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Finance Guide

Approve payroll, pay salaries and claims, reconcile the bank, post
journals and manage expenses, loans and statutory paymentsin
HR4ON.

WHO IT'S FOR COVERS

Finance managers, payroll checkers, Payroll approval, payment batches and
payment releasers and accounts bank files, reconciliation, accounting,
teams expenses and travel, loans and

advances, statutory payments, final
settlements, contractor claims,
reports
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About this guide

This guide is for finance people who use HR4ON: the Finance Manager who checks payroll, the personwho
releases payments to the bank, and the accounts team who reconcile and postjournals. In the screenshots you
are Vikram Shah, Finance Manager.

Finance workin HR4ON follows the four eyes rule. Someone prepares (payroll, HR or the employee) and
someone else approves. You cannot approve a payroll run, a payment batch or aninput that you prepared
yourself.

Money moves only when a payment batchis released to the bank, and an amount counts as paid only when the
bank confirmsit. Generating a file or getting a bank acknowledgement is not proof of payment. The demo

company uses ademo bank, so no money ever moves.

What you candoin HR4ON

Approve payrollinputs and payroll runs as the
independent checker

See whatisready to pay, hold a payment and
release ahold

Approve payment batches, download bank
files andrelease themto the bank

Follow bank outcomes, enquire on unknown
results and retry failed payments

Upload bank statements and match every
bankline

Validate, post and reverse accounting journals
and close posting periods

Review, settle and pay expense claims, travel
requests and advances

Disburse loans and advances and reconcile
recoveries

Record statutory payments and sign off rule
packs

Pay final settlements and approve contractor
claims

Use payment, payroll, expense, loan and
analyticsreports

S Ared outline in a screenshot shows where to
click orlook.

Before you start

e OpenHR4ONinaweb browseronyourlaptop,

oronyour phone. Onaphoneyoucanadditto
yourhome screenanduseitlike an app.
Signinwith yourusername or work email and
your password. Use Acceptaninvitation the
first time, or Can'tsignin? if youarelocked
out.

What you see depends onyourrole. 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. Payment screens
show a "Demo bank (no money moves)" badge and demo outcomes. In a live company the same screens connect to yourreal
bank and accounting system.
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O1 Your finance workspace

Where to find your work every day, on a desktop and on your phone.
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m Who does what in finance

Each money flow has a preparer and an approver. Knowing who prepares what helps you see where anitemis

waiting.

ROLES

e Payroll maker: prepares payroll runs, payment batches, final settlements and statutory returns.

e You, the checker; approve payrollinputs, payroll runs, arrears and corrections, and payment batches.
¢ You, thereleaser:release approved batches to the bank and record payments made outside a batch.

e Accounts: reconcile banklines and validate and post journals.

¢ Managers and HR: approve expense claims, travel and loans before they reach finance.

GOOD TO KNOW

* HR4ON blocks self-approval: the person who prepared arun or batch cannot approve it.

ToN

Home

i Approvals

My workspace

= Myrequests

f My attendance

D My profile

Family & bank

My job history

My leave

¥ My onboarding

My payslips

My documents

[® My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Q  Searchpages and features ctrl K & AlphaDemo @ @

Good evening, Vikram Monday, 2 November  Alpha Demo

Welcome back, Vikram

O® Aiways ON foryou

i K] = g2 (O ©] < E
Clock infout Team Approvals My Requests Apply Leave My Shifts Logtime Give Kudos My payslips
o MY TEAM TODAY @, TODAY:MONDAY,2NOVEMBER = O Notinyet gy NeedsYourAttention

No approvals are waiting for you. i 09:30-18:30 - GEN o &1 1toacknowledge
2/2 0 SHIFT STARTED Benefits enrolment window opens

Available OnlLeave Approvals Due Tasks 09 .30

<] Innotyet [* Outnotyet
© Sharelocationwhen punching & ()

@ Workingremotely @

My attendance
TODAY'S SHIFT fasmbDashibaad NEXT HOLIDAY
) 09:30-18:30 L 18 “  Deepavali
GEN - General shift Monday, 9 November- in7 days
Headcount on 02 Nov - No decisions waiting s i Tecmoneia

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

Your home page with the Approvals entry in the menu.
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ON YOUR PHONE

The same home page onyour phone.
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HR/ZJON

Good evening] Vikram Monday, 2 November .
Welcome back, Vikram

O Always ON foryou

l 4 = =

Clockin/out MyRequests  ApplyLeave

Team
Approvals
] ©) Q E

My Shifts Logtime GiveKudos  Mypayslips

a MY TEAM TODAY
No approvals are waiting for you.

2/2 0

Available OnlLeave

Approvals Due Tasks

TODAY - MONDAY, 2NOVEMBER ~ (® Notinyet

i
i 09:30-18:30- GEN

09:30

<) Innotyet [ Outnotyet

m &

Attendance Approvals
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The Pay menu

Finance work lives in the Pay section of the menu.

MENU

e Payroll :runs, inputs, arrears, payslips, reports and setup.

e Payments & accounting :readiness, batches, bank outcomes, reconciliation, accounting, reports and setup.

e Expenses & travel : claims, travel, advances and payments.
e Loans &advances :accounts, reconciliation, recovery claims and reports.

e Statutory & tax :filings and payments, rule packs and proof review.

e Final Settlements :leavers' full and final settlements.

e Contingentworkforce (underPeople): contractorvendorclaims.

TIP

o Press CtrlK( Search pages and features ) and type a page name to jump there.

70N

€l ExitClearance

3 Recruitment
Onboarding

= Onboarding Tasks

#A. Attendance
Leave
B Sshifts & Rosters
E8 Holiday Calendars
Projects & allocation
} Allocation planner
Project approvals

80 Utilisation & cost

% Compensation
il Payroll

Statutory & tax

| Payments &

= A
accounting
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Q  search pages and features ctrl K

Payment Readiness ©

o 2 w2 ol
Ready Account Issues OnHold

B Anydate

Batches Bank Outcomes Reconciliation

Q Searchpayee or reference 5% Filters

Payee SOURCE

SnehaReddy Salary- 2026-09
ALPO0006 - PL-2026~-000006
Vikram Shah

Salary - 2026-09
ALPOQOO7 - PL-2026-000007

1-20f2

Accounting

Reports

0

Setup

InBatch

Outstanding

246,300.00

248,700.00

Payment Date

30Sept 2026

30Sept 2026

12

Settled

ACCOUNT

XXXX0061

XXXX0071

Rows

& AlphaDemo @ @

8 < B
More v
I Columns
STATUS
@ Open ®
(@ Open ®
20 2 <  Pagel/l >
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Approvals and notifications on your phone

Requests that need your decision appearin Approvals and as notifications. Open them from your phone
between meetings.

WHAT YOU SEE

e Waiting forMe :requestsyou candecide now.

e MyRequests :requestsyouraised.

e Decidedby Me :your earlier decisions.

Payrollruns and payment batches are decided on their own pages; the request links take you there.

HOW TO DO IT
1 Tapthebellto see notifications, oropen Approvals from the menu.

2 Openarequestto see what changes.

3 Approve,returnorrejectit,adding acomment when needed.

TIP
* Whennothingis waiting, the list says so. In the demo yourinboxis currently clear.

/ ON Q Searchpage cer1 K @& AlphaDemo @ @
[£] ExitClearance

Approvals © (=]

3 Recruitment
i < 0 & DecidedbyMe
g My Requests

Onboarding

‘= Onboarding Tasks Q Searchtitle orreference 3% Filters B Anydate 19 Overdue 0 Columns
A Attendance

Leave

Nothing waiting for you
New requests that need your decision will appear here

Shifts & Rosters
F2  Holiday Calendars
Projects & allocation
} Allocation planner
Project approvals

Utilisation & cost

% Compensation

il Payroll

I Statutory & tax

Payments &
accounting
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ON YOUR PHONE

Notifications on your phone. Notifications © « Markalread
o 44

Al

Reminder: please acknowledge "Benefits
enrolment window opens”

Open the announcement and confirm you have
readit

Announcements - 2 hours ago

Hold review due: PL-2026-000017

The payment hold on Zara Khan (Bank details
under verification) was due for review on 29 Oct
2026. Release it or extend with areason.

Update - 4 hours ag

7 statutory returns overdue
OBL-202608-0001was due 15 Sept, OBL-
202609-0001was due 15 Oct, OBL-202608-
0003 was due 10 Sept, OBL-202608-0002 was
due 15 Sept, OBL-202609-0004 was due 30 Oct,
OBL-202609-0003 was due 10 Oct, OBL-
202609-0002 was due 15 Oct

Statutory & Tax- 4hours ago

Open enrolment 2027: 5 benefit choices
pending

The window closes in 3 days (05 Nov 2026).
Choose orwaive each plan.

Update - 4 hours

Reminder: Demo half-year review

Youhave a pending performance step (goals,

oo
a0

Home Attendance als More
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02 Approve payroll as the checker

A summary of your checker steps. The Payroll Guide explains every payroll screenin detail.

E3) Approve variable inputs

Incentives, one-off deductions and overtime hours entered by the payroll maker need your approval before a

run canuse them.

HOW TO DO IT

1. Open Payroll ,then Inputs ,andselect Toapprove .

2 Checkthe employee, period, component, amount and source.

3 Selecttheticktoapprove, orthe crosstoreject with areason.

GOOD TO KNOW

e Youcannot approve aninput you entered.
e Anapprovedinputis paid by one runonly.

ON

Exit Clearance

3 Recruitment
Onboarding

Onboarding Tasks

Attendance
Leave

Shifts & Rosters

2 Holiday Calendars

Projects & allocation

3, Allocation planner

Project approvals

80 Utilisation & cost

5 Compensation

Payroll

Statutory & tax

Payments &
accounting
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Q  Search pages and features Ctrl K

PayrollInputs ©

Runs m Arrears & Corrections

Al Toapprove Approved

Period e.g. 2026-1C

Payslips Reports Setup

Q Searchsourceid, component or emg
EMPLOYEE Period COMPONENT

Aditya Gupta ALPOO013 2026-10 Referral bonus (Demo) (INCENTIVE)

1-1ofl

& AlphaDemo Q @

(=]
@ o, More v
Paid
@D Columns
KIND Amount STATUS
Earning 22,500.00 @ Pending Approval ¥
Rows | 20 & = ¢ Pagel/l >
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€X) Review and approve a payrollrun

When the maker submits arun, it shows Awaitingapproval . You approve the exact calculation that was

submitted.

HOW TO DO IT

1 Open Payroll ,select Awaitingapproval and opentherun.

2 Select ReviewandApprove (orthe Approval tab).

3 Checkthetiles: Gross , Deductions , Netpayable , Employercost and Exceptions .

4 |Lookat Variance (everychange above the threshold mustbe explained), Readiness and Results as

needed.

5 Tickthe fourchecks: Variances above threshold are explained , Exceptions and negative net pay reviewed ,

Totals reconcile to the register and Paymentholds are understood (not paid) .

