can Edit Designation entries by clickingon 6 E cbuttbnd

1.2.9 Audit for Policyand Shift with notification Bell

(R'\INOP PT | hr@mantratec com ~

o
(4]
k2
8
2
#
a2
-
4

Home Audit

Audit

Select Audit ~

om/PayT| Dashboard 2021 © Copynght Manwarsoneen

Above image shows example teiew changes in Policy as well as in Shift.

™ | hr@mantratec.com ~

Home - Audit
Shift ~ 2 2021-08-05 8 2021-06-05
) Excer | Search
Shift Name: 1& shift Short Name Start Time End Time Min Hrs HalfDay Min Hrs FullDay Recess Duration Moadify By Modify Date
General Shift Gen 0900 18:30 0445 09:30 00-00 Mantra Softech | Pvt  2021-06-05 16:15:07
Ltd
Mahesh Kaka Mah 12:00 1800 03-00 05:00 00-00 2021-06-05 16:52:43

< >
Showing 1 to 2 of 2 entries -

h»p\pﬁmw%@@ LE

I 2021 ® Copyright Manwersonecn

Above image showshe last modified changes in Policy as well as in Shift.

V You can view the changes done by you and can modify date-wise also.
V Latest changes will be notified by bell icon on top.
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Shift Master

1.2.10 Shift GroupMaster

CmiNoP [ [T —

Q Home - Shift Group
@ ] Excel Search:
@ sr. No 1&  shift Group Name Short Group Name Action
o 1 test tes. B
B 2 rotation ot
- 3 ShiftGroupName_Sales Mivanta SVM =2
) MNH_Branchs MHN B
& 5 test rotations err
£ 6 Night shift Nsf [z |
& 7 Stodday ux
Qa 8 test val
“ Shawing 1to & of 8 entries : - ’
I

l 2021 © Copyright Manwa-someen

Above image showegiew of Shift Group Master.

shift Group

Shift Group Name * Short Group Name * 2

Above i mage shows pop up of shift group
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Shift Group

Shift Group Name * Short Group Name * 7
Admin ADM|

Above image shows example of creating new shift group.

Shift Group Master Brief.

V IfAdminUserwantstoaddemployeeinRotationshiftthenadd Shiftgroup hereand
assign this shift group in Shift which you want employee to come in.

V Toaddnew Shift Group, Clickon6 A &hkift Gr o wnd dhenfill Name of Shift Group

and Clickon 6 S a bu&od.

In Grid, it displays all Shift Groups which are already entered by you.

You can Edit Shift Group entries by clickingon6d Edi t 6 .
This option is used to allocate employee multiple or option or rotational shifts

< <<
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1.2.11 Shift Master

& 5] Exce
[£] Sr.No & shift Name
i} 1 General Shift
. 2 Mahesh Kaka
k) night
4 Generals
5 9106:30 Shift
8 10t08 Shift
7 Mornings
8 Sales@mivanta.com
9 MNH_Branch_Shifts
10 Test Shits

Showing 1 to 10 of 19 entries

Short Name

Gen

Mah

nig

Al

918

178

w

Start Time

09:00

12:00

22,00

09.00

09:.00

1000

1000

10.00

10.00

0500

End Time

18:30

18:00

08:00

19.40

1830

18.00

1900

19.00

19.00

14.00

Above image shows view of shift master.

Aboveimages how pop

wh en
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Min Hrs Half Day

04:45
0300
400
445
400
500
0.00
400
00.00

400

Min Hrs FullDay

09-30

05:00

Shift

Search
Shift Type
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular

Regular

2021 © Copyright Manwarsoneen

Shift Name *

Enter Shift Name

Shit Group 2

Select Shift Group v

Shift Duration In hrs

00:00

Min Hrs for Half Day In Hrs 2

00:00

Shift Short Name = 2

Enter Shift Short Name

Start Time * End Time *
(+] 00:00 o 00:00 []
Recess Duration In Hrs
00:00 (o]

Min Hrs for Full Day(excl Recess Duration) 2

[0} 00:00

Note :If shiftgroup is selected then shift time should not overlap to each other.

you cl i

c k

on A+Add

Shi

f



Shift

Shift Name * Shift Short Name * 2

Shift Group 7 Start Time * End Time *
N +] 900 @ 1800 @

Shift Duration In hrs Recess Duration In Hrs

Min Hrs for Half Day In Hrs 2 Min Hrs for Full Day(excl Recess Duration) 2

0:00 ] 800

Above image shows example to add details while creating shift.

