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1. whds:uu
Sign in
1Wa clockpin.app d2e Safari k8o Chrome AsbusAldavABaydIARQUa Avdlaua:skaniu Maduddrgvygiau Tudevaadouaurkdamusy

Open clockpin.app in Safari or Chrome. First use the manager’s invite link to set your email and password. Then sign in with that account. No app

installation or selfie is required.



2. 1A9ndaaiunnivaunaunatun

Choose your work location before clock-in

klnavoaiiidon “oowWwe / Tndv” ua: “WFH” &1ksurniqualdadnsii danmunmviuasy udina “avoaidiniu” sadandudiss

Select “Office / warehouse” or, if granted by your manager, “WFH". Select where you actually work, tap “Clock in” and wait for confirmation.



3. WFH ua:ausuadivus:ina

WFH and overseas training

WFH TdavéuyaaulGsigiu uddavidansmnrqua Ju “ousudvuszinA” d:uaaviawiaundavavaduiidaldomuuazagiugoviunausy Klitavoan

1 2

drdavdonduuazwanal Kaluikudidan ;Kdadagqua

WFH requires a manager’s grant, with no daily approval. Overseas training is available only to members of an enabled group within its training dates. The
Clock screen shows the group and timezone. Contact your manager if the option is missing.



4. avarddavian:zlay
Clock out of the same shift

2 —o

Wald@nviu Aa “avaleanviu” Usstnnviuyava:idauddwasuavlbld fvgquanauans WFH kSanduausukuaaig godan:lauld dovaatdn-oon
250 Mistaansluasvonaiununeu

When finished, tap “Clock out”. An open shift keeps its original work mode. You can finish it even after WFH is revoked or training ends. Grants do not
create attendance records: clock in and out yourself.



5. daukuv GPS

GPS location

soWiARMKUOWURDGavEudu GPS aauldn aanviuldud GPS Tid1Es maauiuduiin GPS 1Miakild mausdnmkualikld GPS udmuld 1kid

tkawa WFH uazausulidaviiusadoawiauazluiau GPS s:k3wn:

Office staff with a configured location must verify GPS at clock-in. A GPS failure does not block clock-out. Field GPS is best-effort; if company policy
requires it and no fix is available, provide a reason. WFH and training do not use the office fence or sample GPS during the shift.



6. avawwdnaaunWuasaidu

Off-site requests are a separate flow

winviusawwWanUhviuuaawuniduasoasd 13 “vaavidaluananiun” Asandu aaun DalSU-Fudalazikana avudlavariutuldloslidavse

aula mAKQuasuyuduazgoliisiems szuuapasvoaKkmuanudw WFH uaznduausuldaidanuavaulov

Office staff going off-site occasionally use “Request off-site clock-in". Enter date, place, declared start/end times and reason. You can punch that day while
approval is pending. Approval may create a declared-time record if no entry exists. WFH and training use their own selectors.



7. qussitiuazduuaal
History and time corrections

Wa “Us=30" aasdanaliaus:ianviu §IUvKAAIWAMUMSIY Kinduavalaanksauanviu Ik “duuAnar” ldna1nsvuazikana soaRQuUansId

aula valudssiduazuuundvarisnarlng azausulAvwaLaBldAmuduanguawn

Open History to check times and work mode. Worked hours deduct the scheduled lunch break. For missing clock-out or a whole missing day, submit a
time correction with the actual times and reason for review. History and correction forms use Thai time; training retains its timezone for lateness and

lunch calculations.



8. Aunaadnvaudu

Forgotten clock-out

s:uuidviuasIosiemsAwuazdadrgnards:numulalgn: Kdapa1d1sav astinaandiduduuaziau 16 33luv s:uudanmeduisun: wiau

KUELKAO sSteMsUszauLaALTEDa1nd3L tKEuLALaKIATUOSY

A scheduled job checks old open shifts and closes them with an estimated shift end or fallback time. A late clock-out crossing days beyond 16 hours is
capped at the start day’s end and flagged. Estimated clock-outs are not real punches: request a correction if needed.



9. yd OT Jusssum

Request weekday OT

szuufudeucLay OT aaudanviu wddgvlulumuaayla davida “Us:3a0" 1§ “va OT / uA OT” dvduduuazikawamunuuuwasusikua OT wiuas

Wuuenau AaWuydv 30 uri davidaiin-aannsavsudiudounue dvldmelu 7 Su wizhayuduasuuldu®du

Clock-out calculates OT figures; it does not automatically file a claim. In History use Request/Edit OT to submit the amount and any required reason.
Morning and evening OT are separate, in 30-minute units, bounded by the recorded shift. Submit within 7 days. Only approved OT counts as pay.



10. nMvivdukgauazyadal

Day-off work and leave

“yarivuludukga” Duuuadudukga uazuuusummvmudukga (OT) Buwudavifuauazldsuayua Sukgaundagadldmuatiuiu madnaiudd
guldmamsakaveanviukSads:iamelusauduldoundolaag mMsuoailduy “a1” Idonyaviuuazus:ian wisuqramualutioy
Request day-off work as either a day swap or paid day-off work. Premium pay requires a submitted, approved request; public holidays use this flow too.

For recorded work, claim from the clock-out card or History within the open payroll cycle. Request leave in Leave, choose dates/type and check the result

in the app.



11. ualaymrbovau

Troubleshooting

GPS gaufjias: Waansdukuvlk Safari/Chrome uaz5ulsdonmsdoar mslkaakilkbaghoderarnliilaanshu Jeyareuliuduliaovlkuing

200U dusKals “duskaniu” KSalkRquasLia asdadonnudiSraaulakin KinluldsuansnAdsh IKudvEqua

If GPS is denied, enable location for Safari/Chrome and the site in settings; reloading alone may not restore permission. Retry an imprecise fix near the
workplace. Use Forgot password or ask the manager to reset it. Check the success message before closing. Ask your manager about missing permissions.



