HR/ON

HR Guide: Hiring and
Onboarding

Runrecruitment from requisition to accepted offer, then bring
new joiners on board so they are ready on day one.

WHO IT'S FOR COVERS
HR administrators and HR operators Positions, requisitions and approval,
who recruit and onboard job postings, candidates and pipeline,

interviews and scorecards, offers,
referrals, hires, onboarding cases,
checklists and tasks, document
verification, day-one readiness,
probation
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About this guide

This guide follows a hire from the moment a manager asks fora new person to the end of the joiner's first weeks.
Itis written forthe HR team, who run recruitment and onboarding in HR4ON. There is no separate recruiterrole:
HR administrators and HR operators do this work.

The screenshots show Meera Nair, HR administrator for the Alpha Demo company. HR operators have the same
screens for theirown company. Some pictures show what managers, interviewers, referring employees and new
joiners see, so you can guide them.

Employee records, employment changes and exits are in HR Guide. People and Employee Lifecycle.

What you candoin HR4ON Before you start
e Checkthe approved positions and headcount e OpenHR4ONinaweb browseronyourlaptop,
ahire dependson oronyour phone. Onaphone youcanadditto
e Raise arequisition, send it forapproval and yourhome screenanduseitlike an app.
publish the job e Signin with yourusername or work email and
e Addcandidates, move them through the your password. Use Acceptaninvitation the
pipeline and handle referrals firsttime, or Can'tsignin? if you arelocked
e Scheduleinterviews and collect structured out.
scorecard feedback e Whatyousee dependsonyourrole. If amenu
e Prepare offers, get them approved, issue orbuttoninthis guide is missing for you, ask
them andrecord the answer your HR administrator.

e Turnanaccepted offerinto a preboarding
employee and an onboarding case

e Runonboarding checklists, verify documents
and checks, and confirm joining on day one

e Follow the probationreview that leads to
confirmation

:] 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. Candidates, vendors,
salaries and companies in the screenshots are demo data.
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Ol Gettingstarted

Where hiring livesin HR4ON and how the pieces connect.

@) The hiring journey

Hiringin HR4ON has two parts that hand over to each other.

WHAT YOU SEE

¢ Recruitment (menugroup Hire ,item Recruitment ): requisition, approval, job posting, candidates,

interviews, offer.

¢ Hires: an accepted offerappears here and you create the preboarding employee record.

e Onboarding ( Onboarding and Onboarding Tasks ): the joiner's checklist, document collection, background
checks, equipment and accounts, then confirmation of joining and induction.

¢ Probation: afterjoining, the probationreview leads to confirmation (in  Employment changes ).

ToN

Home

4 Approvals

My workspace

= Myrequests

f Myattendance

) My profile

& Family & bank

My job history

My leave

7\ My onboarding

My payslips

My documents

® My Shifts & Holidays

2 Documents & pay

My performance
My timesheet

My benefits

2 Mvassets

Home for the HR administrator
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b Alpha Demo @ @

Q Searchpagesand features ctrl K

Good evening, Meera Monday, 2 November  AlphaDemo

Welcome back, Meera

® AlwaysON foryou

i = & e © V) B
Clock infout MyRequests Apply Leave My Shifts Logtime Give Kudos My payslips Claimexpense
%, TODAY:MONDAY,ZNOVEMBER (O Notinyet gy NeedsYourAttention
o =

09:30-18:30- GEN ) 2 to acknowledge

SHIFT STARTED Benefits enrolment window opens

09:30

> Innotyet [ Outnotyet Alpha Demo
1% ) Setup81% done o=
3 go-live blockers. Next: Approval =
workflows reviewed
© Share locationwhen punching @ ()

@ Working remotely ®

My attendance
TODAY'S SHIFT HR Dashboard
8 59:30-18:30 BB C 23
GEN . General shift A g 1 Ty .
ate eadcount on 02 Nov - No decisions waitin:
Next: Tuesday, 3 November, 09:30 -18:30 WwaitinaloryouTescaiat ?
(GEN)

.Hiring and onboarding cards andthe  New Joiner and Raise requisition quickactionslink to the work.
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02 positions and headcount

A hire normally fills an approved position. Workforce planning keeps the list of positions and the

headcount plan that recruitment draws on.

Check positions before hiring

Workforce planning (menu group Grow )shows the position structure, vacancies and the approved

headcount. Check that avacancy exists before youraise arequisition.

WHAT YOU SEE

e Anew position orachange to headcount goes through workforce planning approval, not recruitment.

Positions lists each position with its department, grade, incumbent and whetheritis vacant.

HOW TO DO IT

1

2

3

Select Workforce planning and open Positions .

Filter by department to find vacant positions.

Use the position details when you raise the requisition.

hoN

Home

i Approvals

My workspace

= Myrequests

i My attendance

). My profile

Family & bank

& Myjob history

My leave

7 My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Q Searchpages

Positions ©

Overview Positions Scenarios

. :
All Vacant

Q Searchecode ortitle

Position 4
Finance Manager 17

FIN-FM-01

Payroll Specialist
FIN-PS-01

HRBusiness Partner 77
HR-BP-OL

HR Executive
HR-EX-01

Field Supervisor
OPS-FS-0L

Legacy Support Analyst
OPS-LSA-01

Operations Executive
Operations Executive

Operations Manager 7r
OPS-OM-0L

Operations Manager 77
OPS-OM-01

Sumnart Nack Anahret (ink charal
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Ctrl K

Succession

11

Filled

3Z Filters

DEPARTMENT

Finance

Finance

People & Culture

People & Culture

Operations

Operations

Operations

Operations

Operations

Operations

Internalmoves

a 1

™ Partly filed

ROLE

Finance Manager

Payroll Specialist

HR Business Partner

HR Executive

Operations Executive

Operations Executive

Operations Manager

Operations Manager

Reports

@D Alpha Demo Q @
8 < 0 -
rpnd ] © R More v
I Columns
Planned FTE OCCUPANCY Cost estimate Status
1 Y"_f’i’;fhah 234,00,000 Filled
f joehahoddy 313,00,000 Filed
1 :"ge’iNa” 224,00,000 Filled
g ogahganal 2900000 O Filed
1 \Vacant 211,00,000 @® Frozen
1 Vacant 2650000 B Vacant
1 AoEEDes 7,00000 Filed
1 Vacant 26,50,000 ¥ Vacant
1 ?C;h?’glyf' 236,00,000 Filled
7, HanshKdliam! 232,00,000 Filed
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03 Requisitions

Arequisitionis the request to hire: which role, how many people, why, and the budget. Managers can

raise theirown; HR canraise them foranyone.

Recruitment overview

Recruitment opens onan overview of everythingin progress and the work waiting for you.

WHAT YOU SEE

over.

e Stageageing showshow many candidates sitin each stage and how many have been there too long.

e Upcominginterviews and Myrequisitions complete the picture.
HOW TO DO IT
1 Select Recruitment inthe Hire menu.

2 Selectataskortiletoopenthelistbehindit.

ctrl K

} ON Q  Searchpages and feature

Home
Recruitment ©

Requisitions Candidates Hires Reports Settings

Approvals

My workspace Openrequisitions Openings to fill Active candidates
9 3 @ aota R 7
Y= Myrequests
i My attendance = Mytasks ©
@ Myprofile Follow up with the candidate i
etan Demo
Family & bank
Follow up with the candidate e
9  Myjob history Deepa Demo
My leave Follow up with the candidate Busakis
7 My onboardin s
L 9 Follow up with the candidate e
Esha Demo
My payslips
Follow up with the candidate Cerdie
My documents Bhavna Demo
My Shifts & Holidays 1accepted offer to hand over
Create the preboarding records
Documents & pay
T f3 Stageageing ©
STAGE ACTIVE AVG DAYS AGEING
My timesheet
Applied b 10.9 2over3d
My benefits
B Mvas Screening 2 139 2over5d
Interview 1 19.9 loveriod

HR4ON - HR Guide: Hiring and Onboarding - 2 November 2026

My tasks lists follow-ups andfeedback due, with Overdue inred.

@ Alpha Demo Q @

[} Raise Requisition

Hires to hand over

® 1

Nointerviews in the next 7 days

Allmine

You have notraised any requisitions

[ Raise Requisition

The tiles show openrequisitions, openings to fill, active candidates, offers awaiting reply and hires to hand
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EX) Therequisitions list

Requisitions lists every requisition with its department, how many openings are filled, how many candidates are

inthe pipeline, the hiring manager and status.

WHAT YOU SEE

e Status: Draft , Awaitingapproval , Approved , Open (publishedand recruiting), andunder More paused,

filled, closed and cancelled.

e Filled shows hiresagainst openings, forexample O/ 2.

HOW TO DO IT
1, Open Requisitions .
2 ) Usethecounttabsor Filters .

