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About this guide

This guide is for leaders: chief executives, business heads and senior managers who need a clear picture of their
people without digging through records. It also has a chapter forauditors, who canlook at almost everythingin
HR4ON but change nothing.

Leadership screens show totals, rates and trends. To protect privacy, groups smaller than a few people are not
broken down, and salary cost is only shown to people who hold salary access as well. Everything you see stays
within your own scope: your companies, your part of the organisation or your team.

Most of what aleader doesin HR4ON takes a minute on a phone: glance at the numbers, approve what is
waiting, and share areport.

What you candoin HR4ON

See headcount, joiners, leavers, attrition,
attendance, leave, overtime and expense
spendataglance

Use dashboards with period comparisons and
trends

Find, filter, group and exportreports, and
share themas PDF

Look atyourteam’s attendance, leave,
timesheets, expenses and assets

Follow engagement: announcements, surveys
and recognition

Review positions, vacancies and workforce
plans

Approve, reject orreturnrequests, on desktop
or phone

As an auditor, find records and their full history
without changing anything

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

Before you start

e OpenHR4ONinaweb browseronyourlaptop,
oronyour phone. Onaphone youcanadditto
yourhome screen and useitlike an app.

e Signin with yourusername or work email and
your password. Use Acceptaninvitation the
firsttime, or Can'tsignin? if youarelocked
out.

e Whatyou see dependsonyourrole. If amenu
orbuttonin this guide is missing for you, ask
your HR administrator.

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

The screenshots use the HR4AON demonstration company, so the names, numbers and dates are examples. Screenshots were
taken as Aarav Mehta (chief executive, leadership and manager access across both demo companies) and, in the last chapter,
Neha Joshi (auditor).
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O1 Yourhome page

Yourhome page puts the leadership numbers and the decisions waiting for you next to your own day.

HR4ON - Leadership and Analytics Guide - 2 November 2026 Page 4 of 38



m What leaders see on Home

As well as your own attendance, leave and pay, Home shows what needs your decision and a headline from your
leadership insights.

WHAT YOU SEE

Waiting for your approval :the requests you need to decide, oldest first, with Overdue flags.

My teamtoday :whois available oronleave, approvals waiting and team tasks due.

Leadership Insights :today’s headcount and how many decisions are waiting; select it to open the full view.

Quick actions : shortcuts suchas Team Approvals and Give Kudos .

HOW TO DO IT

2

Signin. Home opens.

Select Reviewall toopenyourapprovals, or Leadership Insights forthe numbers.

HR/I0N

| @ Home

B Approvals

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

. Mvas:

Q  search pages and feature ctr1 K

Clockin/out Team Approvals My Requests

[ Waiting foryourapproval €

@ Priya Sharma - 5 days Earned Leave
I days ago

Leaverequest - Priya

G Ishita Bose - 1day Casual Leave

Leaverequest - Ishita Bose - 11 da

Divya Pillai - 1day Casual Leav:
Leaverequest - Divya Pillai - 11 days ago

B !4 TEAMTODAY
3 approvals waiting for you, 3 overdue.

17717 1 3 7
Available Onleave Approvals  DueTasks
(3overdue)

[ Review Approvals

TODAY'S SHIFT
) 09:30-18:30
GEN - General shift
Next: Tuesday, 3 November, 09:30 -18:30
(GEN)
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ApplyLeave My Shifts

" 09:30-18:30 - GEN

09:30

<) Innotyet [> Outnotyet

7, TODAY-MONDAY,2NOVEMBER (O Notinyet

®© Sharelocationwhenpunching &

@ Workingremotely &
My attendance
= PunchReviews

1waiting foryou - 1escalated

«©

Logtime

n

@ Alpha Demo @ @

Give Kudos My payslips

Review all >
A Overdue
A Overdue

A Overdue

Needs Your Attention
& 2toacknowledge

Benefits enrolment window opens

Leadership Insights
23

Headcount on 02 Nov - 3 decisions waiting
foryou

Page 5 of 38



ON YOUR PHONE

Home on aphone. Approvals and insights are near the top.
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HRZ.0N

Good evening; Aarav

Monday, 2 November

Welcomeback, Aarav

& 3toapprove

Clockin/out

S}

My Shifts Logtime Give Kudos

m

o
4] b=
feam

Approvals

© \V

[ Waiting foryour approval &

R

Priya Sharma - 5 days Earned
Leave

Leave request - Priya Sharma - 11 days
ago

IshitaBose - 1day Casual Leave

Leave request - Ishita Bose - 11 day

Divya Pillai - 1day Casual Leave

Leave request - Divya Pillai- 11 days ago

MY TEAM TODAY

My Requests

O Always ON foryou

®

ApplyLeave

B

My payslips

Reviewall >

4 Overdue

A Overdue

& Overdue

3 approvals waiting for you, 3 overdue.

17/17 il

Available OnlLeave

m

Attendance
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02 Leadership view

The leadership view is a one-page summary of your organisation for a period: headcount, movement,
attendance, leave, overtime and spend, with a six-month trend and a department breakdown.
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Read the headline numbers

Use the leadership view for amonthly review or before aleadership meeting.
WHAT YOU SEE

e Headcount : people employed onthe last day of the period.

e Joiners and Leavers :people who started orleftinthe period.

e Attrition :leavers as a percentage of average headcount for the period.

e Attendancerate , Leavedaystaken , Payable overtime and Expensespend forthe period.

The top line shows your scope, forexample All companies in your access .
HOW TO DO IT
1 Open LeadershipView fromInsightsinthe menu(orselect LeadershipInsights onHome).

2 Choosetheperiod: ThisMonth , Last30Days , LastMonth or This Quarter . Theline below shows the
exact datesincluded.

GOOD TO KNOW
e These are totals only. Salary cost is not shown here unless you also hold salary access.

! ON Q  searchpages and features cerl K Eb Alpha Demo @ @

e Leadership View @ @ aicompaniesinyouraccess 8

ThisMonth  Last30Days  Lastiiortr ([N

Showing 01 Oct 2026 to 02 Nov 2026 (inclusive)

& Approvals

My workspace
My requests Q ;";dw”"‘ P\‘ Joiners o Leavers 2 o, Attendancerate
X . X.4% 2
i 2 2y 1 B . ieneiod ~  76.1%
My attendance CveRheay Sl s
@ Myprofie LEAVEDAYSTAKEN 5.0  PAYABLEOVERTIME 1.5h  EXPENSESPEND ¥11,200
@ Family & bank l~  Six-MonthTrend © [ Decisions Waiting
HMyjob istory i Priya Sharma - 5 days Earned Leave
2 &\ Overdue
Leaverequest -1l daysago
My leave a SRS
18 5
IshitaBose - 1 day Casual Leave
7' My onboarding £ Overdue
Leaverequest -1 daysago
2
My paysiips Divya Pillai - 1day Casual Leave
b Y & Overdus
6 Leaverequest-1l daysago
My documents
® My Shifts & Holidays o - - ~ o
Jun2026 Jul2026 Aug 2026 Sept 2026 Oct2026 Nov 2026
= Documents & pay M Headcount —o- Joiners -o- Leavers
My performance
@@ ByDepartment ©
® My timesheet
DEPARTMENT HEADCOUNT  JOINERS LEAVERS ATTENDANCE LEAVE DAYS OVERTIMEH  PEOPLE
My benefits
Finance AlghaDemo 3 0 0 75.9% 00 0.0 @
¥ Mvassets
Operations Alpha Demo 5 1 1 76.3% 0.0 0.0 [}
it e B n A 47 oor nn an =
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ON YOUR PHONE

