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r Get Started
4 Introduction
Welcome to Runtime Workman!

It is an employee self-service mobile app available on
Android, i0OS, and Web platforms.

Using Runtime Workman, you can carry out various
employee self service tasks on mobile itself. You no
longer need to approach your HR Manager for
attendance correction, leave application, salary slips or
investment declarations. Runtime Workman comes with
30+ functions on-the-go.

’

RUNTIME
WORKMAN

EMPLOYEE SELF SERVICE
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rr Logging In

4 Registering a new Business

To access the Runtime Workman app for the first time, you will
be asked to add/register your business.
e |n the prompt, add all the details including Company Code,
Employee Code, and QTP/ PIN sent by your HR manager.
e Once all the details are verified, you will see the newly
added business account.

6:30 ]

)
®

-

RUNTIME WORKMAN

° z Select a Business to continue

or click 'Add New Business' to add one.
RUNTIME WORKMAN

Add Busi i i
usiness Runtime HRMS Staging Q

™ & DpEFAULT

-
=
Contact your HR department for login details. §

Priyanka Gulati

Default Designation
@ Select
Last Active 3 days ago

[ Ccompany Code
. Employee Code

#xx OTP/PIN ®

By logging in, you agree to our terms of service and
privacy policy.

© Add New Business
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@ LoggingIn

Adding a new Business

e |f you have more than one businesses, you can simply click
Add New Business button to add an additional business
account.

e System allows you to add maximum of 10 business
accounts.

-

RUNTIME WORKMAN

Select a Business to continue

or click 'Add New Business' to add one.

Runtime Software e
4 RUNONE

Chetan Mange
Customer Success Manager

@ Select
Last Active 4 hours ago

g Runtime HRMS Demo e
M 4 DEMOAC

Chetan Mange

Customer Process Associate
@ Select
Last Active 8 days ago

© Add New Business
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rr‘ Logging In

Removing the Business Profile

e If you would like to remove the existing business, click the
red remove icon.

e Confirm Action prompt appears to select Cancel/ Yes
option.

e Click 'Yes' to confirm and the business profile will be deleted.

e To add the deleted business again, you have to request your
login details again from HR.

Confirm Action

Are you sure you want to remove
this profile?

Cancel Yes




@ Home Screen
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This is the Home screen of Workman Application, that appears
after you login and every time you open the app.

e On Home Screen, at top you will see the Notification Bell

and Date & Time section.

e At the bottom, you will see the icons which serve as

shortcuts to application features

Note:
e At the bottom of Home screen,
you can see the Workman
Version and release date.
e This information may be asked
by our support staff when
resolving your queries.

2:36 o 4G EB
Y Good Afternoon
fs Abhishek ¢

© saturday, February 15 @

Time In Time Out In-Hrs

10:22 AM 05:35PM 04:52
Present C
8 Hour Shift (08:00 AM to 04:00 PM)
m oo [=]w]
[= b o=

Selfie Pun... QR Punch Team Punch

#51 = g

Remote Pun... Web Punch Travel Pun...

nw © o

Attendance Travel Requests Approvals

3 = - &

Payroll Profile Team wall

©@ & O O

Tasks Projects Performanc... Settings

/fau\ Licensed to:
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rf‘ Notification Center

When you log in, you will see your Profile picture with a
greeting message, Notification Bell and current date & time
section.
e The Date & Time section displays the current date with
punch-in and punch-out times.
e On the top right corner of the screen, there is a Bell icon,
click the icon and you will be directed to the Notification
Center screen to view all the notifications.

1:28 wll T @)

Notification Center

All account related notifications are sent here.
Go to Settings > Notification Settings to update p...

06/09 07:30

Your have request(s) pending for your
approval

05/09 07:30

Your have request(s) pending for your
approval

04/09 07:30

Your have request(s) pending for your
approval

03/09 07:30

Your have request(s) pending for your
approval

02/09 07:30

Your have request(s) pending for your
approval

01/09 07:30

Your have request(s) pending for your
approval

31/00 NT720
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rr‘ Marking Attendance

Selfie Punch

The Selfie Punch feature allows you to mark your attendance
by taking a Selfie.

e Tap the Selfie Punch icon to open the camera, and tap the
Rotate/ Flip button on the lower right part of the screen.

e Click the button to take the selfie, click the Use Photo or
Retake button if you wish to take the new picture.

e You will see your punch details with sync status on the
Pending Punches screen.

1:28 w T Em
P . Good Afternoon ¥
‘E Abhishek Ef
© Friday, September6 @
Time In Time Out In-Hrs
10:04 AM 06:57 PM 08:23
Present C

Morning Shift (10:30 AM to 06:30 PM)

Q o7 &%

Selfie Punch QR Punch Team Punch

7 = | R

Remote Punch Web Punch Travel Punch

®@ 00O

Attendance Live Travel Requests Approvals

Licensed to

JouR
LOGO | Runtime HRMS Demo Account

HERE, Runtime Workman Ver: 7.4.04
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rr‘ Marking Attendance

QR Punch
1:28 w! F - The QR Punch feature lets you
(g Soosemoon - mark your attendance by
Aditchx ’ scanning a QR code provided by
© Friday, September6 @ your HR Manager.
Time In Time Qut In-Hrs:
10:04 AM 06:57 PM 08:23
Present C e Tap the QR Punchicon to
Morning Shift (10:30 AM to 06:30 PM) . .
point your Camera to include
&y - - the QR code within the frame.
[m ] (= B nm,n non
e You canuse "+" and "-
Selfie Punch QR Punch Team Punch .
buttons to zoom in or zoom
1) | e o) out.
Remate Punch Web Punch Travel Punch L4 When the QR COde has been

scanned and captured, it
_@ 0 0 opens with Sync Status
Attendance Live Travel Requests Approvals Screen to ShOW a” your
Synced and Failed punches.

