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o Page Navigation

WorkDo! This document will guide you through the steps in setting up the HR tool

using the web interface. We will begin with the basic page navigation!
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i Expand/Close

1 Workplaces

2 Main Menu a.

3  Level Options

4 Sub-Menu
5 Do Button

6 Create Button

Expand or close general navigation areas, a button panel

will appear when the navigation area is closed.

Join/Create Workplaces.

Switch between workplaces/My Upcoming/My Shelf and

Workplace Settings: The main workplace functions.

b. Group/Buddy list: Your list of groups and buddies.

c. Dashboard: Your personalized shortcuts.

d. Chatrooms: All the chatrooms you are in.

e. Notifications: All notifications related to you.

respect to your level and your role.

Displays 2, 3, and 5 functions respectively.

All the tools you can use in the workplace.

Create new items.

The tools, functions, and options are available with
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Copyright©BuddyDo Inc.

1



7 Main Page The main working area, it displays contents from 1-6.
g8  SearchBar Use the search bar for keyword search.
9 My Settings User’ s personal settings such as preferences, account

management and password.
10 Connection Your connection status.

Check Image I-1 to quickly start navigating WorkDo!

Log In
+ Default is the last workplace you
logged out of.

Dashboard
« Click 2° to quickly verify all things

that concern you.

Workplaces: Switch / Create / Join

+ Click 1 to show the workplace list.

« Click 5 to show all tools you can use
in this workplace.

« Click 2% to create groups and add

Groups & Buddies buddies.

- Click 2° to switch groups or buddies.
« Click the Do buttons for available

tools to collaborate.
View/Create/Edit

« Click 6 to create new posts or items.

+ Detailed content is displayed in 7.

+ Click i to expand main page.
Notifications

« Click 2° to view notifications.

Chatrooms
« Click 2° to display all chatrooms.

« Select a chatroom to send

messages.

A Image I-1. Quick Start

WorkDo
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o Advanced Tools

WorkDo has many tools for different levels within a workplace; this means workplaces,

groups, and buddies all have a specific Do button and a set of tools to use. Please see

Table lI-1 for available tools at each level.

Advanced tools such as Expenses, Leave, Leave Pro, Attendance, and Approvals

depend on the HR tool. The HR tool is activated once you have created a workplace.

Then you need to manually enable the advanced tool based on your company's needs,

which means the HR tool needs to stay activated for the other advanced tools to

function correctly.

Workplace

Payroll

Attendance

Check In

Leave

Leave Pro

Shift

Overtime

Timesheet

Expenses

Approvals

Conf. Rm

CRM

Cashbook

v Table II-1. WorkDo Advanced Tools

Buddy Dependency
ko
o
x o wm |
xR
xR
____;(_________________..___|;_R_ ______________
"""""" HRrequired for clock |
eut |
X HR
s HR |
s R
s HR ;
B
____________________________________________ {.
X |
e

WorkDo
Copyright©BuddyDo Inc.

3



Tool Workplace Group Buddy Dependency

__________________________________________________________________ |
Phonebook [ [ o i

We Buy L o X i

IOU S o X

(D HR Tool: The Pillar of WorkDo

The HR tool is the cornerstone of WorkDo and is integral to all the advanced tools. The
HR settings are the basis of all other tools. So, a well-maintained HR tool will offer a

user-friendly experience for your entire team.

Vv Table lll-1. Key HR Settings and Functions

HR Setting Function (* Must be filled)

ir*System Settings Clock rule for new employees, request workflow, etc. i
i-*Work Hours Set fixed work hours; it affects how lateness and total work hours are E
I aleulated. |
ir*Departments The default request workflow is handled by the department managers, i
. but details and exceptions can be made in employees’ profiles. |
ir*Emponment It affects employees’ eligibility for using some features and receiving E
Types cettainleaves. |

*HR Calendar Set workplace calendars for calculating employee attendance.

Management

*Employee Profiles It contains detailed employee information and important settings that

affect how tools are being used by each employee.

i Approver Set designated approvers for request sign-off. i
i Assignment i
ErShift Schedules The equivalent of the HR Calendar for employees who work on Shift i
i Schedules. i

WorkDo
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HR Setting Function (* Must be filled)

T T T T T T T T T T T e e e e e e mmmmmmmmm— 1

i Shift Manager Shift Managers are responsible for signing off requests for employees i

i_Assignment who work on Shift Schedules. i
Projects A setting designed for the Timesheet tool for employees to report

project work hours.

The table below shows each tool" s correlation to the HR settings.

¥ Table Ill1-2. HR Tool

*System
. X o X o o o o X o o
Settings
Vo T T T T T T T T T T T T T T T T T T T I
i *Work Hours X o X X o X o X X X i
*Departments  x [ o [ o [ o X o [
Iv- ————————————————————————————————————————————————————————————————————————— -|I
I *Employment I
| X X X X o X o X X X |
L |
*HR Calendar
X o X X o X o X X X
Management
r T T T I
| *Employee |
i . [ [ [ o o o o o o [ i
i Profiles I
o e e s e e e S e — — —————————— — ————————— —————— —————————————————— —— ————— — — — — — -
Deput
p' Y X X X o o X X X X X
Assignment
Ir ------------------------------------------------------------------------- TI
Approver
| p|C.> X X X X X X X X o o |
I Assignment I
e — -
Shift
X o X X X o X X X X
Schedules
5 =
| Shift |
I I
| Manager X [ X X X [ X X X X |
| Assignment |
Projects X X X X X X X [ X X -‘
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@ Set Up

This section will guide you on how to set up the HR tool. The process includes three

stages and requires a member with the HR Staff tool role. Now let" s begin, shall we?

[I Activate ﬁ' Setting °Start

Tool Activation HR Settings Start
Set workplace admins System Settings Set shift schedules
Activate HR Work Hours Set projects
Set HR tool roles Departments
Employment Types More tutorials
HR Calendar Management coming soon!

Employee Profiles

A Image IV-1. Setup Process

Each step of the setup requires you to manage different data. Please follow Table V-1

for details.

V¥ Table IV-1. Required Data

i Set tool roles
I
|

| HR setup

Activate HR v By workplace i

Select tool admins admins. |
"HRsetup v | Departments (Incl. Managers) - v ByHRStaffofthe |
Set up Employment Type, Dept., On HR tool i

Board Date, Work Hours, Dotted-Line i

________________ Manager and Deputy of eachemployee. .~~~

———————-

WorkDo
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STEP 1 .Tool Activation

WorkDo has two types of admins that help your workplace manage and control

information access, they are workplace admins and tool admins, as seen in Table Step

1-1.

Workplace admins include the owner and multiple admins who can adjust workplace

settings. Normally, the workplace admins are the management of IT employees. The

tool admins control the tool settings and data. The tool activation is done by the

workplace admins, and different tools could have different tool admins.

¥ Table STEP 1-1. Admin Authorities

I Delete workplace

| Maintain workplace settings

| Activate workplace tools

| Change tool roles

| Maintain basic tool settings

T e e e S S S S i ——— — —

i S

WorkDo
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a.Assign Workplace Admins

Based on the Page Navigation, you can

verify your

following the steps below.

