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Employee Guide

Everything you can do foryourselfin HR4ON: attendance, leave,
pay, documents, growth and help, onyourlaptop oryour phone.

WHO IT'S FOR COVERS
Every employee, including new joiners Signingin, Home, the phone app,
andinterns attendance, leave, timesheets, pay

and tax, benefits, expenses,
documents, profile, growth,
recognition, help and leaving
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About this guide

HR4ON is where you look after your own working life: you clockin, apply for leave, log your time, see your
payslips, claim expenses, keep your details up to date and ask HR for help. This guide walks you through each of
those jobs, one screenatatime.

Each chapter covers one area of your work. Inside a chapter, every numbered sectionis one task: whatitis for,
what you see on the screen, the steps to follow and the rules worth knowing. Screenshots show the exact
buttons, outlinedinred.

Most screens work the same way on a phone. Where people usually use a phone (clockingin, applying for leave,
checking a payslip, claiming an expense) you will also see the phone version.

If you manage people, read the Manager Guide as well. [t covers approvals and your team; this guide covers
your own self-service.

What you candoin HR4ON

S Ared outline in a screenshot shows where to

Clockinand out, workremotely, and fixa
missed punch

Seeyour shifts and holidays, and apply for or
cancelleave

Logyourweekly timesheet

Open payslips, see your salary, declare tax
savings and upload proofs

Enrolin benefits, claim expenses, request
travel and apply forloans

Keep your profile, family and bank details
current

Read and acknowledge policies and letters

Follow your goals, reviews and learning; apply

forinternal jobs and refer friends
Give kudos, raise HRrequests, manage

security and privacy, and resignif you decide

tomoveon

click orlook.

Before you start

e OpenHR4ONinaweb browseronyourlaptop,
oronyour phone. Onaphoneyoucanadditto
yourhome screenanduseitlike an app.

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

e Whatyou see dependsonyourrole. If amenu
orbuttoninthis 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. The main example
employeeis Priya Sharma, a senior engineer. A few screens use Ananya Das and Karthik Subramanian, who joined recently.
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Ol Gettingstarted

Signin, find your way around and learn the parts of HR4ON you will use every day: Home, search and

notifications.

@) Signin

HR4ON opens on the sign-in page. You sign in with the username or work email your HR team gave you.

HOW TO DO IT

1. OpenHR4ON inyour browser (your HR team sends you the address).

2 Typeyourusername or work email in Username or work email .
3 Typeyourpassword. Select the eyeicon( Show password ) if youwant to check what you typed.

4 Select Signin . HR4ON opensyourHome page.

GOOD TO KNOW

o Afterseveral wrong passwords youraccountislocked forawhile. Use Can'tsignin? instead of guessing.

e Yoursession ends aftera period of inactivity. Signin again when asked; nothing you saved s lost.

PEOPLE FIRST. PAYROLL 2

People

Welcome, recognise and care for your people from
their very first day.
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HR//ON

Welcome back
Signin to continue to HR4ON.

Username or work email

o

Password

L2 ®
Accept aninvitation

Powered by ARTRA Technolegies
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Accept aninvitation (first sign-in)

The first time you use HR4ON, your administrator gives you a one-time invitation code. You use it to choose your

own password.

HOW TO DO IT

1 Onthesign-inpage select Acceptaninvitation .

2 Makesure lhaveaninvitation is selected atthe top.

3 Typeyour Username andthe Invitationcode youwere given.

4 Choosea Newpassword andtypeitagainin Confirm password .

5 Select SetPassword ,thengo BacktoSignin and signinwith yournew password.

GOOD TO KNOW

o Passwords need atleast 10 characters with upper-case and lower-case letters and a number.
¢ |nvitation codes work once and expire. If yours has expired, ask HR fora new one.
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HR///ON

Ihave aninvitation | lcan‘tsignin

Use the one-time code your administrator gave you

Username *
Invitationcode *

New passward *

Confirm password *

[ Set Password J

Backto Signin
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If you can't signin

Forgot your password, orlost the phone with your authenticator app? Ask for help from the sign-in page.

HOW TO DO IT

1. Onthesign-inpage select Can'tsignin? .
2 Typeyour Username orwork e-mail .

3 Select AskforHelp .

4 Youradministrator checks who you are and then resets your password or authenticator. You getanew
invitation code to set anew password.

TIP
e Usethetab lhaveaninvitation onthe same page onceyouhave the new code.

HRZ/ON

Ihave aninvitation | Ican'tsignin

Your administrator verifies who you are and thenresets your
password or authenticator

User name or work e-mail *

Ask for Help

Backto Signin
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@) YourHome page

Home is your starting point. It shows today's attendance, what needs your attention and shortcuts to the things

you do most.

WHAT YOU SEE

Quick actions at the top: Clockin/out , MyRequests , ApplyLeave , My Shifts , Logtime , Give Kudos |,

My payslips and Claim expense .

e Today card: your shift, whetheryou areinyet, and the ClockIn button.

¢ Needs Your Attention: announcements to acknowledge.

e Cardsforthisweek's timesheet, today's shift, the next holiday, your leave balance, learning that is due,
benefits enrolment, documents to acknowledge, interviews, HR requests, profile completeness, your latest
payslip, salary, loans, expenses, payments, tax, internal jobs and recognition.

e Selectany cardtoopenthe fullpage behindit.

TIP

e Amounts are hidden behind dots for privacy. Select Show amounts when nobody islooking overyour shoulder.

My workspace
= Myrequests
i My attendance
) My profile
Family & bank
S My job history
My leave
My onboarding
My payslips
2 Mydocuments
® My Shifts & Holidays
2 Documents & pay

My performance

® Mytimesheet

My benefits

® Myassets

Mv salarv
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Ctrl K

& AlphaDemo Q @

Good evening; Priya Alpha Demo

Welcome back, Priya

Monday, 2 Novefber

® AwaysON foryou

e

o= X 7S] c] Q E

My Shifts

i

Clockinfout MyRequests Apply Leave Logtime Give Kudos My payslips Claimexpense

Needs Your Attention
§ 2toacknowledge

ﬁ‘ TODAY - MONDAY, 2 NOVEMBER ~ (® Notinyet
" 09:30-18:30. GEN

This week's timesheet ) Notstarted

0of40h

B

<)

SHIFT STARTED Benefits enrolment window opens

09:30

-] Innotyet

2Nov-8Nov2026 - due10 Nov 2026

[> Outnotyet

s

® Sharelocationwhen punching @ ()
(A Working remotely
My attendance
_ Myrequests TODAY'S SHIFT NEXT HOLIDAY
= ¥ 6 49:30-18:30 &

Deepavali
Monday, 9 November-in7 days
hol extfour months

linprogress
GEN - General shift

Next: Tuesday, 3 November, 09:30 -18:30
(GEN)

Leaverequest olidays inthe nex

‘ormanager approval - 11 days © InProgress
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@) Find your way around

The menu on the left lists everything you can open. Your own pages are under My workspace.

WHAT YOU SEE

Home: yourHome page, and Approvals if you approve requests for others.

My workspace: your attendance, leave, payslips, documents, profile and every other self-service page.

Select the arrow at the bottom of the menu to collapse it toicons and make more room.

The MyWorkspace page shows yourto-do list, yourrecentrequests and atile forevery self-service page.

HOW TO DO IT

1

2

3

HR40ON - Employee Guide - 2 November 2026

Select MyWorkspace inthe menu.

Lookat ToDo forthingswaiting foryou, such as policies to acknowledge.

Scrolldown for a tile perarea; select a tile to openiit.

My workspace

= Myrequests

i My attendance

) My profile

Family & bank

My job history

My leave

My onboarding

My payslips

[} Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

> Myassets

Mv salarv

Q  Searchpages and features

My Workspace ©

Ctrl K

Good evening, Priya
Senior Software Engineer - Alpha Demo - 02 Nov 2026

" 09:30-18:30- GEN

09:30

=] Innotyet [> Outnotyet

© Sharelocationwhen punching @

@ Working remotely ®

My attendance

n Needs Your Attention
- ) 2toacknowledge

Benefits enrolment window opens

NEXT HOLIDAY

= Deepavali
Monday, 9 November - in 7 days
4 holidays in the next four months

fm, TODAY-MONDAY,2NOVEMBER @ Notinyet

@ (fo09) ©

&

&

&

9

Casual Leave

Read and acknowledge IT acceptable
use

Read and acknowledge Code of
conduct

Due 02Nov2026

Acknowledge Letter of appointment
LTR-2026-000001

Thisweek's timesheet B Notstarted

0of40h

2Nov - 8Nov 2026 - due 10 Nov 2026

LEAVE BALANCE
1request waiting for approval

12 34.5

Sick Leave Earned Leave

>

Leave request
Waiting for manager apprc

i)

My Requests

& AlphaDemo Q @

+ New Request

linprogress

TODAY'S SHIFT

09:30 -18:30

GEN - General shift

Next: Tuesday, 3 November, 09:30 - 18:30
(GEN)

Learning due
2

Preventing sexual harassment at work
(POSH)- due 09 Nov 2026

View All

&\ Overdue
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@) Startanewrequest

Not sure where to go to ask for something? New Request lists every request you can start, in one place.

HOW TO DO IT
‘ Open My Workspace .

. Select NewRequest .The StartaRequest panelopens.

. Choose what youwant to do, forexample Apply Leave , Claimexpense , Requesttravel , AskHR |,

Apply ForLoan or Referafriend . HR4ON opens theright form.

HR4ON - Employee Guide - 2 November 2026

lStart aRequest

i

]

Clockinfout

My Shifts

Give Kudos

Claim
expense

Announcement @ AskHR

My learning

My Benefits

My
documents

My Salary

Refer afriend

g

B

b4

®

e

2 1

n

Apply Leave

Log time

My payslips

Request
travel

My goals

My profile

My assets

Apply For
oan

Internal roles
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Search for any page

Search jumps straight to any page or feature you have access to.

HOW TO DO IT

. Select Searchpagesandfeatures atthe top of the screen, orpress CtrlK(Cmd K on aMac).
. Type aword such as leave, payslip or tax.

. Use the arrow keys or the mouse to pick aresult and press Enter.

TIP
e Onaphone, select the magnifying glass at the top right.

Goto..

[ leave

[ My leave
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m Notifications

HR4ON tells you when something needs you: arequest decided, a policy to acknowledge, a timesheet due ora

course to finish.

WHAT YOU SEE

GOOD TO KNOW

Mark allread clears the counter.

The bell at the top shows how many notifications you have not read.
Select the bellforthe latest ones; select Seeall forthe fulllist.

Onthefullpage, All and Unread filterthe list. Select a notificationto openthe pageitis about.

e Approvals and updates on your own requests always arrive in HR4ON. You choose e-mail and push messagesin

Help & preferences (chapter14).

My workspace

My requests

i My attendance

) My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

3 My Shifts & Holidays

2 Documents & pay

) My performance

My timesheet

My benefits

* My assets

Mv salarv
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Q searchpage

Notifications ©

[ - .
All Unread

w

w

B

a)

2]

2

EARLIER

E4

ctrl K

& Mark allread

Reminder: please acknowledge "Benefits enrolment window opens”
Open the announcement and confirm you have read it
Announcements - 2 hours age

Settle your travel advance ADV-2026-000001
10,000.00 INRis still open. Submit your trip expenses so the advance can be reconciled.
Expenses - 4 hoursago

Open enrolment 2027: 6 benefit choices pending
The window closes in 3 days (05 Nov 2026). Choose or waive each plan
Upda

te- 4 holrs ago

Due in7 days: Preventing sexual harassment at work (POSH)
Due 09 Nov 2026
Leaming - 4hours ago

1overdue onboarding task
Next: Lunch with your buddy, due 23 Oct 2026

Onboarding - 4ho

Settle your travel advance ADV-2026-000001
10,000.00 INRis still open. Submit your trip expenses so the advance can be reconciled.

Expenses- 3daysago
1overdue onboarding task
Next: Lunch with yourbuddy, due 23 Oct 2026,

Onboarding - 3days ago

nlassa " wiRA A ARAR !

—

@@ Alpha Demo @ @
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ON YOUR PHONE

Onaphone, the bell opens this page directly. Tap a notification to go to Notfications’ i
the request or document it is about. L

TODAY

& Reminder: please acknowledge "Benefits
enrolment window opens”
Open the announcement and confirm you have
readit

Announcements - 2 hours ago

Settle your travel advance ADV-2026-
000001

10,000.00 INRis still open. Submit your trip
expenses so the advance canbereconciled.

Expenses - 4hours ago

Open enrolment 2027: 6 benefit choices
pending

The window closesin 3 days (05 Nov 2026).
Choose or waive each plan.

Duein7 days: Preventing sexual harassment
atwork (POSH)
Due 09 Nov 2026,

Learni sago
Toverdue onboarding task
Next: Lunch with your buddy, due 23 Oct 2026
Onboarding - 4 hours ago
EARLIER

m

Attendance

) Youraccountmenu

Yourinitials at the top right open the account menu.

WHAT YOU SEE

e Myprofile opensyour profile.

e Change password letsyouchoose anew password.

e Lighttheme , Darktheme and Matchdevice change howHR4ON looks.
e Signout endsyoursession. Always sign out on ashared computer.

HR/ON

| @ Home

ctr1 K @@ AlphaDemo @ e

® My profile

Good evening, Priya Monday, 2Novefber  AlphaDemo £ Cha nge password

.
My workspace Welcome back, Priya
My recuests ® AlwaysON foryou . & Darktheme
Myttt O Matchdevice
My profile »
ey = Signout
i o= B e ©] Q Bl
Family & bank
Clock infout MyRequests Apply Leave My Shifts Logtime Give Kudos My payslips Claimexpense
My job history
My leave A TODAY - MONDAY, 2 NOVEMBER (O Notinyet n Needs Your Attention & This week's timesheet () Notstarted
dh T
09:30-18:30- GEN ¥ 2to acknowledge 0of40h
Kyiortorcng SHIFT STARTED Benefits enroiment window opens
2Nov-8Nov2026 - due10 Nov 2026
My payslips 09 2 30
[V ocsmants =] Innot yet [» Outnotyet
My Shifts & Holidays 2
© Share location wh hi D
S partcTnes © Share locationwhen punching @ ()
@ Workingremotely ©
My timesheet
My attendance
My benefits
My assets My requests TODAY'S SHIFT NEXT HOLIDAY
.= Myrequests B &
w= : > (C] - - ° i
= linprogress 09:30 - 18:30 Deepavali
Mv salarv GEN - General shift Monday, 9 November- in7 days
4holidays inthe next four months

Leave request Next: Tuesday, 3 November, 09:30 -18:30
A rmanager approval - 11days @ InProgress (GEN)
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02 HR4ON onyourphone

HR4ON is built for phones first. You can use itin your phone's browser or add it to your home screen so it
opens like an app.

Home on your phone

On aphone, Home shows the same cards in one column, with the clock-in
card near the top so you can punchinwith one tap.

HRZ.0N

GockieveringtPriva = Monday 2NGIETEEE
Welcome back, Priya
e Thetopbarhasthe HR4ONlogo (back to Home), search, the notifications © AwaysONforyou

belland youraccount menu.

WHAT YOU SEE

m vz ] f®

Clockinfout ~ MyRequests  ApplyLeave My Shifts

e Scrolldownforyourleave balance, timesheet, payslip and other cards.

o Q E

Logtime Give Kudos My payslips Claim
expense

~, TODAY.MONDAY,2NOVEMBER = O Notinyet
o
09:30-18:30- GEN

09:30

%) Innotyet [ Outnotyet

© Sharelocationwhenpunching ® (@)
@ Workingremotely ®

My attendance

The bottom bar

The bar at the bottom of the screen holds the pages you use most, so they are

always one tap away.
MyLeave ©
WHAT YOU SEE

CasualLeave 2 Sick Leave

e Home , Attendance , Leave and Payslips arealwaysonetapaway. Ared 9 o 124y
number shows items waiting for you. '

Earned Leave Comp-off

34.5..: 0y

5 pending approval Otaken this yea

e More openseveryotherfeature.

e Thebuttonforthe page you are onis highlightedin green.