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

@ Allcompanies inyour access

the A button . This Month Last 30 Days LastMonth

Showing 01 Oct 2026 to 02 Nov 2026 (inclusive)

Headcount
Joiners

23 R

on02Nov2026

. Attrition
eavers
1 4.4%

forthe period

Attendance rate

76.1%

LEAVE DAYS TAKEN 5.0  PAYABLE OVERTIME 1.5h

EXPENSE SPEND ¥11,200

Six-MonthTrend ©

Aug 2026
Headcount: 21

Joiners: 0

Leavers: 0

Sept2026 Nov2026
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m Trend, decisions and departments

Below the headline numbers you see how headcount has moved over six months, what is waiting for your
decision, and how each department compares.

WHAT YOU SEE

Six-Month Trend : headcount at each month end (bars) with joiners and leavers (lines).

Decisions Waiting : requests that need you, with overdue flags.

By Department : headcount, joiners, leavers, attendance, leave days and overtime for each department.

Group too small to show : a department with too few people to report without identifying someone.

Definitions : exactly how each numberis calculated and where it comes from.

HOW TO DO IT

1

2

Scrolldown the leadership view.

Select the eye button( Peoplein.. )onadepartmentto list the people behind the numbers, within your

access.

hoN

Home

% Approvals

8 Myworkspace

= Myrequests

i My attendance

) My profile
Family & bank
My job history
My leave

7. My onboarding
My payslips
My documents

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

2 Mvass

Q Searchpages and features Ctrl K

DEPARTMENT HEADCOUNT
Finance AlphaDemo 3
Operations AlphaDemo 5
People & Culture Alpha Demo 3
Technology Alpha Demo T
Operations Beta Demo 3

People & Culture BetaDemo (& Group too small to show

Technology BetaDemo & Group too smallto show

D Definitions

Attendance rate

Present days (half days count as present) divided by days that needed attendance
(present + absent + missing punch)in the period. Source: Attendance (calculated
days)

Overtime hours

Worked overtime, manager-approved overtime and payable overtime (approved
and capped by policy) on work dates inthe period. Source: ce(

ecords)

Expense spend

Approved claim totals with the approval date in the period, in the claim currency
Source: Expense claims

Headcount

Employments active on the date (joined on or before it, not separated before it)
Contract workers are not included. Source: Employee records
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@& AlphaDemo Q @

JOINERS LEAVERS ATTENDANCE LEAVE DAYS OVERTIMEH  PEOPLE
o] 0 75.9% 0.0 0.0
1 1 76.3% 0o 00 @
0 0 77.8% 00 0.0 @
1 o} 75.2% 40 L5 @
o] 0 75.5% 10 0.0 ®
@
@
Leave days taken

Approved, non-cancelled leave charged on dates in the period (half days count 0.5)

Source: Leave (approved |eave days)

Timesheet compliance

Weekly timesheets submitted (submitted, approved orlocked) for people withan
approved project allocation that week, divided by expected timesheets; completed
weeks only. Source: Timesheets and project allocations.

Assets held

As:

ployee custody, including those waiting for acknowledgement. Source

ody)

Attrition
Leavers inthe period divided by the average of opening and closing headcount.
Source: Employeerecords
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Print or share as PDF

Everyinsight page andreport can be printed or shared as a branded PDF, forexample to attach to board
papers.

HOW TO DO IT

1 Select Print (printericon)atthe topright.

2 Onreportsandlists,use SharePDF to share a PDF fromyour phone orcomputer, or Download PDF to save
it.

GOOD TO KNOW
e APDF shows what you cansee. Share it only with people allowed to see the same information.

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

Home
Leadership View © @ alcompanicsinyour access
Approvals
This Month Last 30 Days Last Month

Showing 01 Oct 2026 t0 02 Nov 2026 (inclusive)

My workspace

My requests Headcount Attrition

Joiners Leavers Attendancerate
o_ o_ 9 oy
S RN A 2 & 1 &y A3% A 76.1%
= on 02Nov2026 orthe period
My attendance
My profile LEAVEDAYSTAKEN 5.0  PAYABLEOVERTIME 1.5h  EXPENSEsPEND 311,200
Family & bank v Six-MonthTrend © [ Decisions Waiting
Myjohnistory . Priya Sharma - 5 days Earned Leave
= £\ Overdue
Leaverequest - 11 d 5
My leave W
® i
IshitaBose - 1 day Casual Leave
7 My onboarding A Overdue
Leav est-1l daysago
2
My paysiips DivyaPillai - 1day Casual Leave
b ¥ & overdus
6 Leaverequest - 11 dk o
My documents
My Shifts & Holidays o - = ~ o
Jun 2026 112026 Aug 2026 Sept2026 Oct2026 Nov 2026
} Documents & pay Il Headcount - Joiners -o- Leavers
My performance
(@ ByDepartment ©
My timesheet
DEPARTMENT HEADCOUNT JOINERS LEAVERS ATTENDANCE LEAVE DAYS OVERTIMEH  PEOPLE
My benefits
Finance AlphaDemo 3 0 0 75.9% 00 0.0 @
¥ Mvass
Operations Alpha Demo 5 1 1 76.3% 0.0 0.0 [}
D o ik Sl D bt n n 47 oo An nAn
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03 pashboards

Dashboards show the key measures foryourrole, compared with the previous period, with trends and
breakdowns.

Leadership Insights dashboard

The leadership dashboard covers headcount, attrition, joiners, exits, absence, active applications, vacancy rate
and survey participation.
WHAT YOU SEE

e FEachtile shows the value, the change against the previous period (forexample No change vs previous or
Up 2.2% vs previous ), and how freshthe datais: Live , Delayed or Incomplete .

e Unavailable meansyou do not hold the access that covers that data, such as payroll cost.
e Belowthe tiles: trends over twelve months and breakdowns, for example headcount by department.
HOW TO DO IT

1. Open Dashboards underlinsights.

2 Select LeadershipInsights (or Team Dashboard foryourownteam).

3) Choose ThisMonth , LastMonth , QuartertoDate or YeartoDate .

4 Selecttheinformation button on atile ( Definition and lineage ) to see howitis calculated.

TIP
¢ Select Recalculate if youhave justmade changesandwant the latest numbers now.

