UBIATTENDANCE

Admin Guide



Steps to Get Started for Admin

Reports

Summary Reports



Download the App

To download the app:

1.

Download the App through
the link provided or

Open Play Store / App Store.
Type “ubiAttendance” in the
search bar

Download the App by clicking
on the “Install icon”

After the App gets
downloaded it will be added
to the home screen

Open the App & signin
through your Email/Phone
no.

Best Employee
g Attendance tracking
App. Try Free.

Your Review

Developer contact



Register Organization




Register Organization

Select “Register Organization” on

login screen to register your

company as Admin & enter details.

1. Admin’s Name

2. Company’s Name

3. Enter Admin’s Mobile number. The
country code will be auto
populated

4. Admin’s Email ID

Enter Password

6. Click on “Register Organization”
button.

Your Company will be registered

successfully. Now explore Attendance

system as an Admin.
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Register your organization

Contact person
Organization name

Email ID




Login to the App

Login in any of the 2 ways:
Email as Username:
v Enter registered Email as User
name.
v'Enter Password
v'Click on Login Button
Phone no. as Username:
v Enter registered Phone no. as
Username.
v’ Enter Password
v'Click on Login Button
Admin will be logged in successfully
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Track Employee Attendance
| ocation)

Login or sign up

B - +91 2345678969
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By continuing, you agree to our
Terms & Conditions & Privacy Policy
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Add Employees



Admin can Add Employees in 3 ways

1.Add through 2.Add through 3.Import through
Mobile Admin Web Admin Web Panel
Panel Panel




Add Employee — Mobile Admin Panel

Select “Settings” from the home screen

1. Select “Employees”

2. Admin can view employee directory
from here.

3. Click on “Add” icon appearing on the
right corner.

4. Fill all the required details.

5. Select “Add”

Employee would be added successfully!

€& Add Employee
ntacts

Phone*

- +91 256965544 J

) Add Optional Details +




Add Employees — Web Admin Panel

Select “Employee” from the
home screen

1. Select “Add Employees”
2. Fillthe required details.
3. Click on “Save”

Employee would be added
successfully!

Focus Industrial Tools

Employees

& [R) Self Service & Employees Attendance

mr-a .. .

Basic Information

Email

Show More

Q Q0 ©& o | Upgrade




Import Employees — Web Admin Panel

Select “Employees” from the B[ e soe g Q08 o [w]nf)

Navigation bar

1. Go to “Import” icon
appearing on the right
corner. IporCtgry

2. “Download” sample file for 7= p @ D D\ | Fa
the reference. - S

3. “Upload” csv file. - — Paints t rememer

- " * Use the same format and column order as the sample file.
4 Client Zone ;
= ¢ File size must be under 5 MB.

€ Back to settings Close Settings %

Import Wizard

T Atendance

T chift Drop here to attach or Upload + Testimport with a small data set first.
. o v/} Max Size: 5SMB * First row must contain field names.
C I I C k I m po rt * All fields are mandatory:Employee Code, Date, Status, and Time.
* No duplicate entries allowed.
* Avoid special characters, filters, or images.
s Date format: DO/MM/YYYY or DD-MM-YYYY format.

Employees would be added
successfully!




Add Shifts



Admin can add shifts in 2 ways

1.Adding shift 2.Adding shift
through Mobile through Web
Admin Panel Admin Panel




Add Shifts — Mobile Admin Panel

Select “Settings” from the home screen

e

cr

Select “Shifts”

List of created shifts appears.
Click on “Add” icon appearing on the

right corner.

Select “Shift Type”.
Select “Shift Name”
Select “Shift Timings”

Click “Add”

Shift would be added successfully!

< Add Shift

& Fixed (O Flexi

Shift Name:
Shift Nam

{ Morning Shift ]

Shift Timings

09:00 AM X

06:00 PM X

Interim Attendance »

Advanced settings (including Holiday and Weekly off)
can be done in the web panel




Add Shifts — Web Admin Panel

Select “Settings” from the

Navigation bar s

1. Select “Shifts”

List of created shifts appears.
Click on “Add Shift” icon
appearing on the right corner.
Select “Shift Type”

Enter “Shift Name”

Select “Shift Timings”
Configure shift calendar

I

= en P e

Click “Submit”
Shift would be added
successfully!

