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About this guide

As amanageryou use HR4ON in two ways: for your own self-service (your leave, payslips and so on) and to look
afteryourteam. This guide covers the second. For your own requests, use the Employee Guide.

Most of your work arrives as approvals: leave, attendance corrections, timesheets, expenses and changes. The
first chapters explain the approvals inbox and how to decide well. Later chapters cover your team's pages and
the processes you take partin: reviews, pay planning, hiring, onboarding, project time, rosters, employment
changes and exits.

What you see depends on what your company has switched on for managers. If a page in this guide is missing
foryou, ask your HR administrator.

What you candoin HR4ON Before you start

e Approve, reject orreturnyourteam'srequests e Signinasyounormally do. Yourmanager
fromyourlaptop or phone pages are under My team in the menu; other

e Seewhoisin, whoisaway andwhatis coming areas (Hire, Time & attendance, Grow) appear
up when your company gives managers access.

e Hand yourapprovals to a colleague while you e Yourteamiseveryone whoreportstoyou
are away directly, plus theirreports (indirect) and

e Assessyourteam's performance and plan anyone you manage on a project (matrix).
meritincreases e Decisions are recorded with yourname and

e Raise hiringrequests and give interview time and cannot be undone. Read the request
feedback before you decide.

e Welcome new joiners and complete your
onboarding tasks

e Approve project time, planrosters and
propose job changes

e Startanexitforateammemberandrecognise

good work
G Aredoutlineina screenshot shows where to Button Words shown like this are labels you will see
click orlook. onscreen.

The screenshots use the HR4AON demonstration company, so the names, numbers and dates are examples. The main example
manager is Kavya Rao, Engineering Manager, with a team of six. Afew screens use Rohan lyer (Operations) or Aarav Mehta (CEQO)
where they show the feature better.
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O1 Before youstart

Managers are employees too. This short chapter shows where your manager tools live and where to find

help with your own self-service.

m Your own self-service

Clockingin, applying forleave, payslips, tax, expenses, your profile, learning and your own reviews work the

same foryou as for everyone else. The Employee Guide explains each of them step by step.

WHAT YOU SEE
e YourHome page and My workspace are the same as any employee's.
e Approvals and team cards appear onyour Home page in addition.

7 ON Q Searchpagesand features ctrl K @ AlphaDemo Q @

Home

Good evening, Kavya *© Monday, 2Novémber  AlphaDemo

Welcome back, Kavya

¥ Approvals

My workspace

[ 2toapprove @® Always ON foryou

My requests

i My attendance
ol & = & fs ©) o E
) My profile
Clockin/out Team Approvals My Requests Apply Leave My Shifts Logtime Give Kudos My payslips
& Family & bank
IR history [ Waiting foryour approval € Reviewall >
My leave "
@ rrlya Sharm‘ars diny Earne? Leave e
eave request - Priya Sharma - 11 days ago
7 My onboarding
Ishita Bose - 1day Casual Leave
My payslips @ Leaverequest - Ishita Bose - 11 days ago L
My documents
B MY TEAM TODAY <  TODAY - MONDAY, 2 NOVEMBER (O Notinyet wv Needs Your Attention
3 My Shifts & Holidays 3 i n
LA e A 2 approvals waiting foryou, 2 overdue. T 09:30-18:30 - GEN = & 2 to acknowledge
2 Documents & pay 6[6 1 2 7 SHIET STARTED Benefits enrolment window opens

Available Onleave Approvals Due Tasks "
® Myperformance Zoverdue) 09:30

® Mytimesheet [ Review Approvals %) Innotyet [ Outnotyet O linreview

- I _]
® Mvas:

© Sharelocationwhenpunching & ()

@ Working remotely @
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Where your manager tools are

The My team group in the menu holds your team pages. MyTeam opens the team overview, with tabs for each
team page.

WHAT YOU SEE

HR40ON - Manager Guide - 2 November 2026

Overview , Approvals , Calendar , Directory , Insights , Delegations and Reports tabsacross the top of

eachteampage.

Approvals under Home is yourinbox for every request that needs your decision, from all areas.

Merit Planning appears during a pay review cycle.

Other areas youmay see as a manager: Hire (recruitment and onboarding), Time & attendance (team
attendance, leave, rosters, project approvals) and Grow (performance and learning).

hoN

Home

Approvals

My workspace

= Myrequests

i My attendance

) My profile

Family & bank

& Myjob history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Q  searchpages and features

My Team ©

Team

o,
~

el
o

[/ Waiting for You
Priya Sharma - 5 days Earned Leave

Leaverequest Direct @ Overdue

Ishita Bose - 1day Casual Leave
Leaverequest Direct {3 Overdue

f8 ComingUp ©

5timesheets forlast week not submitted

Timeshests

Riya Demo: Joins the team
Joining

Priya Sharma: Performance review due

Sanjay Verma: Performance review due

Ishita Bose: Performance review due

Review

1attendance exception block payrollinputs

Attendance

ctrl K

Available Today

6/6

Delegations Reports
Onleave
F 1
Open Inbox % Away Today
= IshitaBose
®

01 Nov 2026

03 Nov 2026

06 Nov 2026

06Nov 2026

06 Nov 2026

¢ TeamActions ()

¥l PunchReviews <

& Initiate Exit

@ AskHR P
@ TeamReviews o
£ PlanRosters B

@& Alpha Demo @ @

j=3 [Z Review Approvals
PP

Nominate for
Learning

Exit Clearance

Propose
Change

Raise Hiring
Request

Project
Approvals

Approvals

Calendar

@ Available

Team Learning

Give Kudos

Probation
Reviews

Team
Attendance
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ON YOUR PHONE

Onaphone,tap More inthe bottom bar:the My team group lists your ——

team pages.

(-] o
@ (1 )

Home Approy Notifications
MY WORKSPACE

= o ®
My requests My My profile
‘workspace attendance
@ O & &
Family & My job My leave My
bank history onboarding
B ] ] Ca

My payslips My My Shifts & Documents
documents Holidays

o @ e

My My My benefits Myassets
performance timesheet

B Pa m

My salary My Jobs & Internal
expenses referrals opportunities

2 B ®

My My tax HRrequests
interviews __declarations o
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02 The approvals inbox

Everyrequest that needs yourdecisionlands in one inbox, whateveritis: leave, a correction, a
timesheet, an expense, ajob change. Decide in time: overdue requests are escalated to your own
manager.

m Your inbox

Approvals lists everything waiting for you, most urgent first.

WHAT YOU SEE

e  Waiting forMe :requestsyouneedto decide. MyRequests :requestsyou . o
sentyourself. Decided by Me :your earlier decisions. iaitng or e Hj Rostioss

e Eachrow shows the request, whoitis from, animpact badge, the current 0 Seminieaneii L= ar g S
step (for example Manager approval, Step 10f ), its age and when it is due. e

¢ Highimpact means therequest deserves a closerlook; hover over the © Eyzh:m:dyg:old )
badge to see why (for example Escalated, Overdue by 2+ days). ey

e Overdue showsonlythelateones. Filters and Anydate narrow thelist. © viomoe 1dovconal Boe

HOW T0 DO IT o

Sent 1l days ago

1 Select Approvals inthe menu(the red numbershowshow many are
waiting).

<  Pagel/l >
2 Selectarequesttoopenit.

GOOD TO KNOW

¢ [fyoudonotdecideintime, HRAON sends reminders and then escalates the
request to your manager, who can decide instead. Nothing is decided
automatically.

@ m B

Home Attendance Leave A

Onaphone theinboxis alist of cards.
Tap acardtoopenit.

4 ON Q  searchpages and fe

cerl K & AlphaDemo @ @

Home

Approvals © =

< 0 © DecidedbyMe
My Requests

My workspace
Q Searchtitle orreference 3Z Filters ) Anydate 1 Overdue (2) [ Columns
= Myrequests
Request REQUESTED BY IMPACT CURRENT STEP Age Due STATUS
i My attendance
PriyaSharma -5 daysEamedleave (@) PriyaSharma & Highimpact  MAN3GSTIPRIOVl qygoycags Overdue 9daysage (b Overdue
My profile Steplofl 7 escalated
Family & bank shitaBose - 1day Casual Leave O ishitagose & Highimpact 'f‘_aﬁa??‘ijf;:éf‘e . Tdaysago Overdue.9daysago 4 Overdus
) My job history
1-20f2 Rows 20 & < Pagel/l >

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

3 Mvassets

The approvals inbox on a laptop.
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EX) Review arequest

The request page shows everything you need to decide in one place.

WHAT YOU SEE

theimpact.

e REQUESTEDBY , EMPLOYEE , SUBMITTED , DUE , STEP and WORKFLOW .
e Request and What Changes :the exactvalues submitted, such as the leave type, dates and days charged.

e History :everyevent,includingreminders and escalations. Approval Steps : who decides each step.

e Openitem opens the originalrecord, forexample the leave request with its day-by-day breakdown.

Z ON Q  Searchpages and features Ctrl K

Home REQ-2026-00000] - LEAVE REQUEST

2 Yourdecisionis needed
My workspace

= Myrequests
workrFLow Built-indefaultchain  imem version vl
i My attendance

B Request O

). My profile

Family & bank 5 days of Earned Leave, 12 Nov to 16 Nov 2026 (Demo request)

& Myjob history
%3 WhatChanges O

My leave
) Leavetype Earned Leave
7' My onboarding
B peyeioe Dates 12Nov 2026 to 16 Nov 2026
My documents Charged 5days
My Shifts & Holidays
© History @

Documents & pay

@ submitted - Sys
My performance 220ct2026.7:43 ¢

My timesheet 5days of Earned Leave, 12 Nov'to 16 Nov 2026 (Demo request)

My benefits [ ] Bem!l:\ng \:”.')c‘rkﬂow SLA monitor

240, 44 pm - itemv

2 Mvassets Overdue reminder 1sent to 1 approver.

@® Reminded - Workfiow SLA monitor
25 7:53 pm-itemv

Dct2026,
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< PriyaSharma-5daysEarnedLeave & cverdue & Highimpact

& Alpha Demo Q @

()

6 Retum || X Rejoct

REQUESTED BY @ PriyaSharma EMPLOYEE PriyaSharma susmitTen 1ldaysago buE 24 Oct2026,7:43pm  sTer Manager approval (1of1)

= Approval Steps

1. Manager approval Pending
Kavya Rao
AaravMehta Escalation

The top shows the reference and type (for example REQ-2026-000001 - LEAVE REQUEST), the status and
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ON YOUR PHONE

REQ-2026-000001 - LEAVE REQUEST

On aphone the decision buttons stay withinreach. Scroll for history and PriyaSharma - 5 days
< EarnedLeave 8 g
Ste ps . \ Overdue & Highimpact

REQUESTEDBY (@) PriyaSharma  EMPLOYEE Priya Sharma

susMITTED Tldaysago DUE 24 Oct2026,7:43pm
sTer Manager approval (10f 1)

WORKFLOW Built-indefaultchain  1TeM veERsiON v1
B Request ©

5days of Earned Leave, 12 Nov to 16 Nov 2026 (Demo
request)
%3  WhatChanges ©

Leave type

Earned Leave

Dates
12 Nov 2026 to 16 Nov 2026

Charged

5days

© History ©

® Ssubmitted: Svstem

4 Retun X Reject

@ i

Home Attendance
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Approve arequest

Approving moves the request to the next step or, at the last step, applies it (for example the leave is booked and
the balance updated).

