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About this guide

This guide is for the people who set HR4AON up and look afterit: the platform administrator, who owns
companies, users, access, workflows, integrations and the system’s health, and the HR administrator, who
owns some people-facing setup such as help answers, privacy requests and attendance devices.

Most screens live under Administrationin the left menu. Where a screen belongs to the HR administratorrather
than the platform administrator, the section says so at the top. The platform administrator does not see salary

figures; payroll setup is covered in the Payroll guide.

Work through the chaptersin order whenyou set up a new company. Once you are live, use the chaptersas a
reference forthejobinhand.

What you candoin HR4ON

S Ared outline in a screenshot shows where to

Follow the go-live setup checklist and see
what still blocks go-live

Setup companies, branches, departments,
teams, grades, designations and cost centres
Invite users, grant roles with the right data
scope, andlock, unlock ordisable accounts
Run accessreviews and check sign-in activity
Designhome themes, greetings and home
cardsin Experience Studio

Build approval workflows with steps, amount
conditions, SLAs and escalation

Watch live approvals, reassign stuck requests
andreroute them after manager changes
Manage connectors, imports, webhooks and
attendance devices

Keep self-service help answers and settings
up to date

Use the auditlog, privacy requests, retention,
legal holds, security alerts and incidents

click orlook.

Before you start

e OpenHR4ONinaweb browseronyourlaptop,
oronyour phone. Onaphone youcanadditto
yourhome screen and useitlike an app.

e Signin with yourusername or work email and
your password. Use Acceptaninvitation the
firsttime, or Can'tsignin? if youarelocked
out.

e Whatyou see dependsonyourrole. If amenu
orbuttonin this guide is missing for you, ask
your HR administrator.

Button Words shown like this are labels you will see

onscreen.

The screenshots use the HR4AON demonstration company, so the names, numbers and dates are examples. Screenshots were
taken as Sanjay Verma (platform administrator) and, where marked, Meera Nair (HR administrator) in the Alpha Demo company.
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Ol Getting around as an administrator

Where the administration screens are, and the page tools you will use on almost every one of them.

m The Administration menu

Every setup screenin this guide is in the Administration group of the left menu. What you see depends onyour
role: the platform administrator and the HR administrator see slightly different lists.

WHAT YOU SEE

Setup checklist : the go-live checklist foracompany.

Company & organisation and Masters : companies, units and lookup values such as grades and cost centres.

Users & access : USErs, roles, accessregister, access reviews and sign-in activity.

Experience Studio : home page themes, cards and celebrations.

Approval workflows and Workflow monitor : approval chains and the live view of every request.

Integrations , Settings and Governance :connections to other systems, system settings, and audit, privacy

and security.

HOW TO DO IT

1

2

Signinwith yourwork account.

Scroll the left menu to the Administration group.

Selectthe screenyouneed. Youcanalsopress CtrlK andtype the screenname.

] ExitClearance

Onboarding Tasks

Reports

| e Setup checklist

Company &
organisation

Users & access
Masters

Experience Studio
Approval workflows
Workflow monitor
Integrations
Settings

Governance

Q searchpagesand features

s 32
Allitems

@ Company

@ Company profile & legal entity

3

Blockers

ctrl K

Alpha Demo Technologies Private Limited, IN, INR

Platformadmin  Required for go-live

& Logo &documentfooter
Missing: Logo
HRadmin Optional

@ Branches &worklocations
2 branches, 1lacation.
HRadmin Required for go-live

& Geofences for work sites
All1site fenced,
HRadmin Opticnal

g Time

g Holiday calendars
dar published for 2026
N Reguired forgo-live

™ Shifts & work patterns

6
Open
3of4
@ Done 5
@® Inprogress 3
® Done EY
@© Done =
50f5
® Done
® Done

pe

o 26

Done
People structure

Departments
4departments
HRadmin Required for go-live

Designations, grades & employment types
15 designations, 7 grades, 4 employment types

HRadmin Required for go-live

Costcentres
4c ntres
Optiona

Approval workfiows reviewed

@b Alpha Demo @ @

50f6 Trequired

3 Not started

Review and confirm: O company, 1 shared chains; built-in

defaults apply elsewhere

HRadmin Required forgo-live Confrmmanually

HR administrator
THR admil

Platforr

rator for this company.

dmin  Requiredfor go-live

Pay

Salary components
1active components.
HRadmin Required for go-live

Salary structures

The Administration group in the left menu.
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@ Done

© Done 5
3

® Done 3

@ Done

60f7 Trequired

© Done

® Done o
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Page tools: tabs, counts, filters, print and share

List screens share the same tools, so once you know them on one page you know them everywhere.

WHAT YOU SEE

HR4ON - Administrator Guide - 2 November 2026

Theibutton ( Moreinformation ) next to a page title explains what the page s for.

@

Z ON Q  Searchpages and features ctrl K
e
Exit Clearance Users & access ©
Onboarding Tasks All Active Invited Locked
Q Searchname, user name or e-mail B Any date
User ROLE PROFILE SCOPE MFA STATUS
Employee, Leadership, People
Aarav Mehta
s NoMFA
Reports Teaddor manager Allcompanies £ No
@ Sensitive
Aditya Gupta Sensitive £ NoMFA
Setup checklist aditya Employee  © Self only
Company & Aiarg/a Das Employee @ Sensitive Self only £ NoMFA
organisation ananya
i Employee, HR operator
Users & access Arjun Kapoor Alpha Demo; Selfonly £ NoMFA
hr.ops @ sensitive
t=  Masters
5,!,“? el Employee @ Sensitive Selfonly £ NoMFA
Experience Studio vy
i Asset custodian, Employee
Approval workflows Farhan All Alpha Demo: Self only £ NoMFA
assets @ sensitive
Workflow monftor i . Employee, Leadership, People . e
) Ha.nshKquarnl manager ‘Own team (direct and indirect 2 NoMFA
Integrations harish reports); Beta Demo; Self only
@ Sensitive
Settings .
"::"ia Bose Employee @ Sensitive Selfonly £ NoMFA
Governance
Karthik
@ Subramanian Employee @ Sensitive Selfonly £ NoMFA
Karthik
P VY Y Emplovee. People manaaer Salf anlv: Own taam (dirast and

@& AlphaDemo Q @

i

o 0

Filters and the date control narrow the list further. Columns chooses which columns show.

" Disabled

Last activity

9 minutes ago

4 minutes ago

4minutes ago

20 minutes ago

3hours ago

31seconds ago

Never

Never

25 minutesago

D Columns

Status

@ Active

© Active

@ Active

Q@ Active

© Active

@ Active

@ Active

@ Active

@ Active

Count tabs across the top of alist (forexample Active , Invited , Locked ) showhow manyrecordsarein
each state. Select one to filter the list.

Print , SharePDF and Download PDF produce abranded copy of whatis onscreen. Export downloads
thelist as a spreadsheet.
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02 Go-live setup checklist

The setup checklist walks a company from first setup toits first live payroll. It checks the real data, so
items tick themselves off as you complete the work on other screens.

Read the checklist

Openthe checklist at the start of animplementation and every few days after. It shows each phase, what is
done, what s stillopen and what blocks go-live.

WHAT YOU SEE

are doneineach phase.

The phase bar( Company , Peoplestructure , Time , Pay , Peopledata , Go-live ) showshow manyitems

Counttabs: Allltems , Blockers (mustbe done before go-live), Open and Done .

Eachitem showsits status( Done , Inprogress , Notstarted ), who ownsit,and whetheritis

Required forgo-live or Optional . The arrow button takes you straight to the screen where the workis done.

HOWTO DO IT

Next Step jumpsto the next openiteminorder.

1) Select Setupchecklist inthe Administration menu.

2 Choosethe company at the top if youlook after more than one.

3 ) Select Blockers toseewhat mustbe finished first.

4 Selectthe arrow next to anitemto go and do the work.

GOOD TO KNOW

e [tems are checked againstlive data. You cannot tick anitem done by hand unlessiitis one that can only be confirmed
by a person (forexample a parallel run).

hoN

Home

5 Approvals

My workspace
= Myrequests
i My attendance
) My profile
Family & bank
) My job history
My leave
7 My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
9 My performance
My timesheet
My benefits
2 Mvassets

Q Searchpages and features Ctrl K

@D Alpha Demo Q @

Setup Checklist © © zblockers & =
AlphaDemo (ALPHA)  ~
Not ready for payroll go-live Company Peaple Time Pay People data Go-live
structure
81% uiof ‘%al,ijeqw—e‘i 26 of 32items L 5/6 o K 57 it
GO-LIVE BLOCKERS

Approval workfiows reviewed £ % .

@  Reviewand confirm: O company, | shared chains: built-in defaults apply > 0] st:a!utory rAegls\ranons &eslabhsh‘ment >
i raters Missing: ES| employer code, Professional tax.

0 Employee bank details >
2 of 18 employees without approved bank details

s 32 o 3 [ o 26 More v
All ltems Blockers Open Done

@ Company Tofd & Peoplestructure 50f6 lrequired

@ Company profile & legal entity @© Done > 2, Departments @ Done >
Alpha Demo Technologies Private Limited, IN, INR 4 departments
Platformadmin  Required for go-live HRadmin Required for go-live

B Logo &document footer @ Inprogress 5t | @ Designations, grades & employment types @ Done
Missing: Logo. 15 designations, 7 grades, 4 employment types.
HRadmin Optional HRadmin Required for go-live

® Branches &worklocations © Done 3 F Costcentres © pone 5
2branches, Tlocation. 4costcentres
HRadmin Required for go-live HRadmin Optiona

& Geofences forwork sites © Done N y°  Approval workflows reviewed 3 Notstarted 5

1site fenced
HRadmin Optional
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€X) Confirmorskip anitem

Someitems need a person to confirm them, and some do not apply to every company (for example geofences
when nobody punches from a phone). Use the item’s actions menu for these.

HOW TO DO IT

1 Findtheiteminthelist.

2 Selectits Actionsfor.. menu(the three dots).

3 Choose ConfirmDone whenyou have checked the work (only foritems marked

Mark NotNeeded andtype Whyisn’tthis needed? .

GOOD TO KNOW

o Askippeditem stays visible with the reason, so auditors can see why it was not done.

hoN

Home

Approvals

My workspace

My requests

i Myattendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips
My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

2 Mvassets
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ctr1 K

Setup Checklist © 0 sblockers

AlphaDemo (ALPHA) ~

Not ready for payroll go-live Gompany
81% y v 3/4
18 of 21 required - 26 of 32items B —
Alpha Demo - Active
GO-LIVE BLOCKERS
Approval workfiows reviewed
O = and confirm: O company, | shared chains: built-in defaults apply >
(0] Employee bank details >
2 0f 18 employees without approved bank details
2 % 3 6
Allltems Blockers Open
@ Company 3074
@ © Done =
@ Logo &documentfooter @ Inprogress >
Missing: L
HRadmin
® Branches &worklocations © Dene 5
2branches, Tlocation.
1 Required for go-live
& Qeofences forwork sites © porne N

People
structure

5/6

&

Confirm manually ), or

b AlphaDemo Q e

o < o CEEED

Time Pay People data Go-live
5/5 &/7 5/7 2/3
® Statutory registrations & establishment 3
Missing: ESI employer code, Professional tax
© 26 More v
Done

People structure 50f6 1required
—_—
Departments @ Done >
Designations, grades & employment types @ Done 5

15 designations. 7 gra

n Required for g

Cost centres
Hanil adikies

Approval werkfiows reviewed

employment types

© Confirm Done

© Mark NotNeeded

7 Notstarted

>

Review and confirm: O company, 1 shared chains:; built-in

defaults apply elsewhere.
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Setup readiness checks
Readiness runs automatic checks on a company (profile, registrations, statutory details) and lists what is
blocking, what is a warning and what is optional.
WHAT YOU SEE
e Blocking : go-live cannot proceed.
e Warnings : should be fixed, but do not stop activation.
e Optional :nicetohave,suchasalogo.
HOW TO DO IT
1. Open Company & organisation , select More organisation pages and choose Readiness .
2, Choosethe company.
3 Select RerunChecks afterfixing something.