& Guides aund Articlos
* Each Foaturs Explained

* Common lsswes & Solutions

;:4‘ oking for help?

Licensed to:

1 ™
LOGO ) Runtime HRMS Demo Account
HERE

Runtime Workman Ver: 7.4.04

Note:
» Before you can use this option, make sure you to grant Camera permissions
to the Workman application.
¢ Check with your HR Manager about the location where QR codes are
available in your office.
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rr‘ Marking Attendance

Team Punch

The Team Punch feature helps you and your team to mark
your team's attendance collectively.

1:28 w T .
‘E Good Afternoon r
#  Abhishek -
© Friday, September 6 @
Time In Time Out In-Hrs
10:04 AM 06:57 PM 08:23
Present C
Morning Shift (10:30 AM to 06:30 PM)
m (u]m] 00
0= (m B
Selfie Punch QR Punch Team Punch
Remote Punch Web Punch Travel Punch
Attendance Live Travel Requests Approvals

; 100.9 Licensed to:
LOGD ) Runtime HRMS Demo Account

Runtime Workman Ver: 7.4.04
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rr‘ Marking Attendance

Team Punch

1:29 wl T -

My Team

Team Members

List of team members reporting to you.

Search Members...

Manoj Arora o

EMPO07 Assistant Vice President

8
J Erri
Indore
& Profile Attendance =4 Leave Summal

Minakshi Hiraben o
a EMP009 HR Manager
Ahmedabad

Sameer Pareek
g RUNO18 Assistant Vice President

Nagpur
& Profile ¢ Leave Summal

Note:

e Select and click the

Team member(s), which
directs you to the screen
to scan your team's QR
code.

Scan the team's QR code
to mark your team's
attendance in the
system.

When the QR code has
been scanned and
captured, it opens with
Sync Status screen to
show all your Synced
and Failed punches.

When implementing the Team Punch feature, organizations also consider factors such
as team size, and work environment to effectively manage their team's attendance.
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Marking Attendance

Remote Punch

1:28 Wl T - Remote Punch is used to
R submit a punch in/out
@ . ¢ request without the need to

© Friday, September6 @

scan a QR code.

oM osem 082
—_—— e Remote Punch cannot be
MmO e SN submitted for past or
a - o future date/time. Only
= = current date and time
ST | s A will be recorded when
e [ R you submit a Remote
Remote Punch Web Punch Travel Punch P u n C h °

Attendance

Joug
LOGO
HERE

e |n case you forgot to

@ o 0 punch on time, you can

Live Travel Requests Approvals pUﬂCh in by using
'‘Missed Punch' feature.

Licensed to:

Runtime HRMS Demo Account

Runtime Workman Ver: 7.4.04

Click here to watch the video guide



https://youtu.be/RJb6PQFtkro

7.

Remote Punch

1299 w T .

Punches

Remote Punch

£
Punch with current time and location.
v o Chowk
pandi R
Dighi Rey 3“"53“ plan Q
]
PMT Chowk
965 o
Tanvi pure veg
2] a family restaurants
PNG Sons Bhosari @
GOOQ"‘—‘Q PN Gadgil & Sons

LatLng(lat: 18.621641446616234, Ing: 73.8527426496...

06-Sep-2024 01:29:47 PM (O

Attachment (Optional) @] i

No file selected

@ vour Organization Polfcy may restrict remote punch and may
require your current focation

& Sync Status @ Help :

Note:
¢ If you denied location permissions on app startup, you may have to give location
permissions manually.

e Tap on "History" to see remote punches recently submitted by you with date and
time details.

(C) Runtime Software Private Limited
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Marking Attendance

Remote Punch screen
displays your current
location on the map and
shows the current date
and time (as per your
device date and time).
Click 'Submit' button to
submit a punch once your
correct location is visible
on the map.

When the submission is
done, you will be
navigated to the Pending
Punches screen to show
all your Synced and
Failed punches.
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rr‘ Marking Attendance

Travel Punch

Travel Punch feature records your attendance with location,
time, and date when you are traveling for business and for
other purposes.

e This feature helps you to check-in/check-out times and
the locations you visited during your stay.

1:28 Wl T -
Good Afternoon ‘
Abhishek )

© Friday, September6 @
Time In Time Out In-Hrs
10:04 AM 06:57 PM 08:23
Present C
Morning Shift (10:30 AM to 06:30 PM)
a 00 oo
0= (= B2
Selfie Punch QR Punch Team Punch
Remote Punch Web Punch Travel Punch
Attendance Live Travel Requests Approvals

Licensed to:

NOUR
LOGO | Runtime HRMS Demo Account
HERE,

Runtime Workman Ver: 7.4.04

Note:

Travel Punch feature ensures transparency and accountability between employees
and their managers.
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rf‘ Marking Attendance

Travel Punch

e Travel/Visit Punch screen has Google Maps for location, a
Comments section to add comments, and an optional
Attachment section to attach your file.

e After adding all the details, click the Submit button.

e When the submission is done, you will be navigated to the
Travel/Visit Punch History screen to view your list of travel

punches submitted successfully.