Maternity Leave BereavementLeave
3 (S}
0 days 3 di

Otaken this year Otaken thisyear

Leave year O1Jan 2026 to 31 Dec 2026

e Earned Leave
12 12Novtol6Nov2026 O Pending Approval
5days

Casual Leave

D Draft
01Dec 2026 Firsthalf - 0.5 days

£ ApplyLeave
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The More menu

More opens a grid of every feature you can use, grouped the same way as
the desktop menu.

HOW TO DO IT

HOME

1 Tap More inthebottombar. =
@ a

2 Scrolltothe group youwant, such as My workspace. Home  Notfcatons

3 Tapatiletoopenit. The sheet closes by itself. e

88 = m ®

My My requests My My profile
workspace attendance

@ ) B &

Family & Myjob Myleave My
bank history onboarding

B B i) Ca

My payslips My MyShifts&  Documents
documents Holidays &pay

©) 0} @ @

My My My benefits My assets
performance  timesheet

[ic] 5o m

My salary My Jobs & Internal
expenses referrals opportunities

2 B ic] ®

My My tax My HRrequests
declarations Dpavments

€¥) AddHR4ON to your home screen

Adding HR4ON to your home screen gives you anicon that opens HR4ON full

screen, like an app. Nothing to download from an app store.
Help & Preferences ©

HOW TO DO IT @) i preteences
1 iPhone (Safari): open HR4ON, tap the Share button, then Add to Home R ——
Screenand Add. eem———
2\ Android (Chrome): open HR4ON, tap the : menu, then Install app or Add I
to Home screen. App
3 Ifyourbrowsersupportsit, Help & preferences > Preferences > SERIIREEEN HRAON S my phone?
Account & App also showsan InstallApp button. it sy o vt s e

your personal and pay data are always loaded fresh after
sign-in. (Demo)

4, OpenHR4ON fromthe newiconandsignin.

Attendance

Iforgot to clock out. What should | do?

GOOD TO KNOW

e Theinstalled app keeps onlyits screens on the phone. Your personal and pay
data always load fresh afteryou signin. Documents

¢ Notifications on alocked phone hide private details such as pay and taxif your Where are myletters and policies?
company oryour preferences say so.

My punch did not seem to go through.

Leave
How dol apply for leave?

@ (2 B

Home Attendance Leave
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€X) My Workspace onyourphone
My Workspace on a phone puts your to-do list first, then a tile for each self-
service page.

My Workspace ©

Good evening, Priya
Senior Software Engineer - Alpha Demo

02Nov 2026

a TODAY - MONDAY, 2NOVEMBER ~ (® Notinyet
" 09:30-18:30 - GEN

09:30

=) Innotyet (> Outnotyet

© Sharelocationwhenpunching ® «©
@ Workingremotely ®

My attendance

@ ToDo ©

@ Read and acknowledge IT acceptable use

Version1-Due 04 0ct 2026

[ Read and acknowledge Code of conduct
Version 2 Due 02 Nov 2026

Letter of
LTR-2026-000001
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03 Myrequests

Every leave application, attendance correction, claim and change you send goes through an approval.

My Requests shows them allin one list, so you always know where each oneiis.

Track all your requests

Use My Requests to see what you have sent, who it is waiting for and what was decided.

WHAT YOU SEE

All : everything you have sent.

Need You :requests sent back to you forachange. Openthem, correct and resubmit.
InProgress : waiting foran approver.

Completed : approvedorrejected. More » Closed showswithdrawn orcancelled ones.
Filters and Anydate narrow thelist; Columns chooseswhat the table shows.

Print , Share PDF and Download PDF give you a copy of thelist.

HOW TO DO IT

1 Select MyRequests inthe quick actionsonHome, orinthe menu.
2 Selectastatusatthetop tofilter.

3 Selectarequesttoopenitandsee eachapproval step.

TIP
e Eachmodule also keepsits ownlist, forexample Myleave > InProgress forleave.

Q. Searchpages snesures @ sorsvemo

sl g ol o0 More v
Al Need You InProgress Completed

My workspace
| e My requests
Q Searchrequest orreference 3= Filters Any date D Columns
i My attendance
REQUEST CATEGORY Submitted ¥ NEXT ACTION Due Date Status ACTIONS
My profile
'F;::Vfc':;‘"é:gm Leave Tdays ago Waiting for manager approval 240ct2026 & Overdue 2 o
Family & bank e
® My job history 1-1ofl Rows | 20 ¢ < |/Pagel/1 | ?

My leave

My onboarding

My payslips

[} Mydocuments

® My Shifts & Holidays

) Documents & pay

) My performance

® Mytimesheet

My benefits

P Myassets

Mv salarv
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04 Attendance

Record when you start and finish work, work remotely when allowed, and fix your record if you forgot to
punch. Your attendance feeds your pay, so keep it accurate.

m Clockin and clock out

Clockinwhenyou start work and clock out when you finish. You can do it from

Home or from My Attendance.
My Attendance ©

e The card shows today's date, your shift (forexample 09:30-18:30 - GEN) 7oDAY. MONDAY, 2NovEMacR. (TR

i

09:30-18:30- GEN

and whetheryou areinyet.

SHIFT STARTED

e In and Out show yourpunch timesonce you have punched. 09:30
e SHIFTSTARTED tells you that your shift has begun and you have not clieyes) e

@ Share locationwhenpunching @ [ @)
HOW TO DO IT @ Workngremotely ©

1, OpenHome (or My Attendance ). 5 Nextshift Tuesday, 3 November, 09:30-18:30
2) Select ClockIn . The card shows the time you clockedin. Conectons | Rematepunches  Overtin

3 Attheendofthedayselect ClockOut . © November2026
GOOD TO KNOW
e Clockinand out from the place you actually work. If your company records
location, HR4ON asks your browser for it when you punch.
¢ |fyouforgettopunch, request acorrection (see below). Missing punches can
reduce your paid days.

GEN GEN

Most people clockin from their
phone.

Q  Searchpages and features Ctrl K & AlphaDemo Q

Calendar Corrections Remote Punches Qvertime
My workspace T TODAY - MONDAY, 2 NOVEMBER ~ © Notinyet -
7 09:30-18:30- GEN
= Myrequests SHIFT STARTED 2= November2026 <
My attendance 09 = 30
- PAID DAYS PRESENT ABSENT LATE Lor PENDING WORKED
My profile 1 o (1] 0 0 ng Oh 00m
+ Innotyet [ Outnotyet
@ Famlly&bank MON TUE WED THU FRI SAT SUN
1
® Myjobhistory ca
9 o .
Myleave ® Sharelocationwhen punching © [ @) o 3 7 : - = z
@ Working remotely o GEN GEN GEN GEN ofr oft
My onboarding
(8 Nextshift Tuesday, 3November, 09:30-18:30 9 10 11 12 13 14 15
My payslips H GEN GEN GEN GEN off off
2 Mydocuments
16 17 18 19 20 21 22
2 GEN GEN GEN GEN GEN off oft
@ My Shifts & Holidays
2 Documents & pay 23 24 25 26 27 28 29
GEN H GEN GEN GEN off Off
My performance
30
@ My timesheet GEN
My benefits Ppresent HDhaifday Aabsent Lleave Hholiday MP missingpunc ®needsafix ®lale ®requestpending

» Myassets

Mv salarv

My Attendance on alaptop: the clock card on the left, your calendar on the right.
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Work remotely and share your location

Two switches under the clock button control how your punchis recorded.

WHAT YOU SEE My Attendance ©

e Sharelocation when punching : sends yourlocation with the punch. Select 8
About location to see why yourcompany asks forit.

TODAY - MONDAY, 2 NOVEMBER ~ ® Notinyet

)
" 09:30-18:30- GEN

e  Workingremotely : marks the punch as aremote punch, forexample when
youwork fromhome. Select Aboutremote punches foryourcompany's 09:30
rule. ) Innotyet > Outnotyet

¢ Remote and outside-office punches may be reviewed by your manager. -
You can follow them onthe Remote Punches tab. O(Snarelocation whenpunching) © «©

@(Working emotet) ©
HOW TO DO IT 65 Nextshift Tuesday, 3 November, 09:30-16:30
1 Beforeselecting ClocklIn ,switchon Workingremotely if youare notat Corrections )| Remotepunchea Y[ Overti
the office.

“=  November2026 < >

2 Leave Sharelocationwhenpunching onif yourcompany asks forit.

PAIDDAYS ~ PRESENT  ABSENT  LATE  LOP  PENDI

3) Select ClocklIn .

GOOD TO KNOW
¢ Aremote punchthatyour managerrejectsis treated like a missing punch.
Request a correctionif that happens.
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m Your attendance calendar

The Calendar tab shows each day of the month with your shift and what happened that day.

WHAT YOU SEE

e Totalsatthetop: PAIDDAYS , PRESENT , ABSENT , LATE , LOP (lossof pay), PENDING andhours
WORKED .
e Fachdayshowsacode: P present, HD half day, A absent, L leave, H holiday, MP missing punch, or the shift
code (forexample GEN) for days still to come.
e Acoloured mark means the day needs a fix, was late, or has arequest pending.
e Usethe arrows next to the month to move to earlier months.

HOW TO DO IT
1 Open MyAttendance fromthe menu.

2 Selectthe previous-month arrow to look back.

3 Selectadaytoseeits punchesandany exception.

Q  Searchpages and features ctrl K & AlphaDemo @

i
1" 09:30-18:30 - GEN

My requests SHIERSTARTED: 7= October2026 >
My attendance 09!30
PAIDDAYS) ~ PRESENT  ABSENT | LATE | LOP  PENDING | WORKED

1 5 2 6 Z 105h17m

My workspace

My profile
+) Innotyet [ Outnotyet
C Famlly&bank MON TUE WED THU FRI SAT SUN
o 1 2 3 4
) My job history i P H ort off
© S i
Myleave © Share location when punching © (D P s 7 8 9 10 n
@ Workingremotely @ 4 P & _® P ort ot
My onboarding S anos PSR S St
8 Nextshift Tuesday, 3November, 09:30-18:30 12 13 1 15 16 17 18
My payslips P P HD P P ort oft
o 8h O . "
[} Mydocuments =
19 20 21 22 23 24 25
5 HD H P A A off off
@ My Shifts & Holidays
3 Documents & pay 26 27 28 29 30 31
A GEN A A GEN off
My performance
p H bser HE MPm nch ® i » . "

) My timesheet

My benefits

® Myassets

Mv salarv

HR40ON - Employee Guide - 2 November 2026 Page 20 of 93



EX) Fix amissed punch (request a correction)

If you forgot to clockin orout, orapunchiswrong, ask fora correction. Your manager approves it and your

recordis updated.

HOW TO DO IT

Pickthe Date .

have one.

GOOD TO KNOW

Select SendForApproval .

Open My Attendance and select Request Correction .

Choose the kind of correctionin Request , for example a missing punch.

Foranight shift that ends the next morning, tick Out-time is on the next day (overnight shift) .

e Youcanonly correct past days, not future ones.

e Youroriginal punches stay onrecord as evidence; the correctionis added on top.
e Yourmanageris notified. Follow therequest onthe Corrections taborin MyRequests .

HR4ON - Employee Guide - 2 November 2026

Request Correction

Request* Date *

Missing punch v 02-11-2026

Correctin-time Correct out-time

® || == <)

Leave atimeempty to keep the recorded punch. Your original punches stay as
evidence.

Reason ™

Forgot to clock out after the client call.

Evidence Optiona

e.g. Client visit, meetinginvite

@ AttachFile

Aphoto, email ornote that supports the request

Cancel <7 SendForApproval

Typethe Correctin-time and Correctout-time . Leave atime empty to keep the punch that wasrecorded.

Explain what happenedin Reason . Add aphoto, e-mail ornote under Evidence with AttachFile if you
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gX) Corrections, remote punches and overtime

The other tabs on My Attendance keep your attendance requests together.
WHAT YOU SEE
e Corrections :every correctionyou asked forandits status.

e Remote Punches : punches made while working remotely or away from the office, and whether they were
accepted.

e Overtime : extratime worked beyond your shift. Where your company allows it, request overtime from here
with Request Overtime ;you give the Minutestorequest anda Reason .

TIP
e Youcanalsoopenadayinthe calendarandrequest the correction from there; the date is filled in for you.

Thursday, 22 October X

@ Absent

sHIFT GEN9:30am-6:30pm  workep Oh00m
unITs Paid 0 - LOP1

4\ Absent
No punches on aworking day: recorded as loss of pay
unless corrected
PUNCHES

No punches recorded

WORK INTERVALS
Nointervals

© How this was calculated

| ' FullDetails | [2 RequestCorrection

Selecting a day opensits details: status, shift, punches, work intervals, How this was calculated , Full Details and
Request Correction .
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05 shifts and holidays

Seewhenyou are expected to work, which days are holidays, and choose optional holidays.

@) Your shifts (Agenda)

My Shifts & Holidays lists your shifts for the next four weeks.

WHAT YOU SEE
e NEXTDUTY :yournextshiftanditstimes.

e THESEFOURWEEKS : hours planned, working days and holidays.
e Eachrowis aday:the shift code and times, Weekly off, or the holiday name.
e Earlier and Later move fourweeks atatime.

ctrl K @& Alpha Demo @ @

My Shifts & Holidays © -
Holidays Swaps Availability
My workspace

B) Myrequests THESE FOUR WEEKS
L s Monday, ZNovember O 152 h planned

09:30 - 18:30 19 working days - 1holiday

Q searchpage

li My attendance )
GEN - General shift
) My profile
Family & bank f6 Agenda
MON

© Myjob history
02 % GEN  09:30-18:30 General shift

My leave

TUE
My onboarding 03 % GEN  09:30-18:30 Generalshift

My payslips

WED
2 Mydocuments 04 % GEN  09:30-18:30 General shift

My Shifts & Holidays
THU

3’ Documents & pay 05 % GEN  09:30-18:30 General shift
@ My performance i
06 # GEN  09:30-18:30 General shift
My timesheet Now
My benefits AT

07 Weekly off
® Myassets Nov

SUN
08  Weeklyoff

Mv salarv
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Holidays and optional holidays

The Holidays tab showsyourcompany's holiday calendar foryourlocation.

WHAT YOU SEE

¢ Public holiday: everyone is off.

e Optional: youmay pick alimited number (forexample O of 2 chosen). Select Choose totake one.

¢ Restricted: available only underyour company's rules.

e Switchyearswiththe 2025 , 2026 and 2027 tabs; Show pastholidays showsthe ones already gone.

HOW TO DO IT
1 Open My Shifts & Holidays and select Holidays .

2 Findthe optional holiday you want.

3 Select Choose nexttoit.

O Saarehpages s testures cera & Aphapemo [ @

My Shifts & Holidays ©

Agenda Holidays Swaps Availability
My workspace
2025 @ 2027
= Myrequests

My attendance

Deepavali

My profile Monday, 9 November

Family & bank After that: Christmas - 25 Dec 2026

© Myjob history

F=2 Alphaholidays (Telangana) ® 11public ® 3optional-Qof 2chosen @ 2restricted

My leave Show past holidays (12)

My onboarding NOVEMBER 2026

My payslips M;" Deepavali
Public holiday

[} Mydocuments

TUE  GuruNanak Jayanti
My Shifts & Holidays 24 optiona

'8 Documents & pay DECEMBER 2026

My performance FRI  Christmas

2 Public holiday

My timesheet

THU New Year'sEve re—
My benefits 3l Restricted

® Myassets

Mv salarv
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Shift swaps and availability

If you work on aroster, you can ask to swap a shift with a colleague and tell your planner when you can and
cannot work.