6 Adda Comment if youwishandselect Approve .

GOOD TO KNOW

e Approve staysdisableduntil all four checks are ticked.
e Youcannot approve arunyou calculated or submitted.

e [fanysource changes afteryour approval, the approval becomes invalid and the run must be approved again.

oN

Exit Clearance

Recruitment
Onboarding

Onboarding Tasks

Attendance

Leave

Shifts & Rosters

Holiday Calendars

Projects & allocation
4 Allocation planner

Project approvals

I Utilisation & cost

Compensation

Payroll

i Statutory & tax

Payments &
accounting
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Ctrl K

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR-2026-00002 © caleusated

... I

&\ Source data changed after the snapshot. Refresh inputs and recalculate.

© staleinputs Demonstration

Arrears & Corrections Payslips Reports Setup

Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.

EARNING PERIOD 01 0ct2026to 31 Oct 2026
NET PavaBLE T18,29,125.21

PAYDATE 310ct2026 cuTOFF 26 0ct2026  TAX PERIOD 2026-27.7

sTaTUTORY Demo values (not for real payroll)

Variance 4 [ history 4

Readiness 7 Results 19

Employer cost

221,54,840.36

Gross Deductions

B 220,39,307.66 & =22,55462.45

Netpayable

@ =82912521 B

Exceptions

a0

& |Locked calculation] (O

CALCULATION
vl -ad8b3ec7286e

INPUTS SNAPSHOT
vl-730ec2f53695

POPULATION

437083176c03 - 19 results

CALCULATED
23 0ct2026,10:25 pmby Sneha Reddy

SUBMITTED APPROVED
Notset Notset
APPROVED HASH FINALISED

Not set Not set

@@ AlphaDemo Q @

e < B

EMPLOYEES 19in.0out-0held

©@ |Checkerdecision

Submit the calculated run for approval

The Approval tab: totals, the locked calculation and the checker decision panel.
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Return arun, or see the evidence later

If somethingis wrong, return the run to the maker with areason. After approval, the run keeps your evidence.
HOW TO DO IT

1 Opentherunandselect Moreactions .

2 Choose Returntomaker andtype areason of atleast five characters.

3 Afterfinalisation, the Approval tabshows Checkerevidence : who approved, when, the ticked checks and
your comment.

TIP
¢ Finalising the run (by the maker or by you) creates the payment liabilities you payin Payments & accounting .

features ctrl K @& Alpha Demo Q @

Z (o] ] Q Searchpagesa

Exit Clearance
SEPTEMBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR-=-2026-00001 ©-Finslised  Demenstration 8l B < Confirm Paid Items
@ Inputs Arrears & Corrections Payslips Reports Setup

Onboarding Tasks EARNING PERIOD 01 Sept2026to 30 Sept2026 pPay DATE 30Sept2026 cutorr 25Sept2026 TaxPeEriOD 2026-27-6 emMpLovEES 17in-Oout-0held

Recruitment

Onboarding

NETPavABLE ¥18,33,508.89 statutory Demo values (not forreal payroll)

Attendance Readiness 4 Results 17 Variance 0 Approval Liabilities History 4
peas Employer cost
e @ |Checkerevidence
Gross Deductions Netpayable g ¥20,75,103.29
Contributions

SHEES hates & 2199099456 5 =21,94079.00 @ =218,33,508.89

Vikram Shah (seed) - 22 Oct 2026, 7:44 pm
Holiday Calendars
© Variances Reviewed

Projects & allocation A ;"“gp"mi @ Exceptions Reviewed
P @© Totals Reconciled

3 Allocation planner SR

®© Payment Blockers Understood

Project approvals Demo seeded approval (no workflow request)

& Lockedcalculation (O

Utilisation & cost

CALCULATION INPUTS SNAPSHOT
v1-74e06blcébls vl-c6767205a5d9
Compensation POPULATION CALCULATED
f2122f2dd79 - 17 results 22 Oct2026,7:44 pm by Sneha Reddy
Payroll SUBMITTED APPROVED
22 Oct 2026, 7:44 pm by Sneha Reddy 22 Oct 2026, 7:44 pm by Vikram Shah
Statutory & tax
APPROVED HASH FINALISED
Payments & 74e06blcébls 22 0ct2026,7:44 pmby

accounting
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ON YOUR PHONE

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA

The run onyour phone. When a decisionis due, the main action sits at the
PR-2026-00002

bottom of the screen. ( ©Csumes

O Staleinputs

Demonstration

/A Source data changed after the snapshot. Refresh
inputs and recalculate
Amaterial source changed after the inputs snapshot
(detected by the scheduled check). Refresh inputs
andrecalculate

EARNING PERIOD 01 Oct 2026 to 31 Oct 2026

PAYDATE 310ct2026  cuToFF 26 Oct2026

TAXPERIOD 2026-27-7  EMPLOYEES 19in-0out-Oheld
NET PAYABLE ¥18,29,125.21

sTaTuTORY Demo values (not for real payroll)

Readiness 7 Results 19 Variance 4

Gross Deductions

B 220,39,307.66 O 22,55,462.45

Employer cost
Netpayable 221,54,840.36
218,29,125.21 Contributions

ceptions

Ex
A 0

2paymentheld

@ m &

Home Attendance e Approvals
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EX) Arrears, corrections andreversals

You also approve adjustments to finalised payroll and canreverse a finalised run.
WHAT YOU SEE

e Arrears and corrections submitted by payrollappearin Approvals . Check the deltaby component, then
approve orreturn.

e Reverserun (in Moreactions ona finalisedrun)creates alinked reversal runthat mustitself be calculated,
approved and finalised. Paid liabilities stay paid and are flagged forrecovery.

e Payrolladministrators canreopen alocked period from Payroll , Setup with areason, only sothatanew
regularrun canfollow areversal.

(o]} Q searchpage

ctrl K @& Alpha Demo @ @

Payroll Setup © =)

3 Recruitment Runs  Inputs  Amears&Cormections  Payslips  Reports @

Exit Clearance

Onboarding
o o N .
& Paygroups % Monthly salaried staff /| Retire
Onboarding Tasks
Monthly salaried staff Default
MONTHLY - Alpha Derno - Monthiy - 18 FREQUENCY CURRENCY PAY DATE INPUT CUTOFF
etnp cyen Monthly INR Last day of period 5 days before end
l.‘" Attendance ATTENDANCE PAYSLIPS EMPLOYER AMOUNTS ON MEMBERS TODAY
Full dayslessunpaidleave  Released onfinalisation PAYSLIP 18
B Leave Shown
Demo pay group: employees without a pay group code ontheir assignment are paid here

Shifts & Rosters

E2  Holiday Calendars & |Paycalendar E} Generate Periods

Projects & allocation

January 2027 ® Open
Eaming O1Ja 31Jan202 202
% Allocation planner - g :
December2026 20
INOiscLanprGas Eaming 01Dec2026to 3 tendance e pay 31Dec 2026 Sowm
0 Utilisation & cost Noven'PerZOZé 2026 S
Eaming 01Nov2026 1030 N 26 attendance 01 Novw 2026 to 30 Nov 20 N 6
October 20262
> Compensation Eaming 01 Oct 2 Oct 2026 - attendance 01 0ct 2026 10 31 Oct 2026 - pay 31 0ct 2026 © open
Payroll
September2026 2
T Statutory & tax Eaming t2026 - attendance 01 Sept 2026 to 30 Sept 2026 - pay 30 Sept 2026
PR-2026-0
Payments & Qlocked [ &
accounting
August 202620 ®© Open

Eaming 01 A

Payroll Setup: pay groups and the calendar of periods. Locked periods show an unlock button.
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03 Paymentreadiness and liabilities

Every amount HR4ON owes, from finalised payroll, finance-paid expense claims and direct loan
disbursements, becomes aliability. This chapter shows what is ready to pay and how to hold a

payment.

E) Paymentreadiness

Payments & accounting opens on PaymentReadiness : the final liabilities waiting to be paid.

WHAT YOU SEE

e Counttabs: Ready , Accountlissues (forexample noapprovedbankaccount), OnHold , InBatch , Settled
,andunder More , Recoveries , Cancelled and All .

e Eachrow shows the liability, payee, source, outstanding amount, payment date, account and status.

e Sectiontabs: Readiness , Batches , Bank Outcomes , Reconciliation , Accounting , Reports and Setup .

HOW TO DO IT

1 Open Payments & accounting from the Pay section.

2 Choose acounttab and filter by company, pay group, period or source.

3 Selectaliability to seeits details.

TIP

e The payrollmakerselects Collect Liabilities to bringinnew finalised payroll, finance-paid reimbursements and
approved loans, then creates abatchfromthe Ready rows.

70N Q  Search pages and features Ctrl K

Home

Payment Readiness ©

Approvals
Bank Qutcomes

2

Account Issues

My workspace

= Myrequests

Q Searchpayeeorreference 3= Filters

B My attendance

My profile Payee SOURCE
Sneha Reddy

Salary - 2026-09
ALP00006 - PL-2026~000006

> Family & bank

Vikram Shah
ALPOQ007 - PL-2026-000007

& My job history Salary - 2026-09

My leave

1-20f2
¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Reconciliation

Accounting Reports Setup
1
OnHold InBatch
B Anydate
Outstanding  Payment Date
¥46,300.00 30Sept2026
?48,700.00 30Sept2026

o 12

Settled

ACCOUNT

XXXX0061

XXXX0071

Rows

@@ AlphaDemo Q @

8 < @
More bd
I Columns
STATUS
@® Open ®
(@ Open ™
20 ¢ < | Pagel/l | >
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EX) Aliability in detail

The liability page shows the amount, what has been paid, the beneficiary bank details and every payment
instruction.

WHAT YOU SEE

e Facts: Amount , Settled , Inflight , Outstanding , Paymentdate , Period and Source .

e Beneficiary :the current approved salary bank account. Abatch snapshotsit; alater change invalidates the
batch approval.

e PaymentlInstructions and History .

HOW TO DO IT
1. Openaliability from Readiness .

2 Use Hold tostopitbeing paid, or Release Hold toletitbe paidagain.

3 Forarecovery owedbyanemployee, use RecordReceipt whenthe moneyisreceived.

} ON Q Searchpages and features ctrl K & Alpha Demo Q @

Home PAYMENTS

Approvals < AdityaGlIPta © Open S

AMOUNT 242,800.00 serTiep 20.00 ouTstanDING 342,800.00 pavment DATE 30 Sept2026  source Salary - SIM-ALPHA-2026-09-R1

PERIOD 2026-09 eMpLOYEE ALPOOO13
My workspace

= Myrequests i Beneficiary ©

i My attendance
No approved salary bank account. The employee must add one in their profile and it must be approved before payment

). My profile

& Family & bank
</ Payment Instructions

) My job history

Notinstructedyet

My leave
My onboarding © History
My payslips
Created
My documents Net pay from SIM-ALPHA-2026-09-R1: 42,800.00 INR

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Hold a payment
Hold a payment when it must not go out yet, for example while a bank account change is checked. The amount
stays payable.
HOW TO DO IT
. Select Hold ontheliability, or the pause buttononitsrowin Readiness .
. Entera Reason anda ReviewBy date, andanoteif useful.
. Select Hold Payment .
. To pay it later, open the liability and select Release Hold .
GOOD TO KNOW

¢ Aheldliability is neveradded to a batch.
e Holdshave areview date. HR4ON sends you areminder whenit is due so you release or extend the hold.