() Self Service

Shift Type *

Fixed Shift

Start Time *

08:00 AM

Shift Hours

0%:00

Shift Calendar

Days

Sunday

Monday

Tuesday

Wednesday

Friday

[} Attendance 3] Leave Payroll (@ Payroll

Q 0 @& o

Shift Name * Multiple Time infTime out *
~ Marning Shift Yes (8) Mo

End Time *

06:00 PM

Warking Hours

el Add Grace and Break Time +

Lst Week 2nd Week 4th Week 5th Week

[ Work Day v] [ Work Day v] [erDay ] [ Work Day v] [ ‘Wark Day v]
[ Work Day v] [ Work Day v] [erDav ] [ Work Day v] [ Wark Day v]
[ Work Day v] [ Work Day v] [erDav ] [ Work Day v] [ Wark Day v]
[ Work Day v] [ Work Day v] [ Wark Day ] [ Work Day v] [ Work Day v]
[ Work Day v] [ Work Day v] [erDav ] [ Work Day v] [ Work Day v]
[erDay v] v] [erDay ] [Wﬂ‘iﬂay v] [Wlkﬂav v]
[ 1 | (—— | (— | [ 1



Add Designhation




Admin can add designhations in 3 ways

1.Adding through
Mobile Admin
Panel

2.Adding through
Web Admin
Panel

3.Importing
through Web
Panel




Add Desighations — Mobile Admin Panel

Select “Settings” from the home screen

1. Select “Designations”

List of created designations appears.

3. Click on “Add” icon appearing on the
right corner. O—

4. Enter “Designation” S

5. Select “Status”

)=

Add Designation

Click “Save”

Designation would be added successfully!




Add Designation — Web Admin Panel

Click “Settings” Icon from home
screen

1. Select “Designations”

2. List of created designations
appears. £ Add Designation

3. Goto “Add” icon appearing I
on the right corner. Team Lead
4. Enter “Designation”

Select “Status” . m

Click “Save”

o

Designation would be added
successfully!



Import Desighations — Web Admin Panel

Select “Settings” from the home

screen
1. Select “Designations” .
. . . Import Wizard
2. List of created designations
a p p e a rS . Import Category
3. Goto “Import” icon appearing e P @ ) [5 | @

¥ Attendance

on the right corner. s
0y Location
4. Download sample file for e - Pt

o Use the same format and column order as the sample file.

re fe re n C e " T e & o File size must be under 5 MB.
D Grade Orop here toattach or Upload o Testimport with a small data set first.
5 “ U p I oa d” F i I e ¥ Max Size. 5MB o First row must contain field names.
’ T Zone + Al fields are mandatory.

+ No duplicate entries allowed.

6 . S e I e Ct l‘I m po rt” ¥ Client Zone * Avoid special characters, filters, or images.

¥ Document

T Employment Type

Designations would be added in -
bulk.




Add Department



Admin can add department in 3 ways

1.Adding through
Mobile Admin
Panel

2.Adding through
Web Admin
Panel

3.Importing
through Web
Panel




Add Desighations — Mobile Admin Panel

Select “Settings” from the home screen

1. Select “Organization”

List of created department appears.

3. Click on “Add” icon appearing on the right
corner.

4. Enter “Department”

5. Select “Status”

e

Click “Save”

Department would be added successfully!

Add Department

Department Name *

Title




Add Department — Web Admin Panel

Select “Settings” from the home
screen

1. Select “Department”

2. List of created department
appears.

3. Goto “Add” icon appearing
on the right corner.

4. Enter “department”

5. Select “Status”

Click “Save”

Department would be added
successfully!

Add Department

Department Mame *




Import Department — Web Admin Panel

Select “Settings” from the home
screen

1. Select “Department”

2. List of created departments
appears.

3. Goto “Import” icon
appearing on the right
corner.

4. Download sample file for
reference ”

5. “Upload” File

6. Select “Import”

Departments would be added
successfully in bulk!

Import Wizard

Import Category

T reers @

T Attendance Prepare your data

'F Location

? Department Upload Document

T Designation

= Drap

4 Grade
¥ Zone
"F‘ Client Zone

F Document

T Employment Type

=

&
1ere to attach or Upload

Size: SMB

(&

Data Mapping

Points to remember

o Uze the same format and column order as the sample file.
¢ File size must be under 5 MB.

» Testimport with a small data set first.

» First row must contain field names.

o All fields are mandatory.

o Mo duplicate entries allowed.

» Avoid special characters, filters, or images.