WHAT YOU SEE

e Toaskforaswap, selectthe swapiconnextto afuture shiftin Agenda andchoose the colleague. They
accept, thenyour planner approves.

e Swaps :youropenswap requests and requests from colleagues.

e Availability :the days andtimesyou prefer, or cannot, work. Rosters are planned aroundiit.

0 Searctpages and tastures cer K @ AphaDemo &2 @

My Shifts & Holidays ©

Agenda Holidays Swaps [ Availability ]
My workspace
+ Add Unavailability
My requests

W My attendance

My profile =
x

Family & bank
No unavailability declared

9 My job history Tell planners about days you cannot work. Approved leave appears
here automatically.
My leave

My onboarding

My payslips

[@ Mydocuments

My Shifts & Holidays

) Documents & pay

My performance

) My timesheet

My benefits

P Myassets

Mv salarv
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06 Leave

Checkyourbalances, apply forleave (full or half days), follow your request and cancelit if your plans

change.

m Your leave balances

My Leave shows a card foreach leave type with the days you have left.

WHAT YOU SEE

e FEachcardshows the days available and what you have taken or have pending approval this year.

e Theleaveyearis shownunderthe cards (forexample OlJan 2026 to 31Dec 2026).

e Tabsbelow: Upcoming (approved leave stilltocome), InProgress (waitingforapproval orsaved as a draft),
History , Comp-off and Encashment .

HOW TO DO IT

1) Select Myleave inthe menu,ortheleave cardonHome.

2 ) Selectabalance cardto see howit was worked out.

My workspace

= Myrequests

i My attendance

My profile

Family & bank

) My job history

My leave

My onboarding

My payslips

[ Mydocuments

@ My Shifts & Holidays

}) Documents & pay

) My performance

® Mytimesheet

My benefits

2 Myassets

Mv salarv
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earch pages and features Ctrl K

MyLeave © &
Casual Leave 3 Sick Leave @ Earned Leave % Comp-off
D days 12 qay. 34.5 0 ceye
" s yea O'taken this year 5 pending approval Otakent
Maternity Leave &) BereavementLeave ]
0oy 3 oy
Otaken this yea 0 taken this year

Leave year 01 Jan 2026 10 31 Dec 2026

nov  EarnedLeave

1 12Novto16Novw 2026 - 5 days

DEC  Casual Leave
1 01Dec2026.Firsthalf.0.5days

@@ AlphaDemo Q @

Apply Leave

#

@ Pending Approval

) Draft
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m How abalance is worked out

Selectabalance cardto openits ledger: every day credited or used, with the running balance.

WHAT YOU SEE

afterit.

My workspace
My requests
i\ My attendance
) My profile
Family & bank
D My job history
My leave
My onboarding
My payslips
3 Mydocuments
8 My Shifts & Holidays

3 Documents & pay

@© Myperformance

My timesheet

> Mybenefits

> Myassets

Mv salarv
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AVAILABLE :whatyou canapply fornow.

Q  searchpages and features

ctrl K @@ AlphaDemo @ @

PRIYA SHARMA - LEAVE YEAR 01 JAN 2026

< EarnedLeave © =)
POSTED 39.5 CARRIEDIN 27 ACCRUED 12.5 TAKEN O
Opening 0 +accrued 12.5 + granted 0 + carried 27+ adjusted 0 + reversed 0 - consumed O - expired O - encashed O = posted 39.5; reserved 5; available 34.5
E  Entries
Accrual
3loet2026 oo +1.25
Accrual Oct2026 345
Reserved LV-2026-000002 -5
220ct2026
LV-2026-000002 pending approval
Accrual
305ept 2026 , +1.25
Accrual Sep 325
Accrual
3Aug2026 oo +1.25
Accrual Aug 2026 7
Accrual +1.25
311u12026 .
Accrual Jul 2026 3575
Accrual +1.25
30Jun2026 5
Accrual Jun202 45
Accrual
IMay2026 oon +1.25
Accrual May 2026 33.25
Accrual
30Apr2026 o I RE e
Accrual Apr202¢ 32
Accrual
31Mar2026 B i +1.25
AccrualMar 2026 3075
Accrual
28Feb2026 X N
Accrual Feb 2026 9.5

POSTED : everything credited less everythingused. RESERVED :days held by requests waiting forapproval.
CARRIEDIN , ACCRUED and TAKEN :carried fromlastyear, earned this yearand used.
Each entry shows the date, type (forexample Accrual or Reserved), the request it belongs to and the balance
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&) Apply forleave

Applyinthree steps: choose the leave type, pick the dates, add details. HR4AON shows how many days will be
charged before you send.

HOW TO DO IT

1

2

HR40ON - Employee Guide - 2 November 2026

Select ApplyLeave onHome oronMy Leave.
1- Leave type: select the card for the leave youwant. Each card shows your balance.

2 - Dates: select ashortcut ( Today , Tomorrow , NextMonday , NextWeek )orpickthe From and To
dates.

Checkthe summary: You will be charged shows the days (holidays and weekly offs that are not charged are
listed), Daybyday openseachdate, andthe side panelshows Balance after and who approves (for
example Line manager).

If somethingis wrong, ared box explains why the request cannot be submitted yet, for example dates that
overlap anotherrequest.

3 - Details: add a Reason (yourapproverseesit)and select AttachDocument if youhave amedical
certificate or other proof.

Select SubmitRequest . To finishlater, select Save asdraft .

GOOD TO KNOW
* Weekends orholidays between two leave days may be charged too (the sandwich rule). The summary shows each
day so there are no surprises.
e Someleave types need adocument, forexample sick leave over a number of days. The button thenreads
Attach Required Document .
¢ Ifyoudo nothave enoughbalance, HR4ON offers to use Leave Without Pay instead. Unpaid leave reduces your
salary.

Q_ searchpagesandfeatures cera x @ Aphavemo D @

MY LEAVE

< ApplyLeave ©

7 Myworkspace 1. LEAVE TYPE
EARNED LEAVE
B i CasualLeave SickLeave & | Eamedieave - g8 3days
23Nov 202610 25 Nov 2026
@ Myattendance 9 days 12 - 34.5..
Balance after 31.50134.5
g Myprotie Leave Without Pay Matemity Leave o) BereavementLeave ¢ 5 already held by pending requests
® Family &bank . 0 3 3 Line manager
oss 0f pay days days
® Myjob history </ SubmitRequest
2. DATES
My leave
Today ~ Tomorrow  NextMonday ~ NextWeek
g\ Myonboarding
From* To*
My payslips
23-11-2026 o 25-11-2026 a
3 Mydocuments
® My Shifts & Holidays © (Youwir se crarceD )
) Documents & pay 3days
3working days
My performance
Day by day v

My timesheet
Only working days are charged; weekly offs and holidays fromyour published schedule

@ renot. Sandwichrule: off days between twoleave days of the same request are
charged. Accrues 1.25 per month. Apply 7 days ahead. Requests above 5 days alsoneed
HRapproval. Up to 30 days carries forward. Eligible for encashment.

My benefits

R Myassets

Mzzatary 3. DETAILS

Collapse Reason Optional

Family wedding in Chennai

[® Attach Document
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ON YOUR PHONE

On aphone the three steps run down the page and the charge preview
appears underthe dates. SubmitRequest sitsatthe bottom.

HR4ON - Employee Guide - 2 November 2026

MY LEAVE
< ApplyLeave ©

1. LEAVETYPE

Casual Leave Sick Leave
9 days 12 days

Eamed Leave % Leave Without Pay
Unpaid

34.5..: Loss of pay

Maternity Leave & Bereavement Leave

0oy 3 aays

2. DATES

From* To*
03-11-2026 m} 03-11-2026
Duration

FullDay  FirstHalf  Second Half

YOU WILL BE CHARGED

© lday

[m]

f]u'\g?xp,» is [l <7 submitRequest
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&) Apply for ahalf day

Forleave types that allow it, you can take half a day.

HOW TO DO IT
1. Choose the leave type and a single date.

2 Under Duration select FirstHalf or SecondHalf instead of FullDay .
3 Foralongerperiod,choose From2ndHalf forthe firstday or Until1lstHalf forthe lastday.

4 Checkthat the summary shows 0.5 days for that day, then select Submit Request .

TIP
e Some leave typesare countedinhours. They showan Hours optionwhere youtype the number of hours.

Q searchpagesand features ctrl K & AlphaDemo @ @

MY LEAVE

< ApplyLeave ©

My workspace 1- LEAVE TYPE
= CASUAL LEAVE
e Casual Leave & Sick Leave ) Earned Leave < v 0.5 days
03Nov2026
i Myattendance D aays 12 uays 34.5 .,
Balance after 8.50f9
' My peotie Leave Without Pay Maternity Leave B BereavementLeave g
Unpaid 5 g §5 Line manager
Family &bank P 0 3
eotpoy dayp days < SubmitRequest
& Myjob history
2. DATES
My leave
Today m NextMonday  NextWeek
7 Myonboarding
From* To*
My payslips
03-11-2026 [m] 03-11-2026 [m]

3 Mydocuments

(== )

FullDay | FirstHalf | SecondHalf

® My Shifts & Holidays

2 Documents & pay

) My performance @ YOU WILL BE CHARGED
0.5days
My timesheet y
Tworking day
My benefits
Day by day R

? Myassets
L Only working days are charged; weekly offs and holidays from your published schedule

@ arenot. Accrues 1 per month. Apply atleast 1 day ahead. Unused balance lapsesat year

Mv salarv et

3. DETAILS
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@X) Track yourleave request

Openanyrequestfrom InProgress , Upcoming or History tosee exactlywhereitis.

WHAT YOU SEE

¢ The status at the top: Draft, Pending Approval, Approved, Rejected, Withdrawn or Cancelled.
e Thelineunderittellsyouwhoitis waiting for and that the days are held until the decision.

e DATES , CHARGED , IMPACT and BALANCENOW summarise the effect onyourbalance.

[ ]

Days lists each day and how itwas charged. ReasonAndEvidence showswhatyousent; LedgerEntries
shows the balance movements.

cerl K & AlphaDemo @ e

LV-2026-000002

< [EarnedLeave:5days =]

My workspace
R Waiting for Manager approval (REQ-2026-000001). 5 days held until the decision.
My requests
DATES 12Novto16 Nov2026 cHarGeD S5days MpacT -5days BaLanceEnow 34.5available suemiTieD T1daysago  appLiED BY Employee
i My attendance sTEP Manager approval
My profile
e B Days
Family & bank
i Working day 1
v g9
B Myjobhistory 12Nov 2026
FRI Work d
Myleave 13Nov2026  OKINISY :
My onboarding — Off day charged (sandwichrule) 1
14 Nov 2026
My payslips SUN = . - .
15Novzozs O daycharged(sandwichrule)
My documents
Mo Working day 1
V y
8 My Shifts & Holidays YoNoy2026

3 Documents & pa: =
e [E  ReasonAndEvidence

My performance
Family trip to Coorg

® Mytimesheet

? Mybenefits E LedgerEntries Full ledger
P Myosests Reserved  LV-2026-000002 pending approval -5

Mv salarv
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m Withdraw or cancel leave

If your plans change, take the request back. The days return to your balance.

HOW TO DO IT
1 Opentherequestfrom Myleave ( InProgress or Upcoming ).

2 Select Withdraw forarequest stillwaiting forapproval. Forleave thatis already approved, select Cancel

and give areason.

3 Confirminthe dialog.

TIP

e ArequestinDrafthasnotbeensentyet. Openit to finish and submitit, or deleteiit.

GOOD TO KNOW

e Cancelling approved leave may need your manager's approval, and leave already taken can only be cancelled within

your company'srules.
e Youandyourmanager are notifled when the leave is withdrawn or cancelled.

Q Searchpages and features ctr1 K
MyLeave ©

Myt CasualLeave & Sick Leave = Earned Leave

= Myrequests 9 days 12 days 34. die

1taken thisye: Otakenthisyear S il Moo

My attendance

@ Myprofile Maternity Leave &) Bereavement Leave )
Family & bank 0““? 3dys .

palilyiconicon Leave yearOl Jan 202610 31 Dec 2026

My leave
y Upcoming 0 InProgress ) History Comp-off Encashment

My onboarding

@& Alpha Demo Q @

[SIl £ ApplyLeave

Comp-off z

0 caye
) takent

My payslips [ Nov  EarnedLeave

1 12Novto16Nov 2026 - 5 days

© Pending Approval ]

3 Mydocuments

DEC  Casual Leave
1

01Dec2026 - Firsth

@ My Shifts & Holidays

2 Draft

3 Documents & pay

) My performance

®» Mytimesheet

> Mybenefits

> Myassets

Mv salarv
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Comp-off and encashment

Two more tabs on My Leave cover special cases.

WHAT YOU SEE

e Comp-off :time off you earned forworking on a weekly off orholiday. Select Claim Comp-off torequest
the credit; once approved it shows on the Comp-off card and you use it like any otherleave.

e Encashment : where yourcompany allowsit, turn unused leave into pay. The request goes for approval andis

paid through payroll.

My workspace
= Myrequests
i My attendance
My profile
Family & bank
)| My job history
My leave
My onboarding
My payslips
[@ Mydocuments
8 My Shifts & Holidays
) Documents & pay

© Myperformance

® Mytimesheet

My benefits

P Myassets

Mv salarv
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MyLeave O

Casual Leave

Maternity Leave o)

0y

Leave year O1Jan 2026103 026

Upcoming 0 InProgress 2

Comp-off Claims

Ctrl K

@ AlphaDemo Q @

=) £2 Apply Leave

Sick Leave @ Earned Leave < Comp-off
1.2 days 34 days Ou‘sys
O'taken this year 5pending approval aken this year
BereavementLeave ]

3 days

History Comp—off Encashment

*#

4¢ Claim Comp-off

(=

No comp-off claims
Worked on a weekly off orholiday? Claimit here.
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07 Timesheets

If youwork on projects, log your hours each week and submit the timesheet for approval.

Your weekly timesheet

My timesheet shows one week. Eachrow is a project and activity; each columnis a day.

WHAT YOU SEE

My workspace

Y= Myrequests

§ My attendance

My profile

Family & bank

9 Myjob history

]l Myleave

My onboarding

My payslips

3 Mydocuments

® My Shifts & Holidays

2 Documents & pay

My performance

My timesheet

My benefits

? Myassets

Mv salarv
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Q Searchpages and features cerl K

My Timesheet © 5 Notstarted

The arrows next to the dates move to the previous or next week.

HourRs Ohof40h eBiLaele Oh  pue TONov2026 worker Priya Sharma - ALPO0012

© Time

PROJECT - ACTIVITY

MON 2 TUE3 WED 4

No time yet. Add arow oruse Add Time

THUS

The status at the top, for example Not started, Draft, Submitted, Approved or Returned.
HOURS (hourslogged of hours expected), BILLABLE , DUE (the dateitmustbe submitted)and WORKER .
Week showsthe grid; Days showsone day atatime, whichis easieronaphone.

@& Alpha Demo @ e

< 2Nov-8Nov2026 b3 =]

83 Week BDays (@ | + AddTime

FRI 6 SAT7 SUNB TOTAL
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Log your time

Add hours against a project and activity.

HOW TO DO IT
Select AddTime (orthe plusinaday cell of the grid).

Choosethe Day andenterthe Hours (instepsof0.25h). Youcanalsogivea Start and End time.
Choosethe Project and Activity . Switchon Billable if the client pays for this time.
Add Work Notes if useful (only you, the project managerand HR can see them), thenselect Add .

