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Set up companies and employees
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In Settings configure companies, teams, shift templates, working days, lunch, holidays and payroll cutoff. Add
office/warehouse locations and radii under Locations. Invite employees and assign Office/Field type and schedules. WFH
is an extra permission, not an employee-type change.
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Grant or revoke WFH
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Open WFH / training, choose the company and grant WFH beside the employee. Use the same button to revoke. This
controls new clock-ins; no daily approval or synthetic attendance is created. Changes record the actor and previous/new

values.
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Create overseas training groups

luwydedAu dvdonadu Us:inA SuBu-3uga wanar IANA mswausy audauazamu:ziaans agwubuuunzlu “do

= <

goludianurmmu

A" AsurmngvlUD BrvIuRldmuwabawavadu AUKvagaavaduRdIRUAUTLTE msuufinan

Set a group name, country, start/end dates, IANA timezone, training template, members and enabled status. Create a
template in Settings first if needed. Dates use the group timezone; one employee cannot belong to overlapping active

groups. A membership is not attendance.
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Training time and schedule
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Template hours are interpreted in the selected timezone. Training uses template workdays/Saturday rules; Thai public
holidays are not automatically applied. Existing punches retain their template, timezone, group name and meal policy.

Changes apply to new shifts. Reports/payroll cycles and time-correction forms use Bangkok dates/times.
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Review meal allowance
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Open WFH / training — Meal allowance report and select dates. Verified office/warehouse attendance earns THB 150 once

per employee/day. WFH earns 0. Mixed onsite/WFH days earn the onsite amount once. Training may be set to 0 or 150;
keep Undecided/Review until policy is settled.
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Review items and exports
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Missing or estimated clock-outs, unverified locations and undecided training policy require review and are excluded from
payable totals. Meal allowance is separate from wages/OT and absent from employee screens. Attendance Excel contains

Overview, Detail, Per person and Meal allowance. Review evidence before paying.
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Review requests
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Review leave, off-site, time corrections, day-off work and OT in their menus. Approve/reject against evidence and provide

clear rejection reasons. Where supported, staff can withdraw requests; cancelled remains distinct from never submitted.

Day-off requests cannot be self-approved.
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OT and day-off premiums

OT fAs:zuuas>dwudvluld®uaula doviuvamawdnviuta:ayudsvuudu drluvdaduenmakdico OT waliAa
41 BuWUIUkgaswdauluyovn: +1 1M s183u/33TUo +2 1M uan¥IvA: 3 1M mwans:zuudoud 1 &.n. 2026 WW4TE
TAUIUKgaIMALLLUUAE

Detected OT is not approved pay. It needs a staff claim and approval. Normal hours exclude the OT window to avoid
double counting. Since 1 Aug 2026, in-window day-off premium is +1x for monthly pay or +2x for daily/hourly pay; out-of-
window is 3x. Old template holiday multipliers do not determine these rates.

9. as)»MmwsdouuazAzltuu

Read overview and scores
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Overview highlights pending reviews and records needing attention. Attendance supports person/day views with work
mode and place. Recorded hours deduct lunch and distinguish estimated clock-outs. Attendance scores do not measure
output/productivity. Map points are recorded locations, not continuous live tracking.
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Correct times and cancel wrong entries
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In Attendance, correct times with a reason; editor/time/note are recorded. Cancel an erroneous entry with a reason; the
entry and dependents are preserved in cancellation history. Add a whole missing day with a reason or approve a staff

correction.
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Access and accounts
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Owners manage their account’s companies, admins their assigned company, and staff their own records. Deactivated

users lose normal app access. Password resets are role-scoped; users can change their own password.

ClockPin - clockpin.app - Alaasu1aduaauasy Ildkangiumsaulu@kéasaadu / Instructions do not constitute an

approval or payment record.
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