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1.1. Notification on Dashboard for Training request
Provided a Training notification on Dashboard -> self, as shown in below figure:
o [ ; — ;
i‘ mn Company | ‘ ?’f‘FﬁkhrM&d’! . 1%

- |
"\?earch..” ) o HR | @ Leave ‘ @ Attendance ‘ O Reimbursement | 9 Recruitment ‘ 0 TimeSheet | 0 Expense | é S e ! A Zb
S i 5

Figure 1

Training request notification displayed on the dashboard under self pending applications when a training
invitation is sent by HR.

1.2. Department Name provided in Welcome Achievers block

Provided Department name on Dashboard -> Welcome Achievers dashboard, as shown in below figure:

Welcome Achievers

Warm Welcome

We welcome our new members in our family

Aniket Nadkumar Chavan
Digital Marketing | Marketing

Neha Prathamesh Kuperkar

Dot net developer | Development

Figure 2

Employee Name, Designation, and Department are displayed on the Welcome Achiever Dashboard.
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New Report provided for Clearance in QAS reports

New report "Exit Clearance QAS Report" provided in QAS -> QAS Reports, as shown in below figure:

QAS > QAS Reports

Note *

Only Exit Clearance approved records will be visible.

Report Exit Clearance QAS Report
Maodule Name * Exit Clearance-22
Question Sheet *

Company Name

Grade

Branch

Department

Division

Unit

Category

Group

Employee

Figure 3

This report will show employees whose Clearance is approved by all levels approver.

2.2.

QAS detail report changes for Recruitment

Changes done in QAS -> QAS Reports -> QAS Detail Report, as shown in below figure:



nagerment Sofvware

New Features Of Spine HRMS Version 6.0.9 Redefining Accurac ty & User Friendliness
QAS > QAS Reports
Report QAS Detail Report A
Module Mame * Recruitment-11 o
nterviewer ao
nterviewer QAS Sheet o
Figure 4

1. Employee field is renamed with "Interviewer" and Manager QAS Sheet field is renamed with
"Interviewer QAS Sheet".

2.In QAS detail report when recruitment module is selected then it will show Interviewer and Interviewer
QAS Sheet fields.

3.Candidate Name, Candidate Code and Vacancy Code is provided in QAS detail report for recruitment
module.

2.3. SMS Notification for R2 Utility Provided

“Send SMS To Employee” option provided for R2 Utility Provided in Site Admin -> Reminder Email to
Employee/HR, as shown in below figure:

Run the following utilities along with Lapsed utility on a daily basis

ORr1 EBR2 OR3 Ore OR7 OrRs ORI OR10 ER11 OR12 OR13 OR14
R2 : Absent days email / sms to the employee »

Enter No of Days 15 (From 1 to 30 Days)

Send SMS To Employee

Who will receive : Email will be sent to the employees who were absent WP or having latemark(s) in last N Days.
Which days : Today is 02-Jun than system will check the dates from 18-May to 01-Jun

Contain : It will show the day and date for which respective employee was absent.

Execution : For better result, this should be scheduled weekly as per the company policy,

Figure 5

When this option is enabled, an SMS notification will be sent to employees using the following template:
@ @CompanyName - Dear @ @EmployeeName, Please be noted you have been marked ABSENT or
LATEMARK in your attendance in past @ @Day Days.Please check and initiate action immediately to
regularized your attendance. Please do login with this link @ @Loginurl.
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2.4. QAS Type provided in QAS Detail Report

“QAS Type” filter provided in QAS -> QAS Reports -> QAS Detail Report for Training Module, as shown in
below figure:

QAS > QAS Reports

Note *

For Manager QAS Sheet, Manager Employee Field selection is mandatory.

Report QAS Detail Report v
Module Name * Training-2 2o
Company Name 2o
Grade F-t
Branch &0
Department 20
Division 20
Unit 2
Category 78
Group 2o
Status O All ® Current O Left O Web Active

Employee 2o
QAS Type Pre QAS v
Employee QAS Sheet -0

Figure 6

User can now select Pre QAS or Post QAS to check report.

2.5. New QAS Report provided for Training module

New QAS Report “Training QAS Report for Employee” is provided in QAS -> QAS Reports, as shown in
below figure:
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QAS > QAS Reports

Report Training QAS Report for Employes
Module Name * Training-2

Company Name

Grade

Branch

Department

Division

Unit

Category

Group

Status O Al ®Current O Left O Web Active

Employee
QAS Type Pre QAS

Question Sheet *

Figure 7
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2.6. Employee Code provided in Employment Form

“Employee Code” provided in Reports -> Employment Form , as shown in below figure:

INSTRUCTIONS

Employment Form

Please fill up all your personal particulars in capital letters correctly in blank form
Please enclose photo copy of your Educational & Experience Certificate.
Put your signatures in all the forms enclosed.

Name Naresh P. Theegala Emp. Code ST105

Date of Birth 15 Jan 1995 Gender Male

Marital Status Married Place Of Birth | Mumbai
Aadhar Card Number 857496784512 F’;n Card No. | QARPM1212A
E Mail ID NareshGalal@gmail.com Mobile No. 8574997845
Spouse Name Madhu Blood Group | Atve

Figure 8

In Employment Form, Employee Code is provided.
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2.7. New Setup provided for Consecutive Mark In Mark Out on
Dashboard lite

New setup provided in Site Admin -> Standard Settings, as shown in below figure:

User can opt either Show Vaccine Details/PM CARES Fund Contribution {Site Admin=>Std. Setting=>Covid Care) or Dashboard Lite setup.

Show Dashboard Lite

Show Attendance Mark In Option

Show Attendance Mark Out Cption

Activate In/Out option alternately

O Allow Employee(s) to Mark In and Mark Out based on Attendance flag Setup{Standard Setting, Mark Atten Punch On Login)
O Show Pin To Start

[l Log Out After Mark In/Mark Out

] Show Log Out Option

Figure 9

New setup provided "Activate In/Out option alternately". If this setup is opted then on Dashboard Lite
Mark In and Mark Out will work alternate.

2.8. Branch name in Reminder Emails

“Branch” name provided in Reminder Emails, as shown in below figure:

HR Alert - List of employee(s) marked ABS from 31-Dec-25 to 01-Jan-26

(Auto Generated @spinehr)

sent Employee(s)

Povai 019225

Povai 01126

s 1085 Development Mumbai

Figure 10
Branch details are included in the Emails sent to all managers and HR for the below setups:

1) Send mail alert for list of Employee(s) marked ABS for last X day(s) to Manager.
2) Send mail alert for list of Employee(s) marked ABS for last X day(s) to HR.

2.9. Logentryprovided in the Log Of Settings Edit - Update

Log entry provided for Leave Lapsed Utility in Reports -> Log Of Settings Edit - Update, as shown in below
figure:

10
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Reports > Log Of Settings Edit - Update

Total Records : 4215

14 < 1 of 27 > bl O © 1% v v | & Find | Next

Demo Company s

i

Settings Log Report

1092 Time > Attendance Utilities > MISC Leave Lapse Utility Run 29-52p-25 01:02 PM Added 192.168.9.7
Utilities

Figure 11

Log entry displayed in Log Of Settings Edit - Update when Leave Lapsed Utility is executed manually

2.10. Last Working Date provided in EmpDataService external table
“Last Working Date” provided in EmpDataService External table

If the user updates the employee's Last Working Date in any of the below menus, the Last Working date
will be reflected in the external table Empdata service:

1.Resignation Request / Approval
2.Leaving Status

3.Revoke by Employee

4.Revoke by HR

5.Review by HR

2.11. Approver Level Name provided in EmpDataService Table

"Reporting Level Name" column is provided in EmpDataService -> EmployeeReportingTo table in which
Approver Level Name will be display in case of New Approver allocated or updated for an employee.

| EmployeeCode  MName ReprtinglLevel ReportingEmp... ReportingEmp... HrCreateDateT... HRModifiedDa... LogDate compcode ReportingLevelName
|29 Manjiri Bhalerao 7 20 Damodar Rao NULL NULL 2021-06-18 00:0... NULL Level_1
|30 Sriram Subram... 7 20 Darnodar Rao NULL NULL 2021-06-18 00:0... NULL Level_1

Figure 12

2.12. Rent Paid By Employee(HRA) perk entry new option provided

Investment perk Entry Rent Paid by Employee “Relation with Owner” provided in Taxation -> Add
Declaration, as shown in below figure :

11
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Taxation > Add Declaration

* Entries allowed for current financial year only.

