
��� 娛Ĩド  

 

ú⦒äĨ扮㋇� �OPERATING MANUAL 

弻þĨ㗥⡜Ĩ ąøîᗐ�� �Cleantouch Small Payroll System 2.0 
�ą恗ï�î㕽�㗥⡜�弻þ��ǍŠ

ǗƷǔƹǎƶŐķ��ú⮸ä�úþጎ�⨽�㺸�û嗚�⸞�å卺�嵗��ü㨾ຩ�啵�婨䰮ï�懓㟣�⸞�乾�垎࢔��ėþîäìä�啵�
ú啬�ᠣ㲢�⨽�þ�䬴ٵƬǎ ƸĽŎǎ ƶĹ�很ä࢑�å╔�å㥶�㺸�î㊓�࿀�庆äî�嵉�ᳮ�⸞࢖��ç㞑þä�㔳�㺸�ç嗚凫ä�ìṎ吴�安î�嵉�
ᳮ�⸞�ėþîäìä�啵�寄�㞺þ�๵�Ⓚ�㷨�ⴣ�㹓�廫㞑�宅î�嵗�屨�嬸�ü㨾ຩ�㺸�乾�ėþîäìä�啵�嬸峤�䰍äþ�û㥃�
㷨�㒃婧�㥃�ę庠᱑�䬊�îþä�ûᝯ�ᔊ�ė技ᑌ�㱾�塴亻�㳉î�很峤�㷥�悎ä�嚡á㥃ä�㗥⡜�弻þ�îᣳ�㷧��Ṏ�㩴�೧�Ěî܉þî㥃�

ěîäìä�㷨�ç徉îþㆈ��㱾�úþ㯾�⬍㨱�ᳮ�啵�ęþ�ûᝯ�ᦷîᄯî�øエ�愡ä�Ě嚕ä�嬸㨱�࿀�㨗�ï⵺�啵�îᣳ�很᱑峤�Ṏ�
îþì�懓㟣�⸞�厀�ė䄏�也�㺸�ी�ú啬�îᣳ�ᥢ㨱�嵉�îþä�抁�㗥⡜�弻þ�ⴣä�ìäîä�ě�㷨�愡ä�Ě㨲�啵�剙⹢�嵉��抁�

㗥⡜�弻þ�㩴�೧�ÛĚ㝘�Û妉恕ᦵ�㰤�徉�ðþ⨭�垎࢔�㮏�啵�îण�啓ï剚�㷨�忘Ē�Û唅î墹ä�好ä�Ěㆈⓥ�㥃�ÛĒî愢î�
妈ä�Ûü䪫�垎äþ恕ä�þ�ęä៑�㺸�Ēî愢î�㷨�ďîᄯî�îᣳ�嬸㨱�㹼��恗ï�úٱĴƌŰǖ Ʒƛä�⫈ß�嵗��ðä�㗥⡜�弻þ�㷨�ò⛪�ç܉�ðä�
啵�Đß��ᄭä�ěîäìä��㺸�䬍�㷨�创�� ǗƮǔ ƸǎƹŮǌ ŦǎƷ

ǔƹǎƶŬ�úþ㯾�⫎㨱�嵉��䵧�ðä�㗥⡜�弻þ�㷨�ì人�⸞�Đß�ᄭä�㩴�೧�
ø⥸ä�㥃�Û忘Ē�⫳ä�Ûęä៑�垎äþ恕ä�ü䪫Û�þ�Ěㆈⓥ�㺸�ěî܉�啵�愡ä�垈㭹�找ì�࿀�愡ä�恕ጎ�⸞�ě⨭þì�恕ጎ�ᚪ�㺸�
嚏࿀�ďáß�ú够�㨱�û儕�⫎㨱�嵉��⬍ä�ęþ㏵�㷥�屨ä�ďîᄯä�ė匹�啵�îᣳ�⫎㨱�嵉��üä�ûᝯ�ï㜱�㺸�ጦ�塴�抁�
㗥⡜�弻þ�㩴�೧�îäìä�ě��㹼�婨�øエ��ę府㖵�卬�ઃ�屨ä�çㄺ❴�㥃�剙ⓥ�嵗Ĝðä�㗥⡜�弻þ�啵�ᨋᩝ�᥉�啬�
剙⹢�嵉ĨĜFILE, 2- REPORTS, 3- SYS. UTILITIES 1��üä�ï啬�啵�⡞�⸞�ᄵ�啬�廝㖵�㥃�嵗�Ṏ�
妉㜳�㹼�ò亍�嵗�ä⨭þì�啬�㩴�೧�㟮�㷨�ᩆîᄯî�慭ì�㹼�ò亍�嵗�îþä�äᤗ�啬�ï技î�ï�ŲǗ ƷŐǎ ƶ