@ Ann
@ @ totes

oo
o8 @ Tasks
3:[ Incomplete 1 (G 1)

@ Events > 2 1

Going 1

&
®

2
ﬂ O Links

Albums

Files

Polls

1 Q
o

ASSigried To Me 1

0 Leave Overview

—

o
o

WorkDo (BuddyDo) W
# WorkDo Deme Inc. lll
X service@buddydo.com

Rick Shao W
@ WorkDo Demo Inc. Il

@ 2 rickshao@buddydo.com
Eron Yang W
i WorkDo Demo Inc._ Il
X eronyang@buddydo com

Aamina Bint Cumar
§ WorkDo Demo Inc. Il

1 Click on the Roster to view all workplace admins.

2 The Workplace Owner is marked with a red crown while

the workplace admins are marked with a blue crown.

Owner and admins can skip to Step 1-b Tool Box.

3  Click Close to return to the Dashboard Wall.

According to Table Step 1-1, workplace admins are an integral role in maintaining all

the settings in the workplace. If necessary, you will need to ask the owner or an admin

to assign you the workplace admin role.

‘Workplace Binding

Workplace QR Code

e

Workplece Settings  [5Y)
("—) Third Party Meeting Link
8 Manage Workplace
&:!b "' Manage Admin

&
Tool Box

Members (144)

Buddy

Add Buddy
Block & Remove

Add Buddy
1 » Click the gearicon for the

Workplace Settings.
2 » Manage Admin.

WorkDo
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Manage Admin X
Admins can manage information, d —_
member authority, notification settings Re C rOW n - OW n e r'
and tool authority. Owners have all the

admin authorities and can choose to B | ue crown = a d m i n.

delete workplace.

@ » AddAdmin.

‘ Add Admin
1 J)

» Click Done to finish.

» New admins will see the

new options available once

STE
'

» Member select. H
B

(&

2

d

they refresh the browser.

b
C
d
b.Tool Box
e
Congrats on becoming an admin, you can now go to Tool Box in workplace settings to
: . f
activate or manage tools and to manage members’  tool roles, simply follow the
steps below. g
V.

WorkDo .
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«|  Workplace Profile

@ Workplace Binding
@. Workplace QR Code 1 > CliCk the gear iCOﬂ for the

& T Workplace Settings.

@ Third Party Meeting Link

Manage Workplace

D

Manage Admin 2 » Click Tool Box.

Tool Box

Workplace Notifications

% © 8

Member Join Log

STEP
Workplace Statistics
Robot n

e —, 2 Default is set to the
R Activated tool tab.

= 3 » Click the Advanced tool
tab to activate tools.

4» > Click Manage to assign

tool roles.

c.Set Up Tool Roles

Many advanced tools require some members to take on the administrator role to
manage access to sensitive workplace information.

Please read the description of the roles for each tool carefully when assigning tool V.

roles to each member within the workplace.

The HR tool roles are listed below.
® No Role: The HR tool is unavailable to these employees.
® Employee: These employees can view their HR information.
® HR Viewer: These employees can view all workplace members’ HR
information without the ability to edit it.
® HR Staff. The HR Staff can view and edit all workplace members’" HR

WorkDo
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information.

The workplace admins are HR Staff by default. Once HR is activated, the new members

will automatically inherit the Employee role. Please ask the workplace admins to

change your tool role to HR Staff so you can begin setting up HR.

Additionally, managers and dotted-line managers are responsible for signing off on

various requests. They also have the authority to view the department records as seen

in Step 2-b Departments and Step 2-f Manage Employee Profiles.

Tool Box Previous

Payrall
(3) Toe Py ool s rarchs sy s Th HA s can g th srployes e iomatian, set P s v nfcaticrs, Afer pays ars e ol spcyoes il be ot ()
o view et paysips.
-
Marage Al Marber Roles
Moriage Poles b
- Y
.

\igw personal payslp and past paysip recorcs.

HR Staff

Manage and corigure mployes inooms data and esculatons and serd paysips.

HR Viewer
Same authorty a5 the HR S bus cannot configee setings.

Mo Role
Nt able I apoess tis oo

Tool Box

Manage All Member Roles

@ WorkDo-Eron
@ WarkDo - Rick

@ WorkDo
Q ore

Following step 4, click
Manage button to see tool
Role and role info.

» Change tool roles.

a. Click Manage All
Membeccr Roles.

b. Click Employee.

» Enter member display
name in the search bar.

» Choose a role in the drop

down menu.

» Press X to close the

window.

STEP

WorkDo
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ToolBox . » Confirm member count s

Payroll —
m The Payrol teel hetps handle empicyes pays. The HA staff can menage the employes income imormation, set income ems and notifeations, After pays ane doled out, empioyees c I
10 view thelr payslips, ——

correct, click to for list view.

Marags B .
i ~ (b » The blue switch means

lew parsona ayslp and pastpaysip recorss.

the tool is activated; toggle

HR Staft
Marage ard configus emploges ncom cata and cacuiaions and seed paysips.

the button to deactivate
(grey).

|
|
1
HR Viewer
‘Same autherty a3 the KR Staf but cannot configure setings. [
|
|

Mo Role
M sl to acosst tis tool

Workplace Tools

» Click the Do button to

Select a tool to use in this workplace

open up the workplace tool

STE
box. u
d

» Click HR.

o Workplaca Toolbox

b
(&
Following the same steps above, you could also :
set up the tool roles of Attendance, Overtime,
Leave, Leave Pro, Approvals, and Expenses. e
f
g
STEP 2.HR Set Up )

Congrats on being an HR Staffl Now you may begin configuring the HR tool settings
listed below. The HR tool is integral to many advanced tools; once familiar with the
settings, you can customize the digital workplace to reflect how your team operates
daily.

WorkDo .
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V¥ Table STEP 2-1. HR Tool Setting Categories

Category Setting Description
i-User—Defined ® Companies These are all -i
i ® Branches user-defined settings; i
® Job Titles most are optional
' ® Job Types except for the '
, ® Employment Types Employment Types. i
® Social Media STEP
|Essentials  ® System Settings These settingsare | n
| ® Work Hours (Clock Time Settings) essential and affect how |
i ® 3;p§r;fmzntsl\(/lcompany Strt:)ct;r.e) other advanced tools i
I ° i
| roicays mekevpwonkdary |
e © Employeeprofiles ]
| Shortcuts 1. Shift Schedules (Linked to Shift and Settings 2, 3,4,and 6 |
i Attendance) can also be found i
i 2. Deputy Assighment (Lin|'<ed to Leave Pro)  within the Employee i a
: 3. Approver Assignment (Linked to Expenses  profiles. : )
i and Approvals) i
| 4. Shift Manager Assignment (Linked to Shift | c
i and Attendance) i
| 5. Projects (Linked to Timesheet) | :
i 6. FaceDo Facial Recognition Photo Library i -
S Ginked Attendance) -
Please follow Steps 2-a to 2-g to set up your workplace settings. There are two g

methods to set up the HR tool depending on how the employees join the workplace,

and we will leave that decision to you! Y
® Batch import employee profiles and then invite employees: STEP 2-f
A recommended method when you’ d like to invite many employees at once.
® Invite employees and then edit their profiles: STEP 2-g individually
When an employee joins the workplace, an employee profile is created, which
can be edited by the HR Staff.
WorkDo 13
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STEP 2
Setup
Process

a. System Settings
Affect many advanced tools and the overall

workplace setting.

b. Work Hours
Affect how work hours are calculated.

c. Departments

Set how request workflow works.

d. Employment Types
Affect the employee eligibility in Leave Pro &

Overtime.

e. HR Calendar Management
Determine workdays, public holidays, etc.

f. Import Employee Profiles

Batch-invite employees to the workplace.

g. Employee Profiles
Automatically created when employees join.
Affect how most advanced tools are used.