LandLord Details

Limit : No Limit Used Amount : 0.00
Narration
LandLord Name

Type of Payment * Rent paid ( For HRA Exemption ) -
Address Line 1

Declaration Date ®  27-Mar-26

Address Line 2 Brather
D
Web Amount * Daughter
Address Line 3 Father

Attach Document ‘ Chaoose File | No file chosen Father-in-law
Address Line 4
Mother

O Add for Projection Only th A
/ Y LendLord Pan No, | _Mother-in-law

If above option is opted then it will not go for approval. Its for self view only.
Other

Sister
Staying In

Son

Relation With

No relation L. 4
Owner Iy

QO Continue adding new Entry ® Back to List

Figure 13
Rent Paid by Employee perk entry - Relation with Owner option selection provided in below menus:

Taxation -> Add Declaration

Taxation -> Submit Tax Declaration - Sheet
Taxation -> Investment / Claim Made List
Taxation -> Add Investment / Claim Made

12
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3.Self Service

13
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3.1. Notice Period Days provided in Resignation request

"Notice Period Days" field provided in Resignation -> Request and Resignation -> Approve, as shown in
below figure:

Resignation > Request

We believe that every employee is an asset to our organization. We are grateful to you for your support & co-operation throughout your stay. To continue to prosper and maintain a competitive edge we believe in
improving our performance continuously. Your inputs will be valuable to our organization. Your suggestions can help our organization in the long run. The information given to us will always be kept confidential and
your identity will never be disclosed.

Employee Details

Employee Ranjit Kumar D-11

Res. Proposed Date *  02-May-25 ( Date on which resignation requested )
MNaotice Period Days 60

Last Working Date * 01-Jul-25 ( Last Working Date in the organization )

Figure 14

"Notice Period Days" field provided in resignation request and it will be visible to employee at the time
of adding request and approver while approving request.

Note: Notice Period Days will be reflect from days updated in PayrolINX -> HRIS -> CC -> Grade -> "Notice
Period" field.

3.2. Menu to view Policies provided in HRMS

New menu “Policy” is provided in Self Service -> View, as shown in below figure:

View > Policy

el el m Bl E bt Feniim Months

ABC Health Secure Plan ~ ABC987654321  Health Insurance  PLN0Q00O1 12000 1000 01-Jan-2025 31-Mar-2026  Mediclaim  mediclaim Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec No

Figure 15

This will show policy details added in PayrolINX -> Employee Master -> Policies.

3.3. Upload Document provided to Confirmation Manager

Upload Document provided to Confirmation Manager in Confirmation -> Approve, as shown in below
figure:

14
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Confirmation > Approve

Confirmation Date:  23-Apr-2025

Employae * Namita suresh Jain-1779 8

Mamita suresh Jain - 1779

e :
Remark Confirmation

Manager Attachment
Choose File | Mo file chosen

Manager Remark *

Status Approved ¥

Fill Confirmation process form [For Approver]

Figure 16

Manager Attachment field provided to upload documents while approving a confirmation request. The
document uploaded last will be considered as final document.

3.4. Changes in Resignation Report

“Show only resignation accepted but clearance is in process” check box provided in Resignation ->
Resignation Report , as shown in below figure:

Resignation > Resignation Report

Report Type * Resignation List Report i
Resig. Resig.

proposed proposed To
From Date Date

Last working Last weorking
from date to date

Approved Approved To
From Date Date

Resignation

Final Status

0 Show only revoked employee

Show only resignation accepted but clearance is in process
Company P13
Name
Grade 8

Figure 17
In standard filter "Resignation Accepted" field changed to "Resignation Final Status”.

"Show only resignation accepted but clearance is in process" check box provided in reports.
Based on selection data will be displayed in reports

15



TECHNOLOGIES

( »SrrIN=
g
HR & Fixed Assets Managemant Software

New Features of Spine HRMS Version 6.0.9 R e S oo
3.5. Resignation List Report changes

Resignation report changes provided in Resignation -> Resignation Report -> Resignation List Report, as
shown in below figure:

Resignation > Resignation Report

Report Type * Resignation List Report »
Resig. proposed Resig. proposed To
From Date Date
Last king fi

sl itall Last working to date
date
Approved From Date Approved To Date

Resignation Status
(Clearance)

Resignation Status
(Exit Workflow)

[ Show only revoked employee

[ Show only resignation accepted but clearance is in process

Company Name .
Grade 20
Branch 20
Department 20
Division 2
Unit 2
Category 2
Group 2
Status O Al @ Current O Left O Web Active

Employee &0

Multi Group Filtration

Multi Group 1 --select-- v —-select—- v  —-select—-
Multi Group 2 --select-- v --select—- v  -—-select—- w
Multi Group 3 --select-- v —select--

Figure 18

16
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1.Provided new filter and column as "Resignation Status (Exit Workflow)" with In Process, Approved,
Reject options.

2.Changed Filter/Report Column Name from "Resignation Final Status" To "Resignation Status
(Clearance)"

3.In Resignation List Report Change Header Name from"Approver Name" to "Approver Name (Current
Stage)"

3.6. PFJoining date in Employment tab of Self service

Provided “PF Joining date” field provided in Employment form in View -> Employment, as shown in
below figure:

Name: Rina Tawde Code: 1200

Fathers Name: Spouse Name:

Date of Birth: 27-5ep-1998 Gender: Female
Joining Date 22-Mar-2025 Confirmation Dt: 22-May-2025
Grade: Grade C Designation:

Branch: Mashik Division:

Department: IT Category:

Unit:

UAN: PRAN:

Adhar Number: Bank A/C No:

Bank A/C No.1: Bank A/C No.2:

Bank A/C No.3: PF Join Date 12-Sep-2024

Group Join Date

Figure 19

PF Joining Date field is provided.

3.7. Deduction U/S 80G exemption changes

“Exemption (%)” and “Donation Amount” provided for deduction under Section 80G in Taxation -> Add
Declaration, as shown in below figure:

17
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* Entries alfowed for current financial year only.

Limit : Restrict Deduction U/S 80G upto 10% of gross salary Used Amount : 87500.00 Balance Amount : -87500.00
Narration Deduction for 80G

Type of Payment * Deduction U/S 80G v

Declaration Date * 06-0Oct-25

Web Amount * 50000
Attach Document Choose file | Mo file chosen
Exemption % 100 %
100
Donation Amount 50000
(8]

0

I

(J Add for Projection Only

If above option is opted then it will not go for approval. Its for self view only.

Figure 20

If user select Exemption as 100% then donation amount & web amount will be same.
If user select Exemption as 50% then 50 % of donation amount will be displayed in web amount.

3.8. Stock Options (ESOP Qualified) entry impact provided in Tax
Projection

“Stock option (ESOP Qualified)” provided in HRMS tax sheet Taxation -> Tax Projection,as shown in
below figure:

(A) Total Earnings & Allowances : 268,666.67 25,000.00 293,666.67
(-) Exemption :
H.RA 2.000.00
(B) Total exemption : 2,000.00
{+) Stock options (ESOP Qualified) : 45,000.00
© Gross Salary: (C= A -B + Perks ) 336,666.67
(-) Standard Deduction : 50,000.00
[
Figure 21

The entry can be done from investment entry.
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4.1. New Setup provided in Leave Configuration

“Show Last Date or First Date of month while given leave increment” new setup provided in
Configuration -> General Setting , As shown in below figure:

0O show User Leave Types

MNote : Above setup will be applicable, in Leave Register,Balance Reportleave Adjustment Leave Encashment and Payslip(Fermat 0,1,3).
[J Show Approved Leave and LWP Summary Count in Mobile Application while making Leave Entry
Show  First Date v of month while given leave increment

Do not consider Process data while showing Leave Balances

If this is opted,
Balances shown in leave section to employee will not consider process data created from payroll Balances shown will be opening balance enter as on start of leave year

+ Leave Adjusted (entered as negative) - leave applied + leave rejected / lapsed jcancelled - Leave Adjusted (entered as positive) — leave encashed

Figure 22

New setup provided as “Show Last Date or First Date of month while given leave increment”. This setup
allows the selection of either the First Date or the Last Date of the month. Based on the selected option
in the setup, the Transaction Date will be shown in the Employee's My Leave Register.

E.g.
The first day of the month (e.g., 01-Apr-2025), or
The last day of the month (e.g., 30-Apr-2025).