4 Use Assign nexttoafindingtosendittothe personwho ownsit.

hON Q Searchpages and features cerl K @ nphavemo [P @

H
“In Setupreadiness © © reacy &

Approvals

AlphaDemo (ALPHA) v

My workspace

= 4 @ 0 nl e 3 o 29 More v

= Open Blocking Warnings Optional Passed

Y= Myrequests
company AlphaDemo  s7ate Active cHeckeD 02Nov2026,5:37pm

i My attendance

[¥) Company profile ‘Owner: Company administrator
) My profile
» Family & bank A Logo Optional o i

Upload alogo for documents and the app header (optional)
) My job history

My leave Statutory & payroll Owner: Payroll administrator
i oncaatie » ESlemployer coderegistration  Optienal g &

Record the ES| employer code registration (required for payroll)
My payslips

/ Professional tax registrationregistration  Optional g &

My documents

Record the Professional tax registration registration (required for statutory)

My Shifts & Holidays A Registrations verified warming g &

1registration not yetverified against source documents.
Documents & pay

My performance
My timesheet

My benefits
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03 companiesand organisation structure

Acompanyis alegal entity that employs people and runs payroll. Under it you build the structure:
branches and locations, departments and teams. Every change is dated, so history is neverlost.

See your companies
The companies list shows every legal entity in HR4ON with its code, country, number of units and employees,
and status.
WHAT YOU SEE
e Draft :beingsetup, notyetusable.
e Active :live; employees and payroll canuseit.
® Inactive :closed fromadate.
HOW TO DO IT
1) Open Company & organisation .
2 Select Moreorganisationpages andchoose Companies .

3 Selectacompanytoopenit.

o 8 e °Q
Home =
Companies © [=@l| + setupCompany

% Approvals
Q Searchcode orname All statuses o [ Columns
Company Code COUNTRY Effective from UNITS EMPLOYEES  STATUS
My workspace
=) ° Alpha Demo ALPHA IN/TG 01Apr2023 10 18 © Active
= Myrequests
i Myattendance @ BetaDemo BETA IN /KA Q1Apr2023 10 B @ Active
P Mypeotle 1-20f2 Rows 20 & | < Pagel/l >

Family & bank

) My job history

My leave

¢ Myonboarding

My payslips

My documents

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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EX) Setupanewcompany

Use the setup wizard to create a company as a draft, fillinits details step by step, and then send it for activation.
HOW TO DO IT
1, On Companies ,select SetUp Company .

2 Complete eachstepintheleftlist: Identity , Locale , Address & contact , Branding , Structure and
Readiness .

3 In Identity enterthe Companycode ,the Activationdate (whenthe companybecomesactive), the
Legalname and ashort Display name ,thenselect Save & Continue .

4) In Locale setthe Country (ISO2) , Basecurrency , Timezone , Locale (regional format) and
Financial year startsin .

5 Select SaveDraft atanytime.Come backlaterwith Continue Setup onthe company page.

6 On Readiness ,select RunChecks ,fixanything marked Blocking ,thensendthe company foractivation.

GOOD TO KNOW

e Activating a company goes through an approval (by default another platform administrator). The company stays
Draft untilitis approved.

e The company code cannot be changed once the company is active.

‘-‘-ON Q  Searchpages and features Ctrl K £ Alpha Demo Q @
@ Home COMPANIES
% Approvals < SetUpCompany ©
1 Identity JEe3 > > > >
My workspace
@@ Identity ©
Y= Myrequests
)i My attendance Company code * Activation date *
02-11-2026 [}
) My profile
.g. ALPHA The company becomes active from this business date
@ Family & bank (Legamme‘ )
9 My job history
Myleave Display name

My onboarding

My payslips

3 Mydocuments < Bach [® SaveDraft Save & Continue

3 My Shifts & Holidays

Documents & pay

® My performance

My timesheet

My benefits
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EXE) Company details, registrations and amendments

The company page holdsits legal identity, address, statutory registrations and the full version history. Changes
to an active company are made as dated amendments.

WHAT YOU SEE

e Summary :identity, locale, address and contact.

e Registrations : PAN, TAN, PF, ESI, professional tax and similar numbers, each with validity dates.

e Versions : every dated version, with Compare versions .

e History : who changedwhat and when.
HOW TO DO IT
1. Openthe company.

2 Tochange details fromadate, select Amend ,choosethe Effective from date, make the change and enter
the Reason forthe change .

3 Toaddaregistration, open Registrations andselect AddRegistration .

GOOD TO KNOW
¢ Amendments to an active company need approval before they apply.

1 (o] ] Q  Searchpages and features ctrl K & Alpha Demo Q @

Home ALPHA - ALPHA DEMO TECHNOLOGIES PRIVATE LIMITED

D Approvals < AlphaDemo ©@actve v ERES| © Amend
UNITS 10 EMPLOYEES 18 counTrY IN/TG currency INR  acTiverrom 01Apr2023
My workspace Registrations 3 Versions History

= Myrequests
@@ Identity & locale © Address & contact
i My attendance
REGISTERED ADDRESS HR CONTACT
)| My profile Nologo uploaded Plot 0, Demo Tech Park, Hyderabad hr@alpha.example
500000
Family & bank LEGAL NAME DISPLAY NAME
Alpha Demo Technologies Private AlphaDemo s \EBsITe
) My job history Limited +9190000 00001 Not set
COUNTRY / STATE BASE CURRENCY BoSUMET FaRT
My leave IN/TG INR Demo data — not areal company.
& Myonboarding TIME ZONE LOCALE
Asia/Kolkata en-IN
Mypayslips FINANCIAL YEAR STARTS ACTIVE FROM
April 01Apr2023

My documents

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Ctrl K

Home ALPHA - ALPHA DEMO TECHNOLOGIES PRIVATE LIMITED

Approvais < AlphaDemo ©Actve

UNITS 10 EMPLOYEES 18

REGISTRATIONS 3

COUNTRY IN/TG  currency INR AcTiveFroM O1Apr2023

My workspace Summary Registranons ) Versions History

My requests

My attendance

My profile Permanent Account Number (PAN)

«+228001
Family & bank ¥ 3

@ Registrations

naend date

My job history Provident fund establishment code - Alpha Demo payroll establishment

My leave

My onboarding Tax deduction account number (TAN)

*+220002

Valid 01 Apr2023

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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noend date

ocenddate

The Registrations tab.

@ Active

G AlphaDemo Q @

& Amend

© Active

© Active

@ Unverified

@ Verified V4
© Verified Va
@ ® 7
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EX) Theorganisation tree
The organisation screen shows the structure of a company on any date: branches, locations, payroll
establishments, departments and teams, each with its head and headcount.
WHAT YOU SEE
e Switchbetween Tree and List views.
e Choose Asof toseethestructure onapastorfuture date.
e FEachcardshows the unit type, code, head (or Vacant ) and number of people.
HOW TO DO IT
1. Open Company & organisation .
2 Choosethe Company .

3 Expandaunit to see the units below it, oropenits actions menu.

, (o] ] Q Searchpage

ctrl K @ Alpha Demo Q @

ol Home < ;
Organisation © © active ISR+ Createunit
Approvals
AlphaDemo (ALPHA) ~ | Asof 02-11-2026 (m] Ust

My workspace
4 b v @ NorthBranch Branch:NORTH R Vacant lappl e
= Myrequests .
i AlphaDemo payroll establishment Establishment -EST-0 A Vacant Oppl ==
Mt My attendance
@& SouthBranch Eranch- SOUTH A Vacant dppl e
) My profile
¥° Finance Department:FIN & Vikram Shah 3ppl e
& Family & bank
v ¥ Operations Department-OPS R Rehanlyer Sppl e
9 My job history
& Field Operations Tezm-FIELD A Vacant 3ppl e
My leave
&¥° People & Culture Department-HR A Meera Nair Ippl e
My onboarding
v ¥ Technology Department-TECH £ KavyaRao Tppl e
My payslips
2, PlatformEngineering Team-PLATFORM A Vacan Sppl -

3 Mydocuments

Location
S My Shifts & Holidays £) HyderabadHQ

Documents & pay

@® My performance

My timesheet

& Mybenefits

8 Mvassets
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Create abranch, location, department or team

Units are the building blocks of the structure. Choose theright Unittype : Branch, Location, Payroll
establishment, Department or Team.

HOW TO DO IT

Select CreateUnit (or AddcChildUnit from aunit’s actions menuto putitunderthatunit).
Choosethe Unittype ,thenenterthe Code and Name .

Choose the Parentunit (leave Noparent(toplevel) foratop-levelunit),the Head (leave empty toshow it
asvacant)andthe Costcentre .

Set Effectivefrom (today orlater),adda Reason if useful,andselect CreateUnit .

GOOD TO KNOW
e Units are dated. A unit created from next month does not appearintoday’s tree until that date.
e Moving or deactivating a unitis done from the unit page with  Change ; employeesin the unit must be moved first.

—

Create organisationunit
Units have a stable identity: names and codes are versioned by date.

Lumttype' ) Effective from *

Department ~ 02-11-2026
Today orlater.

Name *

Stored inupper case; unique per company and type.
Parentunit Optional
No parent (top level)
Same company only. Leave empty for atop-level unit
Head Optional
Searchname or employee number (leave empty for vacant)
Leave empty to show the positionas vacant
Costcentre Optional

None

Address Cptional

Reason Optional

Create Unit
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EX) Unit details and changes
Openaunit to seeits head, cost centre, child units, versions and change history, and to rename, move or close it
from a date.

HOW TO DO IT
1 Selectaunitinthetree, orusethe List view.

2 Select Change torename the unit,changeits head orcostcentre, moveitunderanew parentor
deactivateit.

3 ) Enterthe Effectivefrom dateanda Reason .

hoN Q searchpage: cer1 K (& Alpha Demo @ @

Home ORGANISATION

TYPE &° Department CODE FIN cOMPANY AlphaDemo HeaD VikramShah EmpLOYEES 3 coOSTCENTRE CC-SGA

THIS VERsiON V1. 01Apr2023 - open

My workspace
Asof = 02-11-2026 a
= Myrequests
) My profile &  Childunits o @) Detalls ©
Family & bank
No child units on this date. PATH UNIT LIFE
) My job history Finance 01Apr2023-open
ADDRESS
AT Notset

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets
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Organisationreports

Use these reports to check the structure before go-live and to answer auditor questions.
WHAT YOU SEE
e Organisationregister : every unit withits type, parent, head and cost centre.
* Inactive or missing references : units oremployees pointing at retired values.
e Masterchange history : every change to mastervalues.
HOW TO DO IT
1, Open Company & organisation , select More organisation pages and choose Reports .

2 Chooseareporttabandselect Export todownloadit.

hON O, ctr1 & @ AlphaDemo /B @
Home o - )
Organisationreports © 8 |<| B
Approvals
[ Organisationregister ] Inactive or missing references Master change history
My workspace Q Searchcode orname All my companies ~ | Asof 02-11-2026 (m] Allunit types ~ [ Columns
My requests COMPANY BRANCH TYPE CODE NAME (AS OF DATE) PARENT VERSION EFFECTIVEFROM  HEAD EMPLOYEES
B Viki
i Myattendance Alpha Demo Department  FIN Finance 01 Apr2023 SL;:”" 3
My profile
Alpha Demo Department [ Operations 01 Apr2023 Rohan lyer 5
Family & bank
Alpha Demo Department HR People & Culture 01 Apr2023 Meera Nair 3
My job history
Alpha Demo Department TECH Technology 01 Apr2023 Kavya Rao 7
My leave
Alpha Demo Location HQ Hyderabad HQ 01 Apr2023 Vacant 18
7 My onboarding
Operation S
My payslips Alpha Demo Team FIELD Field Operations " 01 Apr2023 Vacant 3
s Technols
Ely document Alpha Demo Team PLATEORM  Platform Engineering yec "8 01 Apr2023 Vacant 5
My Shifts & Holidays
North .
Alpha Demo Branch NORTH North Branch 01 Apr2023 Vacant 14
Documents & pay Branch
North Alpha D Il North
My performance AlphaDemo ' Establishment  EsT-o1 HHE e R ol 01 Apr2023 Vacant 0
Branch establishment Branch
My timesheet Saith
Alpha Demo Brarich Branch SOUTH South Branch 01 Apr2023 Vacant 4
My benefits
Beta Demo Department FIN Finance 0l Apr2023 Vacant 0
2 Mvassets
Harish
BetaDemo Department oPs Operations 01 Apr2023 Kulkarni 3
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04 Masters: grades, designations, cost centres and

more

Masters are the lookup lists that other screens choose from: designations, job families, grades,

employment types, work modes, cost centres, reasons and registration types.

m Browse master values

One screen holds every masterlist. Use the type tabs to switch lists.

