HR//ON

HR Guide: Performance,
Learning and Engagement

Runreview cycles, training, workforce plans, communications,
surveys, recognition and the HR service desk.

WHO IT'S FOR COVERS

HR administrators, talent and learning Performance cycles, goals, check-ins,
teams, internal communications and reviews, calibration and outcomes;
HR service desk case workers learning catalogue, assignments,

sessions and certificates; positions,
scenarios, budgets, succession and
internal moves; feed, communications,
surveys, recognition and insights; HR
service desk cases and employee
relations
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About this guide

This guide is for the HR people who help employees grow and stay engaged: running the performance cycle,
organising training, planning the workforce, talking to the company and answering employees' questions and
concerns.

The work is under Grow in the menu ( Performance , Learning , Workforce planning ) and Engage ( Feed |,
Communications , Surveys , Recognition , Engagementinsights , HRservicedesk ). Employees' own pages (My
performance, My learning, Internal opportunities, HR requests) are explained in the Employee Guide.

Most screenshots show Meera Nair, HR administrator at Alpha Demo. The HR service desk chapter shows
LakshmiMenon, the HR case worker who handles employee relations cases. You only see the people and cases
your access covers.

What you candoin HR4ON Before you start

e Setupandrunaperformance cycle fromgoals e OpenHR4ONinaweb browseronyourlaptop,
toreleased outcomes oronyour phone. Onaphone youcanadditto

e (Calibrate ratings and turn outcomes into pay yourhome screenanduseitlike an app.
and promotion proposals e Signinwith yourusername or work email and

e Manage development and improvement plans your password. Use Acceptaninvitation the

e Publish courses, assignrequired training, run first time, or Can'tsignin? if youarelocked
sessions and verify certificates out.

e Maintain positions, build headcount scenarios e Whatyou see dependsonyourrole. If amenu
and send them for budget approval orbuttoninthis guide is missing for you, ask

e Plansuccession and offerinternal moves your HR administrator.

e Publishannouncements, run surveys and
manage recognition programmes

e Handle HR service desk cases, including
confidential grievances

:] Aredoutlineinascreenshot shows where to Button Words shownlike this are labels you will see
click orlook. onscreen.

The screenshots use the HR4AON demonstration company, so the names, numbers and dates are examples. Names, cycles and
numbersin the screenshots come from the demo company.
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O1 Performance cycles

Areview cycle takes everyone in scope from goal setting through self review, managerreview and
calibrationto areleased outcome. HR sets the cycle up and keeps it moving.

@@&) Find your way around Performance

Open Performance under Grow. The tabs across the top cover every part of the cycle.

THE PERFORMANCE TABS

e Reviews :onerow peremployee and cycle, with stage, goal progress, due date and status.

e Cycles :thereview cycles themselves.

e Calibration , Plans and Recommendations :rating moderation, development and improvement plans, and
pay or promotion recommendations.

e Reports and Setup areinthepagelinks.

HOW TO DO IT

1. Open Performance .

2 Usethestagetiles( Goalsetting , Selfreview , Managerreview , Calibration , Overdue )to see where

people are.

3 Selectarowtoopenthe person'sreview.

ToN

Home

Approvals

My workspace

= Myrequests

}ll My attendance

) My profile

Family & bank

& Myjob history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

¥ Mvas:

Q  searchpages and features cerl B

Performancereviews ©

My performance w Cycles l Calibration ] Plans ~ Recommendations  Reports

3
m .;I;:.I;I setting 2 ?e\l review & Manager
Q Searchname or number % Fiters & Anydate
EMPLOYEE CYCLE GOAL PROGRESS
Agyatana Derno H2 review (previous year) No goal
l:'??;g‘lfsf}’adav Demo H2 review (previous year) No goal
P“I?‘rglsh] Yadav Demo half-year review — 96%
Flnpyrastmrma Demo H2 review (previous year) No goals
Adp':ya gupta Demo half-year review — 85%
Fa;':a""‘h Demo half-year review No goal
LaksheiMenon  pemo half-yearreview Nogoal
mi?:?_ﬂaif Demo half-year review No goal
AaravMenta g haif-yearreview Nogoa
\A’l't[:r:fhah Demo half-year review No goal
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review

Review stage 1

© Acknowledged

@ Acknowledged

© Acknowledged

@ Acknowledged

(@ calibration

@ Goalsetting

(® Goalsetting

@ Goalsetting

(® Goalsetting

@ Goalsetting

Setup

DUEDATE

21 Nov 2026

01 May 2026

01 May 2026

01 May 2026

01 May 2026

01 May 2026

Overdue

Overdue

Overdue

Overdue

Overdue

b Alpha Demo @ @

& < (@ -~

m 1 . A 11 More v
Calibration Overdue

@ Columns

STATUS

Meets expectations 3

Meets expectations 3

Meets expectations 3

Exceeds expectations 4

Exceeds expectations 4

Overdue

Overdue

Overdue

Overdue

Overdue
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Set up rating scales and policies

Setup holds the rating scales and the approval routes forimprovement plans and recommendations.

WHAT YOU SEE
e FEachscalelistsitslevels, lowest first, with the description managers see.
e Scalesareversioned: an active version never changes, so earlierratings stay reproducible.
e Performance settings opens eligibility, weights, visibility, calibration, appeal and plan settings.
HOW TO DO IT
1 Open Setup .
2 Select NewScale or Newversion tochangeascale,addlevelsand SaveDraft .

3 Select Activate whenitisready.

4 ON Q  Searchpages and features cerl K @) Alpha Demo @ @

Home
Performance setup ©

Approvals

My performance Reviews Cycles Calibration Plans Recommendations Reports

My workspace AlphaDemo .

= Myrequests
% |Rating scales

i My attendance

Demo five-level performance scale PERF5 v1
. E @ Active I}

). My profile 2 cycles - active since 22 Oct 2026, 7:44 pr
Family & bank 5Outstanding 4Exceed: i 3 2Partially meets 1Below expectations
Exceptional sustainedimpactwell  Regularly goes beyond agreed Delivers agreed goals reliably with Some agreed goals met; recuriing | Severalagreed goalsnot met
beyondthe role; a role model for goals andifts the people around the expected quality and gaps inquality, delivery or needs close supportandaclear
) Myjob history others them behaviours. collaboration. mprovement focus
My leave
= % Policies and approvals
My onboarding
My payslips % Performance settings (eligibility, weights, visibility, calibration, appeals, plans, assist)

% Approval route forimprovement plans

My documents

% Approvalroute forrecommendations
My Shifts & Holidays

Documents & pay
My performance
My timesheet

My benefits

2 Mvassets
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Create areview cycle

The cycle form pins the rating scale, goal rules, visibility and calibration settings. Later policy changes never alter

arunning cycle.

WHAT YOU SEE

e Cycle: Name , Company , Framework ,periodand Ratingscale .

Include people on notice .

Population: whois included, with switches for Includeinterns , Include people on probation and

Selfreview stage and Calibration beforerelease ; Peerfeedback and Anonymous peers .

Enforce the distribution (forced distribution) .
e  Evaluator :

HOW TO DO IT
1 Open Cycles andselect NewCycle .

Goals, visibility and calibration: goal weights, Calibration beforerelease ,and

Manager atlaunch or Follows the current manager .

2 Fillineachpart,including Minimum service in the period (days) under Population.

3 Select CreateDraft .The cycle staysa Draft untilyoulaunchit.

Z ON Q Searchpages and features
Home CYCLES
Approvals < Newreviewcycle

B cycle
My workspace
Company *
7= Myrequests
Alpha Demo
i My attendance
Framework
) My profile
el Goals
> Family & bank
Period starts *
© My job history 02-11-2026

My leave

7\ My onboarding

My payslips © Stages
My documents
Goals agreed by *
My Shifts & Holidays
ly Shifts & Holiday: 02-12-2026 o
Documents & pay
Self review stage

My performance

My timesheet

2. Population ©
My benefits

Mini ice inthe peried (d
B irennncie finimum service in the peried (days)

90

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026

Selfreviews by *

Ctrl K & AlphaDemo

reate Draft

Name*

Rating scale *

v Demo five-level performance scale vl v

Period ends (inclusive) *

a8 02-05-2027 m]

Historical cycle (filled by the history import, ratings approved in calibration)

Manager reviews by * Calibrationby *

21-04-2027 [m] 06-05-2027 a 21-05-2027 [m]

D Calibration before release

Exclude approved leave above (days)

ompany setting, 0 = norule.

2Q

Stages: Goalsagreedby , Selfreviewsby , Managerreviewsby and Calibrationby , with switches forthe
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@@ Launchthe cycle and move it through its stages

The cycle page shows the stages, population and company objectives, and has a button for the next step.

WHAT YOU SEE

Stages : each stage withits dates and completion.

Population : everyone included, with eligibility reasons. Use AddPerson orexclude someone with areason;
the changeisrecordedin History .

Company objectives : shared objectivesindividual goals alignto ( Add Objective ).

HOWTO DO IT

1

2

Openthe cycle and check the Population preview .

Select Launch .The populationis snapshotted and everyoneincludedis asked to set goals.

When goals are agreed, select OpenReviews torequestself and managerreviews.

When managerreviews are in, select StartCalibration ,and finally Release approvedoutcomesand

Close Cycle .

GOOD TO KNOW

Each step asks you to confirm andis recordedin the cycle history.
Employees with areleased outcome are asked to acknowledge receipt.

ON Q searchpagesand features ctr1 K

Home PC-2025-0002 - ALPHA DEMO

< Demo half-yearreview © actve

Myperformance  Reviews @ Calibration

1without an evaluator
Openthe review and use Change evaluator

Approvals

Plans Recommendations
My workspace

7= Myrequests

' My attendance
perioD 01 Apr2026to 30 Sept2026 scaLe Demeo five-level performance scale vl
)) Myprofile CALIBRATION Required, guidanceonly — PEER FEEDBACK ANONYMOUS, min 3
Family & bank
= Stages
© My job history
My leave Goals agreed 5/16 Self reviews
—— 31% —
7' My onboarding Due01May2026 ~Tioverdue Due270ct2026  13overdue
My payslips Qutcomes approved 1/16 Released
- 6% -

My documents

Due 21 Nov 2026

My Shifts & Holidays

2, Population ©
Documents & pay

My performance

Q Search name ornumber

My timesheet

EMPLOYEE CYCLE GOAL PROGRESS Review stage

My benefits Manish Yadav

Demo half-yearreview 96% ®@

5‘fy€EUPta Demo half-yearreview — 85% @ calibration
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Reports

Setup

GOALWEIGHTS Total100, 2to 8 goals

@ Alpha Demo

FRAMEWORK Goals EvaLuator Follows current manager

3/16 Manager reviews 2/16
19% — 13%
Due 06 Nov 2026
1/16 Acknowledged 1/1
6% 100%
Included16  Excluded1 2+ Add Person
[ Columns
DUE DATE STATUS
Meets expectations 3
21Nov 2026 Exceeds expectations 4

3 i3 Start Calibration
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@) Follow goals and check-ins

Eachreview holds the person's goal sheet, check-ins and feedback. HR can open any reviewin scopetohelp a
manager or chase progress.

