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1. Executive Summary

1.1 Purpose of Document
This document provides an overview of various features and commands of SpiralBot webpage and chatbot.
It lays out a step-by-step guide to navigate through application features.

1.2 Identification

Application URL https://spiralbot.spiralogics.com/

Version 1.04

Browser Compatibility Google Chrome, Microsoft Edge
1.3 Scope

The application is implemented as an attendance tracking system. To achieve this, a bot will be deployed
and integrated with the Microsoft Teams application. Users will be able to log their working hours and
breaks through the bot, and the recorded hours can be viewed on SpiralBot webpage. Employees can also
access their own work hours while employers will be able to view the working hours of all their employees.

2. Design Overview

2.1 Background Information

SpiralBot is the ultimate Microsoft Teams solution for efficient attendance management and time tracking.
It provides a platform to monitor employee attendance, track work hours, manage check-ins, breaks,
check-outs, and generate precise timesheets. By utilizing a bot within the team’s environment, employees
can effortlessly log their hours and breaks, making the process more efficient and reducing any errors.
This integration offers a user-friendly experience, eliminating the need for external systems while keeping
all data within the team’s ecosystem.

2.2 Application Overview

The attendance tracking system is designed to simplify the process of logging and managing work hours
and break times for both employees and employers. A bot will be deployed withing Microsoft Teams,
enabling users to log their daily hours and break times. Employees can view their logged hours through a
website.

Employers or tenant administrators will be able to monitor and manage the attendance records for all
employees in their organization. Spiralogics’ super admin role can activate or deactivate tenants upon
request and has the authority to approve the request of tenant ownership.

The application is built on multi-tenant architecture, ensuring security and isolation of tenant's data from
one another, as well as the Spiralogics super admin role. This ensures that only tenant admins will have
access to view their organization's data.

Spiralogics 1|Page
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3. Getting into the System

The following sections provide a detailed explanation of all the features and commands available in
SpiralBot:

3.1 Setting up SpiralBot

You can find the SpiralBot application in the apps section of Microsoft Teams. To add it, simply click on
the Add button.

™ D i@ - o
CP Apps Built for your org = Filter
reated and approved by ganization's technology tea
?? Search apps and more Q Test-SpiralbotTM s SeiralbotTM
G Ef‘- :JII'B ot open e t‘ag-;‘e.-“ {llrﬂ ot’ Open

7 B8 apps ~ full-fledged solution for attendance managemer atter

. s
% Built for your org B
il
o Featured
[ SpiralBot SpiralBot-Dev
eDrive Popular on Teams © Diralogics, Inc Add r ] SpiralBot Open

. Trending with your peers Spiralbot is & full-Badoed solution for attendance manageme SpiralBot for Dev

Top picks

Best selling
. Easy to install
Boost productivity with A

Manage projects with agents

Categories

Built by Microsoft

Education
2 Devices D v
o2 workflows v

Figure 1: SpiralBot in teams application section

Once you click add, a popup will appear with a description of SpiralBot along with a list of all the
permissions needed for the bot to function properly.

Spiralogics 2|Page
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SpiralBot

i
@ Spiralogics, Inc.
em

Works across i

Overview  Permissions

Spiralbot Is a Full-fledged for
Simple Daily Bot to Track Time and Attendance

SpiralBot is your go-to Microsoft Teams solution for seamless attendance management and time tracking. Whether
you need an intuitive way to monitor employee attendance, track time, manage check-ins, breaks, and check-outs, or
generate accurate timesheets, SpiralBot has you covered.

Time Tracking and Approvals

Effortlessly track attendance and manage employee work hours with a simple punch-in and punch-out system.
Employees can log their breaks or lunch hours while ensuring compliance and maintaining transparency within the
team.

Managers benefit from a user-friendly approval dashboard to review timesheets, address concerns, and ensure
accurate reporting. SpiralBot works within Microsoft Teams and blends seamlessly with the user's workplace.

Key Features
* Simple Punch In/Out: Clock in and out effortlessly, including options for marking lunch or break times.
* Employee Dashboard: Managers can manage employees' access and review timesheets.
* Timesheet Reports: Generate attendance and timesheet data on demand.