/ (o] ] Q Searchpagesand features ctrl K @& Alpha Demo @ @
Home o = =
Leadership Insights| ©  ilcompanies c 8
Approvals
Dashboards Reports Schedules Metrics Exports
My workspace
Team Dashboard Leadership Insights This Month LastMonth QuartertoDate Year to Date
P Myiecuestz Showing O1Nov 2( 2 e )ct 2026 to 310ct 2026 - computednow
@ My attendance
) Myprofile =] Pending Decisions (3) Open Approvals
Family & bank Priya Sharma - 5 days Earned Leave Goaidin
REQ-2026-000001. submitt 2026,7:43pm
© Myjob history
Ishita Bose - 1day Casual Leave o
verdue
My leave REQ-2026-000002 - submitted 22 Oct 2026, 7:43pi
7' My onboarding DivyaPillai - 1day Casual Leave Sireviie
REQ-2026-000003 - submitted 22 Oct 2026, 7:43pm
My payslips
HEADCOUNT (EMPLOYMENTS) ® ATTRITION RATE 6] JOINERS ® EXITS ®
My documents
) 23 0.0% 0 0
My Shifts & Holidays No change vs previous No change veprevious No change ve previous No change vs previous
Documents & pay O Live @Lve @ Live O Live
kv petoemmace ABSENCE RATE ® ACTIVE APPLICATIONS © VACANCY RATE 0 SURVEY PARTICIPATION RATE 0)
My timesheet
LEesnes 2.2% 7 25.0% 60.5%
Up 2.2% vsprevious No change vsprevious Nochangevs previous No change vs previous
My benefits
A Incomplete © Live @ Live @ Live

2 Mvas:

EMPLOYER PAYROLL COST (POSTED) ()

You do not hold a permission that

HR4ON - Leadership and Analytics Guide - 2 November 2026 Page 12 of 38



Headcount and attrition trends

Scrollthe dashboard to see headcount over the last twelve months and by department.

TIP

e Selectabarortile to drilldown to the detail behind it, within your access.

ON Q Searchpagesa Ctrl K
Home

ABSENCE RATE ® ACTIVE APPLICATIONS
Approvals (3]

2.2% 7

Up 2.2%vs previous No change vsprevious

@ Live

Incomplete
My workspace o v

My requests EMPLOYER PAYROLL COST (POSTED) ()

My attendance

My profile

Family & bank

Lt Headcount (employments): last 12 months
My job history

My leave 24
My onboarding
My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance Ll
My timesheet
My benefits

Mv assets

O Live
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@D Alpha Demo @ @

VACANCY RATE O SURVEY PARTICIPATION RATE G
O, L)
25.0% 60.5%
No change vs previous No change vs previous
@ Live @ Live
L Headcount (employments) by department ©
Operation | Techmooy -
Technology | Headcount (employments) by department:8 - | D &

peopes: Curure I +
P
@© Live
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m Team Dashboard

The team dashboard covers the people who report to you: attendance, late arrivals, leave, overtime, review
completion and mandatory learning.

HOW TO DO IT
1. Open

hoN

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Dashboards and select Team Dashboard .

ctrl K

TeamDashboard| ©  vourteam

Leadership Insights

Schedules Metrics

nth

) PendingDecisions (3)

Priya Sharma - 5 days Earned Leave

-2 000Q1- subi

Ishita Bose - 1day Casual Leave

REQ-202¢

Divya Pillai - 1day Casual Leave
REQ-2026

3. submitted 22 Oct

HEADCOUNT (EMPLOYMENTS) ® ATTENDANCE RATE

23 0.0%

No change vs previous No change vsprevious
© Live A Incomplete

APPROVED OVERTIME HOURS ® REVIEW COMPLETION

0.0h

No change vs previous

21.1%

No change ve previous

© Live ©@Lve A Rows

L Attendancerate: last12months
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Exports

Quarter to Date

©

computed now

@ Alpha Demo Q @

c 8
Year to Date
Open Approvals
Overdue
Overdue
Overdue
LATE ARRIVALS 6} LEAVE DAYS TAKEN ®
Nechange vs previous Up 0.5dvsprevious
& Incomplete @ Live
MANDATORY LEARNING 0]
G
COMPLIANCE
28.6%
No change vs previous
@ Live
L Headcount (employments) by gender ®
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04 Reports

Reports give you the detail behind the dashboards. Each report says what one row means, which date
ituses and who ownsiit, so you can trust what you read.

&) Findareport

The report catalogue lists only the reports whose data you may read, grouped by task.

WHAT YOU SEE

°
°
individual rows).
°
e LASTREFRESHED : Live , Delayed or Incomplete .

HOW TO DO IT
1. Open Reports underlInsights.

2 Selectagrouptab, orsearchbyname.

3 Usethestartoaddareporttoyour Favourites .

4 Selectareporttoopenit.

TIP

Group tabssuchas People , Workforce , Talent & service , Financial , Assets and Governance .

AUDIENCE : Rowsandtotals (you seeindividualrecords)or Totalsonly (approvedsummaries without

DATE BASIS : which date the report filters on, forexample Joinedon or Asofdate .

¢ Not sure whichreportyouneed? Select Askaquestion (speechbubble)andtype, forexample, "how many people

leftlast quarter”.

7 oN Q  Searchpages and features
Home
Reports ©
Approvals
Dashboards Schedules

My workspace

m 2

Assets

= Myrequests
Q Searchreports
i My attendance

) Myprofile L2y
Family & bank

& My job history

My leave

7\ My onboarding

My payslips
My documents
My Shifts & Holidays

Documents & pay

tus, with overdue

My performance

My timesheet Organisation Units
e and status, including units without an

My benefits
2 Mvassets
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ctrl K

Metics  Exports

p 2

Financial

Allmodules

AUDIENCE

Totals only

Totals only

Rows and totals

Rows and totals

Totals only

Rows and totals

Totals only

b Alpha Demo @ @

S B

e 3 8 7 7
Governance People Talent & service Workforce
w Alltypes v Anyfreshness v [ Columns

OWNER DATE BASIS LAST REFRESHED STATUS  FAVOURITE
Asset custodian Receivedon @ Live il w
Asset custodian Current state Q@ Live vl &4
Finance Approved @ Live v w
Finance Disbursed on Q@ Live vl Pid
Workfiow administrator Submitted @ Live vi w
Organisation administrator Current state @ Live il w
HR compliance Dueon @ Live vl &
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Run areport: headcount by department

Areport opens withits default settings. The header explains it; the body shows the numbers.

WHAT YOU SEE
e GRAIN :whatonerow s, forexample one group perdepartment.

e DATEBASIS , OWNER , SCOPE and METRICS (withtheirversions).
e Rows showsthelist; Summary groupsit,forexample ByDepartment , By Grade or By Gender .
[ ]

Some fields are masked orwithheld unless you hold extrarights; the report says so.
HOW TO DO IT

1, Open Headcount and FTE by Department .

