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Login Screen Link - https://i2echrms.beehivehcm.com/Login
Username & Password is Employee ID by default (App will suggest to change on first interaction)

i Login & Beehive HRMS = * + ~ -

é- (& 8 i2echrms.beehivehcm.com/Login or » 5] e :

|deas to Execution

Please Enter Your Login Information
’ Username =
&

Password

Login
(]

Fargot Password 7

Beehive HRMS a complete web based software covering the
entire life cycle of an employee from Recruitment to
Resignation or Retirement.

© Beehive Software (Rﬂehivf



https://i2echrms.beehivehcm.com/Login
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information about
These are

system

new openings in I12E

“& Beshive HRMS - Dashboard b -+
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messages HI=

B Openings

Any circulars from

HR/ L&D can be
viewed here

»
» - System Generated
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Birthdays, Service Anniversary &

News/Events will be
Wedding Anniversary can be found

displayed here if any




Forms circulated

from HR
department
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m
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GHANSHYA PANCHALEI2ECONSULTING.CON
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9320226206

Employee Contact Information
(includes Name, Employee id,

Designation, Department, Email and
Contact Number)




£ Seshive HRMS - Me x 4+

€« = [ & i2echmms.beshivehom.com/HRIS/ Me

O Attendance ™ Leave 1P

Yesterday s m uain

2> /A € a

Pending Requests
EREEN | --.= Apolication
Attzndance Application
EEEERN Cutdoor Application

I Compoff Application

_ Leavs Cancellarion

Attendance
Miszing e Late InfE.CL RLY: On Time
Absen Leave Outdocr

Approval Flow

Here you can see who will approve your auendance relaied requests

9 RESHMA NARKAR
O "~

o

Mark Attendance

09:01:40 PM

TUESDAY, 02 MAR 2021

+ TIMEIN

Actions

Hey TANMAT W

id you like 1o apoly ootooar?

Hey TANMAYT Wousd you ifie 1 3poly Iesve?

After clicking
"ME’ Tab
Employee can

use most of the
features



Yesterday’s Login

and Logout Time
Can be found here

Attendance statistics can
be found here for current

month

O Attendance B4 Leave

Yesterday s, o nan

No of pending
application
requests can be

found here (also
you can redirect to
respective request

page from here)

=2 N/A

€ A

Pending Requests

IERER - Aol cation
ENEER /r=rdsnce Application

& Seehive HRMS - M: x 4+

« - C # i2echmms.beehivehom.com/HRIS/Me
—

=

L

Mark Attendance

09:01:40 PM

Attendance

Marking

attendance can be
done here

MMMMMM Late I/E.OL onTim
TUESDAY, 02 MAR 2021
Ab: Leav Outdi & TIMFIN
Approval Flow Actions
Here you car see wiio will SpProve your SEendance related requess <
Hey TANMAT! Would you like o spdly cutcoar?

Hey TANMATT WOLID yOU IKE 10 3pDly 1E3ve?

9 RESHMA NARKAR
toprovallecs: | T

e ANKITA WANKHEDE
toproval Levsl i 2

Reporting Managers

along with Approval flow
will be displayed here

Applying for
Outdoor, Leave,
Att.

