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Weaf HR — System Documentation

1. About This Document

1.1 Who this is for

This manual assumes no prior knowledge of Weaf HR. It starts at the public website, walks through
creating a company and signing in, and then covers every page of the application in the order someone
setting the system up would meet them. A reader who follows it from the beginning will be able to run
the system; a reader who already knows it can use the contents pages to jump to one screen.

1.2 How this document was produced

Every screenshot was captured from the running system at https://weafpayroll.weafcompany.com, and
the details quoted in the text — page titles, table columns, button labels and form fields — were read
from those same pages rather than from the source code. Where a page is configurable and an
administrator has changed it, the live page is treated as correct.

The screens shown belong to a demonstration company, so the names, salaries and other details in them
are fictitious. The structure around that data is real.

1.3 How to read the figures

Screenshots are marked up. A crimson outline identifies the element being discussed and a numbered
crimson badge sits on its corner; the numbered list under the figure explains the marked elements in the
same order. Crimson appears nowhere in the product’s own palette, so an annotation can never be
mistaken for part of the interface.

Captures were taken on a desktop screen. The system is responsive: on a narrow screen the sidebar
collapses behind a menu button and multi-column layouts stack. The content is the same; only its
arrangement changes.

Note: Instructions in this manual never include a final confirmation of anything destructive. Where a screen can delete
or approve, the manual says so but stops short of walking you through it.
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2. What Weaf HR Is

Weaf HR is a human resource and payroll platform for a company and its staff. It holds the record of who
works for you, what they are paid, when they are at work, when they are on leave, how they are
performing, and everything that happens between joining and leaving.

It is multi-company by design: each company's data is separate, and a company signs up for its own
account rather than being created by an administrator. The public website in chapter 3 is the front door
to that sign-up.

2.1 The modules

The sidebar groups the system into modules. This manual devotes a chapter to each, in the order they are
usually set up:

Table 1: The modules of Weaf HR and where each is documented

Module What it covers Chapter

Staff Logins and permissions 7
HR Management Branches, departments, designations, employees 8,9
Leave Management Leave types, policies, applications, balances 10
Attendance / Time Tracking Shifts, records, corrections, project hours 11
Payroll Management Components, salaries, runs, payslips, advances 12
Recruitment Postings, candidates, interviews, offers, onboarding 13
Performance Indicators, goals, review cycles, reviews 14
Training Programmes, sessions, employee assignments 15
Asset Management Asset register, assignment, depreciation 16
Contract Management Contract types, templates, agreements 17
Document Management Documents, templates, acknowledgements 18
Meetings and Calendar Meetings, minutes, action items 19
Employee lifecycle Awards, promotions, transfers, discipline, exits 20
Administration Settings, plans, referrals, the public site 21
Developer API tokens, webhooks, the APl reference 22

2.2 Users, employees, and the difference
One distinction causes more confusion than any other, so it is worth settling before anything else.

e Auser —is alogin: an email address, a password and a role that says what they may do.

e An employee —is an HR record: a person the company employs, with a department, a salary and a
leave balance.

They are related but not the same. A worker who never touches a computer is an employee with no user.

An external accountant may be a user who is not an employee. Creating one does not create the other,

and chapter 7 covers users while chapter 9 covers employees.
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3. The Public Website

The welcome page is served at the root of the application and is the only screen a visitor sees before
deciding whether to register. It has three jobs, in order: explain what the product does, give enough
evidence to believe it, and route the visitor onward — into registration, into an existing account, or into a
conversation.

3.1 The page at a glance

The page is built from thirteen stacked sections and runs to roughly 11,354 pixels at desktop width. The
figure below shows the whole page reduced to fit, with each section numbered down the left margin.

Header / navigation o st =
‘What Our Clients Say
i o ° °
simplifyHR e e e
Management - .
Hero e Effortlessly o= ) )
v . M - : . ° ° °
s Testimonials o ---------------
== C 5
0= Q== -}
10Ks 50+ 29%
S
aos 500
Empowering Businesses with Smart HR Solutions
Choose Your Weaf HR Plan
Features o
L)
C -
$0 USh 2500 0.0
See Weaf HR in Action i 78
Pricing plans o
o 1
Product tour o
Frequently Asked Questions
Why Choose Weat HR?
——
———— ok P FAQ (10}
Why choose us e i
= (ed 8%
=3
About Weaf HR
forscd oo aderekeme e i Stay Updated with Weaf HR
@ 5
s =3
About e o Newsletter m
Getin Touch
Meet Our Team P — Careac Intormaation
° 0 ° ° Contact @
Team o
[R—
E====3

Footer

Figure 1: The complete welcome page in two columns, reading left to right, with its thirteen sections numbered
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Table 2: The thirteen sections of the welcome page, in order

Weaf HR — System Documentation

# ‘ Section What it does

1 Header / navigation Fixed bar with the brand, navigation and account actions.
2 Hero Headline, calls to action and a product preview.

3 Features Six cards naming the main capabilities.

4 Product tour Captioned screenshots of the application.

5 Why choose us Four differentiators and a trust panel.

6 About Company background, mission, values and vision.
7 Team The people behind the product.

8 Testimonials Customer quotes and an aggregate rating.

9 Pricing plans Subscription tiers with a billing toggle.

10 FAQ Seven expandable questions.

11 Newsletter Email capture for announcements.

12 Contact Enquiry form and contact details.

13 Footer Grouped links, social links and copyright.

Page 6



Weaf HR — System Documentation

3.2 Header and navigation

The header is fixed to the top of the window and stays visible as the visitor scrolls, so the two account
actions are always one click away. It carries the brand on the left, the navigation in the centre and the
account actions on the right.

] — &
qveafHR Qome Pricing  Developers  AboutUs  PrivacyPolicy =~ TermsofService  ContactUs  FAQ Relunch\i:v] Q}gi@

Figure 2: The header and navigation section

1 Brand wordmark — the company name or logo, linking back to the top. Set from the landing page
settings.

2 Primary navigation — in-page anchors and standalone pages. The anchors scroll; the rest navigate.
3 Login — sends an existing user to the sign-in screen.

4 Get Started — the registration route, shown only when the platform runs in multi-company mode.
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3.3 Hero

The hero fills the first screen: a headline stating the proposition, a supporting line naming the areas
covered, two actions — register or sign in — three statistics used as proof, and a screenshot of the real
dashboard.

Weaf HR Home Pricing Developers About Us Privacy Policy Terms of Service Contact Us FAQ Refund Policy Login Get Started

l &3 New: Smart Leave & Attendance Tracking Launched! ]

&
Simplify HR

Management

Effortlessly

Ekﬂanage employees, payroll, attendance, and more in one

i
:

powerful platform.

o g Trend Bertne)

4) 5

Start Free Trial > Il [> Login ‘

10K+ 50+ 99%

Active Users Countries Satisfaction

Figure 3: The hero section
1 Announcement pill — an optional one-line notice for the most recent release. Left empty, it
disappears.
2 Headline — the main proposition, and the page’s only level-one heading.
3 Supporting line — one sentence naming the areas the platform covers.
4 Primary action — the conversion route into registration.
5 Secondary action — the route for people who already have an account.
6 Proof statistics — three configurable figures used as social proof.

7 Product preview — a screenshot of the real dashboard, so the first impression is the product
rather than an illustration.
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Six cards summarising what the platform does, each with an icon, a name and a single sentence. The

intent is scannability; the detail belongs to the tour that follows.

o[ E61powering Businesses with Smart HR Solutions ]

l All-in-one platform to manage employees, payroll, attendance, and performance with ease. ]

Employee Management

Centralized profiles with personal, job, and
document details.

Recruitment & Onboarding

Streamline hiring with applicant tracking
and digital onboarding

1 section heading 2 section subtitle

$

Payroll Automation

Generate accurate payslips with tax,
allowances, and deductions.

R

Performance Management

Set goals, run evaluations, and track
employee growth.

Figure 4: The features section

3 feature card
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Leave & Attendance

Smart tracking of leaves, shifts, and
attendance logs.

Reports & Analytics
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productivity and HR metrics.
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3.5 Product tour

Where the features section asserts, this one shows: six captioned screenshots of the working application,

each labelled with the module it comes from.

°[ See Weaf HR in Action ]

Discover how our modern Weaf HR platform helps you manage employees, payroll,
attendance, and performance — all in one place.

- = pay =
e - -
B n -
= — .
=)
Dashboard Overview Employee Management Payroll & Payslips
Get a complete overview of employee data, payroll, Centralized employee profiles with personal details, Automated payroll processing with tax calculations,
and HR activities in one unified dashboard. documents, and job history. allowances, and downloadable payslips.
- — [
- .
— . -
e - -
Leave Management Attendance Tracking Recruitment & Onboarding
Easily apply, approve, and track employee leave Monitor employee check-ins, check-outs, and shifts Streamline hiring with applicant tracking and digital
requests with proper workflows and policies. with automated attendance logs. onboarding.

( ¥ And many more features to discover )

Figure 5: The product tour section

1 section heading - 2 one captioned screen
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3.6 Why choose us

Four differentiators beside a panel of adoption and satisfaction figures. This answers the comparison
question rather than the capability question.

thy Choose Weaf HR? | ©

Smart, simple, and powerful HR solutions for every business.

Trusted by Industry Leaders

Join the growing community of professionals

< All-in-One HR Solution
=

Manage employees, payroll, attendance, recruitment, and performance 500+ 20K+

from a single platform.

Companies Using Weaf Employees Managed

@ Time-Saving Automation HR

Automate repetitive HR tasks to focus on strategic decision-making.

Data-Driven Insights
U ¢ 98%

Make informed decisions with advanced analytics and reports.
Customer Satisfaction

) Secure &Reliable

Keep sensitive HR data safe with enterprise-grade security.

Figure 6: The why choose us section

1 section heading - 2 one differentiator - 3 adoption and satisfaction panel
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3.7 About

The company rather than the software: how long it has operated, who it serves, and four statements
covering mission, values, commitment and vision.

? About Weaf HR ]

We are passionate about simplifying HR management for businesses of all sizes.

We are passionate about simplifying HR
management for businesses of all sizes.

7

Founded by HR and tech enthusiasts, Weaf HR was created to replace

cumbersome spreadsheets and manual processes with a modern, all-in-one

HR platform. A o
Innovation Driven
Building the future of networkin,
3+ Years 500+ 20K+ g ¢
Experience CompaniesServed  Employees Managed

Q R Q

Our Mission Our Values Our Commitment Our Vision
To empower businesses with smart We prioritize innovation, efficiency, Providing reliable, intuitive HR tools A future where HR management is
HR solutions that simplify employee and creating a workplace backed by exceptional support to fully automated, transparent, and
management, payroll, attendance, ecosystem that nurtures growth help organizations optimize their enables organizations to focus on
and performance tracking. and collaboration. workforce. people, not paperwork

Figure 7: The about section

1 section heading - 2 highlight panel - 3 one of four value cards
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3.8 Team

Named people with roles and photographs, followed by a recruitment prompt linking to open positions.

ol Meet Our Team ]

We're a dedicated team of HR and technology experts.

John Doe Jane Smith Michael Lee Emily Davis
CEO & Founder CTO Head of Product HR Manager
Experienced HR tech entrepreneur Leads the tech team to create Designs user-centric features to Oversees employee engagement,
passionate about building intuitive scalable and secure HR platforms. simplify HR processes. recruitment, and HR operations.
HR solutions.
in B2 in B la B
a B

Want to Join OQur Team?

We're always looking for talented individuals to shape the future of HR
management.

View Open Positions

Figure 8: The team section

1 section heading - 2 ateam member - 3 recruitment prompt
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3.9 Testimonials

Customer quotes with star ratings and attributed authors, closing with an aggregate rating panel. These

Weaf HR — System Documentation

are records in the system, so they can be added or withdrawn without a release.

What Our Clients Say

(2 B0

L 2 8 3 4

"Weaf HR has made managing employee
records and attendance effortless. Our HR
team saves hours every week!"

Alice Johnson
HR Manager - (

o

L2 2 8 2 4

"Recruitment and onboarding have never
been smoother. Weaf HR platform is intuitive

and efficient.”

David Lee
Talent Acquisition Lead * Nex

Hear from HR leaders who trust our platform.

0
*kdhk

"The payroll automation is incredibly accurate
and easy to use. No more manual calculations
orerrors!”

Robert Smith
Operations Head * Ir

o
2222

"Payroll processing is now quick and error-
free thanks to Weaf HR. It has transformed
our monthly workflow."

Samantha Green
Payroll Specialist

0
*hdhk

"From recruitment to performance
management, Weaf HR covers everything we
need in one platform.”

Maria Davis
CEO « BrightF

0
2322

"The performance management module
helps us track employee goals and progress
effortlessly.”

Michael Brown
HR Coordinator * Te

<

Trusted by HR Professionals Worldwide

1 section heading

2 one testimonia

4.9/5

Average Rating

500+

Companies Served

Figure 9: The testimonials section

3 aggregate rating
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3.10 Pricing plans

Three plans side by side, with the recommended plan raised and badged. Each card states its price, the
usage limits that define the tier, the features it unlocks and its own call to action. A toggle switches every
price between monthly and yearly.

? Choose Your Weaf HR Plan )

Start with our free plan and upgrade as your team grows.

Free Starter
USh 25.00 /oo
ses just getting started Pe bus
v
QSAGE LIMITS %
USAGE LIMITS USAGE LIMITS
2 5
s mplo 10 25 50 100
1GB
Storage 5GB 50GB
FEATURES )
& Employes Selt-Service FEATURES FEATURES
v Leave Carry-Forward ~ Employee Self-Service / Allntegration
' Leave Carry-Forward ' QuickBooks Online
+  Approval Workflows ~ Weafbooks
v Salary Advances / Biometric Devices
~  Branches & Departments ~ Webhooks
~ Biometric Devices ~ Approval Workflows
¥ Recruitment ~  Salary Advances
' Own Mail Server ~ Leave Carry-Forward
~ Custom Branding ~ Employee Self-Service
V% Wasbhooles ~ Branches & Departments
~  Recruitment
~  Performance Management
~ Training
~ AssetManagement
~ Custom Branding
< Own Mail Server
Priority Support
~ Assisted Onboarding
s S

e

Have questions about our plans? Reach out to our sales team for guidance.

Figure 10: The pricing plans section

1 section heading - 2 billing period toggle

3 the recommended plan
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3.11 Frequently asked questions

Seven questions in an expandable list, collapsed by default, covering how the platform works, payroll and
leave automation, data security, recruitment, appraisals, reporting and plan changes.

ol Frequently Asked Questions ]

Got questions? We've got answers.

@
I

How does Weaf HR work? ~ |
Can | automate payroll and leave tracking? v
Is my employee data secure? v
Can | manage recruitment and onboarding? v
Does Weaf HR support performance evaluations? v
Can Weaf HR generate HR reports? v
What plans are available and can | upgrade anytime? ~

Still have questions?

Contact Support

Figure 11: The frequently asked questions section

1 section heading - 2 one collapsed question
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3.12 Newsletter

An email field and a subscribe button, with three lines describing what a subscriber receives. Submission
is handled without leaving the page.

&

Stay Updated with Weaf HR

Get the latest updates, HR tips, and feature announcements.

CE—— . |

No spam, unsubscribe at any time.
Weekly Updates HR Insights Reports & Trends
Stay informed about the latest Get tips and best practices to Receive analytics insights and
Weaf HR features and optimize your HR operations. industry trends directly to your
improvements. inbox

Figure 12: The newsletter section

1 email field - 2 subscribe
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3.13 Contact

An enquiry form beside the company’s published contact details, so a visitor can choose between writing
on the page and using their own email or telephone.

o[ Get in Touch |

Have questions about Weaf HR? We'd love to hear from you.

%ontact Information
Send us a Message
We're here to help and answer any questions you might have about managing
QJ" Name * Email Address® your HR processes efficiently.
Your full name your@email.com Email Us
8
info@weafcompany.com
Subject*
What's this about? S CallUs
+256 756 508361
Message * o
® Visit Us
Tell us more about your inquiry. Ham Towers, Wandegeya, Kampala, Uganda

T

Figure 13: The contact section

1 section heading - 2 enquiry form - 3 published contact details

Page 18



Weaf HR — System Documentation

3.14 Footer

Five columns of links, a second subscribe box for visitors who reached the bottom without acting, social
links and the copyright line. The Developers entry leads to the public APl documentation.

Weaf HR

Stay Updated

Figure 14: The footer section

1 one of five link columns - 2 developers (api docs) - 3 second subscribe box - 4 copyright and social links
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3.15 Where the navigation leads
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Table 3: Navigation destinations in the header, as published

Label Destination ‘ Type

Home / Page

Pricing /pricing Page

Developers /api/docs Public APl documentation
About Us /page/about-us Content page

Privacy Policy

/page/privacy-policy

Content page

Terms of Service

/page/terms-of-service

Content page

Contact Us

/page/contact-us

Content page

FAQ

/page/faq

Content page

Refund Policy

/page/refund-policy

Content page

Login

/login

Authentication

Get Started

/register

Authentication

The six content pages are not fixed in code. They are custom pages created in the administration area,

and each appears in this menu automatically once published — see chapter 21.
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3.16 The pricing page
The same plans as the welcome page, on a page of their own so the comparison can be linked to directly.

Weaf HR Home  Pricing Developers  AboutUs  PrivacyPolicy ~— TermsofService  ContactUs  FAQ  Refund Policy Login

? Simple, transparent pricing ]

Pick the plan that fits your team today. Move up or down at any time — nothing is lacked in.

Monthly Yearly sawoptom

- = \

Free Starter Pro
Basic plan for small businesses just getting started Perfect for small businesses looking to grow their Ideal for growing businesses with muttiple stores and
oniine presence. advanced needs.

Free $2500... $5000....

i i
e

10 25 5GB 50 100 50GB
+ Leave Carry-Forward = g & z i
« Employee Self-Service

v Blometric Devices & AlAssistant

v Webhooks + QuickBooks Online  Caming sean

v Approval Workflows v Weafbooks Comingsoen

+ Salary Advances + Biometric Devices

v Leave Carry-Forward ' Webhooks

v Employee Self-Service + Approval Workflows

+ Branches & Departments + Salary Advances

+3more + Leave Carry-Forward
+10more ~
| J/
Compare all features
Everything each plan includes, side by side.

Feature f"' & s "'
s
Users 2 10 50
Employees 5 2 100
Storage 168 5GB 50GB
Free trial - 7days 14 days
INTEGRATIONS

QuickBooks Online  Coring soon

Post payroll journals straght

300ks Onfine.

Weafbooks cComingsoon

Figure 15: The pricing page
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3.17 The developer documentation

Public APl documentation with every endpoint listed and a console for trying them. It requires no account,
so a developer can evaluate the platform before anyone signs up.

Jeaf Payroll System

Ready to try — no sign-up needed

This page s already signed in with a read-only token for the demo company, and every

equest

below is pre-filled with real ids from that company. Open any

point, press Try it out, then
Execute

DEMO TOKEN (READ-ONLY) DEMO LOGIN

jomo_fo@7a051829010c7¢55acafccdalsd 42 Copy conpany@example

e LS AR e B L
@ sweeeer e —————

3.9)

° Weaf Payroll AP ¥ €

Aread-mostly REST API over your company’s HR and payroll data
Response format

Every response has the same shape, whether it sucoeeded or not

«

"status™: {
“returnCode": "o
“returnMessage

b

“data”: { }

)

status. returnMessage always holds the exact message, 5o you can show it 1o a user or wiite it 1o  fog without knowing which kind of fallure you are holding. List endpoints add a meta object beside data for pagination

retunCode Meaning WP

o Success 2007201
o1 Validation failed data.errors is keyed by field 422

02 Missing, invalid or expired token 401

o3 The token is not allowed to do this 403

™ No such record in this company 404

o5 Rate imited 429

o6 Something went wrong on our side Sxx

e7 Malformed request 400
Authentication

Every request carries a bearer token. There are two ways (o get one
Over the API — post your credentials to /auth/login and read the token out of the response. This is what an unattended integration should do; no browser is involved.
curl -X POST https://weafpayroll.weafcompany.com/api/vi/auth/login \
-H "Content-Type: application/json" \
-d '{"email”:"yougexample.com", "password”: "secret”, "device_name":"Accounting sync"}"
In the app — Settings — APl Tokens, where you can also see and revoke every token the account has issued.
Either way, send It on each request
curl -H “Authorization: Bearer wp_Xxxxxx_..." \
-H "Accept: application/json” \
https://weafpayroll.weafcompany .com/api/v1/me

Tokens are read-only unless you ask for write . Post {“abilities":["read","write"]} lo /auth/login for a token that can submit leave.

Keeping a token alive

Figure 16: The developer documentation
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3.18 How the public site is maintained

None of the welcome page is fixed in code. Its text, images, ordering and visibility are stored as settings
and applied when the page renders, so the marketing site can change without a deployment. It is
administered at /landing-page/settings, which is restricted to super administrators.

e Content — text, images, statistics, team members and headings.

e Order — the sequence of the thirteen sections.

e Visibility — whether a section appears at all; a hidden section is not rendered rather than merely
concealed.

Plans, testimonials, FAQ entries and custom pages are records rather than settings, maintained in their

own parts of the application. The welcome page renders whatever is currently published, which is why the
figures in this chapter are true as at the date on the title page.
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4. Creating Your Company Account
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Weaf HR is multi-company. You do not ask an administrator for an account; you create one, and it
becomes your company's own workspace with its own data, staff and subscription.

4.1 Signing up

Registration is reached from Get Started in the header of the welcome page, or directly at /register.

‘O

l Create your account ]

QJ Il name

1. Open the welcome page and choose

m Weaf

Enter your details below to get started

Enter your full name

Email address

Enter your email

Password

Enter your password

Confirm password

Confirm your password

| agree to the Terms and Conditions

Create Account

Already have an account? Sign in

2026 Weaf Ci

ompany Uganda Ltd. Al rights reserved.

Figure 17: The registration page

Get Started.

@ English BB

=

2. Complete the form: Full name, Email address, Password, Confirm password, | agree to the Terms and

Conditions.

3. Submit the form. The company workspace is created and you are signed in as its first user.

Table 4: Fields on the registration form

Field Type Required

Full name text Yes
Email address email Yes
Password password Yes
Confirm password password Yes
| agree to the Terms and Conditions checkbox No

Note: The first user created this way owns the company account. Give other people their own logins rather than sharing
this one — chapter 7 explains how, and why shared logins make every later record ambiguous.
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5. Signing In
Sign-in is reached from Login in the header, or directly at /login.

@ English 58

Log in to your account

Enter your credentials to access your account
o"mil address

aassword 1

Remember me

Quick Access

N T

company@exanple. com
hrgexanple. com
employeegexanple. com

1ts: password

Manage attendance, payroll and your whole team from

a single dashboard

Figure 18: The sign-in page
1 Email
2 Password
3 Forgotten password
4 Signin
5 Create an account
1. Enter the email address the account was created with.
2. Enter the password.
3. Choose Login. You arrive at the dashboard.

If the password has been forgotten, the Forgot password link sends a reset message to the registered
address; no one else can reset it for you.
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6. Finding Your Way Around

Every screen in the application is built from the same frame, and almost every screen inside that frame is
the same kind of list. Learning both once makes the remaining ninety pages familiar on first sight, which is
why this chapter comes before any of them.

6.1 The workspace

o m f %ashboard ole English 88 QO Demo Payroll ]
Wea

Dashboard & Refresh
Platform
88 Dashboard
A Staff > Total Employees Branches Attendance Rate
@ HR Management > 10 A 9 & 80% ®
2\ Recruitment > e S0 " - o
@ ContractManagement >
3 Document Management > PG L S— ol Canidatos

B Meetings > 1 = 1 i) 3 o
B Calendar e 01 +0 this month
Media Library

3 Leave Management >

Join Our Team
© Attendance >
Discover amazing career opportunities

@ Biometric Attendance ® Nopenpostiion & View Careers
& Time Tracking >

$ Payroll Management >

</> Developer > |t Department Distribution 2 Hiring Trend (6 Months)

B Plans >

@ Referral Program

& Settings

0 ; : ; !
Mar 2026 Apr2026 May2026 Jun2026 Jul2026 Aug 2026

&+ Candidate Status £ Leave Types

Figure 19: The workspace, common to every page
1 Module sidebar — every module in the system. Groups expand to reveal their pages, and the
current page is highlighted.
2 Collapse the sidebar — narrows the sidebar to icons when you want more room.
3 Breadcrumb trail — where you are, and a way back up.

4 Language, alerts and account — the interface language, notifications, and the menu holding your
profile and sign-out.

5 Working area — the page itself. Everything else stays put as you move between pages.
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6.2 The dashboard
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The landing screen after signing in. It answers “what needs my attention today?” with counts across the

whole system — headcount, branches, attendance, outstanding leave, open jobs and candidates — and
charts showing how the workforce is distributed and how hiring has moved over six months.

m Weaf

Paatform
B8 Dashbosrd

A suff

@ HR Management
A&, Recrutment

Contract Managemant

© Document Management >

B3 Moatings

B Calendar

Media Library

B Leave Management
© Attendance

@ Biometric Attendance
& Time Tracking

$ Payroll Management
< Developer

B Pians

@ Reterral Program

@ Settings

0 Dashboard

%nshb@av\i

Join Our Team

mazing career opportunities

[ RecentLeave Applications 1 Vel

Mr. Mohammed Wolf ~ Approved

5 Vewal

£ Recent Announcements

Welcome to New Financial Year 2026  High Presty

@ Engish 8 0O DemoPayroll
O Refrosh
Attendance Rat
80% o
1] &
~ Hiring Trend (6 Months)
12
0
Mar 202 92026
B Leave Types
-
=
-
Cl -
=
A+ Recent Candidates 5 Viewal
Rajesh Kumar  offer
PriyaSharma  Offer
Amit Patel  orter
SnehaReddy ~ Offer
2, Recent Meetings 5 Vel

Weekly Team Standup ~ Compieted
slid dat

Figure 20: The dashboard

The counts are live. A figure that looks wrong here is usually a sign that records elsewhere are incomplete
rather than that the dashboard is mistaken — an attendance rate below expectation, for instance,
generally means attendance has not been recorded rather than that nobody came to work.
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6.3 How every list page works

Most pages in Weaf HR list records of one kind and let you add, search, filter and edit them. They all share
the same layout, shown below on the employee list.

@.I‘Mv sd > HRManagement > Employees) @ English 88 0 DemoPayroll
m Weaf ()
mployees | +  AddEmployee

Platform

88 Dashboard O Seach m ¥ Filters [ = R
2, Staff > e
@ HR Management i #  Name EmployeelD  Department Designation Employee Status Joined Actions
Branches
o
Departments I - R : - : s : 8
Designations
Carli Runolfsdotti
Document Types 2 @ "" ke "‘ EMP2545 Information Technology HR Executive Active 2024-09-05 ® s o]
Employees
M
Award Types 2 Q i EMP4000 Information Technology ~ HR Manager Active 2025-04-08 ® o o)
Awards R
4 S Convn EMP5495 Human Resources IT Manager Aotte 2026-06-24 ® o @
Promotions ericka32@example.net
Performance >
Mr. Mohammed Wolf
5 @ ORI O EMP2047 Human Resources IT Manager Active 2025-09-23 ® o a
Resignations haley.ryleigh@example.com
Tecmiostions Francis Kirlin
6 : S EMPO747 Human Resources HR Manager Active 2026-05-13 ® o A
Warnings kuhn@example.ne
Trips F—
7 @ L Copas: EMP6032 Information Technology IT Manager Active 2025-02-03 ® o e
Complaints sishaTOBexampla.ne
Transfers Taryn Volk
8 Q kvl EMP4904 Human Resources Recruiter Active 2025-12-07 ® o 5]
Holidays ? g
Mariel
Announcements 9 @ ariola Batx EMP6351 Information Technology IT Manager Active 2025-02-28 ® o @
Asset Management >
Training > 5 l?r.Luther‘Fagac ‘ M40 Active 2026-06-26 ® o o]
dubuque turer@example.com
& Recruitment >
B Contract Management > l S 00f10 Previou: n N

0 Document > °

Figure 21: The anatomy of a list page, shown on Employees

Breadcrumb trail — which module and page you are in.

Page title — what this list holds.

Primary action — adds a new record. Always at the top right, always named after the record.
Rows per page — how many records to show at once.

Records table — the records themselves, one per row.

Row actions — what you can do to a single record — typically view, edit, and delete.

N O 01 A W N R

Paging — how many records there are, and the way to the rest.

From here on, this manual does not repeat these controls. Each page is shown with its title, its primary
action and its table marked, and the text covers what is particular to that page.

Note: Row actions include deletion on most pages. Deleting a record that other records point at — a department with
employees in it, for example — is refused or leaves those records incomplete. Prefer marking something inactive to
deleting it.
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Part lll — Setting Up Your Organisation
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7. Users, Roles and Access

Before anyone can use the system, they need a way in and a set of permissions. That is what this chapter
covers.

Two ideas are easy to confuse and worth separating now. A user is a login — an email address and a
password. An employee is an HR record — a person the company employs, with a salary, a department
and a leave balance. Creating a user does not create an employee, and creating an employee does not
automatically give that person a way to sign in.

Pages in this chapter: Users, Roles
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7.1 Users

The people who can sign in. A user is a login; an employee is an HR record. They are related but separate
— a cleaner with no computer access is an employee without a user, and an external auditor might be a
user without being an employee.

m [0 Dashboard > Staff > Users @ English 58 fa) Demo Payroll
2 A
sers Management +  AddUser
Platform
88 Dashboard Q Search Q Search JEER-JTONN Bz roro 0~
= N
Users
# Name Roles Joined Actions
Roles
HR
@ HRManagement > 1 ° HR 2026-08-11 @ Pl ®
hr@example.com
2, Recruitment >
2 Mr. Omer Thompson Manager 2026-07-27 @ e c}
B ContractManagement > westondoyle@example.org
[ Document Management > Milo Jacobs PhD
3 @ WL ?m|s amplecom HR 2026-07-27 ® sl G}
uvolkman@example.cor
B Meetings >
Media Library
B Leave Management 3
@ Attendance >

@ Biometric Attendance

& Time Tracking >
$ Payroll Management >
</» Developer >
B Plans >

8 Referral Program

8 Settings

Figure 22: The Users page

1 page title - 2 primary action - 3 records table

Columns: #, Name, Roles, Joined, Actions

Actions on this page: Add User
1. Choose Add User at the top right. The form opens in a panel.
2. Complete the required fields: Name, Email, Password, Confirm Password.
3. Make the selections the form asks for: Role.
4

. Choose Save. The new record appears in the list.
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Add New User %
Name *
X
Email *
o
Password *

Confirm Password *

Role *

Select Role v

Cancel Save

Figure 23: The Add User form

Note: Give each person their own login. Shared logins make every record that follows ambiguous — you can no longer
tell who approved a leave request or changed a salary.
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7.2 Roles
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What a user is allowed to do. Permissions are attached to roles, not to people, so granting access means

giving someone a role rather than ticking boxes for each individual.

