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ESS Employee Window

1. Upgraded the ESS Dashboard with enhanced insights and real-time visibility, including total working time

since login, leave summaries, and monthly Present, Absent, and Late Arrival tracking based on the mid-
month attendance cycle concept.

New / Upgraded Feature: New
Category / Sub Category: Dashboard
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2. Enabled quick request submission for absent days directly from the attendance calendar through the
dashboard.

New / Upgraded Feature: New
Category / Sub Category: Dashboard
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3. Employees can now view weekly colleague birthdays, work anniversaries, and their pending leave
requests directly on the dashboard for quick and easy access.

New / Upgraded Feature: New
Category / Sub Category: Dashboard
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4. Employees can now view their recent leave requests directly on the dashboard, helping them plan
vacations more effectively.

New / Upgraded Feature: New
Category / Sub Category: Dashboard
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5. Employees can now view their weekly and monthly leave statistics, including consumed leave
types with detailed counts.

New / Upgraded Feature: New
Category / Sub Category: Leave/Compoff
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Employees can now track the workflow status of each leave request to easily identify where the
request is currently pending.

New / Upgraded Feature: Upgarded
Category / Sub Category: Leave/Compoff
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7. Employees can now view self and team attendance statistics and check the current day’s assigned

shift timing

New / Upgraded Feature: New
Category / Sub Category: Attendance/Shift/OT
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8. Employees can now view HR policies on the ESS portal for quick and easy reference.

New / Upgraded Feature: New
Category / Sub Category: Attendance/Shift/OT

Attendance Policy

Full day attendance requires a minimum working duration of 4h 00m.

Working less than 6h 00m Is counted as a half day.

A grace period of § Min for late arrival and § Min for early departure Is allowed.
A single punch record is treated as No System Entry (S.6) +Absent day.

1f an employee is late for | consecutive days, they will be marked as Half Day.

Early departures are also counted alongside late arrivals.

Leave is deducted after O consecutive late days when the late duration exceeds 3 Mins.

Overtime is calculated using the Total Duration - Shift Hours formula.
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9. Monthly Present, Absent, and Late counts, along with total OT hours, are now calculated
based on the mid-month attendance cycle concept.

New / Upgraded Feature: New
Category / Sub Category: Attendance/Shift/OT
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Employees can now view the complete holiday list along with counts based on mandatory

and restricted categories, as well as upcoming holidays, to help plan their vacations and
for easy reference.

New / Upgraded Feature: Upgraded
Category / Sub Category: Public Holiday

Holidays
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11. Employees can preview net pay for the current month and financial year prior to generating the
salary payslip, and also access the current month’s pay slip history.

New / Upgraded Feature: New Category / Sub Category: Payroll - Pay slip
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12. Employees can quickly review total submitted entries along with their status, as well as expense
and advance details in a consolidated view.

New / Upgraded Feature: Upgraded
Category / Sub Category: Payroll - Expense / Advance
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13.Employees can now view the total document count along with a detailed document list in the
employee profile window.

New / Upgraded Feature: Upgraded
Category / Sub Category: Employee Profile
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15.Managers can now filter pending requests by type, enabling quicker and more efficient bulk approvals.

New / Upgraded Feature: Upgraded Category / Sub Category: Manager - Inbox - Pending -Attendance
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16. Introduced a centralized manager dashboard with real-time team analytics, showing on-time, late,

remote check-ins & WFH/OD counts, along with today’s leave list and employees yet to check in.

New / Upgraded Feature: New

Category / Sub Category: Manager -> Dashboard
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17. Managers can view a monthly team leave calendar showing all leave records of their direct reports.

New / Upgraded Feature: New
Category / Sub Category: Manager - Dashboard
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18. Managers can review and manage employee leave requests, along with a consolidated monthly view
of employees with leave without notice, frequent leave takers, and those with no leave history in a single
window.

New / Upgraded Feature: New
Category / Sub Category: Manager - Leave Management

25 sohcm.com/SmartApp.

ESS2/MainPage/Menu Q W [{ e} c & @ work

aSman f Morning, UmmeHabiba A @ e

Leave Management

Moath vty

Leave Without Notice

e Magaratna D Kumbar
. Anjum Saratra Shrshott

No Leave Availed

' Gumvant Join
e Mohammed Kait

Frequent Leave Taker

e Nogaratns O Kumbar

. Anpum Saratray Shirahatts

P veloties Restred Vohasy

Employee Leave Entries

Leave Management

@ =

=

’ Sachin Khatavate




Page |11

19. Reduced manual tracking through automated statistics and summaries, including on-time employees
and late comer lists with their average monthly work duration and OT hours.