Hold Payment

Aditya Gupta - 242 800.00. The amount stays payable.

Reason *

Bankdetails under verification

Review By *

dd-mm-yyyy

Note Optional

Y,

Cancel Hold Payment
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04 Payment batches and bank files

Apayment batch groups ready liabilities into one bank file. It goes from draft to your approval, release
tothe bank and line-by-line settlement.

m The batches list

Batches lists every payment batch with its status and amounts.

WHAT YOU SEE

e Counttabs: All , Draft , InApproval , ToRelease , WithBank , Exceptions ,andunder More , Settled and
Cancelled .

e Statuses: Draft , InApproval , Approved , Submitted , WithBank , StatusUnknown , Partially Settled |,
Settled , Failed , Returned , Cancelled ,and Approvalinvalid when abeneficiary changed afterapproval.

¢ Columnsinclude amount, lines, paying account, bank format, payment date, prepared by and approved by.

HOW TO DO IT
1 Open Payments & accounting ,then Batches .

2 Select InApproval to find batcheswaiting foryou.

GOOD TO KNOW
e Agenerated file orbank acceptance is not proof of payment. Lines settle only on bank evidence.

HON Q Searchpages and features ctrl K & AlphaDemo @ @

Home

Payment Batches © & < B
Approvals
Readiness Bank Outcomes Reconciliation Accounting Reports Setup

° = - " ok ————
Draft InApproval ToRelease With Bank Exceptions
= Myrequests
Q Searchbatch orpay group 3% Filters & Anydate [ Columns
i My attendance
My profile Batch PAY GROUP Payment Date Amount RECONCILED  Status
PB-2026-000001
it — Partially Settled
%) Family & bank iy B SO A 2026-09 30Sept2026 25,55,500.00 12/13 1failed A Partially Settle
) My job history 1 lord Rows 20 ¢ <  Pagel/l >

My leave

7\ My onboarding

My payslips

My documents

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Review abatch

The batch page shows who is being paid, how much, from which account and what was checked.

WHAT YOU SEE

Facts: Payees , Total , Settled , Failed , Paymentdate , Account , Format , Preparedby , Approvedby
and the batch fingerprint.

Tabs: Lines (eachpayee andamount), Checks (accountandroutingformats, limits, totals), Bank Attempts

and History .

Awarning appears if any beneficiary changed since the batch was prepared; refresh and approve again.

HOW TO DO IT

1

2

3

HR4ON - Finance Guide - 2 November 2026

Openthe batch.

Read Lines and Checks .

If aline must not be paid, ask the maker toremove it oruse ReturnToMaker in More actions .

ToN

Home

Approvals

My workspace
My requests

i My attendance
My profile
Family & bank
My job history
My leave

7 My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets

Q Searchpag:

BATCHES

< PB=2026-000001 A rartiallysettied

pavees 13 tortaL ¥5,55,500.00

ctrl K

seTTLED 12.35,09,200.00

FORMAT GENERIC-CSVv1

PREPARED BY Sneha Reddy

& Demo

FalLED 1.%46,300.00

apPROVED BY Vikram Shah - 22 Oct 2026, 7:44 pm

PAYMENT DATE 30 Sept 2026

HASH 72e5ac41d372

&

& Alpha Demo @ @

& Demo Bank Outcome

accounTt Salary account (SIMULATOR) XXXX2345

m Checks ] Bank Attempts 13

1. Aarav Mehta

History

ALPOOOOI - Salary - HRACADS37DE7AGAS

2. Arjun Kapoor

ALPOQQOS - Salary - HR4ASD!

3. DivyaPillai

ALPOOO16 - Salary - HR40B23|

4. Farhan Ali
ALPQOO ary-HR

ALPOOO E4F7CA4BDSOID
5.IshitaBose
ALPOOO14 - Salary- HRAF330ABAFICCEF
6. KavyaRao
ALPOO002 - Salary - HRA6EQ2B71609F 38

7. Lakshmi Menon
ALPO00Q9 - Salary

9. Meera Nair

T1. Rohanlyer
ALPOOOQS3 - Salary

98

HR449D720E616798

XXXX0011- SYNTOO0O101
SIMUTRB3FI8AEED1 - 30 Sept 2026

XXXX0051- SYNTOO0O105
SIMUTRASCSAS5611 - 30 Sept 2026

XXXX0161 - SYNTOOOOTI6
SIMUTR7741938E7E - 30 Sept 2026

XXXX0081-SYNTO000108
SIMUTRE151583968 - 30 Sept 2026

XXXX0141-SYNTOO0ON4
SIMUTRIFA27EOB47 - 30 Sept 2026

XXXX0021 - SYNTOO00102
SIMUTRAD9E3AEEA4 - 30 Sept 2026

XXXX0091 - SYNTO000109
SIMUTROO3BEFFCS51 - 30 Sept 2026

XXXX0171-SYNTOOOON7
SIMUTRE3SFCE3BCB8F - 30 Sept 2026

XXXX0041-SYNTOO0O0104
SIMUTR649B6209E2 - 30 Sept 2026

XXXX0101- SYNTOQOOTO
SIMUTR5A43DFIF3A - 30 Sept 2026

X30O(X0031 - SYNTOO00103
SIMUTR77D577CCO03 - 30 Sept 2026

236,800.00 © settled
345,200.00 © settled
248,700.00 © settled
245,400.00 © Settled
245,200.00 © settled
238,000.00 © settled
346,500.00 © Settled
245,400.00 © settled
242,800.00 © Settled
236,800.00 © settled
240,400.00 © settled
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ON YOUR PHONE

BATCHES

Abatch onyour phone. . PB-2026-000001

A Partially Settled A Demo
=) A Demo Bank Outcome

PAYEES 13  ToTAL ¥5,55,500.00

SETTLED 12-%5,09,200.00 FaILED 1-346,300.00
PAYMENT DATE 30 Sept 2026

ACCOUNT Salary account (SIMULATOR) XXXX2345
FORMAT GENERIC-CSV V1  PREPARED BY SnehaReddy
APPROVED BY Vikram Shah - 22 Oct2026,7:44 pm

HASH 72e5ac41d372

Checks Bank Attempts 13 History

1. Aarav Mehta
ALPO0OO! - Salary - HRACAD537DE7A6A3
XXXX0011-SYNTO000101
SIMUTR83FIBAEED] - 30 Sept 2026

© Settled

236,800.00

2. Arjun Kapgor 245,200.00
ALPO00OS5 - Salary - HR4ASDF5C52B217C

XXXX0051 - SYNTOO00105

SIMUTRASC6A65611- 30 Sept 2026

© Settled

3.DivyaPillai

ALPOOO16 - Salary - HRAOB23FAC4B5FBE
XXXX0161-SYNTOOOO116
SIMUTR7741938E7E - 30 Sept 2026

© Settled

248,700.00

4. Farhan Ali

— 245,400.00
ALPOOQOB - Salary - HR4E4F7CA4BDI0ID

Approve andrelease abatch

Approval and release are separate steps. Approve when the batchisright; release when it should go to the bank.

HOW TO DO IT
1) Onabatch InApproval ,select Approve ,addacommentif neededand confirm.

2 Whenthe batchis Approved ,select Release . HR4ON validates totals, counts, account androuting
formats, amount limits and encoding.

3 Usethe download button ( Download bank file ) when your bank needs the file uploaded onits portal.

TIP

e Inthedemo, Demo Bank Outcome letsyousee whathappenswhenthe bank accepts, rejects ortimesout. It
never moves money.

GOOD TO KNOW

e Youcannot approve a batch you prepared.

¢ |f beneficiary details change afterapproval, the batch shows Approvallnvalid and mustbe refreshed and
approved again.

¢ Release once; HR40ON protects against sending the same batch twice.
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€X) Bank outcomes, enquiries and retries

Bank Outcomes lists every payment attempt sent to the bank with its result.
WHAT YOU SEE
e Counttabs: All , WithBank , Unknown , Failed , Returned , Settled .

e Unknown :the bankacceptedthe file but theresultis not known. Select Enquire onthe batchbefore doing
anything else.

e Failed and Returned linescanbere-issued afterinvestigationwith Retry (oneline)or RetryFailed (all
failedlinesin abatch). Aretry creates anew linked batch thatis approved again.

HOW TO DO IT
1, Open Payments & accounting ,then Bank Outcomes .
2 Choose Failed or Unknown .

3 Investigate thereason, then enquire orretry.

GOOD TO KNOW
¢ Neverretry aline whose outcome is unknown: enquire first, so the employee is not paid twice.

ON Q  Searchpages and features ctrl K & Alpha Demo @ @

Home

Bank Outcomes © & < B

Readiness Batches Bank Outcomes Reconciliation Accounting Reports Setup

Approvals

My workspace < 0 ® 0 ® 1 o 0 o) 12
Al With Bank Unknown Failed Returned Settled
= Myrequests
Q Searchpayee orreference [ Columns
i My attendance
PAYEE BATCH / REFERENCE AMOUNT  PAYMENT DATE AGE  STATUS
) My profile
Ishita Bose PB-2026-000001
Family & bank ALPOOOI4 - Salary SIMUTRLFA27E0BA7 245,200.00 30Sept2026 ® Settled
My job history Sneha Reddy PB-2026-000001 %
ALP0000S - Salary SIMFAILB21466 281F 246,300.00 30Sept2026 33d ® Failed
My leave "
Neha Joshi PB-2026-000001
ALPOGOI0 - Salary SIMUTRSA43DF 1F3A ¥36,800.00 30Sept2026 ® Settled
7 My onboarding
Masra Mair RB:202¢-000001 24280000 305ept2026 @ settied
My payslips ALPO0004 - Salary SIMUTR649B6209E2
Farhan Ali PB-20246-000001
My documents AUPO0D0R: SR et 245,400.00 30 Sept2026 @ Settled
My Shifts & Holidays Arjun Kapoor PB-2024-000001
ALPO000S - Salary SIMUTRASC6A65611 R45.20000 :30:5apt2026 © Setthed
a Documents & pay
Rohan lyar P8-2026-000001 240,400.00  30Sept2026 © settled
ALPO0O0O3 - Salary SIMUTR77D577CC03
My performance
Manish Yadav PB-20246-000001
My timesheet ALEO67 - Sl P 245400.00  30Sept2026 @ settied
My benefits Sanjay Verma PB-2026-000001
ALPOGON! - Salary SIMUTRDA4OFL7436 238,000.00 30Sept2026 ® Settled
=R Mcacels LakshmiMenon PB-2026-000001
ALPO000? - Salary SIMUTROO38EFFCS5L 948,50000 :305apt2026 ©jEsttier
AaravMehta PB-2026-000001 B N PR
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05 Bankreconciliation

Every bank line must be matched to a paymentinstruction. Exact references match automatically;
anything else waits foryou.

m Bank lines and matches

Reconciliation shows the bank lines received and how each one was matched.