Dashboard > Staff > Roles
Weaf
m « ql oles

Platform

88 Dashboard

@ English 88 4

Demo Payroll

2

Q Search roles Q Search PorPage: 10 v
2, Staff v o
Users )
# Name Slug Description Permissions Actions
Roles
@ HRManagement > 1 Employee employee Employee Role Manage Dashboard ~ ManageMedia  Manage AllMedia 4178 more @ ®
& Recruitment >
2 Manager manager Manager Role Manage Dashboard ~ Manage Media  Manage AllMedia 4495 more @ &
B Contract Management >
[ Document Management > 3 HR hr HR Role Manage Dashboard ~ Manage Media  Manage AllMedia 4495 mare @ ®
B Meetings >
Showingto 3 of 3 roles revious [ mext
B Calendar

B MediaLibrary
B Leave Management >
(@ Attendance >

i Biometric Attendance

& Time Tracking >
$ Payroll Management >
<> Developer >
B Plans >

& Referral Program

8 Settings

Figure 24: The Roles page
1 page title - 2 primary action - 3 records table

Columns: #, Name, Slug, Description, Permissions, Actions

Actions on this page: Add New Role

1. Choose Add New Role. The form opens in a panel.

2. Name the role after the job it describes — HR Officer, Payroll Clerk — rather than after the person who

will hold it.

3. Work down the permission list and tick what the role may do. Permissions are grouped by module, and

there is one for each action the system can perform.

4. Choose Save. The role can now be given to any number of users.
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Role Name*

Enter roie name.

Description

Rele Permissions

Manage Permissions

Select pi this role. at once or manage them by module:

Note: Only permissians for modules avalable to your role e shews

() Saloct All Parmissions. Dof 564 selected

1) dashboard Oaf 1 seincted

() Manage Dashboard

() users 0018 stected
() Manage AllUsars () Managa Own Users () Manage Users
) Editusers () Delete Users (1) Resst Password Users
() Change Status Users
Cancal

Figure 25: The Add New Role form
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8. Company Structure

Everything else in the system hangs off the structure set up here, so it is worth getting right before
employees are added.

The order matters. A department belongs to a branch, and a designation belongs to a department, so they
are created in that order: branches, then departments, then designations. An employee record then
places a person into all three at once.

Pages in this chapter: Branches, Departments, Designations, Document Types
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8.1 Branches

The physical or legal locations your company operates from. Branches come first because departments,
employees, holidays and attendance rules all hang off them.

[ Dashboard > HRManagement Branches @ English 88 O Demo Payroll
m Weaf 5
ranches + AddBranch

Platform

o p— Y Q. sowen -
2 Staff > o

b HR Management v Crasted
# Name Address Contact Status Al Actions
Branches 2
Departments Suite 409, % 1 -4
° 1 Btycene ::nim 328421671 o Fon e ;-1(7‘7:‘:ic3:12|an com oo R ® @
Designations i i ony
Apt. 077, 1l , Idaho, i 1-417-1 -
Document Types 2 Businesspark  5273SandyMission Apt. 077, Treutelbury, daho, Dominican 1-417-610-5868 | B s - 8
Republic, 32602 businesspark@company.com
Employees
Award Types Corporate 7780 Lynch Street Suite 983, Graysonmouth, Maine, Bhutan, 820-320-2106 = e
3 Center 88402-1584 corporatecenter@company.com o 20 ® =
Awards
Pl [ -
e B ek 269 Darion Place Apt. 043, Port Terrence lowa, United #1(856) 439-0021] s & 8
Kingdom, 12795 westbranch@company.com

Performance >

476 Fritz Greens Apt. 934, South Noreneview, Alabama, +1-361-764-2697
Fealgoetions B EkBrandh Northern Mariana Islands, 49381-6062 eastbranch@company.com g8e) 226017 » @
Terminations
8580 Lind Forks Suite 925, Katlynnbury, Arkansas, Trinidedand  313-744-2453
i Soutl Acti 07
Warnings 9 gy Tobago, 67903 southbranch@companycom i s " @
Trips
) 68059323121
Gompiints 7 NothBranch  7526King Stravenue, Mantefurt indiana, Guam, 200792800 00RSRNEL Actve  2026-07-27 ® &
Tonsfers D 6409 Collier Lake Suite 043, Emardshire, M Ye 9282318424 |
owntown ier Lake Suite , Emardshire, Mississippi, Yemen, 2311
Acti 07
Holidays %  Branch 30167 downtownbranch@company.com ... B ® c]
Announcements ”
T 9626 Erdman Cove, O'Harashire, Nebraska, Comoros, 32026 +1-850-266-0023 | B weecrer - 8
AssetManagement > 8477 mainoffice@company.com
Training >

Showing 109 of 8 branches previous ([ next

& Recruitment >
B Contract Management >

[ Document Management >

Figure 26: The Branches page

1 page title - 2 primary action - 3 records table

Columns: #, Name, Address, Contact, Status, Created At, Actions

Actions on this page: Add Branch
1. Choose Add Branch at the top right. The form opens in a panel.
2. Complete the required fields: Branch Name.
3. Fill in anything else that applies: Address, City, State/Province, Country, ZIP/Postal Code, Phone, Email.
4

. Choose Save. The new record appears in the list.
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Add New Branch

Branch Name *

Address

City

State/Province

Country

ZIP/Postal Code

Phone

Email

Status

Active

Cance' m

Figure 27: The Add Branch form

nar

or

=

on
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Note: Create branches before departments, and departments before designations. Each depends on the one before it.
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8.2 Departments
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Divisions within a branch — Finance, Human Resources, Information Technology. Each department

belongs to a branch, which is why branches are set up first.

m Weaf

Platform

88 Dashboard

2, Staff >
D HRManagement -
Branches
Departments
Designations

Document Types

Emplayees

Award Types

Awards

Promotions

Performance >

Resignations

Terminations

Warnings

Trips

Complaints

Transfers

Holidays

Announcements

Asset Management >

Training »
2 Recruitment >
B Contract Management >

[ Document Management >

1 page title

[D Dashboard > HRMana

%panments

:ment > Departments

@ English 58

£ DemoPayroll

2

2 o Y s W
. . Created )
“ Name Branch Description Status & Actions
" " G5 istration,
; i Basolrces G Manages employee relations, recruitment, training, benefits administration, and e G & &
organizational development
i ible ing IT i , SOf L
3 Infarmation ko Responsible for managing IT infrastructure, software development, system ey _— - &
Technology maintenance, and technical support
" ’ iag istration,
3 v Retoaias Downtown Manages employee relations, recruitment, training, benefits administration, and FEr 2026-07-27 ® &
Branch organizational development
i ible ing IT i f
4  Imormation Downtown Responsible for managing I  infrastructure, software development, system rer R pe a
Technology Branch maintenance, and technical support
- ——— A — Manages employee relations, recruitment, training, benefits administration, and e SRt - &
organizational development
a Infarmation i Responsible for managing IT infrastructure, software development, system P R - &
Technology maintenance, and technical suppart
7 Finance & North Branch Handles financial planning, budgeting, accounting, financial reporting, and e 2026-07-27 ® e
Accounting compliance with financial regulations
& i Eascurces St Soandh Manages employee relations, recruitment, training, benefits administration, and e B 2 &
organizational development
- Information T Responsible for managing IT infrastructure, software development system g R - &
Technology maintenance, and technical suppart
10 Finance & SoathBranch Handles financial E)Ianning. bbudgeting, accounting, financial reporting, and T 2026-07-27 ® @
Accounting compliance with financial regulations
Shawing 1to 10 of 23 departments Previous n 2 3 Next

2 primary action

Figure 28: The Departments page

3 records table

Columns: #, Name, Branch, Description, Status, Created At, Actions

Actions on this page: Add Department

. Choose Add Department at the top right. The form opens in a panel.

. Complete the required fields: Department Name.

. Make the selections the form asks for: Branch.

1
2
3. Fill in anything else that applies: Description.
4
5

. Choose Save. The new record appears in the list.

Page 38



Weaf HR — System Documentation

\Ch Nacarintinn
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Add New Department
c 1is
1
Department Name *
£, 9
1C
Branch *
nt 1is
oF Select Branch v
i Description &
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hi 1is
z
hi  Status b
Active v
hi tir

hi i

Figure 29: The Add Department form
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8.3 Designations

Job titles within a department: HR Manager, IT Manager, Recruiter. A designation is the title an employee
holds, distinct from the department they sit in.

[ Dashboard > HRManagement > Designations @ English 88 O Demo Payroll
0 Weaf

2
%signationsl "+ AddDesignation
Platform

8 urvoms a (0 soucr R T
2, Staff > o

@ HR Management v Croated
# Name Description Department Status Actions
Branches At
Departments I HR fi ! ; d
P 1 HR Manager Ov R functions 9 ploy and policy Human‘ Rew‘ivces e 2026-07-27 ® o
Designations implementation Branch: Main Office
e Aty
Dociment Typss 2 HRExecutive :mployee'ecms YHR L Andmaleane Human kasoucces Actve  2026-07-27 ® @
Employees
Award Types M ITinfrastruct technical t d t it S¥naion
3 IT Manager 3(’“399'5 infrastructure, oversees technical team, and ensures system security Tootmology e 2008-07-27 ® a
Awards S perionnence Branch: Main Offic
Promotions Human Resources
o HR functions includi , and policy
Hi - % ranch: Downtown Act -07-27 ®
Performance > A R Manager implementation Himiring il 2020:012 2]
Resignations
Human Resources
; ot dao-day M "
Terminations 5  HRExecutive :mployeemcm oy R P Branch: Downtowr Active  2026-07-27 ® o}
Branch
Warnings
Trips Information
Manages IT infrastructure, oversees technical team, and
6  ITManage Act 2026-07-27 ®
Complaints neger and performance Brarich Dowracw oo 8
Branch
Transfers
Holidays S Information
7 Designs, develops, and maintains software applications and systems Technology Active 2026-07-27 ® ®
Anncuncaments Developer Branch: Downtowr
Branch
Asset Management >
I HR f ludi , f
Training > 8 HR Manager l(:mlemnlano: unctions - i s polley ‘Hv“"“'““. Ryelw“f'c‘ef Active 2026-07-27 ® o]
2 Recruitment >
ilos cliy-tis-ay Hi "
9 HR Executive " yHR s % % Active 2026-07-27 @® o]
Contract Management > employee records Branch: North Branch
[ Document Management > talent d
b R for talent , an Human Resources TR 20%0ian ® &
Bl recruitment processes Branch: North Branch
Showing 110 10 of 44 designations Previous n 2 3 4 5 Next

Figure 30: The Designations page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Description, Department, Status, Created At, Actions
Actions on this page: Add Designation
1. Choose Add Designation at the top right. The form opens in a panel.
2. Complete the required fields: Designation Name.
3. Fill in anything else that applies: Description.
4. Make the selections the form asks for: Department.

5. Choose Save. The new record appears in the list.
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Figure 31: The Add Designation form
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8.4 Document Types

The kinds of document an employee is expected to provide — contract, national ID, qualification. Marking
a type as required makes its absence visible on the employee record.

[ Dashboard > HRManagement Document Types @ English 88 O Demo Payroll
m Weaf
cument Types' +  AddDocument Type

Platform

88 Dashboard

2 Staff > °

:HR Menegernert B #  Name Description Required Created At Actions

Branches
Departments 1 Identity Proof G issued identity h t, driver license, or national ID + Required 2026-07-27 @ o]
Designations

2 Address Proof Document verifying current residential address like utility bill or bank statement + Required 2026-07-27 ® &
Document Types
Employees 3 Educational Certificates Academic certificates, degrees, diplomas, and transcripts  Required 2026-07-27 ® o
Award Types
Awards 4 Experience Letters Previ i d ion letters from former employers X Optional 2026-07-27 ® o}
Promotions

Showing 1to 4 of 4 document types Previous (IR Next
Performance >

Resignations
Terminations
Warnings
Trips
Complaints
Transfers
Holidays
Announcements
Asset Management >
Training >
2 Recruitment >
B Contract Management >

D Document Management >

Figure 32: The Document Types page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Description, Required, Created At, Actions
Actions on this page: Add Document Type
1. Choose Add Document Type at the top right. The form opens in a panel.
2. Complete the required fields: Document Type Name.
3. Fill in anything else that applies: Description, Required.

4. Choose Save. The new record appears in the list.
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Add New Document Type

Document Type Name *

Description

Required

Figure 33: The Add Document Type form

Page 43



Weaf HR — System Documentation

9. Employees

The employee record is the centre of the system. Leave, attendance, payroll, appraisals, contracts and
assets all point back to it, which is why this chapter sits before all of them.
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9.1 Employees

The heart of the system: one record per person employed, holding their personal details, job placement,
documents and salary. Almost every other module refers back to an employee record, so this is usually
where a new implementation spends most of its setup time.

[0 Dashboard > HRMansgement > Employees @ English 8 L  DemoPayroll

Ql mployees " i
Platform

88 Dashboard e e v 8= o -
2, Staff > o

m Weaf

@ HR Management 1 # Name Employee ID Department Designation Employee Status Joined Actions
Branches
Departments 1 e E’;"""m” 2 - s Active e ® & o
Designations
Document Types 2 @ f""R“"°"”°"" . EMP2545 Information Technology HR Executive ‘Active 2024-09-05 ® & -
Employees
Abvard Types 3 @ 'y'““"Mm I EMP4000 Information Technology HR Manager Active 2025-04-08 - ’ n
Awards e
4 @ Lalia Corwin EMP5495 Human Resources IT Manager Active 2026-06-24 o o}
Promotions erickad2@example.net
Performance >
) 5 @ Mi Makmingd Wiol EMP2047 Human Resources IT Manager Active 2025-09-23 o a
Resignations haley.ryleigh@example.com
Terminations —
6 e R it EMPO747 Human Resources HR Manager Active 2026-05-13 o a
Warnings kuhn@example.net
Trips
7 @ "'A&v'(""’f’_o"""’f’ . EMPB032 InformationTechnology T Manager Active 2025-02-03 & -
Gompikints sisha70@example.ne
Transfers T
8 0 ‘I:,YT W‘":r,',‘,?n DRI ot EMP4904 Human Resources Recruiter Active 2025-12-07 ® o o]
Holidays Y ‘ P
Annouicements, 9 @ Mavve‘lasatz " . " EMP8351 Information Technology IT Manager Active 2025-02-28 ® o o]
Asset Management >
2\ Recruitment >

B ContractManagement > Showing 10 10 of 10 employees Previcus ' Next

& D MR > 0

Figure 34: The Employees page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Employee ID, Department, Designation, Employee Status, Joined, Actions
Actions on this page: Add Employee

1. Make sure the branch, department and designation this person will belong to already exist. The form
offers them as choices; it does not create them.

2. Choose Add Employee. The form opens on its own page.
3. Complete the identity section: full name, employee code, email, password, phone, date of birth and
date of joining.

4. Complete the address and emergency contact sections.

vl

. Complete the bank section — bank name, account holder, account number, BIC/SWIFT and branch —
which payroll needs before this person can be paid.

6. Enter the base salary, then select the branch, department, designation and, if you use them, the shift
and attendance policy.

7. Save. The employee appears in the list and can now be referenced everywhere else in the system.
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Basic Information

Full Name *

Employes Code *

This 5 wil be used tn map emplayee with biometric device

Password *

Datearinn *
mmidd/yyyy O

Profile Image *

Selact profle image.

Employment Details

Branch *

Seloct Branch

Designation

1 Dep

Employmant Type *
Full-time.

shitt

Selact Shift (Optional)

ContactInformation

AddressLine1*

Emergency Contact

Figure 35: The Add Employee form

Emplayee 1D
EMPOODI0

Emplayee 1D will be auto-generated

Emai

Phona Numbar *

Gender *
Male Female Other

Department

Date ot Joining
mmiddlpyyy 0

Employes Status *
Active

Attendance Policy

Select Attendance Pelicy (Optisnal)

AddressLine2 *

StateProvince *

PostalZip Code *
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Part IV — Running HR Day to Day
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10. Leave Management

Leave is set up in three layers and then used in one. You define the kinds of leave, attach a policy to each
that says how it behaves, and from then on staff apply and the balances follow.

The layer most often missed is the policy. A leave type with no active policy cannot be applied for, which
is the usual explanation when a leave type does not appear in the application form.

Pages in this chapter: Leave Types, Leave Policies, Leave Applications, Leave Balances
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The kinds of leave your company grants — annual, sick, maternity — and the maximum days a year each

allows.

m Weaf

Platform
88 Dashboard
A\ Staff
@ HRManagement
2\ Recruitment
B Contract Management
3 Document Management
B Meetings
B Calendar
B Media Library
Leave Management
Leave Types
Leave Policies
Leave Applications
Leave Balances
@ Attendance
@ Biometric Attendance
& Time Tracking
$ Payroll Management
<> Developer
B Plans
8 Referral Program

&8 Settings

1 page title

[D Dashboard > Leave Management

Eeave Types

> Leave Types

@ English 88 L DemoPayroll

2

@ (G soncr S -
O
> . Max Created .
, # Name Description Days/Year Type Status At Actions
> 1 @ Annual Leave Yearly vacation leave for rest and recreation 21 Paid Active 2026-07-27 @® o]
>

2 @ SickLeave ledical for iliness or health. 10 Paid Active 2026-07-27 ® 5 @
>

3 @ Maternity Leave Leave for new mothers during childbirth and recovery period % Paid Active 2026-07-27 ® o]

4 @ Paternity Leave Leave for new fathers to support family during childbirth 15 Paid Active 2026-07-27 @ &

5 © Emergency Leave Urgent leave for family s Paid Active 2026-07-27 ® o]

I h of famil
6 Py et % campass.onate leave for death of family members or close 3 Pad rTes 2026-07-27 ® . o
relatives

7 @ Study Leave leave for and training 10 Unpaid Active 2026-07-27 ® o]
>

s @ Lce"mp""”‘“" Time off in lieu of overtime work or weekend duties 12 Paid Active  2026-07-27 ® 0]
>
5 9 ® Personal Leave Personal time off for individual matters and commitments 5 Unpaid Active 2026-07-27 @ o]
2 10 @ Marriage Leave Special leave for wedding ceremonies and related celebrations 7 Paid Active 2026-07-27 ® &
>

Showing 1to10 of 10 leave types Previous o Next

2 primary action

Figure 36: The Leave Types page

3 records table

Columns: #, Name, Description, Max Days/Year, Type, Status, Created At, Actions

Actions on this page: Add Leave Type

. Choose Add Leave Type at the top right. The form opens in a panel.

. Complete the required fields: Leave Type Name, Maximum Days Per Year, Color.

1
2
3. Fill in anything else that applies: Description, Is Paid.
4

. Choose Save. The new record appears in the list.
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Figure 37: The Add Leave Type form
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10.2 Leave Policies
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The rules applied to a leave type: how entitlement accrues, whether unused days carry forward, and

whether applications need approval. A leave type without an active policy cannot be applied for.

m Weaf

Platform
88 Dashboard
2 Staff
@ HRManagement
2\ Recruitment
B Contract Management
[ Document Management
B Meetings
B Calendar
Media Library
@ Leave Management
Leave Types
Leave Policies
Leave Applications
Leave Balances
@ Attendance
@ Biometric Attendance
& Time Tracking
$ Payroll Management
«/> Developer
6 Plans
8 Referral Program

&8 Settings

1 page title

Columns: #, Policy Name, Leave Type, Accrual, Carry Forward, Approval, Status, Created At, Actions

Actions on this page: Add Leave Policy

o

Dashboard > LeaveManagement > Leave Policies @ English 88 0 DemoPayroll
) ST e
O Sewch m Y Filters RerFaoc| 0
# Policy Name Leave Type Accrual Carry Forward Approval Status Created At Actions
Annual Leave Policy ® Annual Leave 21.00 days/yearly S days Required Active 2026-07-27 ® 0]
2 SickLeavePolicy ® SickLeave 10.00 days/yearly 2 days Not Required Actve 20260727 > &
3 Maternity Leave Policy @ Maternity Leave 90.60 days/yearly o days Required Active 2026-07-27 ® a
4 Paternity Leave Policy @ Paternity Leave 15.00 days/yearly @ days Required Active 2026-07-27 ® @
5 EmergencyLeave Policy ® Emergency Leave 5.00 days/yearly @ days Not Required Active 2026-07-27 ® ®
6 Policy [ ] Leave 7.00 days/yearly @ days Not Required Active 2026-07-27 ® o
7 StudyLeave Policy @ StudyLeave 10.00 days/yearly 5 days Required Active 2026-07-27 ® 8
8 G yL ® C yLeave 1.00 days/monthly 3 days Required Active 2026-07-27 ® ®
9 Personal Leave Policy ® Personal Leave 5.00 days/yearly  © days Required Actve  2026-07-27 ® )
10 Marriage Leave Policy @ Marriage Leave 7.0 days/yearly o days Required Active 2026-07-27 ® e

2 primary action

Showing 11010 of 10 leave policie

Figure 38: The Leave Policies page

3 records table

1. Choose Add Leave Policy at the top right. The form opens in a panel.

2. Complete the required fields: Policy Name, Accrual Rate (Days), Carry Forward Limit (Days), Min Days
Per Application, Max Days Per Application.

3. Fill in anything else that applies: Description, Carried Days Expire, Expire After (Months Into New Year),
Requires Approval.

4. Make the selections the form asks for: Leave Type, Accrual Type.

5. Choose Save. The new record appears in the list.
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Add New Leave Policy

Policy Name *

Description A

Leave Type *

Select Leave Type v

Accrual Type *

Select Accrual Type ~

Accrual Rate (Days)
Carry Forward Limit (Days) *

Carried Days Expire
Carried Days Expire

Expire After (Months Into New Year)
3

Min Days Per Application *

Cance' m

Figure 39: The Add Leave Policy form

Note: A leave type with no active policy cannot be applied for. If a type is missing from the leave application form, this is
almost always why.
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10.3 Leave Applications

Requests to take leave, with their dates, the number of days and their approval status. This is the page
most staff interact with.

[0 Dashboard > Leave Management > Leave Applications @ English 88 L DemoPayroll
m Weaf >
eave Applications “+  AddLeave Application

Platform

8 Dastbons @ =D v T
2, staff > °

@ HR Management * # Employee Leave Type Start Date End Date Days Status Applied On Actions
&\ Recruitment >
1 Francis Kirlin @ Annual Leave 2026-08-18 2026-08-18 1 Pending 2026-08-11 ® @ ® B8
B Contract Management >
O Document Management > 2 Mr.Mohammed Wolf @ Sick Leave 2026-08-11 2026-08-14 4 Approved 2026-08-11 ® @8
B Meetings >
3 Dr.LutherPagac @ AnnualLeave 20261228 2026-12-31 4 Approved 2026-07-27 ® @8
£ Calendar
B Media Library 4 Dr. Luther Pagac @ Annual Leave 2026-11-30 2026-12-01 2 Approved 2026-07-27 @ ®
Leave Management v
5  DrLutherPagac @ Sick Leave 2026-10-28 20261028 1 Approved 2026-07-27 @ §
Leave Types
Leeve Policies 6  Dr.Luther Pagac ® Annual Leave 2026-09-28 2026-09-30 3 Approved 2026-07-27 ® @
Leave Applications
Leave Balances 7 DrlutherPagac @ AnnualLeave 2026-08-28 2026-08-28 1 Approved 2026-07-27 ® @8
@ Attendance >
8  DrLutherPagac ® Sick Leave 2026-07-28 2026-07-29 2 Approved 2026-07-27 © @
@ Biometric Attendance
& Time Tracking > 9 Dr.LutherPagac @ AnnualLeave 2026-06-29 2026-06-30 2 Approved 2026-07-27 ® @
$ Payroll Management >
10 Dr.LutherPagac ® Emergency Leave 2026-05-27 2026-05-27 1 Approved 2026-07-27 ® @8
<> Developer >
6 Plans > Showing 1t0 10 of 62 leave Previous n 2] 84| 5] 6|7 Next

8 Referral Program

&8 Settings

Figure 40: The Leave Applications page
1 page title - 2 primary action - 3 records table
Columns: #, Employee, Leave Type, Start Date, End Date, Days, Status, Applied On, Actions
Actions on this page: Add Leave Application
1. Choose Add Leave Application at the top right. The form opens in a panel.
2. Complete the required fields: Start Date, End Date, Reason.
3. Fill in anything else that applies: Select attachment file....
4. Make the selections the form asks for: Employee, Leave Type.

5. Choose Save. The new record appears in the list.
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Y Filters

Add New Leave Application

Employee *

Select Employee v
Leave Type *

Select Leave Type v
Start Date *

mm/dd/yyyy O

End Date *

mm/dd/yyyy O

Reason *

Attachment

Select attachment file... 4 Browse

Cancel SEI

Figure 41: The Add Leave Application form
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10.4 Leave Balances
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What each employee has been allocated, used and has left, by leave type and year.

m Weaf

Platform
88 Dashboard
2 Staff
@ HRManagement
2 Recruitment
B Contract Management
[ Document Management
B Meetings
£ Calendar
B Media Library
f@ Leave Management
Leave Types
Leave Policies
Leave Applications
Leave Balances
@® Attendance
@ Biometric Attendance
& Time Tracking
$ Payroll Management
<> Developer
B Plans
€8 Referral Program

£ Settings

1 page title

[D Dashboard > LeaveManagement > LeaveBalances @ English 88 O Demo Payroll
) ST 2
eave Balances (+  AddLeaveBalance
Q search D v e Pecrage: | 10
o
# Employee Leave Type Year Allocated Used Remaining Carried Forward Adjustment Actions
1 Francis Kirlin @ Annual Leave 2026 23.00 19.00 4.00 2.00 0.00 @ 8 8
2 Francis Kirlin ® Sick Leave 2026 10.00 4.00 6.00 0.00 0.00 @ e 0O
3 Francis Kirlin ® Maternity Leave 2026 90.00 0.00 90.00 0.00 0.00 ® 8 8
4 Francis Kirlin @ Paternity Leave 2026 15.00 0.00 15.00 0.00 0.08 ® 8 o
5 Francis Kirlin ® Emergency Leave 2026 5.00 1.00 4.00 8.00 8.0 ® 8 @
6 Francis Kirlin ® Bereavement Leave 2026 7.00 0.00 7.00 0.00 0.00 @ 8 &
T Francis Kirlin @ StudyLeave 2026 10.00 0.00 10.00 0.00 0.00 (] 8 0
8 Francis Kirlin ® Compensatory Leave 2026 1.00 .00 1.00 .00 L] ® 2 @8
9 Francis Kirlin ® Personal Leave 2026 5.00 1.00 4.00 0.00 0.00 ® & @
10 FrancisKirlin ® Marriage Leave 2026 7.00 .00 7.00 ee0  e.00 a @ 0

Showing 11010 of 90 leave balances

2 primary action

Figure 42: The Leave Balances page

3 records table

Columns: #, Employee, Leave Type, Year, Allocated, Used, Remaining, Carried Forward, Adjustment, Actions

Actions on this page: Add Leave Balance

1. Choose Add Leave Balance at the top right. The form opens in a panel.

2. Complete the required fields: Year, Allocated Days.

3. Fill in anything else that applies: Carried Forward Days, Manual Adjustment, Adjustment Reason.

4. Make the selections the form asks for: Employee, Leave Type.

5. Choose Save. The new record appears in the list.
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Add New Leave Balance

Employee *

Select Employee v

Leave Type *

Select Leave Type v
Year *

2026
Allocated Days *
Carried Forward Days

Manual Adjustment

Adjustment Reason

Figure 43: The Add Leave Balance form
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Note: Balances follow from the policy and from approved applications. They are not edited directly, which is what keeps

them reconcilable.
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11. Attendance and Time

Attendance answers whether someone was at work. Shifts say what their day should look like, policies say
how lateness and overtime are treated, records hold what actually happened, and regularisations are how

a wrong record gets corrected.

Time tracking is a separate question — not whether someone was present, but what they spent the day
on.

Pages in this chapter: Shifts, Attendance Policies, Attendance Records, Attendance Regularizations, Biometric

Attendance, Time Entries
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11.1 Shifts

Working patterns: start and end times, break length, the resulting working hours, and the grace period
before a late arrival counts as late.

m Dashboard > ShiftManagement > Shifts @ English 58 fa) Demo Payroll
2
% hifts [ +  AddShift
Platform
88 Dashboard Q Search Q Search - ForPage: | 10 v
&, Staff > o
@ HR Management ’ #  ShiftName Start Time End Time Break (mins) Working Hours Grace (mins) Type Status Actions
2, Recruitment 5
@ Contract M: = 1 Morning Shift 29:00 18:08 60 8.8h 15 Day e ® ﬁ
ontract Management >
O Document Management > 2 Evening Shift 14:00 23:00 60 8.0h 15 Day Active ® ®
B Meetings >
3 NightShift 22:00 o7:00 60 8.0h 15 Hight Active ® @
B Calendar
B Media itrary Showing 1080t Shifts proviovs () Mo
[ Leave Management >
@ Attendance -
Shifts

Attendance Policies
Attendance Records
Attendance Regularizat.

9 Biometric Attendance

& Time Tracking >
$ Payroll Management >
<> Developer >
B Plans >

8 Referral Program

& Settings

Figure 44: The Shifts page
1 page title - 2 primary action - 3 records table
Columns: #, Shift Name, Start Time, End Time, Break (mins), Working Hours, Grace (mins), Type, Status, Actions
Actions on this page: Add Shift
1. Choose Add Shift at the top right. The form opens in a panel.

2. Complete the required fields: Shift Name, Start Time, End Time, Break Duration (minutes), Grace
Period (minutes).

3. Fill in anything else that applies: Description, Break Start Time, Break End Time, Night Shift.

4. Choose Save. The new record appears in the list.
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Add New Shift

Shift Name *

Description

Start Time *
—i- - @

End Time *
e ]

Break Duration (minutes) *

60

Break Start Time
- ®

Break End Time
- Q@

Grace Period (minutes) *

15

Night Shift
() Night Shift

Cancel

Figure 45: The Add Shift form
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11.2 Attendance Policies
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How lateness, early departure and overtime are treated. Set once, applied to everyone the policy covers.

) weaf

Platform

Dashboard >

Shift Management

Bttendance Policies

> Attendance Policies

@ English 88 O

2
=

Demo Payroll

88 Dashboard Q Search Q Search JEER-JTONN PerPage: 10 v
2 Staff e
@ HR Management #  PolicyName Late Grace (mins) Early Grace (mins) Overtime Rate Status Actions
&, Recruitment

1 Standard Attendance Policy 15 15 Ush 150.88/hr Active ® ®
B Contract Management
3 Document Management 2 Flexible Attendance Policy 38 USh 175.8@/hr Active o] o)
B Meetings

3 Strict Attendance Policy s 5 Ush 200,06 /hr Active ® &
B Calendar

B3 Media Library

owing 1o 3 of 3 attendance policies

Previous

B Leave Management >
@ Attendance v
Shifts

Attendance Policies
Attendance Records
Attendance Regularizat.

