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@3 User Manual HR Admin, Payroll Officer, Manager, Accounts, IT Clearance User @J% S1gel
Employee-(7 (A TR QRATCHIT 51 (FICAT user 1 Role/Permission ST menu 3 data
(M A

2. Login 8 Password

Browser-Q HR & Payroll Software URL 4|

Username 93¢ Password (¥ Sign in 4|

1 login-Q password change B13(eT 9+ strong password kGl
(S credential 95 user-Q (Y share FIEF |

IR et password fcet SN login lock 2@ AT |
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v. Menu Structure

Group Menus el IS
. . Dashboard, Approvals & Tasks, .
Overview & Daily Work Workflow & Notifications TSR] pending P& 3 ﬁi'ﬁ )

Employees, Attendance, Attendance

Employee Operations Devices, Leave, HR Requests

Employee 3 (7 % HR operation

Salary, OT, Bonus, Deduction, Loans, .
Payroll & Benefits Payroll, Reports NIV payroll operation
Employee Exit Exit & Clearance Resignation (A(<P final settlement
Administration ]Sv;iizi;s’ Security/Audit, Migration, Authorized admin only

s. Dashboard

Dashboard-Q 31519 permission scope ST Employee count, Open Task «@3¢ Latest Payroll status
AT I | Manager IS ST team scope (WXS; Employee 33 ERNE private data (M4Ce AT 71

¢. Approvals & Tasks

@ft (M FICSE TG B3P screen| Leave, HR Request, Attendance Correction, OT, Bonus,
Deduction, Loan, Payroll, Exit Clearance 3o51Td assigned approval Q21(H STC|

Approvals & Tasks ]|

Open Review (b7 F |

Source Details /% decision &1

9. Approve / Reject / Return for Correction [4<5q |

10. Reject 9T Return $<CeT reason/comment IO

11. Submit $4¢eT source module, employee status, notification 3 audit log automatic update (<!

o N o



v. Workflow & Notifications

Management Notice, application result €<% workflow update Notification screen-9 (W4T J1CJ|
Employee 4TS panel (I rejection reason/approval response (73T 1|

1. Employee Management

4.5 999 Employee (151

12. Employees — Add Employee 4|

13. Personal 3 Employment information s{g < |

14. Branch, Department, Designation, Shift f4<i6q S|
15. Reporting Manager 3 OT Eligible 31 fird|

16. Save FP|

1.] Employee Profile
Employee ID unique S| Profile (A& employment, contact, reporting manager, status o3I (w21
<1 Salary information role-restricted|

v. Attendance

17. Attendance menu (J(<F date/employee filter FP|

18. Authorized HR manual attendance add/edit $Co “ATd|

19. Employee et attendance (wCeT Correction Request submit #<<|

20. Manager/HR approval X(¢T attendance automatic update (<

21. Extra Office Time Q3% Payable OT SeTiwl f<¥; 3¢ approved OT payroll-9 M|

5. Attendance Devices - ZKTeco FO-M1

Attendance Devices menu-¢® FO-M1 profile, branch, Machine ID mapping «<% raw punch history
(m4T AC] | Authorized HR/Super Admin existing device-9Q< Edit action (Y¢S branch/configuration
update $9(® “I1F(S; device Company QI (BT 28T “I(F TS F41 TMCF 971 UAT build-«
CSV/USB punch import raw punch (&5 $F daily attendance reconciliation STeTT(HIF flow AT ZCACR;
physical device proof Local UAT-9 (@ (S|

22. Device 4|

23. Employee Mapping-9 Machine/User ID 5% Employee-Q3 J1C map F |

24, CSV export TR device_user_id,punch_time,punch_type columns 59RIS P |
25. Import Punches |

26. Unmapped ID 1<+CeT mapping correction ¢ |

27. Duplicate punches system skip $<(J|



so. Leave & Unified Application Center

Employee [4(ST Leave/HR Request Submit Application (J(F f%t® #1971 HR/Super Admin Leave
screen-49 Add Leave for Employee action (J($ accessible Employee-9Q< &5 controlled Leave
Application (1S F9Co “I1F(E; P2 overlap, service-date, holiday/week-off @32 approval rules STIIST
TR

e Leave Application

e Resignation Application

e Attendance Correction

e Loan / Salary Advance

e Certificate Request

e Profile Correction

e Salary Dispute / Payroll Correction
e General HR Request

Request type T4 Faca1 1€ fields 9% FIC® (| Reject Z¢T Employee rejection reason (W¥0o
7M1t 1 Return for Correction %57 Employee corrected information %t Resubmit FIC® AT QIR GF3
request history IS S|

5. Salary Structure

Authorized HR Employee-wise effective-dated Salary Assignment (SfJ $4(3 W32 Payroll calculation
9% effective salary segments (A(F3 salary 9519 4¢3 | Mid-month joining/revision X(sT service
period 3 effective date SIIT3T proration/split calculation X(<; & payroll snapshot Sf&IR$®
RG]

5k. Overtime

WY OT Eligible Employee-Q< OT submit 4T JTCI | PENDING OT approval-as H1Cs Edit ST F1C], O &
Employee “IRI& $4T AT 71 Attendance month Finalized Z(&T OT add/edit/approval $9Co X1 ST
controlled reopen FC® 33| Workflow approval 97 23T “I® Payable OT (I 1|

Flow: OT Entry — Approval Task — Approved Minutes — Payroll Calculation.