WHAT YOU SEE

e Code and Name :whatusersseeindrop-downs.

e Scope : Shared acrossallcompanies, oravailable to one company only.

e Status and Effectivedate : whenthevalue became active.

HOW TO DO IT

1 Select Masters inthe Administration menu.

2 Selectatypetabsuchas Grade or Costcentre .

3) Use Asof toseethelistonanotherdate.

(o] ] Q Searchpages and features

Home

Approvals

My workspace Q. Searchcode, name orfinance code
= Myrequests Code Name
i My attendance G2 Grade 2
). My profile 61 Gradel
Family & bank 67 Grade7
) Myjob history G5 Grade 5
My leave
d 66 Grade 6
My onboarding
G3 Grade 3
My payslips
G4 Grade 4
My documents
1-70f7

$ My Shifts & Holidays

2 Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Masters ©

ctrl K

3= Filters | Asof

Type

Grade

Grade

Grade

Grade

Grade

Grade

Grade

02-11-2026

SCOPE

Shared

Shared

Shared

Shared

Shared

Shared

Shared

Alltypes  Designation Job family [] Employmenttype ~ Workmode  Costcentre

m]

STATUS

@ Active

© Active

@ Active

@ Active

© Active

@© Active

© Active

b AlphaDemo @ e

Reason  Registrationtype

& [ Columns
Effective date
O01Apr2023
O1Apr2023
O1Apr2023
01Apr2023
O1Apr2023
O1Apr2023

01Apr2023

Rows 20 & < Pagel/l >
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EX) Addorchange avalue

Add a designation, grade or cost centre before you needitinan employee record or a unit.
HOW TO DO IT

(@ Select New Value .

. Choosethe Type ,thenenterthe Code , Name and,if useful, Description .

. Forgrades setthe Rank ;forcostcentresaddthe Finance/GLcode .

. Choose Available to company (orleave it shared), set Active from ,andselect Save .

. To change avalue, openitsrow and select Edit . To stop usingit, select Retire .

-
TIP

e Toload manyvaluesatonce,use Template andimport todownload the template, fillitinandimportit.
\
GOOD TO KNOW

e Retirevaluesinstead of deletingthem. Delete isonly offered forvalues that were neverused.
e Everychangeasksfora Reason forthe change andisrecordedinthe masterchange history.

New master value

Codes are case-insensitive and stored in upper case; they must be unique per type
within the scope

Type* Scope

Designation All companies (shared)

Code * Name *

Parentjob family Cptional Sortorder Optional

None

Active from

02-11-2026

Description Optional

%

Gancel E
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05 uUsersandaccess

Everyone who signsinto HR4ON is a user. What a user can do comes from theirroles; which people’s
records they can see comes from the scope of eachrole.

m The users list

See every user, theirroles and scope, whether they use two-step verification and when they were last active.

WHAT YOU SEE

e Counttabs: All , Active , Invited (notyetaccepted), Locked and Disabled .

e ROLEPROFILE and SCOPE summarise what eachusercando and see.

e MFASTATUS showswhetherthe userhas setup anauthenticator.

HOW TO DO IT

1) Select Users & access .

2 ) Usethecounttabsor Filters tofindusers.

3 Selectanametoopentheuser.

ToN

Home

Approvals

My workspace

= Myrequests

)i Myattendance

) My profile
Family & bank
My job history
My leave

7' My onboarding
My payslips
My documents

® My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets

Q Searchpagesand features

Users & access O

Al

ctrl K @& Alpha Demo @ e

o 24 0 0 . 0

&2 (=} &
Active Invited Locked Disabled

Q Searchname, user name or e-mail B Anydate I Columns

User

AaravMehta
leader

Aditya Gupta
aditya

Ananya Das
ananya

Arjun Kapoor
hr.ops

Divya Pillai
divya

Farhan Ali

assets

Harish Kulkarni

harish

Ishita Bose
ishita

Karthik
Subramanian

karthik

_—eaDan
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ROLE PROFILE SCOPE MFA STATUS Last activity Status

Employee, Leadership, People

manager Allcompanies £ NoMFA 58 seconds ago @ Active
@ Sensitive

Employee @ Sensitive Self only £ NoMFA 6minutes ago @ Active

Employee @ Sensitive Self only & NoMFA 6minutes ago @ Active

Employee, HR operator

Alpha Demo; Self only £ NoMFA 22minutes ago @ Active
© Sensitive
Employee @ Sensitive Self only & NoMFA 3hours ago @ Active
Asset custodian, Employee
Alpha Demo; Self only £ NoMFA 2minutes ago © Active

© Sensitive

Employee, Leadership, People
Own team (direct and indirect

manager £ NoMFA Never @ Active
reports); Beta Demo; Self only

@ sensitive
Employee O Sensitive Self only £ NoMFA Never @ Active
Employee @ Sensitive Self only & NoMFA 26 minutes ago @ Active
Emplovee. People manaaer Self anly: Own team (direct and
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Invite a new user

Invite people who need to signin. Employees are usually invited from their employee record during onboarding;
use this foranyone else ortore-send aninvitation.

HOW TO DO IT
Select Invite User .

and pick them.

GOOD TO KNOW

e Anewuserhasnorightsuntil you grant arole. Each person can have only one sign-in.
¢ Theinvitation codeis shownonce. Ifitislost, openthe userand choose Issue new invitationcode .
e Thepersonacceptsonthe sign-inpage with Acceptaninvitation and setstheirown password.

HR40ON - Administrator Guide - 2 November 2026

Select Createinvitation . HR4ON shows an Invitation code ; shareit with the person.

Openthe newuserandselect GrantAccess to give themtheirroles(see below).

Invite user

Employees signin with their own identity. Accessis granted
separately — anewuser has no rights until you grant a role.

&Jsertype ol

Employee (linked to anemployment)

Employee *
Search name or number Choose anemployee
©One sign-in per person: people who already have one are rejected

Username * Display name *

Lower-case letters. digits, . .-

Work e-mail * Mobile Optional

Cancel Create

Choosethe Usertype .For Employee (linked to anemployment) , search for the personunder Employee

Enterthe Username (lower-case letters, digits, dots, dashes orunderscores), the Display name , the
Work e-mail and, if youlike, the Mobile .
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Open auser

The user page shows who the personis, how they signin, and every role they hold.
WHAT YOU SEE
* Roles & scopes : current access with dates, plus ended and revoked access.
e Sessions :devices currently signedin.
e Sign-inactivity :recentsign-ins and security events.
e History :everychangetothe account.
HOW TO DO IT
1 Opentheuserfromthelist.

2 Select Effectiveaccess (the shieldicon)to see exactly which permissions the userends up with across all
roles.

hoN Q Searchpagesar

ctrl K @ AlphaDemo @ @

+ GrantAccess

Home LEADER

APpra < Aarav Mehta @ Active £ NoMFA &

E-MAIL aarav.

h lpha.example TvPE ploy EMPLOYEE AaravMehta (ALPOQQQ1) company AlphaDemeo  sicn-IN HR4ON sign-in

LAST SIGN-IN 02Nov2026,5:37pm  PASSWORD CHANGED Not set
My workspace

Roles & scopes 3 Sessions 16 Sign-inactivity ~ History
= Myrequests

i My attendance £ Currentaccess O

) My profile

Leadership Active | &
All companies

21Nov 2017 - until revoked

Family & bank

© Myjob history

Employee @ Sensitive S (o
My leave Self only

21Nov 2017 - until revoked
My onboearding

People manager © Sensitive D (S
My paysiips Own team (direct and indirect reports)

21Nov 2017 - until revoked

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets
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&) Crantarole and choose the data scope

Grant arole to give someone more access, for example making a new team lead a People manager. The scope
decides whoserecords they canacton.

WHAT YOU SEE

e Onecompany :allemployees of the chosen company.

e Organisationunit :abranch, department, team orlocation, including every unit below it.

e Ownteam :theuser'sdirectandindirectreports. It followsreporting-line changes automatically.

e Selfonly :theuser'sownrecord.

e Allcompanies : every company. Always needs approval.

HOW TO DO IT
. Opentheuserandselect GrantAccess .

. Choosethe Role and Scope ,thenthe company orunit.

. Set Startson and, fortemporary access, Lastday .

‘ Entera Reason .

. Checkthe preview, then select Grant Access (or Send for Approval whentheroleis sensitive).

( GOOD TO KNOW

¢ Sensitive and privilegedroles (salary, payroll, audit, administration) go to an access approver before they take
effect.

e Emergency access istime-limited,needsan Accountable sponsor and alertsthe access approvers.

¢ Datascopeisenforced everywhere, including reports and exports.

Grant access to Aarav Mehta

Roles grant actions; the scope decides whose data. Sensitive, privileged and all-
company grants go to anindependent approver

Role*

Choose arole

(5cope*

One company
Allemployees of the chosencompany.
Company *

Alpha Demo

Startson Lastday Optional
02-11-2026 dd-mm-yyyy

Inclusive. Leave blank for access until revoked.

Emergency access (time-limited, alerts access approvers)

=

%

e
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@) Lock, unlock, disable and reset sign-in

Usethe Useractions menuwhen someoneislocked out, loses theirphone, orleaves.

WHAT YOU SEE

e Unlock :letsauserbackinaftertoo many wrong passwords.

e Lockaccount :stopssign-infornow, forexample while you investigate.

e Disable / Enable :switchesthe account off oron. Leavers are disabled automatically on theirlast day.
e Issue temporary password : gives a one-time password; the user must change it at next sign-in.

e Resetauthenticator (MFA) :removes theirauthenticator so they can set up anew phone. It only shows for
users who have set one up, justas Unlock only shows foralockedaccount.

e Signouteverywhere :endsevery opensessiononevery device.

HOW TO DO IT
1 Opentheuser.

2 ) Select Useractions (thethree dots).

3) Choosethe actionand confirm.

GOOD TO KNOW
e Everyactionisrecordedintheuser’s History andinthe auditlog.
¢ Neversend atemporary password by e-mail in plain text; share it in person or by phone.

, (o] ] Q Searchpagesand features cerl K & AlphaDemo g @
Home LEADER
Approvals < AaravMehta ©sewe  puoter S Eg-
E-MAIL aarav. h ipha.example TvrPE ploy eMpLOYEE AaravMehta (ALPO0O0QT) company AlphaDe

¢/ Editdetails
LAST SIGN-IN 02Nov2026,5:37pm  PASSWORD CHANGED Not set
My workspace

£ Issue temporary password
Roles & scopes 3 Sessions 16 Sign-in activity History
7= Myrequests

[> signouteverywhere

)i My attendance £ Currentaccess O

) My profile

©® Disable

Leadership @Active | ©
Family & bank All companies

21Nov 2017 - until revoked

© My job history

Employee @ Sensitive @ Active  ©
My leave Self only

21Nov 2017 - until revoked
My onboarding

People manager @ Sensitive @ Actve | ©

My payslips Own team (direct and indirect reports)
21Nov2017 - until revoked

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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) Two-step verification (MFA)

Two-step verification asks for a 6-digit code from an authenticator app at every sign-in. Each user setsit up for
themselves on Security under My workspace.

HOW TO DO IT

1 Asktheusertoopen Security in Myworkspace.

2 Theyselect SetUp Authenticator , scanthe code with Microsoft Authenticator, Google Authenticator or
similar, and type the 6-digit code.

3 Iftheylose theirphone,use Resetauthenticator (MFA) on theiruserpage so they cansetitup again.

GOOD TO KNOW

e Administrators, payroll and finance users should always use two-step verification.