Save all Shifts required in the Shift Master.

Name:- Name of Shift

ShiftGroup:- Assign Shift to Shift Group (in Auto shift assign Shift Group to Employee)
Time:- Start Time and End Time of Shift (24 hours format)

Duration:- It will be automatically calculated based on Shift Start Time and End Time.
Reces®uration: - It will be deducted from Total Hours.

Min Hrs. for HalDay: -

A If Employee worked more than Minimum Hours. for Half Day then his/her
attendance will be counted as Half Day.

A If Employee worked less then Minimum Hours. for Half Day then his/her attendance
will be counted as Less Hour.

V  Min Hrs. for Full Day:
A IfEmployeeworkedmorethand MHrs.forHalfD a yhénhis/herattendance will
be counted asPresent.

A IfEmployeeworkedmorethané MHrs.forFullD a thénworkingHoursmorethan
6 MHre.forFullD a wiflbe considered Over Stay (OS) if overtime in hr policy is
selected asyes.

A Iftheemployeehasworkedlessthan6 MHrs.forFullD a yhénsystemwillcheckif
i tworking hour greaterthan 6 M Hrs. for Half D a yhén final status willbe HD.

< <K<K<LK<LKKL
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1.2.12 Shift Allocation

Home - Allocation

Mantra Softech I PvtLtd  ~ Gandhinagar - 8 From Date M ToDa

Impartant Note

10 | records Search

i}
Employee Name It Emp Punchid $hift Name Shift Date

a2 Rishikesh Patel 144 2018-03-03
y Tapan J Gandhi 599 2020-01-30
Uttam Singh test 1
a
*
I )

ight
General Shift 2018-02-01

Uttam Singh test 1 General Shift 2018-02-02

Uttam Singh test 1 2018-02-03
Uttam Singh test 1 2018-02-04
Uttam Singh test 1 2018-02-05
Uttam Singh test 1 2018-02-06

Uttam Singh test 1 General Shift 2018-02-07

Uttam Singh test 1 General Shift 2018-02-08

< - 2 3 4 5 ’
Showing 1 to 10 of 443 entries.

Above image showgiew of shift allocation.

a Home - Allocation

Mantra Softech | Pvt Ltd =~ Gandhinagar - B From Date

Select Company

Mants
Mivanta123
B202_Mivantas Search.
pranjal comapny t 1L Emp Punchid T —
Rishikesh Patel 144 2018-03-03
t
Uttam Singh test 1 2018.02.01

Uttam Singh test 1 2018-02-02
Uttam Singh test 1 2018-02-03

Uttam Singh test 1 General Shift 2018.02-05
Uttam Singh test 1 2018-02-08

ift Na
Tapan J Gandhi 599 2020-01-30
=

Uttam Singh test 1 2018-02-04
Shift

Uttam Singh test 1 2018-02-07
Uttam Singh test 1 2018-02-08

¢ . 2 3 4 5 B
Showing 1 to 10 of 443 enfries

Above image shows selection option to view in grid.
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(‘MINOP I’z | hi@mantratec.com ~

Q Home - Allocation
Mantra Softech | Pyt Ltd  + Gandhinagar R £ From Date &
| GNUR
Important Note B ummy
& 10 w records Face damo Search
£ Gandhinagar
Employee Name . ip Punchid Shift Name Shift Date
2 Rishikesh Patel m 20180303
Test
ya Tapan J Gandhi night 2020-01-30
a Uttam Singh test 1 General Shift 2018-02-01
Uttam Singh test 1 General Shift 2018-02-02
-
Uttam Singh test 1 General Shift 2018-02-03
A Uttam Singh test 1 General Shift 2018-02-04
Uttam Singh test 1 General Shift 2018-02-05
Uttam Singh test 1 General Shift 2018-02-06
Uttam Singh test 1 General Shift 20180207
Uttam Singh test 1 2018-02-08

< n 2 3 4 5 ’
Showing 1 to 10 of 443 entries

Above image shows to filter information in grid.