WHAT YOU SEE

e Tabsacrossthereview: Goals , Check-ins , Selfreview , Assessment , Feedback and Outcome .

e Goalsheet : goals withweight and progress, Cascaded fromcompany objectiveswhere linked.

e Check-ins : conversationsrecorded during the cycle ( Record Check-in ).

e Feedback :peerfeedbackrequestedwith RequestFeedback .

HOW TO DO IT

1 Open Reviews andselectaperson.

2 Readthe goalsheetand check-ins.

3 Use Moreactions tochange the evaluator, return goals or exclude the person, each with areason.

70N

Home

Approvals

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

! Mvassets

Q  searchpages and features ctrl K

ALP00O13 - DEMO HALF-YEAR REVIEW

< AdityaGupta O calibration

@ Agreed

Calibration Plans

Recommendations

@& Alpha Demo

®Q

e || - 5 Open Calibration

Reports Setup

evaLuaTor KavyaRao periop 0LApr2026to30Sept2026 stacepue 21Nov2026 roLe Software Engineer - Technology  weiGkTs 100 /100

FRAMEWORK Goals

W Check-ins 0 ] Selfreview  Assessment  Feedback
Goalsheet| ©

WEIGHT

Outcome

£° Alignedto Demo

100/100
Demo: Cut platformincident minutes  Quantitative ~ Cascaded
Customer-impacting incident minutes per quarter: 140 of 120 min 40% —— 75% 30Sept2026
Cutplatformincident minutes (Kavya Rao!

Demo: Automaterelease checks Miestone  Completed s

35% — 100% 30 Sept2026
Release checklist fully automated in CI
Demo: Share knowledge with the team  Qualitative

25% — 80% 30Sept2026

Runs at least two internal sessions and documents the outcomes for the team.

¥ Aligned to Demo: Grow skills across every team (Company objective
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@) Manager assessment and outcome

The managerrates each goal, writes strengths and areas to develop and proposes an overall rating. After

calibrationthe outcome s released to the employee.

WHAT YOU SEE

e Proposedoverallrating and Ratingjustification .

e Draftingassist summarises goals and check-ins as alabelled suggestion. It neverrates; the manager
confirms Therating is my own judgement, not the assist's suggestion .

e Outcome tab:theapprovedrating, the employee comment and acknowledgement.

e Recommend :propose anincrease or promotion from the outcome.

10N Q Searchpagesand features Ctrl K

Home ALP0QO13 - DEMO HALF-YEAR REVIEW

Approvais < AdityaGupta @ calibration () Agreed

My performance @ Cycles Calibration Plans Recommendations

My workspace

= Myrequests FRAMEWORK Goals

i My attendance
Goals 3 Check-ins 0 Self review [M] Feedback Qutcome
) My profile
3 Family & bank 2 AssessmentbyKavyaRao O
% Myjob history

Demo: Cut platformincident minutes

My leave

¢ Myonboarding
My payslips
My documents

My Shifts & Holidays Demo: Shalte knowledge with the team

Veight 25 - 80.0% attained

Documents & pay Meets exp

Reports

My performance Strengths Areas to develop

My timesheet

My benefits

S etz Evidence summary *

Demo evidence: goals delivered asrecorded in check-ins and goal progress for Aditya

The Assessment tab of areview.
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Setup

EVALUATOR KavyaRao rericD OLApr2026to30Sept2026 stacepue 2LNov2026 roLe Software Engineer - Technology

@& AlphaDemo

WEIGHTS 100 /100

2Q

o  Submitted
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02 calibration, ratings and outcomes

Calibration compares manager ratings across teams so the same performance gets the same rating.
Approved outcomes then lead to development, improvement plans or pay recommendations.

Calibrate ratings

The calibration page shows the rating distribution against the guide for the cycle and every manager proposal.
WHAT YOU SEE
e Distribution :the countand share at eachlevel against the guidance (for example 10% Outstanding).
e Weighted , Manager , CALIBRATED and Final columns.
® Four-eyesapproval :anadjustment must be approved by someone other than the person who proposedit.
HOW TO DO IT

1) Open Calibration and pickthe cycle.

2 Select Adjustrating onarow,choosethe Calibratedrating andwrite the Rationale .

3 Select Propose Adjustment . Another calibratorapprovesit.

GOOD TO KNOW
e Guidanceis nevera quota unless the cycle enforces the distribution.

oN Q searct ctr1 x & Alpha Demo Q @
Home o 5
Calibration © &
Approvals
My performance Reviews Cycles Calibration Plans Recommendations Reports Setup
My workspace Demo half-year review v | Four-eyesapproval
= Myrequests
A & 1 B 1 = 2
Awaiting approval Approved All proposals
M Myattendance
) My profile iz |Distribution|
% Family & bank
5 Outstanding | 0-0.0%/10%
© My job history 4 Exceeds expectations | 0-0.0%/25%
3Meets expectations — 2-100.0% / 50%
My leave
2Partially meets | 0-0.0%/10%
7\ My onboarding 1Below expectations | 0-0.0% /5%
My payslips
Q Searchname or number [ Columns
My documents
EMPLOYEE DEPARTMENT ¥ Weighted ~ Manager CALIBRATED Final ACTIONS
My Shifts & Holidays
Arltys Guria Technology- Grade 3 375  Exceedsexpectations 4 Meets expectations Pending @
Documents & pay ALPO0OL3
My performance 1-1ofl Rows 20 & <& Pagel/l >

My timesheet

My benefits

Mvas!
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m Release outcomes

When calibrationis approved, release outcomes from the cycle page. Employees see the outcome and

acknowledgereceipt; they can ask foradiscussion or appeal.

HOW TO DO IT
1. Openthecycle.

2 ) Select Release andconfirm.

3 Follow acknowledgements and appealsin Reviews .

GOOD TO KNOW

¢ Acknowledging confirms the employee received the outcome. It does not mean they agree.

ON o

Search pages and features

Home

Review cycles @
Approvals
My performance

My workspace

= Myrequests

Q. Searchcycle name orreference
i My attendance

) Myprofile CYatE

Demo next half-year review
> Family & bank C-2026-0001

My job history Demo half-year review

C-2025-0002

My leave

Demo H2 review (previous year)
025-000L

My onboarding

1-30f3
My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits
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Reviews Calibration

2 1 & 0
Al Active Calibration

Ctrl K

Plans

Period

01 Oct 2026 to 31 Mar 2027

01 Apr2026 to 30 Sept 2026

01 Oct 2025 to 31 Mar 2026

Recommendations

PEOPLE

Reports Setup

Draft

RELEASED

osed

NEXT DUE

Self review 11 Mar 2027

Managerreview 06 Nov 2!

Rows

@ Alpha Demo

2 Q
q -]

More bd
@ Columns
State
2 Draft
2026 @ Active
© Closed
20 ¢ < Pagel/l >
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Development and improvement plans

Plans holds development plans and performance improvement plans (PIPs).
WHAT YOU SEE
e Development plans support growth; improvement plans are approved before they start.
e FEachplanhasobjectives, support, check-ins and an outcome.
e Qutcomes are human-reviewed and never trigger an employment decision automatically.
HOW TO DO IT

1 Open Plans andselect NewPlan ,oropenaplan.

2 Use RecordCheck-in duringthe planand Record Outcome attheend.

4 ON Q  searchpages and features cerl K & Alpha Demo Q @

H
1 Developmentplans © =

Approvals
My performance Reviews Cycles Calibration @ Recommendations Reports Setup

My workspace & 1 o® 0 3 1 @ 0 More v
Active Awaiting approval Draft Completed
= Myrequests
Q Searchname, reference or title Allkinds v D Columns
i My attendance
EMPLOYEE PLAN Period CHECK-INS Status
) My profile
Demoe: Field ticket resolution suppoert plan
Family & bk bl 29 0ct 2026 to 28 Dec 2026 R Draft
-202 Improvement plan
) My job history
AdnyaGupta‘ 1 Demoe: Grow towards senior engineer Developmentplan 22 Sept 2026 to 21 Mar 2027 1 Ontrack © Active
My leave
1-20f2 Rows 20 ¢ < | Pagel/l | >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mvassets

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026 Page 12 of 56



Ctrl K G AlphaDemo Q @

Home PDP-2026-00001 - ADITYA GUPTA

Approvals < Demo: Grow towards senior engineer ©ctve  Developmentplan =

Myperformance ~ Reviews  Cycles  Calibration @ Recommendations ~ Reports  Setup

My workspace
PERIOD 22 Sept2026to21 Mar2027 owner KavyaRao roLE Software Engineer . Technology cvcLe Demo half-yearreview LearnING Shared with Learning
My requests ackNowLeEDGED Notyet
My attendance
< Support
My profile
Family & bank Demo: Weekly pairing with Priya; system design course budget
My job history
2= Objectives
My leave
Lead the design of one service change end to end 20 Jan 2027
g 20Jan2027  Inprogress
My onboarding Design doc approved and shipped
My payslips Complete the system design course 1Dec2026 Open
Certificate .
My documents
My Shifts & Holidays ) Check=-ins ) Record Check-in
Documents & pay 17 0ct2026 Ontrack

Demo: Design doc drafted; course 40% done.
My performance

My timesheet

My benefits

Mv assets

Adevelopment planwithits check-ins.
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€X) Pay and promotion recommendations

Recommendations come from approved review outcomes: anincrease, a promotion or both.
WHAT YOU SEE
e Statuses: Awaitingapproval , Tohandoff , Proposalcreated , Applied .

e Paychanges become salary revision proposalsin Compensation; promotions become employment
changes, each with its own approval.

HOW TO DO IT
1, Open Recommendations and selectone.

