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Personal Dashboard & Tracking
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1. Clock-In / Clock-Out
Track daily attendance with accurate time
logging via the top right button.

2. Shift Schedule
View your assigned shifts, working hours,
and weekend designations on the left panel.

3. Tasks & Projects
Monitor pending and overdue tasks with
quick visual widgets.
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Advanced Analytics Dashboard
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1. Overview Metrics
Summary cards showing Total Clients,
Employees, Projects, and Due Invoices.

2. Operational Indicators
Track hours logged, pending tasks, today's
attendance, and unresolved tickets.

3. Core Modules
Quick access to Overview, Project, Client,
HR, Ticket, and Finance tabs.
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Client & HR Management
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Use Import/Export functionalities for managing (100 [onmes snowing 1102 zanis | Poves [ v
large batches of client or employee data.

3. Detailed Records
View emails, mobile numbers, and current
activity status at a glance.
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Project Administration Hub
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Duration Start Date To End Date Status ANl Progress 0% - 20%, 21°~ Q Start typing to search Y Filters
o . + Add Project £ Project Template B Import B Export g0l
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project codes, deadlines, and clients. - SIPF —
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2. Visibility Tags

Notice "Public", "Important", and "Normal" Omn Testa e 26-04-2026 - (]

badges for quick priority scanning. erogms -
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3. Status Overview b S S —— - (1
Easily update project states (e.g., "In progress")
via the dropdowns on the right. 7 e v o § e i © lscroo R Epa
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Individual Project Deep-Dive
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Overview Files Milestones Tasks Tasﬂwi Gantt Chart Estimates Timesheet Expenses Discussion Notes Burndown Chart Activity Tickets
1. Project Sub-Modules el Lo
Navigate between Milestones, Tasks, Task Board, T
Gantt Chart, Estimates, and Expenses from the top — -
tabs. ép 27-04-2026 01-02-2029 T
2. Project Progress
Track timeline limits, precise percentages, and Tasks RIAtetes
overall task completions in real-time. e —— e ) ——
0 = OHour(s) OMinute(s) 0

3. Financial Statistics
Monitor Project Budget, Logged Hours, Earnings,
Expenses, and Profit margins instantly. EaIge = S = From =

0.00 SAR = 0.00 SAR - 0.00 SAR =

Hours Logged Project Budget
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Task Allocation & Monitoring
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1. Task Directory
View all tasks sorted by Code, Due Date, Priority
(e.g., Medium), and Status.

2. Task Detail View
Click on any task to track sub-tasks, attachments,
assigned employees, and audit history.

3. Completion Controls
Update status menus or click "Mark As Complete" to
close tasks instantly.
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Agile Kanban Workflow

Overview Files Milestones Tasks Task Board Gantt Chart Estimates Timesheet Expenses Discussion Notes Burndown Chart Activity Tickets
1. Kanban Columns ‘+ Add Status Column
Move tasks visually through stages: Incomplete, . [—
Pending, In Progress, Completed, and Awaiting :
Ap p rova | . Note: You cannot move the task to or from the 'Waiting for Approval' column. To update the task status, please go to the Tasks menu.
2. Quick Actions ® i B o - g B o - @ vy o . .. 0 5 B o - @ i ma 0
Use the three-dot menu on column headers to Add

. Data Center #T-0
Tasks, Edit status rules, or Delete columns. S Snit. - e i e =
3- TaSk Privacy meeting Bpmats #T1 it
Mark internal tasks as "Private" to restrict visibility e
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on the shared board.
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Support & Ticket Creation
»S13301 elisslg ecall

1. Create Ticket
Fill out the detailed form to log issues, assign
groups, and request assistance internally.

2. Rich Text Description
Use the embedded editor to add precise details,
attachments, and formatting to your request.

3. LINA Al Support
Alternatively, use the Chat With LINA assistant for
quick project or HR data queries.
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Create Ticket

Ticket Details

Requester Requester Name o
O Client Employee
Assign Group ¥ o Agent

Nothing selected ~ Add =
Type

¥ Add

Ticket Subject *
Description *
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@ Upload File
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Financial & Expenses Ledger
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1. Expenses Overview
Review all logged expenses (e.g., equipment
purchases) and verify their approval statuses.

2. Quick Approvals
Use the right-side actions to instantly mark an
expense as Approved, Pending, or Rejected.

3. Recurring Management
Use the "Recurring Expenses" tools for
predictable monthly outgoings.
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