New / Upgraded Feature: New

Category / Sub Category: Manager > Attendance Management
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20. Managers can quickly review total employee-submitted expense, travel, and advance entries along
with their statuses (approved, applied, or declined) in a consolidated view.

New / Upgraded Feature: Upgraded

Category / Sub Category: Manager = Expense / Travel / Advance
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21. Managers can review the total applied, approved, and declined exit requests, along with average notice

period details.

New / Upgraded Feature: Upgraded

Category / Sub Category: Manager = Employee Exit Request
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Mobile App Window

1.Employees can view manager remarks and the approver’s name for leave requests and
punch/attendance regularization entries in the mobile app.

New / Upgraded Feature: New Category / Sub Category: Leave Entry & Swipe details
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2. Employees can apply for Attendance Regularization directly from the swipe details window by
clicking the Apply button, making it easier to identify missed punches and submit regularization
requests.

New / Upgraded Feature: Upgraded Category / Sub Category: Swipe details
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3.Enhanced visibility of comp-off details, including WOP dates, leave dates, approver names, comp-off
earned/applied details, and approval status, helping employees track entries and plan vacations
effectively.

New/Upgraded Feature: Upgraded Category/Sub Category: Compoff Grant & Entries
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4.Employees can apply for Restricted Holidays directly from the Public Holiday window by clicking the
Apply button, making it easier to identify RH holidays and submit requests.

New / Upgraded Feature: Upgraded Category / Sub Category: Public Holiday
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5.Managers can now view employees’ applied leave sessions under the application type and search
requests by employee code, employee name, remarks, and leave type code.

New / Upgraded Feature: Upgraded Category / Sub Category: Manager -> Leave Entry
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6.Managers can now view Employees Restricted Holiday (RHO) entries in a separate window, where they
can approve or decline requests easily.

New / Upgraded Feature: New Category / Sub Category: Manager -> RHO Entry
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7.Managers can view employee swipe details with application type (such as Att Reg, Android, or web Att
punch) and search entries by employee name, code, marking type, and remarks for clear visibility and
tracking.

New / Upgraded Feature: Upgraded Category / Sub Category: Manager -> Swipe Details

J00m R . O ®.d0%%
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8.Advanced dashboard for employees to quickly view total, active, and pending advances, with filters for
status such as active, approved, and declined.

New / Upgraded Feature: New Category / Sub Category: Advance

=
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9.EMI schedule tab for each advance entry with a clear repayment progress bar for better tracking of
recovery status.

New / Upgraded Feature: New Category / Sub Category: Advance - View EMI Schedule

<  Advance ( Apply |
= EMI Schedule x
Advance
Total Advances Active Advances Pending Recovery
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Principal o Progress
100,000 2/60
o Approved  Applied  Decline  Active  Completed
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®
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Installment Details
1
0% , 980 °
, ¥.980
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10.Managers can now search requests by employee, category, remarks, and more, with dedicated tabs for
Applied, Approved, Declined, and All for improved visibility and clarity.

New/Upgraded Feature: Upgraded Category / Sub Category: Manager - Expense / Travel /
Advance

€ Travel Request
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£ May 2026
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11.0nce the address details are saved, provide an integrated Maps feature that allows employees to
review and confirm the saved location accurately.

New / Upgraded Feature: Upgraded

Employee Details

o Address

RESIDENTIAL
Magdi Road
© Bangalore  Kamataka ~ # 560023

</ Open in Maps

aso
832

Category / Sub Category: Employee Profile

12.Employee contact details include multiple contact types such as Phone, Email, and WhatsApp, along
with integrated quick-access options that directly open the respective apps for seamless communication.

New / Upgraded Feature: Upgraded

Employee Details

@ Contact

it wHaTSAPP
+91 7775554430

AJAY PHONE
+91 BB31110007

Category / Sub Category: Employee Profile
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13.When dependent details are added along with contact numbers, provide quick-access options that
directly open the Phone app for easy and instant communication.

New / Upgraded Feature: Upgraded Category / Sub Category: Employee Profile

<  Employee Details

B l{ependenis + A
02 0ct 2025
9876543216 © Kar
Q Call Test
P AK BROTHER
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@ Ccall AK
FRIEND
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2
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Y call Anwar
o Open with Phone
FRIEND 2
o Kaif
2
19 Nav 2025
8964452316 Karnataka
. Use a different app
W Call Kaif

888
558

14.Managers can apply filters in the Inbox/Pending Approvals section to review and process requests
efficiently, enabling easier bulk approvals.

New / Upgraded Feature: Upgraded Category / Sub Category: Inbox

O T O .4095%

Filter Types x

selected

& Select All O Clear All

£ Leave Request

©  Outdoor Duty

©  Comp Off Request

Attendance Regularization

%
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< ©) ]
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15.Employees can adjust the screen display to different resolutions via the Appearance option for better
usability and viewing experience.