2 Choose Summary andagroupingsuchas ByDepartment or ByLocation .

3 Choosethedate: Asof adate,orarangeon Joinedon or Lastworkingday .

hoN Q Searchpages and features ctr1 Kk @ AphaDemo | B @

Home REPORTS

Approvals < Headcountand FTEbyDepartment © v Ot e =
Dashboards @ Schedules Metrics Exports

Mywndapuce GraIN One group per department; counts employments active onthe as-ofdate pateeasis Asofdate owwner HRoperations score Allcompanies
My requests METRICS Full-time equivalent vl, Headcount (employments) v1, Headcount (people) vl
@ Myattendance )
Rows | Summary By Department - No date filter v Asof 02-11-2026 [m] ¥ Filter
&) Mypeotie Showing Scope: All companies - As of: 02 026 . grouped by Department
> Family & bank
. Groups Headcount (employments) Headcount (people) Full-time equivalent
SYb itory B 4 ® 23 ® 23 ® 22.80
23rows Version Version Version
My leave
7 My onboarding ® Genderwithheld: needs additional rights. Employee numbers and tags are partly masked
My payslips
f RowsbyDepartment
My documents
5 My Shifts & Holidays Operations 8
Technology 8
Documents & pay
e I
Culture
P Pl roance I :
® Mytimesheet
@ columns
My benefits
DEPARTMENT ROWS FTE
¥ Mvassets
Operations 8 8
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EX) Filter areport: joiners and exits

Filters narrow areport to the people you care about, forexample one department or one employment status.

HOW TO DO IT
1 Open Joiners and Exits .

2 Setthe daterangeunder Joinedon .

3 ) Select Filter ,choosea Field and Value ,andselect AddFilter .

4 Theline underthe header( Showing .. ) always tells you exactly whatisincluded.

GOOD TO KNOW

2 Mvassets

Employee numbers may be partly masked in reports unless you hold access to them.

hON Qs cer1 k @ AlphaDemo /@ @
Home REPORTS
Aewrovie < JoinersandExits © v Otwve e <

Dashboards @ Schedules Metrics Exports

RctERIEcE GrAIN Onerow peremploymentepisode Datesasis Joinedon owner HRoperations scorpe Allcompanies MEeTrics Attritionrate vl, Exits v, Joiners vl
My requests
Rows  Summary Joinedon e 01-01-2026 m] 02-11-2026 ) Y Filter
i My attendance

Showing Scope: All companies - Joined on: 01Jan 2026 to 02 Nov 2026 (inclusive) - One row per employment episo
My profile Field
Family & bank - Joiners gats. || | SOmRA ) e

B 4 © 4 O 1 e
My job history Version
Choose avalue v

My leave

® Genderwithheld: needs additional rights. Employee numbers and tags are partly masked

‘Add Filter

My onboarding

Q Search @ Columns
My payslips
My documents Employee Employee No Department Employment Status Joined On Exit Date (last working day)
My Shifts & Holidays Ananya Das ALP***18 Operations © Active 190ct2026
Documents & pay Karthik Subramanian ALP***15 Technology © Active 020ct 2026
My performance ZaraKhan ALP***19 Technology © Active 12Sept 2026
My timesheet IshitaBose ALP***14 Technology © Active 10 May 2026
Myhenefia 1-d0t4 Rows 20 % ¢ Pagel/l >

HR4ON - Leadership and Analytics Guide - 2 November 2026

Page 17 of 38



EX) Export, save a view and schedule

Take areport away as a spreadsheet, keep your settings for next time, or have it sent to youregularly.
HOW TO DO IT

. Select Export ,choosethe Format (forexample Excel (XLSX) )andthe Rows (allmatchingrows, orthis
page only), then select Export . The file uses the same filters, scope and masking as the screen, and
appearsunder Exports .

Open Moreactions and choose SaveView , giveita Name ,andtick Open thisview by default if you like.

Choose Schedule in Moreactions to have thereport delivered onaregularbasis. Manage schedules on
the Schedules tab.

Use Print , Share PDF or Download PDF foraPDF copy.

GOOD TO KNOW
e Everyexportisrecordedinthe auditlog.

—

Export Report

(Format

Excel (XLSX)

Rows

@ All4matching groups

O This page only

Allsummary columns; same filters, scope andmasking as on screen. The export

isaudited
A
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€X) Metrics catalogue

The metrics catalogue is the dictionary behind every number: what each measure means, how it is calculated
and whichversionisinuse.

HOW TO DO IT

1. Open Metrics underDashboards and reports.

2 Selectametric,forexample Headcount (employments) , to seeits definition.

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

Mvas:

Q searchpag

Metrics ©

Dashboards Reports

METRIC

ctive organisation units
R VE

Active useraccounts

Overdue approvals

OVERDUE_APPROVALS

Pending approvals

Attrition rate
ATTRITION_RAT

Exits

Full-time equivalent

Headcount (employments)
EADCOUNT

Headcount (people)
HEADCOUNT_PEOPLE

Joiners
Kl
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Ctrl K

Schedules Exports

0

Versions Pending

SOURCE

Company & organisation

Users & access

Approvals

Approvals

Employees

Employees

Employees

Employees

Employees

Employees

Paro(ected hizon
TIME BASIS UNIT VERSION
Current state (now) count vl
Current state (now) count vl
Current state (now) count vl
Current state (now) count vl
Within the period by exitDate percent vl
Within the period by exitDate count vl
As of the |last day of the period fte vl
As of the last day of the period count vl
As of the last day of the period count vl
Within the period by hireDate count vl

@& AlphaDemo Q @

FLAGS

=

I Columns
STATUS

© Active

© Active

© Active

@ Active

© Active

© Active

© Active

© Active

© Active

© Active
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05 Teaminsights

Teaminsights show how your own teamis doing — attendance, leave, overtime, timesheets, expenses
and equipment — with aline for each team member.

&) Readteaminsights

WHAT YOU SEE

e Choosethe periodandwhotoinclude: Wholeteam , Directreports , Indirectreports or Matrix .Earlyina
month, LastMonth gives afullerpicture.

e Headlinetiles: AttendanceRate , Leave DaysTaken , Approved Overtime , Timesheet Compliance and
Expenses Approved .

e Panelsfor Attendance , LeaveBalances , Overtime , Timesheets , Expenses and AssetHoldings .

e ByTeamMember :late arrivals, absences, missing punches, leave, overtime and missing timesheets per
person.

HOW TO DO IT
1 Open Myteam andselectthe Insights tab.