Click here to watch the video guide

1307 wl T .

Punches

Travel/Visit Punch

Submit visit details with client name and contact
info. Location will be recorded automatically.

? Sl Chowk
; diRd
Dlgthd B‘f\osaﬂ e (
a
PMT Chowk
v
965 .
Tanvi pure veg
a a8 family restaurants

PNG Sons Bhosari @

@Eﬁ@ PN Gadgil & Sons
B e

Visit Information (Optional)

Select Visit Type w
Business Name
Contact Person

Phone Number

E-Mail Address

)
!

1307 .

Punches

Travel/Visit Punch

Submit visit details with client name and contact
info. Location will be recorded automatically.

SEIsLL vIsIL 1ype v
Business Name
Contact Person
Phone Number

E-Mail Address

Visit Remarks *

Attachment(s) [ W

No file selected

@ Your Organization may restrict travel punch. Travel punch

requires your current location.



https://youtu.be/u3qjkhsxLKE

rf‘ Live Travel

Live Travel feature tracks and monitors your distance with the
exact location and time when you are traveling for work.

e Tap the Live Travelicon, it opens with the Live Travel

(C) Runtime Software Private Limited
https://runtimehrms.com

screen with Google Maps for location, the Comments
section to add comments, and the Start Travel button.

A Live Travel feature offers organizations a solution to monitor, manage, and
optimize travel-related activities such as fuel reimbursement.

Good Afternoon
Abhishek

9)

Live Travel

Start new travel or view current travel details

© Friday, September6 @

Time In
10:04 AM

Present

Morning Shift (10:30 AM to 06:30 PM)

QR Punch

family restaurants

PNG Sons Bhosari

Google g PN Gadgil & Sons

Web Punch

Live Travel

vok ing for help?

Licensed to:

5"'
&

Runtime HRMS Demo Account

Runtime Workman Ver: 7.4.04

Traveling for client visits

@ Start Travel

@ Live travel requires background location permissions. Please click
on ‘Help’ button below to know more.

O O




@, Attendance

Home page
1:28 w T .
A Good Afternoon ’
E Abhishek *

© Friday, September 6 @

Time In Time Out In-Hrs
10:04 AM 06:57 PM 08:23
Present C

Morning Shift (10:30 AM to 06:30 PM)

m 00 [=]n)
0= (= EH
Selfie Punch QR Punch Team Punch
]
o = e g0
Remote Punch Web Punch Travel Punch

Attendance

© 00O

Live Travel Requests Approvals

Joug
LOGO
HE

RE

# Guides and Articlos

* Each Feature Explained
* Common Issues & Solutions

Licensed to:
Runtime HRMS Demo Account

Runtime Workman Ver: 7.4.04
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This feature allows you to
record the attendance
using multiple options.

e Remote Punch

e Travel punch

e View Monthly
Attendance

e View Daily Attendance

e Selfie Punch

e QR Punch

e Team Punch

e Live Travel

We will be covering View
Monthly and Daily
Attendance feature under
Attendance, as all other
features are covered
initially in the guide under
Marking Attendance.
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rf‘ Attendance

Monthly Attendance

This feature shows your monthly attendance record over a
period of time.

e Tap the Attendance icon on the Home screen to get
directed to to the Monthly Attendance screen where you
can punch your regular/ late office hours.

e |t gives an overview of your attendance and helps to keep
track of every month.

1:31 o T .

Attendance

Monthly Attendance

Overview of attendance during a month.

<

JUL-2024 00
Total Days Presents Absents Pz
31.0 13.5 7.5
In Office Hrs Early-In Hrs Late-In Hrs
220:28 03:19

03:32
0 03

1 02 04 06
PA P PIA (PA @ P/A
03 09 10 il 13
@ P P PA 'PA @ P/A
15 16 17 18 20
@ D @ O € @ P/A
22 23 24 25 27
@ P/A P P/A P @ P/A

® - Out punch missing (or odd number of punches)
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rf Attendance

4
View Daily Attendance

With View Daily Attendance feature, you can monitor and
evaluate your attendance on a day-to-day basis.

e Tap the Attendance icon to get directed to the Monthly
Attendance screen.

e On a Monthly Attendance screen, select and click the
desired date and you will be navigated to the Daily
Attendance screen to see all your time punch-in/ out
details.

5:19 w 4G Ej]

Attendance Ver. 7.5.12

¢ Daily Attendance

Details of attendance and punches for a day.

Viewing for: Abhishek Patel (EMP004)

Feb 10, 2025 (< X -]

Present marked as time requirements were met

Leave Request

Day Summary

Shift Day Shift (09:30 AM to 06:30 PM)
Time In/Out 09:02:00 to 18:15:00
Total Hours 9h13m

Shift Change Missed Punch

Strike Summary

@& No strikes for the day

All Time Punches




r

Requests screen is the primary interface to submit, view,

Requests
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and manage different types of requests.

Note:

To view the history of your requests, press and hold the requested item.

