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Employee Services Made Easy
www.teamnest.com
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MANAGING HR FOR YOUR TEAM
MADE EASY

VAV AV AV,

As a supervisor or a team lead with
authority to manage a team, you can do
the following on TeamNest:

v Approve Attendance and Leave
requests

Approve Expense reimbursements
Manage Helpdesk tickets

View your team’s Calendars

View detailed Reports for your team
members

SNENENEN

TeamNest is available on both mobile
and desktop.




WHAT CAN YOU USE ream(nest
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Team Dashboard

Keep track of your team members and their requests



TEAM DASHBOARD camfest)

1. Login to TeamNest.

2. Goto Team Section > Team Dashboard
3. The Overview tab shows you summary information for Attendance, Leaves, Expenses, and Helpdesk for the

month
4. The Requests tab shows you summary information for Attendance, Leaves, and Expense Requests for the month

5.  The Members tab shows you the list of all the employees that report to you

Dreamscape Media

9 Saumil
: Gandhi Team Dashboard
Employee Section >
Overview Requests Members
Team Section v
I €1 Team Dashboard
Approvals S Overview For August, 2019
HelpDesk 5
R rt
i Attendance
Team Calendar
w— Present
= Absent
Admin Section > §
)
3
]
s
2
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Attendance Regularisation Approvals

Approve attendance regularisation requests of your team from mobile and web



ATTENDANCE REGULARISATION APPROVALS team

1. Login to TeamNest.

2. Go to Team Section > Approvals > Regularisation

3.  You will see all attendance regularisation requests of your team members. You can filter by Status to see Pending
requests

4, If arequest is valid, click on ‘Approve’. The employee’s attendance record will be updated with the requested
punch-in and/or punch-out time

5. If the request is not valid, click on ‘Reject’. Give a reason for rejection.

J Dreamscape Media

Saumil
Gandhi Attendance Requests AllTeamMembers  + Al Status v
Manage attendance requests from your team
Employee Section >
Display 7 + entries per page. Search:
Team Section v
InTime Out Time Attendance
Team Dashboard
Request From For Date Recorded Requested Recorded Requested  Recorded Requested Status
Approvals &
Regularisation Suraj Sharma Tue,30  10:10" 10:10" 09:35 & @ Present
Revd. on: Wed, 31 Oct Oct 2018 Absent
Leaves 2018
Expenses Suraj Sharma Tue, 28 10:50 08:20 " B Present
Revd. on: Wed, 29 Aug Aug 2018
Profile Changes 2018
HelpDesk S > AM AM PM
Suraj Sharma Tue, 25 10:40 10:40 06:00 8] @ Present
Reports Revd. on: Wed, 26 Sep Sep 2018 Absent
2018
Team Calendar
Aot gads Suraj Sharma Tue, 24 03:00 06:00 B Work From Home (Approved
SERIN SRS > Revd. on: Wed, 25 Jul Jul 2018 Absent
2018
- AM AM PM
Suraj Sharma Tue, 21 11:20 11:20 10:25 &) @ Present  Approved ]
Revd. on: Wed, 22 Aug Aug 2018 Absent
2018
s AM AM PM - }
Suraj Sharma Tue, 11 10:50 10:50 07:45 5] @ Present Approve ‘ Reject |

Revd. on: Wed, 12 Jun Jun 2019 Absent



ATTENDANCE REGULARISATION APPROVALS

Task List
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Attendance Leaves

@ L0

Engagement Helpdesk

[}

Timesheet My Documents

~ Birthdays/
:y' Work Anniversaries
. 1 upcoming celebration(s

=)
Expenses

Roost

SR

Team

You can also manage your team’s
attendance regularisation requests from

the mobile app.

Once you are logged in, tap ‘Team’.

AN\
team
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You will see a list of all approval requests

¢  Team Requests

Regularisation pending With yOu.