3 Selectarowtoopenit.

4 o] ] Q Searchpagesand fe

ctrl K

Home FE
Requisitions ©

Approvals

My workspace 5] 1
Al Draft
= Myrequests
Q Searchtitle or reference 3% Filters

i My attendance
) My profile Reference Title

Family & bank RQ@-2026-0003 Software Engineer

My job history RQ-2026-0002 Qperations Executive

My leave RQ-2026-0001 Senior Backend Engineer

My onboarding RQ-2026-0001 Support Engineer

My payslips 1-Acrd
My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

. Mva
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Reports

®©0

Awaiting approval

B Anydate

DEPARTMENT
Technology
Operations
Technology

Operations

Settings

0

Approved
Filled IN PIPELINE
L 0
073 o]
0/2 5
0r2 2

() 2

Open

HIRING MANAGER
Kavya Rao
Rohan lyer
Kavya Rao

Harish Kulkarni

{& AlphaDemo

More

STATUS
© Filled
D Draft
() Open

(=) Open

Rows | 20 <

<

2Q
<o (T

[ Columns

Created

22 0ct2026

220ct2026

220ct2026

220ct2026

Pagel/1

>
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EX) Raise arequisition

Fillinthe role, the number of openings and the reason, the budget and salary range, and the job description.

WHAT YOU SEE

e Role :company,job title, department, work location, designation, grade, employment type, expected start
and the interview template.

e Headcountandreason : openings, hiringreason ( New Position , Replacement , Expansion , Backfill ,
Unplanned ) and justification.

e Hiringmanager (empty meansyou)and Recruiter .

e Budgetandsalaryrange :the annualbudget forall openings, and whether the salary range is hidden, shown to
employees only or shown everywhere.

HOW TO DO IT

1) Select Raise Requisition .

2 Filleachsection. Required fields have a star.

3 Saveitasadraft, orsubmititforapproval.

GOOD TO KNOW

e Arequisition cannot be published until it is approved.
¢ Changing the openings orbudget after approval sends it for approval again.

hoN

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 Mvas:

Q Ssearchpage

RECRUITMENT > REQUISITIONS

< RaiseRequisition ©
£ Role
Company *

Alpha Demo

Department *

Finance
Designation Optional
Notset
Employment type Cptions
Full-time

Interview template Option

Use job requirements

A Headcountandreason

Openings *
1

Justification *
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ctrl K

Job title *

Payroll Analyst

The job section holds the description and the requirements that interview scorecards use.

@ Alpha Demo

Worklocation Options

Not set

Grade Optional

Grade 3

Expected start Optiona

dd-mm-yyyy

Hiring reason *

New Position

2 Q
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EX) Sendarequisition for approval

Adraft requisition shows whatis missinganda SubmitFor Approval button. Approvers seeitintheir Approvals
inbox.

WHAT YOU SEE

e The header shows openings, department, location, grade, type, budget, salary range, hiring manager,
expected start and reason.

e The Approvals tab shows the approval history and the current step.

HOW TO DO IT
1. Openthedraftrequisition.

2 Checkthe detailsand select SubmitForApproval .

3 Follow progressinthe Approvals tab.

GOOD TO KNOW
e You cannot approve your own requisition.

4 ON Q  searchpages and features ctrl K &) Alpha Demo @ @

Home RQ-2026-0002 - ALPHA DEMO

Approvals < Operations Executive % bt a2z -

Complete the details and submit forapproval

My workspace

= Myrequests OPENINGS Qof3filled DeParTMENT Operations LocaTioN HyderabadHQ crape Grade2 tvee Full-time subcer 215,00,000

saLArRY 23,80,000t034,80,000 HiriINGMANAGER Rohanlyer expecteD sTarT 06 Dec2026 reason Expansion
i My attendance

) My profile Jobdescription Postings 0 Approvals
& Family & bank
) My job history

My leave

= No candidates in the pipeline
My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mvassets
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EX) Publish the job

Once approved, publish the requisition to one ormore channels: internal jobs for employees, the careers site

and job boards.

WHAT YOU SEE

e The Postings tab lists each channelwithits status and closing date.

e Moreactions holds Publishtomore channels , Pause , Resume , Close and Cancelrequisition .

HOWTO DO IT

1 Opentheapprovedrequisitionand select Publish .

2 ) Tickthechannelsandset Closeson if needed.

3 Select Publish .

TIP

¢ Internal postings appear to employees under Jobs & referrals , where they can apply orrefera friend.

Z ON Q  Search pages and features

Home RQ-2026-0001 - ALPHA DEMO

Ctrl K & Alpha Demo Q @

i) Approvals < Senior Backend Engineer «open e |2 -

orenings 0of2filled  peparTmenT Technology —Location HyderabadHQ  crape Graded  Tvpe Full-time supceT 60,00,000

My workspace SALARY 22,00,0001t03228,00,000 HIRING MANAGER KavyaRao REcRUITER MeeraNair eExPecTED sTART Q6Dec2026 reason Expansion

= Myrequests
Pipeline 5 Job description Posﬁngs ) Approvals

M My attendance
) My profile ¥

Family & bank Internal
Demo posting

) My job history

My leave

My onboarding

Referral

My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

& Mybenefits

2 Mvassets
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3 Publish

() Live

() Live

() Live
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04 candidates and the pipeline

Every application moves through the same pipeline stages until the candidate is hired, rejected or

withdraws.

E&) The pipeline board

The Pipeline tab of arequisition shows candidates as cardsin stage columns: Applied, Screening, Interview,

Final review, Offer and Hired.

WHAT YOU SEE

e Fachcardshows daysinstage, currentrole, source (careers site, job board, referral, agency) and the next

action.

e Areddays count means the candidate has waited longer than the stage allows.

e Openlist switches tothe candidate list for this requisition.

HOW TO DO IT
1 Opentherequisition.

2 Readtheboard, thenselectacardto openthe application.

ctrl K

4 o] ] Q Searchpagesar

Home

Approvals

RQ-2026-0001 - ALPHA DEMO

< Senior Backend Engineer  open

oPENINGS Qof 2filled peparTMENT Technology Location HyderabadHQ  Grape Grade 4

My workspace SALARY ¥22,00,000t0¥28,00,000 HIRING MANAGER KavyaRao REcRUITER MeeraNair ExpECTED sTART 06Dec2026 Rreason Expansion
= Myrequests
Pipeline 5 Jobdescription Postings 3 ) Approvals
i Myattendance
) Myprofile % Postings
% Family & bank Inte:

Derr

) My job history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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=)

Z

TvpE Full-time  BUDGET 60,00,000

@ Aphabemo | B @

- &+ Add Candidate

% Publish

() Live
() Live

() Live
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The candidates list

Candidates lists every applicationinyourscope. One person applying for two jobs counts twice, because each

applicationis decided separately.

WHAT YOU SEE

e Counttabsperstage: Inprogress , Applied , Screening , Interview , Finalreview , Offer , Hired ; More

holds rejected, withdrawn and offer declined.

e Applications and People switchbetween applications andthe people behind them.

e Owner isthe HR personfollowingthe candidate; Nextaction isthe planned follow-up and date.

HOW TO DO IT
1 Select Candidates inthe Hire menu.

2 Chooseastagetaboruse Filters .

3 Selectarowtoopenthe application.

’ON Q ctr1 K
Home =
Candidates ©
Approvals
Overview Requisitions Candidates Hires Reports Settings
My workspace Applications People
= Myrequests
L 2 2 1
progress Applied Screening Interview
i My attendance
) My profile Q Searchcandidate, email or reference 3% Filters & Any date
Family & bank CANDIDATE REQUISITION Stage
My job history AnilDemo Senior Backend Engineer Applied ®10d

My leave Hemant Demo Support Engineer

My onboarding

Chetan Demo Senior Backend Engineer

My paysiips Bhavna Demo Senior Backend Engineer
Elydocuments Indu Demo Support Engineer
My Shifts & Holidays

DeepaDemo Senior Backend Engineer
Documents & pay

EshaDemo Senior Backend Engineer
My performance

1-70f7

My timesheet

My benefits

2 Mvassets
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Screening ® nd
Interview 19d
Screening © 15d
Applied ®10d

Final review 22d

Offer @ 25d

1

Final review

OWNER

Meera Nair

Meera Nair

Meera Nair

Meera Nair

Meera Nair

(&) AlphaDemo

2Q

Offer & Hired More Y
] [ Columns
Nextaction Updated

Follow up with the candidate, 23 Oct 2026 T daysago
Follow up with the candidate, 24 Oct 2026 Tldaysago
Follow up with the candidate, 22 Oct 2026 Tdaysago
Follow up with the candidate, 24 Oct 2026 Tdaysago
Follow up with the candidate, 22 Oct 2026 TNdaysago
Follow up with the candidate, 23 Oct 2026 Tldaysago
Follow up with the candidate, 24 Oct 2026 Tdaysago

