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01
BEFORE YOU START

Using TheseGuides

WhatDutyMarkdoes,whodoeswhat, andhow to read theseguides.

1.1 WhatDutyMarkdoes
DutyMark recordswhenyourstaffarriveand leavework,andproves it. Staffcheck inontheirownphone,
at work, with their fingerprint. DutyMark checks that they are inside thework location, that the phone’s
time is real and that no fake-location app is running. Managers see who is in, late or absent, approve
requests, plan the roster, checkhours andprint reports.

Check in at work Hours and lateness
worked out

Managers approve Reports and payroll

1.2 The four roles

Role What theydo

Staff Check in andout, takebreaks, ask for permissionor adayoff, ask for timecorrections,
see their schedule, swapshifts, see their ownhistory and stats.

Supervisor Everything staffdo, plus: see their team today, check their team inwhenaphone is
dead (if allowed), approve their team’s requests, recommendcorrections, plan their
team’s roster andapprove swaps.

Admin Everything supervisorsdo, for thewholeorganization: invite andmanage staff, loca-
tions, shifts, check-in rules, approvals, timesheets, the roster andall reports.

Owner Everythingadminsdo, plus theplan andpayments, unlockinga lockedpayperiodand
deciding records that arrive for a lockedperiod. There is oneowner: thepersonwho
created theorganization.

1.3 Howtheguides are arranged
Each chapter covers one area; each section is one task with numbered steps. Tap the names in bold
exactly aswritten in the app.
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Using TheseGuides

EVERYONE
Chapters 2, 4–9
Your account, joining anorga-
nization, checking in, permis-
sions, your timesheet, your
schedule andyour records.

SUPERVISORS
Chapters 10, 14, 15
Your team today, approvals,
timesheets and the roster for
your team.

ADMINS AND OWNERS
Chapters 3, 10–18
Setting up, staff, locations,
shifts, timesheets, the roster,
reports andplans.

1.4 Words used in theseguides

Word Meaning

Menu The list that opens from the top-left button (three lines) on thehomescreen.

Organization Yourworkplace inDutyMark: abusiness, school, hospital, church, shop. Youcan
belong to several.

Location Aplacewhere staffwork (aworkplace) or visit (a client site), drawnon themap.

Shift Your usualworkinghours, e.g. Day08:00–17:00Monday toFriday.

Roster Theweek’splanofwhoworkswhich shift, where. Whenyouareon the roster, it
replaces your usual shift.

Grace Theminutes after the start of a shift before youcount as late (usually 10).

Pending sync Savedonyourphonewith no internet; it is sentby itselfwhen youarebackonline.

Review A recordDutyMark could not fully confirm (e.g. weak location). It is kept andan
admindecides.

Some featuresdependon theplan
Leave requests, several locations, supervisors, timesheets and the roster areon the Teamplan and
above; roster patterns, swapsandopen shifts onBusinessandabove. If abutton says it is noton your
plan, theowner canupgrade inMyplan (chapter 17).
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02
EVERYONE

GettingStarted

Install DutyMark, create your account andfindyourwayaround.

2.1 Install DutyMark

1 Open theGoogle PlayStoreandsearch forDutyMark.

2 Tap Install, thenOpen.

3 Swipe through the threewelcomepages, thenchooseCreate accountorSign in.

i Your phoneneeds afingerprint
DutyMark confirmsevery check-inwith thefingerprint savedonyourphone. APINorpattern alone is
not accepted. If your phonehas nofingerprint saved, addone in your phone’sSettings>Security (or
Biometrics) > Fingerprints.

2.2 Create your account

1 TapCreate account.

2 Enter your full name, email, phone number and apassword (at least 8 characters), then confirm
thepassword.

3 TapCreate account. DutyMark emails youa6−digit code.
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GettingStarted

4 Type thecodeand tapVerify. Your account is ready.

i Nocode?
Check your spamfolder,wait aminute andask for a newcode, or gobackandcorrect your email.

2.3 Sign in, or reset your password

1 TapSign inandenter your email andpassword.

2 Forgot it? TapForgotpassword?, enter youremail, type thecodeyou receiveandchooseanew
password.

2.4 Find yourwayaround

Where What youfind

Home Your check-in card, yourmonth, and formanagers “Team today” and thingswait-
ing for you.

Profile (bottombar) Your name,phone, position andworkdetails.