& Biometric Attendance

& Time Tracking >
$ Payroll Management >
<> Developer >
B Plans >

8 Referral Program

3 Settings

Figure 46: The Attendance Policies page

1 page title 2 primary action 3 records table
Columns: #, Policy Name, Late Grace (mins), Early Grace (mins), Overtime Rate, Status, Actions
Actions on this page: Add Attendance Policy

1. Choose Add Attendance Policy at the top right. The form opens in a panel.

2. Complete the required fields: Policy Name, Late Arrival Grace (minutes), Early Departure Grace
(minutes), Overtime Rate Per Hour.

3. Fill in anything else that applies: Description.

4. Choose Save. The new record appears in the list.
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BEERE v rwers

Add New Attendance Policy

Policy Name *

Description

Late Arrival Grace (minutes) *

15

Early Departure Grace (minutes) *

15

Overtime Rate Per Hour *
150

Status

Active v

Figure 47: The Add Attendance Policy form
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11.3 Attendance Records
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Daily attendance per employee: the shift they were on, when they clocked in and out and the hours that

produced.

m Weaf

Platform
88 Dashboard
2, staff
@ HRManagement
2\ Recruitment
B Contract Management
3 Document Management
B Meetings
£ Calendar
B Media Library
3 Leave Management
@® Attendance
Shifts
Attendance Policies

Attendance Records

Attendance Regularizat...

@ Biometric Attendance
& Time Tracking

% Payroll Management
<> Developer

B Plans

8 Referral Program

&8 Settings

1 page title

[ Dashboard > ShiftManag

%ttendance Records l

Jement

> Attendance Records

@ English 88 QO

Demo Payroll

2
+  AddRecord

' °

Q Search. m YV Filters PerPage: 10 v
# Employee Date Shift Clock in Clock Out Total Hours Overtime Status Actions
1 Mr. Mohammed Wolf 2026-08-31 Morning Shift 09:00 18:00 8.00h @.00h Present ® 5}
2 Lelia Corwin 2026-08-31 Morning Shift 09:00 18:00 8.00h 0.00h Present ® ®
3 Jensen Mraz 2026-08-31 Morning Shift 09:00 18:00 8.00h 0.00h Prosent ® o]
4 Carli Runolfsdottir 2026-08-31 Morning Shift 09:00 18:00 8.00h ©.80h Present @® o]
5 Dr. Luther Pagac 2026-08-31 Morning Shift 09:00 18:00 8.00h 0.00h Present ® o]
6 Mariela Batz 2026-08-31 Morning Shift 09:00 18:00 8.00h @.00h Present ® a8
7 Taryn Volkman 2026-08-31 Morning Shift ©9:60 18:00 8.00n 0.08h Present ® o]
8 Ms. Karlee Goyette 2026-08-31 Morning Shift 09:00 18:00 8.00h 9.00h Present @ o}
9 Francis Kirlin 2026-08-31 Morning Shift 09:00 18:00 8.00h 0.00h Present @ o]
10 Mr.Mohammed Wolf 2026-08-28 Morning Shift 09:25 18:00 7.58h 0.00h Present  Late ® o]
Showing 110 10 of 783 attendance records re 3 ° 2 84| 5| 6|7|8|89|0 78 79  Next

2 primary action

Figure 48: The Attendance Records page

3 records table

Columns: #, Employee, Date, Shift, Clock In, Clock Out, Total Hours, Overtime, Status, Actions

Actions on this page: Add Record, ...

1. Choose Add Record at the top right. The form opens in a panel.

2. Complete the required fields: Date.

3. Fill in anything else that applies: Clock In Time, Clock Out Time, Break Hours, Holiday, Notes.

4. Make the selections the form asks for: Employee, Status.

5. Choose Save. The new record appears in the list.
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Add New Attendance Record
Employee *

Select Employee

Date "

mm/dd/yyyy 0

Clock In Time
e @

Clock Out Time
—--- 0

Break Hours

1

Status *

Select Status

Holiday
() Holiday

Notes

Cancel

Figure 49: The Add Record form
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11.4 Attendance Regularizations

Corrections to attendance. When a clock-in is missing or wrong, the employee requests a change, the
original and requested times are shown side by side, and a manager decides — so records are corrected
with an audit trail rather than quietly edited.

[D Dashboard > ShiftManagement > Attendance Regularizations @ English 58 o Demo Payroll
m Weaf 2
ttendance Regularizations] '+ Add Request

Platform
88 Dashboard Q Sesrch Q Search TNV PerPage: | 10 v
8, Staff N e
@ HRManagement > M _— - Original Requested - . Requested —
R i mployee ate il s eason atus o ctions
2 Recrui
or- 109  08:00
B ContractManagement > 1 :::”mm 5296 o g‘f_i‘ggo ',)u(;g(;ﬁ Had toleave early for medical appointment, wor.. Pending  2026-07-27 ® @ ® @8
[ Document Management >
Taryn 2026-07-  In:09:00 In: 09:00 ) .
Bl Maacings " = oy G nem Forgat to punchinfout, was present full day Pending  2026-07-27 ® @ @ @
B Calendar e
-07- In: 09 In: 08:3 -
3 MarielaBatz Hanor bt = (-a;u Tratfic jam caused delay, requesting time correct... Pending  2026-07-27 ® @ ® @
o e Oty 01 Out1720  Out:1720
-07- In: 0 In: 09:00 -
B3 Leave Management & 4 MarielaBatz 5226 i Sﬁzggc r)“%omnjﬁ Had to leave early for medical appointment, wor... Pending  2026-07-27 ® @ ® @8
@ Attendance <
-07- In: 09 In: 09:00 -~
Shifts 5 MarielaBatz zgm oF Su?_iggu ,Mf HJ;(‘ Forgot to punchinfout, was present full day Pending  2026-07-27 ® @ @ @
Attendance Policies
cae 2026-08-  In:09:00 In: 08:30 ) ) -
Atancienon Bnacom & Frndskiin o s i Traffic jam caused delay, requesting time correct..  Pending  2026-07-27 ® @ @ @
Attendance Regularizat.
2026-08-  In:09:25 In: 09:25 -
i i it nding -07- ® =]
o e — 7 Francskiin o s Had to leave sarly for medical appointment, wor... Pending  2026-07-27 @ @ @ @
@ Time Tracking , 08 | n: 08:00 i
8 FrancisKirlin g‘fﬁ e o Forgot to punchin/out, was present full dey Pending  2026-07-27 ® G ® B8
% Payroll Management > : g
<> Dewveloper > Ms. Karlee 2026-08- In: 09:00 In: 08:30 e g - -
= % Goyene P e Traffic jam caused delay, requesting time correct..  Fending  2026-07-27 ® @ ® 8
B Plans >
Ms. Karlee 2026-08- In: 09:25 In: 09:25 =
8 Referral Program 0 Goyette 04 e DnaE Had to leave early for medical appointment, wor... Fending  2026-07-27 ® G @ @
£ Settings

Showing 1to 10 of 48 regularization requests Previous n 2 3 4 5 Next

Figure 50: The Attendance Regularizations page
1 page title - 2 primary action - 3 records table
Columns: #, Employee, Date, Original Times, Requested Times, Reason, Status, Requested On, Actions
Actions on this page: Add Request
1. Choose Add Request at the top right. The form opens in a panel.
2. Complete the required fields: Reason.

3. Fill in anything else that applies: Employee, Attendance Record, Requested Clock In, Requested Clock
Out.

4. Choose Save. The new record appears in the list.
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. . X
Add New Regularization Request
Employee
it
Select employee v
Attendance Record 4
Select attendance record v
‘or
Requested Clock In
im0 t
Requested Clock Out
—--— 0 1
Reason * or
it \
z
Y
Cancel
S— PR, Irattic jam caused delay, requesting time cor

Figure 51: The Add Request form

Note: Correcting attendance through a regularisation keeps the original reading alongside the correction. Editing the
record directly would lose that.
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11.5 Biometric Attendance

Attendance collected from fingerprint or face devices, and the configuration that connects those devices
to the system.

m [D Dashboard > Biometric Attendance @ English 58 fa) Demo Payroll
B iometric Attendance
Platform
88 Dashboard @ Biometric attendance data from device
&, Staff >
B HR Management > -

A PRI C)

B Contract Management >

O Document Management > Configuration Required
ager
Please configure ZKTeco API settings to fetch biometric

B Meetings > attendance data
B Calendar

Required settings:
B MediaLibrary

[ Leave Management >

@ Attendance > »  Auth Token

i Biometric Attendance

@ Time Tracking >
% Payroll Management >
<> Developer >
B8 Plans >

8 Referral Program

8 Settings

Figure 52: The Biometric Attendance page

1 page title
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11.6 Time Entries

Hours booked against projects, as distinct from attendance. Attendance answers “were they at work?”;
time entries answer “what were they working on?”

[0 Dashboard > TimeTracking > TimeEntries @ English 58 o Demo Payroll
m Weaf 2
ime Entry Management "+ Add TimeEntry

Platform

88 Dashboard Q Search ¥ Filters Porfage: 10 v
8 staff > e

f HR Management > Submitted
# Employee Date Hours Project Description Status on Actions
2, Recruitment >
B ContractManagement > 1 Francis Kirlin 522:?' 8.08h &"v‘:::mm Warked on frontend companents and user interf... Pending 2026-07-27 ® @ @ @
[ Document Management >
2026- ] -
Bl Maacings " 2 Mariela Batz Fogel 8.00h ;’:ﬁ;:mm Warked on frontend components and user interf... Pending  2026-07-27 ® @ @ @8
£ Calendar
2026- ] 2
3 JensenMraz 8.00h e waat Warked on frontend components and user interf... Pending  2026-07-27 ® @ ® @
B MediaLibrary 0827 velopme
B3 Leave Management kd 4 Taryn Volkman 522; 8.08h x::;‘:mm Warked on frontend companents and user interf... Pending 2026-07-27 ® @ ® @
@ Attendance >
Carli 2026- Wiebsite . .
& Biometric Attendance I i g oo [[PRS Worked on frontend components and user interf..  Pending  2026-07-27 ® @ @ @
& Time Tracking -
Mr.Mohammed 2026~ Website e .
8.88h i f.. Pandin -07- ® <]
—— £ o e Worked on frontend companents and user inter ending  2026-07-27 ® @ @ 8
% Payroll Management > 2026- @
7 FrancisKirlin H 7.56h | Testing Researched new technologies and best practices Panding  2026-07-27 ® @ @ 8
<> Developer >
B Plans 4 ] Mariela Batz 522:; 7.56h Testing Researched new technologies and best practices Panding 2026-07-27 (o] @ ® @
& Referral Program
2026- -
e 9 JensenMraz B 7.56h | Tasting Researched new technologies and best practices Pending  2026-07-27 ® @ @ @
i 2026- z - .
10 Francis Kirlin s 7.08h | Documentation Attended team meetings and project planning s.. Pending  2026-07-27 ® @ @ @
Shawing 1to 10 of 228 time entries Previous n 2|84l 6|6]7]8]ew - 2223 N

Figure 53: The Time Entries page
1 pagetitle - 2 primary action - 3 records table
Columns: #, Employee, Date, Hours, Project, Description, Status, Submitted On, Actions
Actions on this page: Add Time Entry, ...
Choose Add Time Entry at the top right. The form opens in a panel.
Complete the required fields: Date, Hours, Description.

1.

2.

3. Fill in anything else that applies: Project.

4. Make the selections the form asks for: Employee.
5.

Choose Save. The new record appears in the list.
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Add New Time Entry

Employee * )
ri
Select Employee v

ril
Date *

mm/dd/yyyy O
rii
Hours *
ril
Project
ril

Description * ril

ac

ac
Cancel Save

/.oun lesung Kesearcnea new tecnnologles ana pestprac

Figure 54: The Add Time Entry form
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12. Payroll

Payroll is built from the bottom up: components describe the parts of a pay packet, each employee is
given a salary structure made of those components, and a payroll run applies the whole thing to a period

and produces payslips.

An employee with no salary structure is skipped by a payroll run. If someone is missing from a run, that is
the first thing to check.

Pages in this chapter: Salary Components, Employee Salaries, Payroll Runs, Payslips, Salary Advances
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12.1 Salary Components

The building blocks of pay: basic pay, allowances, deductions and contributions. Each is either an earning
or a deduction and is calculated as a fixed amount or a percentage.

m [ Dashboard > PayrollManagement > Salary Components @ English 58 Ja Demo Payroll

2
%alary Componentsl 4 AddComponent
Platform

88 Dashboard G sawih m ¥ Filters PecPage: 10 v
2 Staff > e

@-HR Management ’ #  ComponentName Type Calculation Amount/Percentage Status Actions
&\ Recruitment >
1 Salary Advance Deduction Fixed Ush 100,000.00 Active @ 5}
® ContractManagement >
O Document Management > 2 Loan Deduction Deduction Fixed Ush 1,000.60 Active ® 8
B Meetings >
3 Income Tax (TDS) Deduction Percentage 10.00% Active ® o
£ Calendar
Media Library 4 Professional Tax Deduction Fixed Ush 200.00 Active ® ®
3 Leave Management >
5 Employee State Insurance (ESI) Deduction Percentage 0.75% Active ® ®
@® Attendance >
@ Biometric Attendance 6 Provident Fund (PF) Deduction Percentage 12.00% Active @ 0}
& Time Tracking >
7 Special Allowance Earning Fixed ush 3,000.00 Active ® o]
$ Payroll Management v
Salary Components. 8 Dearness Allowance (DA) Earning Percentage 15.00% Active ® o]
Employee Salaries
Payroll Runs 9 Medical Allowance Earning Fixed Ush 1,500.00 Active a
Payslips
10 Transport Allowance Earning Fixed ush 2,000.00 Active ® o]
Salary Advances
</> Developer > Showing 11010 of 11 salary components Previou o 2 Next
B Plans >

€8 Referral Program

& Settings

Figure 55: The Salary Components page
1 page title - 2 primary action - 3 records table
Columns: #, Component Name, Type, Calculation, Amount/Percentage, Status, Actions
Actions on this page: Add Component
1. Choose Add Component at the top right. The form opens in a panel.
2. Complete the required fields: Component Name.
3. Fill in anything else that applies: Description, Fixed Amount, Percentage of Basic.
4. Make the selections the form asks for: Type, Calculation Type.

5. Choose Save. The new record appears in the list.
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Add New Salary Component

Component Name *

Description

Type*©

Select Type

) Calculation Type *
i

Select Calculation Type v

Fixed Amount

Percentage of Basic

Status

Active

Figure 56:

Cance' E

The Add Component form
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12.2 Employee Salaries

Weaf HR — System Documentation

What each employee is actually paid — their basic salary and the components attached to it. Payroll
cannot be run for an employee with no salary structure.

m [0 Dashboard > PayrollManagement > Employee Salaries

1 mployee Salariesl

(... Y-

@ English 88 O DemoPayroll

PerPage: 10 v

Platform
88 Dashboard Q Search
A Staff > o

>
@ HR Management A e
&\ Recruitment >
® ContractManagement > 1 Mr. Mohammed

Wolf
3 Document Management >
B Meetings >
2 Lelia Corwin

B3 Calendar

B Media Library

3 Leave Management > 3 JensenMraz
@® Attendance >
@ Biometric Attendance 4 Carli
& Time Tracking 5 Runolfsdottir
$ Payroll Management v
5 Dr. Luther
Salary Components Pagac
Employee Salaries
Payroll Runs 6 Mariela Batz
Payslips
Salary Advances
7 Taryn Volkman
</ Developer x
B Plans 2
Ms. Karlee
€8 Referral Program 8 Goyette
@ Settings

9 Francis Kirlin

Basic Salary

ush
70,000.00

ush
20,000.00

ush
60,000.00

ush
55,000.00

ush
15,000.00

ush
45,000.00

ush
40,000.00

ush
35,000.00

ush
30,000.00

Components

House Rent Allowance (HRA)  Transport Allowance  Medical Allowance

Dearness Aliowance (DA) ~ Special Allowance  Provident Fund (PF)  Professional Tax

House Rent Allowance (HRA)  Transport Allowance  Medical Allowance

Provident Fund (PF) ploy ional Tax

Income Tax (TDS)

House Rent Allowance (HRA)  Transport Allowance  Provident Fund (PF)

Professional Tax

House Rent Allowance (HRA)  Transport Allowance  Medical Allowance

Dearness Allowance (DA) ~ Special Allowance  Provident Fund (PF)

Tex  Income Tax(TDS)

House Rent Allowance (HRA)  Transport Allowance  Medical Allowance

Provident Fund (PF)  Professional Tax

House Rent Allowance (HRA)  Transport Allowance  Provident Fund (PF)

Emph ional Tax  Income Tax (TDS)

House Rent Allowance (HRA)  Transport Allowance  Medical Allowance

Dearness Allowance (DA) ~ Special Allowance  Provident Fund (PF)  Professional Tax

House Rent Allowance (HRA)  Transport Allowance  Medical Allowance

Provident Fund (PF) Tax

Income Tax (TDS)

House Rent Allowance (HRA)  Transport Allowance  Provident Fund (PF)
Professional Tax

stawe:  Orooted Actions
At
Active 2026-07-27 @® 5 L @
Activ 2026-07-27 ® & W @
Active 2026-07-27 ® 8 u @
Active 2026-07-27 ® Z A u @
Active 2026-07-27 ® W @
Active 2026-07-27 ® W @
Active 2026-07-27 ® w @
Active 2026-07-27 ® & U @
Active 2026-07-27 ® 5 U @

Showing 1109 0f 9 employee salaries

1 page title - 2 records table

Columns: #, Employee, Basic Salary, Components, Status, Created At, Actions

Figure 57: The Employee Salaries page

Note: A salary structure is attached from the employee’s own record rather than created on this page. This page is

where you check who has one.
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12.3 Payroll Runs
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A payroll for a period. The run gathers the employees to be paid, calculates gross and net pay from their
salary structures, and produces the payslips.

m Weaf

Platform

88 Dashboard

2, Staff

@ HR Management

2, Recruitment

B Contract Management

[ Document Management

B Meetings

B Calendar

B Media Library

A Leave Management

@ Attendance

i Biometric Attendance

& Time Tracking

% Payroll Management
Salary Components
Employee Salaries
Payroll Runs
Payslips
Salary Advances

<> Developer

B Plans

8 Referral Program

@ Settings.

1 page title

Columns: #, Title, Frequency, Pay Period, Pay Date, Employees, Gross Pay, Net Pay, Status, Actions

Dashboard > PayrollManagement > Payroll Runs @ English 58 fa) Demo Payroll
2
ayroll Runs +  Add Payroll Run
Q Search. Q Search V¥ Filters PerPage: 10 v
O
>
# Title Frequency Pay Period Pay Date Employees Gross Pay Net Pay Status Actions
>
2026-08-01 .
N 1 August 2026 Payroll Manthly 0 2026-08-31 2026-09-05 a Ush 8.8@ ush a.ea draft @ [ 1]
’ 2026-07-01
2 July 2026 Payroll Manthly 10 2006-07-31 2026-08-05 ] Ush 8.88 ush a.ea draft (o] [ w
> 2026-07
>
2026-06-01
3 June 2026 Payroll Monthly P 2026-07-05 ] ush @.00 ush @.00 draft ® > O®
to 2026-06-30
2026-05-01
5 4 May 2026 Payroll Monthly ey 2026-06-05 ] Ush @.60 Ush @.00 draft ® [
>
5 April 2026 Payroll Monthly 2026-05-05 ] Ush @.60 Ush @.00 draft ® [

Shawing 1to 5 of 5 payroll runs

2 primary action

3 record

Actions on this page: Add Payroll Run

Figure 58: The Payroll Runs page

s table

1. Confirm that every employee to be paid has a salary structure on Employee Salaries. An employee

without one is skipped.

2. Choose Add Payroll Run.

3. Give the run atitle, set the frequency, and set the pay period and pay date.

4. Save. The run is created and gathers the employees it covers.

5. Review the gross and net totals shown on the list before doing anything further with the run.
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Fi

BEEEEN Vv rwers
Add New Payroll Run
Title *

Payroll Frequency *

Select Payroll Frequency

Pay Period Start *
mm/dd/yyyy O

Pay Period End *
mm/dd/yyyy 8

PayDate *

mm/dd/yyyy O

Notes

™

Figure 59: The Add Payroll Run form
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12.4 Payslips
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The individual statements produced by a payroll run, each with its number, period, pay date and net pay.

m Weaf

Platform
88 Dashboard

2, Staff

 HR Management

&, Recruitment

B Contract Management

[ Document Management
B Meetings

B Calendar

B3 Media Library

B Leave Management

@ Attendance

o

Biometric Attendance

o)

Time Tracking

% Payroll Management
Salary Components
Employee Salaries
Payroll Runs
Payslips
Salary Advances

</ Developer

5 Plans

8 Referral Program

& Settings

1 page title

[0 Dashboard > PayrollManagement > Payslips @ English 88 O DemoPayroll
q| ayslips
Q Search. Q  Search YV Filters Per P 0 v
2
# Payslip Number Employee Pay Period Pay Date Net Pay Status Generated On Actions
No results found.
Showing 0 to 0 of O payslips Previous n Next

2 records table

Figure 60: The Payslips page

Columns: #, Payslip Number, Employee, Pay Period, Pay Date, Net Pay, Status, Generated On, Actions

Note: Payslips are produced by a payroll run; there is no way to add one here. If a payslip is missing, look at the run that

should have produced it, and at whether that employee has a salary structure.
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12.5 Salary Advances

Money advanced against future pay, tracked through repayment: the amount, what has been repaid,
what is outstanding and over how many instalments.

[0 Salary Advances @ English 88 O Demo Payroll
m Weaf

% alary Advances
Platform
88 Dashboard a
pending approval approved disbursed repaying settied + Request Advance

&, Staff >

) HR Management N REFERENCE EMPLOYEE AMOUNT REPAID OUTSTANDING INSTALMENTS STATUS ACTIONS
2, Recruitment > ADV-282608-0081 Employee 50,000.00 0.00 50,000.00 /5 settied View
B Contract Management >

panding approval

O DoounentManagerment > ADV-282608-0002 Employee 250,000.00 0.00 250,000.00 o012 Waiting ore HR Re View
B Meetings >

B Calendar

Showing O to O of O items Previous o Next

B MediaLibrary
B Leave Management >
@ Attendance >

i Biometric Attendance

& Time Tracking >
% Payroll Management -
Salary Components

Employee Salaries

Payroll Runs

Payslips

Salary Advances
<> Developer >
B Plans >
8 Referral Program

@ Settings.

Figure 61: The Salary Advances page
1 page title - 2 records table

Columns: REFERENCE, EMPLOYEE, AMOUNT, REPAID, OUTSTANDING, INSTALMENTS, STATUS, ACTIONS

Actions on this page: All, pending approval, approved, disbursed, repaying, settled, Request Advance, View
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13. Recruitment and Onboarding

Recruitment runs end to end here: you describe the job, publish it, collect candidates, interview them,
record what the interviewers thought, make an offer, and onboard whoever accepts.

The first four pages in this chapter are reference lists. They feel like a detour, but they are what lets a
posting be created in a minute rather than retyped each time.

Pages in this chapter: Job Categories, Job Types, Job Locations, Custom Questions, Job Postings, careers, Candidate
Sources, Candidates, Interview Types, Interview Rounds, Interviews, Interview Feedback, Candidate Assessments,
Offer Templates, Offers, Onboarding Checklists, Checklist Items, Candidate Onboarding
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13.1 Job Categories
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A reference list. Entries created here become the options offered when you create a job posting. Setting

these up once, before the records that use them, saves correcting the same choice repeatedly later.

m [0 Dashboard > Recruitment > JobCategories
EobCategories

@ English 88 0 DemoPayroll

2 ]

Platform
88 Dashboard Q Search Q Search [T PorPage: | 10 v
2, staff > e
0 HR Management > Crsatad
#  Name Description satus 0 Actions
&\ Recruitment v
Job Categories ; Administrative and inistrative assistants, offi data entry clerks, receptionists, and general support e % &
Support staff
Job Types
I8 Poatians 5 Researchand Research scientists, p pers, i i ists, and R o & &
Development engineers
Custom Questions
] I, fficers, paralegals, i I :
i o AT Legal counsel, compliance officers, paralegals, contract specialists, and regulatory affairs e QR g &
professionals
Candidate Sources
Candidates 4 Education and Training Teachers, trainers, instructional designers, curriculum developers, and educational administrators Actve  2026-07-27 ® ®
Int T
. E’"jm Ypes 5 Al Medical professianals, nurses, healthcare administrators, medical technicians, and healthcare o " 8
Interview Rounds support staff
Interviews & Enginesing Mechanical engineers, electrical engineers,civil engineers, quality assurance, and technical e . % &
Interview Feedback engineering roles
Candidate Assessments - T — Customer support representatives, call center agents, client relations, and customer success e — - B
Offer Templates menagens
Offers 5 ;:::;t:mn: ::m sﬂpse“riz;:csns managers, project managers, team leads, supervisors, and executive management B st % p
Onboarding Checklists
Checklist tems. 9 Finance and Accounting Financial analysts, accountants, auditors, tax specialists, and financial planning and analysis roles Active 2026-07-27 @ 5]
Candidate Onboarding
oreer T T et HR generalists,talent acquisition, employee relations, compensation and benefits, and e NP - I
organizational development roles
@ ContractManagement >
Shawing 110 10 of 12 job categories Previous . 2 Next

[ Document Management >

B Meetings >

Figure 62: The Job Categories page

1 page title - 2 primary action - 3 records table

Columns: #, Name, Description, Status, Created At, Actions

Actions on this page: Add Job Category
1. Choose Add Job Category at the top right. The form opens in a panel.
2. Complete the required fields: Name.
3. Fill in anything else that applies: Description.
4. Make the selections the form asks for: Status.

5. Choose Save. The new record appears in the list.
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nir nc
Zf X
Add New Job Category
ec 1 al
) Name*
jin
1al lat
fe  Description
ck itic
dic 4 s,
|p(
Status *
ch Select Status v W
jin
ste I1st
na Cancel m
9r3L|u| IDIIIGIIGHUI Q, PIUJU\.JI. IIIGIIGHCIQ, voarin ICQUD, QUPGI VID\JID, al g UACLﬂJtiV

Figure 63: The Add Job Category form
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13.2 Job Types
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A reference list. Entries created here become the options offered when you create a job posting. Setting

these up once, before the records that use them, saves correcting the same choice repeatedly later.

[ Dashboard > Recruitment > Job Types
m Weaf %
ob Types

@ English 58

L DemoPayroll

2/
‘+ Add Job Type

Platform
88 Dasnors o b (G soncr S T
2, staff > o
@ HR Management > #  Name Description Status Created At Actions
2. Recruitment v
Job Catagories 1 Hybrid Combination of office and remote work, typically requiring presence in office for certain days Active 2026-07-27 ® 8
Job Types
2 Remote Work-from-home or remote work arrangement allowing employees to work from any location Active 2026-07-27 ® 8
Job Locations
Custom Questions 3 work program for recent togain Active 2026-07-27 ® o]
Job Postings
Condidate Sowrces 4 for specific tasks or projects with flexible working arrangements Active 2026-07-27 @ ®
Candidates
5 Temporary  Short-term temporary to cover iate staffing needs or seasonal work requirements Active 2026-07-27 ® o]
Interview Types
Interview Rounds 6 Contract Fixed-t tract for specifi duration with defined start and end dates Active 2026-07-27 ® o]
Interviews
-ti - A -07-
e e 7 Part-time Part-time employment with reduced working hours, typically less than 30 hours per week with limited benefits ctive 2026-07-27 ® o]
Candidate Assessments.
8 Full-time Regular full with standard working hours, typically 40 hours per week with full benefits Active 2026-07-27 ® o]
Offer Templates
Offers Showing 1to 8 of 8 job types Previous n Next

Onboarding Checklists
Checklist ltems
Candidate Onboarding
Career
B Contract Management >
[ Document Management >

B Meetings >

1 page title - 2 primary action

Figure 64: The Job Types page

3 records table

Columns: #, Name, Description, Status, Created At, Actions

Actions on this page: Add Job Type

1. Choose Add Job Type at the top right. The form opens in a panel.

2. Complete the required fields: Name.

3. Fill in anything else that applies: Description.

4. Make the selections the form asks for: Status.

5. Choose Save. The new record appears in the list.
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109 AnA varmaatra aavls Foimi Al A A v~ mrAn A AA fn AR AA FAar AAvEATA nInVS

Add New Job Type x

or an

Name*

XE s

ac  Description

Ing
-ar uit
Y
ot id
' Status *
Select Status v
e ith

mi nf
Cancel

Figure 65: The Add Job Type form
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13.3 Job Locations
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Where a job is based. Locations are reusable across postings and carry an address and a type, such as on-

site or remote.

m Weaf

Platform

88 Dashboard

2 Staff

@ HRManagement

2 Recruitment
Job Categories
Job Types
Job Locations
Custom Questions
Job Postings
Candidate Sources
Candidates
Interview Types
Interview Rounds
Interviews
Interview Feedback
Candidate Assessments
Offer Templates
Offers
Onboarding Checklists
Checklist ltems
Candidate Onboarding
Career

B Contract Management

[ Document Management

B Meetings

1 page title

>

>

@ Dashboard

Eob Locationsl

> Recruitment > Job Locations

@ English 88 L DemoPayroll

2

Q search D v e PerPage: 10 v
# Name Address Type Status Created At Actions
1 Remote Work - Global Remote Work Remote Active 2026-07-27 ® o]
2 Remote Work - India Remote Work Remote Active 2026-07-27 @ o}
3 Service Center - Hyderabad HITEC City, Madhapur, Hyderabad, Telangana, India On-site Active 2026-07-27 ® o]
4 Regional Office - Chennai OMR IT Corridor, Thoraipakkam, Chennai, Tamil Nadu, India On-site Active 2026-07-27 ® o]
5 Development Center - Pune Hinjewadi IT Park Phase 2, Pune, Maharashtra, India On-site Active 2026-07-27 ® @
6 Tech Hub - City Phase 1, K: taka, India On-site Active 2026-07-27 @ a8
7 Branch Office - Delhi Connaught Place, Central Delhi, New Delhi, Delhi, India On-site Active 2026-07-27 ® o]
8 Head Office - Mumbai Bandra Kurla Complex, Bandra East, Mumbai, Maharashtra, India On-site Active 2026-07-27 ® ®

St

2 primary action

howing 1to 8 of 8 job locations

Figure 66: The Job Locations page

3 records table

Columns: #, Name, Address, Type, Status, Created At, Actions

Actions on this page: Add Job Location

1. Choose Add Job Location at the top right. The form opens in a panel.

2. Complete the required fields: Name.

3. Fill in anything else that applies: Remote Work, Address, City, State, Country, Postal Code.

4. Make the selections the form asks for: Status.

5. Choose Save. The new record appears in the list.
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Add New Job Location

Name *

Remote Work
() Remote Work

Address
City
State
Country

Postal Code

Status *

Select Status v

e (D

Figure 67: The Add Job Location form
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13.4 Custom Questions

Extra questions added to the application form, for information a CV does not reliably provide.

