HR//ON

HR Guide: People and
Employee Lifecycle

Keep employee records right, manage changes, letters and
policies, contractors, exits and clearance, and help employees
use self-service.

WHO IT'S FOR COVERS

HR administrators and HR operators Employee records, org chart,
employment changes, probation,
matrix managers, documents and
letters, contingent workforce,
separations, exit clearance, assisting
employees, self-service help
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About this guide

This guide is forthe HR team. It follows the life of an employee in HR4ON: the employee record, changes to their
job, the letters and policies they receive, the contractors who work alongside them, and finally their exit and
clearance.

The screenshots show Meera Nair, the HR administrator of the Alpha Demo company, who can see every
company. HR operators (for example Arjun Kapoor) have the same screens and buttons, limited to the company
they look after. Where an HR operator sees something different, the guide says so.

Hiring and onboarding new joiners are covered in the separate guide HR Guide: Hiring and Onboarding. Pay,
salary revisions and final settlements are covered in the payroll and compensation guides.

What you candoin HR4ON

Find any employee, filter and export the
register, and read every part of the employee
file

Add anemployee, correct details and record
dated assignment changes

Check bank account and family changes that
employeesrequest

Propose and track transfers, promotions,
confirmations and other employment changes
with effective dates and approvals

Run probation reviews and give matrix
managers access for people outside theirline
Generate letters from templates, publish
policies and track acknowledgements, and
verify documents

Register contractors, manage vendor
contracts and deployments

Initiate exits, agree notice and last working
days, run exit clearance, record exit interviews
and close cases

See where anemployee'srequests stand, and
keep the self-service help answers up to date

Before you start

e OpenHR4ON inaweb browseronyourlaptop,

oronyour phone. Onaphone youcanadditto
yourhome screen and useitlike an app.
Signinwith yourusername or work email and
your password. Use Acceptaninvitation the
firsttime, or Can'tsignin? if youarelocked
out.

What you see depends onyourrole. If amenu
orbuttonin this guide is missing for you, ask
your HR administrator.

G Ared outlinein a screenshot shows where to
click orlook.

Button Words shown like this are labels you will see
onscreen.

The screenshots use the HR4ON demonstration company, so the names, numbers and dates are examples. Names, companies,
vendors and amounts in the screenshots are demo data.
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Ol Gettingstarted

Where the HRwork livesin HR4ON, what an HR operator sees, and how approvals reach you.

@) Yourhomepage

Afteryousignin, Home shows what needs your attention today: approvals, tasks, people joining and leaving,

and quick actions for the things HR does most.

WHAT YOU SEE

e Theleft menu groups the HR screens. Most of this guide uses the People group: Employees, Orgchart,
Employment changes, Matrix managers, Documents & letters, Assets, Contingent workforce, Separations,

Exit Clearance and Assist an employee.

¢ The quick actions on Home open commonjobsin one tap, forexample Proposechange or Initiate Exit .

e Cards suchas pending documents, employment changes and clearance tasks link straight to the right list.

HOW TO DO IT
1 Signinwithyourusername orwork email and password.

2 Lookatthe cardsonHome and select one to open the list behind it.

3 ) Usetheleftmenuto move betweenHR screens.

ON Q searchpagesand features ctr1 K

Home

Good evening, Meera Monday, 2 Novémber ~ AlphaDemo

Welcome back, Meera

[ Approvals

EwotE o ace ® AlwaysON foryou
= Myrequests

My attendance

i = & e ©)
) My profile
Clock infout MyRequests Apply Leave My Shifts Logtime
Family & bank
My job history =  TODAY.MONDAY,2NOVEMBER ~( Notinyet

i

09:30-18:30 - GEN

My leave

SHIFT STARTED

¥ My onboarding 09 % 30

My payslips

> Innotyet  [> Outnotyet Alpha Demo
a1% ) Setup81% done
My documents 3go-live blockers. Next: Approval

© Share locationwhen punching @ ()

® My Shifts & Holidays

Documents & pay
@ Workingremotely ©
My performance
My attendance
My timesheet
My benefits TODAY'S SHIFT
3 09:30-18:30 <
2 Mvassets GEN - General shift PunchReviews
Next: Tuesday, 3 November, 09:30 -18:30 lwaithaloeyou Tescalated
(GEN)
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b Alpha Demo @ @

o B

Give Kudos My payslips Claimexpense

n Needs Your Attention
@ 2to acknowledge

Benefits enrolment window opens

HR Dashboard
L
23

Headcount on 02 Nov - No decisions waiting
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HR administrator and HR operator

HR4ON has two HR roles. The HR administrator sees all companies. An HR operator does the same day-to-day
work forone company only.

WHAT YOU SEE

e AnHRoperatorsees employees, changes, letters, contractors and exits only for their own company. Filters
suchas Company list only that company.

e Some settings stay with the HR administrator, for example letter signatories, custom profile fields and

checklisttemplates.

¢ Neitherrole can approve their ownrequest. HR4ON sends it to another approver.

hoN

Home

Approvals

My workspace

= Myrequests

)i My attendance

@ My profie

% Family & bank
My job history
My leave
My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet

My benefits

Q searchpagesand features

Employees ©

ctrl K

Employeerecords JIEIIS=EIY

Q Searchname, number or work email

Employee number

ALP00001

ALP00013

ALP00018

ALP00005

ALP00016

ALP00008

ALP00014

ALP00015

ALP00002

ALP00009

ALP00004

ALP00010

ALP00012

Al POOOO3

3% Filters

Name

@ AaravMehta
@ Aditya Gupta
@ AnanyaDas
o ArjunKapoor
@ Divya Pillai
o Farhan Ali
© sniesose
@ Karthik Subramanian
@ Kavya Rao
0 Lakshmi Menon
@ Meera Nair
o Neha Joshi
@ Priya Sharma

MM cononiver

B Anydate

DEPARTMENT

Operations

Technology

Operations

People & Culture

Operations

Operations

Technology

Technology

Technology

People & Culture

People & Culture

Finance

Technology

Onerations

MANAGER

KavyaRao

Rohan lyer

Meera Nair

Rohanlyer

Rohanlyer

Kavya Rao

Priya Sharma

AaravMehta

Meera Nair

AaravMehta

Vikram Shah

KavyaRao

Aarav Mehta

& & 2+ Add Employee

WORK LOCATION

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hvderabad HQ

@ AlphaDemo @ 0

[ Columns

Status

@ Active
@ Active
@ Active
@ Active
@ Active
© Active
@ Active
© Active
@ Active
@ Active
@ Active
@ Active
© Active

@ Active

The employee list as Arjun Kapoor, HR operator for Alpha Demo: only Alpha employees are shown.
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Approvals that come to HR

Bank account changes, family detail changes, employment changes, letters and many other HR actionsneed a
second person. When one is waiting foryou it appearsin Approvals .

WHAT YOU SEE

e  Waiting forMe listsrequests you candecide now. MyRequests lists whatyou have sent.

e DecidedbyMe keepsarecordofyourdecisions. AllRequests (HRandadministrators) shows everyrequest
inyour scope, with the current step and how overdueitis.

e Openarequestto seethe before and aftervalues, attachments and history, then approve, return orrejectit.

HOW TO DO IT
1) Select Approvals inthe menu.

2 Open Waiting forMe .

3 Selectarequesttoopenitanddecide.

GOOD TO KNOW
e Youcannot approve arequest youraised yourself.

e Overduerequests escalate automatically to the next approver.

hoN =

ctrl K

Search pagesar

Home
Approvals ©

0 0
Waiting for Me My Requests

My workspace

Q Searchtitle orreference 3% Filters

= Myrequests
REQUESTED BY

@ Sunita Patil
@ Divya Pillai
© shitaBose
e Priya Sharma

Request
i My attendance

Sunita Patil - 1day Casual Leave
) My profile

Family & bank Divya Pillai - 1day Casual Leave

) My job histor
11 L/ Ishita Bose - 1day Casual Leave

My leave

Priya Sharma - 5 days Earned Leave
My onboarding

My payslips 1-4of4
My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mv
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& Decidedby Me

B Any date
IMPACT CURRENT STEP
_— Manager approval
High act
& Highimp: Steplof] 7 escalated
& Highimpact Managerapproval
Steplof] 7 escalated
& Highimpact Manager approval
Steplof] A escalated
i Manager approval

of 1 7 escalated

0

" Needs anApprover

b AlphaDemo

®Q

S @ Workflow Monitor

AllRequests

[ Columns
Age Due STATUS
Tdaysago Overdue - ¢ days ago & Overdue
Tdaysago Overdue - 9 days ago £ Overdue
Tidaysago  Overdue -9 days ago A Overdue
Tdaysago Overdue - 9 days ago £ Overdue
Rows 20 & < Pagel/l >
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ON YOUR PHONE

Approvals on a phone: the same tabs, with one card perrequest. Approvals ©

e 0 < 0 @ Decidedb)
Waiting forMe My Requests

Q Searchtitle orrefere 3 Filters (& Anydate

@ Overdue

(=)

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

@ m

Home Attendance
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02 Employeerecords

The employee registeris the single source of truth for who works for you. Everything else in HR40ON
reads fromit.
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E3) The employeelist

Open Employees to seeeveryoneinyourscope. Useitto find a person, check who manages whom, orexport a

list.

WHAT YOU SEE

e Employeerecords isthe HRview withemployee number, name, department, manager, work location and

status.

e Directory isthe colleague view with work email and phone, the same view employees see.

e Statusshows Active , Preboarding , Onnotice , Separated andsoon. Separatedand cancelledrecords
are hidden unless you ask for them in the filters.

HOWTO DO IT

1 Select Employees inthe People menu.

2 Typeaname ornumberinthe searchbox.

3 Selectarowtoopenthe employeefile.

hoN

Home

Approvals

My workspace
Y= Myrequests
i My attendance
@ Myprofie
Family & bank
My job history
My leave
7 My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets
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Q Searchpagesand features

Employees ©

{ Employee records ] Directory

ctrl K

Q Searchname, number or work email =% Filters B Any date

Employee number

ALP000OL

ALP00013

ALP00018

ALP00005

ALP00016

ALP00008

BETO0001

ALP00014

ALP00015

ALP00002

ALP00009

ALP00004

ALP00010

BETARAAT

Name

@ AaravMehta
@ Aditya Gupta
@ Ananya Das
0 Arjun Kapoor
@ Divya Pillai
@ Farhan Ali
@ Harish Kulkarni
0 Ishita Bose
e Karthik Subramanian
@ Kavya Rao
@ Lakshmi Menon
@ MeeraNair
o Neha Joshi

M

DEPARTMENT

Operations

Technology

Operations

People & Culture

Operations

Operations

Operations

Technology

Technology

Technology

People & Culture

People & Culture

Finance

Teioklas

MANAGER

Kavya Rao

Rohan lyer

Meera Nair

Rohan lyer

Rohan lyer

Kavya Rao

Priya Sharma

AaravMehta

Meera Nair

AaravMehta

Vikram Shah

Unrinh Wadllaeni

@ Alpha Demo

WORK LOCATION

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

BengaluruHQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Banmakim LA

[ Columns

Status

© Active

© Active

@© Active

© Active

@ Active

© Active

© Active

© Active

© Active

@© Active

@ Active

© Active

© Active

) Activa

2Q
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ON YOUR PHONE

On aphone each employee is a card with department, managerand

location.
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Employees ©

& <L - 2+ AddEmployee

Employeerecords NI

Q' Searchname, numbe I Filters [ Anydate

@ Aarav Mehta © Active

Operations
ALP00001 @ Hyderabad HQ

@ Aditya Gupta © Active

Technology
ALP00013 R KavyaRao © Hyderabad HQ

@ AnanyaDas Q)5

Operations
ALP00018 R Rohanlyer ® Hyderabad HQ

° Arjun Kapoor @© Active

People & Culture
ALP00005 & MeeraNair © Hyderabad HQ

© oivyariai © Active

Operations
ALP0O0016 R Rohanlyer ® Hyderabad HQ

@ Farhan Ali o

Operations

@ i

Home Attendance
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Filter, choose columns and export

Narrow the list to a company, department, location, manager, worker category or status, or see the organisation

asitwasonan earlier date.

WHAT YOU SEE
e Company , Department , Branch and Worklocation filter by organisation unit.

e Manager (directreports) shows one manager's team. Worker category separates employees,internsand

others.

Status : by default separated and cancelledrecords are hidden. Asofdate showseachperson's
assignment on that date.

Anydate filtersonjoining date. Active filters show as chips above the list; select a chip's cross toremoveiit.

e Columns adds fields suchaslegal name, employment type, joining date, confirmation date, probation end,

cost centre and pay group.

HOW TO DO IT
. Select Filters .

. Choose the values youwant and apply them.
‘ Select Columns toadd orhide columns.

. Selectthe Export icontodownloadthelistas aspreadsheet, oruse the printiconforaPDF.

TIP
e Moreactions (three dots)holdsthe spreadsheetimports forbulkloading and, for HR administrators,
Custom fields .

Filters

Company

Allcompanies inmy access

Branch

Any

Department

Any

Work location

Any

Manager (direct reports) Optional

Q  Type 2+ letters of aname or number

Worker category

Any

Status.

Current (not separated)
By default separated and cancelled records are hidden
Asofdate

dd-mm-yyyy

Shows each person's assignment effective on this date
Empty =today.

