Dawammy syslem:

ICis an integraled system of attendance and departure management for employees in government
inslitulions and departments. Dawammy provides a web platform to work through a web browser
thal allows employees to view their altendance reports. It also allows observers to attend and
through certain Privileges given lo them [o review the reporls of all employees on a daily basis or
Weekly or monthly.

Objeclives of the syslem :

e Raise the efficiency of work and the ability to control and automatlic control of the lime and raise
the efficiency of workers and facilitate the proof of their presence.

e Follow-up movement of staff during the day and around the clock.

e [ssue a daily report to altend and leave mulliple oplions according to the needs of the facilily.

e Dealing with holidays, permits, tasks and excuses in flexible ways.

e Automalic control of the attendance and departure of branch employees by mulliple means.

The difference belween Dawammy and olher devices:

The Syslem

- Cloud system compatible with all devices. - There is no system between the product produced by
- System platform product from scratch of software. the software and the device software or intermediary
- Can be updated immediately and (o. system from the manufacturer producing the device.
- It can be accessed by everyone according to validity. - The device is updatable in ils internal characterislics
- One-platform system for customers. of customized software.
- Reports on the operaltions of the device. - Easy installation without technician and very simple
- Consider the frequency of operations coming from the sellings.
device. - Easily transfer employees between devices on-line,
- There are periods to suit everyone flexibly. whether stored in the device or in the server with the
- There are automated human resources reports. save variables on the device.
- Permission and interaclion can be added automalically. - Report on when conlacted or separated from the netl
- Seltlings for permission method. linked (o it.
- Service sellings can be aclivalted per. - Easy linking between branches without any intervenlion
- Compare the numbers registered in the device and the manually.
system. - The device interacts with permission and presence
- Detects operalions not idenlical with periods. processes.
- Detects idenlities entered in the system and hyphen - Sends nolificalions about new and deleted user and
from the device with the possibility of modificalion changes (o il.
without loss of informatlion. - Sends less quantities of Internet data Net.
- Saves all user account movements. - Linked to the system during operations by ID number
- Saves all employee movements in the system. only.
- Keeps all employee operalions in the system with the - Do not need to save the quantlities of operalions and
possibility to refer to them at any time. only the operalions sent during the presence of the net.
- Reports on employee and movement in permission at - Your interaclion with the implementalion of operalions
the end of time and beginning. again after the return of the net.
- Accounts for employees and their interaction with - Ability to register new employees remolely.
management.

- Remote technical support service.

01

. Jwlgd plhi

810g4anll ilgallg Giluwugoell 6 Cudhigoll Wlpailllg jgianll éjlad Jol4so olkhi ga
éyilaol Gudlhgoll aui duay il panio Jua (o Joell cug dnio olga pad,
dno vibaln Jua og plgall Gusliel auiy lod (pau anlall jginall pyléi yalpeiwl
Srauu gl Leguul gl o9y Jhui dlag yaalhgoll pron pyléi yalpeiwl pal lailacl el

ollhill Wlaal

udolell 8elad pog olgald &l auldllg pansill e 6ja8llg Joxll éclod po,
pajgnn Slal sl

.aclbudl jlao Jeq pogudl JUa (yjaolhgaoldl olgy abjpa anibo

Sliuodl cilalinll 1869 83anio CuljbAy WBlpaillg jgianll ogy jdi jlual
aijo Gbou jlacillg Cilosodlg ygaillg caljladl po Jolnil

B31mio Jilwgu egpall Lakhgol Wlpaillg jginall dudil &ls

siaill sjanillg ,o0lga G §sal

Jaa dapuy dlalacelg 6 H9y bl Jauw -
clgu il gl 6janill o yralhgall Jéidlgauw -
iy ybioll ran 2o 1ol 69l jlaall Lo yjsal

Jlaall olih il

U— 9 Jlnopdl o auall oAl o angy il - O}—anlllp tonp od ddlgio lowpl -
Jloald ailiodl piwvall o kg oA gl olip jlaall calaaopdl o janll o oo ol_lhid_nio -
oo ddalll anilna 6 Epnaill Jald jlaall - - 1981906 J—Auiyla_yle S janill hoy-
wdlall cuua Sl ol cuwa proall (o ayle JgAallbo, -
.cell_owlloa_alga_wio gl ol lhi-