A Image STEP 2-2. HR Setup Process

a.System Settings

Tool Role O Employee O Manager Interface ® Web
® HRStaff ® HR Viewer O App
Data Attendance, Leave, Leave Pro, Overtime, Expenses & Approvals

wn
_|
o

WorkDo
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Integration
Requirement ® Mandatory O Optional

1. HR: Notification Settings.
Key Settings > Attendance: Determine whether new employees are required to
clock in/out.

3. Approvals: Determine the request workflow (Image 2-a).

STEP
@ cccrrererircircianans @ crercecctcrirticccnrans @ cccrccctrictiactttatsctctscttansene > n
Employees First-line Managers  Escalate - second, third-line managers
Employee Profiles System Settings
Employee A Employee Profile of A System Settings: Upper Management
First-line Manager Upper management for approval
Dotted-line Manager or
System Settings: First-line Manager
Employee Profile of A
A Image STEP 2-a. Approval Escalation Rule b
.
Field Description Note
o~ T T T T T T T T T T T T T T T T T T T T T T T I !
i Attendance > The default is set to Yes, and it is not Please refer to the i ;
| New Members retroactive. Attendance Tool Manual | &
I I
| Required to Clock? e Yes: Newly onboarded employees for detailed setting |
i need to clock in/out. instructions. i [
i e No: Newly onboarded employees do i g
| not need to clock in/out. I
b e 4
| Approvals > Determines the approval workflow of all Refer to Image STEP |
| |
I Approval the request forms. 2-a. |
| . |
| Escalation Rule e Escalate to the next department :
i supervisor in the hierarchy. i
L e Escalate to employee’ s supervisor. _!
I Notification The default is set to No. e Email and system |
i Settings > e Yes: Set advanced notices (Days) for notifications. }
| |
LProbation, contract the HR Staff and the employees. e Contracts and i
WorkDo 15
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Field Description Note
Lo m N Aduacad b e e ot o G4 A i
1 & agreement e No: Advanced notices are not required. agreements are set |
| I
i expiration in the Employee i
| notifications Profiles. |
T T T T T T T T T e T T T o s .
I Employee Info e HR Staff and HR Viewers: Viewable The employee info is :
I . . . . ]
I Display Rules > only to members of either of the two viewable in Workplace :
| Personal emails, roles. > Roster and HR > |
| ]
| mobile numbers, e No one: Not viewable to anyone. Colleagues. |
I ) I
| personal numbers. e All members: Viewable to all workplace |
| ]
I members. I
e e e e e e e et e e e e e et et e e e e e e e e e et e et e e e e e e e e e e e e e e J
HR AE } . .
s 1 Click System Settings.
FHEne = - 2 ) y
| wemmsmne = -
- 2 Verify whether the default
| tesmenn mErEEnEE . .
) I settings are applicable.
: | rensmznesEmn 2/ =
° | emmmnnEs 2/ 2 . .
: g I HMEENESEXNENAE? 3 ‘§ C||Ck the Edlt button the
° e | =rummszsEnsT? .
:iw | BHRTENMNEENREEN 2/ = Change the Settlngs
= BT EMMTRE
| zrwemras FEmE
| susemrne FEmE
| esmzmrus FREA
; - 3iexm
B 1 FRq '
4
| #immsmsmin+ - . o
- 4 Click Save to finish.
|- tmmsmn [ e rmmmze
ERCEIE:
| zesaemmm s s
| srmmmsmmimn n/m
| mmsimse w2 3
| sremsimssrmmm e
I 45 T e s A AT B2 R iR/
B BT &EMAmRE
| w7 memmwne [ama
| =usmmmee [amm
| exmmmrwe ) 5 AR
T @mn | | <
WorkDo
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b.Work Hours

WorkDo offers two types of work schedules, fixed work hours for your full-time

employees and shift schedules for your shift employees.

e Fixed Work Hours: Fixed work hours are for employees who work on a fixed

schedule. They clock in/out based on the set times and can apply for leaves and
STEP

overtime work.

o Shift Schedule: Shift schedules are for rotating shift employees. The shift schedules
are set in either the HR or the Shift tool, and you can refer to Step 3-a for details.

Fixed Work Hours :
- -~ Attendance Clock in/out, lateness
:' ® Set multiple fixed work \: E
! hours. i Leave Pro Apply leaves on workdays
' @ Each set contains its :
i own workdays and i
| | Overtime Apply for overtime work
X non-workdays. [
Tool Role O Employee O Manager Interface ® Web
® HRStaff ® HR Viewer ® App
Data Attendance, Leave Pro, Overtime
Integration
Requirement ® Mandatory O Optional v
1. When the HR tool is activated, so do the default work hours. The
work hours can be edited but not deleted.
2. The HR Staff can set multiple work hours for different types of
Key Settings employees. '
Set breaks for employees; break time does not count toward the
total work hours.
4. Set flexible work time when the Attendance tool is enabled.
WorkDo
17
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5.

i 15 Shift

1%t Shift Hours

15t Break Time

2" Shift Hours

5 e [ e

i 2" Break Time

Each employee must fit with a set of work hours to calculate their

total work hours.

Description

® Enter the shift start and end time. The
time affects the clock in time and the
total work hours.

® The 1°' shift end time can be early or
equal to the 2" shift start time. If it is
earlier than the 2nd shift start time,
the time between the two shifts is
considered the break time.

® Optional
Breaks do not count toward the total

work hours.

® Enter the shift start and end time. The
time affects the clock in time and the
total work hours.

® The 2" shift start time can be equal
or later than the 1% shift end time. If it
is later than the 1 shift end time, the
time between the two shifts is
considered the break time.

® Optional
® Breaks do not count toward the total

work hours.

Break time must fall
within the shift hours.

The daily total work
hours can be the

WorkDo
Copyright©BuddyDo Inc.
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Field Description Note

daily limit for the i
Timesheet tool if you |
1
1
1

|
|
|
|
)
: wish.
TR T g
i Workdays Set weekly workdays and day offs. i
I ® Workdays determine how work hours :
i are calculated and when to clock i
: in/out. ! STEP
I o I
i ® Day offs and rest days will integrate i n
: with the Overtime and Payroll tools in |
I the future. I
o e e e e e e e e e e e e e e e e e e e e e e e e e e -
i Clock Time i
| Settings |
I e e e e e e e e e e e e e e e e e e e -
i Clock Frequency Select an applicable option. i
A
| Earliest Clock In The earliest time that employees can start |
' Time clocking in for the day. _E
| Flexible Work Clocking in after this time will be marked :
| Start Time as late. :
e e e e o e 4
i Flexible Work Clocking out before this time will be i c
| End Time marked as early leave. | )
e - .
| Latest Clock Out The latest time that employees can clock |
| |
I Time out for the day. | .
A
i Department / ® Select applicable departments or i f
| Employee employees that use this set of work :
] hours I v
e e e e e e e e e e e e e e e e e e e e e e e e o o e o e e e e e e e e e e o o o o e o o o e e o e e e e e e e -1
V.

e Workplace that only uses one set of work hours

When HR is enabled, the default work hours apply to all employees. You can

modify the time, but you cannot rename or delete it. Follow the steps listed to

change the work hours.