2 Select Create Salary Proposal (orthe promotionequivalent)to handitto Compensation or Employment
changes.

4 ON Q  searchpages and features cerl K & Alpha Demo Q @

Home PRC-2026-00001 - DEMO HALF-YEAR REVIEW

D Approvals < Increment for Manish Yadav © approvedinperformance ISR 5 Create Salary Proposal
My performance Reviews Cycles Calibration Plans Reports Setup

Approved in performance. No pay or job change has happened: create the proposal (salary revision or job change), which needs its own approval

My workspace
= Myrequests

}i My attendance FINALRATING Meetsexpectations rrorosaL 6.0%increase  errecTive 01Nov2026  supcer SYN-MERIT  rroposep ey Rohanlyer

apprOVED 22 0ct 2026, 6:44 pm
) My profile

Family & bank ~2  Justification

) My job history
Demo: Meets expectations with full preventive maintenance coverage and new joiners trained.

My leave Openthe review

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mv

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026 Page 14 of 56



EX) Performance reports

Reports show progress and results fora cycle.

WHAT YOU SEE

e Completion : goals agreed, self and managerreviews, approved, released and acknowledged, by

department.
e Goalattainment : progress against goals.
e Ratingdistribution : final ratings by level.
HOW TO DO IT
1. Open Reports , pick the cycle and the tab.
2 Use DownloadCSV or Download PDF .

ctr1 K

hoN Q searct

Homy Performancereports ©

Approvals

1
My workspace [] Goal attainment [ Rating distribution J Demo half-year review

Demo half-year review

= Myrequests

¥ My attendance =
o e ® & agreed
2 16 5 ©

) My profile
Family & bank
(»  Bydepartment

My job history
DEPARTMENT PEOPLE GOALS AGREED SELF MANAGER APPROVED

My leave

Finance 3 [} 0 0

My onboarding

Operations 5 2 a8 1
My payslips People & Culture 3 o 0 .
My documents Technology 5 £ 2 1
My Shifts & Holidays Total 16 5 3 2

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Released

6%

RELEASED

Myperformance ~ Reviews  Cycles  Calibration  Plans  Recommendations Setup

ACKNOWLEDGED

&) AlphaDemo Q @

e < @
& Overdue
11
OVERDUE RELEASED %
(0] 3 0%
4l 3 - 20%
0 3 0%
0 2 0%
1 u . 6%
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03 Learning

Learning under Grow is where you publish courses, assign required training, run sessions, check
evidence and keep certificates up to date.

Follow learning assignments

Assignments lists every learnerand course in your access: required training, nominations, self requests and

completions.

WHAT YOU SEE

e Open , Overdue , Inprogress , Toreview and Completed tiles.

e Required marks compliance training such as POSH orinformation security.

e PROGRESS and Status (Enrolled, Waitlisted, Completed and so on).

HOW TO DO IT

1 Open Learning .

2 Select Overdue tochaselate training.

3 Selectarowtoopentheenrolment.

4 Use Export or Import formanyrowsatonce.

hoN

Home

5 Approvals

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

My benefits

Q  Searchpages and features

Learning ©

Ctrl K

Sessions Assessments

g 17 ® 4 ® 15
Open Overdue Inprogress

Q Searchlearne

LEARNER

Ishita Bose

Rahul Chauhan

Priya Sharma

Divya Pillai

Ananya Das

Manish Yadav

Divya Pillai

Sunita Patil

Divya Pillai

Priya Sharma

Arjun Kapoor

Farhan Ali

r, number, course orref

3% Filters & Anydate

COURSE / CERTIFICATION

Advanced React patterns

Warehouse safetyinduction Required

Advanced React patterns

Preventing sexual harassment at work (POSH)
Required

Firstaid at work

Firstaid atwork

Firstaid at work

Warehouse safetyinduction Required
Information security basics Required

Preventing sexual harassment at work (POSH)
Required

Firstaid atwork

Firstaid at work
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Certificates and Skills

Reports

n 1l

Toreview

Assigned
20 0ct 2026
19 0ct 2026

19 0ct 2026
17 Oct 2026
16 Oct 2026
150ct 2026
140ct 2026
120ct 2026
120ct 2026
100ct 2026

100ct 2026

100ct 2026

Setup

Due

02Nov 2026

16 Nov 2026

26 0Oct 2026

26 Nov 2026

09 Nov 2026

6

Completed

PROGRESS

@D Alpha Demo

&

< B

More

Status
0 Enrolled
@ Enrolled
@ Enrolled
@ Enrolled
K Waitlisted
@ Enrolled
(@ Enrolled
/> Overdue

0 Enrolled
@ InProgress

@ Enrolled

(D Enrolled

2Q

D Columns
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Assign training

Assign a course to people or groups, with a due date.

HOW TO DO IT

‘ Select Assign .

(2 In AssignLearning ,choosethe Course andsearchforthe Learners .

‘ Choose the Source (forexample mandatory orrequired training), setthe Duedate andadda Note if you

want.

. Select AssignLearning . Learners are notified.

TIP

e Acourse marked Assignautomatically to new joiners is assigned at onboarding without any action fromyou.

Assign Learning

Course *

Choose apublished course

Learners*

Q Searchname oremployee number
Source

Assignment (mandatory or required training)
Duedate Optional

dd-mm-yyyy

Note Optional

Cancel

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026
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EX) Manage the course catalogue

Catalogue shows published coursesto everyone; Manage shows drafts andretired courses too.

WHAT YOU SEE

e Eachcourse showsits mode ( Classroom , Virtual , Self-paced , External ), hours, cost perseat, the skill it
builds and upcoming sessions.

e Filterby mode, skillor Required .
HOW TO DO IT
1, Open Catalogue .

2 Select NewCourse tocreateone,oropenacourse.

ctrl K @& AlphaDemo Q @

ON Q Ssearchp

Home

Course Catalogue ©

Approvals

Assignments Catalogue Sessions Assessments Certificates and Skills Reports Setup

My workspace Published
My requests
Q Searchtitle, code, provider or topic Anymode v Any skill v | Allcourses 2
My attendance
0 AdvancedReact patterns m Cloudarchitect certification preparation o Firewarden training
My profile vl CLOUD-ARCH-PREP - v1 o FIRE-WARDI > y
. ®virual @ 60h 22,000 perseat MExternal (D 40.0h 18,000 perseat 2, Classroom  (D4.0h  22,500perseat
Family & bank
Builds: React front-end development Builds: Cloud architecture
My job history
upcoming sessior <7 Request 2 Assign Startany time < Request & Assign Jpcoming session <7 Request = ¢ Assign
My leave
My onboarding o Firstaidatwork 2 First-time manager essentials m Information security basics
FIRSTAID-101 - v1 C LEAD-101 vl INFOSEC-101 -v1
My payslips & Classroom  (D8.0h 25,000 perseat & Classroom  (D12.0h 36,000 perseat ® selt-paced (D 2.0h  Required
Builds: First aid Builds: Business communication External contentlimits
My documents
©ting sexual harassment at work
My Shifts & Holidays
Nos <7 Request 2+ Assign B+ Assign Sta <7 Request S¢ Assign
Documents & pay
My performance . o 5 :
m Preventing sexual harassment at work m SQLperformance tuning @ Warehouse safety induction
5Q F-v1 SAFE-OPS-101 -v1
My timesheet (POSH_) SAL-FERkul 9ps-10l
POSH-101v1: Internal © selt-paced  (® 5.0h ® self-paced (D 2.0h  Required
My benefits ©®selt-paced @ 15h  Required BUilds: SQL and data modeling
Mv ass: y time <J Request | o Assign <7 Request 9 Assign Startanytime < Request 9 Assign
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m Create or edit a course

The course editor covers everything about a course, from content to completionrules.

WHAT YOU SEE

Course: Title , Code , Mode , Provider , Duration(hours) , Level , Contentlink .

Completion: Recordedattendance with Minimum attendance % , Passedassessment with Passmark % and
Attempts allowed , or Accepted completion evidence .

Certificate and skills: Issues certificate , Validity (months) and skills recorded as verified on completion.

Eligibility, Cost and assignment: prerequisites, eligible grades, fees, Required (mandatory) learning |,
Due within (days) .

HOW TO DO IT
1 Fillintheformandselect SaveDraft .

2 Openthecourse andselect Publish .

GOOD TO KNOW
¢ Published versions never change. Enrolments and certificates keep the version they started on.

7ON Q Searchpages and features ctrl K @ Aphademo B @
Home
< NewCourse © B saveDrat
i Approvals
O  Course
My workspace Company * Code*
= Myrequests Choose company ¥
do
i My attendance
Title *
My profile
Family & bank Mode * Duration (hours) *
© My job history Self-paced v 1
My leave Provider Optiona Contentlink Optional
e https://
My onboarding *
Opening it never completes the course.
My payslips
ypaveip Content availability Accessibility note Optiona
My documents Avallable v
My Shifts & Holidays Description Options
Documents & pay
My performance
%
My timesheet
@ Mybenefits © Completion ©

Recorded attendance
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EX) Openacourse
The course page shows what the course is about and how to complete it, with its sessions and versions on
separate tabs.
WHAT YOU SEE
e About :the description, skillsit builds and How to complete .
e Sessions :upcoming sessions.
e Versions :every published version.
HOW TO DO IT
1 Openacourse.

2 Use Assign toassignit,or Moreactions to edit(which startsanew version), schedule asession orretireit.

7 ON Q  Searchpages and featt cerl K @D Alpha Demo Q @
Home REACT-ADV - V1. ALPHA DEMO
Approvals < Advanced Reactpatterns © Fublished @ virtual 8 -

Assignments Catalogue Sessions ] Assessments Certificates and Skills Reports Setup

MODE Virtual DURATION 6.0hours COSTPERSEAT 22,000 OPENENROLMENTS 2

My workspace

= Myrequests

% My attendance Sessions 1 Versions 1
) My profile =
0 Aboutthiscourse @ |How tocomplete| ©

Family & bank
Composition, state machines, performance and testing forlarge React apps. @ Attend atleast 75% of the session
Y My job history

React front-end developmentlevel 4
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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m Run sessions and record attendance

Sessions lists scheduled classroom and virtual sessions. Seats are given in approval order; a full sessionhas a

waitlist.

HOW TO DO IT

1 Open Sessions andselect Schedule toaddone:course,date, times,location or meetinglink, trainerand

capacity.

2 Afterthe session, openit and mark each participant Present , Partial , Absent or Excused .

3 Select RecordAttendance . Presentlearners complete the course.

70N

Home & ~
Sessions ©

Approvals

Assignments

My workspace
Upcoming
My requests

Q Search course, trainer, location or
My attendance

Starts COURSE

My profile

Family & bank 11 Nov 2026, 9:00 am

My job history 26 Nov 2026, 9:00 am
My leave 1-20f2
My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Home SYN-SES-00004 - ALPHA DEMO
Approvals

Assignments

My workspace

sTARTS 11 Nov 2026,9:00am  EnpDs 1.