Shift Allocation

Shift *

Select Allocation Type v

From Date * To Date *

=] Y- C a8

Department *

None selected v

Above i mage show pop up when you click on A+A

V Shift Allocation allows you to allocate Shift to Employee for particular date range.

V ToAllocate Shiftfirst select Company then select branch, and clickond Al | o8 kit fi to®
button and Then fill all related details and Clickon 6 S a bué&od.

V ByDefaultEmployee shiftwillbe carried outfrom Employee Master. Butifyour Shift
changed on Daily, Weekly or Monthly Basis then you can allocate from above screen.
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V Third Listdisplay already allocated shift details of Employee Between selected dates.
V You can assign Weekly off and Holiday off for selected dates from above screen.

1.3 LeaveMaster

1.3.1Leave Typéaster

(-TVNNOP = (™ | hr@mantratec.com ~
Q Home - Leave Type + Add Leave Type
] ) Excel Search
@ LeaveType Name Description Is carryforward Carryforward Leave Is Encashable Encashable Leave Action
B cL Casual Leave True 300 False 0
oD on duty True 0 False 0
2 o
sL Sick Leave False 0 True 5 ﬂ
ML Matemity Leave True 8 False 0 E
& T Test Leave True 4 False 0
a2 DL Test Leave False 0 True 5 (@]
~ LP Loss Of Pay Leave True 0 False 0 E
Q DF df True 10 False 0 B
FD d True 10 False 0
WwW www True 10 False 0 (@]
‘H:

Showing 1 to 10 of 11 entries

I 2021 © Copyright Manwarsonecn

Above image shows view of leave type master.

Leave Type

LeaveType Name * Description *
Is carryforward Is Encashable
Half Leave

Above image shows pop up when we click on
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Above image shows example to add detaltile creating new leave type.

Leave Type

LeaveTypa Name *

cL

Is carryforward

Half Leave

Description *

Casual Leave

Is Encashabla

V Save all leaves type offered to employee in your company in Leave Type Master.

V ToaddnewLeave,clickon6 A dehveT y p flBame of Leave Type, Description, check
weatherLeaveis Carryforwardor En-cashable and number of leave how much it will
be carry forwarded or en-cash after end of transaction year, Half Leave Application or Not and
thenclick 6 S a budad.

V In Grid, itdisplays all Leave Types which already entered by you.

V You can Edit Leave Type entries on clickingon 6 E cbuttbnd

1.3.2 OnDuty/LeaveEntry

(™ | hr@mantratec com ~

Home - OnDuty / Leave

Select Company

10 ~ records

]

]

U Name

2 DEVANG PANDYA

CHARMI PATEL

Mahesh Siddhapra
Neil Harwani

lﬂ Neil Harwani

) Neil Harwani
Sachin Verma

a Prakash Parmar

* Dhaval P Patel

)

Dhaval P Patel

Leave Type
CL
CL
CcL
cL
oL
oL
CL
oL
oL
oL

Showing 1 to 10 of 372 entries

Select Branch

From Date

2016-01-20

2016-01-20

2016-01-07

2016-01-05

2016-01-08

2018-01-11

2016-01-29

2016-01-22

2018-01-08

2018-01-28

To Date

2016-01-22

2016-01-22

2016-01-07

2016-01-05

2018-01-08

2018-01-11

2016-01-29

2018-01-22

2018-01-08

2018-01-28

Reason

Offiicial meeting at Adani mundra port

official Meeting at Adnai Mundra part

At ESIC nadiyad

AtESIC Baroda

AtESIC Bharuch

AtESIC Halol

Work an side

At jaipur

he is at mundra with vickybhai as on Bth jan. and 9th jan

At Mundra trip

LeavePaid

IsHalfLeave

NO

NO

NO

NO

NO

NO

NO

NO

NO
NO

Search

LeaveStatus Comment
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved

N ' BEEIE

2021 © Copyright Manrarsoneen

Above image shows view of OnDuty/Leave Entry.
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On Duty Leave