70N

Home

i Approvals

My workspace

= Myrequests

i My attendance

) My profile

Family & bank

& Myjob history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Q searchpages

and features ctrl K

My security ©

]

Co

Gb

Co

Ch

Two-step verification @

[J SetUp Authenticator

Where you'resignedin &
Chrome on Windows
Signedin 02 Nov 2026, 5:37 pm - active 57 seconds ago

Chrome onWindows  Thisdevice
Signed in 02 Nov 2026, 5:35 pm - active I minute ago

Chrome onWindows
Signed in 02 Nov 2026, 5:27 pm - active 11 minutes ago

Chrome on Windows
Signed in 02Nov 2026, 5:05 pm - active 33 minutes ago

Chrome on Windows
Signed in 02 Nov 2026, 3:19 pm - active 2 hours ago

Chrome on Windows
Signed in 02 Nov 2026, 314 pm - active 2 hours ago

Chrome on Windows
Signed in 02 Nov 2026, 2:53 pm - active 3 hours ago

Chrome on Windows
Signedin 02 Nov 2026, 2:32pm - active 3 hours ago

Chrome on Windows

G Alpha Demo

[ Sign Out Other Devices

End Session

SignOut

End Session

End Session

End Session

End Session

End Session

End Session

End Session

°Q
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Roles and permissions

Roles bundle permissions. HR4ON ships with systemroles (Employee, People manager, HR operator, HR

administrator, Payroll maker and checker, Finance releaser, Leadership, Auditor, Asset custodian, Case worker,
Platform administrator). You can add your own.

WHAT YOU SEE

e FEachcardshowstherole code, ashort description, how many permissionsit has, how many are sensitive or
privileged, and how many people holdit.

e Select Compare ontwo to fourrolesto see theirdifferences side by side.

HOWTO DO IT

1, Open Users & access , select Moreaccesspages and choose Roles & permissions .

2 Selectaroletoseeits permissionsand Usualscope .

3 Tocreateone, select NewRole ,oropenaroleandchoose Clone .

GOOD TO KNOW

e Systemroles cannot be edited; clone theminstead.
e Achangetoarole’s permissions that adds sensitive access goes for approval before it applies.

hoN

Home

5 Approvals

My workspace

= Myrequests

i My attendance

). My profile

Family & bank

My job history

My leave

7 My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Q Searchpagesa

ADMINISTRATION > USERS & ACCESS

Roles & permissions ©

Showretired
Searchroles

Assetcustodian & system

SSET_CUSTODIAN

Assetstores, issue, return and audit

25permissions  holder

Employee & System
EMPLOYEE

Self-service for ownrecords (use Self scope).

45permissions @ 1sensitive 23 holders

HRoperator @& system
HR_OPERATOR
Day-to-day HR transactions within scope.

134 permissions © 7sensitive 2holders

Payrollmaker & System

PAYROLL _MAKER
Prepares payrollinputs and runs

63permissions @ 29sensitive  Tholder

Recruiter & system

Ctrl K

Auditor & system
AUDITOR
Read-only history and audit trails.

126 permissions @ 20 sensitive Tholder

Financereleaser & system
FINANCE_RELEASER

Approves and releases payments; accounting.

72permissions (@ 18sensitive  1holder

Leadership & system
LEADERSHIP

Insights and approvals within scope. No
implied salary access

38permissions  2holders

People manager & System
MANAGER

Teamworkspace and approvals for
direct/indirect reports (use Team scope)

é8permissions @ 2sensitive  Sholders

@D Alpha Demo Q @

6

Compare
P

Caseworker @ system

CASE_WORKER

Helpdesk and restricted employee-relations
cases

4permissions () Isensitive  Tholder

HR administrator & System

HR_ADMIN

Organisation, employee records, policies and
HR operations within scope.

320 permissions @ 49 sensitive

2privileged  1holder

Payrollchecker @ system
PAYROLL_CHECKER
Reviews and approves payroll (four-eyes).

62permissions (@ 32sensitive  Tholder

Platform administrator & System
PLATFORM_ADMIN

Installation, security and configuration. No
salary or confidential-case access

56permissions  Sprivileged  Tholder
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EX) The accessregister

The accessregisterlists every role grant across all users. Use it for audits and to tidy up access.

WHAT YOU SEE

e Grants :everycurrent grant with start and last day.

e Approvalrequests : grants waiting foran access approver.
e Expiringin14 days :temporary access about toend.

® Emergency :emergency grants.

HOW TO DO IT

1 Open Users & access , select Moreaccesspages andchoose Accessregister

2 Select Revoke onarowtoremove agrant, withareason.

Ctrl K

ON Q  Searchpag

Home ADMINISTRATION > USERS & ACCESS

Approvals < Accessregister ©

@D Alpha Demo Q @

8 = B

My workspace
Q Searchuserorrole Active W Allroles . Allscopes ~ Expiringin14 days i Emergency
I Columns

My requests
B Anydate
My attendance
USER Role SCOPE start
My profile
Sneha Reddy Employee © Sensitive Self only 06Dec 2023
Family & bank
Priya Sharma Employee @ Sensitive Selfonly 230ct2023
My job history
My leave Sanjay Verma  Platformadministrator = £ Privileged Allcompanies 05Jan2024
My onboarding Aarav Mehta Leadership Allcompanies 21Nov2017
M I
¥ HOYEpe Rohan lyer Employee © Sensitive Selfonly 19Feb2022
My documents
ZaraKhan Employee @ Sensitive Selfenly 12Sept 2026
My Shifts & Holidays
Pooja
) Employee @ Sensitive Self only 18 Aug 2025
Documents & pay Agarwal
My performance HRadministrator  © Sensitive
P = Meera Nair All companies 220¢t2022
A Pprivileged
My timesheet
Farhan Ali Asset custodian AlphaDemo 20Jan 2025
My benefits
Harish Own team (direct and indirect
Sensit
Mv s Kulkarni Peoplemanager @ Sensitive oo 240ct 2018
Aarav Mehta Employee © Sensitive Self only 21Nov 2017
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Lastday

Until revoked

Untilrevoked

Until revoked

Untilrevoked

Until revoked

Until revoked

Until revoked

Until revoked

Until revoked

Untilrevoked

Until revoked

STATE ACTIONS
@ Active S
© Active “
@ Active <
® Active o
© Active o
© Active o
@ Active o
@ Active o
@ Active 5
© Active o
@ Active o
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m Accessreviews

An access review asks managers or owners to confirm that people stillneed the access they have. Run one each

quarter, or before an audit.

HOW TO DO IT

. Open Users & access , select Moreaccesspages and choose Accessreviews .
. Select StartReview .

. Entera Name and Duedate .Under Include ,tick what reviewers shouldlook at:
Sensitive and privileged grants , All-company scope , Inactive, disabled orlocked users withaccess |,
Technicalusers and Incompatible role combinations .

‘ Select StartReview . Reviewersthen keep orrevoke each grant; open the review to follow progress.

GOOD TO KNOW
e Thelist of grantsis captured when the review starts. Grants that change afterwards show as stale items.
e Access areviewer marks as nolonger needed is revoked when the review is completed.

Startaccessreview

The population is snapshotted now: later grant changes show
asstaleitems

Name *

Access review Nov2026

(Due date*

16-11-2026

Include

Sensitive and privileged grants

All-company scope

Inactive, disabled orlocked users withaccess
Technical users

Incompatible role combinations

‘Cancel Start Review

HR40ON - Administrator Guide - 2 November 2026
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@) Sign-inactivity

See every sign-in, failed sign-in, lock-out, password change and authenticator change. Use it when someone
says they cannot getin, orwhen a security alert fires.

HOW TO DO IT

1 Open Users &access ,select Moreaccesspages andchoose Sign-inactivity .

2 Chooseaneventtypesuchas Failedsign-in or Accountlocked ,and adaterange.

hoN

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Q searchpag

Ctrl K

ADMINISTRATION > USERS & ACCESS

< Sign-inactivity ©

[ Allevents v } Any date
EVENT USER
Signedin admin
Signedin leader
Signedin leader
Signedin caseworker
Signedin caseworker
Signedin assets
Signedin assets
Signedin admin
Signedin kavya
Signed in kavya
Signedin finance
Signedin payroll.maker
Signedin aditya
Signedin hr.admin
Signedin hradmin
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WHEN

02Nov 2026

02Nov 2026

02Nov 2026

02Nov 2026,

02Nov 2026

02Nov 2026,

02 Nov 2026

02Nov 2026

02Nov 2026,

02Nov 2026

02Nov 2026

02Nov 2026,

02Nov 2026,

02Nov 2026

02 Nov 2026

5:37pm

5:37pm

5:36 pm

5:36pm

5:35pm

5:35pm

5:35pm

5:35pm

5:34pm

5:34pm

5:33pm

5:33pm

5:32pm

5:32pm

,5:32pm

DEVICE

Chrome on Windows

Chrome onWindows

Chrome onWindows

Chrome onWindows

Chrome on Windows

Chrome onWindows

Chrome on Windows

Chrome on Windows

Chrome on Windows

Chrome on Windows

Chrome onWindows

Chrome onWindows

Chrome onWindows

Chrome on Windows

Chrome onWindows

@& AlphaDemo Q @

(=]
@ Columns

BY
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06 Experience Studio: the home page

Experience Studio lets you change what everyone sees on HR4ON Home — seasonal greetings,
highlight cards and celebrations — without waiting foran app release.

@) Occasionthemes and seasonal greetings

Atheme dresses the home page banner foran occasion such as Diwali, Christmas or Republic Day, with a
greeting, colours and an optional animation.
WHAT YOU SEE
e Counttabs: Live (showingnow), Scheduled (willshowontheirdates), Ended and Off .
e Eachcardshows the greeting, dates, decoration, priority and audience.
e Whentwo themes overlap, the one with the higher priority wins.
HOW TO DO IT
1) Select Experience Studio .
2 Stayon Occasionthemes .

3 Select Newtheme , oropenanexisting one to changeit.

7ON Q Searchpages and features ctrl K @ Aphademo B @

Home

Experience Studio ©

% Approvals ) )
(ISR | Homecards  Celebrations &layout

8 Myworkspace

4 o 0 ® 0
Scheduled ~ Ended oft

= Myrequests

) Myattandsnce & Sesebhenes

) My profile
® Family & bank > = % ‘ :

® Myjob history MAPPY REPUB|

Hivioave Republic Day 2027 © Scheduled Makar Sankranti 2027 © Scheduled New Year 2026 @ scheduled
B vy cboarding B 26Jan2027 - 26 Jan 2027 £ 13Jan2027-16an 2027 B 31Dec 2026 - 02 Jan 2027
- priofity 90 - Everyone priority 70 - Everyone New Year - priority 75 - Everyone

My payslips
My documents

3 My Shifts & Holidays

T

Documents & pay [ ! + )
[) (33 |
MERRY CHRISTMAS HAPR) - ! ALWAYS ON FOR YOU

My performance \
My timesheet Christmas 2026 @ scheduled Diwali 2026 & Live HR4ON signature 2026 & Live

B 20Dec 2026 - 26 Dec 2026 B 210ct2026 -11Nov 2026 B 150ct2026 - 11 Feb 2027
My benefits

Christmas - priority 70 - Everyone Diwali - priority 80 - Everyone Sparkles - priority 10 - Everyone

3 Myassets T

«©

[ @) TH0000! [ @)
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m Create or edit atheme

Build the greeting, choose the look, schedule it and choose who seesit. The preview on the right shows the
banneron aphone ordesktop.

HOW TO DO IT

1 Enterthe Themename ,the Greeting (shownlarge onthebanner)andashort Message .

2 Under Look & feel choose the gradient colours, the Animated decoration andthe Openinganimation .

3 Optionally Uploadartwork (PNG, JPG, WebP or SVGup to5MB).

4 Under Schedule & audience set Startson , Endson (inclusive) and the priority, and choose Everyone or

Selected groups .

5 Turnon Enabled andselect Savetheme .

GOOD TO KNOW

¢ HR4ON checks the text contrast against the colours you choose; keep it marked AA so the greeting stays readable.

e The opening animation plays once per device andis skipped for people who have reduced motion turned on.

ON

Home

Approvals

My workspace

= Myrequests

B My attendance

). My profile

>\ Family & bank

© Myjob history

My leave

¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets
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Q Searchpagesand features ctrl K

ADMINISTRATION > EXPERIENCE STUDIO

< RepublicDay 2027 ©sechedued Updated

Occasion & message

Theme name * Occasion Optional
Republic Day 2027 Republic Day
Greeting

Happy Republic Day
60 shown large on the banne:
Message

Celebrating the Constitution of India

Look & feel (O

Gradient start Gradientend

- #0A3654 - #1E3ASA

+ White text contrast 12.6:1 (AR) + White text contrast 10.4:1 (AA)
Animated decoration

Tricolour — national days v Flag hoisting

Artwork (optional)

Upload image

Opening animation

@& AlphaDemo Q @

O History B savetheme
Live preview 0 Desktop

Good evening, Priya
Monday, 2 November

HAPPY

Celebratingthe Constitution of India.
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m Home cards

Home cards are short highlights on the home page: a policy reminder, an open-enrolment window, alink to a

survey.

