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Sign-up with Keka

An email invitation (Link) will be sent to you by 'NISC NISC EXPORT SERVICES PRIVATE LIMITED <no-reply@kekamail.com> on
your NES email ID. In case you don't have a NES email account, the invitation will be sent to your personal email account that you
have provided to us at the time of joining. This email invitation is intended for you to sign-up with 'Keka'.

You need to click on the “Accept Invitation” link to get registered on Keka & once you click on it, you'll be routed to Keka.
To login again, enter https:\\nes.keka.com\ in your browser

You can also download the Keka app from Google Play store and enjoy its features (limited) from anywhere

From: NISC EXPORT SERVICES PRIVATE LIMITED <no-reply@kekamail.com>
To: xxxxxxx{@nes.co.in|
Subject: Invitation to join NISC EXPORT SERVICES PRIVATE LIMITED HR Portal!

Invitation to join NISC EXPORT SERVICES PRIVATE LIMITED HR Portal!

Invitation

Pradeep Kandhagatla

invited you to join

NISC EXPORT SERVICES PRIVATE LIMITED HR Portal

Accept
Invitation
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Keka Home Page

Once you click on the link, you'll be routed to Keka HRMS Home Page.

) I — ~
keka{" NISC EXPORT SERVICES PRIVATE LIMITED [‘:'-‘3 earch employees or actions (Ex: A ave, A e Approvals)
f_E:T KEKA SETUP DASHBOARD PRODUCT UF'DATES‘ SUPPORT INFO
i
Home
: §o1
Quick Access <3 Organization HRD
Inbox
1 Post Announcement Poall Praise

Tasks waiting for your approval. Please click on take s
1 . . Take Action
action for more details. Write voL

< Eidul Azha (Bakrid) L _ | Today % 0 Birthdays £ 0 Work Anniversaries = 0 New joinees

Thu, 29 June, 2023

Birthdays today

[
On Leave Today No one is having birthday today

——
Everyone is working today!

Mo one is on leave today.
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Checking Leave Balance

To Check the leave balance data, you need to navigate to Me >> Leave.

LEAVE ATTENDAMNCE PERFORMANCE EXPEMNSES & TRAVEL
-

Summary

Pending leave requests

%
3

Nothing here.
Be Working hard yeah?? Request tim

A 5
2

My Leave Stats
Weekly Pattern : Consumed Leave Types — Montnly Stats

No data to display.

Man Tue wWeo Thu Fri Sst sun Jdan Feb Mar Apr May dun

Leave Balances

Casual Leave/Sick Leave Comp Offs B Earned Leave

tio data to display.
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Applying Leave

From the same page, On your right hand you will be able to find the option to “Apply Leave". You need to select the leave type &
the respective dates on which you would like to take leave.

Leave Request for Javeed Shaik

B Team Leave Calendar

24, Sep 2021 i 24, Sep 2021
< September 2021 ?»
Nl First Half | Second Half Mo lues W ' o = "

Leawe request is for 1 day.

Select available leave types

Select Leave Type
Note

Haoliday
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Marking Attendance

To mark your attendance, You need to navigate to Me >> Attendance & on your righthand side you will see the multiple options

to mark your attendance.

140
keka NISC EXPORT SERVICES PRIVATE LIMITED
LEAVE ATTENDANCE PERFORMANCE
-

Attendance Stats

Last Week
AVG HRS / DAY

Me 9h 25m

e My Team 6h 45m

Logs & Requests

Attendance Log Shift Schedule

Last 30 Days

DATE

Jun 16, Fri

Jun 15, Thu

@ - (1 Search employees or actions (Ex: Apply Leave, Attendance Approvals)

EXPENSES & TRAVEL

Timings

ON TIME ARRIVAL

20%
Today (10:00 AM - 7:30 PM)

o,
32 A Duration: 9h 30m Break: O Min

Attendance Requesis

30 DAYS MAY

ATTENDANCE VISUAL EFFECTIVE HOURS

) OhOm +

[l @ ocshazm

Actions

07:18:55

Fri 16, Jun 2023

APR

GROSS HOURS

Oh Om +

2h 42m

PM

MAR

On Duty
Partial Day

FEB JAN
ARRIVAL
On Time
On Time

24 hour format

DEC

LOG
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Updating Mandatory Personal Details

It is mandatory to review your profile and re-confirm with the data updated by the HR team. To view this section, please click on
your name on the right-hand side top & click on Profile.

