Step 1: Download & Install the Application
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**S5elect operating system to download.

e Navigate to Download: Visit the Attendance Keeper web portal and click on Download
in the top navigation menu.

e Select Operating System: Choose either Download for Windows or Download for
macOS depending on your platform, run the installer, and launch the desktop
application.

Step 2: Choose Your Operation Mode
Upon launching the application, select the mode that matches your workspace setup:

e Individual Mode: Designed for personal activity tracking and remote work on individual
machines.
e Common Mode: Designed for team tracking on shared kiosk or branch terminals.



Step 3: Accessing Individual Mode
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e Select Individual Mode: Click the Individual Mode tile on the mode selection screen.
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Sign In
Enter your credentials for Individual Mode

Enter Common Mode

e Sign In: Enter your account Email and Password, then click Login.
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e Dashboard Overview: Once authenticated, you will be taken to your personal
dashboard where you can view:

o Attendance Summary: Tracks real-time status (Active/lnactive), clock-in time,
duration, and break tracking.

o System Permissions: Monitors continuous status for Internet, Camera,
Location, Screenshots, and Activity permissions.
Also Working: View active colleagues currently clocked in.
Record Attendance: Click + Attendance at any time to log or manage your
shift.



Step 4: Retrieve Your Branch Code (Admin Web Portal)

e Navigate to Branch Management: Log in to the Attendance Keeper web
portal, expand Organization in the left sidebar, and select Branch.

e Copy Branch Code: Locate your target branch card (e.g., Dr Congo,
Berlin, UK Branch) and copy the 6-character alphanumeric code displayed
in the top-right corner next to the copy icon.
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Step 5: Accessing Common Mode (Shared Terminal)
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Select Common Mode: Click the Common Mode tile on the mode selection screen.
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e Enter Branch Code: Type your assigned 6-character branch code into the Branch
Code field and click Continue.
e Verify Branch: Confirm your location details on the Branch Verified screen and click

Continue.
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Common Terminal Dashboard: The terminal displays branch details, local time, and
real-time status checks for required device permissions (Camera, Location, Network).
Clock In: Employees can tap Start Attendance to record their presence or view other
active team members under Also Working Today.
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