[0 Dashboard > Recruitment > Custom Questions @ English 88 O DemoPayroll
m 2]
ustom Questions l +  Add Custom Question

Platform
88 Dashboard Q Search. Q  Search PerPage: | 10 v
2, Staff > e
@ HrMaagornent ’ #  Question Required Created At Actions
2\ Recruitment -

Job Categories

No results found

Job Types

Job Locations

Custom Questions Showing O to 0 of O custom questions Previous n Next

Job Postings

Candidate Sources
Candidates
Interview Types
Interview Rounds
Interviews
Interview Feedback
Candidate Assessments
Offer Templates
Offers
Onboarding Checklists
Checklist ltems
Candidate Onboarding
Career
B Contract Management >
[ Document Management >

B Meetings >

Figure 68: The Custom Questions page
1 page title - 2 primary action - 3 records table
Columns: #, Question, Required, Created At, Actions
Actions on this page: Add Custom Question
1. Choose Add Custom Question at the top right. The form opens in a panel.
2. Complete the required fields: Question.

3. Choose Save. The new record appears in the list.
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Add New Custom Question

Question *

Required

No v

Cancel Save

Figure 69: The Add Custom Question form
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13.5 Job Postings

The vacancies themselves. A posting carries a code, a title, a type, a location and a salary range, and
collects the applications made against it. Published postings appear on the public careers page.

[0 Dashboard > Recruitment > JobPostings @ English 58 o Demo Payroll
m Weaf >
ob Postings ’+ Add Job Posting

Platform
88 Dashboard Q Seerch Q Search [N PorPage: | 10 v
8, staff > e
@ HR Management = # Code Title Type Location Salary Range Applications  Published  Status Deadline Actions
2, Recruitment v
108-12- Customer Support Remote Work - USh 2500000 - 2026-08- _
e Published @ +
Job Categories 1 goals Representative Reétmiotal India USh 3500000 N = Lol 26 = @
Job Types
108-12- ServiceCenter-  USh 4500000 -
e g : » Dref 1 ® 2
o B e Financial Analyst mremship 2 bl e 2 No vatt 111870 ® & @
Siston Suestions 108-12 Network Regional Offi USh 5500000 2026-08
=12~ WOr| egional ce - | " -08- .
3 Fi [ 2 e Published @ &, [
JobPostings 00013 Administrator reelance  Chennai UShB0000.00 = i 2 & @
Candidate Sources
108-12- Development USh30,00000 - 2026-08- &
4 Content Writer T 2 Y Published @ 4, &
Candidates o012 enentier MR Genter - Pune USh 4500000 i wied] g <]
Interview Types 108-12- Tech Hub - USh 5000000 -
st Business Analyst Contract EZf'ga':'E iR = 65600 2 No Dratt 111970 ® s @
Interview Rounds .
Interviews 108-12- Quality Assurance Branch Office - USh 4500000 - 2026-08-
6 B Part-t & 2! Y Published @ 0
e 00010 Engineer UM Delhi USh 7000000 = i 2 &
Candidate Assessments 108-12- Head Office - USh 3500000 - 2026-08- i
i - Ye Published @ .
P 7 i Sales Executive Full-time Miknbal USh 5500000 2 es ublishe 2% @ ]
or Templates
(277 108-12- ' Remote Work - USh 6500000 - 2026-08-
DevOy H Y Published %
& goons psEngineer Yord Global USh 8500000 @ = e 2 © &
Onboarding Checklists
308-12- Remote Work - USh 5600000 -
ChecKlist ltems i y N Drat " "
®  gooar UXDesigner Remots India USh80.00000 2 = = AL = L B
Candidate Onboarding
-12- Project M 1 . -08-
e o o1 roject Manager ntemship  SeTVice Center USh 7000000 - = ubineg | 2026-08 % -
00006 Featured Hyderabad USh10000000 2
B Contract Management >
[3 Document Management > Showing 1010 of 15 job postinge Previous n 2 Next

B Meetings >

Figure 70: The Job Postings page
1 page title - 2 primary action - 3 records table
Columns: #, Code, Title, Type, Location, Salary Range, Applications, Published, Status, Deadline, Actions
Actions on this page: Add Job Posting
1. Choose Add Job Posting at the top right. The form opens on its own page.

2. Complete the required fields: Job Title, Start Date, Application Deadline, Application URL, Number of
Positions, Min Experience (Years), Max Experience (Years), Min Salary, Max Salary.

3. Fill in anything else that applies: Type Required Skills and press Enter, Featured Job, Gender, Date Of
Birth, Cover Letter, Terms And Conditions.

4. Make the selections the form asks for: Job Type, Location, Branch, Department.

5. Choose Save. The new record appears in the list.
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Basic Information
Job Title *
Ent

jobtitie

Location *

Sekect Location

Department

Required Skills *

Typm Required Skills and prass Entar

Applcation Deadine *
mmidaryyy 8

Agplication URL *

hittps: fweatpayrl

) Featured Job

Experience & Salary
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o

Min Salary *

Job Details

Job Gascription *

Select Job Type

Branch *
Select Branch

mm/dd iy O

Job Apgication *

Esisting Link
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1

Max Experiance (ears) *

Max Salary *
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Figure 71: The Add Job Posting form
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13.6 careers

The public careers page. This is what a job seeker sees; it needs no sign-in and lists every published
posting. Its address carries your company slug, so each company has its own board.

) weat

? Build Your Dream Career

Discover exciting opportunities, grow with innovative projects, and

make a meaningful impactin a collaborative environment

11 Available Jobs Sortby:  NewestFirst earch for ot m

7 Filter Jobs 2Vscancies & Feotwed ye— aVecancies 71 Festured
Senior Software Engineer Marketing Manager Frontend Developer
Location
PP Larmvel  Jsvascript OigtalNarketing  S£0 Rot  Vuejs  lovScrpt
All Locations
B MainOfce Gontant Statogy

O Downt

Salary Range ® Temp
® $50000.00 - $7500000

& $60000.00 - $90000.00

AllRanges

Fu

2Vacancies IVacsncies 11 Foatured 2Vacancies
Data Analyst Project Manager DevOps Engineer
SOL  Python  Excel ProjectManagement  Agile AWS  Docker  Kubemetos

Serum

Vacancies ® $6500000 - $95000.00

& $70000.00 - $100000.00

Aol Previou o 2 Next >

ResetFilters

Figure 72: The careers page

Note: This page is public. Anything published to a job posting is visible to anyone with the link, so check a posting before
publishing it.
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A reference list. Entries created here become the options offered when you create a candidate, to record
where they came from. Setting these up once, before the records that use them, saves correcting the

same choice repeatedly later.

[D Dashboard > Recruitment > Candidate Sources
) weaf
andidate Sources

Platform

88 Dasrvond & ;e v
2 Staff > o

@ English B8

o

Demo Payroll

2

PorPage: 10 v

@ HRManagement * #  Name Description Status Created At Actions
2 Recruitment v
i i -07-: ®

Job Categories 1 Company Website Candidates who applied directly through the company career page and job portal Active 2026-07-27 ® o]
Job Types

2 Linkedin platform for tting and sourcing qualified candidates Active 2026-07-27 @ 8
Job Locations
Custom Questions 3 Naukri.com Leading job portal in India for posting jobs and finding qualified candidates Active 2026-07-27 ® ]
Job Postings
P 4 Indeed Global and platform for sourcing Active 2026-07-27 ® o]
Candidates

5 Referral C: y existing through internal referral program Active 2026-07-27 ® o]
Interview Types
Interview Rounds 6 Recruitment Agency External recruitment agencies and headhunters providing candidate sourcing services Active 2026-07-27 @® ®
Interviews

7 [ i F irectl nd uni hrough Acti -07-27 ®
Witarview Feedback recruited directly g ve 2026-07-2 8
Candidate Assessments . X o : "

8 Walk-in Interview c: h alk-in and s ed by company Active 2026-07-27 ® o]
Offer Templates.
Offers 9 Social Media Candidates sourced through social media platforms like Facebook, Twitter, and Instagram Active 2026-07-27 ® o]
Onboarding Checklists

10 JobFair Candidates met and recruited through job fairs and career expo events Activo 2026-07-27 ® o]
Checklist ltems
Candidate Onboarding

Showing 110 10 of 12 candidate sources us . 2 Next
Career

B Contract Management >
[0 Document Management >

B Meetings >
Figure 73: The Candidate Sources page
1 pagetitle - 2 primary action - 3 records table

Columns: #, Name, Description, Status, Created At, Actions
Actions on this page: Add Candidate Source
. Choose Add Candidate Source at the top right. The form opens in a panel.

. Complete the required fields: Name.

1

2

3. Fill in anything else that applies: Description.
4. Make the selections the form asks for: Status.
5

. Choose Save. The new record appears in the list.
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jo Description
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Select Status v
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Cancel
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Figure 74: The Add Candidate Source form
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13.8 Candidates

Everyone who has applied, with the job applied for, where they came from, their experience, their salary
expectation and where they have reached in the process.

m D Dashboard > Recruitment > Candidates @ English 88 0O DemoPayroll
% andidatesl
Platform
88 Dashboard Q Search. Q  Search ¥ Filters PerPage: 10
8, staff N o
H
@ HRManagement i #  Name Job Source Exprionca  CAPSCiNd Stape  EMWNOYSS Applied Actions
Salary Converted
2, Recruitment v
Senior Software
Job Categories Rajesh Kumar ush 2026-07- -
1 rajes @emailcom  ENgineer Linkedin Syoars 12000000 b = 26 ® o8
Job Types J0B-12-00001
Job Locations
. 2026-07- 4 o
2 Naukricom dyears USh 8500000 Offer No. ® o
Customn Questions 25
Job Postings " - —
it A ke Employee Referral ayears USh75,000.00 Offer No o ® o B8
Candidate Sources i i
Candidates 2026-07- ser 2
g SmmBeay o fforedDedeiopes Company Website  Zyears USh7000000  Offer Mo F ® o B
Interview Types N
Interview Rounds Vikram Singh Data Analyst Ush ” = 2026-07- & i
5 kmsingn ; 0B.12-00005 Indeed Syears b offer o = e C B
Interviews
Intarview Feedback T el Frojsct Menager, Recrifiment 3years USh 8500000 Offer No w080M1 © O B
KavywnsiQemallcom 61200008 Agency
Candidate Assessments
i 07 .
et Arjun Gupta UX Designer Campus = - 2028-G o
e 7 arjungupta@email.com 0B-12-00007 Recruitment Kyeers UShiSS 00000 Orte = 20 ® o B8
Offers
) o7 g
Onboarding Checklists I e oot ERE o Walkin Interview 2years UShBOOODOD  Offer Mo fgae ° ® c B8
Checklist Items
Sales Executive Ush
Candidate Onboarding 9 . [akebmot Linkedin dyears el R Offer No wHorE © O B
Career
Anita Desai Quality Assurance
@ ContractManagement > 10 e o Engineer Naukricom 3years USh 8000000 Offer No 2026-0717 ® o @
AR JOB-12-00010
[ Document Management >
B Mestings 5 Showing 11010 of 31 candidates Previous ' 2 3 4 Next

Figure 75: The Candidates page
1 pagetitle - 2 records table
Columns: #, Name, Job, Source, Experience, Expected Salary, Status, Employee Converted, Applied, Actions

Note: Candidates arrive by applying to a posting, so there is no Add action here.
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A reference list. Entries created here become the options offered when you create an interview. Setting

these up once, before the records that use them, saves correcting the same choice repeatedly later.

[ Dashboard > Recruitment > Interview Types @ English 88 O Demo Payroll
m Weaf 2}
nterview Types [+ AddInterview Type
Platform
88 Dashboard Q Ssearch Q search AT PorPage: 10 v
2 staff > 0
@ HRManagement > o Created .
# Name Description Status At Actions
2 Recruitment v
Job Categories 1 Phone Initial p} toa: kills, and interest level Active 2026-07-27 ® ®
Job Types
o Lootiions: 2 R ideoi ia vid ing platforms didate fit Active 2026-07-27 ® 5 @
Custom Questions % T In-depth technical assessment focusing on job-specific skills, problem-solving, and technical P S - &
Job Postings knowledge
Candidate Sources § §
4 Behavioral Interview Interview past behavior, d cultural fit Active 2026-07-27 ® ®
Candidates
Interview Types 5 Panel Interview Interview by multiple i toget Active 2026-07-27 ® &
Interview Rounds
- 8 —— Human resources interview covering company policies, benefits, salary negotiation, and final e S - 5
lerviews assessment
Interview Feedback
7 c: y Probl and present solutions to business scenarios Active 2026-07-27 ® a
Candidate Assessments
Offer Templates " o i Interview format where multiple candidates are assessed together through group activities and T __mm0 - 8
discussions
Offers
Onboarding Checklists 9 Final Interview Final round interview typically conducted by senior management or hiring manager for final decision Active 2026-07-27 ® o]
Checklist ltems.
Practical
h( Hand: i kills tasks and Acti )7- ©
Candidate Onboarding 0. ek asks at ctive 2026-07-27 ® ]
Career
Showing 1to 10 of 10 interview types revious n Next

B Contract Management >
[ Document Management >

B Meetings >

1 page title - 2 primary action

Figure 76: The Interview Types page

3 records table

Columns: #, Name, Description, Status, Created At, Actions

Actions on this page: Add Interview Type

1. Choose Add Interview Type at the top right. The form opens in a panel.

2. Complete the required fields: Name.

3. Fill in anything else that applies: Description.

4. Make the selections the form asks for: Status.

5. Choose Save. The new record appears in the list.
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Figure 77: The Add Interview Type form
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13.10 Interview Rounds

The stages a candidate passes through for a given job, in sequence — screening, technical, final. Defined
per job so different roles can be hired differently.

m [0 Dashboard > Recruitment > Interview Rounds @ English 88 L DemoPayroll

2
q!nterview Roundsl 1 "+  Addinterview Round
Platform

88 Dashboard Q Search m T Filters PocPage: 10 v
2 staff > o

@ HRManagement > . Created
#  Job Sequence  Name Description Sttus ot Actions
2, Recruitment v
Job Categories Senior Software e
1 Engineer 1 Technical skills evaluation and coding assessment Actve  2026-07-27 ® o]
Job Types JOB-12-0000" Assessment
Job Locations
Senior Software
Cusstorn Qusstions 2 Englwer 2 Technical Interview In-depth technical discussion with senior developers Actve  2026-07-27 ® ®
0B-12-00001
Job Postings
; i
Candidate Sources 3 MarketingManager 1 Behavioral Interview of d Actve  2026-07-27 ® o]
JOB-12-00002 competencies
Candidates
Interview Types a;  MarkitingMensgec 2 Panel Interview Final ith senior team Actve  2026-07-27 ® ®
Interview Rounds
5 1 Initial i B Active  2026-07-27 ® ®
Interviews
Interview Feedback
g7 Ropec 2 Final Interview Finalinterview with hiring manager Active  2026-07-27 ® ®
Candidate Assessments e
Offer Templat Technical
. eroprates 7 Frontend Developer 1 . Technical skills evaluation and coding assessment Active 2026-07-27 ® o]
JOB-12-00004 Assessment
Offers
Onboarding Checklists 8 'f’ff'f“':" Devslonss 2 Technical Interview In-depth technical Active  2026-07-27 ® e
Checklist Items
Candidate Onboarding g DetaAnat 1 Initial Screeni B Actvo  2026-0727 ® 8
Career
10  DataAnalyst 2 Final Interview Final interview with hiring manager Acive  2026-07-27 ® e
B Contract Management > JOB-12-000C
[ Document Management >
Showing 1o 10 of 30 interview rounds Previous 2 3 Next

B Meetings >

Figure 78: The Interview Rounds page
1 page title - 2 primary action - 3 records table
Columns: #, Job, Sequence, Name, Description, Status, Created At, Actions
Actions on this page: Add Interview Round
Choose Add Interview Round at the top right. The form opens in a panel.
Complete the required fields: Name, Sequence Number.
Fill in anything else that applies: Description.

Make the selections the form asks for: Job, Status.

i W N R

. Choose Save. The new record appears in the list.
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Job*
Select Job v g
Name *
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Sequence Number * b
Description nt
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4
Status *
Select Status v
g
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Figure 79: The Add Interview Round form

Page 95



Weaf HR — System Documentation

13.11 Interviews

Scheduled interviews: which candidate, which round, what type, when and where.

m [D Dashboard > Recruitment > Interviews @ English 88 O Demo Payroll

T
Platform

88 Dashboard Q Ssearch ¥ Filters PocPage: 10 v
2\ staff > o

@ HR Management % #  Candidate Round Type Date&Time  Location Status Feedback Actions
2\ Recruitment v
68 Garwienida 1 Nehouw Final Interview Video Interview 2026-0125  Oniine Completed Submitted e ¥ C @8
Job Types
2 Initial Screening Technical Interview 2026.0/728 Conference Room A Completed Submitted e ¥ C @8
o Taoations 100060 min)
Custom Questions i -
g flabhKime Final Interview CasestudyInterview 20260729 goargroom Scheduied Pending ® c®
Job Postings T A SRR
Candidate Sources 4 Harish Kumar Initial 9 i 2026-07-28 Online Scheduled Pending ® c B
Business Analyst 13:00 (30 min)
Candidates
Interview Types 5 Technical Interview Practical Assessment  2026-0721 Training Room Completed Submitted e % O 8
Interview Rounds — 20280722
njali Saxena ; z o
interviews 6 AR AR s Engiaeat Technical Assessment Behavioral Interview o530 W80 15 Online Completed Submitted ® B8
Interview Feedback ;
v Technical Interview PanelInterview 2026-0723  peeting Room B Gompleted Submitted © ¥ o ®
Candidate Assessments ontend Developer 30 (60 mir
Offer Templates e Yaehtuea . Technical Assessment  HR Interview 200 0ras HR Office Completed Suberinted ® c @
Offers
Onboarding Checklists o, Domhee Final Interview Video Interview 20260125 oniine Completed Submitted ® c 8
Checklist tems
Candidate Onboarding L Initial Screening Technical Interview 20260126 ConferenceRoomA  Completed Submitted e % C ®
Career
Showing 1t0 10 of 10 interviews Previous . Next
B Contract Management >

[ Document Management >

B Meetings >

Figure 80: The Interviews page
1 page title - 2 records table
Columns: #, Candidate, Round, Type, Date & Time, Location, Status, Feedback, Actions

Actions on this page: Schedule Interview
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13.12 Interview Feedback

What each interviewer thought, with an overall rating and a recommendation. Separating feedback from
the interview itself allows several interviewers to report on the same conversation.

[0 Dashboard > Recruitment > Interview Feedback @ English 88 L DemoPayroll
m Weaf 5
nterview Feedback "+ Add Feedback

Platform

88 Dashboard G sawih m ¥ Filters PecPage: 10 v
2 Staff > e

@ HRManagement ’ # Candidate Round Interviewer Overall Rating Recommendation Submitted Actions
2 Recruitment v
166 Ganvidiias 1 Newhgwwe Final Interview Milo Jacobs PhD 35 Maybe 2026-07-27 ® @
Job Types .
i MmAguml Final Interview Mr. Omer Thompson 315 Maybo 2026-07-27 ® 5]
Job Locations tont Wikt
Custom Questions "
g  Namahgeval Initial Screening Milo Jacobs PhD 5/5 Strong Hire 2026-07-27 ® o]
Job Postings N
Candidate Sources s Naha "‘Q’fwa' Initial Screening Mr. Omer Thompson 5/5 Strong Hire 2026-07-27 ® o]
Candidates
Interview Types Bi  fneisasns Technical Interview Milo Jacobs PhD s Strong Reject 2026-07-27 ® e
Interview Rounds o
g  AnjaliSaxena Technical Interview Mr. Omer Thompson s StrongReject 2026-07-27 ® 8
Interviews Quality A nce E
Interview Feedback e
7 AnjsliSaxena Technical Assessment Milo Jacobs PhD 4/5 Hire 2026-07-27 ® ®
Candidate Assessments Ry ances
Otfer Templates s AneiSvans Technical Assessment Mr. Omer Thompson 45 ire 2026-07-27 ® )
Offers
Onboarding Checklists o) Monah Ot Technical Interview Milo Jacobs PhD 25 Rejoct 2026-07-27 ® 8
Checkiist Items
Gandidits Oriboording A MO Technical Interview Mr. Omer Thompson 25 Rejoct 2026-07-27 ® <}
Career
Showing 11010 of 16 interview feedback Previous n 2 Next
B Contract Management >

[ Document Management >

B Meetings >

Figure 81: The Interview Feedback page
1 page title - 2 primary action - 3 records table
Columns: #, Candidate, Round, Interviewer, Overall Rating, Recommendation, Submitted, Actions
Actions on this page: Add Feedback
1. Choose Add Feedback at the top right. The form opens in a panel.

2. Fill in anything else that applies: Select Interviewer, Technical Rating (1-5), Communication Rating (1-
5), Cultural Fit Rating (1-5), Overall Rating (1-5), Strengths, Weaknesses, Comments.

3. Make the selections the form asks for: Interview, Recommendation.

4. Choose Save. The new record appears in the list.
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Interview

Select Interview

Interviewer

Select Interviewer

Technical Rating (1-5)

Communication Rating (1-5)
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Overall Rating (1-5)

Recommendation

Select Recommendation

Strengths

Weaknesses

Cancel

Figure 82: The Add Feedback form
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13.13 Candidate Assessments
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Tests or exercises set for a candidate, with the score achieved and who conducted it.

[@ Dashboard > Recruitment > Candidate Assessments @ English 58 Demo Payroll
) weaf 3
andidate Assessments [ +  AddAssessment I
Platform
88 Dashboard G Sawéh m ¥ Fitters PorPage: 10 v
2\ Staff > o
@ HRManagement % #  Candidate Assessment Score Status Conducted By Date Actions
2\ Recruitment v
Job Categories 1 P y saliog Pass Francis Kirlin 2026-07-23 ® )
Job Types
2 jun Gupt [ ion Skills Test i Pass Milo Jacobs PhD 2026-07-25 ® 8
Job Locations z
Custom Questions
3 KavyaNair Aptitude Test 7:” 100 Pass Taryn Volkman 2026-07-22 ® e
Job Postings =
Candidate Sources 4 KavyaNair Technical Skills Assessment B5100, Pass Mr. Omer Thompson 2026-07-24 ® o]
Candidates
R 5 VikramSingh Logical Reasoning Test Ponding Mr. Omer Thompson 2026-07-27 ® ®
Interview Rounds 451100
6  VikramSingh Presentation Skills A Fail Francis Kirlin 2026-07-18 ® o)
Interviews a5
Interview Feedback
7 Sneha Reddy Group Discussion 2100, Pass Milo Jacobs PhD 2026-07-19 ® e
Candidate Assessments
Offer Templates 8  SnehaReddy Case Study Analysis 0 Pass Francis Kirlin 2026-07-20 ® o}
Offers
: ) ) 95/100
Onboarding Checklists 9 AmitPatel Coding Challenge Pass Ms Karlee Goyette 2026-07-26 ® e
Checklist Items /
65/100
F 07 5
Carthists Oriomrdig 10 AmitPatel Domain Knowledge Test b si Taryn Volkman 2026-07-21 ®
Career

Showing 1t0 10 of 14 assessments
B Contract Management >

[ Document Management >

B Meetings >

Figure 83: The Candidate Assessments page

1 page title 2 primary action 3 records table
Columns: #, Candidate, Assessment, Score, Status, Conducted By, Date, Actions
Actions on this page: Add Assessment

1. Choose Add Assessment at the top right. The form opens in a panel.

2. Complete the required fields: Assessment Name, Assessment Date.

3. Fill in anything else that applies: Score, Max Score, Comments.

4. Make the selections the form asks for: Candidate, Status, Employee.

5. Choose Save. The new record appears in the list.
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Figure 84: The Add Assessment form
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13.14 Offer Templates

Weaf HR — System Documentation

Reusable offer letter wording with placeholders that are filled in for each candidate, so every offer is

consistent.

[ Dashboard > Recruitment > Offer Templates
m Weaf
ffer Templates

@ English 88 L DemoPayroll

2 )

Platform
88 Dashboard Q@ s e v e
2 Staff > o
@ HR Management > » Created »
# Name Content Preview Variables Status At Actions
2 Recruitment v
Job Categories I-Ti candidate_name b title
1 StandardFull-Time 1o, ffcandidate_namel}, We are pleased to ext Active  2026-07-27 ® - 8
JobTypes Offer company.nama | “Ttmore
Job Locations
Contract Position candidate_name  job title
2 Dear {{candidate_name}}, We are pieased to offe. Active  2026-07-27 ® 4 ®
Custom Questions Offer e
Job Postings
Senior candidate_name  company_name
Candidate Sources 3 Dear {{candidate_name}}, On behalf of {fcompan.. Active  2026-07-27 ® & o}
Management Offer Jobititle | +14 more
Candidates
candidate_name  company_name
AheoAe Ty 4 Internship Offer Dear {{candidate_name}}, Congratulations! We a. s Active  2026-07-27 ® & 8
Interview Rounds i
Interviews candidate_name  job_title
5 Remote Work Offer Dear {{candidate_name}}, We are excited to offe. Active 2026-07-27 ® & @
Interview Feedback company_name 18
Candidate Assessments
Part-Time Position candidate_name _ job title
6 Dear {{candidate_namel}, We are pleased to offe. Active 2026-07-27 @ 3 0]
Offer Templates Offer e ) B mor
Offers
Onboarding Checklists Showing 110 6 of 6 offer templates Brevious n Next

Checklist ltems
Candidate Onboarding
Career

B Contract Management >

[ Document Management >

B Meetings >

1 page title - 2 primary action

Figure 85: The Offer Templates page

3 records table

Columns: #, Name, Content Preview, Variables, Status, Created At, Actions

Actions on this page: Add Template

. Choose Add Template at the top right. The form opens in a panel.

. Complete the required fields: Template Name, Template Content.

. Make the selections the form asks for: Status.

1
2
3. Fill in anything else that applies: Variables.
4
5

. Choose Save. The new record appears in the list.
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Add New Offer Template

Template Name *

Template Content *

Variables

Status *

Select Status
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Variables

Figure 86: The Add Template form

Page 102



13.15 Offers
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Offers made: the salary, the proposed start date, when the offer expires and whether it has been

accepted.
[ Dashboard > Recruitment > Offers @ English 88 O Demo Payroll
m Weaf >
ffers (+  CreateOffer
Platform
88 Dashboard Q Search PV Filters pecpag | 90 v
2, staff > o
@ HR Management > #  Candidate Salary Start Date Expires Status Offer Date Actions
2 Recruitment v
Geeta Devi 2026-08-06 - ~
166 Ganvidiias R AT USh 4500000 2026-08-17 skt Dratt 2026-07-27 ® c e
Job Types
g Vmbtite USh10500000 2026-0815 2026-00-04 Sont 2026-07-25 ® c @
Job Locations Customer Support Representativ Expired
Custom Questions " 08 .
g YanalYedsy USh 8500000 2026-08-17 iy Draft 2026-07-27 ® c e
Job Postings : ’ g
Candidate Sources 4,  Laishal T"{’i ) USh 80,00000 2026-08-09 z?pzlz-doa—oz Sent 2026-07-26 ® c B
Candidates
Interview Types B prshie USh100,000.00 2026-08-10 et Draft 2026-07-27 ® ®
Interview Rounds ,
: ¢  SwetiBansal USh135000.00 2026-08-21 2026-08-07 Sent 2026-07-24 ® ®
Interviews HR Specialist Expired
Interview Feedback
7  KerenMenta USh 11000000 2026-08-24 S840 Dratt 2026-07-27 ® &
Candidate Assessments Businas Adsty Sod
Offer Templates g AntaDesal ‘ USh80,00000 2026-08-15 5?5_208'0“ Sont 2026-07-25 ® c]
Offers
Onboarding Checklists 0. ohithowua USh105,000.00 2026-08-17 Zﬁfﬁfs'os Draft 2026-07-27 ® o}
Checklist Items
Meera Joshi 2026-08-04
Ganthiuts Onboording v Meermloshl USh60,000.00 2026-08-15 o Sent 2026-07-25 ® c @
Career

Showing 110 10 of 17 offers
B Contract Management >

[ Document Management >

B Meetings >

Figure 87: The Offers page

1 page title - 2 primary action - 3 records table

Columns: #, Candidate, Salary, Start Date, Expires, Status, Offer Date, Actions

Actions on this page: Create Offer

1. Choose Create Offer at the top right. The form opens in a panel.

2. Complete the required fields: Salary, Start Date, Expiration Date.

3. Fill in anything else that applies: Candidate, Position, Department, Benefits.

4. Choose Save. The new record appears in the list.
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Create New Offer

Candidate

Select candidate v

Position

Select position v

Department

Select department v
Salary *

Start Date *

mm/dd/yyyy 8

Expiration Date *

mm/dd/yyyy 0O

Approved By *

Demo Payroll - Demo Payroll v

Benefits

Cance' @

Figure 88: The Create Offer form
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13.16 Onboarding Checklists

A named list of everything a new joiner must complete. Built once, then applied to each new starter.

[0 Dashboard > Recruitment > Onboarding Checklists @ English 88 O DemoPayroll
m 2/
nboarding Checklists [+ AddChecklist
Platform
88 Dashboard Q Search Q Search RTINS PerPage: 10
2, Staff > e
Mmoot i #  Name Items Status Created At Actions
& Recruitment v
Standard Emplayee Onboarding
Job Categories 1 & o Bitems Active 2026-07-27 ® ®
Default
Job Types
§100 e tiche 2 Finance Department Onboarding ditems Active 2026-07-27 ® @
Custom Questions
3 Customer Service Onboarding ditems Active 2026-07-27 ® ®
Job Postings
Candidate Sources 4 Intern Onboarding Program ditems Active 2026-07-27 @ o]
Candidates
Interview Types 5 Remote Employee Onboarding Sitems Active 2026-07-27 ® ®
Interview Rounds
6 Sales Team Onboarding Sitems Active 2026-07-27 ® ®
Interviews
Interview Feedback iy Management Level Onboarding Sitems Active 2026-07-27 @ o]
Candidate Assessments
Offer Tempiates 8 Technical Team Onboarding 6items Active 2026-07-27 ® o
Offers.
Showing 1to B of 8 onboarding checklists Previous n Next
Onboarding Checklists

Checklist ltems
Candidate Onboarding
Career
B Contract Management >
[ Document Management >

B Meetings >

Figure 89: The Onboarding Checklists page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Items, Status, Created At, Actions
Actions on this page: Add Checklist
1. Choose Add Checklist at the top right. The form opens in a panel.
2. Complete the required fields: Checklist Name.
3. Fill in anything else that applies: Description, Set as Default.
4. Make the selections the form asks for: Status.