4.2. Setup Provided for Leave Application Restriction for Day Type DP

New setup "Do not allow leave application if muster is marked as DP." is provided in Configuration >
Settings - Leave Application - General Settings > Other Settings, as shown in below figure:

Leave Application Intimation Settings

® Consider date difference from applied Leave Application From date

O Consider date difference from applied Leave Application To date

Other Settings

O Do not allow half day on alternate shift (e.g Saturday)

(J Do not allow leave application as on date process date

Do not allow leave application if muster is marked as DP.

O Allow leave application Start / End on Weekly off / Paid holiday

(O Restrict OD for Half Day

) Restrict LWP if Employee has sufficient Leave balance (for Available Leave type).

Figure 23

If this is setup is opted then system will not allow to add leave request if day type marked as DP.
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4.3. Select All option provided in Leave Encashment Approve

“Select All” option provided in Leave Encashment -> Approve, as shown in below figure:

Leave Encashment > Approve

= IN PROCESS 3 APPROVED 16 & REJECTED

i [EJ LAPSED 0 Dauw 26
BT e e
] 26-Aug-25 ST104 Sanjay Bhanushali 3.00 L1 Encashment
Q 26-Aug-25 sT102 Yuvika Raj Mahajan oL 200 OL Encashment
z 26-Aug-25 sT103 Yuvika Raj Mzhajan PL 2.00 PLEncashment

Status* = Approved v Remark

P

Figure 24

In Leave Encashment Approve menu Select All check box provided. Approver can select all record and
take action.

4.4. Provided “Applied By” Field in Leave Reports

‘Applied By”column provided in OD List Report & Leave List Report, as shown in below figure:

Outdoor Duty > Reports - Manager

seprd dpens

Figure 25

Applied By Column will show the details regarding who has applied the leave application or OD
application.

4.5. New Setup Provided For Leave Balance(s) to employee

New setup “Do not show Leave Balance(s) to Employee while applying Leave” provided in

Configuration -> Settings - Leave Application - General Settings-> other settings, as shown in below
figure:
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Other Settings

(] Do not allow half day on alternate shift (e.g Saturday)

(J Do naot allow leave application as on date process date

O Do not allow leave application if muster is marked as DP,

O Allow leave application Start / End on Weekly off / Paid holiday

U Restrict OD for Half Day

() Restrict LWP if Employee has sufficient Leave balance (for Available Leave type).

O Leave Cancellation do not require approval (Only for Leave applications having From date and To Date as future dates)
The above option will skip the workflow for the leave cancellation approval process and it will consider the leave cancellation application as approve.
Intimation email will be sent to all the Manager available in leave application workflow.

O Can not apply for leave cancellation if month is processed

[J All Questions are mandatory for Leave/OD Application Question Sheet

[ Show leave description in leave balances

O Print Employees Department in OD request notification email

O Print Manager Name in OD request notification email

Allow Leave\ODN\CO Application without Category
O Do not show Employee Leave Balance(s) to Manager while Approving Leave Application
Do not show Leave Balance(s) to Employee while Leave Application
[ Allow manager to change Leave Category

Figure 26

If the setup is opted the leave balance will not be displayed to the employee while applying for leave.
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5.1. New date filter option in OT report

New “Date filters” provided in OT -> Reports - HR and Reports - Manager for Report Type: OT Request
List Report, as shown in below figure:

OT > Reports - HR

Report Type OT Request List Report v

Approve From Date To Date

Application From Date ] To Date

OT From Date ] To Date

OT Category v
Figure 27

New date filters provided in Report Type: OT Request List Report as given below:
i. Approve From Date and To Date

ii. Application From Date and To Date

iii. OT From Date and To Date

5.2. OT remarks as mandatory Setup provided

“Remark Mandatory while Applying OT Request” setup provided in Configuration -> Attendance Settings,
as shown in below figure:

[ Send Email to the manager on OT request made

O Send Email to the employee on OT request approved

[J Send SMS to the manager on OT request made

[ Send SM5 to the employee on OT request approved

[ Send Email to Manager(s) of same stage for action{Approved,/Rejected) taken by other Manager
[ Attach Document while applying for OT Request

[J Manager Remark Mandatory while Approving/Applying OT Request

Remark Mandatory while Applying OT Request

O Do not Require HR Approval for OT

NOTE * Above Setup will not work After Attendance Muster data deletion and recalculation.

Change nomendlature from OT to  OT

NOTE * Above setup will applicable for following pages
OT > Apply , OT > Apply By Manager - Single , OT > Reports - Manager and OT > Reports - HR

Figure 28

"Remark Mandatory while Applying OT Request" new setup provided.Based on setup Remark will be
mandatory while applying for OT Request.
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5.3. GetData from Archive data setup provided

“Get Report from Archive Data” setup provided in Attendance Reports -> Attendance Summary Reports,
as shown in below figure:

Attendance Reports > Attendance Summary Report

Select Report Type *  Hour wise summary Report ¥
From Date To Date
Shift o
Company Name P
Grade -
Branch So
Department -
Division o
Unit o
Category &0
Group o
Status O All ® Current O Left O Web Active

Employee 20

Get Report From Archive Data

Multi Group Filtration

Multi Group 1 --select-- ¥ --select-- ¥ --select-- +~
Multi Group 2 = --select-- « --select—- v --select--
Multi Group 3 --select-- ¥  --select-—- ¥

Figure 29

"Get Report From Archive Data" option provided in Hour wise summary report, Day base count report
and Day wise flag summary report of Attendance Summary Report.
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5.4. WeeKkly Off Export option provided

“Export” button provided in Define -> Weekly Off Report, as shown in below figure:

Define > Weekly Off

Note *

Here user can set different DAY as week-off day employee wise. This can be taken as base for mark week-off while generating Muster.
Setup of Alternate Odd/Even is available which can help to manage week-off eg. on 2nd and 4th Saturday.

[System also has provision provide more flexible week-off setting which can be address through ROSTER.]

Total Records : 2

Figure 30

User can now Export Weekly Off Report in Excel format with the use of Export button.
5.5. Short Time Off new setup provided

New setup provided in Configuration -> Short Time Off Settings, as show in below figure:

Configuration > Short Time Off Settings
Setting Type General Settings ~

(O Send Email to the Manager on Short Time Off application made

0 Send Email to the Employee on Short Time Off application Approved / Rejected

O Send SMS to the Manager on Short Time Off application made

(J Send SMS to the Employee on Short Time Off application Approved / Rejected

O Include Approve/Reject application option in email for Manager

(J Send email to the Manager while applications revoke

O Send Email to Manager(s) of same stage for action(Approved/Rejected) taken by other Manager
(J Remark Mandatory While Making Short Time Off Entry

Add one more swipe with opposite sign with the last swipe/ first swipe found in swipes (Only For Request Type Late Coming And Early Going)

Figure 31

New setup “Add one more swipe with opposite sign with the last swipe/ first swipe found in swipes (Only
For Request Type Late Coming And Early Going)” provided . It will automatically add an additional swipe
with the opposite punch type (In/Out) based on the first or last existing swipe, for Late Coming and Early
Going short time requests.

When this setup is enabled and a short time request is submitted for Late Coming or Early Going, the
system will automatically create a pair of punches (In and Out) to represent the short time duration.

Shift Timing: In — 09:00 AM, Out — 06:00 PM

Actual Swipes by Employee: In: 09:30 AM and Out: 06:00 PM

Short Time Request: 30 minutes for Late Coming

Result After Applying the Setting : System-Added Swipes for Short Time:
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In: 09:00 AM (start of short time)
Out: 09:29 AM (end of short time)

Shift [T1] Time: 02-Jun-25 05:01 AM - 03-Jun-25 05:00 AM [As per CutOff Time] x

Daily In Out Punch T
02-Jun-25 09:00 AM In MNLA [Short Time Off] 02-Jun-25  02-Jun-25 09:00 AM
02-Jlun-25 09:29 AM  Out M.A [Short Time Off] 02-Jun-25  02-Jun-25 09:29 AM
02-Jun-25 09:30AM  In 192.168.9.7 DEVIMTERMET  02-Jun-25  02-Jun-25 09:30 AM

02-Jun-25 | 06:00 PM  Out 192.168.9.7 DEVINTERNET | 02-Jun-25 |02-Jun-25 06:00 PM

Figure 32
5.6. Export provided in Transfer By HR
“Export” option provided in Shift -> Transfer By HR, as shown in below figure :

Shift > Transfer By HR

Notes :
Day Lock entry will not be editable

© Add New @ Delete % Hide Filter Export to Excel Back to selection
Searchfor: Employeecode v = ST105 B
* To filter dates, use MM/dd/yy format to get best result,
m | Edit | Employee Code | Employee Name Normal Shift | Shift Starting Date | Alternate Shift | Alternate Shift Days
o @ smos Naresh P. Theegala (i3 01-Jan-26 T 7
Figure 33

In Shift Transfer By HR Export to Excel option provided.

