ATTENDANCE& TEAM

MANAGEMENT SYSTEM

XgenPlus Email App has emerged to relieve the hard work of HR [ Managers to manage the company’s
employees and Team member’s attendance. Managing the location and attendance of field [ remote
workers have become easy as this can now be done through the XgenPlus Attendance Management
System.

This feature allows HR to manage employee’s attendance and keep track of the field team. Now
employees can mark their attendance remotely from the app itself and share their live location as well.
XgenPlus attendance management system is built within the email app that eliminates the need to
install any third-party application(s). Admin gets access to decide the tracking of an individual or a
group of individual. Admin can enable the tracking fully or partially as per the usiness requirement.

Need For Attendance Management System

Tracking and managing Attendance is a crucial part of any organization’s employee management
protocol. It is a complex task for the management to track and mark the presence/absence of each
and every employee working on field/remotely.

Attendance marking is a tedious job for the employees who need to visit the office to mark the
attendance and then go on the field for the work. Still, the employer is not sure about the current work
location of his team. This calls for an urgent need for the workforce system to integrate attendance
management with the app and with the payroll system.

With the Geo Tracking System built within the XgenPlus mobile app, the manager can how have access
to know the location of his team. XgenPlus attendance marking system can bring the ease of tracking
and managing the attendance. Employees can check in and out & share live location from the mobile
app anytime; anywhere.HR can have the record and validate the marked attendance for off campus
employees.

XgenPlus mail app is integrated with the payroll system so the moment employee marks the
attendance; it directly gets updated in the payroll system making the process seamless and error free.

Install the XgenPlus Email app and open.
Accept the permissions and Tap “Next”.
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App Permissions Welcome to XGenPlus

XGenPlus will request the following permissions XGenPlus is a powerful free email client for Android.
whenever needed. Why we need them is explained )
below Its improved features include:
* Push mail using IMAP IDLE
* One-to-one chat
) Calendar « Call log backup
App is permitted to synchronize with web mail for = Call Recording (optional backup)
alerts and notifications. « Push mail using IMAP IDLE
= SMS log backup
= Chat Conferencing
= Better performance
Contacts = Message refiling
App s permitted to quickly show you contacts * Email signatures
with email address while sending emails and * Boo-to-self
optionally synchronize with web mail. * Folder subscriptions
« All folder synchronization
* Return-address configuration
. « Keyboard shortcuts
Location « Better IMAP support
¥We do not track you and ensure your privacy. Your = Saving attachments to 3D
organisation has requested to support you with « Empty Trash
location services. = Message sorting
= IDN (Internationalized domain name) Compliant
« EAl (Email Address Internationalization) Compliant
* Delivery and Read Notifications
Storage « OTP Code without SMS
App is permitted to quickly show you pictures / = _.and more

document to attach while sending emails and save
when you download them.
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Now, enter your display name
and Tap “Next”
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You're almost done!

Enter your Email _ID and Password
(Provided by your admin).
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Set up a new account

Priyanka

Type your name (displiys on oulgoing messages)

Priyanka Gupta

e/

Tap on allow permissions of
contacts & calendars.

Go to the menu option and tap on
“Attendance”.

priyanka.g@dil.in
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Account Setup

Please enter your email address and
password to setup an account.

Emall agddress

priyanka.g@dil.in

Password
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Casel) If you tap on the option No.

The app will bring you to the next step
where it will ask you to apply
leave on employee portal.

Tap on “Apply Now” it will get redirected

to the employee portal
where you can apply for the leave.

6

11:10 * ==

&« Attendance

Good Morning -I:i

® 1110 Wednesday, 02 Feb

Are you joining work today?

Remind me later




Case 2) If You tap on the option Yes.

The app will mark the attendance time
from the server and your official work will
start from that time. Now Tap on “Mark
my attendance” to mark attendance.

8

1102 % 464 o @ 5 49%a

&« Attendance

Good Morning O
® 11:02 Wednesday, 02 Feb Mark leave for today.

Your HOD will be notified and your leave account will
be updated.

Official work starts at 11:02 Erfar e

® 57, Vishnupuri, Green Hagar, Vasundhara Colony, i

= Durgapura, Jaipur, Rajasthan 202018, india Please Do not consider your leave approved

un you Nave taken penmission -rr::‘.‘ :.':-"l..l'
I am at my : HOD

@ Office C} Home I‘:} Out for office work

Mark my attend Refresh Locati

N /

Now, when you tap on the “Attendance”
option again then your actual working
hours will be counted from start time till

When you tap on “Record my Timing”,
time will be updated in the payroll
system.

this time.
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= Attendance

Good Morning ﬁ-
Good Morning -ﬁi

© 11:04 Wednesday, 02 Feb
© 11:04 Wednesday, 02 Feb

1103 AM

E 57, Vishnupurl, Green Magar, Vasundhara Colony,

.

57, Vishnupur, Green Magar, Vasundhara Colony, Durgapura, Jaipur, Rajasthan 302018, India
= Durgapura, Jalpur, Rajasthan 302018, India

il 11 04 AM
1 04 AM

-] 57, Vishnupuri, Green Nagar, Vasundhara Colony,
Durgapura, Jaipur, Rajasthan 302018, india

57, Vishnupuri, Green Nagar, Vasundhara Colony,
= Durgapura, Jaipur, Rajasthan 302018, India

(¥ Your timing has been successfully
| am at my : submitted.

@ Office I::]' Home Il:'ll Out for office work
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Case 3) If You tap on the option
“Remind Me Later”

You can set reminders to mark

Set reminder time and attendance at your set time. Tap on
tap on OK “Set Reminder”
: o
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€<  Attendance

Good Afternoon 120

03:45 PM Friday, 05 Jul

Remind me at : Set time ~

CANCEL Ok

N /

Save My Location

Employee can save his live location and
share it with anyone. To share the live

At the set time, a push notification will )
locations go to menu and tap on “Save

appear on your mobile screen. Tap on

the notification and mark your My Location®.
attendance. Once the location is enabled, your
reporting (concerned person) can view
@ the locations as per his requirement.
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Now tap on “Share” to share
the location
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Location saved successfully.
Do you want to share your location

CANCEL  SHARE
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Save My Location

Enter the place name
and tap OK.
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<  Save My Location

Save place as

[ Data Ingenious global limited ]

Lat: 26.8508403

Long : 75.7885264

Address : 57, Vishnupuri, Green Nagar,
Vasundhara Colony, Durgapura, Jaipur,
Rajasthan 302018, India

N /

Sense

Sense feature option is for the managers
handling the team. The manager can
check all the locations saved by his team
at different locations.

Let's say, the admin has enabled your
location tracking with a condition that
after hour the location should be
captured, so after every hour the app will
automatically send the updated location
of the field employee to the admin /
HOD which will be visible in the sense
feature.
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Save place as
[ Data Ingenious global Iirnitecl ]
Lat : 26.8508403
Long : 75.7885264
Address : 57, Vishnupuri, Green Nagar,
Vasundhara Colony, Durgapura, Jaipur,
Rajasthan 302018, India
Share via
© ¢ 8 @
Transfer WhalsApp Skype Xgenplus
data-free Chat
Linkedin Facebook  Messaging  XGenPlus
\ Cancel /

Try out the attendance feature in XgenPlus.

. e
Download XgenPlus Email App how.

In case if you face any kind of issue email

us at: support@dil.in
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https://xgenplus.page.link/app