JLlaaldl o alnlgll Al dowll e p1jlo1 03 0)-
Jlaall y—oa_lnlgll Al _domll )l Sa —clp-
U0 U ﬁltqp Lol o Cuwlbiua Gl 30 2 aga-

Sl Ayl ajlg olda iy 4873 agy-
a g ypodl Dudl e Jnail gl Joaal 10 e jupai - Ll caljladl g oSl J—cldiq é_obinl ,—4.04 -
Ligay J-Aai sl yga ggpall e buyll dlgouw - -l Ul & aypial cilala_cl -
1_alg Ul g il culidoe o jLanll Jclaiy- -a-alglla_oaa Giblac¢lg Jwai S0 -
693_n.0llg 3_aall o3 Ajuwodl ¢xe Caljladil Juwp - -plaill g jlaall 6 Glauuodl ala el oy )l8y-

caade dlpunidlg —
i cad il bl oo calaoddl Jo 8l Juwp -
o806 dgall o6 culdoxll el il ol o -

' | P_D i i .” in ) i ]| Ii“lll "I ” ® Ve E J B
dl_nlgllg oAl .6 dlAaadl abgall old)l caisy -
Jlogloo (ylaao ()93 Jurnidl aulbol po jlaall o

.pu_u.u.ﬂ_ll | TS Ca | ﬁ_}gp 00 lb_an -

el aQillg Al doxll Al 1ob Jla_andlal oy -

oaodl J_’f:|gj el il aduwpodl Gl Jomlb oo olAil Uon_ﬂ.lﬂg.oﬂ Sldoc o won h_ang-
Judl 63ge 2oy gpalop0 Dibdowll 3ol po cllelo: - 69 6l 0 Lal pg apll & yil4ol
A0 G- 2all paelhgoll |Joouwwd aulbol - E_?.ﬁolj_w JJI?_bdﬁpg alhgodl (e jlas 0348 -

. a_ialug i dgll 8ula

.0jJlall o0 o e lelol g prolhgold Gl ibuua
o VO 1 i | O wollo__calla__oaa

=




System Settings (General Settings )

Please make sure thal you have configured all your system settings correctly o get data and
reports (o gel out correctly.

1/1 Message Sellings :

To activate the SMS service, you must enter your user name and password If you do not have
a company, these are the proposed corporate linkshttps: //www.alfa-cell.com/sms/# Or you
can contact our technical support team.

1/2 Emall sellings :

To activate the e-mail service, select your e-mail account username and password.

1/3 permission letters and work tasks (mandate) and leave (Vacations) :

The method of communication with the manager should be determined by specifying the
notice when permission work tasks and mandate by employees through the system.

1/4 The possibility of determining the percentage of cutting (percentage)
on the employee who made the exit withoul attendance and also the
process of atltendance without exit .

1/5 The possibility of determining the cutting (yes or no) if the weekly or
seasonal holidays occur between (wo absences .

Branches

The first step to fill the data for the facility and you can not skip this step only after the
completion of the successful complelion of data is the addilion of a new branch or
more in the case of several branches of the facility, to ensure the work of the system.

Administralions

After the complelion of adding branches successfully you can go to administrations,
which is the second step to fill the data for the facility and you can not skip this step
only after the completion of dala filling successfully by adding a new administralion or
more in the case of several administrations, to ensure the work of the system.

Department(s

After the complelion of the addition of administraltions successfully you can go to the
departments, which is the third step to fill the data for the facility and you can not
skip this step only after the completion of data filling successfully by adding a new
department or more in the case of several departments, with the need to fill all
departments for each administration fully to ensure System work.
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Employees
2/1 Nalionalilies :

The system has about 213 natlionalities for all countries with the code of each nationality, you can
choose from them when registering employees data and if you want o add a nalionality does not
exist you can contact us through technical support for the system.

2/2 Profession (Occupations) :

You can add a new profession with the code of each profession so that the profession is
selected when recording employee dala.

2/3 Employees :

After compleling the configuration of the facility, we reach the stage of adding employees, click
on the (Add New Employee) icon inside the Employees page, and then enter all the required data
inside the page, making sure that the data entered is correct, especially ( The user ID) entered
on the fingerprint device until the system is properly linked to the device used, which identlifies
that employee in the system and the employee's operations sent from the device are correctly
linked lo the reports.