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026

& 0 2
Today Attendance due

Advanced React patterns

Fire warden training

< Advanced Reactpatterns O schedued

ctrl K

{& AlphaDemo

2 Q

CertificatesandSkills ~ Reports ~ Setup

@ 1

y More v
Full

& Anydate [ Columns

TRAINER LOCATION / LINK Seats STATUS

Kavya Rao Online 2/12 © Scheduled

Demo Safety Counciltrainer Hyderabad office 0/15 © Scheduled

Rows | 20 ¢ < | Pagel/l >

Ctrl K G AlphaDemo

20

5 72 O

CertificatesandSkills ~ Reports  Setup

1Nov2026,3:00pm m™Mope Virtual seats 2o0fl2  Trainer KavyaRao  Link Joinlink  TiMEzoNE Asia/Kolkata

(@ Enrolled

@ Enrolled

Asessionwithits participants.
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Review evidence and assessments

Assessments collects work waiting foryou: evidence to review and failed attempts that may need aretake.

HOW TO DO IT
1 Open Assessments ,thenalearner.

2 Readthe Completioncriteria andthe Evidence ,thenselect ReviewEvidence andchoose Accept or
Return with anote.

3 Forassessments,use Record AssessmentResult or Allow Retake .

'hoN Q Searct ctrl K & Alpha Demo Q @

Home SYN-LRN-00015 - PRIYA SHARMA - V1

D Appioias < Information security basics [ Evidencetoreview  ® Self-paced  Required =) [ Review Evidence
Catalogue Sessions Assessments Certificates and Skills Reports Setup

My workspace
LEARNER PriyaSharma (ALPOQ012) source Assigned AssicNeD 020c¢t2026 bue 16Nov2026 PROGRESS @ 10% cosT R0
Y= Myrequests
)i Myattendance @ |Completion criteria] © D History
) My profile
Y Accepted evidence Q}rgate‘d o ) )
Submitted, waiting for review 02 Oct 2026, 7:44 pm - Demo data - Assigned (demo)
Family & bank
R oL ® Evidence

My leave
Completicn certificate INFOSEC-SYN-0042 (screenshot reference)

My onboarding Submitted 21 Oct 2026, 7:44 pr

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mvassets
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EX) Certificates and compliance

Certificates and Skills tracks certificates, verifies skills and checks whether people are qualified for critical work.

WHAT YOU SEE

e Certificates . Expiringsoon , Expired , Toverify and Valid . Critical certificatesrestrictdeploymentwhen
they expire.

e  Skills : skill claims and verifications.

e Eligibility Check : checks a person against the critical qualifications forawork orroster code.

HOW TO DO IT

1, Open Certificates and Skills .

2 Select Toverify andopenacertificateto Verify orrejectit.

3 ) Use Record toaddacertificate earned elsewhere.

GOOD TO KNOW
e Acertificateis verified by someone other than the holder or the person who recorded it.

hoN Q

Home : = )
Certificates and Skills © el =
Approvals
Assignments Catalogue Sessions Assessments Certificates and Skills Reports Setup
My workspace Skills Eligibility Check

= Myrequests

17

earchpagesa

ctrl K @@ Alpha Demo Q @

1 o 1 @ 4 More v
Expired To verify Valid
@ My attendance
). Myprofile Q Searchemployee, certificate ornum Any credential ¥ Critical and other v B Anydate [ Columns
Family & bank EMPLOYEE Certification Issued valid until DAYSLEFT  STATUS
) My job history Rohan lyer Firstaid at work certificate ~ Critical 21 Nov2024 11Nov2026 9 & Expiring Soon
My leave
1-lofl Rows | 20 < < | Pagel/l | >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

B Mvassets
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Home

Approvals

My workspace
My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Learning reports and setup

SYN-CRT-00031- ROHAN IYER

< Firstaid atwork certificate & Exiingsoon

YO RCIN  Ccrtificatesa Reports

NUMBER SYN-FA-0001
VERIFIED 8Y Meera Nair, 22 Nov 2024, 7:44 pm

Assignments Catalogue
HoLDER Rohanlyer (ALPOOOO3)

source Course Completion

COURSE
FIRSTAID-101v1
ATTENDANCE
100% minimum
VALIDITY

24months

B Document

Sessions

1ssUEr Demo Safety Council

Ctrl K

Critical

TITLE
First aid at work
ASSESSMENT

70% pass mark, 2 attempts
ENROLMENT
SYN-LRN-00023

Setup

1ssuep 21 Nov 2024
resTriCTs FIRST-AID

MODE
Classroom
EVIDENCE

Not required

A certificate that expires soon.

G AlphaDemo

2 Q

& o

VALID UNTIL 11 Nov 2026

D History

Issued
1Nov2024,7:4

Reports show compliance and spend; setup holds the skills taxonomy, credential types and budgets.

WHAT YOU SEE

e Mandatory Completion :assigned, completed, open and overdue perrequired course.

e CertificationRisk , Spend and Participation and Skill Coverage .

e Setup: Skills , Credential Types and Budgets .

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Learning Reports ©

Assignments Catalogue

Sessions

Ctrl K

Assessments

{ Mandatory Completion ] CertificationRisk = Spendand Participation

Showing all required learning - generate

Assigned

@ 1a

COURSE

02Nov 2026, 6:07 prr

Completed
®@ 4 <

Preventing sexual harassment at work (POSH) POSH-101

Warehouse safety induction SAFE-OF

Information security basics INFOSE

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026

Certificates and Skills Setup

G AlphaDemo Q @

Skill Coverage Allmy companies v e <K B
Open Overdue Completion
9 & 4 O 286%
ASSIGNED COMPLETED OPEN OVERDUE COMPLETION
9 4 4 2 44,4%
2 o 2 L 0%
3 0 3 1 0%
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04 workforce planning

Workforce planning connects approved positions, actual employees and future plans, so hiring always
matches the approved headcount and budget.

m Read the workforce overview

The overview compares actual employees with approved positions and approved plan changes still to come.

WHAT YOU SEE

e Actualemployees , Approved positions , Filled , Vacant and Approved plantocome ,inheadcountand FTE.

e Alerts: Proposed positions , Joins, moves and exits toreconcile and Critical roles without a successor .

e Bydepartment :approved, filled, vacant and annual budget.

HOW TO DO IT

1. Open Workforce planning .

2 Changethecompanyor Asof dateif youneedto.

3 Selectafigureto openthe matchinglist.

ToN

Home

Approvals

My workspace

= Myrequests

)i Myattendance

) My profile
Family & bank

9 Myjob history
My leave

7' My onboarding
My payslips
My documents

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

2 Mvassets

Q Searchpagesand features

Workforce ©

Overview Positions

Allcompaniesinmy access v

Actualemployees
28 23

[E  Proposed positions

2, Bydepartment (O
DEPARTMENT
Finance Alph:

Operations A

Operations Beta Demo

People & Culture BetaDemo

People & Culture Al

Technology Alph

Technology EetaDemo

I~ Scenarios

Demo FY plan: engineering capacity

2026-0001 v1-from 01 Sept 2026

Scenarios

Asof

=

ctrl K

Succession Internal moves Reports
02-1-2026 m]
Approved positions Filled
17 Qe 12
6 FTE - 22,99,60.000 N.SFTE
Joins, moves and exits to 3
reconcile
APPROVED FTE  FILLED
2 2 —
6 5 3 eo—
2 2] c—
1 1] e—
1 1] e—
5 5 4 eo—
0 0 0

12months

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026

=

Critical roles without a

[}
successor

VACANT

0

2 1frozen

1

EMPLOYEES

& New Position

PLAN TO COME

b Alpha Demo @ @

Approvedplanto
come

=9 o

OFTE

ANNUAL BUDGET
247,00,000
268,10,000
338,50,000

29,00,000
224,00,000
31,13,00,000

0
All scenarios

+1HC-+1FTE @ Approved
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Manage positions

Apositionis an approved seat with planned FTE and a cost estimate. People are placed in positions.

WHAT YOU SEE

e Statuses: Vacant , Filled , Partlyfilled , Proposed , Frozen .

e Fachchangeisadatedversion, sohistorical reports keep the status a position had then.

HOW TO DO IT

1

Open Positions and select New Position ,oropen aposition. Its tabs show Occupancy , Hiring , Skills

and History .

Onavacant positionuse Raise Requisition to start hiring, Fill Position to place someone, or
Post Opportunity to offeritinternally.

Tick Critical for succession forkeyroles.

GOOD TO KNOW

Hiring beyond approved capacity needs an approved headcount exception.

ToN

Home

Approvals

My workspace

= Myrequests

i My attendance

) My profile
Family & bank
My job history
My leave

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

2 Mvassets

Q searchpage

Positions ©

Overview Positions Scenarios

: =
All Vacant Filled

Q Searchcode ortitle

Position

Finance Manager 17
FIN-FM-01

Payroll Specialist
FIN-PS-01

HR Business Partner 77
HR-BP-01

HR Executive

HR-EX-01

Field Supervisor
OPS-FS-01

Legacy Support Analyst
OPS-LSA-01

Operations Executive
Operations Executive
Operations Manager 77
OPS-OM-01

Operations Manager 77

Qunnas rt Nack Anahvet (inh charal

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026

ctrl K

Succession

=% Filters

DEPARTMENT

Finance

Finance

People & Culture

People & Culture

Operations

Operations

Operations

Operations

Operations

Operations

Internalmoves

Reports

)

™ Ppartly filed

ROLE

Finance Manager
Payroll Specialist
HRBusiness Partner

HR Executive

Operations Executive
Operations Executive
Operations Manager

Operations Manager

=
L
Proposed
Planned FTE  OCCUPANCY
1 Vikramshah
1/1-1FTE
SnehaReddy
L naee

1 MeeraNair

1 Pooja Agarwal
1/1 . 1FTE

1 Vacant

1 Vacant

1 Ananya Das
1/1-1FTE

1 Vacant
1 Rohan lyer
1/1-1FIE

Harish Kulkarn

Nivnsa Dillai

G Alpha Demo

< B
L More .
[ Columns
Cost estimate Status
234,00,000 Filled
213,00,000 Filled
224,00,000 Filled
39,00,000 Filled
21100000 @ Frozen
26,50,000  vacant
27,00,000 Filled
26,50,000 X vacant
236,00,000 Filled
232,00,000 Filled

°Q
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Ctrl K G AlphaDemo Q @

hol

Home FIN-FM-01- ALPHA DEMO

Approvals < Finance Manager ©fied 1 critcal S

count exception

eached: requestahe
DEPARTMENT Finance roLe Finance Manager Grape Gradeé capaciTy LFTE-1HC occupiep 1-1FTE  AnnuALBuDGET ¥34,00,000

My workspace
BuDGETREF Demo-BASELINE MaANAGER AaravMehta Location HyderabadHQ  errecTive 25 Apr2026

My requests
Occupancy 1 Hiring © Skills 0 History 1
My attendance

»
My profile & Occupancy

i Vikram Shah 41P00007
Family & bank ) ©curent | &

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Apositionwithits occupancy and versions.
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m Build a headcount scenario

A scenariois aheadcount plan: new positions, backfills, resizes, freezes or abolitions by period, with their cost.
WHAT YOU SEE
e Baseline versus proposed : approved positions onthe baseline date against the plan.

e Demandand changes : eachline with department, position, headcount and FTE change and cost ( AddLine |,
Add Demand ).

e Assumptions :annual cost per FTE, expected leavers and notes.

e Compareversions and Explainthisplan summarise what changed and why.