Reset

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026
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The employee file: Overview

Selectapersonto open theirdigital employee file. The header and the Overview tab give you the essentials at a

glance.

WHAT YOU SEE

¢ The header shows employee number, company, status and the summary line (designation, department,
joining date).

e Asof letsyoulookatthe person'sassignmentonany date, past orfuture. Ablue notice reminds you when
you are notlooking at today.

e Work lists manager, location, grade and contact details. Profile Completeness shows which details are still

missing.

e EmploymentEpisodes lists each employmentif the personhasleftandrejoined.

If achange to this personis waiting forapproval, a notice at the top links to the request.

HOW TO DO IT
1 Open Employees and selectthe person.

2 ) Readthe Overview tab.

3 Usethe tabstomove to Personal, Employment, Identity & bank, Documents and History.

7ON Q Searchpages and features ctrl K @ Aphademo | B @
Home ALPO0O012 - ALFHA DEMO
D Approvals < PriyaSharma © fctive &
DESIGNATION Senior Software Engineer peparTMENT Technology  Joinep 23 Oct2023 asoF  02-11-2026 [}
My workspace ®
= Myrequests
{] Personal Employment Identity & bank Documents History
) My attendance
@ Myprofie @ Work R Profile Completeness 43%
Family & bank DESIGNATION DEPARTMENT
Senior Software Engineer Technology © Date of birth
© Myjob history
TEAM REPORTING MANAGER @ Personal mobile number
My leave Platform Engineering Kavya Rao @ Current address
WORK LOCATION WORK MODE O Emergency contact
¢ Myonboarding Hyderabad HQ Hybrid QO Profile photo
My payslips WORK EMAIL WORK PHONE O salary bank account
priya.sharma@alpha.example +919000020013 O PAN
My documents INED DIRECT REPORTS
230ct2023 - 3yrs 2

My Shifts & Holidays © Employment

Documents & pay

=+ Additional Information £ Edit EMPLOYEE NUMBER
ALP00012
My performance
T-SHIRT SIZE COMPANY
My timesheet Not set Alpha Demo
WORKER CATEGORY
My benefits Eipicas
2 Mvassets EMPLOYMENT TYPE
Full-time:

PAYROLL

Ermmlruaa navrall

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026
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ON YOUR PHONE

ALPO0O12 - ALPHA DEMO

My Profile

© Active

Employees see theirown file under My profile , here onaphone.

<

DESIGNATION Senior Software Engineer
@ DEPARTMENT Technology

2 JOINED 23 0ct 2023

ASOF = 02-11-2026

Personal ~ Employment Identity &banl

@ Work

DESIGNATION DEPARTMENT
Senior Software Engineer  Technology

TEAM REPORTING MANAGER
Platform Engineering KavyaRao

WORK LOCATION WORK MODE
Hyderabad HQ Hybrid

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

JOINED DIRECT REPORTS
230ct2023-3yrs 2

= Additional Information

T-SHIRT SIZE

Not set

@ m B

Home Attendance Payslips
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EX) Personal details, addresses and family

The Personal tab holdsthe person's own details: personal details, addresses, emergency contacts, family and
dependants, qualifications and previous employment.

WHAT YOU SEE

e Eachsectionhasitsown Edit button. HR edits directly; every changeisrecorded in History with yourname

andreason.

e Employees change their contact details, addresses and emergency contacts with Request Change ; family
members and nominees are changed through Family & bank . Those requests come to HR for approval.

HOWTO DO IT

1 Openthe employee andselect Personal .

2 Select Edit onthesectionyouneed.

3 Makethe change, give areasonand select Save .

GOOD TO KNOW

e Do not edit afamily member here while the employee has a family change waiting for approval; decide the request

first.

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

Q Searchpages and features Ctrl K

ALPO0OQ12 - ALPHA DEMO

< PriyaSharma ©#ctve

@ DESIGNATION Senior Software Engineer DepARTMENT Technology JoineD 23 Oct 2023
®

Overview [] Employment  Identity&bank ~ Documents History

A Personal Details

LEGAL NAME
Priya Sharma

DATE OF BIRTH
230ct1996

MARITAL STATUS
Not set

PERSONAL EMAIL
priya.personal@example.com

© Addresses 2 Edit

Current

Flat 112, Example Residency, Demo Layout, Hyderabad, Demo State,
500025,IN

A Family & Dependants £ Edit

Nodependants recorded

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

PREFERRED NAME
Not set
GENDER
Female

NATIONALITY
Not set

PERSONAL MOBILE
+919000010012

- Emergency Contacts

No emergency contact yet

< Qualifications

No qualifications recorded

@D Alpha Demo Q @

AsofF  02-11-2026 m]

£ Edit

2 Edit

2 Edit
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Edit personal details
Firstname *
Priya

Lastname*

Sharma
Date of birth

23-10-1996

Personal email
priya.personal@example.com

Marital status

Choose

Reason for the change *

Recordedin the employee's history.

The Edit personal details

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

Middle name

Preferred name

Gender

Female

Personal mobile

+919000010012

Nationality

Sonsel a

dialog. Every change asks forareason.
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€X) Employment and assignment history

The Employment tab showsthe employmenttermsandthe person's assignment: department, location,
establishment, manager, grade and so on, with the full dated history.

WHAT YOU SEE

e Employment holds joining date, worker category, probation and confirmation dates. Edit correctsthem.

e Assignmentasof showsthe assignmentonthe selected date. New Dated Change addsanew row froman

effective date.

e Assignment History lists every row withits dates. Badgesshow Current , Future (startslater)and
Corrected . The spannericon corrects arow that was wrong from the start.

e Forapreboarding employee anotice offers Activate onthejoiningday, or CancelHire .

HOW TO DO IT

1. Openthe employee and select Employment .

2 Select NewDated Change torecordachangefromadate, orthe spannericonto correctapastrow.

3 Fill Effectivefrom ,the new valuesandthereasoncode, thensave.

GOOD TO KNOW

e Fortransfers, promotions, manager changes and other changes that need approval, use  Employment changes
(chapter4). New Dated Changeis for HR corrections and simple dated updates.
e Eachrow coversits start date up to the day before the next row starts.

7 ON

ol Home

Approvals

My workspace
= Myrequests
i My attendance
) My profile
® Family & bank
9 Myjob history
My leave
# My onboarding
My payslips

3 Mydocuments

® My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Q Searchpage

ALP0OOQ14 - ALPHA DEMO

< IshitaBose O Active

eatures ctrl K

@ DESIGNATION Software Engineer DpeparTMENT Technology JoiNeD 10 May 2026
®

Overview

© Employment

EMPLOYEE NUMBER
ALPO0O14
WORKER CATEGORY
Employee

CONFIRMATION DATE
10 Nov 2026

SIGN-IN ACCOUNT
ishita

@ Assignmentasof 02Nov2026 ©

DESIGNATION
Software Engineer
TEAM

Platform Engineering
ESTABLISHMENT

Not set

WORK MODE

Hybrid

FTE

Iatatya
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Personal (NSNS  (dentity & bank

Documents  History

COMPANY

Alpha Demo
JOINING DATE
10 May 2026

WORK EMAIL
ishita.bose@alpha.example

GRADE
Grade 3

BRANCH
North Branch

MANAGER

KavyaRao

b Alpha Demo @ @

=]
AsoF  02-11-2026 [}
£ Edit
STATUS
@ Active
PROBATION ENDS
Not set
WORK PHONE
+919000020015
&} New Dated Change
DEPARTMENT
Technology
WORK LOCATION
Hyderabad HQ
EMPLOYMENT TYPE
Full-time
PAY GROUP
Not set
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€X) !dentity documents and salary bank account

The Identity & bank tab holdsidentity numbers (such as PAN and Aadhaar) and the salary bank account. Values

are masked.

WHAT YOU SEE

e Identity Documents lists eachidentifier withitsverification state. Addldentifier addsanew one;itreplaces
the active value of the same type. Markverified records that youhave checked the original. Retire identifier
ends one thatis nolongervalid.

Waiting for approval marks a new version still being approved.

The eyeiconreveals amasked value. HR4ON asks for areason and records who looked.
Salary Bank Account lists each accountversion. Inuse marks the account payroll uses today;

e RequestBank Change startsabankchange onthe employee'sbehalf. It goesto payroll forapproval.

HOW TO DO IT

1. Openthe employee andselect Identity & bank .

2 Toverify anidentifier, check the original and select Mark verified .

3 Tochangethe bankaccount, select RequestBank Change |, fill the account, IFSC and effective date, tick the
evidence check and select SubmitforApproval .

GOOD TO KNOW

¢ Only people allowed to see sensitive data see this tab.
o Salary keeps going to the current account until the new one is approved.
¢ Afterthe payroll cutoff, use the 1st of next month as the effective date.

hoN

ol Home

i Approvals

My workspace

= Myrequests

i My attendance

) My profile

& Family & bank

& Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

S My Shifts & Holidays

Documents & pay
My performance
My timesheet

& Mybenefits

2 Mvassets

Searchpages and f

Ctrl K

ALP0OOOI5 - ALPHA DEMO

< [Karthik Subramanian © Actve

@ DESIGNATION Software Engineer DePARTMENT Technology JoiNeD 02 Oct 2026
[a]

Overview ~ Personal  Employment (EEICEELE S Documents  History

© Identity Documents &

PAN
seee 015T ®
Derr 1ot a real PAN

= o)

ii  SalaryBankAccount ©

Demo Bank - SYNTOOQO15  Inuse
seee (0151 @
Sbisra

Karthik Subramanian - from 02 0ct2026 - Demo se
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G AlphaDemo Q @

AsoF  02-1-2026 m]

+ Add Identifier

© Verified 1=}

il RequestBank Change

@ Approved
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Requestabank account change

Payroll uses the new account only after approval, from the effective date. Batches
already approved keep the account they were approved with,

Account holder name *

Karthik Subramanian

Accountnumber* Confirm account number *

Bankname Optional

Effective from* Verificationnote Optional
01-12-2026 (m] e.g. cancelled cheque checked

After the payroll cutoff, use the Ist of next month.

| verified the account against a cancelled cheque orbankletter

Reason for the change *

Recordedin the employee's history

Cancel Submit for Approval

Request abank account change. The account numberis typed twice.
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Documents and history

The Documents tabisthe person's private file of offerletters, ID proofs, certificates and contracts. The
History tabisthe audit trail of every change to therecord.

WHAT YOU SEE

e AddDocument uploads afile with a category, title, issue and expiry dates. Tick Confidential forfiles only the
employee and sensitive-data holders may see.

e Fachdocumentshows Verified or Pending . Markverified recordsthatyoucheckedit; Archive document
removes it from the active list.

¢ History shows who changed what, when and why. Sensitive values appear as [redacted].

HOWTO DO IT

1. Openthe employee and select Documents .

2 Select AddDocument ,choose the file, category and title, then upload.

3 Select History toseethe audittrail.

GOOD TO KNOW

e Everydownload of a confidential file isrecorded.

hoN

)l Home

Approvals

My workspace

Y= Myrequests

@ My attendance

) My profile

® Family & bank

&© Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Search pages and features cerl K

ALP00012 - ALPHA DEMO

< PriyaSharma ©active

@ DESIGNATION Senior Software Engineer  oeparTMenT Technology  joinep 23 Oct 2023
®

Overview Personal Employment Identity & bank m History

B Documents ©

IN THE DOCUMENT REPOSITORY

Signed employment contract
Contract - emplayment-contract.pdf - 21KB - added 22 Oct 2026
@ Verified

Background verificationreport
Background verification - bgv-report.pdf - 22 KB - added 22 Oct 2026
© Verified
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0 Ctrl K @D Alpha Demo Q @
Home ALPOOOQI12 - ALPHA DEMO
Approvals < PriyaSharma © Actve &
DESIGNATION Senior Software Engineer DEPARTMENT Technology JoINED 23 Oct 2023 AsOF  02-11-2026 ]
My workspace
My requests
Overview Personal Employment Identity & bank Documents
My attendance
My profile © History ©
Family & bank
Created Address 2

My job history c 01al634-459d-7e84-937f-8ef 7beOcdOec

Hyderabad
My leave IN

o
My onboarding Flat112, Example Residency

DemoLayout
My payslips 01al63f4-344f-7c36-8f61-5c02a510eeal

500025
My documents Synthetic State

My Shifts & Holidays

>

6, 7:41pm - System

01a163f4-344f-7c36-8f61-5¢02a510eea0
Documents & pay

1996-10-23
Priya

My performance Female
false

My timesheet Sharma

priya.personal@example.com
4919000010012

My benefits

Mv assets

Created Employment 026,7:41pm - System
01a1634-344f-736a-ba35-982a5a395cc
Date 2024-04-23
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€X) Theorgchart

The org chart shows reporting lines as of a date. Use it to check who reports to whom before a change, orto
explain the structure to anew manager.
WHAT YOU SEE
e Eachcard shows name, designation, department, location and the number of direct reports.
e Findaperson highlights matching people. Asof showsthe chartonanotherdate. Company limitsittoone
company.
e Expandall and Collapseall openorclose everyteam.
HOW TO DO IT
1 Select Orgchart inthe People menu.