Regularization,
Change Shift can
be done from
here




Details for

employee in
calendar view

Daily summary for

selected date in

calendar

~& Beehive HRMS - Me + (+] = g X
& > € @ i2echrms.bashivahcm.com/HRIS/Me Q W% N N e
Calendar Day Summary
Employee Name: | 574 -TANMAY PARULEKAR Selected Date - 06/01/2021 P
I - 'R :c;; Shif Afrarnoon Shift -
Shirtin Time 01:00 FM
January 2021
Shift Out Time 10:00 PM
Men Tue Wed Fri | Sat [ Shift Total Hours 08:20
28 23 30 £l 1 l2 3 ;
NG er o InTime 833AM
Out Time 535PM
Total Hours 09:02
1 Status Presan:
P2 3 3 7 2 3 10
ST AM 750 AM B33 AM 253 AM B9 AM WO W0 Status Present
604 PV S5Z2Z2PM 535 P 53 601
Present Present Presert Present Present
Monthly Summary
- - - L - e M Shnendance Summery :01/01/2021-31/01/2021
AR P S55 29 £120 el ) Precent 19
Absent 0 <+
| Late In/ Early Out 0
18 hs 20 21 22 23 24
£.00 AM 858 AM 237 N E10AM 857 MM Wa Wwo Attandance Regularization 0
507 P 240 MY 39 P 54PN 927
ety Rty preectal =TT recaat) toxm 9
Outdoor 0
CompOff 0
25 3 & !
ES6AM [Reoublic day WO off 10
T Weeky
Fre=w Holiday 2

Monthly summary

of attendance




Marking Daily Attendance

For Marking your attendance employee can click on ‘Time In’ Once clicked on Time In Employee will

see ‘Time Out’ button which can be
clicked for punch out

button provided on Dashboard

3 Bephves N - Me x o+ - A & Beenve BAME - Ma = Bt = a ®

R L Sen v ar a0 € 4 Q@ lachsbeshivahomcomdHR Ma E B RN -

Note — You can mark your daily attendance in only one session.




Applying for Attendance Regularization

Step 1 : Go to 'Me’ Tab located on dashboard

-5 Beehive HRMS - Me X+

<« > - & i2ecHms.bechivehem.com/HRIS/Me

daws e Erpritm

2 Atendance ™ Leave

Yesterd Y Tesctny 02 Msen,

= 9:03 PM

On Time

Pending Requests

_ Leave Application
_ Attandance Application
Cutdoor Application
[ETTTT compoff Applicaton
IEREI cove Cancellation

[3 FPayroll

€ VA

Attendance

Current Month Stetistics

Missing el Late IN/E.O. a3t
Abzent 3T Leave 23

Approval How

Heare you can see who will approve your attendsnee relaced requests

9 RESHMA NARKAR
posretonc

9 ANKITA WANKHEDE
pproval Level -2

onTime

Cuidoor

o

= s

Qa & 80O ;

Mark Attendance

11:30:27

WEDNESDAY, 03 MAR 2021

Actions

Hey TANMAY] Would vou like to apply ousdeor?

Hey TANMAY! Would you fike to apply leave?

Yes, Apply Leave

Hey TANMAY! Would you like to regularize sttendancs?

€—

Hey TANMAY] Would you like to change your $hift?

1] e Wi,
n | - 9 whighy ™

AM

Step 2: Click on Regularize



Step 3 : Fill appropriate Details

<& Beehive HRMS - Attendancedpe X 4 = =} b
€« = C @& iZechrmebeshivehom.com/Atiendance/AttendanceApplication/Naw a w ®» 5] e H
B —] o
— i Wizlicrne,
I II E o % e 9 Tanmar T
frefople-tommme i ’
Attendance Application
Emplayes | 574 TANMEY PARULEKAR 35hif Time =
Daiy Axcendance RogularzeDaw| Q2032021 = Shift Altesneen Shilt
Application 4 Tmeln  09:03 Ph In Time 01:00 FM
Actmndance Application ‘ Timsa Qut )
Cuedoor Applization P Grace In Time P
CampOF Applcation hTime Smanis  On Time Out Tine 10:00 FM «
R i BT S Grace Out Time
Shift Requsar s
' Shift Tacal Hours 9:00
- > O Hours L
CompOf Balance

rsrdance yEs | Regularize

Attendance Home Hew Time Ini | S:DDFM
Mews Time Cut | E00FM

Dur Data 02/03/202% %

Shift time
for
respective

employee
can be
seen here

Step 4 : Click on submit




1_!} Beehive HRMS - Attendancedps X —+

&« - C 8 i2echrms.beehivehom.com/Attendance/AttendanceApplication/New

<

Your final day status wourkd be Present {1500 hours|

Toyou Wans [0 CoNOnue With tis applicacon’