Rows 20 ¢ <  Pagel/l >
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ON YOUR PHONE

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

the --- button.
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Candidates v ©

& «< &+ Add Candidate

Applications JEEECIISS

s 7 2 2

~ Inprogress YIS Screening

Anil Demo Applied ®10d
Senior Backend Engineer

tion Follow up with the candidate, 23 Oct
2026
Updated 11days ago

Hemant Demo Screening ®Nd

Support Engineer

Next action Follow up with the candidate, 24 Oct
2026

Updated 11days ago

Chetan Demo Interview ©19d

SeniorBackend Engineer

Owner Meera Nair

Nextaction Follow up with the candidate, 22 Oct
2026

Updated 11days ago

Bhavna Demo Screening ©15d
Senior Backend Engineer

ccraNa

@ ]

Home Attendance Approvals

Q Searchcandidate, er 3 Filters [ Anydate

Page 13 of 54



m Add a candidate

Add a candidate who applied by e-mail, came through an agency or was sourced by you.
WHAT YOU SEE
e Job :therequisitionandthe source.
e Candidate : name, contact details, current employer and title, experience and CV.
e Application questions and Privacy and consent :the candidate privacy notice and consent.
HOW TO DO IT

1 Select AddCandidate .

2 Choose therequisition and source.

3 Fillthe candidate details and confirm consent.

4) Select AddApplication .

GOOD TO KNOW
¢ HR4ONwarns youif the same person already exists, so you can link the application to them.
¢ Protected characteristics are never asked.

(o] ] Q searchpagesand features ctrl K @& Alpha Demo @ @

Home

Approvals

2 Applicationquestions ©
My workspace

Notice period (days) Options Areyou authorised to workin this country? Optiona

(

= My requests

i My attendance

requested for thepi Optiona
) My profile

Family & bank
© Myjob history
My leave

© Privacyandconsent
7' My onboarding
My payslips The candidate acknowledged privacy notice SYN-2026.1

My documents Lawful-userecord *

My Shifts & Holidays

brained andhow the notice will be given

Documants & pay May be contacted about this application ()

® My performance

Agreed to stay inthe talent pool for future roles

My timesheet

Preferred contact

My benefits

Email ¥
2 Mvassets

2+ Add Application
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EX) The application page
Everything about one applicationis on one page.

WHAT YOU SEE

[ ]

details.
e Tabs: Timeline (stage history), Interviews , Feedback , Offers , Documents and Profile .
[ ]

The header shows requisition, stage and days in stage, applied date, source, owner, next action and contact

The main button suggests the next step: Move Stage , Schedule Interview , Make Offer or Open Offer .

e Moreactions holds Ownerandnextaction , Uploaddocument , Reopen , Candidate withdrew , Reject and

Candidate profile and privacy .

HOW TO DO IT
1 Openthe application.

2 Usethemainbuttonor Moreactions forthe nextstep.

Z ON Q  Searchpages and features ctrl K

Home APP-2026-00003 - SENIOR BACKEND ENGINEER

B Approvals < ChetanDemo O nnwiew

My workspace NEXT ACTION Follow up with the candidate, 220¢ct2026 emMaiL chetan.demo.demo3@example.com PHONE +919800000003

cUrRENT Backend Engineer, Example Demo Corp  EXPERIENCE 6Yyears
= Myrequests

}i My attendance Interviews 1 Feedback © Offers 0 Documents 0
)| My profile

© Stagehistory (O
Family & bank

Applied toInterview by Demo data
& Myjob history

Applied by Demo data

My leave
b Source: Referral

My onboarding

My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

& Mybenefits

2 Mvassets
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G AlphaDemo

2 Q

e B (2 Make Offer

ReQUISITION RQ-2026-0001 sTAGE Interview 19d appLiED 100c12026 source Referral, by PriyaSharma owner Meera Nair
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Ctrl K G AlphaDemo Q @

Home APP-2026-00003 - SENIOR BACKEND ENGINEER
R < ChetanDemo O nterview @ [| e[| - Make Offer

RequISTIoN RQ-2026-0001  stace Interview ®19d  appLiep 100ct2026  source Referral,byPriyast © Movestage
My workspace NEXTACTION Follow upwith the candidate, 220¢ct2026 eMAIL chetan.demo.demo3@example.com PHONE 2 gehedule interview

current Backend Engineer, Example Demo Corp  exeeriEnce 6 years
My requests Pe Ownerand nextaction
My attendance Interviews 1 Feedback © Offers 0 Documents 0 Profile & Upload document
My profile ) 5

Candidate withdrew
© Stagehistory

Family & bank ® Reject

Applied to Interview by Demo data 30ct 2026.7:41 prr
My job history P Candidate profile and privacy

Applied by Demo data

My leave
b Source: Referral

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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€X) Move acandidate to another stage

Move the application forward as the candidate progresses, or back if needed.

HOW TO DO IT
. Openthe applicationand select Movestage (in More actions if itis not the main button).

(2) Choosethe Stage .
‘ Add Evidence where the stagerequiresit,anda Reason whenmoving back.
. Select Move .

GOOD TO KNOW

e Some stagesrequire evidence, for example screening notes.

¢ Moving back always needs areason. Every move is keptin the stage history.

e Thecandidate sees afriendly statusin their candidate portal, such as "Under review".

Move to stage
Stage

Final review

Evidence*

Summarise the panel evidence behind the rec:

Reason Optional

Sanes! m

€M) Rejectacandidate orrecord a withdrawal

Close an application when the candidate is not suitable ornolongerinterested.
HOW TO DO IT

. Openthe applicationand select More actions .

. Select Reject or Candidate withdrew .

. Choose thereason and confirm.

GOOD TO KNOW

e Arejectiononone application never affects the person's other applications.
e Reopen bringsaclosedapplication back if youneed to.
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Referrals from employees

Employees see openinternal jobs under Jobs & referrals and canrefer a friend. Referred candidates arrive with
the source Referral andthereferrer'sname.

WHAT YOU SEE

e Thereferral form asks for the job, the friend's name and contact details, how they know them and why they fit.
¢ The employee confirms the friend agreed to share their details.

e Thereferrerfollows progressunder Myreferrals .

GOOD TO KNOW

¢ |f the same candidate came from two sources, Resolve source ownership decideswho gets the credit.

Referafriend

Job*

Chooseajob

Firstname * Lastname *

Currentemployer Opriona Currenttitle Optional

How youknow them Options! Why they fit Options!

They agreed that | share their contact details for this job

Do not share sensitive details such as health, religion or family status. My

applications
Cancel @ Send Referral
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ON YOUR PHONE

Openjobsonanemployee's phone, with Refer and Apply . Jobsandreferrals ©

Q Searchjobs

Senior Backend Engineer

Technology © HyderabadHQ Full-time
222,00,000 to 228,00,000 a year
DEMO job description for Senior Backend Engineer. You
will work with a friendly team on fictitious demo products
5+ years building web APls
Strong SQL and datamodelling

Cloud deployment experience
Mentoring junior engineers

RG 0001 @& Refer <7 Apply

@ i

Home Attendance
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O5 Interviews and feedback

Scheduleinterviews with a panel, then collect structured scorecards from each interviewer.

m Schedule aninterview

Settheround, scorecard, date, time, duration, channel and panel. Interviewers are notified in HR4ON.

WHAT YOU SEE

Round : forexample Technical panel.

Scorecard template : the criteriainterviewersrate. Requisitiondefault usestherequisitionrequirements.
Date , Starttime and Duration (minutes) .

Channel :video, phone orin person, withthe Linkordial-in orthe place.

Addinterviewer buildsthe panel; mark one aslead.

HOW TO DO IT

. Openthe applicationand select Schedule Interview ,or Schedule onthe Interviews tab.

. Fill the round, date, time, duration and channel.
. Add theinterviewers.
. Select Schedule .

GOOD TO KNOW
¢ |Invitations are sent as in-app notifications. There is no calendar integration unless your administrator sets one up.

Schedule interview
Round * Scorecard template Optional

Interview Requisition default

Date* Start time (Asia/Calcutta) *

02-11-2026 18:00

Duration (minutes) * Channel *

60 Video

Link or dial-in Optional

Add interviewer Optional

Q Type2ormoreletters

Invitations are sent asin-app notifications. No calendarinviteis

created,
Gancel @
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Manage scheduled interviews

The Interviews tablists eachinterview withits time, channel, panel and status.

WHAT YOU SEE

* Interviewactions holds Reschedule , Markcompleted , Candidate did notattend and Cancelinterview

e Rescheduling asks forareason and notifies the panel again.