WHAT YOU SEE

Resolved .

HOW TO DO IT

Suggestions show a confidence and the evidence behindit.
Replayedlines are keptas Duplicates and never settle twice.

1) Open Payments & accounting ,then Reconciliation .

2 Workthrough Suggested ,then Unmatched and Exceptions .

hoN

Home

Approvals

3 My workspace
My requests

i My attendance
My profile
Family & bank
My job history
My leave

7 My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvas
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Q Searchpag:

Reconciliation ©

Readiness

Batches

@ O
Suggested

Q Searchbank reference or payee

BANK LINE

SIMUTR83F18AEED1
BR-2026-000001- line 1- HR4CADS37DE7ASAS

SIMUTRA5C6A65611
BR-2026-000001. line 2 - HRAASDF5C52B217C

SIMUTR7741938E7E
BR-2026-000001- line 3- HR4OB23FAC485FBB

SIMUTRE151583968
BR-2026-000001- line 4 - HRAE4F7CA4BDIOID

SIMUTR1FA27E0B47
BR-2026-000001- line 5 - HRAF339ABAF9CCEF

SIMUTRAD9E3AEEA4
BR-2026-000001 line 6 - HR46EO2B71609F38

SIMUTROO38EFFC51
BR-2026-000001- line 7 - HR449D720E616798

SIMUTRE3FCE3BC8F
BR-2026-000001 line 8 - HR42BF5564TA1CB7

SIMUTR649B6209E2
BR-2026-000001- line 9 - HR464982ADBC4386

SIMUTR5A43DF1F3A

Bank Outcomes Accounting

ctrl K

Reports

PAYEE

AaravMehta - PB-2026-000001
ArjunKapoor- PB-2026-000001
Divya Pillai - PB-2026-000001
Farhan Ali - PB-2026-000001
Ishita Bose - PB-2026-000001
KavyaRao - PB-2026-000001
LakshmiMenon - PB-2026-000001
Manish Yadav - PB-2026-000001

Meera Nair - PB-2026-000001

Klaha lachi PB AA%SL AAAAAT

Setup

0

Exceptions

ACTUAL

236,800.00

245,200.00

248,700.00

245,400.00

245,200.00

238,000.00

246,500.00

245,400.00

242,800.00

=72 8nn AR

13

Matched

EXPECTED

236.800.00

245,200.00

248.700.00

245,400.00

245.200.00

238,000.00

246.500.00

<45,400.00

242.800.00

=72 000 AR

Counttabs: All , Suggested , Unmatched , Exceptions , Matched ,andundermore, Duplicates and

Eachline shows the bankreference, payee, expected and actual amount, fee, bank status and value date.

@& AlphaDemo Q @

> o (=

BANK STATUS

@ settled

@© Settled

@ settled

@© Settled

@ settled

@ Settled

@ settled

© Settled

@ settled

O Sarslad

More W

D Columns
MATCH

(@ Matched

(@ Matched

(@ Matched

(® Matched

(@ Matched

® Matched

(@ Matched

(® Matched

(@ Matched

O imsabnnt
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Upload abank file

Upload the bank's acknowledgement, status report or statement so HR4ON can settle the lines.

HOW TO DO IT
‘ In Reconciliation , select Upload BankFile .

. Choose the Company ,the FileType (acknowledgement, statusreport orstatement)andthe CSVFile .
' Optionally enterthe BankFile Reference (it defaultsto the file name), thenselect Upload .

. Open BankFiles to see every filereceived.

Upload Bank File

Company *
Alpha Demo

FileType *

Statement

Bank File Reference Optional

Defaults tothe file name and content hash

CSVFile*

Choosefile Nofile chosen
Columns: end_to_end_ref, bank _reference, status, amount,

value_date, fee, payee_name, reason
Cancel Upload

Match orresolve aline

Forasuggested orunmatched line, confirm the rightinstruction orresolve the line with a note.

HOW TO DO IT

. Opentheline.

' Under Suggested Matches , check the evidence and select Match .

. If the line does not belong to any payment (for example a bank fee), select Resolve Without Applying and

write an Investigation Note .

GOOD TO KNOW
¢ Only matched lines settle liabilities. Aresolved line is kept for audit but never pays anything.
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06 Accounting and journals

HR4ON createsjournal vouchers for payroll accruals, payments, reimbursements, loans and statutory
payments. You validate, post and export them to your accounting system.

m Journal vouchers

Accounting lists every journal with its event, period, date and state.

WHAT YOU SEE

e Counttabs: All , Draft , Validated , Posted ,andunder More , Failed and Reversed .

e Eventsinclude payroll accrual, cash settlement, reimbursement accrual, loan disbursement, statutory

payment, payment return and bank fee.

e Unbalanced marks ajournalwhose debits and credits differ.

HOW TO DO IT

1 Open Payments & accounting ,then Accounting .

2 Select Draft toseejournalswaiting forvalidation.

3 Usetheexportbutton ( Exportto accounting )to send posted journals to the accounting system.

TIP

e Use New Adjustment foramanual adjustmentjournal; addlineswith AddLine andselect SaveDraft .

oN

Home

i Approvals

My workspace

Y= Myrequests

i My attendance

@ Myprofie

% Family & bank

© Myjobhistory

My leave

¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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earch pages and features Ctrl K

Accounting ©

Readiness Batches Bank Qutcomes Reconciliation Reports

2

Draft

Q Searchjournal or description 5% Filters

1-20f2

Journal

JV-2026-000001
Payroll accrual SIM-ALPHA-2026-09-R1(2026-09)
SIMULATED

JV-2026-000002
Cash settlement PB-2026-000001 (BR-2026-000001)
SIMULATED

Validated

B Anydate

EVENT

Payroll Accrual - 2026-09

Cash Settlement - 2026-09

Setup

0

Posted

Date

30 Sept 2026

30 Sept 2026

More v
@ Columns
Debit CREDIT STATUS
8.25,400.00 28,2540000 £ Draft
5.09,200.00 2509,20000 {3 Draft
Rows | 20 & | ¢ Pagel/l >

@@ AlphaDemo Q @
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&) Validate, post and reverse a journal

The journal page showsiits lines with account, cost centre, debit and credit.

HOW TO DO IT

1. Openajournalandselect Validate . Unmapped accounts andimbalances are listed under Cannot post or

exportyet.
2 Fixtheaccount mappingin Setup if needed and validate again.

3) Select Post .

4 Tocorrectapostedjournal, select Reverse withareason;adraftthatshouldnot exist canbe voided with

Void .

GOOD TO KNOW

e Postedjournals keep the accounts they were posted with. Corrections are always reversal entries.

ctrl K

l (o] ] Q Ssearchpage

Home ACCOUNTING

@@ AlphaDemo @ @

Approvals < JV-2026-000001 © ot S  ® Ved

Payroll accrual SIM-ALPHA-2026-09-R1(2026-09) SIMULATED

My workspace
7= Myrequests = Lines
i Myattendance # ACCOUNT MAPPING COSTCENTRE  DESCRIPTION
1 220200 Provident fund payable (employee) DED:PF_EE Provident fund (employee)
) My profile
2 220400 Professional tax payable DED:PT Professional tax
Family & bank
3 220500 Taxwithheld payable DED:TDS Income tax withheld
My job history 4 510100 Salaries - basic EARN:BASIC Basic pay
My leave 5 510200 Salaries - houserent allowance EARN:HRA House rent allowance
6 510300 Salaries - special allowance EARN:SPECIAL Special allowance
My onboarding
7 520100 Employerprovident fund contribution ER:PF_ER Provident fund (employer) (employer cost)
My payslips )
8 220300 Provident fund payable (employer) ER:PF_ER:PAYABLE Provident fund (employer) payable
My documents 9 220100 Net salary payable PAYABLE:NETPAY Netpay payable SIM-ALPHA-2026-09-R1
My Shifts & Holidays
O History
Documents & pay
No history yet

My performance

My timesheet

My benefits

2 Mvassets
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EVENT PayrollAccrual paTeE 30 Sept2026 rericD 2026-09 peeiTs 28,25,400.00 crepits ¥8,25,400.00 source SIM-ALPHA-2026-09-R1

DEBIT

24,42,000.00
21,76,800.00
21.76,000.00

F30,600.00

CREDIT
230,600.00
23,400.00

F24,500.00

230,600.00
27,36,300.00
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&) Accounting and treasury setup

Setup holds account mappings, posting periods, paying bank accounts and bank file formats.

WHAT YOU SEE

GL Mappings : mapping key to GL account and cost-centre rule, effective-dated.

Periods :aperiod closes only whenits journals are posted and, by policy, its banklines and outcomes are
reconciled. Corrections to closed periods postin the next open period.

Bank Accounts : the paying accounts with channel, default file format and GL account.

File Formats : versioned per company and bank; a change is a new version activated with areason.

HOW TO DO IT

1

2

Open Payments & accounting ,then Setup

Choose the tab you need.

4 ON Q searchpagesand features

Home

Payments Setup ©

Approvals

Readiness Batches Bank Outcomes

My workspace { GL Mappings Periods ] Bank Accounts

= Myrequests

% AccountMappings ©

i My attendance

ctrl K @ AlphaDemo @ @

Alpha Demo

File Formats

o + New Mapping

:FILE-SAL
) Myprofile B salar )-No T
Famiy & bank ROk s aoscnd il Novosfon B Sep 38
©  Myjob history DED:PF_EE InUse
220200 Provident fund payable (employee) - None - from 01 Sept 2025
My leave
DED:PT iiise
D Myonboarding 220400 Professional tax payable - None - from 01 Sept 2025
DED:TDS
My payslips 220500 Taxwithheld payable - None - from 01 Sept 2025 T
My documents EARN:BASIC InUse
510100 Salaries - basic - FromSource - from 01 Sept 2025
My Shifts & Holidays
et & aiie . Brarts Fron InUse
Docimens Ripun s - house rent allowance - FromSource - fror
EARN:SPECIAL T
My performance 510300 Salaries - special allowance - FromSource - from 01 Sept 2025
My timesheet "
t fund contribution - Froi 1Sept
My benefits
ER:PF_ER:PAYABLE S
220300 Provident fund payable (employer) - None - f pt 202

& Mvassets
EXPENSE:BANKCHARGES

0100 Bank charges - None - from 1S,

HR4ON - Finance Guide - 2 November 2026
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07 Expensesand travel

Employees claim expenses and request travel from their phones; managers approve them. Finance
checks policy exceptions, decides how each approved claimis paid and records payment.