5. Choose Save. The new record appears in the list.
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Add New Onboarding Checklist

Checklist Name *

Description

Set as Default
() Setas Default

Status *

Select Status

Cancel

Figure 90: The Add Checklist form
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13.17 Checklist Items
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The individual tasks that make up the checklists, each belonging to a checklist and a category.

i W N R

m Weaf

Platform

88 Dashboard

2, Staff

@ HRManagement

&, Recruitment
Job Categories
Job Types
Job Locations
Custom Questions
Jab Postings
Candidate Sources
Candidates.
Interview Types
Interview Rounds
Interviews
Interview Feedback
Candidate Assessments
Offer Templates
Offers
Onboarding Checklists
Checklist ltems
Candidate Onboarding
Career

B Contract Management

[ Document Management

B Meetings

1 page title

>

>

2 primary action

[ Dashboard > Recruitment > Checklistltems @ English 8 L DemoPayroll
2/‘

hecklist tems +  Addltem

Q Search Y Filters PerP 0 v

#  Checkiist Task Category Status Actions
Financial Reporting Trai

1 Finance Department Onboarding IC aporong Tiaing Training Active ® 8
Required

2 Finance Department Onboarding Aocomrting Procsdunss Training Treiing Active ® a
Required

3 Finance Department Onboarding GO iahe Trainiiig Training Active ® e
Required
Financial

4 Finance Department Onboarding Tnanciel Systema Aoosse T Setup Active ® e
Required
Quality As Trai

5 Customer Service Onboarding s Cesirance; e e, Training Active ® e
Required

; " Customer Interaction Protocols i

6 Customer Service Onboarding Training Active @ o]
Required

7 Custormer Service Onboarding DO KIONRION Tetiniag Training Active @ @
Required

. e

8 Customer Service Onbaarding Costomes Service System Training Training Active ® o}
Required
Basic Systemn Ac

8 Intern Onboarding Program RS o Ases T Setup Active ® I
Required
Project O

10 Intern Onboarding Program U b3 Training Adtive ® ]
Required

Showing 1t010 of 41 checklistitems Previous o 2 3 4 5 Net

3 records table

Figure 91: The Checklist Items page

Columns: #, Checklist, Task, Category, Status, Actions

Actions on this page: Add Item

Complete the required fields: Task Name.

Choose Add Item at the top right. The form opens in a panel.

Fill in anything else that applies: Description, Required Task.
Make the selections the form asks for: Checklist, Category, Status.

Choose Save. The new record appears in the list.
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Y Filters
Add New Checklist ltem
Checklist *

Select Checklist

Task Name *

Description

Category *

Select Category
Required Task
() Required Task

Status *

Select Status

Proiect Overview

Cancel

Figure 92: The Add Item form
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13.18 Candidate Onboarding
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Progress through onboarding for a specific new joiner, including the buddy assigned to them.

m [D Dashboard > Recruitment > Candidate Onboarding

En idate Onboarding

o ¥ e

Platform

88 Dashboard

2, Staff > e

@ English 88 L DemoPayroll

Start Onboarding

PerPage: 10 v

@ HRManagement % #  Employee Checklist Start Date Buddy
2\ Recruitment v

b Gawonds i % M""‘;“"‘“‘)’“" Management Level Onboarding 2026-07-18 Jensen Mraz
Job Types e >

2 Lalia Corwin Management Level Onboarding 2026-07-19 Ms. Karlee Goyette
o Taoations ericknd2@examplenet
Custom Questions enbeini ) ]

3 Peisonbeis@iamp Management Level Onboarding 2026-07-20 Mariela Batz
Job Postings 3 h
Candidate Sources e i i Standard Employee Onboarding 2026-07-21 Dr.Luther Pagac
Candidates :
Interview Types 5 D: "‘f"“" f""" Standard Employee Onboarding 2026-07-22 Francis Kirlin
Interview Rounds B
) ¢ MardelaBatz Management Level Onboarding 2026-07-23 Lelia Corwin
Interviews saviongorczany@example.com
Interview Feedback

i JeomNokawa Standard Employee Onboarding 2026-07-24 Dr. Luther Pagac
. fysntschamberger@eamplanst
OffsrTeiplates e Mekeescorte Management Level Onboarding 2026-07-25 Carli Runolfsdottir
Offers
Onboarding Checklists 9 F""C" 'f"'ff: . Management Level Onboarding 2026-07-26 Lelia Corwin
Checklist Items

Status

Completed

Pending

Completed

in Progress

Completed

Pending

Completed

inProgress

Comploted

Created

2026-07-27

2026-07-27

2026-07-27

2026-07-27

2026-07-27

2026-07-27

2026-07-27

2026-07-27

2026-07-27

Actions
® c 8
® c 8
® c 8
® c B
@ c 8
® c B8
® c®
® c 8
® c 8

Candidate Onboarding Showing 1to 9 of 9 onboarding records
Career

B Contract Management >

[ Document Management >

B Meetings >

Figure 93: The Candidate Onboarding page
1 page title - 2 records table
Columns: #, Employee, Checklist, Start Date, Buddy, Status, Created, Actions

Actions on this page: Start Onboarding
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14. Performance

Appraisal is made repeatable by defining what you measure before you measure it: categories group the
indicators, indicators carry units and targets, and cycles set the rhythm. Goals and reviews are then
recorded against individual employees.

Pages in this chapter: Indicator Categories, Indicators, Goal Types, Employee Goals, Review Cycles, Employee
Reviews
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14.1 Indicator Categories

A reference list. Entries created here become the options offered when you create a performance
indicator. Setting these up once, before the records that use them, saves correcting the same choice
repeatedly later.

m [0 Dashboard > HRManagement > Performance > Indicator Categories @ English 58 o Demo Payroll
2 )
ndicator Categories +  AddCategory
Platform
88 Dashboard Q Search Q Search [N PorPage: 10 v
2, Staff > e
@ HR Management . Created
# Name Desecription Status 7 Actions
Branches E
Departments I i i ! i Kk ! hievi
P T ichPerfomence Measures employee effectiveness in completing assigned tasks, meeting deadlines, and achieving BT som-ii = .
) job-specific objectives
Designations
Document Types 2 Quality of Work Evaluates accuracy, attention to detail, and overall quality standards in work cutput and deliverables Active 2026-07-27 @ o]
Employees
AR 5 ommuniation B Assesses verbal and written communication abilities, listening skills, and effectiveness in conveying e = B
information
Awards
Teamwork and Measures ability to work effectively with colleagues, contribute to team goals, and maintain positive
’ a Acti 2026-07-27 ®
Promotions Collaboration working relationships = 2]
Performance ~
' o Evaluates leadership qualities, proactive approach, decision-making skills, and ability to guide and
e s 5 Leadership andnitiative gy Active  2026-07-27 ® o}
Indicators
5 o thinking, creativity in finding solutions, and ability to resolve challenges o N 2 8
Goal Types effectively
Bt Adaptability and Measures ability to adapt to changes, learn new skills, and handle varying work demands and
T2 o gl . o s ! R Active  2026-07-27 ® 8
Review Cycles Flexibility environments
Employee Revie...
8  TimeManagement Evaluates efficiency in managing time, prioritizing tasks, and mesting deadlines consistently Active  2026-07-27 ® I}
Resignations
i o Customer Semice Measures effectiveness n serving customers, handiing inquires, and maintaining positivecustomer oo . 8
relationships
Warnings
i TR T Assesses proficiency in job-related technical skills, software applications, and industry-specific i i 8
knowledge
Complaints
Transfers Showing 11010 of 12 performance indicator categories Previous n 2 Next
Holidays
Announcements

Figure 94: The Indicator Categories page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Description, Status, Created At, Actions
Actions on this page: Add Category
1. Choose Add Category at the top right. The form opens in a panel.
2. Complete the required fields: Category Name.
3. Fill in anything else that applies: Description.
4,

Choose Save. The new record appears in the list.
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ad
. X
Add New Performance Indicator Category
Category Name * ut
ct
Description
4 id
Status
Active v v

rk
e (D

luates efficiency in managing time, prioritizing tasks, and meeting deadlines

Figure 95: The Add Category form
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14.2 Indicators

The things you measure. Each indicator belongs to a category and carries a measurement unit and a
target value, which is what makes a review scoreable rather than a matter of opinion.

[D Dashboard > HRManagement Performance > Indicators
m Weaf
ndicators

Platform

@ English 88 L DemoPayroll

2

88 Dashboard G sawih m ¥ Filters PecPage: 10 v
2 staff > e
@ HRManagement & # Name Category Measurement Unit Target Value Status Created At Actions
Branches
Depéctinents 1 TaskCompletion Rate Job Performance Percentage 95% Active 2026-07-27 ® ®
Designations
2 Goal Achievement Job Performance Percentage 20% Active 2026-07-27 @ o}
Document Types
Employees 3 Productivity Level Job Performance Rating 4/5 Active 2026-07-27 ® ®
Award Types
Avanie 4 Error Rate Quality of Work Percentage <5% Active 2026-07-27 ® ®
Promotions
5 AccuracyLevel Quality of Work Percentage 98% Active 2026-07-27 ) e
Performance v
Indicator Categ.. 6  Attention toDetail Quality of Work Rating a5 Active 2026-07-27 ® e
Indicators
Goal Types 7 VerbalC icati c Skills Rating a5 Active 2026-07-27 ® a8
Employee Goals
8  WrittenC i c Skills Rating a5 Active 2026-07-27 ® o]
Review Cycles
Employee Revie.. 9 Active Listening Communication Skills Rating a5 Active 2026-07-27 ® 8
Resignations
st 10 Team Contribution Teamwork and Collaboration Rating 45 Active 2026-07-27 a 8
Warnings
Showing 1to 10 of 36 man ] eviou: . 2 3 4 Next
Trips
Complaints
Transfers
Holidays
Announcements

Figure 96: The Indicators page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Category, Measurement Unit, Target Value, Status, Created At, Actions
Actions on this page: Add Indicator
1. Choose Add Indicator at the top right. The form opens in a panel.
2. Complete the required fields: Indicator Name.
3. Fill in anything else that applies: Description, Measurement Unit, Target Value.
4. Make the selections the form asks for: Category.

5. Choose Save. The new record appears in the list.
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Indicator Name *

Category *

Select Category v

Description

Measurement Unit

e.g., Rating 1-5, Percentage, etc.

Target Value
eg. 4,95%, etc.

Status

Active ~

Figure 97: The Add Indicator form
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14.3 Goal Types

A reference list. Entries created here become the options offered when you create an employee goal.
Setting these up once, before the records that use them, saves correcting the same choice repeatedly
later.

[0 Dashboard > HRManagement > Performance > Goal Types @ English 58 fa) Demo Payroll
) weaf :
al Types '+ Add Goal Type

Platform

88 Dashboard Q Search Q Search JEER-JTONN PerPage: 10
2, Staff > e
() GRS ST it - #  Name Status Created At Actions
Branches
Dapartmants 1 Compliance and Safety Goals Active 2026-07-27 @ o
Designations
2 Operational Excellence Goals Active 2026-07-27 @ ®
Document Types
Employees 3 Leadership Goals Active 2026-07-27 @ o]
Award Types
gt 4 TeamCollaboration Goals Active 2026-07-27 ® @
Promotions
5 Innovation Goals Active 2026-07-27 ® ®
Performance
Indicator Categ... 6 Customer Service Goals Active 2026-07-27 ® o]
Indicators
Goal Types 7 QualityImprovement Goals Active 2026-07-27 ® o)
Employee Goals
8  Salesand Revenue Goals Active 2026-07-27 @ o]
Review Cycles
Employee Revie.. 9 Project Goals Active 2026-07-27 ® 5]
Resignations
Torminations 10 Learning and Training Goals Active 2026-07-27 ® ol
Warnings
Trips : -
Complaints
Transfers
Holidays
Announcements

Figure 98: The Goal Types page

1 page title - 2 primary action - 3 records table

Columns: #, Name, Status, Created At, Actions

Actions on this page: Add Goal Type
1. Choose Add Goal Type at the top right. The form opens in a panel.
2. Complete the required fields: Goal Type Name.
3. Fill in anything else that applies: Description.
4,

Choose Save. The new record appears in the list.
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Description

Status

Active
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N mdinrm

Figure 99: The Add Goal Type form
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14.4 Employee Goals
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Goals set for a named employee, each with a type, a period and a progress figure that is updated as the

goal advances.

m Weaf

Platform

88 Dashboard

2 Staff

@ HRManagement
Branches
Departments
Designations
Document Types
Employees
Award Types
Awards
Promotions

Performance v

Indicator Categ...

Indicators
Goal Types
Employee Goals

Review Cycles

Employee Revie...

Resignations
Terminations
Warnings
Trips
Complaints
Transfers
Holidays

Announcements

1 page title

Columns: #, Title, Employee, Goal Type, Start Date, End Date, Progress, Status, Actions

@ Dashboard

%mployee Gnals]

Search

> HRManagement

Search Y Filters

Performance > Employee Goals

@ English 88 QO

Demo Payroll

2
"+  AddGoal

PerPage: 10 v

Title Employee Goal Type
Increase Task C Fi Kirl Per
Obtain i Certificatis Fi Kirl Career Development Goals
Complete y Training L d g
Complete Project Alpha Francis Kirlin Project Goals
Achieve Sales Quota Francis Kirlin Sales and Revenue Goals
Reduce Error Rate £ Kirl Quality Goals
Enhance Productivity Metrics Ms. Karlee Goyette Performance Goals
Develop Leadership Skills Ms. Karlee Goyette Career Development Goals
Attend Ms. K: y L i d T g

Ms. K: v Project Goals

Start Date

2026-01-01

2026-01-01

2026-01-01

2026-01-01

2026-01-01

2026-01-01

2026-01-01

2026-01-01

2026-01-01

2026-01-01

End Date

2026-12-31

2026-12-31

2026-12-31

2026-12-31

2026-12-31

2026-12-31

2026-12-31

2026-12-31

2026-12-31

2026-12-31

Status

InProgress

InProgress

Completed

InProgress

InProgress

InProgress

InProgress

InProgress

InProgress

InProgress

Actions

c]

Showing 110 10 of 18 empk

2 primary action

Actions on this page: Add Goal

1. Choose Add Goal at the top right. The form opens in a panel.

3 records table

Figure 100: The Employee Goals page

2. Complete the required fields: Goal Title, Start Date, End Date.

3. Fill in anything else that applies: Description, Target, Progress (%).

4. Make the selections the form asks for: Employee, Goal Type.

5. Choose Save. The new record appears in the list.
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Add New Employee Goal

Employee *

Select Employee v

Goal Type *

Select Goal Type v

Goal Title *

Description

Start Date *
mm/dd/yyyy O

End Date *
mm/dd/yyyy O

Target
eg., Complete 5 projects, Achieve 95% accuracy, etc.

Progress (%)

Status

Cancel Save

Figure 101: The Add Goal form
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14.5 Review Cycles
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The rhythm of appraisal — quarterly, half-yearly, annual. A cycle is created once and reused for every
review that belongs to it.

m Weaf

Platform

88 Dashboard

2 Staff

@ HRManagement
Branches
Departments
Designations
Document Types
Employees
Award Types
Awards
Promotions

Performance v

Indicator Categ...

Indicators
Goal Types
Employee Goals

Review Cycles

Employee Revie...

Resignations
Terminations
Warnings
Trips
Complaints
Transfers
Holidays

Announcements

1 page title

[ Dashboard > HRManagement

%eview Cyclesl

Q Search

' o

Performance > Review Cycles

- .. Y-

@ English 58

L DemoPayroll

2 )
N+ o

PerPage: 10 v

# Name Frequency Description Status i:ea'e" Actions
Wy fi 1l , 1 3
; MonthiyPerformance Monthly performance evaluation to track progress, provide feedback, and address B socis ~ 8
Review immediate performance concerns
Quarterly Business c quarterly of employee performance, goal <
2 Review Quacwy achievement, and development planning o) 2078:01.27 . =
id-) - ] f I
3 MidYearPerformance .. Semi-annual performance evaluation focusing on gosl progress, kil development EER  sonucrn % 8
Review and career planning
4 AnnualPerformance Al Comprehensive annual performance review including goal sssessment, o R @ s
Appraisal d planning
Per ; during riod i
5  ProbationaryReview Quarterly o PAtito s oh it Actve  2026-07-27 ® o)
and performance standards
’ ) N
6 F’ro!ect Completion Monthly Performance major projects to evaluate e 20080727 ® &
Review contribution and outcomes
Leadership " ycle for po: g
- yoe 07+
(s SO Semi-Annual payiundl e 2026-07-27 ® &
g  SelesPerformance — Performance evaluation specifically designed for sales team members focusing on rrrmes S - &
Review targets and customer relationships
Showing 110 8 of 8 review cycles revious ' Next

2 primary action

Figure 102: The Review Cycles page

3 records table

Columns: #, Name, Frequency, Description, Status, Created At, Actions

Actions on this page: Add Review Cycle

Choose Add Review Cycle at the top right. The form opens in a panel.

Complete the required fields: Review Cycle Name.

Make the selections the form asks for: Frequency.

1.
2.
3. Fill in anything else that applies: Description.
4,
5.

Choose Save. The new record appears in the list.
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ane Nacarintinn
. X
Add New Review Cycle
‘ee
iy
Review Cycle Name *
an
arl
Frequency *
"es
An Select Frequency v
1 Description 5
€
arl 1
z
||y Status 8¢
Active v
n
An I

arl

Figure 103: The Add Review Cycle form
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14.6 Employee Reviews

An individual appraisal: who was reviewed, by whom, in which cycle, and the rating that resulted.

m [D Dashboard > HRManagement > Performance > EmployeeReviews @ English 88 O Demo Payroll

T
Platform

88 Dashboard a Siwéh ¥ Filters PecPage: 10 v
2 Staff > e

@ HRManagement -

# Employee Reviewer Review Cycle Review Date Rating Status Actions
Branches
Departments 1 Francis Kirlin Mr.Omer Thompson Monthly Performance Review 2026-03-01 35 Completed ®
Designations
2 FrancisKirlin Mr. Omer Thompson Quarterly Business Review 2026-03-01 40 Completed ®
Document Types
Employees 3 Ms. Karlee Goyette Mr. Omer Thompson Monthly Performance Review 2026-03-01 42 Completed ®
Award Types
Aol 4 Ms Karlee Goyette Mr.Omer Thompson Quarterly Business Review 2026-03-01 38 Completed ®
Promotions
5 TarynVolkman Mr. Omer Thompson Monthly Performance Review 2026-03-01 - In Progress o 8 Cc 8
Performance v

Indicator Catag.. 6  TarynVolkman Mr. Omer Thompson Quarterly Business Review 2026-03-01 - In Progress e 8 Cc @8

Indicators

Goal Types 7 MarielaBatz Mr. Omer Thompson Monthly Performance Review 2026-03-01 - Scheduied e B8 C 8

Employee Goals
8  MarielaBatz Mr. Omer Thompson Quarterly Business Review 2026-03-01 < Scheduled ©® 8 2 @

employee reviews provious ([ wet

Review Cycles

Employee Revie..

Showing 1to 8 of
Resignations

Terminations
Warnings
Trips
Complaints
Transfers
Holidays

Announcements

Figure 104: The Employee Reviews page
1 page title - 2 records table
Columns: #, Employee, Reviewer, Review Cycle, Review Date, Rating, Status, Actions

Actions on this page: Schedule Review
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15. Training

A programme is a course; a session is one delivery of it; an employee training is one person's place on it.
Separating the three means a course is described once however often it runs.

Pages in this chapter: Training Types, Training Programs, Training Sessions, Employee Trainings
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15.1 Training Types

Weaf HR — System Documentation

A reference list. Entries created here become the options offered when you create a training programme.

Setting these up once, before the records that use them, saves correcting the same choice repeatedly

later.

m Weaf

Platform
88 Dashboard
2 Staff
@ HRManagement
Branches
Departments
Designations
Document Types
Employees
Award Types
Awards
Promotions
Performance >
Resignations
Terminations
Warnings
Trips
Complaints
Transfers
Holidays
Announcements
Asset Management >
Training v
Training Types
Training Progra...
Training Sessions

Employee Traini..

1 page title

[D Dashboard > HRManagement > TrainingManagement > Training Types @ English 88 4 Demo Payroll
2 )
raining Types + AddT Type
Q Search Q Search Y Filters PerPage: 10 v
O
2 # Name Description Departments Programs Actions
Professional Training 10 prep: for industry- Human Resources
1 [ ® a8
Certification cer d North Branch
5 Soft Skills Training covering problem-solving, time " 6 & 8
Development and other place soft skills Downtown Branch
Training to enhance digital skills, software applications, online tools, and Human Resources
3 Digital Litera X o ® &
» < technology adoption in the workplace Main Office 2]
a Quality Management Training quality process , quality i o ® e
control measures, and City Centor
Training on project planning, execution, monitoring, and deliver, Human Resources
5  Project Management iy or project plannicig; sxect A very, o ® 2 @8
methodologies including agile and traditional approaches Business Park
h
& S AR Training program covering sales techniques, marketing strategies. - - 2 @
customer and
7 Customer Service Training customer ion skills, service Human Resources  Information Technology . & 2 @
Excellence quality, and customer satisfaction techniques West Branch West Branch .
5 Safety and Mandatory g y protocols, regulatory on Technology 3 - &
Compliance and risk East Branch East Branch
Human Resources  Information Technology
i South Branch
> CommunicationSkills  7aifing to enhance verbal, written, and P . 2 @
skills for effective workplace interaction Finance & Accounting
South Branch
Human Resources  Information Technology
10 Leadership Training program designed to develop leadership capabilities, North Branch North Branch 4 = &
Development management skills, and strategic thinking abilities Finance & Accounting =
North Branch
Showing 10 10 of 12 training types Previous . 2 Next

2 primary action

Figure 105: The Training Types page

3 records table

Columns: #, Name, Description, Departments, Programs, Actions

Actions on this page: Add Training Type

Choose Add Training Type at the top right. The form opens in a panel.

Complete the required fields: Name.

Make the selections the form asks for: Branch.

1.
2.
3. Fill in anything else that applies: Description.
4,
5.

Choose Save. The new record appears in the list.
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| proarams desianed to prepare emplovees for industrv- Humi
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Add New Training Type
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Figure 106: The Add Training Type form
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A course that can be delivered more than once, with its duration, cost and capacity.

Dashboard > HRManagement Training Management > Training Programs English 88 QO Demo Payroll
(i) 'g Progs ® Engl 2 y
) weaf n
raining Programs [ +  Add Training Program I
Platform
88 Dashboard G Sawéh m ¥ Filters PorPage: 10 v
2\ Staff > e
@ HR Management % #  Name Status Duration Cost Capacity Flags Sessions  Employees Actions
Branches
Departments 1 Diesicustomer Swport Dratt 12hours USh 450000 % Selt-Enroliment o 0 ® ®
Designations )
7 CustomerExperience Mastary Active 16 hours USh 600000 20 Solf-Enroliment 0 o ® )
Document Types Customer Service Excolience
Emproyaes Data Privacy and Security Trainin
3 . ey Y '9 Active 4hours USh1000.00 100 Mandatory o o ® o]
Award Types fety and Compisnce
Awards A W‘oljknlbf:s ;Me«v Certification Active 6hours USh 150000 50 Mandatory o o @ c}
Promotions sl
Performance > 5 ?W’S‘C“'ﬁ“'a'cf’mm”“u‘b“ Active 8hours USh 300000 20 Self-Enroliment o o ® ®
Resignations
Ternination 6:  Cliscthenisness ommunicetion Active 2hours USh400000 25 SeftEnoliment O 0 ® o
Warnings "
. 7 \Teaf" Leadership Fundamentals Completed 16 hours USh8,00000 % Mandatory 0 o @ c}
vips secécshic Devekcprment
Complaints ” i
5 e  CmcutelasdehibProvam Active 48hours USh2500000 8 2 5 ® o]
Transfers s '
Holidays 9 I".)a!anase‘Managmm Certification Draft 32hours USh 1200000 10 Solf-Envoliment 2 5 ® o
Announcements
Asset Management » 10 f““““‘f&"“'fsm'°p‘"'“‘ Active 40 hours USh 1500000 2 Self-Enroliment 2 5 ® o

Training

Training Types
Training Progra...
Training Sessions

Employee Traini...

1 page title

2 primary action

ving 1t0 10 of 12 training programs

Figure 107: The Training Programs page

3 records table

Columns: #, Name, Status, Duration, Cost, Capacity, Flags, Sessions, Employees, Actions

Actions on this page: Add Training Program

1. Choose Add Training Program at the top right. The form opens in a panel.

2. Complete the required fields: Name.

3. Fill in anything else that applies: Description, Duration (hours), Cost, Capacity, Select materials file...,

Prerequisites, Mandatory Training, Allow Self-Enrollment.

4. Make the selections the form asks for: Training Type, Status.

5. Choose Save. The new record appears in the list.
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Name *

Training Type *

Select Training Type

Description

Duration (hours)

Capacity

Status *

Select Status

Materials

Select materials file...

Prerequisites
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B Browse

Cancel Save

Figure 108: The Add Training Program form
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A specific delivery of a programme: when, where, by whom, and who attended.

[in] i > HRA raining Management > Training Sessions @ English 88 O Demo Payroll
m 2
raining Sessions B Calendar View l +  AddSession I
Platform
o
88 Dashboard Q Search m Y Filters Page: 10 v
2 staff > e
@ HR Management ¥ #  Program Date & Time Location Status Trainers Attendance Actions
Branches
Departments E o Ser 2026-07-20 Zoom Meeting Mariela Batz
; " : h i
s o 00 2B s Completed  Jensen Mraz 5 ® ®
Designations 2 = v e = RS o Am
Document Ty
RRREaYPeR Sk G Francis Kirlin
Weekend Intensi i 2026-07-10 onference Hal
Employees A Wesiendlitensive Seesion S el Scheduled Carli Runolfsdottir 0 ® o]
Award Types i
Awards Bl Mariela Batz
Virtual Workshop Session 2026-06-20 nline Platform ®
Promotions g Database Management Certification 2026-06-2010:00 - 2026-06 Virtosd Inprogress Carli Runolfsdottir 5 ® o]
Performance >
R ti h Room2 Mariela Batz
esignations ion - raining Room
“3 g Me S - il Comess Jorsaniias s oz 8
Terminations “tmor
Warnings ——— Ms. Karlee Goyette
: oy 05 i
Trips 5 rf?’_""_" sesw" B‘,’T"f < ?Oz,é ?5.20, 0 -2 ,,M,:, Completed Taryn Volkman 5 ® 0]
Complaints iy
Transfers 5 g Ms. Karlee Goyette
i " ) g i
} g  EveningOnline Session 2026-05-10 loom Meeting o S s ® 8
Holidays Advanced Software Developmen 2026-05-1018:0C Virtual
Announcements
AsaetiA 3 Conf Hall Ms. Karlee Goyette
sset Management > i i -04- onference Hal
ag - Weekend intensive Session 2026-04-20 o > Scheduled Dr. Luther Pagac 0 ® o}
Departme teg! Hn Workshog 2026-04-20 09:00 - 2026-04-20 1500 Physical
Training v “imore
Training Types
e P Francis Kirlin
1 i -04- rm
NG Biogr g Virtual Workshop Session 2026-04-10 7 ' \r/*mel atfor ey S s % & 8
Department Integration Workshop 2026-04-1010:00 - 2026-04-10 13 irtual
Training Sessions e
Employee Traini... % S Mariela Batz
ion - 03 raining Room
° Afternoon Session - Batch B 2026 0‘3‘291 = z - 9 Completed Dr. Luther Pagac 5 ® @
New Employee Orientation Prograr 2026-03-20 14.00 - 2026-03-2 O ysical
AArmove
I — Taryn Volkman
i o= 031 raining Room -
DR e B o oo S ° o

Figure 109: The Training Sessions page

1 page title - 2 primary action 3 records table

Columns: #, Program, Date & Time, Location, Status, Trainers, Attendance, Actions

Actions on this page: Calendar View, Add Session

1. Choose Add Session at the top right. The form opens in a panel.

2. Complete the required fields: Start Date, End Date.

3. Fill in anything else that applies: Session Name, Location, Meeting Link, Notes, Select Trainers,

Recurring Session, Number of Occurrences.

4. Make the selections the form asks for: Training Program, Location Type, Status, Recurrence Pattern.

5. Choose Save. The new record appears in the list.
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Training Program *

Select Training Program -

Session Name

Start Date *
mm/dd/yyyy B

End Date *
mm/idd/yyyy O

Location Type *
Select Location Type ~
Location
Meeting Link
Status *
Select Status ~
Notes
-
2026-03-20 Training Room 2
2026-03-20 14:00 - 2026-03-20 18:00 Physical
2026-03-10 Training Room 1
2026-03-10 09:00 - 2026-03-1013:00 Physical

Figure 110: The Add Session form
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15.4 Employee Trainings
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Which employee is assigned to which programme, and how far they have got with it.

m Weaf

Platform
88 Dashboard
2, Staff
@ HRManagement
Branches
Departments
Designations
Document Types
Employees
Award Types
Awards
Promotions
Performance >
Resignations
Terminations
Warnings
Trips
Complaints
Transfers
Holidays
Announcements
Asset Management >
Training ¥
Training Types
Training Progra...
Training Sessions

Employee Traini...

Training > Employee Trainings @ English 88 O Demo Payroll
i O ) [ A
Q Search, m V Filters PorPage: 10 v
# Employee Tisbwog Status Anigned Onenpistion Score Result Assessments  Certificate Actions
Program Date Date
Dr. Luther Exciitive
1 Pagac Leadership Program In Progress 2026-06-01 0 &, Download @ o]
Enpases
it
Dr Luther pprsana O
2 gere Assigned 2026-05-01 o & Download ®
,P,‘_f:fm Certification - 8
Dr. Luther Advanced Software
3 Pagac Development Completed  2026-04-01  2026-05-01 9550% Passed 2 & Download ® 2]
MPas68 ochnical Skils Traning
Department
Dr.Luther Integration
4 Completed 2026-03-01 2026-03-31 88.00% Passed [+] & Download @ 0}
Or. Luther
5 Pagac Completed 2026-02-01 2026-03-03 7850% Passed 2 & Download @® 0]
6 Completed  2026-06-01  2026-07-01 8800% Possed 2 & Download ® o]
7 MarielaBotz Management Completed  2026-05-01 2026-05-31 7850% Passed O &, Download ® e
Enpoast Certification
Advanced Software
8 M""':‘ys‘" Development InProgress  2026-04-01 0 & Download ® o
Department
. Integration
o MUwbRe ahon Assigned 2026-03-01 0 & Download ® ®
to  Muise b Completed  2026-02-01 2026-03-03 9550% Passed 2 & Download ® ®
Showing 11010 of 25 employee trainings Previous . 2 3 Next

Figure 111: The Employee Trainings page

1 pagetitle - 2 records table

Columns: #, Employee, Training Program, Status, Assigned Date, Completion Date, Score, Result, Assessments,

Certificate, Actions

Actions on this page: Dashboard, Bulk Assign, Assign Training, Download
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16. Asset Management
Company property is tracked here, together with who holds it and what it is now worth.