5.7. Auto Recalculate after Approval of Short time off request

Auto Recalculation will be done after Approval of Short time off and impact will display in Time -> My
Attendance, as shown in below figure :

Shift [T1] Time: 02-Jun-25 05:01 AM - 03-Jun-25 05:00 AM [As per CutOff Time]

Daily In Out Punch &
02-Jun-25 09:00 AM  In N.A [Short Time Off] 02-Jun-25  02-Jun-25 09:00 AM
02-Jun-25 09:29 AM | Cut N.A [Short Time Off] 02-Jun-25  02-Jun-25 09:29 AM
02-Jun-25 09:30 AM | In 192.168.9.7 DEVINTERMET  02-Jun-25  02-Jun-25 09:30 AM

02-Jun-25 06:00 PM | Cut 192.168.9.7 DEVINTERNET | 02-Jun-25  02-Jun-25 06:00 PM

Figure 34

Previously, once a Short Time Off request was approved, a manual recalculation was needed to see its
impact on attendance.

Now, the request is approved by the final approver or HR, the impact is automatically reflected in the
"My Attendance" and recalculation is not required.
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5.8. Attendance Settings New Setup provided

"Do not allow swipe request on the day when punch not available" new setup provided in Configuration
-> Attendance Settings , as shown in below figure :

O Allow Manual Marking While Capturing Attendance By Face

Do not allow swipe request on the day when punch not available.

Shift Selection will be restricted based on master (Cost Center) v

O Allow shift Change Request for Past Days (it will allow Shift Change Request incase Effective Date is within Attendance Cycle for the month salary is not processed.)
After Application approval Recalculation is required to get the impact

Maximum Mo. of Shift Change Request allowed in a Month for the Employes ]

Figure 35
"Do not allow swipe request on the day when punch not available" new setup provided.

If this setup is opted, swipe request will not be allowed for a day if punch-In or Out entry is not available.
It will consider Entry Date for punch.

5.9. New option provided in Time Sheet report

"Do Not Show Project" option provided in Time Sheet -> Reports - HR -> Project/Account code-wise
Report, as shown in below figure:

Time Sheet > Reports - HR

Group By Fiel
Report Type Project/Account code wise Report v up By Fields
Group Account3 - Group Account 1 4
5>
Time Sheet F Group Account 4 - Group Account 2

Group Account 5

Company Name -

Gracke A4 Do Not Shaw Project
Branch 2
Department 2
Division -
unit o
Category F
Group P23
status O Al ®current O Left O Web Active

Employes F-
Invoiceable Ae

Actusl From Date

Actual To Date

Application Status v

O Convert Data In Time

Figure 36
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In Time Sheet - Project/account code-wise Report "Do Not Show Project" checkbox provided.

This option will work with selected Group By field only. After selection of checkbox and Group By field
reports will display data based on Group Account code.

5.10. Changes for Attendance API

Now “X” flag records will be fetch by attendance API.

Configuration > API Configuration

ot e om

Show 10 v entries Search:

Attendance Type  Daily v

Edit  View Reset  Database Name  Database Type § Table Name ¢ Connection
(m] z Report Reset Attendance API Sql Server Atteninfo T Provider=SQLOLEDB;Data Source=SPINETEST\SQLEXPRESS;User ID=sa
Figure 37
5.11. Applied By column Provided in Swipe Report

“Applied By” column Provided in Swipe -> Reports - HR, as shown in below figure:

Swipe > Reports - Manager

14 < 1 af 1 > ] O © |, v v | & Find | Next
Demo Company

Smpe Requat Report

. | Employee Hame = uo [ S [TI———r I [re—— = | Applied By
r-m T-e 'r'p;
1[5 © 06:30PM | 27-55p-25 Error ocours while punchi 29.52p-25 Tejas Rene Manags Rina Tewde.
¥5p2 [ 0943AM 5025 Emmmlamm N:plmed Suipz 29.52p-25 Tejas Rane

Figure 38

Applied by column provided which shows who requested swipe Application.

5.12. Provided Setup to Allow shift roster import from existing file

New setup provided as “Allow shift roster import from existing file” in Configuration > Attendance
Settings > Other Settings, as shown in below figure:

To offer Optional Holiday to Employee

s

Maximum Holidays allowed in One Calendar Year 13 no of days (Optional + Mandatory)

O Upload Extra Flags (AF1 - AF10) even if Muster Data is locked.
O Save Swipe Employee Remark in Attendance Muster (Note * This will display employee remark of maximum IN/OUT time found during the shift.)
[ Do not execute Additional Shift Rule

B Allow shift roster impaort from existing file

Figure 39
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If above setup opted then “Select Existing File” drop down display in shift roster > Import Roster,as
shown in below figure:

Shift Roster > Import Roster

Note *

* For uploading file use txt or csv format.

* For Sample data Click here

* By opting Recalculate Attendance while importing Data, Import process will consume more time,

* If Recalculate Attendance while importing Data is not opted then manual Recalculation is required for imported records.

Upload New File | Choose file | Mo file chosen

() Override file if already exist

OR
Select Existin,
g v (et Import File
File
[J Update Existing Record %

Recalculate Attendance while importing Data

Figure 40

The user can select an existing uploaded file from the “Select Existing Files” dropdown.
The uploaded roster file will be visible to the user who uploaded it.

5.13. Employee-Wise Time sheet Summary Report Provided

“Employee-Wise Time sheet Summary Report”Provided , in Time sheet -> Reports - HR
as shown in below figure:

Time Sheet > Reports - HR

Report Type Employee Wise TimeSheet Summary Report bl
Time Sheet Defaulter Report =
Time Sheet
Employee Wise Report
Company Name Employee Attendance Hrs Vs Project Hrs Summary
Employee Attendance Hrs Vs Project Hrs Details
Grade Project wise Summary Report
Project/Employee wise Summary Report
Branch
Employee wise Project/Account code wise Detail Report
Department Project/Account code wise Report
Day Wise Defaulter Report
Division Time Sheet Hours Vs Attendance Hours
Project wise summary Report (pivot)
Einit Employee wise Cost List Report
Group Account 1 wise Cost List Report
Category
Group Account 2, Group Account 3 wise Cost List Report
Group Date/ Account code wise List Report
Date/ Account code wise Cost List Report
Status
Project wise status Report
Employee Employee Wise TimeSheet Details Report
= Employee Wise TimeSheet Summary Report
Multi Group = L+
TimeSheet Details Report With Manager Remark -

Figure 41
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Time sheet View}ipproval

Show detail time sheet view

This will allow employee to add details of time spent on project
Effective date : Date on which it has to be taken on count

Actual date : Date on which work is physically done.
Effective date and Actual date may differ in case of night shift work

eg. Those who are working on night shift timings [in time 10:00pm / out time 4:00 am (next day)]. In this case entry of work done on 16th May at 1:30 am has be entered as effective

date as 15th May and actual date is 16th May
) Consider system time for filling time sheet

It will not allow employee to enter date and time, It will accept server date and Time.
(] Auto approve time sheet on submit

When this option is opted, time sheet will be approved directly. (i.e It will not follow workflow process)
Figure 42

If the “Show Detail Time sheet View” setup option is not selected, the Employee-Wise Time sheet
Summary Report and Employee-Wise Time sheet Details Report will be displayed in the drop down list.

If the setup is selected then only the Employee-Wise Time sheet Details Report will be available in the
drop down.