1:28 wl T .
Good Afternoon
Abhishek
© Friday, September 6 @
Time In Time Qut In-Hrs
10:04 AM 06:57 PM 08:23
Present C
Morning Shift (10:30 AM to 06:30 PM)
E [n]m] (n]n]
= B3 (= B
Selfie Punch QR Punch Team Punch
Remote Punch Web Punch Travel Punch
Attendance Live Travel Requests Approvals

#* Guiddos aod Articlos

* Each Fa,

syprlaimnod

* Common lsswes & Solutions

Licensed to:

v
LOGD ) Runtime HRMS Demo Account

HERE/

Runtime Workman Ver: 7.4.04

=

1

I &

® Press and hold an item to view history of requests.

2:38

Requests

Submit various requests like leave, comp off and
others. Open any request to view history.

Missed Punch

Leave Request

Time Relaxation Request

. Comp Off Request

Shift Change Request

. Weekoff Change Request

Claim Request

Strike Exemption Request

Helpdesk Request

Workflow Request

Tax Declarations
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rf‘ Requests

Missed Punch

1:32 Wl T - Missed Punch request is used
. to submit a back-dated punch
< Missed Punch Request when you forget to punch on
Submit a punch request if you forgot to punch on .
time. time for any reason.

e Select the past Date and
03-Sep-202410:30AM @ Time by clicking the Date/
Gt Time section or tap the
Forgot to login on time CIOCk ICOﬂ

20 e Add remarks in the
comments section, and then
@ YourOrgamz»auon may restrict missed punch requests and CliCk Smeit button to

may have a limit on the number of punches allowed in a

gl notify your manager about
. oHistory the missed punch.

e After submitting your
request, you will be
navigated to the Missed
Punch screen to see all
your missed punches in the
Pending state until they are
approved by your manager.

Click here to watch the video guide



https://youtu.be/0DKNTwX_fUo

Requests

Leave Request

7.

1:33 wl T -

Requests

Leave Request

Request for leave for one or more days

<

06-Sep-24 to  06-Sep-24
Medical Leave W
Available Balance: 5.0
. Half Day

Comments

I'm not feeling well

20200

Attachment: @ []

No file attached

: @ Help

2 History

Click here to watch the video guide

(C) Runtime Software Private Limited
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Leave requests can be
submitted by the Leave Request
feature.

Select the Date Range (To
and From)

Choose the Leave Type from
the drop-down menu as per
your company policy.

Add comments in the
Comments section.

Add an optional attachment
to attachment section and
click Submit.

After submitting the request
you also have the option to
withdraw your request by
clicking the Withdraw button.
In case you need a half day
leave enable the option first.


https://youtu.be/R0dhaUpHfms
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rn Requests

Time Relaxation Request

1:34 W T - Time Relaxation request is a
Becuss time-out request for a specific
Tibme Reﬁuest period that you will be out of
Submit time relaxation request. . .

office during the work hours.
Approved this month: g YOU can Sme|t the T|me
03-Sep-24 0:00 . ore
' Relaxation request detailing
130PM © 1o 215PM the reason for the deviation
oeerintion from standard working
Request for time relaxation h ours.
G e Enter all details including

Date, Time range, and

(o sy pescription.

- * Click the Submit button to
notify your manager about
the submission of your
request.

e After submission, you will
be directed to the Time
Requests screen to view all
your requests in the
Pending state until they are
approved by your manager.

Click here to watch the video guide



https://youtu.be/hOsTi-MzwMw
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rn Requests

Comp Off Request
Comp Off is a formal request
1:34 a Tl
that you can make to your
il manager to take compensatory
< Comp Offs . .
Submit a request to earn comp-off balance which Off N |IeU Of WOI’kIng on a

you can utilize later to apply for leaves.

holiday or weekend.

e On Comp Offs screen you
can submit a request to
earn comp-off balance

- which you can use later to

@) i ooy apply for leaves.

e On the same screen, you

_ can also submit a Half Day

- © History request by selecting the

(D0 Vot seuttion et s sty Half Day option.

v Wk Pl DA iests Do i eith « Select the Date, add
comments in the
Comments section, choose
if it's a Half Day, and then
click Submit button.

e After submission, all your
requests will show in
Pending state until it's
approved by your manager.

10-Sep-24

Comments

Comp off request

@ Submit




rr‘ Requests

Shift Change Request

1:35 W T .

Requests

Shift Change Request

Request to change shift for one or more days

<

16-Sep-24 to  20-Sep-24

Marning Shift (10:30 AM to 06:30 PM) v

Reason for change

Medical Issue

13/200

Attachment: [[IJ [}

No file attached

 History @ Help

Note:
» Shifts are configured as per your company policy.

e When your shift is changed, mark your attendance for the new

shift.

(C) Runtime Software Private Limited
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Shift Change Request allows
you to submit a request to
change shift for one or more
days.

e Select To & From date from
the calendar widget.

e From the dropdown, select
the Shift as configured by
your organization.

e Enter comments in Reason
for Change field.

e You can attach any relevant
document in the Attachment
section.

e Click the Submit button, to
navigate to the Shift
Change Requests screen to
view recently submitted
requests with status.



Requests

7.

1:36 W T -

Requests

Week off Change Request

Request to change weekoff for active period

<

Active Period

JuL-2024
Pick existing week off

Sunday, Jul 07, 2024 v

Select new week off date
15-Aug-24

Reason for change

Personal reasons
17f200

Attachment: [l]J [ ]

No file attached

9 History @ Help

Note:
When your Week Off is changed to the new date, mark your
attendance for the new date.