When adding (branch - administration - department - profession -
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employee) must take into account the following:

- Not to repeat the name (branch - administration - department - profession - employee) was
previously added in Arabic.

- Not to repeat the name (branch - administration - department - profession - employee) was
previously added in English.

- Not repeat the code (branch - administration - department - profession) was added
previously.

- Do not repeat the mobile number of an employee previously added.

- Do not repeat the employee ID number previously added.

- Do not repeat the e-mail of the employee has been added previously.

- The employee ID entered in the system must malch the fingerprint device.

- IUis not possible o delele a branch in which administralion or seclion departments with
registered employees have been added unless the employees is transferred to another
branch or deleled.

- Administration with added departments or registered employees can only be deleled if
employees are (ransferred to another administralion or deleled.

- You cannot delete department where registered employees have been added unless you
move employees to another department.
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Privileges

3/1 Add Privilege :

In this step you will see all the Privileges of the system, specify the Privileges to be granted to the employee as
per the requirements of the work after the selection of the employee o be desired and then you can give the
employee responsibility for the branch or administralion or department, you can choose that this employee is
required to imprint or not can also be Choose thalt the employee can be fingerprinted through the mobile or not
and give the coordinates that can accept the fingerprint, then you can send notice to the employee of these
Privileges by (text message - email) and you will be responsible for granting this employee Privilege.

3/2 Owners of Privilege :

There is also a system administrator icon, which has all the privileges of the system and also there is the icon of
the user record and all the movements of users in the system

Working hours (Periods )

4/1 Know the periods :

There are three types of periods defined in the system (continuous period - 24 hours fixed period - 24 hours

unlimited period)

4/2 Add, modify and delele periods :

You can select the type of period according to its description and method of work described in (Know the

periods) through the Add Period icon. Note that the following should be alerted:

Terms of modificalion of periods and limes of modificalion:

@® The conltinuous period cannol be modified if the modificalion is at the time of the period only after
the end of the period [aking into account the grace period before and afler.
® The specified period cannot be modify if the modificalion is on lime.

® The indefinite period cannol be modified if the employee has an enlry finger and no exit fingerprint.

4/3 Assignment of a period (0 an employee :

After adding the periods in the system you can assign one or more periods (o an employee taking into account
the liming of each period so thalt the periods are not overlapping at the same lime and the system will nolify you
of the overlap, and you can specify the beginning and end of the period, but if the date of an earlier or an
unlimited period with the possibility of sending an employee that a period has been assigned Him via (text

message - email ).
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4/4 Assigning a period to a branch, administration or department :

After adding periods in the system you can assigh one or more periods to a branch, administralion or
department taking into account the timing of each period so that the periods do not overlap at the same lime,
and you can specify the beginning and end of the period dalte, whether earlier or unlimited period with the
possibility of sending notice to the branch, administration or department That he was assigned a period by (text

message - e-mail).

Dala From the device
1/5 Display data from the device :

This service enables you to:

- Know all processes for all employees.

- Know the type of operations (entry - exit - permission - to prove the presence).

- Know the time of the employee's fingerprinting and the arrival time of the server (system).

- Know the number of employees registered in the system and do nol have fingerprints.

- Know whether the ID number or employee has a period or nol as well as whether registered in the
system or not.

- Knowledge of aclive employees in the system.

2/5 Display operations with periods :
- The possibility of knowing the period and its type with an explanalion of the beginning and end of the period.

- Possibility to know (total minutes required - total minutes of actual work - total minutes not worked -

overtime minutes).

Alerts for viewing data with periods (situations occurring during

attendance and departure)

Cases of 7.40 expectation may occur during the employee's daily attendance process.

e Mulli - enltry fingerprinl more than once at the time of period or Allow

Solulion: Only the first fingerprint is taken and the remainder is canceled at any periods thal occur:
a conlinuous period, a fixed -24hour period and an unlimited -24hour period

e fingerprint mulliple exits more than once in time or Allow period

Solulion: Only the last fingerprint is taken and the rest is canceled

At any periods occur: a conlinuous period, a fixed -24hour period and an indefinite -24hour period
e Any fingerprint enlry or exit oulside the period or Allow is nol accepled

In which periods fall: a conlinuous period

e [f Che First fingerprint exit and fingerprint exit again within the period and let the system adjusls the
fFirst exit fingerprint to the enlry

At any periods occur: a conlinuous period, a fixed -24hour period and an indefinite -24hour period
e The basic rule of any enlry offset

In any periods fall: a fixed -24hour period or an unspecified -24hour period

e Each fingerprint is offset by another fingerprint that closes the first entry and the second exit

In which periods: -24hour period and -24hour period nol specified
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e Permission is when there is a request in the system.

