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HRMates Field Visits Trial 
This document describes Role wise steps for evaluation. App registration details will be 
provided to you in email. 

Website: https://www.hrmates.com/fieldvisits 

  

https://www.hrmates.com/fieldvisits
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Role: Field Staff 
Install app on Android 
https://play.google.com/store/apps/details?id=com.hrmates.hrmates 

or search for hrmates in play store 

Install app on iOS 
https://apps.apple.com/us/app/hrmates/id1604220316 

or search for hrmates in app store 

Register App 
Use the Employee Code and OTP provided to you  

 

 

 

 

For Quick demo Register with 

Employee Code: DM9999 

OTP: 999999 

https://play.google.com/store/apps/details?id=com.hrmates.hrmates
https://apps.apple.com/us/app/hrmates/id1604220316
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Home Screen 
After Registration you will see the Home Screen as below 

 

Mark Attendance 
Use Check In and Check Out Button, depending on setup you will be asked to take a self 
image along with face matching 

Apply Leave 
Use Apply Leave Button 

Check Attendance 
Use My Attendance Button 
Open HRMates Dashboard 
Use Dashboard Button 
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Work Punch 
Work Punch Button is to mark your presence at a visit location like customer, dealer, etc. 
Depending on Setup you will get to 

• Take a picture of self or visit location 
• Face matching  
• Take a picture of odometer of your vehicle 
• Complete the work punch form 

 

Route Calculation 
If setup HRMates will calculate google maps best route and distances from all Attendance 
Punches and Work Punches throughout the day 
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View Route Plan 

Self Service menu > My Field Visits menu > open planning sheet of month 

If there is some change in plan you can modify the sheet using add and edit buttons 
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Expenses 
If Setup use Expense Module for employee to submit Travel Reimbursement from Distance 
Calculation and other daily expenses as per policy. After submission Expense sheet will go for 
approval. 

Self Service menu > Expense menu > Apply button 
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Add Expense 

Expenses grid > + button 

 

• Select Date, Expense type and Distance will get filled in automatically based on your 
route.  

• Use Show Route button to view route on map 
• Save Expense popup and enter other expenses if any using different Expense type 
• Finally submit the sheet for approval 
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Catalogue View 
If Setup view catalogs using Catalog Buttons 

 

Offline Working 
If Network is not available HRMates will still be able to capture location using GPS. Following 
Actions are saved offline and uploaded as soon as network is available 

• Check In Check Out 
• Work Punch 

Fake Locations 
App does not allow fake locations 
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Role: Operations Manager 
Visit Planning 
If setup Manger can plan visits for field employees in advance.  

Manage Work Punch Data sheets 
Make any changes to Field Employee Work Punch data from Field Visits > Open Employees for 
month > Open Employee Sheet > Edit entries 

Track Workforce 
Setup will involve setting up who can track whom. For example Manager can track his team 
and Sales Head or Owner can track everyone.  
 
You will see the last known location of team members. Using  button you can see the reason 
for latest location not available for a team members. Reasons can be No Network, Location 
switched off 

Track Individual 
Setup will involve setting up who can track whom. For example Manager can track individual 
members of team and Sales Head or Owner can track everyone.  
 
You will see the route taken by the team member during the day. Using  button you can see 
the reason for latest location not available for a team member. Reasons can be No Network, 
Location switched off 
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Catalogue Sharing 
If Setup Admin can share catalogs as PDF or jpeg with field staff via HRMates App via 
Workforce -> Employment -> Terms and Conditions 

Site Master Management 
If Setup Masters for sites visited will be managed by manager, Field employees can choose the 
site name in work punch form. 
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Role: HR / Admin / Accounts 
 
Login to HRMates with URL, Email and Password provided 
 

 

Manage Employees 
From Employee Administration, Add new Employee, Make Ex Employee and more 

Approve Leaves and Attendance Regularization 
Requests 
From Dashboard notifications 

Manage Leave and Attendance 
Workforce menu > Administration menu > Search Employee field > Leave or Attendance 
Button 
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View Routes taken 
From Workforce > Administration > Attendance > Show Route button. 
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Expense 
Approve 

• Open Expense notification from dashboard and click on Employee Expense row 
• If you need to modify the expense amount enter new expense amount 
• To see route on map use Show Route button 
• Click on Approve to approve the expense 

Reimbursement 
• Download Expense Report for the month 

Route Planning 

• Go to Dashboard menu > Field Visits notification > Monthly Planning Sheet line item 
• Manager will fill the form and Employee will be able to see it after approval by Manager 

in  
Self Service menu > My Field Visit menu  

• Route planning can be setup for employee to submit the plan and manager will modify 
and approve 
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Reports 
• Route Report for month to see day wise distances travelled with monthly totals.  

 

• Field Visits Detailed Report 
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• View Punches 

 

• Many more Leave and Attendance Reports 
• Employee Reports 
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Payroll 

Can be setup, Details available in HRMates Modules and Features document. 

Other HRMS Modules and features 

Details available in HRMates Modules and Features document. 

 

 

https://hrmates-public.s3.ap-southeast-1.amazonaws.com/SysMates+Products+Modules+and+Features.pdf
https://hrmates-public.s3.ap-southeast-1.amazonaws.com/SysMates+Products+Modules+and+Features.pdf