Step 5 : Click on ok

<«

Total
working
hours after

regularizati
on will be
shown here




Applying for Attendance Regularization (another way)

Step 1 : Click on hamburger icon on top

& Beshive HRMS - Dashboerd x| =+ = s

&« = C # Rechrmsbeshivehom.com/HRIS/Dachboard# w B 5 e H

ﬂ"' oo, -
o TANMAY T

= Modules
Opening
I ﬁ Dashboard & Emplayee m Leave

@ Arendance 5 e - Separation ‘

Y Y

- System Generated

You have not set any dashboard message yer

i¥ Birthday & Service Anniversary ¥ Wedgding Anniversary 8 Bulletins

: g AMIT PARAB Parth Sheth KASIMIRA GADIKAR =+

Account Manager-ERP Deployment [J7E% Soffvare Developer

blaron Llarss Mlar s -

Step 2 : Click on Attendance




Step 3 : Click on Attendance Application Click on Add icon

-2 Beshive HRMS - attendancesppl X =
“« = 8 iZechrms.beehivehom.comyattendance/attendancespplication
—
-
=
ey v}
Attendance Application |10 | search E
(] Empioyes Code Empioyes Hama Ozt Dut Date &pplcatton Dats Sratus
Daily Atencance o 574 TANM &Y PARULEKAR 25/02/2021 25/02/2021 26/02/2021 Panding '3
Applcation -
‘ Shawing 1 to 1 of 1 records Fir | Prasious Mesm | Lam
Outdoar Asplicatien
Compof ARpization
Comport Feques
Shift Request
Arendance Approval v
Compof Balencs
Azndancs Homa
hitpsifliZechrms beshivehem com/HRISDashboard I

For remaining steps follow step 3 to 5 from previous method




Applying for Outdoor

Step 1 : Go to 'Me’ Tab located on dashboard

4 Beehive HRMS - Me x - - ¥
&« =2> 8 i2Zechrms.bechivehcfh.com,HRIS/Me a % N & 9 H
I“E n =] %o = 9 i ¥ =
linsa to Extmuibnn

@ Attendance [ Lesve [E2 Fayroll

Yesterday nedsy e wen Mark Attendance

10:39:13 AM

WEDNESDAY, 03 MAR 2021

i 2 Ousdasr ot m
]

LeTe INVE.O. 3331 onTime am

< 903 PV € A

S Tima

Pending Requests Approval How Actions

_ Leave Application

IEEEIE r-crdarce Appiicanon
o RESHMA NARKAR

Outdoar Application e Ao Lovel: 1 ey TANMAY! Woild you ke o appy leare?

=Y Compoff Application

Yes, Apply Leave
IEEE | === Cancellation e AMKITA WANKHEDE

Aporoyal Levsl 1 2

Hereyou cap secwiho wil approve your ottencance, related requests.

Hey TANMAY] Would you fiks to apply o-ndaor?

Hey TANMAY] Weuld yau ke to regularizs stendanca?

Hey TANMZAY] Wolid Yol Hke o crange yourshice

Step 2: Click on Apply Outdoor




Step 3 :Fill the dates for which you want to apply
for outdoor

4 Bechive HRMIOutdoDrApplicc x Bp = b

« = - izechrms.beshivehcm.com/Attendance/Outdoor Application/New a w » M 9 H
— @
—-— sz
I lI -— 2 % iz
limas t6 Eapcutan
Cutdoar Application
Empiayes | Z7L-TANMAY REMANT P4 RULEKAT
Daiy Atendance I Fromi Daue | Select From Date g
>
Application v
pp! ToDaE | 5elect To Date =
AIIENOSNCE ADplicaTON
Outdoor Applicaticn ‘ -
Reazzn

Comalf Applizasion 5

oty OEHefes Ourdoer Cemis m

Shift Request

Outdoor Datalls
Amendance Approval v
Data | Fream Time | To Time | Purpose Femarks Remiave

Comp@F Balznes

Ha records ‘ound
Attendance Home

@

Motes- IF you are 1aking compaft 28351 outdoor then Ourdeor detais are mancatory




Step 4: Click on "Add’ to add column below to
fill the details for the same dates