App Capabilities

By using SpiralBot, you agree to the privacy policy, terms of use, and permissions.

Figure 2: SpiralBot description popup

After the bot is added, you can simply click Open to start using the chatbot. The bot will also appear in
the chats section.

©

SpiralBot

Added successfully!

Let's head straight to the app ...

Figure 3: SpiralBot added popup

3.2 Using SpiralBot
With SpiralBot, you can use various commands to log hours in timesheet. You can type in “Start”, “Hi” or
“Hello” to display a list of available commands and buttons to log hours.

Spiralogics 3|Page
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Yesterday 6:16 PM

start

SpiralBot Yesterday 6:16 PM

@o Hello Ayush Khatri, I'm SpiralBot. How can | help you today?
Punch In Punch Out Lunch Break
Timesheets Set Timezone Set Reminder

Figure 4: Start command in SpiralBot
The following sections explain the SpiralBot commands:

3.2.1 In/Punch

You can either type "In" or click on "Punch In" to log a punch-in on the timesheet.

Yesterday 6:13 PM
in
SpiralBot Yesterday 6:13 PM
Gg You've punched in. To punch out type out.

Add Comment

Figure 5: Punch-in command

3.2.2 Out/Punch Out

To log punch-outs on the timesheet, you can either type “Out” or click on “Punch Out”.

Yesterday 6:52 PM
out
SpiralBot Yesterday 6:52 PM
@e You've punched out. You worked for 6 hours, 9 minutes today.

Add Comment

Figure 6: Punch-out command

3.2.3 Lunch

To log lunch time, you can either type the command “lunch” or click on “Lunch”. A reminder to punch in
will be sent 60 minutes after lunch starts. Users can snooze the reminder for 15 or 30 minutes if needed.
Once back from the lunch break, you can type “in” or “back” to log back in.

Yesterday 7:03 PM
lunch
SpiralBot Yesterday 7:03 PM
@a Enjoy, see you back here in 60 minutes.
Figure 7: Lunch command
4|Page
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3.2.4 Break

To log break time, you can either type the command “break” or “brb” or click on “break”. You can also
set a custom break duration by typing the command followed by the time for example: “Break 10 minutes”
or “brb 20 minutes”. A punch-in reminder will be sent after the specified time, with a default of 15 minutes
if no duration is set. You can further snooze the reminder for 15 or 30 minutes. Once you are back from
the break, you can type “in” or “back” to log back in.

2:27 PM
break
Test-SpiralbotTM  2:27 PM
@0 Enjoy, see you back here in 15 minutes
Last read
Test-SpiralbotTM  2:42 PM
©  Hope you had a good break
Punch in now?
Yes Snooze for 15 mins Snooze for 30 mins
2:45 PM
back
)
Test-SpiralbotTM  2:45 PM
Oe You've punched in. To punch out type out.
Add Comment

Figure 8: Break command

3.2.5 Timesheet

You can click on the Timesheet button or enter the command “timesheet”, and SpiralBot will reply with a
link. Both the link and button will redirect to My Timesheet page in the web portal.

2:00 PM
timesheet
®
Last read
Test-SpiralbotTM  2:00 PM
@o Click here to view your timesheet.

B view prompts

Type a message RO B+ B

Figure 9: Timesheet command

When the timesheets button is clicked, the following My Timesheet page is displayed:

Spiralogics 5|Page
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SpiralBot

My Timesheets

10/11/2024

11/12/2024

Total Time: 84 hours, 42 minutes

Employee

Ayush Khatri

- =

Q

10/22/2024 6:17 PM
10/22/2024 6:17 PM
10/22/2024 8:33 PM
10/22/2024 8:44 PM
10/22/2024 8:59 PM

10/22/2024 9:16 PM

B o Q Q
Break 0:00
Break 0:10
Break 0:17 0:27
Spiralogics

Hi Ayush! (role full)
Tuesday November 12, 2024

6]

Ayush Khatri Out
Ayush Khatri In
Ayush Khatri Out
Ayush Khatri In
Ayush Khatri Out
3.2.6 Set Timezone

Figure 10: My timesheet page

You can click on the Set Timezone button or enter the command “set timezone”. SpiralBot will reply with

a dropdown, allowing you to select desired time zone.

