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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



Keka Home Page

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



Checking Leave Balance

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



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.



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.



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.



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.



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.



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.



My Team View

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



Thank you!