HOW TO DO IT

1 Openthe Homecards tabandselect Newcard .

2 Choosethe Type ,enterthe Title , Text ,anoptional Badge anda Buttonlabel withthe pageit
Opens (in-app path) .

3 ) Pickacolour,set Startson and Endson (inclusive) ,and choose the audience.

4 Turnon Pintothefront forurgentcards,thenselect Savecard .

GOOD TO KNOW

¢ Changingalive card asks you to confirm, because everyone sees the change straight away.

oN

Home

Approvals

My workspace
JZ Myrequests
)i Myattendance
My profile
% Family & bank
© Myjobhistory
My leave
7. My onboarding
My payslips
My documents
5 My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2. Mvassets

Q  searchpages and features ctrl K @) Alpha Demo @ e
Experience Studio ©

Occasion themes [] Celebrations & layout

& 5 0 o 0 )

(C]
Live Scheduled Ended off

Q Searchcards

Weliness

Diwali celebration — Friday 4 PM Wellness Wednesday Healthinsurance enrolment is open

Event - Pinned ¢ Live Wellness & Live Announcement & Live
210c12026 - 07 Nov 2026 200ct 2026 - 16 Nov 2026 19 0ct2026 - 11Nov 2026
HC00001 [ @) HC00004 [ @) HC00002 [ @)

Policy

Updated hybrid work policy Refer a friend, earn abonus

Policy ¢ Live Highlight & Live
17 Oct 2026 - 21Nov 2026 120ct2026 -1 Dec 2026
HC00003 () HC00005 ()
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Ctrl K @D Alpha Demo Q @

Q Searchpagesa

Home ADMINISTRATION > EXPERIENCE STUDIO
Approvais < Newhome card
Preview
Content
My workspace
Type
i TaleRts Announcement b4
My attendance e.g.
Title *
My profile (! = J
Family & bank
Text
My job history
My leave
My onboarding ¥
My payslips
Button label Optiona Opens (in-app path) Options
My documents i

My Shifts & Holidays

Documents & pay
Colour ©

My benefits
iy FENE - -

Creatingahome card.

My performance

My timesheet
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@) Celebrations and home layout

Choose which celebrations appear on Home and in what order the home sections show.

WHAT YOU SEE

e Celebrations :switch Show birthdays , Show work anniversaries , Welcome new joiners and

Occasion opening animations on or off, and setthe New joiner window (days) .

e Homelayout : move sectionsup ordown, Hide asection, oradd ahiddenone back.

GOOD TO KNOW

e Changes here save straight away and apply to everyone.
e Employees can always choose not to show their own birthday or anniversary.

hoN

Home

Approvals

My workspace

My requests

y My attendance

My profile

3 Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Q  Searchpages and features cerl K
Experience Studio ©

Occasionthemes ~ Homecards ( Celebrations & layout )
Celebrations| ©

Show birthdays

Show colleagues’ birthdays on the home page (employees can opt out).

Show work anniversarles
Show work anniversaries (completed years) on the home page.

Welcome new joiners
Show recent joiners so colleagues can welcome them:

Qccasion opening animations
Play the one-time opening animation foroccasion themes (always
skipped with reduced motion)

New joinerwindow (days)
Howlong ajoiner is shown as new.
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Biaigs

4

Gomeres) ©

1

Quick actions

Approvals waiting

Today (attendance, leave, pay widgets)

Highlights (home cards)

Celebrations

Upcoming holidays

Insights

@ Alpha Demo

°Q

Hide
Hide
Hide
Hide
Hide
Hide

Hide
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07 Approval workflows

Everyrequest that needs approval — leave, expenses, bank changes, offers, payroll runs — follows an
approval chain. HR4ON has a sensible built-in chain for each request type. Create your own version

whenyour organisation needs different steps.

The workflow catalogue

The catalogue lists every request type by module, with the chainiit
WHAT YOU SEE

[ ]
[ ]

HOW TO DO IT
1) Select Approval workflows .

2 Use Search tofindarequesttype, forexample "leave”.

oN

Q Searchpagesand features cerl K

) Home

Approval Workflows ©

Approvals
Show versions fer Search

All companies (global + company versic Request type or module

uses today.

Versions lists customversions, Simulate teststheroute, New Version startsadraft.

Show versions for switches between global versions and versions forone company.

@& AlphaDemo Q @

. =

My workspace COMPANY & ORGANISATION

= Myrequests
% Company activation

B My attendance
Built-in default chain
Platform administrator approval (Role: PLATFORM_ADMIN)

USERS & ACCESS

) My profile
> Family & bank
% Myjob history

My leave

5 = % Access grant (sensitive or privileged)
¢ Myonboarding
Built-in default chain

My payslips
Mot Access approver (Role: HR_ADMIN)

My documents

Qversions
My Shifts & Holidays

Documents & pay ARERDYAES

My performance % Approval workflow publication

My timesheet Built-in default chain

Process owner approval (Role: PLATFORM_ADMIN)

i Versions | & e

My benefits

2. Mvassets

EMPLOYEES
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¥® Versions A simulate Overs

% Company amendment

Built-in default chain
Platform administrator approval (Role: PLATFORM_ADMIN)

% Role permission change (sensitive or self-held)

Built-in default chain
Access approver (Role: HR_ADMIN)

ons k° Versions & simulate

Built-in default chain means no customversion has been published; the line below shows the default steps.
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Create a workflow version: scope and steps

A workflow version sets who approves, inwhat order, and from which date. Use it to add an HR step to long
leave, orafinance step to large expenses.

HOW TO DO IT

1 Select NewVersion ontherequesttype.

2 Under Scopeand Validity choose Appliesto (allcompaniesorone),the Name and Effective from .

3 Under ApprovalSteps select AddStep foreach step.Foreachstep choose Who approves :

Reporting manager , Skip-levelmanager , Departmenthead , Roleinscope oOr Named person .

4 Choosethe Approvalrule :

Any one approver , Everyapprover (parallel) or Quorum (minimum number) .

5 Use Moveup and Movedown toorderthe steps.

GOOD TO KNOW

e Stepsruninorder. Arequest that matches no step waits for an administrator, unless you turn on
Allow requests with no applicable step under Controls (never allowed for payroll, bank, access or write-offs).

Z ON Q  Searchpages and features

Home

i Approvals

My workspace

= Myrequests

i Myattendance

My profile

Family & bank

© Myjob history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mvassets
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LEAVE REQUEST

Ctrl K

< New workflow version

¥ Scopeand Validity
Request type *
Leave: Leave request

Name *

Leave request approval

Effective from *

02-11-2026

= ApprovalSteps O

1 Manager approval

er this date use thisversior

(Who approves

Reporting manager
The employee'sline manager

Minimum amount Opricna

Appliesto

All companies (global)

Endsbefore Optional

xclusi

dd-mm-yyyy

end date. Usually

) Approval rule

Any one approver

Below amount Optional

& Alpha Demo

4%

+ AddStep

|

°Q
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Conditions: amount ranges
Forrequests with anamount (expenses, loans, offers), a step can apply only withinan amountrange. For
example: manager for everything, plus Finance at 250,000 or more.

HOW TO DO IT
1 Inthestep, enter Minimumamount (included)and/or Belowamount (notincluded).

2 Leave bothemptyforastep thatalways applies.

TIP
e Usethe TestaScenario panelatthebottomwith asample employee and Amount tocheckwhichstepsapply.

4 (o] ] Q Searchpage s cerl K @) Alpha Demo @ e

Home N -
Description Options

Approvals

My workspace
= ’=  ApprovalSteps O + AddStep
= Myrequests
) My attendance
1 Manager approval o
@ Myprofile
‘Who approves Approval rule
® Family & bank
Reporting manager v Any one approver ~
My job history The employee’sline ma

YBetowamount opiiona )

My leave (Minimum amount «

My onboarding

Due within (hours) Optiona
My payslips

48

My documents

Drives reminders and escalation

My Shifts & Holidays

D ts &
& Documents&pay @ Controls, SLAand Escalation

® Myperformance

Block self-approval D Reasonrequired toreject orreturn ()
My timesheet Requesters and the employee concerned cannever approve

(maker-checker).
My bensfits Allow batch approval Allow requests with no applicable step

Only for low-risk, routine requests Otherwise they wait for anadministrator. Never for payroll,

Y Mvassets
o= bank, access orwrite-offs.

Escalate after (hours) Optional Escalateto
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SLAs, reminders and escalation

Sethow long each step should take, when approvers are reminded, and who is added when arequest is

overdue.

WHAT YOU SEE

Due within (hours) on astep drivesitsreminders and escalation.

Escalate after (hours) and Escalateto addanotherapprover(arole oranamed person)when a stepis late.
Escalation adds approvers; it never approves on anyone’s behalf.

Remind every (hours) sets how often approvers are nudged.

Block self-approval , Reasonrequiredtorejectorreturn and Allow batchapproval controlhow approvers
decide.

HOW TO DO IT

1

2

3

4

HR4ON - Administrator Guide - 2 November 2026

Fillin Controls, SLA and Escalation .

Adda Changenote explainingwhy thisversion exists.

Select Validate ,then SaveDraft .

Select Publish whenready.

GOOD TO KNOW
Publishing needs anindependent approver (maker-checker) by default. The draft shows

Waiting for publication approval untilitis accepted.
Requests already in progress keep the version they started with. New requests use the new version fromits

Effective from date.

Published versions are read-only. To change one, openitand select New Version .

ON

Home

i Approvals

My workspace

My requests

! My attendance

My profile

? Family & bank

My job history

My leave

f Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Ctrl K

© Controls, SLA and Escalation

Block self-approval
Requesters and the employee concerned canneverapprove
(maker-checker)

Allow batch approval
Only for low-risk. routine requests.

@

G AlphaDemo

Reasonrequired toreject orreturn

Allow requests withno applicable step
Otherwise they wait for anadministrator. Never for payroll,
bank, access orwrite-offs.

(Esca!ats after (hours) Optiona

) Escalateto

y = company SLAsetting: O = never. Escalationadds approvers, it never

Skip-level manager (default)

(Remind every (hours) Optional

Empty =company

Change note Cptions

A TestaScenario

Save the draft firstto test it

SaveDraft

°Q
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Simulate aroute

Before orafter publishing, check exactly who would approve arequest for a given employee and amount.

HOW TO DO IT
1 Select Simulate Route onthe catalogue(or Simulate onarequesttype).
2 Choosethe Requesttype ,the company oremployee, and anamountif relevant.

3 Select ShowRoute toseeeachstepandthe peopleitresolvesto.

GOOD TO KNOW
e Choosean Employee toseetheactualapprovers. With only acompany chosen, steps suchas
Reporting manager show No approver ,and HR4ON warns that the route would stop for a workflow
administrator.

hON Q. Searchpages and cerl K @ Aphademo B @
Home APPROVAL WORKFLOWS
B i < SimulateaRoute © =
3 Scenario 53 Route
My workspace
Request type * Built-in default chain (no publish Asof 02 Nov2026
= Myrequests
Leave : Leave request v

@ This route would stop for a workflow administrator
Company Astep has no eligible approver. The request would wait in “Needs an
approver” —itisnever approved automatically

) My attendance

) My profile

Alpha Deme v

Family & bank
Employee

proval £ Noapprover
ger - duein48h

5 —

My job history Search name or employee number

My leave The estis about (alsoused as the * Norequesterchosen, so self-approval rules are not checked in this test

At least one step has no eligible approver: aworkfiow administrator would have

My onboarding toassignone

Amount Optional
* Approvers of later steps are resolved when each step starts, so organisation
My payslips changes before then canchange them
My documents Asof
My Shifts & Holidays 02-11-2026 m]

Documents & pay

Show Rout:
My per{ormance

My timesheet

My benefits

" Mvassets
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Workflow defaults in Settings

Default reminder and escalation times, the batch decision limit and whether publishing a workflow needs

approval are system settings.

WHAT YOU SEE

Escalate after (hours) : default for chains that do not set their own (O turns default escalation off).

Maximum reminders pertask and Reminderinterval (hours) .