Web Panel



Overtime — Web Admin Panel

= (@) Self Service &, Employees a Attendance B8] Leave Fayroll B Performance v Timeshest | Payroll Q n @ [} ﬂ
|
Ubitech Solutions Pvt. Lid. *

€ Daily Attendance Report s ace
9
Ce
@ {3 Search <« U4 Aug, 2025 > & Filter }jl o Ll
m Employee Mame Shift Hours ‘Worked Hours Late Hours Early Hours
4’ Aashi rajpoot 0000 00:00 00:00 00:00 0000
g Abhay Kushwah 09:00 09:18 00:00 00:00 0018

Abhaytest 00:00 00:00 00:00 00:00 0000

Abhishek Parmar 03:00 09:00 0015 00:00 00:00

Acer 00:00 00:00 00:00 00:00 00:00

Aditya Goyal 09:00 09:21 00:00 00:00 0021

Afreen khan 09:00 08:51 00:02 00:00 -0:09

Afseen Khan 09:00 09:10 00:00 00:00 0010

Akash Singh gth 00:00 00:00 00:00 00:00 0000

Amit 00:00 00:00 00:00 00:00 0000



Late comers — Web Admin Panel

Q UBIATTENDANCE

Today's latecomers

|Cnmr || Csv || Excel || PDF |

Ubitech Solutions Pwi. Lid.

Employee Name Time in Time out Status Overtime Time in Grace
05/08/2025
Suraj Tiwari General Shift (09:30 AM - 06:30 PM) 03:45:45 00:00:00 Present 00:00:00 09:45:00
Regendra General Shift (09:30 AM - 06:30 PM) 10:02:29 00:00:00 Present 00:00:00 09:45:00
Ashish Dwivedi General Shift (09:30 AM - 06:30 PM) 09:53:42 00:00-00 Present 00:00:00 09:45:00
Kunal Wadhwani General Shift (09:30 AM - 06:30 PM) 10:03:13 00:00-00 Present 00:00:00 09:45:00
‘Vizghal Gupta General Shift (09:30 AM - 05:30 PM) 09:46:07 00:00-00 Present 00:00:00 09:45:00
Divyani Chandoriya General Shift (09:30 AM - 06:30 PM) 09:45:16 00:00:00 Present 00:00:00 09:45:00
‘Vanshika Parihar General Shift (09:30 AM - 06:30 PM) 09:46:10 00:00-00 Present 00:00:00 09:45:00
Muskan bano General Shift (09:30 AM - 06:30 PM) 09:45:16 00:00:00 Present 00:00:00 09:45:00
Piyush Singh Bais General Shift (09:30 AM - 06:30 PM) 09:47:45 00:00-00 Present 00:00:00 09:45:00
Ashad khan General Shift (09:30 AM - 06:30 PM) 09:47:46 00:00:00 Present 00:00:00 09:45:00
Ankur Dwivedi General Shift (09:30 AM - 06:30 PM) 09:53:51 00:00-00 Present 00:00:00 09:45:00
Mazia Khan General Shift (09:30 AM - 06:30 PM) 09:45:56 00:00-00 Present 00:00:00 09:45:00

Showing 1 to 12 of 12 entries




App Reports



Report List— Mobile Admin Panel

Attendance Reports

Daily Attendance

>

Present & Absent Employees
Early Birds >
Get Early Comers list

ﬁ', Late Comers 5
Get the Late Comers List

@ Early Leavers N
Get the Early Leavers List

m By Department >
Attendance by Department

® By Shift >

Attendance by Shifts

Month wise Attendance
Attendance of the month

v




& Late Comers

Date

¥ 01-08-2025

Total Late Comers: 19

Vishal
Gupta

Name
Namisha
Jain

] Krishna
o Kushwah
. Y
Priyanshi
Sharma

{ ‘ Arshi khan

Jai Mahesh
wari

s
8-

| Ankur
Dwivedi

L J Divya

Shift

09:30 - 18:30

09:30 - 18:30

09:30 - 18:30

09:30 - 18:30

09:30 - 18:30

09:30 - 18:30

08:00 - 11:20

09:30 - 18:30

na-3n - 1830

Time In

14:23

10:04

14:25

13:57

11:02

14:39

14:53

09:55

na-s1

Late comers — Mobile Admin Panel

<] B B

Late by

00:23

00:19

00:25

04:12

01:17

00:39

06:53

00:10

nn-NR




Department wise Attendance Report — Mobile Admin Panel

Scree n . 04-08-2025
1. Tap on attendance

2. Select “By Department” u— — Time out
3. Select the date srer i S 4

26.2052481,78.1638294

4. Admin can download attendance Time out: s

Abhishek Parmar

reports of all departments at once. el il Tl !
5. Admin can select the

Aditya Goyal

department & then download the e, )

Time Out :

26.2067815,78.1633906.

report of particular department as s

Time In : 57, Nadi Gate 2

CSV or PDF. =

26.2051934,78.163822.....