ON Q

Ctrl K G AlphaDemo Q @

Home APP-2026-00003 - SENIOR BACKEND ENGINEER

Approvals < ChetanDemo O nterview alle|l -

REQUISITION RQ-2026-0001 sTAGE Interview (19d appLiED 100c12026 source Referral, by PriyaSharma owner Meera Nair

My workspace NEXT ACTION Follow up with the candidate, 220¢ct2026 emMaiL chetan.demo.demo3@example.com PHONE +919800000003
currenT Backend Engineer, Example Demo Corp ~ ExPERIENCE 6years
My requests
My attendance Timeline m Feedback © Offers 0 Documents 0 Profile
My profile
f3 Interviews £} Schedule
Family & bank
Technical panel ® Scheduled @
My job hiatory Fri 23 0ct 2026, 11.00 (Asia/Kolkata), Video, Video link shared by the recruiter (demo)
vitations are sent as in-app notifications only; no calendarint onis cor

figured.

My leave KavyaRao(Lead)  PriyaSharma (interviewer)
My onboarding
My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv ass

HR4ON - HR Guide: Hiring and Onboarding - 2 November 2026
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What interviewers see and the scorecard

Interviewers find theirinterviews under My interviews andontheirHome page. Afterthe interview theyrate
each criterion and submit feedback.

WHAT YOU SEE

e Jobrequirements and Candidate give theinterviewerthe context.
e The Scorecard rateseachcriterionfrom1(no evidence)to 5 (strong evidence).

e Recommendation ( Strongno , No , Yes , Strongyes )and Summary of evidence arerequiredbefore

Submit Feedback .

GOOD TO KNOW

e Feedbackisvisible according to your feedback rules; interviewers usually cannot see others' scores before

submitting their own.

7ON

Home

Approvals

My workspace

= Myrequests

i My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

5 My Shifts & Holidays

Documents & pay

©® My performance

My timesheet

My benefits

' Mvassets

Q. Searchpages and features

System design
Structure, scalab

ctrl K

ire, ty and maintainability reasonin

1 2 3 4

Evidence (optional)

Delivery and ownership

Examples of shipping and owning outcomes

1 2 3 4

Evidence (optional)
Collaboration
Working with others, g

1 2 3 4

Evidence (optional)

Recommendation *

Strong no No

Summary of evidence *

| </ Submit Feedback

HR4ON - HR Guide: Hiring and Onboarding - 2 November 2026
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ON YOUR PHONE

My interviews ©

% 0 1 0
Upcoming Feedback due Submitted

Chetan Demo

Technical panel, Senior Backend Engineer
230ct2026,11:00 am, Video, Video link shared by
(des

Aninterviewer's Myinterviews onaphone, with feedback due.

Lead  Feedbackdue

) Read the feedback

Submitted scorecards appearonthe application's Feedback tab,with eachinterviewer'sratings,
recommendation and evidence.

HOW TO DO IT
1. Openthe applicationandselect Feedback .

2 Compare the recommendations, then move the candidate on orreject.

‘].ON Q  Searchpages and features cer1 K G Alpha Demo @ @

Home APP-2026-00003 - SENIOR BACKEND ENGINEER

¢ ChetanDemo Crimer a][]-

REQUISITION RQ-2026-0001 sTAGE Interview (19d appLIED 100¢t2026 source Referral, by PriyaSharma owner Meera Nair
My workspace NExTacTioN Follow up with the candidate, 220ct2026 EmaiL chetan.demo.demo3@example.com pHONE +919800000003

currenT Backend Engineer, Example Demo Corp  Experience 6years
My requests

it My attendance Timeline Interviews 1 Feedback ) Offers 0 Documents 0 Profile

My profile
[ Scorecards
Family & bank

My job history

&

No feedback yet

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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06 Offers

An offerrecords the agreed terms, goes through independent approval, isissued to the candidate and
ends with theiracceptance or decline.

m Make an offer

Prepare the offer from the application.

WHAT YOU SEE
e Role :jobtitle, start date, designation, grade, department, work location, employment type and how long
the offerisvalid.

e Compensation :annual base, variable target, joining bonus and the compensation structure reference.
HR4ON shows whether the total is within the requisition band.

e Conditions :one perline, forexample background verification.
HOW TO DO IT

1 Openthe applicationand select Make Offer .

2 Filltherole and compensation.

3 ) Addconditions and save the draft.

GOOD TO KNOW
e Recruitmentrecords the agreed terms only. The salary structure and payrollamounts are set up laterin
Compensation.

ON cer1 k @ Aphademo /B @
Home CHETAN DEMO - SENIOR BACKEND ENGINEER
D) Approvals < Make Offer ©
£ Role
88 Myworkspace
Jobtitle* Startdate*
Y2 Myrequests
Senior Backend Engineer 06-12-2026 =]
i Myattendance
Designation Options Grade Optiona
® Myprofile
» M Senior Software Engineer v Grade4 v
Family & bank
Department Optior Worklocation Opic
© Myjobhistory Technology v Hyderabad HQ v
My leave Employment type Optiona Offervalid until Optiona
& My onboarding Full-time b dd-mm-yyyy =]
configured offervalidity
B Mypayslips
Y Mydocuments =
oo & Compensation ©
f@ My Shifts & Holidays
Annual base pay (INR) * Annual variable target (INR)
2 Documents & pay
o
® Myperformance
Joining bonus (INR) Compensation structure reference Oprior

® Mytimesheet o

Annual total 20, approved band 222,00,000 to 228,00,000. Outside the band: approvers will see this.

Conditions Optior

Y,

[® saveDraft
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€X) Approve, issue and record the answer

Openthe offerto move it on. The strip at the top shows the next step.

WHAT YOU SEE

Draft: SubmitFor Approval . Anapprover, notyou, decidesitin Approvals.

Approved: lIssue Offer generates the offerletterand sendsit to the candidate.

Issued: Moreactions holds Recordacceptance , Recorddecline , Revise (new version) and Withdraw offer .

e Terms compares thisversionwiththe previous one. Approvalhistory and Versions keep therecord.

HOW TO DO IT

An offernot answered by its valid-until date becomes Expired .

1 Openthe offerfromthe application's Offers tab.

2 Follow the stepinthe strip.

3 Whenthe candidate answers, record acceptance or decline with the evidence (for example their e-mail).

GOOD TO KNOW

e Recording acceptance moves the applicationto Hired and createsahire handoverin Hires .
e Arevised offeris anew version and needs approval again.

hoN

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

ctrl K {& AlphaDemo

QFR-2026-00001 - VERSION 1 - SENIOR BACKEND ENGINEER

< OfferforEshaDemo & exired & L

START 21Nov2026  VALID UNTIL 290ct2026  ANNUALTOTAL ¥25,30,000 BAND ¥22,00,000t0¥28,00,000 WITHINBAND Yes
apPROVED 19 Oct2026,7:41 pmby Aarav Mehta  issuep 20 0c¢t2026,7:41pm

2 Terms © & Approval history
TERM VERSIONT Not submitted yet
Job title Senior Backend Engineer
Department Technology O Versions
Location Hyderabad HQ Version1, $25,30,000
Grade Grade 4
Employment type Full-time
Startdate 21 Nov 2026
Annual base 223,00,000
Variable target 22,30,000
Joining bonus 20
Annual total 325,30,000
Structure Demo structure G4
Valid until 29 Oct 2026
Conditions Demo: subject to backgreund verification.
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07 From hire to preboarding

An accepted offerhands overto onboarding. You create the preboarding employee record once;
HR4ON never creates asecond.

Hires to hand over

Hires lists accepted offers with the start date, department, hiring manager and status.
WHAT YOU SEE
e Tohandover :accepted, waiting for HR to create the preboardingrecord.
e Preboarding :record created, onboarding underway.
e Cancelled :the candidate did notjoin.
HOW TO DO IT
1 Open Recruitment ,then Hires .

2 Select CreatePreboarding ontherow.

4 ON Q  searchpages and features ctrl K &) Alpha Demo Q @

Home o
Hires © =)

Overview  Requisiions  Candidates @ Reports  Settings

Approvals

My workspace o 1 o 0 o0 el
Tohand over Preboarding Cancelled All
= Myrequests
Q Searchname, job or reference [ Columns
i Myattendance
CANDIDATE JoB Start DEPARTMENT HIRING MANAGER STATUS EMPLOYEE
). My profile
. T o i Ox
Family & bank Gauri Demo Software Engineer 12 Nov 2026 Technology KavyaRao @ Tohand over 2y Create Preboarding |5
& Myjob history 1-1ofl Rows 20 ¢ <  Pagel/l >

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Create the preboarding record

This creates the employee record with the status Preboarding and starts the onboarding case.
HOW TO DO IT
‘ Select Create Preboarding .