Repeat foreach piece of work. Use AddRow to add anotherprojectline.

To start from last week's lines, open More actions and select Copylastweek .

AddTime

Day*

Monday, 2 Nov

Project *

INT-LEARN - Internal learning & enablement

Activity *

ADMIN - Internal admin

Start Optional End Optional

Billable
Non-billable project

‘Work Notes Optional

Visible to you, the project’s manager and authorised HR only.

Cancel Add
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Submit your timesheet

When the week is complete, submitit. Each project's manager approves their
part.

My Timesheet ©
HOWTO DO IT 2 Notstarted

HOurs Ohof40h  BiLLABLE Oh  DUE 10 Nov 2026

1 Checkthetotal against yourexpected hours. WORKER Prya Sharma. ALPO0OT2

. O Time @ ime
2 Select Submit. T + AddTi

Monday, 2Nov Today /8h +

3 If amanagerreturnsit, the status changes to Returned: fix the lines and

. . Tuesday, 3Nov
submit again. Y
Wednesday, 4 Nov
GOOD TO KNOW Thursday, 5 Nov

e Submitbythe DUE date.Yougetareminderif aweekislate.
e Approved hours may be billed to clients, so describe your work clearly.

Friday, 6 Nov

Saturday, 7 Nov

Sunday, 8 Nov
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08 pay, salary and tax

Seeyourpayslips, your salary package and your payments, and make your tax declarations so the right
amount of taxis withheld.

€) Yourpayslips
My payslips lists every released payslip, newest first, with your gross and net pay for the year.

HOW TO DO IT
1 Select Mypayslips onHome orinthe menu.

2 Selectamonthto openthe payslip.

ctr1 K @@ AlphaDemo @ @

My Payslips ©

a Gross 2026-27 E Net2026-27
My workspace 297,168.00 293,467.00
My requests
[ Septembera0ds o 293,467.00 >
% My attendance Released 22 Oct 2026 - PR-2026-0000

My profile

Family & bank

® Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

@ My Shifts & Holidays

2 Documents & pay

) My performance

® Mytimesheet

My benefits

? Myassets

Mv salarv
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€X) Read apayslip

A payslip shows what you earned, what was deducted and what was paid into your bank.

WHAT YOU SEE

NETPAY :what reached your bank, with the payment date and the days paid.

EARNINGS : basic salary, allowances and other pay.

REIMBURSEMENTS : money paid back to you, such as meal allowance.

DEDUCTIONS :your contributions, professional tax and income tax withheld.

EMPLOYER CONTRIBUTIONS : what your company pays ontop. Itis not part of your net pay.

Yearto date :totals forthe taxyearsofar.

HOWTO DO IT

2
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Select Download PDF to keep acopy, or SharePDF tosendit.

Select Hideamounts before showingthe screento anyone.

TIP

Questions about a payslip? Raise an HR request with the Payroll query type (chapter14).

My workspace
= Myrequests
% My attendance
) My profile
Family & bank
)| My job history

My leave

My onboarding

My payslips
3 Mydocuments
® My Shifts & Holidays
) Documents & pay
My performance
My timesheet
My benefits
* My assets
Mv salarv

Q Searchpagesand features

ctrl K

ALPHA DEMO TECHNOLOGIES PRIVATE LIMITED - PRIYA SHARMA

< September2026 © released

NET PAY

293,467.00

Paid on 30 Sept 2026

& Paydetails
EARNINGS
Basic salary
House rent allowance
Special allowance (balancing)
Total

REIMBURSEMENTS

Meal reimbursement
Total

DEDUCTIONS

Employee contribution (simulation)
Professional tax(simulation)
Income tax withholding (simulation)

Total

EMPLOYER CONTRIBUTIONS (NOT PART OF NET PAY)

Gratuity provision

Employer pension share (simulation)

Demonstration x_ 8 <

30 of 30 days paid

<246,400.00
<18,560.00
232,208.00

297,168.00

22,200.00

32,200.00

22,500.00
2180.00
23,221.00

25,901.00

22,232.00

21,750.00

@ AlphaDemo Q @
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ON YOUR PHONE

Payslips are easy to read on a phone. Scroll for each section.

HR4ON - Employee Guide - 2 November 2026

ALPHA DEMO TECHNOLOGIES PRIVATE LIMITED - PRIYA

SHARMA

September 2026

@ Released Demonstration

<

NET PAY

293,467.00

Paid on 30 Sept 2026

B Paydetails

EARNINGS
Basic salary

House rent allowance

Special allowance (balancing)
Total

REIMBURSEMENTS

Meal reimbursement
Total

DEDUCTIONS

Employee contribution (simulation)
Professional tax (simulation)
Income tax withholding (simulation)

Total

& <

300f 30 days paid

46,400.00
218,560.00
232,208.00

297,168.00

22,200.00

22,200.00

22,500.00
2180.00
23,221.00

25,901.00

EMPLOYER CONTRIBUTIONS (NOT PART OF NET PAY)

@ i

Home Attendance
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€&) Yoursalary

My salary shows your current salary package and how it breaks down.

WHAT YOU SEE

e AnnualCTC (costtocompany), Monthly Gross , Take-Home Estimate , Variable Target and Employer Cost .

e Breakup listseach part of yourpay, its type, monthly and annual amount and whetherit adds to your take-

home.

e History listsearlier packages, forexample before yourlastraise.

HOW TO DO IT
1 Open Mysalary .

2 Selecttheeyeicon atthe top( Showamounts )toreveal the figures; selectit againto hide them.

3 Selectacomponenttoseewhatitis. Print, share ordownload a copy with the buttons next to the eye.

My workspace

= Myrequests

} 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

® Myassets

1 m Mv salarv
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ctrl K

Q searchpagesand
My Salary ©

Take-Home Estimate

Annual CTC Monthly Gross 397 368
5 213,92,000 97,168 bl e S
Costtocompany Recurring cash earnings o -
@ |Breakup| ©
COMPONENT TYPE
Basic salary sasrc Earning
House rent allowance s Earning
Monthly incentive (input) incenrive Earning
Meal reimbursement reaL Reimbursement
Employer retirement contribution enprover pr Employer contribution
Gratuity provision GratutTy Employer contribution
Group healthinsurance rnsurance Non-cash benefit
Annual variable pay target variasLe Earning  Variable
Employee retirement contribution evpLoveE pr Employee deduction
Professional tax (placeholder) proF_tax Employee deduction
Special allowance (balancing) spec 1Al Earning

Variable Target
21,39,200

ot guaranteed

MONTHLY
246,400
318,560
0
32,200
21,800

22,232

21,800
2200

332,208

@ AlphaDemo Q @

(W6 =< o

PACKAGE CMP-2026-008034 ErFFECTIVE O1Apr2026 strucTure Demo standard monthly structure  pav 8asis Monthly - INR

Employer Cost

213,92,000

ANNUAL

25,56,800

22,22720

W0

326,400

221,600

226,784

212,000

21,39,200

321,600

22,400

33,86,496

TAKE-HOME

Adds

Adds

Adds

Adds

Deducts

Deducts

Adds
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&) Yourpayments

My payments lists the money HR4ON has scheduled or paid to you: salary, expense reimbursements and
settlements.

WHAT YOU SEE
e Eachline shows what the payment is for, the amount, and its status: Scheduled, Paid or Failed.
e |fapaymentfails, HR contacts youto checkyourbank details.

Q  searchpages and features cer1 K @ AlphaDemo @ @

My Payments © \rS: \

My workspace Salary - 2026-09 240,400.00
Scheduled for 30 Sept 2026

= Myrequests | scheduled

M My attendance
My profile
Family & bank
9 My job history
My leave
My onboarding
My payslips
3 Mydocuments
@ My Shifts & Holidays
3 Documents & pay

® Myperformance

® Mytimesheet

My benefits

@ Myassets
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EX) Declare your tax savings

My tax declarations is where you choose your taxregime and declare investments and expenses that reduce
your tax. Payroll uses it to work out how much tax to withhold each month.

WHAT YOU SEE
e Estimated AnnualTax , Withheld SoFar and Monthly Withholding forthe rest of the year.

e TaxRegime :choose NewRegime or OldRegime .The otherregime's estimateis shownsoyoucan
compare.

e Declarations : oneline pertype of saving, withits limit, the amount Declared , the proofs sent and what was
accepted.

®  Previous Employer This Year :income and tax from an earlierjob this year.

HOW TO DO IT
1 Open Mytaxdeclarations andselect Update Declaration .

2 Chooseyourregime.

3 Enterthe amountyou plantoinvest orspendoneachline.

4 Select SaveDraft tokeep working, or Submit whenyouare done.
GOOD TO KNOW
e Estimatesuse yourcompany's settings and are not tax advice.

e Yourcompany sets awindow for declarations and a later one for proofs. After the window closes, changes go
through HR.

Q  Searchpages and features ctrl K & Alpha Demo @ @

MyTax Declarations @ Taxyear2026-27  Submitted A Demo Values =] </ Update Declaration

A Estimates use Demo values. They are not your tax liability and not tax advice

My workspace
= Myrequests Estimated Annual Tax A S Monthly Withholding
Withheld So Fa
G 98,969.00 218,505.00
% My attendance @ OLDregitr = 26,443.00 ® 5months eft
) My profile
[F] TaxRegime & Explain My Tax,
Family & bank
2) My job history NewRegime OldRegime  Otherregime estimate: 262,730.00
My leave
7 Myonboarding [@ Declarations ©
My payslips Investments and savings Declared
Limit 21,20,000.00 - Oldregime - Demo section ref (2025 Act, verify
3 Mydocuments 100000

Proofs 21,00,000.00 Accepted 260,000.00 @ InReview

3 My Shifts & Holidays

3’ Documents & pay TXP-2026-00002 240,000.00 (@ InReview Demo-investment-statement-2.txt €

TXP-2026-00001 60,000.00- accepted 360,000.00 (@ Accepted Demo-investment-statement-1.txt

) My performance
My timesheet Healthinsurance premium Declared
Limit220,000.00 - Oldregime
¥ 150
My benefits o0
Proofs 215,000.00 Accepted20.00 (@ InReview
P Myassets
TXP-2026-00003 315,000.00 (@ InReview Demo-health-premium.ixt €
Mv salarv
Col i
Home-loaninterest Declared
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) Upload proofs

Laterin the year, payroll asks for proof of what you declared, such as receipts or statements.

WHAT YOU SEE

e Undereachdeclarationline you see each proof withits reference (forexample TXP-2026-00002), the
amount andits status: In Review, Accepted or Rejected.

e The arrow next to a proof ( Withdraw proof ) takes back a proof that has not beenreviewed yet, forexample if

you uploaded the wrong file.

e Onlythe accepted amount reduces your tax.

HOW TO DO IT

1, Open Mytaxdeclarations .

2 Findthe declarationline and add a proof with the amount and the file.

3 Follow the status untilit shows Accepted.

My workspace

= Myrequests

M My attendance

) My profile

Family & bank

D My job history

My leave

7 My onboarding

My payslips

3 Mydocuments

) My Shifts & Holidays

3 Documents & pay

@© Myperformance

My timesheet

My benefits

P Myassets

Mv salarv

HR40ON - Employee Guide - 2 November 2026

Q  Searchpages and features

My Tax Declarations © fexyear2026-27

Investments and savings

Proofs 21,00,000.00 Accepted 260,000.00

TXP-2026-00002 240,000.00 (@ InReview Demo-investment-statement-2 txt

TXP-2026-00001 360,000.00- accepted 360,000.00

Healthinsurance premium

Proofs 215,000.00 Accepted 20.00

TXP-2026-00003 315,000.00 (® InReview

Submitted A Demo Values

A Estimates use Demo values. They are not your tax liability and not tax advice

Withheld So Far
B 26.443.00 8

Otherregime estimate: 62,730.00

@ InReview

© Accepted

Demo-health-premium.txt &

& Alpha Demo @ @

[=Jl < UpdateDeclaration

Monthly Withholding

218,505.00
5 monthsleft

Explain My Tax

Declared

100000

Declared

15000

Declared
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See how your tax is worked out

Explain My Tax shows the full calculation, step by step.

WHAT YOU SEE

e Yourtaxableincome, annual tax, tax already paid and the monthly withholding.

e Scenario :switchbetween OldRegime and New Regime tocompare.

e Calculation : eachstep fromsalary totax. MonthBy Month : what was and will be withheld.

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

My assets

Mv salarv
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Search pages and features Ctrl K

TAX YEAR 2026-27 - DEMO INCOME-TAX WITHHOLDING 2026-27 V2

< TaxExp'anation A DemoEstimate

ESTIMATE using Demo values — not tax advice and not your actual liability

Taxable Income

B 310,11,020.00

Scenario Old Regime Otherregime: €62,730.00 a year

7= Caleulation

Annual Tax

298,969.00

Salary from thisemployer (projected)

Year-to-date plus projected remaining months

Standard deduction (cld regime)
000 (limited to salary)

Standard deduction 4

Investments and savings

Eligible 100000 - Demo sectionref (2025 Act, verify)

Healthinsurance premium
Eligible 15000

Taxable income rounding

Taxable income rounded HalfAwa

Taxable income

Gross income e

ard deduction and elig

Slab tax (old regime)
250000 % + 35000

6% + 400000 x 18% + 11020 x 28%

Cess

3% of tax plus surcharge

Annual tax liability

@@ AlphaDemo

Monthly Withholding

Already Paid £5 218,505.00
5months

26,443.00

211,66,016.00
-¥40,000.00
-21,00,000.00
-¥15,000.00
34.00
210,11,020.00
¥96,086.00
22,883.00

¥98.969.00

e

@
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09 Benefits, expenses and loans

Choose your benefits, claim money you spent for work, request travel and apply forloans or salary

advances.

m Your benefits

My benefits shows the plans you are covered by and lets you enrol during the enrolment window.

WHAT YOU SEE

COVEREDPLANS , YOUPAY and COMPANY PAYS permonth.

e Coverage :theplansyouhave now and who they cover.

e Enrolment :plansyoucanchooseinanopenenrolment window, with the days left. During the window a
banner shows how many plans stillneed your choice; select Review (or Choose Benefits ) to go through

them.

them.

My workspace
= Myrequests
My attendance
My profile
Family & bank
® Myjob history
My leave
My onboarding
My payslips
3 Mydocuments
@ My Shifts & Holidays
a8 Documents & pay

). My performance

® Mytimesheet

My benefits
»  Myassets

Mv salarv
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My Benefits ©

ctrl K

COVEREDPLANS 4  voupAY ¥2,200.00amonth  comMpaNY PAYs ¥950.00amonth

& Openenrolment2027 O

=N Group term life cover

Life rance - Demo Jeevan Life (simulated

OPTIONS 1 YOU PAY FROM Nothing

starTs 01Jan2027

Group healthinsurance
@ 4 SurakshaHealth

opTioNs 3 youpaY FRoM Nothing
sTARTS 01Jan2027

&8 Compare (D Eligibility

Voluntary retirement contribution
(NPS-like)
Ret

OPTIONS 2 YOU PAY FROM ¥2,320.00 amonth

sTARTs 01Jan2027

&8 Compare @ Eligibility

Meal card
O Mealcard - Demo MealPay cards (simulated
ssuer)
OPTIONs 2 vouPpay FRoM ¥1,100.00 amonth
sTARTs 01Jan2027

&8 Compare @ Eligibility

@@ AlphaDemo @ @

- =

3daysleft

& Wellness allowance
“ Wellness allowance
oprions 1 you par From Nothing

sTarTs O1Jan2027

Flexible benefit plan
£ Plrevadaii
Flexible benefits
oPTiIoNs 1 You PAY FROM Nothing

Bupcer ¥50,400.00 ayear

sTarTs 01Jan2027

Allowances & Claims : allowances such as wellness or flexible benefits, and the claims you made against
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Enrolin a benefit plan

During open enrolment you choose an option foreach plan, orwaive it.