<& Beehive HRMS - Outdoordppic: X 4 — *

= € @ iZechrms.beehivehcm.com/Attendance/OutdoorApplication/New a % R 5] e i

Note - Clicking on add will add a row to
Step 5: Add the appropriate Details for day fill details of work. You must repeat the
Step 4 and 5 until you added details for
every day you applied for the Outdoor




For e.g., here | have applied for 8" and

9t so | must add details of 2 days. Fill
proper details with IN-OUT Time

& Beshive HRMS - Qutdoorfipplics %X | =+

€« = € @& i2echrms.beshivehcm.com/Attendance/OuideerApplication/MNew

Outdoor Application

Empioyee | ST4 - TANMAY HEMANT PARULEKAR
Dally Ammndan FomOaw |  GEAI4/2821 B
Agplication -

Ta Dat THIH20ZY
Aorenclarce Apslicaion apatel i a
Oudosr Spelicatiza * Dutdmer Duratir Type | Full D8y
CampOfY Appiicaticn
CompOft Request Faazo il
Shitt Azques: &
Duteoor Desis ADD
Asendance pasraval ]
Outdoar Detals
CampCar Balanoe
Date | Fram Time | To Time | Purposs Remarks Aermorve
Hame
08042024 10200 AM F00FM Test ¥ Test W E
02/04/:2021 10:00 &M 700 PAL Test b Test i n

> EmiE
.

M- IFyou are taling cormpaf againet dacaihs ars

Step 6: Click on submit




Applying for Outdoor (half day for all selected days)

Step 1 : Go to 'Me’ Tab located on dashboard

‘& Beehive HRMS - Me X

&« =2> 8 i2Zechrms.bechivehcfh.com,HRIS/Me

Vismen b Enpmuibinn

@ Attendance [ Lesve [E2 Fayroll

Yestord, Y Tucsday 02 e

D 9.03PV

€ A

Pending Requests

_ Leave Application
IEEEIE r-crdarce Appiicanon
CQutdoor Applicetion
=Y Compoff Application
Leawe Cancellztion

Attendance
Wissng Laa1 Late INFE.QL REY ] on Time
Absant a3 Leave 3 Dutda,

Approval How

Hereyou cap secwiho wil approve your ottencance, related requests.

e RESHMA NARKAR
Apmrousl Laval s 1

e ANKITA WANKHEDE
Aporoval Level 1 2

Mark Attendance

10:39:13 AM

WEDNESDAY, 03 MAR 2021

Actions

Hey TANMAY] Would you fiks to apply o-ndaor?

ey TANMAY] Wolld YOU (The 10 appy Tears?

Yes, Apply Lo

Step 2: Click on Apply Outdoor



Step 3 : Select Dates then Click on
all Days then select half days

& Beshive HAMS - Cutdoarbpplics X +

& — € @ i2echrms.bzehivehcm.com/Attendance/OuidoarApplication/Naw

Outdoor Application

Emalzyze | 574 -TANMAY HEMANT PARULEKAR
Dally Atmndance From Dse | ORC42031 =
Application > Tei | 09/042021 =
Alenganie Application e
& > Cundoor Durarion Tyoe | Al Days
CompOir Appiicacion
MoCH Appl Diration Half Doy --zelect—
CompOr* Request
Shift Request Rzazan
Arerdance Approval i
Dutdoor Details m
Compof Balance
Amerdance Home Wiocr e
Date | From Time | ToTime | Purpoze Remarks.

