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Staff Check In-Out

Staff Check In/out, tracking, monitoring with GPS. Easy to use & configuration

Overview

Staff check in-out where staff can check in-out with a location (GPS) and other details directly from

Microsoft SharePoint & Team

With the app, the managers or human resources can manage the check in-out of the employee at the

correct time & location.

. Staff Check In-Out My Check In-Out  Manager View Human Resource View ~Settings About

& View

@ 08:00 -17:00

2 @ LongTruong

B Headquarter - IT

[ Apri.2022 08:00 - 17:00

00 Headquarter

vd

B9 Apr 12022 08:00
13t 10.8684249 - Lng: 106.5967126
0D 19. L& Duin, B&n Nghé, Quan 1, Thanh phd H Chi Minh 70000

Check Out

[ Apri, 2022 17:00
#  Lat 108684249 - Lng: 106.5967126

00 19.1é Dusin B& Nghé. Quin 1. Thanh phé HO Chi Minh 70000

Close

Employee

Check In/Out
1. Open the app, click the Check In or Check Out button

~ My Check In-Out Manager View #* Human Resource View 1 Settings

[§ Checkin Check Out

2. Click the Check In/Out button in the popup
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Check In
08:00 - 17:00

Apr 4, 2022 22:54 (Asia/Saigon)

E S S

£

3 3p Tan Tién, Xudn Théi Déng. Hoc Mén, Thanh phd H8 Chi Minh, Vietnam

0 Meter (Lat: 10.8684249 - Lng: 106.5967126)

View Check In/Out

1. Click the eye icon to open the detail check in/out form

)

B3 View

08:00 - 17:00
© vees
Headquarter - IT

Apr 5, 2022 08:00 - 17:00

Check In

Apr 5, 2022 09:21
Lat: 10.8684249 - Lng: 106.5967126
3 p Tan Tién, Xuan Thdi Béng, Héc Mén, Thanh pha Ha Chi Minh, Vietnam

Check Out

Apr 5, 2022 09:21
Lat: 10.8684249 - Lng: 106.5967126

3 p Tan Tién, Xuan Théi Béng, Héc Mén, Thanh phé H8 Chi Minh, Vietnam

Close

2. Use the arrow icons to scroll to view more

[§ Checkin [] CheckQut

APR

- 17:00

eck In

Check Out

7o Open

https://Itaddins.com

APR APR

08:00 - 17:00 08:00 - 17:00
Check In Check In
Check Out Check Out
7 Open 3 Open
L] L ]

+84 946 579 539

= This Week

APR

08:00 - 17:00

Check In @
Aprd, 20222234

Check Out @
Apr 4, 2022 2342

7G* Open
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3. To change the filter and get all, use the filter dropdown
Check In Check O AT Th\sWeek@/
<05 This Week
(5 Last 7 Days
APR APR APR Al
£ Next 7 Days
7 6 5 4
0 Last 30 Days
B A
08:00 - 17:00 08:00 - 17:00 08:00 - 17:00 08:00 - 17:00
Check In Check In CheckIn @ Check In
Apr 5, 2022 09:21
Check Out Check Out Check Out @ Check Out
Apr 5, 2022 09:21
2 Open 2 Open 2 Open 3 Open
+ My Check In-Out Manager View £ Human Resource View £ Settings
E=3 Create Shifts 75> Open 47 Edit B Edit Check In-Out [i] Delete % Al ~  [al Report v
O Search
o Title Employee Start Time End Time Check In Check Out
V Harry (6)
08:00 - 17:00 Harry Apr 5, 2022 08:00 Apr 53,2022 17:00
08:00 - 17:00 Harry Apr 1, 2022 08:00 Apr1,2022 17:00 Apr 1, 2022 08:00 Apr1,2022 17:00
08:00 - 17:00 Harry Mar 31, 2022 08:00 Mar 31, 2022 17:00 Mar 31, 2022 08:00 Mar 31, 2022 17:00
08:00 - 17:00 Harry Mar 30, 2022 08:00 Mar 30, 2022 17:00 Mar 30, 2022 08:00 Mar 30, 2022 17:00
08:00 - 17:00 Harry Mar 29, 2022 08:00 Mar 29, 2022 17:00 Mar 29, 2022 08:00 Mar 29, 2022 17:00
08:00 - 17:00 Harry Mar 28, 2022 08:00 Mar 28, 2022 17:00 Mar 28, 2022 09:00 Mar 28, 2022 19:00
> Mike (8)
> Peter (B)