2 Choose the period and team filter.

ON Q Searchpages and feature

ctrl K b Alpha Demo @ @

Home

TeamlInsights © =

Overview Approvals Calendar Directory Insights Delegations Reports
My workspace ThisMonth  Last30 Days [ Last Month ] This Quarter | Whole team v

Approvals

= Myrequests Showing 01 Oct 2026 o 31 Oct 2026 (inclusive)
i My attendance
Leave Days Taken Ti heet E
- msendincg Rate ¥ 35 Y ® Approved Overtime o C‘::ih:n;e Expenses Approved
). My profile o 75.3% = — 15h 33.3% 211,200
Family & bank
& Attendance © % LeaveBalances (O ©  Overtime
My job history
My leave ATTENDANCE DAYS PRESENT : WORKED APPROVED
295 222 Bereavement Leave 51.0total-3.0each 20h 15h
/| My onboarding ABSENT LATE ARRIVALS Casual Leave 133.5total- 8.3 each PAYABLE REQUESTS PENDING
69 3 1.5h 0
My paysiips Earned Leave 452.0total - 26.6 each
MISSING PUNCHES OPEN EXCEPTIONS
My documents 4 95 Paternity Leave 35.0total- 5.0 each
S My Shifts & Holidays 3 leave requests waiting for a decision
Documents & pay
@ Timesheets © E  Expenses O AssetHoldings
My performance
EXPECTED SUBMITTED CLAIMS SUBMITTED SUBMITTED VALUE

12 held, 1waiting for acknowledgement

My timesheet

18 § L 21120000 Laptops:é  Mobilephones:2  Monitors: 2
My benefits APPROVED MISSING OR DRAFT APPROVED VALUE WAITING FOR DECISION Fiekdtoolkits:1  Ergonomic chairs: 1
3 12 <11.200.00 o)

2. Mvassets HOURS LOGGED

v 317.0
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Your team overview

The team overview is your day-to-day view: who is available, who is away, what is waiting and what is coming up.

HOW TO DO IT

1 Open Myteam .

2 Use Review Approvals todecide whatis waiting.

3 Use TeamActions forcommon jobssuchas GiveKudos , Raise Hiring Request

oN

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Q searchpag ctrl K
MyTeam ©
Approvals  Calendar Directory Insights
eam Available Today

& 17 & 17117

3indirec

[/ Waiting for You

Priya Sharma - 5 days Earned Leave

Leaverequest Indirect (i Overdue
Ishita Bose - 1day Casual Leave

Leaverequest Indirect {3 Overdue
Divya Pillai - 1day Casual Leave

Leaverequest Indirect (& Overdue

f@ ComingUp ©

6 timesheets forlast week not submitted

Timesheets

Vikram Shah: Performance review due

Rohan lyer: Performance review due

Review

Kavya Rao: Performance review due

Meera Nair: Performance review due

HR4ON - Leadership and Analytics Guide - 2 November 2026

Delegations Reports
F Onleave
1
Open Inbox % Away Today
= IshitaBose
®
®
¢ TeamActions O
01 Nov 2026
[{] PunchReviews
06 Nov 2026
2 Initiate Exit
06 Nov 2026
® AskHR
06 Nov 2026
Team Reviews
06 Nov 2026
E PlanRosters

or

|

Nominate for
Learning

Exit Clearance

Propose
Change

Raise Hiring
Request

Project

Initiate Exit .

b Alpha Demo @ @

Approvals

3

Calendar

© Available

] Teamlearning

©  Give Kudos

Probation
@ )
Reviews

Team
Attendance
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06 Engagementinsights

Engagementinsights tell you whether people are reading announcements, answering surveys and
recognising each other.

@) Read engagementinsights

WHAT YOU SEE

e Published , Viewed and Acknowledged : how many announcements went outand how many peopleread
or confirmed them.

e Survey Participation :response rates for each survey. Anonymous surveys never show who answered.

e KudosAnd Awards and Recognition By Programme :recognition giveninthe period.

HOW TO DO IT
1. Open EngagementlInsights under Engage.

2 Choose Last30days , Last90days or Last12months ,andacompany.
ON Q  searchpages and features el K @& Alpha Demo @ @

Homy EngagementInsights ©

Approvals -
Surveys Recognition Insights
My workspace Last 30 days l Last90 days l Last12 months Allcompanies v =)

= Myrequests
P! Myattondance — — Acknowledged Kudos And Awards
ishe: wed =
). My profile & 6 @ 56.8% © 1?7)('816 @ 11 i
Family & bank
[ Survey Participation
& Myjob history
My leave Hybrid work experience © Anonymous 3 Draft
Responses (0%) 0/0-0%
7' My onboarding
Quarterly pulse (Q4) @ Anonymous {7 Closed
My payslips
Responses (74%) 14/19-74%
My documents
Cafeteria feedback @ Identified {7} Closed
My Shifts & Holidays Responses (47%) 9/19 -47%
a Documents & pay
My performance R Recognition By Programme
M PROGRAMME TOTAL IN REVIEW AWARDED KUDOS NOT APPROVED
ly timesheet
Kudos 9 0 [} 9 0
My benefits
B Myassets Star of the quarter 1 [v] & Q [+]
Spotaward s 0 1 o} 0
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07 Workforce planning

Workforce planning compares approved positions with the people you actually have, so you can see
vacancies, over-hiring and the cost of plans.

Workforce overview

WHAT YOU SEE

e Actualemployees against Approved positions , with FTE and annual budget.

Filled , Vacant (includingfrozen)and Approved plantocome .

® Joins, moves and exits toreconcile and Critical roles without a successor .

e Bydepartment :approved, filled and vacant positions with budget foreach department.

HOW TO DO IT

1, Open Workforce planning under Grow.

2 Chooseacompanyor Allcompaniesinmyaccess ,andan Asof date.

hoN

Home

Approvals

3 My workspace

= Myrequests

i My attendance

) My profile
Family & bank
My job history
My leave

7 My onboarding
My payslips
My documents

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

2 Mvassets

Q Searchpagesand fi

Workforce ©

Overview Positions

l Allcompaniesinmyaccess v ‘Asof

Scenarios

Actualemployees
& 23
22.8FTE

B Proposed positions 1

2, Bydepartment O
DEPARTMENT

Finance AlphaD

Operations A
Operations Beta Demo

People & Culture 8eta Demo

People & Culture Al

Technology Alph

Technology BetaDerr

l~  scenarios

Demo FY plan: engineering capacity

from 01 Sept 2026
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ctrl K

Reports

02-1-2026 [}

Approved positions Filled

Joins, moves and exits to 3
reconcile

APPROVED FTE  FILLED
2 2 D e—
6 5 3 eom—
2 2 ] e—
1 1] e—
1 1l ] e—
5 5 e—
0 0 0

12menths

@ Alpha Demo Q @

=

Approvedplanto
come

EY o
OFTE
Critical roles without a 4
successor
VACANT EMPLOYEES PLAN TO COME ANNUAL BUDGET
o] 328FTE 247,00,000
2 1frozen BSFIE 268,10,000
1 33FTE 238,50,000
o] 11F 29,00,000
o] 33FTE 224,00,000
i 74 21,13,00,000
0 11FTE 20
Allscenarios

+1HC-+1FTE @ Approved
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Positions and vacancies

The positions list shows every approvedrole, who fills it and what it costs.

WHAT YOU SEE

e Counttabs: Vacant , Filled , Partlyfiled , Proposed and Frozen .
e OCCUPANCY :who holdsthe positionand at what FTE.