Tabs: Planlines , Baseline vs proposed , Byperiod and Versions .

HOW TO DO IT
1 Open Scenarios andselect New Scenario ,or open adraft.

2 Addlines and assumptions.

3 Select Submit tosenditforbudgetapproval.

GOOD TO KNOW
e Approved versions areimmutable. A new version starts from the latest one with a fresh baseline.

oN Q searct cer1 K &) AlphaDemo @ @
Home WFP-2026-0002 V1- ALPHA DEMO
Approvals < Demonext-yeargrowthscenario #ormft Forecast 8 < o)

</ Draft: submit for budgetapproval

BASELINE as0f220¢t2026 HorizoN 01Nov 2026 - 12months (monthly) rates INRasof220¢ct2026 ATTRITION 12%  INCREASE 8%  EMPLOYER COST 15%
PER HIRE F60,000 + 225,000

My workspace
= Myrequests

) Myattendance

Headcountchange — Expected leavers
o)) i 0.

). My profile A+l = i1 & _2.3

3planned hires Fro

Family & bank
Assumption notes: Demo assumptions pending finance confirmation

) Myjob history

My leave
B) My onboarding £ Demandand changes + AddLine
E

HyRavEing Hnessien) DataEngineer +2FTE. +2HC 2hires 347,24,000 £ @

ology - from 0L Dec 2026 - L1 monthsin horizon

Demo: analytics platform team

My documents

$ My Shifts & Holidays

Abolish  OPS-LSA-01 -1FTE --1HC Ohires -26,72,750 &/ @
Documents & pay Operations - from 01 Jan 2027 - 10monthsin horizon

Demo: legacy desk retired

My performance

My timesheet
Backfil  TECH-SE-01 OFTE-OHC - 1hires 285,000 / @
lechnology - from 01 Jan 2027 - 10 months in horizo

My benefits Demo: expected attrition backfill

mployer 20 - recruiting 60,000 - training 25,000

2 Mvassets
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€X) Review abudget
Budgetreviewers see the scenario's headcount, FTE and cost by department and category, with the rationale
foreachline.

HOW TO DO IT
1 Openthescenarioand select Review Budget .

2 Checkthe figures and assumptions.

3 Select Approve or Return withacomment.

ctrl K @& AlphaDemo Q @

Home WFP-2026-0001V1 - ALPHA DEMO
Approvals < Budgetreview - DemoFY plan: engineering capacity © Approved e = B

suBMITTED 08 Sept2026,7:45pm  HEADCOUNT 41 FTE +1  HiRes 1 cost 215,75,400 rance ¥14,17,860t0 ¥17.32,940
BUDGET RECORD BA-2026-0001

My workspace
T Y= Rationale
My attendance Demo: add one software engineer for the platformroadmap.
My profile
£ Costbycategory

Family & bank

Compensation $12,96,000
My job history

Employer cost 21,94,400
My leave

Recruiting 260,000
My onboarding

Training 225,000
My payslips

Other 20
My documents

Total ¥15,75,400

My Shifts & Holidays

Documents & pay 3  Headcount and FTEby department

e e DEPARTMENT BASELINE HC CHANGE PROPOSED HC BASELINEFTE PROPOSED FTE COST CHANGE
Finance 2 2 2 2
My timesheet
Operations 6 6 5 5
My benefits
People & Culture 1 1 1 1
Mv ass
Technology 4 +1 5 a4 5 215,75,400
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m Plan succession

Succession lists critical roles, their successors and readiness. Itis restricted to talent reviewers and every view

is audited.

WHAT YOU SEE

e Nosuccessor , Readynow , Reviewdue and Noplan tiles.

e RISK/IMPACT :risk of losing the person andimpact of the loss.

e Talentpools : named groups of people being developed.

HOWTO DO IT

1. Open Succession andselect acriticalrole, or NewPlan .

2 Use AddCandidate andrecordreadiness,then Assigndevelopment actions.

3 Select CompleteReview to save asnapshot of the candidates.

GOOD TO KNOW

e Readinessisarecorded humanjudgement; performance and skills are shown as evidence and never decide

anything automatically.

oN

Home

% Approvals

My workspace

= Myrequests

i Myattendance

@ Myprofie

% 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

Succession © O Res

Overview Pasitions
Critical roles Talent pools

= 6

" Citicalroles
Q Searchposition

CRITICAL POSITION

Finance Manager
FIN-FM-01

HR Business Partner
HR-BP-01
Operations Manager
OPS-OM-01
Operations Manager

Engineering Manager
TECH-EM-0

Senior Software Engineer
TECH-SSE-0

1-60f6

tricted

Ctrl K

n 4
Nosuccessor

DEPARTMENT

Finance

Pecple & Culture

Operations

QOperations

Technology

Technology
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INCUMBENT

Vikram Shah

Meera Nair

Rohan lyer

Harish Kulkarni

KavyaRao

Priya Sharma

Reports

1

Ready now

SUCCESSORS

0

]

1-1ready now

0

2

Review due

REVIEW

22 Mar 2027

O0LNov2026 Due

& Alpha Demo

o 4
Noplan

RISK / IMPACT

Low /High

Medium /High

Rows | 20 ¢ <

2Q
g

[ Columns

PLAN

Noplan

No plan

Covered

No plan

Covered

No plan

Pagel/l1 >
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m Offerinternal moves

Internal moves lists vacancies offered to employees and their applications. Employees find them under

Internal opportunities .

HOW TO DO IT

1 Offeravacant position fromits position page with Post Opportunity , orselect OfferaVacancy .

2 Openthe opportunity to see applications and use Update Stage .

3 Select ProposeMove forthe chosenperson. The move goesto Employment changesforapproval.

flo],] Q  Searchpages and features ctrl K

Home IM-00001 - TECH-SE-03

Approra < Software Engineer (platform) ¢ oeen

Technology - open 17 Oct 2026 to 11 Nov 2026 - minimum 12 months of service

My workspace 2. Manish Yadav

My requests

IMA-2026-0001 - Operations Executive - Operations - applied 22 Oct 2026, 7:45 pm

i My attendance [ Demo: | have been automating support workflows and would like to move into engineering.

» Skills fit (0/1)
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

ON YOUR PHONE

What employees see inInternal opportunities on a phone.
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& Alpha Demo Q @
e 0 2, Position

@® shortlisted

(@© update Stage

Internal opportunities ©
[l Software Engineer (platform) Eligible

Technology - Hyderabad HQ - Grade 3
Closes 11 Nov 2026

Demointernal opening in Platform Engineering

< Apply

» How my skills fit
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Workforce reports

Reports compare plan with actuals.

WHAT YOU SEE

e Approvedvsactual : headcount, FTE and cost by department against plan.

e Vacanciesanddemand , Skillsandsuccession and Reconciliation (joins, moves and exits notyet matchedto

positions).

HR7I0N

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

ctrl K

Q searchp

Workforcereports ©

Overview Positions Scenarios Succession

02-11-2026 a

Allcompaniesinmy access v

Approved headcount Actual headcount

S 17 2 235

6FTE 8FTE

53 Bydepartment (O

Finance AlphaDem

Operations AlphaDemo
Operations BetzaDemo

People & Culture &c

People & Culture A

Technology Alp!

Technology BetaDermo

(™ Month-endactuals ©

01 Oct 2026

01 Nov 2026
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{ Approved vs actual ] Vacancies and demand Skills and succession [ Reconciliation ]

Planned annual cost

B 468 B 22,99,60,000

Plan2HC/2FTE Actual 3HC/2.8FTE Fil /2 =47,00.000 256,80,000

Plané6HC /5FTE Actual 5HC/5FTE Filled3/2.5 268,10,000 21,01,5%,000
Plan2HC/2FTE Actual 3HC/3FTE Filed1/1 338,50,000 343,04,000

PlanlHC/L1FTE ActuallLHC/1FTE Filled1/1 29,00,000 27,96,000

Plan1HC/1FTE Actual3HC/3FTE Filled 224,00,000 346,14,000

Plan5HC/5FTE Actual7HC/7FTE Fillec 21,13,00,000 283,45,000

PlanOHC/OFTE Actual LHC/1FTE Filled0/0 20 =21488,000

@b Alpha Demo @ @
Approved positions (no plan) M. =] o D
FTE variance Actual annual cost

] 23,53,86,000

A\ Over+0.8

© onplan
O Over+1
@ onplan
A Over+2
A Over+2

£ over+1

Approved 17 HC/ 16 FTE - Employees 24 / 23.8 FTE

Approved 17 HC /16 FTE - Employees 23 /22.8 FTE
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05 Communications and the feed

The feedis every employee's view of company news. Communications is where HR writes, approves
and schedules what appears there.
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m The feed

Feed showsannouncements foryou, open surveys andrecognition from colleagues.

WHAT YOU SEE

e ForYou , Announcements and Recognition tabs.

e ToAcknowledge : announcements you must confirmyou have read. Opening marks them as viewed; only
Acknowledge confirmsreading.

e Recognition Wall ;: kudos and awards.

HR/ON

Home

Approvals

My workspace
My requests

My attendance
My profile

Family & bank

My job history

My leave

My onboarding
My payslips

My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet

My benefits

Mv assets

ON YOUR PHONE

The feed onaphone.

ctrl K

Feed ©

% ToAcknowledge

b Alpha Demo @ @

B Updated hybrid work policy
Two anchor days a week and new core hours from next month

l4daysago B Pinned  Acknowledge

w Benefits enrelment window opens ®
Enrolment opens next week.

9daysago  Acknowledge
2 Recognition Wall

Meera Nair recognised Vikram Shah
Q@ "'dvsae0 Kudos  Ownership

Thank you forjumping in to help!