The Summary Report displays Timesheet summary data.
5.14. Provided “Allow Filters” tab in Shift Listing Report

Allow Filter’s field added in the Shift listing Report, Shift -> Reports - HR, as shown in below figure:

Shift > Reports - HR

Report Type * Shift Listing Report i
Shift o
Select Settings
(] General Settings [ Late Mark O Day Work

I Over Time [ Late Time Jco+

O Allow Filter's

Figure 44

If Allow Filter’s check box is opted then in Shift listing report All CC master columns are display.
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5.15. GetReport From Archive Data

“Get Report From Archive Data” option provided in Attendance > Monthly Attendance - Manager, as
shown in below figure:

Attendance > Monthly Attendance - Manager

Select Employee *  Rina Tawde-134 2
List Chart Of Attendance Meonth Wise Summary Hide Filter &

From Period * = October v - 2024 v To Period *  September v - 2025 »

User Day Type JABS OcCL 0Oco- Oco+ Opp Oeo Ou1
O OB 0O Ol OweOop Oo
OpH OpHP OpPL OsL Owo Owor

Get Report From Archive Data

Figure 45

If this setup is opted then both Archived Data & current data will be displayed in the Monthly attendance
by HR & Manager.

5.16. Short Time Off Application view on Date click

Short Time off Applications displayed in Attendance -> My Attendance-> click on date , as shown in
below figure:

Shift [A2] Time: 19-5ep-25 09:01 AM - 20-Sep-25 09:00 AM [As per CutOff Time]

19-5ep-25 0745 PM  Out 192.168.9.7 SPINEINTERNET  19-5ep-25 | 19-5ep-2507:45 PM

Leave Details

Mo details available

Swipe Request Done

From Date Maode In time Out time Remark Status

19-Sep-25 In 2:30 PM Lapsad
Short Time-Off [

App. Date Request Date  Request Type Minutes From Time / To Time Remark

23.Sep-25  19-Sep-25 Break Between Working Hours ga| (sebimes IGOEM

To Time : 2:30 PM

4

L ___________________________________________________________________________________________________________________NN
Figure 46

Now short time off details can be viewed after clicking on Date in My attendance.
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5.17. Bulk Upload given for Project Master

Bulk upload functionality provided in Manage Time Sheet -> Project Master - Import, as shown in below
figure:

Manage Time Sheet > Project Master - Import

Note *

Columns sequence in the file has to be same as mentioned in File Format Structure.

File formats allowed: tet/csv.

Select File * [ Choose file | No file chosen File Format Structure
O Update Existing Record(s) Mandatory Fields Optional Fields
OR € Import File v No.  Field Type and Size Remark
1 Group Name Text(50)
I} 2 Flag Value Number(4)
3 WV Afc Code Text(20)
4 JV Opp Afc Code Text(20)
5 Email Id Text(80)
Figure 47

xt, .csv file formats are allowed for importing projects. User can also update existing records with
import functionality.

5.18. Attendance Punch Count utility added in MISC Utilities

“Attendance Punch Count” Utility Provided in Attendance Utilities->MISC Utilities, as shown in below
figure:

Attendance Utilities > MISC Utilities

Select Utility *  Attendance Punch Count »

This utility updates the selected flag to 1 based on punches found as per the selected criteria

b
From Date * To Date *
From Time * HH:MM ToTime*  HH:MM
Machine Name * | —Select— M
Flag Name AF1 v
Company Name 2
Grade A
Branch 2
Department 2
Division 2
Unit 2
Category 2
Group F-
Status OAIl ®Current O Left O Web Active
Employee &

Figure 48

This utility updates the selected flag to ‘1’ when attendance punches are found based on the selected
criteria. If no punches are found, the flag value will be updated to ‘0’.”
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5.19. Sandwich Rule in My Attendance

New setup as “Consider Sandwich Rule for X day(s)” provided for the Sandwich Rule in Configuration >
Attendance Settings, as shown in below figure:

Enable Sandwich Setup ( What to do if any weekly off or paid holiday comes between any leave or absent)

O Mark them as ABS

® Mark them as Leave Type e.g PL [ Prefix
Leave type will be marked ]

O Check sandwich Rule For Suffix Leave Types.

O Mark them as WO/PH

Above Setup should work as
O Do not Mark for Weekly Off
) Do not Mark for Paid Holiday

® Mark for both
Consider Sandwich rule for 3 day(s)
[ Do not consider sandwich rule, If employee present for any Half Day
Figure 49
New setup provided as "Consider Sandwich rule for X day(s)" in Enable Sandwich Setup.

It will default have 3 days saved in it. User can enter days between 3 to 15. Recalculation will consider
the days entered and sandwich rule will be applied accordingly.
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New field provided in voucher

field provided in Expense -> Apply Voucher - > Expense Headwise Details, as shown in

Expense Voucher

bl

Expense Headwise Details

From Date 30-May-25 To Date 30-May-25
Expense ® v Date * 30-May-25
View Swipe Details

Currency Type INR v Conversion Rate * 1.00
0.00

Amount * 0.00 Final Amount 0.00

Job ID

Invoice No.

Remark

Attach Document | Choose File | No file chosen
Choose File | No file chosen

Payment Bill

Figure 50

Payment Bill field provided to upload files. It will allow .txt, .pdf, .doc, .png, .jpg, .jpeg, .docx, .xls, .xIsx file

format.

6.2.

Lock option provided in expense

“Lock record” option provided to approver while reject voucher in Expense -> Approve Voucher , as

shown in below figure:

Expense Voucher Approver Log

Copy Claimed Amt. to Approved Amt. Show Expense Limit

Expense Head Allowed Additional Claim Limit.

Expense Headwise Details

Filter Data

Only Unlocked records will be available for edit while reapply rejected voucher.

L] Claimed Amt/
Conv.Claimed

Lock
Items

Expense Head

Approved Amt/
Conv.Approved
Amt

Rejected Amt/
Conv.Rejected
Amt

Conv. Final
Amt

Approver Remark

Boat
O Remark: %ﬂyﬁ 10.00 0.00 10.00 1 0.00
Exp added while DP g %
10.00 0.00 10.00 0.00
Status: Rejected + Manager Remark
4
Figure 51
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Lock Item and Approver Remark option provided in expense headwise detail. On Approve status both
option will be disabled.

If approver select Reject option then Lock Item option will be available for selection and Approver
Remark field will be enabled to enter remark.
After rejecting voucher with lock record, employee cannot edit lock record while reapplying voucher, as
display below figure:

Expense Voucher Expense Headwise Details

@

Edit and Remove operations are disabled when the expense head is locked by the approver.

Claimed Amt/ Approved Amt/ Rejected Amt/
] Edit Expense Head Conv.Claimed Conv.Approved Conv.Rejected
Amt Amt Amt

| |

Approver Conv. Conv. Final

Remark Rate Amt

B o o s 10000 000 000  Record 1 000
Locked
B 30-May-25
o B = ot 20000 000 1 0.00
300.00 0.00 000 0.00
T
Print Voucher iﬂase on: Actual amount ¥ Submit for Approval
Figure 52

After reapply and submit voucher, lock record will be shown as locked to approver. If Approver reject
voucher with all records locked then employee can not reapply same voucher, as display below figure:

Error

A Voucher is locked by approver you can not Reapply this Voucher.

Figure 53

For approved voucher locked record will be highlighted in orange colour to employee.

6.3. New option provided for Expense voucher

“Download All” option provided in Expense -> Apply Voucher/Approver voucher, as display below figure:
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Expense > Apply Voucher

Note *

After reapplying the voucher, it will open in 'In Process' mode.

© Add New @ Delete In Process ~

Show 50 w entries Search:

n Edit Voucher No.§  From Date ToDate ¢ Claimed Amount$ Approved Amount$ Rejected Amount4 Narration ¢ Approve Date §  Std

& 241 _ -
& Download ayl | 30-May-25  30-May-25 56.00 0.00 0.00 i
209
07-May-25  07-May-25 0.00 0.00 I
o & Download Al i 2 : i
Figure 54

Download All option provided in Apply Voucher and Approver Voucher menu list view. After clicking on
this option, all attached file will be downloaded in zip file.

6.4. Project]V Code field provided in Expense JV List Report
“Project JV Code” field is provided in Expense -> Expense JV List Report ,as shown in below figure:

Expense > Expense JV List Report

Copy JV View Data
Column Settings Filters
S T i

Voucher No
Date

Employee Code
Employee Name

Expense Name

Voucher No

Date

Employee Code

Employee Name

Expense Name

Ledger Code Ledger Code
Amount Amount
Dr/Cr Dr/Cr
. Project Project ()
Project JV Code Project JV Code
o Branch ) ()
. Expense Category Expense Category (8] 2

O Generate DR/CR Entries for each voucher items

O Seperate DR/CR Amount for each voucher items

Figure 55

The Project JV Code shown in the Expense JV List Report corresponds to the JV Account Code that is
specified in the Project Master.
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6.5. Template Settings File option provided

“Template Settings File” option provided in Expense -> Expense JV List Report, as shown in below figure:

Expense > Expense JV List Report

ngs Filters
open
- I O S i
Save As Voucher No
I Date Date
Employee Code Employee Code
Emplayee Name Employee Name (]
Expense Name Expense Name O
Ledger Code Ledger Code
Amount Amount
Dr/Cr DrfCr
Project Project (]

Figure 56

In Expense Jv List Report Settings File Option is provided.
Now Expense Template can be saved , modified or deleted from this option.