Ǘ Ʊ技�嵗ĨĜðä�
㗥⡜�弻þ�㱾�᳸î�嬸äþ㨱�࿀�㗥⡜�弻þ�㺸�෵�îþäÛ垈þä㽻�寄�ďîᄯî�㺸ٶ�� Ǘ ǎԇ��࿀�᳸î�嬸äþ㨱�䬉äþ�㮏�û嗚㥃�ú࣪�
Ē᳸î�ėĔîþ�䞻�ä峤�Ꮉß�嵗�㗥⡜�弻þ�啵�Ė䪫�üä�嬸峤�㹼�ðຩ�Ēîþ�Ěì୘�î㊓����嵗�ᴍ�憗Ꮖ�㷩�⫈᱑�嵗��

悡᳸î�Ⴣ�㱾Ē�找ì�࿀�ᣲ峤�嵗�Ṏ�㩴�愡ä�⨽�㹼�ò亍�Ꮉ峤�嵗ĨĜ㗥⡜�弻þ�㷨�ę⑹�ę⑹�çㄺ❴�恗ᒌ�
嬸㨱�㺸�ी�⫦ä�志࿀þä�嬸㨱�㷨�创�崨�éîì�憗í�嵉Ĝ 
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ğĜᨮî徠Ē�廝㖵⥼䰮�� �Departments Master File 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�ᄷ�ûî㖵�嵗�ᳮ�啵�ဵß�ᄭä�ęþ�ûᝯ�ᨮî徠Ē�㺸�û嗚�㜳�嬸㨱�姽峤�Ṏ�၁ß�ěîäìä�
啵�îण�ðþ⨭�嵗��⫆ä�愒㈲�éîì�憗í�嵗�㲁�ðä�ûî㖵�啵�⡞�⸞�ᄵ�䡴㥃�啵�� ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�㥃�û嗚�䟑� �䵧��
Elecetric Department, Security Department, Accounts Department, Inventory Department, 

Production Department Etc� � � ��⬍ä�ी�䰍äþ�䡴㥃�啵�ဵß�愡ä�憗ⵙ�娛�戇ì�嵗�ðä�⸞�ìä亾�㲁�抁ٶ�� Ǘ ǎԇ�
ďîᄯî�㺸�嚏࿀�ďáß�啵�㨵�娛�࿀�⿡�峤��ðä�ê㈲�ðäٶ� Ǘ ǎԇ�㱾�Saveފ��⸞�õ为�䯼㨱�憇ì�Department೧�
䞠܉�ⴣä�ê㈲�㜳�㨱�ěĜ 

 

ĠĜ�ǔƼ
Ǖơǎ ƹ ǔƶŇǎ ư恙Ē�ęٶ Ǐ Ąն�⥼䰮�廝㖵��� �Designations Master File 

抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�Ě⨭þì�ûî㖵�嵗�ᳮ�啵�ဵß�ᄭä�ęþ�ûᝯ�ėþ㑷��㺸�û嗚�㜳�嬸㨱�姽峤�Ṏ�၁ß�ěîäìä�
啵�îण�ðþ⨭�嵗� �⫆ä�愒㈲�éîì�憗í�嵗�㲁�ðä�ûî㖵�啵�⡞�⸞�ᄸ� �䡴㥃�啵��ǔƼ

Ǖơǎ ƹ ǔƶŃ恙Ē�㥃�û嗚�䟑� �䵧��
Administrator, Accountant, G.M, Workers, General Labour Etc� � � ��⬍ä�ी�䰍äþ�䡴㥃�啵�ဵß�愡ä�

憗ⵙ�娛�戇ì�嵗�ðä�⸞�ìä亾�㲁�抁ٶ� Ǘ ǎԇ�ďîᄯî�㺸�嚏࿀�ďáß�啵�㨵�娛�࿀�⿡�峤��ðä�ê㈲�ðäٶ�� Ǘ ǎԇ�㱾�Save�
 �ⴣä�ê㈲�㜳�㨱�ěĜ܉�õ为�䯼㨱�憇ì�Designation೧�䞠⸞�ފ
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ġĜø⥸ä�⥼䰮�廝㖵��� �Staff Master File 
ðä�ûî㖵�啵�ဵß�ᄭä�ęþ�ûᝯ�ø⥸ä�㥃�忘Ē�㜳�嗚㨱�㻠峤�Ṏ�၁ß�ěîäìä�啵�îण�ûï剚�嵉�⫆ä�愒㈲�î㥃��éîì�憗í�嵗�
㲁�ðä�ûî㖵�啵�⡞�⸞�ᄵ�䡴㥃�ø⥸ä�Ē㱾�㥃�嵗�惠�ðä�䡴㥃�啵�Đß�愡ä㱾�憗ⵙ�娛�徉�᳸î�娛�䟅�嵗�䵧�

�������⬍ä�ी�䰍äþ�䡴㥃�啵�惠�တ⫑Ē�啵�ø⥸ä�㥃�û嗚�䟑�䵧��Ghulam Fareed�⬍ä�ी�䰍äþ�䡴㥃�啵�
⫆ä�� ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�⮦�承㨱�䵧�Administrator� �⬍ä�ी�䰍äþ�䡴㥃�啵�⫆ä�� ǔƼ
Ǖơǎ ƹ ǔƶŃ恙Ē�⮦�承㨱�䵦�

Operator⬍ä�ी�ðä�㥃�Ēî㥃�娛�䯼äĒ�䵧�AC-7841-2�ᇆ�⬍ä�û㥃�嬸㨱�㺸�䄔�䵧��㜳�承㨱�⬍ä�ी�⫳ä�
ðþ㽻�Ě⶚�䯼äĒ�䵧�������⬍ä�ी�婨孆䰮�ü䪫�㺸�䡴㥃�ęþ�嚏á䰮ä�䯼äĒ�Ṏ�ęþ�ဵß�ó㟥�㷨�çîㄯ�啵�࿄äþ�徱ì�嵗�
⫆ä�⫆ä�ęìṎ吴�þ�伔�Û໫�ðä�तäî㥃�Û娛�和㣡�✓⿆�Ēî㥃�Û娛�㨵î懔î��Ûę㖓þ�嚏㨱�⦭ä�惠�û㥃�孆î㨱�嵗�惠�

↕ē⏢�⫳ä�弃äṎ�怾îᎹ�ę㖓þ�䯼äĒ�äîþä�⫦�þ⸐ފ��⸞�㗥⡜�弻þ�啵�õ为�䯼㨱�憇ì�Staff��೧�䞠܉�ⴣä�ê㈲�
㜳�㨱�ěĜ 

 

ĢĜ憿Ē�ðᯞä��Ěㆈⓥ�⥼䰮�廝㖵��� �Daily Attendance 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�ᣗ⋏�ûî㖵�嵗�ᳮ�啵�Đß�ᄭä�ûᝯ�啓ï剚�㷨�ę亾ïþî�㷨�Ěㆈⓥ�㥃�Ēî愢î�㴝î�嵉��⫆ä�

愒㈲�䞠܉�ü⡜ß�㲁�⡞�⸞�ᄸ�Đß�� ǗƮǔ ƸǎƹŮ
Ǘƴî徠Ē�⮦�承㨱� �惠�ü抂�� ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�庡äþ�Ěㆈⓥ�䰍�⫎�嵉�
�ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�⮦�嬸㨱�㺸�ी�Đß�ðᯞä�志Ē�承ì�㲁�徉ß�㨵�üì�㷨�Ěㆈⓥ�㥃�Ēî愢î�îᣳ�嵗î㨱�嵉�⬍ä�ी�
志ḏ�䓉�㥃ފ��徃܉ì�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�㲁�ðä�� ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�㺸�ûᝯ�啓ï剚�㷨�䓉��îण�嚏恙࿀�㺸��Ē㽻�࿀�⿡�彛᱑峤�
åä�Ṏ�ûï剚�㖓�ㆈⓥ�嵗�⫦ä�ø⥸ä�Ē㱾�啵�F5�徉�⊭⨭�î亾�⸞�⮦�承㨱�îþä�⫆ä�嚏㨱�⦭ä�惠�� ǗƮǔ ƹƟǌ ƹǎưä�徉�þ䯽�

⮦�承㨱�îþä�ᇆ�þ⸐�㥃ފ��承ì܉ì�ðä�ê㈲�憇ì�� ǗƮǔ ƸǎƹŮ
Ǘƴî徠Ē��㷨�Ěㆈⓥ�೧�ⴣä�愒㈲�î㥃�㺸�঎傑�Saveފ��

⸞�õ为�䯼㨱ĨĜ 
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ģĜ䅘�ðຩ�⥼䰮�廝㖵��� �Gatepass 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�承圻ຩ�ûî㖵�嵗�ᳮ�啵�Đß�㽻 ä�ᄭä�㩴�ûï剚�㱾�㩴�Ěî䶀�㺸�ᒅ�㱊îþ�ðîþß�创�

嬸峤�⸞�ᄸ�峭�㨗�䄔�㹼�⍌�ěì�忕ì�嵉�⫳ä�Ě嚕ä�ė抂�ðຩ�扨㨱�Ě嚕ä�㥃�愒㈲�㨗�ê⩪ä�⸞�嵗�㲁�
ᄵ�䡴㥃�憗ⵙ�娛�㥃�嵗�Ṏ�ᩝß�志ḏ�嵗�ä⨭þì�怾îᎹ�㥃�嵗�ᳮ�啵�ဵß�䅘�ðຩ�㷨�怾îᎹ�扳ì�嵗�⬍ä�ी�ဵß�
䅘�ðຩ�㥃�ú啬�娛�戇ì�嵗�⬍ä�ी�䅘�ðຩ�嬸㨱�䰍äþ�⺾�㱾�ø⥸ä�Ē㱾�⸞�F5�㷨�ì人�⸞�⮦�承㨱�⬍ä�
ी�ðä�ç人�徉�ė䄏�㷨�ìäᗚ�䟑�îþä�㨵î懔î�㺸�㨵ୢ�啵�ą╕�çîþㆈ�㨵î懔î�䟑�îþä��⫦ä��Saveފ��⸞�

õ为�䯼㨱�憇ì�㹼�೧�抋�愒㈲�î㥃�徃ჄäĜ 

 

ĤĜä慀ä�᭛技Ē�⥼䰮�廝㖵��� �Extra Duty 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�⍌�ûî㖵�嵗��ᳮ�啵�Đß�㽻 ä�အä�弥㱾�ûï剚�㱾�㩴�çîㄯ�啵��㱊îþ�ðîþß�创�嬸峤�
㺸�ी�೧�㨗�䄔��ęì徉ï�û㥃�嵗Ꮉ㨱�忕ì�⫳äᠢ�Ě嚕ä�ė抂�ðຩ�扨㨱�Ě嚕ä�㥃�愒㈲�㨗�ê⩪ä�⸞�嵗�㲁�ᄵ�䡴㥃�

憗ⵙ�娛�㥃�嵗�Ṏ�ᩝß�志ḏ�嵗�ä⨭þì�怾îᎹ�㥃�嵗�ᳮ�啵�ဵß�îþþä�廫ᥴ�㷨�怾îᎹ�扳ì�嵗�⬍ä�ी�îþþä�廫ᥴ�嬸㨱�
䰍äþ�⺾�㱾�ø⥸ä�Ē㱾�⸞�F5�㷨�ì人�⸞�⮦�承㨱�⬍ä�ी�ðä�ç人�徉�ė䄏�㷨�ìäᗚ�䟑�îþäṎ�㨵î懔î�㺸�
㨵ୢ�啵�ą╕�çîþㆈ�㨵î懔î�䟑�îþä��⫦ä��Saveފ��⸞�õ为�䯼㨱�憇ì�㹼�೧�抋�愒㈲�î㥃�徃ჄäĜ 
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ĥĜü䪫�㇍㟥��徉�垎äþ恕ä�戇ì�� �Loan / Advance Payment 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�承ᠢ⡜�ûî㖵�嵗��ᳮ�啵�㽻 ä�အä�弥㱾�ûï剚�Đß�⸞�㞺þ�ęä៑�⸞�ᄸ�垎äþ恕ä�㉘�Ꮉ㨱�
嵗�徉�ᇆ�㩴�Ěî䶀�㺸�ᒅ�ó㟥�䬤�嵗�ᠢ�Đß�ðä�ûî㖵�啵�⫳ä�Ě嚕ä�㺸㨱�⫆ä�Ēî愢î�� ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�⫎㨱�嵉�⬍ä�
䰍ࢌ�㷥�û㟧ä�㷨�ďîᄯî�ᩝß�îᣳ�ᣲ峤�嵗�ðä�啵�妉㜳�㥃�愒㈲�î㥃�䞠܉�ü⡜ß�嵗�ą╕�ú儢�ᄵ�îþä�ä⨭þì�䡴㥃�
憗ⵙ�娛�þ�怾îᎹ�嵗㥃�ᳮ�⸞�䲾�྘�ûî㖵�啵�徉ܬ�↕᱑�嵗�ä䪾�⬍ä�䰍äþी�䡴㥃�啵�Ě嚕ä�üþ�㱾�嚕ä�承㨱�îþä�
⬍ä�ी�幥ᥴ�⮦�承㨱�㲁�垎äþ恕ä�ěì�嵗î�嵉�徉�ü䪫�惠�愡ä�峭�ûî㖵�啵�Đß�ė婧þì�㟮�㷨�恙嚕ä�⫎㨱�嵉�
⬍ä�ी��F5�㷨�ì人�⸞�ø⥸ä�Ē㱾�⸞�ðä�ûï剚�㱾�⮦�承㨱�ᴍ�Đß�垎äþ恕ä�徉�ü䪫�ěì�嵗î�嵉�⬍ä�ी��

Narration�㺸�䡴㥃�啵�Đß�╕�çîþㆈ�ᙤ�䟑�îþä�îþä�ᇆ�嚏á䰮ä�㺸�䡴㥃�啵�ęþ�嚏á䰮�䟑�Ṏ�Đß�ěì�
嵗î�嵉�⬍ä�ðä�Ě嚕ä�㱾�ú⮸ä�þ⸐ފ��⸞�õ为�䯼㨱�㽻 ä�ⴣä�怾îᎹ�啵�恔仁�ė徉嚕ä�嗚㨱�ì凇�ᠢ峤�⫎㨱�嵉�ᇆ�
创�⅁áäþ�ě࢓�þ⸐ފ��⸞�õ为�䯼㨱ĨĜ 

 

ü䪫�㇍㟥��徉�垎äþ恕ä�㷨�࿥äþ�� �Loan / Advance Receipt 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�承ᬪß�ûî㖵�嵗��ᳮ�啵�㽻 ä�အä�弥㱾�ûï剚�Đß�㱾�ü䪫�徉�垎äþ恕ä�㷨�彛äìä�Ꮉ㨱�嵗��Đßᠢ�
ðä�ûî㖵�啵�⫳ä�Ě嚕ä�㺸㨱�⫆ä�Ēî愢î�� ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�⫎㨱�嵉�⬍ä�䰍ࢌ�㷥�û㟧ä�㷨�ďîᄯî�ᩝß�îᣳ�ᣲ峤�嵗�ðä�啵�
妉㜳�㥃�愒㈲�î㥃�䞠܉�ü⡜ß�嵗��ą╕�ú儢�ᄵ�îþä�ä⨭þì�䡴㥃�憗ⵙ�娛�þ�怾îᎹ�嵗㥃�ᳮ�⸞�䲾�྘�ûî㖵�啵�
徉ܬ�↕᱑�嵗�ä䪾�⬍ä�ी�䰍äþ�䡴㥃�啵�Ě嚕ä�üþ�㱾�嚕ä�承㨱�îþä�⬍ä�ी�幥ᥴ�⮦�承㨱�㲁�垎äþ恕ä�㷨�࿥äþ�嵗��徉�
ü䪫��㷨�惠�愡ä�峭�ûî㖵�啵�Đß�ė婧þì�㟮�㷨�恙嚕ä�⫎㨱�嵉�⬍ä�ी��F5�㷨�ì人�⸞�ø⥸ä�Ē㱾�⸞�ðä�ûï剚�㱾�

⮦�承㨱�Ṏ�ဵß�垎äþ恕ä�徉�ü䪫�㷨�࿥äþ�孆î㨱�嵗�⬍ä�ी�Narration�㺸�䡴㥃�啵�Đß�╕�çîþㆈ�ᙤ�
䟑�îþä�îþä�ᇆ�嚏á䰮ä�㺸�䡴㥃�啵�ęþ�嚏á䰮�䟑�Ṏ�ęþ�ěì�孆î�嵉�⬍ä�ी�ðä�Ě嚕ä�㱾�ú⮸ä�þ⸐ފ��⸞�õ为�
䯼㨱�㽻 ä�ⴣä�怾îᎹ�啵�恔仁�ė徉嚕ä�嗚㨱�ì凇�ᠢ峤�⫎㨱�嵉�ᇆ�创�⅁áäþ�ě࢓�þ⸐ފ��⸞�õ为�䯼㨱ĨĜ 
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ħĜĚ⶚�》��ęä៑��㷨�Ěîᣳ�� �Salary Sheet 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�承婧�ûî㖵�嵗��㽻 ä�Đß�嬸�྘�ûᝯ�仁î㖵�啵�志î慼ä�忘Ē�㜳�㷩�嵗��îþä�Đß�呿�㺸�
✭ß�ûᝯ�啓ï剚�㷨�ęä៑�嬸૾�安‹�嵉�ᠢ�Đß�ðä�ûî㖵�⸞�媛⡜ß૾�܉�⫎�嵉�⫆ä�愒㈲�î㥃�೧�䞠܉�ü⡜ß�嵗�㲁�
⡞�⸞�ᄸ�Đß�� ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�⮦�承㨱�⬍ä�ी�呿�㷨�Ě✭ß�怾îᎹ�承ì�䵧�������������åä�⬍ä�ी�志ḏ�
㥃ފ��徃܉ìފ��ᥢ܉ì�峭�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�㲁�Ē㽻�ðä࿀�� ǗƮǔ ƸǎƹŮ

