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ӗί ϟυηϗ 
Admin  ϪϣϻϢϻϚ login  σϞϻϓ ϣϻϟ ФϔϻϜ CPA νϞ  οϻϦϚϢϩηύ ν ϪυϻϦ USERNAME νϚЇ 

PASSWORD Ϫϟϻτ LOGIN εϘϠϗ ν Ϫјσ σϞϻϓ ϣϻϚί 

 

 

 

 

 

 

 

 

 

 

 

 

 

UserName 

Password 

 

 

Click on LOGIN  
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Әί εӬϩϻύҌӬϩҔ νϪп 
 

Ә.ӗί ϟυηϗ σϞϩϞ ϘϞ ϚϩϜϘϩϻϠ Ϫσωϵ ϼϜϗϳ ϼϕτϻϓ ϘϩοϦϩ ϝϩϻϚί ϼϢτϩϻϗ Attendence εϘϠϗ ν Ϫјσ 

σϞϻϟ οη εϘϠϗ νϞ Ϫσωϵ ϢϩϚϻϜϗϳ ϼϕτϩ ϝϩϻϚί 

 

 

Ә.Әί Attendence νϞ ϢϩϚϻϜϗϳ ϼϔϻσ Attendence Entry εϘϠϗ ϫύ Ϫјσ σϪϞί ϓϩϣϻϟ ηιϊϩϞ νσϫύ 

ϙϜЉ ϼϕτϻϓ ϘϩϻϚϗ ϝϩ Ϙ϶ϞϻϒϞ ϜϩϖӬϻϜ ϼϢ attendence report ϼϕτϻϓ ϘϩϻϚϗί 
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Ә.әί ντϩϻϗ Admin ϼσ Employee code  Ϛϩωϩη σϞϻϓ ϣϻϚ Employee ιϻҲϪτϓ φϻϞϞ ЛϘϐϩιϗ 

ϪϟӅ ϼϔϻσί  

 

 

 

 

 

Ә.Ӛί Employee code Ϛϩωϩη σϞϩϞ ϘϞ ϚϩϪσ φϞ ϟ ӍϦЇϬЎϦ ϛϩϻϚ Ϙ϶Ϟϒ ϣϻϦ ϝϩϻϚί ϓϩϞϘϞ search  

Ϛϩύϗ  Ϫјσ σϞϻϓ ϣϻϚί  
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 Ә.ӛί νϞϘϞ Admin ϜϩϪϢσ ιϘϪӇϪϓϞ νσϫύ ФϪϓϻϚϕϗ ϼϕτϻϓ ϘϩϻϚϗί    

 

 

әί εӬϩϻύϗϻϐҔ ϪϐϻύηϟϢ 
 

ә.ӗί  ϓϷϓϱϦ εϘϠϗ Attendence details. νη εϘϠϗ ν Ϫјσ σϞϻϟ νσϫύ ϙϜЉ ϼϕτϻϓ ϘϩοϦϩ ϝϩϻϚ 

ϝϩ Ϙ϶ϞϻϒϞ ϜϩϖӬϻϜ Admin ϼϝϻσϩϻϗϩ σϜЉσϓЉϩϞ ιϘϪӇϪϓϞ ФϪϓϻϚϕϗ ϼϕτϻϓ ϘϩϻϚϗί 
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ә.Әί Attendence details ϙϜ Љ νϞ Department εϘϠϗ ϫύ Ϫјσ σϞϻϟ νσϫύ ЛϘϐϩιϗ ϪϟӅ ϼϕτϩ 

ϝϩϻϚ νϚЇ ϼϢτϩϗ ϼϔϻσ ФϻϦϩϊϗ εϗϳϝϩϦϱ εϘϠϗ Ϛϩωϩη σϻϞ Ϫϗϻϓ ϣϻϚί  

 

 

 

ә.әί Attendence details ϙϜ Љ νϞ Section εϘϠϗ ϫύ Ϫјσ σϞϻϟ νσϫύ ЛϘϐϩιϗ ϪϟӅ ϼϕτϩ ϝϩϻϚ 

νϚЇ ϼϢτϩϗ ϼϔϻσ ФϻϦϩϊϗ εϗϳϝϩϦϱ εϘϠϗ Ϛϩωϩη σϻϞ Ϫϗϻϓ ϣϻϚί 

 

 



User Manual for CPA_Attendance 
------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------ 

CNS/User Manual/CPA_Attendance Version 1.0 P a g e 8 | 20 
 

ә.Ӛί Attendence details ϙϜ Љ νϞ Employee εϘϠϗ ϫύ Ϫјσ σϞϻϟ νσϫύ ЛϘϐϩιϗ ϪϟӅ ϼϕτϩ 

ϝϩϻϚ νϚЇ ϼϢτϩϗ ϼϔϻσ ϝϩϞ ιϘϪӇϪϓϞ ФϪϓϻϚϕϗ τϊϩ ϣϻѧ ϓϩϻσ Ϛϩωϩη σϻϞ Ϫϗϻϓ ϣϻϚί 

 

 

 

ә.ӛί Attendence details ϙϜ Љ νϞ From Date νϚЇ To Date εϘϠϗ ν Ϫјσ σϻϞ ϓϩϪϞτ Ϛϩωϩη σϻϞ 

Ϫϗϻϓ ϣϻϚί  
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ә.Ӝί ϢϚЉϻϠϡ Type εϘϠϻϗϞ ЛϘϐϩιϗ ϼϔϻσ ФϻϦϩϊϗ εϗϳϝϩϦϱ ύϩηϘ Ϛϩωϩη σϻϞ search ν Ϫјσ 

σϞϻϟ Admin νϞ ϼϕϦϩ ϓϔӬ εϗϳϝϩϦϱ ФϪϓϻϚϕϗ ϼϕτϩ ϝϩϻϚί  

 

 

Ӛί εӬϩϻύϗϻϐҔ εӬϩФϛϩϟ  
 

Ӛ.ӗί ϓϷϓϱϦ εϘϠϗ Attendence Approval. νη εϘϠϗ ν Ϫјσ σϞϻϟ νσϫύ ϙϜЉ ϼϕτϻϓ ϘϩοϦϩ 

ϝϩϻϚ ϝϩ Ϙ϶ϞϻϒϞ ϜϩϖӬϻϜ Admin ϼϝϻσϩϻϗϩ σϜЉσϓЉϩϞ ϜϩϪϢσ ιϘϪӇϪϓϞ εϗϳϻϜϩϕϻϗϞ ϓϩϪϟσϩ ϼϕτϻϓ 

ϘϩϻϚϗί 
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Ӛ.Әί ντϩϻϗ Employee Code φϻϞϞ ЛϘϐϩιϗ ϪϟӅ ϼϔϻσ νσϊϗ σϜЉσϓЉϩ ϼσ Ϛϩωϩη σϞϻϓ ϣϻϚί  

 

 

 

 

Ӛ.әί Month φϻϞϞ ЛϘϐϩιϗ ϪϟӅ ϼϔϻσ ϜϩϢ Ϛϩωϩη σϻϞ Search εϘϠϗ ν Ϫјσ σϞϻϓ ϣϻϚί  
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Ӛ.Ӛί Admin ϼϝη σϜЉσϓЉϩϞ ϜϩϪϢσ εϗϳϜϪϕϓ ФϪϓϻϚϕϗ ϼϕτϻϓ ψϩϬѧϻϟϗ ϓϩϞ Ϣσϟ ФϪϓϻϚϕϗ 

ϓϩϪϟσϩ ζσϩϻϞ Ϫϗϻψ ϼϕτϩ ϝϩϻϚί  

 