2 Selectacard'sarrowto openthat person's team.

3 Selectanametoopenthe employeefile.

ON Q  Searchpages and features ctrl K ) AlphaDemo @ @
Home PEOPLE > EMPLOYEES
Approvals < Org Chart o @
Findaperson Asof Company
Q Name, role ordepartment 02-11-2026 [u] Allinmyview v < i
My workspace
My requests
L - Aarav Mehta %
Chief Executive Officer - Operations - Hyderabad HQ
i My attendance
G KavyaRao %
) My profile Engineering Manager - Technology - Hyderabad HQ
Family & bank Aditya Gupta
Software Engineer - Technology - Hyderabad HQ
) My job history -
Ishita Bose
Software Engineer - Technology - Hyderabad HQ
My leave
~ Priya Sharma 2
7' My onboarding SeniorSoftware Engineer: Technology - Hyderabad HQ
My payslips Karthik Subramanian
Software Engineer- Technology - Hyderabad HQ
My documents
ZaraKhan
ntern - Technology - Hyderabad HQ
My Shifts & Holidays
Sanjay Verma
Documents & pay Platform Administrator - Technology - Hyderabad HQ
My performance s Meera Nair 2
HR Business Partner - Pecple & Culture - Hyderabad HQ
My timesheet )
Arjun Kapoor
HRExecutive - People & Culture - Hyderabad HQ
My benefits
LakshmiMenon
2 Mvassets Employee Relations Specialist - People & Culture - Hyderabad HQ
5 Rohan lyer 3
OperationsManager - Operations - Hyderabad HQ
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03 Adding and correcting employee details

New starters normally arrive fromrecruitment and onboarding. You can also add an employee directly,
and you keep the record accurate as things change.
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E2) Addanemployee

Use AddEmployee forpeople who did not come through recruitment, forexample transfersin fromanother
group company. HR4ON checks for duplicates before anythingis saved.

WHAT YOU SEE

The formhas four steps: Person , Employment , Assignment and Review .
e Person :firstandlastname, preferred name, date of birth, gender, personal email and mobile.

e Employment :company (legal employer), employee number (empty uses the company's number series),
joining date, worker category, work email and phone, probation end.

e Assignment :department, designation, grade, location and manager from the joining date. Review checks
everything before you create the record.

HOW TO DO IT
1. Open Employees andselect AddEmployee .

2 Fillthe Person stepandselect Continue .
3 If HR4ON finds a possible duplicate, openitand choose Rehire Same Person orcontinue as anew person.

4 Complete Employment and Assignment ,check Review and create the employee.

TIP
e Select SaveDraft tokeepyourentriesandcontinue lateronthe same device.

GOOD TO KNOW

e People are never merged automatically. If the person worked foryou before, rehire them instead of creating a
second person.

e Afuturejoining date creates a preboarding record. It becomes active on the joining day.

4 'ON Q  Searchpages and f cerl K D Alpha Demo @ @
) Home PEOPLE > EMPLOYEES
i Approvals < Add Employee 6] (& saveDraft
(1 Person ) 2 Employment 3 As 4 Review
My workspace
A Person
= Myrequests
}iI My attendance Firstname * Lastname *
Rehana Qureshi
My profile
Middle name Optional Preferredname Optional
@ Family & bank
Rehana
D Myjob history -
Date of birth Optiona Gender Optiona
My leave
dd-mm-yyyy [m] Not set v

My onboarding
Personal email Optional Personal mobile Optiona
My payslips

3 Mydocuments

S My Shifts & Holidays & Back

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets
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EX) Activate or cancel a preboarding employee

People who have accepted an offerappear with the status Preboarding until their first day.

HOW TO DO IT
1. Openthe employee and select Employment .

2 Onthejoining day select Activate , orselect CancelHire if they willnotjoin.

GOOD TO KNOW
e Activate isonly available from the joining date onwards.
e Mostjoiners are activated from the onboarding case instead; see the hiring and onboarding guide.

Custom fields
Custom fields add company-specific details to the employee file, for example a uniform size or a union
membership number. They appearunder Additional Information on the Overview tab.

HOW TO DO IT
1 Open Employees ,select Moreactions andthen Customfields .
2 Select AddField ,chooseits type and whetheritisrequired, and save.

3 Retire afieldyounolongerneed; pastvalues stay onfile.

GOOD TO KNOW
e OnlyHR administrators manage custom fields.

4 ON Q searchpagesa ctrl K G Alpha Demo @ @
1l Home PEOPLE > EMPLOYEES
%) Approvals < CustomEmployeeFields © [SJll -+ AddField
Show retired fields
My workspace
T-shirtsize choice 7 B

= Myrequests 1ShinSize - All companies

i My attendance

My profile

& Family & bank

9 Myjob history

] Myleave

& Myonboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

& Mytimesheet

@ Mybenefits

2 Mvassets
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EX) Checkabankaccount change

When an employee asks to change their salary accountunder Family & bank , HR checks the evidence (a
cancelled cheque orbank letter) before payroll approves the new account.
WHAT YOU SEE

e Therequestreachesyouin Approvals . Openitto seethe new account (masked), IFSC, account holder, bank
and the date it should apply from.

e Evidence shows the uploaded proof. Check the name and number match.
e After HRverifies, the request moves to payroll for approval. The employee follows progressin Myrequests .
HOW TO DO IT

1. Open Approvals and selectthe bank change request.

2 Opentheevidence and compare it with the details.

3 Approve to verify, orreturnit with a note telling the employee what is missing.

GOOD TO KNOW
e Salary goesto the current account until payroll approves the new one.
e Theaccountnumberis wiped from the request once the change is handed over.

Q Searchpages and features ctrl K &b AlphaDemo @ e
Family & Bank © £ MyProfile
My workspace 2. Family & Nominees Change
@ Myrequests No family members recorded
Y Myattendance
@  Emergency Contacts Change
My profile
Family & bank No emergency contact recorded
9 Myjob history
Wi Salary Bank Account Change

]l Myleave

B Coboa Nosalary accountonfile
My payslips

3 Mydocuments

® My Shifts & Holidays

2 Documents & pay

@® Myperformance

® Mytimesheet

My benefits

? Myassets

Mv salarv

What the employee seesin  Family & bank : family members, nominees and the salary account, each changed through arequest that HR
reviews.
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Check a family details change
Employees add a spouse, children or parents, and set nominees, from Family & bank . The change comesto an
HR operator for approval before it is saved to the employee file.

WHAT YOU SEE

e On Family &bank the employee selects Change nextto Family & Nominees ,uses AddFamily Member |,
adds an optional note and selects SendtoHR .

HOW TO DO IT
. Open Approvals and select the family change request.

(2) Compare the before and afterlists of family members and nominee shares.

. Approve, orreturnit with anote.

p
TIP
¢ Tomake acorrectionyourself, use the Personal tab of the employee file, Family & Dependants , Edit .
GOOD TO KNOW
¢ |f the employee file changed after the request was sent, HR4ON stops the request and the employee sends a new
one.
e Approved family members are used by Benefits, for example forinsurance cover.
\

Change Family Details
No family members recorded yet.
+ Add Family Member

Note forHR Options!

Cancel SendtoHR

The employee's Change Family Details form.
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04 Employment changes

Transfers, promotions, manager changes, confirmations and other changes to someone'sjob go
through Employment changes . Each change has an effective date, goes through approval and is
applied automatically on that date.

€& The changes workbench

Employment changes lists every change in your scope withits type, effective date, the before and aftervalues
andits status.
WHAT YOU SEE

e Thecounttabs filter by status: All , Inreview , Scheduled (approvedand waiting forits date), Executed
(applied), Draft and Blocked . More holdstherest, suchasreturnedand cancelled.

e Backdated underthe date meansthe change took effectinthe past. Retro means payrollrecalculates
earlier periods.

e Thetabsatthetopmoveto Scheduled , Probation and Reports .
HOW TO DO IT

1 Select Employmentchanges inthe People menu.

2 Chooseacounttaboruse Filters .

3 Selectarowtoopenthechange.

(o] ] Q searchpagesar

ctrl K @) Alpha Demo @ @

Home

Employment changes © 8 < PS> Propose Change

Scheduled Probation Reports

Approvals

My workspace o 0 ® 0 (@) 3 5] 1 oy 1 More v
Inreview Scheduled Executed Draft Blocked
= Myrequests
Q Searchname, number or reference 3 Filters | & Anydate @ Columns
i My attendance
) My proﬂle EMPLOYEE Change type Effective date FROM/TO APPROVER Status
Family & bank f;?rltllfl’atn Promotion 23 Aug 2026 Grade 2 to Grade 3 © Executed
@ Myobhistory :Rf!tl‘j'lft‘a"'han Transfer 01 Dec 2026 North Branchte South Branch © Cancelled
My leave
Sneha Reddy FTEchange 075ept2026 Backdated 100% to 80% @Executed  Retro
7 My onboarding
M PNY,E,P,'IIE' Work mode change 210ct 2026 Office to Hybrid © Blocked
ly payslips LPO0016
My documents Karthik Subramanian  Manager change 01 Nov 2026 Priya Sharma to Kavya Rao 2 Draft
My Shifts & Holidays
I‘AS‘TSE?SE Transfer 0L Nov 2026 South Branch to North Branch @ Executed
Documents & pay
1-60f6 Rows 20 2 | < Pagel/l >

My performance

My timesheet

My benefits

2 Mvassets
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Propose a change

Use Propose Change foratransfer, promotion, demotion, manager change, employment type, work mode, FTE
or cost centre change, confirmation, probation extension, deputation, contract renewal, suspension orlegal-
entity transfer.

WHAT YOU SEE

e Whoandwhat : choose the employee and the change type. The card shows their current role, manager and
any open changes.

When and why : the effective date, an end date where needed (for example a deputation), and the reason. A
dateinthe past asks fora Backdatereason .

* Proposedvalues shows only the fields this change type can alter, for example designation and grade fora
promotion.

e Impactpreview ontheright showswhat changes, which areas are affected (compensation, documents,
shifts, leave, access), the Approvalsneeded andthe Payroll periods touched. Fixbeforesubmitting lists
anything still missing.

e Compensation change reference links an approved salary revision; HR4ON does not change pay by itself.

HOW TO DO IT

1 Select ProposeChange .

2 Typetheemployee's name and pick them fromthe list.

3 Choosethe Changetype .

4 Enterthe Effectivedate and Reason ,thenthe proposed values.

5 Checktheimpactpreview and select Submit ,or SaveDraft to finishlater.

GOOD TO KNOW

e Managers can propose some change types for theirown team; HR handles the rest.

e Tobringbackaformeremployee, switchon Rehire aformer employee . It creates anew employment; earlier
payroll history stays closed.

/ ON Q  searchpages and features Crl K G Alpha Demo @ @
cmpioyes
Home ) _
Aditya Gupta (ALPO0O13) x Promotion for Aditya Gupta, scheduled for 01 Dec 2026: no field
changes. Affects Compensation, Documents & letters
Approvals
Now Software Engineer - Technology - HyderabadHQ  Manacer KavyaRao
FIELD BEFORE AFTER
JoINED 27 Oct 2025
Designation Software Engineer Software Engineer
My workspace Change type *
P " Grade Grade 3 Grade 3
= Myrequests romotion
i My attendance
= @ Fix before submitting
e ot £l Whenandwhy e e
Family & bank Effective date *
i\ = Downstreamimpact (O
(- 12-2026 [u]

My job history

o

A Compensation
Salary does not change with thisrequest. No compensation

My leave day

Reason*

7\ My onboarding

red compensation revisionif pay

Promotion after the annual review
My payslips .= Documents &letters
E: Promotion rtoissue

Generate he employeetoackno

My documents

Compensation change reference Cptional
3 My Shifts & Holidays
@ Approvalsneeded

Documents & pay Approved Compensation revision, if pay changes. Nothing is created automatically
® Myperformance 1. HR approval Arjun Kapoor
Proposed values
My timesheet
Designation Optional Grade Optiona ® Payrollperiods ©
My benefits
L) Software Engineer v Grade 3 v

Dec 2026
" Mvassets

Pay-affecting fromthe effective period.

A promotion being prepared for Aditya Gupta. The preview says what still needs fixing (here, the new designation or grade) before you can
submit.
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%) Follow a change through approval

Open achange to see where it stands and what happens next. The coloured strip at the top tells you the next
step.

WHAT YOU SEE

e Beforeand after lists every field with the old and new value and a plain summary of what the change does.

e Downstreamimpact liststhe areas told toreassess (forexample leave or shifts). Execution showswhenit
was applied.

e Evidence holdssupportingfiles. AddFile attachesone.

Headericons: Employmenttimeline , Edit (draftsandreturnedchanges), Reschedule , Correct this change
and Cancelchange or Reverse (compensatingchange) forapplied changes.