New / Upgraded Feature: New Category / Sub Category: Profile
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Payroll

1) Enhanced Payroll Advance Options and Payroll Reports features designed to provide clear visibility and a simple,
easy-to-understand view for managing payroll advances and accessing payroll summaries.

New / Upgraded Feature: New Category / Sub Category: Advance Option & Payroll Reports

o Wame Options Settings
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k Form 24Q Statutory Settings EIT & Form 16 4 LTA Settings &= FBP [ Reimbursement 11 Payroll Analysis
IT Summary Override TDS S Cheque [ Cash - Form 16 .
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2 Fe Aditya 1,403,600.00
5 F18 Kaif -50,000.00

s ner page

TOTAL TAXABLE INCOME

T  taxeavaBLe T

242,736.00

0.00

Employes Code

TAX DEDUCTED

20,22800

0.00

View Salary Details

View Salaty Details

fabikare

IT & Form 16

4 LTA Settings

& FBP / Reimbursement

Il Payroll Analysis

FBP Declaration

Reimbursement

Reimbursement

¢ Accumulated
= Bonus

b .}
(-] * =" Aliotment = Sheet
etical &
@ Reimbursement Proof List
Manage and approve employee reimbursement proof submissions
&, TOTAL @ RS L oK @ WAIT
10 65,443 2 8
TOTAL REG TAL AMOUNT APPROV ENE
Employee Name Employee Code
EMPLOYEE NAME T SALARY HEAD T AMOUNT T  aerroven T pavymonTH T
Aslam
e Fuel Allowance 2,026.00 Pending Jan-1800

Accumulated
Gratuity

View accum

MODIFIED DATE Y

08-May-2026

+ Add New Record

Download V m




Page |22

24 Pre Salary G Other Reports

W Salary Advance

Customi PF/PT/ESI/LWF 3
2 PF Challan PF Yearly PT Yearly ESI Challan LWF Yearly
E aaport B Report *  eport ®  report 2 peport
- 3 nnual "
al Tax
s
PF Challan Report
Month PF Group Sort By
May-2026 » All v EmployeeCode v
2 Filter Employee Enable
Payroll Reports
B cone o
fabikare
Customize Report I PT $ Income Tax » Salary Advance n ry Repoit 22 Pre Salary 5 Other Reports
IT Computation IT Projection . Formi6 TDS Breakup
Q View empl all liabllity for & ¢
s of the financial

Form 16

Generate Form 16 Part B

Financial Year
v

Apr-2025

& Filter Employee
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HRMS

2) Enhanced Document Type management with category-based organization, making it easier to classify, manage,
and assign documents to candidates with better visibility.

New / Upgraded Feature: New Category / Sub Category: Onboarding > Upload Document

Smartofﬁce365 = (& Dark )| & Subscription o fabikare ~ & Log Off
¢" DashBoard  «° Company Profile [EPERPSSVCREISETEE ” \ater Document ¢ Candidate
Sy Document Types + Add Document Type

= All Categories

Time & Attendance on Cloud

B identity Documents

Document Name Y| Category Y  AppliesTo Y Status Y Actions
B Education Document
Bl Education Documents Pan Identity Documents | Supervisor Active 7 w
= Employment
= Documents Adhar Identity Documents | All Employees | Active L W
B Financial Documents . o 0 v 5 ]
2 Personal / Family
~ Documents

B Other Documents

3) Improved Checklist Activities feature allows users to quickly add and review activities from the same screen,
making the process faster and easier to manage.

New / Upgraded Feature: New Category / Sub Category: Check List Management > Check list activities

& Subscription o fabikare ~ @ Log Off

SmartOffice365

Time & Anendance on Cloud

W Employee Pending Checklist Activity

W Check Tist Master [EUNNeTSEREERCTEINN |1 Ascion Cheddint To

fabikare Check List Activities T Export To Excel

CHECK LIST YT | DESCRIPTION Y| TRIGGERON T

. | . Document Collection ting Emg ent Deta + Add Activity
ACTIVITY TITLE DESCRIPTION TYPE ACTIONS
Passport Upload your passport detail Upload File P |

Check List Management
Pan Upload Pan Details Upload File |
Confirmation Confirm above uploaded documents are correct Massage 7 o
‘ o ’ 0 v|m ’ G

o Exit Question t Gue: Non + Add Activity

ACTIVITY TITLE DESCRIPTION TYPE ACTIONS
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4) Improved Exit Management feature provides a quick and organized view of employee exit feedback, making it

easier to review responses, track details, and take timely actions.