HOW TO DO IT

1 Openthe Positions tab.

2 ) Select Vacant

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

to see openroles.

Searchpa

Positions ©

Overview Positions Scenarios

. 3
Al

Vacant

Q Searchcode ortitle

Position

Finance Manager 17

FIN-FM-0

Payroll Specialist
FIN-PS-01

HR Business Partner 77
HR-BP-01

HR Executive
HR-EX-01

Field Supervisor

Fs-01

y Support Analyst
Operations Executive
Operations Executive

perations Manager 17
OM-01

Operations Manager 77

M-C

QunnArt Nack Analvet (inh charal
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ctrl K

Reports

11

Filled

3% Filters

DEPARTMENT

Finance

Finance

People & Culture

People & Culture

Operations

Operations

Operations

Operations

Operations

Operations

1
Partly filled

ROLE

Finance Manager
Payroll Specialist
HRBusiness Partner

HR Executive

Operations Executive
Operations Executive
Operations Manager

Operations Manager

L
Proposed
Planned FTE  OCCUPANCY
1 Vikramshah
1/1-1FIE
1 SnehaReddy
1/1.1FTE
1 MeeraNair
1/1-1FIE
1 Pooja Agarwal
1/1 . 1FTE
1 Vacant
1
1 Ananya Das
1/1-1FIE
1
1 Rohan lyer
1/1-1FIE
1 HarishKulkami

1/11FTE

Nivnsa Dillai

G Alpha Demo @ @
5 < B -
1 More v
Frozen

[ Columns

Cost estimate  Status

234,00,000

213,00,000

<24,00,000

39,00,000

211,00,000

36,50,000

27,00,000

36,50,000

236,00,000

332,00,000

Filled

Filled

Filled

Filled

@ Frozen

X vacant

Filled

X vacant

Filled

Filled
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Scenarios and budget reviews

A scenariois aproposed plan, forexample adding engineering capacity next year, with its headcount, FTE and
cost. Leadersreview and approve scenarios.

HOW TO DO IT
1 Openthe Scenarios tab.

2 Openascenarioto see the changes and theircost.

3 Whenascenariois sent forreview, it appearsinyour approvals.

7ON Q Searchpages and

Home

Scenarios ©
i Approvals

n: engineering capacity

ear growth scenario

My workspace
= Myrequests
Q Searchname orreference
)i My attendance
D) Myprofie Scenario
D FY pl:
Family & bank ?L“o r,,??‘
My job history Demo next-y:
NFP-2026-0002
My leave
1-20f2

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

HRA4ON - Leadership and Analytics Guide - 2 November 2026

Ctrl K

Q l
Al Draft

o0 & 1 5 0
Inreview Approved Returned

== Filters

COMPANY Plan start HEADCOUNTCHANGE  FTE CHANGE
Alpha Demo 01 Sept2026-12mo +1 +1
Alpha Demo 01Nov2026:12mo +1 +1

& Alpha Demo Q @
e < B
More g
@ Columns

COSTESTIMATE  Status

215,75,400

241,36,250

Rows 20 ¢ <

@ Approved

) Draft

Pagel/l >
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Workforce reports

WHAT YOU SEE
e Approvedvsactual :planagainstrealheadcount and FTE by department, with a tolerance.
e Vacanciesanddemand .

e  Skills and succession .

HOW TO DO IT
1 Openthe Reports tab.

2 Chooseareportanduse DownloadCSV or Share PDF .

hON Q searchp cerl K ) Alpha Demo Q @
Home
Workforce reports ©
Approvals ) N .
Overview Positions Scenarios Rej
{ Approved vs actual ] Vacancies and demand Skills and succession
My workspace
My requests
RiES 02-1-2026 o Allcompaniesinmy access v Approved positions (no plan) ~ S| &
My attendance
My profile
Approved headcount Actualheadcount FTEvariance Planned annual cost
Family & bank B 17 2 23 i +6.8 =) o- ¥
i £ 10 22,99,60,000
My job history
My leave @ Bydepartment O
My onboarding Finance AlphaDemo Plan2HC/2FTE Actual3HC/2.8FTE Filled2/2 24700000 & Over+0.8
My payslips Operations AiphaDemo Plan6HC /5FTE Actual 5HC/5FTE Filled3/2.5 268,10,000 @ Onplan
My documents Operations EetzDemo Plan2HC/2FTE Actual3HC/3FTE Filled1/1 23850000 & Over+l
My Shifts & Holidays People & Culture &cta Dermo Plan1HC/1FTE Actual LHC/LFTE Filled1/1 29,00,000 @ Onplan

People & Culture PlanlHC/LFTE Actual3HC/3FTE Filed1/1 324,00000 & Over+2

Documents & pay

Technology AlphaDemo Plan5HC/5FTE Actual7HC/7FTE Filled4/4 211300000 A Over+2
My performance
Technology BetaDemo PlanOHC /OFTE ActuallHC/1FTE Filled0/0 20 & Over+l
My timesheet
My benefits (™ Month-endactuals ©
A 01 Oct 2026 Approved 17 HC /16 FTE - Employees 24/ 23.8 FTE
| 01 Nov 2026 Approved 17 HC /16 FTE - Employees 23 /22 8 FTE
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08 Approvals

Requests come to you because you are someone’s manager, theirmanager’s manager, or because a
workflow names yourrole, for example large expenses, job offers or workforce plans.
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E&) Yourapprovalsinbox

WHAT YOU SEE

Waiting for Me : requests youneed to decide.

My Requests : your ownrequests.

Decided by Me : your past decisions.

Highimpact :large amounts or sensitive changes.

Overdue and escalated : pastthe duetime. Escalated requests came to you because the first approver did

not act.

HOW TO DO IT

1
2

3

Select Approvals inthe menu(oronthe phone tab bar).

Select Overdue to seethe oldest first.

Select arequest to openit.

hoN

Home

My workspace

= Myrequests

} My attendance

). My profile

Family & bank

&® Myjob history

My leave

¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

® Mvas!

Approvals ©

Ctrl K

q

Q Searchtitle orreference

Request

Priya Sharma - 5 days Earned Leave

IshitaBose - 1day Casual Leave

Divya Pillai - 1day Casual Leave

1-30f3

HR4ON - Leadership and Analytics Guide - 2 November 2026

3% Filters

REQUESTED BY

G AlphaDemo

0 & DecidedbyMe
My Requests
Anydate | 1 Overdue(3)

IMPACT CURRENT STEP Age Due

Managerapproval

@ Priya Sharma & Highimpact i i Tdaysago
o Ishita Bose & Highimpact Manager approval Tidays ago
Steplof] 7 escalated

@ Divya Pillai

& Highimpact Manager approval

plof] 7 escalated

T days ago

Overdue - 9 days ago

Overdue - 9 days ago

Overdue - 9 days ago

Rows 20 ¢

<

°Q

&

I Columns
STATUS

A Overdue

& Overdue

A Overdue

Pagel/l >
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ON YOUR PHONE

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

thebutton < 0 & Decided b
Waiting for Me My Requests

Q' Searchtitle or refere % Filters & Anydate

1@ Overdue (3)

@ Priya Sharma - 5 days & Overdue
Earned Leave

Leave request - Manager approval
& Highimpact @ Overdue

SentTldays ago

Q IshitaBose - 1day Casual & Overdue
Leave

Leave request - Manager approval

& Highimpact (@ Overdue

Sent 11 days ago

@ Divya Pillai - 1day Casual £ Overdue
Leave

Leave request - Manager approval
& Highimpact (@ Overdue

Sent 11 days ago

< Pagel/l

@ i

Home Attendance
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X&) Decide arequest

The request page shows whatis being asked, what changes if you approve, and the full history, including

reminders and escalations.