WorkDo 19
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@ WorkDo Demo Inc Search workplaces, groups and buddies

‘ .L‘:"-;.Wort[)o

B O w HR Stalf @ .
e wall Chat Ann. Notes Tasks Evenis  Albums Files Links: Polls HR  Aitenda Shift Leave Leave Pro Expenses Approvals
My
@ Help
898 o Profie Work Hours
© My Team(s)
. o Colleagues Enter Edit Time(From) [@ ~ | Enter Edit Time(To) B Q ®
© HR Calendar
®
@ Company Info N Total Records : 1 20 w~ Records/Page
© HR Calendar Management = Wark Hours Set Name.. .. .1st Shift Name._ Shift Hours. .. 20d Shift Name .. .. 20d.Shift Hours . . Tatal Wark Hours Pec.Day... .
@ 0 Companies s | | Default Work Time Morning Shift 09:00 ~ 13:00 Afternoon Shift 14:00 ~ 17:00 I7
© Branches J
— - e - o e o . E O S EE S S S S S S S M S S S S S e S mEe S Ee me mee e -
@=D eparinrents=— |
a ® Work Hours
o Jos Tites —
._Q; © Job Types
© Employment Types
Edit Work Hours
Work Hours
——— . - R . - T —— i T ~
2 S
I = Work Hours Set Name { | Default Work Time]| |
|
I * 1st Shift Name | l Morning Shift 1 | - ]
|
| - 15t shitt Hours ;L0 00 |~ 13 00 I
|
I * 2nd Shift Name | l Afternoon Shift | | -3 ]
I
I * 2nd Shift Hours I 14 0o |~ 17 00 I
|
| Work Days o\ Monday Tuesday [Fd Wednesday Thursday Friday (] Saturday () Sunday /
N e e e e e e e e e e e e e e e e e e e e e = = = -
Clock Time Settings
. R \
I * Clock Frequency I [ Clock In/Out | | T ]
= Earliest Clock In Time | o7 00 :
a
I |
* Flexible Work Start Time 09 00 |
I
* Flexible Work End Time 16 0o :
d
|
* The Latest Clock Out 23 59 |
Time [ I 4
Department  Employee
Name
r . Administration
I Demo Company
i
I Executive
| Human Resources
1 Marketing
1
I Public Relations
| Research & Development
— —
re . T T e s ———= A A
| [T [ r— I® Reset € Cancel
e e e ———————— D S ~
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Edit Work Hours

1  Click Work Hours.
2  Click for detailed view
3  Click the Edit icon.

4 Inputthe required work hours information.

STEP
5 Input the Clock Time Settings for employees who are n
required to clock in/out.
6  Click Save to finish.
Applicable Departments/Employees
7 Resume from Step 4 and select employees or departments E
that will use this work time.
e Select applicable employees and departments then
click the Save button to finish.
e C(lick the Trash Can icon to remove employees and
departments.
o Workplace that uses multiple sets of work hours
Follow the steps below if your workplace requires multiple work hours for different
departments or employees.
New Work Hours
| wo
2 a[ale
ee] 1 » Click Work Hours. V.
2 » Click Create.
WorkDo
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Create Work Hours 4B . . o o o o o e e e e
N
| - WorcHours SetNa \

|=1slshiﬁName 1" [Moring svit ‘ » Enter Work hours.
|=1slshiﬁHnurs : W oW B0

|- 2nd stikMame || Afemoon st

I*ZnﬂShiltHnnrs N

1 !
I Work Days @ Monday Tuesday Wednesday Thursday Friday () Saturday [] Slmday/
— e

——————————————— @ » Click save to complete.
+ Save OLT

Continue if the Attendance

1]
—
m
el

Work Hours .
tool has been activated,

Enter Edit Time(From) [E| ~ | Enter Edit Time(To) B a @

else, skip to Step 2-c.

Total Records : 2

Work Hours Set Name 1st Shift Name 1st Shift Hours 2nd Shift Name

._/ Default Work Time Morning Shift 09:00 ~ 13:00 Aftemoon Shit ‘ » Edit Clock Time Settings
—
!IEI Night Shift Night Shift 18:00 ~22:00 Morning Shift a. Clle the Edlt

button.
b. Fill out the clock

‘ times.

c. Click Save to finish.

Edit Work Hours

Work Hours

B > . —

| * Work Hours Set Name [ Dsfault Work Time| ]

| * st Shift Name [ Moming s I
| - 15t st Hours 09 - 00 - 13 - 00
| - 2nd shitt Name [ Atternoon shift ) 8
| - 2nd shitt Hours 4 00 - 17 00
| workays © @ Mondey [ Tuesday € Wednesdey [ Thursdey [ Friday () Saturday () Sunday
Clock Time Settings d
o — -~
. | - clock Frequency Clock In/Out |8
| * EarliestClockInTime | 07 : 00
(]
e

\
1
| * Flexible Work Start Time | 09 00 |
1
1

(]
* Flexible Work End Time | 16 - 00
o f
| = The Latest Clock Out 23 5| [/
e — — — — —

Department  Employee

Marketing
Public Relations

Research & Development

- o
[ setect Employees || Select Departments | v Save JECT YRR Y-20N
==

WorkDo .
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c.Departments

Tool Role O Employee O Manager Interface ® Web
® HRStaff @® HR Viewer ® App (Partial)
Data Attendance, Check In, Leave, Leave Pro, Shift, Overtime, Expenses,

Integration Approvals

Requirement ® Mandatory O Optional

STEP
Set company hierarchy and request workflow. n
Key Settings 1. Edit using department chart, list, and hierarchy.

2. Create and edit departments and company structure.

3. Edit department information.

1. Create new departments, structure updates, and manager

Timings changes.
2. Specify fixed work hours for the department and the leave type
eligibility of the department employees.
M)f 2
I DepartmenlChart Department List Department
© Profile
) Department Chart Management
© My Team(s)
© Colleagues a Enter Department Name/ID Please Choose Managsr v | - Q ®
© HR Calendar
Company Info 2
(=] Demo o)
© HR Calendar Management \’I’i."; Company
© Companies ‘3b‘ [Delores]
O Branches
vy O Departments
O Work Hours
© Job Titles
© Job Types \/
© Employment Types
WorkDo
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Create Department

P

I Parent Department [

I = Department Name

I Manager [

o o - = —

© Profile

O My Team(s)

O Colleagues

© HR Calendar

©

Wall

Chat

®

Ann.