Remove

Mo records faund

Em

Niore:- I you sre taking compat® sgainat outdaar then Dutdocr dacails ars mandaszry

Rest of the steps are similar to the previous method




Applying For Comp-Off

Note - Employee must punch attendance for the respected day to apply for the CompOff

For Applying CompOff Employee must first raise a CompOff request and then apply for Comp Off application

1) Applying For Comp-Off Request

Step 1 : Click on hamburger icon on top

Employee can apply ‘Comp Off Request’ within 30 days from day of
working for Comp Off.

i Birthday & Service Anniversary

99

— AMIT PARAB Parth Sheth

¥ wedding Anniversary

HASHMIRA GADIKAR

—

= Bulletins

Step 2 : Click on Attendance




Step 3 : Click on CompOff Request

Step 4 : Click on Add Icon

& Beehive HAMS - comrpoffrequest X+

& = & iZechmms.beehvehem.com/attendance/compofiraquest

—-—
= °

st b Bt

CompOff Request 0 v Search @
Empiayee L " ST =
it Emzinges Name Comp0f ezaine: e Status
i Ha recerd found
Applicatian v
Atrandznca Application Showing 0 ro 0 of D entries First | Drevgus Next Lass
Outduor Applic=ean
Carpd Aoplicadon
' CarporT Raques ‘
Shitt Aequest

ATEncance AAproual W
CompCf Balence

Amsndance Homs




Step 3 : Fill the appropriate details and submit

S

<& Beehwe HAMS - compoffrequest X +

] = B
e => @ 12echrms.beehivehom.com/Attendznce/compoffrequest/Mew Q # B & B
- o
f—1 - o
I I I == w % = 9 TN
..........
CompOff Request
Employss | TAKN LEKAR “#5hir T
Daily Arsmncan ganmDae|  Select Against Dat =] S
Applicatien < = Froe| a In Time
Atzendanca Application
s [ Time Graze In Time
»
Carpor Appleatian SHETeN, outTime
. Setu
Cemp¥ Reguast { T S
L T ng Heurs
hifs Tatal Hours
nnnnnnnnnnnnn - ks
Campo Ralance = o
nnnnnnnnnnn B3
s spainm hen Ousdocr details ar= mandatany

After making a CompOff request Employee should wait until request get approved

then employee can continue next steps to apply CompOff Application




2) Applying For Comp-Off Application Employee can apply CompOff application within 90 days from

day worked to avail the same.
Step 1 : Click on hamburger icon on top
<

‘& Beshive HAMS - Dasnboard ® o+ - 8 X
& = O 8 i2echrme.beshivehcm.com/HRIS/Dashiboards w » & e H
- g bt i
II == te] < » = 9 AN
Mens b Excoalton "

7 = Modules
B op.ening -
y ﬂ Dashoard a Emplayes m Leave |
O Amendancs E &~ Repararion

- System Generated

>
You have Rot set any dashboand message yet

it Birthday

& Service Anniversary ¥ wedfing Anniversary B Bulletins

2

i AMIT PARAB Parth Sheth KASHRIRA GADIKAR —
Account Manager-ERP Deployment ({77 Softfare Developer
Mar 20 Mac 24 Mar25 z

Step 2 : Click on Attendance



Step 3 : Click on CompOff Application :
. Step 4 : Click on Add Icon

& Beehive HAMS - comgoffapplics X 4

& i2echmms.beehivehem.com/attendlince /eompotfapplication

CompOft Appllcation W v Search
mologes Tiarma n Tima Qut Tims Compor Dot
Dy
Mo recoed Tounc
Application w
Atvendance Agplicstion Snowing ¢ oo 0 of 0 entriss First Previauz Kest last
Outdoor Apclicston
ComporT dap n _
CampO Request
Shitt lleguest

Arsncance Aoproval
CompOff Balence

afeAzante Home

hittpeyfiZechrme bechivehcm.com/ HRIS Dazhbaoard




Step 5 : Fill the appropriate details and submit

[Py F—

;L Beehive HRMS - compaffapplica % +

CompOff application
Eployee |
Cally Arendance p——
sal LampX¥FTyse |
Amendsnce Apoilcion
=i S o Time In
= Ti ¥
LompOF Applicascn ima Dut
CompCT Request niTme SEns
Shift Reguest OutTme Swatus
Swatuz
Attendance Approval
CormpOfF Date |
CompOF Balance
Artendance Home Remarks