Ankur Sharma
Time In : MLB Road, MLB 02:44
Road, S e Ki Chhaoni = 9
» |
Time Out: 57, Nadi Gate
Rd, Jayendragar shka.

Apeksha aupta




Summary Reports



Today’s Attendance Report — Web Admin Panel

UBIATTENDANCE
Today's Attendance Summary
[04-Aug-2025 ]
Present
5.No. Employee Code Employee Time In Time Out
1 UEID0553 Abhay Kushwah 05:44 19:02
2 UEIDDMTE Abhishek Parmar 10:00 19:01
3 UEIDOT0S Aditya Goyal 09:23 18:44
4 UEI00&55 Afreen khan 0947 18:39
5 USPLO0839 Afseen Khan 09:22 18:32
3 UEIDOTS Ankita Sharma 09:28 1835
7 UBIO0T 14 Ankur Dwivedi 09:43 18:59
8 UBI00597 Ankur Sharma 09:44 15:01
9 UEIDOT12 Apeksha gupta 09:36 19:01
10 UEIDDGTS Arshi khan 09:37 18:38
1 UEIDD189 Ashish Dwivedi 09:43 19:00
12 UEID0200 Bazmi uddin 09:42 19:02
13 USPLOOTIS Deepa Shakya 08:32 1341
14 UBI00625 Disha Mourya 09:54 18:38
15 UEIDD409 Divya Batham 09:45 15:45
16 USPLOO0S29 Hansika Datey 09:50 18:59
17 UEI00637 Harsh Chaurasiya 05:44 18:34
158 UEID0547 Harsha Baghel 09:45 18:45




Yesterday’s Attendance Report — Web Admin Panel

UBIHRM

Yesterday's Attendance Summary

[ 04-Aug-2025 ]
Present
S.No. Employee Code Employee Time In Time Ot
1 UBINDS553 Abhay Kushwah 0944 19:02
2 UEIND1TE Abhishek Parmar A0:00 19001
3 UBINOT0E Aditya Goyal 0923 15:44
4 UBINDES5S Afreen khan 0947 18:39
5 USPLOOS3S Afseen Khan 0922 1832
5 UEINOTS Ankita Sharma 0923 18:35
T UEIOOT14 Ankur Dwivedi 0943 18:59
5 UBIN0S97T Ankur Sharma 0944 19001
a UBIDDT12 Apeksha gupta 09:356 19:01
10 UBINIETS Arshi khan 09:37 18:35
bl UEIND139 Ashish Dwivedi 0943 19:00
12 UBI00200 Bazmi uddin 0942 19:02
13 USPLOOTSE Deepa Shakya 03:32 1341
14 UBINDE25 Disha Mourya 0954 18:35
15 UEID0409 Divya Batham 0945 15:45
16 UsPLOOS29 Hansika Datey 0950 18:59
17 UBI00E3T Harsh Chaurasiya 0944 18:34
15 UEID0S547T Harsha Eaghel 0945 15:45
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Weekly Attendance Report — Web Admin Panel

() Self Service & Employess @ Attendance

Ubitech Sclutions Pvt. Lid.

(_

Q) Search

Employse Name
Aashi rajpoot
Abhay Kushwah
Abhaytest
Abhishek Parmar
Acer

Aditya Goyal
Afreen khan
Afseen Khan

Akash Singh gtb

Amit

Attendance Weekly Report

Shift Hours

00:00

4500

00:00

4500

00:00

45:00

3130

4500

00:00

00:00

5] Leave

Worked Hours
00:00
26:13
00:00
26:13
00:00
26:44
11:48
27:08
00:00

00:00

. Payroll [E] Performance

Leave Days

% Timeshest

Absent Days

|E Payrall

Half Days

Time Off

00:00

00:46

00:00

00:00

00:00

00:00

00:00

00:00

00:00

00:00

<

Late Hours

00:00

0000

0000

0015

0000

00:00

0029

0000

00:00

0000

05 Aug. 2025 3

Early Hours

0000

-18:30

0000

-18:30

00:00

-18:30

-18:30

-18:30

0000

00:00

[

8 o 9

Filter 1. 00 <

Under/Over Time
00:00

-18:47

00:00

-18:47

00:-00

-18:16

-19:42

-17:54

00:00

00-00




Thank You