Filter dropdown & Search
Use the filter dropdown & search textbox to find

E=3 Create Shifts

o Open

£ Edit B Edit Check In-Out

[i] Delete

WA Report v
rh“@ P

O search
~  Title Employee Start Time End Time Check In
v Harry (6)
08:00 - 17:00 Harry Apr 53,2022 08:00 Apr 5, 2022 17:00

View Check In/Out

There are 2 ways to open
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- Click the ... icon at the right of the title column, then click the open button
- Select an item, then click the open button in the toolbar

53 Create Shifts }/’ Edit [E} Edit Check In-Out [i] Delete T Al ~ [l Report v

| S Search
~ Title Employee Start Time End Time Check In Check Out
~  Harry (6)
—
0800 - 17:00 : Harry Apr 5, 2022 08:00 Apr5, 2022 1700
0800-17:00 5 open | Apr 1,2022 0800 Apr1,2022 1700 Apr 1, 2022 0800 Apr 1,2022 1700
£ Edit
08:00 - 17:00 Mar 31, 2022 08:00 Mar 31, 2022 17:00 Mar 31, 2022 08:00 Mar 31, 2022 17:00
B Edit Check In-Out
0800 - 17:00 Mar 30, 2022 08:00 Mar 30, 2022 17:00 Mar 30, 2022 08:00 Mar 30, 2022 17:00
Tl Delete
0800 - 17:00 . Mar 29, 2022 08:00 Mar 29, 2022 17:00 Mar 29, 2022 08:00 Mar 29, 2022 17:00
@ Version History

Create the shifts or schedule tasks
1. Click the Create Shifts button in the toolbar

2. Input

Create Shifts

© 0800 -17:00

= |ﬂ Mike X ﬂ Peter X ﬂ Harry X

x
= | Apr 5, 2022 | @ on recurring

.
= | Apr 15, 2022 | @D nclude Weekend

e e ][ w7

| Headquarter

| Custom Title (255 Characters) | Show instead of time

Add a Note

e Employee field: Allow select multi employees
e Start & End Dates:
e If you schedule a task for one day= > switch to off recurring. If you schedule tasks for
multi-days => switch to on recurring

o If you schedule tasks for multi-days & include the weekend = > switch to include the

weekend.

e Times: Select the working time

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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e Location: Select the location where the employee works
e Custom Title: Change the title of the task. Default is the working time
3. Click the Save button

Edit a Shifts

There are 2 ways to open the edit form

e C(lick the ... icon at the right of the title column, then click the edit shifts button
e Select an item, then click the edit shifts button in the toolbar

In the edit form, you can change

B3 Edit Shifts

@ | 08:00 - 17:00

A ° Harry

B | Headquarter - IT

= | Apr 5, 2022

.|08 VHOO

Headquarter

Add a Note

o Title: The title of the shifts

e Department: The department of the employee
e Date & time: The date of the shifts

e Location: The location of the shifts

e Note

Edit Check In/Out
There are 2 ways to open the edit form

e C(Click the ... icon at the right of the title column, then click the edit check in-out button
e Select an item, then click the edit check in-out button in the toolbar

In the edit form, you can change

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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Edit Checkn In-Out

Shifts

2 08:00 - 17:00

A o Harry

Headquarter - IT
& Apr1, 2022 08:00 - 17:00

Headquarter (Lat: 10.8684249 - Lng: 106.5967126)