HOW TO DO IT
1 Read Request and WhatChanges .

2 Checkthe History forearlier decisions orcomments.

3 Select Approve , Reject or Return (sendbackforchanges). Addacomment;areasonisrequiredto

rejectorreturn.

GOOD TO KNOW
e Youcannotapprove your ownrequest.
¢ The employee is notified of your decision straight away.

¢ Ifyouwillbe away, set up adelegationfrom Delegations in My workspace so requests do not wait.

oN

Ctrl K

Home REQ-2026-000001 - LEAVE REQUEST

2 Yourdecisionis needed

My workspace
REQUESTED BY @ PriyaSharma EmpLOvee PriyaSharma  susmitren 11daysago
= Myrequests
workFLow Built-indefaultchain  iTem version vl
i Myattendance
B Request O
) My profile
Family & bank 5days of Earned Leave, 12 Nov to 16 Nov 2026 (Demo request)

My job history
%% WhatChanges (O

My leave
Leavetype Earned Leave
My onboarding
My payslips Dates 12Nov 2026 to 16 Nov 2026
My documents Charged 5days
My Shifts & Holidays
© History ©

Documents & pay
@® Submitted - System
My performance 2 0ct 2026, 7:43 pm - itemv

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

low SLA monitor
temv

i N
My benefits L4 Reminded - Wo

P Mvassets Qverdue reminder 1sent to 1 approver.

@ Reminded - Workflow SLAmonitor

250¢12026.7:53 pm
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< PriyaSharma-5daysEarnedLeave & overdue

S

DUE 240ct2026,7:43pm  ser Manager approval (1of 1)

& Alpha Demo Q @

= Approval Steps

1. Manager approval @ Pending
Kavya Rao

AaravMehta  Escalation
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ON YOUR PHONE

REQ-2026-000001 - LEAVE REQUEST

The same screen on a phone. Menus collapse into the bottom bar and PriyaSharma - 5 days
< EarnedLeave
the button /) Overdue & Highimpact

REQUESTEDBY (@) PriyaSharma  EMPLOYEE Priya Sharma

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

WORKFLOW Built-indefaultchain  1TeM veERsiON v1
B Request ©

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

Leave type

Earned Leave

Dates
12 Nov 2026 to 16 Nov 2026

Charged

5days

© History ©

® Ssubmitted: Svstem

4 Retun X Reject

@ i

Home Attendance
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09 Forauditors: read-only access

Auditors can openrecords across HR4ON — employees, leave, payroll, expenses, separations, assets,
access and the auditlog — but cannot create, change, approve or delete anything. Screenshots in this

chapterwere taken as Neha Joshi, auditor.

m What an auditor can and cannotdo

WHAT YOU SEE

e Can:openlists andrecordsin every module within the audit scope, see history and approvals, runreports and

export them.

e Cannot: create, edit, approve, reject or delete. Buttons that change data are not shown.

e Salary amounts, bank details and restricted cases stay masked unless the auditor has also been given that

access.

e Everyrecordthe auditoropens or exportsisitself recordedin the auditlog.

HOW TO DO IT
1 Usethe menuasnormal. Pages openinread-only mode.

Q Searchpages and features ctrl K

Employees ©
My workspace
= Myrequests Q Searchname, number or work email B Any date

i My attendance Employee number Name DEPARTMENT MANAGER
). My profile ALP000OL @ AaravMehta Operations
FR MY B banic ALP0O0013 @ Aditya Gupta Technology Kavya Rao
My job history
ALP0O0018 @ Ananya Das Operations Rohan lyer
My leave
ALP00005 o Arjun Kapoor People & Culture Meera Nair
My onboarding
ALP00016 @ Divya Pillai Operations Rohan lyer
My payslips
ALP00008 e Farhan Ali Operations Rohan lyer
My documents
) My Shifts & Holidays BET00001 0 Harish Kulkarni Operations
2 Documents & pay ALP00014 o Ishita Bose Technology Kavya Rao
My performance ALP00015 @ Karthik Subramanian Technology Priya Sharma
My timesheet ALP00002 @ Kavya Rao Technology AaravMehta
My benefits
ALP0000% @ LakshmiMenon People & Culture Meera Nair
My assets
ALP00004 @ Meera Nair People & Culture AaravMehta
Mv salarv
ALPO0OLO @ rerasoshi Finance Vikram Shah
Collapse
arraannT M e A

@D Alpha Demo Q Q

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

w @ < B

D cotrms

Status

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

A Activa

The employee list for an auditor: search, filter and export, butno Add employee button.
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Find arecord and its history

Open any employee to see their profile, employment, documents and a full history of changes.

HOW TO DO IT

1 Open Employees and searchforthe person.

2 Opentheirrecord.

3 Selectthe History tabtosee everydated change: who madeit, when, and what changed.

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

Q

Search page

ctrl K

ALP0OOI5 - ALPHA DEMO

< Karthik Subramanian © #ctie

@ DESIGNATION Software Engineer DperarTMENT Technology

Overview ~ Personal Employment
© History ©
Updated Personaldetalls 22 Oct 2026, 7:41 pm - System
Marital Status - Married
~Indian

Created Address 220ct2026,7:4 y
0lal63f4-4594d-7fbe-af92-0819e6067db0

City Pune

Country Code N

o

Flat115, Example Residency

DemoLayout

0lal634-344-76bf-9d53-6dalda7cbice

500051

Synthetic State

Created Address 22 Oct2026,7:41pm: System
01al63f4-459d-784e-994f-e74cbcb37776
Delhi

IN

1

House 15, Sample Street
01al634-344f-76bf-9d53-6dalda7cbace
600050

Synthetic State
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JoiNeD 02 Oct 2026

Bosimens []

AS OF

b Alpha Demo @ 0

02-11-2026

u]

&
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The auditlog

The audit logunder Governance lists every change and every sensitive view in HR4ON,

HOW TO DO IT

1

2

Open Governance andselect Audit .
Use the count tabs( Sensitive Access , Configuration , Security , Record Changes )and Filters to narrow
by module, person, record or date.
Open anevent to see the before and aftervalues and the reason given.
Select Export tokeep acopy of yourevidence.
TIP

e On Integrity ,the auditor can see whetherthe loghas been verified as unaltered.