6.6. Four decimal value provided in currency master

Four decimal value provided in Manage Expense -> Currency Master, as shown in below figure.

Manage Expense > Currency Master

Currency * Dollar
Symbol 5
Alias * DOLLAR

Conversion Rate *  10.1 2341

Figure 57
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6.7. Date filter provided in Copy JV View Data

“Date filter” provided in Expense -> Expense JV List Report -> Copy JV View Data, as shown in below
figure.

Copy Bxpense JV Data

@ Based On Expense Date O Based On Approved Date

From Date * To Date ®

Figure 58

Based on Expense date and Based on Approve date radio buttons provided on click on Copy JV View Data.
Data will be transferred as based on option selection.

6.8. Voucher Narration column added in Voucher reports

“Voucher Narration” column added in Expense > Voucher Reports, as shown in below figure:

Back to selection

1< < 1] ef1 D B O © | 0% v B | & | Find | Next
Demo Company . ) -

Payment List Report I}

1095 b Ketan Dalvi 23 03-0ct-25 4000.00 "Travel expenses for official 03-0ct-25 Payment submitted to bank account
wisit to Pune branch for
attending training program
from 20-5ep-2025 to 22-
Sep-2025, covering
accommodation, local
conveyance, and food
allowance.”

Figure 59

Voucher Narration column will show data from narration saved at time of adding voucher.
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6.9. Added Currency Type column

“Currency Type” provided column in Expense -> Approve Voucher, as shown in below figure:

Expense > Approve Voucher

Y = IN PROCESS 1 APPROVED 14 (& REJECTED 1 E LAPSED 3 Baw 19
n Voucher No. Employee Code | Employee Name App. Date Currency Type | Claimed Amt | Exp. Category
(m} D’ = 1089 Yashraj Pokharkar 12-Dec-25 12-Dec-25  12-Dec-25 1000.00 Employee Welfare
Download All 4 : L

4 13

Status * Approved ¥ Remark

P

Figure 60
Selected currency type will be displayed in currency type column at time of approving expense Voucher.
6.10. Expense Head Remark provided in JV list report

“Expense Head Remark” column provided in Expenese -> Expense JV List report, as shown in below
figure:

Expense > Expense JV List Report

14 < 1 of 57 > | O © | 100% v v @ Find | Next
Demo Company -

Expense JV List Report

i e e e Expore tome i code s/ e rpevenionat |
00 Hotel Gst 3046 DR

6215 21-Mar-2023 083 fote ACD02 Hotel Room Booking for SM
e
6215 21-Mar-2023 00083 Hotel Gst AC002 3046 CR Hotel Room Booking for SM
e
16419 05-Aug-2024 00083 Local Conveyance  AC002 190 DR Going to vip store model setup
16419 bﬂulzﬂﬂ 00083 Local Conveyance  AC002 190 CR Going to vip store model setup
16632 11-Aug-2024 00083 Local Conveyance 490 DR chandanagar 7 days fooding
16632 11-Aug-2024 00083 Local Conveyance 450 CR chandanagar 7 days fooding
charge
Figure 61

41



F TECHNOLOGIES
HR & Fixed Assets Management Software

New Featu res of Spine HRMS Version 6.0.9 Redefining Accuracy, Efficiency & User Friendliness

é:s:wa
C_.

7.PMS

42



2 TECHNOLOGIES
HR & Fixed Assets Management Software

New Features Of Spine HRMS Version 6.0.9 Redefining Accuracy, Efficiency & User Friendliness

Q.EF'INE
¢

7.1. PMS Reports Master Data filter provided

“Print Master Details” Data filter provided in Reports -> Pending list appraisal , Reports -> Pending list
goal, Goal -> Goal list report, as shown in below figure:

Reports > Pending List - Appraisal

Appraisal Period * 2o
PMS Category o
Company Name &
Grade &0
Branch p-
Department o
Division &0
Unit P
Category o
Group Lo
Status O All @ Current O Left O Web Active

Employee o

Multi Group Filtration

Multi Group 1 --select-- v —-select-- v -—-select-- w
Multi Group 2 --select—- v —-select-- v -—-select-- v
Multi Group 3 --select-- v --select-- w

Print Master details
Grade @ Branch Department & Division

Unit Category B Group 8 Designation

Figure 62

Print Master Data (such as Grade, Branch, Department, Division, Designation, Category, Unit, and Group)
is included in the following PMS reports:

1.Goal List Report

2.Pending Appraisal List Report

3.Pending Goal List Report
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7.2. Is Retire option provided for Goal Category
“Is Retire” option provided in Configuration -> Goal Category, as shown in below figure:

Configuration > Goal Category

Goal Category * Self Goal

Print Order * 1

Head Goal Category *  Employee Self Goal v &
s Retire

Figure 63

PMS Goal Category Is Retire option provided . Is Retired PMS category will not be available while Adding
new Goal / KRA / KSA.

7.3. New Setup provided in PMS configuration

New setup provided "Feedback Comment is mandatory while Appraisal By Manager / By HR" provided in
Configuration -> PMS Setting, as shown in below figure:

Note * By checking this option, copy value(s) for Manager(s) will be available
0O Show Manager Comments

O Show HR Comments in Appraisal Sheet Report (Employee)

O Show Manager Comments in Appraisal Sheet Report (Employee)
Feedback Comment is mandatory while Appraisal By Manager / By HR
0O Do not display grace score while appraisal

Osi

how Wtg. Rating On Appraisal Self/ By Manager/ By HR

O sl

how Overall Wig, Rating / Wtg. Score On Appraisal By Self / By Manager / By HR

O sl

how Past Appraisal Preview On Appraisal By Manager / By HR

Figure 64
If “Feedback Comment is mandatory while Appraisal By Manager / By HR” is opted then comment is
mandatory for manager/HR. Error message will be displayed while save/submit appraisal feedback by

manager if comment not added.
If setup is not opted then comment not mandatory for manager/hr while save/submit appraisal.

7.4. New Setup provided in PMS configuration

New setup provided "Show Overall Wtg. Rating / Wtg. Score On Appraisal By Self / By Manager / By HR"
provided in Configuration -> PMS Setting, as shown in below figure:
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O Show HR Comments in Appraisal Sheet Report (Employes)

O Show Manager Comments in Appraisal Sheet Report (Employee)

O Feedback Comment is mandatory while Appraisal By Manager / By HR

O Do not display grace score while appraisal

O Show Wtg. Rating On Appraisal Self/ By Manager/ By HR

Show Overall Wig. Rating / Wtg. Score On Appraisal By Self / By Manager / By HR

O Show Past Appraisal Preview On Appraisal By Manager / By HR

O Allow employee to agree PMS process (It will only appear in appraisal sheet report for the employee after (appraisal process) completed by HR)
O Target Value and Date is Compulsory for Self Goal Definition

O Do not allow user to make calendar active if Self Goals are In Process

O Show rate of KRA/KSA/Goals in Appraisal Sheet Report which is available for Manager only

O Description for GOAL/KSA/KRA mandatory when employee submits appraisal form

Figure 65

If "Show Overall Wtg. Rating / Wtg. Score On Appraisal By Self / By Manager / By HR" setup is opted then
overall Wtg. Rating / Wtg. Score will be displayed while adding appraisal by self/manager and HR as
shown in below figure.

