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Step 1: Go to Dashboard

From the left navigation, click Dashboard. In the top-right corner, click profile icon

or company name (e.g. “Kamal Associ...”) to open profile options.
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Step 2: Select HRMS, then Attendance approval @

In Profile settings, click the HRMS tab in the top navigation. On the HRMS
screen, click the ATTENDANCE APPROVAL .
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Step 3: HRMS Attendance Approval screen @

The HRMS Attendance screen opens with two tabs: Pending Checkin &
Approved/Rejected Checkin. Use the sections below to work with each

tab.

A.) Pending Checkin

¢ Inthe Pending Checkin tab, HR or admins can review attendance records that are
waiting for approval.

e Each record appears as a card showing employee name, photo, coordinates, device
name, time, remark, attendance type (Check IN / Check Out), face matched status,
and outside radius.

HRMS Aendance

ApprovedRejected Checkin
senct [ PIRpe— v
Monu Kumar ] Dev Aggarwal Dev Aggarwal

gr Coordinates: 286732198,
214418316

Device Name: V2403

m Coordinates: 28,6729347
I7.4422615
Device Hame: 241 16RNC1I

] Coordinates: 286731284,
I7. 4418858

m  Dcvice Hame: V2403
Tirne: 28/02/2026 07:02:14
P

Time: 02f03/2026 09:57:15
| AM

Time: 02/03/2026 09:29:31
AM
Remark:

Remark: Remark:

Artendance Type: Check IN Attendance Type: Check IN Antendance Type: Check Out

Face Matched: No ! Face Matched: No Face Matched: Mo

Outside Radius Yes Outside Radius Yes Outside Radius Yes

Apprev Riject Apprave Reject APRAONG Reject

Bulk approve or reject (Select All)

e Using Select All, HR or admins can approve or reject all displayed attendance at
once:

e Check the Select All checkbox to select all records on the page.

e Click the blue Approve button to approve all selected records.

e Click the red Reject button to reject all selected records.

e You can also filter by Select Branch, Start date, End date, and Select Employee

before using Select All, so that only the filtered set is selected.



CA CloudDesk

Approve or reject a single attendance @

e To approve or reject one employee’s attendance, use the actions on that

employee’s card:

e Optionally check the checkbox on the card to include it in a multi-select,
or

e Click the green Approve or red Reject button at the bottom of the

employee’s attendance .
HRMS Attendance

ng Chisekin ApprovedRejectied Checkin

Select All | Approve kieal Employees v &

Monu Kumar Dev Aggarwal Dev Aggarwal

gn  Coordinates: 28 6729342, gg Coordanates: 286731284, Coordinates: 286732198,
FTA422615 774415858 77.4418316

Davice Name: 247 16RNCTI g Device Name: V2403 Device Name: V24a03

| Time: 02032026 09:57:15 Time: 020 3/2026 09:29:31
i AM AM

Tima: 28/02/2026 07:02:14
P

Remark: -- Remark: -- Remark: --

Attendance Type: Check IN Altendance Type: Check IN Attendance Type: Check Out

Face Matched: No Face Matched: No Face Matched: No

Dutside Radiug Yes Outside Radius Yas COutsioe Radeus Yas

Reject Apprave feject Approve Fejeot

Approved/Rejected Checkin

Switch to the Approved/Rejected Checkin tab to view attendance records
that have already been processed. Here you can see:

e Status - whether each record was Approved or Rejected (e.g. shown in a
green “Approved” badge).

e Other information - employee name, coordinates, device name, time,
face matched, outside radius, remark, and attendance type, same as in
Pending Checkin but with the final status applied.

e Use Select Branch, date range, and Select Employee to filter the list. The
table/cards show the same kind of details as Pending Checkin, plus the

approval status.
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HRMS Attendance

Pending Checkin

Karnal Sharma

Coordinates:
£8.6733 289988909,
7744182 765024817

Device Nama: MacBook |
iMac

Status: Ar

Time: 2E/02/2026 0232:27
PN

Face Matched: No

Dutside Radius No

Remark: --

Altendance Type: Check Out

Dew Aggarwal
Coordinates: ,

Device Name: MacBook |
iMac

Stalus: A

Time: 28/02{2026 12:42:17
PM

Face Matched: Na
Qutsiche Rads Mo
Rimark: ==

A

vdance Type: ==

01/02/2026

Kamal Sharma
Coordinates: 286731979,
774418585

Device Nami: CPH2E25
Status:  Approv

Tirme: 28/02{Z026 12:14:53
P

Face Mached, Yes
Cunside Radius No
Rémark: ==

Anendance Typa: --

= O{D3{2026

Kamal Sharma

Coordinatas.
28,67 S1687H
774418403 2629431

Davice Name: MacBook [
Intac

Status: Approved

Tirne: 28/02/2026 12:13:62
B

Face Matched: No
Qunside Radius No
Remark: --

Attendance Type: Check in