[voter- If you 3Te tEKINS COmpoTT SE3INsT oUTNaoT then Dutdoar demsils

hitosyfiZachrms beehivehicm,com/HRIS/Dashboard

&« - C @ i2echrms.beshivehcm.com/Attendance/compotfapolication/Naw

574 TANMAY PARULEXAR

Select Agminst Date

Select CompOff Date

re mangstony

$5hift Time =

Ehife

In Tirmne

Grace In Time
QutTime
Grace Oz Time

Shift Total Hours




Applying For Leave

Step 1 : Go to Me’ Tab located on dashboard

£ Beehive HAMS - Me ® + = X
4 » C & i2echmms.beehivehem.com/HRIS/Me b g 8 o] e :
==
= e - KK -1t
Ideas to Exscutisn
© Attendance ™ Leave

Yesterday russsy oz wsr Attendance Mark Attendance
MissIng 1.0/51 Late IVE.O. 0031 on Time 1.0/31 1 0 = O 3 2 5 3 A M
I I WEDNESDAY, 03 MAR 2021
Absent 1.031 Leave 23t Qutdoor Rl ~
9 oo3pM € NA i 09:03 PM
OnTime A 1IN TIME

Pending Requests Approval Flow Actions
Here you can see who will approve your attendance related
_ Leave Application reguests Hey TANMAY! Would you like ta apply outdoor?

_ Attendance Application
_ jSnttiaes AJp”LdUU” e RESHMA NARKAR Hey TANMAY! Would you like to apply leave?

¥ Compoff Application Appraval Level 1 i g Yes. Apply Leave P
_ Leave Cancellation 9 AN AW RIIERE

Approval Level 1 2

Hey TANMAY! Would you like to regularize amendance?

Step 2: click on Apply leave




Step 3: Fill up the appropriate fields and submit the application

Leave
Balance

& Beshive HRMS—Lea\:eApp!lsti-' x 4+ = pe |S

C & i2echmpbechivehcm.com/Leave/Leavedpplication/New W #® 5] 9 i

€=
"IE & '%.-o £ 9 v

Ideas 1o Exeastion

shown
here

Leave Application °

Ermployee 574 - TANMAY HEMANT PARULEKAR E}_’-Balance
Request e _

Leave Type ~select—
Leave Application b} 1 0

- ] (1 S Lwp

From Date T
L Approval v Select From Date
Leave Balance Te Date Select To Date
Leave Cancellation Duratian Full Day

Reason

e [




Other Method to apply leave

Step 1 : Click on hamburger icon on top

2 Beehive HRMS - Dashboard . EE = i x

“ = & iZechrms.beehivehcm.com/HRIS/Dashboard# T ® & e H

I"E s 9 ¥ 9

Igess to Exeqution
= Modules
B Opening
ﬂ Dashboard a Employes

m Leave '
® Artendance g e- Separation

- System Generated

ik Birthday & Service Anniversary ¥ Wedding Anniversary Bulletins

. = AMIT PARAB Parth Sheth KASHMIRA GADIKAR =

P Deployment drf Softeare Deve opar

Mar 20 Mar 24 Mar 25 Z

\ 4

Step 2 : Click on Leave




Step 3 : You can Click on Add icon and it will go to the
application form as in step 3 of previous method

‘& Beshive HRMS - leaveapplication % ==

||||||||||||||

Leave Application

) Employse Code Employes Name

Leave Type From Date To Dat= Leave{Days) Application Dte Status
Request o 574 TAMMAY PARULEKAR Casual Leave 01/03/2021 02/02/2021 2 25/02/2021 Pending
Leave Application ‘ Cancelle
Leave approval - [ 574 TAMMAY PARULEKAR Casual Leave 26/02/2021 26/02/2021 0.5 25/02/2021 Pending x
Leave Balance Showing 1 to 2 of 2 records First Praviogs l@ Mext Last
J
Leave Cancellation

Approved
leaves can

be found
here

Pending leave applications will be

shown here




Applying for Shift Change

Step 1 : Go to 'Me’ Tab located on dashboard

4 Beehive HRMS - Me x
&« =2 C 8 i2echrms.bechivehcfh.com,HRIS/Me

@ Atrendance 3 Leave

Yesterday .