New / Upgraded Feature: New

Category / Sub Category: Exit Management > Employee exit entries

, Dark ) & Subscription o fabikare -~ & Log Off

SmartOffice365

Time & Amendance on Cloud

22 Dazh Board % Exit Question

2 Ext Policy = Employee. Exit Entries B Exit

fabikare

Employee Exit Entries

o Export To Excel

Approver Entries

T peparTmENT T

EMPLOYEE NAME T cope T company
Pl @ Aglam 1234 SmartOffice Payroll Solutions Pvt Ltd | ACCOUNTS
4
EXIT QUESTION T ANSWER T uppATED ON T
% Exit Management = o
2 o ‘What are the most important reasons for leaving the organization? 07-May-2026
. o 5 b 5 G
Pl Lorenzo Canaveral Flora F10 SmartOffice Payroll Solutions Pvt Ltd | Sales
EXIT QUESTION T ANSWER T uPDATED ON T
‘What are the most important reasons for leaving the organization? 12-Jan-2026
What are the most important reasons for leaving the oraanization? 7-Jan-2026

5) Improved Employee Helpdesk feature allows users to select helpdesk categories and review related employee

tickets from the same screen for clear tracking and better visibility of ticket status and details.

New / Upgraded Feature: New

Category / Sub Category: Helpdesk Management

= park ) | @ Subscription o fabikare & Log Off
Helpdesk Management
IManage helpdesk categories and view associal
T B Ex HELPDESK QUERIES
Add New i} ort
B Select a category [ Export
Category Name Y Escalate Y Employees Actions
i : . Employee Name Employee Code
a payslip 2 . | s i From Date To Date Y i
— 15-May-2025 15-May-2026
| Atendance 1 . | 7 o
H-m -
e [« o BC 0w 3t () Emp Code Y | Employee Y | Status Y CreatedOn Y | Reviewer Y A Y
A 1234 Aslam « Applied 13-May-2026 Clarence Joseph F 2
& = -
4 13
‘ o » 50 v o)
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6) Improved Event Notifications feature allows users to view events by time period (Today, This Week, Next 30 Days)
with the ability to export event details for easier tracking and management.

New / Upgraded Feature: New Category / Sub Category: Event Notification

o Employee Events

fabikare P = " Vork — tarmia
o 03 & 00 © 00 @ 03 o 00
TN roey  Thiswesk © Reset
EMPLOYEE EVENT TYPE EVENT DATE DAYSLEFT
Twinkle Gadhiya 15 May, 2026
e Wark Anniversary Today
° Chaitanya 18 May, 2026
Wark Anniversary S
@ Empioyes Matification .
o shambhavi 17 May, 2026
Work Anniversary

Instant Alerts Export Data General Email Month Check List

2

7) Improved Document Templates feature allows users to filter and review templates by document type, view non-
type template counts, and access last modified details for better tracking and management.

New / Upgraded Feature: New Category / Sub Category: Document Template

= pocument Template: = Employee Document Template = DocumentMaster ! EmploveeDocumentMaster
Taliihcomg B Document Templates
- YV 4 15 May 2026

Templates 0 Template Types Last Upichated

+ Add Template & Export
FILE NAME T | TEMPLATE TYPE T MODIFIED DATE T | sTatus ACTIONS

Happy MAKR txt Birthday 18 Dec 2025, 1118 AM Active 2 Ede || m Delet|

Notice.txt None 13 Feb 2026, 02:54 PM Active & Edit @ Delet

B pocument Template Offer Lettertxt Praobation 7 Mar 20286, 048 PM Active # Edi @ Delete

Salary check None 01.Jan 1900, 12:00 AM Active # Edit [ Delete @ Praview
NDAtxt Anniversary 07 Jan 2026, 06:48 PM Active # Edit M Delete @ Praview
NDA 2 MNaone 01.Jan 1900, 12:00 AM Active #Edit M Delete @ Praview
Hindi Letter.txt None 24 Jan 2026, 03:21PM Active FEdib | Delats & Praview
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8) Improved Employee Broadcast Messages feature allows users to select Broadcast categories and review related
employee read logs from the same screen for clear tracking and better visibility of ticket status and details.

New / Upgraded Feature: New Category / Sub Category: Broadcast Message

Smartomce365 = & Subscription o fabikare @ Log Off
Time & Anendance on Cloud
) Broadcast Messages
fabikare
CASTS EMPLOY EE RE
Message assignments 5 id . d Notice.txt W Clear
Y Clear )
PHOTO empcone T | empLoveE T | messace Y iocation T reaoon T
MESSAGE START DATE ACTIONS Gadig-Bitag
“__ Y 1234 Aslam Notice.txt ® 20-May-2026
&)  Notice:tst 01-May-2026 5 el
. o > 0 f v} Fo Aditya Notice.txt None « 20-May-2026
= o e o v it g ¢
M BroadCastMessage
Pro