Department *

None selected
Employee *
Select Employee - Is Half-Leava?

Leave * Leave Type

Select Leave ~ UnPaid

From Date * To Date *

- vl

Reason

Leave Balance : 0 (%) Carry Forward leaves : 0 I + Total : 0

Above i mage shows up when we <cl i ck

pop

1. On DutyEntry-

V If Employee went for Company related work and unable to punch on Device Terminal.

V In Attendance Report, status will be shownas 6 OD 6

2. LeaveEntry-

V YoucanaddE mp | o yrell®dyerHalfDayLeave asperbalance available for
particular Leave.

V In Attendance Report, status will be shown with leave type name.
V InHalf Leave case 6 Hvdl be Append before Leave Type Name.

Forexample:-For Hal f CL, st aHG@ . .will be shown
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1.3.3 LeaveSanction

(™) hr@mantratec.com v

Q Home - Leave Sanction

1 Select Company - Select Branch - © Leave Balance
-]
10 v records Search
u Name 1k Leave Type Leave Balance Balance Date
2 Anand Patel cL 5 01-01-2020
Balvant Katariya cL 12 01-01-2018
p Balvant Katariya cL 5 01.01-2020
Bhavin Chhatrola cL 2 01.01-2020
& cL 10 01-04-2020
5 CN cL 10 01-04-2020
xe cL 10 01-06-2020
& DEVANG PANDYA cL 10 01-06-2018
* dr cL 0 01-04-2020
a fiy cL 10 01.06-2020

Showing 1 to 10 of 34 entries.

I 2021 © Copyright Manrarenecn

Above image shows view of Leave Sanction.

Leave Sanction

Depariment *

None selected -

Sanction leave *

® Add Leave Remove leave
Leave Type * Sanction Date *
- Select Leave Type — v M yyyy-mm-d

Above i mage shows pop up when you click

[1 Leave Sanctionallowsyoutosanction Leave balance or remove Leave Balance to
Employee for particular Transaction Year as per sanction date.
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V Forsanctioning Leave, You needto select Leave type, number of leave balance toadd or
Remove, Enter Leave Amount and Employees from the listand Clickon 6 S a butod.

V Third List display already sanctioned Leaves of Employee.

V  You can Add or Remove leaves in Point also.

Leave Sanction

& Select Department & Select Employes

Department *
All Select (3)
* Add Leave Remove Leave Sanction Leave *
106
Leave Type * Sanction Date *
o ~ B 2021060

MNexd »

Above image showsow to add or remove leaves in Point also.

1.3.4 LeaveEncaskCarryforward

(™| hr@mantratec.com ~

Q Home - Leave Encash/Carryforward

Select Company - Select Branch - ‘B Select Employee
10 v records Search

Name Leave Type Leave Balance Transaction Year EncashiCarry
HITESH SURYAKANT JANGAM cL 28 2017-2018 Carryforwarded

‘|

Showing 1 to 1 of 1 entries

b»p»pgﬁeags

I 2021 € Copyright Manwarsoneen

~

Above image shows view of @Al eave Encash/ Carry
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Aboveimageshowspopupwhenyouclick on button.

V Leave Encash/Carryforward will Encash or Carryforward Leaves to Next Transaction

Year.
V Youneedto select Department, Employees and then clickoné P r o dutens 6

1.3.5 Leave Encash/Carryforwardollback

Above image show view of Lea Encash/Carryforward Rollback.
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