AL which periods fall: a fixed -24hour period and an unspecified -24hour period

e [f the fingerprint came out before entering and times are correct, but the device provided a process
on the process puls each process in ils correct localion.

However, it was anlicipaled that cases may occur that did not write their status here was placed icon
(Operations Processing) so that any event within it is resolved.

Alerl in case there is no nel in the device and then return again
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1. Operations shall return and have an orderly arrangement according to the periods of lime of the employees

2. Beginning with the following: (Identity matching - Matching date with previous dates - Matching period with
previous period)

3.In case the employee and device periods were modified, the system stored the modified or old period until the
previously recorded fingerprints interact.

5/3 Updaling (he idenlity :

This service enables you to make modificalion o the idenlily of an employee registered in the device and
Chere is a difference between the ID number that the device and the one that was registered in the system
and [his problem appears when there is an ID number in the informalion display page of the device and
there is no malch in the system, and here we can know the owner Wrong Idenlity You can enter it and then
enler the correct ID number so that the idenlity is updated and the previous operalions are matched with
Che idenlity registered in the system in order o generalte reports for the employee taking infto account
linking the correct idenlity to the previous operalions congregalion in the system.

Daily index

6/1 Daily atllendance :

A service through which you can see the daily attendance numbers of all the employees currently in the
facility in momenls as soon as you enler the page and requires the exit of the employee on this page to
do any operalion on this day.

6/2 Daily absence :

A service through which you can see the daily absence numbers of all absentees of employees currently
in the facility in a moment once you enter the page, whether its absence with excuse or withoul excuse,
and if it is excused, the report shows you the reason for the absence, whether a vacation or work

assignment.

6/3 EXIC without fFingerprinling :
A service where you can see the numbers of employees who have gone oul without a fingerprint for the
day and they have a period in the same day in momenlts once you enter the page.
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Permission, WorKtasks |oxnll olaog ()l iludll

|Assignments ], Mandates, e ..
Vacations and Others S;al g Jijladig walauilig

7/1 settings : : Jlalaedl 7/1

- Enables you to specify the number of permission hours for each employee during the month and Lol poi dilaolg jaud J4 dyla o Ll 33919 pauill Jula calhgo Jal ¢laikul Cileluw 3¢ 35307 0 i -
automatically renewed with the beginning of each month and you can modify them. ddolgoy claiaillg dount y9au gl jlaall Ll calhgall wilmd Gapha (e douauy Gladiudl L4 13l 22 (o dibed -

- Enables you to determine if the permission is a fingerprint by going to the device or without a fingerprint ladaudl  Je paodl
and only the consent of the manager (o the permission. Laiolnl| o] U_;JI Cilalacdl aje )6l -

- Report display setlings added.

: Caljladlg (wladll) Jwo=ll olaog 13l Auaii dudl 7/2
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7/2 Mechanism for Execution of Permits, Work Tasks (Mandate) and Vacations :

- The permission process, work assignment and vacations between the employee and his direct manager

are managed by requesting the employee from his own account on the system to his manager eleclronically.
- The supervisor or administrator who has the Privileges (o apply for any kind of permission [0 a parlicular employee.
- There is also a report on all types of permits submitted by the employee to the supervisor or submitted by the

supervisor with the possibility of approval or rejection by the supervisor or the administrator. . J9guuodl gl Lo juodl Qupa (e ool gl anolgodl aualbol po o il

laiallno Gulag laiiwdl 6 Citlla

Cases in the permission and methods of approved
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After approval the responsible of permission whether immediale or after hours or days and return from the i Bl Gldaand] L0 93y Y ) AL O G900 SigAt a1 PHA GOINgO AT

permission or the beginning
Cases without fingerprint : Gl Sldooll Jalal oliadll pga,
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The system ignores operalions as follows:

1. If the permission is from the beginning of the period to a cerlain hour during the period:
End of permission is considered the beginning of entry and is not required to enter the fingerprint on the device and has a fingerprint exit end
of the period or early exit close the period with the exit fingerprint end of the period or early exit and after early exit is deducted

Example The main period starts from 7:30 to 14:14

- Permission from 7:30 to 9:30 and exit at the end of the period at |1¢:1& does not deduct anything

- Permission from 7:30 to 9:30 and an early exit at 12:00 will be deducted after 12:00 until 14:14

- Permission from 7:30 to 9:30 and there is no exit end of the period or early exit deducted from 9:30 to the end of the period

(Taking into account the settings to enter and exit without a fingerprint set by the owner of the facility)
Case litle: Parlial permission s \-’Jm}'uﬂl R “-"D il G ) -2
2 - If the Permission is during the period until the end of the period: -albgall. e paun gy alinlloaagaig agnllana Um e e
14: “]4Um_u_|730|:u_| ﬂ_lJJJ_L_I}J|D}_LﬂJ|LJ|_LD
nu_mru_mg_lj_l 14: 14qu 12:30 0 yladouwlg 7:30 acludl 0jaall aulas  Jgaa Joc -
7:30 &clull in 12:00 debudl Jué o agle puasy 14:14 LJ112:30 (o ladiulg 12:00 deludl palio Jgaa Joweg -
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The end of the Permission is the fingerprint of exit and this situation without deduct (cutting) on the employee
Example The main period starts from 7:30 to 14:14

- The work of entering the beginning of the period at 7:30 and permission from 12:30 to 14:14 does not deduct anything
- The work of |ate entry at 12:00 and permission from 12:30 to 14:14 deducted before 12:00 to 7:30

- There is no fingerprint to enter the beginning of the period or late entry and permission from 12:30 to 14:14 deducted from 7:30 to the
beginning of permission
(Taking into account the settings to enter and exit without a fingerprint set by the owner of the facility)

Case litle: Partial permission 07



3 -Permission during the period and without the fingerprint of entry or exit fingerprint affect the lo 9] Ju6 lo oinAalg walhgodl laiuwdl Cilebw aae e }Jg_, NQJA dound gldgg:, aLouAad )9a1q 0 juall _Ql_i:iiurj_i_'i_u_j_l_” -3

number of Permission hours for the employee and deducted before or after the period of Permission or all. Loxi L0 gi k_‘;lii.h.uﬂl fjJ_'Lb 1o
Example The main period starts from 7:30 to 14:14 . 14:14 a1l 7:30 |aud auaud ll 6all Lo

- The work of entering the beginning of the period at 7:30 and permission from 12:30 to 13:30 did not work exit deducted from 13:30 to 14:14 14:14 qu 13:30 (0 aude ornag Agpa Jox odg 13:30, 1112:30 0 ulj_i_IJJJlg"7:3O acbudl 0jall aulas  Jgaa  Joc
- did not work the entry of the beginning of the period and permission from 12:30 to 13:30 and work exit 14:14 deducted from 7:30 to 12:30 12130\::%7:300-9‘11#1“9“;‘.! 1414 agpa Joeg 13:30 I 12:30 (0 yl3aauulg opoll aglag Jgaa oy o
- did not work the entry of the beginning of the period and permission from 12:30 to 13:30 and did not work exit deducted before 12:30 to 7:30 and 1 09 7:30 qu 12:30 k}-LD O aule pﬂﬁ.! 99}3‘ LJ-Q—D—' Pdg 13:30 qu 12:30 o Qlj_i_hulg fj}—"Uil adlag LJQQ'J Jﬂ—f’—' FlJ
14:14 1113:30

affer 13:30 to 14:14.
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(Taking into account the settings to enter and exit without a fingerprint set by the owner of the facility).

Case litle: Partlial permission.

General Noles :

.Aloaudl 6456 po adLle al uudg 6 piall dulay (o sy )laisuwll -
SLisoll unln laning il downa (9au agpallg Jgaall cilalaedll dcljo po -

- The permission starts from the beginning of the period and has nothing to do with the allowing period.

- taking into account the setltings to enter and exit without a fingerprint set by the owner of the facility.