Click on ‘Regularisation’ to view

attendance requests
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Request From Pramod Ghadge

Review the request to see what punch-in

and/or punch-out times have been

Da 7 Oct 2021
| Recorded Tin 10:14 AM -

roe requested, and the reason the employee

Present
Forgot to punch out

| Approve Ml Reject |

Request From Shruti Sonawane

has requested this update

16 Aug 2021

9:00 AM -

9:00 AM - 5:07 AM
Absent

Present

Forgot to punch out

Request From Pramod Ghadge

19 May 2021

9:30AM - 8:30 PM
Absent

s o e




ATTENDANCE REGULARISATION APPROVALS

Pending Approved Rejected
]

Request From Pramod Ghadge

Tap on ‘Accept’ If the request is valid. The

employee’s attendance record will be

7 Oct 2021
10:14 AM -

ova updated.

Present
Forgot to punch out

Tap on ‘Reject’ if the request is not valid.

Request From Shruti Sonawane

State a reason for rejecting the request.

9:00 AM - 5:07 AM
Absent

Present

Forgot to punch out

Request From Pramod Ghadge

19 May 2021

9:30 AM . 8:30 PM
‘ l [ Absent

Paa o o mb
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L eave Request Approvals

Approve leave requests of your team from mobile and web



LEAVE REQUEST APPROVALS

1. Login to TeamNest.

2. (Go to Team Section > Approvals > Leaves

3.  You will see all leave requests of your team members. You can filter by Status to see Pending requests

4. If arequest is valid, click on ‘Approve’. The employee’s leave balance will be updated and the leave will be
recorded

5. If the request is not valid, click on ‘Reject’. Give a reason for rejection.

J Dreamscape Media

Saumil
Gandhi Leave Requests All Team Members v
M anage leave requests from your team.
Employee Section
Display 7 ¥ entries per page. Search:
Team Section
Request from Leave Applied for ™ From ™ To Supporting
Team Dashboard
Approvals Suraj Sharma(DS04) Sick Leaves Wed, 12 Jun Wed, 12 Jun Stomach pain
Applied on: Wed, 12 Jun 2019 2019 2019
Regularisation Also on Leave
Leaves Suraj Sharma(DS04) Sick Leaves Wed, 06 Feb Wed, 06 Feb High fever
Applied on: Wed, 06 Feb 2019 2019 2019
Expenses Also on Leave
Bt Suraj Sharma(DS04) PL Tue, 25 Jun 2019 Tue, 25 Jun 2019 | won't be able
HelpDesk Applied on: Tue, 25 Jun 2019 Also on Leave to come to
office. Personal
Team Calendar Suraj Sharma(DS04) PL(Half Day) Mon, 11 Mar Mon, 11 Mar Personal work at
Applied on: Sun, 10 Mar 2019 2019 2019 home.

Admin Section

Saumil Gandhi(0001)
Applied on: Wed, 15 Aug 2018

PL (Cancelled)

Sun, 24 Dec 2017

Also on Leave

Thu, 28 Dec 2017
Also on Leave

Kerala trip

N\
team

Status

J 44

{

i



LEAVE REQUEST APPROVALS

Task List
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Attendance Leaves
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Engagement Helpdesk

l‘;\..ﬁ|
SR

Timesheet My Documents

~ Birthdays/
:;:' . Work Anniversaries
R 1 upcoming celebration(s)

S

You can also manage your leave requests

from the mobile app.

Once you are logged in, tap ‘Team’.

N\
team
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LEAVE REQUEST APPROVALS team

You will see a list of all leave requests

Regularisation pending With you.

| | roes Tap on ‘Leaves’ to view leave requests
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LEAVE REQUEST APPROVALS team

Review the request to see the details

about the leave request, and the reason

¢ Back  nave Recieata - | the employee has requested this update
Approved ‘ Rejected :|

Request From Shrikrushna Palwe |
Applied On: 22 Oct 2019

Applied For: PL

From 30 Oct 2019

To: 31 0ct 2019

Reason: taking leave for friends engagement.

e

Request From Ridhi Agrawal

Applied On: 14 Jun 2019
Applied For: PL

From 10 Jun 2019
To: 12 Jun 2019
Reason: Personal

Attachment

Request From Shrikrushna Palwe

Aoplied On: 10 Jun 2019



LEAVE REQUEST APPROVALS

< Back Leave Requests

j!