HOW TO DO IT

. Opentherequest and check the details.

. Select Approve .

. Add anoptional Comment fortherequester.

. Confirmwith Approve inthe dialog.

GOOD TO KNOW

e Yourdecisionis checked against the version you saw. If the request changed while you were looking, HR4ON tells
you and asks you to look again.

e Therequesteris notified straight away.

Approve thisrequest?

Comment Optional

y

Caneel
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ON YOUR PHONE

The same confirmation on a phone.

Approve this request?

Comment Optional

4

Cancel
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Reject arequest

Reject when the request cannot go ahead. The requester sees yourreason.
HOW TO DO IT

‘ Opentherequest andselect Reject .

. Type aclear Reason .Your company may make it required.

. Confirmwith Reject .

GOOD TO KNOW
e Arejectionends the request. The employee has to send a new one if things change.

(Re]ect thisrequest? ]

The requester will be notified with your reason.

Reason *

The release is planned for that week. Could you move it

by one week?

2

Sancsl
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Return arequest for changes

Returninstead of rejecting when the request is almost right, for example the wrong dates or a missing
document.

HOW TO DO IT
. Opentherequestandselect Return .

. Explainwhat needs to changein Reason .

‘ Confirmwith Return . The employee seesitunder Need Youin theirrequests, corrects it and resubmits.

GOOD TO KNOW
¢ Whenarequest comes back, earlierapprovals do not carry over: it goes through the approval steps again.

[Return forchanges? ] X

Therequester can correct and resubmit. Earlier
approvals will not carry over.

Reason *

4

Cancel m
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ON YOUR PHONE

Reject and Return work the same on a phone: type the reason, then
confirm.

Reject thisrequest?

The requester will be notified with your reason.

Reason*

4

Cancel
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€X) Team approvals and quick decisions

Team Approvals shows the same requests with team context, and lets you decide safe requestsin bulk.

WHAT YOU SEE

CATEGORY ,whenitis Due ,the CONTEXT and IMPACT .

with the number selected.

e FEveryotherrequest needs afullreview: the eyeicon( Review )opensit.

Columns: the request and reference, the EMPLOYEE and theirrelationtoyou (Direct, Indirect, Matrix), the

Safe forBulk :low-risk requests you canapprove orreject together. Tick themanduse Approve or Reject

e Actingfor Others appears whenyou are deciding as someone's delegate; NeedsRerouting whena

requesternolongerreports to you (HRre-routes it).

GOOD TO KNOW

¢ Inbulk decisions eachrequest is checked separately; anything that changedis reported back to you, not decided.

70N

Home

Approvals

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

2 Mvassets
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Q  searchpages and features ctrl K

Team Approvals ©

overview (EISUSCN Calendar  Directory  Insights  Delegations  Reports

e 2 e
Waiting for Me

0

Safe for Bulk

J & DecidedbyMe

Q Searchtitle or reference =% Filters
Request EMPLOYEE

Priya Sharma - 5 days Earned Leave  Priva Sharma
REQ-2026-000001 Direct

IshitaBose - 1day Casual Leave Ishita Bose
REQ-2026-000002 o

1-20f2

& Anydate 1 Overdue (2)

CATEGORY Due

Leave o Overdue
request

Leaye s Overdue
request

CONTEXT

5days of Earned Leave, 12Novto 16
Nov 2026 (Demo request)

Tday of Casual Leave, 26 Octto 26
Qct 2026 (Demo request)

Rows

@& AlphaDemo @ 'i:'

=

[ Columns

IMPACT ACTIONS

2 Highimpact

4 Highimpact ®

20 & <  Pagel/l >
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ON YOUR PHONE

The same screen on aphone. Menus collapse into the bottom barand Team Approvals ~ ©

thebutton < 0 @& Decided b
Waiting for Me Safe for Bulk

Q Searchtitle orreference

3= Filters Anydate (@ Overdue(2)

Priya Sharma - 5 days Earned @ Overdue
Leave
REQ-2026-000001
PriyaSharma  Direct
Category Leave request
text 5 days of Earned Leave, 12 Nov to 16 Nov
2026 (Demo request)
Impact & Highimpact

IshitaBose - 1day Casual @ Overdue

gory Leave request
text 1day of Casual Leave, 26 Oct to 26 Oct
2026 (Demorequest)
Impact & Highimpact

1-20f2 <  Pagel/l

@ m =* 88

Home Attendance Approvals More
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03 Approvals by type

The decisionis the same for every type of request, but what you check differs. This chapter covers what

tolook at foreach one and where else the request appears.

Leave

Forleave, check the dates against your team's plans and the balance impact.

WHAT YOU SEE

e Select Openitem toseetheleaverequest: each dayandhow it was charged (including weekly offs charged

under the sandwichrule), the reason and any certificate.

e Checkthe team calendar(chapter4)to see who else is away on those dates.

e Approved leave appears onthe team calendar andin the employee's balance.

TIP

¢ Time & attendance > Leave listseveryleaverequestinyourteamwithfiltersfor Pending , Upcoming and

Approved .

hoN

Home

5 Approvals

My workspace

= Myrequests

i 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 Mvassets
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Ctrl K

LV-2026-000002 - PRIYA SHARMA

< EarnedLeave-5days

2 Yourdecisionis needed

@ AlphaDemo Q @

&

| G-

empLOYEE PriyaSharma- ALPOO012 pates 12Novto16 Nov2026 charceD 5days impacT -5days  eaLanceNow 34.5 available

susMITTED Tldaysago APPLIED BY Employee sTep Manager approval

THU
12Nov 2026

FRI
13Nov 2026

SAT
14 Nov 2026

SUN
15Nov 2026

MON
16Nov 2026

Working day

Working day

Off day charged{sandwichrule)

Off day charged(sandwichrule)

Working day

A TeamCoverage &

12Nov 2026
13Nov2026
14 Nov 2026
15Nov 2026
16 Nov 2026

0 of 3others off
0 of 3others off
0 of 3others off
0 of 3others off

0 of 3others off

[El ReasonAndEvidence

7 Approval history

1

1
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EX) Aliteamleave requests

Time & attendance > Leave listseveryleave requestinyourteam, soyoucansee whatis pending, comingup
and already approvedinone place.

WHAT YOU SEE

e Filters: Pending , Upcoming , Approved and All .

e Eachrow showsthe employee, leave type, dates, duration, balance impact and status.

e Team Calendar atthetop showsthe sameleave ona calendar.

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

@ Mybenefits

2 Mvassets
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Leave ©

Team Calendar

Q Searchemployee, number orreferer

EMPLOYEE

Priya Sharma
ALPOQO12 - LV-2026-000002

Ishita Bose
ALPO0014 - LV-2026-000008

1-20f2

B 3

Upcoming

LEAVETYPE

Eamned Leave

Casual Leave

ctrl K

3= Filters

7

Approved

B Anydate

Start/ End

12Novto16 Nov2026

260ct2026

10
All

©

Duration

5days

lday

@& Alpha Demo @ @

More e
[ Columns
BALANCE IMPACT Status
-5days @ Pending Approval
-lday (© Pending Approval

Rows | 20

< <

Pagel/l >
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m Attendance corrections

When someone forgets to punch or a punchis wrong, they ask fora correction. You decide whetheritisright.

WHAT YOU SEE

e Attendance > Corrections listsrequestsfrom MyTeam (switchto Mine foryourown), by status: Pending |,
Approved , Returned .

e Columns: the employee, Workdate andkind of correction,the PROPOSED times,the REASON ,the
REFERENCE and the status.

e Fachrequestshows the day, the punchesrecorded, the corrected times, the reason and any evidence.

e Approved corrections update the day and the payroll inputs.

JON ctrl K & Aphabemo & @
Home =
Corrections © =
Approvals
Team Today Daily Register Exceptions Punch Reviews Reports
My workspace MyTeam  Mine
Y= Myrequests
B 9. 2L B2 . More v
}i Myattendance i pprov eturne:
). My profile Q Name, number orreference & Anydate @ Columns
) Family &bank EMPLOYEE Work date PROPOSED REASON REFERENCE status

Forgot to punchout after the release call
(Demo).

) My job history

Aditya Gupta ALPO0013 12 Oct 2026 - Missing punch asrecorded - 18.42 REG-2026-000002 © Approved

My leave

1-1ofl Rows 20 ¢ < | Pagel/l >
My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2. Mvassets
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EX) Remote punches and attendance exceptions

Two more attendance lists need you from time to time.

WHAT YOU SEE

e PunchReviews : punches maderemotely or outside the office. Acceptthem, orreject themif the personwas
not working.

e Exceptions :daysthat need afix, such as a Missing out-punch. Blocker exceptions stop the day being paid
untilthey are fixed. You can Requestevidence fromthe employee.