5. Bonus 3 Deduction

Bonus @<R Deduction Payroll Month b‘qzrr% submit $<T 231 PENDING record approval-Qg S1¢5 Edit
341 T4, B3 Employee <@ F41 T1CT 71 Reviewed/Approved/Locked payroll month-9 Fo
Bonus/Deduction approve <1 1CJ 91; ACATSH X1 controlled Payroll Adjustment/Arrear process
BRI PFCO R | Approval-9Qg #1t< Payroll Calculation-9 effect 2¥; Reject R¢<T payroll-Q JICT 71




58. Loan / Salary Advance

Flow: Employee Application - HR/Management Sanction — Accounts Disbursement — Installment
Schedule — Payroll Recovery.

28. Employee Submit Application (& Loan T Salary Advance 9155 $(F amount/reason (W |
29. Approver requested amount-943 (YCF T sanctioned amount/installment 5% $0® AT
30. Accounts disbursement confirm $<¢eT Loan Active 23|

31. Payroll Draft calculation ¥3¢ due recovery (%41¥; balance ©=3 FWJ 7|

32. Payroll Lock 23¥1< 3W¥ installment recovery post X3 |

33. Authorized unlock X(eT recovery reversal protection $1S1 $I<|

sa. Payroll Processing

Payroll processing JII3NY controlled state flow ST $4(<: Draft — Reviewed — Approved —
Locked. Payroll build/review-ag 1(s 51238 Attendance Month Finalized %(® %(4; controlled
reopen X(<1 payroll snapshot 3919 reconcile $Co X<

34. Payroll — Create Period

35. Calculate / Recalculate

36. Attendance/Leave/OT/Bonus/Deduction/Loan input J613
37. Send for Review

38. Payroll Officer Review

39. Send for Approval

40. HR/Admin Approval

41. Send for Lock / Lock approval

42. Locked (<71 Payslip final €47 2(<|

Locked Payroll edit 19 ARSI 2(e7 HR/Super Admin-94 reason 32 Unlock $90o 2(<; Audit Log-9
reason V¢

sw. Salary Dispute / Payroll Correction

Employee Submit Application ((< Salary Dispute / Payroll Correction request $0o AL HleId 499
aqzn?r Salary Assignment, Attendance, OT, Bonus, Deduction, Loan <7 one-time Payroll
Adjustment/Arrear ST F4T X(J| Locked payroll correction controlled unlock 34T next-month
adjustment policy ST $ICT QIR audit trail IR

sa. Payslip & Reports
Employee 3¢ f¥(S Locked Payroll payslip (72 6/ GO FACo 11 HR/Payroll/Accounts
permission ST Payroll, Attendance, Leave, OT 8 Loan report export $dce S|




>t~. Resignation, Exit & Clearance

Resignation approved %(T Exit Case automatic (&< =¥ | Reporting Manager, IT, Accounts €38 HR-Q3
clearance task TIRIgeNa user-ag My Tasks-@ J1¥|

43. Assigned user task 4(<T details verify <<

44. Approve 3¢ AT clearance automatic Cleared X(J|

45. Reject/Return $<CeT reason e 7|

46. 31 clearance complete 9T 2(<T Final Settlement B3<® X(F 71

47. HR exception case-49 Manual Override $<C® “1(; override reason audit log-Q JTIFE|
48. Final Settlement approve 3 payment post *¢¢T Exit Complete (S|

>&. Organization, Users, Roles 3 Security

Trial package-9Q Super Admin “Organization & Masters” (J(<F protected Administration Console Y7Co
#If(| Q4T Company/Branch/Department/Designation/Shift, Users, Groups/Roles &5 maintain
I | ST user 9@ access 7S 1

zo. Audit Log

Salary, attendance correction, workflow decision, payroll transition, exports, loan recovery, clearance
override 23iT% @Wﬁff action Audit Log-9 user/time/reference 3% trace 41 2¥ | Audit history ST
user SRS I T

RS. LI Status 1<

Status o1

Pending / Open T&I® 9T action SCFHTT

Returned Correction P TS submit PICO RS
Rejected Approve X 1; reason My

Approved Wmﬁ«_o; next workflow step 20© AT
Locked Payroll final/frozen state

Cleared Exit clearance complete

Active Loan/employee active

Closed Loan fully recovered/closed

2%. User-ag 33y =3

» Browser 3T Database (I S5 user-Ad data bypass $ (58T FIH 771
 Payroll/Salary database table manual SQL (G “Ifq@d S 7|

e Approved/Locked data correction &S R workflow JIRRIT FP |

o (S| password share A9 7

e Production data 3 trial $19 ST backup 8 approval 94|




9. Problem =& & maw
STRSTST (91T screenshot-@3 Y Module, User/Role, 1 action SR, expected result, actual result,
date/time ©3¢ Bug ID 9| Maintenance Team BUG-LOG-TEMPLATE.csv I57%/F $9(H |

2 8. Quick Office Workflow

Employee Setup — Attendance/Leave Reconciliation — Attendance Month Finalize —
Requests/Approval — Salary Assignment — OT/Bonus/Deduction/Loan — Payroll Calculation —
Review — Approval — Lock — Payslip/Report — Audit/Backup|
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