Notes

Tasks

Evenis  Albums Files Links

Department Chart Department List Department

Company Info >

Department Chart Management
© HR Calendar Management

Polls HR  Altenda... Shift Leave Lel

O Companies

Enter Department Name/ID

Please Choose Manager

O Branches
O Departments
© Work Hours
© Job Titles
O Job Types

© Social Media

Employes

O Profiles

© Education

© Employment Types
o Deputy Assignment

*. O Approver Assignment
O System Settings

O Advanced Search
O Profile Edit Request

© Wark Fxnerience

~
"

Demo
Company
[Delores]

Marketing {F
3% )
[Rick]

Executive {]
B
[Delores]

Research & =
Developme
nt (RD)
[Eron]

u

= Public o
Relations

S (PR)
[Rick]

Administrat
&L ion (aD)
[Joyce]

Human
® e
[Wayre]

Resources

T o e e o o o —

Click Departments.

Click the Department Chart tab.

Choose a or b.
a. Click the +Create button.
b. Click the + button ™ to add a child department.

Fill out the departmentinformation (* Must be filled).
Click Save to finish.

Return to the last page to verify the settings.

For Step 3b, the parent department is the department you click the + button.

WorkDo
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When setting up your organizational structure, the
Manager drop-down box is optional. However, once you
enable tools like Approvals and Expenses that require
managers to sign off on employee requests, you must
declare a manager for each department.

STEP

d.Employment Types

Employment Types are essential in the Employee Profiles. They affect what kind of

leaves the employees are entitled to in Leave Pro and whether they are allowed to

Tool Role

apply for overtime compensations in Overtime. E
O Employee O Manager Interface ® Web
® HR Staff ® HR Viewer O App

Data
Integration

Requirement

Key Settings

Timing

Leave Pro, Overtime

® Mandatory O Optional

1. There are three default employment types, and the HR Staff can
adjust them to fit the workplace accordingly.

2. Activate, deactivate, or create new employment types; the
changes are retroactively updated in the employee profiles.
3. Easily verify employees with each employment type. v

Change employees’ employment types.

WorkDo
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© HR Calendar
Company Info

0 HR Calendar Management

Employment Type

Enter Employment Type

Please Choose Status

m Activate Deactivate

0 Companies
0 Branches Total Records : 4 (0 record(s) wers selected )
O Departments Employment Type Description
0 Work Hours Py | Full-Time
0 Job Titles I .
o | ¢ IPart-Tlme
Employment Types | | # _ Contractor
T P!
: r | Intern
0 Deputy Assignment ) U
O Approver Assignment
O System Seftings
Create Employment Typfgl, — — = = = = = = = = = = — -
1
I * Employment Type ‘ Intern| :
: |
I Description | I
|
I
|
I
: |
\ /
I Employee Count Pmmm == -
I* Status @ Active (O Inactive
g
i ¥ Save RIOLTE:
| gpep——
Employment Type
Enter Employment Type lPIeaseChooseSlatus |'] Q @
)
lActivale Deactivate
=JotekResorde= 4 (0 record(s) were selected )
Employment Type Description
#  Full-Time
#  Part-Time
#  Contractor
#  Intern
Create Employment Ty e .
\
I * Employment Type | | Intern| ]\
I 1
I Description | |
I I
I I
I I
| |
I Employee Count I 0 I
s \ o Ac i /
tatus @ Active () Inactive P

|

4

Edit Employment Types

» Click Employment Types.

» Click the Edit icon to
change the Employment
Types.

» Fill out the description for
an employment type if

necessary.

» Click Save to finish.

Create New Employment Types

» Click + Create to create
more employment types.

» Enter the information and
set the Status to Active.

7 » Click Save to finish,

wn
e |o oo N[0 oo |

(o]

WOrkDo.
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Employment Type

Activate / Deactivate
Please Choose Status | Q®

) 9
Activare f Deactivate

Total Records - 4 (1 record(s) were selected )

8 » Use the check box to

Employment Type Description Se|eCt the employment
#  FullTime types
#  PartTime

1| 1 & Contractor

9 » Click the Activate or

Deactivate button. STEP

#  Intern

e.HR Calendar Management

The HR calendar is crucial to the entire organization and is tied to Leave Pro, Overtime,
and Attendance. When the HR Staff has adequately set the public holidays and special
occasions, employees will not be asked to clock in/out and apply for leaves on those
days. Of course, different departments could use different calendars.

When the HR tool is activated, the system will create a default HR calendar that will
apply to all members. And if you need a different HR calendar for other departments or

members, please follow the steps below to create a new HR calendar.

® Track Employee Attendance

An HR Calendar consists of workdays, off days, public holidays, etc. Coupled with

Attendance, Leave Pro, and Overtime tools, you now have the perfect employee

attendance tracker.

2 Company Event
Display purpose only does not affect employee attendance.

2 Working Day
Employees need to clock in and clock out on working days, and absences must
apply for leaves. Overtime applications are allowed outside of the scheduled
work hours.

2 Public Holiday
Public holidays are non-working days. Employees do not need to come to
work, and overtime applications are allowed.

WorkDo
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® Different HR Calendars for Different Teams
HR Staff could create multiple HR calendars to manage teams in different regions
or branches.

® An HR Calendar for Every Employee
To accurately track employee attendance, every employee is fixed to one HR
calendar, and they can check their calendar for any scheduled events.

STEP
Tool Role O Employee O Manager Interface ® Web
® HRStaff ® HR Viewer ® App n
Data Attendance, Overtime, Leave Pro
Integration

Requirement ® Mandatory O Optional

1. Adefault HR calendar is available when the HR tool is activated,
Key Settings and the HR Staff can edit the calendar events as desired. E

2. Create multiple HR calendars for branch offices or teams.

3. Each employee is fixed to one HR calendar.

1. Schedule holidays, make-up workdays, and non-workdays.

Timings 2. You can set a public holiday for weather-related cancellations .
In doing so, employees will not require to take leaves and clock
in/out.
Field Description Note
[ T T T T T T T T T T T e s s e e g
I HR Calendar ® (reate multiple HR calendars as needed. |
i Management ® Events created in the HR calendar(s) will i
S directly affect employees'attendance. T
i Calendar Name  For display purposes only. i
T —— ————— -+
i Remark For display purposes only. i
——————————————————————————————————————————————————————————————— —I
| Calendar Schedule non-working days and company Select an HR |
I I
| Management events. calendar to enter |
2 Alternatively, you can create a new leave type in Leave Pro for weather-related
cancellations and ask the employees to apply for leaves.
WorkDo
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Field Description Note

. intothecalendar |
i management i
] page. ]
| Event Name Set a holiday or event name. |
{EventType The event type will affect employees’ 'i

______________ attendance. ]

|

|

|

(-

i Related Event This option becomes available when you
| have chosen the Make-up Workday and

|

i Compensatory Time. The field is optional
|

and for display purposes only.

: Event Start Date Schedule a date and time. :

Edit HR Calendar

Company Info . Set HR Calendars

_______ Enter Calendar Name Q ® .
© Companies . 4 ClICk HR Calendar
o Branches Activate | Deactivate

© Depariments Total Records : 1 {0 record(s) were selected ) M a n a g e m e nt
© Work Hours Calendar Name
© Job Titles =
| # | Default Calendar
© Job Types .