GOOD TO KNOW
¢ Openblockerexceptions hold up payrollinputs for the month. Clear them before the attendance period closes.

ctrl K & AlphaDemo Q @

Z ON Q  Searchpages and features

Home

Exceptions © =

TeamToday  DailyRegister PunchReviews  Corrections  Reports

©) 38 More ¥
Warnings

i Approvals

My workspace

= Myrequests

Q Searchname ornumber 3% Filters & Anydate D Columns
)i My attendance
) Myproﬁle EMPLOYEE Work date ¥ Exception DETAIL Status
Family & bank KavyaRao ALPOC002 230ct 2026 Missing out-punch Inat10:34 without an out-punch & Blocker
@ Myjob history Aditya Gupta ALPOOOI3 160ct 2026 Missing out-punch Inat 09:23 without an out-punch. A Blocker
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
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EX) Timesheets (project approvals)

If youmanage a project or are a line manager for project time, you approve the hourslogged againstit.
WHAT YOU SEE

e Project Approvals liststimesheets WaitingforMe , Pending , Returned , Approved and All .

e Eachrow shows the employee, project, week, submitted hours and billable hours.

e Openatimesheetto see eachday's entries per project. You approve only your project's part; other parts go
to theirown managers.

HOW TO DO IT
1. Open ProjectApprovals .

2 Selectthe employee to openthe timesheet.

3 Checkthehoursandnotes, thenselect Approve or Return (withareason)foryourproject.

hON Q Searchpagesa ctr1 K @@ AlphaDemo Q @
Home -
Project Approvals © 8 < B
Approvals
5 4 (o 0 < 9 O 13
Pending Returned Approved |
My workspace
Q Searchemployee orproject % Filters | & Any date @ Columns
= Myrequests
EMPLOYEE PROJECT Period Submitted hours BILLABLE HOURS Status
i My attendance
IshitaBose PRI-ACME 120ct -18 Oct 30h 30h @ Pending B
) My profile
Family & bank Aditya Gupta PRI-ACME 12 Oct - 18 Oct 40h 37.5h @ Pending D v
) My job history Priya Sharma PRJ-ACME 12 Oct -18 Oct 24h 21h @® Pending 9
Hyloave 1-30f3 Rows 20 % ¢ Pagel/l >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mv
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hON O Subrefipages andtasizes cir1 K @ AphaDemo 12 @

Home ALPOQO12 - TIMESHEET
R < PriyaSharma-120ct-18 Oct2026 O© suwmited (=)
Hours 40hof40h BiLLaBLE 36h  susmiTTED 20 Oct2026,7:43pm DUuE 200ct2026  vErsion 1
My workspace (o Projects O
= Myrequests :
INT-LEARN Internal learning & enablement 1h-Ohbillable @ Approved
3 Internal - Line manager: KavyaRao
i My attendance =
Frilé Training 1lh*
). My profile Demo: security awareness
Family & bank .
PRI-ACME Acme customer portal i e )
Demo Acme Retail - Project manager: KavyaRao
) My job history
Mon12 Development 45h Monl2 Meetings & planning 0.5h*
My leave Demo: checkout API Demo: stand-up
7' My onboarding Tue 13 Development 45h Tuel3 Meetings & planning 0.5h*
Deme: checkout API Demo: stand-up
My paysiips Wed14  Development 45h Wedl4 Meetings&planning 0.5h*
Demo: checkout AP Demo: stand-up
My documents
Thu1s Meetings & planning 0.5h* Thuls Development 4.5h
My Shifts & Holidays Demo: stand-up Demo: checkout API
Do Thars &y Fri16 Meetings & planning 1h*  Filé Development 3h
Demo: sprint review Demo: checkout API

My performance
PRJ-GLOBEX Globex field rollout

h-15hbillabl Pendin
My timesheet Demo Globex Health - Project manager: Rohan lyer Sohl : e & L

Mon12  Integration 3h  Tuel3d Integration 3h
Nolgs restrictedita thaproject Notes restricted to the project

My benefits

2. Mvassets Wed14  Integration 3h Thuld 3h

Notesrestricte

Frilé Integration 3h

One timesheet: each projectis approved separately.

Expenses and travel

Expense claims, travel requests and cash advances from your team come to yourinbox.

WHAT YOU SEE

e Checkthateachlineis agenuine business cost, has areceipt where the policy needs one and is within the
limits.

e Youcanapprove the claim, returnitto fixaline, orrejectit.

e Afteryouapprove, finance checks the claimanditis paid to the employee's bank.

TIP
¢ Theteam memberpage (chapter 4) shows each person's expense claims this year and anything waiting for you.

Otherrequests

The same inbox carries every otherrequest that needs a manager: loans and salary advances, employment
changes (transfers, promotions, manager changes), resignations, hiring requests, development plans and
more.

WHAT YOU SEE

e Therequest page always shows What Changes withthe exactvalues, soyou know what you are approving.

e Somerequests have several steps, forexample you, then HR, then finance. Approval Steps shows whereitis.
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04 MyTeam

Your team pages show whoisin, who is away, what is coming up and how the teamis doing, with apage
foreach person.

m Team overview

My Team givesyouthe dayataglance.

WHAT YOU SEE

MyTeam v ©
e Tiles: Team size (direct, indirect, matrix), Available Today , OnLeave and i
. i Avallable Today
Approvals waiting. - 6/6
e  Waiting for You :your oldest approvals, with OpenInbox . Approvals

F g @ 2

e AwayToday :whoisonleave or off.

e ComingUp :joiners, reviews due, timesheets not submitted, attendance P WalingforYou SpsInes
exceptions and overdue mandatory courses. A

Leaverequest Direct @ Overdue
e TeamActions :shortcutssuchas PunchReviews , Nominate forLearning , Ishita Bose -1 day Casual Leave
Leaverequest Direct 1@ Overdue

Initiate Exit , Give Kudos , Propose Change , ProbationReviews ,

Raise Hiring Request , PlanRosters and Project Approvals . dinditnd o

IshitaBose @ Available
f8 ComingUp ©
5 timesheets for last week not

submitted 01 Nov 2026

Timesheets

Riya Demo: Joins the team

03 Nov 2026

(& Review Approvals (2)

hoN

ctr1 K @@ AlphaDemo @ @

Home

MyTeam © [SHME=ME (7 Review Approvals
Approvals

Approvals Calendar Directory Insights Delegations Reports

Myworapace Q ‘;m‘ o, AvailableToday . OnLeave 5 Azpp"c\"é ;i
di - ™ 6/6 1 -—
My requests Adisct-2idit 2overdue
ji. My attendance -
[/ Waiting for You Open Inbox % Away Today Calendar
My profile
Priya Sharma - 5 days Earned Leave © Ishita Bose @ Available
Family & bank Leaverequest Direct {3 Overdue
My job history Ishita Bose - 1day Casual Leave ®
Leav est Direct [ Overdue
My leave
My onboarding 8 |[ComingUp) © % |TeamActions| (O
My peyslips 5 timesheets for last week not submitted e 5656
Timesheets ¥l  PunchReviews i) Plominateifor 0 TeamLearning
My documents Learning
Riya Demo: Joins the team 5 Vlov 5095
My Shifts & Holidays . -
If L Joining & Initiate Exit Exit Clearance © GiveKudos
Documents & pay Priya Sharma: Performance review due
e 06 Nov 2026 _, Propose Probation
Review @ AskHR =3 @
My performance Change Reviews
Sanjay Verma: Performance review due
o i 06 Nov 2026
My timesheet Review P Raise Hiring ., Team
@ Team Reviews o &
Request Attendance
& Mybenefits Ishita Bose: Performance review due
il 06 Nov 2026
Review = Project
& Mvassets E  PlanRosters 8 ppprovals

1attendance exception block payrollinputs

Attendance

My Team on a laptop.
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A team member's page

Select anyonein your team to see their whole picture on one page.

WHAT YOU SEE

Theirrole, department, location, manager and when they joined your team.

Next Two Weeks : shifts, holidays and leave (pending leave is marked).

e ComingUp :reviews and courses due, and any approvals waiting.

Leave Balances , Attendance,30Days , Timesheets , Expenses and AssetsHeld .

Actions: GiveKudos , Propose Transfer , Propose Promotion , Change Manager , Change Work Mode |,

Review Probation , Job History , DevelopmentPlan , OpenProfile and Attendance Calendar .

70N

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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Q searchpa ctr1 K

GEN
GEN GEN GEN GEN GEN - e A GEN GEN (
09301830  09.30-1830  09.30-1830 09.30-1830  09.30-16.30 ! s 09.30-18.30  09.30-18

* @ 2 Attendance, 30 Days

PRESENT ABSENT

3.0 9.0 345 12 5
Bereavement CasualLeave Earned Leave
Leave LATE MISSING PUNCH

2 0

OPEN EXCEPTIONS OVERTIME

2 0.0h
E Expenses O AssetsHeld
WAITING FOR DECISION CLAIMS THIS YEAR Demo AirBook 13 O
0 31 AST-ALPHA-00001 - Laptops
FEEROVED THISTEAR Demo View 27" monitor
211,200.00 e R bl © Assigned

Demo Ergo chair

g @ Assigned

-ALPHA-00023 - Ergs

[ Waiting for You

Priya sharma . sdays Earned Leave @ raview

REQ-2026-00000

% Actions O

Propose l Propose I Change Change
> GiveKud 2 2 C
gy (Crckidos S Transter " Promotion ™ Manager 2 WorkMode

& Alpha Demo @ @

©  Timesheets

19 Octto 25 Oct 32.0h [ Draft

120ctto 18 Oct 40.0h (© Submitted
50cttollOct 400h @ Approved

28Septto4 Oct 40.0h @ Approved
f@ ComingUp

Demo half-year review: Manager
review

Mandatory course due

© JobHistory

06 Nov 2026

09 Nov 2026

Open
Review
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ON YOUR PHONE

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

the --- button.

HR4ON - Manager Guide - 2 November 2026

MY TEAM > DIRECTORY

< @ Priya Sharma

Direct @ Available

NO. ALPO0012 roLE Senior Software Engineer
DEPARTMENT Technology LocaTion Hyderabad HQ
MANAGER KavyaRao JoiNeD 23 0ct2023

IN TEAM SINCE 23 Oct 2023

3 NextTwo Weeks
MON2NOV ~ TUE3NOV ~ WED4NOV  THUSNOV

GEN

09.3

% LeaveBalances (O

3.0 9.0

Bereavement Leave Casual Leave

34.5

Earned Leave

2 Attendance, 30 Days

PRESENT ABSENT
12 5

MISSING PUNCH
2 0

OPEN EXCEPTIONS OVERTIME

@ m =*

Home Attendance Approvals

oo
a0

More
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m Team calendar

Calendar shows yourteam's availability day by day, so you can plan cover and judge leave requests.