Publishing a workflow needs approval : maker-checker on workflow changes.

Longest delegation window (days) for out-of-office delegations.

HOW TO DO IT

1

2

Open Settings andlookunder Approvalworkflows and SLA & escalation .

See the Settings chapter forhow to change a value.

7oN

Home

Approvals

My workspace
= Myrequests
i My attendance
@ Myprofile
Family & bank
& Myjob history
My leave
7' My onboarding
My payslips
My documents
5 My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

& Mvas:

Q searchpagesand features ctrl K
Settings ©
Show values for Asof
Platform(no company) 2 02-11-2026 [m]

% Approvalinbox

(only forworkfiows that allow batch approval).

Default

High-impact amount
Requests at or above this amount are flagged as high impact in the inbox

Default

%  Approval workflows

Publishing aworkflow needs approval
Anew approval-chain versionis published only after an independent approver (maker-checker) acceptsit

Default

% Delegation

Longest delegation window (days)
Upper limit for ane out-of-cffice delegation.

Default

% | SLA & escalation

Escalate after (hours)

Default escalation delay for chains that do not set their own. O turns default escalation off. Escalation adds appro

Default

Mavimiim ramindare nar taslk
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Search

Setting name or key

50

100000

On

90

72

b Alpha Demo @ @

&
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08 Monitoring approvals and rerouting

The workflow monitor shows every approval request in the system, so you can spot stuck requests
before employees chase you.

m The workflow monitor

Use the monitor daily to catch overdue requests, requests with no approver and failures.

WHAT YOU SEE

Overdue : past theirdue time.

Needs an Approver :no one could be found for a step, forexample because the manager left.

Failed Execution : approved, but the follow-up action failed and needs aretry.

Returned :sent backto the employee forchanges.

SLA shows hours overdue, reminders sent and whether the request was escalated.

Report shows charts by process, by status, by age and turnaround by step.

HOW TO DO IT

1

2

Select Workflow monitor .

Select atabtofilter.

Selectarequestto openit.

Select RunSLACheck tosenddueremindersand escalations now instead of waiting for the next

scheduledrun.

hoN

Home

Approvals

My workspace

= Myrequests

@ My attendance

® Myprofie

& Family & bank

© Myjobhistory

My leave

¢ Myonboarding

My payslips

My documents

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Y Mvassets

Workflow Monitor ©

{ NeedsanApprover ] Failed Execution Returned AllOpen AllRequests

Q Sea

1-40f4
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rchtitle or reference

Request

Priya Sharma - 5 days Earned Leave

IshitaBose - 1day Casual Leave

Divya Pillai - 1day Casual Leave

Sunita Patil - 1day Casual Leave

ctr1 K

B Anydate
TYPE CURRENT STEP
Leave Manager
request approval
Leave Manager
request approval
Leave Manager
request approval
Leave Manager
request approval

WAITING FOR

Kavya Rao, Aarav
Mehta

Kavya Rao, Aarav
Mehta

Rohan lyer, Aarav
Mehta

Harish Kulkarni

Report

Due

213h
overdue

213h
overdue

213h
overdue

213h
overdue

SLA

3 reminders

Escalated

3 reminders

Escalated

3 reminders

Escalated

3 reminders

Escalated

Rows

&) AlphaDemo Q @

[ Columns

STATUS ACTIONS
A Overdue A,
£ Overdue 8,
A Overdue 2
A Overdue R’

20 ¢ <  Pagel/l >
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Reassign or assign an approver

When an approveris away or has left, move the step to someone else so the request does not wait.
HOW TO DO IT

. Inthe monitor, select Reassignapprovers (or Assignapprover )onthe row.

. Choosethe new Approvers .

' Tick Remove current approvers who have not decided yet if they should nolongerseeit.

. Entera Reason andselect Assign .

GOOD TO KNOW
¢ The employee and the new approver are notified. The change isrecorded in the request history.

Reassign approvers

REQ-2026-000001 — the people you choose can decide the
current step. Your reason isrecorded in the request history.

&ppvovers

Searchbyname

Typeat least 2letters of a name.

Remove current approvers who have not decided yet

@eason i

#

iy
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€X) Avpprovalrerouting after manager changes

HR administrator. \When an employee moves to a new manager, openrequests waiting on the old manager
need a decision: move them to the new manager or keep them where they are. HR4ON lists them here.

WHAT YOU SEE

e NeedsRerouting :requests whose approverno longer manages the employee.

e Rerouted : moved to the new manager.

e Kept : deliberately left with the original approver.

HOWTO DO IT

1 SigninasanHRadministratorand open Approval Rerouting inthe Administration menu.

2 Select Checkformanagerchangesnow (the searchicon atthe topright)tolookfornew cases straight away.

3 Foreachrequest, choosetoreroute orkeepiit.

GOOD TO KNOW

¢ The platform administrator cannot open this screen; it belongs to the HR administrator.

} ON Q Searchpagesand features

ol Home

Approval Rerouting ©

= 0
Needs Rerouting

Q Searchreference ortitle

Y Approvals

My workspace

Y= Myrequests

@ My attendance

My profile

5 Family & bank

&© Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

® My performance

My timesheet

& Mybenefits

2 Mvassets
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ctr1 K

o0 s 0 More

Rerouted Kept

=

Nothing needs rerouting
Requests appear here when an approver stops managing the
employee

&) AlphaDemo g @

30

v

D Columns
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09 Integrati

ons

Integrations connect HR4ON to other systems: banks, accounting, directories, attendance devices
and any system that wants to receive HR events. In this demo every connectoris alabelled simulator; no
dataleaves HR4ON.

m Connectors overview

The Integrations hub lists every connector with its owner, health and pending or failed deliveries, plus the

catalogue of connector types you canadd.

WHAT YOU SEE

e Health : Healthy , Degraded orfailing, based onrecent deliveries.

e PENDING /DEAD : messages waiting, and messages that failed after every retry.

e Needsattention atthe top highlights deadletters and payment enquiries.

e Connector Catalogue showsthe adapters available: signed event webhooks, attendance devices, directory

sync, accounting expor
HOW TO DO IT
1 Select Integrations .

2 Select Open onaco

hoN

Home

Approvals

3 My workspace
7= Myrequests

i My attendance

@& Myprofile
Family & bank
9 Myjob history
My leave
7 My onboarding
My payslips

My documents

@ 3
Inuse

Connector

Bank payment APl (Demo)
Directory sync (Demo)
General ledger export (Demo)

HQ biometric events (Demo)

t, bank payment.

nnectorto seeits details.

Q  Searchpages and features ctrl K

Integrations ©

Connectors Imports and mappings Job menitor Deadletters

© Needsattention
1dead letter - 1 payment enquiry required

Active " Draft

Q Searchconnectors

ADAPTER
Bank payment file / API
SSO/directory sync
Accounting journal export

Attendance device (biometric)

5 My Shifts & Holidays TAnra

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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& |Connector Catalogue| O

« Signedeventwebhook A simulater
Events - Outbound - contract hr4on.events vi
& Attendance device (biometric) A simulator  Tinuse
Time - Inbound - contract device.punch v
& Accountingjournalexport A simulator  linuse
Finance - Outbound - contract gl journal vl

@ Alpha Demo Q @

o

APl clients Reports
B Testing @ Disabled
OWNER Health PENDING / DEAD
Sanjay Verma & Degraded 071
Sanjay Verma @ Healthy 0/1
Sanjay Verma 0s0
Meera Nair @ Healthy 0/0

Rows 20 ¢

« Inboundsignedwebhook A simulator
Events-Inbound - contract hr4on.inbound vi
A simulator

linuse

« S$SO/directory sync
Identity - Qutbound - contract directery.userv]

+ Bankpaymentfile /APl A Simulator
Finance - Outbound - contract bank payment vl

Tinuse

More

Open workbench

<

[ Columns

STATUS

© Active

© Active

3 Draft

© Active

Pagel/l1 >
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Open and test

aconnector

The connector page shows its purpose, the data it may carry, where it sends data, and its deliveries and secrets.

WHAT YOU SEE

e Overview :configuration, permitted data and subscribed events.

e Deliveries : each message sent, with attempts and outcome.

e Secrets :thesigning secretversions; use Rotate toreplace asecret.

HOW TO DO IT
1, Opentheconnector.

2 Select Test tosendatestmessage.

3 Use Connectoractions to Configure , Disable or Retire it.

GOOD TO KNOW

e Aconnectorcanonly send the data categories listed under Permitted data ,and only to addresses onthe

Endpoint allowlist .

hoN

Home

Approvals

ctr1 K

Q Searchpagesa

BANK-DEMO - ALPHA

< Bank paymentAPl (Demo) ® Active /A Degraded A Simulator

My workspace @ Deliveries [ Secrets 1 ]

= Myrequests

@ My attendance

) My profile

Family & bank

Y My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

A Mvassets
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Delivered 24h Failed tries 24h
& 0 A( 0

2% Configuration

PURPOSE

Rehearses payment instruction hand-over, unknown outcomes and enquiries. No
money moves.

DESTINATION

https://simulator.hrdon.local/bank

SUBSCRIBED EVENTS

PaymentBatchReleased

SECRET REFERENCE

vault:intg/connector/61a164d7527f7d0d8ad3deaba79df7bc/v1

Pending

) o

PERMITTED DATA

Paymentinstruction (masked account)

ENDPOINT ALLOWLIST
simulator.hr4on local
DEMO BEHAVIOUR
Unknown Qutcome

&) AlphaDemo Q @

ApAPTER Bank payment file / APl (Outbound) owNEr Sanjay Verma conTrRACT bank.paymentvl  secrer v1-sig-b8Ib1185  LastTesT Passed 20 Oct 2026, 11:49 pm

J\r Dead letters
I
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Webhooks: send HR events to another system
A signed event webhook sends HR4ON events (for example an employee joining or leaving) to another system,
which can check the signature to trust the message.

HOW TO DO IT
Select New Connector .

Choosethe Company ,entera Code (usedinthewebhookaddress)anda Name .
Choosethe Adapter Signedeventwebhook andthe Owner ,whoreceives failure alerts.
Describe the Purpose andlistthe Permitted datacategories , separated by commas.
Enterthe Destination URL andthe Endpointallowlist ,and choose the Subscribed events .

Select Register . Then openthe connector, SetSecret ,select Test ,and Enable it.

GOOD TO KNOW

e Demo behaviour letsyou try out failures safely while testing.

¢ Incoming webhooks (other systems sending to HR4ON) use the Inbound signed webhook adapterand show a
Webhook address to give the other system.

Register connector

Connectors run in demo mode: no outside systemis called. Live connections need an
approved contract and test evidence first.
Company * Code*
Choose acompany d e.g.HQ-DEVICE
Used inthe webhook address
Adapter*
Signed event webhook (Events)
Demo behaviour
Me Accepts every message
Receives failure alerts (never payloads) Try out failures safely

Purpose *

Permitted datacategories *

Event envelope (identifiers only)

Commaseparated. Only these categories may cross this connector.

@estinatlon URL* ) Endpoint allowlist

https://simulator.hr4on.local/ simulator.hr4on.local
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€ 'mports and data templates

Load datain bulk with module-owned templates: organisation units, masters, holiday calendars, shifts,

employees and more.

HOW TO DO IT

1, Open Integrations andselect Importsand mappings

2 Select Download .. template forthe datayouwanttoload.

3 Fillitin, thenselect Import.. anduploadit.

4 Checkthe preview. Imports marked Allornothing load nothingif onerowiswrong; Partial importsload
the goodrows andlist the rest.