Week Off Change Request

(C) Runtime Software Private Limited
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You can submit a request to
change your scheduled week off
and swap with another week

Active Period - This is a
view-only field.

Pick existing week off - The
dropdown field which allows
you to select your existing
week off date.

Select new week off date -
You can select the new week
off dates here.

Reason for change - You can
add your reason for the
change.

Attachment(s)- You can
attach any relevant document
here.

Click the Submit button to
get directed to the Week Off
Change Requests screen to
view recently submitted
requests with status.



rr‘ Requests

Claim Request

1:36 il = @)

Requests

Claims

Submit claim request for reimbursements.

Sales Incentives v
Request Limit: Unlimited
Expense Date

02-Sep-2024

Amount
2500

Claim description

Sales incentives for first week

32/2000

Attachment(s): @ [:l]J i
0 file(s) attached

@ History @ Help

(@ This request will be submitted for reimbursement in the period of
selected expense date above.

Click here to watch the video guide

(C) Runtime Software Private Limited
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Claim Request allows you to
receive reimbursement or
compensation for incurred
expenses related to work.

e Select the type of claim
from the drop-down
menu.

e Add the Expense Date,
Amount

e Add description in the
comments section.

e Add an attachment if
needed and then click
Submit button.

e After submission, you will
be directed to the Claims
Reqguests screen where
you can view all your
requests in the Pending
state until it's approved
by your manager.


https://youtu.be/rRiNHk-906k
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rr‘ Requests

Help Desk Request

Help Desk requests pertains
to a ticket or query that you
Requests .
HelndasicRagnast can raise to thg concerned
Submit a new helpdesk request department(s) in your
organization.

)
!

1:37 w7

sales v

Message e To submit the request,

SRS select the category of the
request as configured by
your organization.

e Enter comments in the
Message section, add
attachments if required,

and then click the Submit
" — button.
e Upon submission, a ticket

is generated and is
assigned to the
appropriate department.

25/2000

Attachment(s): @J i
0 file attached

Click here to watch the video guide



https://youtu.be/xcHop45vbYM
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rr‘ Requests

Workflow Request

Workflow Request is a multiple-step process where you can
inititate a request to get approved by multiple approvers.

The Workflows templates are categorized into two categories:

e System-generated workflows - These templates are
predefined, and standardized by the system.

e Custom workflows - Custom templates provide users with
customizable options and are added by the organization
itself.

1:37 W T -

Requests

Select Workflow

Select a workflow to continue.

[System] Resignation Request

Submit your resignation request using this >
workflow.

[System] Update Bank Details

Update your Bank Name, Account Number >
and IFSC Code

[System] Update Basic Details

Request to update basic details like Name,

PAN, Aadhar, Passport, Driving License and >
Blood Group. Fill only those fields which

require a correction.

[System] Update Communication
Details

Update office and home email address and
phone numbers and emergency contact info

[System] Update Permanent Address

Update premanent address, city, pin, state >
and country

[System] Update Present Address

Update present address, city, pin, state and >
country
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Workflow Request - System-generated workflow

Example- Update Bank Details

1:38 w T .
[ J

Requests

Workflow Request

Select a workflow to continue.

[System] Update Bank Details

Update your Bank Name, Account Number and IFSC Code

Bank Name

Indian overseas bank

Bank IFSC
10010BA

Account Number

12346717890011

Comments

Update my new account details

TS

On the Select Workflow
screen, click Update Bank
Details workflow and you
will be navigated to the
Workflow Request screen.
You can add all the details
including Bank Name, Bank
IFSC, Account Number, and
comments.

After adding all the details
click the Submit button.

As you click the Submit
button, you will be directed
to the Workflow Requests
screen to view a list of your
recently submitted requests
with status.

Until your request is
approved, you can withdraw
it by clicking the Withdraw
button.
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rr‘ Requests

Tax Declarations

1:40 Wi T - It's a process through which you

R can provide tax declarations like
¢ IaWXDflCWGFit'?"i I investment, rent, and others for

wdervarious ncome Tax eections. Income tax calculations.

2023-24

Investment Sections & Other Declaration ° C||Ck the TaX DeCIarationS

Apely New/ Tc Pegime @ option on the Requests
screen to navigate to the

2”"'“’"‘ it e M;"‘;]L:J";g Select Financial Year screen.

e Here you can view the
s e present and past year's tax
80CCC - Contribution to Certain Max Limit d eCIa ration S-
0 1,50,000 e For the present year, you
have the option to view and
update the tax declarations
80CCD (1) - Contribution to National  Max Limit but for the past years, you
y VR are allowed to view only.
—— * You can either continue with
the Old Tax Regime process
or opt for New Tax Regime.