. Request From Shrikrushna Palwe

Applied On: 22 Oct 2019
Applied For: PL
From 30 Oct 2019
31 0ct 2019
taking leave for friends engagement.

Chovrove Jreee

Request From Ridhi Agrawal

ed On: 14 Jun 2019
Applied For: PL
10 Jun 2019
12 Jun 2019
Personal

Choprove J et

Request From Shrikrushna Palwe

Aoplied On: 10 Jun 2019

Tap on ‘Accept’ if the request is valid. The
employee’s Leave Request will be

updated.

Tap on ‘Reject’ if the request is not valid.

State a reason for rejecting the request.

AN\
team
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Expense Request Approvals

Approve expense requests of your team from mobile and web



EXPENSE REQUEST APPROVALS

1. Login to TeamNest.

team

Go to Team Section > Approvals > Expenses
You will see all expense requests of your team members. You can filter by Status to see Pending requests

If a request is valid, click on ‘Approve’. The employee’s requested expenses will be accepted.

S

|

Saumil
Gandhi

Employee Section

Team Section

Team Dashboard

J Dreamscape Media

E

) ursementre

Expense Log

xpense Management

Display 10 & entries per page.

If the request is not valid, click on ‘Reject’. Give a reason for rejection.

All Team Members

All Status

Approvals
Employee For Date Expense Detail Project Category Amount Approval Status
Regularisation
Saumil Gandhi NYC 4 Trip Expenses 5,854
Leaves Applied on: Sun, 22 Jul 2018 View detalls
Expenses 00
I Saumil Gandhi Tue, 17 Jul testlasdasd & Business Expense T 444"
A 2 . adadad
Profile Changes Applied on: Sun, 22 Jul 2018 2018
HelpDesk Saumil Gandhi Thu, 12 Apr nXjx & Travel Expense 3150 m
Applied on: Tue, 17 Apr 2018 2018 hdhdjd hejdjdj to budjdj by Car View Supporting Doc
Reports Rate (Rs. perkm.): 6
Team Calendar
Admin Section Showing 1to 3 of 3 entries Previous 1 Next



EXPENSE REQUEST APPROVALS

Task List

v | vy
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Attendance Leaves

@ &0

Engagement Helpdesk

IAH_ﬁI
J ]“I-
b4 4s s
N

Timesheet My Documents

~ Birthdays/
i‘ . Work Anniversaries
- ’:w,;,;,‘_’}'lw_; celebration(s)

=

You can also manage your leave expense

from the mobile app.

Once you are logged in, tap ‘Team’.

AN\
team
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729 5 O O A

% g You will see a list of all expense requests
Regularisation pending With yOU.
' Leaves
| Click on ‘Expenses’ to view expense

requests




EXPENSE REQUEST APPROVALS ream

Review the request to see the details

< Back Expense Requests

s | meeeed 1L gbout the expense.

Request From Pramod Ghadge |
Description: Travelled to pali hill for a meeting

Category: Travel Expense

Amount: INR 296 00

Applied On: Tue, 25 May 2021

For Date: Sun, 23 May 2021

Merchant Uber

Project: IsEqualTo

Payment Mode: Net Banking

Details: From Hill Garden, Kokanipada,

Thane West, Thane, Maharashtra,
India To Pali Hill, Mumbai,
Maharashtra, India By Car
Merchant: Air India
Payment Mode: -
Distance: 37

Attachment: -

Chomore e

Request From Pramod Ghadge

Description: Macbook pro charger
Category: Business Expense
Amount: INR 1,912 9©

Aoolied On: Tue 25 Mav 2021



£\
EXPENSE REQUEST APPROVALS team

< Back Expense Requests

Approved ‘ Rejected

Request From Pramod Ghadge

Travelled to pali hill for a meeting
Travel Expense

INR 296 ©0

Tue, 25 May 2021

Sun, 23 May 2021

Uber

IsEqualTo

Net Banking

From Hill Garden, Kokanipada,
Thane West, Thane, Maharashtra,
India To Pali Hill, Mumbai,
Maharashtra, India By Car
Merchant: Air India

Payment Mode: -

Distance: 37

Choorore oo

Request From Pramod Ghadge

Macbook pro charger
Business Expense
INR 1,912 90

Tue 25 Mav 2021

o
)

Tap on ‘Accept’ if the request is valid. The
employee’s expense requested will be

approved.

