
HRM Training Guide 
 

Logging into the HRM 

 
1) Open the following website: hrm.appedology.pk  

 

2) You will come to the main login page (as shown below): 

 
 

3) To login to the HRM, please your HRM email address. The HRM email address is simply your 

employee ID and the company name. For example, APD0092@appedology.com or 

PRO0092@proglobal.com. You will also need to enter your password. 

 

4) Once you have logged in, you will come to the main dashboard of the HRM (as shown below): 

 



 

Attendance Tracking 

Check In & Check Out: 
 

1) Once you have successfully logged into the HRM, please proceed to the attendance module on 

the left hand side of the HRM portal. A dropdown will open. From there, please select ‘Check In 

/ Check Out’.  

 
 

2) Simply click on the ‘Check In’ button and your attendance is recorded.  

 

3) To check out at the end of the shift, follow the instructions mentioned in step 1 & select the 

‘Check Out’ option.  

 

 

 



Time Adjustment Request: 

Submitting a New Request: 

 

In the event that your attendance is not marked correctly, you have the option to submit a ‘Time 

Adjustment Request’ in the HRM. To do so, please follow the steps outlined below. 

1) From the HRM main page, please proceed to the attendance module on the left hand side of the 

HRM portal. A dropdown will open. From there, please select ‘Time Adjustment Request’ & select 

‘Add Request’. 

 
 

2) On this page, please mention the Check In time, Check Out time along with the reason for the 

time adjustment & click ‘Submit Request’. 

 

 

 



Status Tracking: 

 

1) To view the status of the request, please proceed to the attendance module on the left hand 

side of the HRM portal. A dropdown will open. From there, please select ‘Time Adjustment 

Request’ & select ‘All Time Adjustment Requests’. 

 
 

2) On this page, you will be able to view the status of all the Time Adjustment Requests that you 

have submitted. The status column outlines the status of the request.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Employee Profile 
 

1) To view your employee profile, please proceed to the Employee module on the left hand side of 

the HRM portal. A dropdown will open. From there, please select ‘Manage Employee’. 

 
 

2) On this page, you can view your employee profile. Should you wish to, you also have the option 

to Print and Download your profile.  