HOW TO DO IT

1. Openthechange fromthe workbench.

2 Follow theinstructionin the strip, forexample Draft: submitforapproval with Submit .

3 Onceapproved, the change shows Scheduled untilits dateand Executed once applied.

GOOD TO KNOW
e Achangeis applied automatically onits effective date. You do not need to do anything on the day.
e Areversedchangeisnot deleted: HR4ON adds a compensating change so the history stays complete.

hON Q Searchpages and features cerl K @ nphavemo [P @
Home LCM-2026~-000001
Approvais < Promotion - SunitaPatil © e«ecued  Payarecting 8 < Fol P

EFFECTIVE 23 Aug 2026 REQUESTED 09 Aug2026 ArproveD Tldaysago appLIED Tldaysago EMPLOYEE SunitaPatil (BETO0004)

DEPARTMENT Operations propPOsED BY MeeraNair

My workspace
3} & Before and after
= Myrequests
) Myattendance Promotion for Sunita Patil, backdated to 23 Aug 2026: no field changes. Affects Compensation, Documents & letters, Payroll, Employee
changes. Payroll retro is required for closed periods
) My profile
FIELD BEFORE AFTER
3 Family & bank o . i
Designation Operations Executive Operations Executive
P Myicbhistoty Grade Grade 2 Grade 3
My leave REASON COMPENSATION CHANGE
Demo: Annual prometion cycle Demo-CMP-0001

My onboarding

My payslips = Downstreamimpact ©

My documents

«= Documents & letters Requested
My Shifts & Holidays Promotion lettertoissue

Generate the letter

Documents & pay

My performance % Execution

My i heet

YEesies DUE 23Aug2026 ResulT Applied  AtTeEMPTS 1

My benefits

2. Mvassets

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026 Page 29 of 74



hol

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

Ctrl K

LCM-2026-000004
< Manager change - Karthik Subramanian ® oratt
</ Draft: submit forapproval

EFFECTIVE 0L Nov 2026 REQUESTED 22 0c¢t2026 EeMPLOYEE Karthik Subramanian (ALPOOQ15)
proposeDBY KavyaRao (manager)

2 Beforeandafter

G AlphaDemo

e < b 972 ©

DEPARTMENT Technology

Manager change for Karthik Subramanian, backdated to O1Nov 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

Nofiles

AFTER

KavyaRao

& AddFile

Adraft manager change proposed by a manager, waiting to be submitted.

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

2 Q

Page 30 of 74



€&) Scheduled and blocked changes

Scheduled lists approved changes waiting for their date, and any that could not be applied.

WHAT YOU SEE

e Blocked meanssomething changed afterapproval, forexample the employee's assignment was edited.

The Conflict columnexplains why.

e Failed meansapplying the change hit an error. Retry from the change orits approval.

e RunDueNow appliesevery change thatis due today without waiting for the nightly run.

HOWTO DO IT

1 Open Employmentchanges andselect Scheduled .

2 Openablockedchange andselect Reschedule tocheckitagainandsenditforre-approval.

} ON Q Searchpagesand features

)l Home

Scheduled changes ©

Changes Scheduled Probation

Approvals

My workspace
= Myrequests
Q Searchname, number or reference
¥ My attendance
). My profile Bl Change type
= Divya Pillai Work mode
® Family & bank st chaRES
9 My job histor
ck . 1-lofl

My leave

My onboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

ctr1 K

Reports

(C]
Scheduled

B Anydate
Effective date * FROM /TO

210ct 2026 Office to Hybrid

1

Blocked

Status

® Blocked

&) AlphaDemo

0

Failed

CONFLICT

The employee's assignment changed
afterthis change was approved.

Rows 20 <

<

2Q
SR

I Columns

® B

Pagel/1l

Q

>
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€X) Employment timeline

The timeline shows one person's whole employment story: joining, every change, probation reviews, contracts

and deputations.

WHAT YOU SEE

e Compare assignment versions puts two dates side by side.

e Employeessee theirowntimelinein Myjob history and are asked to acknowledge changes that affect them.

HOWTO DO IT

1. Openachangeandselectthe Employmenttimeline icon, oropenthe timeline from the Reports page.

2 Select ProposeChange to startanew change forthis person.

ON

Home

Approvals

My workspace

Y= 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. Mvas:

Q

Searchpagesa

Ctrl K

ALP0O0O14 - ALPHA DEMO

< IshitaBose © © actve
Asof
02-1-2026 [m]

rOLE Software Engineer-Grade3 DeparTMENT Technology Locarnion Hyderabad HQ manacer KavyaRao

conrirMeD 10 Nov2026

Compare Changes 1

o

=]

»

10Nov 2026 Confirmed Upcoming

01Nov2026 Assignmentversion Current
Software Engineer - Technology - Hyderabad HQ - reports to Kavya Rao

10May 2026 Joined
Alpha Demo

10May 2026 Assignmentversion Historical
Software Engineer - Technology - Hyderabad HQ - reports to Kavya Rao
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€X) Changereports

Reports summarises movementsin a period: transfers, promotions, backdated changes and payroll retro, by
change type, month and department.

WHAT YOU SEE

® Probationand contract expiry due lists people whose probation or fixed-term contract endsin the next 30 to

180 days.

e Scheduled changes blocked by conflicts links to the changes that need you.

HOW TO DO IT

1 Open Employmentchanges andselect Reports .

2 Choose the period and company.

ToN

Home

i Approvals

My workspace

= Myrequests

J My attendance

). My profile

% Family & bank

D My job history

My leave

7' My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mv

Q  Searchpage: Ctrl K b AlphaDemo Q @
Employment change reports ©

Changes Scheduled Probation

Thismonth This financial year & Anydate Allmy companies v 8| < B]
Showing 01 Sept 2026 to 02 Nov 2026 (effective date, inclusive)

o Movements Transfers Promotions Backdated Payrollretro

Ded 2 ti! O 1 ©
By change type By month By department
FTEchange i = Sept 2026 1 Finance 1
Transfer X Nov 2026 1 Technology 1

f@ Probationand contract expiry due

ZaraKhan ALPOD019

Contract - Contract vl ends (expiry notice, not a termination) - Technology

/A scheduled changes blocked by conflicts
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Changesin pay

Salaryrevisions are prepared and approvedin Compensation , notin Employment changes. When a promotion
comes with apayrise, link the approvedrevisionin Compensation change reference so approvers see both

together.

GOOD TO KNOW

e Approving a promotion never changes pay by itself.

e Salaryrevisionletters are generatedin Documents & letters fromthe Salaryrevisionletter template.

(o] ] Q searchpages

H
“1 Compensation ©

Approvals

My workspace
My requests
Q Search name or number
My attendance
My profile Employee number
Family & bank ALP00ODL
My job history unea——
My leave ALPO0O18
My onboarding ALP00005
My payslips ALP00016
My documents ALP0O0008
My Shifts & Holidays BETO000L1
Documents & pay ALPO0OL4
My performance ALPO0015
My timesheet AliGo602
My benefits
ALP0000?
Mv assets
ALP00004
ALP00010

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

nd features

ctr1 K
Components Structures & Bands
23 0
Active Pending
3% Filters B Anydate

Employee GRADE PACKAGE
AaravMehta Grade7 CHP-2026-000012
Aditya Gupta Grade 3 CHP-2026-000036
Ananya Das Grade 2 CHP-2026-000043
ArjunKapoor Grade 3 CMP-2026-000020
Divya Pillai Grade 2 CMP-2026 000240
Farhan Ali Grade 3 CMP-2026-0800026
Harish Kulkarni Grade 6 CHP-2026-009002
IshitaBose Grade3 CMP-2026-000037
Karthik Sulramanian Grade 2 CHMP-2026-000038
KavyaRao Grade 6 CHMP-2626-000014
LakshmiMenon Grade 4 CHP-2026- 000028
Meera Nair Grade 5 CMP-2026 000018
Neha Joshi Grade 4 CHP-2026 -000030

Reports

Effective date

01Apr2026

01Apr2026

19 Oct 2026

01Apr2026

01Apr2026

01Apr2026

01Apr2026

10 May 2026

020ct2026

01Apr2026

01Apr2026

01Apr2026

01Apr2026

ssesss

b Alpha Demo @ @

B 2 ProposePackage

® 8 < B
B .0
Scheduled NoPackage
Annual CTC FIXED PAY (MONTHLY)

sesses

[ Columns

STATUS

© Active

@ Active

@® Active

@ Active

@ Active

© Active

@© Active

@ Active

@ Active

@ Active

@ Active

@® Active

© Active
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O5 Probation and confirmation

New joiners serve a probation period. The evaluator (usually the manager) reviews them before it ends,

and the outcome becomes a confirmation, an extension or an exit.

m Probationreviews

Probation lists reviews that are due, overdue, waiting for approval orcompleted.

WHAT YOU SEE

e Reviewdue iswhenthe evaluatorshould complete the review; Probationends isthe last day of probation.

e Evaluator iswhoratesthe person. Proposal shows the resulting change once submitted.

HOW TO DO IT
1. Open Employmentchanges andselect Probation .

2 Selectarowtoopenthereview.

ctrl K

oN Q searchpag

Home

Probation| ©

Changes  Scheduled Reports

Approvals

My workspace ® 3 A 0 bt 0 o) 0
Due Overdue Awaiting approval Completed
= Myrequests
Q Search name or number & Anydate
i My attendance
EMPLOYEE DEPARTMENT Review due Probation ends EVALUATOR
) My profile
Zsrafthan Technol 24Feb2027 11Mar2027 Priyash
Family & bank A Fo001S: lechnology el ar riya Sharma
@ Mylbhistory ﬁ'“ﬁ'if“b’“m"”'an Technology 17 Mar2027 01 Apr2027 Priya Sharma
Mykave Ananya Das
ALF _v‘)f_r) Operations 03 Apr2027 18 Apr 2027 Rohanlyer
7. My onboarding
1-30f3

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mv
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@ Aphabemo | B @

More

Status

(® Due

© Due

(® Due

Rows 20 ¢

<

L=

[ Columns

PROPOSAL

Pagel/l >
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Complete orreturn a probation review

The review rates each configured criterion from1to 5 and records the outcome with evidence.

WHAT YOU SEE

e Evaluation liststhe criteriawithalto5ratingeach. Outcome and evidence chooses Confirm or
Extend probation and asksforan Evidence summary ; AttachEvidence addsafile.

e The mainbutton (forexample Propose Confirmation ) creates a confirmation or probation extension change
that goes forapproval like any other change.

e Returntoevaluator (HR)withdraws the pending proposal and asks the evaluatorto rework the review.

HOW TO DO IT

1 Openthereview.

2 Rate eachcriterion and choose the outcome.

3 \Write the evidence summary, attach evidence if needed and select Propose Confirmation (orthe extension

button).

GOOD TO KNOW

¢ Anextension cannot go beyond the company's maximum extension period.
e Confirmationletters are generated fromthe Confirmationletter templatein Documents & letters.

hoN

Home

i Approvals

My workspace

= Myrequests

i My attendance

My profile

Family & bank

© Myjob history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

a Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

earch pages and features Ctrl K

ALP0OOOI19 - REVIEW 1

< Probationreview - ZaraKhan ©ow

[Z) Record the evaluation

PROBATION ENDS 11 Mar2027  Review pue 24 Feb2027

{7 Evaluation ©

Quality of work

Job knowledge

Conductand values

Attendance and reliability

Collaboration

Outcome and evidence

Confirm  Extend probation

Evidence summary *

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

JOINED 12Sept2026 roLe Intern - Technology

G AlphaDemo

& ®

<7 Propose Confirmation

EVALUATOR Priya Sharma

2Q
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06 Matrixmanagers

Amatrix manageris someone outside the reporting line who needs to act foran employee, forexample
aprojectlead approving timesheets.
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@) Seeand add matrix assignments

Matrix managers lists who has been given which capabilities forwhom, and forhow long.

WHAT YOU SEE

e Shared capabilities lists exactly what the matrix manager can do, forexample approve timesheets. They see
nothing else.

e Statusis Active , Scheduled (startslater)or Ended .

HOW TO DO IT
1 Select Matrixmanagers inthe People menu.

2 Select New Assignment .

3 Pickthe Matrixmanager andthe Employee ,tickthe Capabilities ,set From andoptionally Lastday ,and
give areason.

4 Select Share Capabilities .

GOOD TO KNOW
¢ Line managers already see their own teams; only add matrix managers for people outside the line.
e Use EndAccess onarow tostopanassignmentearly.

hON Q Searchpages and features ctrl K @ Aphademo B @

Home -
Mati Managers o =
i Approvals
. : o :
Active Scheduled Ended

My workspace
Q Searchmanageror employee D Columns
= Myrequests
MATRIX MANAGER EMPLOYEE SHARED CAPABILITIES FROM LAST DAY STATUS ACTIONS
B My attendance
Rohan lyer Priya Sharma Timesheets 22 Sept2026 Open © Active ®
My profile
1-1ofl Rows | 20 ¢ < | Pagel/l | >

> 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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New Matrix Assignment
Matrixmanager *

Type atleast 2 letters

Employee *

Type atleast 2 letters

Capabilities *

Timesheets
Attendance
Leave (availability and balances)
Expenses
Assets

From* Lastday Optional

02-11-2026 dd-mm-yyyy

Reason*®

Cancel &% Share Capabilities
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07 Documents, letters and policies

Documents & letters is where HR generates letters from templates, publishes policies, tracks

acknowledgements and keeps the document repository.

Letters

The Letters tablists everyletter generated foremployees withits template, version and status.

WHAT YOU SEE

e Status: Draft (notyetanissued document), PendingApproval , Approved (readytoissue), Issued ,and

under More cancelledandrevoked letters.

e SuggestedLetters proposes letters when something happens, forexample an appointment letterwhen an

employeeis activated.
HOW TO DO IT
1) Select Documents & letters inthe People menu.
2 Chooseacounttab orsearch.