WHAT YOU SEE
e Choose 1week or 2weeks and move withthe arrows; This Week jumps backtotoday.
e Usethedrop-downtoshowthe Wholeteam orjust Directreports , Indirectreports or Matrix .

e The Available row showshow many are in each day. Each cell shows the shift code, Off, Hol (holiday), leave
such as Half, or Req (outlined) for leave waiting for approval. Days under 60% available are flagged as low
coverage.

e Selectapersontoopentheirpage, oraleave cellto openthe leave request.

ctrl K & AlphaDemo Q @

ON

Home

TeamCalendar © (=]

Overview Approvals Directory Insights Delegations Reports
My workspace <  02Nov2026to15Nov2026 > This Week Tweek

Approvals

= Myrequests A MENEER MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN
2Nov 3Nov 4Nov 5Nov 6Nov 7Nov 8Nov 9Nov  10Nov  1lNov  12Nov  13Nov  14Nov  15Nov
il Myattendance Available 6/6 8/6 6/6 616 6/6 o off oft 6/6 /6 6/6 6/6
) My profile @ Aditya Gupta GEN GEN GEN GEN GEN ot Hol GEN GEN GEN GEN ot
>\ Family & bank ° Ishita Bose Half GEN GEN GEN GEN ot Hol GEN GEN GEN GEN off
i is Karthik Subramanian
P Myiobhistory @ 4 GEN GEN GEN GEN GEN Hol GEN GEN GEN GEN of of
Indirect
My leave
@ Priya Sharma GEN GEN GEN GEN GEN oft ot Hol GEN GEN o 5 ot oft
My onboarding
@ Sanjay Verma GEN GEN GEN GEN GEN ot oft Hol GEN GEN GEN GEN oft ot
My payslips
ZaraKhan
@ y GEN GEN GEN GEN GEN oft off Hol GEN GEN GEN GEN oft oft
Indirect
My documents
Working (shiftcode)  Leave () Leaverequested  Holiday ~ Off Lowcoverage:under 60% available

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets
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&) Teamdirectory

Directory lists everyone in yourteam with theirrole, department, location, manager, relation toyou, today's
status and joining date.

HOW TO DO IT
1 Use WholeTeam , Direct and Indirect to filter.

2) Select Export or Download PDF foracopy.

3 Selectanametoopentheirpage.

ctrl K @& Alpha Demo Q @

Home

TeamDirectory © e

Overview Approvals Calendar Insights Delegations Reports

Approvals

My workspace a 6 a 4 P 2
Whole Team Direct Indirect
My requests
Q Searchname, number or role 3% Fiters | (3 Anydate D Columns
My attendance
My protie ROLE Department LOCATION MANAGER Relation TODAY Joined
Family & bank Software Engineer Technology Hyderabad HQ Kavya Rao Direct @ Available 27 Oct 2025
s Sl Ishriabods Software Engineer Technology ~ HyderabadH@  KavyaRao Direct @Avilable  10May 2026
My leave _ _
I[(‘apr‘t‘ﬁlk ?ubramanlan Software Engineer Technology HyderabadHQ  PriyaSharma Indirect @ Avallable 020ct 2026
My onboarding N
Availabl
e SeniorSoftwareEngineer  Technology HyderabadHQ  KavyaRao Direct © Available 23 Oct 2023
My documents ?T{??’xﬂma Platform Administrator Technology HyderabadHQ@  KavyaRao Direct @ Available 05 Jan 2024
My Shifts & Holidays
@ zeknen Ihtem Technology ~ HyderabadHQ  PriyaSharma  indirect @Awilible  123ept2026
Documents & pay
1-60f6 Rows 20 ¢ < Pagel/l >

My performance

My timesheet

My benefits

Mv assets
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€X) Teaminsights

Insights summarises how the teamis doing over a period.

WHAT YOU SEE

expenses approved.

e ByTeamMember shows the same figures per person.

70N

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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reannsiygiis v

Overview  Approvals

[l
L This Month ] Last 30 Days

Showing 01 Nov 2026 to 02 Nov 2026 (inclusive

Calendar

Last Month

Attendance Rate

& Nodata &

& Attendance O

ATTENDANCE DAYS PRESENT
0 Q

LATE ARRIVALS

o] o]

MISSING PUNCHES OPEN EXCEPTIONS
0 37

@ Timesheets ©

EXPECTED SUBMITTED

0 [}

APPROVED MISSING OR DRAFT
[¢] o]

HOURS LOGGED

0.0

& ‘ByTeam Member

Leave DaysTaken

ctrl K

Directory (IS ACH) Delegations

This Quarter

Whole team

Reports

Approved Overtime =

O o.0n o

% LeaveBalances (O

Bereavement Leave
Casual Leave
Eamned Leave

Paternity Leave

18.0total-3.0each

34 5total- 5.8 each

114.5total-19.1each

15.0total-5.0each

e requests waiting for a decisior

E Expenses

CLAIMS SUBMITTED
0

APPROVED VALUE
20.00

SUBMITTED VALUE
20.00

WAITING FOR DECISION
o]

Pick the period: ThisMonth , Last30Days , LastMonth or This Quarter ,and which part of the team.

Headline figures: attendance rate, leave days taken, approved overtime, timesheet compliance and

Sections for attendance, leave balances, overtime, timesheets, expenses and assets held.

@& Alpha Demo @ @
=1

Umeshee: Expenses Approved

Compliance E
Not expected i 20

© Overtime

WORKED APPROVED
0.0h 0.0h

PAYABLE REQUESTS PENDING
0.0h 0

£ AssetHoldings

7 held, 1waiting for acknowledgement

Laptops:5  Ergonomicchairs:1  Monitors:1
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€X) Teamreports
Reports givesready-made tables you candownload: AttendanceandLeave , Approval Turnaround and
Staffing and Utilisation

HOW TO DO IT
1. Choosethereporttab and period.

2 Select DownloadCSV fora spreadsheet, or Download PDF .

ctrl K & Alpha Demo Q @

hON Q Searchpages and feat

Home

TeamReports © 8 < @

Approvals

Overview Approvals Calendar Directory Insights Delegations

My workspace Attendance and Leave Approval Turnaround Staffing and Utilisation

My requests
Last 30 Days Last Month This Quarter Whole team v
My attendance
Showing 01 Nov 2026 to 02 Nov 2026 (inclusive)
My profile
Teammembers Leave days Absent days Latearrivals
Family & bank PP I o5 Z o0 Z o0

My job history

7= Teamattendance,leave anddueactions (O

My leave
EMPLOYEENO.  EMPLOYEE RELATION ~ ATTENDANCEDAYS ~ PRESENT  ABSENT LATE MISSINGPUNCH LEAVEDAYS OPENEXCEPTIONS  PROBATIONENDS L
My onboarding
ALP00013 AdityaGupta  Direct 0 0 0 0 0 0 5
My payslips
ALP00014 Ishita Bose Direct 0 0 (o] ] 0 05 6
My documents
Karthik
My Shifts & Holidays ALP00015 P Indirect 0 0 0 o 0 0 5
Documents & pay ALP00012 Priya Sharma Direct 0 o] 0 o o] o] 9
Si
AR ALP00O1L il Direct 0 0 0 o 0 0 6
Verma
My timesheet
ALP00019 ZaraKhan Indirect 0 0 0 o o 0 6

My benefits

Mv assets
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Team attendance today

Attendance > TeamToday showseachperson's statustoday: present, late, notinyet, absent, onleave or

missing punch.

WHAT YOU SEE

o Select astatustile to filter.

e Selectapersontoopenthe day, with punches and any exceptions.

e The othertabs: DailyRegister , Exceptions , PunchReviews , Corrections and Reports .

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

Attendance ©

{ Team Today ] DailyRegister ~ Exceptions = PunchReviews

Corrections

02-1-2026 0O Allteams h
2 6 @0 o0 o §

Team Present Late Notinyet
EMPLOYEE STATUS SHIFT
@ ﬁczi}}'?]E;”P‘a @ Notinyet GEN

I‘s‘ti}i??se © Notinyet GEN
Karthik Subramanian
i @® Notinyet GEN
e ﬁ’i’? ﬁharmﬂ ® Notinyet GEN
§C1"n.ja_y‘ Verma ® Notinyet GEN
ALPOOO1L
@ Z Ijl\an @ Notinyet GEN

Reports

0

Absent

IN/OUT

@@ AlphaDemo @ @

L=

Monday, 2 November

0 0
& Missing ore. 8
Onleave i

WORKED SOURCE
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05 Dpelegations

Going onleave? Delegate your approvals so your teamis not kept waiting.

@) Yourdelegations

Delegations lists the delegations you setup and the ones others gave you.

WHAT YOU SEE

e Active :runningnow. Scheduled :startinglater. DelegatedtoMe :approvals others have handed to you.

Setup adelegation

Choose who approves foryou, for which dates and which kinds of request.

HOW TO DO IT

GOOD TO KNOW

¢ Yourdelegate decides in your name and the history shows both of you.

Pick the personin Delegateto .

Set From and To (inclusive) .

Open Delegations and select New Delegation .

Setanoptional Amountlimit : requests above it stay with you.

e You canstill decide yourself during the delegation.
e Adelegate cannot approve theirownrequests.

HR4ON - Manager Guide - 2 November 2026

New Delegation

Delegate to

Search by name

Typeat least 2letters of a name.
From * To (inclusive) *

02-1-2026 =] 02-1-2026

Requesttypes Optional

Company activation

Company amendment

Access grant (sensitive or privileged)

Role permissionchange (sensitive or self-held)
Allrequesttypes when none is ticked.

Amountlimit Optional

Requests above this amount stay withyou

Reason Opticnal

Cancel A, Save Delegation

Tickthe Requesttypes todelegate, orleave them all unticked to delegate every type.