- placed in the daily report in a new column includes permission and work tasks and leave such as dala report with periods Jéiug clpiall po Jlibudl jujpai Jao cljladlg J.oxll plaog ¢ jlaiiuwdl  Jouiy 3422 ag.oc U.D Uﬂg_dl Mol U.D 2NQgl -
and move the column between the time of entry and exit time and shows the time of permission and work tasks and leave or JAal equ Si gi Jljladlg Joxll olaog laiuwdl Zog jalaig agjall Logg Jgaall Log (s agomll
Bhg OuerigRe. Ol dallo (4o kil Juaeis paedl ogéy Gl dglai Jud Jgaa Joeg wakhgod laiiul aags LA 13l -

- If there is permission for an employee and entry work before the end of the permission, the Director shall modify the

. 8_ou8ll Aldomll Auweig aduludl Calall §ual lailo oll gl Cilebu a2 gl 84jgo elgus duatlinll aln addlgo 1oy -

permission from the processing of the permission. E _
.94 gl aouauy Jlalaedl wuwwa (950 paasuweld (y08u gl jlouutll -

- After approval the responsible of permission, whether inmediate or after hours or days, they apply the previous cases and

. Uki10 2914 gl oipo JgAa 13l Cibdomll Gudlgél 2inAlb Gl Jub gl il 2ey douna gl -

wipe the old operalions.

- Notification that the user is according to the settings fingerprint or without. (6j—iall Ll - 6)_kall éulad — 6piall aulaa) caljba Sld ellia )94l )l wxaa il puadi aice -

: awouaudl o Jllla

- Any Fingerprint after permission or before permission is subject to the laws of operatlions if it enters twice or exils twice.

- At the time of submitting the permit, there must be three options (beginning of the period - end of the period - during the period).

, , , a_ulau gl 1Al 0 63g=llg olil gl Chilebu ami gl éuygo elguu duntnll winblin adolgo 1o,
Cases with fingerprint
hudyi g hao aoglwo (;9al ylaiduudl aylay douny Gladduudl auleig G ladduudl aylay douny axo 93y aouauy Gladdwudl

After approval the responsible of permission whether immediate or after hours or days and return from the allall o Py gl il i Uiu“ Sl 8ylai 0 ahgoll e cuun’i Gl ikl dyla dounyg CilogrAlly

permission or the beginning

e Gl
14:14 11 7:30 (p0 dpiall : JLio

laooowdl (aalgo 0 (ygalo @i + acbw aude oAl 1:00 acbudl (4) Gla30uedl gulel ouna 13l 12:00 (I 10:00 yo (Hladauuadll

L olalll cidgll
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The fingerprint of the beginning of the permission shall be known only and shall not be related to the deductlions.

Example : From 7:30 to 14:14
Permission from 10:00 to 12:00 If the imprint (made fingerprint) is closed (4) at 1:00 hours shall be deducted for one

hour + any of the permission laws without imprint (made fingerprint). .0 J9

Overlime

- This step is to add additional time to (employee - branch - administration - department) as desired by the manager. .al U-DL'ﬂl u6g aolinl al podl akhgold bl 6 pall Ludgh by ygal 1] In juiy
Provided that they are not at the same period as the basic period of the employee o be added additional lime. Jaudl JUA sobadl Logll dlebuw aae ping aualbol -
- The possibility of setting the number of overtime hours during the month. .09l 6 63320 Cilcluw ping duilbol -

- Possibility of setling specific hours per day.

. £g4anill ;6 63300 plil gl pguwill pLil J4 jLiAl &yilSol -

OLaUl Llbgl e jydi JAdl ;6 G0 -

. 032l gl  Juaeill 2o | Junlaill &6 1o ik OLayll Sl6gl e bl -
Jauii pyollg lbuduill oLl Slbgl e Exaudl dudlbol -

- Possibility to select all days of the week or specific days per week.
- Service in the form of a report on overtime times.

- Report overtimes you can see delails with modificalion or delelion.