HOW TO DO IT

1

2

W

»H

HR40ON - Employee Guide - 2 November 2026

Open Mybenefits > Enrolment .

Foreachplan, select Eligibility to checkwho canjoin,and Compare to seethe optionsside by side.

Select Choose , pickanoptionand add dependants if the plan covers family.

Do this foreach plan before the window closes.

GOOD TO KNOW

o Afterthe window closes you can change only afteralife event, such as marriage or a birth.
e Whatyou payis deducted from your salary.

My workspace

My requests

i My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

3 My Shifts & Holidays

2 Documents & pay

) My performance

® Mytimesheet

My benefits

® Myassets

Mv salarv

My Benefits ©

COVEREDPLANS 4 voupay ¥2,200.00amonth

ctrl K

compaNy Pars Z950.00 amonth

Coverage 4 [] Allowances & Claims

f3 Openenrolment2027 ©

o Crownt

opTions 1 you pay FRoM Nothing

sTARTS 01Jan2027

@ Gr?up health inéurance

oPTiIoNs 3 You PAYFRoM Nothing
s7arRTs 01Jan2027

&8 Compare @ Eligibility

OPTIONS 2 YOU PAY FROM ¥2,320.00 amonth
sTARTs 01Jan2027

() Meal card
Mealcard- DemoMealPay cards (simulated
ssuer)
OPTIONS 2 YouPAYFROM ¥1,100.00 amonth
sTaRTs 01Jan2027

&8 Compare @ Eligibility

@@ AlphaDemo Q @

-

opTioNs 1 youpay FROM Nothing
sTarTs 01Jan 2027

8 Flexible benefit plan

Flexible benefits

OPTIONS 1 You PAY FROM Nothing

3daysleft

Bupcer ¥50,400.00ayear starts 01Jan 2027
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Benefit claims

Claim against an allowance, such as wellness or medical reimbursement.

WHAT YOU SEE
e FEachallowance showswhatis AVAILABLE , USED andtheyearly LIMIT .

e Yourclaims are listed below with their status, for example Approved.

HOW TO DO IT
1 Open Mybenefits > Allowances & Claims .

2 ) Select Claim ontheallowance.

3 Enterthe amountand attach the receipt, then submit. The claimis reviewed and paid with your salary.
CHEL K @& AlphaDemo Q @

My workspace COVEREDPLANS 4 voupay 32,200.00amonth  company Pays 3950.00amonth
My requests
Ea Open enrolment 2027 is open until 05 Nov 2026 m
}i My attendance 6 plans stillneed your choice
My profile
Coverage 4 Enrolment 6 Allowances & Claims
Family & bank
Books and learning : Fueland conveyance Phone andinternet
My job history Flexible benefit plan - 2026 Flexible benefit plan - 2026 Sl Flexible benefit plan - 2026 8 claim
My leave
AVAILABLE 36,000.00 useD 30.00 AVAILABLE 218,000.00 usep 20.00 AVAILABLE 9,600.00  uUsep 20.00
7 My onboarding LiMiT 26,000.00 uMiT 218,000.00 LiMIT £9,600.00
My payslips
YYfellnes‘s alioh‘vaPcfA @ Claim
R — Wellness allowance - 2026
N
3 My Shifts & Holidays AvalLABLE ¥8,400.00 usep ¥3,600.00
LMt 212,000.00
3 Documents & pay
My performance @ Columns
My timesheet CLAIM ALLOWANCE Date Amount  STATUS
My benefits oo dusRelly (Do) Wellness allowance 100¢12026 23,60000  © Approved
 Hrassets 1-lofl Rows | 20 & | < Pagel/1 >

Mv salarv
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€@ Yourexpenses

My expenses lists your claims, trips and advances.

WHAT YOU SEE

e ONITSWAYTOYOU :approved moneynotyet paid. PAIDTHISYEAR . ADVANCETO SETTLE :travel advances
you stillneed to account for.

e Claims , Trips and Advances tabs.
e Claimstatuses: Drafts , InReview , Returned (fixandresubmit), BeingPaid and Paid .

ctr1 K @@ AlphaDemo @ @

My workspace ONITS WAY TO YOou ®11,200.00 PAIDTHIS YEAR R0.00 ADVANCE TO SETTLE ¥10,000.00

My requests z "
P Trips Advances

My attendance
n 1 0 o0 o 1 @0 More v
My profile Drafts InReview Returned Being Paid Paid
Family & bank
¥ Q Searchclaim, title ormerchant D Columns
My job history
Claim PERIOD Claimed Approved  Status
My leave
Punacustomerworkshop 10 Oct 2026 211,200.00 21120000 @ Approved
. EXP-2026-000001
My onboarding
. Octoberloca bayel 1706120261019 0c2026 21.256.84 A Draft
My payslips EXP-2026-000002
My documents 1-20f2 Rows 20 & ¢ Pagel/l >

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

My assets

Mv salarv

ON YOUR PHONE

The same screen on a phone. Menus collapse into the bottom bar and T

= _ Claim Expense
the ---button.

ONITSWAY TO YOou R11,200.00  PAID THIS YEAR R0.00

ADVANCE TO SETTLE ¥10,000.00

1 0
m D brates © \review

Q Search claim, title or merchant

Pune customer workshop © Approved
EXP-2026-000001

10 0ct 2026
Claimed ¥11,200.00 Approved ¥11,200.00

Octoberlocal travel D) Draft
EXP-2026-000002

17 0ct 2026 1019 Oct 2026
Claimed 21,256.84 Approved

1-20f2 < Pagel/l

@ ol

Home Attendance
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€X) Claim an expense

Create aclaim, then add aline with areceipt for each thing you paid for.

HOW TO DO IT

1

2

Select ClaimExpense (or Claimexpense onHome).
Give theclaima Title ,forexample Pune customer workshop.

If the costs belongto an approved trip, pickitunder Trip . Airfare, hotel and daily allowance need an
approved trip.

Addthe Businesspurpose andselect Create And Add Receipts .
Add each expense: the category, date, amount and a photo of the receipt.

Submit the claimwhen alllines arein.

GOOD TO KNOW
e Yourcompany's policy sets limits and when areceiptis needed. HR4ON warns you before you submit.
e Yourmanagerapproves the claim, finance checksit, thenitis paid to your bank.

Q Searchpages and features ctrl K &b AlphaDemo @ e

MY EXPENSES

< NewClaim ©

My workspace
Title *

%5 Myrequests Clientvisit, Hydlerabad

} My attendance Trip Optional

My profile Not for atrip ®

Airfare, hotel and perdiem ne

Family & bank
Businesspurpose Optiona
9 Myjob history

My leave
4

My onboarding
Cancel [@ Create And Add Receipts

My payslips
3 Mydocuments

® My Shifts & Holidays
2 Documents & pay

My performance

@ Mytimesheet

My benefits
® Myassets

Mv salarv
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ON YOUR PHONE

On aphone you can photograph the receipt straight from the claim.

€ Follow aclaim

<

Title*

MY EXPENSES.

New Claim ©

Taxito client office

Trip ¢

Optional

Not foratrip

Airfare, hoteland per d

Busin

Openaclaimto see eachline, what was approved and where the paymentiis.

WHAT YOU SEE

e CLAIMED and APPROVED amounts;eachexpense line withits own status.

e Payment : whetherithasbeensentforpayment.

e History

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
3 Documents & pay

My performance

My timesheet

My benefits

* My assets

Mv salarv
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:every step and who tookiit.

Search pages and features ctr1 K

EXP-2026-000001

< Pune customerworkshop

Trip TRV-2026-000001-Pune cLaimeDp ¥11,200.00 arprOVED ¥11,200.00

Expenses(3) ©

B DemoAir  Approved
Airfare 10 Oct 2026

Demo
P Demo Residency Pune  Approved
Hotelstay - 10 Oct 2026

f Dailyallowance  Approved
Daily allowance (perdiem)- 10 Oct 2026 . 3.0 days x 21,200.00

Demo

Total reimbursable
£ Payment O
Not routed yet
© History

® |mported - System-22 Oct 2026, 7:44 pm
Demo data

sUBMITTED 15 0ct 2026, 7:44 pm

\eed an approvedtrip.

ess purpose Optional

Cancel [ Create And Add Receipts

& AlphaDemo @ @

=]
¥5,200.00
400.00
22, o
3,600.00
211,200.00
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Request travel and an advance

Forbusiness trips, request approval first. You can ask for a cash advance at the same time.

HOW TO DO IT
1 Open Myexpenses andselect RequestTravel .

2 Fillinthe Businesspurpose , Destinations , Travelmode ,the From and To (inclusive) datesandthe
Estimated cost .

3 If youneed moneybeforeyougo, entera Cashadvance .
4 Addthe Project or Costcentre if yourworkischargedtoone.

5 Checkthe Policy Summary underthe form (days, daily allowance and the limits for airfare, hotel and
mileage), then select Submit , or SaveDraft to finishlater.

GOOD TO KNOW
e Afterthe trip, claimyour expenses againstit. Any advance is settled against the claim; settle advances promptly or
they may be recovered from salary.

Q Searchpagesand features Cerl K & Alpha Demo Q @

MY EXPENSES

< RequestTravel ©

My workspace
Businesspurpose *
My =quests Customer workshop
¥ My attendance
) Myprofile Destinations * Travelmode Optiona
s ‘ Pune Choose &
Family & bank S
®  Myjob history From To (inclusive)
02-11-2026 ] 02-11-2026 ]
My leave
. Estimated cost * Cashadvance Optional
My onboarding
)
My payslips
Project Optiona Cost centre Optiona

2 Mydocuments

@ My Shifts & Holidays

B saveDraft </ Submi
) Documents & pay
& |Policy Summary| ©

DAYS 1 DAILY ALLOWANCE ¥1,200.00 ALLOWANCEFORTRIP 21,200.00

® My performance

My timesheet

My benefits
Airfare; up to 15,000 per bill, receipt above 500

> Myassets Hotelstay: 5,000 per day, receipt above 500

Daily allowance (per diem): 1,200 per day allowance, no receipt needed
Mv salarv
©Own vehicle mileage: 9 perkm, no receipt needed
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m Yourloans

Myloans shows anyloan orsalary advance you have, whatis still owed and the next instalment.

WHAT YOU SEE
e Outstanding and NextInstalment atthe top.

e FEachloanshowsthe amount approved, the amount outstanding, how many instalments are paid and a
progress bar.
e Abadge suchasInArrears or Overdue means aninstalment was missed.

e Viewschedule openseveryinstalment. SettleEarly askstorepaytherestatonce.
ctrl K @& Alpha Demo @ e

Next Instalment

My workspace Outstanding = Activeloans
B 296,786.66 i) 2439418 W
My requests
i My attendance @ Personal loan © Active
LN-SYN-0001-Employee Loan A InArrears
My profile
APPROVED OUTSTANDING
Family & bank 21,20,000.00 296,786.66
[ Next=4,494180n31Aug2026 Overdue
D My job history
talments
My leave
TR =

My payslips
My documents

8 My Shifts & Holidays

3 Documents & pay

My performance

® Mytimesheet

> Mybenefits

> Myassets

Mv salarv
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€X) Apply foraloan or salary advance

Apply online; HR4ON checks your eligibility and shows the repayment schedule before you submit.

HOW TO DO IT

1 Open Myloans andselect Apply .

2 Choosethe LoanType .Each type showsitslimit, the maximum number of instalments and the interest.

3) Enterthe Amount andnumberof Instalments .

4 Choosehowitis PaidOut ,anoptional PreferredFirstinstalment andthe Purpose .

5 Select Submit ,or SaveDraft tofinishlater.

GOOD TO KNOW

¢ Instalments are deducted from your salary.
e Loansneedapproval; you are notified of the decision.

My workspace
= Myrequests
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

® Mytimesheet

My benefits

2 Myassets

Mv salarv
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cerl K

LoanType *

Educationloan - FlatInterest - 6% p.a.

umiT 220,000.00-34,00,000.00 urTO 36instalments

SALARY MULTIPLE 4x

Amount * Instalments *
100000 24

Paid Out * Preferred First Instalment Optiona
Bank Transfer v dd-mm-yyyy

PuLpose ”

Course fees for a cloud certification.

ki

Meets the configured rules
Loan type available
Educationloan s offered by the employee’s company.

Employment status
Employmentis Active

Employee type
Employee: allowed: Employee

Length of service
36 completed months; minimum12.

Grade
Grade G4: allowed: G3, G4, G5, G6, G7

Amount within limits
1,00,000.00 requested: allowed 20,000.00 -
4.00,000.00.

Repayment tenure
24 instalments; maximum 36.

Salary multiple
Upto 4 x monthlysalary basis 99.368.00 = 3,97.472.00.

Openloans of this type
0 open; maximum 1

Openloans (all types)
Topen; maximum 3.

Total exposure
Existing 96,786.66 +requested1,00,000.00=1,96,786.66
limit 5,00,000.00

Maximum available now: ¥3,97,472.00

= |Repayment Schedule] O

@ AlphaDemo Q @

@ Pass
@ Pass
@ Pass
@ Pass
@ Pass

@ Pass

@ Pass
@ Pass
@ Pass
@ Pass

@ Pass

Eligibility and Repayment Schedule update ontheright.
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10 Documents, profile and assets

Read and acknowledge policies, download your letters, keep your personal, family and bank details up
to date, and look after the equipment you were given.

) Policies to acknowledge

My documents > Policies liststhe company policies youneedtoread and confirm.

WHAT YOU SEE

¢ Pending: read and acknowledge it by the due date.

e Overdue: the due date has passed. Acknowledge it as soonasyou can.

¢ Acknowledged: done, with the date and time.

HOW TO DO IT

1. Open Mydocuments .

2 Selectapolicytoreadit.

3 Confirmthatyouhavereadit. HR4AON records the date and time.

My workspace

My requests

i My attendance

My profile

Family & bank

® Myjob history

My leave

My onboarding

My payslips

My documents

® My Shifts & Holidays

a Documents & pay

) My performance

® Mytimesheet

My benefits

P Myassets

Mv salarv

HR40ON - Employee Guide - 2 November 2026

ctrl K

MyDocuments © 1overdue

Letters 1 MyFiles

2

ITacceptable use vl
Rules for laptops, accounts, passwords and personal devices

IT & security - due 04 Oct 202

& Overdue

Code of conduct v2
Adds the data-protection principle and the reporting section.

Code of conduct - due 02 Nov 2026

® Pending

Code of conduct vi
Original code of conduct

Code of conduct - acknowledged 15 Apr 2026, 7:42 pm

@ Acknowledged

@@ AlphaDemo @ @
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Read and acknowledge a policy

Opening a policy shows the full text, with buttons to share ordownloadit, and the Acknowledge panelatthe

bottom.

HOW TO DO IT
. Selectthe policyin Mydocuments > Policies .

. Read the textin the side panel.

‘ Choose howto confirm: Tickto confirm , Type myname or Draw signature .

. Tick I have read and understood... (or type your name, or sign) and select Acknowledge .

GOOD TO KNOW

e Thisisaninternal acknowledgementrecord, not a qualified digital signature. It records your account, the time and

the exact versionyouread.

HR4ON - Employee Guide - 2 November 2026

Code of conduct - v2
Code of conduct - published 19 Oct 2026 - acknowledge by 02 Nov 2026

Adds the data-protection principle and the reporting section.

<

#Purpose

This Demo code of conduct describbes how we work tegether.

## Principles

-Treat colleagues with respect.

- Protect company and personal data.

- Declare confiicts of interest.

## Reporting concerns

Raise concerns with HR or through the helpdesk. Retaliation is not tolerated.