The expensesregister

Expenses & travel lists claims, travel requests, advances and payments within your access.

WHAT YOU SEE

e Tabs: Claims , Travel , Advances and Payments .

e Claimcounttabs: All , InReview , ToSettle (approved,waitingforyou), PaymentPending , Paid ,and

under More , Returned and Rejected .

e Filter Policy exceptionsorduplicates to see flagged claims.

HOW TO DO IT

1. Open Expenses &travel fromthe Pay section.

2 Select ToSettle tosee approved claimswaiting forfinance.

oN

Home

Approvals

My workspace
= Myrequests
B My attendance
) My profile
> Family & bank
) Myjob history
My leave
¢ Myonboarding
My payslips
My documents
3 My Shifts & Holidays
3 Documents & pay
My performance
My timesheet
My benefits

2. Mvassets

HR4ON - Finance Guide - 2 November 2026

Expenses & Travel ©

Claims Travel Advances

@ o
InReview

Ctrl K

Payments

Q Searchclaim, employee or merchant 3= Filters
Claim EMPLOYEE
Pune customer workshop

1-30f3

EXP-2026-000001

Field visits, September
EXP-2026-000003

Vendor site visit
EXP-2026-000004

Priya Sharma
ALP0O0012

Divya Pillai
ALPO0016

Manish Yadav
ALPODOL

B Anydate

TRIP / PERIOD
TRV-2026-000001- Demo
customer workshop and release

planning

22 Sept 2026 to 23 Sept 2026

07 Sept 2026

® 1 al
To Settle Payment Pending

Claimed amount

211,200.00

21,200.00

21,540.00

Paid

& Alpha Demo Q @

:

& = @

Approved amount

211,200.00

21,200.00

21,390.00

Rows | 20

More

e v

[

Status

© Approved

(® Payment pending

@© Paid

<

Pagel/1

B O Columns

>
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Review a claim

The claim page shows each expense line with its receipt, category, amount, policy result and approval status.

WHAT YOU SEE

e FEachline keeps the original amount and currency; a foreign amountis converted once with the approved
rate.

e Policy flags show limits exceeded, missing receipts or possible duplicates, with the employee's justification.
e Approvers canapprove anamount, returnaline for correction orrejectaline.

HOW TO DO IT
1 Opentheclaim.

2 Select Viewreceipt onalinetocheckthereceipt.

3 Readany policy flags andjustifications.

"ON Q Searchpagesand features ctrl K @& AlphaDemo Q @
Home EXP-2026-000001 - PRIYA SHARMA
Approvals < Punecustomerworkshop © #pproved =)
Approved 211,200.00 - ready to pay
My workspace
= Myrequests eMpLOYEE Priya Sharma (ALPOOQ12)  Ttrip TRV-2026-000001-Pune  cLamep ¥11,200.00 approven ¥11,200.00
RN St terdance SUBMITTED 150ct2026,7:44pm
@ Myprofie
E Expenses(3) ©
Family & bank
4 DemoAir  Approved ¥5,200.00 °
9  Myjob history Airfare .10 Oct 2026
Demo
My leave
A Demo Residency Pune  Approved 2,400.00 ®
7' My onboarding Hotelstay .10 Oct 2026
Demo
My payslips
= Daily allowance Approved 23,600.00 >
My documents Daily allowance (per diem) - 10 Oct 2026 - 3.0 days x %1,200.00 €
Demo
My Shifts & Holidays
Total reimbursable 211,200.00
Documents & pay
My performance @  Payment O
My Mpedhost Not routed yet
My benefits
© History

2. Mv

® |mported - System-22 Oct:z
Demodata
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ON YOUR PHONE

EXP-2026-000001 - PRIYA SHARMA

Claims open onyour phone withreceipts. . Punecustomerworkshop

© Approved

EMPLOYEE Priya Sharma (ALPO0012)

TrIP TRV-2026-000001-Pune  cLaiMep ¥11,200.00
ApPROVED ¥11,200.00

suBMITTED 150ct2026,7:44 pm

Expenses(3) ©

< Demo Air  Approved %5,200.00
Airfare -10 Oct 2026

Demo

@

Demo Residency Pune 22,400.00
Approved

Hotelstay -10 Oct 2026

Demo

(0]

Daily allowance  Approved 23,600.00
Daily allowance (per diem) -10 Oct

2026 3.0 days x 21,200.00

Demo

(0]

Approved 211,200.00 - ready to pay

@ m &

Home Attendance Approvals
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Settle a claim: payroll or direct payment

Each approved claimis paid one way only. You choose the route when you settleit.

HOW TO DO IT
Openanapproved claimand select Settle .

Check Approved ,any Advance applied fromthe trip's cash advance,and Nettopay .

Under Paythrough ,choose Nextpayroll (paidwithsalary)or Direct payment (paid by finance througha
payment batch oroutside HR4ON).

Add a note if useful and confirm.

For direct payment, record the payment with the Record payment buttononthe settlementrow, entering
the date andreference.

GOOD TO KNOW

¢ Aclaimsettled through payroll cannot also be paid directly.

e Settled amounts are never edited. Use Adjustment /Recovery foralaterchange;itisapproved by finance and
then paid orrecovered.

Settle Claim

APPROVED ®11,200.00 ADVANCE APPLIED ¥10,000.00
NETTO PAY ¥1,200.00

Pay through

[ Next payroll [] Direct payment ]

© Onlyonerouteisallowed. Payroll takes the item once; a direct
payment is excluded from payroll

Note Optional

4

Cancel = Settle
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Payment pending through payroll

Claimsrouted to payroll show PaymentPending until the payrollrun that pays themis finalised.
WHAT YOU SEE
e The settlement row shows the route, amount and payroll run.

e Whentherunis finalised and paiditems are confirmed, the claimbecomes Paid .

hON O Sarctipages afd testuras cer K @ AphaDemo @ @

Home EXP-2026-000003 - DIVYA PILLAI

Approvals < Fieldvisits, September (© Paymentpending &

empLovee DivyaPillai (ALPOOO16)  cLaimMep ¥1,200.00 approven 21,200.00 paipvia Payroll  suemiTten 27 Sept2026,7:44pm

My workspace
My requests [E Expenses(2) ©
i My attendance o Ownvehicle approved 8720.00

Ownvehicle mileage - 22 Sept 2026 - 80.0 km x 29.00

My profile Demo

Family & bank '+’fl DemoTiffin Centre  Approved 2480.00
Businessmeals - 23 Sept 2026 ©

My job history Demo

Hviesve Total reimbursable 21,200.00

My onboarding
o (o) ©

STL-2026-000001 & Inpayrolirun  Claim
Payroll. pay toemployee - run PR-2026-00002

My payslips

My documents

1,200.00

My Shifts & Holidays

© History
Documents & pay
My performance ® Imported : System-22 Oct 2026, 7:44 pm
Demo data

My timesheet

My benefits

2 Mvassets
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Travel requests and advances

Employees get travel approved before booking and can ask for a cash advance. Finance pays the advance and
laterreconcilesit against the trip's claims.

WHAT YOU SEE

e The advance page shows Disbursed , Applied To Claims , Recovered and Outstanding .

e Approved claims forthe same trip reduce the advance when they are settled.

¢ Anythingleftisrecovered through payroll orrepaid to finance; claims above the advance are paid to the

employee.

HOW TO DO IT

1

2

HR4ON - Finance Guide - 2 November 2026

Openthe Advances tab andselectanadvance.

Select Disburse torecordpaymentof anapprovedadvance.

Settle the trip's approved claims first; the page reminds you to route them.

When they are settled, select Reconcile AndClose and choose how any balanceisrecovered (
Payroll deduction or Repaymentto finance ).

ON

ol Home

Approvals

My workspace

Y= Myrequests

B My attendance

). My profile

@ Family & bank

& My job history

My leave

My onboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

® My performance

My timesheet

My benefits

Search pages and features ctrl K & Alpha Demo @ @

PRIYA SHARMA (ALPO0012)

< ADV-2026-000001 © © Disbursed =]

Route the approved claims for settlement first.

TRIP TRV-2026-000001- Pune - 10 Oct2026t0130¢ct2026  piseurRseD oN 07 Oct2026  rererence Demo-NEFT-0001
SOURCEKEY EXP-ADV:ADV-2026-000001 acE 26days

Disbursed AppliedTo Claims Recovered

2 210,000.00 20.00 ¥ 20.00

Pune customer workshop

Cunssyms €11,200.00 @ Approved

Payment (O

Not routed yet

O History

No history yet

Page 32 of 51



Expense policies, categories and rates

Expense Setup holds the categories, limits by grade andlocation, per-diem and mileage rates, and exchange
rates.
WHAT YOU SEE
e Tabs: Policies , Categories and Exchange Rates .

e The most specific rule wins: grade and location, then grade, thenlocation, then allemployees. An empty limit
means no limit.

e Policiesare versioned; Publish makes anew version effective and never changes claims already decided.
HOW TO DO IT
1 In Expenses & travel ,0pen Expense Setup .

2 Select New Version tochangeapolicy, edittherulesandselect Publish .

hoN Q  Searchpages and features cerl K @ Alpha Demo @ @

Home EXPENSES & TRAVEL

Approvals < EXPEnse Setup ®

Demo travel & expense policy vl

My workspace

= Myrequests

My attsndancs V1 omO1Apr2025- 21 mies Shci
) My profile
@ WVIRules O
Family & bank
My job history eFFecTIVE O1Apr2025 receptABOVE 500.00 mMiLeacererkM %9.00  nNoTes lllustrative demo limits only — not arecommended or legal policy.
My leave CATEGORY GRADE LOCATION ELIGIBLE PERBILL PER DAY PER DIEM PER KM RECEIPT ABOVE
Airfare All All Yes 215,000.00
My onboarding
Airfare Grade 6 All Yes 230,000.00
Hy/peyaipe Airfare Grade7 Al Yes 260,00000
My documents Business meals All All Yes <1,000.00
My Shifts & Holidays Client entertainment All All No
Client entertainment Grade 5 All Yes 210.000.00
Documents & pay
Client entertainment Grade 6 All Yes 225,000.00
Ay perfoarnancs Client entertainment Grade7 Al Yes 250,000.00
My timesheet Daily allowance (per diem) Al Al Yes 2800.00
My benefits Daily allowance (per diem) Grade 4 All Yes 21,200.00
Daily allowance (per diem) Grade 5 All Yes 21.200.00
Daily allowance (per diem) Grade 6 All Yes 21,500.00
Daily allowance (per diem) Grade7 Al Yes F2,000.00
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Expense repor

ts

Expense reports show approved spend, exceptions, approval turnaround and advance ageing.