Ctrl K

Q Ssearchpag

Audit ©

My workspace

Sign-ins Integrity Configuration
My requests

i My attendance

My profile

Q Searchaction, record, actor, reason B Anydate
Family & bank
My job history Event Actor
My leave Anonymous
My onboarding ol b NS Neha Joshi
Attendance - 01a19b6b-daf{-78fa-B53f-5bac636abbb
My payslips Logi
ginSucceeded User
HRMS-02 - 01a163f4-3789-73d2-9359-ef3 AroRyTTIous
My documents
) prja}eq !J‘SE_ - Anonymous
@ My Shifts & Holidays REy A RS
) Documents & pay EJ d?IEd H‘ﬁ’ il Anonymous
My performance UpctjaledUS(Ef{ T Anonymous
My timesheet
il o RO Anonymous
My benefits N R il
Updated User
®  Myassets Security - 01al63f4-3al6-756d-874f-ae2267e81017 Anonymous
Mv salarv Updat‘c‘edAm-.\\ndance‘liay S—— AaravMehta
UP?EYM User Anonymous

AlA74-34A-T9r-A9s-A5RAAATR P3N
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Operations m Privacy Retention Security Incidents

22,420 w 49 < 37
All Events Sensitive Access Configuration

Releases Reports

Oceurred (UTC)

02Nov 2026, 6:16 pm

02Nov 2026, 6:16 pm

02Nov 2026, 6:16 pm

02Nov 2026, 6:16 pm

02Nov 2026, 6:16 pm

02Nov 2026, 6:16pm

02Nov 2026, 6:15pm

02 Nov 2026, 6:15pm

02Nov 2026, 6:15pm

02Nov 2026, 6:15pm

5 2,333

REASON

@D Alpha Demo Q Q

21,797
Record Changes

e < @ [ Columns

COMPANY

ALPHA

ALPHA

KIND

& security

Z Change

& security

& Security

& security

& Security

& security

& Security

£ Change

& Security
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€@ Look at transactions: payroll, leave and expenses

Lists of transactions show their status and let you open each one, with its approval trail.
WHAT YOU SEE
e Payroll :runswith period, employees, gross and net, pay date and status.
e Leave :requestswith dates, balanceimpact and status.
® Expenses & Travel : claims, approved amounts and payment status.
e Separations :leavers, clearance progress and settlement.
HOW TO DO IT
1 Openthe module fromthe menu.
2 Usethe counttabsandfilters.

3 Openarecordto seeits details and history.

Q. Searchpages and features ctrl K G Alpha Demo @ @
Payroll © =
@ Arrears & Corrections ~ Payslips  Reports
My workspace
My requests Demonstration payroll
Production payroll is not enabled: statutory amounts are demo values and net payis held, never paid.
W My attendance
® My profile 1 0 0
A Needs 2 Do ' =} Inputs ® g‘ e (C] Awaiting (O] g’ lised More e
< tion patt locked alctlate approval inalise
Family & bank g
D Myjob history Q Searchrunreference orreason =% Filters B Anydate [ Columns
My feave Run PERIOD TYPE EMPLOYEES GROSS CASH Netpayable  Paydate & Status
My onbaurcing PR-2026-00002  October 2026 Regular Demo 19 22039307.66 2182912521 310ct2026 @ Calculated O Stale inputs
My peysipe PR-2026-00001  September2026  Regular Demo 17 2199099456  <1833,508.89 30Sept2026 @ Finalised
3 Mydocuments
1-20f2 Rows | 20 ¢ | ¢ Pagel/l >

3 My Shifts & Holidays

) Documents & pay

My performance

) Mytimesheet

My benefits

P Myassets

Mv salarv
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My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboart

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

My assets

Mv salarv

Q Ctrl K
Leave ©
@ Team Calendar Reports
4 7
Pending Upcoming
Q Searchemployee, number orreferer =% Filters
EMPLOYEE LEAVE TYPE

1-40f4

Priya Sharma
ALPOOO12 -LV-2026-000002

Divya Pillai
ALPOO0O16 - LV-2026-000013

Ishita Bose
ALPOOO14 - LV-2026-000008

Sunita Patil
BET00004 - LV-2026-000002

Leaverequests as the auditor sees them.
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Earned Leave

CasualLeave

CasualLeave

Casual Leave

11

Approved

& Anydate

Start / End

12Novto 16 Nov 2026

10Nov2026

26 Oct 2026

26 0ct 2026

17
Al

©

Duration

5days

lday

lday

lday

BALANCE IMPACT

-5days

-lday

-lday

-lday

Rows

G AlphaDemo
& = B
More v
[ Columns

Status

20

(@© Pending Approval

Pending Approval

(@® Pending Approval

@ Pending Approval

& || ¢ | Pagel/l

°Q

>
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€X) Accessand approvals evidence

Auditors often need to show who had access and how approvals were handled.

HOW TO DO IT

1 Open Users & access toseeeachuser’'srolesandscopes.

2 Open Workflow monitor to see open, overdue and escalated approvals, and

history.

3 Runreportssuchas Approval Workload from Reports

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

Workflow Monitor ©

NeedsanApprover

Q Searchtitle orreference

1-40f4

Request

Priya Sharma - 5 days Earned Leave

IshitaBose - 1day Casual Leave

Divya Pillai - 1day Casual Leave

Sunita Patil - 1day Casual Leave
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Ctrl K

& Anydate

TYPE

Leave
request

Leave
request

Leave
request

Leave
request

CURRENT STEP

Manager
approval

Manager
approval

Manager
approval

Manager
approval

Failed Execution Returned AllOpen [ AllRequests

WAITING FOR

Kavya Rao, Aarav
Mehta

Kavya Rao, Aarav
Mehta

Rohanlyer, Aarav
Mehta

Harish Kulkarni

Report

Due

214h
overdue

214h
overdue

214h
overdue

214h
overdue

& Alpha Demo
SLA STATUS

3reminders

& Overdue
Escalated
3reminders

£ Overdue
Escalated
3reminders

£ Overdue
Escalated
3reminders

O Overdue
Escalated

Rows 20 ¢ <

e

[ Columns

ACTIONS

Pagel/1

>

AllRequests forthe full
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A Words used in this guide

Attrition
Leaversin aperiod as a percentage of average headcount.

Auditor

Apersonwithread-only access across HR4ON to checkrecords and history.

Date basis
The date areportuses to decide what to include, such asjoined on or as of.

Escalated
Arequest passedto anotherapproverbecause it was not decidedin time.

Freshness
Whetheranumberis live, delayed orincomplete.

FTE
Full-time equivalent: part-time people count as a fraction.

Grain
What one row of areport represents.

Headcount
The number of employments active on a date.

Highimpact
Arequest flagged because of its amount or sensitivity.

Position
An approvedrole in the workforce plan, filled or vacant.

Scenario
A proposed workforce plan with headcount, FTE and cost changes.

Scope
The part of the organisation whose data you may see.

Totals only
Areport that shows approved summaries without individual rows.
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