Attendance Mark Attendance

10:39:13 AM

I I WEDNESDAY, 03 MAR 2021

ibsant 1931 Leaim 21 Ouidser asa m

9 903PM € A

Pending Requests Approval Flow

Hereyou can see who wil approve your attendancs related requests
EEER === 4opication

_ Amendarce Applicanon

Actions

My TANMAY] Wicid yai fiks to spply octdoar?

IR 0o Appicotior RESHMA NARKAR
e Approval Level 1 1 Hey TARNGY] Would you ke o Spply feave?
B Compoff Application =
ERE === C=neslrion e ANKITAWANKHEDE it
Apomus Leval 2 Hey TANMAY! Woid you ikt sgulsrizs atondance?

Step 2: Click on Shift change




Selected shift’s

Step 3 : Fill appropriate Details

a

timing will be
shown here

& Bechive HAMS - Shiftfequest %

&« = C 8@ Zechrms.bechivehem.com/Attendance/ShifiRagquestMew
—
= o +9
—
.............. -
Shift Reguest
Emoimyee | 574 TANMAT PARULEEAR < Fhifi Tim
Deily Atcendance * Soztiel Regues; Shift Marnin, g Shift
Appdication - s MS- Marming Shift inTime 1100 AM
Arandancs Apnlicarion Py
From Dat 803 o ln
Ourdear Apalicstion 1 : = s BraceinTime=
P p o= 19/03/2021 s} Out Tirme 08:00 EM
Compaft Request
e eason ast o= Ous Tim
-------- [l
Shifs Teesl Hours 08:04
Amendance Approval w B

CompCf Balance

Attendance Homa

Step 4 : Click on Submit <

Note — Limit for shift change requests per month is 2, in case of

any emergency or special case if you want to apply for 3™ time you
must select Special request checkbox




For Reporting Managers



Reporting Mangers(RM) will see ‘My Team’ tab from which they can see and manage all requests and
applications of their reportee's 1

RM can see Employee’s requests on respective tabs

-;‘ Bechive HRMS - MyTeam X |+ = u]
€ 5 C @& Rechmsbechiverfmcom/HRIS/MyTeam v * % 0P

= 0 i
ons Welcome,
"I- A 4 MYTEAM R B N 9 AN ™
Idass (6 Exscution ‘ l l

[l Summary O Attendance {9 Leave
Today @ B Cilidagt Reporting Manager ‘
0 members
No one 9 RESHMA NARKAR RM can see
has reported to work Reporting Level: 1 ..
; @ Of Lesiie P statistical data of
0 members

their reportees

a

Working From Home
0 members

Not yet reported
3 members




RM can see pending requests
data here

0

Leave Reguest

RM can see their

0 0 9 KEVAL GALA B
Attendance : Dutdoor Request 220 tea m mem be rs h ere

0 DEEPAL THAKUR
Grievance ]
TANMAY PARULEKAR
574

@R

Leave Cancellation

Calendar
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9 220-KEUAL GREA O HOLICAY
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o LEAE
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In ‘Attendance’ tab RM can see
requests related to attendance

= - -0
———— Requests for
J Osior o o Atendance pprovl 4 Attendance
Requests for - = Regularization
Outdoor can be can be seen
seen here here
Conpot ppro e T —— Requests for
i Py o Shift change
Requests for R ——— can be seen
Comp Off can here
be seen here




In ‘Leave’ tab RM can see requests
related to Leaves

E ' m LB
I —T——
P Leave Application [vst| | LeaveCanceltion — Leave
Leave | Cancellation
Application m:w ?W requests can
requests can be seen here
be seen here
Leave Planner [ viewal

S —

BT March 2021 ] |




Leave Planner

— 3

[ s March 2021

In Leave Planner
RM can see their
IGEI R ES
leave status in
calendar format

So, if two members are on leave for same day then in calendar
RM can see their names on same day
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