Settings (bottombar) Fingerprint status, password, shift reminders, invitations, notifications, help and
support.

Menu (top left) Everyother page: Mywork,Manage (formanagers), Account.

The syncpill “Offline · 3waiting to send”or “Synced2min ago”. Tap it to sendnow.

2.5 Changeyour nameor phonenumber

1 OpenProfileand tapEdit nameandphone.

2 Change them (an 11−digit Nigerian number) and save. Offline, thechange is kept and sent later.

Your role, location, shift and staff number are set by your organization. Ask an admin to change them.
Your email is your sign-in andcannotbechanged in theapp.

2.6 Changeyour password

1 Settings>Changepassword.

2 Enter your current password and the new one twice, then save. Your other phones are signed
out.
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GettingStarted

2.7 Notifications
Approvals, invitations, rosterchangesandnewsappear inMenu>Notifications (thenumbershowshow
manyare unread). Tapone toopen it.

2.8 Get help

1 Settings>Help and supportand tapNewmessage.

2 Choose a topic, write your question and send. Replies from DutyMark support appear in the
sameplace.

2.9 Signout, or delete your account

1 Menu > Sign out. If anything is still waiting to be sent, DutyMark warns you first: connect to the
internetbefore signingout sonothing is lost.

2 Todelete your accountor your data, use the request formatnovaxion.ng/accounts.
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03
OWNERS

SettingUpYourOrganization

Createyourorganization, chooseyour free trial, andget it ready in four steps: location,
shifts, rules and staff.

3.1 Create theorganization

1 OnHome, tapCreate anorganization (orMenu>Create anorganization).

2 Enter the name (e.g. Kings Pharmacy), choose the Type, and add the address and phone if you
like.

3 TapCreateorganization. Youare its owner.

3.2 Chooseyour free trial
DutyMark asks the owner to choose one free trial before attendance starts. No card and no payment
are needed.

START SMALL
Small team trial
Up to5 staff for 2months,with every-plan fea-
tures: fingerprint check-in, locationchecks, as-
sistedcheck-in, daily list andmonthly report.

ALL FEATURES
Big team trial
Up to50staff for 14dayswith every feature, in-
cluding timesheets, the roster, leave requests
and several locations.

1 Readbothoptionsand tap theoneyouwant.
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SettingUpYourOrganization

2 TapStart the… trialandconfirm.

! Youcanchooseonly one trial and thechoice is final. Youcanpay for aplan at any time (chapter 17).

3.3 Thegetting-startedchecklist
Homeshows the steps still todo. Work through them inorder:

Addawork location–where staffcheck in (chapter 12).
Setworking hours– your shifts (chapter 13).
Check-in settings– review the rules (next section).
Invite your staff–byemail, fromExcel, orwithout aphone (chapter 11).

3.4 Check-in settings (rules)

1 Menu>Settings (orSettings>Check-in settings).

2 Automatic check-out: choose how long after the end of a shift DutyMark checks out staffwho
forgot. Theseareflaggedand thepersoncanask for a correction.

3 Assisted check-in: set howmany times amonth someonemay be checked in by an admin, and
whether supervisorsmaycheck their own team in.

4 Offline and location: howmany hours a phone may check in offline, and whether vague or old
locations are sent for review (recommended) or refused.

5 Facecheck: leave it offunless your organization uses facecheck-in.

6 TapSave rules.

i WhatDutyMark always checks
Staffcancheck inonly atwork: insideoneof theirwork locations,with their fingerprint, on their own
approvedphone,with real timeandno fake-location app. Checks that fail are refusedor sent for re-
view–never silently accepted.
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04
STAFF

JoiningYourOrganization

Accept the invitation fromyourworkplace and set up this phone for check-in. It takes
about twominutes, plus a shortmeetingwith an admin.

4.1 Accept the invitation

1 Create your accountwith the sameemail your employer used for the invitation (chapter 2).

2 Homeshows the invitation. YoucanalsoopenMenu> Invitations.

3 Tap the invitationandchoose Join. To refuse it, tapDecline.

4.2 Set upcheck-in on this phone

1 Your details: checkor fill inwhat your organization asks for (e.g. position), then tapContinue.

2 Work location: choosewhere youusuallywork.

3 Fingerprint: tapConfirmwith fingerprint and touch the sensor. This ties check-in to this phone.
DutyMark never seesor stores your fingerprint.