Test-SpiralbotTM 2:02 PM

G)o Please select your Timezone

(UTC-05:00) Eastern Time (US & Canada]|

OK

Type a message

P

:02 PM

set timezone .
e

B view prompts

@ B+ B

3.2.7 Set Reminder

Figure 11: Timezone command

You can use the Set Reminder button or “Set Reminder” command to set punch-in and punch-out
reminders. You will get a daily reminder at the set time, and both reminders can be snoozed for 30 or 60

minutes. You also have the option to set a time zone if no time zone is set.

Spiralogics
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SpiralBot Yesterday 6:13 PM
Go What time do you want me to remind you for Punch In?

8:00 AM %

What time do you want me to remind you for Punch Qut?

6:00 PM W

Select your preferred timezone for receiving the reminder

(UTC) Coordinated Universal Time %

Set Reminder

Yesterday 6:13 PM

set reminder

Figure 12: Set reminder command

3.2.7 Snooze

Punch in and punch out reminders can be snoozed if needed by the user. A snooze button is available for
all in and out reminders. For lunch and break reminders, you can snooze for 15 or 30 minutes. For in and
out reminders set, you can snooze for 30 minutes or 1 hour. The snooze feature can be used multiple
times for the same reminder, but reminders cannot be snoozed after 30 of receiving the reminder.

Oo Hi, I am just reminding you to punch in.

Please ignore it if already punched in.

Snooze for 30 mins Snooze for 1hr

Test-SpiralbotTM 12/17/2024 5:00 PM

Oo Hi, I am just reminding you to punch out.

Please ignore it if already punched out.

Snooze for 30 mins Snooze for 1hr

Note: You received this message because you have set a reminder.

Note: You received this message because you have set a reminder.

Figure 13: Snooze for 30 mins or 1-hour buttons

Spiralogics
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4. Admin Features

4.1 Set Admin

When a tenant admin has not been set up for an organization, you will see a message prompting to
complete the setup by typing “Start”, “Hi” or “Hello” command.

Yesterday 6:16 PM

start

SpiralBot Yesterday 6:16 PM

(] Hello Ayush Khatri, I'm SpiralBot. How can | help you today?

Punch In Punch Out Lunch Break
Timesheets Set Timezone Set Reminder

The setup for your organization is not complete. To complete the
setup and access administrative features click below.

Complete Setup

Figure 14: Complete setup button

Upon clicking Complete Setup button, you are redirected to a form where you can request admin
privileges. All fields must be filled before submitting the request. Once the request is approved, you will
gain access to the employee page and its features.

The setup for your organization is not complete, please click here to complete the setup. b4

SpiralBot Hi Ayushi

Friday January 3, 2025

Claim ownership

Some administrative features are disabled and are available to admin users. To setup your account as the owner and admin of the organization please send a request for verification
by using the form below.

Official Company Name * Company Email * Company Phone * Company Address *

Requester Requester's Email Requester's Title *

Ayush Khatri ayush@saunaktryspiralogics.onmicros( Send Request

Spiralogics

Figure 15: Claim ownership form in tenant setup page

You can also access this form by clicking on the link in the notification displayed at the top of webpage.

Spiralogics 8|Page
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The setup for your organization is not complete, please clico complete the setup. X
. Hi Ayush!
Splral BOt @ Friday January 3, 2025
My Timesheets
12/29/2024 1/3/2025 m] Generate
Total Time: 0 minutes 'y
Employee Type Entry Date Source Duration Total Day Comment

Figure 16: Link to complete setup

4.2 Employee Page

In the employee page, tenant admins can view a list of all existing employees. A searchable employee list
can be generated for only active, inactive or all employees. To generate the list, click on the filter icon and
select option with “Active” selected by default. You can also see the total number of employees in the
current list above the search bar.