## Data protection

Share personal data only on aneed-to-know basis.

Acknowledge

Ticktoconfirm | Typemyname  Draw signature

I have read and understood Code of conduct (version 2) and agree to followit.

Thisis anintemal acknowledgement record, not a qualified digital signature. It records your account,

the time and the exact version.

Acknowledge
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EX) Lettersandyour files

Letters holdsletters HR hasissuedto you, such as yourappointment letter. MyFiles holds documents onyour
record, such as your signed contract.
HOW TO DO IT

1, Open Mydocuments > Letters .

2 Selectalettertoread ordownloadit. Some letters ask you to acknowledge them.

O Searchpagesandiestures cer1 K @ AphaDemo & @

MyDocuments © 1overdue

Policies '3 [] MyFiles

B Letter of appointment New  Please acknowledge
Appointment letter - LTR-2026-000001 - issued 02 Oct 2026

il Myattendance OB Acknowledge

My profile

My workspace

My requests

Family & bank

) My job history

My leave

My onboarding

My payslips

My documents

® My Shifts & Holidays

}) Documents & pay

My performance

) Mytimesheet

My benefits

2 Myassets

Mv salarv
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) Documents & Pay (everything in one place)

Documents & pay gathersyourletters, policies, files and pay documents in one list, newest first.

WHAT YOU SEE

e Acknowledge atthe top takesyouto the documents still waiting foryou.

My workspace
My requests
i My attendance

My profile
Family & bank

© Myjob history
My leave

7 My onboarding
My payslips

2 Mydocuments

@ My Shifts & Holidays
Documents & pay

) My performance

® Mytimesheet

My benefits

2 Myassets

Mv salarv
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Tabs: All , Letters , Policies , Myfilles and Pay & tax .

Ctrl K

Documents & Pay ©

m Letters 1 Policies 3 Myfiles 1

& Payand loan statements are hidden for privacy.

OCTOBER 2024

@ Signedemploymentcontract

a Letter of appointment

tment letter - LTR-2026-000001- 02 Oct 2026

2026

® Code of conduct

Code of conduct - Version 2 - 19 Oct 2026

© IT acceptable use

IT&security - Version1- 27 Sept 2026

@ Codeof condust»

Code of conduct - Version1- 05 Apr 2026

Pay and loan statements are hidden until you select Show Pay Documents .

Eachitemhas Share , Download andalinktoopenitinits ownpage.

& Pay & tax

(=]

@@ AlphaDemo Q @

(& Acknowledge

Show Pay Documents

© valid

(® To Acknowledge

© To Acknowledge

& Overdue

© Acknowledged

(e

(e
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X Yourprofile

My profile shows yourwork, personal and employment details, splitinto tabs.

WHAT YOU SEE

e Overview :yourrole, team, manager, location, work contact detailsand Profile Completeness .

e Personal , Employment , Identity & bank , Documents and History tabs.

Select the camera onyour photo ( Change profile photo )to add orreplaceit.

e Celebrations :hide your birthday and work anniversary from colleagues if you prefer.

TIP

e Profile Completeness lists what is missing, such as an emergency contact. Filling these in helps HR reach you and

pay you correctly.

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

> Myassets

Mv salarv
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Q Searchpage

nd features

ALPO0OQ12 - ALPHA DEMO

< MyProfile ©#ctive

DEemNAmN Senior Software Engineer pDepARTMENT Technology Joinep 23 Oct 2023
®

Ctrl K

[ Personal  Employment

@ werk

DESIGNATION

Senior Software Engineer
TEAM

Platform Engineering

WORK LOCATION

Hyderabad HQ

WORK EMAIL
priya.sharma@alpha.example

CINED
230ct2023 - 3yrs

= Additional Information

T-SHIRT SIZE
Not set

Identity & bank

DEPARTMENT
Technology
REPORTING MANAGER
Kavya Rao

WORK MODE

Hybrid

WORK PHONE

+919000020013

DIRECT REPORTS
2

Documents

@ AlphaDemo Q @

AsoF  02-1-2026

A |Profile Completeness

@ Date of birth

@ Personal mobile number
@ Currentaddress

O Emergency contact

O Profile photo

O salary bank account

O PaN

© Employment

EMPLOYEE NUMBER
ALP00012
COMPANY

Alpha Demo
WORKER CATEGORY
Employee
EMPLOYMENT TYPE
Full-time

PAYROLL

Emnlnvaa navrall

&

43%
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ON YOUR PHONE

ALPO0O12 - ALPHA DEMO

My Profile

© Active

The same screen on aphone. Menus collapse into the bottom barand
the ---button.

<

DESIGNATION Senior Software Engineer
@ DEPARTMENT Technology

2 JOINED 23 0ct 2023

ASOF = 02-11-2026

Personal ~ Employment Identity &banl

@ Work

DESIGNATION DEPARTMENT
Senior Software Engineer  Technology

TEAM REPORTING MANAGER
Platform Engineering KavyaRao

WORK LOCATION WORK MODE
Hyderabad HQ Hybrid

WORK EMAIL WORK PHONE
priya.sharma@alpha.exa +919000020013
mple

JOINED DIRECT REPORTS
230ct2023-3yrs 2

= Additional Information

T-SHIRT SIZE

Not set

@ i

Home Attendance
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X Update your personal details
The Personal tab showsyourpersonal details, addresses, emergency contacts, family and qualifications.
Changes to contact numbers, addresses, emergency contacts and your photo are checked by HR.

HOW TO DO IT
1, Open Myprofile > Personal .

2 Select RequestChange .

3 Update the details and send. You can follow the requestin MyRequests ; the profile updates once HR
approves.

ctrl K @& Alpha Demo @ @

Q searchpage

ALPO0O12 - ALPHA DEMO
< MyProfile ©#ctive =]

My workspace

@ DESIGNATION Senior Software Engineer  peparTMeNT Technology Joinep 23 Oct 2023 ASOF  02-11-2026 (m]
@

Overview Employment Identity & bank Documents History
Family & bank Changes to contact numbers, addresses, emergency contacts and photo are checked by HR < RequestChange

My job history

My requests

} My attendance

My profile

A Personal Details

My leave
My onboarding LEGAL NAME PREFERRED NAME
Priya Sharma Not set
My payslips DATE OF BIRTH GENDER
230ct1996 Female
My documents
MARITAL STATUS NATIONALITY
3 My Shifts & Holidays Not set Not set
PERSONAL EMAIL PERSONAL MOBILE
3 Documents & pay priya.personal@example.com 4919000010012
©® My performance
© Addresses @ Emergency Contacts
My timesheet
My benefits Current No emergency contact yet.
Flat112, Example Residency, Demo Layout, Hyderabad, Demo State,
P Myassets 500025, IN

Mv salarv

A Family & Dependants = Qualifications
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Family, nominees, emergency contacts and bank

Family & bank holds the people HR should know about and the account your salary is paid into.

WHAT YOU SEE
e  Family & Nominees :your family members and whois anominee for benefits and insurance.
e Emergency Contacts : who HR contacts if something happens to you at work.

e Salary Bank Account : where yoursalaryis paid.

HOW TO DO IT
‘ Open Family & bank andselect Change onthesection.

. In Change Family Details , select AddFamily Member andfillinthe Name , relationship and optional
Date of Birth . Tick Nominee or Liveswithme whereitapplies.

. Adda NoteforHR if usefulandselect SendtoHR .

GOOD TO KNOW
¢ Bankchanges are checked by HR before the next payroll, so make them early in the month.

Change Family Details

Name * Relationship *
Choose
Date of Birth Optiona Gender Optional

dd-mm-yyyy Notset

Nominee Lives with me

+ Add Family Member

NoteforHR Optional

Cancel SendtoHR
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@X) Yourjob history

My job history shows how yourjob has changed since youjoined.
WHAT YOU SEE
e Thecurrentrole, department, location, manager, joining and confirmation dates at the top.
e Timeline : each event, such asjoining, confirmation, promotion or transfer.

e Changes :approved changes, including ones scheduled for the future.

Q Searchpages and features cerl K @@ AlphaDemo Q ‘a
Myjobhistory © ©acive =
Asof
My workspace Jro— -

Pty equests ROLE Senior Software Engineer- Grade4 pepArTMENT Technology LocatioN HyderabadHQ  manacer KavyaRao  JoiNeD 23 Oct2023

i My attendance CONFIRMED 23 Apr2024

Family & bank

o 23Apr2024 Confirmed

My job history

My leave 2+ 230¢t2023 Joined
Alpha Demo

My onboarding
& 230ct2023 Assignmentversion Current

My payslips Senior Software Engineer - Technology - Hyderabad HQ - reports to Kavya Rao

[@ Mydocuments

3 My Shifts & Holidays

} Documents & pay

My performance

My timesheet

My benefits

P Myassets

Mv salarv
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m Your assets

My assets lists the equipment and software licences inyour care.

WHAT YOU SEE

¢ Inmycustody :eachassetwithitstag, category, accessories and the date youreceivedit.

e Return :starthandinganassetback. ReportProblem :tellthe assetteam about afault, loss ordamage.

e Softwarelicences and Myrequests .

HOW TO DO IT

1 Toaskforequipment,select Request anddescribe whatyouneed.

2 Toreportafault, select ReportProblem onthe asset.

My workspace

My requests

i Myattendance

My profile

Family & bank

& Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

® My Shifts & Holidays

3 Documents & pay

) My performance

© Mytimesheet

My benefits

My assets

Mv salarv
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My Assets @ & Outstanding

O Inmycustody

ctrl K

Demo View 27" monitor AST-ALPHA-00013

Monitors - DEMO-MONITOR-1013 - since 07 O

HDMI cable

Demo AirBook 13 AST-ALPHA-00001

Laptops - DEMO-LAPTOP-1001 - since 17 Se

Charger  Laptopbag

Demo Ergo chair AST-ALPHA-00023

Ergonomic chai e21Nov 2024

63 1xDemoUSB headset

£ Softwarelicences

Demo Design Studio

Demo Office Suite

E  Myrequests

& Assigned

@ Assigned

& Assigned

&

Norequests

& Alpha Demo Q @

é

“ Return | A\ ReportProblem

“ Return

© Return

&\ ReportProblem

&\ ReportProblem
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@2 Your privacy

My privacy lets you control optional uses of your data and ask fora copy or correction of what HR4ON holds
about you.
WHAT YOU SEE

e Optional Uses Of My Data : grant or withdraw, for example, your photo in the directory, birthday wishes and
optional surveys.

e NewRequest :askforacopy of yourdata, a correction or other privacy requests. Follow them under
My Requests onthis page.

Q  searchpagesand features cerl K & AlphaDemo @ @
My Privacy ©
My workspace 5 MyRequests
= Myrequests
D Myationciiin &
My profile Norequests yet

FRIRY & bank

& Myjob history
o i ®
My leave @ |Optional Uses Of My Data| &

My onboarding Photo in people directory c
Show my profile photo to colleagues in the directory and org chart.
El Mypayslips Granted on22 Jul 2026, T1:43pm

3 Mydocuments Birthday and work anniversary wishes

Show my birthday and work anniversary on the celebrations wall.
@ My Shifts & Holidays

Optional pulse surveys

Invite me to optional engagement and pulse surveys.

Withdrawn on 22 Sept 2026, 11:43 pm

3 Documents & pay

® My performance

® Mytimesheet

My benefits

* My assets

Mv salarv
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1T Your first days (new joiners)

Whenyou join, HR4ON gives you a checklist that takes you from before your first day to the end of your

first month.

m Your first week on Home

Fornew joiners, Home shows a Your first week card: how many days you have been with the company, your next

task and your buddy.

My workspace
My requests

My attendance
My profile

Family & bank

My job history

My leave

My onboarding
My pay: s

My documents
My Shifts & Holidays
Documents & pay

My performance

My timesheet

My benefits

My assets

Mv salarv

HR40ON - Employee Guide - 2 November 2026

Ctrl K

@ AphaDemo /B @

Q Searchpages and features

AlphaDemo

Good evening; Ananya

Welcome back, Ananya

Monday, 2 NoVember

O AwaysON foryou

o = i ts ©) V) E
Clockinfout MyRequests Apply Leave My Shifts Logtime Give Kudos My payslips Claimexpense
~\
7 Your first week > o] TODAY - MONDAY, 2NOVEMBER ~ (© Notinyet n Needs Your Attention
“ Dayl5withus """ 06:00-14:00. MOR = g 2twacknowiedge

SHIFT STARTED Benefits enrolment window opens

06:00

5] Innotyet

«©

Next: Complete policy e-learning. Your
buddy is Divya Pillai

[ Qutnotyet

® Sharelocationwhen punching @

@ Workingremotely @

My attendance

TODAY'S SHIFT

NEXT HOLIDAY
3 06:00 -14:00 =

B8 LEAVE BALANCE

Deepavali No leave planned
MOR - Morning shift Monday, 9 November - in7 days
Next: Tuesday, 3 November, 06:00 - 14:00 Ihcldaysinthensifourmentn 0.5

Casual Leave Sick Leave Earned Leave

(MOR)
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Your onboarding checklist

My onboarding lists every task, grouped by whenitis due: Before joining, Day 1, First week and First month.

WHAT YOU SEE

Yourrole, joining date, how muchis DONE ,your HRCONTACT , MANAGER and BUDDY .

Tasks with someone else (for example Team introductions with Rohan lyer) show who and when.

e Overdue tasks are marked so you can catchup.

HOW TO DO IT

1 Open Myonboarding (orthe first-week card onHome).

2 Select Start onthenexttaskandcompleteit.

3 Marksimple tasksas Done whenyou have finished them.

TIP

e Yourbuddy is there to help with everyday questions. Select the e-mail link next to theirname to contact them.

My workspace

= Myrequests

i My attendance

) My profile

Family & bank

© Myjob history

My leave

My onboarding

My payslips

[} Mydocuments

@ My Shifts & Holidays

) Documents & pay

@© Myperformance

My timesheet

My benefits

P Myassets

Mv salarv
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L

Ctrl K &) AlphaDemo Q @

HRCONTACT ArjunKapoor — Manacer Rohanlyer  supoy DivyaPillai &

=

©

Before joining

Personal and emergency details
Dene 21 0ct2026

Upload identity proof

Done21 Oct 2026

Upload highest education certificate

Done210ct 2026

Upload relieving letter (if any)
Done210ct 2026

Read and acknowledge the Code of Conduct
Done21 Oct 2026

Day1

Day 1welcome and orientation

WithArjunKapoor - 19 Oct 2026

Laptop handover and first sign-in

{1 Open
With Sanjay Verma 19 Oct 2026

Firstweek

Lunch with your buddy

A {3 Open
With Divya Pillai- 20 Oct 2026

Teamintroductions
WithRohan lyer- 21 Oct 2026

Complete policy e-learning | Dona
Due 24 Oct 2026 (overdue)

1 Open

Tasks you do yourself (forms, document uploads, policies, e-learning) have a button such as Start or Done .
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ON YOUR PHONE

The same screen on aphone. Menus collapse into the bottom barand
the ---button.

HR4ON - Employee Guide - 2 November 2026

My Onboarding ©

© Joined

rOLE Operations Executive, Operations
JOINED 19 Oct2026 DONE emmmms 68%
HR CONTACT ArjunKapoor MANAGER Rohanlyer

suppy DivyaPillai &
£ Beforejoining

Personal and emergency details
Done 210ct 2026

Upload identity proof
Done 210¢t 2026

Upload highest education certificate
Done 21 0ct 2026

Upload relieving letter (if any)
Done 210ct 2026

Read and acknowledge the Code of Conduct
Done 210ct 2026

Day1

Day 1welcome and orientation
With Arjun Kapoor - 19 Oct 2026

o) Laptop handover and first sign-in
With Sanjay Verma 19 Oct 2026

#* Next: Complete policy e-learning

@ i

Home Attendance
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12 performance, learning and careers

Follow your goals and reviews, complete yourlearning, and look for your next role inside the company.