4 Face check-in (only if your organization uses it): readwhat is stored andwhy, tick that you agree
and tap Start face enrollment, or chooseAnotherway to check in and give a reason (e.g. a dis-
ability or cameraproblem).

5 TapCheck and send.

4.3 Showyour code to an admin

1 The phone shows a QR code (“Enrollment code for your admin”). It is valid for 30 minutes; tap
Showanewcode if it expires.

2 Meet an owner or admin in person. They check your ID against your staff record and scan the
code.

3 When they approve, your phone shows “Welcome to…Youcancheck in now.”

i Severalworkplaces?
Youcanbelong tomore thanoneorganization. Switchbetween them inMenu>Switchorganization.
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05
STAFF

Checking In andOut

Check inwhen youarrive, checkoutwhen you leave–evenwith no internet.

5.1 Check in

1 Arrive at work and open DutyMark. Home shows “You’re at Main Campus” when you are inside
yourwork location.

2 TapCheck inandconfirm.

3 Touch thefingerprint sensor. DutyMark reads your location andconfirms thecheck-in.

4 Thecard shows“Checked in07:52 ·On time” (or “lateby 12min”).

Whencan I check in?
From 1 hour before your shift (2 hoursbefore a rostered shift) until it ends. A night shift countson the
day it starts.

5.2 Checkout

1 Whenyou leave, tapCheckoutandconfirmwith your fingerprint.

2 Thecard shows“Checkedout 17:05”and thehoursworked.
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Checking In andOut

Youcancheckoutaway fromtheoffice (e.g. you left inahurry); it is recordedandmarked“Checkedout
away from theoffice”.

5.3 Take abreak

1 While checked in, tapStart breakon thecheck-in card.

2 Whenyouareback, tapEndbreak. Thecard showshow long itwas.

Breaksworkoffline too: they are sentwith your check-in.

5.4 No internet? Check in anyway
Check inexactly asusual. ThecardshowsPendingsync: the record is savedonyourphonewith the real
timeandsentby itselfwhen youarebackonline. Younever lose acheck-inbecauseofbadnetwork.

i Stayonline nowand then
OpenDutyMarkwith internet at least onceaday. After 7dayswithout internet, DutyMark shows “Con-
nect to refresh yourplan” – check-ins still work.

5.5 If check-in is refused

Message What todo

You’re not at anyof yourwork locations.
Nearest: …, 340maway.

Go to yourwork location. If youare there, stepoutsideor near awin-
dowand try again.

Wecouldn’t confirmyouare at… Turnonprecise location (Location>Precise),move into theopenand
try again.

A fake-location app is on. Turn the fake-location (mock location) appoffand try again.

Check-in forDayopens at 7:00am. It is tooearly for your shift. Wait, or ask an admin if your shift iswrong.

Thephone’s time is ahead. Turnonautomaticdate and time in your phone settings.

Addafingerprint tocontinue Addafingerprint in your phone’s settings (chapter 2).

5.6 Needs review,or an exception
Sometimes DutyMark keeps a check-in but sends it for review (e.g. a weak location, or a new phone).
The card saysNeeds review andwhy. An admin decides; you are notified. If you are allowed to explain,
tapRequest an exception, writewhyand tapSend for approval.

5.7 Forgot to checkout?
DutyMarkchecksyououtautomaticallyafteryourshift (thetimeyourorganizationset)andmarks it“Auto
check-out”. If the time iswrong, ask for a correction (chapter 7).
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Checking In andOut

5.8 Anewor lost phone

1 Sign in on the newphoneandcheck in as usual.

2 Your admin approves the newphone in Approvals. Until then your check-inswait for review.

3 Lost or stolenphone? Tell an admin: theycan reset or block theoldphone (chapter 11).

5.9 Visits to client sites
If youare assigned toclient sites (e.g. a salesor service visit):

1 OnHome, tapClient visits (or theVisits page).

2 At the site, tapArrivenext to its nameandconfirmwith your fingerprint.

3 Whenyougo, tap Leave. The visit and its length are recorded.

A visit is not aworkdaycheck-in. Location is readonlywhen you tap,with the appopen.
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06
STAFF

Asking for Permission

Go out and come back, leave early, come in late, or take days off – with your supervi-
sor’s approval.