¢ Hi Ayush! (role full)
Splral BOt Wednesday December 4, 2024
Employees: fotal 20 Generate Timesheet  Schedule Timesheet
Search s T
& AyushKhatri @D
Active This week Total = b khatri @spiralog|
Aashutosh Dhungana ) ayush khatri@spiralogics.com
9 Inactive 46h 33m 231h 56m Neos! Standard Time
Al (o] epal Standard Time
Arun Timalsina
Avinash Yadav Timesheat

Ayush Khatri

Govinda Wagle

Total Time: 46 hours, 33 minutes sk
Lumanti Tamrakar

0060006000006

Employee Type Entry Date Source Duration Total Day Comment Action
Niket Dhakal
Q Q Q [m}
Prashamsha Maharjan Ayush Khatr In 12/1/2024 6:00 AM e
Prati Shrestha Ayush Khatr out 12/1/2024 6:05 AM 005 g |
wvered by Spiralogics

Figure 17: Employees list on employee page

In the employee page, tenant admins can view total active hours for the current week, along with the
overall active hours for each employee.

Spiralogics 9|Page
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SpiralBot

Employees: fout 20

Hi Ayush! (role full)
Wednesday December 4, 2024

L

Generate Timesheet Schedule Timesheet

@ oo

Search IR

& Ayushkhati @D
This week Total . i .

@ Asshutosh Dhungana 46h 33m 231h 56m &  ayushkhatri@spiralogics.com
@ Nepal Standard Time (&

° Arun Timalsina

Q Avinash Yadav e

@ Ayush Khatri

120 1240 g m

Total Time: 46 hours, 33 minutes 2
0 Lumanti Tamrakar

Employee Type Entry Date Source Duration Total Day Comment Action
@ Niket Dhakal a
@ Prashamsha Maharjan Ayush Khatri In 12/1/2024 6:00 AM Za

Figure 18: Active hours on employee page

Tenant admins can view timesheets of any employee of the company by selecting from a list. The

timesheet will display all the time logs from SpiralBot in a tabular format, which includes log type, entry

date and time, source, duration between punch in and punch out, total active hours for the day and any

comments recorded during punch in or punch out.

Employees: 1ot 20

Generate Timesheet Schedule Timesheet Al

Search.. s T
& AyushKhatri @D
This week Total
@ Aashutosh Dhungana 46h 33m 231h 56m & ayushkhatri@spiralogics.com
@ Nepal Standard Time (&

@ Arun Timalsina
@ Avinash Yadav Timesheet
0 Ayush Khatri

12/1/2024 12/4/2024 [m] m
@ o e

Total Time: 46 hours, 33 minutes =

o Lumanti Tamrakar

Employee Type Entry Date Source Duration Total Day Comment Action
@ Niket Dhakal

Q a a O «a Q
@ Prashamsia Maharjon Ayush Khatri In 12/1/2024 6:00 AM e
@ Prati Shrestha Ayush Khatri out 12/1/2024 6:05 AM 0:05 @a

Ayush Khatri In 12/1/2024 6:10 AM e
@ Rasu Shrestha

Ayush Khatri Out 12/1/2024 813 AM Lunch 202 @a
@ Rojna Prajapati Ayush Khatri In 12/1/2024 9:30 AM @&

ered by Spiralogics 4 -

Figure 19: Employee timesheet on employee page

Additionally, admins can perform following actions:

4.2.1 Export Timesheet of Employee

You can generate a comprehensive timesheet report of all employees by clicking on the All Employee

Timesheet button.

Spiralogics
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Spiral Bot

Employees: otal:17
Search... s
Aashutosh
Dhungana
Aditya Bharadwaj
Ajjarapu
Qi
@ Arun Timalsina

Ayush Khatri

This week

0 Hrs

Timesheet

12/29/2024

Total Time O minute

1/3/2025

Total
13h 58m

> RN

All Employee Timesheet |  Schedule Timesheet

& Aashutosh Dhungana @)
= aashutosh.dhungana@spiralogics.com

@ Nepal Standard Time (&

Hi Ayush! (TenantAdmin) b
Friday January 3, 2025

Figure 20: All employee timesheet button

The Export Timesheet Report popup appears, allowing you to select a time frame for the report and

export it.