Last Updated: None @ Update

80CCD (1B) - Contribution to National Max Limit
n sEnnnn
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rr‘ Requests

Tax Declarations

139 Wl T - Example- Current Year
. Children Education Expenses
« Tax Declarations e Let's consider an example of
iew or edit investments and other declarations . .
L,ndervario:]s Imc;meTtaxsecti::ms. t Chlldren EducatIOn
2023-24 Expgnggs, in which the max
Investment Sections & Other Declaration Set ||m|t |S 1 ,50 ,OOO.
_ — * Now click the Update
Apply New Tax Regime ‘ )
| button to make changes to
80C - Children Education Expenses ~ Max Limit the reSpeCtive Option.
0 1,50,000

e You will be directed to the
Lot Updalsct: None Children Education
Expenses screen to fill all
(Investment Declaration,
Remarks (Optional), and

e e e Sl attachment) the details.

e Click the Save & Close

80C - Housing Loan Principal Max Limit
0 1,50,000

80C - Insurance Premium Max Limit

0 1,50,000 button.

Last Updated: None [ Update

80C - Mutual Funds Max Limit

~ A FaAan
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Approvals give managers a primary interface to review
any actions or requests that have been made on the

Requests screen.

1:28 L1} f’? ‘!
’@ Good- Afternoon f
Abhishek ’
© Friday, September6 @
Time In Time Out In-Hrs
10:04 AM 06:57 PM 08:23
Present C
Morning Shift (10:30 AM to 06:30 PM)
a 00 [u]n)
0= (= B2
Selfie Punch QR Punch Team Punch
Remote Punch Web Punch Travel Punch
Attendance Live Travel Requests Approvals

Licensed to:

* ‘
LOGD ) Runtime HRMS Demo Account

HERE / Runtime Workman Ver: 7.4.04

2:39 all 46 68

Ver. 7.5.12

< Approvals

View pending request and take action

R

Missed Punch

-

Leave Request

e

Time Request

Travel Punch L]

y S

Comp Off

Shift Change

3 &)

. Week off Change

Claim Request

" Strike Exemption
0 Helpdesk Request

= Workflow Request

@ Press and hold an item to view history of requests
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rr‘ Approvals

Missed Punch Approval

A Missed Punch Approval process is used by managers to
review and authorize the back-dated punch request.

e Click the Missed Punch Approval option on Approvals
screen.

e On Missed Punch screen, click Take Action on the
respective request, then add comments in the Remarks
section.

e Click Approve/ Reject button as required follow the
similar process for all type of approvals.

Take Action on Request Take Action on Request
Click or Tap outside this sheet to cancel. Click or Tap outside this sheet to cancel.

Remarks Remarks

Approved approved leave request




(C) Runtime Software Private Limited
https://runtimehrms.com

@ Navigation Bar

To access the Navigation Bar, click your Profile pic on the top
left corner of the Home screen or simply swipe the Home
screen.

This menu provides various navigation pages to carry out
different tasks like submitting, approving requests, viewing
payroll, etc.

2:40

s

Abhishek Patel

Manager
EMP004

Home

B >

Attendance

Requests

Approvals
< Payroll

£3 Profile

o)

- Team

Wall

&

01' )

Projects

Performance

&

Settings

Businesses

11
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Vf Attendance

]
Leave Summary

3:55 w! T -
Atwrdaris Navigation Bar Attendance
Leave Summary . . .
View leave summary for a period funCtlona“ty COhSlStS Of fOUI’
features:

alilzzs ©0  Monthly Attendance

Comp Off e Daily Attendance

Opening Taken Granted Lapsed Encash Closing ° Leave Summary

78.0 00 20 0.0 0.0 80.0

e List of Holidays

MATERNITY LEAVE

Opening Taken Granted Lapsed Encash Closing

00 00 00 00 00 00 Leave Summary
Under Attendance, click
| | Leave Summary option
Opening Taken Granted Lapsed Encash Closing . .
50 00 00 00 00 50 which allows you to view
your leave summary for a
Opening Taken Granted Lapsed Encash Closing periOd'
420 00 10 00 00 -11.0 e Use right and left
navigation arrows to
switch to a different
period.

Medical Leave

Paid Leave




rf‘ Attendance

List of Holidays

List of Holidays
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On Attendance screen, click List of Holidays option to view the

list of holidays by year.

e You can use right and left navigation arrows to select the

desired year and view the list of Holidays.

3:55

Attendance

Holidays

View list of holidays by year

<

Monday
Jan 01

Monday
Jan 15

Friday
Jan 26

Monday
Mar 25

Friday
Mar 29

Tuesday

Apr 09

<

2024

New Year

Makar Sakranti

Republic Day

Holi

Good Friday

Gudi Padwa




(C) Runtime Software Private Limited
https://runtimehrms.com

@ My Payroll

Payroll Reports

You can view your salary slips, salary structure and other
payroll reports. It consists of following features-

e Salary Slip

e Travel Report

e Earnings Statement (New feature)

e |IT Computation (New feature)

e Form- 16 (New feature)

2:41 w46 E8

Ver. 7.5.12

< Payroll

View your salary slips, salary structure and other
payroll reports.

B Salary Slip

& Travel Report

I= Earnings Statement
E IT Computation

Form 16

[ FILING YOUR et it
INCOME TAX s, "
clertax
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@, Payroll Reports

Salary Slip

Under Payroll Reports, click Salary Slip option to view or
download salary slips.
e You can use right and left navigation arrows to view salary
slips for other months.

2:42 [1] 4G @'
Payroll Ver. 7.5.12
¢ Salary Slip

View or download salary slip periods where
reporting is enabled by you HR Department.