E€3) My performance

My performance lists your currentreview cycles and your earlierresults.

WHAT YOU SEE

e Currentcycles : eachreview withits stage (forexample Goal setting, Self review, Manager review), its due
date and your goal progress.

e Earlieroutcomes : pastreviews with the final rating.

Q Searchpagesand ctrl K &b AlphaDemo Q @
My performance © =
" My performance Reviews
My workspace
My requests Current cycles.
Y My attendance 5
Demo half-year review
84% >
My profile (® Managerreview @ Agreed  Due06Nov2026
Family & bank
[ Earlieroutcomes
D My job history
D H2 revi iol
o Ha[eview (previous vear) Exceedsexpectations 4 >

My leave © Acknowledged
My onboarding
My payslips

My documents

3 My Shifts & Holidays

3 Documents & pay

My performance

) Mytimesheet

My benefits

P Myassets

Mv salarv
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Your goals

Open areview to see your goal sheet: each goal with its weight, target, progress and due date.

WHAT YOU SEE

¢ Quantitative goals have anumberto reach; Milestone goals are done or not done; Qualitative goals are

judged onevidence.

e Alignedto showsthe company or manager goal yours supports.

e WEIGHTS mustaddupto100.

HOWTO DO IT

1. Openthereview from My performance .

2 Select Update progress torecordwhereyouare onagoal.

My workspace
My requests
i My attendance
My profile
Family & bank
© Myjob history
My leave

7 My onboarding

El My payslips

[ Mydocuments
® My Shifts & Holidays
] Documents & pay
My performance
My timesheet
My benefits
* Myassets

Mv salarv
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ctr1 K

PC-2025-0002

< Myreview - Demo half-yearreview O Mansgereview @ Agreed

@@ AlphaDemo Q @

=)

evaLuaTor KavyaRao periop OLApr2026 to30Sept2026 staceput 06Nov 2026 roLe Senior Software Engineer - Technology  weiGHTs 100 /100

FRAMEWORK Goals

Check-ins 2 Self review

Goalsheet ©

WEIGHT

Demo: Reduce p95 APl latency  Quantitative
p95 latency of public APls: 290 of 250 ms

&° Aligned to Demo: Customers canrely on our platform (Company objective)

Demo: Ship the self-service onboarding flow  Milestone  Completed
Flow live for all new customers

Demo: Mentor two juniorengineers ~ Qualitative

Mentees show visible growth incode reviews and design discussions; agreed in check-ins.
& Aligned to Demo: Grow skills across every team (Company objective)

40%

35%

25%

100/100

—_— o s0sepizazs

— 100% 30Sept2026 | ()

— 70% 30Sept2026 | (A
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m Check-ins

Check-ins are short conversations with your manager during the year. Each one records the date, notes,

progress and agreed actions, so nothing is forgotten at review time.

HOW TO DO IT

1 Openthereviewandselect Check-ins .

2 Select RecordCheck-in afteraconversation and note what you discussed and any actions.

My workspace

My requests

W My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

) My Shifts & Holidays

}) Documents & pay

My performance

) Mytimesheet

My benefits

2 Myassets

Mv salarv
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O Searchpagesandiestures cer1 K @ AphaDemo & @

PC-2025-0002

< Myreview - Demohalf-yearreview O©Managerreview @ agreed =

EVALUATOR KavyaRae rerioD OLApr2026to30Sept2026 stacepue 06Nov2026 roLe Senior Software Engineer - Technology  weicHTs 100 /100

FRAMEWORK Goals

Goals 3 cneck-ms ) Self review
%) Check-ins + Record Check-in

100ct 2026
Demo: Onboarding flow shipped; mentoring sessions with Aditya and Ishita every week

Rao - Priya Sharma, Kavya Rao
12Sept2026 60%
Demo: Latency work on track; caching layer reduced p95 from 450 to 320 ms.
@ Profile the search endpoint 02 Oct 202¢

aRao - Priya Sharma, Kavya Rao
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m Your self review

Atthe self-review stage, rate yourself against each goal and describe what you achieved. Your manager seesiit
before writing theirassessment.

HOW TO DO IT

1 Openthereview andselect Selfreview .

2 Rateeachgoalfroml1to5.

3 Fillin Strengths , Areastodevelop andthe Evidencesummary .

4 Save asyougo andsubmit before the due date. The panel then shows Submitted and when.

GOOD TO KNOW

e Afteryousubmit, your manager completes theirassessment. When the review is final you see the outcome and can

acknowledgeit.

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

3 Documents & pay

) My performance

My timesheet

My benefits

P Myassets

Mv salarv
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Q  Searchpages and features ctrl K

PC-2025-0002

< Myreview - Demo half-yearreview O Managerreview

& Alpha Demo @ @

© Agreed =)

evaLuaTOR KavyaRao perioD 0L Apr2026to30Sept2026 stacepue 06Nov2026 roLE Senior Software Engineer - Technology  weicHTs 100/100

FRAMEWORK Goals

7 Selfreview ©

Demo: Reduce p95 APl latency
w % attained

Exceeds expectations

Demo: Ship the self-service onboarding flow

Demo: Mentor two junior engineers
W 5.7 tained

Strengths

Demo: Delivered the onboarding fiow early and keptlatency work moving.

Evidence summary

Submitted12 daysago  Submitted

Areas to develop

Demo: Delegate more of the performance profiling.
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E€X) My learning

My learning lists the courses and certifications assigned to you or that you signed up for.

WHAT YOU SEE

o Filters: Required , Inprogress , Overdue , Pending and Completed .

e FEachcourse shows howitis delivered (forexample Self-paced), whetheritis Required, your progress and

the due date.

e Tabs: Learning , Certificates , Skills and Suggested .

HOW TO DO IT
1 Open Mylearning .

2 Select Start tobeginacourse,or Details toreadaboutit.

3 Tofindmore courses select Browse Catalogue .

GOOD TO KNOW

e Required courses, such as workplace-conduct training, must be completed by the due date. Your manageris told

about overdue ones.

My workspace
My requests
W My attendance

My profile
Family & bank

© Myjob history
My leave
My onboarding

My payslips

[@ Mydocuments

® My Shifts & Holidays

} Documents & pay

My performance

My timesheet

My benefits

P Myassets
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Ctrl K

My Learning ©

& 1 o 1 a1l g 0
Required Inprogress Overdue Pending

< Preventing sexual harassment atwork £\ Overdue
(POSH)
@ self-paced  Required

Suggested 0

0%

(® Start Details

Due 19 Oct 2026

& AlphaDemo Q @

- =

0

Completed

More ¥
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E€X) Internal opportunities

Internal opportunities shows openrolesinside the company that you are eligible for.
WHAT YOU SEE
e FEachrole shows the department, location, grade, closing date and whetheryou are Eligible.
e Howmyskills fit compares the role with your skills.
e Myapplications and Myskills tabs.
HOW TO DO IT
1, Open Internal opportunities .

2 Readtheroleandselect Apply .

GOOD TO KNOW
e Yourmanageris usually informed when you apply for aninternal role.

Q. Searchpages and features Ctrl K & AlphaDemo Q @

Internal opportunities ©

Openroles 1 My applications 0 My skills 2

My workspace
Ny Il SoftwareEngineer (platform) Eligible
}i My attendance Technology - Hyderabad HQ - Grade 3

Closes 11 Nov2026

My profile .

Demo internal opening in Platform Engineering
Family & bank ¥ How my skills fit

B Myjobhistory () C#/.NET Needs 3 notrecorded

My onboarding

My payslips

[@ Mydocuments

3 My Shifts & Holidays

) Documents & pay

My performance

) Mytimesheet

My benefits

P Myassets

Mv salarv
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Jobs and referrals

Jobs & referrals lists open jobs so you canrefera friend orapply yourself.

HOW TO DO IT
1 Open Jobs &referrals .

2 Select Refer onajob(or ReferAFriend atthetop)andenteryourfriend's detailsand CV.

3 Followyourreferralsonthe Myreferrals tab.

Q Searchpag:

ctr1 K @@ AlphaDemo @ e

Jobs andreferrals ©

Openjobs 1 My referrals
My workspace

My requests Q Searchjobs

}i My attendance
Senior Backend Engineer

My profile Technology © HyderabadHQ Full-time

¥22,00,0001t0228,00,000 ayear

Rty & Back DEMO job description for Senior Backend Engineer. You will work with a friendly

team on fictitious demo products
My job history
* 5+yearsbuilding web APls

* Strong SQL and datamodelling
* Clouddeployment experience
T * Mentoring juniorengineers

My payslips

My documents

My leave

3 My Shifts & Holidays

2 Documents & pay

My performance

My timesheet

My benefits

? Myassets

Mv salarv
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m Give interview feedback

If you are onaninterview panel, Myinterviews listsyourinterviews and the feedback you owe.

HOW TO DO IT

1 Open Myinterviews andselect Feedbackdue .

2 Opentheinterview. Read the job requirements and the candidate's details.

3 Rateeachscorecardareafromltob.

4) Choosea Recommendation ( Strongno to Strongyes )andwrite the Summary of evidence .

5) Select SubmitFeedback .

GOOD TO KNOW

¢ Baseyourfeedback only onjob-related evidence. Do not record protected characteristics such as age, religion or

family plans.

My workspace
= Myrequests
i My attendance
) My profile
Family & bank
) My job history
My leave
& My onboarding
My payslips
2 Mydocuments
® My Shifts & Holidays
3 Documents & pay

My performance

® Mytimesheet

My benefits

2 Myassets

Mv salarv
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Q Searchpagesand features cerl K

System design
Structure, scalability and maintainability reasoning

1 2 3 4 5

Evidence (optional)

Delivery and ownershi
Eamdie

of shipping an

1 2 3 4 5

Evidence (optional)

Collaboration
Norking with others, giving and receiving feedback

1 2 3 4 5

Evidence (optional)

@ AlphaDemo Q @

(Rec ommendation *

Strong no No Yes Strong yes

Summary of evidence *

Baseyour feedback only on job-related evidence. Donot record protected

| </ Submit Feedback

characteristics.
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13 Recognition, news and surveys

The Feed brings together company announcements, surveys and the recognition wall. Give kudos to say

thank youto a colleague.

Your feed

Feed showswhatishappeninginthe company and what needsyou.

WHAT YOU SEE

e ForYou : announcements you must acknowledge and surveys waiting for
your answer.

e Announcements : company and team news. Pinned ones stay at the top.

e Recognition :therecognitionwall, plus the kudos youreceived and gave
and how many you have left this month.

Q searchpagesan ctr1 K

Feed ©

My workspace
My requests % |To Acknowledge

N Myattendance . i
B Updated hybrid work policy

D Myprofie Two anchor days a week and new core hours from next month
l4daysago & Pinned  Acknowledge
Family & bank

Benefits enrolment window opens ®
My job history Enrolment apens next week.

9daysago Acknowledge
My leave

My onboarding % Announcements

My payslips
Platform engineering town hall ®
My documents Q4 roadmap and on-call changes

) My Shifts & Holidays

Recognition Wall
3 Documents & pay f 9

My performance Meera Nair recognised Vikram Shah
@ ldaysago Kudos  Ownership

My timesheet
Thank youforjumping in to help!

> Mybenefits
Qo

> Myassets

Muv salarv Kavya Rao recognised Priya Sharma
(in) 2daysage Kudos — Ownership

Stayed late to get the release over the line and wrote the runbook so nobody else has to.

The Feed on alaptop.
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Feed ©

& ToAcknowledge

@ Updated hybrid work policy
Two anchor days a week and new core hours
fromnextmonth

ladaysago % Pinned  Acknowledge
Benefits enrolment window opens ® >

Enrolment opens next week.

9daysago Acknowledge

& Announcements SeeAll

Platform engineering town hall ® >

Q4 roadmap and on-call changes

3 days ago
2 Recognition Wall
Meera Nair recognised Vikram Shah
Tldaysago Kudos  Ownership
Thank you forjumpingin to help!

Qo

QO GiveKudos

@& Alpha Demo @ @

z
>
b

SeeAll

>

SeeAll
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Read and acknowledge an announcement

Opening an announcement marks it as viewed. Only acknowledging it confirms you have read it, so do that
when asked.

HOW TO DO IT

1 Opentheannouncement from ForYou orHome.Announcementsyoumustconfirm show Please
Acknowledge.

2 Readit,thenselect IHaveReadThis . (Onthe Feedyoucanalsoselect Acknowledge nexttoit.)

Q  searchpages and features ctrl K & AlphaDemo @ e
POLICY
< Updated hybrid work policy Flease Acknowledge =]
My workspace FroM AlphaDemo  pueLisHED 19 Oct2026,7:44pm  approVED BEY Meera Nair

UNTIL 18 Nov 2026, 7:44 pm
My requests

}i My attendance B Twoanchordays aweek and new core hours from next menth

Mo erile From next menth the hybrid work policy changes for all office-based roles.

Whatchanges
Family & bank

» Twoanchor daysin the office each week, agreed with your manager.
)| Myjob history « Core collaboration hours are 11:00 t0 16:00.

« Remote days fromanother city need approval three days ahead.
My leave

Read the full policy in Documents and acknowledge below.
My onboarding

My payslips (© 1Have Read This

My documents

8 My Shifts & Holidays

3 Documents & pay

My performance

© Mytimesheet

> Mybenefits

> Myassets

Mv salarv
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Give kudos

Kudosis a quick, public thank-you that appears on the recognition wall. Some companies also offer awards with
areward.

HOW TO DO IT
1 Select GiveKudos onHome oronthe Feed.

2 Choosethetype: Kudos (instant,onthewall), Spotaward or Starofthe quarter (reviewed beforetheyare
awarded).

3 Under Who , pick the colleague.
4 Under For ,choose thevalue they showed, suchas Teamwork or Customerfirst .
5 Pickastartermessage orwrite yourownin Whatdidtheydo? .

6 Leave Show ontherecognitionwall onto shareit,thenselect SendKudos .

TIP
e Youhave amonthly kudos allowance; the page shows how many are left.

Q Searchpagesand features cerl K @ AlphaDemo Q @
\_____________________________________J

[ Starof the quarter
Reviewed by HR

My workspace 20 kudos left this month.
= Myrequests
ly req <@ Who
@ Myattendance
Colleague

) My profile
Q Type 2ormore letters of aname

Family & bank

£ Myjobhistory B For
5 Myleave
= _ Customer first Ownership mwork Innovation Integrity
My onboarding
My payslips
</ Message
2 Mydocuments
® My Shifts & Holidays forjumpingin to help! Yourattention to detail made the difference. Great teamwork on this one
; -
2 Documents & pay '/'_‘"‘2‘ didthey do

Great teamwork on this one.
My performance

) My timesheet

? My benefits i 27/100 =
* Myassets Show on the recognition wall ()

Mv salarv
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ON YOUR PHONE

The same screen on aphone. Menus collapse into the bottom barand

the --- button.

The recognition wall

FEED

< GiveKudos ©

<O Kudos Q Spotaward

Instant, on the wall Reward 25,000 via payroll
20 kudos left this month.
O  Who

Colleague

Q Type2ormore letters of aname

! For

Customer first Ownership Teamwork

Innovation Integrity

</ Message

Thank you forjumpingin to help! Your attention to de

What did they do? *

Be specific: what happened and why it
mattered

m

Attendance

Seewho has beenrecognised andreact to their posts. Your own counts show at the top.

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

My assets

Mv salarv
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Ctrl K
Feed ©

1

C Received )

Meera Nair recognised Vikram Shah
! o Kudos  Ownership

Thank you forjumpingin to help!