© Employment Types o, e
o . » Use the Edit icon to change
‘ the calendar name.

r
|
1
1
1
|
1
1
1
|
1
1
1
1
|
1
1
1
1
1
1
1
1
1
1
1
1
1
1
|
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
|
1
1
|
1
1
|
1
1
1
|
1
1
1
|
1
L-

n
= EEEEENESENISENEREEED -

Edit Calendar

o

| Default Calendar|

I * Calendar Name

. » Write a note or remark as

4

I Remark g
needed.
N o o o o o - - —— —— — bl V
4=l ®@Reset | € Cancel . .
| ., = e 4 » Click Save to finish.

Company Info . Set HR Calendars Add a NeW HR calendar
® HR Calendar Management Enter Calendar Name Q ®
© Companies ————
© Branches JActivate | Deactivate (Sklp tO Step 8 |f nOt required)
© Depariments TotalRecords~ 2 (0 record(s) were selected )
® Ll Calendar Name
© Job Titles
® Il #  Default Calendar .
© Employment Types #  Retail Chain Calendar . > ClICk + Create to add a neW
© Social Media

‘v HR calendar.

WorkDo .
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Edit Calendar

@ inici ~
| Retail Chain Calendar | \

I
I Remark I

I * Calendar Name

o = -
-~

Set HR Calendars

hrs. HRS127W1 titleCt placeholder Q ®

Activate | Deactivate

Total Records : 2 (0 record(s) were selected )

Calendar Name Calendar Status

#  Default Calendar Active I
______________________
#  Retail Chain Calendar Active
Calendar Detail
| catendar Name Default Calendar
| cetendar status Active
I Remark
Events Employee Depariment
Event Name ‘Calendar Type Event From Date Event To Date
No Records Found
______
Set HR Calendar Events
| Please Choose Event Type \L‘ Enter Event Name - Q [©]

aleﬁmrEmEDeraunCalendarl Event Date Range(From): 2020-01-01 08:00 | Event Date Range(To): 2022-01-01 07:59

[Tocny | v ook | i Morn | i vor [ERARERARI

SolaMRezordsT1
Event Name Start Time

No Records Found

Event Type

\ 4

Create Event

q’ [ \
Black Friday

I * Event Name

1

I = Event Type Li] I[ Waorking Day |
| - Event start Dars | AllDay Custom :
|| 2020-1127 .

| R Remark 1 I
: I

\ 7

{0

3

. » Fill out the calendar name
and remark.

70 » Click Save to finish. Repeat
Step 5 -7 until you are done.

Schedule Events

wn
_'
o

. » Select a calendar to add
events.

. » Click Calendar Management.

» Click + Create to add an

event.

» Fill out the event name, type,
date. Additional information
can be added in the Remark
section.

» Click Save to finish.

WorkDo
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Set HR Calendar Events

Edit Events

Please Choose Event Type v || Enter Event Name - Q ®
Calendar Setting: Retail Chain Calendar | Event Date Range(From): 2020-01-01 08:00 | Event Date Range(To): 2022-01-01 0759

- Create Toda lm :’I E ==m Back to Calendar . oy .

P p——— ' . » Click the Edit icon and repeat
Event Name Event Type Start Time .

.}lﬁ Thanksgiving Public Holiday 2020-11-26 Thu 00:00 Step 11 & 12 tO edlt events.

[

l# &  BlackFriday Working Day 2020-11-27 Fri 00-00
ls I @  Christmas Public Holiday 2020-12-25 Fri 00-00
II l 8 Mew Year Day Working Day 2021-01-01 Fri 00:00
-

Set HR Calendar Events

Delete Events

Please Choose Event Type v || Enter Event Name - Q ®
Calendar Setting Retail Chain Calendar | Event Date Range(From) 2020-01-01 08-00 | Event Date Range(To) 2022-01-01 07-59

[ + Create | Today | This Week | This Montn | This vear [ERRA LN _ .
T . » Click the Trash Can icon to

Event Name Event Type Start Time
& 1 Thanksgiving Public Holiday 2020-11-26 Thu 00:00 d e | ete eve nts
sla I Black Friday Working Day 2020-11-27 Fri 00:00
ra I W _ Christmas Public Holiday 2020-12-25 Fri 00:00
ra 1 ™ ) New Year Day Working Day 2021-01-01 Fri 00:00
-

\ 4

Calendar Detail
| catendar Name Defautt Calendar Add Emp|0yees
| cetendar status Active
I Remark

= @5 » When workdays, holidays,
e o R il and events are scheduled, add

No Records Found

employees or departments that

n ________ are using this HR calendar.
Calendar Management | Add Employee |

wn
-~ I B SN N B O D -
0

Changing the events in an HR calendar or the HR
calendar employees use, attendance records, V
leave applications, and overtime applications are

also affected.

WorkDo .
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f.Import Employee Profiles

Employee Profiles are crucial to how employees join the workplace and how they use
advanced tools; HR Staff can either edit the profiles individually or use the provided

template to edit them as detailed below.

V¥ Table STEP 2-f. Employee Profiles Options

Template — Invite Employees —  Employees Join Workplace — S1Er
Profiles Created — Edit Profiles Profiles Created — Edit Profiles n
STEP 2-f is recommended STEP 2-g is recommended
| Key Point Download the template and fill  After employees have joined the |
i out key information about the workplace, you can edit their entire i
i employees to invite them to the employee profile as detailed in i
I workplace. STEP2:g . |
i Features ® The template contains allthe = ® Once employees have joined i E
| workplace employees’ the workplace, their employee |
i profiles at the time. profiles are created and bound i
i ® Help employees join the to their accounts. HR Staff can i
i workplace using their emails edit their detailed information i
| and mobile numbers. Their in their profiles later. I
i emails and mobile numbers ® HR Staff can manually create i
i are bound to their accounts to employee profiles and then i
i avoid duplicate employee bind them to employees. i
o profiles |
i Timing e Whenyou need to invite many e  When your workplace has a i
i employees to the workplace. small number of employees. i 7
: » Update partial informationon e When employees are joining |
i many employees. sporadically. i
i e Update asingle employee’ s i
| profile. |
i Difference Update partial employee profile The complete and well-rounded E
L informationonly employee profile page. ]
WorkDo 32
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Requirement

Tool Role

Integration

Key Setting

Data

O Employee O Manager Interface ® Web

® HRStaff ® HR Viewer O App

Payroll, Attendance, Check In, Leave, Leave Pro, Shift, Overtime,

Timesheet, Expenses, Approvals

® Mandatory O Optional

As described in Table STEP 2-f.

STEP

A system check is in place to avoid errors before the final import, as seen in the image

below.
@ crerercecrtacectennans @ ccecrcccrctcaitcscacsnne @ ccococattittictnctttsicsctsrnsaanas >
Import Employee Upload Profiles Import Profiles
Profiles
Download Latest +Upload Import
Template System check System auto invites employees via

Fill out and save

their emails and mobile numbers

A Image STEP 2-f. Import Employee Profile Procedure

Now follow the steps below to import employee profiles.

3 1

=]
o

=

G%ﬁ@%@ﬁ@@@ﬁ&

Tools

emplo

yee!

© Education

D Tutorial

mport...xls

© Dept. Employee Coun
@ HRRole

© Work Experience

@ Import Employee Profiles

~

Import Employee Profiles 1 > Click |mp0rt Employee
Please Choose Status | Q ®
| ot s e | 4 i Profiles.
Total Records : 1
Create Time Status Records Processed
2020-06-0117:41 Processing 5

2 » Download Latest

Template.