DEC-2024 ° °

Salary Slip for DEC-2024

Employee Name Abhishek Patel
Employee Code EMP0O04
Location Bengaluru
Department Human Resources
Designation HR managers
Joining Date Jan 09, 2017
Payable Days 38.0
Earnings

Basic Salary 36,774

House Rent Allowance 7,354

Special Allowance 1,225
Total Earnings 45,354

Deductions

Income Tax 10,000

PF Deduction 1,800

software deduction 60

test 1,537
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@, Payroll Reports

Travel Report

Under Payroll Reports, click Travel Report option to view or
download Travel Reports for a given period.
e On Travel Report screen, select To and From dates from
the calendar widget.
e Select the component type and click Download button to
download the pdf report.

4:03 wll T @)

Payroll

Travel Report

Download travel details for a given period.

<

01-Aug-24 to  06-Sep-24

Select Rate Component v

|& Download
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7. Profile

From Navigation menu, click Profile option to view your
profile details like HR Record, ID Card, documents and
HR Policies.

5:25 ol 46 @0

Ver. 7.5.12
¢ Profile

View your employee record, ID Card, Documents,
and HR Policies.

HR Record
£33 Ipcard ® >
rD Documents

P,- HR Policies
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@7 Profile

4
HR Record

On My Info screen, click HR Record option to view your
personal information.
e To get your personal information updated you need to
submit the Workflow request.
e On HR Record screen, you can see the following sections:
o Basic & HR Info

o Work Profile

o Bank Details 5:27 il 46 @)
o Personal Info Profil Ve 7,612
o Addresses ¢ ) HRBeeo

View profile details and submit requests for
correction, if any.

Abhishek Patel

Manager

EMP004

To make changes in any section of your profile, go to Requests >
Workflow and submit the relevant workflow request.

Basic & HR Info

Joining Date Jan 09, 2017
Confirmation Date Jul 31, 2024
Date of Birth Jan 09, 1999
Mobile 9175507663
Office Phone 0141 222000999
Office E-Mail sales@runtime.one
Emergency Contact

Biometric Code

Verify Your Mobile

Your mobile number is currently not verified.

© Start Verification
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rr Profile
da

HR Record

Under Basic & HR Info, you can verify Your Mobile number.

If your Mobile number is not verified, you can verify your
number by clicking the Start Verification button.

You will be asked to Send OTP to authenticate your
number.

Click Send OTP and you will receive a 6-digit OTP on your
mobile.

Enter the OTP and click/tap to Verify OTP.

4:04 FUR— B

My Info

Profile

View profile details and submit requests for
correction, if any.

/f \ " Abhishek Patel
Senior Manager
- EMPOOD1

~

To make changes in any section of your profile, go to Requests >
Waorkflow and submit the relevant workflow request.

Basic & HR Info

Joining Date Jan 01, 2017
Confirmation Date Jul 31,2024
Date of Birth Feb 01,1999
Mobile 9772400699
Office Phone

Office E-Mail sales@runtime.one
Emergency Contact

Biometric Code

Verify Your Mobile

Your mobile number is currently not verified.

© Start Verification
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@ Profile - ID Card

You can view your company ID card in this menu.

5:32 ol 4ac @0

Abhishek Patel

Manager

E-Code EMPO004
Phone 9175507663

JOuR
10GO
HERE

Runtime HRMS Demo Account

y Runtime HRMS
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7. Profile

4
Documents

On Profile screen, click Documents option to view the list of
your documents available with your organization.
e You can download the document(s) by clicking the
arrow button.

)
.

4:05 "

My Infa

Documents

List of your documents available with your
organization.

r Rental Agreement
a

<=

Appraisal Format. pdf
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Profile

HR Policies
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On the profile screen, click HR Policies option to view all
the policies declared by your organization.

e You can download the document(s) by clicking the

arrow button.

5:35

Profile

HR Policies

a 4G 3

Ver. 7.5.12

View policies declared by your organization.

Runtime Workman Guide
Last updated: Apr 2024

Leave Lapse
Last updated: Feb 09, 2024

Sabbatical Policy
Last updated: Jul 10, 2024

Soft Loan Policy
Last updated: Aug 26, 2021

Travel Claim Reimbursement
Last updated: Nov 09, 2021

Leave Policy
Last updated: Jan 17, 2023

A New Policy
Last updated. Feb 17, 2022

Usage of HRMS. Policy
Last updated: Dec 26, 2022

HR
Last updated: Sep 26, 2023

test
Last updated: Jun 20, 2024

Sant walians

|4

| 4=

|4m

| 4=

|4

| 4m

|

|4

|4

| =
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/ ® Team

On navigation bar, click on Team option to view the list
of team members reporting to you under various roles.
Our new feature team attendance lets you view the
attendance of your team.

5:29 ol 4G ‘ 5:30 al 4G &B
Home Ver. 7.5.12 My Team Ver. 7.5.12
Team ¢« Team Attendance
List of team members reporting to you under View Attendance for your team for any given date
various roles. with time in/out.

View Team Members As: 19-Feb-2025 ® Show

=), Manager

IN ouTt
Sameer Pareek 10:17 AM  06:11 PM
) g
am» HR Manager innos
P/A
&) Time Manager
IN ouT
Minakshi Hiraben 09:21 AM  06:50 PM
&), Department Head EMP012
P
View Team Details IN ouT
a Manmeet Khurana 10:00 AM  05:41 PM
)
Team Attendance ‘ EMPO09 »
IN ouT
Radhika Khandelwal 10:57 AM 05:23 PM
EMPO10
P/A
IN ouT
)y Chetan Mange 10:52 AM  05:11 PM
& empors
P/A
) IN ouT
@ Abhishek Patel 05:35PM 05:53 PM
¥ EMPO004

P
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’f‘ Performance

(Newly Launched)

Performance - You can view goals, achievements, and
360-degree feedback.