Adda Reason , forexample Annualleave, and select Save Delegation .

4
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06 Team performance

Agree goals with your team, hold check-ins, assess at review time and support development.

m Your team'sreviews

Performance > Reviews listseveryreview foryourteam.
WHAT YOU SEE
e Filterbystage: Goalsetting , Selfreview , Managerreview , Calibration ,orshow Overdue ones.

e Eachrow showsthe employee, the cycle, goal progress, the review stage, the due date and the status or final
rating.

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

Home

Performancereviews © (=]

Approvals

My workspace 2 2 0 o iﬂager i L } oy 2 More v
Al Goal setting Self review Calibration Overdue
M t review
ly requests
My attendance Q Search name or number = Filters B Anydate I Columns
My profile EMPLOYEE CYCLE GOAL PROGRESS Review stage 1 DUEDATE STATUS
Family & bank {\fflﬁﬁuma Demo H2 review (previous year) No goals © Acknowledged Meets expectations 3
ALPOOO:
My job history -
l?r?fnﬁ{xarma Demo H2 review (previous year) No goals © Acknowledged Exceeds expectations 4
My leave ==
§ Aditva§upta Demo half-year review — 85% ® calibration 21 Nov2026 Exceeds expectations 4
My onboarding ALP0OOL
My payslips Demo half-year review —-— 35% @® Goalsetting 01May2026 Overdue Overdue
My documents o
%a;ﬁyﬁerma Demo half-year review No goals ® Goalsetting 01May2026 Overdue Overdue
My Shifts & Holidays
lfa\{y Demo half-year review e 62% ® Manager review 06 Nov2026 Inprogress
Documents & pay PC
T l?rlyf_§‘r!_arma Demo half-year review o 84% (O Managerreview 06Nov2026 Inprogress
My ti heet
y timeshee s Rows 20 & < Pagel/l >

My benefits

Mv assets
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m Goals and check-ins

Open areview to see the person's goal sheet, check-ins and feedback.

WHAT YOU SEE

e Goals : eachgoalwithtype, weight, progress and due date; goals can be Cascaded fromyours.

e Check-ins :notesfrom yourconversations during the period.

e Selfreview : what the employee wrote about theiryear.

e Feedback :feedbackfrom colleagues.

TIP

e Hold check-insregularly; they make the year-end review faster and fairer.

ON

Home

Approvals

My workspace
My requests

i My attendance
My profile
Family & bank
My job history
My leave
My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets
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Q  Search pages and features ctrl K

ALP0QO13 - DEMO HALF-YEAR REVIEW

< AdityaGupta @ calibration () Agreed

My performance @ Plans Recommendations Reports

EVALUATOR KavyaRao rericD OLApr2026to30Sept2026 stace pue 21 Nov 2026

FRAMEWORK Goals

{m Check-ins 0 ] Self review Assessment Feedback

Goalsheet @

WEIGHT

Qutcome

@@ AlphaDemo Q @

rROLE Software Engineer - Technology weicHTs 100/100

Demo: Cut platformincidentminutes Quantitative ~ Cascaded
Customer-impacting incident minutes per quarter: 140 of 120 min

§° Aligned to Demo: Cut platform incident minutes (Kavya Rao!

Demo: Automate release checks Milestone  Completed
Release checklist fully automatedinCl

Demo: Share knowledge with the team  Qualitative

locuments the outcomes for the team.
am (Company objective

40%

35%

25%

— 75% 305

— 100% 305

=)

1007100
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&) Write your assessment

Atthe manager-review stage, rate each goal, describe strengths and areas to develop, and propose an overall

rating.

HOW TO DO IT

1 Openthereview andselect Complete Assessment (orthe Assessment tab).
2 Rateeachgoalfrom1to 5. The weighted score is worked out foryou.

3 Fillin Strengths , Areastodevelop andthe Evidencesummary .Attachevidence if useful.

4 Choosethe Proposedoverallrating . If it differs from the weighted score, explain why in Rating justification .

5 Select SaveDraft asyougoand SubmitAssessment whendone.

TIP

e Summarise Evidence draftsanevidence summary from check-ins and feedback. Always read and edit it before

you use it.

GOOD TO KNOW

e Afteryousubmit, the rating may be calibrated with other managers before itis final. The employee sees the

outcome when HRreleasesiit.

ctrl K

, (o] ] Q Searchpage

Home

Approvals Demo: Mentor two junior engineers
Weight 25 -70.0%attained

My workspace Evidence or comment

= Myrequests
@ My attendance

Strengths Areas to develop
My profile

Family & bank

& My job history
Evidence summary *

My leave

Demo draft: latency down from 450 to 290 ms; onboarding flow live: two mentees progressing

My onboarding

My payslips

@ AttachEvidence
My documents

@oposedoveraﬂ rating* ) Rating justification

My Shifts & Holidays

Choose v
Documents & pay
My performance Needed when the rating differs

My timesheet
& Draftingassist @
& Mybenefits

unthe assist to draft an evidence summary.
B Runthe todraf dence summary

HR40ON - Manager Guide - 2 November 2026

@ AlphaDemo @ @

B saveDraft </ Submit Assessment |
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m Calibration

Where your company calibrates ratings, senior managers compare ratings across teams so they are fair. The
calibration page shows the rating distribution against the target and each proposal.

WHAT YOU SEE

e Distribution : how many people are in eachrating, against the guide percentage.

e Fachrow showsthe weighted score, the manager's rating, the calibrated rating and the final one.

e Calibratorsuse Adjustrating and Approve outcome .

GOOD TO KNOW
¢ Only managers who take partin calibration see this page.

¥ (o] ] Q Searchpages and features ctrl K

Home

Calibration ©
Approvals
My performance Reviews Calibration Plans Recommendations
My workspace I Demo half-year review v J Four-eyes approval

= Myrequests

ol ol
Awaiting approval Approved
}i My attendance

) My profile iz |Distribution| ©

% Family & bank

5 Qutstanding |

@ Aphabemo | B @

L=

Reports

= 2

Y] proposals

0-0.0%/10%

) My job history 4 Exceeds expectations | 0.0.0%/
3 Meets expectations G S 2 - 100.0% / 50%
My leave
2 Partially meets | 0-0.0%/10%
7\ My onboarding 1Below expectations | 0-0.0% /5%
My payslips
Q Searchname or number D Columns
My documents
EMPLOYEE DEPARTMENT ¥ Weighted ~ Manager CALIBRATED Final ACTIONS

My Shifts & Holidays
‘Adn‘)’ra‘ G_llpta Technology - Grade 3 375
Documents & pay ALPOOOL3

My performance 1-1ofl

My timesheet

My benefits

2 Mvassets
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Exceeds expectations 4 Meets expectations Pending ®

Rows | 20 & | < Pagel/l >
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&) Developmentplans

Plans holds development and improvement plans for your team, with check-ins and progress.

HOW TO DO IT
1. Open Performance > Plans ,orselect DevelopmentPlan onateam member's page.

2 Select NewPlan ,choose the personandkind of plan, and set the period and goals.

3 Recordcheck-ins asthe plangoeson.

/ (o] ] Q searchpagesar ctrl K & Alpha Demo @ @

Home
Developmentplans © =)

Approvals
My performance Reviews @ Recommendations Reports

s 1 0 n 0 © 0 More .
Al Active Awaiting approval Draft Completed

My workspace

= Myrequests

Q Searchname, reference or title Allkinds L [ Columns
}i Myattendance
EMPLOYEE PLAN Period CHECK-INS Status
) My profile
Aditya Gupta Demo: Grow towards seniorengineer ~ Development plan 22 Sept 2026 to 21 Mar 2027 1 Ontrack © Active
Family & bank DP-2026-00001 el ;. P P n tracl
My job history 1-lofl Rows 20 ¢ <  Pagel/l >

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets
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m Probation reviews

New joiners on probation need areview before it ends: confirm them or extend the probation.

HOW TO DO IT

1 Open ProbationReviews from Team Actions (or Employmentchanges > Probation ).
2 Opentheperson'sreview.
3 Rate Quality of work , Jobknowledge , Conductandvalues , Attendance andreliability and Collaboration .

4 Choose Confirm or Extendprobation ,writethe Evidencesummary and select Propose Confirmation .

GOOD TO KNOW
e Yourproposal goes to HR for approval. Finish it before the review due date.

7oN Q searchpage ik @ Aphavemo D @
Home ALPOOO19 - REVIEW 1
Approvals < Probationreview - ZaraKhan © o a8 9

[Z) Record the evaluation </ Propose Confirmation

My workspace
PROBATION ENDS 11 Mar2027 ReviEw bUE 24Feb2027 10INED 12Sept2026 roLe Intern-Technology EvaiLuator Priya Sharma
= Myrequests
i My attendance 77 Evaluation ©
My profile
Quality of work 1 2 3 4 8§
Family & bank
My job history Jobknowledge (R
My leave
Conductand values 1 2 3 4 5
My onboarding
My payslips Attendance and reliability 1 2 3 4 5
My documents
Collaboration T2 s

My Shifts & Holidays

Documents & pay
Outcome and evidence

My performance

My timesheet Confirm | Extend probation

My benefits

Evidence summary *

2. Mvassets
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07 Merit planning

Your merit worksheets

During a pay review cycle, you propose increases for your team within a budget, and HR reviews them.

Merit Planning lists the worksheets foryourteamin the current cycle, with the number of people and the status
(forexample Planning or HR Review).

HOW TO DO IT

1

2

3

7= Myrequests

Open MeritPlanning inthe menu.

Select the worksheetto openit.

(o] ] Q Searchpages and features

ol Home

Merit Planning ©

Select Showamounts (the eyeicon)whenitis private to do so.

Approvals

My workspace lanning

6people: sesess Of sesees

Demo FY27 merit cycle
B Y
Kavya Rao's team - effective 01 A|

Apr 202

3 My attendance

) My profile

@ Family & bank

© My job history

My leave

My onboarding

My payslips

3 Mydocuments

$ My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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& AlphaDemo @ @

[-1-
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Fill in the worksheet

The worksheet lists each eligible person with their current pay, position in the range and the guideline increase.

