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Opening the Attendance Application 

For first-time users, open the attendance application and click on "Sign Up" at the bottom of the 
home screen to begin the registration process for facial recognition-based attendance. 
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Step 1: Enter Employee Code 

● Instruction: Open the application and enter your employee code (e.g., 200033) in the 
provided field to start the registration process. 
 
 Description: This screen asks for your employee code to begin the registration. 
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● Step 2: Enter OTP 
 

● Instruction: 
 After adding your employee ID, an OTP (One-Time Password) will be sent to your 
registered mobile number. Your masked mobile number and email ID will be displayed 
on the screen. Enter the 6-digit OTP you received on your registered mobile number to 
proceed. 
 

● Description: 
 Upon entering your employee ID, the system will send an OTP to your registered mobile 
number. Your masked mobile number and email ID will be shown on the screen for your 
reference. Enter the 6-digit OTP received on your registered mobile number in the 
provided field to continue with the registration process. 
 . 
 



CWC- Attendance Mobile Application 
User Manual 

 
 

 

Step 3: Upload Image 

● Instruction: 
 After entering your employee details, you will see your information displayed on the 
screen. To proceed, click on the "Upload Image" option. The front camera of your 
device will open, prompting you to take a photo. 
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● Description: 
 This step displays your employee details and prompts you to upload an image for 
verification. When you click on the "Upload Image" button, your device's front camera 
will activate. Follow the on-screen instructions to take a clear photo, ensuring that you do 
not wear any caps or spectacles, as mentioned in the prompt. 

 
 

 
 
 
 
 
 

Step 4: Confirm the Photo 
 
Instruction: 
 After taking your photo using the front camera, you will be prompted to confirm the image. 
Review the photo to ensure it meets the requirements. If you are satisfied with the photo, click 
on the "Confirm" button to proceed. 
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Description: 
 This step allows you to review the photo that was taken using your device’s front camera. 
Ensure the image is clear and follows all guidelines (e.g., no caps or spectacles). Once you 
confirm that the photo is correct, click "Confirm" to continue with the registration process. 
 
 
 

 

 

Step 5: Registration Successful 

● Instruction: 
 After successfully confirming your photo in Step 4, the application will redirect you to the 
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homepage. A prompt will appear on the screen displaying "Registration Successful, 
Approval Pending". This indicates that your registration has been completed, but 
approval is still awaited. 
 

● Description: 
 Once you confirm your photo, you will be redirected to the homepage of the application. 
A message will be displayed confirming that your registration was successful and that it 
is pending approval. This means that while the registration process is complete, final 
approval is still required before full access is granted. 
 

 
 

Step 6: Account Approval and OTP Verification 



CWC- Attendance Mobile Application 
User Manual 

● Instruction: 
 After your account has been approved by the Line Manager in Step 5, enter your 
registered mobile number or email ID on the screen. An OTP will be sent to your 
registered mobile number. Enter the OTP in the provided field and click "Verify" to 
proceed. 
 

● Description: 
 Once your registration has been approved by your Line Manager, you will need to enter 
your registered mobile number or email ID to proceed. After entering your details, an 
OTP will be sent to your registered mobile number. Enter the received OTP in the 
provided field and click "Verify" to complete the verification process and continue with 
the application. 

 
 

 

Step 7: Successful Login and Home Page Access 
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● Instruction: 
 After successfully verifying your account, you will be logged in and redirected to the 
homepage of the application. On the homepage, you will have the option to punch in. 

  

 

 

Step 8: Punch In and Punch Out Process 
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Instruction: 
 Click on "Punch In". Your front camera will open to match your face with the registered photo. 
Once verified, you will be successfully punched in. Your punch-in activity will be displayed on 
the homepage under Recent Activity. To punch out, follow the same process. 

Description: 
 When you click "Punch In", the front camera will open and compare your face with the 
registered photo. After successful verification, your punch-in will be confirmed, and the activity 
will be shown on the homepage in Recent Activity. To punch out, follow the same steps. 
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Step 9: Change Registered Photo 

Instruction: 
 To change your registered photo, click on the profile photo icon in the top right corner of the 
home screen. Select "Update Image" and follow Step 3. The updated photo will be sent to your 
Line Manager for approval. Once approved, you will be able to sign in with the new image. 

Description: 
 Click on the profile photo icon at the top right corner of the home screen and select "Update 
Image". Follow Step 3 to upload a new photo. The updated image will be sent to your Line 
Manager for approval. After approval, you can use the new image to sign in. 
 

 


