


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

https://i2echrms.beehivehcm.com/Login


This is the 
Dashboard 
after Login



These are 
system 

generated 
messages

information about 
new openings in I2E

Any circulars from 
HR/ L&D can be 

viewed here

News/Events will be 
displayed here if any

Birthdays, Service Anniversary & 
Wedding Anniversary can be found

Dashboard Info



Forms circulated 
from HR 

department 

Employee Contact Information 
(includes Name, Employee id, 

Designation, Department, Email and 
Contact Number)

Company policies & 
HR policies 

Dashboard Info



After clicking 
`ME’ Tab 
Employee can 
use most of the 
features



Yesterday’s Login 
and Logout Time

Can be found here

No of pending 
application 

requests can be 
found here (also 

you can redirect to 
respective request 

page from here)

Reporting Managers 
along with Approval flow 

will be displayed here

Applying for 
Outdoor, Leave, 

Att. 
Regularization, 

Change Shift can 
be done from 

here

Marking 
attendance can be 

done here

Attendance statistics can 
be found here for current 

month

‘ME’ tab Info



Details for 
employee in 

calendar view

Daily summary for 
selected date in 

calendar

Monthly summary 
of attendance

‘ME’ tab Info



For Marking your attendance employee can click on ‘Time In’ 
button provided on Dashboard

Once clicked on Time In Employee will 

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

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

Marking Daily Attendance



Applying for Attendance Regularization

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

Step 2: Click on Regularize



Step 3 : Fill appropriate Details

Step 4 : Click on submit

Shift time 
for 

respective 
employee 

can be 
seen here

Applying for Attendance Regularization



Step 5 : Click on ok

Total 
working 

hours after 
regularizati
on will be 

shown here

Applying for Attendance Regularization



Step 1 : Click on hamburger icon on top

Step 2 : Click on Attendance

Applying for Attendance Regularization (another way)



Step 3 : Click on Attendance Application

For remaining steps follow step 3 to 5 from previous method

Step 4 : Click on Add icon

Applying for Attendance Regularization



Applying for Outdoor

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

Step 2: Click on Apply Outdoor



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

Applying for Outdoor



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

Step 5: Add the appropriate Details for day 

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

Applying for Outdoor



For e.g., here I have applied for 8th and 
9th so I must add details of 2 days. Fill 

proper details with IN-OUT Time

Step 6: Click on submit

Applying for Outdoor



Applying for Outdoor (half day for all selected days)

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

Step 2: Click on Apply Outdoor



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

Rest of the steps are similar to the previous method

Applying for Outdoor



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 

Step 1 : Click on hamburger icon on top

Step 2 : Click on Attendance

1) Applying For Comp-Off Request Employee can apply ‘Comp Off Request’ within 30 days from day of 
working for Comp Off.



Step 3 : Click on CompOff Request
Step 4 : Click on Add Icon

Applying for Comp Off



Step 3 : Fill the appropriate details and submit

After making a CompOff request Employee should wait until request get approved 
then employee can continue next steps to apply CompOff Application

Applying for Comp Off



Step 1 : Click on hamburger icon on top

Step 2 : Click on Attendance

2) Applying For Comp-Off Application Employee can apply CompOff application within 90 days from  
day worked to avail the same.



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

Applying for Comp Off



Step 5 : Fill the appropriate details and submit

Applying for Comp Off



Applying For Leave

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

Step 2: click on Apply leave



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

Balance 
is 

shown 
here

Applying for Leave



Step 1 : Click on hamburger icon on top

Other Method to apply leave

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

Approved 
leaves can 
be found 

here

Pending leave applications will be 
shown here

Applying for Leave



Applying for Shift Change

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

Step 2: Click on Shift change



Step 3 : Fill appropriate Details
Selected shift’s 
timing will be 
shown here

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 3rd time you 

must select Special request checkbox  

Applying for Shift change



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

RM can see 
statistical data of 
their reportees

RM can see Employee’s requests on respective tabs



RM can see their 
team members here

RM can see pending requests 
data here

‘My Team’ tab info



In ‘Attendance’ tab RM can see 
requests related to attendance

Requests for 
Outdoor can be 

seen here

Requests for 
Comp Off can 
be seen here

Requests for 
Attendance 

Regularization 
can be seen 

here

Requests for 
Shift change 
can be seen 

here

‘My Team’ tab info



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

Leave 
Application 

requests can 
be seen here

Leave 
Cancellation 
requests can 
be seen here

‘My Team’ tab info



In Leave Planner 
RM can see their 
team members  
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 

‘My Team’ tab info