Qo

Kavya Rao recognised Priya Sharma
@ '20s20° Kudos  Ownership

Stayed late to get the release over the line and wrote the runbook so nobody else hasto

Q6

Priya Sharmarecognised Aditya Gupta

3daysago Kudos — Teamwork

Paired with me for two days on the flaky test suite. Builds are green again!

Q6

Rohanlyerrecognised Divya Pillai
idaysage Kudos  Customerfirst

Turned around a tricky customer escalation in a single afternoon

O3

Given

@@ AlphaDemo Q @

Q GiveKudos

20

Kudos Left )
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Answer a survey
WhenHRruns asurvey, itappearsin Feed > ForYou andinyournotifications.
HOW TO DO IT

1. Openthesurveyfrom ForYou orthe notification.

2 Answereach question. Anonymous surveys say so at the top, and your name is not shown to anyone with
your answers.

3 Submit before the closing date. Some surveys let you change your answers until they close.

TIP
¢ |fyoudonotwantoptional pulse surveys, switchthem offin My privacy .
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14 Help and HRrequests

Find answers in Help, raise arequest with HR when you need a person, and set your preferences.

&3 Help

Help & preferences > Help answerscommon questions, grouped by topic: app, attendance, documents,

leave, pay, profile and requests.

HOW TO DOIT

1 Open Help & preferences .

2 Typein Search orbrowse atopic.

3 Selectaquestiontoreadthe answer. Most answers link straight to the right page.

4 Still stuck? Select RaiseaCase .

My workspace
= Myrequests
% My attendance
) My profile
Family & bank
My job history

My leave

My onboarding

My payslips
3 Mydocuments
S My Shifts & Holidays
) Documents & pay
) My performance
My timesheet
My benefits
* My assets
Mv salarv
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Q  Searchpages and features ctrl K

Help & Preferences ©

Q  Askaboutleave, pay, bank, policies

Stillneed help?
Raise acase and HR will get back to you

App

Canlinstall HR4ON on my phone?
Attendance

Iforgot to clock out. What should | do?

My punchdid not seem to go through.

Documents

Where are my letters and policies?

Leave
Howdo | apply forleave?

Canlcancel leave that is already approved?

Pay

Whenis salary credited at Alpha?

@ AlphaDemo Q @
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E€X) YourHRrequests

HRrequests lists every case youraised with HR, and its status.

WHAT YOU SEE

e Open , Replyneeded (HRiswaitingforyou), Resolved and Closed .

e Fachcaseshowsitsreference, subject, category, the HR owner and the last update.

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

® Mytimesheet

My benefits

P Myassets

Mv salarv
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Q  Searchpages and features Ctrl K

o 0
Reply needed Resolved

Q Searchreference or subject

MyHRRequests ©

Case SUBJECT CATEGORY

SYN-HRC-0001 Update my postal address General HR enquiry

1-1ofl

- 0
"~ Closed

OWNER

Arjun Kapoor

& AlphaDemo Q @

More v

[ Columns

Last update STATUS

12days ago @ InProgress

Rows 20 & < Pagel/1 >
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%) Raise anHRrequest

Pick the type of request soitreaches the right team.

WHAT YOU SEE
e AskHR: GeneralHRenquiry , Policy question and Payrollquery go tothe HR service deskorpayroll.

¢ Raise aconcern: Grievance and Workplace harassment complaint go to a confidential case team.
Harassment complaints are heard by the designated internal committee and can be anonymous.

HOW TO DO IT
1, Open HRrequests andselect NewRequest .

2 Choosethetype.
3 Describe your question or concern and attach anything useful.

4 Submit. You get areference numberand updates by notification.

GOOD TO KNOW
¢ Concerns and complaints are visible only to the confidential case team, not to your manager.

Q  Searchpages and features Ctrl K @& Alpha Demo Q @

HR REQUESTS

< NewHRRequest ©

My workspace
@ AskHR
My requests
)i My attendance ® General HR enquiry ® Policy question

Records, letters, benefits and other HR questions. How a policy appliestoyou.
i cedes R service desk

My profile

Family & bank

g .
B) Myjob history % Payanddeductions

My leave

@ Payrollquery
My onboarding Ques‘ ns about a payslip, deductions or reimbursements.

El Mypayslips
[} Mydocuments © Raiseaconcern

My Shifts & Holidays

D D & Grievance & Werkplace harassment complaint
ocuments & pay
A concern about how you have beentreated at work Protected complaint heard by the designated internal
Confidential case team committee

© My performance

Confidential case team - anonymous possible

My timesheet

My benefits

P Myassets

Mv salarv
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ON YOUR PHONE

HR REQUESTS

The same screen on aphone. Menus collapse into the bottom barand
the ---button.

< NewHRRequest ©®©

@ AskHR

( General HRenquiry
Records, letters, benefits and other HR
Qquestions
HR service desk

Policy question

How a policy applies to you
HRservice desk

Pay and deductions

Payroll query

Questions about a payslip, deductions or
reimbursements.

Payroll helpdesk

@ Raiseaconcern

Grievance
Aconcern about how you have been treated at
work

Confidential case team

Workplace harassment complaint

i B

Home Attendance Payslips
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€3 Follow up on arequest

Openacase toread HR's replies, answer their questions and add files.

WHAT YOU SEE

e SUBJECT , OWNER (the HRpersonhandlingit)and OPENED date atthe top.

e Conversation :yourrequestandeveryreply. Evidence :fllesonthe case. Resolution : how HRresolvedit.
History :every step.

HOW TO DO IT

1 Openthecasefrom HRrequests .

2 Readtheconversation,typein Yourreply andselect Send .Use Attach toaddafile, forexample proof of
address.

3 WhenHRresolvesit,check the Resolution tab.If the problemisnot solved, reply and the caseisreopened.

Q  searchpages and features ctrl K @& Alpha Demo Q @

GENERAL HR ENQUIRY - ENQUIRY

< SYN-HRC-0001 8 -

My workspace
sussecT Update mypostaladdress  owner ArjunKapoor —openen 210ct2026
3 My requests
i\ My attendance
My profile [J Conversation ©
& Yourrequestisvisible to the HR
Family & bank REQUEST service desk of your company. Do
Imoved to a new fiatin Hyderabad last week and need my address updated forletters notinclude health or other sensitive
D My job history detailsunless needed.
HR4ON 12daysago

My leave
We received your request SYN-HRC-0001

7 Myonboarding
ArjunKapoor 12daysago

El' My payslips Thanks Priya, we willupdate it today. Please upload proof of address if you have it

[3 Mydocuments Your reply

@ My Shifts & Holidays

3 Documents & pay
2

) My performance &, Attach

®» Mytimesheet
) Mybenefits
> Myassets

Mv salarv
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X)) Notification and display preferences

Preferences letsyouchoose how HR4ON looks and how it contacts you.

WHAT YOU SEE

e Display : Language , DateFormat , NumberFormat and Density .

e My Workspace :which sections show on My Workspace, and inwhat order.

requests are always onin-app.

e Hide private details onlock screen : pay, tax and case notifications show a generic title.

Notifications : foreach category, choose in-app, e-mail and push. Approvals and updates on your own

e Account & App : links to security and password, and Install App where your browser supportsit.

HOW TO DO IT

1 Open Help & preferences > Preferences .

2 Changewhatyouneed.

3) Select SavePreferences .

TIP

¢ The Notifications tab onthe same page listsyournotifications, like the bell.

My workspace

= Myrequests

} My attendance

) My profile

Family & bank

& Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

2 Documents & pay

) My performance

® Mytimesheet

My benefits

* My assets

Mv salarv

HR40ON - Employee Guide - 2 November 2026

Q searchpagesand features

Pay, salaryandtax Private
Benefits  Private

Loans and advances private
Expensesand travel

Assets

Announcements and celebrations
Helpdeskcases Private

Learning

Performance

Everythingelse Pprivate

Hide private details on lock screen

Always on for your company.

@ Employment ©

ALP00012 - Alpha Demo
p 5

0m230ct2023

© Account & App

ctrl K

888608BAAAN

© sign-in & Security £ Change Password

The installed appkeeps only its screens on the device. Your personal and pay data always load freshafter sign-in

@& Alpha Demo @ @

Current
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15 Ssecurity, delegations and leaving

Keep your account safe, hand over approvals when you are away, and resign through HR4ON if you
decide to move on.

Your sign-in security

Security shows how youraccountis protected and where you are signed in.

WHAT YOU SEE

e Two-step verification : On or Off. Select SetUp Authenticator to add anauthenticatorapp onyourphone;
afterthatyoutype a code fromthe app whenyousignin.

e Whereyou'resignedin : eachbrowserordevice with the time it signedin and was last active. This device is the
oneyou are using.

End Session signs out one device. SignOut OtherDevices signs out everywhere except here.

Change Password opens the password page.

GOOD TO KNOW
¢ |fyouseeadeviceyoudonotrecognise, select SignOut OtherDevices andchange yourpassword straight away.

O Subrefipages andtasizes cer1 K @ AphaDemo 12 @
My security ©
© Two-step verification © W ot
My workspace
= Myrequests [J SetUp Authenticator
i My attendance
) My profile Ch  Whereyou'resignedin © [> Sign Out Other Devices
Family & bank
% Chrome onWindows  Thisdevice Signout
® My job history Signedin 02Nov 2026, 5:42 pm - active 9 seconds ago
My leave i
ly = Chrome on Windows End Session

Signed in 02 Nov 2026, 5:42 pm - active 4 minutes ago

My onboarding

Chrome on Windows

slips Gh End Session
My payslips % Signedin 02 Nov 2026, 5:31 pm - active 15 minutes ago
[} Mydocuments "
o, ChromeonWindows s
2 \ 5:31 tive 15 minutes ago o Semlon
3 My Shifts & Holidays Signed in 02Nov 2026, 5:31pm - active 15 sag
;' Documents & pay g ChromeonWindows End Session
Signed in 02 Nov 2026, 5:22 pm - active 24 minutes ago
® My performance
% Chrome on Windows Eid Sansion
My timesheet Signed in 02 Nov 2026, 5:22 pm - active 24 minutesago
My benefits >
@ Chrome on Windows End Session
Signed in 02 Nov 2026, 5:09 pm - active 36 minutes ago
> Myassets
My salarv G Chromeon Windaws End Session
Signed in 02 Nov 2026, 5:09 pm - active 37 minutes ago
ollapse
o Chrome onWindows Bl Samsion
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Change your password

Change your password regularly, and at once if you think someone else knowsiit.

HOW TO DO IT
1. Openyouraccountmenuandselect Changepassword (or ChangePassword onthe Security page).

2 Typeyour Currentpassword ,thenthe Newpassword and Confirmnew password .

3 Select Changepassword . Use the new password next time you signin.

GOOD TO KNOW
¢ Atleast10 characters with upper-case and lower-case letters and a number. Do not reuse a password from another
site.

Q Searchpages and features ctrl K & AlphaDemo @ @

ACCOUNT
< |Change password

Current password *

My workspace
My requests

)i My attendance New password *

My profile
Family & bank 110 characters withupper- andlower-case letters and a numbe

Confirmnew password *
D My job history

My leave

My onboarding Cancel Change password

El Mypayslips

[@ Mydocuments
® My Shifts & Holidays
3 Documents & pay
My performance
My timesheet
My benefits
* My assets

Mv salarv
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Delegate approvals while you are away

If you approve requests for others, hand them to a colleague while you are on leave. You will only see this page if

you approve requests.

HOW TO DO IT

. Open Delegations and select Delegate Approvals .

. Choose the colleaguein Delegateto ,the From and To (inclusive) datesandthe Requesttypes to

delegate.

. Adda Reason andselect SaveDelegation . Your delegate seesyourapprovalsunder DelegatedtoMe for

those dates.

TIP

e The Manager Guide covers delegationin detail.

HR4ON - Employee Guide - 2 November 2026

Delegate my approvals

While you're away, your delegate can decide approvals that are
waiting for you. You keep your own authority; every decision
records thatit was made onyourbehalf.

Delegate to

Searchby name

Typeatleast 2letters of a name.
From* To (inclusive) *
02-11-2026 m] 02-11-2026
Request types
Al Selected types
Reason Optional

e.g. Annual leave

Cancel Save Delegation
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€&X) Resign

If you decide to leave, submit yourresignationin My exit . Your manager and HR are notified and agree your last
working day with you.

HOW TO DO IT
1, Open Myexit andselect Resign .
2 Choosea Reason if youwishto shareone.

3 Pickyour Requestedlastworkingday . HR4ON tells youwhenyour full notice would end; a shorter notice
needs approval.

4) Adda Messagetoyourmanager and Handovernotes if useful.

5 Select SubmitResignation .

GOOD TO KNOW
¢ Yournotice periodis set by your contract. HR confirms the final last working day.
e Youcanwithdraw aresignation while itis stillunderreview.

Q Searchpages and features Ctrl K B @ @
My Exit ©
[> Resign
My workspace
My requests Reason Optiona
Choose areason -

W My attendance

Requested last working day *
My profile

dd-mm-yyyy m]

Family & bank

Fullnotice ends around 31 Dec 2026. A

) My job history Message to yourmanager Option:
My leave
My onboarding
My payslips Handovernotes Optiona

[} Mydocuments

® My Shifts & Holidays Z

)’ Documents & pay Cancel <] Submit Resignation
=

My performance

G Mytimesheet

My benefits

2 Myassets

Mv salarv
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EX) Follow your exit

Afteryouresign, Myexit (andacard on Home)shows where things stand.

WHAT YOU SEE

e The status, forexample To review, On notice or Exited.
e REFERENCE , SUBMITTED , REQUESTED lastworkingday, NOTICE periodandyour HRCONTACT .
]

Withdraw takes the resignation back whileitis underreview.

e | ateryouseeyourclearance tasks (returning assets, handover) and your final settlement.

ctrl K & AlphaDemo Q @
MyExit © 3(oere)

f&  Yourresignationis with your manager and HR € Withdraw
My workspace

My requests REFERENCE SEP-2026-00001 susmITTED 20 Oct2026 REQUESTED 19Dec 2026 noTicE 60 days

Q  Searchpages and fe

HR CONTACT Arjun Kapoor
i My attendance

My profile
Family & bank

) My job history
My leave
My onboarding

My payslips

[ Mydocuments

® My Shifts & Holidays

}) Documents & pay

My performance

My timesheet

My benefits

2 Myassets

Mv salarv
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A Words used in this guide

Acknowledge
Confirm that you have read a policy, letter orannouncement. HR4ON records the date and time.

Accrual
Leave days credited to you over time, forexample 1.25 days each month.

Advance
Money paid to you before a business trip. You settle it by claiming your trip expenses.

Comp-off
Time off earned for working on a weekly off or a holiday.

CTC

Cost to company: your total yearly package, including what your employer pays on top of your gross pay.

Draft
Something saved but not yet sent for approval.

Encashment
Being paid forunused leave instead of taking it.

Gross pay
Your earnings before deductions.

LOP
Loss of pay: days not paid, for example unpaid leave or unexplained absence.

Missing punch (MP)
Aday where a clock-in or clock-out is missing. Fixit with a correction request.

Net pay
What reaches your bank after deductions.

Nominee
The family memberwho receives benefits orinsurance payments if something happens to you.

Open enrolment
The window when you can choose or change your benefit plans.

Optional holiday
A holiday you may choose to take, up to your company's limit.

Proof
Areceipt or statement that supports a tax declaration.

Regime
The set of income-taxrules (old or new) used to work out your tax.

Regularisation
Anotherword for an attendance correction.

Remote punch
A clock-in or clock-out made while working away from the office.

Sandwichrule

Weekly offs or holidays between two leave days are charged as leave too, where your company's policy says so.
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Timesheet
Your weekly record of hours spent on each project and activity.

Withdraw
Take back arequest beforeitis decided.
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