. Add the work email if IT has reserved one, and an employee number if you do not want the next numberin
the series.

. Select CreateRecord .

GOOD TO KNOW

¢ [fHR4ON finds a possible existing person, checkit. Areturning employee should be rehired from Employees
instead.

e Usethe No-show orwithdrawn iconif the candidate will notjoin.

Create preboarding record: Gauri Demo X

Software Engineer, starting 12 Nov 2026, Technology.

Work email Optional

Employee number Optional

Emptyuses the company's number series

Cancel Create Record
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The hand-over on the application

The application shows the hire hand-overreference and what is still to do.

ctrl K b AlphaDemo Q @

HR//ON

Home APP-2026-00007 - SOFTWARE ENGINEER

Hire handoff HIRE-2026-0001
Waiting for HR to create the preboarding record

My workspace

My requests
ReQuIsITION RQ-2026-0003  stace Hired  appLiED 22Sept2026 source Careerssite owner MeeraNair  NextacTion Notset

My attendance EMAIL gauri.demo.demo7@example.com pHONE +9198000 00007 currenT Software Engineer, Example Demo Corp ~ ExPERIENCE 4 years

My profile
Interviews 0 Feedback 0 Offers 1 Documents 0 Profile

Family & bank

My job history ©  stagehistory ©

My leave Hired by

My onboarding Applied by Demo
Source: CareersSite

ata
My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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08 Onboarding cases

Eachjoinerhas an onboarding case that tracks their checklist, documents, checks, equipment and
accounts from offeracceptance to the end of induction.
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E&) The joining pipeline

Onboarding lists every joiner withrole, joining date, coordinator, completion and readiness.

WHAT YOU SEE

e Counttabs: InProgress , ReadytoJoin , Pending , Blocked , OverdueTasks and Induction (joined,

inductionrunning). More holds completed, withdrawn, no-show and all cases.

e Readiness shows Ready ,the numberof blockers, Blocked or Joined .

® Moreactions opens Checklist Templates and Onboarding Reports .

HOWTO DO IT

1 Select Onboarding inthe Hire menu.

2, Choose acounttab, forexample Blocked .

3 Selectarowtoopenthecase.

hoN Q searct

Home

Onboarding ©

Approvals

My workspace

Q Searchjoiner, reference or offer
My requests

Joiner

y My attendance

@ Karthik Subramanian

@ Ananya Das

@ Meher Sample

My profile
% Family & bank

My job history

Myleave @ Kabir Demo

My onboarding G Tanvi Placeholder

My payslips @ RiyaDemo
My documents 0 Ira Mockdata
My Shifts & Holidays 1-70f7

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

HR4ON - HR Guide: Hiring and Onboarding - 2 November 2026

a7 a 1 X
InProgress Ready to Join Pending

ctrl K

3

= Filters Any date

ROLE

Software Engineer, Technology
Operations Executive, Operations
Software Engineer, Technology
Operations Executive, Operations
Operations Executive, Operations
Software Engineer, Technology

Operations Executive, Operations

1

Blocked

Joining date
02 Oct 2026
19 Oct 2026
22 0ct 2026
250ct 2026
29 Oct 2026
03 Nov 2026

11 Nov2026

a 7

Overdue Tasks

COORDINATOR

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

Arjun Kapoor

Pooja Agarwal

Completion

@ Alpha Demo Q @

2

85%

68%

50%

20%

15%

0%

Induction

Readiness
@ Joined
@ Joined
@ Ready
R 2blockers
® Blocked
R 2blockers

& 3blockers

Rows | 20 ¢

More b

I Columns

OVERDUE TASKS

3

4

8

10

11

<  Pagel/l >
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ON YOUR PHONE

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

e <
the --- button.

e 7 1 3

y R
InProgress Ready to Join Pending
Q  Searchjoiner, referer i Filters [ Anydate

@ Karthik Subramanian @© Joined

Software Engineer, Technology
ning date 02 Oct 2026
rdinator Arjun Kapoor

pletion e  85% Overdue tasks 3

e AnanyaDas © Joined
Operations Executive, Operations
oining date 19 Oct 2026

rdinator Arjun Kapoor

Completion emmmms  68% Overdue tasks 4

@ Meher Sample © Ready
Software Engineer, Technology
date 220¢ct 2026
oordinator Arjun Kapoor
Completion emms 50% Overdue tasks 8

@ Kabir Demo B 2blockers

Operations Executive, Operations
250ct2026

Coordinator Arjun Kapoor

Completion e 20% Overdue tasks 10

@ m &

Home Attendance Approvals
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€X) Addanew joinerdirectly

Use New Joiner forpeople hired outside recruitment, forexample anintern froma campus programme.

WHAT YOU SEE

e Person :company, worker category (employee orintern), name and personal contact details.

e RoleandJoining : plannedjoining date, department, designation, branch, location, grade, employment type,

work mode and work email.

People : hiring manager, buddy and coordinator.

e Source and Checklist :the accepted offer orrequisitionreference, ora Direct-hire authorisation when there is
neither,andthe Checklisttemplate ( Bestmatch picks the active template forthe company and worker

category).

HOW TO DO IT

1 Select NewJoiner .
2 Filleachsection.

3) Select CreateJoiner .

GOOD TO KNOW

¢ The plannedjoining date is for planning only. It never starts payroll by itself.
e Contractors are onboarded in Contingent workforce, not here.

ToN

Home

Approvals

My workspace

= Myrequests

g My attendance

2 My profile

> Family & bank
My job history
My leave
My onboarding
My payslips
My documents

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

A Mvassets

earch pages and features cerl K @& Alpha Demo
A People
Hiring manager Optional Buddy Optional
Q Type2ormore letters Q Type2ormore letters

Acolleag

Coordinator Optiona

“=  sourceand Checklist

Accepted offerreference Optiona Requisition reference Optional

Leave empty for adirecthire

Direct-hire authorisation *

Checklist template Optional
Bestmatch v

& Draft checklist: STD-EMP v1(17 tasks)
Active template STD-EMP v1 for this company. Matches worker category Employee.
Bleckers: Signed offer letter on file, Upload identity proof

[ Tasks are scheduled from the plannedjoining date. Cancel

HR4ON - HR Guide: Hiring and Onboarding - 2 November 2026
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€E) The onboarding case

The case shows where the joiner stands and what blocks them.

WHAT YOU SEE

e The strip shows the next step: blockers to clear, Ready: confirmjoining onthe firstday , orinductionin
progress.

¢ The headershowsrole, planned and actual joining date, progress, coordinator, manager, buddy, checklist,
joineraccess and the employee number.

e Tabs: Checklist , Joining , Verification , Provisioning and History .

[ ]

View Blockers jumps to what blocks joining.

e Moreactions : Change Joining Date , Change Checklist , Give Joiner Access (letsthejoinersigninbefore day
one to do their own tasks), Revoke Joiner Access , RequestException , MarkNo-show and Withdraw .

HOW TO DO IT
1 Openthecase fromthe pipeline.

2 Work throughthe tabs from left toright.

4 ON Q  searchpages and features ctrl K &) Alpha Demo Q @
Home ONB-2026-00002 - ALPHA DEMO
D Aoprovais < KabirDemo ®Freboarding X Pending =) V4
I=  2activation blockers open ®© View Blockers
My workspace
roLe Operations Executive, Operations  pLANNED 250ct2026 PROGRESS e 20% COORDINATOR ArjunKapoor manacer Rohanlyer Bupbpy Notset

= Myrequests
CHECKLIST STD-EMPV]  JOINERACGESS . Notissued source Offer OFFER-DEMO-0102

i My attendance
Checklist 13 Joining 2 Verification 3 Provisioning 3 History
) My profile

[@ Missingdocuments
Education certificate

Family & bank

© Myjob history

S = Beforejoining 40f10
7 My onbearding Signed offer letteronfile Blocker © completed
A R: Arjun Kapoor - Done by ArjunKapoor - Done (demo) -
My payslips P
Personal and emergency details © Completed
Form - Joiner- Done by Arjun Kapoor - Done (demo
My documents '
i Upload identity proof slocker :
My Shifts & Holidays Borirent ionar 180ct2026  E Toverity  [MOREHY

Documents & pay Upload highest education certificate
Document - Joiner

200ct 2026 (overdue) < Open @© Upload

My performance
Upload relieving letter (if any) Optional
Document - Joiner

220ct 2026 (overdue) I Open © Upload
My timesheet

2| Mvassets Create e-mail and systemaccounts
Provisioning: (TS S

© Completed
anjay Verma - Done by Sanjay Verma - Dema Accountsref DEMO-ACCOUNTS P

Reserve and prepare laptop DA CAe INIL hmirmnaliia) TS Aman 2 Nana
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m Checklist tasks and owners

The checklist groups tasks by phase (before joining, Day 1, first week, first month). Each task has an owner: the

joiner, HR, IT, facilities, assets, the manager or the buddy.