Tap on ‘Reject’ if the request is not valid.

State a reason for rejecting the request.
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Team Calendars

View your team members’ calendars



TEAM CALENDARS P

1. Login to TeamNest.
Go to Team Section > Team Calendar
You can now see leaves that employees may have planned for the financial year from their account

You can choose one or more employees for whom you want to view the planned leaves

CLE

You can also filter by one or more leave types

J Dreamscape Media

Saumil Bhaskar Sharma DS03 x M Suraj Sharma DS04 x Applied Leaves x
Gandhi

Employee Section >
2018 2019 2020
Team Section v
: Team Dashboard January February March April May June
Approvals 3 Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 4 5 1 2 1 2 1 2 3 4 56 1 2 3 4 1
HelpDesk > 6 7 8 9 101112 3 45 67 89 3456789 78 911011213 567891101 2345678
Reports 13 14 15 16 17 18 19 10 11 12 13 14 15 16 10 11 12 13 14 15 16 14 15 16 17 18 19 20 12 13 14 15 16 17 18 9 10 1l 12 13 14 15
I m Team Calendar 20 21 22 23 24 25 26 17 18 19 20 21 22 23 17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22
27 28 29 30 31 24 25 26 27 28 24 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31 23 24 25 26 27 28 29
Admin Section > —
31 30
July August September October November December
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 1 23 @2 3 4 5 6 O 1 020 3 4 @5 120 818 2 3 4 s 6 @F

7 8 9 10 11 12 13 4 5 6 7 8 9 10 8 9 10 11 12 13 14 By 7 8 9 810§ 1) g1 3% 4 5 6 7 8 @9 8 9 10 11 12 13 14
14 15 16 17 18 19 20 11 12 13 14 15 16 17 15 16 17 18 19 20 21 13 14 15 16 17 18 19 10 11 12 13 14 15 16 15 16 17 18 19 20 21
21 22 23 24 25 26 27 18 19 20 21 22 23 24 22 23 24 25 26 27 28 20 21 22 23 24 25 26 17 18 19 20 21 22 23 22 23 24 25 26 27 28

28 29 30 31 25 26 27 28 29 30 31 29 30 27T 28 29 30 31 24 25 26 27 28 29 30 29 30 31

Weekly Off Holiday Fixed Holiday Optional Today @ Help
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Helpdesk Tickets

Manage your team members’ issues by responding to their tickets



MANAGE HELPDESK TICKETS team

1. Login to TeamNest.

2. Go to Team Section > HelpDesk > Manage Tickets
3.  You will see all helpdesk tickets assigned to you. You can filter by Status to see Open or Closed tickets
4.  Click on the chat icon| ¢ |to see the ticket history and respond to the ticket
5. Click on the ‘Update’ icon to change the status of the ticket or re-assign it to someone else
J Dreamscape Media
Saumil : :
Gandhi Ticket List Open tickets v All Priorities v
Respond to the tickets as per priority & update their status.
Employee Section >
Team Section v Ticket List
Team Dashboard
Approvals S Display 10 § entries per page. Search:
HelpDesk v Tkt. No. “Title Createdon  Priority Category Last Response Updatedon  Status  Respond
I cbo A s 000  out:8:13 233 @)  Attendance More o) /
Rente 2018 by. Update
P by Suraj
Team Calendar Sharma
Admin Section > 000 in: 10:54 am out: 5:42 pm 16 Jul [ Low Attendance More o 7/
2018 by. Update
by Suraj
Sharma
000 please consider my timings for below dates... for 20th june ... 02 Jul m Attendance More CDJ 7
9:40 to 7:10pm 25th june.... 10:57 to 6:45pm 2018 by. Update
by Suraj