HR: Girish Padhye

Level 1 PMS 1.pdf @
Level 2 PMS 2pdf @
Instructions Self Appraisal KSA/ KRA Goals

Rahul P - 0001 | Calendar : Sep25-14 | Past Appraisal

Copy Value

Select All ‘\:‘ Expand All

Wtg. Rating : 27.95 ‘th Score : 2795 ‘ Final Submission
DEFAULT

Decision Making Ability @
Customer Retention Regular Client visits 1o to generate references for next year @

Final Submission

Figure 66
7.5. PDF preview option provided in Appraisal by Self/Manager/HR

“Preview” option for uploaded PDF file provided in Appraisal -> Self/Manager/HR as shown in below
figure.
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Appraisals > By HR

Calendar* 2025-26 Employee * Rahul P-73

HR : Girish Padhye
b
Level 1 Manager PMS @
Level 2 Manager L2 PMS @

Instructions 1 Self Appraisal KA/ KRA 1 Goals 1

Rahul P - 0001 | Calendar : 2025-26 | Past Appraisal

Total Max Score Seir Lavel 1 Lovel2 HR
30 18.00 25.50 24.50 25.50

6.30 14.45 14.10 14.45

Select All ‘ Expand All ‘ Capy Value |th. Rating : 27.95 ‘th Score : 2795 ‘ Final Submission
DEFAULT
Goal Emp @

View Details | Weightage : 50.00 | Max. Score : 1000 | Grace Score : 5.00

Self
View 4
Download Document @

Figure 67
Preview option provided for uploaded for PDF file in goal and appraisal document. After click on

document name file will be download. For other file type except PDF preview will not available only
download option will be available.

7.6. Auto Calendar selection provided
If single calendar is available then it will auto selected as shown in below figure.

Appraisals > By HR

Calendar*  2025-26 Employee *

Figure 68
If only one calendar status is Open For Goal then calendar will be auto selected on

i. Goals > Self > Appraisal Period

ii. Goals > By Manager > Appraisal Period

iii. Goals > By HR > Appraisal Period

iv. Goals > Goal List Report > Appraisal Period

If only one calendar status is Active For Appraisal then calendar will be auto selected on

i.  Appraisals > Self > Calendar

ii. Appraisals > By Manager > Calendar

iii. Appraisals > By HR > Calendar

iv. Appraisals > Re-Initialization - Manager > Appraisal Period
v. Appraisals > Re-Initialization - HR > Appraisal Period

vi. Appraisals > Appraisal Reset > Calendar
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7.7. Print Master Details option provided in Appraisal Form Report

“Show Master Column” to print master details in Reports > Appraisal Reports, as shown in below figure:

Reporis = Appraisal Reports

ot *

Dyvesvis Doty (s per foeails) will display be sepeart § Comection ficior for KRA srd Comecton Damar tor Sood £ not e
Baport Type Agarakal Foren Report w Baseon  Rating Score v (Rating Soore)
ol Typs hd

[ Show with Carection dactar (CF)
[ rige HR. Yaiue

[JiShow Weaightage

(T EN[E?M ared Dascrpiion

Appraisat Pericd E
PAS Cabegory =
Batirg Valse Self Walua v
Goal Caegany =
Company Hame S
arac ]
Gramch -
Dapartrent -
Divizign _(%);‘:a
Uit -
Catagery o
£a

Growp
Status Dl B Currant O Laft Wl Actie

Enpiloypes

ke

Ach ket Arhivement Hot Added L

multi Group Filtration

MubiGroup 1 -select-- v —aledt-- v - salete. v
MukiGroup 2 -gelect-- v -geledl-- v -galect-- v
MultiGroup 3 -select-- v -aslect-- v

Shaw Masters Column

DGrace Dlranch O Cepactmant D Dnisian O Ust O Categary D Group O Dewgration

——— —————|
e Repan || aset |

Figure 69

By selecting masters column selected master data will be displayed in Appraisal reports.
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8.Recruitment
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8.1. New Setup provided in Recruitment configuration

New setup provided "Send Email to HR, while job application done by candidate from Candidate Login"
provided in Configuration -> Settings, as shown in below figure:

Configuration > Settings

General Settings User defined caption

Vacancies

(] Send Email to HR, while adding vacancy request

(JSend SMS to HR, while adding vacancy request

() Send Email to the manager on Vacancy request made

(] Send Email to the employee on Vacancy request approved
() Send SMS to the manager on Vacancy request made
[JSend SMS to the employee on Vacancy request approved
(1 Show Score for Interview Round QAS

[l Set Remark field mandatory in Vacancy Request
Maximum score can be given by the panelist while interview

Send Email to HR, while job application done by candidate from Candidate Login

Figure 70
If "Send Email to HR, while job application done by candidate from Candidate Login" setup is opted then

email notification will be send to HR/ HR-Recruiter for job application submitted by candidate from
candidate login.

8.2. State Name Macro provided

New macro “State” provided in Appointment -> Letter Writing, as shown in below figure:

49



New Features of Spine HRMS Version 6.0.9

TECHNOLOGIES
HR & Fised Assets Managemant Software
Redefining Accuracy, Efficiency & User Friendliness

gSFINE

]
Yonew_basicYe MNew Basic Salary o
%a1% to %a60% Allowances
%d1% to %de0% Deductions
Jov1% to %vb0% Variables
%Date% Todays Date
S%Remark’s Pre Join Enry Remark
S6lnterviewDate%% Interview Date
#vi_AmtinWord?% to Variable value in words
ove0_AmtinWord%
%DepartmentS Department
S%Confirmation% Confirmation Date
S6State% State Name

-

Figure 71

When “%State%” is used then it will show State allocated to branch which is assigned to candidate in
Appointments -> Pre Join Entry.

8.3. Bulk Candidate Document upload provided

Provided Bulk Document upload option in Candidate Info ->New - Import, as shown in below figure:

Candidate Info > New - Import

Uplozd Flle erose le | No file chosen

=3 3

Upload Resume File(s)

Step 1: Upload / Select file Step 2 : Select the fields Step 3 : Upload Data

Upload Candidate Document

Select Module:  Candidate Master v andidate Code Text (10} Yes

ColeEEFile: b andidate Type Text (7) Exp/ Fresher Yes

Figure 72

User can upload multiple Candidate Document in .Zip file only.

Upload Candidate Document(s)

Select File | Choose file | No file chosen

* Only .zip extensions are allowed.

Figure 73
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9.Training
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9.1. Provided Training Category Master In Training
Provided New Training Category Master in Configuration>Training Category, as shown in below figure:

Configuration > Training Category

°MdNew

Show 10 + entries Search:

Edit Training Category Description L
0 m Functional
O @ Non functional

Figure 74

Training Category dropdown added in Schedule -> Add training details.
Training Category column will be displayed in following Reports HR:

a) Training Reports > Reports - HR : Training Report List
b) Training Reports > Reports - HR : Training Need List Report
c) Training Reports > Reports - HR : Employee Wise Training Report

9.2. Travel Value in Travel Ticket List Report

“Travel Value” column provided in Travel Desk — Itinerary Report , as shown in below figure:

Travel Desk > Reports - HR

Total Records : 2

4 < 1 of 1 > >l O @ |00 v v | & Find | Next
Demo Company

Travel Tlckﬁﬁ.ist Report

Time ua..-

Reva Joshi s1201 27-Mar-26 7MarZs  BOOAM  Mumb: 274sr26  TepsRane  Booked

Flgure 75

In Travel value column travel amount details will be displayed.
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10.1. Advance Amount provided to Travel HR

“Advance In Rupees” provided to Travel HR in Travel Desk -> Add Itinerary, as shown in below figure:

Travel Desk > Add Itinerary

Travel Purpose *  Bussiness Meeting-72 -

O Do not show records for which travel date is already passed

O Show records for pending list tickets

Employee Details

Employee Name Amit Bhatt

Employee Code 1
From Date 08-Mar-26, Sunday To Date 08-Mar-26, Sunday
From Time 10:15 AM To Time 07:00 PM
Mobile 8585855858 Email receive@192.168.9.5
Travel Location Westminster Other Contacts (R) 4142434445111 (0) 222222 (Extn.) 022
Travel Purpose Bussiness Meeting
Travel Group Manager Travel Category International
Travel Mode Air Accommodation Suite
Remark Bussiness Meeting - Client Visit, Out of India Advance In Rupees 94000
Figure 76

When an employee submits a travel request and includes an advance amount under the travel options,
the specified amount will be shown to the Travel HR in the 'Add Itinerary’ menu under 'Advance in
Rupees.