3 Selectalettertoopenit.

70N

ctrl K

He Documents & Letters ©

Templates Policies Repository Signatories Reports

Approvals

1 0 0

My workspace %) ® o)
Draft Pending Approval Approved
7= Myrequests
Q
% My attendance 2 Suggestedletters (&
) My profile Appointment letter - Karthik Subramanian ALP0O0015

Employee activated with joining date 02-Oct-2026 — prepare the appointmentletter. - 22 Oct 2026, 7:42 pm

% Family & bank

Q Searchreference, title or employee 5% Filters B Anydate
© My job history
Document Employee TEMPLATE
My leave
Revision of compensation e
7) My onboarding B Saa e Aditya Gupta- ALPO0013 Salary revision letter
My payslips Confirmation of employment [
ly payslip ! ploy! Manish Yadav - ALPO0017 Confirmation letter
LTR-2026-000004
My documents
Letter of appointment " "
PP Priya Sharma - ALPO0012 Appointment letter (standard)
My Shifts & Holidays LTR-2026-000001
Documents & pay Lettefafappointiment IshitaBose - ALPOOOL4 Appointment letter (standard)

LTR-2026-000002
My performance

1-40f4

My timesheet

My benefits

2 Mv
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3

k]
Issued

VERSION

v1-tpivl

vl tplvl

vl-tplvl

vl tplvl

Issued date

17 Oct 2026

020ct 2026

12Sept 2026

@ AlphaDemo

20
]

(&}

@ Columns

Status

) Draft

[ Issued

[ lssued

[ Issued

Pagel/1l
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Generate aletter

Generate one letter orabatch of the same letter for several employees from a published template.

WHAT YOU SEE

e Template : choose the company, optionally the letter type, then the published template. Templates marked
needs acknowledgementask the employee to acknowledge.

e Employees :pick one ormore. Picking several creates abulkjob.

e LetterDetails asksforthe valuesthe template needs, such as the new salary or effective date. They are

frozen with the letter.

e Signatory lists people authorised to signthislettertype today.

HOW TO DO IT

1) Select GenerateLetter .

2 Choose the company and template.

3 Pickthe employee and fill the letter details.

4 Selectthe eyeicontopreview,then Generate Draft .

GOOD TO KNOW

e Ageneratedletteris adraftuntilitis approved andissued.

7 ON

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

@® Myperformance

My timesheet

My benefits

2 Mvassets

Q  Searchpages and features ctrl K

DOCUMENTS & LETTERS > LETTERS

< GeneratelLetter ©

B Template

Company *

Alpha Demo
Published template *

O Appointment letter (standard)
APPT-STD-v1-en-IN - needs acknowledgement

O Experience certificate
EXP-CERT-v2-en-IN

2. Employees

Employees *
Q  searchname ornumber
Aarav Mehta - ALPOOOOL
Chief Executive Officer - Operations

Aditya Gupta - ALPOODL3

Software Engineer . Technology

AnanyaDas - ALPO0018&
Operatiens Executive - Operations

Arjun Kapoor - ALPO00QS
HR Executive - People & Culture

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

b Alpha Demo @ @

@ [3 Generate Draft

Lettertype Optiona

Alltypes

O Confirmationletter

CONFIRM -1

en-IN. needs acknowledgement

O Salaryrevision letter

SAL-REV -vl-en-IN
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Approve and issue aletter

Open aletterto submitit forapproval, issue it and track delivery and acknowledgement.

WHAT YOU SEE

The strip says what to do next: submit a draft, wait fora second approver, or Issue Letter once approved.

Merged Values shows the values printed on the letter. Evidence showshashesand the approvalrecord.
Delivery listsin-app and e-mail delivery. Versions lists earlier versions.

e Moreactions : Copy SecurelLink , Regenerate AsNew Version , CancelDraft and Revoke .

The header shows when the employee first viewed it and whether they acknowledgediit.

HOW TO DO IT
1 Opentheletter.

2 Foradraft, select SubmitForApproval .

3 Onceapproved, select Issueletter and choose how to notify the employee.

GOOD TO KNOW
e Anissued letter cannot be edited. Regenerate it as a new version or revoke it with areason.

(o] ] Q Searchpages and features ctrl K @& Alpha Demo @ @

Home DOCUMENTS & LETTERS > LETTERS

Approvais < Revisionof compensation © 9 omft  LTR-2026-000003.v1 e <

) Draft, notanissued document. Sendit for approval whenitis right. <7 Submit For Approval

empLovEE AdityaGupta ALPO0013  TempLaTe Salary revisionlettervl Tvpe Salaryrevisionletter 1ssuep Notset vieweo Notyet

My workspace

= Myrequests
ACKNOWLEDGEMENT Notrequired sienaTOorRY Meera Nair, HR Business Partner

i My attendance
Merged Values Evidence Delivery Versions 1

) My profile
Employee name Aditya Gupta
Family & bank
Effective date 01-Nov-2026
) My job history
Annual CTC 212,50,000.00
AT Monthly gross 295,000.00
My onboarding Remarks Demo values.
My payslips context.effectiveDate Transaction 01-Nov-2026
My documents context.annualCtc Transaction 212,50,000.00
My Shifts & Holidays context.monthlyGross Transaction ?95,000.00
context.remarks Transaction Demo values.

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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hol

Ctrl K G AlphaDemo Q @

Home DOCUMENTS & LETTERS > LETTERS

R < Confirmationof employment © [ issued  LiR-2026-000004-v1 e < B

© lssued; waiting for the employee to acknowledge

My workspace
EMPLOYEE Manish Yadav ALPO0017 TtempLATE Confirmation lettervl Tvee Confirmationletter issuep 17 Oct2026,7:42 pm

My requests viEwen Notyet acknowienceMENT Pending sicnaTOory MeeraNair, HR Business Partner

By tsianc [VINIRIVNRNN  Ciidence  Delivery 1 Versions 1

My profile

Employee name Manish Yadav
Family & bank

Designation Operations Executive
My job history Company name AlphaDemo
My leave Effective date 17-0Oct-2026
My onboarding context.effectiveDate Transaction 17-0ct-2026

My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

Mv assets

Anissued confirmation letter withits delivery and acknowledgement details.
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Letter templates

Templates are versioned and use only approved merge fields. Only published versions can generate letters.

WHAT YOU SEE
e Fachtemplate showsitslettertype, company, version and status ( Draft , Published ).
e NewTemplate startsversion]las adraftwith startercontent.

e Publishing atemplate needs asecond person's approval.

HOW TO DO IT
1 Open Templates .

2 Select NewTemplate , oropenatemplate to editits draft version.

3 Preview, then send the version for publishing.
hoN Q searct cer1 K & Alpha Demo Q @

Home
i Templates © 8
Approvals
Letters Templates Policies Repository Signatories Reports

My workspace Q. Searchname orcode =% Filters [ Columns
= Myrequests Template 4 Type SCOPE VERSION LANGUAGE STATUS
! My attendance Appointment letter Appointment letter BetaDemo vl published en-IN [ Published
APPT-STD
) My profile " | -
it it letts t;
AE:roTr mentletter (standard) Appointmentletter AlphaDemo vl published en-IN [2 Published
@ Family & bank ST
Confirmationletter
9 Myjob history Confirmation letter AlphaDemo vl published en-IN [® Published
CONFIRM
Myleave Experience certificate
EXPP cent Experience letter AlphaDemo v2 published en-IN [ Published
7 Myonboarding
Sal ision lett
ZalyIEvsonig e Salary revision letter AlphaDemo v1 published en-IN [ Published
My payslips SAL-REV
s Transfer letter
My documents Transferletter AlphaDemo Not published -v1 draft en-IN B Draft
TRANSFER
My Shifts & Holidays
1-60f6 Rows | 20 ¢ <  Pagel/l >

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Q Searchpagesa

Ctrl K @D Alpha Demo Q @

Home DOCUMENTS & LETTERS > TEMPLATES
Approvais < Transferletter © ot

cooe TRANSFER  Tvpe Transferletter Lancuace en-IN  company AlphaDemo  rusLisHED Notyet LETTERs O

Myworksuecs B DraftVersion1 © T Discard = @ Preview 3 Save {} MergeFields ©
My requests
EMPLOYEE
My attendance ® Mergefields valid- 5 used Employee name Legalname
My profile Subject* Firstname Employee number
Transfer letter
Family & bank Designation Department
o Letterbody *
My job history . ~ Worklocation Branch
Dear {{employee.fullName}},
My leave Grade Employment type
i You are transferred to the {{context.newDepartment}} department at {{context.newLocation}} with
My onboarding effect from {{context.effectiveDate}}. Date of joining
My payslips Your designation will be {{context.newDesignation}}. Confirmation date
My documents Probationend date
My Shifts & Holidays Last working day Work e-mail
Documents & pay Reportingmanager
My performance
My ti heet
ly timeshee A Preview Employee ©
My benefits
& Sample employee *
S axnais # Heading - ## Sub-hea bullet - **bold** & " :
Searchname ornumber
Signatoryrole Optional Change note s
HR Business Partner Aarav Mehta - ALPOOOOL

Adraft template openin the editor.
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Policies and acknowledgements

Publish company policies and see who has acknowledged them.

WHAT YOU SEE

¢ Thelist shows the version, published date, population, the percentage acknowledged and how many are

outstanding or overdue.

e Openapolicytosee who hasacknowledged ( Acknowledgements ) and the text ( Content ).

Remind All Pending reminds everyone who has not acknowledged yet.

e New Version createsthe nextdraft;itcanask everyone to acknowledge again.

HOW TO DO IT
1, Open Policies .

2 Select NewPolicy , fillcompany, category, code, title, summary and text, choose whetheremployees must
acknowledge andinhow many days, then Create Draft .

3 Openthedraftandsendit for publishing.

GOOD TO KNOW
e Publishingneeds approval.

¢ Employeessee the policy under My documents andontheirHome page untilthey acknowledge.

Z ON Q  Searchpages and features

Home

Policies ©
i Approvals

My workspace Q Searchtitle orcode
= Myrequests Policy
i My attendance Code of conduct
COC - Code of conduct
) My profile
Hybrid work
Family & bank HYBRID - Leave & attendance
ITacceptable use

) Myjobhistory 1T-AUP - IT & security

My leave

1-30f3
My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mvassets
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Ctrl K

=% Filters

VERSION

v2

Not published (v1 draft)

vl

Signatories

Reports

Published

19 Oct 2026

27 Sept2026

POPULATION

19

19

G AlphaDemo

ACKNOWLEDGED OUTSTANDING

- 16% 16

e 84% 3 3overdue

Rows | 20

I Columns

STATUS

<

[® Published

B prart

[ Published

Pagel/1

>
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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

Ctrl K

Q Searchpagesa

DOCUMENTS & LETTERS > POLICIES

< [Tacceptableuse © [ Pubishe

cooe IT-AUP  catecory [T&security company AlphaDemo  pustisen v, 27 Sept 2026,7:42 pm

Acknowledgements Content

3
Population © Pending
Q Searchemployee Completion e—
Employee DEPARTMENT Due
Meera Nair - ALPO0004 Fecpion 040ct 2026
Culture
Sanjay Verma - ALPO0011 Technology 04 Oct 2026
KavyaRao - ALPO0002 Technology 04 Oct 2026
Neha Joshi - ALPO00O10 Finance 04 0ct 2026
ArjunKapoor ALPO000S  FeoPle& 040ct 2026
Culture
Sneha Reddy - ALPO0006& Finance 04 Oct 2026
IshitaBose - ALPO0014 Technology 04 Oct 2026
Farhan Ali - ALPO0008 Operations 04 0ct 2026
Aarav Mehta - ALPO00OL Cperations 04 0ct 2026
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aupience Whole company

@D Alpha Demo

More

2Q

w Remind All Pendi [ Columns

& 3 16
©  Overdue Acknowledged
84% Due040ct2026 L0R

Acknowledged EVIDENCE REMINDERS
020ct2026,7:42 Electronic 0
pm acknowledgement

020ct2026,7:42 Electronic o
pm acknowledgement
020ct2026,7:42 Electronic 0
pm acknowledgement

020ct2026,7:42 Electronic 0
pm acknowledgement

02 0ct2026,7:42 Electronic 0
pm acknowledgement

02 Oct2026,7:42 Electronic o
pm acknowledgement

02 Oct2026,7:42 Electronic 0
pm acknowledgement

020ct2026,7:42 Electronic 0
pm acknowledgement

02 Oct2026,7:42 Electronic 0

STATUS

@ Acknowledged

© Acknowledged

@ Acknowledged

© Acknowledged

® Acknowledged

© Acknowledged

® Acknowledged

© Acknowledged

© Acknowledged

ACTIONS
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Document repository and verification
The repository holds every uploaded employee and company document, with virus scan results, validity and
verification.