WHAT YOU SEE

e Eachtaskshows owner, due date and state. Tasks that need checking show a Verify buttononce submitted.

e A Missingdocuments notice lists documents the joiner still has to upload.

Task actions holds Reassign or Change Due Date and Waive (notforactivationblockers).

HOWTO DO IT

1

2

3

Openthe case onthe Checklist tab.

Reassign tasks whose owneris away, or change due dates.

Waive tasks that do not apply, with areason.

hoN

Home

Approvals

My workspace
= Myrequests
i My attendance
@ Myprofie
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. Mv

ONB-2026-00007 - ALPHA DEMO

< AnanyaDas © oined

5  Joined19 Oct2026: Day 1 and induction in progress

roLe Operations Executive, Operations  pLanNNED 19 Oct2026 JjoiNED 19 Oct2026 PROGRESS s

suoDY DivyaPillai cHeckuisT STD-EMPV]  JjoiNERACCESs & Expired

Checklist 6 Joining Verification 0

= Beforejoining

Signed offer letteronfile Blocker

Personal and emergency details
Eorm: Joi \anya Das - Done by Ananya D

Upload identity proof Blocker
Document - Joiner: Ananya Das - Done by A

Upload highest education certificate
Docur Joiner: Ananya Das - Done &

Read and acknowledge the Code of Conduct -

Create e-mail and systemaccounts
Provisioning - IT: Sanjay Verma - Done by Sar

Reserve and prepare laptop

ing or Farhar

Issue office access card
ioning - Faciliti Arjun Kapoor - Done

HR4ON - HR Guide: Hiring and Onboarding - 2 November 2026
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History

@@ Alpha Demo

5

2 Q

7

©® Complete Onboarding

cooroinaTor ArjunKapoor mManacer Rohan lyer

100f10

® Completed

© Completed

@ Completed

@ completed

© Completed

© Completed

@ Completed

© Completed

@ Completed
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EX) Joining blockers and exceptions

The Joining tab lists activation blockers: things that must be done or verified before the person can join, for
example identity verification.

WHAT YOU SEE

e Eachblockershowsits state. Hard blockers must be done, verified or covered by an approved exception that

has not expired.

e RequestException asksforapprovaltoletthe personjoinwith ablockeropen, untila date.

e Exceptions listsrequested and approved exceptions with links to theirapprovals.

HOW TO DO IT

1 Openthecaseandselect Joining .

2 Resolve eachblocker, orselect RequestException ,choose the blocker, the valid-until date and the reason,
and send it forapproval.

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

Q Searchpages and features cerl K

ONB-2026-00002 - ALPHA DEMO

< KabirDemo © Preboarding R Pending

Y= 2activation blockers open

roLe Operations Executive, Operations  PLANNED 25 0ct2026 PROGRESS e 20%

cHeckLisT STD-EMPV]  JoiNer AccEss <. Notissued source Offer OFFER-DEMO-0102

Checklist 13 Verification '3 Provisioning 3 History

© ActivationBlockers ©
@  signedofferletteron file
/A Upload identity proof

A\ Identity verification

© Exceptions

None requested

HR4ON - HR Guide: Hiring and Onboarding - 2 November 2026
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8 7

© View Blockers

COORDINATOR ArjunKapoor Manacer Rohanlyer supboy Notset

@ completed
X Toverify Request Exception
[ Resultreceived Reqguest Exception
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@) Background and identity checks

The Verification tab tracks background andidentity checks, with consent, method, outcome and evidence.

WHAT YOU SEE

e Statesrunfrom Notstarted to Resultreceived , Verified or Rejected .

e Recordingaresult needs the consent reference, method, outcome and evidence (a file orreference).

Restricted notes are visible only to verification readers.

HOWTO DO IT

1 Openthecaseandselect Verification .

2 Recordthe consent andtheresult whenit arrives.

3 Decide Verified or Rejected withareason.

ON

Home

Approvals

My workspace

= Myrequests

y 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

Q  Searchpages and features Ctrl K &) Alpha Demo Q @
ONB-2026-00002 - ALPHA DEMO
< KabirDemo ®Frreboarding X Pending = 4
Y= 2activation blockers open © View Blockers
roLe Operations Executive, Operations  pLANNED 250ct2026 PROGRESS e 20% COORDINATOR ArjunKapoor manacer Rohanlyer Buppy Notset

cHeckLisT STD-EMPV]  JoiNer AccEss <. Notissued source Offer OFFER-DEMO-0102

Checklist 13 Joining 2 Provisioning 3 History

© Backgroundand Identity Checks ©

Education

'} Not started Record Consent
Noconsentyet
Identity Blocker B . (ySimulated [ Resuitreceived | Decide
Consent: Demo consent form (demo) - Demo check SIM-OIAT63F450 - Outcome Clear .
Previous employrmant Cistjanal ) Notstarted Record Consent

No consentyet
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€&) Equipmentandaccounts

The Provisioning tabliststhe requests sent to Assets (laptop, phone, ID card) and to Access (accounts), with
their status.

GOOD TO KNOW
¢ Sending arequest again never creates aduplicate.

s ON ctrl K @b Alpha Demo @ @
Home ONB-2026-00002 - ALPHA DEMO
Approvais < KabirDemo © FPreboarding X Pending e £ -
= 2activation blockers open © View Blockers
My workspace
roLe Operations Executive, Operations  PLANNED 250ct2026 PROGRESS e 20% COORDINATOR ArjunKapoor manacer Rohanlyer Bupboy Notset

My requests
CHECKLIST STD-EMP V] JOINERACCESS { Notissued source Offer OFFER-DEMO-0102

My attendance

My profile

Family & bank @ ProvisioningRequests ©

My job history
f DEMO-ACCOUNTS @ Fulfilled

My leave

My onboarding © Requested | <

My payslips

; L ted
My documents Needed by 2o, © Requeste: <

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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Day-one readiness and confirming joining

Acaseis Ready wheneveryhardblockeris cleared. Onthe first day, confirm the person actually joined.

HOW TO DO IT
1. Openaready case.

2 Onthejoining day select ConfirmJoining .

3 Enterthe Actualjoiningdate andanoptional note, then confirm.

GOOD TO KNOW
¢ Theactualjoining date cannot be in the future.

e Confirmingjoining activates the employee record and starts induction tasks.

e |fthe persondoesnotturnup,use Mark No-show .

¢ Whentheinduction tasks are done, openthe case and select Complete Onboarding to closeit.

ON Q. searct ctr1 K
Home ONB-2026-00003 - ALPHA DEMO
Aewiraaie < Meher samp|e @© Preboarding ® Ready

A Ready: confirmjeining on the first day
My workspace

My requests

i My attendance
Checklist 10 Joining 0 Verification 1 Provisioning 4

My profile

Family & bank 2= Beforejeining

My job history Signed offer letter onfile Bl

My leave
Personal and emergency details

F Joi ne by Arjun Kapoor - Do

My onboarding ' ik
Upload identity proof Blocker

My payslips Document - Joiner - Done by MeeraNa

My documents Upload highest education certificate
Document - Joiner - Done by MeeraNa

My Shifts & Holidays

Upload relieving letter (if any) Optional
Document - Joiner

Documents & pay

Read and acknowledge the Code of Conduct
Ackno e er-D A Done

edgement - Joiner - Done by Arjun Kapoor - Done (demo;

My performance

My timesheet Create e-mail and system accounts

P ing - IT: Sa ma - Done by Sanjay Verma - Demo Accountsref DEMO
My benefits

Reserve and prepare laptop

A My assets Provision ets; Farhan Ali- De

Issue office access card Optional
Provisioning - Facilities: Arjun Kapoor
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ing or Farhar Yemoa Laptop ref DEMO - LAPTC

roLE Software Engineer, Technology PLANNED 22 0ct2026 PROGRESS e

CcHeCKLIST TECH-ENG V] JoiNeraccess () Notissued  source Offer OFFER-DEMO-0103

History

coorbiNATeR Arjun Kapoor

19 0ct 2026 (overdue)

22 Oct 2026 (overdue)

MANAGER KavyaRao

{& AlphaDemo

8. Confirm Joining

BUbDY PriyaSharma

» Open

{2 Open

8 7

9ofll

© Completed

@ Completed

@ Completed [

@ Completed | (7

© Upload

® completed

® Completed

@ Completed

® Done

°Q
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€X) Change the joining date or withdraw

Plans change. Move the joining date or stop the onboarding from More actions .

WHAT YOU SEE

e Change Joining Date moves every task due date withiit, except dates you changed by hand.

e Withdraw stopsonboardingwhenthe candidate pulls out before joining.

who did not arrive.