Pages in this chapter: Asset Types, Assets, Dashboard, Depreciation
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16.1 Asset Types

A reference list. Entries created here become the options offered when you create an asset. Setting these
up once, before the records that use them, saves correcting the same choice repeatedly later.

[ Dashboard > HRManagement Asset Management Asset Types @ English 88 O Demo Payroll
m Weaf >
sset Types "+  Add Asset Type

Platform
88 Dashboard Q Ssearch Q Search PocPage: 10 v
2, Staff > o
@ HRManagement ¥ # Name Description Assets Actions
Branches
Departments 1 Audio Visual Equipment Projectors, monitors, speakers, cameras, and presentation equipment ] ® @
Designations
2 C y . headsets, and d o @ o]
Document Types
Employees 3 Computer Hardware Desktop computers, laptops, servers, and other i used for busine: 4 ® o]
Award Types
Aowaris 4 Fumiture Office desks, chairs, cabinets, conference tables, and other workplace furniture i ® o}
Promotions
5 Mobile Devices Smartphones, tablets, and other portabk i 3 ® o]
Performance >
Resignations 6 Network Equipment Routers, switches, modems, access points, and other networking hardware 2 ® &
Terminations
Warnings 7 Office Equipment Printers, scanners, photocopiers, fax machines, and other office machinery 3 ® 8
Trips
8 Security Equipment CCTV cameras, access control systems, alarms, and security devices 0 ® o}
Complaints
Transfers 9 Software Licenses Software applications, operating systems, and digital licenses for business use 0 ® ®
Holidays
Anhaucanents 10 Storage Equipment Filing cabinets, safes, storage units, and data storage devices 0 ® o
Asset Management -
AssTpes Showing 110 10 of 12 asset types Pradicin o 2| Nt
Assets
Dashboard
Depreciation
Training >

Figure 112: The Asset Types page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Description, Assets, Actions
Actions on this page: Add Asset Type
1. Choose Add Asset Type at the top right. The form opens in a panel.
2. Complete the required fields: Name.
3. Fill in anything else that applies: Description.

4. Choose Save. The new record appears in the list.
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nr
X

Add New Asset Type

tL
Name *

fu
Description

tc

Wi

s
ine

Cancel Save

Figure 113: The Add Asset Type form
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16.2 Assets

Company property and who currently holds it. Each asset has a code, a status, a purchase date and cost,
and may be assigned to an employee.

[D Dashboard > HRManagement Asset Management Assets @ English 88 O Demo Payroll
() weaf 2
Platform
88 Dashboard Q Search m YV Filters PerPage: 10 v
2 Staff > e

@ HRManagement ks # Name Asset Code Status Assigned To Purchase Date Purchase Cost Location Actions
Branches
Depéctinents 1 Tk "‘V"f"eff‘?"""' NETO02 Available . 2026-01-15 USh8,000.00 Main Office ® ¥ « A 8
Designations
Cisco Catalyst Switch NETOO! _— . .
ST X i NETO Assigned  FrancisKirlin  2026-0115 USh 7500000 Main Office ® o« & B
Emplmes Honda City 2022 VEH002
3 3 Y b Avaitable - 2026-01-15 Ush 180000000 Main Office ® & ¢ &8

Award Types g
Bt 4;  YorotaCamey2023 VEHoot Assigned FrancisKirin ~ 2026-0115 USh350000000  Main Office ® & v &8
Promotions :
Performance > B ConferenceTabletzSester:  FUROGS Avalable - 2026-01-15 USh 3500000 MsinOffice ~ ® & v £ B
Resignations
Tt o:  EmoriomicOfice Chale ARO0R Avaiable - 2026-0115 USh 1200000 MainOffce ~ ® * ¢ & B8
Warnings T o
= g~ eecytve Offioo Deal 00 Assigned FrancisKirin  2026-0115 USh 1500000 Main Office ® $ ¢ & B8
ips ot Fu
Complaints

o g  FeotherMO Solaner OFFO03 Available - 2026-0115 USh 3500000 MainOffice ~ ® > ¢ P B
Transfers sk :
Holidays 9  [FrekaiinPrae OFR02 Availablo - 2026-0115 USh 2500000 Main Office ® 2 ¢ & B
Announcements
Asset Management v 4 CenonkmageRimecfiincer  OFFO) Assigned FrancisKirin ~ 2026-0115 USh 4500000 Main Office ® ® ¢ £ ®

Asset Types

Assets Showing 1010 of 17 assets Previous n 2 | Next

Dashboard

Depreciation
Training >

Figure 114: The Assets page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Asset Code, Status, Assigned To, Purchase Date, Purchase Cost, Location, Actions
Actions on this page: Dashboard, Depreciation Report, Add Asset
1. Choose Add Asset at the top right. The form opens in a panel.
2. Complete the required fields: Name.

3. Fill in anything else that applies: Serial Number, Asset Code, Purchase Date, Purchase Cost, Description,
Location, Supplier, Warranty Information.

4. Make the selections the form asks for: Asset Type, Status, Condition, Depreciation Method.

5. Choose Save. The new record appears in the list.
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Asset Typa®

‘Select Asset Type v
Seriai Number
Asset Code
Purchase Date
mm/ddiyryy O

Purchase Gost

Status

Select Status v

Condition

‘Select Condition v

Description

cancel IR

Figure 115: The Add Asset form
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16.3 Dashboard
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A summary of the asset register: what is held, what is assigned and what it is worth.

o
e

& Danboard

2 sun

@ HRManagement
Branches
Departmants
Deagnations
Document Types
Employees
Aara Types
warcs
Promatices
Portormance »
Resgnations
Termeations
Warmings
Tips
Complsints
Transtors
Holidays

Arnouncements

hszet Managemert +

Assot Types
Assots
Daroawa
Degrosation

Trnng

1 page title

Assets

Total
17

Asset Value Summary
Ush 6,370,000.00
Oepreciution Progress

Al View Dapreciation Report

g&’
i

Office Equipment

Furnture

Vehicles
Software Licenses

Network Equipment

Autio Visusl Equipment
Security Equipment

Tools and Machery
Communication Equipment

Storage Equipment

Upcoming Maintenance

OekOpex 1060
Phone UPr)

Ounar mgainass Fritae
ExecutiveOffice Deek

Toyota Camry 2023

Asset Dostbosrs

USh 548833000

Executive Office Desk

Expiring Warranties

Figure 116: The Dashboard page

@ Englsh 88 0 DemoPaprol

H AsetlUst il Depreciston Report
Assigned Under Maintenance
W 0o
USh 881,670.00
s
Recent Assignments
Dell OptiPlex 7090 View
MacBook Pro 16" View
iPhone 14Pro View
Canon ImageRunner Printar View
View

Actions on this page: Asset List, Depreciation Report, View Depreciation Report, View
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16.4 Depreciation

What the asset register is worth now rather than when it was bought, using each asset's depreciation
method to give a current value.

m [0 Dashboard > HRManagement > AssetManagement > Depreciation Report @ English &8 a Demo Payroll

%ssetDepreciaﬁon Reportl = AssetList 4l Dashboard @& Print & ExportCSV
Dashboard
2 sut . & et e v R

Platform

@ HRManagement v
Branches )
Total Purchase Value Total Current Value Total Depreciation
Departments
iuions USh 925,000.00 USh 660,100.00 USh 264,900.00
29%of purchase value
Document Types 29%of purchase value
Employees
Award Types
Aeiaide Asset Depreciation Details
Promotions 0
Asset Name Purchase Date Purchase Cost Depreciation Method Current Value Depreciation Depreciation %
Performance >
Resignations Dell OptiPlex 7090 2026-01-15 USh8500000  Straight Line USh 5950000 USh 2550000 3000%
Terminations
Warnings HP EliteBook 840 2026-0115 USh9500000  Straight Line USh 66500.00 USh 2850000 3000%
Trips
Lenovo ThinkPad X1 2026-0115 USh12000000  Straight Line USh 8400000 USh 3600000 3000%
Complaints
Transfers MacBook Pro 16" 2026-0115 USh25000000  Straight Line USh 17500000 USh 7500000 3000%
Holidays
Ao iPhone 14 Pro 2026-01-15 USh13000000  Straight Line USh 9100000 USh39,00000 3000%
Asset Management v
Samsung Galaxy $23 2026-0115 USh8000000  Straight Line USh 5600000 USh 2400000 3000%
Asset Types
Assets iPad Air 5th Gen 2026-0115 USh6000000  Straight Line USh 4200000 USh 1800000 3000%
Dashboard
Depreciaion Canon ImageRunner Printer 2026-0115 USh4500000  Straight Line USh36900.00 USh 810000 18.00%
Training > )
Epson EcoTank Printer 2026-01415 USh2500000  Straight Line USh20500.00 USh 450000 1800%
Brother MFC Scanner 2026-0115 USh3500000  Straight Line USh 2870000 USh 630000 18.00%

Showing 110 10 of 17 assets Previous . 2 Next

Figure 117: The Depreciation page
1 pagetitle - 2 records table

Columns: Asset Name, Purchase Date, Purchase Cost, Depreciation Method, Current Value, Depreciation,
Depreciation %

Actions on this page: Asset List, Dashboard, Print, Export CSV
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17. Contracts

Contract types describe the kinds of agreement you offer, templates hold the wording, and employee
contracts are the agreements actually in force.

Pages in this chapter: Contract Types, Employee Contracts, Contract Templates
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17.1 Contract Types

The shapes of employment you offer — permanent, fixed term, probationary — each with its duration,
probation, notice period and whether it can be renewed.

[0 Dashboard > ContractManagement > Contract Types @ English 88 O Demo Payroll
m Weaf 3
ontract Types l +  Add Contract Type

Platform

88 Dashboard G sawih m ¥ Filters PerPage: 10 v
2 staff > e

@ HR Management > . ) Notice Created
# Contract Type Duration Probation Period Renewable Contracts Status At Actions
2\ Recruitment >
2
I —— Permanent Full-time 6 % ”
B e 1 S ootk Pormanent O® ponths  B0%¥S No S Active  2026-07-27 ® 8
Contract Types
Employee Contracts Fixed-term Contract 2 3 2
2 B Fhoed-term employiment contract of Speciic duratio ® 304 O Yes Activ 2026-07-27 ®
Contract Templates e meianiliopistn B months ~ months Rys AL contracts o a
0 Document Management > Parttime Contract i y
3 © Parttimeempioymentcontract withreducedworking | Permanent ® 30days No ) Actve  2026-07-27 ® 5]
B Meetings > e pro-rated bensR months (i
B Calendar Temporary Contract 1 5
] 1 ntract ® o i -07- ®
B MediaLibrary 4 : Bémonths O . 15days Yes s Actve  2026-07-27 o
@ Lewie banngene ’ Consultant Agreement ° B 5
® Attendance 5 5 =) u‘ nt for specialized £ 6 months ® e 30days & Yes DRI Active 2026-07-27 @ o
¥ Biometric Attendance
® B Internship Contract 0 ) 5
& Time Tracking g 6 Eckcaonliarratip ot drte Bamonths O o Tdays O Yes S Actve  2026-07-27 ® ®
$ Payroll Management > )
Probationary Contract 8 S
B aviscpa 5 7 ® inital probationary employment contract wit Bomonths O - days O Yes IS Actve  2026-07-27 ® o)
B Plans >
Seasonal Contract 1 6
] 1 i 3 ® o tive -07- @
8 Reforrai Program 8 easonal employment contract for specific periods Fj4months  © 15days O Yes ey Actve  2026-07-27 ® 8
og months

& Settings

Figure 118: The Contract Types page
1 page title - 2 primary action - 3 records table
Columns: #, Contract Type, Duration, Probation, Notice Period, Renewable, Contracts, Status, Created At, Actions
Actions on this page: Add Contract Type
1. Choose Add Contract Type at the top right. The form opens in a panel.
2. Complete the required fields: Contract Type Name, Probation Period (months), Notice Period (days).
3. Fill in anything else that applies: Description, Default Duration (months), Is Renewable.
4. Make the selections the form asks for: Status.

5. Choose Save. The new record appears in the list.
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Ca ncel m

Figure 119: The Add Contract Type form
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The actual agreements: which employee, for what period, on what compensation, and whether it has

been approved.

m Weaf

Platform

88 Dashboard

2, staff

@ HRManagement

2\ Recruitment

B Contract Management
Contract Types
Employee Contracts

Contract Templates
[ Document Management
B Meetings
B Calendar
B MediaLibrary
B Leave Management
@ Attendance
@ Biometric Attendance
& Time Tracking
$ Payroll Management
<> Developer
B Plans
€8 Referral Program

& Settings

1 page title

D Dashboard > Contract Management

%mployee Contracts l

> Employee Contracts

@ English 88 QO

Demo Payroll

2
+  AddContract

Q Search D v e PorPage: 10 v
# Contract # Employee Contract Period Compensation Status Approved Actions
1 pEMRacee £ Mr. Mohammed Wolf £ 2026-06-19 UShERn0000 Active LT ® c 8
3 e N00 £ Lelia Corwin £ 2026-06-20 00 Active 2O ® e
e @Ry & JensenMraz 82060621 Ushsanonag’ Active i ® > @
% BENPe0m00. £ Carli Runotfsdotti £2026-06-22 UShHO000.00.. Active sabiorar ® c 8
I 2 Dr. Luther Pagac Oi20s6-062 {UEneanoono Active wmo ® &
i dicnd S Mariela Batz £2026-06-24 USh 3500000" Active 220.0r28 ® e
7 @RS & Taryn Volkman 52020 06:25 Shma000. Active I ® ®
s @ MR 2 Ms Karlee Goyette £52026-06-26 Ushusnoag. Active el ® ]
T - =il 2 Francis Kirlin £92026-06-27 000 Active 2000127 ® &

Showing 1to 9 of 9 employee co

2 primary action

ntracts

3 records table

Figure 120: The Employee Contracts page

Columns: #, Contract #, Employee, Contract Period, Compensation, Status, Approved, Actions

Actions on this page: Add Contract

1. Choose Add Contract at the top right. The form opens in a panel.

2. Complete the required fields: Start Date, Basic Salary.

3. Fill in anything else that applies: End Date, Terms & Conditions.

4. Make the selections the form asks for: Employee, Contract Type.

5. Choose Save. The new record appears in the list.
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FOWETTEM Y Filters
Add Employee Contract

Employee *

Select Employee

Contract Type *

Select Contract Type

Start Date *

mm/dd/yyyy O

End Date

mm/dd/yyyy O

Basic Salary *

Terms & Conditions

Cancel

Figure 121: The Add Contract form
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17.3 Contract Templates

Standard contract wording with variables and clauses, so issuing a contract does not mean drafting one.

[ Dashboard > C nent > Contract Templates @ English 88 O Demo Payroll
) weaf

2
%ontract Tem plates] _
Platform

88 Dashboard G Sawéh m ¥ Filters PorPage: 10 v
A Staff > o

@ HRManagement > Content
# Template Name Contract Type Variables Clauses i Status Created Actions
n
&\ Recruitment >
P A Standard Permanent Employment g
e Contract Permanent Full- 15 5 871 2026-07- 2
1 » Contrac o Active ®© B 8
Contract Types tandard template for permanent ful-tim time variables clauses characters 27 =
Employee Contracts
ot Topiates Internship Agreement Template [ET—— - 5 830 2006-07- -
2 D Agreement template for internship programs anc o SN Active ® B ®
et alsaria Contract variables  clauses  characters 27
[ Document Management > S
£ Meetings > . 2 Consultant Agreement Template Consultant 15 5 855 petve | 2026-07- ® B 8
B Independent contractor agreement f > B &
> ¥ Agreement variables clauses characters 27
B Calendar
B MediaLibrary 4 o EpploymentContiadt., Part-time 1 4 819 = 2026-07- s B 8
fadewengamanng Contract variables clauses characters 27 "
B Leave Management > i
@ Attendance > g g EuedTamConaot Temptae: _ Fixed-term o8 4 758 pctve | 2026-07- %W 8
g ool R Rt Contract variables  clauses  characters 27 =
@ Biometric Attendance
@ Time Tracking c Showing 110 § of § contract templates Previous n Next
$ Payroll Management >
«/> Developer >
B Plans >

€8 Referral Program

&8 Settings

Figure 122: The Contract Templates page
1 page title - 2 primary action - 3 records table
Columns: #, Template Name, Contract Type, Variables, Clauses, Content Length, Status, Created, Actions
Actions on this page: Add Template
1. Choose Add Template at the top right. The form opens in a panel.
2. Complete the required fields: Template Name, Template Content.
3. Fill in anything else that applies: Description, Variables, Clauses, Set as Default for Type.
4. Make the selections the form asks for: Contract Type, Status.

5. Choose Save. The new record appears in the list.
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Add Contract Template

Template Name *

Description

Contract Type *

Select Contract Type

Template Content *

Variables

Clauses

Set as Default for Type
(") Setas Default for Type

Status

Select Status

Figure 123

Cancel

: The Add Template form
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18. Documents

This module holds company documents and, importantly, proof that people have read them.

Pages in this chapter: Document Categories, HR Documents, Acknowledgments, Document Templates
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18.1 Document Categories

A reference list. Entries created here become the options offered when you create an HR document.
Setting these up once, before the records that use them, saves correcting the same choice repeatedly
later.

[0 Dashboard > DocumentManagement > Document Categories @ English 58 o Demo Payroll
) weaf .
cument Categories "+ AddCategory

Platform
8 Dashboard Q Search Q Search ST PerPage: | 10 v
2, Staff > e
f HRManagement > - Category Documents Type Status Created At Actions
2, Recruitment >
Identity Documents /& o 07
B ContractManagement > L a Personal identification documents including passport, national ID, driving license B 0documents SNy e ome-ort © i~
(3 Document Management  ~ ; o
5 B E‘uu::auuna\‘c.:eryhc‘at'e? & . o o B 0documents A Mandatory Active 2026-07-27 @ o]
T Academic qualifications, degrees, diplomas, and professional certificalions
HR Documents
s e Employment rogme:-ts & ) B 2 documents £ Mandtory Active 2026-07-27 @
e . Employment contracts,offer letters, job descriptions, and work agreements
Document Templates Financial Documents ®
4 i e B oy [ 1documents Optional Active 2026-07-27 @ ®
B Meetings >
B Calendar 5 B ‘Mﬂr't‘a Records. i drenormii » i . B 1documents Optional Active 2026-07-27 @ 2]
Mediia Library
Legal Documents
& Oy 1] Al -0/ @
B Leave Management > a B Legal agreements, compliance certificates, background verification reparts B 1documents i i 2028027 s &
Q@ Attendance 4 Training Certificates
B Profussional truning certifcates, sl dewslopment program, worksnop completions B 1documents Optional Active  2026-07-27 @ 8
@ Biometric Attendance .
& Time Tracking > 8 a :fr_“"""‘f"“"e‘?ﬁ"l'f'fm s @ 1documents Optianal Active 2026-07-27 @ o)
$ Payroll Management >
Personal Documents £ .
< Developer , 9 B Porsonalinformation, emergency contacts,famiy detala, and pérsonsl eferences @ 1documents & Mandatory Active  2026-07-27 ® ®
£ Plans > ’
0 Complerce DOMRniS 000} s e oo e o @ 2documents & Mandstory Actve 2026-07-27 ®
o Lo P y complia sments, policy acknowladgments, and statutory requirement
& Settings Showing 11010 0f 10 document categories Previous n Next

Figure 124: The Document Categories page
1 page title - 2 primary action - 3 records table
Columns: #, Category, Documents, Type, Status, Created At, Actions
Actions on this page: Add Category
1. Choose Add Category at the top right. The form opens in a panel.
2. Complete the required fields: Category Name, Color.
3. Fill in anything else that applies: Description, Mandatory Category.
4. Make the selections the form asks for: Icon, Status.

5. Choose Save. The new record appears in the list.
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Figure 125: The Add Category form
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18.2 HR Documents

The company's own documents — policies, handbooks, forms

and expiry.

m Weaf

Platform

88 Dashboard

Je

) Staff
@ HR Management
2, Recruitment

Contract Management

0 =

Document Management
Document Categories
HR Documents
Acknowledgments
Document Templates
B Meetings

B Calendar

3 MediaLibrary
B Leave Management
(@ Attendance

i Biometric Attendance
& Time Tracking

% Payroll Management
<> Developer

B Plans

& Referral Program

8 Settings

1 page title

Columns: #, Document, Category, Size, Status, Downloads, Expires, Uploaded By, Actions

D

Dashboard > Dac

R Documents

ment Management > HR Documents

Weaf HR — System Documentation

@ English 88 O

+  Upload Document

— with their size, status, download count

Demo Payroll

-

¢

o ;= - -
# Document Category Size Status Downloads  Expires ::'Dade” Actions
- Demo -
1 Personal Documents 18326 KB ®Published &, B9 = re co@
emergenc : Payroll
Data Privacy and Security
2 Policy & Legal Documents 18MB ®Publshed | 4, 56 - E:’:‘;I & o8
data_privacy security policy.png - v2.3 ik
Expense Reimbursement Policy Barss
3 expense. reimbx Financial Documents 42207KB @ Published & 8 - & B o @
V6 Payroll
Remote Work Policy /% Employment RS . _ Demo i e
- remate work_policy png - V14 Documents Lol ) o® Payroll . c @
. . 2025-02-
i Tla\mrl\gan‘dDeva‘ \Bpma !h mPnIu::! Training Certificates 87143KB & Expired &34 14 E:;:‘;I & oo@
i s ; Expired
5 el Foan Per 24000KB | ®Published b, 67 S Demo . o8
performance svakastion, formdock  v20 o = Payroll = L
7 Heaith and Safety Guidsiines & Medical Records 147TMB. ® Published & 29 - Dems & o o@
health safety guidelines.png - viB Payroll
Leave Policy Document /% Employment = " 2024-12-31 Demo N e
8 leave policy 2024.png - ¥13 Documents TEDAZER D Eiviees & 82 Expired Payroll = @
Codeof c 100075 _ Demo
® Published & - & r, -
d Documents KB = = Payroll S
2024 £ c : " 2024-12-31  Demo 3 -
™ employee_handbook_2024.png - v21 Documents 1a5Ma o & 45 Expired Payroll = o @

2 rec

Showing 1to 10 of 10 documents

ords table

Figure 126: The HR Documents page

Actions on this page: Upload Document
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18.3 Acknowledgments
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Who has confirmed they have read which document, and by when they were required to. This is the page

that turns a published policy into evidence that it was received.

m Weaf

Platform

88 Dashboard

2 Staff

@ HR Management

2 Recruitment

B Contract Management

[ Document Management
Document Categories
HR Documents
Acknowledgments
Document Templates

B Meetings

£ Calendar

B3 Media Library

B Leave Management

® Attendance

@ Biometric Attendance

& Time Tracking

$ Payroll Management

</> Developer

B8 Plans

€8 Referral Program

&3 Settings

1 page title

o

Dashboard > Document Management > Acknowledgments

%cknowledgments'

@ English 88 L DemoPayroll

+  Assign

Q Search Q Search Y Filters PerPage: 10 v
#  Document Employee Status Due Date Acknowledged Assigned By Assigned Actions
Data Privacy and Sk = 2026-07- y Mr.Omer o _
1 eiipndd & Lelia Corwin @ Acknowedged | 6331 2026-07-22 i 2026-07-14 ® e
2026-07-
Data Privacy and " 2 Mr.Omer -
& Ove - 2 ]
2 . Security Policy HensonMraz & Olmeie e Thapon 2026-07-15 ® ¢ @
overdue
Data Privacy and o Carli 2026-07- Mr.Omer
kS & Acknowk -07- -07-
3 . Security Policy Runolfsdottir Shcooed) B, e Thompson A020:070 ® 8
5 2026-07-
Data Privacy and & % Mr.Omer
A Overd - -07-1 %
4 . it Py DrlutherPagsc & Overdue el i 2026-07-17 ® G ®
overdue
Data Privacy and R 2026-07- Mr.Omer
kS ) % Acknowledged -07- -07-1
5 . o ites il Mariela Batz @ Acknowledg: s 2026-07-22 S 2026-07-18 ® e
o 2026-07-
Data Privacy and 5 % Mr.Omer
AT Overdue - -07-1 ]
& . Security Policy iy Vokiian a s THioripson 2026-07-19 ® G 8
overdue
Data Privacy and Ms. Karlee 2026-07- Mr.Omer
7 2 @ Acknowledged -] -07- -07-
. Security Policy Goyette 12 0naide 27 amanize Thompson 2020:07:20 - 8
Data Privacy and & . 2026-07- Mr.Omer
8 . Sl & Francis Kirlin @ Acknowledged | B 20 2026-07-22 T 2026-07-21 ® o]
2026-07- Mr.Omer
. o = - s
9 Remote Work Policy & Lelia Corwin @ Acknowiedged | B2 2026-07-23 s 2026-07-15 ® o]
2026-07-
Mr. Omer
i 2 Over 23 < -07- %
10 Remote Work Policy Jensen Mraz & Overdue it Thameda 2026-07-16 @ @G ®
overdue

Showing 1to 10 of 48 acknowledgments

2 records table

Figure 127: The Acknowledgments page

Previous . 2|8 4|8 Next

Columns: #, Document, Employee, Status, Due Date, Acknowledged, Assigned By, Assigned, Actions

Actions on this page: Assign Document
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18.4 Document Templates

Reusable document wording with placeholders, used to generate letters and forms.

[D Dashboard > DocumentManagement > Document Templates @ English 88 O Demo Payroll

m Weaf % 2
cument Templates (58 Add Template

Platform

88 Dashboard G Sawéh m ¥ Filters PorPage: 10 v
A Staff > e

@ HRManagement > Content
# Template Name Category Placeholders Format o o Status Created Actions
e
&\ Recruitment > gl
B ContractManagement > g Employment Offer Letter # Employment 3 737 2026-07- s o
1 3 tempiate for employment offe © POF Active e B & e
dagne Documents placeholders characters 27
[ Document Management v
Document Categories 5 @ Experi‘effce()eniﬁcate . Employment 016 = 749 e 2026-07- s B i 8
R Do  Bidnemsolobaban Documents placeholders characters 27 "
Acknowledgments
3 Financial o8 = 655 e 2026-07- s B @ a
Document Templates Documents placeholders characters 27 = - e
B Meetings > T i
raining Certificate 4 _07-
B cosiia i &) i e Training o7 = T4 — 2026-07- ® B & 8
alendar & Certificates placeholders characters 27
B Media Library )
& Berformincs AppralsaiEorn. Performance w2 = 920 e 2026-07- A 8
B Leave Management td - Bemhiatimiasteivsgahedii Records placeholders characters 27 sl
@® Attendance >
Medical Fitness Certificate 20 a78 2026-07-
@ Biometric Attendance 6 w 4‘ pins o machcs tness oo Medical Records % taceholdecs POF Sesuchiet Active % ® B & ®
& Time Tracking >
§ Poyotbemsgemert > SN 110601 Bdocumenten s ()
<> Developer >
B Plans >

€8 Referral Program

£ Settings

Figure 128: The Document Templates page

1 page title - 2 primary action - 3 records table

Columns: #, Template Name, Category, Placeholders, Format, Content Length, Status, Created, Actions

Actions on this page: Add Template
1. Choose Add Template at the top right. The form opens in a panel.
2. Complete the required fields: Template Name, Template Content.
3. Fill in anything else that applies: Description, Placeholders, Default Values, Set as Default for Category.
4. Make the selections the form asks for: Category, File Format, Status.

5. Choose Save. The new record appears in the list.
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Template Name *

Description

Category *

Select Category

Template Content *

Placeholders

Default Values

File Format

Select File Format

Cancel

Figure 129: The Add Template form
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19. Meetings and Calendar

Meetings are scheduled, attended, minuted and — the part that matters afterwards — turned into action
items with owners and due dates.

Pages in this chapter: Meeting Types, Meeting Rooms, Meetings, Meeting Attendees, Meeting Minutes, Action
Items, Calendar, Media Library
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19.1 Meeting Types

A reference list. Entries created here become the options offered when you create a meeting. Setting
these up once, before the records that use them, saves correcting the same choice repeatedly later.

[ Dashboard > Meetings > Meeting Types @ English 88 L DemoPayroll
m Weaf 3
eeting Types 1 +  AddMeeting Type

Platform

88 Dashboard G sawih m ¥ Filters PerPage: 10 v
2 staff > e

@ HR Menagement ’ # Name Default Duration Meetings Status Created At Actions
&\ Recruitment >
1 @ Brainstorming 90 minutes Omeetings Active 2026-07-27 @® 0]
® ContractManagement >
O Document Management > 2 @ Performance Review 60 minutes 6 meetings Active 2026-07-27 ® 8
B Meetings v
3 ® AllHands 60 minutes. 1meetings Active 2026-07-27 ® o}
Meeting Types
Meeting R
sabooa 4 @ Project Review 90 minutes S meetings Active 2026-07-27 ® ®
Meetings
Meeting Attendees 5 @ Interview 45 minutes Omeetings Active 2026-07-27 ® ®
Meeting Minutes
6 @ Training Session 120 minutes. O meetings. Active 2026-07-27 ® 0}
Action tems
B Calendar 7 @ BoardMeeting 120 minutes Omeetings Active 2026-07-27 ® )
Media Library
8 @ Client Meeting 90 minutes 1meetings Active 2026-07-27 @® o]
3 Leave Management >
@ Attendance > 9 @® One-on-One 30 minutes Omeetings Active 2026-07-27 ® @
@ Biometric Attendance
10 ® Team Meeting 60 minutes 44 mootings Active 2026-07-27 ® o]
& Time Tracking >
$ Payroll Management > Showing 110 10 of 10 meeting type: Previous Next
<> Developer >
B Plans >

@ Referral Program

£ Settings

Figure 130: The Meeting Types page

1 page title - 2 primary action - 3 records table

Columns: #, Name, Default Duration, Meetings, Status, Created At, Actions

Actions on this page: Add Meeting Type
1. Choose Add Meeting Type at the top right. The form opens in a panel.
2. Complete the required fields: Name, Color, Default Duration (minutes).
3. Fill in anything else that applies: Description.
4. Make the selections the form asks for: Status.