WHAT YOU SEE
e Clean and Quarantined show the virus scanresult. Quarantined files cannot be opened.
e Expiring and Expired listdocumentswith avalidity date, such as certificates and licences.
e Verification shows Verified or Unverified ;verify adocument after checking the original.
HOW TO DO IT

1 Open Repository .

2 Usethe counttabsto find expiring orunverified documents.

3 Usetherow actionsto download orverify, or Upload anew document.

hON Q searct cer1 K ) Alpha Demo Q @

Homs Document Repository © e <

Approvals

Letters Templates Policies Repository Signatories Reports

My workspace © 4 [0] L B 2 i} 0 Mere v
Clean Quarantined Expiring Expired
= Myrequests
Q Searchtitle, file or employee == Filters & Anydate B @ Columns
i My attendance
® Myprofie Document EMPLOYEE Category Validity SCAN VERIFICATION ACTIONS
Signed employment
Family & bank ge : POy ——_—
comyac flyashanma Contract © Seanclean @ Veritied sllzllaello
employment-contract.pdf ALPO0012
& My job history
21KB
My leave - "
First-aid certificate Rohanlyer Certificate Expires 03 Nov 2026 @ Scanclean @ Verified sllz2ll=la
first-aid.pdf - 21KB ALP00003

¢ Myonboarding
Shops & establishment

My payslips
ly payslip licence Company record Statutory form ® Expires 16 Nov 2026 © Scanclean @ Verified sll2ll=|a
shops-establishment-
My documents licence.pdf - 22 KB
My Shifts & Holidays Background verification "
Fapiort Priya Sharma Background S © Verited (2 =)=
ALPOO012 verification
Documents & pay bgv-report.pdf-22 KB
Scanned declaration
My performance Aditya Gupta
(failed scan) o "‘;,O\“' 7;1 Other © Quarantined ® Unverified Zllalla
My timesheet declaration.txt - 1KB e
My benefits 1-50f5 Rows 20 < <  Pagel/l >

2 Mv
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Signatories and reports

Signatories (HR administrators) sets who may sign which letter types and untilwhen; Add Signatory adds one.
Reports shows letter volumes, acknowledgement rates and expiring documents.

ctrl K

Home = =
Signatories ©
Approvals
Letters Templates Policies Repository ries
Company
My workspace
Alpha Demo v
My requests
My attendance Vi Meera Nair
" HRBusiness Partner- Alpha Demo
My profile 22 Oct 2025to open

Alllettertypes  Nosignature image

Family & bank

7 |B] o

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

Mv assets

ctrl K

Q searchpag:

Home
DocumentReports ©
Approvals
PR Letters Templates Policies Repository Signatories
My workspace This Month ThisFY Last12Months

My requests Showing Last 3months - 01 Sept 2026 to 30 Nov 2026 (inclusive)

My attendance
Overdue
acknowledgements

O L;Hefi issued E

My profile
Family & bank
L Issued By Letter Type
My job history b 4 P

My leave 4

My onboarding 3

N

My payslips

My documents

My Shifts & Holidays 0

Appointment letter Confirmationletter

Documents & pay

My performance
& Policy Acknowledgement O

My timesheet
Code of conduct v2

My benefits
IT acceptableuse vi

Mv as:

f3 ExpiringDocuments ©
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Reports

@ Active

Allmy companies v

Failed deliveries

& o

Quarantined files

9

L Issued By Month

Sept2026

16719

b Failed Deliveries

@@ Alpha Demo

2Q
-

G Alpha Demo @ @

& < B B

Retention review due

B o
Oct2026
3/19 = 16%
3overdue e——  84%
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08 AssetsasHRseesthem

The asset custodianissues andreceives laptops, phones and otherequipment. HR uses the asset
screens to check what a person holds, especially before an exit.

m Asset overview

Assets shows how many assets are available, assigned, waiting for acknowledgement, in transit orin repair,
plus pending handovers and exceptions such as missing accessories.
HOW TO DO IT

1 Select Assets inthe People menu.

2 Open Register tosearchforaperson'sassets.

GOOD TO KNOW
e Unreturned assets show up as clearance items when someone leaves.
e Theasset custodian guide explainsissuing, returns, audits and maintenance in detail.

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

H
“Ii Assets O = | A lssue

Approvals
Register Handovers Requests Stock Maintenance Audits Finance Licences Reports Setup

My workspace Available Assigned Toacknowledge Intransit In repair
@ 14 ® 14 3 @ o) 1
= Myrequests
i My attendance % Pendinghandovers Open E Openrequests Allrequests
) My profile
1 0 1 1 © Approved
& Family & bank Toacknowledge Returnsdeclared Intransit Partial returns
© Myjob history 1acknowledgement overdue. Recipients are reminded daily
My leave
#  Service due andrepairs Maintenance 4y Exceptions Discrepancies
7 Myonboarding
AST-ALPHA-00030 - Preventive Missing Accessory - Manish Yadav
My payslips o ~ i & Overdue
Demo Fleet Leasing - due 31 Oct 2026 Charger of AST-ALPHA-00012 not returned (DEMO-MOV-00021).
My documents
! AST-ALPHA-00006 - Warranty
N i B = (b AtVendor
My Shifts & Holidays emo Service Centre - due 17 Oct 2026
Documents & pa
o f Expiringsoon Report
My performance
My timesheet (=

My benefits

Nothing expiring in the alert window

2 Mvassets
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09 Contingent workforce

Contractors, agency staff, consultants and security guards work for you through a vendor.
Contingent workforce keeps their contracts, verification, site deployments, approved work and vendor
claimsinone place.

m Overview

The overview shows active deployments, workers, contracts ending, evidence issues and workers to verify, then
a Needsattention listandwhois Onsitenow .

HOW TO DOIT

1 Select Contingentworkforce inthe People menu.

2 ) Selectanitemunder Needsattention to dealwithit.

oN

ctrl K @) Alpha Demo @ @

Home < = )
Contingent Workforce © BB =H| 2 Register Worker
Approvals
Workers Contracts Deployments Work Claims Reports

My workspace Active deployments oy Workers Contracts ending Evidenceissues o, Toverify
4 ™ 8 B 1 B 5 2
J= Myrequests
i My attendance /A Needs attention Sworkrecordstoapprove  lopenclearance  1claiminprogress ©® Onsite now @ Renew
J Mypeotie D] Background verification expires 03 Nov 2026 03Nov2026 > South Branch 2
Meena Placeholder - o 1vendor - 2 ending within 14 days
Family & bank
B Contract CW-ENG-SYNOlendsin 9 days 11Nov2026 > North Branch 2

My job history Warehouse operations support i 2vendors

My leave ¢  RaviDemo leaves South Branch on 11 Nov 2026

Operations asscciate - Demo Staffing Services Pvt Ltd (Deme)

M boardit
AR Meena Placeholder leaves South Branch on11 Nov 2026 11 Nov 2026

Operations lead - Demo Staffing Services Pvt Ltd (Demo)
My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

2 Mvassets
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Vendors and contracts

Contracts lists eachvendor contract (engagement) withits sponsor, end date and how many workers are on
site. Vendors liststhe agenciesthemselves.
WHAT YOU SEE
e Status: Draft , Pending (approval), Active , Endingsoon , Expired and Ended .
e Acontract setstherates, sites and the evidence each worker needs before deployment.
e Fromacontract's Moreactions : Amendorrenew , Registerworker , Upload vendordocument |,
Validate aclaim and End contract .
HOW TO DO IT
1, Open Contracts .

2 Select NewContract , fill the vendor, dates, sites andrates, and submit for approval.

3 Use Vendors and New Vendor toaddanagency first.

GOOD TO KNOW
e Workers canonly be registered against an approved, active contract.

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

Home

Vendor Contracts ©

Overview Workers Deployments Work Claims Reports

Approvals

My workspace Vendors
= Myrequests
e 5 3 & 1 © Pending gl More %
Al Active Ending soon Draft
i My attendance
) My profile Q Searchreference, title, contract or ve B Anydate [ Columns
Family & bank Reference Title VENDOR SPONSOR Ends ONSITE  Status
My job history CW-ENG-SYNO4 Brand llustration package Example Freelance Studio (Demo) KavyaRao 30Apr2027 (o] D) Draft
My leave CW-ENG-SYNO3 Data platform consulting Placeholder Consulting LLP (Demo) KavyaRao 19 Feb 2027 1 © Active
My onboarding CW-ENG-SYNOL  Warehouse operations support Demo Staffing Services Pvt Ltd (Demo) Rohanlyer  11Nov2026(9d) 7} © Active
My payslips CW-ENG-SYNO2  Site security guarding Demo Secure Guarding Agency (Demo) ~ Rohanlyer 05 Apr 2027 1 OActive
My documents CW-ENG-SYNO5 Seasonal warehouse support (closed) Demo Staffing Services Pvt Ltd (Demo) Rohanlyer 12 Sept 2026 0 & Expired
My Shifts & Holidays
1-50f5 Rows 20 ¢ <' | Pagel/l | >

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mvassets
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Home

Approvals

My workspace
My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Q. Searchpages anc

Ctrl K

CW-ENG-SYNO1 - DEMO STAFFING SERVICES PVT LTD (DEMO)

< Warehouse operations support © Actve Revz

The contract endsin 9 days.

PERIOD 24 Jun 2026 to 11 Nov 2026
pavaBLES ¥38,700.00

Scope and classification

SERVICE SCOPE

catecoRY Vendor Employee

CAPLEFT %24,61,300.00

Documents 1

Warehouse operations support. Demo scope.

CLASSIFICATION APPROVED BY

Meera Nair- 19 Jun 2026, 7:.45 pm

Rateversions

ROLE

Operations associate OPS-,

Operations associate OPS-ASSOC

Operationslead OPS- D

uNIT

Hour

Hour

Hour

Amendments
KIND EFFECTIVE
Rate Change 22Sept 2026
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History

RATE

2450.00

3420.00

2600.00

NEW END

sPONsOR Rohanlyer con

OVERTIME

2675.00

3630.00

2900.00

REVIEWED CLASSIFICATION BASIS

TRacTReF SYN-SOW-2026-014

@D Alpha Demo

RATE BASIs Hourly

2Q

cap ¥25,00,000.00

Reviewed: services supplied and supervised by the vendor; vendor is the

employer of record (Demo note).

PERMITTED SITES
South Branch

MAX PER CLAIM FROM
220 22Sept2026
220 24 Jun2026
220 24 Jun2026

REASON

Annualrate revision (Demo)

22 Sept 2026

STATUS

VERSION
v2 Current
vl

vl © Current

© Applied
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Register and verify a worker

Workers lists every contingent worker with vendor, sponsor, engagement dates, location and status.

WHAT YOU SEE

e Status: Awaiting verification , Verified , Deployed ,andunder More convertedandrejected.

e Toverify and Evidenceissues show who needs yourattention.

e The worker page shows the next step ( Verify , Deploy or UploadEvidence )andtabsfor Engagement |,
Qualifications , Access , Assets and History .

HOWTO DO IT

1, Select Register Worker and fillthe worker's details against a contract.

2 Opentheworkeranduploadthe required evidence (ID, background check, certificates).

3 Select Verify onceidentity, eligibility and classification are checked.

4 Select Deploy toplacethem atasite.

GOOD TO KNOW

o Aworker cannot be deployed while required evidence is missing or expired, unless an exceptionis approved.

e Converttoemployee (More actions)starts hiring the worker as an employee; their contractor history stays

separate.

hoN Q searct
Home

Approvals

ctrl K

Contingent Workers ©

Overview Contracts Deployments Work Claims
My workspace 4 B 2
Deployed To verify
= Myrequests
Q Search name, reference, email or ver 3% Filters | B Any date
}i Myattendance
) My proﬂle Worker VENDOR SPONSOR
Family & bank Anita Fictional Placeholder Consulting LLP (Demo) KavyaRao
My job history Deepak Testcase Demo Staffing Services Pvt Ltd (Demo) Rohan lyer
My leave Imran Demo Demo Staffing Services Pvt Ltd (Demo) Rohan lyer
My onboarding Lata Mockdata Demo Staffing Services Pvt Ltd (Demo) Rohan lyer
My payslips Meena Placeholder Demo Staffing Services Pvt Ltd (Demo) Rohan lyer
My documents RaviDemo Derno Staffing Services Pvt Ltd (Demo) Rohan lyer
My Shifts & Holidays SureshDemo Demo Secure Guarding Agency(Demo)  Rohanlyer
Documents & pay Vikas Sample Demo Staffing Services Pvt Ltd (Demo) Rohan lyer
My performance
1-80f8

My timesheet

My benefits

2 Mvassets
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Reports

3

Evidence issues

ENGAGEMENT DATES

28 Aug 2026 to 19 Feb 2027
12 Sept 2026 o 11 Nov 2026
17 Sept 2025 t0 12 Sept 2026
22 Sept 202610 11 Nov 2026
13 Aug 2026 to 11 Nov 2026
04Jul2026 10 11 Now 2026

15 May 2026 10 05 Apr 2027

19 Oct 2026 to 11 Nov 2026

LOCATION

North Branch

SouthBranch

SouthBranch

North Branch

{& AlphaDemo

More v

Lo [ Columns
Status

© Deployed

O verified [1

© verified

X Awaiting verification

@ Deployed (DR}
© Deployed
@ Deployed
X Awaitingverification [ 2
s| 20 ¢ || < | Pagel/1 | »

°Q
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Home

CW-SYNO7 - ALPHA DEMO

< LataMockdata & awaitingverification

Approvals

Ctrl K

Identity, eligibility and classification need review.