6.1 Senda request

1 Menu>Ask for permission (or thebuttononHome).

2 Choosewhatyouareaskingfor: Gooutandcomeback (returnthesameday),Leavefor theday,
Come in late, orDayoff (oneormoredays: sick, personal or other).

3 Choose thedate and times, anda reason (PersonalorOfficial errand).

4 Write a short reasonand tapSend request.

Youcansend it fromworkor fromhome. Your supervisor, or anadmin,decides; youarenotified. Offline,
itwaits and is sentby itself.

6.2 Seeor cancel your requests

1 Menu>My requests showseach request: Waiting, Approved,Not approvedorCancelled.

2 Tocancel one that is still waiting, open it and tapCancel request.

Anapprovedpermissionexplains agap: youare not counted lateor absent for it.
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07
STAFF

Your Timesheet

Yourhours,breaksandovertime,workedoutforyou–andhowtofixatimethat iswrong.

7.1 Seeyour timesheet

1 Menu>My timesheet.

2 The top shows the week: hours paid, overtime, breaks, late minutes and absences. Use the ar-
rows for otherweeks.

3 Each day shows your status (Present, Late 12min, Absent, Leave, Holiday, Off), in and out times,
breaks and thehourspaid.

Today’s hours appear straight away,markedNot yet synceduntil the server confirms them.

7.2 Ask for a correction

1 TapCorrecton theday that iswrong.

2 Choosewhat iswrong:Check-in,Check-outorBreak.

3 Choose the right time (or thebreak length inminutes) andwritewhy (e.g. “Myphonedied”).

4 TapSend for approval.

Your supervisor checks it, then an admin approves. Your original record is never changed: reports show
thecorrected timemarked “edited”. Youcancancel a correctionwhile it iswaiting.

i Aday in a lockedpayperiodcannotbecorrected. Ask theowner.
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08
STAFF

Your Schedule

See your shifts for the next four weeks, swap a shift, pick up an open shift and get a
reminderbeforework.

8.1 See your schedule

1 Menu>Myschedule.

2 Myshifts lists each rostered shift: day, times and location. Tap Last 7days to lookback.

Your schedule is saved on the phone, so it openswith no internet. When nothing is rostered, your usual
shift applies.

8.2 Ask someone to swapor take your shift

1 TapRequest swapnext to the shift.

2 Choose who to ask, and, if you want an exchange, one of their shifts. Leave it at “Nothing: they
just take it” otherwise.

3 Addwhy (optional) and tapAsk.

4 They accept, then your supervisor approves. Bothof youare told, andboth schedules change.
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Your Schedule

8.3 Answer a swap request
Requests to you appear underAsked of you in My schedule. TapAccept orDecline. After you accept,
the supervisor decides.

8.4 Pick upanopen shift

1 Open shifts inMy schedule lists shifts nobodyhas yet.

2 TapClaim. Your supervisor gives it tooneperson; everyonewhoasked is told.

8.5 Get a reminder before each shift

1 Settings>Shift reminders.

2 Choose30minutes, 1 hour or 2 hours before. Allownotifications if your phoneasks.

Remindersworkwith no internet. ChooseOff to stop them.
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09
STAFF

Your Records

Yourdays, yourmonthly stats andyour own report.

9.1 Myhistory
Menu>Myhistory showseverydayof themonth: in andout times, lateminutes,whocheckedyou in (if
an admindid), andanything still waiting tobe sent. Use thearrows tochange themonth.

9.2 My stats
Menu>Mystatsshowsattendance,punctuality,averagearrivaltime,hoursworkedanda6−monthtrend.
TapDownloadmy report (PDF) for aone-page report youcan share.
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10
SUPERVISORS AND ADMINS

Your TeamToday

Seewho is in, check in staffwhosephone failed, anddecidewhat iswaiting for you.

10.1 Team today

1 Menu>Today (supervisors:My team today).

2 Thecountsatthetop: Rostered,Checkedin,Late,Notyet,Absent,Dayoff,Steppedout,Flagged,
Away fromoffice, Assisted. Tapacount to seewho.