5. Choose Save. The new record appears in the list.
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Add New Meeting Type

Name *

Description

%

Color *

Default Duration (minutes) *

Status *

Select Status v

Figure 131: The Add Meeting Type form
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19.2 Meeting Rooms

Bookable spaces, with their location, capacity and equipment.

m Weaf

Platform

88 Dashboard

2\ staff

@ HRManagement

2 Recruitment

B Contract Management

[ Document Management

B Meetings
Meeting Types
Meeting Rooms
Meetings
Meeting Attendees
Meeting Minutes

Action ltems
B Calendar
Media Library
B3 Leave Management
® Attendance
@ Biometric Attendance
& Time Tracking
$ Payroll Management
«/> Developer
B Plans
8 Referral Program

& Settings

1 page title

>

>

2 primary action

[ Dashboard

> Meetings >

%eeﬁng Rooms

Meeting Rooms
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@ English 88 O

2
4+ Add Meeting Room

Demo Payroll

Q Search PerPage: 10 v
#  Neme Location Capacity  Equipment Meetings Status Actions
1 L?‘ Weblnay Room Join Link 2,500 HD Video ~ Professional Audio  *3 Mort Tmeetings Active ® 8
2 ? 3 "‘"“dd" Space First Floor, Open Area 26 Comfortable Seating | Whiteboard 1 more 31 meetings Active ® o]
3 E‘J_‘T"""’ Room1 Join Link 2,250 Screen Sharing | | Recording | *2more Ormestings Active ® e
a Q"" Zoom Room 1 Join Link 2,100 ScreenSharing || Recording | *2More Omeetings Active ® o
5 9 ‘ 'f'fe”i'" Room2 First Floor, HR Department 26 Video Recording || Audio System | *2more Omeetings Active ® 8
6 4 '"Emi“ Room1 First Floor, HR Department 2.4 Table | Chairs = *1more Omestings Active ® 8
7 9 ’__T"f‘""‘g Room Ground Floor, West Wing 230 Projector | Sound System | *3m Omestings Active ® -
8 ?‘__B‘"‘a""”'“ Second Floor, Executive Suite 2,16 SmartBoard || Video Conferencing | *3more Tieetiog Active ® 8
9 >®‘ "f"""'i"g RoomB First Floor, North Wing 212 TVDisplay  Whiteboard  *2mor 6 moetings Active ® o
10 ?' ?‘f""""“““‘“ A Ground Floor, East Wing 2,20 Projector  Whiteboard *3mors 19 meotings Active ® a
Showing 110 10 of 10 meeting rooms Previous n Next

Figure 132: The Meeting Rooms page

3 records table

Columns: #, Name, Location, Capacity, Equipment, Meetings, Status, Actions

Actions on this page: Add Meeting Room

1. Choose Add Meeting Room at the top right. The form opens in a panel.

2. Complete the required fields: Room Name, Capacity.

3. Fill in anything else that applies: Description, Location, Equipment, Booking URL.

4. Make the selections the form asks for: Type, Status.

5. Choose Save. The new record appears in the list.
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Add New Meeting Room

Room Name *
Description

Type*

Select Type v

Location
Capacity *
Equipment
Booking URL

Status ”

Select Status v

Cancel Save

Figure 133: The Add Meeting Room form
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19.3 Meetings
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The meetings themselves: when, who organised them, which room, and whether they repeat.

m Weaf

Platform

88 Dashboard

2\ staff

@ HRManagement

2 Recruitment

Contract Management

(3 Document Management

£ Meetings
Meeting Types
Meeting Rooms
Meetings
Meeting Attendees
Meeting Minutes
Action Items

B Calendar

B Media Library

B3 Leave Management

Q© Attendance

@ Biometric Attendance

& Time Tracking

$ Payroll Management

<> Developer

B Plans

8 Referral Program

& Settings

1 page title

Columns: #, Meeting, Date & Time, Organizer, Room, Recurrence, Status, Actions

>

>

[D Dashboard > Meetings > Meetings

Q Search,

T e

@ English B8 O

+  Schedule Meeting

Demo Payroll

PerPage: 10 v

#  Meeting

1 All Hands Company Meeting
® AllHand

,  Project Alpha Review

© Project Review

3 Project Alpha Review

© Project Review

4 Project Alpha Review

© Project Review

8 Project Alpha Review
® Project Review

6 Project Alpha Review
® Project Review

s Project Alpha Review

® Project Review

g DailyScrumMeeting

® Team Moeting

9 Daily Scrum Meeting

® Team Meeting

10 DailyScrumMeeting
SRk

Meeting

Date & Time

3 2026-08-06
© 16:00 - 1730

£ 2027-01-03

© 1530 - 1700

£ 2026-12-03

® 1530 - 1700

£ 2026-10-03

®© 1530 - 17700

£ 2026-09-03

© 1530 - 17:00

£ 2026-08-03
® 1530 - 1700

[ 2026-08-26

© 1000-1030

£ 2026-08-25
® 10:00 - 1030
£ 2026-08-24
© 10:00-10:30

Organizer

2 Mr.Omer Thompson

2, Taryn Volkman

2, Taryn Volkman

2, Taryn Volkman

&, Taryn Volkman

2, Taryn Volkman

£ Taryn Volkman

2 Ms. Karlee Goyette

2 Ms. Karlee Goyette

2, Ms.Karlee Goyette

Webinar Room

Conference Room A

Conference Room A

Conference Room A

Conference Room A

Conference Room A

Conference Room A

Huddle Space 1

Huddle Space 1

Huddle Space 1

Recurrence Status
None Scheduled
Monthly Scheduled
Monthly Scheduled
Monthly Scheduled
Monthly Scheduled
Monthly Scheduled
Monthly Scheduled
Daily Scheduled
Daily Schoduled
Daily Scheduled

®

Actions
c a8
c 8
c a8
c 8
c 8
c B8
c B
c 8
c 8
c a8

Showing 11010 of 58 meetings

2 records table

Figure 134: The Meetings page

Actions on this page: Schedule Meeting
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19.4 Meeting Attendees

Who was invited to each meeting, what they replied and whether they actually attended.

[D Dashboard > Meetings > Meeting Attendees @ English 88 O Demo Payroll

m Weaf 2
%eeﬁng Attendeesl "+ Add Attendee

Platform

88 Dashboard G Sawéh m ¥ Fitters PorPage: 10 v
2, Staff > o

@ HRManagement * #  Attendee Meeting RSVP Attendance RSVP Date Decline Reason Actions
&\ Recruitment >
1 2 MarislaBatz All Hands Company Meeting @ Accepted Not Attended 2026-08-05 - ® P & B
B ContractManagement > Required £ 2026-08-06
O Docuieet Maoagsméit 515/ 2 & TarynVolkman Al Hands Comparty Meeting © Tentative Not Attended 2026-08-05 - ® P & @8
Options! & 2026-08-06
B Meetings v
Meeting Types 3 3 QM::(::"G"V"" i":f’f‘dic‘:'“p’"VM"“"g ® Declined Not Attended 2026-08-05  Conflicting meeting schedule ® P & @
Meeting Rooms
o FrancisKirlin All Hands Company Meeting 5 A &
Meetings 4 2 oo 2008 0000 @Accepted NotAtended  2026-08-05 - ® oD% ®
Meeting Attendees o .
9 5 5, Milo Jacobs PhD All Hands Company Meeting e g T ® =
Meeting Minutes Required £ 2026-08-06
Action Items 6 o ;Aarielzﬂmz I:ro,ect él;;r:akeview @ Accepted Not Atte 2027-01-02 3 ® D & @8
equire 82027« o
B Calendar
Ms.K y Project : ’ " a
Media Library 7 E Boalond) oy ® Declined Not Attended 2027-01-02 Conflicting meeting schedule ® D &% @
B3 Leave Management > L , i
SISk Frojoct AlptaRovew @ Accepted Not Attended 2027-0102 - ® P & @
® Attendance > i Sl
@ Biometric Attendance s 2 xi‘“ﬁ’:“""’“n ',’4“"5"9"“"‘""“"""” @ Accepted Not Attended 2027-01-02 . ® P & B
s 0 2021-0103
& Time Tracking > )
10 g McOmerThompson Alpha Review @ Accepted Not Attended 2027-01-02 - ® = - |
$ Payroll Management > Required
«/> Developer >
Showing 1010 of 265 meeting attendees Previous o 2|84 5] €] 7)8]eln 26 27 Next
B Plans >

8 Referral Program

& Settings

Figure 135: The Meeting Attendees page
1 page title - 2 primary action - 3 records table
Columns: #, Attendee, Meeting, RSVP, Attendance, RSVP Date, Decline Reason, Actions
Actions on this page: Add Attendese, ...
1. Choose Add Attendee at the top right. The form opens in a panel.
2. Fill in anything else that applies: Decline Reason.

3. Make the selections the form asks for: Meeting, Employee, Attendance Type, RSVP Status, Attendance
Status.

4. Choose Save. The new record appears in the list.

Page 157



aac

Add Meeting Attendee

Meeting *

Select Meeting

Employee *

Select Employee

Attendance Type *

Select Attendance Type

RSVP Status

Select RSVP Status

Attendance Status

Select Attendance Status

Decline Reason

Cancel

Figure 136: The Add Attendee form
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19.5 Meeting Minutes

What was recorded against a meeting, by whom and when.

m [0 Dashboard > Meetings > Meeting Minutes @ English 88 4 Demo Payroll
%eeting Minutesl
Platform
88 Dashboard Q Search Q Search JER-ANCTY PerPage: 10 v
2 Staff > o
@ HR Management > Recorded
#  Meeting Topic Type Content Recorded By 2 Actions
2. Recruitment >
Contract Management > 1 3":’ Scrunshesting, Team Building Event D Noto Note: Team building event scheduled for next m Z;:;:” 2026-07-26 ® @
[ Document Management >
8 o v 2 ?aji" Su o Mostro Code Review Process Tl Action item: Implement automated code review ';:‘y:;:” 2026-07-26 ® e
Maeuna Trrs i Meeti Resource Allocati Ms. Karle
etk R 3 ?’;‘j 5“ M Mesting D;‘:::e on # Decision Decided to allocate additional developer resourc.. G;eae ® 2026-07-26 ® o}
Meetings )
Prog Ms.K
4 Spiint Progress DOiscussion]  Team reviewed current sprint progress. 80% of p. s Kacion 2026-07-26 ® ®
Meeting Attendees Review Goyette
RewUnG Miitat Ciient Presentation-Q4 o Mooting
Adkitn Hams 5 Results Shadie O Note Note: Next client meeting scheduled for two wee. Milo Jacobs PhD 2026-07-26 ® @
20080730
£ Calendar
Client Presentation - Q4
! " .
Media Library 6  Results ::i""”‘s“"“ g Adtion item: Provide weekly statis reporteevery Milo JacobsPAD ~ 2026-07-26 ®
BB Leave Management >
Client Presentation - Q4 W
® Attendance > 7' Pt m‘;’zr'""""’ # Decision Client approved the revised delivery timeline.Ne.  MiloJacobsPhD  2026-07-26 ® ®
@ Biometric Attendance :
S ) Client Presentation - Q4 :
©, Tima Tracking & 8  Results ::::“ Soope D Discussion Client requested additional features for the mobi Milo JacobsPhD  2026-07-26 ® o}
$ Payroll Management > RO
<> Developer > g skl Team Stancyp Team Building Event O Note Note: Team building event scheduled for next m ';‘;o?n"’::m 2026-07-26 ® &
© Plans >
Weekly Team Standup y Action y Mr.Omer -
@ Referral Program 10, WeekhTo CodeReviewProcess & o Action item: Implement automated code review i 2026-07-26 ® o]
& Settings

Showing 11010 of 60 meeting minutes

Previous o 2 3 4 5 6 Next

Figure 137: The Meeting Minutes page
1 page title - 2 primary action - 3 records table
Columns: #, Meeting, Topic, Type, Content, Recorded By, Recorded At, Actions
Actions on this page: Add Minute
. Choose Add Minute at the top right. The form opens in a panel.
. Complete the required fields: Topic, Content.

1

2

3. Fill in anything else that applies: Recorded Date, Recorded Time.

4. Make the selections the form asks for: Meeting, Type, Recorded By.
5

. Choose Save. The new record appears in the list.
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Meeting *

Select Meeting

Topic *

Type”

Select Type

Content *

Recorded By *

Select Recorded By

Recorded Date

mm/dd/yyyy 0

Recorded Time

———- @

Cancel

Figure 138: The Add Minute form
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19.6 Action Items
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Tasks arising from meetings, each with an owner, a due date, a priority and a progress figure — the part
of a meeting that outlives it.

m Weaf

Platform

88 Dashboard

2, staff

@ HRManagement

2\ Recruitment

B Contract Management

3 Document Management

£ Meetings
Meeting Types
Meeting Rooms
Meetings
Meeting Attendees
Meeting Minutes

Action Items
B Calendar
Media Library
3 Leave Management
@ Attendance
@ Biometric Attendance
& Time Tracking
$ Payroll Management
<> Developer
B Plans
8 Referral Program

£ Settings

1 page title

Columns: #, Action Item, Assigned To, Due Date, Priority, Progress, Actions

[0 Dashboard > Meetings >

%ction Itemsl

Action Items

@ English 58

L DemoPayroll

2
l [+ Add Action item

Q Ssearch Y Filters PorPage: 10 v

# Action Item Assigned To Due Date Priority Progress Actions

i Qe Ceadoack Aty 2 Milo Jacobs PhD £ 2026-08-20 Medium oo Domelt) o ~» @

2 Secuity Auditimplementation T & 2026-09-24 pEpovn o NotStarted 8

a Budget Review and Planning & Ca RitldOE £ 2026-09-02 e 8% InProgress & » &

4 TeamPorformance Evaluston & D LutherPagac & 2026-09-08 pres o% Notsrted o

5 ClientPresentation Proparation —— £92026-08-09 T 8o% Oowrdie 8
Woekly Team Standus 3days overdue S —

6 Conducl Ris:(‘ vAys,sfssment 8 Taryn Volkman ? {2.02'61—0‘872: High 0% Not Started ® » 8

7 UpdateProject Documentation T, £ 2026-08-09 o a0% © overdue " 5 &
Nookly Tiam Siarichip R s

g Sheadsfolowun Trainkg & Francis Kirlin 8 205001 Modium o Not Started ® ~ 8

g,  RrepmeWeeklStatusRepory 2 Milo Jacobs PhD £3 2026-07-31 Modium 100% B e ® ~ B
Weekly Team Standup -

10 Implement CodeReview Process T —— 6 2026.08-04 = 60% Oowrdwe g 8

Showing 11010 of 10 action items

2 primary action

Actions on this page: Add Action Item

1. Choose Add Action ltem at the top right. The form opens in a panel.

3 records table

Figure 139: The Action Items page

2. Complete the required fields: Action Item Title, Due Date.

3. Fill in anything else that applies: Description, Progress (%), Notes.

4. Make the selections the form asks for: Meeting, Assign To, Priority.

5. Choose Save. The new record appears in the list.
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Meeting *

Select Meeting

Action ltem

Description

AssignTo*

Title *

Select Assign To

Due Date ”

mm/dd/yyyy O

Priority *

Select Priority

Progress (%)

Notes

Cancel

Figure 140: The Add Action Item form
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19.7 Calendar
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One month view of everything dated in the system: holidays, leave, meetings, interviews and training

sessions. Use it to see what is happening before scheduling anything new.

[@ Dashboard > Calendar

QWeaf @

Platform

88 Dashboard

2 staff 4 @ Meetings @ Holidays @ Leaves

@ HR Management > August 2026
2. Recruitment >

@ English 88 QO

Demo Payroll

Contract Management > Sun Mon Tue Wed Thu
(O Document Management >
+2more +5 more +3 more +2more
B Meetings >
B Calendar 2 5
B MediaLibrary
@ Leave Management > S
@ Attendance > 10a Daily Scrum Meeting

@ Biometric Attendance

16 17 18 19
& Time Tracking >
10a Daily Scrum Mesting 9a Weekly Team Standup |10a Daily Scrum Meeting |10a Daily Scrum Meeting | Franc Annual Lea 10a Daily Scrum Meeting
$ Payroll Management > 10a Daily Scrum Meeting

</ Developer > 23 24 25 26

s oG- Ao v

B Plans >

@ Referral Program

& Settings +2more

7 8
10a Daily Scrum Meeting J10a Daily Scrum Meeting

[Mr. Mohammed Wolf - Sick Leave Independence Day
+2more 10a Daily Scrum Meeting 10a Daily Scrum Meeting [|10a Daily Scrum Meeting

10a Daily Scrum Meeting | Taryn Volkman - Annual LelDr. Luther Pagac - Annual

3:30p Project Alpha Revies

Fri Sat

el el +2 more

14 15

20

10a Daily Scrum Meeting

27 28 29

Mariela Batz - Annual Leav]

Figure 141: The Calendar page
1 page title 2 records table
Columns: Sun Mon Tue Wed Thu Fri Sat, Sun, Mon, Tue, Wed, Thu, Fri, Sat

Actions on this page: today, month, week, day
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19.8 Media Library
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Every file uploaded anywhere in the system, in one place. Useful for finding a document when you
remember the file but not the record it was attached to.

m Weaf

Platform
88 Dashboard

2, staff

@ HR Management

2, Recruitment

B Contract Management
[ Document Management
B Meetings

B Calendar

@ MediaLibrary

A Leave Management

@ Attendance

i Biometric Attendance
& Time Tracking

% Payroll Management
<> Developer

B Plans

8 Referral Program

8 Settings

1 page title

D

Dashboard > Media Library

%edia Library

= -

Q  Search media files

@ Failed to load media

+ Upload Media

@1 OFiles & OBytes [3 Olmages

&

No media files found

Get started by uploading your first media file

+ Upload Media

Figure 142: The Media Library page

Actions on this page: Upload Media, All Files
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20. The Employee Record Over Time

An employment is not static. This chapter covers everything that happens to a record between joining and
leaving: recognition, advancement, movement, discipline and departure.

Each of these is a dated record rather than an edit to the employee, so the history survives. That is what
makes it possible to answer, a year later, why someone's designation changed.

Pages in this chapter: Award Types, Awards, Promotions, Transfers, Trips, Warnings, Complaints, Resignations,
Terminations, Holidays, Announcements
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20.1 Award Types

A reference list. Entries created here become the options offered when you create an award. Setting
these up once, before the records that use them, saves correcting the same choice repeatedly later.

[ Dashboard > HRManagement Award Types @ English 88 O Demo Payroll
m Weaf >
ey
Platform
88 Dashboard Q Ssearch m Y Filters PecPage: 10 v
2 Staff > °

@ HRManagement ks # Name Description Status Created At Actions

Branches
Departments 1 h for p d during a specific month Active 2026-07-27 @ o]
Designations

2 Employee of the Year Annual for the year Active 2026-07-27 @ o}
Document Types
Employees 3 Excellence Award Recognition for achieving excellence in work quality, innovation, and professional standards Active 2026-07-27 ® ®
Award Types
i 4 Innovation Award Recognition for creative thinking, and process i Active 2026-07-27 ® @
Promotions

5 L ip Award for qualities, and ing abilities Active 2026-07-27 ® o]
Performance >
Resignations 6 Customer Service Award Recognition for outstanding customer service, client d Active 2026-07-27 @ a8
Terminations
Warnings 7 Team Player Award for teamwork, and positi toteam dynamics Active 2026-07-27 ® o]
Trips

Showing 1107 of 7 award types Previous . Next
Complaints =
Transfers
Holidays
Announcements

Asset Management >
Training >
& Recruitment >
B Contract Management >

[ Document Management >

Figure 143: The Award Types page
1 page title - 2 primary action - 3 records table
Columns: #, Name, Description, Status, Created At, Actions
Actions on this page: Add Award Type
1. Choose Add Award Type at the top right. The form opens in a panel.
2. Complete the required fields: Award Type Name.
3. Fill in anything else that applies: Description.

4. Choose Save. The new record appears in the list.
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)gr\:d-'.nnIA.—n..-l—a-l-nnnl'. nnnnn Fmvimamm A~ A A AAAIAAR+ i Arn Alivitn~ A AfmAaATRA 0N
X

Add New Award Type

ua rot
Award Type Name *

g on

>g Description e

g 1tc

s

ble| 1sk

Status
Active v
ble mMi

Figure 144: The Add Award Type form
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20.2 Awards

Recognition given to an employee — the award, the date, any gift and its value. Supporting files can be
attached.

[0 Dashboard > HRManagement > Awards @ English 58 fa) Demo Payroll
) weaf :
wards & Add Award

Platform

88 Dashboard Q Search Q  Search W Filters PorPage: 10 v

2, Staff > o

D HRManagement v

#  Employee Award Type Award Date Gift Value Files Actions
Branches

Jensen Mraz

prenveiay Leadership Award 2024-08-01 Dinner Voucher . Cortificate  Photo ® ®

Departments 1
Designations 7
Carli Runalfsdattir Leadership Award 2026-04-22 Certificate of Excellence USh 432250 Certificats | Photo ® 1]
Document Types AP2545

Employees Carli Runolfsdattir

EMP2545 Excellence Award 2024-10-24 Medal USh 810752 Certificate  Photo @ ®

Award Types
——— Mariela Batz Customer Service Award 2025-06-14 Laptop Bag . Certificate | | Photo @ a8
Promotions

Jensen Mraz

Performance > 5
EMP4000

Excellence Award 2024-10-26 Extra Leave Days - Certificate  Photo @ ®

Resignations

Terminations Showing 1o 5.0f 5 awards Previous n Naxt
Warnings
Trips
Complaints
Transfers
Holidays
Announcements
AssetManagement >
Training >
2, Recruitment >
B Contract Management >

[ Document Management >

Figure 145: The Awards page
1 page title - 2 primary action - 3 records table
Columns: #, Employee, Award Type, Award Date, Gift, Value, Files, Actions
Actions on this page: Add Award
1. Choose Add Award at the top right. The form opens in a panel.
2. Complete the required fields: Award Date.

3. Fill in anything else that applies: Gift, Monetary Value, Description, Select certificate file..., Select photo
file....

4. Make the selections the form asks for: Employee, Award Type.

5. Choose Save. The new record appears in the list.
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Add New Award

Employee *

Select Employee

Award Type *

Select Award Type

Award Date *

mm/dd/yyyy O

Gift

Monetary Value

Description

Certificate

Select certificate file..

Photo

Select photo file..

Figure 146: The Add Award form
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20.3 Promotions

A record of an employee moving from one designation to another, with the date it was decided and the
date it takes effect.

[@ Dashboard > HRManagement Promotions @ English 58 Ja Demo Payroll
m Weaf

Platform
Py =D v oo T

88 Dashboard

2 Staff > e

@ HRManagement 5z Previous " Promotion Effective Salary

# Employee 5 New Designation 3 Status Document Actions
S anibas Designation Date Date Adjustment
Beparinents 1 Jensen Mraz HR Manager IT Manager 2026-07-04 2026-08-24 USh2091213 Approved Document ® c 8
Designations
Document Types 2 MarielaBatz IT Manager IT Manager 2026-05-18 2026-07-29 USh 2319640 Rejected Document ® c B
Employees e K o

s. Karlee ystem "
T -02-4 -07-1; 1,419, R ted Docus it ® [

firaceiTypoa B Sovsein Manager ot 2026-02-05 2026-07-12 Ush 4141926 eject men o)
Awards Carli

4 > HR Executive Financial Analyst 2025-09-07 2026-06-04 USh1221144 Rejected Document ® (s} 8
Promotions Runolfsdottir
Performance > P

5 i HR Executive HR Executive 2025-08-24 2025-11-07 USh 4286935 Rejected Document @® o o]
PRt Runolfsdottir
eaneie 6 Taryn Volkman Recruiter IT Manager 2025-08-18 2025-11-05 USh 4096648 Approved Document ® o8
Warnings
Trips Showing 1to 6 of 6 promotions Previou: n Next
Complaints
Transfers
Holidays
Announcements

Asset Management >
Training >
& Recruitment >
B Contract Management >

[ Document Management >

Figure 147: The Promotions page
1 page title - 2 primary action - 3 records table

Columns: #, Employee, Previous Designation, New Designation, Promotion Date, Effective Date, Salary Adjustment,
Status, Document, Actions

Actions on this page: Add Promotion
Choose Add Promotion at the top right. The form opens in a panel.

Complete the required fields: Previous Designation, Promotion Date, Effective Date.

1.
2.
3. Fill in anything else that applies: Salary Adjustment, Reason for Promotion, Select document file....
4. Make the selections the form asks for: Employee, New Designation.

5.

Choose Save. The new record appears in the list.
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Add New Promotion

Employee *

Select Employee v

Previous Designation *

New Designation *

Select New Designation W

Promotion Date *

mm/dd/yyyy O

Effective Date *

mm/dd/yyyy O

Salary Adjustment

Reason for Promotion

Document

Select document file... 4 Browse

Status

Cance' -

Figure 148: The Add Promotion form
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20.4 Transfers

Movements between branches or departments, showing where the employee came from, where they
went, and when it takes effect.

(D Dashboard > HRManagement Employee Transfers @ English 88 O Demo Payroll
m Weaf 5
mployee Transfers 1 "4 AddTransfer

Platform

88 Dashboard AT (0 seorcn PR
2 Staff > o

10 v

D HRManagement v Transf Effect!
# Employee Transfer Type From —To O PR Status Documents Actions
Branches Dets Deta
Departments West Branch — Main Office
T h, A H -
Oanatons ; aryn Branch, Department, umanResources ~Finance oo L e R .
Volkman Designation & Accounting
Documant Types Recruiter = HR Executive
Employees
West Branch — Business Park
Award Types -
, Tam Branch, Department,  Human Resources —— p— e Vo Do ® o
Kavoria Volkman D
Recruiter — HR Executive
Promotions
Performance > West Branch — Main Office
; Branch, Department,  Information Technology —

. 5 -07-1 -08- Rejectod View D ®
Resignations 3 MarielaBatz st Fewicea Accoiiing 2026-07-08  2026-08-22 cjoct iew Document ®
Terminations IT Manager ~ HR Manager
Warnings Main Office — Corporate
Trips Center

Ms.Karlee Branch, Department, - ”
4 -06-05 6-06-1. Rejected View Document @
Sonpiaits Goyette Designation Finance & Accounting el AR o i
Transfers IT Manager — System
Administrator
Holidays
Announcements West Branch — Corporate
Center
M T h, >
AsseLiansgernent 2 5 bokdid Branch, Department, 1 Resources - Finance  2026-07-23 2026-08-10 Approved View Document ®
Volkman Designation
Training > & Accounting
Recruiter — Financial Analyst
2 Recruitment >
B Contract Management > Showing 1to & of § transfer Previous n Next

[ Document Management >

Figure 149: The Transfers page
1 page title - 2 primary action - 3 records table
Columns: #, Employee, Transfer Type, From = To, Transfer Date, Effective Date, Status, Documents, Actions
Actions on this page: Add Transfer, View Document
1. Choose Add Transfer at the top right. The form opens in a panel.
2. Complete the required fields: Transfer Date, Effective Date.

3. Fill in anything else that applies: To Branch, To Department, To Designation, Reason, Select document
file....

S

. Make the selections the form asks for: Employee.

5. Choose Save. The new record appears in the list.
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Employee *
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Select to branch
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Select to department

To Designation

Select to designation

Transfer Date *

mm/dd/yyyy O

Effective Date *
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Reason

Documents

Select document file.
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3 Browse

Cancel Save

Figure 150: The Add Transfer form
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20.5 Trips

Business travel: who travelled, why, where, and between which dates.

m Weaf

Platform
88 Dashboard
2 Staff
@ HRManagement
Branches
Departments
Designations
Document Types
Employees
Award Types
Awards
Promotions
Performance >
Resignations
Terminations
Warnings
Trips
Complaints
Transfers
Holidays
Announcements
Asset Management >
Training >
2, Recruitment
Contract Management

O Document Management

1 page title

Columns: #, Employee, Purpose, Destination, Start Date, End Date, Status, Advance, Expenses, Actions

Weaf HR — System Documentation

(D Dashboard > HRManagement Trips @ English 88 O Demo Payrc
brips t
Q Search Q Search IR PorPage: 1
N,
’ #  Employee  Purpos Destination 0% i Status Advance Expenses  Actions
ploye urpose inati ek il u vanc xpenses  Actio
Ms.
1 Karlee :::"; Cr;emation Pune, India gg?:; f}l:);iso- Planned B Expenses  Documents ® C $ g
Goyette P
M New York 2026- 2026 o
2 Karlee Team Building U;Z ko) s o 29‘ Comploted 4211187 B Expenses  Documents ® $s g
Goyette & & Paid
Dr.Luther  Project Che 2026 2026, e ool
r.Luther  Projec nnai, 4 A ” ”
Completed 1878182 1663187 D nses  Docume 5 .
S Pagac Implementation India 0221 0223 thicn B Expenses et ® $ 9
Approved Pending
Mariela Training New York 2026 2026 b
i ini w Yor . 2 "
; e 5 1407694 B Expens Documents ® c s
4 Bate Propras UsA 0130 02.08 ompletes o B Expenses Document: =
Ms. . ush
5 Karlee ] S o= Planned 3686740 B Expenses  Documents ® > s o
GOYE“Q estiog Australa & & Requested
Franci ’ ush
& rancis Conference Pune.india 2026~ 2026- Planned 3624440 - B Expenses  Documents ® D $ 9
Kirlin Attendance 04-09 043
Reconciled
T Mumb 2026 2026 s =
aryn lumbai, - - - =
Completed 2425283 1390764 s Docume 5 s
7 obman  Productleunch O P =y ompleto B Expenses  Documents ® -
Paid Pending
>
Mariel Bu 2026 2026 b
ariela siness 2 3
Ongoin 4086878 B ; Docun @ c s
> 8 Bats ik Dubai, UAE 0627 o890 Ongoing et B Expenses Jocuments ® $
>
owing 10 8 0f B trips Previous

2 primary action

Figure 151: The Trips page

3 records table

Actions on this page: Add Trip, Expenses, Documents

N =

. Choose Add Trip at the top right. The form opens in a panel.

. Complete the required fields: Purpose, Destination, Start Date, End Date.

3. Fill in anything else that applies: Description, Expected Outcomes, Select document file..., Advance

Amount.

4. Make the selections the form asks for: Employee.

5. Choose Save. The new record appears in the list.
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B X
Add New Trip
Employee *
Select Employee v
Purpose * E
Destination * i
u
Start Date 4
mm/dd/yyyy O
u
End Date * 1
mm/dd/yyyy B
Description u
1
p
Expected Outcomes
A
Documents U
Select document file... G Browse 1

Cancel Save

Approved

Figure 152: The Add Trip form
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20.6 Warnings

Formal disciplinary warnings, with a type, a severity and a status, so a documented history exists before
any termination decision.