WHAT YOU SEE
BUDGET , PROPOSED and REMAINING atthetop; ELIGIBLE and OUTSIDE GUIDELINE counts.
COMPA (compa-ratio): pay compared with the middle of the range. Colours show below 0.90,0.90to 1.10

and above 1.10.

GUIDELINE :the suggestedrange and target for the person'srating, forexample 5.5% to 9.5% target 7.5%.

Enterthe INCREASE% ; NEW CTC updates.Tick Promotion if theincrease comes with apromotion. Add a
JUSTIFICATION note, needed whenyou go outside the guideline.

Awarning under aname (for example REV-2026-000002 is open for this employee) means another pay
changeisin progress; it must be finished or cancelled before this one is applied.

Needs Attention shows people with an openissue, such as another pay change in progress.

HOW TO DO IT

1

2

HR40ON - Manager Guide - 2 November 2026

Select the eyeicon to show the amounts.

Enteranincrease foreach person.

Keep within the budget; REMAINING updatesasyoutype.The Changes tab lists whatyouchanged.

Select SubmittoHR whenyouare done.

GOOD TO KNOW

e Proposals are confidential. HR reviews and approves them; employees see the outcome only when letters are

issued.

hoN

)l Home

Approvals

My workspace
Y= Myrequests
G My attendance
) My profile
@ Family & bank
9  Myjob history
My leave
5 Myonboarding
My payslips
3 Mydocuments
® My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets

Q Searchpagesand features

COMPENSATION > DEMO FY27 MERITCYCLE
< KavyaRao'steam O rinning

cycLe CRB-2026-0002 - Demo FY27 meritcycle

OUTSIDE GUIDELINE O

All 6 Needs Attention 3 Excluded O

EMPLOYEE

Aditya Gupta
ALPOOO13- Grade 3 Technology
7 Meets expectations

ctrl K

EFFECTIVE O1Apr2027 BUDGET seeese PROPOSED seeees REMAINING eseses

CURRENTCTC ~ COMPA  GUIDELINE INCREASE %
""" 4%106.5% 5
target 5%

Promotion

A REV-2026-000002 is open for this employee: finish or cancel it before applyinc

Ishita Bose
ALPOOO14- Grade 3. Technology
Not rated

Service100f 12 months

A REV-202 003 s open forthis employee: finish or can

Kart
ALP

Not rated

hik Subramanian
)15- Grade 2+ Technology

Service 5 of 12months
A\ REV-2026-000001is open for this employee: finishor
Priya Sharma
ALPOQO12 - Grade 4 - Technology
71 Exceeds expectations

Sanjay Verma
ALPOOO1 - Grade 4 - Technology
Not

ZaraKhan
ALPQQQ19-Grade | - Tec

0% to 1.67

target1.67%
Promotion
ancel it before applying
""" 0%102.08% 125
target1.26%
Promotion
cancelitbefore applying
""" 5.5%109.5% 75
target 7.5%
Promotion
""" 0%to 5% 3
target 3%
Promotion
...... '
0%to 2% |
rarmat 1L

@ AlphaDemo Q @

[OBEN=N| < submittoHR

¢ ELGIBLE 60f6

NEW CTC

......

JUSTIFICATION

Optional note

Optional note

Optional note

Optional note

Optional note

Optional note
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08 Hiring for yourteam

As a hiring manageryouraise arequest to hire, follow candidates and give interview feedback. HR runs
the rest of the process.

€&) Recruitment overview
Recruitment shows your openrequisitions, your tasks (such as feedback due) and upcoming interviews.

{ (o]} Q searchpage: ctrl K & AlphaDemo Q @

Home
Recruitment; ©
Approvals

My workspace Q Openrequisitions e ;p;;\régf tofill
= Myrequests
}i My attendance = @ fG Upcominginterviews
) My profile edback: Chetan Demo s
Family & bank e 9
My job history Nointerviews in the next 7 days
My leave
My onboarding £ Myrequisitions Allmine
My payslips Software Engineer GFiied
RQ-2026-0003, 1/1filled, C

inpipeline

My documents

$gn|c(l?ackend Engme»e’r . (=) Open

26-0001, 0/2 filled, 5

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

2 Mvassets
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EX) Raise arequisition
Arequisition asks forapproval to hire. Once approved, HR posts the job.

HOW TO DO IT
1 Select RaiseRequisition (or Raise HiringRequest on My Team).

2 Role: Jobtitle , Department ,and optionally location, designation, grade, employment type, expected
start and interview template.

3 Headcount andreason: numberof Openings , Hiringreason (forexample New Positionor Replacement)
and Justification .

4 Budgetand salary range: the Annualbudget (allopenings) , whethertherangeis shown, and the salary
range.

5 Job description: the Description and Requirements (one perline;they become theinterview scorecard if
no template is chosen).

6 Select Save And Submit ,or SaveDraft to finish later.

< RaiseRequisition ©

nnnnnnnnnnnnnnn

nnnnnnnnnn

mmmmmmmmmm
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€X) Follow the pipeline

Open arequisition to seeits candidates onaboard, from Applied to Hired .

WHAT YOU SEE

e The headershows openings filled, budget, salary range, hiring manager, recruiter and expected start.

e Pipeline : candidates by stage, with daysin stage, source and next action.

e Jobdescription , Postings and Approvals tabs.

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

HR40ON - Manager Guide - 2 November 2026

RQ-2026-0001 - ALPHA DEMO

Ctrl K

< Senior Backend Engineer «open

opeNINGs 0of 2 filled

Applied

Anil Demo
Backend Enginee

Careers site

ceparTManT Technology
SALARY 322,00,00010328,00,000

Follow up with the candidate, 23 Oct
2026

1

he board.

LocaTion Hyderabad HQ

& AlphaDemo Q @

craDe Graded4 Tvpe Full-time eubceT 60,00,000

HIRING MANAGER KavyaRao RECRUITER MeeraNair ExPeCTED START 06 Dec 2026

Screening

Bhavna Demo MN5d
Backend Engineer
Jobboard

Follow up with the candidate, 24 Oct
2026

1

Interview 1

Chetan Demo Alod

Backend

Referral 81

he candidate, 22 Oct

REASON Expansion

Finalreview

Deepa Demo A 22d
Backend Enginee
Agency BB1 @1

Followup with the candidate, 23 Oct
2026

1

=

Offer
Eshi
Ca

Follc
202¢
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m Candidates

Candidates lists every application foryourrequisitions by stage. Select one to see the CV, interviews and

feedback.

hoN Q

Home

Approvals

Overview

My workspace = 5 1 1 1
Inprogress Applied Screening Interview
My requests
Q Search candidate, email or reference =% Filters = & Anydate
My attendance
[ — CANDIDATE REQUISITION stage
Anil Demo Senior Backend Engineer Applied ®10d

Family & bank

My job history Chetan Demo

Bhavna Demo

My leave

My onboarding DeepaDemo
My payslips Esha Demo
My documents 1-50f5

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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Search pages

Candidates ©

Requisitions

Senior Backend Engineer

Senior Backend Engineer

Senior Backend Engineer

Senior Backend Engineer

ctr1 K

Interview Q@19d
Screening @ 15d

Finalreview @ 22d

Offer

© 25d

1

Final review

OWNER

Meera Nair
Meera Nair
Meera Nair
Meera Nair

Meera Nair

@@ AlphaDemo Q @

1 a1
Offer Hired
Next action

Follow up with the candidate, 23 Oct 2026
Follow up with the candidate, 22 Oct 2026
Follow up with the candidate, 24 Oct 2026
Follow up with the candidate, 23 Oct 2026

Follow up with the candidate, 24 Oct 2026

Rows | 20

<

=

More v

[ Columns
Updated
Tidaysago
Tdaysago
Ndaysago
Tldaysago

Tldaysago

Pagel/l1 >
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m Give interview feedback

After eachinterview, score the candidate while it is fresh.

HOW TO DO IT

1

2

3

4

HR40ON - Manager Guide - 2 November 2026

Select SubmitFeedback .

GOOD TO KNOW

70N

Home

[ Approvals

My workspace

= Myrequests

¥ My attendance

) My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

3 My Shifts & Holidays

Documents & pay

® Myperformance

My timesheet

My benefits

A Mvassets

Rate each scorecard areafrom1to 5.

Q Searchpagesand features

System design
Structure, scalability and maint

1 2 3

Evidence (optional)

Delivery and ownership
Exa

Opentheinterview from Mytasks or Myinterviews .

cerl K

mples of shipping and owning outcomes

1 2 3

Evidence (optional)

Collaboration

Norking with others, givingand receiving

1 2 3

Evidence (optional)

Recommendation*

Strong no No

Summary of evidence *

| </ SubmitFeedback

eedback

Yes Strong yes

Choose a Recommendation and write the Summary of evidence .

Base feedback only onjob-related evidence. Do not record protected characteristics.
Panelmembers do not see each other's feedback until they have submitted their own.

d characteristics.

@ AlphaDemo @ @
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09 oOnboarding anew team member

A great first week depends onyou as much as on HR. HR4ON lists the tasks that are yours and shows
how each joineris getting on.

&) Joinersinyour team

Onboarding lists people joining your team, with theirjoining date, coordinator, completion and readiness.
WHAT YOU SEE
® InProgress , ReadytolJoin , Pending , Blocked , OverdueTasks and Induction .

¢ Blockers (such as a missing identity document) stop the joiner's accounts being activated.

} ON Q  Searchpages and fe ctrl K & Alpha Demo @ @
Home = :: -
Onboarding © = B
Approvals
2 3 a 1 g 1 ® 0 o 3 a1l More v
InProgress Ready to Join Pending Blocked Overdue Tasks Induction
My workspace
Q Searchjoiner, reference or offer 3% Filters Any date [ Columns
= Myrequests
Joiner ROLE Joining date COORDINATOR Completion Readiness OVERDUE TASKS
i My attendance
@ Karthik Subramanian Software Engineer, Technology 02 Oct 2026 Arjun Kapoor — 85% © Joined 3
) My profile
@ Meher Sample Software Engineer, Technology 22 0ct 2026 Arjun Kapoor — 50% @ Ready 8
Family & bank
@ Riya Demo Software Engineer, Technology 03Nov2026 Arjun Kapoor - 9% X 2blockers 6
) My job history
1-30f3 Rows | 20 ¢ < |‘Pagel/l | >

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

. Mvas!