WHAT YOU SEE

o Tiles: ApprovedSpend , AwaitingPayment , Claims With Exceptions , AvgDays To Approve |,

Advances Outstanding .

e Group spendby Category , CostCentre or Project ;choose ThisMonth , 3Months , ThisYear or All .

e |ists: Approved VersusPaid , Policy Exceptions and Advance Ageing .

HOWTO DO IT

1) In Expenses & travel ,0pen Reports .

2 Choose the period and grouping; select CSV toexport.

hoN

Home

Approvals

My workspace

= Myrequests

B My attendance

) My profile
Family & bank
My job history
My leave

7' My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets
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Q  Searchpages and features ctrl K

EXPENSES & TRAVEL

< ExpenseReports ©

This Month 3Months ThisYear Al Category

Showing the last 3 months (01 Sept 2026 to 02 Nov 2026)

Project

Cost Centre

Claims With Avg Days To Approve Advances
& Exceptions @ 20 Outstanding
Oof3 Oover 7days 210,000.00
i spendBy Category /A Policy Exceptions
Airfare ¥5,200.00 No exceptions in this period
med 25,200.00
Daily allowance (per diem) ¥3,600.00
—— 1lines- Lelaims - claimed ¥3,600.0€
Hotel stay
——— 1lines - Lclaims - claimes
Business meals
— 2lines - 2¢laims

Own vehicle mileage
—

Localtaxi/ cab
=

¥ Advance Ageing

0-30days

31-60days

1-310,000.00

0-20.00

= Approved Versus Paid

Approved

Notrouted yet

@ AlphaDemo Q @

= °€\ B B®osv

Awaiting Payment

212,400.00

213,790.00

211,200.00
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08 Loans and advances

Employees apply forloans and salary advances; approvers decide; finance pays them out and makes
sure every instalmentisrecovered.

€&) Theloansregister

Loans & advances lists everyloan and salary advance with its status and recovery state.

WHAT YOU SEE

e Counttabs: All , InApproval , ToDisburse , Active , InArrears ,and Closed under More .

e Columns: employee, loan oradvance, principal, outstanding, next instalment and status. An approved loan
shows Awaiting Disbursement .

e Sectiontabs: Accounts , Reconciliation , Recovery Claims and Reports .Loanadministrators also see
Exit Review and LoanTypes .

HOW TO DO IT

1 Open Loans & advances from the Pay section.

2 Select ToDisburse tosee approved loans waiting for payment.

GOOD TO KNOW
e Approvedloans are neverrecovered until the disbursement is confirmed.

HON Q Searchpages and features ctrl K & AlphaDemo @ @

Home

Loans & Advances © & < B

Reconciliation  RecoveryClaims ~ Reports

Approvals

My workspace ® 1 = i = 2 VoY 2 More v
In Approval To Disburse Active In Arrears
= Myrequests
Q Searchemployee, number orreferer 3 Filters | & Anydate [ Columns
i My attendance B
) My profile EMPLOYEE LOAN/ADVANCE Principal Outstanding  NEXT INSTALMENT Status
< Priya Sharma -
% Family & bank ALPOOOI2 - LN-SYN-0001 Personalloan 21,20,000.00 296,786.66  31Aug2026-34,494.18 @ Active A InArrears
® Myjob history Ishita Bose A In Al
ALPOOO14 - LN-SYN-0002 Salary advance 230,000.00 320,000.00  310ct2026-310,000.00 @ Active A InArrears
My leave —
ivya Pillai
) ALPOOOTS - LN-SYN-0005 Salary advance 215,000.00 ) Draft
7 Myonboarding
Aditya Gupta isb
My payslips ALPOOOT3 -LN-SYN-0004 Personalloan 250,000.00 © Awaiting Disbursement
My documents Manish Yadav IS Closed
ly ALPOOOT? - LN-SYN-000Z Salary advance 220,000.00 @ Closes
My Shifts & Holidays
1-50f5 Rows | 20 ¢ < | Pagel/l | >

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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€X) Approve anddisburse aloan

Loan approvals arrive in  Approvals . After approval, finance pays the money and confirms the disbursement.

WHAT YOU SEE

e Review shows eligibility, existing exposure and any approval exceptionrequested.

e Schedule showseachinstalmentwith principal, interest and balance after.

HOW TO DO IT

1 Approveorreturntheloanfrom Approvals orthe Review tab.

2 Whenitisapproved, theloan shows Awaiting Disbursement . Pay it by bank transfer (through a payment
batch) or with payroll, as the loan type says.

3 Select ConfirmDisbursement , enterthe date and bankreference, and confirm. Theloanbecomes Active

andrecove ry starts.

hoN

Home

Approvals

My workspace

= Myrequests

J My attendance

) My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassef
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Q  searchpages and features ctrl K

ADITYA GUPTA - PERSONAL LOAN

< LN=-SYN-0004 O AwaitingDisbursement

Approved — awaiting confirmed disbursement. Nothing is recovered until then.

prINCIPAL #50,000.00 outsTANDING 0.00 TErMs Reducing Balance - 9% p.a. - 10 x Monthly

company Alpha Demo

Review @ Ledger Payments 0 Explain

f@ Schedulevi ©

PrINCIPAL 350,000.00 insTALMENT 35,208.56  INTEREsT 2,085.61 rFroM 30Nov2026 RecoNCILED Yes

# DUE PRINCIPAL INTEREST REQUESTED
1 30Nov2026 24,833.56 2¥375.00 25,208.56
2 31Dec 2026 24,869 .81 ¥338.75 25,208.56
3 31Jan2027 24.906.34 330222 25,208.56
4 28Feb 2027 2494313 326543 25,208.56
5 31Mar 2027 24,980.21 222835 25,208.56
6 30 Apr2027 35,017.56 3191.00 35,208.56
7 31May2027 35,055.19 3153.37 35,208.56
8 30Jun2027 35,093.10 11546 35,208.56
9 31Jul2027 35,131.30 77.26 35,208.56
10 31Aug 2027 25,16%9.80 23877 25,208.57

@& Alpha Demo Q e

@ <% B Confirm Disbursement

paipout BankTransfer catecory Employee Loan

RECOVERED

OUTSTANDING STATUS
) Proposed
{ Proposed
> Proposed
3 Proposed
> Proposed
> Proposed
> Proposed
{» Proposed
{ Proposed

£ Proposed
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m An active loan

An active loan shows its schedule, ledger and payments.

WHAT YOU SEE

e Schedule : due,recoveredand outstanding perinstalment.

e Ledger :immutable entries. Disbursement andinterestincrease the balance; repayments, waivers and
write-offsreduceit. Corrections are reversal entries.

e Payments :directrepayments and early settlementreceipts.

e Actions: RecordRecovery , SettleEarly , Propose Reschedule , Propose Deferral and Waiver Or Write-Off .

HOW TO DO IT
1. Opentheloan.

2 Use Moreactions forreschedules, deferrals and waivers; each needs approval.

70N

Home

Approvals

My workspace
My requests

i My attendance
My profile
Family & bank
My job history
My leave

7' My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets
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Q Searchpags

<

PRIYA SHARMA - PERSONAL LOAN

LN-SYN-0001 © ctve

3instalments overdue - 325,482.54

priNcipaL ¥1,20,000.00
DisBURSED 06 Jun 2026 - SYN-NEFT-000001

Review Schedule Ledger

)

PRINCIPAL R1,20,000.00

#

10

11

Schedulevi ©

DUE

30 Jun2026
31Jul2026
31Aug2026

30 Sept 2026

310¢t2026
30 Nov2026
31Dec 2026
31Jan 2027
28 Feb 2027
31Mar 2027

30Apr2027

©OUTSTANDING ¥96,786.66

INSTALMENT ¥10,494.18

PRINCIPAL

39,594.18

329,666.14

39,738.63

29.811.67

29,885.26

29,959.40

%10,034.09

210,109.35

<10,185.17

210,261.56

<10,338.52

A InArrears

Payments 3

ctrl K

TerMs Reducing Balance - 9% p.a. - 12 x Monthly

catecorY Employee Loan

Explain

INTEREST ¥5,930.13

INTEREST

3900.00

3828.04

3755.55

268251

2608.92

¥534.78

2460.09

3384.83

2309.01

¥232.62

2155.66

company AlphaDemo

FrOM 06Jun2026

REQUESTED
310,494.18

310,494.18

210,494.18

210,494 .18

210,494.18

210,494.18
210,494.18
210,494.18
210,494.18
210,494.18

210,494 .18

RECONCILED Yes

RECOVERED

310,494.18

310.494.18

36,000.00

OUTSTANDING

34,494.18

210.494.18

210,494.18

210.494.18

210.494.18

210,494.18

210.494.18

210.494.18

210.494.18

®

@@ Alpha Demo @ @

. E Record Recovery

NEXT ¥4,494.18.31Aug 2026

STATUS
(® Recovered

(® Recovered

A shortfall

/A Overdue

& Overdue

(® scheduled
(© scheduled
® Scheduled
© scheduled
© scheduled

© scheduled
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ON YOUR PHONE

PRIYA SHARMA - PERSONAL LOAN

Aloan onyourphone. . LN-SYN-0001

© Active A InArrears

RIS ) Record Recovery

3instalments overdue - 225,482.54

PRINCIPAL 21,20,000.00 OUTSTANDING 296,786.66
rerms Reducing Balance - 9% p.a. - 12 x Monthly
NEXT %4,494.18 - 31 Aug 2026

DISBURSED 06 Jun 2026 - SYN-NEFT-000001

CATEGORY EmployeeLoan company AlphaDemo

Review (LTS ledger  Payments 3

f3 Schedulevl ©

PRINCIPAL 21,20,000.00  INSTALMENT R10,494.18
INTEREST ¥5,930.13  FrOM 06Jun 2026
RECONCILED Yes

#1-30Jun2026

Recovered
210,494 ted - 210,494.18 ©

#2-31Jul2026

210,494 uested - 210,4 (DjRecovered

#3-31Aug 2026
210,494.18requested - 36,000.00 A shortfall

recovered

m & 88

Home Attendance Approvals More
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EX) Recovery reconciliation

Reconciliation comparesinstalments due in a pay period with what payroll actually deducted.

WHAT YOU SEE

e Tiles: Due , Deducted , Shortfall , Carried Forward and PayrollInputs .

e Tabs: Instalments , Payrolllnputs , Evidence and Shortfall Ageing .

HOW TO DO IT

1 Open Loans & advances ,then Reconciliation .

2 Choose the pay period.

3 Investigate any shortfall: carry it forward or arrange a direct repayment.

GOOD TO KNOW

e Aninstalment counts asrecovered only when finalised payroll or payment evidence is posted.