Qo

Kavya Rao recognised Priya Sharma
2daysago Kudos  Ownership

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

Q6

@ Priya Sharmarecognised Aditya Gupta

daysago Kudos Teamwork

Bairad with ma far twin Aave an tha flalartaet eite Ruilde ara araan anainl
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See All

Feed ©

ForYou 2 Announcements  Recognition

& ToAcknowledge

@ Updated hybrid work policy
Two anchor days a week and new core hours
from next month.

ladaysago @ Pinned  Acknowledge
Benefits enrolment window opens ®

Enrolment opens next week.

9daysago Acknowledge

2 Recognition Wall SeeAll

Meera Nair recognised Vikram Shah
Tdaysago Kudos  Ownership

Thank you for jumping in to help!

Qo

Kavya Rao recognised Priya Sharma
@ 12da Kudos Ownership

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

Q6

Q GiveKudos
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See communications

Communications lists announcements, policy notices, news, events and alerts with their audience and

response.

WHAT YOU SEE

e Statuses: Drafts , InReview , Ready , Scheduled , Live ,and expiredorarchivedunder More

e RESPONSE COUNT : how many have viewed oracknowledged.

HOWTO DO IT

1, Open Communications

2 Select New Communication ,Oropenone.

3 Use Importdrafts toload many drafts.

(¢]]

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv ass

Communications ©

Communications Surveys Recognition

- z
All Drafts

Q Searchtitle, code or campaign

1-70f7

Announcement/Campaign

Benefits enrolment window opens

ANN-SYN-004 - Benefits

Diwali celebrations at every office
ANN_SYN Festivals

Platform engineering town hall
ANN-SYN-003 -Townhalls

‘Welcome to the new Bengaluru office

ANN-SYN-0

Monsoon travel advisory
ANN-SYN-006 - Safety
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Ctrl K

Insights

0

InReview

3% Filters

TYPE

Audience Groups

0

B Anydate

AUDIENCE

Everyone at Alpha Demo

Everyone at Alpha Demo

Everyone at Alpha Demo

Fire wardens

Technology

Everyone at Beta Demo

Everyone at Alpha Demo

Ready

OWNER

Meera Nair

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

0
Scheduled

Schedule

B 24 Oct, 07:59 pm

fd 210ct, 07:44pm

(319 Oct,07:44 pm

(B 20 Oct, 07:44 pm

f3180ct, 07:44pm

810 Oct, 07:44 pm

@ Alpha Demo

&

RESPONSE COUNT

0/19-0%

12/19 viewed

6/19-32%

3/7 viewed

3/5viewed

19/19viewed

Rows | 20 ¢ @ <

I Columns

Status

& Live

{3 Expired

& Live

2 Draft

& Live

& Live

3 Expired

Pagel/1 >
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Write and publish an announcement

The editor guides you through content, audience, delivery and timing.
WHAT YOU SEE

e Content: Title , Summary , Message , Keypoints , Type , Topic andattachments. Writing assist builds a
structured draft from what you type.

e Audience: rules by company, department, location and so on, plus audience groups. No rules means
everyoneinthe company.

e Delivery: Channel ( Feedonly ,or Feedand notification ), Requiresacknowledgement |,
Pin to the top of the feed .

e Timing: Publishat and Expiresat . Mobile preview showshowitlooksonaphone.
HOW TO DO IT

1 Fillinthe editor. The preview on the right shows how the post will look.

2 Select SaveDraft ,then SubmitForApproval .

3 Afterapprovalit publishes at the settime.

GOOD TO KNOW
¢ Publicationneeds an approved version. The audience is worked out when it publishes.

¢ Tochangealive announcement,use Revise .Tick Material change (ask everyone to acknowledge again) for
important changes.

n ON CE1L K ) Alpha Demo @ @
) Home COMMUNICATIONS
B Approvals <  New Communication Eidll & SaveDraft
5 Content
® FEED
My workspace
Company * @ Title
= Myrequests
s Alpha Demo A Summary or the first lines of the message
i My attendance
Tide= ANNOUNCEMENT - ALPHA DEMO
My profile Title
® Family & bank The message appears here
Type* Channel *
9 Myjob history Announcement v Feed and notification v
My leave Summary Optiona
My onboarding
Showninthe feed and notifications
My payslips
Message *
3 Mydocuments
B Ut = iE e
3 My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits
2 Mvassets
2 Audience O 18 people
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m Track who hasread it

A live communication shows how many people have viewed and acknowledged it, by department and person.

HOW TO DO IT

1. Openthecommunication. The Content tab showswhatwas published, witha Delivery summary beside
it.

2 Selectthe Delivery tabtosee Recipients and ByDepartment .

3 Use Revise tochangeit,or Versions to see earlierversions.

7ON Q Searchpag

Ctrl K & Alpha Demo Q @

Home ANN-SYN-001- ALPHA DEMO

Approvals < Updated hybrid work policy ¢ Lve e -
Surveys Recognition Insights Audience Groups

Tvpe Policy auoience EveryoneatAlphaDemo  owner ArjunKapoor —approveney MeeraNair  expires 18 Nov 2026, 7:44 pm

My requests
yIed m Delivery 19 ] Versions 1

My workspace

)i My attendance
Two anchor days a week and new core hours from next month. </ Delivery
My profile
From next month the hybrid work policy changes for all office-based roles.
- Viewed 13/19-68%
Family & bank What changes
Acknowledge
My job history « Two anchor days in the office each week, agreed with your manager. M £A39532%

+ Corecollaborationhours are 11:00 t0 16:00.
Myl
Do + Remote days from another city need approval three days ahead.

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

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026 Page 37 of 56



) Audience groups
Audience groups are named lists of people, such as fire wardens or a town-hall panel. Members are included
evenwhen otherrules would not match them.

HOW TO DO IT
1, Open Audience Groups andselect New Group .

2 Addthename, description and members, then Save .

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

Home =
Audience Groups © =]
i Approvals
Communications Surveys Recognition Insights Audience Groups

My workspace o>  Firewardens Active
™ Floorwardens forevacuation
‘= Myrequests drills (Demo)
}i My attendance @eo 3members
My profile V4

>\ Family & bank

& My job history

My leave

My onboarding

My payslips

My documents

f@ My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets
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06 surveys

Surveys collect employee views, anonymously or with names, and show results without exposing small
groups.

@) Seesurveys

Surveys lists surveys with their audience, privacy, window and participation.

HOW TO DO IT
1 Open Surveys

2 Select NewSurvey ,oropenasurvey.

ctrl K b AlphaDemo @ @

H
“1 Surveys ©

Communications Recognition Insights  Audience Groups

Approvals

My workspace (5] 1 3 0 & 0 @ 2 More v
Drafts Scheduled Open Closed

My requests

Q Searchsurvey orcode B Anydate [ Columns
My attendance

Survey AUDIENCE PRIVACY Window RESPONSE COUNT  Status
My profile
Fafnily & bank Hyblid wor cxperience Everyone at Alpha Demo © Anonymous 29 0ct 20261012 Nov2026 2 Dratt
My job history Quartarty pylsa(Qd) Everyone at Alpha Demo © Anonymous 19 0t 202616 01 Nov2026 14/19.74% O Closed
My leave "

?afrevt/e\rlra f?e?l?ack Everyone at Alpha Demo © Identified 12 Sept2026to 26 Sept 2026 9/19-47% ) Closed
My onboarding

1-30f3 Rows 20 & | < Pagel/l >

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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X) Build asurvey

The survey workspace holds the questions, audience, privacy and window.

WHAT YOU SEE

e Questions : AddQuestion ,choose the type, mark Required ,add optionsandreorder.

e Privacy . Anonymous oridentified,and Minimum cohort : groups smaller than this are hiddeninresults.

e Openson and Closeson (inclusive) ; Respondents can edituntil close .

HOW TO DO IT
1 Fillinthe survey and select Save .

2 Check Checks ,thenselect OpenSurvey .

GOOD TO KNOW
e Anonymous answers are stored with no link to who responded, and are final.

ctrl K

hoN Q Searchp

@) Alpha Demo @ @

Introduction C

Home

a |
v

Tellus how the new hybrid policy is working

i Approvals oo

Openson * Closes on(inclusive) * 2 Audience
My workspace
oo 29-10-2026 B | 12-m-2026 =}
B Myrequests Everyone in the company
Campaign Optiona
3 Department e s + Add
) Myattendance Ways of working
D My profile
£\ Checks
Family & bank [El  Questions 2
My job history Warning The opening date has passed; the
survey will openimmediately.
1 Agreement (1to5) v MY W
My leave Free-text answers canrevealidentity
‘Question through writing style or details

Warning
My onboarding

The anchor-day model works for my team.

Comments are shown only above the
minimum cohort

My payslips Save tore-run the checks

My documents Required D
My Shifts & Holidays
8 Documents &pay 2 Freetext v PO
© Myperformance Question

What should h 3
My timesheet at should we change

My benefits

Required

" Mvassets

Collapse
+ Add Question
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&) Readsurvey results

Afterresponses arrive, the survey shows participation and results per question.

WHAT YOU SEE

e Results and Questions tabs; participation, responsesin thisview and the minimum cohort at the top.
e Breakdownby departmentorothergroups,and Filter ; groups below the minimum cohort are hidden.
e Recurring Themes : words and phrases raised by severalrespondents, never a single person's quote.

e Downloadresults PDF .

hON Q Searchpagesand features ctr K @ Aphademo B @

Home SRV-SYN-001 : ALPHA DEMO

Approvais < Quarterly pu|se (Q4) {3 Closed @® Anonymous e

Communications Recognition Insights Audience Groups

winpow 19 Oct 2026 to01Nov 2026  aupience Everyone atAlphaDemo  minmumcororT 5 version vl eoiTs Finalonsubmit  owner Arjun Kapoor

M ests
yRSdues @ Questions 6

My workspace

i My attendance
Break down by Filter
) My profile
No breakdown v Everyone v & csv
Family & bank
Showing all resp 5. Grou
My job history
Participation
My leave o & \ s View Minimum Cohort
& il
A 7;’* 7% L 14 9 5
7 My onboarding
Responses 14/19-74%
My payslips
My documents Ihave the tools and information | need to do my job well. My manager gives me useful feedback.
3) My Shifts & Holidays 14 answered Average 3.93 14 answered Average 3.36
1 0.0% 1 0-0%
"8 Documents & pay 2 0.0% 2 4.28.6%
3 5-35.7% 3 4.28.6%
Ll p=romEace 4 5.35.7% 4 3.204%
2 5 4.28.6% 5 3.214%
9 Mytimesheet
My benefits y R .
How likely are you to recommend Alpha Demo as a place to work? Which area should we improve first?
3 Mvassets 1danswered Average 6.5 Netscore =50 14 answered
0 0-0% Careergrowth 3.21.4%
1 0.0% Workload 3.21.4%
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07 Recognition and engagement insights

Recognition lets colleagues thank each other with kudos and nominates people forawards. Monetary

awards flow to payroll.