TIP

e Follow progress and download error fileson Job monitor

70N Q

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv as:
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Search p cerl K

Imports and Mappings ©

Connectors  (LISUSEREREERILE  job monitor
[] Mapping versions

Module-owned templates

Organisationunits Company & organisation Master

org.unitsv1 - All or nothing - Create / Update

Lookup masters Company & organisation ~ Master

org.ma 1 Update

Employees Employees  Master

people.employees vl Partial. Create/ Update

Employee statutory profiles = Statutory&tax  Master
profiles v1  Part reate/ Update

Openingloanbalances Loans&advances  Opening

loans.o ] ances vl - Partial - Create

Tax withholding openings (verified, with evidence)

Statutory&tax  Opening

compliance tax-openings vl - Partial - Create

Software licence entitlements  Assets  Historical
assets.lice /1-Partial - Create

Pooled and consumable stock Assets  Historical
al stock vl - Partial ate

Deadletters

APl clients

Noimportright

@b Alpha Demo @ @

Reports

Filtertemplates

Holiday calendarentries = Shifts, Rosters & Holidays

Master

3 holidays vl - All or nothing

Shift definitions ~ Shifts, Rosters & Holidays ~ Master
ros Create
Employee assignment changes Employees  Historical
people.assignments v1 - Partial - Create
Opening leave balances Leave  Opening

Opening

Asset openings (serialised register) Assets

assets.openingsvl - Partial - Create

Benefit elections with provider acknowledgements
Benefits Master
benefits elections vl - Partial - Create

Receipt: serial items against aninvoice Assets

Historical

assets.serials v1 - All or nothing

Matrix COSEC events Attendance  Historical

attendance.cose

Najin

oimpor

nport righ

NaTBortH

L=

rtright

oimportrigh
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€X) )Job monitor, dead letters and exports

Checkimports and outgoing deliveries, and deal with messages that failed after every retry.

WHAT YOU SEE

e Jobmonitor :imports and deliveries with Staged , Running , Completed , Partial or Failed .

e Deadletters :deliveries that gave up, with the failure reason and number of tries; replay them once the other

systemis fixed.

e APlclients : othersystems allowed to read from HR4ON, with their scopes and rate limits.

HOW TO DO IT
1 Open Integrations andselect Deadletters .

2, Openthe message, fixthe cause, andreplay it.

ctr1 K

-‘ON Q  Searchpages and featu

i DeadLetters| ©

Approvals

My workspace ® 1 0] 1
Deadletters Enquiry required
= Myrequests
Q Searchevent, key orreference

¥ My attendance
D Myprotie CONNECTOR Event / schema

Fatnily & bank Directory sync (Demo) AccessChanged - Outbound
) Myjob history 1-1lofl

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

8 Mvassets
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Connectors Imports and mappings Job menitor Dead letters APlclients

&) AlphaDemo Q @

8 |<| B
More -
D Columns
FAILURE STATUS
Timeout ® Dead letter
Rows | 20 ¢ <  Pagel/l >
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m Attendance devices and Matrix COSEC

HR administrator. Biometric terminals, RFID readers, face kiosks and Matrix COSEC controllers are registered
under Attendance Setup. HR4ON never counts the same punch twice, and unknown badges go to aresolution

queue.

HOW TO DO IT

that do not send a direction.

GOOD TO KNOW

—

HR40ON - Administrator Guide - 2 November 2026

SigninasanHR administratorand open Attendance ,then Setup ,thenthe Devices tab.

Select NewDevice ,enterthe Code and Name ,andchoosethe Kind : Biometric terminal ,
Matrix COSEC (face / finger / card) , RFIDreader , Facekiosk or Demo device .

Use TestConnection and SyncNow ,andmap any Unmapped COSECusers toemployees.

e Adevicekeyis shown only once whenissued orrotated. Enterit on the device straight away.
e Badge numbers are linked to employees onthe Badge Mappings tab.

New Device

Code*

Matrix COSEC (face/fing v Notset
Time zone Status

Asia/Kolkata Active

Empty = company time zone

Device does not report In/Qut (punches alternate)

Notes Optional

Gancel

Choosethe Location and Timezone ,andtick Device does notreportin/Out (punches alternate) forreaders

For a Matrix COSEC device, openits Matrix COSEC connection and choose Pullfrom Server (HR4ON reads
the COSEC server) or Device Pushes (the device sends punchesto HR4ON with a device key).

Page 48 of 62



10 self-service help answers

HR administrator. Help answers are the short questions and answers employees find on Help in My

workspace, such as "How do | apply forleave?". Good answers cut helpdesk tickets.

@) Manage help answers

See every answer with its category, company and status, and publish, unpublish orretire it.

WHAT YOU SEE

Published : employees canseeit.
Draft : being written.
Retired :nolongershown, kept for history.

COMPANY : Allcompanies orone company only (forexample salary credit dates).

HOW TO DO IT

SigninasanHR administratorand open Self-service help inthe Administration menu.

Use Edit , Publish , Unpublish or Retire onarow.

ON Q  searchpages and features cerl K @& AlphaDemo @ @

H
1 Self-serviceHelp © (=]

Approvals

- 11 [ . z ] o
Published Draft

My workspace
Q Searchquestion or code
= Myrequests
Question Category T COMPANY Updated STATUS
i My attendance
Canlinstall HR4ON on my phone? App All companies 020c12026,7:44pm < Published
) My profile
_ My punch did not seem to go through. Attendance Allcompanies 020ct2026,7:44 pm £ Published
Family & bank
My job history Iforgot to clock out. What should | do? Attendance Allcompanies 020¢t2026,7:44pm ¢ Published
My leave Where are my letters and policies? Documents All companies 020ct2026,7:44 pm % Published
Pty coboarding Canlcancelleave that is already approved? Leave All companies 020ct2026,7:44pm ¢ Published
My payslips
How do | apply forleave? Leave All companies 020ct2026,7:44 pm % Published
My documents
Whenis salary credited at Alpha? Pay One company 020ct2026,7:44pm ¢ Published
3 My Shifts & Holidays
How do | update my phone number or address? Profile Allcompanies 020ct2026,7:44 pm £ Published
Documents & pay
My performance How do ladd my spouse or children? Profile Allcompanies 020ct2026,7:44pm ¢ Published
My timesheet How do | change my salary bank account? Profile Allcompanies 020ct2026,7:44pm £ Published
My benefits .
How do | know where my request is? Requests All companies 020ct2026,7:44pm ¢ Published
2 Mvassets
Who do | contact foran ID card replacement? Workplace One company ) Draft
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Write a new answer

HOW TO DO IT
. Select New Answer .

. Typethe Question thewayanemployee would askit,andthe Answer inplainwords.

‘ Choosethe Category and Company .

. Add SearchWords people mighttype,andan In-applLink tothe page thatsolvesthe problem.
. Setthe Order initscategoryandselect Save .Then Publish it.

TIP

o Keep answers to afew sentences and link to the screen that does the job.
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New Help Answer
Company *

Alpha Demo

Question*

Answer*

Category *

(Searr.h Words Opiiona

In-app Link Optional

For example /mey/leave/apply

Page 50 of 62



11 settings

Settings hold the rules that are not part of aworkflow or a policy screen: approval defaults, asset rules,
home page options and many module settings. Every settingis versioned by date.

@) Find asetting
Settings are grouped by module and area. Each shows its description and current value, and whetheritis the
default.

HOW TO DO IT
1 Select Settings .

2, Choose Showvaluesfor : Platform (nocompany) Oracompany.
3 Use Search ,orscrolltothearea.

4 Use Asof toseethevaluesonanotherdate.

ON Q  searchpages and features cerl K @& AlphaDemo @ @
Home -
Settings © &
Approvals
i (Show values for ) Asof (searcn )
Platform(no company) v 02-11-2026 [m] Setting name or key
My workspace

% Approvalinbox

= Myrequests

% My attendance Batch decision limit

Maximum re inone batch decision (only for workflows that allow batch approval 50 >
) My profile Default
B Famity & bank High-impact amount )
Requests at orabove this amount are flagged as high impact in the inbox. 100000 >
) My job history DS
My leave
o %  Approval workflows
7' Myonboarding
Publishing a workflow needs approval
My payslips Anew approval-chain version s published only after anindependent approver (maker-checker) acceptsit on >
Default
My documents
My Shifts & Holidays % Delegation
Documents & pay Longest delegation window (days)
Upper limit for one out-of-office delegation. 90 >
My performance Default
My timesheet
% SLA&escalation
My benefits
Escalate after (hours)
2| Mvassets Default escalation delay for chains that do notset theirown. O turns default escalation off. Escalation adds approvers; it never approves 72 >

Default

Mavimiim ramindare nar tacl
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Change a setting from a date

Open a setting to see which value applies, its history, and to set a new value.

WHAT YOU SEE

e  Which Value Applies : pick a company, branch oremployee and a date to see the value that applies and where
it comes from (company, platform or built-in default).

e History :every pastvalue with who changed it and why.
HOW TO DO IT
1 Selectthe setting.

2 Under SetaNew Version choosewhereit Appliesat (the platform,acompany orabranch), thenenterthe
Effective from date,the Value anda Reason .

3) Select Save Version .

GOOD TO KNOW
e Acompany value overrides the platform value for that company. Changes apply from the date you choose and are
keptinhistory.

} ON Q searchpagesand features ctrl K @& AlphaDemo @ @
Home No company (platform) v Choose a company first v
Approvals Employee (optional) Asof

Search name oremploye 02-11-2026 (]
e Company andbranch are taken fro

= Myrequests Applieson 02 Nov2026
72
J Myattendance fromBuilt-in default

My profile

1. Company notset
Family & bank

2. Platform - All companies notset
My job history
My leave 3. Built-in default - Built-in default 72 @ Applies
My onboarding
S B setaNewVersion ©
My documents Applies at Effective from*
My Shifts & Holidays Platform v 02-11-2026 a
Documents & pay Value*

©® My performance 2
Allowed: 010 720
My timesheet
Reason *

My benefits

" Mvassets

« Collapse l ]
Save Version
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12 Governance: audit, privacy and security

Governance brings together everything you need to prove HR4ON is run safely: the auditlog, privacy
requests, retention and legal holds, security alerts, incidents and system health.

Operations and system health

The Operations page is the health dashboard: background jobs, integration messages, file storage, audit
integrity, backups and security alerts.

WHAT YOU SEE

Overall shows the worst status of all checks.

Health , Jobs , Messages and Backup & Recovery tabs give the detail.

Scheduled Jobs lists recurring work such as approval reminders and report delivery.

Start Maintenance puts HR4ONin maintenance mode witha Message forusers .

HOWTO DO IT

1

2

Select Governance .

Read the health checks. Anything Warning or Critical has alink to the detail.

GOOD TO KNOW

¢ Only start maintenance mode in an agreed window; users cannot save work while it is on.

70N

Home

Approvals

My workspace
= Myrequests
i My attendance
) My profile
Family & bank
9 Myjob history
My leave
7' My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet

My benefits

Q searchpagesand

ctrl K

Operations © @ criteal

[ Health ] Jobs Messages Backup & Recovery

Overall JobQueue Messages
A-  Critical S o < o0
Checkednow Orunning, Ofailed (24 h Odead-lettered

]
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Health Checks

Database @ Healthy
Round trip 10 ms,

Jobqueue @ Healthy
No jobs waiting

Job failures (24h) @ Healthy

0O failed, O stuck (lease expired)

Integration messages © Healthy
0 pending (O retrying), O dead-lettered

Filestorage © Healthy
20 private files (0.2 MB); 1 expired; O quarantined

Auditintegrity A Warning
22452 rows sealed, 78 awaiting the next seal

Recoveryreadiness @ Critical
Latestrestore test failed for Files: recovery is not verified

Security alerts & Critical
3 open (2 high).

Runbooks

Recovery

8 Failed

RPO24h, RTO 4F

©  Auditintegrity ©

Business audit

22,062 sealed, 64 pending
Sign-inevents
390sealed, 14 pending
Openintegrity

& Storage

FILes 20 size 207KB  ExpireD 1

@b Alpha Demo @ @

%'

Open Alerts
@ 3
openincident
& Not Verified
{5 Not Verified

QUARANTINED O
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The auditlog

The auditlogrecords every change and every sensitive read in HR4ON: who did it, when, from where and why.

WHAT YOU SEE

e Counttabs: AllEvents , Sensitive Access (salary orpersonal dataviewed ordownloaded), Configuration |,

Security and Record Changes .

e Tabs: Events , Sign-ins , Integrity (prooftheloghasnotbeenaltered)and Configuration history.

HOWTO DOIT

1, Open Governance andselect Audit .

2 Use Filters tonarrow by module, actor, record or date.

3 ) Selectaneventtosee the before and aftervalues.