HR40ON - Manager Guide - 2 November 2026 Page 45 of 60



A joiner's checklist

Open ajoinerto see every task, who ownsitand whenitis due.

WHAT YOU SEE

e The headershows therole, plannedjoining date, progress, coordinator, manager, buddy and any blockers (

View Blockers ).

e Checklist , Joining , Verification , Provisioning and History tabs.

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
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ONB-2026-00001- ALPHA DEMO

< RiyaDemo O Preboarding

7= 2activation blockers open

roLE Software Engineer, Technology

CHECKLIST TECH-ENG V1

Checkii

17 Joining 2

[@ Missingdocuments

JOINER ACCESS

Verification 3

ctrl K

X Pending

PLANNED 03Nov 2026 PROGRESS e

) Notissued

Provisioning 4

Identity proof, Education certificate

= Beforejoining

Signed offer letter onfile Blocker

HR: Arjun Kapoor - Done

Personal and emergency details
Form - Joiner

Upload identity proof Blocker
Document - Joiner

Upload highest education certificate

Document - Joiner

Upload relieving letter (if any) C
Docurnent - Joiner

Read and acknowledge the Code of Conduct

Acknowledgement - Joiner

Create e-mail and system accounts

Provisioning - IT: Sanjay Verma

Reserve and prepare laptop

History

9%

COORDINATOR Arjun Kapoor

source Offer OFFER-DEMO-0101

Manacer KavyaRao

@ AlphaDemo @ @

=)

suppy Priya Sharma

20f11

@ completed

24 0ct 2026 (overdue)

27 Oct 2026 (overdue) < Open

29 Oct 2026 (overdue) i Open

31 Oct 2026 (overdue)

01 Nov 2026 (overdue)

01 Nov 2026 (overdue) < Open

AR~ ANNL 2% Aman
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Your onboarding tasks

Onboarding Tasks lists the tasks assigned to you as manager, such as teamintroductions, an architecture
walkthrough oragreeing 30-60-90 day goals.

HOW TO DO IT

1, Open Onboarding Tasks

2 Select DoTask onatask.

3 Completeitand markit done.

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
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Open

Q Search task, joiner or reference

Task

Teamintroductions

Architecture walkthrough

Agree 30-60-90 day goals

Team introductions

Architecture walkthrough

Agree 30-60-90 day goals

Agree 30-60-90 day goals

1-70f7

Ctrl K

@ 3

Overdue
3% Filters

Joiner

Meher Sample ONB-202

Meher Sample ONB-2

Karthik Subramanian ONB.

00008

Riya Demo ONB-2026-0000

Riya Demo ONB-2026-00001

Meher Sample ONB-2026-00003

-0000

Riya Demo ONB-2024.

Any date

0

ToVerify

24 Oct 2026 (overdue)

25 Oct 2026 (overdue)

27 Oct 2026 (overdue)

05Nov 2026

06 Nov 2026

16 Nov 2026

28 Nov 2026

5

Done

OWNER

Manager: Kavya
Rao

Manager: Kavya
Rao

Manager: Kavya
Rao

Manager: Kavya
Rao

Manager: Kavya
Rao

Manager: Kavya
Rao

Manager: Kavya
Rao

@@ AlphaDemo Q @

=
More b
D Columns
STATE
A Overdue
A Overdue © DoTask
& Overdue @ DoTask
Open @© DoTask
Open ® DoTask
Open @ DoTask
Open © DoTask

20 % || ¢ Pagel/l >
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10 Projectsandrosters

If you run projects or plan shifts, these pages help you staff the work.

@) Projects

Projects lists the projectsyou cansee, with client, project manager, dates, hours approved against budget
and status.

ON

cerl K & AlphaDemo @ @

Home
Projects © =) + New Project
Approvals

My workspace (5] 0 0 (5 4 More v
Draft On Hold TOAl

My requests

Q Searchcode, name or client 3% Filters B Any date [ Columns
My attendance

Code Project CLIENT PROJECTMANAGER  Dates APPROVED / BUDGET  Status
My profile

» INT-LEARN Internal learning & enablement Internal Notset 22 May 2026 - 17 Apr 2027 2h @ Active
Family & bank
= Acti

My job history _ Acme customer portal Demo Acme Retail Kavya Rao 22 May 2026 - 17 Apr 2027 88/2,400h @ Active
My leave PRJ-GLOBEX Globex field rollout Demo Globex Health Rohan lyer 22 May 2026 -17 Apr 2027 70/1,600h @ Active
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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Allocation planner

Allocation planner shows how each personis allocated across projects and flags anyone over 100%.

WHAT YOU SEE

e Capacity view:onerow perpersonwith allocations and the total. Over marks over-allocation.

e Conflicts shows only the problems.

o Select Allocate toaddanallocation.

Ctrl K

Y oN Q  Searchpages and feature

Home

Allocation Planner ©

(YL  Allocations

% Approvals

My workspace 3
= Myrequests
Ishita Bose GEEEE T
i) Myattendance ALPOOO14 - 520 h capacity PRI-GLOBEX40%-01Jun2026-0pen  PRI-ACME 80%- 01 Jun2026-open
@ My profile "
AdityaGupta G = |
AERO0OS: 20 hcapachy PRI-ACMET00% - O1 Jun 2026-0pen

® Family & bank

My job history

.
Karthik Subramanian G

ALPOOO1S - 520 h capacity PRI-ACME100%- 02 Oct 2026-open

.

PRI-ACME 60% - Q1Jun2026-open PRJ-GLOBEX 40% - O1Jun 2026-open

My leave
My onboarding Priya Sharma
ALPO0012 - 520 h capacity

My payslips

|
ZaraKhan BRI-AGME i

My documents e AT =
ALPOQO19 - Intern - 520 h capacity PRI-ACME 50% - 12 Sept 2026-open

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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@@ AlphaDemo Q @

- =

2. Capacity Everyone B Allocationdates: 01Nov 2026 - 31Ja...

120% &0

100%

100%

100%

50%
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m Rosters

Forshiftteams, Shifts & Rosters holds the rosters you plan, from Draft to Published.

WHAT YOU SEE

e Rosters , Assignments , Swaps , Changes and Reconciliation tabs.

e Eachrostershows the team, period, status, number of people, open shifts and validation checks.

e NewRoster createsadraft;itcanbe generated fromwork patterns.

HOW TO DO IT
1 Select NewRoster ,choose theteamand period.
2 Opentheroster.Inthe Grid (or List )view,use Assign to give people shifts and fillany Open Shifts.
3 Runthe checks (the shield button) so CHECKS no longershows Not validated.

4 Select SubmitForApproval . Once approved and published, yourteam sees the shifts in My Shifts &
Holidays.

‘-"ON Q  Searchpages and features ¢trl K & Alpha Demo Q 0

Home -

Shifts & Rosters © s u
Approvals

Assignments Swaps Changes Reconciliation

My workspace = 2 I 1 ® 0 0 el More v
Current Draft Pending Approval Approved Published
Y= Myrequests
Q Searchreference orname % Filters D Columns
i My attendance
Roster Name TEAM / UNIT Period ¥ STATUS PEOPLE  OPENSHIFTS  CHECKS
) My profile
g < ROS-DEMO-0002v1 Field Operations - next fortnight Field Operations 2Nov -15Nov2026 2 Draft X5 1 Notvalidated
Family & bank
- - &2 blished lotvalidated
5) My job history ROS-DEMOQ-0001v Field Operations - fortnight Field Operations 19 Oct- 01 Nov 2026 @ Publishe 3 1 Notvalidated
My leave 1-20f2 Rows | 20 ¢ < | Pagel/l >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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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
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Ctrl K

ALPHA DEMO - FIELD OPERATIONS

< ROS-DEMO-0002 - Field Operations - nextfortnight © & orart  version: & o
PERIOD 2Nov-15Nov2026 reople 3 puties 30 opensHIFTs 1 cHecks Notvalidated

88 Plan 2Nov-08Nov2026 >
EMPLOYEE MON 02 TUE O3 WED 04 THU 05 FRIO6 SATO7
Ananya Das & MOR (P Weekly Off
Operations Ex "
Divya Pillai Ep Weekly Off
Ope L
Manish Yadav @& NIGHT & NIGHT @ NIGHT & NIGHT @& NIGHT £p Weekly Off
Operations Executive 00-0600 2:00-06:00 00-06:00 00-06:00 2200-060
Open Shifts © Open - NIGHT

Adraftroster: one row per person, one column per day.

@ AphaDemo 12 °

§8Grid = List

SUN 08

Cp Weekly Off

P Weekly Off

P Weekly Off

HOURS

75

75

75
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1T Employment changes and exits

Propose transfers, promotions and other changes for your team, and start an exit when someone leaves.

@) Proposeachange

Use Propose Change forpromotions, transfers, manager changes, work-mode changes and otherjob

changes.

HOW TO DOIT

1. Opentheteammember's page and select the action, forexample Propose Promotion , or select

Propose Change on My Team.

2 Checkthe employee andthe Changetype .Asamanageryoucan propose the typesyourcompany
allows; HR handles the rest.

3 UnderWhen and why, setthe Effectivedate (backdatingneedsareason)andthe Reason .Adda

Compensation change reference if pay changestoo.

4 UnderProposed values, choose the new values, for example the designation and grade.

5 Checkthe panelsontheright: the before-and-aftertable, Downstreamimpact (pay, letters, access),

Approvals needed and Payroll periods . Anything missingis listed under Fix before submitting.

6 Select Submit tosendforapproval, or SaveDraft .

GOOD TO KNOW

¢ Changes gotoHR (and sometimes your manager) for approval and take effect on the effective date.

oN

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
3 Documents & pay
® My performance
My timesheet
My benefits

2 Mvassets
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EMPLOYMENT CHANGES

< Proposechange ©
A Whoandwhat

Employee *

Priya Sharma (ALPOQO012)

Now Senior Software Engineer - Technology - Hyderabad HQ

JjoiNeD 230ct2023
Change type *

Promotion

1anageryou canpropose the types your company allows; HR handles the res

When and why

Effective date *

02-11-2026 (m

Reason*

Compensation change reference Cptional

ManacER KavyaRao

& Alpha Demo Q @

@ Before and after

Prometion for Priya Sharma, effective today (02 Nov2026): no field

changes. Affects Compensation, Documents & letters

FIELD BEFORE AFTER

Designation Senior Software Engineer Senior Software Engineer

Grade Grade 4 Grade 4

0] G\x before submitting

* Give areason forthischange.
* Nothing changes. Choose the new values.