3 Tapaperson to seewhenandwhere theychecked in (Open inMaps).

10.2 Assistedcheck-in
For staffwithout aphone, orwhosephone is dead, lost or forgotten:

1 Menu>Assistedcheck-in, andchoose the location if asked. Youmustbe there yourself.

2 Find theperson (searchbynameor staffnumber) and tapCheck in (orCheckout).

3 Choosewhy they needhelp today, addanote if needed, andconfirmwith your fingerprint.

! Eachassistedcheck-in recordswhodid it andwhy. Staffwith theapphaveamonthly limit; beyond it
thecheck-in is flagged to theowner.
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Your TeamToday

10.3 Approvals
Menu>Approvalscollects everythingwaiting for you:

Section What todo

Requests Permission andday-off requests: tapApproveorDonot approve (give a reason
theycanacton).

Exceptions Check-ins sent for review: read thechecks that failedand theperson’s reason,
thenapprove (with a reasonwhy) or not.

Newphones Apersonchecking in fromanewphone: approve it if you knowabout thechange.

Identity checks Newstaffwaiting tobeconfirmed: meet them, check their ID, then tapScan staff
QR (next section).

10.4 Confirmanewstaffmember’s identity

1 Meet thepersonand lookat their ID.

2 Approvals >Scan staffQRandpoint thecamera at thecodeon their phone.

3 Check thedetailsand tick “I havemet this personandchecked their ID”.

4 If they cannot use facecheck-in, turnonAlternative check-inandgive the reason.

5 TapApprove. Theycancheck in at once.
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11
ADMINS AND OWNERS

ManagingStaff

Invite staff, set their details, and lookafter their phones.

11.1 Invite oneperson

1 Menu> Invite staff> Invite oneperson.

2 Enter their full nameand theemail they use (orwill use) forDutyMark.

3 Choose their role (Staff,SupervisororAdmin),main location, shiftand supervisor; addadepart-
ment and staffnumber if you like.

4 TapSend invitation. Theyget anemail and see it in the app.

11.2 Invitemanypeople fromExcel

1 Menu> Invite staff>Bulk invite fromExcel.

2 TapDownload template, fill one rowperperson, and save it.

3 TapUploadfilledfile. DutyMark lists rows tofix (they are skipped).

4 Tap Invite to send the rest.

11.3 Add someonewithout aphone
Invite staff > Add someone without a phone. They are checked in and out by an admin at their work
location (Assistedcheck-in). If theyget aphone later, open their pageand tap Invite to the app.

11.4 The staff list and invitations
Menu > Staff shows everyone (and the plan’s staff limit) and a tabof invitations: Invited, Accepted, De-
clined, Expired. Openan invitation to send it againor cancel it.

11.5 A staffmember’s page
Openaperson from the staff list to:
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ManagingStaff

change their role, main location, supervisor, department or staff number, and the Locationswhere
theymaycheck inor visit;
open theirStaff report (PDF);
Approvenewphone, orReset phone (lost or replaced)– thenextphone they use is approved;
manage facecheck-in: withdraw it, require it again, or give analternative;
set anhourly rate for thepayroll (Timesheets);
Remove fromorganization– their accessendsatonce; their history stays in reports.
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12
ADMINS AND OWNERS

Locations

Drawwhere staffmaycheck in: a circle aroundapin, or theexact shapeof the site.

12.1 Addawork location

1 Menu>Locations>Add location.

2 EnterthelocationnameandchooseWorkplace (staffcheckinhere)orClientsite (staffvisithere).

3 Find theplace: type theaddressand tap the search icon, tap themap,or stand thereand tapMy
location.

4 Choose the area: Pin and radius – drag the slider (20 to 500m); or Draw area – tap themap at
eachcorner of the site (3 to50points;UndoandClearhelp).

5 Check the time zone (Nigeria is set already).

6 TapSave location.

Test it
Standanywhere and tap Test location: DutyMark tells you “Inside, 42m from theedge”or “Outside”.
Try it at theentranceand the far sideof the site.
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Locations

12.2 Whoworkswhere

1 Open a location >Whoworks here, tick the staff and save; or open a staffmember’s Locations
and tick their places.

2 Staffwith no locationof their owncancheck in at anyworkplaceuntil yougive themone.

12.3 Switch a locationoff,or remove it
Turn off In use to stop check-ins there without losing it. Remove location deletes it from the list; past
records keep it.

12.4 Wi-Fi names (optional)
Addthenamesof the location’sWi-Finetworks. Theyarekeptasextraevidence; theynever replacethe
locationcheck.
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13
ADMINS AND OWNERS

Shifts

Workinghours: theydecide lateness, absenceand thehours expected.