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

ONB-2026-00001- ALPHA DEMO

< RiyaDemo O Preboarding

7= 2activation blockers open

roLE Software Engineer, Technology

CHECKLIST TECH-ENG V]  JOINER ACCESS

Checkii

17 Joining 2

[@ Missingdocuments
Identity proof, Education certificate

= Beforejoining

Signed offer letter onfile Blocker
A HR: Arjun Kapoor - Done by Afjun
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
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X Pending

pLanneD 03 Nov 2026

) Notissued

Verification 3

ctrl K

PROGRESS ®

Provisioning 4

History

9%

COORDINATOR Arjun Kapoor

source Offer OFFER-DEMO-0101

24 Oct 2026 (overdue)

27 Oct 2026 (overdue)

290ct 2026 (overdue) O

310ct2026 (overdue) >

01Nov 2026 (overdue) :Open

01 Nov 2026 (overdue)

AY KL~ ANN L

@ AlphaDemo

®Q

=) f e

&

Change Joining Date

52 Change Checklist

0

Manacer KavyaRao

®

Give Joiner Access

@

Request Exception

A, Mark No-show

O Withdraw

20f11

@ completed

open @ Fill
> Open @© Upload
» Open @ Upload
» Open © Upload

Acknowledge
®@
© Done

{3 Open

o e A Nana

Mark No-show is for someone
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09 Onboarding tasks and document verification

Task owners across HR, IT, facilities and assets work from one board, and HR checks the documents
joiners upload.
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€3) Theonboarding task board

Onboarding Tasks lists tasks across all joiners: documents to verify, accounts and laptops to provide, Day 1and

induction.

WHAT YOU SEE

e Mine and Allinscope switchbetweenyourtasksandeveryone's.

e Counttabs: Open , Overdue , ToVerify and Done .

e DoTask completesatask;the personiconreassignsit.

HOWTO DO IT

1 Select OnboardingTasks inthe Hire menu.

2 Select Allinscope toseethewholeteam'swork.

3 Select DoTask onatask,oropenthejoiner'scase.

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 ass

ctrl K
Onboarding Tasks ©
80 5 45 1
Open Overdue To Verify
Q Search task, joiner or reference 3% Filters Any date
Task Joiner Due
Karthik
Complete policy e-learning Subramanian ONB- 07 Oct 2026 (overdue)

Meher Sample

ONB-2026-00003

Upload relieving letter (if any)

Ananya Das ONB-
Laptop handover and first sign-in 2026-00007
o " " Kabir Demo ONB-
Upload highest education certificate 2026-00002
) Ananya Das ONB-
Lunch with your buddy 2026-00007

|

Upload highest education certificate Ténv{ i acﬁeyhor\de»r;

ONB-2026-00004
Ananya Das ONB-
Team introductions 5 4 N7

2026-00007

Kabir Demo ONB-
Upload relieving letter (if any) 2026-00002
Meher Sample
Issue office access card ONB-2026-00003

Kabir Demo ONE-

Send welcome note and first-week plan 2026-00002
<020-00002
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19 Oct 2026 (overdue)

19 Oct 2026 (overdue)

20 Oct 2026 (overdue)

20 Oct 2026 (overdue)

21 Oct 2026 (overdue)

21 Oct 2026 (overdue)

22 Oct 2026 (overdue)

22 Oct 2026 (overdue)

22 Oct 2026 (overdue)

@ AlphaDemo

O 8 = B
o 57 More
Done

OWNER WAITING FOR STATE
Joiner: Karthik £\ Overdue
Subramanian
Joiner £ Overdue
IT: Sanjay £\ Overdue
Verma
ro— & Overdue
Buddy: Divya £\ Overdue
Pillai
Joiner £ Overdue
Manager: £ Overdue
Rohan lyer
Tl & Overdue
Facilities: Arjun £ Overdue
Kapoor
Manager: & Overdue
Rohanlyer

[ Columns

@ DoTask

© DoTask

@ DoTask

@ DoTask

@ DoTask

@ DoTask

© DoTask

@ DoTask

@ DoTask

© DoTask

o4

©
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ON YOUR PHONE

Onboarding Tasks ©

The task board onaphone. Mine shows only tasks assignedtoyou; e

switchto Allinscope to see alltasks.
@ 0 0

Overdue To Verify

Q Searchtask, jc 3% Filters [ Anydate

(=)

No onboarding tasks here
Tasks assigned to you for new joiners appear here
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Verify uploaded documents
The Verification Queue lists documents joiners have uploaded that need checking, such as identity proof and
education certificates.
HOW TO DO IT
1 Open OnboardingTasks and selectthe Verification Queue icon, oropenitfrom the case.
2 Select Review onanitem.
3 Openthe file and compare it with the details.

4 Select Verify ,or AsktoClarify or Reject withareason.

GOOD TO KNOW
¢ You cannot verify adocument you uploaded yourself.
e Thejoineris told what to fix when you ask to clarify orreject.

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

Home ONBOARDING

i Approvals < Verification Queue © a

a1l 9 Reviewed
To Review

= Myrequests Q Searchjoiner, reference or documen @ Columns

My workspace

ji My attendance ITEM JOINER SUBMITTED VERIFIER STATE

My profile Identity proof Kabir Demo ONB-2026-00002 Arjun Kapoor - 12 days ago Arjun Kapoor X Toverity &z

Family & bank
1-lofl Rows 20 ¢ <  Pagel/l >
) 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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Verify Submission
Uploadidentity proof: Kabir Demo

Identity proof
id-proof-Demo txt

Reason (required to reject or clarify)

@ Askto Clarify ® Reject

& Open
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Checklist templates

Templates define the tasks every joiner of a type gets: who owns each task, whenitis due relative to the joining
date and whether it blocks joining.

WHAT YOU SEE

e Appliesto setsthe company, department and worker category.

e Tasks have negative due days for before joining, O for Day 1and positive days after.

e Apublishedtemplateis Active .Editanewversionasa Draft ,thenpublishit. Existing cases keep their

version.

HOW TO DO IT

1, Open Onboarding , Moreactions , Checklist Templates .

2 Openatemplate, orselect New Template .

3 Addtasks,then SaveDraft and publish.

7 ON

Home

Approvals

My workspace

= Myrequests

i My attendance

). My profile

Family & bank

) My job history

My leave

My onboarding

My payslips

My documents

Q  Searchpages and features
ONBOARDING

< Checklist Templates ©
Q Search code orname

Template

Intern onboarding INTERN v1

Standard employee onboarding STD-EMP v1
Standard employee onboarding STD-EMP v1
Technology engineers TECH-ENG v1

Technology engineers TECH-ENG v2

1-50f5

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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ctrl K

Draft and active v

APPLIES TO

Alpha Demo, Intern

BetaDemo

Alpha Demo, Employee

Alpha Demo. Technology, Employee

Alpha Demo, Technology, Employee

TASKS

9(2 blockers)

17 (2 blockers)

17 (2 blockers)

19 (2 blockers)

20(2blockers)

CASES

[¢]

(&) AlphaDemo

=) + NewTemplate

EFFECTIVE

24)un2026

24Jul2026

24Jun2026

23Aug2026

Not published

Rows 20 ¢

<

°Q

@ Columns
Status
© Active
@ Active
© Active
@ Active

) Draft

Pagel/1 >
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Ctrl K @D Alpha Demo @ @

Q Searchpagesanc

Home INTERN V1 - ALPHA DEMO

Approvals < Internonboarding © Actve 8 O

EFFECTIVE 24Jun2026 casesusiNgIT 1 versions vl Active

My workspace Published versions are read-only. Create a new version to change the checklist for future joiners
My requests
% Scope
My attendance
My profile Company * Code *
AlphaDemo v INTERN
Family & bank
tal letters, digits, - or

My job history

Name * Worker category Optiona
My leave Intern onboarding ntern v
My onboarding DEPARTMENT DESIGNATION Probation (months) © al

Any Any
My payslips 0

{anded to the employe joining. Emptyuses t a

My documents

Description Optiona
My Shifts & Holidays
Documents & pay
My performance
My timesheet = Tasks O
My benefits Signed offer letteron file Blocker

ned - Action - HR - Befor -4 days

Mv assets
Personal and emergency details
personal-details - Form - Joiner - Beforejoining - -10 days

€X) Onboarding reports

Reports show joiners and conversion, upcoming joiners by week, withdrawal and no-show reasons, blocked or
late verifications and overdue tasks by owner.