Check In

5 ‘Apr1,2022 Hos v|;|ou

‘ 108684249 - || 106.5957126 - ‘

1 8. L& Dudn, Bén Nghé, Quan 1, Thanh phd Hb Chi
Minh 70000

Check Out

‘Apr1,2022 Hﬂ v|;|00 v|

‘ 10.8684249 o || 106,5267126 o ‘

18. L& Dudn, Bén Ngh&, Quan 1, Thanh phd Hb Chi’
Minh 70000

A

Cancel Save

e Date & time check in/out
o The latitude & longitude
e The address

Delete Shifts
There are 2 ways to open the delete form

o Click the ... icon at the right of the title column, then click the delete button
e Select items, then click the delete button in the toolbar

Then click the delete button to confirm

Reports
There are 3 reports

e Detail: Export all information

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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Manager View > Detail

)

From Date To Date Department
| Select a Date = | | Select a Date = | | ~ |
Employee
X Clear ) Report Download as XLS
Check Check
Start End Check Check In Check In CheckIn  Check Check Qut  Check Out  Check!
# Employee Title Company Department In Qut
Time Time In Latitude Longitude TimeZone Out Latitude Longitude TimeZ«
Address Address
1 Mike
Apr Apr
08:00
Headquarter 5, 5
1.1 Mike - Headquarter
- 2022 2022
17:00
08:00 17:00
18.Lé 1B.18
Duén, Duén,
B&n Bén
Apr Apr Nghé, Nghé
08:00 Apr 1, Apr1,
Headquarter 1, 1. Quan 1, Quan
12 Mike - Headquarter 2022 10.8684249 106.5967126 Asia/Saigon 2022 10.8684249 106.5967126 Asia/Sai
-1T 2022 2022 Thanh Thanh
17:00 08:00 17:.00
08:00 17:00 phd Ha phé Ha
Chi Chi
Minh Minh
70000 70000
e Early/late: Export the check in-out to know who comes/outs early/late or on time
Manager View > Early/Late
From Date From Date Department
‘ Select a Date | | Select a Date ‘ ~ ‘
Employee
‘ Peter X Harry X ‘
X Clear [ Report Download as XLS
Entry Exits
# Employee Shifts Date Check In Check Out Total Hours Net Hours
Early Late Early Late
1 Harry
11 Harry 08:00 - 17:00 9.00 - - -
12 Harry 08:00 - 17:00 Apr 1, 2022 08:00 17:00 9.00 0.00 - - 0.00 0.00
13 Harry 08:00 - 17:00 Mar 31, 2022 08:00 17:00 9.00 0.00 - - 0.00 0.00
1.4 Harry 08:00 - 17:00 Mar 30, 2022 08:00 17:00 9.00 0.00 - - 0.00 0.00
15  Harry 08:00 - 17:00 Mar 29, 2022 08:00 17:00 %9.00 0.00 - - 0.00 0.00
1.6 Harry 08:00 - 17:00 Mar 28, 2022 09:00 19:00 9.00 -1.00 - 2,00 1.00
2 Peter
21 Peter 08:00 - 17:00 Apr 5, 2022 09:14 08:14 9.00 -1.24 -7.76 -9.00
22 Peter 08:00 - 17:00 Apr 1, 2022 028:00 17:00 9.00 0.00 - - 0.00 0.00
23 Peter 08:00 - 17:00 Mar 31, 2022 08:00 17:00 9.00 0.00 - - 0.00 0.00
24 Peter 08:00 - 17:00 Mar 30, 2022 08:45 17:00 9.00 -0.75 - 0.00 -0.75
25  Peter 08:00 - 17:00 Mar 29, 2022 08:20 17:00 9.00 033 - 0.00 -0.33
26 Peter 08:00 - 17:00 Mar 28, 2022 08:00 17:00 9.00 0.00 - - 0.00 0.00

o Monthly: Export by month with actual hours & net hours
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Staff Check In-Out

A Leng Trueng

My Check In-Out  [IManager View & Human Resource View 2 Setting:

mMonthty

Vear Maonth

Employes

O v < Qe < @ oo \

Year Meonth Department

| 2022 - ‘ April - ‘ |
Employee

| Peter X Hamry % |

X ce
To use the report, select the filter then click the report button
To export the data to the excel file, click the Download as XLS link

To back to the main view, click the link in the breadcrumb bar
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