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U S E R
G U I D E



The goal of this document is to give a broad overview of 
the main features of  Selena  and some basic instructions 
on how to  add and manage your teams and how to use 
reports.
 
This document will concentrate on demonstrating 
interaction with Selena using the web interface.

We would appreciate any feedback on this manual. Send 
comments via email to: info@trianglz.com
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Fill in the required fields then 
press sign up.

you will receive an email 
confirming your successful 
registration.

Now you can Login using 
your email and password.

visit: www.selena-ai.com
then choose Sign Up.

www.selena-ai.com
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Week Summary
Your working hours 
for each day of the
week are displayed 
here.

Check In/ Out  

Select Dashboard

Edit your profile

Side Menu

Press here
to edit statuses
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Let’s you check working
hours of the day, week, 

and month.

Time Tracker

View, search, add, and
remove different team
members. you can also

check all members in
or out.

Team Members

Add members Check all in/out
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03 MEMBERS &
TEAMS
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Show current members

Adding a new member Create and edit teams

Team selection

Add New Member

select 
members/teams
section
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April 1, 2018

click on any day to edit its statuses. 

Choose between week/month views

color codes of hour numbers
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Edit saved
geofence

Control the range

Geofences: with this feature you will be able to determine the location and range of your business
so that Selena will be able to tell if employees are within the office range or not and send
reminders when they are about to arrive or leave work to check in or out, respectively.
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Geotagging: Selena tells you where were your team members the moment they checked in/out. 
it also let’s you know if they had problem with their location tagging.

choose a 
certain 
period

How many times
each member has
been in range.

How many times
each member has
been out of range.

Number of times each
member had issues with
their location.
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06 REPORTS
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Select Month

Graphs of working 
hours of different 
members are 
displayed for 
comparison.

16



S e l e n a
User Guide

Generate monthly timesheets
choose the dates then
enter user name/names here.
then, click Generate sheets

Timesheet for the corresponding
period and user you entered is 
displayed. 
and as shown on previous sections,
you can click any day to edit the 
statuses for it.
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In the calendar section you 
can check your 
performance for each 
month. 

flip through different 
months and see how many 
hours you have worked in 
total for each one and how 
they’re distributed over 
every day.

Calendar
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Add slack bot

Change company logo

Start day of the week

Change
timezone
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