[0 Dashboard > HRManagement > Warnings @ English 58 o Demo Payroll
) weaf -
arnings +  Add Warning

Platform
88 Dashboard Q Scaich Q Search [TV PerPage: 10 v
2, Staff > e
0 HRManagement - X X Improvement ’
# Employee Subject Type Severity Date Status w Documents Actions
Branches o
Departments -01- iew &
. 1 TarynVokman  Missed Deadiines performance il chasy ssusd Mo e ® Sk @
% Document
Designations
Document Types Ms. Karlee Excessive = 2026-05- View . .
Written Draf! M ® o -4
2 Goyette Absenteeiem attendance A 2 = o Document C k& @
Employees
Award Types 3 Frangis Kirlin Equipment Misuse safety Final 2025-11-12 Acknowledged No ;‘;:mm ® ok @
Awards
Inappropriate 2026-03- View <
Promoti " 5 8 Ik
romotions 4 TarynVolkman Boiis conduct Verbal = Expired Yas e ® Sk @
Performance >
Ms. Karl 2026-03- ew
Resignations 5 Gi *’:‘e Failure to Use PPE safety Final i Expired No aia TN ® o N A |
Terminations
. Productivity 2026-07- == View P
Warnings 6 Dr. Luther Pagac i performance Verbal iy ssued Yos e @ C k& @
Trips
. Productivity 2026-02- View =
Complaints 7 Mariela Batz o performance Verbal - Acknowledged Yes ot @ S kB8
Transfers po—
gt s : - -01- 2 View g0 A
Holidays 8  FrancisKirlin UnauthorizedLeave attendance Final b ssued No e ® S k@
Announcements
. Excessive s 2026-07- View -
et et ] Mariela Batz Absentesism attendance Written 02 Acknowledged No o @ k& &
Treining 2 2026-02- View
10 Taryn Volkman Equipment Misuse safety Verbal 28 Expired No Dot ® S k= &
2 Recruitment >

B Contract Management >

[ Document Management >

Figure 153: The Warnings page
1 page title - 2 primary action - 3 records table
Columns: #, Employee, Subject, Type, Severity, Date, Status, Improvement Plan, Documents, Actions
Actions on this page: Add Warning
1. Choose Add Warning at the top right. The form opens in a panel.
2. Complete the required fields: Subject, Warning Date.

3. Fill in anything else that applies: Description, Select document file..., Expiry Date, Has Improvement
Plan, Improvement Plan Goals, Improvement Plan Start Date, Improvement Plan End Date.

4. Make the selections the form asks for: Employee, Warning By, Warning Type, Severity.

5. Choose Save. The new record appears in the list.
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Employee *
Select Employee ~

Warning By *
Select Warning By v

Warning Type *
Select Warning Type v

Subject*
Severity *
Select Severity v

Warning Date *
mm/dd/yyyy O

Description

Documents

Select document file.. B Browss

-

Figure 154: The Add Warning form
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20.7 Complaints

Grievances raised by one person about another, with the type, subject and current status. The
complainant and the person complained about are both recorded.

m [0 Dashboard > HRMansgement > Complaints @ English 88 L DemoPayroll

2
%omplaints’ "+  Add Complaint
Platform

88 Dashboard G sawih m ¥ Filters PerPage: 10 v
2 staff > e

b HR Management v » i Assioried
# Complainant Against Type Subject Date Status o Documents Actions
Branches 2
Depsciments T M Lackof 2026 o
aryn lanagement ack of - Under B L -
1 3 View D ent @ c & 9
Designations Volkman Issues Support 0125 investigation :’:sbs kb i = @ B8 8
Document Types
Attendance Milo
Employees gy Tam W Kanes. Posay Policy - Dismissed Jacobs View Document ® s @ B 8
Volkman Goyette Violation 03-08
pvard Type Violation PhD
Awards Mr. Poor Milo
: Carii Workplace 2026- ~ TUPRPRE-
3 Mohammed Hygiene Dismissed Jacobs View Document @ cC & @ B 6
Promotions i - -
i Runolfsdottir  Conditions P 0520 i
Performance >
Mr. Milo
Resignations Dr. Luther Policy Misuse of 2025- Under I
Y Mohammed (W sl il i View Document ® c 2 @B ®
Terminations Wolf PhD
Warnings Milo
Carli Sexual 2025- R~
Trips 5 Runolfsdottiy  “ensen Mraz Harassment Heradiiert ! Resolved ;:cgbs View Document ® c & @ B8 8
Complaints
Milo
Transf Anonymous < < :
ki 6 = Harassment Biltylig L5 Submitted Jacobs View Document ® o 2 @ 8 @8
Anonymous Behavior 11-04
Holidays PhD
Announcements
Showing 1to 6 of 6 complaints Previous n Next
Asset Management >
Training >
& Recruitment >

B Contract Management >

0 Document Management >

Figure 155: The Complaints page

1 page title - 2 primary action - 3 records table

Columns: #, Complainant, Against, Type, Subject, Date, Status, Assigned To, Documents, Actions

Actions on this page: Add Complaint, View Document
1. Choose Add Complaint at the top right. The form opens in a panel.
2. Complete the required fields: Subject, Complaint Date.
3. Fill in anything else that applies: Against, Description, Select document file..., Submit Anonymously.
4. Make the selections the form asks for: Complainant, Complaint Type.

5. Choose Save. The new record appears in the list.
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Add New Complaint

Complainant *

Select Complainant v
ar
Against
Not Specified v
bt
Complaint Type *
Select Complaint Type ~
bt
Subject *
bt
Complaint Date *
mm/dd/yyyy O
Wbt
Description
Wbt
4
Documents
bt
Select document file... B Browse

Submit Anonymously
() Submit Anonymously

= -

Figure 156: The Add Complaint form
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20.8 Resignations

Employee-initiated departures: when notice was given, the last working day, the notice period served and
the stated reason.

Dashboard > HRManagement > Resignations @ English 58 fa) Demo Payroll

) weaf -
esignations "+ Add Resignation
Platform
88 Dashboard Q Search Q  Search W Filters PerPage: 10

2, Staff > e

ERHEN Sosey " # Employee Resignation Date Last Working Day Notice Period Reason Status Documents Actions

Branches
Departments 1 Mariela Batz 2026-04-30 2026-05-30 30 days Family Relocation Completed View Document @ c o8
Designations

2 Carli Runolfsdottir 2026-04-13 2026-06-12 60 days Health Issues Approved View Document @ oW
Document Types
Employees 3 Taryn Volkman 2026-03-19 2026-04-02 2 weeks Work-Life Balance Pending View Document ® o8
Award Types
Awards 4 Carli Runolfsdottir 2026-02-17 2026-03-19 1month Personal Reasons Pending View Document ® o o®
Promotions
fertormance » Showing 110 of & resignations ' Next
Resignations

Terminations
Warnings
Trips
Complaints
Transfers
Holidays
Announcements
AssetManagement »
Training >
2, Recruitment >
B Contract Management >

[ Document Management >

Figure 157: The Resignations page
1 page title - 2 primary action - 3 records table
Columns: #, Employee, Resignation Date, Last Working Day, Notice Period, Reason, Status, Documents, Actions
Actions on this page: Add Resignation
1. Choose Add Resignation at the top right. The form opens in a panel.
2. Complete the required fields: Resignation Date, Last Working Day.
3. Fill in anything else that applies: Notice Period, Reason, Description, Select document file....
4. Make the selections the form asks for: Employee.

5. Choose Save. The new record appears in the list.
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Add New Resignation

Employee *

Select Employee v

Resignation Date *

mm/dd/yyyy O

Last Working Day *

mm/dd/yyyy O

Notice Period
e.g.1month, 2 weeks

Reason

Description

Documents

Select document file... 4 Browse

Figure 158: The Add Resignation form
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20.9 Terminations

Company-initiated departures, recorded with their type, dates and reason. Kept separate from
resignations because the two need different handling and reporting.

Dashboard > HRManagement > Terminations @ English 58 fa) Demo Payroll
) weaf -
erminations '+ AddTermination

Platform
88 Dashboard

&, Staff > o

D HRManagement v

Q Search. Q Search V¥ Filters PerPage: 10 v

# Employee Type Termination Date Notice Date Reason Status Documents Actions
Branches

Departments 1 Taryn Volkman voluntary 2026-07-08 2026-05-09 Job Abandonment Completed View Document @ (o2
Designations

2 Ms. Karlee Goyette involuntary 2026-06-14 2026-05-31 Performance Issues Planned View Document @ o ®
Document Types

Employees
ad Showing 1to 2of 2 terminations Previous n Next
Award Types

Awards

Promotions

Performance >

Resignations

Terminations

Warnings

Trips

Complaints

Transfers

Holidays

Announcements

Asset Management >

Training >
2, Recruitment >
B Contract Management >

[ Document Management >

Figure 159: The Terminations page
1 page title - 2 primary action - 3 records table
Columns: #, Employee, Type, Termination Date, Notice Date, Reason, Status, Documents, Actions
Actions on this page: Add Termination
1. Choose Add Termination at the top right. The form opens in a panel.
2. Complete the required fields: Notice Date, Termination Date.
3. Fill in anything else that applies: Notice Period, Reason, Description, Select document file....
4. Make the selections the form asks for: Employee, Termination Type.

5. Choose Save. The new record appears in the list.
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Add New Termination

Employee *

Select Employee v

Termination Type *

Select Termination Type v B

Notice Date * e

mm/dd/yyyy O

Termination Date *

mm/dd/yyyy 8

Notice Period
eg.1month, 2 weeks

Reason

Description

Documents

Select document file, 3 Browse

Cancel Save

Figure 160: The Add Termination form
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20.10 Holidays

Company holidays. Because a holiday can be declared for particular branches, the same calendar serves a
company operating in more than one place.

[ Dashboard > HRManagement Holidays @ English 88 O Demo Payroll
m Weaf
olidays B Calendar View @ ExportPDF &  ExportiCal +  Add Holiday

Platform

88 Dashboard G sawih m ¥ Filters PerPage: 10 v
2 staff > e

@ HR Management ks # Holiday Name Date Category Branches Type Actions
Branches
Departments 1 Employee Appreciation Day 2026-05-10 Company Specific Main Office  +8more Recurring  HalfDay  Paid ® 8
Designations
2026-09-20

Document Types 2 Annual Team Outing 20 S Company Specific MainOffice  +8more Recurring  Paid ® e
Employees @day
Award Types

3 Company Foundation Day 2026-06-15 Company Specific MainOffice  +Bmore Recurring  Paid ® @
Awards
Promotions 4 Good Friday 2026-03-29 Religious Main Office  +8more Recurring  Paid ® &
Performance >

5 Christmas Day 2026-12-25 Religious MainOffice  +8more Recurring ~ Paid ® o]
Resignations
Terminations

6 Eid al-Fitr 2026-04-10 Religious MainOffice  +8more Recurring  Paid ® ®
Warnings
Trips 7 Holi 2026-03-25 Religious Main Office  +8more Recurring  Paid @ o]
Complaints

1 Re . “ rting  Pai S

Trarfors 8 Diwali 2026-11-01 eligious Main Office  +8more Recurring  Paid ® o]
Holidays )

9 Gandhi Jayanti 2026-10-02 National Main Office  +8more Recurring  Paid ® 1}
Announcements
Asset Management > 10 Independence Day 2026-08-15 National Main Office  +8 more Recurring  Paid ® o]
Training >

2 Recruitment > Showing 11010 of 12 holidays Previous n 2 Next

B Contract Management >

0 Document Management >

Figure 161: The Holidays page
1 page title - 2 primary action - 3 records table
Columns: #, Holiday Name, Date, Category, Branches, Type, Actions
Actions on this page: Calendar View, Export PDF, Export iCal, Add Holiday
1. Choose Add Holiday at the top right. The form opens in a panel.
2. Complete the required fields: Holiday Name, Start Date.

3. Fill in anything else that applies: End Date, Description, Paid Holiday, Half Day, Select Applicable
Branches.

4. Make the selections the form asks for: Category.

5. Choose Save. The new record appears in the list.
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Add New Holiday

Holiday Name *

Category *

Select Category ~

Start Date * o

mm/dd/yyyy O

End Date o1
mm/dd/yyyy 0

Description

Paid Holiday
@ Paid Holiday Tor

Half Day
() Half Day oot

Applicable Branches *

Select Applicable Branches

Cancal m

Figure 162: The Add Holiday form
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Notices published to a chosen audience for a date range, with optional attachments.

m Weaf

Platform

88 Dashboard

2 Staff

@ HRManagement
Branches
Departments
Designations
Document Types
Employees
Award Types
Awards
Promotions
Performance >
Resignations
Terminations
Warnings
Trips
Complaints
Transfers
Holidays
Announcements
Asset Management >
Training >

2, Recruitment

B Contract Management

3 Document Management

1 page title

[ Dashboard > HRManagement Announcements @ English 88 4 Demo Payroll
2
nnouncements @ Dashboard View l +  Add Announcement I
Q Search Q Search Y Filters PorPage: 10 v
O
i # Title Category Date Range Audience Attachments Actions
2026-01-01- 2026-01-
Welcome to New Financial Year 2026  Featured P
1 31 Company-wide ® I
High Priority News
Expired
i 2026-02-01 - 2026-02-
Updated Employee Handbook and Policies ~ Featured
2 Policy Updates 28 Company-wide ® &
High Priority
Expired
2026-03-01- 2026-04-
3 Annual iew Process  Hig! HR Updates 30 Company-wide ® @
Expired
2026-04-01-2026-05-
4 New i aunch Featured Benefits 31 Company-wide ® &
Expired
2026-05-15 - 2026-05-
1Departments
5 IT Department System Maintenance IT Updates 16 ® T -
- 1Branches
Expired
2026-06-01- 2026~
1Departments
6 Sales Team Quarterly Meeting  High Priority Events 06-15 ® @
S 18ranches
2026-07-01- 2026-12-
1Departments
7 HR Department Policy Training ~ Featured Training 3 ® T - |
Active 1Branches
>
> 2026-08-01-2026-08-
1Departments
8 Finance Dep: Audit d ig! y Finance 3 ® T {
> 1Branches
Active

Showing 1to 8 of 8 announcements

Figure 163: The Announcements page

2 primary action - 3 records table

Columns: #, Title, Category, Date Range, Audience, Attachments, Actions

Actions on this page: Dashboard View, Add Announcement

1. Choose Add Announcement at the top right. The form opens in a panel.

2. Complete the required fields: Title, Start Date.

3. Fill in anything else that applies: Short Description, End Date, Select attachment file..., Featured

Announcement, High Priority, Company-wide Announcement, Target Branches, Target Departments.

4. Make the selections the form asks for: Category.

5. Choose Save. The new record appears in the list.
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Title *

Category *
Selsct Category v

Short Description

Content *

B I 5

LT ¢

Start Date *
mm/dd/yyyy O

Eut s

-

reparation  High Priosity Finance el
Active.

Figure 164: The Add Announcement form
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Part V — Administration
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21. Administration
The remaining pages configure the system itself rather than the peopleinit.

A few administrative screens — currencies, and the custom pages behind the public site — are reserved
for the platform’s super administrator and are not reachable from a company account. They are named
here for completeness but are not documented, because a company administrator will never see them.

Pages in this chapter: Settings, Plans, Plan Requests, Plan Orders, Referral Program, Landing Page
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21.1 Settings

Company-wide configuration: company details, branding, localisation, email, and the security options that
apply to everyone who signs in.

@ Engish 8 0 DumoFapral
System Setting: 5
DefaultLangy - DateFeeren
8 eng md
e st
Befault Timezors
MT<300 Mrcaiamp
nnnnnnnn an
Brand Settings o
& = -
s o w e T

18 FuferralPragram Laga Dark

G Sattings [ Coweer
a Weaf

logolioge-dakpe; B Buwes X kgallogolighiprs B Buwse X

logotlodeonpng B Buwes X

Fuicen

009 W ComparyUgasds L5 Aights

Currency Settings

B SaveGhanges
USh 123456 e
— R
LIShUGX - Ugandan Shiling 248, 123456)
— S
e
B—
P
Comma (20856) «©
o -
P (5 sl

Figure 165: The Settings page
1 page title
Columns: #, IP Address, Actions

Actions on this page: System Settings, Brand Settings, Currency Settings, Email Settings, Working Days Settings, IP
Restriction Settings, Zekto Settings, Save Changes, Y-m-d (2025-01-01), H:i (13:30), Logos, Text, Theme, Browse,
Reset, USh UGX - Ugandan Shilling, 2 (e.g., 1234.56), $ 100, 100 S, Dot (123.45), Comma (123,45), Comma
(1,234.56), SMTP, TLS, Send Test Email, Add IP Address, Generate Token

1. Choose Add IP Address at the top right. The form opens in a panel.
2. Complete the required fields: IP Address.

3. Choose Save. The new record appears in the list.
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% Format Options

USh 1,234.56

Ugandan Shilling (UGX)

Default Currency

USh UGX - Ugandan Shilling

Symbol Position

$ 100 v

Thousands Separator

Comma (1,234.56)

Add Space

Space between amount and symbol

UGX Decimal Places

2 (e.g., 1234.56)

(@  Decimal Separator

100 $ Dot (12345) v

Show Decimals

Display decimal places in amounts

@«

Figure 166: The Add IP Address form
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21.2 Plans

The subscription tiers available to your company, and which one you are on.

[ Dashboard > Plan

mWOaf %@

@ English 88 L DemoPayroll

Platform
88 Dashboard
2\ staff
@ HRManagement
2\ Recruitment
Contract Management
[ Document Management
B Meetings
B Calendar
B Media Library
@ Leave Management
@ Attendance
@ Biometric Attendance
& Time Tracking
$ Payroll Management
«/> Developer
B Plans

Plans

Plan Requests

Plan Orders

€8 Referral Program

&8 Settings

1 page title

Choose Your Plan

Select the perfect plan for your business needs

Free

SO /monthly

Basic plan for small businesses just getting started

(©]
FEATURES
No features enabled yet
USAGE LIMITS
22 A5 8 1GB
USERS EMPLOYEES STORAGE

@® RequestPlan

Subscribe Now

Starter
825 jmonthy

Perfect for small businesses looking to grow their
online presence.

©
FEATURES
No features enabled yet.
USAGE LIMITS
2 10 2 25 e 5
USERS EMPLOYEES GB
STORAGE

4 Start7Day Trial

Subscribe Now

Figure 167: The Plans page

Monthly Yearly Save20%

#* Recommended

@ Current

Pro

$50 /monny

Ideal for growing businesses with multiple stores and
advanced needs.

% 14 days

(C]
FEATURES
@ Allntegration
USAGE LIMITS
2 50 2 100 a8 50
USERS EMPLOYEES GB
STORAGE

Actions on this page: Monthly, Yearly Save 20%, Request Plan, Subscribe Now, Start 7 Day Trial, Current Plan
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21.3 Plan Requests

Requests to change plan, and where each has got to.

m [0 Dashboard > Plans > PlanRequests @ English 88 O Demo Payroll
m| lan Requests
Platform
88 Dashboard Q Search, Q  Search YV Filters PerPage: 10 v
2, Staff >
@ HR Management ’ # Name Ermail Plan Name Plan Duration Status Requested At
&\ Recruitment >
B ContractManagement > No results found.

[ Document Management >

By Meetings >
Showing 0 to 0 of O plan requests Previous n Next

B Calendar

B3 Media Library
f@ Leave Management >
@ Attendance >

4 Biometric Attendance

& Time Tracking >
% Payroll Management >
<> Developer 5
5 Plans v

Plans

Plan Requests.

Plan Orders

8 Referral Program

@ Settings

Figure 168: The Plan Requests page
1 page title - 2 records table

Columns: #, Name, Email, Plan Name, Plan Duration, Status, Requested At
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21.4 Plan Orders

Completed plan purchases, with the order number, the price, any coupon and the date.

m [0 Dashboard > Plans > Plan Orders @ English 8 O DemoPayroll
m| lan Orders
Platform
88 Dashboard Q Search Q  Search W Filters PerPage: 10 v
2, Staff > a
0 HRManagement ’ # Order Number Order Date User Name Plan Name Original Price Coupon Code Discount Final Price Status
&, Recruitment >
B ContractManagement > No results found.
[ Document Management >
By Meetings >
Showing 0 to 0 of O plan orders Previous n Next
B Calendar

B3 Media Library
B Leave Management >
@ Attendance >

4 Biometric Attendance

& Time Tracking >
% Payroll Management >
<> Developer 5
5 Plans v

Plans

PlanRequests

Plan Orders

8 Referral Program

@ Settings

Figure 169: The Plan Orders page
1 page title - 2 records table

Columns: #, Order Number, Order Date, User Name, Plan Name, Original Price, Coupon Code, Discount, Final Price,
Status
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21.5 Referral Program

Your referral link and what it has earned, with each referral's amount, status and date.

[@ Dashboard > Referral Program @ English 88 4 Demo Payroll
) weaf o
1 eferral Programl
Platform
88 Dashboard L i Dashboard
2 Staff >
2. Referred Users
@ HR Management > Total Referrals Referred Users Total Earned Available Balance
$  PayoutRequests 2 2] % ]
2\ Recruitment > 0 i 0 % SO S0.00
Contract Management >
[0 Document Management >
£ Meetings > Your Referral Link Recent Referred Users View All

B3 Calendar =
gister?ref=9;
Media Library ) ’ g)‘
: en Jnup
B Leave Management > N rred users yet
@ Attendance >
@ Biometric Attendance
6 T Tk ; Payout Requests
$ Payroll Management >
4> Developer 5 Create Payout Request
6 Plans x You need at least S5000 to request a payout
€8 Referral Program
8 Settings
Your Payout Requests
l Amount Status Date

Figure 170: The Referral Program page
1 page title - 2 records table
Columns: Amount, Status, Date

Actions on this page: Dashboard, Payout Requests, Request Payout
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Where the public website is edited: the text, images, ordering and visibility of every section covered in

chapter 3.

m Weaf

Platform

88 Dashboard

2, Staff >
@ HRManagement >
&\ Recruitment >

@ ContractManagement >
[ Document Management >
B Meetings >
B Calendar

B Media Library

3 Leave Management >
@ Attendance >

@ Biometric Attendance

& Time Tracking >
$ Payroll Management >
<> Developer >
& Plans >

8 Referral Program

£ Settings

1 page title

[ Dashboard > Landing Page Settings

Qal nding Page Settingsl

Landing Page Settings
Customize your landing page content and appearance
order Advanced
T Company Information
Basic company details for your landing page
@ Company Name Contact Email
Wealtia info@weafcompanycom
Contact Phone Contact Address
4256756 508361 Ham Towers, Wandegeya, Kampala, Uganda
Theme Colors
Primary Color Secondary Color Accent Color
Bl #oorr [ #ifff [ wfreer

Figure 171: The Landing Page page

@ English 88 O DemoPayroll

Save Changes

@  Setup Progress

Completion 100%
——

@ Company Name
@ HeroTitle

@ Contact Email

f LivePreview
Section Preview

Select a section to se

@ Color Scheme

%, Contactinfo

info@weafcompany.com
+256 756 508361

Ham Towers, Wandegeya, Kampala,
Uganda

Actions on this page: Save Changes, Setup, Layout, Content, Social, Engagement, General, Order, Advanced
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22. Developer Tools

Weaf HR can be driven by other software. A token authenticates the other system, webhooks let it hear
about changes as they happen, and the reference documents every endpoint.

One rule governs all of it: a token can only ever see what the person who created it can see. Access is not
widened by automating it.

Pages in this chapter: APl Tokens, Webhooks, API Reference
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Tokens that let other software sign in as your company without a password. A token can only ever see

what the person who created it can see, and the token itself is shown once, at creation.

m Weaf

Platform

88 Dashboard

2 Staff

@ HRManagement

2 Recruitment

B Contract Management

0 Document Management

B Meetings

£ Calendar

Media Library

B Leave Management

® Attendance

@ Biometric Attendance

@ Time Tracking

$ Payroll Management

<> Developer
API Tokens
Webhooks
APIReference

B Plans

8 Referral Program

@ Settings

1 page title

@ APITokens
ql Pl Tokens

@ Documentation

Fullinteractive reference with every endpoint, and a machine-readable spec for generating a client

Open APl reference OpenAPI spec (JSON)

BASE URL

https: //weafpayroll.weafcompany .con/api/vi

EXAMPLE

curl -H "Authorization: Bearer YOUR_TOKEN" \
-H "Accept: application/json” \
https: payroll. 4/v1/empl

£ Createatoken

ck is enough — it wi

never expire, and be named after today

me it, set an expiry, o

> Or get a token from code

An unattended integration can sign in and issue its own token, without anyone opening this page.

curl -X POST https://weafpayroll.weafcompany. com/api/v1/auth/login \
-H "Content-Type: application/json” \

@ English 88 O DemoPayroll

a

Your tokens

NAME TOKEN ACCESS LAST USED EXPIRES

APl docs p_ardgea. Read only - 8/13/2026, 21316 AM ®
Public APl documentation (demo account) wp_demo Read & write 8/12/2026, 2:29:25 AM ever ®

Figure 172: The API Tokens page

2 records table

Columns: NAME, TOKEN, ACCESS, LAST USED, EXPIRES

Actions on this page: Open API reference, OpenAPI spec (JSON), Generate token

Note: The token is shown once, when it is created. If it is lost it cannot be recovered — issue a new one and delete the

old.
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22.2 Webhooks

Addresses the system calls when something happens, so another system can react without polling for

changes.

m Weaf

Platform

88 Dashboard

2, staff

@ HR Management

2, Recruitment

B Contract Management

[ Document Management

B Meetings

B Calendar

B Media Library

A Leave Management

@ Attendance

i Biometric Attendance

& Time Tracking

% Payroll Management

<> Developer
AP| Tokens
Webhcoks
APIReference

B Plans

8 Referral Program

8 Settings

1 page title

[ Webhooks @ English 8 0 DemoPayroll

QN ebhooksl

& Add an endpoint
We POST a signed JSON payload te your URL when the event happens. See the APl reference
Endpoint URL Event
https:/fexample.com/hooks/weaf employeecreated -
A new employee record was created

Description

Optional — what this endpoint is for
> Your endpoints

employee . created
R @) Tt © Secret @
https://exasple.com/webhaoks/new-user

Last dulivered,
3

New Appointment @ It © seret ©
https://exasple. con/webhooks/new-appointment
Last deiivered:

Figure 173: The Webhooks page

2 primary action

Actions on this page: Add endpoint, Test, Secret
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22.3 API Reference

The APl documentation, with every endpoint listed and a console for trying them. It is public — a
developer evaluating the platform can read it without an account.

Weaf Payroll AP| ™ @

Response format

Authentication

Keeping a token alive

Try it without signing up

ooy token for the demo company. 3 every exaele ek b e i Wi s iom ot compiny’s el da. Open any endpant, cress Try & out. then Exeeute

Scope

A note on employee ids

Pagination
Figure 174: The API Reference page

Actions on this page: GET /auth/token Check the current token, GET /employees List employees, GET
/employees/{id} Fetch one employee, GET /departments List departments, GET /designations List designations, GET
/branches List branches, GET /leave-types List leave types, GET /payroll-runs List payroll runs, GET /payslips List
payslips, Schemas
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Appendix
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A. Complete Page Index

Every page reached from the sidebar, with the module it belongs to and the number of records present on
the demonstration company at the time of capture. A count of zero means the page was empty, not that
it does not work.

Table 5: Complete index of application pages

Module Page ‘ Records Columns

Attendance Attendance Policies 3 7
Attendance Attendance Records 10 10
Attendance Attendance Regularizations 10 9
Attendance Shifts 3 10
Contract Management Contract Templates 5 9
Contract Management Contract Types 8 10
Contract Management Employee Contracts 9 8
Developer API| Reference 0 0
Developer API Tokens 2 5
Developer Webhooks 0 0
Document Management Acknowledgments 10 9
Document Management Document Categories 10 7
Document Management Document Templates 6 9
Document Management HR Documents 10 9
HR Management Announcements 8 7
HR Management Award Types 7 6
HR Management Awards 5 8
HR Management Branches 9 7
HR Management Complaints 6 10
HR Management Departments 10 7
HR Management Designations 10 7
HR Management Document Types 4 6
HR Management Employees 10 8
HR Management Holidays 10 7
HR Management Promotions 6 10
HR Management Resignations 4 9
HR Management Terminations 2 9
HR Management Transfers 5 9
HR Management Trips 8 10
HR Management Warnings 10 10
HR Management > Asset Management Asset Types 10 5
HR Management > Asset Management Assets 10 9
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‘ Module Page H Records Columns
HR Management > Asset Management Dashboard 0 0
HR Management > Asset Management Depreciation 10 7
HR Management > Performance Employee Goals 10 9
HR Management > Performance Employee Reviews 8 8
HR Management > Performance Goal Types 10 5
HR Management > Performance Indicator Categories 10 6
HR Management > Performance Indicators 10 8
HR Management > Performance Review Cycles 8 7
HR Management > Training Employee Trainings 10 11
HR Management > Training Training Programs 10 10
HR Management > Training Training Sessions 10 8
HR Management > Training Training Types 10 6
Landing Page Landing Page 0 0
Leave Management Leave Applications 10 9
Leave Management Leave Balances 10 10
Leave Management Leave Policies 10 9
Leave Management Leave Types 10 8
Meetings Action Items 10 7
Meetings Meeting Attendees 10 8
Meetings Meeting Minutes 10 8
Meetings Meeting Rooms 10 8
Meetings Meeting Types 10 7
Meetings Meetings 10 8
Payroll Management Employee Salaries 9 7
Payroll Management Payroll Runs 5 10
Payroll Management Payslips 1 9
Payroll Management Salary Advances 2 8
Payroll Management Salary Components 10 7
Plans Plan Orders 1 10
Plans Plan Requests 1 7
Plans Plans 0 0
Recruitment Candidate Assessments 10 8
Recruitment Candidate Onboarding 9 8
Recruitment Candidate Sources 10 6
Recruitment Candidates 10 10
Recruitment Checklist Items 10 6
Recruitment Custom Questions 1 5
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‘ Module Page H Records Columns
Recruitment Interview Feedback 10 8
Recruitment Interview Rounds 10 8
Recruitment Interview Types 10 6
Recruitment Interviews 10 9
Recruitment Job Categories 10 6
Recruitment Job Locations 8 7
Recruitment Job Postings 10 11
Recruitment Job Types 8 6
Recruitment Offer Templates 6 7
Recruitment Offers 10 8
Recruitment Onboarding Checklists 8 6
Staff Roles 3 6
Staff Users 3 5
Time Tracking Time Entries 10 9
— Biometric Attendance 0 0
— Calendar 7 8
— Dashboard 0 0
— Media Library 0 0
- Referral Program 0 3
— Settings 1 3
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