Sharma



MANAGE HELPDESK TICKETS team

1. The ticket will give a view of the conversation history with the employee
2. You can add your comment. You have the option to add an attachment (file or image) that will also be sent to the
employee

3. You can continue the conversation with the employee till the issue is resolved

J Dreamscape Media

Saumil Need IOS device for testing app

Gandbhi

Ticket Number- #022
Employee Section > Posted by Suraj Sharma on 05 Feb 2018
Team Section v

Team Dashboard

Suraj Sharma
Approvals 3 e Hi Sir, can we get any ios phone for testing in
office. The trip issue in proclaims is not

s o getting replicated in ipod as it doesn't has
I Manage Team Tickets ﬂa‘rn:y”gr:?.t:ardware.
Reports
Team Calendar
g Saumil Gandhi
Admin Section >

Thanks Suraj, | will update you on this today

Suraj Sharma
e any update on this sir.
12 Feb 2018



MANAGE HELPDESK TICKETS team

1. This section also gives you an option to Close the ticket, change the Priority of the ticket or to Re-assign it to
someone else in the company

2. You can add a comment to accompany your action for records and reference.

& Update ticket

Status Priority Re-assign @

Closed High Select Employee

Comments

Devices delivered to office]




MANAGE HELPDESK TICKETS

Task List
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Attendance Leaves
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Engagement Helpdesk
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R 1 upcoming celebration(s)
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You can also manage your helpdesk

tickets from the mobile app.

Once you are logged in, tap ‘Team’.

N\
team



MANAGE HELPDESK TICKETS

< Back Helpdesk Requests

o

l Request From Indrani Dey

1 Created On Fri, 19 Apr 2019
Priority: Medium
Category: Attendance

= @

Can't punch in or out from phone

@)

You will see a list of all helpdesk tickets

assigned to you.

Click on the chat icon ¢, to View the

ticket history and Respond to it.

Click on the Update icon to Close the

ticket, change Status or Re-assign it.

=
team



MANAGE HELPDESK TICKETS

< Back

Title

Request From Indrani Dey

Created On:

Helpdesk Requests = G}

Can't punch in or out from phone
Fri, 19 Apr 2019

#1

Medium

Attendance

View History and Respond to Ticket
You can view the ticket history and add
your comments to the ticket. You can also

add attachments.

N\
team



MANAGE HELPDESK TICKETS

<  Helpdesk Requests

Update ticket

I Update Status/ Re-assign ticket to another employee
Status*
Closed
Priority*
High
Re-assign®

Select Employee

Comments*

Any comments for above actions performed

Update Ticket
If you choose to Update the ticket, you
can change the status, re-assign the ticket

to another person, or change the priority.

You can also add comments to

accompany your actions.

P
team
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Team Reports

Detailed reports, and insights into your team’s attendance, leave, and
expense records



TEAM REPORTS reamnest
1. Login to TeamNest.

2. Goto Team Section > Reports
3. You have access to reports across all sections — Attendance, Leave, Expense, Helpdesk, Organisation
4. Under each are a number of tabular and graphical reports
5. Each report can be filtered by employees, organisational units, and time period
6. The reports can be downloaded in Excel or PDF
Dreamscape Media
Q Saumil
! Gandhi Reports
Employee Section > Attendance Leave Expense Helpdesk Organisation
Team Section v
Team Dashboard Visual
Approvals >
Daily Attendance = Attendance Wheel
HelpDesk 5 Dailv Punch-In and P 0 1 A o W
I .| Reports
o Monthly Attendance = Punctuality Wheel
Team Calendar SR o S et ¢ ¢ o4 T e
I Admin Section > nen

Attendance Heatmap

Bird’s eve view of Punch-in

Route Map



céam DESt

STAY UPDATED WITH NOTIFICATIONS

ANN\NS

* Our in-built notifications platform ensures communication between your team members
and you.

 When any team member generates a request on TeamNest, you are notified on the mobile
app and by email.

« Similarly, when you approve or reject a request, a notification goes to the employee,
notifying them of your action.

* You can see all received notifications on the mobile app and on the web.



N\
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HR MADE EASY

FOR YOU