My workspace
My requests venpor Demo Staffing Services PvtLtd (Demo) contract CW-ENG-SYNO1 catecory Vendor Employee
IpenTITY Demo ID ending 2268  account None
My attendance
My profile
Family & bank & Deployments
My job history REFERENCE SITE ROLE PERIOD
My leave CW-DEP-SYNO5S Hyderabad HQ Security guard 25 Apr2026to 21 Sept 2026
M boardil o .
ey S Employerrelationships ©
My paysiips CONTRACT VENDOR FROM TO STATUS
My documents CW-ENG-SYNOL Demo Staffing Services Pvt Ltd (Demo) 22Sept2026 @ Active
My Shifts & Holidays CW-ENG-SYNO2 Demo Secure Guarding Agency (Demo) 15Apr2026 21Sept2026 { Transferred

Documents & pay
©  Verification

My performance

CLASSIFICATION BASIS
My timesheet

(Demo).
My benefits

VERIFIED BY
Mv assets Notsat
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Supplied and paid by the vendor; works under vendor supervision at our site

CLASSIFICATION REVIEWED
No

REVIEW NOTE
Not set

sPonNsor Rohan lyer

G AlphaDemo

2 Q

siTE Notset accessuntiL Notset

ACCESS UNTIL STATUS

21Sept 2026 {3 Ended

REASON

Moved to Demo Staffing Services (Demo)
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€X) Deployments, work and claims

A deployment places a worker at a site for a period, with access until a date. Approved work records what they
did, and vendor claims are checked against that work.

WHAT YOU SEE

e Deployments showswhoison site, pending, ending soonorinclearance.

e Work listsattendance and hours from sites; site managers approve them.

e Claims comparesthe vendorinvoice with approved work and shows the variance before it goes to finance.

HOW TO DO IT
1. Open
2, Open

hoN

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

My performance

My timesheet

My benefits

2 Mvassets

Deployments ©

Overview

Workers

Q Searchworker, ref

WORKER

Anita Fictional

Meena Placeholder

RaviDemo

Suresh Demo

LataMockdata

ImranDemo

1-60f6

Deployments to extend orend adeployment.

ctr1 K

Contracts Deployments Work

o 4

Onsite
erence orrole

VENDOR

Placeholder Consulting LLP
(Demo)

Demo Staffing Services Pvt
Ltd (Demo)

Demo Staffing Services Pvt
Ltd (Demo)

Demo Secure Guarding
Agency (Demo)

Demo Secure Guarding
Agency (Demo)

Demo Staffing Services Pvt
Ltd (Demo)
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% Filters

Claims Reports
® Pending
B Any date
LOCATION ROLE
Engineering
North Branch
consultant
SouthBranch  Operations lead
O ti
SouthBranch Dera, o02
associate
North Branch Security guard
Hyderabad
Ha Security guard
Operations
SouthBranch #
associate

Claims andselect Validate Claim tocheckavendorinvoice.

@@ Alpha Demo Q @
e < B
1 More ¥
Ending soon Clearance
[ Columns
Period Access until Status
02Sept 2026 to 30 Jan 2027 30Jan 2027 © Active
23 Aug2026to 11 Nov2026 03 Nov2026 © Active
14Jul2026 to 11 Nov 2026 11 Nov 2026 © Active
25May 2026 to 21 Mar 2027 21 Mar 2027 © Active
25Apr2026 to 21 Sept 2026 21 Sept 2026 {2 Ended
3 Ended
26Dec2025t0128ept 2026 12 Sept2026
X Clearance 2
Rows | 20 ¢ | < Pagel/l >
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Ctrl K G AlphaDemo Q @

He Vendor Claims © 5 =

Approvals
Overview Workers Contracts Deployments  Work Reports

My workspace Payableinputs

My requests 2 1
k= (5] @® With finance More v
Al Validated Approved
My attendance
My profile Q. Searchclaim erinvoice reference E Anydate @ Columns
Family & bank Reference VENDOR INVOICE Period Claimed PAYABLE Variance  Status

My ok bistory cw-clMcsyioz  DomoSteffingServicesPutltd  SYN-INV- 080ct 20261021 Oct2026 23975000 219350.00 22040000 [ Validated 1
(Demo) 1002
My leave
CW-CLM-syNoL  DemoStaffingServicesPviltd  SYN-INV- 245ept 20261007 Oct2026 23870000  238,700.00 2000  © Approved
My onboarding (Demo) 1001
My payslips 1-20f2 Rows | 20 & < Pagel/l >

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets
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10 separations

Separations manages every exit: resignations, terminations, retirements and contract ends. Each case
goes frominitiation through notice and clearance to exit and closure.
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@) The separations pipeline

The pipeline lists every exit case with type, last working day, clearance progress, settlement and status.

WHAT YOU SEE

e Counttabs: Open , ToReview (newresignationstocheck), InApproval , OnNotice , Overdue Clearance
and Exited . More holds Closed , Drafts , Withdrawn , Rejected and AllCases .

e Clearance shows the percentage done andany overdueitems. (proposed) afteradate meansitisnotyet
approved.

e Filters include company, exit type, coordinatorand Coordinated by me .

HOW TO DO IT
1) Select Separations inthe People menu.

2 ) Chooseacounttab.

3 Selectarowtoopenthecase.

4 ON Q  searchpages and features cerl K & Alpha Demo Q @
Home
B & 6 < B
Approvals
1
8 n @ overdue (S More v
To Review In Approval OnNotice Cl Exited
learance
My workspace
B Myrequests Q Searchemployee, number orreferer =% Filters B Anydate [ Columns
i My attendance Employee Exit type Last working day Clearance SETTLEMENT Status
) Myprofile @ Manish vadav Resignation 270ct2026 - 28% 4overdue [ Bxited
Family & bank
@ zraxtan gormactend 11Nov2026 - 14% © onnotice
) My job history
@ Karthik Subramanian 3?3_'9”?“?'”‘ 19 Dec 2026 (proposed X Toreview
My leave Careergrow
My onboarding 1-30f3 Rows 20 ¢ < | Pagel/l >

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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ON YOUR PHONE

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

e <
the --- button.

1 0

ToReview In Approval
Q Searchemployee, nL i Filters [ Anydate

@ Manish Yadav b Exited
Resignation

Relocation

Lastworking day 27 Oct 2026

cl ce - 28% 4overdue

e ZaraKhan @© Onnotice

Contractend
Fixed term

@ Karthik Subramanian X Toreview

Resignation

wth

ng day 19 Dec 2026 (proposed)

< Pagel/l

@ m &

Home Attendance Approvals
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m Initiate an exit

Employeesresignfrom Myexit . HRuses Initiate Exit forterminations, retirements, contract ends, ortorecord
aresignationreceived on paper or by e-mail.

WHAT YOU SEE

e Exittype decidesthe policynotice period, showninthe sectionheader.

e Noticegivenon , Noticestart and Requested last workingday setthe dates. Coordinator defaultstoyou.

e Notes and Handovernotes are sharedwiththe people working onthe case.

e Some exit types arerestricted: only authorised HR can see them.

HOW TO DOIT

1 Select Initiate Exit .
2 Findthe employee.

3 Choosethe Exittype and Reason ,fillthe datesandnotes.

4 Select Submit ,or SaveDraft tofinishlater.

hoN

o) Home

Y Approvals

My workspace
Y= Myrequests
B My attendance
My profile
@ Family & bank
My job history
My leave
My onboarding
My payslips
3 Mydocuments
S My Shifts & Holidays
Documents & pay
® Myperformance
My timesheet
My benefits

A Mvassets

cerl K

Q Searchpage
Aditya Gupta
ALPOOO13, Software Engin
Ananya Das
ALPOOQ18, Operations Executive

Arjun Kapoor
ALPO0005. HR Executive

DivyaPillai

Exitdetails ©

Exit type *

Resignation

Notice givenon*

02-11-2026

Requested last working day *

dd-mm-yyyy

Notes Optiona

Handovernotes Opticnal

HR4ON - HR Guide: People and Employee Lifecycle - 2 November 2026

@ Alpha Demo g @

Reason Optional

Choose areason v
Notice start Optiona

dd-mm-yyyy [a)
Defauits to the date notice was given
Coordinator Optiona

Me ~

Defaults toyou

%

Sl l]
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EX) Review dates and notice
Anew resignation arrives as Toreview . HR agrees the notice start, last working day and how any notice shortfall
is treated, and the proposal goes for approval.

WHAT YOU SEE
e Thedialogcomparesthe required notice with the days served and shows any shortfall.

e Shortfalltreatment can waive the shortfall, recoverit from the employee, or payinlieu, with the amount and
tax treatment.

e Proposedates isthenormalchoice. Return sendsthe case backtotheinitiatorwithacomment.

HOW TO DO IT
1 Openthecaseandselect ReviewDates .

2 Set Noticestart , Lastworkingday andtherequirednotice.
3 Choose the shortfall treatment and give a rationale where asked.

4) Select SendforApproval .

GOOD TO KNOW
e Onlyanapproved assessment changes the case. Each proposalis approved onits own.

4 ON Q  searchpages and i ctrl K b AlphaDemo @ @
Home SEP-2026-00001 - ALPHA DEMO
Approvals < Karthik Subramanian = Toreview 8 < &

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

TvPe Resignation, Careergrowth roLe Software Engineer, Technology sueMITTED 20 0ct2026  LASTWORKING DAY 19 Dec 2026 (requested)

My workspace

= Myrequests
cooroinaToR ArjunKapoor manAGeR PriyaSharma  empLovmenT Active

i My attendance
Datesand Notice Settlement History

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

My leave

f3 Notice Assessments ©
My onboarding

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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Review Dates and Notice
Karthik Subramanian: requested last working day 19 Dec 2026

Proposedates  Return

Notice start* Last working day * Required notice (calendar
days)*
20-10-2026 19-12-2026

60

Policy: 60

Notice fully served
Served 60 of 60 days. The server recalculates on submit.

Rationale Optional

Cancel </ Send for Approval
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m The exit case

Everything about one exitis onits case page.

WHAT YOU SEE

The header shows type, role, dates, clearance progress, when access closes, the coordinator and manager.

Tabs: DatesandNotice , Clearance , Settlement , Completion and History .

e Moreactions holds Change Exit Dates , Assign Coordinator , Rehire and Alumni , Refresh Clearance Sources
and Withdraw (or Request Withdrawal ).

The sparkleicon, Outstanding and Handover Summary | lists what is still open for the leaver.

HOW TO DO IT
1 Openthecase.

2 Followtheinstructioninthe strip, forexample Execute Exit when the last working day is reached.

(o] ] Q  searchpagesar cerl K & Alpha Demo @ @
Home SEP-2026-00002 - ALPHA DEMO
Approvals < ZaraKhan © onnotice el &
Onnotice until 11Nov 2026; clearance 14% done 7= Clearance
My workspace
tvre Contractend, Fixedtermended roLe Intern, Technology suemiTTED 120ct2026  LASTWORKING DAY 11 Nov2026  CLEARANCE e 14%

J= Myrequests
Access cLoseEs TINov2026,7:00pm  cOORDINATOR ArjunKapoor MANAGER PriyaSharma eEMpLOYMENT Active

i My attendance
Datesand Notice 1 Clearance 6 Settlement Completion History

) My profile

Family & bank B Notes

& Myjob history Demo case

My leave

f@ NoticeAssessments O
My onboarding

Last working day 11Nov 2026 - proposal 1 by Arjun K

y Arj K 5
Notice O calendardays from 12 Oct 2026, served 0, shortfall O Ehpvcovs

My payslips ded approval (Demo: no workflow request)

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

$  Mvassets
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@) Completion: access, documents, exit interview and rehire

The Completion tab bringstogetherthe last steps: closing access, exit documents, the exitinterview and rehire

eligibility.
WHAT YOU SEE

Access Closure setswhen sign-in closes and what former-employee access remains (forexample

documents only, untiladate). EditPlan changesit.

ExitDocuments generatesthe RelievingLetter and Experience Letter asdraftsin Documents & letters.

ExitInterview showswhetherthe leaverhas answered. Record Answers records answers giveninameeting.

Answers are seen only by authorised HR, never the manager.

HOW TO DOIT

1 Openthecaseandselect Completion .
2

Rehire and Alumni records rehire eligibility and whether the personjoined the alumni network.

Check the access plan, generate exit documents and record the exit interview.

3) Whenalloutcomes arereconciled, select Close Case .

GOOD TO KNOW

¢ Acase cannot be closed while blockers remain, for example an unpaid final settlement. The notice at the top lists

them.

SEP-2026-0

ignation, Relocation

Before closing

£ AccessClosure O

HR4ONsign-inandsessions
Osessions revoked. T grant ended
Emalland collaboration

VPNandremote access

Building access card

B ExitDocuments ©

Noexitdocuments yet.

[ Bxitinterview ©

starus B Toreview  susmiTeD 220ct2026  AGGREG,

Relocation
Supportive team (Demo).
Yes

2, Rehireand Alumni

Reine NotAssessed AL
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< ManishYadav ©
£ The finalsettiementis not paid

RoLE Operations Executive, Operations  sUsMITTED
oses 270¢t2026,7:00pm  seriiementoue Deadiinenot configured  c:

DatesandNotice 1 Clearanc

Closed  closes

Source controland cloud consoles

cnx aupmoeme @ @

> Exited

28%
o Arjun Kapoor

£q Rohanlyer &

EnT Separated

The finalsettlement is not paid. 4 clearance tasks are il open (complete, dispute or waive therm).