Gravity India Pyt Lid Q. search employees or actions (Ex: Apply Leave, Attendance Approvais

Javeed Shaik e

W Bangalors, Malleshwaram B javecdess@gmail.com . 999999999
l ; JOB TITLE DEPARTMENT BUSINESS UNIT REPORTING TO EMP NO
Business Development ... Customer Success Electronic Unit Chethan Kumar 5 K50098
ABOUT PROFILE JoB DOCUMENTS ASSETS
i

Primary Details %) Edit Contact Details 9 Edit

ST NAME MIDDLE NAME WORK EMAIL PERSONAL EMAIL
Javeed -Mot Set- javeedB58@gmail.com -MNaot Set-
LAST NAME DISPLAY NAME E ZHONE WORK PHONE

Javesd Shaik 994009099 -Mot Set-

GENDER DOB RESIDENCE FHOME SKYPE
Male 23-Apr-1995 -Not Set- -MNot Set-

MARITAL STATUS 2L0CD GROUP

-Not Set- -Mot Set-

PHYSICALLY HANDICAZRED A

Mo -Mot Set-
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Uploading your photograph & KYC Documents

To access this section, please click on your name on the right-hand side top & click on Profile. To upload your photograph and
KYC documents, click on the sections highlighted in the below screenshot.

keka'.-r.-; Gravity India Pvt Ltd S Shagk I:F‘[

L

Javeed Shaik

@ Bangaiors MsechaEram Bl sveeassadgmail e ‘= 999999990
Business Development .. Customer SUCCEss Electronic Unit Chethan Kumar 5 KS005E m

= = h o

Employee Documents

EMPLOYES DOCUMENT FOLDERS

@ identity Docs

@ Degrees & Certrficatss i sscuat
@ Frevious Expenencs

performance Reviews Driver's License

Employee Letters

P

@ Identity Docs

+Add details
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View Finance Details

Any employee who has registered with Keka, navigate to ‘My Finance Tab" & click on ‘Review my Finances'. Once you have reviewed
your particulars, then only you can view your payslips, income tax details etc.

NISC EXPORT SERVICES PRIVATE LIMITED 5§3_ Q. Search employees or actions (Ex: Apply Leave, Attendance Approvals)
SUMMARY
b
Let's review your finances
f}r’\ Looks like you are accessing your finances on Keka for the first time. Just verify the following details:
/ \ + Salary details * Payment Information
" \ o :l * PAN details * Statutory details
Inboy \ 5
Lﬂ‘ Once verified, you will see your finance details here

Review my finances
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Inbox

Under this tab, you are able to view any task or request which needs your attention to approve it or update the data. Always make
sure the screen is empty as shown in the below screenshot.

keka™> = Gravity India Pyt Ltd

ﬁ TAKE ACTION MNOTIFICATIONS
Inbox " ¢ )
s L v
ol v - A ( .
° X .
& \ ‘ wd
_ | . 3¢
2 ' No Pending Requests
A \\/ ,
e . - {1\. ; /‘;)
> ?’_(_D I ] -r. .J.
=\
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My Team View

Under "My Team” tab, you can view your colleagues working under the same Reporting Manager.

keka>  Gravity India vt Lid
‘f"? SUMMARY
Hom -
- Who is off today

Mo employee is off today,

My Team Employees On Time today

3 0

Team time off calendar

n September 2021

'E” Despak K

Late Arrivals today

0

We Th Fr
1 ] L]

S8 Su Mo Tw We Th
L] ¥ L ] . .

Not in yet today

Tendo...

Dezpak.

Privank..

Thaart..

Work from Home / On Duty today

0

+2 more
Johny..

Remote Clock-ins today

0

Su Mo Tu We Th Fr Sa Su Mo T
L]




-‘-kf

A/

O
Thank youl!
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