- Possibility to search for overtime aclive and inaclive limes.
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Proof of presence

A feature that enables you to send a text message, e-mail or both through the system to any employee in the

Facility while he is in his working period to ensure that he is inside the facility, it must immediately upon receipt of

he text message or e-mail or both, which includes a request nolification Prove the presence of the employee
during a specific period of time as desired by the establishment, for example (Brother: Please prove your
presence in the workplace within 10 minutes ,, with thanks) with the use of device fingerprint and fingerprinting

and press No. 3 to prove the presence and there are several other characteristics in this Service, such as the

establishment of more than by adding a certain number of employees (you need to follow more) or transmission
to (branch or administration or department), both individually or transmission with a random numerical value

setting way.

9/1 The sample random or specific :

- You can specify the number of minutes allowed to prove presence.

- You can specify the type of message sent to the employee to prove the presence, whether (text
message - e-mail - text message and e-mail together).

- You can select whether or nol to use device fingerprint when sending a message or e-mail (o prove
presence.

- You can send a presence to (Branch - Administration - Department - Employee) through the search
filter located separalely or your choice of all in the process of sending.

- You can send presence [o the mos(-followed list by choosing Yes or No.

- You can send presence by random seleclion with numerical value mode.

9/2 presence report :

- A service through which you can know the presence processes that were sent using the search filter for
(Branch - Administration - Department - Employee name) with the possibility to specify the date from
and (o .

- Report in the form of a table with knowledge of the presence data (ID number - employee name - period
and type - time of entry - time to send presence - time of presence of the employee - time of exit).

9/3 Most Followed List :

- List allocated for non-regular employees in attendance and departure.

- You can add (Branch - Administration - Department - Employee) to this most follow list.

- After the addition process you can view (Branch - Administration - Department - Employee) who have
been added (o this list most follow.

- You can delete (Branch - Administration - Department - Employee) from this most follow list.
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Approval

10/1 Process approval :

- A service that includes all Process that are delayed or not fingerprinted on time to the employee, and

enables you as an administrator to approval the final hours of the employee's delay without making
adjusiments (o those Process if desired if the employee finds an acceplable excuse in any of those
Process with wriling Reasons for approval Subject [o the fact that any approval performed by the
administralor will be kept in the system for the purposes of future review and audit.

- Ability to search for (Branch - Administration - Department - Employee name) with the date from and
to, you can also choose the type of Process for approval.

- The possibility of approval in two ways with writing noles.

* Complete approval then selection (deduction of(cutting) permission hours - no deduction of (not
cutting)permission hours).

* Partial approval by setting the value and then selecting (deduction of (cutting) permission hours - not
deducting (not cutting) permission hours).

10/2 Approval Report :

- The service comes afler the approval of processes in the form of a report that enables you to know
Che processes thal have been approved.

- There are filters to search, including dale seleclion from and to with the type of process.

- There is an icon (details) with employee data along with process data approved.

- There is an icon (delete) this icon after the completion of the approving process you can press
(delete) and then restore the approving process processed to the list of approving processes again.

10/3 Absence approving Process :

- A service that enables you to search for (Branch - Administration - Department - Employee name)
with the dale (o and from [o perform the absence approval.

- A service thal enables you to address absences for employees who have an absence that day.

- The possibility of approval in two ways.

1. Approval with the addition of a leave (go to the holidays and add a leave on a previous date)

2. Process approving system with notes written as follows:

* Complete approving then selection (deduction (cutting) of permission hours - no deduction (no
cutting) of permission hours).

* Partial approving by setting the value and then selecting (deduction (cutting) of permission hours -
not deducting (no cutting) permission hours).

10/4 Absence Approval Report :

- A service that comes after the absence approving process in the form of a report enables you to know
the processes of absences that have been approved(Employee - Branch - Administration - Department).

- A service that enables you to search for (Branch - Administration - Section - Employee name) with
Che dale (o and from (o perform a search for the absence.

- There is an icon (details) with the employee's data along with the absentee's approved data.

- There is an icon (delete) this icon after the completion of the approving process you can press
(delete) and then restore the approving process approved to the list of approving processes again.
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Comprehensive report

11/1 Days of absence and working hours :

- Service through which you can search for (employee - Branch - Administration - Department) by
specifying the dale from and (o AD or Hijri Lo know the number of days of absence and the number of
exils withoul permission - lale hours - the late hours can also be specified for all employees or
employees Those who have absence or exit withoul permission or delay only.

- Possibility of printing the report.