3 » Open thefile.

\ 4

WorkDo
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7 - £ | Flease follow the descriplions in every cell.

will be used to verify s and receive
Commen: Gencer Copmen Compeni-ios Tie G

4l A B I -
L Import Employee Profiles
2 The function of “Import Employee Profiles 1. Import/Edit multiple employee profiles at a time. 2. Import/Edit department information.
Please note: This template is based on your data in HR. Making sure all ¢ ions are correct before the temp! make
5 it easier for you to follow the steps belaw. Any changes made to this template will affect your data once it has been imported.
4
B [ you plan to enable "Leave Pro”, we recammend setting up "Employment Types” in HR before downlaading the
5 |1 [Preparation- Optional |y ate so that you may chaose the employment type of new empioy
& 2 |Download the sample  |This sample will contain information of currently active employees and departments.
. . Flease follow the descriptions in every cell.
7 |3 Fillin informatien (Vou will see the descriptions when you mouse over each cell)
Only two sheets are required 1o ill In: Employee ar riment, the other sheets are references and should not
41 be altered. A field is required when the columin title is highlighted in yellow and optional when the title is
& highlighted in blue.
You may fill in either one of the sheets first. but the following fields will refer to data from the other sheet:
4-2 1. The "Department” field in the Employee sheet will sync data from the Department sheet.
9 2. The "Manager" field in the Department sheet will sync data from the Employee sheet.
Rules Regarding the Employee sheet:
1. Employee 1D must be unigue.
— 2. When creating a new profile, choose either the Business Email or the Cellphone No. to fill in. This information

If both fields are filled, the Business Email will
1-Role - Comment-Job ‘Comment-Ersplyes Stats  Cocsese|

o7 @ £
4 B @ | | E F [ H 1
Name Business Cellphone No. Department Gender On Board Date
Email
1 v
Delores +8869876543 Executive  Female  2018/06/27 1975/01/01
2z
| Wayre "+BB698T6543  Public Male  2018/06/27 1975/01/01
3 Relations
Joyce "+8869876543 Human Female 2018/06/27 1975/01/01
| 4 | '21 Resources
Rick +B85I876543 Research &  Male 2018/06/27 1975/01/01
7 Developmen
5 t
Eron eronl 22@gma. Marketing  Male 2019/01/22
Employment Type  Comment-Job Title . Comment Role . Commen-Job Type T Engl
Eg © Companies Import Employee Profiles
© Branches
O Departments Please Choose Status .] a ®
O Job Titles —
3 o Job Types Download Latest Template | + Upload |
o Employment Types Total Records - 1 e
O Suspensions Create Time Status Records Processed
Stats 20200601 17:41 Pracessing 5

0 Employee Age

O Dept. Employee Count
© HR Role

© Education

0 Work Experience

Tools

@
@
(2]
m 0 Tumovers
&
@

0 Tutorial
® Import Employee Profiles

Import Employee Profiles

—

|  File \

» Please carefully read the
description on how to
correctly fill out the
information fields.

» Click the Employee tab
and fill in the information as
instructed. The file name
can be edited.

. » Click + Upload.

. » Select the file for upload.

WorkDo
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© © @ &€ @ 6 €

Wall Chat Ann. Notes Tasks Events  Albums Files
. » Make sure the correct file
Import Employee Profiles is selected.
_____________ .
I * File 2] | employee_import_simple_sample_en
lxs _ _ |
- — — o .
." v Upload [T 9% . » Click Upload.
e
BE-‘G EI'IDEEE_PIWES _______________________________
Status  Pending | Records 5 | Processed s | Faited 0]
| Skipped 0 | File | Create Time 2020-06-04 1526 |

Employee  Department

| |
ﬁor Message Employee In‘ﬂme Department Name Business Email Cellphone No. Employee Status SKip Import?
2| Delores Executive +B86987654321 Active No 1

I s | Wayre Public Relations +386987654321 Active No
I s | Joyce Human Resources +B86987654321 Active No
I £ | Rick Research & Development +B86087654321 Active No
I 2 | Eron Marketing Active No

. » Check the data uploaded.
a. Isthe number of profiles correct?
b. Click to enter a detailed view.
c. Click the Edit icon to edit information as needed.
. » Click the Import button and wait for the success
message. Once finished, the system will send invites to the

employees.

0
N - | e a0 o fle [ v]oe]e | —RK
m

Please follow the instructions to troubleshoot data errors or omit certain profiles from

importing.

e Omit Employee Profiles from Importing
Existing members' profiles do not need to import again.

WorkDo .
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Employee  Department

2 Sip mport

Error Message Employee ID Name Department Name Business Email Cellphone No. Employee Status Skip Import?
& Delores  Executive +886987654321 Active MNo
1 v rs Wayre Public Relations +886987654321 Active Na
! o & Joyce Human Resources +886987654321 Active No
rs Rick Research & Development +886987654321 Active Na
& Eron Marketing Active No
Uploaded Employee Profiles o STEP
| statws | Recorus | Pprocessea | raitea
\ Completed 5 3 0
3- | Skipped I File Create
2 employee_import_simple_sample_en (1 e
xls 2020-06-04 15:26

Employee  Department

Error Message Employee ID Name Department Name Business Email Cellphone No. Employee Status Skip Import?
Delores Executive +886987654321 Active Mo
Wayre Public Relations +886987654321 Active 3 Yes
Joyce Human Resources +886987654321 Active Yes
Rick Research & Development +886987654321 Active Mo
Eron Marketing Active No

1 » Use the check boxes to select the profiles.

2 » Skip Import or Cancel Skip.
a. Click Skip Import for existing profiles, the import
function will not import these profiles.
b. Click Cancel Skip to undo Skip Import.
3 » Skipped profiles will be displayed after the import. If you
wish to import the skipped profiles, please resume from
step 1 of this section.

Data Error

The system will display the reason for the data error. Should this occur, you could
correct the data in the template and re-upload or use the Edit icon and make the
correction on the profile page.

WorkDo
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Uploaded Employee Profiles e e
| status Pending | Recoras s | Processed 4 | Faitea 1
— e o = =
| skipped 0 | File | Create Time 2020-06-04 16:15
employee_import_simple_sample_en (1).xIs
Employee  Department
Siip import
Error Message Employee ID Name  Department Name Business Email Cellphone No.
& Delores  Executive +B386987654321
rd Wayre  Public Relations +886087654321
& Joyce  Human Resources +886987654321
I'd Rick Research & Development +886987654321
# Icannot change work emails of existing employees by importing new information. Eron Marketing eron123@gmail.com
- —
Edit Employee Profile
I Employee 1D I Office No. Enter office no Ext.
I * Name Eron I Cellphone No.
I Line Manager Rick
.—I Business Email eron123@gmail.com \l
I I Error Message Cannot change work emails of existing employees by imperting new information. |
I
\ | Skip Import? No I
- Em Em  Em Em Em mm mm mm mm mm Em Em mm mm mm mm mm mm m m Em mm mm Em mm mm mm Em mm 4

[=] Work Information

I Home Address

I Personal Phone No. Enter personal phone

Ext.
——

|®Reset <€ Cancel

| roe [ Please Choose Role [+ | - on Board Date 2019-01-22

I Dotted Line Manager [ Please Choose Dotted Line Manager | v ]

I * Employee Status Active | v ]

I Department [ Marketing | v ] Department Effective
Date

I Employment Type [ Full-Time | v ] Employee Type
Effective Date

I Job Title [ Please Choose Job Title | v ] I Job Title Effective Date

I Job Type [ Please Choose Job Type | b ] Job Type Effective
Date

[=] Personal Information
| « Gender () Female @ Male O Nonspecific | Date of Birth

I Personal Email

v

v

v

v

profiles.