Review nominations

Recognition lists kudos and award nominations.

WHAT YOU SEE

¢ InReview :award nominations waiting for the recognition approver.

e Awarded and Kudos .

e Kudos are published straight away; awards are reviewed first.

HOW TO DO IT
1. Open Recognition .

2 Selectanominationtoreview, approve orrejectit.

(o]} Q searchpag:

ctrl K

Home

Recognition ©

Approvals

Communications

Surveys Insights

My workspace
s 11 & 0
All InReview
}i My attendance
Q Searchname, reference or message B Anydate
My profile
Family & bank NOMINEE PROGRAMME
Vikr:
My job history KD-2 © Kudos
My leave Priya Sharma © Kudos
KD-SYN-001- Technology
7' My onboarding )
Aditya Gupta © Kudos
KD-SYN-002-Technology
My payslips
Dy © Kudos
My documents KD-S
My Shifts & Holidays ',Sft‘““ E‘fﬁ . © Kudos
KD-SYN-004 - Tec
Documents & pa i
e/ M‘amf’l Vpa iy R Spotaward
_SYN-009 - Operations
My performance
Farhan Ali © Kudos
KD-SYN-005- Operations
My timesheet
Manish Ya
My benefits KD-SYN-00 Q Kudos
2 Mvass Ananya Das © Kudos
KD-SYN-007
KavyaRao © Kudos
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Audience Groups

2

Awarded

NOMINATED BY

Meera Nair

Kavya Rao

Priya Sharma

Rohanlyer

Karthik Subramanian

Rohanlyer

Meera Nair

Divya Pillai

Manish Yadav

Aditya Gupta

G Alpha Demo @ @

o ? More v
Kudos
e < & D Columns

VALUE REWARD  Date Status
Ownership 220¢t 2026 © Published
Ownership 210ct 2026 © Published
Teamwork 200¢t 2026 © Published
Customer first 19 Oct 2026 @ Published
Innovation 180ct 2026 @ Published
Customer first 25000 17O0ct2026 © Awarded
Integrity 160c¢t 2026 ® Published
Teamwork 140ct 2026 © Published
Teamwork 130ct2026 © Published
Ownership 110ct 2026 © Published
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Set up recognition programmes

A programme defines a kind of recognition: kudos, spot awards orlong-service awards.

WHAT YOU SEE
* Type

Kudos (instant) or Award (reviewed) .

e Criteria/values , Minservice (days) , Nominations pernominator , Awards perperson and

Allow self-nomination

¢  Monetary reward through payroll ; Amount , Paycomponent and Taxclassification

HOWTO DO IT

1 Openthe Programmes tab andselect New Programme

2 Fillintherulesandselect Save .

hoN

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Recognition ©

Communications

Audience Groups

Kudos Active
Q KUDOS - v1-BetaDemo

Say thanks foreveryday help

Customerfirst ~ Ownership  Teamwork

Innovation  Integrity
Monthly
Q Star of the quarter Active
TAR-v1. Alpha Demo

Quarterly recognition chosen by HR from manager
nominations

Customerfrst ~ Ownership ~ Teamwork
Innovation  Integrity

Quarterly- max 1 per person - 3 nominations per nominator

£
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o Kudos Active
KUDOS - vi- Alpha Demo
Say thanks for everyday help. Shown on the
recognition wall
Customerfirst ~ Ownership  Teamwork
Innovation  Integrity

Monthly

&) AlphaDemo

Q Spot award Active
SPOT -v1- Alpha Derno
For an outstanding contribution this month. Paid
through payroll (Demo amount)
Customerfirst ~ Ownership  Teamwork

Innovation  Integrity

onthly - max 1 per person - 3 nominations per nominator
90+ day

sservice

25,000 - SPOT-AWARD - Taxable Earning

2 Q
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Rewards, payrollinputs and moderation

Approved monetary awards appearin Payrolllnputs for payroll. Moderation handles posts colleagues have

reported.

HOW TO DO IT
1. Open Payrolllnputs to see awards waiting for payroll.

2 Open Moderation to Dismiss areportor Remove Post .

GOOD TO KNOW
e Publishing praise is not payment. Payroll pays the award with its tax treatment.

‘-ON Q  Searchpages and features ctrl K

Home

Recognition ©

Approvals 7 o = =
Communications Surveys Recognition Insights Audience Groups
Nominations Programmes [ Payroll Inputs ] Moderation
My workspace
= Myrequests To Payroll Consumed Cancelled All

}i My attendance B Anydate
patiypeotic EMPLOYEE Amount PAY COMPONENT TAX CLASSIFICATION Approved
Family & bank 0
ManshYada icons 25,000.00  SPOT-AWARD Taxable Earning 170ct2026
My job history
1-lof1

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvas:
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@ Alpha Demo Q @

& < [ 0 Coumns

PAYROLL RUN Status

® Pending

Rows 20 & < Pagel/l >
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ON YOUR PHONE

FEED

Giving kudos onaphone. < GiveKudos ©

<O Kudos Q Spotaward

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

O  Who

Colleague

Q Type 2 ormore 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

Attendance
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Engagementinsights

Engagement Insights brings together announcement reach, survey participation and recognition.

WHAT YOU SEE

e Published , Viewed , Acknowledged , Survey Participation and KudosAnd Awards .

e Announcement Completion perannouncementand Recognition By Programme .

e Countsandrates only; survey results openin the survey workspace.

HOW TO DO IT

1 Open EngagementInsights .

2 Choose Last30days , Last90days or Last12months andthe company.

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:

EngagementInsights ©

Communications Surveys

Published

ctrl K

Recognition @ Audience Groups
Last 30 days l Last90 days l Last12 months

All companies ~

Viewed

Acknowledged

Survey Participation

b Alpha Demo

°Q

Kudos And Awards

0, = ©,

® 4 @ 56.8% O L% e ..

% Announcement Completion [ Survey Participation
Benefits enrolment window opens Hybrid work experience @© Anonymous ) Draft
Viewed 0/19.0% Acknowledged 0/19-0% Responses (0%) 0/0-0%
Updated hybrid work policy Quarterly pulse (Q4) @ Anonymous  {} Closed
Viewed 13/19-68% Acknowledged 6/19-32% Responses (74%) 14/19-74%
—— —
Monsoon travel advisory Cafeteria feedback @ Identified {73 Closed
Viewed 19/19 -100% Responses (47%) 9/19-47%

Platform engineering town hall

Viewed 3/7-43%
e ——

Diwali celebrations at every office
Viewed 12/19-63%
———

Welcome to the new Bengaluru office

Viewed 3/5-60%
—
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08 HRservice desk

The HR service desk answers employees' questions and handles concerns, from an address change to
a grievance. This chapteris shown as LakshmiMenon, HR case worker.
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E&) Work the service queue

HRservice desk under Engage opensthe Service Queue :every caseinyourscope withits SLA.

WHAT YOU SEE

HOW TO DO IT

1

2

Open HRservice desk .

Open , Mine , Unassigned , Atrisk and Overdue tiles.

Select Unassigned anduse Take topickupacase,or Assign ittoacolleague.

Use Escalate whenacase needsaseniorcolleague.

Select acase toopenit.

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:

HR Service Desk ©

e’ s 3
Open Mine

My Requests

Q Searchreference or subject

Case reference

SYN-HRC-0006

SYN-HRC-0002

SYN-HRC-0001

SYN-HRC-0007

SYN-HRC-0009

SYN-HRC-0003

SYN-HRC-0008

1-70f7

CATEGORY

General HR enquiry

Payroll query

General HR enquiry

Grievance
& Restricted

Disciplinary matter
& Restricted

Policy question

Workplace
harassment
complaint

@ Restricted
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ctrl K

SLAdue with Atrisk , Overdue or Clockpaused ;the L badge showsthe escalationlevel.

Restricted cases(grievances, disciplinary matters) show their subject only to the case team.

@& Alpha Demo @ @

g 1 [ S
Unassigned

3% Filters B Anydate

RESTRICTED SUBJECT

Medical insurance card not received

Overtime missing onmy September payslip

Update my postal address

Concern about shift allocation

ConcernsRohan lyer

Repeated unauthorised absence

oncems Manish Yadav

Canlencashunused leave this year?

Inappropriate messages from a colleague

Concerns Karthik Subramanian

3 @ 5
Atrisk Overdue
OWNER SLA due Status

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

LakshmiMenon

LakshmiMenon

HR service desk

LakshmiMenon

16 0ct 2026, 3:30 pm
& Overdue

220ct 2026, 4:30 pm
® Clockpaused

280ct2026,12:26 pm
A Overdue

04 Nov2026,12:00pm
& Atrisk

04 Nov 2026, 4.00 pm
& Atrisk

04 Nov2026,4:02 pm
O Atrisk

21 Nov2026,3.00pm
@® Ontrack

Rows

@ InProgress L8

[= Awaiting reply

® InProgress L2

@ InProgress

InProgress

X Unassigned

@ InProgress

20 ¢ <

[ Columns

o

Lo

5o

Pagel/1l

>
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ON YOUR PHONE

The queue on aphone. HRServiceDesk ~ O
® 7 a3 1 R

Open Mine Unassigned
Q Searchreference ot Filters [ Anydate

Medical insurance card not @ InProgress L8
received
General HR enquiry
eference SYN-HRC-0006 Owner Arjun Kapoor
SLAdue 16 Oct 2026, 3:30 pm
& Overdue

Overtime missing on my (=) Awaiting reply
September payslip
Payroll query
nce SYN-HRC-0002 Owner Arjun Kapoor
SLAdue 220ct2026,4:30pm @
® Clock paused

Update my postal address @ InProgress L2

General HR enquiry
Ca nce SYN-HRC-0001 Owner Arjun Kapoor

SLAdue 280ct2026,12:26pm ~ ®
A Overdue

Concern about shift allocation @ InProgress
Concerns Rohan lyer

Grievance = @ Restricted

@ m 88

Home Attendance als More
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€X) Handle an ordinary case

A case holds the conversation with the employee, details, tasks and history.

