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Ponktio

C O M P A N Y  G U I D E

Get Ponktio running
in your company
From sign-up to the monthly close: create the company, invite the

team, set up clock-in and pull reports. Step by step, with real

screens.

Guide for administrators · app.ponktio.pro
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1 Create your account and company

It all starts here: sign up, confirm your email and create your company. You only need a name and a country.

1. Go to app.ponktio.pro and tap Create account. Enter your email and a password of at least 8 characters.

2. Open the confirmation email and tap the link to verify your address.

3. Once inside, tap Create company: set the name and country (currency, week start and clock adjust

automatically).

4. You'll land on Getting started, which walks you through the essentials.

Tip: fill in your company profile (legal name, tax ID, address) in Settings. It appears on reports and on the Labour

Inspection view.

Getting started: the recommended path to set your company up.
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2 Invite your team

Everyone clocks in with their own account. You invite them from the panel; they join and get linked to the

company.

1. Go to Team and add each person (or import them at once).

2. Create an invitation: by email, or as a link to share over WhatsApp.

3. The person opens the invitation, picks a password and can start clocking in from the app.

4. Give each employment a role (employee, supervisor, admin…).

Employees never pay: the app is free for your staff. Only the company has a subscription.

Team: people, employments and invitations.
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3 Set up sites and kiosks

If people clock in from a venue, define your sites and, if you like, a kiosk: a fixed tablet where the team clocks in

with a code and a PIN.

1. In Sites, create each of your company's venues.

2. In Kiosks, enrol a tablet as a shared clock-in point.

3. Give each person a code and PIN for the kiosk.

4. Besides the kiosk, each site can show a dynamic QR that people scan with their phone.

The kiosk authenticates with the device token, not a person's session: nobody has to leave their account signed in.

Kiosks: one device on the wall clocks the whole team.
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4 Day to day: the live board

The board tells you at a glance who's working, who's on a break and whether there's any issue.

1. Open Right now: you'll see the counters and your team's live list.

2. In Records you have every clock-in, with its confidence level and source.

3. Each clock-in is immutable: it isn't edited or deleted. To fix something, you make a correction that leaves a

trail.

'Right now': your staff's live pulse.
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5 Records and corrections

The record is the truth of what happened. When something needs adjusting, you correct it without rewriting the

original.

1. In Records, filter by person, date or site.

2. If a clock-in is missing or wrong, create a correction: who, when and why is logged.

3. Issues (forgotten or doubtful clock-ins) are reviewed here so nothing slips through.

Corrections: fixing without erasing history.
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6 Reports and export

Pull the hours for any period as CSV, Excel or PDF, ready for payroll or your accountant.

1. Go to Reports and pick the date range.

2. Download as CSV, XLSX or PDF.

3. For the monthly close, use Closures: each person receives their hours and confirms or disputes them.

Closures are reviewed, never rewritten: whoever confirms their hours leaves a confirmation that lasts.

Reports: the period's hours, ready to export.
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7 Settings, time off and audit

Settings control your company's rules; Time off holds policies and requests; and the Audit keeps a tamper-proof

log.

1. In Settings you define thresholds (long shift, breaks), location on clock-in (optional) and the company profile.

2. In Time off you create policies (holidays, leave) and approve or reject the team's requests.

3. The Audit chains every action with a signature: your safeguard for an inspection.

Labour Inspection? Generate a read-only, expiring public link with the data the law requires, without giving access to

your panel.

Settings: your company's rules, in one place.
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