ǗƴîຩĒ�㺸�ûᝯ�ø⥸ä�㷨�䓉�૨�䮊ٵƬǎ ƸĽŎǎ ƶĹ�彛᱑峤⿡�㲁�㩴�
ûï剚�㷨�෋�ęä៑�㷩�嵗�ⳟä�㦌�üì�û㥃�㷩�嵗�⫳ä�Ě⶚�㷩�ୗ�ðĄä�嬸�㦏�䄔�û㥃�㷩�ęþ�㦏�䄔�㹼�㖓�ㆈⓥ�孆î�
⫆ä�匰�ü䪫�㦌�㥶�ⳟä�㦌�垎äþ恕ä�䬊�ᡁ�îþä�åä�⫳ä�㷩�媭�Ě⶚�૽�峭î�嵗�抁�ûᝯ�䮊ٵƬǎ ƸĽŎǎ ƶĹ�㗥⡜�弻þ�ᩝß�Ꮉ㨱�
嵗�ðä�》�㥃�ę庠᱑�䯻�㺸�ी�ðä�㱾��Save Button�⸞�õ为�䯼㨱ĨĜ憇ì�� ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�㷨�Ě⶚�㹼�೧�抋�愒㈲�
徃ჄäĜ 

 

ğĞĜä慀ä�᭛技Ē�》�㷨�Ěîᣳ�� �Extra Duty Sheet 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�⥷䆨�ûî㖵�嵗��ðä�ûî㖵�啵�Đß�ä慀ä�᭛技Ē�惠��Over Time�㷨�䮊ٵƬǎ ƸĽŎǎ ƶĹ�⫎૾�嵉��
㲁�㨵�ûï剚�嬸�ᄭä�㱊îþ�ïîþß�⸞�ęì徉ï�û㥃�㷩�îþä�⫳ä�㦎�ä慀ä�嚏á䰮ä�㷨�Ě⶚�ୗ�⫆ä�愒㈲�î㥃�೧�䞠܉�

ü⡜ß�嵗�㲁�⡞�⸞�ᄸ�ßĐ�� ǗƮǔ ƸǎƹŮ
Ǘƴî徠Ē�⮦�承㨱�⬍ä�ी�呿�㷨�Ě✭ß�怾îᎹ�承ì�䵧�������������åä�

⬍ä�ी�志ḏ�㥃ފ��徃܉ìފ��ᥢ܉ì�峭�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�㲁�Ē㽻�ðä࿀�� ǗƮǔ ƸǎƹŮ
ǗƴîຩĒ�㺸�ûᝯ�ø⥸ä�㷨�䓉�૨�䮊ٵƬǎ ƸĽŎǎ ƶĹ�

彛᱑峤⿡�㲁�㩴�ûï剚�㷨�෋�ęä៑�㷩�嵗�îþä�呿�㺸�ᨋᩝ�ė婧ì�㷨�ìäᗚ�㷩�嵗�⬍ä�㱊îþ�ïîþß�㷩�嵗�ⳟä�㦏�
䄔�ęì徉ï�û㥃�㷩�îþä�⫳ä�ä慀ä�Ě⶚�㷩�૽�峭î�嵗��抁�ûᝯ�䮊 Ƭǎٵ ƸĽŎǎ ƶĹ�೧�㗥⡜�弻þ�ᩝß�Ꮉ㨱�嵗�åä�ðä�》�㥃�೧�
ę庠᱑�䯻�㺸�ी�ðä�㱾��Save Button�⸞�õ为�䯼㨱ĨĜ憇ì�� ǗƮǔ ƸǎƹŮ

Ǘƴî徠Ē�㷨�Ě⶚�㹼�೧�抋�愒㈲�徃ჄäĜ 

��

Ĩ恗ᒌ��øî㌑ Ĩüä㇌î� �Cleantouch Software Corp. 
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øîᗐ�㮏�� �Cleantouch Software Corp. 
 