ON

Home

Approvals

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

My timesheet

My benefits

2 Mvassets
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ctrl K

Recovery Reconciliation ©®

Accounts Reconciliation Recovery Claims

November, 2026 0O

Reports

Due Deducted

S 920,494.18 ©® =0.00

1stalments

Payrollinputs 8  Evidence  Shortfall Ageing
Q Searchemployee orloan Al Shortfall Open Recovered  Carried
EMPLOYEE DUE REQUESTED DEDUCTED
Priyasharma 30Nov2026 210,494.18 2000
LN-SYN-0001#6
Ishits Bose 30Nov2026 210,000.00 2000

LN-SYN-0002 #3

1-20f2

Carried Forward

~30.00

Shorttall

210,494.18

%10,000.00

@& AlphaDemo @ @

o < o (D

o

ayrollInputs
8 s
2649767
@ Columns
STATUS
® Scheduled ®
©® scheduled @
Rows 20 ¢ <  Pagel/1 >
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EX) Exitreview and recovery claims

Approvedrecoveries such as travel advances and asset damage are tracked as recovery claims. When an
employee leaves with aloan balance, the loan administrator decidesin ExitReview how muchisrecovered
through the final settlement.

WHAT YOU SEE

e ExitReview : exiting employees with balances. Decide the approved recovery and any amount retained for
direct collection. Statutory entitlements are never withheld.

e RecoveryClaims :recoveries approved in theirown module, with type, origin reference, amount,
outstanding, recovervia( Payroll or Final Settlement ) and status. Filter All , Open , Partial or Recovered .

HOW TO DO IT

1 Open Loans & advances ,then Recovery Claims .
2 Checkopenclaims before the payroll run and the final settlement.

3 Loanadministrators open ExitReview , enterthe decisionforeachleaverand senditforapproval.
{ (o]} Q searchpages ctrl K & AlphaDemo @ e

Home =
Recovery Claims| © + Register Claim
Approvals
Accounts Reconciliation Recovery Claims Reports

My workspace Q Searchreference or description Al Open Partial Recovered [ Columns
= Myrequests EMPLOYEE TYPE ORIGIN REFERENCE AMOUNT OUTSTANDING RECOVER VIA STATUS
Jl Myattendance ESTTEZ”OZ’?”‘”'“” Travel Advance - Expenses & travel EXP-SYN-0042 28,000.00 28,000.00 Payroll ® open o
) My profile
Cranyalas Damage Recovery - Assets AST-SYN-0007 23,500.00 23,500.00  Payroll © open ©
Family & bank
1-20f2 Rows 20 & < Pagel/1 >

) My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mv
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09 Statutory payments

Payroll prepares statutory returns; finance records the challan payments and signs off the rule packs
used forlive payroll.

€2) Filings and payments

Filings & Payments lists each statutory obligation (PF, ESI, professional tax, labour welfare fund and income tax)
withits due date, liability, payments and status.

WHAT YOU SEE

e Counttabs: All , Open , NotFiled , AwaitingAck , Overdue ,and moreunder More .

e Due Calendar shows what falls duein a window.

e Returnand challanfiles are previews; HR4ON never files with an authority.

HOW TO DO IT

1 Open Statutory & tax ,then Filings & Payments .

2 Select Overdue first,then Open .

oN

Home

Approvals

3 Myworkspace
My requests
i My attendance
My profile
Family & bank
My job history
My leave
7' My onboarding
My payslips
My documents
My Shifts & Holidays
2 Documents & pay
My performance
My timesheet
My benefits
2. Mvassets

HR4ON - Finance Guide - 2 November 2026

Q searchpag

Filings & Payments ©

Readiness

13
Al

Q. Searchreference or period

Due Calendar

Return

Provident Fund
OBL-202611-0001 - demo

Employee State Insurance
OBL-202611-0002 - demo

Professional Tax
OBL-202611-0003 - demo

Employee State Insurance
0BL-202610-0002 - demo

Provident Fund
OBL-202610-0001- demo

Professional Tax
OBL-202610-0003 - demo

Provident Fund
OBL-202609-0001 - demo

Income Tax
OBL-202609-0004 - demo

Professional Tax
OBL-202609-0003 - demo

Fmblovae Stata Insurance

Rule Packs Filings & Payments Proof Review

~ Open

Ctrl K

Calculations
0
Not Filed
3% Filters & Anydate

JURISDICTION Period
Alpha Demo payroll establishment 2026-11
Alpha Demo payroll establishment 2026-11
Alpha Demo payroll establishment (TS) 2026-11
Alpha Demo payroll establishment 2026-10
Alpha Demo payroll establishment 2026-10
Alpha Demo payroll establishment (TS) 2026-10
Alpha Demo payroll establishment 2026-09
Alpha Demo 2026-09
Alpha Demo payroll establishment (TS) 2026-09

Statutory Profiles

0

Awaiting Ack

Due

15Dec 2026

15 Dec 2026

10 Dec 2026

15 Nov 2026

15 Nov 2026

10 Nov 2026

15 0ct 2026

30 0Oct2026

10 0ct 2026

Applicability

7
Overdue

Liability

20.00

20.00

20.00

@ < B

Reports

STATUS

{¥ open

7> Open

) Open

> Open

{¥ open

> Open

{ Open

> Open

{x open

More

{3 Unpaid

{3 Unpaid

3 Unpaid

{3 Unpaid

{3 Unpaid

{3 Unpaid

& Overdue

A Overdue

£ Overdue

& AlphaDemo Q @

v

[ Columns

73 Unpaid
<} Unpaid

) Unpaid
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Record a statutory payment

Payment evidence is kept separately fromreturn acceptance; bank success alone never proves areturn was
accepted.

HOW TO DO IT

1

2

Openthe obligation.
Select RecordPayment .
Enterthe Amount , PaidOn ,the Challan/PaymentReference andthe BankReference .

Select Save .Thetilesshow Liability , AcceptedReturn and Paid .

GOOD TO KNOW
¢ Obligations from demo rule packs are previews: payment cannot be recorded against them.

%oN Q cert ¢ @ sphaveme @ @)

Home OBL-202611-0001 - ALPHA DEMO PAYROLL ESTABLISHMENT

i Approvals < ProvidentFund2026-11 ©open i umpaid A simulation =

& Demo obligation{demo or unapproved rule pack): preview only; submission, acknowledgement and payment evidence cannot be recorded.

My workspace

Y= Myrequests Validate and generate the return preview from the final calculations of the period

i Myattendance

@) Myprofie perion 2026-11  oue 15Dec2026  oue RuLe 15thof the following month (Demorule)  empLovess O ruLE Pack Demo provident fund contributions v2

Family & bank
Liability AcceptedReturn Paid

. B 20.00 2 20.00 20.00

My leave
Not filed: no acknowledgement recorded. A generated file is not a filed return

My onboarding

My payslips B ReturnVersions

My documents

Notpreparedyet.

My Shifts & Holidays
My performance No paymentrecorded
My timesheet

My benefits

2 Mvassets
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Sign off arule pack

Arule pack forlive payroll must be reviewed and signed off by someone other than the person who preparedit.

HOW TO DO IT

1 Open Statutory & tax ,then RulePacks ,and openthe pack.

2 Check Rules , Examples & Validation and Sources & Filing .

3 Recordthe sign-off with  What Was Reviewed , an Evidence Reference and Evidence Note ,thenapproveit.

oN

Home

Approvals

My workspace

My requests

)i Myattendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets
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ctr1 K @@ AlphaDemo @ @

Q Searchpag:

IN-PT-TS - V1 - ALPHA DEMO

< Demo professional tax (TS) & peme )

& Demo values: neverusable for live payroll or filing, whatever the status.

scHEME ProfessionalTax JurispicTion IN-TS — errecTive O1Apr2020 onwards FramMEwWORK Demoframework seLEcTEDBY PeriodEnd  pRePARED BY Notset

rReviEwer Notset sien-ofFF Notsignedoff usepay 33calculations

Examples & Validation 3 Preview [ Sources & Filing ] Changes & Notes Versions & Impact 1

RULE PARTY FORMULA PARAMETERS ROUNDING REFERENCE

Professional tax Employee Slab Fixed of GROSS 010 15,000:0; 15,000.01 to 20,000: 100:; 20,000.01 to above: 180 Half Away From Zero to1
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10 Final settlements and contractor payments

Two more payment flows reach finance: leavers' full and final settlements, and vendor claims for
contract workers.

X)) Pay a final settlement

Payroll prepares the settlement, the payroll checker approves it and payroll submits it. Finance pays it and
records the payment.

WHAT YOU SEE

e Counttabs: ToPrepare , Draft , InApproval , Approved , WithPayroll , Paid .

e The settlement shows earnings, deductions and recoveries, net payable orrecoverable, and disputed items
recorded separately.

HOW TO DO IT
1 Open Final Settlements and select With Payroll .

2 Opentheleaverandcheckthe settlement.
3 Whenthe moneyis paid, select Record Payment and enterthe paymentreference and date.

4 Use DownloadPDF forthe settlement statement.

GOOD TO KNOW
e Approve settlementruns as checkerfrom Approvals . If any input changes afterapproval, the approvalis
invalidated.

7 oN Q  Searchpages and features cerl K & AlphaDemo Q @
A Home SEP-2026-00003 - FINAL SETTLEMENT
% Approvals < ManishYaday © &xed o
i (Waiting forpayroll to prepare )

My workspace
TvPe Resignation JoINED 24 0ct2022 LASTWORKING DAY 27 Oct2026 opue Deadline notconfigured nNoTice 56/60 days served, Waived
& Myrequests LOANS OUTSTANDING 20.00  AsseTs outsTanping Oitems, Tdiscrepancy

}i My attendance
@ Myprofie
&

No settlement run yet

& Family & bank

D Myjob history
Collecting reads payroll, leave, attendance, statutory, expense and

My leave loan sources; nothing is paid until approved

& Myonboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Aleaverwhose settlement has not been prepared yet: it waits for payroll.
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m Contractor vendor claims

Vendors claim for contract workers' approved work. HR4ON reconciles each claimline against approved,
unbilled work and the contractrate; finance approves the payable amount.

WHAT YOU SEE

e Counttabs: All , Validated , Withfinance , Approved ,andundermore, Returned and Rejected .

e Tabs: Claims and Payableinputs (amounts passedtoaccounting).

e FEachclaimshows claimed, payable and variance amounts.

HOWTO DO IT

1 Open Contingentworkforce (underPeople), then Claims .

2 Select Withfinance to see claimswaiting foryou.

GOOD TO KNOW

e Payable never exceeds the claimed amount. Vendorinvoicing and payment stay with finance.

70N

Home

Approvals

My workspace

= Myrequests

@ 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

! Mvassets
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Q Searchpages and features

Vendor Claims ©

Overview Workers Contracts Deployments

Al Validated

ctr1 K

@

Q Searchclaim orinvoice reference B Anydate

Reference VENDOR INVOICE Period

CW-CiMZgvNog DooSmifngSenicesPuried  SYNAN: 08 Oct 2026 t0 21 Ot 2026
(Demo) 1002

Cw-cLM-syNoL  DemoStaffingServicesPutltd - SYN-INV- 24 Sept 2026 to 07 Oct 2026
(Demo) 1001

1-20f2

1

Approved

Claimed

239,750.00

238,700.00

PAYABLE

219,350.00

238,700.00

& AlphaDemo @ @

More

Variance

220,400.00

20.00

Rows 20 <

8 = B

[ Columns
Status

(3 validated 1

© Approved

<  Pagel/l >
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X)) Approve avendor claim

The claim page compares each line's claimed quantity and rate with the approved work and contract rate.