WHAT YOU SEE

Tabs: Conversation , Tasks , Evidence , Resolution and History .

e Conversation :switchbetween Internalnote and Reply ,writein Note andselect AddNote (orsendthe
reply). Attach addsafile.

e Caseassistant | Summarise quotesand countsonly whatyoucanalreadyread; DraftReply usesapproved

reply texts.

e Details : requester, firstresponse, time on the clock and linked records.

HOW TO DO IT

1 Openthe case andreadthe conversation.

2 Replytothe employee, orask them forinformation. Waiting for the employee pauses the SLA clock.

3 Addfollow-upworkonthe Tasks tab.

4 Select Resolve whendone.The employee canreopenitif they are not satisfied.

7 ON

Home

Approvals

My workspace

= Myrequests

i My attendance

). My profile

Family & bank

) My job history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Q  Searchpages and features cerl K

PAYROLL QUERY

< SYN-HRC-0002 & Awaitingreply @ Clockpaused  High

& Alpha Demo Q @

susJECT Overtime missing onmy Septemberpayslip owner ArjunKapoor openeD 20 0ct2026 Due 22 0ct2026,4:30pm  REQUESTER Aditya Gupta

REQUEST

Eight hours of approved overtime from the 18th are not on my payslip.

HR4ON @ Requestersees 13daysago
We received your request SYN-HRC-0002

ArjunKapoor @ Requestersees  Informationrequested  13daysago

Could you share the overtime approval reference from the timesheet so we can matchit?

Intenalnote  Reply

Note

& Attach
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B Details

REQUESTER

Aditya Gupta (ALPOO013)
FIRST RESPONSE

20 Oct2026,7:44pm
TIME ON THE CLOCK
85hof24h

PAUSED FOR
Awaitingrequester
LINKED RECORD

Payrell result September 2026

& Caseassistant ©

Summarise  DraftReply
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€X) SLAsand pausing the clock
Each category has aresponse and resolution target. Only allowed reasons, such as waiting for the employee,
pause the clock, and each pauseisreported.

WHAT YOU SEE
e The Moreactions menuonacaseholds Escalate , Pauseserviceclock , Resolve , Addtask , Addevidence |,
Link related case , Conflictofinterest and External proceedingand legal hold .

HOW TO DO IT
1 Open Moreactions andselect Pause service clock .

2 ) Choosean Allowedreason andconfirm.

3) Select Resume whenyoucancontinue.

GOOD TO KNOW
e Overdue cases escalate automatically to the next level.

ctrl K @@ AlphaDemo @ @

ON Q searchpagesa
Home GENERAL HR ENQUIRY - ENQUIRY
« [ ot opmes T o T o] -
sussecT Medicalinsurance cardnotreceived  owner AfunKapoor orenep 100ct2026 pue 160ct20; @ Escalate nian
My workspace @ Pause service clock
= Myrequests
© Resclve
}i My attendance [J  Conversation @ o= addtEEk
>015)
priypanie REQUEST & Addevidence

| joined two months ago and have not received my insurance card
Family & bank

n
0

2 Linkrelated case
HR4ON @ Requestersees o
We received your request SYN-HRC-0006,

o

My job history % Conflict of interest

83

External proceeding and legal hold

My leave

ArjunKapoor @ Requestersees 22 daysago

My onboarding We have chased the insurer.

M i Summarise  Draft Reply
Y RayERe Internalnote  Reply
My documents Note
My Shifts & Holidays
Documents & pay
My performance
&, Attach </ AddNote

My timesheet

My benefits
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&) Crievances and employee relations cases

Grievances, disciplinary matters and other sensitive cases are restricted. Only the case team can see the

people, content and evidence.

WHAT YOU SEE

Tabs: Conversation , Tasks , Evidence , Proceedingsanddecision , History and Caseteam .

e Caseteam :the peoplewithaccessandtheirrights. AssignOfficer and GrantAccess (personal,time-

limited and audited).

e Evidence :filesin private storage with a fingerprint and a custody trail of every view and download.

outcomes.

HOW TO DO IT

Legalhold suspendsretentionforthe case andits evidence.

1 Opentherestricted case from the queue.

2 Checkthe case teamandrecordany conflict of interest ( Exclude Person or Recuse Myself ).

3 Recordeachstep andaddevidence with AddEvidence .

Stepssuchas Notice of allegation , Investigation meeting and Hearing arerecorded with participants and

4 Select RecordDecision torecordthe outcome.Choose whatthe requesterand the employee concerned

see.

GOOD TO KNOW

¢ The employee concerned sees only the notice or hearing date and the outcome summary, never the notes or

evidence.

e Everyview of arestricted caseisloggedinthe AccesslLog .

hoN

Home

Approvals

My workspace

= Myrequests

@ My attendance

) My profile

Family & bank

© My job history

My leave

¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mv

Q Searchpagesand features ctrl K

GRIEVANCE

¢ SYN-HRC-0007 Omrrogress & Restricted A Atrisk Normal

susjecT Concernabout shiftallocation owner LakshmiMenon openep 19 Oct2026 pue 04 Nov 2026,12:00 pm

REQUESTER AnanyaDas concerns Rohanlyer

Tasks 1 [ Evidence 1 ] Proceedings and decision 1 History [ Case team ]

[ Conversation &

REQUEST
My manager keeps assigning me weekend shifts after | raised a safetyissue. Iwould like this looked at independently.

HRAON ® Requestersees 14 daysago

We received your request SYN-HRC-0007.

LakshmiMenon @ Requestersees 14daysage

Thank you for raising this. | am the case officer and will speak with you this week. Nothing is shared with your manager
without telling you first.

LakshmiMenon & Intemmalnote 1ddaysago /2

Plan: interview the requester, review roster history for the last three months.

LakshmiMenon @ Investigationenly 12daysago /2

Witness W1(Demo) confirms the roster change followed the safety report.

Internal note Reply Investigation note

Note
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@ AlphaDemo Q @

SR © RecordDecision

sTaGE Investigation

B Details

REQUESTER

Ananya Das(ALPOOQ18)
CONCERNS

Rohanlyer (ALPOO0O3)
FIRST RESPONSE

20 0ct2026,12:32am

TIME ON THE CLOCK
108hof120h

#F Caseassistant (O

Summarise | DraftReply
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m Accesslog and appeals

The accessloglists everyone who viewed the case, evidence downloads and denied attempts. Appeals are
reviewed by someone independent of the original decision.

HOW TO DO IT
1 Openthe Caseteam tabonarestrictedcasetoseetheteamandthe AccesslLog .

2 Foranappeal,open Appeals andrecordthereview.

ctrl K & Alpha Demo Q @

Home GRIEVANCE

. ¢ SYN-HRC-0007 OwProgress (@Resticed A Atrisk  Normal all -

suplecT Concernaboutshiftallocation owner LakshmiMenon orpenep 19 Oct2026 Dpue 04 Nov2026,12:00pm  stace Investigation

My workspace REQUESTER AnanyaDas concerNs Rohanlyer
My requests
KL Conversation 4  Tasks 1  Evidence 1  Proceedingsanddecision 1 History @ Details
My attendance
Viewed by Evidence QUESTER
Case team Denied attempts REQUESTER
) ” downloads
My profile A ® 1 QO 3 & o Ananya Das (ALPO0O18)
Family & bank e oNEERE
Rohan lyer (ALPOO003)
My job history 2 Caseteam D Accesslog 2, Grant Access FIRST RESPONSE
200ct2026,12:32am
My leave LakshmiMenon - Case lez i
o . Actve ® TIME ON THE CLOCK
My onboarding 108hiot120h
My payslips . .
it A, Excluded for conflict of interest £ Caseassistant O

My documents

AaravMehta Line ma f the named pers

My Shifts & Holidays Rohan iyer-N Summarise Draft Reply

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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X Raise a case for an employee

Use New Case whenanemployee contacts HR by phone orinperson.

HOW TO DO IT
1) Select NewCase .

2 Choosethe category, the employeein Onbehalfof ,a Shorttitle andthe details.

3 Tick Handle confidentially or Sensitive whenneeded,then SendRequest .

TIP
¢ Employees can alsoreport anonymously; case handlers then do not see theirname.

(o]} Q searchpag: ctrl K & AlphaDemo @ ®
Home HR REQUESTS
J— < NewHRRequest ©
@ AskHR
My workspace
My requests @ General HRenquiry @ Policy question
Records, letters, benefits and other HR questions How a policy applies toyou.

i My attendance cedes IRservice desk

My profile

5 .
Family & bank % Payanddeductions

My job history
@ Payrollquery
My leave Questions about a payslip, deductions or reimbursements.

My onboarding

Hypaysline @ Raiseaconcern
My documents
My Shifts & Holidays o Grievance & Workplace harassment complaint
Aconcern about how you have been treated at work Protected complaint heard by the designated internal
Documents & pay denialeargtean commitiee —
Confidential case team - anonymous possible

My performance

My timesheet & RaisedbyHR

My benefits

& Disciplinary matter
Raised by HR: allegation, notice, response, hearing, decision
and appeal

2 Mvassets

Coll
tear
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A Words used in this guide

Review cycle
A performance period that takes people from goals to areleased outcome.

Population
The peopleincludedinacycle, snapshotted at launch.

Goal sheet
Aperson's goals withweights and progress.

Check-in
Arecorded conversation about progress during the cycle.

Calibration
Comparing and adjusting ratings across teams before release.

Four-eyes approval

A decision must be approved by someone other than the person who proposediit.

Outcome
The approvedrating released to the employee.

Development plan
Aplanto grow aperson's skills.

Improvement plan (PIP)
Aplanto address performance gaps, approved before it starts.

Recommendation
Aproposedincrease or promotion from areview outcome.

Required learning
Mandatory training such as POSH orinformation security.

Session
A scheduled classroom or virtual run of a course.

Critical certificate
A certificate needed for certain work; when it expires, deployment is restricted.

Position
An approved seat with planned FTE and cost.

FTE
Full-time equivalent: 1means one full-time person.

Scenario
Aheadcount planwithlines, assumptions and cost.

Succession plan
Candidates and readiness for a critical role.

Internal move
An employee moving to aninternally offered vacancy.

Acknowledgement
Confirmation that an employee has read an announcement.

HR4ON - HR Guide: Performance, Learning and Engagement - 2 November 2026

Page 55 of 56



Audience group
Anamed list of people used to target communications.

Minimum cohort

The smallest group shownin survey results, to protect anonymity.

Kudos
Instant public thanks from a colleague.

Award
Areviewed nomination, sometimes with a monetary reward.

SLA
The response and resolution target fora case.

Restricted case
A sensitive case visible only toits case team.

Legal hold
Keeps a case and its evidence beyond normal retention.
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