ĨÞĨ äܵäĨ㷨Ĩ悡îᄯî㥃Ĩ弻þĨ㗥⡜Ĩ ǍŠ
ǗƷǔƹǎƶŐķ����Ĩ俜Ĩ࿀ĨĚĒĨⴣĨ愡äĨ䬉äþĨ嬸㨱ĨᷗᔊĨþìîĄäĨ⸞ĨĚ恙妛äĨî܉ĨᄷĨ啵Ĩü㨾ຩĨ啵Ĩ廝äþäĨ㺸

㷨ĨðäĨᚪĨéßĨîþäĨⓥä⨭Ĩ╌ Ĩ๵Ĩ嬸Ĩė䁐䪫ĨᴍĨ䅋Ĩ㷨Ĩ
Ǖ
ƘŐǌ ƶǍƱĨ啵Ĩü㨾ຩĨěîĨᄯĨ㇍þ僂ĨਯĨ࿀Ĩî㊓Ĩ㺸Ĩ䱰✪Ĩ愡äĨṎĨ弥峤Ĩ࿀Ĩ嬸૾ ĨĚ㪤ĒĨ

䰮ä技äĨ戆࢑Ĩ嬸Ĩė២ Ĩᾜ⮸ĨþĨᘏĨ Ĩृ㱾Ĩ亾ä㽻 þ࿀Ĩ㺸Ĩ㮏Ĩ࿀Ĩ嬸ຩĨ䬣Ĩ 冯 Ĩ╌ Ĩ๵ĨĨ啵Ĩė䁐䪫ĨĜĨ嵉ĨĚî⡜ĨþĨĚî᱑ĨⶔĨ啵Ĩ㸐îĨ⸞ĨĒî
Ĩ岫Ĩ䉺þࢌ Ĩ㷨ĨᳮĨ䠂Ĩ୐Ĩė⠯⨭Ĩ㷨Ĩçäî⛫äĨ Ĩ㺸ĨüٱĴǖƶơǎ ƹĺຩĨⓈ⅁Ĩ㺸Ĩ䬣冯 Ĩ㷨ĨĚ㪤ĒĨê㈲ĨðäĨ嵉Ĩ㘀 Ĩਮ㞑Ĩ㹼Ĩ㮏ĨṎĨäïä婧

仁þ⻑Ĩ嗚Ĩ૾ Ĩ弻þĨ㗥⡜Ĩ嚡á㥃äĨ෉Ĩ媛㨾ຩĨ㹼Ĩė㮒Ĩ垎࢔Ĩ乾ĨĨ嬸Ĩ屨ĨîþäĨ剚Ĩ୤᳨ Ĩ㥃Ĩ嬸㨱ĨŖǍ ťĸĨ啵Ĩüä哴 Ĩ㺸Ĩ᭛Ĩ弥ßĨ恔Ĩ⸞ĨᳮĨ㺶Ĩö
㪤ĒĨ啵ĨäܵäĨ㲁 Ĩ嵗îĨㅻäþĨ嵗Ĩç܉Ĩ庫⣝Ĩਮ㞑Ĩ㹼Ĩ㮏ĨĚî屩 ĨṎĨ嵉Ĩ嵗î峤ĨîþäĨ很峤Ĩ伍ĨÞ㉙ĨîþäĨěîäìäĨŲ ǎƷŐƌ

ǖƲĨ⸞Ĩ୧Ĩ㷨ĨĚ
㮏Ĩ䮵Ĩ很峤ĨጦîìĨ廝仅Ĩ㜢㥃Ĩ啵Ĩ㸐î䰮Ĩ Ĩ㷨Ĩ弻þĨ㗥⡜Ĩ啵ĨĨîäþìäĨ弥äܵäĨĜ㷩Ĩ媎Ĩ î冿ĨጡĨ弥㱾Ĩ㹼ĨçäíĨᄣäĨ嬸Ĩ屨Ĩ⸞ĨⶔĨĨ

募Ĩ憇ìĨ㷥ĨĨîþäĨü㨾ຩĨ慪ìĨ峭Ĩ慪ìĨîþäĨ Ĩ䠀Ĩ吮⋏Ĩû㟣Ĩė൞咍㥃Ĩ⸞ĨᳮĨ嵉Ĩü仁㻠Ĩ࿀Ĩ䮃ຩĨ㷨Ĩ㶝îĨ仦ĨěìäîäĨĨěî屩 Ĩ啵Ĩ䝫
ìĨीĨ慽 ĨîþäĨĨ媎Ĩ㭸 Ĩ⸞Ĩïä㍛äĨ愡äĨ㹼ĨĨ ǍŠ