HOW TO DO IT
1 HRselects SendtoFinance onavalidated claim.

2 Opentheclaimandread Reconciliation andany Claimissues .

W

Rejectaline withareasonif needed.

»H

Select Approvelnput to approve the payable amount. It becomes a payable input foraccounting.

r'ON Q Searchpage cer1 K @& Alpha Demo @ @
Home CW-CLM-SYNO2 - CW-ENG-SYNOT
Approvals < Demo Staffing Services PvtLtd (Demo) - SYN-INV-1002 [ veidated e = B
Claimed Payable Variance Capremaining
239,750.00 <19,350.00 <20,400.00 324,61,300.00

My workspace

= M PERIOD 08 0Ct20261t0210ct2026 vaLIDATED Arjun Kapoor-22 Oct2026, 4:45pm
= Myrequests

)i My attendance £\ Claimissues
* ClaimedINR 39,750.00 vs payable 19,350.00 (variance 20,400.00).
). My profile

Family & bank Reconciliation| ©

My job history 1. RaviDemo O & Adjusted
5 approved work rex

My|gave CLAIMED APPROVED CLAIMED RATE CONTRACT RATE CLAIMED AMOUNT PAYABLE VARIANCE
80+20T 40+20T 2480.00 2450.00 239,750.00 219,350.00 220,400.00

My onboarding & 5workre ) in the period still await sits ager approvaland are not payable. /A Claimed 80 regular unit(s) but 40 are approved; the difference is not payable

ate 480.00 is above the contract rate 450.00; the col

ctrate applies.
My payslips

My documents History

My Shifts & Holidays Claim Validated - Invoice SYN-INV-1002: claimed INR 39,750.00, payable 19,350.00

Documents & pay

My performance

My timesheet

My benefits

! Mvassets
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1T Financereports and analytics

Use thesereports to reconcile pay, payments, journals and costs, and to answer audit questions.

@) Paymentreports

Payment reports keep liability and settlement separate, one payment attempt at atime.
WHAT YOU SEE

e Liability Position : liability, instructed, settled, on hold and outstanding by period.

®  Failure Ageing :failed andreturned payments by age.

e Journal Reconciliation :journals against payroll and payments.

HOW TO DO IT

1 Open Payments & accounting ,then Reports .

2 Choose areport,company and period; select Download XLSX to export.

} ON Q  Searchpages and features Cerl K & Alpha Demo Q @

Home

Payment Reports ©

Approvals ) = )
Readiness ~ Batches  BankOutcomes  Reconcilistion  Accounting (el Sstup

[ Liability Position ] Failure Ageing Journal Reconciliation
My workspace

= Myrequests
L Rp— - o Allcompanies v &< B3

B My attendance

Showing all periods - generated 02 Nov 2026, 5:50 pm
@ Myprofile
¥ Family & bank B 2735300.00 © 350920000 O 25.09,200.00 © 222710000 ©  248.900.00
), My job history
PERIOD SOURCE COUNT LIABILITY INSTRUCTED SETTLED OUTSTANDING ON HOLD RECOVERY
AT 2026-09 Salary 17 $7,36,300.00 35,09,200.00 $5,09,200.00 $2,27.100.00 F48,900.00 20.00

¢ Myonboarding

My payslips

My documents

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets

HR4ON - Finance Guide - 2 November 2026

Page 47 of 51



Payroll reconciliation

The payroll Reconciliation report compares the run's net results with net pay liabilities and what was paid,
pending and failed, and shows the journal summary.

HOW TO DO IT

1, Open Payroll ,then Reports ,andselect Reconciliation

2) Choosetherun.

Home

Approvals

My workspace
My requests
My attendance
My profile
Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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Ctrl K

Q searchpag

PayrollReports ©

Runs Inputs Arrears & Corrections Payslips Setup
Register Variance & exceptions YTD balances [

00001 Septemb:

Showing PR-2026

Netpayable Paid
Results net 218,33,508.89
B as3ssosey B oo o o

Pending 20.00

Journal summary ready for Salary disbursement posting (not posted: accounting integration pending)
Deductions posted 21,94,079.00 against liabilities 21,94,079.00; employer contributions 284,108.73 against 284,108.73

D Journal summary

Salary expense: Basic salary EXP-SALARY-BASIC
Salary expense: House rent allowance EXP-SALARY-HRA

Salary expense: Leave encashment (EL) EXP-SALARY-LEAVE

Salary expense: Special allowance (balancing) EXP-SALARY-SPECIAL
Reimbursement expense: Meal reimbursement EXP-REIMB-MEAL
Employer cost: Employer contribution (simulation) EXP-EMPLOYER-ES|_ER

Employer contribution payable: Employer contribution (simulation) LIA-EMPLOYER-ESI_ER

Employer cost: Gratuity provision EXP-EMPLOYER-GRATUITY

Employer contribution payable: Gratuity provision LIA

EMPLOYER-GI uITy

Employer cost: Employer fund share (simulation) EXP-EMPLOYER-PF_ER

@@ AlphaDemo Q @

Journal

PR-2026-00001- September 2026 - Regular v

2 Balanced

29,41,123.43

¥3,76,448.10

31,555.53

%6,71,867.50

236,593.33

2358.00

45,267.73

211.545.00

2358.00

245267.73
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Loan, benefit and compensationreports

Othermodules have their own finance reports.

WHAT YOU SEE

e |oans & advances , Reports :

and closures.

e BenefitReports :

Due & Outstanding andthe Register of disbursements, repayments, waivers

e Compensation , Reports :revision Budgetlmpact and CTC Reconciliation .

hoN Q searct
Home

Approvals
i Accounts

My workspace
= Myrequests
i My attendance
). My profile
All states

Family & bank

My job history

My leave

My onboarding

My payslips
My docume

EMPLOYEE

® My Shifts & Holidays

Priya Sharma
Documents & pay

Ishita Bose
My performance

1-20f2

My timesheet

My benefits

2 Mvassets
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LoanReports ©

Reconciliation

[ Due & Outstanding ] Register

Instalments

Q Searchemployee orloan

ctrl K

Recovery Claims

Today Last7 days
From
01-11-2026

Thisweek ( Thismonth ) Lastmonth Last 3menths
To(inclusive)

o 30-11-2026

Requested
B 20,494.18 ®
This page
LOAN DUE REQUESTED RECOVERED
LN-SYN-0001#6 30Nov 2026 21049418 20.00
LN-SYN-0002 #3 30Nov 2026 210,000.00 20.00

@@ AlphaDemo @ @

This financial year

]

clear [N

e < b B

Qutstanding

@D Columns
OQUTSTANDING STATUS
21049418 @® Scheduled
210,000.00 ® scheduled
Rows | 20 2 | < Pagel/l >

Cost compares expected employee and employer contributions with what payroll took.
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@X) Analytics dashboards

Dashboards underlinsightsinclude Payrolland Finance : payroll gross, net pay and employer cost, planned

gross, unpaid leave days, overtime, expenses, loans, benefit cost, overdue statutory obligations, failed

payments and contractor spend.

WHAT YOU SEE

e Choose ThisMonth , LastMonth , QuartertoDate or YeartoDate ;eachtile compares withthe previous

period.

Select Rows onatiletoseetherecordsbehindit.

e Reports , Schedules and ReportBuilder letyourun, schedule andbuildreports.

HOW TO DO IT
1 Open Dashboards fromInsights.

2 Select Payrolland Finance and aperiod.

3 Select Rows onatiletodrilldown, orexport.

(o]} Q searchpage

cerl K
Home =
Payrolland Finance © Afphabemos Yourteam
Approvals
Dashboards Reports Schedules Metrics Exports Report Builder
My workspace
Team Dashboard Payroll and Finance This Month Last Month Quarter to Date Year to Date:
= Myrequests P — PR T —
@ My attendance
PAYROLL GROSS (POSTED) ® NET PAY (POSTED) o] EMPLOYER PAYROLL COST (POSTED)  (3)
) My profile
Ly R hank No change vs previous No change vs previous Nochangevs previous
© Myjob history ©lLive B Rows @Live A Rows @Live [ Rows
My leave
UNPAID LEAVE DAYS (LOP) @ APPROVED OVERTIME HOURS @ APPROVED EXPENSES @
7' My onboarding 0.0d 0.0h 20
My payslips No change vs previous No change vs previous Nochangevs previous
©lLive (B Rows @lLve fHRows @Live [ Rows
My documents
b e BENEFIT EMPLOYER COST ® OVERDUE STATUTORY OBLIGATIONS  (7) FAILED OR RETURNED PAYMENTS ©
(MONTHLY) N
Documents & pay
229,502 7 0
s No change vs previous Nochangevs previous
T No change vs previous gevsp! ge vspr
© Live @Live  fH Rows @Live  [{ Rows
My timesheet
Hybenaia Ll Payrollgross (posted): last12 months ®

2 Mvassets

e - s
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Small groups are hidden to protect privacy ("Fewer than 5 people in this group").

@@ Alpha Demo @ @

[
PLANNED MONTHLY GROSS
220,54,418
No change vs previous
Q@Live A Rows
LOANS OUTSTANDING
W Fewerthan 5 people inthis group.

Q@Luve A Rows

CONTRACTOR SPEND (APPROVED)
No change vs previous

@Lve B Rows

L=

©
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A Words used in this guide

Bank outcome
The bank's result for one payment attempt: settled, failed, returned or unknown.

Batch
A group of payments released to the bankin one file.

Challan
The payment slip orreference for a statutory payment to an authority.

Checker
The independent person who approves what someone else prepared.

Disbursement
Paying out aloan, advance or otheramount to an employee.

Enquire
Ask the bank for the result of a payment whose outcome is unknown.

Final settlement
Fulland final payment to a leaver, less recoveries.

Hold
Stop aliability from being paid until the hold isreleased. It stays payable.

Journal voucher
An accounting entry with debit and credit lines created from a payroll or payment event.

Liability
An amount HR4ON owes to an employee, authority or vendor.

Payable input
An approved vendor claim amount passed to accounting for payment.

Posting period
An accounting month thatis closed onceitsjournals are posted and reconciled.

Reconciliation
Matching bank lines, deductions orjournals to what was expected.

Recovery

Money an employee owes back, recovered through payroll, final settlement or direct repayment.

Release
Send an approved batch to the bank.

Retry
Re-issue a failed orreturned payment in a new linked batch afterinvestigation.

Settle (expense)
Decide how an approved claimis paid: next payroll or direct payment.

Shortfall
The part of aloaninstalment that payroll could not deduct.

Stale approval
An approval made invalid because the data changed afterwards.
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