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Attendance Details

e Loginto ‘Perfex’. Go to ‘Timesheets and Leave’.
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e Select ‘Attendance’.
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e |t shows attendance details of employees.
e Select ‘Staff’ and click on ‘Export To Excel’ button, to view data in excel.

Note: Data of only those employees is displayed who has filled timesheets.
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Timesheet Details

e Loginto ‘Perfex’. Go to ‘Reports’.
e |t shows various reports such as Sales, KB Articles, Project wise Tickets and so on.
e Select ‘Timesheets Overview’.
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e [t shows timesheet details of employees. Select details of a particular employee to
make necessary changes.
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