User Manual of Manager

1. Select Login As Manager, Select Login Type and Enter Valid Credintials
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After Login Dashboard will get display, here
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This is for the Refreshing the employee list or Manager
list.

When user tap this symbel, it is directly

navigate to Home page of user. as shown below
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Assign Points to Employee
Steps:

Tap on Employee

Select Activity Type

Select Activity

Select Point Type

Select Points

Click on Submit

Observe attached screenshot
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Note: If you are the higher authority like Reviewing Officer, Member Secretary,
Vice Chairman, Chairman Use steps to assign reward points to Manager
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User can assign reward points by using

Reward points(Green Points) or by using
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After successfully Assigning points to employee log
will display into the Reward point log
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To Observe Reward Point Log follow these steps

1. Goto Home Page
2. Tap on Reward Po
3. Observe Log

ints

Again we can observe same log from ‘More’

Follow these steps

1. Click on More
2. Click on Log

3. Click on Reward Point Log

Both the screenshot are attached below
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Assign Reward points to Manager

Observe attached Screenshot
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After Assigning Reward points to Manager log will display into the ‘Water

Points Log’
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Also you can observe same log from the ‘More
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If Login User Is

Send Point Request

Assign ThanQ Points

Manager 1. Reviewing Officer 1. Reviewing Officer
2. Member Secretary 2. Member Secretary
3. Vice Chairman 3. Vice Chairman
4. Chairman 4. Chairman
Reviewing Officer 1. Member Secretary 1. Member Secretary
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To Send Point Request Follow Below Steps:

Enter Points

Nou,srwbnPRE

Click on Mudra
Select Higher Authority from ‘Request From’ dropdown

Enter Comment
Click on Submit

Tap on ‘Report For Mudra’
Select Radio button of Activity
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After Assigning ThanQ points to Higher Authority follow these steps
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Click on Mudra

Select Higher Authority from ‘Request From’ dropdown

Tap on ‘ThanQ’

Select Radio button of Activity

Enter Points
Enter Comment
Click on Submit
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After assigning ThanQ log will get display into the ‘Water Point Log’

Purchase Soft Reward

Follow these steps to purchase Soft Reward

1. Click on Soft Reward

2. Tap on Soft Reward

3. Tap on Continue

4. After Getting successful message, your points will get deducted from
‘ThanQ Points’(Blue Points)

5. And Log will get display into the Soft Reward Reward Log

6. Observe below Screenshots
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Do you Want to Purchase Soft Reward?

Medal
100 Points

Soft Reward Purchased Successfully

After Purchasing soft Reward Log will display into the ‘Soft Reward Log’

Soft Reward Log

For Observing soft reward log follow these steps

1. Click on More




2. Click on Logs
3. Click on Soft Reward Log
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Accept Request:
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USer can accept, edit and decline request

1. After accepting request of Employee Points will deduct
fram Reward point, and log will display into
Reward Point log{Green Point Log)

2. After Accepting request of Manager Points will deduct
from Water Point and log will display into water point log




Logs:
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Reward Point Log: When User assigned points to Employee log will
display into Reward point log

. Admin Distribution Points Log: When HR Admin assign distribution

points to manager i.e Green Points that log will display here

Soft Reward Log: After Purchasing soft reward log will display here

ThanQ Points Log: When user received points from Employee that log
will display into ThanQ point Log

Admin ThanQ Points Log: When HR Admin assign thang points to user
for their performance that log will display into Admin ThanQ point Log

Admin Water Points Log: When HR Admin assign Water points to user
as a distribution points that log will display into Admin Water point Log

Assigned Water Point Log: When user Assigned water points to
Employee or manager that combine log will display into Assigned Water
Point Log
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ADMIN DISTRIBUTION POINTS LOG
SOFT REWARD LOG

THANQ POINTS LOG

ADMIN THANQ POINTS LOG

ADMIN WATER POINTS LOG

ASSIGNED WATER POINTS LOG

Profile:
From Profile user can updated their details and profile image
Steps for updating profile

Go to More

Click on Profile

Click on Edit Button
Change Profile Image
Edit Details

Click on Update:
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Note: User needs to click on edit button to update their profile.