10/29/2024

Export Timesheet Report.

11/29/2025

Figure 21: Export timesheet report popup

To export an employee’s timesheet, you can select the employee from the list displayed on the screen,
generate a timesheet for required interval, and click on export icon. This will download the report in excel

format.

Spiralogics
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SpiralBot

Employees: total: 20

Search —

W Dhungana

Alish Karki
Arun Timalsina
Avinash Yadav
Ayush Khatri
Govinda Wagle

Niket Dhakal

Prashamsha
Maharjan

)OO0O6O0O000O

Y

This week Total
0 Hrs 298h 47m
Timesheet
10/5/2024 1/6/2025

Total Time: 24 hours, 35 minutes

Employee Type Entry Date

Q Q

Source

Bla

wered by Spiralogics ©2024

q |

Duration

Q

Hi Ayush! (role fully
Sunday January 5, 2025

All Employee Timesheet Schedule Timesheet

& AyushkKhatri @D
ayush khatri@spiralogics.com
@ Nepal Standard Time (&

Comment Action

Total Day

Q

Figure 22: Generate timesheet report button

4.2.2 Schedule Weekly Timesheet Report

Tenant Admins can generate a weekly report containing timesheet logs of all employees. By using the

Schedule Timesheet button, you can schedule weekly emails containing the latest report. To schedule an
email, you need to click on the Schedule Timesheet button on the employee page.

SpiralBot

Employees: total: 17
Search —
Aashutosh

Dhungana

Aditya Bharadwaj
Ajjarapu

Arun Thapa
Arun Timalsina

Ayush Khatri

»00000

T

This week

0 Hrs

Timesheet

12/29/2024 1/3/2025

Total Time: 0 minutes

Total

13h 58m

- EZIE

Hi Ayush! (TenantAdmin) N
Friday January 3, 2025

All Employee Timesheet Schedule Timesheet

&  Aashutosh Dhungana @D
& aashutosh.dhungana@spiralogics.com

@ Nepal Standard Time (&

Figure 23: Schedule timesheet button

You can choose recipients from a searchable list, as well as select the day, time and time zone. You can

also enable or disable the schedule and save the changes made.

Spiralogics
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Schedule Weekly Timesheet Report X
Enabled
Job Day Job Time Timezone
Friday v 06:25 PM © (UTC+05:45) Kathmandu - m
Status Name Email
(All) ¥
L ] Aashutosh Dhungana aashutosh.dhungana@spiralogics.com
Arun Timalsina arun.timalsina@spiralogics.com
® Avinash Yadav avinash.yadav@spiralogics.com
Ayush Khatri ayush.khatri@spiralogics.com
° Govinda Wagle govinda.wagle@spiralogics.com
® Lumanti Tamrakar lumanti tamrakar@spiralogics.com
® Niket Dhakal niket.dhakal@spiralogics.com
L] Prashamsha Maharjan prashamsha.maharjan@spiralogics.com
) Prati Shrestha prati.shrestha@spiralogics.com
[ Rasii Shrestha rasi1 shrestha@sniralogics com

Figure 24: Schedule timesheet popup

An email is sent to the selected receivers on the scheduled date and time every week along with the
weekly timesheet report.

@ All Employee Timesheet from...
4KB

A

Hello,

Attached is the weekly timesheet report for the period of December 29, 2024 to January 4, 2025. Please
review the report at your convenience, and feel free to reach out if you have any questions or require
further clarification. Thank you for your attention.

Best Regards,
The Spiralbot Team

Figure 25: Scheduled email for timesheet report

4.2.3 Manage Employees

4.2.3.1 Activate/Deactivate Employee and Set Timezone

The detail of the selected employee is also displayed on the employee page. From this section, Admins
can change the employee’s status to “Active” or “Inactive” using the toggle button. Inactive employees
will not be able to use SpiralBot commands or access the web portal. Admin can edit the selected
employee’s time zone by clicking the edit button next to the time zone.