4:26 w T . 4:34 o =T
Performance Performance
< Appraisal Form < 360° Feedback
View and manage goals, achievments, 360° Give and request 360° feedback from peers,
feedback and ratings. supervisors and subordinates.
Performance Period: Performance Appraisal for 2022

Performance Appraisal for 2022

I. MyGoals > 0

Own feedback submitted

(“. My Achievements >

¥& 360° Feedback >
Collect Feedback
My Rati
0 d - > Manmeet Khurana
a, EMPO0G Submitted
Team Performance Assistant Vice President
~% Team Performance >

Give Feedback

&

Nothing found here
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rn Performance - Badges &

Rewards
(Newly Launched)

Performance - The badges and rewards received by you
are displayed in this section. You can redeem the reward
points by selecting coupons and vouchers by clicking on

redeem option.

Performance Ver. 7.5.12
<« My Badges

View badges received by you over the selected

time period.

Today v

The Team Leader

-« Demonstrated exceptional leadership qualities

- on 01-FEB-2025 by Prashant Agarwal

6:22 ol T8

Performance Ver. 7.5.12

< My Rewards

View rewards received by you over the selected
time period.

Today v

You have 100 cheer points
Nicest Person
Very much appreciated by everyone in team and

customers too!

(@ 100 -on 14-FEB-2025 by Prashant Agarwal
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Vo Wall & Projects

] (Newly Launched)

Wall - This feature allows you
to view your organization's
activity and engage with
fellow members in meaningful
conversations.

5:37 4G @0
Page #1 Ver. 7.5.12
¢ Wall

View and engage with updates and activities
within your organization.

“ Celia
' 19dago

Happy Work Anniversary
Dear Prateek,

Congratulations on your 12 work
anniversary! &

We are delighted to celebrate this
milestone with you. Your dedication, hard
work, and contributions have been
invaluable to our team and the company’s
success.

Thank you for your commitment and for
being an essential part of our journey. We
look forward to many more years of growth
and achievements together.

Wishing you continued success and
happiness in your career with us!

Projects - This screen
displays list of your projects
where you are a team
member or the project

manager.
6:16 (1] "':" ﬂj]
Projects Ver. 7.5.12

¢ Project Tasks
List of tasks with timeline for the selected project.

Project Summary

Project Name New Project 002
Description
Timeline 2022-10-11 to 2022-10-15
Membership Project Manager
Project Tasks
Hello ncomplete
Please update Time Spent
2022-10-12 to 2022-10-12 2h15m
New Submissions Incomplete
Time Spent
2022-10-11 to 2022-10-11 om

Comnblete aiven task ncomplete

2, Members B Report
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rr‘ Tasks

(Newly Launched)
Add List - This feature allows Task Lists - This screen
you to add your tasks to the displays all the tasks created
task list. You can also share by you or shared with you by
your tasks with other team any team member.
members.

6:18 (1} = ﬂ@

Ver. 7.5.12

¢ Task Lists

Organize tasks in private or shared lists, create
tasks and track progress.

Connect with target customers e ° o
Created; 21 days ago

Create sales monthly report ° ° o
Created: 21 days ago

List out emails for marketing

Add List campaigns e ° o

Created: 21 days ago

G ) Sales team meeting at 3pm e ° o

Created: 21 days ago

Schedule 10 demo this week ° ° o
Created: 21 days ago
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@ Settings

From Navigation Bar menu, click the Settings option. From
settings, you can change preferences, get help, and view
Workman information.

6:17 R 450

Ver. 7.5.12

< Help & Settings
Change preferences, get help, logout and view
Workman information.

Workman Help
(1 Preferences
~:/:| Permissions

E System Info

O Rate Us

o About Runtime Workman
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@. My Businesses

From Navigation Bar menu, select My Businesses option.
e You will be directed to the Runtime Workman screen.
e On this screen, you can select a business to continue or
you can click to add a new business.

-

RUNTIME WORKMAN

Select a Business to continue

or click 'Add New Business' to add one.

Runtime HRMS Staging e
W &  pEFAULT

w
E
=
=
=2
=

Priyanka Gulati

Default Designation
@ Select
Last Active 3 days ago

© Add New Business
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From Navigation Bar menu, select Rate Us option.
You will be directed to the App store or Google Play store

to rate the Runtime Workman application.

4:06

< Workman

Workman is an employee self-service app.
Here's what employees can do on their own:
- View attendance for the month

Ratings & Reviews

4.7

TaptoR

Excellent application @ ofs

b
b & 6 &

Excellent application by Runtime... This
increased transparency between my
company and my employees. Employees can
easily see HR policies, available leaves, their
monthly attendance and a lot more is there.

| started using this during Convid and still
using happily m @ @

Scroll down to see Ratings & Reviews section.
You can tap the stars to rate it.
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-
RUNTIME
W WORKMAN

Read the detailed documentation

https://help.runtimehrms.com/

Scan here to know more



https://help.runtimehrms.com/