7 270ct2026,7:00pm  EXECUTED 30 OCt2026, 4:05pM  SESSIONS REVOKED O ACTIVE AFTER CHECK
£ss Documents until 27 Oct 2027

GATECONSENT Yes  RETAINED UNTIL 26 Oct2028
4

Clearer growth paths (Demo).

Update

on Notoptedin
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1T Exitclearance

Clearance makes sure every department signs off aleaver: IT takes back accounts, assets collects
equipment, finance settles advances, and so on.

m The clearance checklist on a case

The Clearance tab onacase lists eachtask withits department, owner, due date and state.

WHAT YOU SEE

e States: Open , Completed , Disputed , Waived andoverdue. Escalated marks atask senttothe owner's
manager.

e Complete recordsthetaskdone withevidence. Taskactions holds RecordDispute , Escalate ,
Reassign or Change Due Date , Waive and Reopen .

e Adisputerecords anunresolved amount as areceivable; statutory pay is never withheld forit.
HOW TO DO IT

1 Openthecaseandselect Clearance .

2 Select Complete onatask,addthe evidence note orfile and confirm.

3 Use Taskactions todispute, escalate, reassignorwaive.

(o] ] Q  searchpages and features cerl K G Alpha Demo @ @
Home SEP-2026-00003 - ALPHA DEMO
Approvals < ManishYaday & &xited e < &
/A Thefinal settlementis not paid. = Completion
My workspace
TvPE Resignation, Relocation roLe Operations Executive, Operations  susMITTED 02Sept2026  LAST WORKING DAY 27 Oct2026  CLEARANCE wm 28%

= Myrequests
ACCESS CLOSES 27 Oct2026,7:00pm  seTTLEMENT DUE Deadlinenotconfigured coorpiNATOR ArjunKapoor MaANAGER Rohanlyer empLOYMENT Separated

@ Myattendance

) My profile
® i 0
@) Family & bank E] ClearanceChecklist © 207
& Myjob history Knowledge and work handover

Manager: Rohanlyer 250ct 2026 (overdue)  {: Open @ Complete

My leave

company assets
Farhan Ali - asset items outstanding, 1 apen discrepancy in Assets. Not deducted from pay. - Laptop charger not returned: 270ct2026 Q Disputed @© Complete
ee says it was handed to the store (Demo). - unresolved 21,500.0

7\ My onboarding

My payslips Revoke system and integration access
T: Sanjay Verma - Sic 2610.35 UTC 0 active after verification. - Verified automatically: Sign-in closed 30 Oct 2026 @ Completed

My documents

Settle expense advances and claims

b R Finance: Vikram Shah - No outstanding travel acivance

27 Oct 2026 (overdue) () Open © Complete

Doctansntsa pe, Loan and advance balances

Payroll: Sneha Reddy - Noloan oradvance balance.

27 Oct 2026 (overdue) {1 Open @ Complete

My performance

Re‘t"“ e S Re 27 Oct 2026 (overdue) {0 Open @ Complete
My timesheet HR: Arjun Kapoor
Exitinterview

My benefits
HR: ArjunKapoor - Exitinterview submitted. - Verified automatically: Exit interview submitted

@ Completed

2 Mvassets
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The Exit Clearance board

Exit Clearance lists clearance tasks across allleavers. Owners see their own tasks; HR can switch to all tasks.

WHAT YOU SEE

e Mine and All switchbetweenyourtasksandeveryone's.

e Counttabs: Open , Overdue , Disputed , Done and AllTasks .

e Selectarowtoopenthe case andactonthe task.

HOW TO DO IT

1) Select ExitClearance inthe People menu.

2 Select All toseeeveryopentask.

3 Openatasktocompleteitonthe case.

ToN

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

Open

Q Search task, leaver erreference

Task

Knowledge and work handover

Settle expense advances and claims

Return D card and company documents

Return company assets

Loan and advance balances

Exitinterview

Loan and advance balances

Settle expense advances and claims

ReturnID card and company documents

Returncompany assets

Revoke system and integration access

1-110f11
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4

Overdue

Ctrl K

b 4

Disputed

LEAVER

Manish Yadav SEP-2026-00003

Manish Yadav SEP-2026-00003

Manish Yadav SEP-2026-00003

Manish Yadav SE

Manish Yadav SEP-2026-00003

Zara Khan SEP-2026-00002

Zara Khan SEP-2026-00002

ZaraKhan SE

Zara Khan SEP-2026-00002

Department

Manager - Manager: Rohanlyer
Finance - Finance: Vikram Shah
HR - HR: Arjun Kapoor

Assets - Assets: Farhan Ali
Payroll - Payroll: Sneha Reddy
HR - HR: Arjun Kapoor

Payroll - Payroll: Sneha Reddy
Finance - Finance: Vikram Shah
HR - HR: Arjun Kapoor

Assets - Assets: Farhan Ali

IT-IT: Sanjay Verma

Done

Due

250ct2026(overdue)

27 Oct 2026 (overdue)

27 Oct 2026 (overdue)

27 Oct 2026

27 Oct 2026 (overdue)

10Nov2026

11 Nov2026

11 Nov2026

11 Nov2026

11Nov2026

12Nov2026

Rows

b AlphaDemo

®Q
Mme. (=]

More v

[ Columns

UNRESOLVED  State

: Escalated
{7} Escalated
{} Escalated
21,500.00 @ Disputed
) Escalated
{2 Open
£ Open
{: Open
{} Open
< Open
{2 Open

20 ¢ ¢ Pagel/l >
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12 Helping employees with self-service

Most employees use HR4ON on their own. When someone asks for help, you can see where their
requests stand, and you keep the help answers they search.

Assist an employee
Use Assistanemployee whensomeone calls orwrites to ask where arequestis. You see the status of their
requests, without amounts or request summaries.

HOW TO DO IT
1) Select Assistanemployee inthe People menu.
2 Typetheemployee'sname ornumberandselect Find .
3 Selectthe person, write why you are viewing theirrequests and select Show Requests .

4 Tellthe employee where the request stands, or openitif you are the approver.

GOOD TO KNOW
e Everyviewisrecorded with yourreason.
e Youcannot actonthe employee's behalf from here; guide them through the step on their own phone or computer.

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

Home

AssistanEmployee ©

5 Approvals

Q  Employee
My workspace Priya Find
= M t .
g Hieguents @ Priya Sharma S
ALPOOQOQ12 - Senior Software Engineer

)i Myattendance

) My profile

J Why are you viewing Priya Sharma's requests?
Family & bank

Reason*
) My job history

Employee asked onthe helpdesk call where her leave requestis.
My leave

& My onboarding Recorded in the audit trail
My documents
3 My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

N2 Mvassets
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Self-service help answers
Self-service help holds the answers employees find when they search Help & preferences . Keep them short
and point to theright screen.

WHAT YOU SEE

e Eachanswerhasacompany (orall companies), category, question, answer, search words and an optionalin-
app link such as /me/leave/apply.

e Only Published answers are searchable. Draft answers are workin progress.
e Rowicons: Edit , Publish , Unpublish and Retire .

HOW TO DO IT
1) Select Self-servicehelp inthe Administration menu.

2 Select NewAnswer |, fillthe question and answerand select Save .

3 ) Selectthe Publish iconto makeitsearchable.

ON Q Searchp cerl K G Alpha Demo @ @

Home =
Self-serviceHelp © =]
Approvals
- 11' 23 o ’
Published Draft

My workspace

Q Searchquestion or code D Columns
= Myrequests
Question Category T COMPANY Updated STATUS ACTIONS
i My attendance
Canlinstall HR4ON on my phone? App All companies 020c12026,7:44pm < Published Z 6 B
) My profile
_ My punch did not seem to go through. Attendance Allcompanies 020ct2026,7:44pm £ Published Z © B
Family & bank
My job history Iforgot to clock out. What should  do? Attendance Allcompanies 020ct2026,7:44pm % Published # & B
My leave Where are my letters and policies? Documents Allcompanies 020ct2026,7:44pm % Published Z © B
P Myonbasiing Canlcancel leave that is already approved? Leave Allcompanies 020ct2026,7:44pm < Published Z © B
My payslips
How do | apply forleave? Leave Allcompanies 020ct2026,7:44pm £ Published Z © B
My documents
Whenis salary credited at Alpha? Pay One company 020c¢t2026,7:44 pm ¢ Published Z © B
My Shifts & Holidays
How do | update my phone number or address? Profile Allcompanies 020ct2026,7:44pm € Published Z 9 B8
Documents & pay
My performance How doladd my spouse or children? Profile Allcompanies 020ct2026,7:44pm & Published - |
My timesheet How do | change my salary bank account? Profile All companies 020ct2026,7:44pm 4 Published Z © B
My benefits .
How do | know where my request is? Requests All companies 020ct2026,7:44pm < Published /7 o #
2 Mvassets
‘Who do | contact for an ID card replacement? Workplace ‘One company ) Draft Z 9 B

1 nac1n R Y PRl LS Y
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New Help Answer
Company * Category *
Alpha Demo

Question*

Answer™

SearchWords Optiona

In-app Link Optional

For example /me/leave/apply

Cancel a
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E€X) What employees

seeinHelp

Employees search the published answers from Help & preferences . Check new answers here after you publish

them.

My workspace
My requests

My attendance
My profile

Family & bank

My job history

My leave

My onboarding
My payslips

My documents
My Shifts & Holidays
Documents & pay

My performance

My timesheet

My benefits

My assets

Mv salarv

ON YOUR PHONE

The same screen onaphone.

the --- button.

Q searc

ctrl K

hpag

Help & Preferences ©

Q  Askaboutleave, pay, bank, policies

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

App

Canlinstall HR4ON on my phone?
Attendance

Iforgot to clock out. What should | do?
My punchdid not seem to go through.
Documents

Where are my letters and policies?

Leave
Howdo | apply forleave?

Canlcancel leave that is already approved?

Pay

Whenis salary credited at Alpha?
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Menus collapse into the bottom barand

@& AlphaDemo @ @

Help & Preferences ©

Notifications Preferences

Q Askaboutleave, pay, bank, polici

Stillneed help?

63 Raiseacase and HRwil

getbacktoyou

App

Canlinstall HR4ON on my phone?

Attendance

Iforgot to clock out. What should I do?

My punch did not seem to go through.

Documents

Where are my letters and policies?

Leave
How do | apply forleave?

Canlcancel leave that s already approved?

@ i

Home Attendance
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E€X) Self-service adoption
Self-service adoption (under Insights ) shows how many people use self-service, which features they use, how
requests are completed and any failed actions.
WHAT YOU SEE
e Choose7days, 30 days, 90 days or 12 months.

e Groups smallerthan the minimum group size show Too few people or Hidden to protect privacy.

hON Q searct cert & AlphaDemo B @

Home

Self-service Adoption ©

7days 30days 90days 12months @ “z

Approvals

c1 2026 to 02 Nov2026 - minimum group 5
My workspace
Adopti
= Myrequests oy Activepeople opaon 4 Actions Failedactions .- Requestareas
) 7 &) 68 O] 0 = 1
B My attendance
)) Myprofile A UsebyFeature
Family & bank FEATURE PEOPLE ACTIONS
9 Myjob history — Toofew people 36
My leave Documents & letters Too few people 18
#) Myonboarding Requests 5 14
My payslips
= RequestCompletion &
My documents
AREA SUBMITTED COMPLETED CLOSED OPEN AVG DAYS
My Shifts & Holidays
Leave Toofew people
Documents & pay
My performance (@ FalledActions (O

My timesheet

No failed actions in this period.

My benefits

2. Mv
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A Words used in this guide

Employee file
Everything HR4ON holds about one employment: overview, personal, employment, identity and bank,
documents and history.

Assignment
Where and how someone works from a date: department, designation, grade, location, manager and cost
centre.

As of date
Shows therecord asit was, or willbe, onachosen date.

Dated change
Anew assignment row that starts on an effective date. Earlierrows stay in the history.

Correction
Fixing arow or change that was wrong from the start. It is recorded with areason.

Employment change
Atransfer, promotion, manager change, confirmation or similar change that goes through approval and s
applied onits effective date.

Backdated
A change whose effective dateisinthe past. It needs a backdate reason.

Retro
Payrollrecalculates earlier pay periods because of abackdated change.

Blocked
An approved change that could not be applied because the record changed afterapproval.

Preboarding
An employee who has accepted an offer but not yet joined.

Probation review
The evaluation before probation ends; it leads to confirmation, extension or exit.

Matrix manager
Someone outside the reporting line given specific capabilities foran employee.

Template
Aversioned letterlayout with merge fields. Only published versions generate letters.

Signatory
Aperson authorised to sign a type of letter.

Acknowledgement
The employee's confirmation that they have read aletter or policy.

Quarantined
Afile that failed the virus scan and cannot be opened.

Contingent worker
A contractor, consultant oragency worker engaged through a vendor contract, not on payroll.

Deployment
A contingent worker's placement at a site for a period.
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Separation case
Therecord of one employee's exit, from notice to closure.

Last working day
The final day the leaver works.

Notice shortfall

Notice days required but not served. It can be waived, recovered or paidinlieu.

Clearance
Department sign-offs needed before aleaveris fully cleared.

Coordinator
The HR personwho looks after an exit or onboarding case.

Exitinterview
The leaver's feedback, seen only by authorised HR.
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