10.2. Email field provided for Visitor

Provided Email filed in Visitors -> Visitor Registration , as shown in below figure:

Visitors > Visitor Registration

MName * Sneha

Mobile No. * 99807654321

Email Testmail@gmail.com
Type Mormal Listed v
Remark
#
Figure 77
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Email fields also provided in following menus :-
1. Visitors -> Add Appointment
2. Visitors > Add By Supervisor

10.3. New setup provided to send email to visitor

New Setup "Send E-mail to Visitor When Appointment is Added by Employee/Supervisor" provided in
Configuration > Visitor Mgmt Settings, as shown in below figure:

Visitor management settings

U show phota on visitor pass

(] send E-mail to employee on visitor arrival

) send E-mail to employee when visitor leaves

O Send SMS to employee on visiter arrival

1 Send SMS to employee when visitor leaves

1 Final Exit By Supenvisor Required

O OTP Based Visitor Authentication

O For Supervisor show visitor records as per Grade wise / Branch wise restriction.
J send E-mail to Supenvisar when Employee Add Appointment for Visitor
(] send SMS to Supervisor when Employee Add Appointment for Visitor
O Send E-mail to Supenvisor when Visitor Sign Out is done by Employee
1 Send SMS to Supervisor when Visitor Sign Qut is done by Employes

] send E-mail to Employes when Appointment for Visitor is Added

Tl Show Visitor mobile no. on Visitor pass

] show Access card no. on Visitor pass

Send E-mail to Visitor When Add Appointment By Employee / Supervisor.
Figure 78

If “Send E-mail to Visitor When Appointment is Added by Employee/Supervisor” setup is opted then an
email will be sent to the visitor when Appointment is added by Employee/Supervisor.
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11.1. Application Date provided while approve application

Application date in Leave , Swipe , Short Time Off , OT Request approval menus, as shown in below

figure:
Spine Technology Pvt Ltd
Welcome: Pravin Suresh Thakur
Leave <<
Recent Applications
App. Id: 600
App. Dt: 30-May-25
Manish Rajesh Shinde- 5T101 ]
Executive] Customer Success
08-May-25 Jg 08-May-25
Thu Thu

Remark *

remarks Approve v

Save

Figure 79

Application date will be displayed while approving Leave, Swipe, Short Time Off, or OT requests.
11.2. My Attendance Additional Info provided

“Additional Info” columns data provided in Mobile My Attendance Reports, as shown in below figure:
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Nitya technology

Welcome:Rina

Daily In/Out Punch

[ntry Date Time  [injout
04-Sep-25 02139 AM I
04-Sep-25 10:22 PM _ Out

Additional details

|Name ‘\"alue
Date 04-5ep-25
Day Thu
Shift Code Ts
Shift InTime 10:00 AM
Shift OutTime 7:00 PM
InTime 9:39 AM
QutTime 10:22 PM
User Typel

User Type2
Portion
Tot. Hrs.
AF1

AFR2

AF3

AF4

AF3

AFB

AFT

AFB

AFS

AT1

Figure 80

In Mobile HR - My Attendance Additional Info columns provided like Web Application.

11.3. Leave Balance detail provided

“View Leave Balance” button provided in Leave Approval, as shown in below figure:
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Spine Technology Pvi Lid
Welcome:Pravin Suresh Thakur

Q.EF'INE
(4

Leave (<<)

Recent Applications

App. Id: 600
App. Dt: 30-May-25
Manish Rajesh Shinde- ST101

CL CXeECUDVE LUsiomer >UCCESS
1 08-May-25 T1g 08-May-25

Thu Thu

Hide Leave Balance
Op. Bal. EnchfAdj. Apply After Appr.
18.00 0.00 1.00 17.00

Remark *

remarks Aﬂprove w

Save

Figure 81

In Leave approval, View Leave Balance button provided.
After clicking on View Leave Balance button , applied leave type related data will be displayed.

11.4. Two Step Verification provided in Mobile HR

When setup Admin -> Site Admin -> Standard Settings -> Setting Type : Authentication Settings -> Set
OTP Authentication is opted then it will ask OTP on login in mobile with valid user id and password, as
shown in below figure:
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Setting Type: Authentication Settings v 3/26/2026 4:01:52 PM - Thursday Database : SQL Server

Site Admin > Authentication Settings

O Set Captcha code for Authentication

& Set OTP Authentication

B Send OTP via Email (Employee Detail field  Email v )

O Send OTP via Mobile (Employee Detail field Mobile v )

Maximum OTP entries allowed for one instance 3 { numbers only between 1 to 5)
Maximum time limit for OTP expiry 15 { in minutes)
Figure 82

Pieaza enter Uhe One Time Password (OTP)
witich £ sent Lo your emai
[ *mE***.168.9.5)

e Time Passward [OTP) G

Aulhenticate

Figure 83

As per setup OTP will send on Email ID or Mobile Number or both which is available for employee in
Employee Master profile. User need to enter valid OTP received on his/her Email/Mobile Number to
login into Mobile application.

60



TECHNOLOGIES

é:s:wa
C_.

7 HR & Fixed Assats Management Software
Redefining Accuracy, Efficiency & User Friendliness

New Features of Spine HRMS Version 6.0.9

11.5. Employee search option provided

“Employee search” option provided in Attendance-> List view Manager->Filter, as shown in below figure:

ABC Pvt. Ltd

Welcome:Tejas Rane

Attendance Y

List - Manager

From Date To Date

31-Mar-26 31-Mar-26

Select Employee

L mi
I
Rina - 1200

| Reva Joshi - 51201 |

@ Rina - 1200

El o ) C 4 [+ Spine HR)

Id Card Settings Home Log Out

Figure 84

Employee search option in the list view for Managers and HR in the mobile Attendance application.

11.6. I agree option added in policy doc of Mobile

"Employee acceptance require [only for PDF ]" setup provided in HR Activities > Policy Documents -
Corporate Guideline , as shown in below figure:
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Document Details :
Type Corporate Guideline
Document Title Corporate Guideline

Document Desc* || e [ B | 1| 1 ae x| 2/ o el : 7 0=l 2]
Font default v i Size defaut v (| & B

Find attached Corporate Guideline document.

el 42| G |

Note * Please upload template from following path, std. setting=>

User Template Management => Add Template .

Note * For Displaying HTML Formatting in Corporate Guideline

Please Opt Setup (Display HTML formatting in Corporate Use Template
Guidelines in Dashboard) from standard settings.

MNote * System will Add EmployeeTCode in Description if
Description contain "Pempcode’ Like(https://www.abc.com?
empcode) Replace With (https://www.abc.com?
empcode=EmpTCode) .

Upload Doc Choose file | Mo file chosen

File Name Corporate Guideline.pdf Order No * 1

W

[ Hide this from Dashboard.

Employee acceptance require [ only for PDF 1.

Figure 85

If above setup opted then ‘I Agree’ field will be displayed in Corporate Guidelines for PDF documents ,as
shown in below figure:
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Settings Home Log Out

Figure 86
11.7. Leave balance hide in Leave application

New setup “Do not show Leave Balance(s) to Employee while Leave Application” provided in Leave->
Configuration > Settings - Leave Application - General Settings, as shown in below figure:
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Other Settings

() Do not allow half day on alternate shift {e.g Saturday)

(J Do naot allow leave application as on date process date

0 Do not allow leave application if muster is marked as DP,

O Allow leave application Start / End on Weekly off / Paid holiday

L) Restrict OD for Half Day

() Restrict LWP if Employee has sufficient Leave balance (for Available Leave type).

[l Leave Cancellation do not require approval (Only for Leave applications having From date and To Date as future dates)
The above option will skip the workflow for the leave cancellation approval process and it will consider the leave cancellation application as approve.
Intimation email will be sent to all the Manager available in leave application workflow.

() Can not apply for leave cancellation if month is processed

L) All Questions are mandatory for Leave/OD Application Question Sheet

[ Show leave description in leave balances

() Print Employees Department in OD request notification email

CJ Print Manager Name in OD request notification email

Allow Leave\ODNCO Application without Category
U Do not show Employee Leave Balance(s) to Manager while Approving Leave Application

8 Do not show Leave Balance(s) to Employee while Leave Application

[ Allow manager to change Leave Category

Figure 87

If above setup opted Then leave balance will not be shown in Mobile HR & Web HR leave application.

ABC Pvt. Ltd

Welcome:Rina

Leave
Apply

Apply Leave for Period

January , 2026 - December , 2026 v
From Date To Date

30-Mar-26 30-Mar-26

Monday Monday

Start Day Last Day

Full v [ Full v
For ? Half For ? Half

First v | First v

Leave Type (Casual Total Days
Leave)

CL v

1

Reason *

Reason

B =

Id Card Settings

Figure 88
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