13.1 Adda shift

1 Menu>Shifts >Add shift.

2 Name it (e.g. Day, Night), and tapStarts and Ends to set the times. A shift endingbefore it starts
runsovernight andcountson its start day.

3 Tick theworkdays.

4 Set thegrace (minutesbefore “late”), theearliest check-in, andanyunpaidbreak.

5 Choose acolour for the roster, and theusual location if youhave several.

6 TapSave shift.Give it to staffon their pageorwhen you invite them.
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14
SUPERVISORS AND ADMINS

Timesheets

Hoursperpersonperday,approvedand lockedforeachpayperiod, thenexportedfor
payroll.

14.1 Set the timesheet rules (admins, once)

1 Menu>Timesheetsand tap the settings icon (top right).

2 Payperiod: Weekly, Every twoweeksorMonthly, and theday it starts.

3 Automatic unpaidbreak: e.g. 60minutes after 6 hoursworked, onlywhennobreakwas taken.

4 Overtime: after somanyhours aday and/or aweek, and theovertimepay rate (e.g. 1.5).

5 Rounding: none, 5or 15minutes. TapSave rules.

14.2 Read the timesheet

1 Menu>Timesheets. Thearrowschange thepayperiod; filter by locationor team.

2 Thegridshowsstaff×days: hourspaid,colouredamberfor late,blueforovertime, redfor incom-
pleteor absent; L leave,Hholiday,Aabsent, a small “e”whena timewascorrected.

3 Tapaname for thatperson’s timesheetPDF,with signature lines.
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Timesheets

14.3 Approvedays, then theperiod

1 Supervisors: tickpeople and tapApprovedays.

2 Admins: decideeverywaitingcorrection first, then tapApproveperiod.

3 Tap Lockperiod. Nobodycanchangea lockedperiod.

! Only theowner canunlock aperiod,with a reason that is kept in the log.

14.4 Decide corrections

1 Timesheets >Corrections listswhat staffasked tochange: theold time, the newoneandwhy.

2 Supervisors tap Recommend (orNot approve); admins tapApprove (orNot approve). The per-
son is toldeitherway.

Nobodydecides their owncorrection (only theownermayapprove their own).

14.5 Records that arrive after a lock
If a phonewasoffline and its records arrive for a lockedperiod, theperiod is not changed. Theowner is
toldandopensLate records: Apply them (theperiod isworkedoutagainandstays locked)orKeepthe
lock.

14.6 Payroll export
TapPayroll (Excel): one rowper personwith staffnumber, dayspresent, paid hours, overtime, latemin-
utes, absences, leavedays and–whenhourly rates are set – thepay.
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15
SUPERVISORS AND ADMINS

TheRoster

Planwhoworkswhich shift, where andwhen– thenpublish theweek.

15.1 Open theweek
Menu > Roster. On a phone, tap a day; on a tablet you see the whole week. Use the arrows for other
weeks, andfilter by locationor team.

15.2 Adda shift

1 Tap the+next to aperson (or in theOpen shifts row for a shift anyonemayclaim).

2 Choose a template (your shifts) or set your own times.

3 TapSave asdraft. Drafts are seenonlybymanagers.

Tap a shift to change or remove it. A warning sign shows a conflict: leave, a holiday, overlapping shifts,
too little rest, toomanyhours in theweek, or a location theperson is not assigned to.

15.3 Fill theweekquickly
Copy last week (menu, top right) copies every shift as drafts; days already planned and approved
leaveare skipped.
Patterns (Business plan): make a rotation such as “2 days, 2 nights, 2 off”,Give to someone from a
start date, then Fill this week from patterns. DutyMark also fills the next four weeks by itself each
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TheRoster

night.

15.4 Publish theweek

1 Check theconflicts, then tapPublishweek.

2 Staffare told in the appandbyemail, and see the shifts inMy schedule.

Changingapublished shift tells themagainwhen youpublish. Publishingneeds the internet; drafts you
makeofflineare sentby themselves.

15.5 Conflict rules (admins)
Rostermenu>Conflict rules:Warn (saveandpublishwithwarnings)orBlock (fixfirst), theminimumrest
between shifts (default 8 hours) and themaximumhours aweek (default 60).

15.6 Swaps andopen shifts (Business plan)

1 Rostermenu > Shift swaps: approve or reject swaps the other person has accepted. Awarning
shows if taking the shift breaks a rule for them.