11/2 Salary deduction (cutting) report :

A report showing the final delay hours for employees with the value of the deduction (cutting) of
salary and also shows the total hours worked by the employee with the total salary owed to the

employee.

11/3 Employee card :

A service that enables you o print a reporl for an employee for a period [o be delermined by the user
to find everything related to the employee during that period of (total absence - total exit without
permission - total permission start and end of the period - total hours of delay).

Seasonal vacalions
(holidays)

- The possibility of adding a seasonal vacation with the name of the vacation to (Branch - Administration -

Department - Employee).
- The possibility of determining the beginning and end of the vacatlion.
- Service in the form of a report on the presentalion of the added vacalions.
- The possibility of searching by (name of the vacation - Branch - Administration - Department).

Lellers and circulars

A service dedicalted o sending a message or circulalion to all employees registered in the system.

- You can access the messages and circulars and choose the element of composing a message or
circulation with the possibility of sending to everyone who is registered in the system, or select
(Branch - Administration - Department - Employee) and then enter the text of the message taking
iInto account the crealion of specific texts you can use as and when you want.

- You can choose the sending method either (text message - email).
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Devices dala (ransfer

14/1 Devices dala (ransfer :

A service where you can [ransfer employees dalta belween devices using the search filter whelther
(employee - branch - administration - department) from one device to another device, with the
possibility to specify the name of the device o be transferred.

14/2 Device Dala Transfer Report :

- A service in the form of a report in which you can know (employees - Branch - Administration -department)
whose dala has been (ransferred from one device [0 another.

- The presence of details of the transfers of employees such as (ID number - name of the sending
device - the name of the receiving device - the lime and date of commencement of transfers - the
time of completion of transfers - the status of the transfer).

Technical Support

The service enables you to raise problems, complaints and suggestions that you experience through

your use of the system and the device.

- You can submit a technical support request with the name of the subject and then wrile the tex{ of
the complaint.

- You can add attachment for complaint by downloading files.

- You can determine the severity of the problem (low - medium - high).

Technical Support Guidelines

The problem thal the client may experience is Dawammy and steps (0 solve

The problem of an employee not appearing in the report

To make sure the problem is in the Device

Steps to follow:

1. Before starting any step please restart the device and wait a maximum of half an hour for the device
to resend the unsent data, if any.

2. Check for Internet connection through LAN or Wi-Fi (WI-FI) icons. If the device is connected to the
Internet, apply step 4, if it is not connected to the internet, apply step 3.

3. The device must be connected to the Internet - even if the Internet is via the mobile hotspot.

4. Login to the system and go to the data reception page and make sure that there is data sent from
the device or not and when the last transmission was to the device, if we are there data sent from the
device This indicates that the device is working well and there is no problem with the device, but if the
Ensure that no data is sent from the device and apply step 5.

5. If the problem is in a particular user, make sure the user ID entered in the device is identical to the
ID number entered in the system (very necessary) ... If the problem in all users apply step (6).

6. Check the system and make sure the device is connected to the internet and all the details of the
device (name of the device + coordinates ... etc) is visible on the system, if the data for the device is
not visible apply step (3), but if the data for the device is visible but The problem is still in all users

applying step (7).
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/. Go to the device and check all the settings of the device (that the device is open -

connected to the Internet - and make sure the data sent and not sent in the device SLOG ...... etc), if the
data is in the device and not sent to the system go to step number (8).

8. Retransmission of unsent data.

9. After confirming the above steps and did not solve the problem can open a ticket for technical
support.

To make sure the problem is in the system

Steps to follow:

1. If the problem is in a particular user, make sure that there is a valid date for the user.

2. If the problem is in a particular user, make sure the ID number entered in the system does match the
identity entered in the device.

3. Check the date and time on the device.

4. If the problem is for all users, apply step (4).

5. After confirming the above steps and did not solve the problem can open a ticket for technical.

A service that allows you to communicate directly with the technical support
to ask any query regarding the device and the Dawammy system.

Employee Services

Employees can use the following services through their own account:

- View the report of attendance and departure of him.

- Possibility {o modify the password

- The possibility of modifying the mobile number

- Possibility {o modify e-mail

- Submission of application (permission - work task - vacation)

- The possibility of filing an objection or complaint through the system to the direct responsible.

- Can be found at the lime of enlry and exit.
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