hON Q ctr1 K @& AlphaDemo @ @
Home ONBOARDING
Approvals < Onboarding Reports ©
Last 30 days Last 90 days Last 180 days Last 365 days 03-08-2026 O 02-1m-2026 B =)
My workspace
B Showing 03 Aug 2026 to 02 Nov 2026 (inclusive)
My requests
My attendance Joined 2 oy Joiningnext 30 days Rejected checks L Overduetasks
R 3 2 2 2 ® @ 44
My profile
Family & bank
2\ Upcoming Joiners by Week & Withdrawal and No-show Reasons
My job history
: WITHDRAWN  Accepted another offer (Demo) 1
e ‘NVEE“”CZ . 0 c:cy -1 pending - Oblacked
oY NO-SHOW Did not report on the joining date; unreachable (Demo) 1
Neek
My onboarding ‘N'ee‘ o109 o 0rcady 1 pending Oblocked
oV
My payslips
My documents ® Blocked orLate Verifications @ Overdue Tasks by Owner
s idays ONB-2026- old
My Shifts & Holidays }’(‘i{:.:r;?emo KB Identity verification: Resultreceived 25 dniner

Documents & pay IT: Sanjay Verma

Tanvi Placeholder ONB-2026- o R S foire "
00004 entity verification: Rejected  joins 2 Mansger: Roianilyer

My performance

Riya Demo ONB-2026-00001  Identity verification: Not started joins 03 Nov 2026 HR: Arjun Kapoor

My timesheet

Facilities: Arjun Kapoor

My benefits
Manager: KavyaRao 3
Mv assets Assets: Farhan Ali 2
Buddy: Arjun Kapoor 2
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10 The newjoiner's view

Joiners see theirown onboarding under My onboarding and ontheirHome page, from the day they
acceptuntilinduction ends.
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@) My onboarding

The joiner sees their next task witha Start button, their HR contact, manager and buddy, and the checklist by
phase with due dates and who each taskis with.

WHAT YOU SEE

e Joiners complete theirown tasks here: personal and emergency details, identity and education documents,
policy acknowledgements and e-learning.

e Tasks owned by others (laptop handover, team introductions) show who they are with.

TIP

¢ Pointjoiners to this page if they ask what to do before their first day.

My workspace

= Myrequests

i My attendance

) My profile

Family & bank

) My job history

My leave

My onboarding

My payslips

[} Mydocuments

3 My Shifts & Holidays

) Documents & pay

) My performance

My timesheet

My benefits

P Myassets

Mv salarv
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Ctrl K

My Onboarding © @ eines

&

Next: Complete policy e-learning

roLE Operations Executive, Operations  JoINED 190ct2026 DONE s

HR CONTACT Arjun Kapoor ManaAcGER Rohanlyer esuppy DivyaPillai &9

=

(©]

Before joining

Personal and emergency details
Done 21 0ct 2026

Upload identity proof
Done21Oct 2026

Upload highest education certificate
Dene21 Oct 2026

Upload relieving letter (if any)
Done210ct 2026

Read and acknowledge the Code of Conduct
Dene 21 Oct 2026

Day1

Day 1welcome and orientation
WithArjunKapoor - 19 Oct 2026

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

Firstweek

68%

) Open

@ AphaDemo 12 @
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ON YOUR PHONE

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

© Joined

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

suppy DivyaPillai &
£ Beforejoining

Personal and emergency details
Done 210ct 2026

Upload identity proof
Done 210¢t 2026

Upload highest education certificate
Done 21 0ct 2026

Upload relieving letter (if any)
Done 210ct 2026

Read and acknowledge the Code of Conduct
Done 210ct 2026

Day1

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

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

¥ Next: Complete policy e-learning

@ i

Home Attendance
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1T probation and confirmation

Afterjoining, the probationreview decides confirmation. Itlivesin  Employment changes .

m Probation reviews

Employment changes , Probation listsreviews due, overdue, awaiting approval and completed, with the

evaluatorand the probation end date.

HOW TO DOIT

1 Open Employmentchanges andselect Probation .

2 Openareview to see the criteriaand outcome.

3 The evaluator submits; the confirmation or extension then goes for approval.

GOOD TO KNOW

¢ Confirmationletters are generated from Documents & letters once confirmationis approved.

70N

Home

Approvals

My workspace

= Myrequests

@ My attendance

) My profile

Family & bank

) My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets

Q Search page:

Probation ©

ctr1 K

o 3 A0
Due Overdue

Q Search name or number

EMPLOYEE DEPARTMENT

firi}(-’ﬁn Technology

ﬁr\tﬁh?ubramanian Technology

?STYTPES Operations
1-30f3
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& Anydate
Review due ™
24Feb 2027

17 Mar 2027

03 Apr2027

Awaiting approval

Probation ends

11 Mar 2027

01 Apr2027

18 Apr2027

0

Completed

EVALUATOR

Priya Sharma

PriyaSharma

Rohanlyer

@ AlphaDemo @ @
More v
[ Columns
Status PROPOSAL

(® Due
© Due
(@® Due

Rows 20 ¢ <  Pagel/l >
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12 Recruitment reports and settings

Measure how hiring is going and keep the pipeline stages and interview templates right.

E€3) Recruitment reports

Reports show the hiring funnel, time to filland offers and joining, by requisition, source orlocation.

WHAT YOU SEE

e Hiring funnel countsapplicationsreaching each stage and the hire percentage.

e Timetofill measures daysfromapprovalto acceptance.

e Offersandjoining tracks acceptance, declines and no-shows.

70N

Home

Approvals

My workspace

= Myrequests

% 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

Recruitmentreports ©

Overview  Requisitions  Candidates

ctr1 K

[UICTPNSIY  Timetofil  Offersandjoining

Applications

A

GROUP

RQ-2026-0001Senior Backend Engineer
RQ-2026-0001 Support Engineer
RQ-2026-0003 Software Engineer

Total
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This month Last 3months This financial year Alltime

Reached interview

O 3

APPLIED

6
2

i

By requisition L4
< Reached offer
2
SCREENING INTERVIEW FINAL OFFER
5 3 2 1
1 0 o 0
i1 31, gL i
7 4 3 2

HIRED

REJECTED

@& Alpha Demo

®Q

® < @

Hired

1

1.1% ppli

‘WITHDRAWN HIRE %

0 0%
[ 0%
0 100%
0 111%
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Pipeline stages and interview templates

Settings (HR administrators) sets the pipeline stages and interview scorecard templates, for allcompanies or

one company.

WHAT YOU SEE

e Fachstage hasthe name the candidate sees, whether evidence is required, whether the hiring manager may

move candidates, and how many days before it counts as ageing.

* Interviewtemplates setthe scorecard criteria.

hoN

Home

i Approvals

My workspace

= Myrequests

i My attendance

). My profile

Family & bank

) My job history

My leave

My onboarding

My payslips

My documents

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Q  Searchpages and features

Recruitment settings ©

Overview Requisitions Candidates Hires

= Pipelinestages O

10 Applied Applied

Ctrl K

Candidate sees "Application received”. Ageing after 3 days. 2 applications

20 Screening Screening

Candidate sees "Underreview”. Evidence required. Ageing after 5 days. 3 applicatior

30 Interview  Interview

Candidate sees "Interviews", Hiring manager may move. Ageing after 10 days. 1 applicat

40 Finalreview Assessment

Candidate sees "Final review". Evidencerequired. Hiring manage

50 Offer oOffer

Candidate sees "Offer”. Ageing after 7 days. I 2pplication,

60 Hired Hired

date sees "Offeraccepted”. Ageing after 30 days. 1 application
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Pipeline stages Interview templates Default for allcompanies v

1application

G AlphaDemo

+ Add Stage

Y A A Y A \I

2Q
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A Words used in this guide

Position
An approved seat in the organisation structure that a hire fills.

Requisition
The approved request to hire one or more people forarole.

Opening
One person to be hired on arequisition.

Posting

Publishing a requisition ona channel such asinternal jobs or the careers site.

Application
One candidate applying for one requisition. Eachis decided onits own.

Stage
Astepinthe pipeline, such as Screening or Interview.

Ageing
A candidate has stayedin a stage longer than the stage allows.

Owner
The HR person following up a candidate.

Scorecard
Aninterviewer's structured ratings, recommendation and evidence.

Panel
The interviewers for one interview.

Band
The salary range set on the requisition. Offers outside it are flagged.

Offer version
Eachrevision of an offeris a new version that needs approval.

Hire hand-over
An accepted offer waiting for HR to create the preboarding record.

Preboarding
The period between accepting an offer and the first day.

Onboarding case

Onejoiner's onboarding record with checklist, checks and provisioning.

Blocker
Something that must be done or verified before the person canjoin.

Exception
Approved permission to join with a blocker still open, until a date.

Buddy
A colleague who helps the joinerin their first weeks.

Coordinator
The HR personwho looks after ajoiner's case.
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No-show
Ajoiner who did not arrive on the joining day.

Induction
The first weeks afterjoining, with Day 1, first week and first month tasks.
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