
Admin Guide



Steps to Get Started for Admin

Register Organization

Login

Add Employees

Configure Shifts, Designation & Department

Reports

Summary Reports



Download the App

To download the app:
1. Download the App through

the link provided or
2. Open Play Store / App Store.

Type “ubiAttendance” in the
search bar

3. Download the App by clicking
on the “Install icon”

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

5. Open the App & sign in 
through your Email/Phone 
no.



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
5. Enter Password
6. Click on “Register Organization”

button.
Your Company will be registered 
successfully. Now explore Attendance 
system as an Admin.



Login in any of the 2 ways:
Email as Username:

✓Enter registered Email as User
name.
✓Enter Password
✓Click on Login Button

Phone no. as Username:
✓Enter registered Phone no. as
Username.
✓Enter Password
✓Click on Login Button

Admin will be logged in successfully

Login to the App



Add Employees



Admin can Add Employees in 3 ways

1.Add through 
Mobile Admin 

Panel

2.Add through 
Web Admin 

Panel

3.Import through 
Web 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!



Select “Employee” from the
home screen

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

Employee would be added
successfully!

Add Employees – Web Admin Panel



Import Employees – Web Admin Panel

Select “Employees” from the
Navigation bar
1. Go to “Import” icon 

appearing on the right 
corner.

2. “Download” sample file for
the reference.

3. “Upload” csv file.

Click “Import”

Employees would be added 
successfully!



Add Shifts



Admin can add shifts in 2 ways

1.Adding shift 
through Mobile 

Admin Panel

2.Adding shift
through Web
Admin Panel



Add Shifts – Mobile Admin Panel

Select “Settings” from the home screen

1. Select “Shifts”
2. List of created shifts appears.
3. Click on “Add” icon appearing on the

right corner.
4. Select “Shift Type”.
5. Select “Shift Name”
6. Select “Shift Timings”

Click “Add”

Shift would be added successfully!



Add Shifts – Web Admin Panel

Select “Settings” from the
Navigation bar

1. Select “Shifts”
2. List of created shifts appears.
3. Click on “Add Shift” icon

appearing on the right corner.
4. Select “Shift Type”
5. Enter “Shift Name”
6. Select “Shift Timings”
7. Configure shift calendar

Click “Submit”
Shift would be added
successfully!



Add Designation



Admin can add designations in 3 ways

1.Adding through 
Mobile Admin 

Panel

2.Adding through 
Web Admin

Panel

3.Importing 
through Web 

Panel



Add Designations – Mobile Admin Panel

Select “Settings” from the home screen

1. Select “Designations”
2. List of created designations appears.
3. Click on “Add” icon appearing on the

right corner.
4. Enter “Designation”
5. Select “Status”

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.
3. Go to “Add” icon appearing

on the right corner.
4. Enter “Designation”
5. Select “Status”

Click “Save”

Designation would be added
successfully!



Import Designations – Web Admin Panel

Select “Settings” from the home
screen

1. Select “Designations”
2. List of created designations

appears.
3. Go to “Import” icon appearing

on the right corner.
4. Download sample file for

reference ”
5. “Upload” File
6. Select “Import”

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 Designations – Mobile Admin Panel

Select “Settings” from the home screen

1. Select “Organization”
2. List of created department appears.
3. Click on “Add” icon appearing on the right

corner.
4. Enter “Department”
5. Select “Status”

Click “Save”

Department would be added successfully!



Add Department – Web Admin Panel

Select “Settings” from the home 
screen

1. Select “Department”
2. List of created department

appears.
3. Go to “Add” icon appearing

on the right corner.
4. Enter “department”
5. Select “Status”

Click “Save”

Department would be added 
successfully!



Import Department – Web Admin Panel

Select “Settings” from the home 
screen

1. Select “Department”
2. List of created departments

appears.
3. Go to “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!



Reports



Web Panel



Overtime – Web Admin Panel



Late comers – Web Admin Panel



App Reports



Report List– Mobile Admin Panel



Late comers – Mobile Admin Panel



Department wise Attendance Report – Mobile Admin Panel

Select “Reports” from the home 
screen.

1. Tap on attendance

2. Select “By Department”
3. Select the date
4. Admin can download attendance 
reports of all departments at once.
5. Admin can select the 
department & then download the
report of particular department as
CSV or PDF.



Summary Reports



Today’s Attendance Report – Web Admin Panel



Yesterday’s Attendance Report – Web Admin Panel



Weekly Attendance Report – Web Admin Panel



Thank You