= |Downstreamimpact| ©

A Compensation

Salary does not change with this request. No compensation

change is created automatically.

Raise

should change.

+= Documents & letters
Promotionls

Generat

rtoissue

© Approvalsneeded

1. HR approval Arjun Kapoor

or the employee to acknow

ence an approved compensation revision if pay

ledge
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Follow achange

Employment changes lists the changes you proposed with their status: Draft, Inreview, Scheduled, Executed

or Blocked.

WHAT YOU SEE

e Openonetosee Beforeandafter ,thereasonandanyevidence.

e Adraft canbe edited, submitted or cancelled.

70N

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
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Search pages

ctr1 K

LCM-2026-000004

< Managerchange - Karthik Subramanian % o't

</ Draft: submit forapproval

eFFecTiVE 0L Nov2026 RrequesTED 22 Oct2026 EmpLovee Karthik Subramanian (ALPOOO15)

proPOsED BY KavyaRao (manager)

< |Before and after

& AlphaDemo @ @

@|=||Bd||9[~”Z2]0O

pepARTMENT Technology

Manager change for Karthik Subramanian, backdated to 01 Nov 2026: reporting manager from Priya Sharma to Kavya Rao. Affects Users &

access, Approvals
FIELD BEFORE
Reporting manager Priya Sharma

REASON
Demo: Report directly to the engineering manager

@ Evidence

AFTER

Kavya Rao

@ AddFile
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Start an exit for ateam member

When someone tells you they are leaving (or their contract ends), start the exit so HR can plan notice, handover

and settlement.

HOW TO DO IT

1 Select Initiate Exit on My Team.

2 Findthe employee.

3 Choosethe Exittype :

4 Enterthedate Noticegivenon andthe Requestedlastworkingday .

5) Addnotesand Handovernotes ,thenselect Submit .

GOOD TO KNOW

Resignation , Retirement , Contractend or Mutualseparation ,and thereason.

¢ Resignations an employee submits themselves come to you automatically; you do not need to start them again.

" oN

Home

i 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

© Myperformance
My timesheet
My benefits

A Mvas:

HR40ON - Manager Guide - 2 November 2026

Ishita Bose

Karthik Subramanian

Priya Sharma
ALPO0O12, Senic

Senior Software Engineer

Sanjay Verma
ALPOOOT, Platform Ad

Eroat) 0

Exittype*

Resignation

Notice givenon™

02-11-2026

Requested last working day *

dd-mm-yyyy

Notes Option

Handovernotes Optional

ctrl K

=]

Reason Optiona
Choose areason
Notice start Optiona

dd-mm-yyyy

& Alpha Demo Q @

4

£, Savworaty l]
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m Review an exit

Open a separation to agree dates and notice, and to see the handover summary.

WHAT YOU SEE

e ReviewDates letsyouagree or propose the last working day against the notice policy.
e Outstanding and Handover Summary lists assets, tasks and approvals to hand over.

e Separations lists all exitsinyourteam by status.

} ON Q  Search page: ctrl K & AlphaDemo Q @

Home SEP-2026-00001 - ALPHA DEMO

D Approvals < Karthik Subramanian & moreview 8 < o

f8 Reviewdatesand notice (requested 19 Dec 2026) [@ Review Dates

Tvpe Resignation, Careergrowth  roLe Software Engineer, Technology ~ susMiTTeD 20 0ct2026  LASTWORKING DAY 19 Dec 2026 (requested)

My workspace

= Myrequests
COORDINATOR Arjun Kapoor MANAGER PriyaSharma EMPLOYMENT Active

i Myattendance
Dates and Notice History

) My profile
Family & bank ) Nawd
My job history Democase

My leave
@ NoticeAssessments O
My onboarding

t, C: ) ,o
My payslips No dates proposed yet. Policy notice: 60 calendar days.

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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m Exit clearance

Exit Clearance lists the tasks you own forleavers, such as knowledge and work handover. Complete them
before the last working day.
WHAT YOU SEE
e Mine showsyourtasks; All shows everytaskyoucansee.
e Open , Overdue , Disputed and Done filterthelist. Overdue tasks are escalated.

r'ON Q searchpagesand f ctrl K & AlphaDemo @ o

Home o
Exit Clearance © MG

i Approvals
y 1 o 0 © 0 More v
Overdue Disputed Done
My workspace
Q Search task, leaverorreference D Columns
= Myrequests
Task LEAVER Department Due UNRESOLVED  State
B My attendance
Knowledge and work handover Manish Yadav SEP-2026-00003 Manager - Manager: Rohan lyer 250ct 2026 (overdue) ) Escalated
My profile
1-1ofl Rows | 20 ¢ < | Pagel/l1 | >

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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12 Recognition and learning

Thank people publicly, nominate them for awards and make sure they keep learning.

E3) Recognise your team

Give kudos for everyday wins, or nominate for an award such as a spot award or star of the quarter.

HOW TO DO IT

1 Select GiveKudos onMyTeamoramember's page.

2 Choose Kudos , Spotaward or Starofthe quarter . Foranawardthe page becomes Nominate A
Colleague and explains the award.

3 Under Who ,findthe Colleague ;under For ,pickthevalue;thenwrite Whatdidtheydo? .

4 Senditwiththe button at the bottom of the page.

GOOD TO KNOW

e Awardswith areward are reviewed by HR before they are given. Spot award money is paid through payroll.

@ Mybenefits

2 M
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FEED

< Nominate A Colleague ©

& Kudos

Q  Starofthequarter

For t this month. Paid (Demo amount).

@ Who
Colleague
Q Type2ormore letters of aname
R For
Customerfirst ~ Ownership ~ Teamwork  Innovation  Integrity
<7 Message
Thank you forjumpingintohelp!  Yourattention to detail made the difference.
What did they do? *
Be specific: what happened and why it mattered
Show on the recognition wall
@ AttachEvidence
R Submit Nomination
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Nominations

Recognition > Nominations lists the kudos and awardsinyour area with status: Published, In Review or

Awarded.

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
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Recognition ©

ctr1 K

c 4 0
G) ipReview

Q Searchname, refere

NOMINEE

Priya Sharma

KD-SYN-001-Technology

Aditya Gupta

KD-SYN-002 - Techn

Ishita Bose
KD-SYN-004 - T

Ishita Bose
AW-SYN-010 - T

1-40f4

rmessage & Anydate
PROGRAMME

Q Kudos

© Kudos

Q Kudos

@ Starof the quarter

1

Awarded

NOMINATED BY

KavyaRao

Priya Sharma

Karthik Subramanian

Kavya Rao

3

Kudos

VALUE

Ownership

Teamwork

Innovation

Innovation

Date

210ct2026

200ct2026

180c12026

020ct2026

Rows

@& AlphaDemo Q @

More

20

M Columns

Status

© Published

© Published

© Published

© Awarded

< | Pagel/1 | >
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E€X) Yourteam'slearning

Learning > Assignments shows every course assigned to your team and its progress.

WHAT YOU SEE

e Open , Overdue , Inprogress , Toreview (evidenceyouneedtocheck)and Completed .

e Required courses that are overdue also appear on My Team under ComingUp .

HOW TO DO IT

1 Toassignacourse, select Nominate ,oruse Catalogue andselect Nominate onacourse.

2 Choosethe people and a due date.

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
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Q

Search pages

Learning ©

a2 ® 6
Overdue Inprogress

Qs

1-70f7

ctrl K

Sessions Certificates and Skills Reports

earch learner, number, course orret =% Filters B Any date
LEARNER COURSE / CERTIFICATION
IshitaBose Advanced React patterns

Priya Sharma

Priya Sharma

Priya Sharma

Aditya Gupta

Ishita Bose

Karthik Subramanian

Advanced React patterns

Preventing sexual harassment at work (POSH)
Required

Information security basics Required

Preventing sexual harassment at work (POSH)
Required

Cloud architect certification preparation

Preventing sexual harassment at work (POSH)
Required

1

Toreview

Assigned
200ct2026

19 0ct 2026

100¢ct 2026

02 0ct 2026

27 Sept 2026

22 Sept 2026

12 Sept 2026

Due

09 Nov 2026

16 Nov 2026

27 Oct 2026

21 Dec 2026

19 Oct 2026

@& Alpha Demo Q @

3
Completed
PROGRESS
0%
0%
- 10%
. 10%
0%
- 10%

0%

Rows | 20

More v
[ Columns
Status
(0 Enrolled
D Enrolled

@ InProgress

[ Evidence to review

& Overdue

@ InProgress

£\ Overdue

¢ |l < |'Pagedsi| >
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A Words used in this guide

Calibration

A meeting or process where managers compare ratings across teams so they are fair, before they are final.
Compa-ratio

Pay divided by the middle of the pay range for the grade. 1.00 means exactly at the midpoint.

Delegation
Handing your approvals to another person for a set period.

Directreport
Someone who reports to you. Indirect reports report to your direct reports; matrix reports work foryouon a
project.

Escalation
When arequestis overdue, itis passed up to the next manager as well. Nothing is decided automatically.

Exception
An attendance day that needs attention, such as a missing punch. Ablocker stops the day being paid untilitis
fixed.

Guideline
The suggestedincrease range fora person'sratingin a merit cycle.

Impact
How much attention arequest needs. High impact requests show the reasons on hover.

Merit worksheet
Your team's list for a pay review cycle, where you propose increases.

Probation
The first months of employment, ending with a review to confirm the person or extend the period.

Requisition
Arequest for approval to hire forarole.

Return
Send arequest back to the requesterto correct and resubmit.

Safe for bulk
Low-risk requests you may decide several at a time.

Sandwichrule
Weekly offs or holidays between two leave days are charged as leave too, where the policy says so.
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