2 Rostermenu>Open-shift requests: give the shift tooneperson; theothers are told.

15.7 Howthe roster affects attendance
When someone is on the roster, their check-in is judged against the rostered shift: check-in opens 2
hours before, late after the start plus grace, and absent if theydid not check in by the end. Staffnot on
the roster keep their usual shift.
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16
ADMINS AND SUPERVISORS

Reports

Every report is aPDFyoucanpreview, print, or shareonWhatsAppor email.

16.1 Make a report

1 Menu>Reportsandchoosea report.

2 Choose themonth, day, datesor person.

3 Preview it, then shareor print.

Report What it shows

Monthly attendance summary One rowperperson: dayspresent, on time, late, absent, hours.

Daily attendance Anyday: whocame in,when, lateminutes,whowasabsent.

Assistedcheck-ins Whowaschecked inbyanadmin, bywhomandwhy.

Staff report Oneperson, onemonth: stats, charts andeveryday.

Permission requests Requestsbetween twodates,with thedecisions.

Client-site visits Whovisitedwhichclient site, arrived, left, how long.

Rostered vsworked From theRostermenu: rosteredandworkedhours, no-shows, late arrivals,
swaphistory.

Payroll and timesheets FromTimesheets: thepayroll Excel andeachperson’s timesheetPDF.
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17
OWNERS

Plans andPayment

Your free trial, theplans, andpaying throughGooglePlay.

17.1 Theplans
Plansdifferby thenumberof staffand locations; prices are shown in theapp.

Plan Staff Locations Adds

Basic 5 1 Fingerprint check-in, locationchecks, as-
sistedcheck-in, daily list andmonthly report.

Starter 10 1 AsBasic.

Team 25 3 Several locations, shifts, leave requests, su-
pervisors, Excel, timesheets, theweekly ros-
ter.

Business 50 10 Trends, staffprofiles, announcements, strict
mode, audit log, roster patterns, swapsand
open shifts.

Growth 100 No limit AsBusiness.

Scale 250 No limit AsBusiness.

Pro 500 No limit AsBusiness. More than500staff? Talk to us.

17.2 Chooseor change aplan

1 Menu>Myplan>See theplans (orChoose aplan).

2 Enter howmany staffyouhave; DutyMark suggests thebestplan.

3 ChooseMonthly or Yearly (2months free) and tap theplan.

4 Confirm inGoogle Play.

Moving up, you pay only the difference for the rest of the period. Moving down, the smaller plan starts
when thecurrent periodends. Cancel or change thepaymentmethodwithManage in Play.
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17.3 When the trial ends
Yourrecordsaresafe. Theorganizationbecomesread-only–nonewcheck-ins–until theownerchooses
aplan. Admins and staffare told toask theowner.
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18
EVERYONE

OfflineUse and Troubleshooting

Whatworkswith no internet, andanswers tocommonquestions.

18.1 Whatworks offline

Task Offline?

Check in andout, breaks, client visits Yes – savedwith the real time, sent later.

Assistedcheck-in Yes, on theadmin’s phone.

My schedule,my timesheet,myhistory Yes – thecopy savedat your last sync.

Permission requests, corrections, swap
requests, claimingopen shifts

Yes – shownas “Waiting to send”.

Shift reminders Yes.

Roster drafts Yes – sentby themselves; publishingneeds the internet.

Approving, lockingperiods, publishing
the roster, editing locations

No– theseneed the internet.

18.2 Commonquestions

Question Answer

Something says “Waiting to send” for a
long time.

Connect to the internet and tap the syncpill. If it showsaproblem,
read the reason; tap it to retry or dismiss.

Mycheck-in saysNeeds review. Itwas kept. An admindecides; youare notified.

Iwasmarked latebut Iwason time. Ask for a correction (chapter 7), or explain theexception.

I changedphones. Check inon thenewphone; an admin approves it.

I work at twoorganizations. Menu>Switchorganization.

The roster I see is old. OpenMyschedulewith internet; it refreshes at every sync.

I get no shift reminders. Settings>Shift reminders, andallowDutyMark’s notifications in your
phone settings.

18.3 Contact us
In the app: Settings >Help and support. On theweb:www.novaxion.ng. Account anddata requests:
novaxion.ng/accounts.
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