4 Select Export to givetheresulttoanauditor.

hoN

Home

% Approvals

My workspace
= Myrequests
M My attendance
) My profile
Family & bank
My job history
My leave
7 My onboarding
My payslips
My documents
My Shifts & Holidays
2 Documents & pay
My performance
My timesheet
My benefits

2 Mvassets

Q Searchpage ctrl K

Audit ©
Operations @ Retention Security Incidents Releases Reports Runbooks

Sign-ins Integrity Configuration

All Events Access Configuration Security

Q Searchaction, record, actor, reason B Anydate
Event Actor Occurred (UTC) REASON
Updated Uf?{,,_» 3760-7779-b5d3-b0IZE6CTATb] Anonymous 02Nov2026,5:39pm
ikl SR Anonymous 02 Nov 2026, 5:39 pm
Updated l‘{_sf,‘r'i 6 o Anonymous 02Nov2026,5:39pm
e s MeeraNair 02Nov2026,5:39pm
':g'g'"succied‘e? Us? S Anonymous 02Nov2026,5:39pm
Hgfa?feiUs?:{; T Anonymous 02Nov2026,5:3%pm
UPdafed U‘Sf:'i - - Anonymous 02 Nov 2026, 5:39 pm
ypda{sdf‘:éﬂ?ﬁ?flizﬁﬂo P Meera Nair 02Nov2026,5:39pm
I:g?'rnsucsfe?e? Use{ B StsibaEs Anonymous 02Nov2026,5:39pm
UastedUser Anonymous 02Nov2026, 5:39pm
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@& AlphaDemo Q @

» 21,537

" Record Changes

5 < & B

COMPANY KIND

@D Columns

& Security

& Security

& Security

ALPHA

£ Change

& security

& Security

& security

ALPHA

/2 Change

& Security

& Security
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E€X) Auditintegrity

Auditrecords are sealedin blocks so any later change would be detected. Check integrity before an external

audit.

HOW TO DO IT
1 On Audit ,open Integrity .

2 Select VerifyNow tore-checkevery sealedblock.

3 Select SealPendingRecords to sealrecentrecords straight away.

7oN Q Searct

Homs Audit ©

i Approvals

My workspace
2) My requests & Seal Pending Records
i Myattendance ) S
Y ©  Business AuditTrall ©
) My profile
SEALED BLOCKS
Family & bank 186
AWAITING SEAL
My job history 54
My leave LAST VERIFIED
Never

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Events Sign-ins Integrity Configuration

Ctrl K

Security Incidents

SEALED ROWS
22,062
LASTSEALED
5minutes ago

Releases

A Not Verified

Reports  Runbooks

@ Sign-inEvents ©

SEALED BLOCKS
26

AWAITING SEAL
14

LAST VERIFIED
Never

& Alpha Demo

°Q

£ Not Verified

SEALED ROWS
3%0

LAST SEALED

5minutesago
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EX) Privacy requests and consents

HR administrator. Employees can ask to see, correct or erase their personal data. Record each request, verify
who is asking, and complete it before the due date.

WHAT YOU SEE

e Counttabs: Open , ToVerify , InProgress , Overdue and Closed .

e Consents lists optional consents (for example photosin newsletters) and who has given them.

e Datalnventory lists what personal data HR4ON holds and its sensitivity.

HOW TO DO IT
1 SigninasanHRadministrator,open Governance andselect Privacy .

2 Select NewRequest ,findthe employee, choosethe RequestType , Channel and ReceivedOn ,and
select RecordRequest .

3 Opentherequesttoverify identity, work onit and close it.

GOOD TO KNOW
¢ Requestshave alegal due date. Overdue requests are flaggedinred.

4 ON Q  searchpages and features cerl K & Alpha Demo @ @
g Home Privacy ©

Approvals
Privacy Retention Security Reports

Requests Consents Datalnventory

a o 1 o 1 o 1 ol More v
Open To Verify InProgress Overdue Closed
i My attendance

Q Searchreferenceorname = Fiters | (3 Anydate 8 < B [ Columns
). My profile

My workspace

= Myrequests

- Family & bank Request SUBJECT Received Due ™ ASSIGNEE STATUS
D ey DSR-2026:00002 Rohanlyer  ALPO0003 17 Sept 2026 17 0ct 2026 (overdue) Recaived
Myleave S co-GOUL KavyaRao - ALPO0002 120ct2026 11Nov2026 @ identity verified
My onboarding
1-20f2 Rows 20 ¢ < | Pagel/l >

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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Ctrl K G AlphaDemo Q @

Home

Privacy ©

Approvals
Privacy Retention Security Reports
Requests [] Datalnventory

My workspace

My requests © Optional Consents

My attendance Photo in people directory 1Granted O withdrawn
My pectle Birthday and work anniversary wishes Bronip QEutv
[ A Optional pulse surveys ogreneady) Cawicivav

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

The Consents tab.
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EX) Retention andlegal holds

Retention policies say how long each kind of recordis kept. Aretention run previews whatis due for deletion and
needs approval before anythingis removed. Alegal hold stops records being removed while a dispute or
investigationis open.
WHAT YOU SEE
* Runs :retention previews and their status ( Previewed , InApproval , Ready , Executed ).
e Policies :theretention period, triggerand legal authority foreach class of record.
e LegalHolds : active andreleasedholds.
HOW TO DO IT
1 Open Governance andselect Retention .
2 Tocheckwhatisdue, select NewPreview ,choose the policyand AsOf date,andselect RunPreview .

3 Toprotectrecords, open LegalHolds ,select PlaceHold ,choose the employee orrecord, give the
Reason and StartsOn ,and save.

GOOD TO KNOW
e Recordsunderalegalhold are neverremoved by aretentionrun.
¢ Nothingisremoved until aretentionrunis approved and executed.

7ON Q Searchpages and features cerl K @ AphaDemo [P @

Home &
Retention & Legal Holds © =]
i Approvals

My workspace Runs Policies [ Legal Holds ]

® 1 &0 s 1
Active Released Al

Y= Myrequests

i My attendance

). My profile Q. Search hold, name or authority [ Columns
Family & bank Hold SCOPE AUTHORITY since REVIEW STATUS
© Myjobhistory L eutemeenao,  EmPloyee: Harish Kulkami(BETOD00T)  Demolegalnotice DLN-2026-07  22Aug2026  22Feb2027 ~ QActve
My leave
1-lofl Rows 20 & < Pagel/l >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Legal holds, as the HR administrator sees them. The platform administrator sees the same tabs.
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E€X) Security centre

The security centre shows automatic alerts (for example many failed sign-ins from one address), open sessions,
support access and the security policy.
WHAT YOU SEE

e Alerts : eachalert with severity, user or address, count and status. Use Acknowledge , Escalate toincident or
Dismiss .

e Sessions :everyone signedinnow;youcan End Session .
e SupportAccess :time-limited access fora support engineer, which must be approved.
e Policy : password, lock-out and sessionrules.
HOW TO DO IT
1 Open Governance andselect Security .
2 Review open alerts every day.

3 Select RunMonitor tocheckfornew alerts now.

1 (o] ] Q  Searchpages and features ctrl K & Alpha Demo Q @

H

i Approvals
Operations ~ Audit  Retention Incidents ~ Releases  Reports  Runbooks

[P — Alerts 3 Sessions 393 SupportAccess 0 Policy

= Myrequests
° ° . ‘s “
Open High Acknowledged Escalated
i My attendance
) My profile Q Searchalerts or address [ Columns
Family & bank ALERT Severity USER / ADDRESS COUNT  LastSeen STATUS
) My job history Befresh lokenreuse detacted o OHgh  SnchaReddy. 1 1 Tidaysago @ Open o o
Arotated refresh token was presented again: the whole session family was 1cvoked. Check thie device and P
My leave . N
Many fenadaon-nafiomoneaditess © Medium 198.51100.7 11 Tidaysago ® open v oo o
ailed sign-in attempts within 15 minutes from 198.,51.10¢
My onboarding
'??f’?’ﬁfgk?r?f“f“?‘ﬁ"ffﬁ,, o (@ High _.KavyaRao -1 1 Ildaysago ®© Open v om
My pe i Arotated refresh token was presented again; the whole session family was | cvuK eck the dévice and T
My documents 1-30f3 Rows 20 & < Pagel/l >

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

HR4ON - Administrator Guide - 2 November 2026 Page 59 of 62



Incidents

Record security and dataincidents, follow them through containment and resolution, and decide whether

anyone must be notified.

WHAT YOU SEE

e Status: Open , Investigating , Contained , Resolved , Closed .

e Theincident page holds the summary, owner, whether personal datais involved, notification assessment and

atimeline.

HOW TO DO IT

1 Open Governance andselect Incidents .

2 Select Reportincident ,enterthe Title , Category , Severity , Detected At , What Happened and
Affected Scope ,andtick Personal datamay beinvolved if so.

3 Opentheincidentanduse Record Containment and the nextactions asthe work progresses.

ON

Home

Approvals

My workspace

= Myrequests

y My attendance

). My profile

>\ Family & bank

& My job history

My leave

¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Q Searchpagesar

ctrl K @ Alpha Demo Q @

INCIDENTS

< Demo: refresh tokenreuse onaprivilegedaccount ©Hah O investigating =8
Investigating. Record how the incident was contained.

rerereNCE INC-2026-0002 caTecORY Security DeTECTED 22 Oct2026,3:43am  source Securityalert owner SanjayVerma personaLpaTa Notreported

NOTIFICATION NotAssessed ArFeCTED Oneadministrator session family
B Summary O

INC-2026-0002 (High, Security) detected 21 Oct 2026 22,13 UTC via Security alert; status Investigating. Containment not yet recorded. No personal data reported as
involved. 2 timeline entries; owner Sanjay Verma.

DESCRIPTION

Arotated refresh token was presented again from a different address. The
session family was revoked automatically.

© History

® |nvestigating S
Investigation started: evidenceis preserved.

® Reported Sa
Incident reports
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E€X) Governancereports and runbooks

Reports summarise sensitive access, backups andincidents for a period. Runbooks are the step-by-step
procedures for operations tasks such as restoring a backup.

HOW TO DO IT

1 Open Governance andselect Reports .

2 Choose 30Days , 90Days , 12Months or Custom .

3) Select Download CSV or Print .

4 Open

hoN

Home

Approvals

My workspace

My requests

i My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Runbooks foroperating procedures.

Q Ssearchpag

Governance Reports ©

Operations Audit Retention

30 Days 12Months  Custom

Security

Ctrl K

Incidents

Releases Runbooks

Showing 03 Oct 2026 to 02 Nov 2026, generated 02 Nov 2026, 5:41pm

Ry S XS  Backup & Recovery

AuditEvents
B 22,148 =
& Sensitive Reads & Exports

File Downloaded —_— 42

Payslip Downloaded . 1
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Incidents & Controls

Sensitive Access o

43 &y 37

T EventsbyModule

Attendance — 1]
Security - 1
Separation - 1,
Payroll L] 1
Leave L
Compensation (]
Compliance U
Onboarding .
HRMS-02 ¢
Benefits '
Assets €
People «

Configuration

372

780

227

085

996

663

659

570

401

313

284

256

20

Security Changes

& 2187

& Most Active Actors

System
Anonymous
Meera Nair
Sneha Reddy
Priya Sharma
KavyaRao
Vikram Shah

AaravMehta

.

.

@D Alpha Demo Q @

18,804
2111
378
344
235
13
44

2
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A Words used in this guide

Accessreview
A periodic check where reviewers confirm orremove the access people hold.

Auditlog
The permanent record of every change and sensitive view in HR4ON.

Built-in default chain
The approval route HR4ON uses for a request type until you publish your own version.

Company
Alegal entity that employs people and runs payroll.

Connector
A configured link between HR4ON and another system.

Data scope

Whose records arole can act on: self, own team, an organisation unit, one company or all companies.

Dead letter
An outgoing message that failed after every retry and needs attention.

Effective date
The date achange starts to apply. HR4ON keeps every dated version.

Escalation
Adding another approver when a step is overdue. It never approves on anyone’s behalf.

Legal hold
Ablock that stops records being removed while a dispute orinvestigationis open.

Maker-checker
Arule that a second, independent person must approve a change before it takes effect.

Master value
Anentryinalookup list such as a grade, designation or cost centre.

MFA
Two-step verification: a 6-digit code from an authenticator app at sign-in.

Organisation unit
Abranch, location, payroll establishment, department or team.

Retention policy
How long a class of record is kept before it may be removed.

Role
Abundle of permissions, granted to a userwith a scope.

SLA
The time an approval step should take before reminders and escalation start.

Webhook
Asigned message HR4ON sends to another system when something happens.
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