ǗƷǔƹǎƶŐķĨṎĨ䅋Ĩᣲ峤Ĩ啵Ĩė㶠䆨ĨîþäĨėþîä密ĨìäᗚĨ㷨Ĩė䪫äþĨ嬸㨱ĨúٱĴƌŰǖ ƷƛäĨ弻þĨ㗥⡜ĨĚ㘄Ĩė䁐䪫Ĩ憇
᯳ĨîþäĨ㷩Ĩú㞩Ĩᡀ⡜Ĩ㺸Ĩ൝⮋äĨñ⠩ Ĩ嬸Ĩ屨ĨᴀĨ㺭 Ĩú⡜îäĨ垈懔ĒĨᄣäĨ岫Ĩ㹼Ĩ嬸㨱Ĩü⡜ßĨ嚏á㥃äĨჄäĨ Ĩ嬸Ĩþ彐䰮Ĩᡀ⡜Ĩ㺸Ĩ和㟣Ĩܫ

Ĩ律ᚓĨᚪĨåäĨîþäĨ㷧Ĩᓯ Ĩ弻þĨ㗥⡜Ĩ㺸ĨĨ㟮Ĩð཭ Ĩ律ᚓĨ࿀Ĩþ࿀Ĩ㨵㜌Ĩú技恚þĨ㗥⡜���ĨĨĒ᳸îĨ弻þĨ㗥⡜Ĩ⸞Ĩ屨ĨĨěîäìäĨ垎࢔
࿀Ĩ Û⨽Ĩ妉恕ᦵĨ Û⨽Ĩ嚏á㥃äĨ ǍŠ

ǗƷǔƹǎƶŐķĨ啵ĨüäĨ很峤Ĩú 冯 Ĩ ęჄ Ĩ๵Ĩ啵ĨėþîäìäĨĚî܉þî㥃ĨṎĨ啵Ĩ弻þĨ㗥⡜ĨüäĨ嵉Ĩ⇡äþ㨱Ĩ㪣Ēþ
ĨĐßĨ䓉 Ĩ㷨Ĩ ę㖓þĨïĒîä技äĨ Û廝㖵þ࿀Ĩ Û弻þĨ㗥⡜Ĩ嚡á㥃äĨ㺸Ĩ㟮Ĩ乾Ĩ嵉Ĩę㖓þĨ⨽Ĩú⫦äĨ Û妉恕ᦵĨüî徉ĨÛ⨽Ĩ悀哵Û⨽

Ĩ嵉Ĩ⫎㨱Ĩ೧ĨĒ䪫ĨüáäĒĨ⸞Ĩ幱⡜Ĩ徊þĨĚî૑�www.cleantouch.com.pk�Ĩç孆ṎþĨò⛪Ĩ㷨Ĩ嬸ຩĨ䬣冯 Ĩ ęჄ Ĩ๵Ĩ啵Ĩė䁐䪫
ä㱾Ĩ㷨Ĩ弻þĨ㗥⡜Ĩ啵Ĩ嵉Ĩᣲ㨱Ĩï勤Ĩ⸞Ĩ㮑Ĩ弻þĨ㗥⡜Ĩ乾Ĩ岫ĨṎĨ嵉ĨĨ剙⹢Ĩę㖓þĨĨďî⣄ĨĐäĨ෵ĨÛ志îĨ⡞匈ĨÛ㣰➶äĨñ⠩Û䌹

Ĩ嬸Ĩ屨Ĩ࿀ĨîäエäĨ๵Ĩ㺸ĨėĨ䁐䪫����ĨĨ弻ĨþĨ㗥⡜Ĩ孆ä⨭Ĩ╌ Ĩ๵Ĩ嬸Ĩ㐇 Ĩ尪äĨᴍĨ㷨Ĩᓯ Ĩ㷨Ĩ䅶Ĩᣲ䰮儕Ĩ愡äĨ俜Ĩ࿀Ĩç܉äṎĨþĨç䆨äⳢĨ啵
೧ĨåäĨû㥃Ĩ㥃Ĩᓯ Ĩ㷨ĜĨ崡îĨĚî᱑Ĩ䡠äĨÞ堆äĨ⸞Ĩ感㈲Ĩ୩Ĩ恔仁 Ĩê㈲ĨⴣäĨᠢĨ孆îĨᡀ⡜ĨအßĨîþäĨ嵗ĨĚî᱑Ĩ 


