
Bio metric user manual 

• Muster Master 
1. Muster Master List  (Access by Level 1 User) 

o Add new employee to muster.  
o Transfer employee from muster to other department 
o Remove employee from muster.  

 
 



1. Add employee to muster master (Access by Level 1 User) 

 

 
 

  



2. Transfer employee to other department (Access by Level 1 User) 
 

 
 

  



• Shift Management (Access by Level 1 User) 
o Add or change Shift Timing and weekly off  

 

 
 

 



• Leave Entry / Assign Duty (Access by Level 1 User) 
o Enter leave  
o Add reason (Duty)  

▪ Field duty assigned 
▪ Training 
▪ Out station duty 
▪ Meeting at other location 
▪ Election Duty 
▪ SMC Program Duty 

 



  



• Add Leave Entry / Assign Duty (Access by Level 1 User) 

 

 
  



• Monthly Summary  
 

1. Monthly Summary  
a. Add/Update/Remove  leave  (for not marked) 
b. Add/Update/Remove reason (Duty) (for not marked)  

➢ Check and verify leave data by level 1 user 
➢ Leave confirmation (Approve leave) at the end of every month by level 2 users. 

 



 
  



2. Add Leave 
 

 
 

  



3. Approve leave and assign duty (Access by Level 2 User) 
a. Approve leave and duty at end of month by level 2 user. 

 

 
  



• Add Employee Day Off / Festival Leave 
 

1. Day Off and festival leave list  
a. Add day off and festival leave by level 1 user 
b. Approve day off and festival leave by level 2 users 

 

 
 



2. Add Day Off and festival leave 
 

 
  



• Movement Register 
 

1. Movement register list 
a. Add movement by level 1 user 
b. Approved by level 2 user. 

 

  



 
2. Add movement entry 

 

   



• Shift Schedule 
o Schedule shift for date range. 

 

 