Spiralogics 13|Page
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Spiral Bot

Employees: Total: 20

Hi Ayush! (role full)
Tuesday January 7, 2025

All Employee Timesheet Schedule Timesheet

&  Ayush Khatri @

& ayush.khatri@spiralogics.com

©  Nepal Standard Time

Search s v
This week Total
Aashutosh Dhungana
@ 9 0 Hrs 298h 47m
@ Alish Karki
° Arun Timalsina Timesheet
1/5/2025 1/7/2025 m] +
Total Time: 0 minutes
@ i
Employee Type Entry Date Source Duration Total Day
@ Niket Dhakal
Q (m]

Comment Action

Figure 26: Employee details on employee page

4.2.3.2 Manually Add Timesheet Logs

Admins can manually add logs for an employee. To do so, admin can click on the add icon for the selected

employee and enter in the required information.

SpiralBot

Employees: w17

Search. S A 4
This week Total
@ Aashutosh
Dhungana 0 Hrs 13h 58m
Aditya Bharadwaj
Ajjarapu
@ Arun Thapa Timesheet
o Arun Timalsina
15208 ez e
@ Ayush Khatri
Total Time: 0 minutes
@ Govinda Wagle
Employee Type Entry Date Source Duration Total Day
Lumanti Tamrakar
o Q (m]
M

Hi Ayush! (TenantAdmin)
Monday January 6, 2025

All Employee Timesheet  Schedule Timesheet

& Aashutosh Dhungana @)
& aashutosh.dhungana@spiralogics.com

@ Nepal Standard Time (&

Comment Action

Figure 27: Add missing punch button on employee page

Clicking on the + icon, will prompt following Add Punch In/Out popup:

Spiralogics
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Add Punch In/Out X

® Add 'Punch In/Out Pair' O Add a 'Lunch/Break’

Punch In Date & Time *
Comment

Punch Out Date & Time *

Comment

c‘ose m

Figure 28: Add punch in/out popup

4.2.3.3 Edit/Delete Existing Log

Admins can edit or delete punch in/out logs. When deleting a log, both the punch-in and punch-out entries

will be removed as a pair. Admins can perform these actions by clicking on edit or deleting buttons next
to the log.

@ Arun Thapa Timesheet
° Arun Timalsina
1/5/2024 1/6/2025 (m]
@ Ayush Khatri
Total Time: 13 hours, 58 minutes
@ Govinda Wagle
Employee Type Entry Date Source Duration Total Day Comment Action
° Lumanti Tamrakar
Q Q A a Q Q Q
@ Milan Shrestha Aashutosh Dhungana  In 12/9/2024 10:21 AM e8]
@ Milan Shrestha Aashutosh Dhungana  Out 12/9/2024 1:19 PM 2:58 o
- Aashutosh Dhungana In 12/9/2024 1:19 PM EFa
Aashutosh Dhungana  Out 12/9/2024 1:19 PM 0:.00 2:58 o
Aashutosh Dhungana  In 12/16/2024 7:22 AM Manually added Punch IN o
Aashutosh Dhungana  Out 12/16/2024 11:42 AM  Lunch 4:20 =4 |
Powered by Spiralogics ©2024

Figure 29: Edit or delete icons for log

On clicking edit button, Edit Punch In/Out popup is displayed, allowing admins to modify the date, time,
and comment of the log.
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SPIRALBOT | USER MANUAL

Edit Punch In X

Employee: Aashutosh Dhungana
Select Date & Time

12/9/2024, 10:21 AM (m]

Comment

CLOSE SAVE

Figure 30: Edit punch in popup

When the delete button is clicked, Delete Punch confirmation popup is displayed, showing the log that is
about to be deleted.

Delete Punch X

Are you sure you want to delete this?

Punch In at 12/16/2024 7:22 AM
Punch Out at 12/16/2024 11:42 AM

e

Figure 31: Delete punch confirmation popup
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