Click the Edit icon to edit the profiles.

Correct the erroneous data.

Invalid and duplicate profiles will be displayed.

Click Save, return to the import page and import the

WorkDo
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g.Employee Profiles

Employee profiles are integral in WorkDo; the profile settings determine which tools
are available to them and how they are used. Please read the description and refer to

the table below to fill out the employee profiles (*Must be filled).

Tool Role O Employee O Manager Interface ® Web o
® HR Staff ® HR Viewer ® App (Partial)
Data Payroll, Attendance, Check In, Leave, Leave Pro, Shift, Overtime, n
Integration Timesheet, Expenses, Approvals
Requirement ® Mandatory O Optional
Search, create, edit, and delete employee profiles.
Key Settings 2. Update employees’ department, work schedule, and
employment status. a
3. Account binding for employees.
1. A profile is created when employees join a workplace, and their
account is bound to their profiles.
2. HR Staff could create profiles beforehand, then manually bind
them to employees when they join the workplace.
Notices 3. HR Staff should remove members from the workplace when they
resign, and their employment status will change to terminated.
(Workplace Settings >Roster > member select > Manage
Member > Remove from the Workplace) By doing so, the
workplace will not be charged for this member’ s cost next
month.
V.
Field Description Note
*Employee ID  Format unrestricted. Required for Payroll. I
I
________________________________________________________________ |
*15t g 2" - Set deputies so they would be notified ~Email notification is sent |
I
Deputy when the employee takes leave. to the Business Email |
- If Check Deputy Status is Yes in a leave listed in the employee i
L type of Leave Pro, the employee and profile. i
WorkD
orkDo |93
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| *Process
]

i Signing
| Requests by

i Dotted-Line

| Manager
-

| *Designated

Description

their deputy are not allowed to take
leave simultaneously.

All email notifications are sent to this
address.

Used to bind employees to their

employee profiles.

- Fixed Work Hours: For employees who
work fixed work hours.

m  Work Hours Type: The default is
set to Department Work Hours
if not specified.

m  Work Hours Name: The default
is set to Default Work Time.

m Set New Work Hours: Select
new work hours.

- Shift Schedules: For employees who
work on shift schedules.

Some leaves and payroll items are
calculated prorated to employees’
length of service.

Dotted-Line Managers can help process
employee requests if needed. Else, this
option can be omitted.

- The default is set to No.

- If set to Yes, all requests will be
processed by the dotted-line manager
and follow the organization hierarchy
for approval.

Employees can choose to |
|
turn off email :
|
|

notifications.

Required for Shift.

Set a new on-board date
for reinstated employees

I
I
I
I
I
who use their old profiles |
I
to reset their length of |

I

I

I

service.

Applies to all requests.

WorkDo
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Description

this member to approve expense and

approval request forms.

If set to Yes, this member is the shift
manager and can sign off shift

employees’ requests.

Department hierarchy affects how

requests are processed.

Affects employees’ eligibility for some

leaves and applying for overtime.

Effective when Shift is
enabled, and the
member is on shift
schedule.

Required for Leave Pro
and Overtime.

STEP

i Length of
|

| Service

| Length of
I Experience

|
|
|
e e e e e e e e e e e e e e e e e e e e e e e e e e e e e |
Length of Experience — Accumulated

i Accumulated

| Experience

|
| Post Highest

|
| Education

Upload a photo for FaceDo Facial

Recognition Time Clock app.

affects the eligibility of gender-specific

leaves.

Automatically calculated based on the
on-board date. Edit is not allowed.

Employees' total experience can be a
factor in calculating prorated leave types

in Leave Pro.

Experience Pre Highest Education +

Length of Service

Required for FaceDo
Facial Recognition Time
Clock app as detailed in
the Attendance Tool

Required for some leaves

in Leave Pro.

Required for some leaves

in Leave Pro.

The default is set to Nonspecific. It

r :
| Suspension /

i Reinstatement

i Enrollment /

| Resignation

Suspensions and reinstatements will
affect employees’ length of service,
and these records are listed here.
Employees with a resigned employment
status will affect their use tool and their
last month” s payroll calculation, and

Suspensions will affect

employees’ tool use.

Resignations will affect

employees’ tool use.

WorkDo
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Field Description Note
T o o o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e o o o e e e o o o e e o o o e e e d
1 1
i these records are listed here i
1 1
e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e 1
1 o 1
i Miscellaneous For record and classification purposes only. i
1 1
| Fields }
Employee Employee Profiles
—_—— W o o e e e e e e e e e e e e o —————— .
K Profiles | | hrs.HRS010W1.empldSt placeholder || hrs.HRS010W1.nameCt placeholder || - || Q H ® STEP
— == T
© Advanced Search N SEUEAMET = e e e = = = = == ==
e Ghang o i | change v o 3 |1
O Education
. Valid
O Work Experience -
o Contract Total Records : 5 (0 record(s) were selected ) H
O Agreement ] Employee 1D Name Department Business
® SrEEllErs [l & Delores Executive (EX)
Records of Change & Eron Marketing (MA)
© Enroliments Joyce Human Resources (HR)
O Resignations =
. | Rick Research & Development (RD)
O Companies -_—
© Branches [l & Wayre Public Relations (PR) 2
d H
Edit Employee Profile
I Employee ID | | Office No. |Enter office no. | Exl| ‘
| - name | Rick | . | mobite No. | +886987654321 \
I 2nd Name | | I Line Manager Eron H
I Nickname | | I 1st Deputy [Please Choose 1st Deputy Il]
I Business Email |

WorkDo
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[=] Work Information

| Rote

I Work Hours Type

New Work Hours Set
i

Employee Status

= Process Signing
Requests By Dotted-
Line Manager (1]

2nd Deputy

* Designated Approver

Company Effective
Date

I Branch Effective Date

Department Effective
Date

Employment Type
Effective Date

I Job Title Effective Date

Job Type Effective
Date

I Office Fax No.
I Recruit Source Remark

| vength of Experience

Experience Pre Highest

Accumulated
Edu.

I Service Company
[=] Personal Information

I Personal ID

Please Choose Role

Dept. Work Hours

Work Hours Set Name  Default Work Time

Li]
I Please Choose New Work Hours Set | v ] * On Board Date 2018-06-27
Active Dotted-Line Manager ‘ - j
) Yes @ No .
Please Choose 2nd Deputy [=]
) Yes @ No Company l ‘ - J
[ Branch Office [ ‘ -.]
= = Department [ Research & Development * ‘ - ]
(=5 Employment Type [ Full-Time x \L]
=] Job Title [ t]
[ Job Type [ ‘ - ]
] 2nd Business Email

= Gender

Recruit Source Please Choose Recruit Source
Length of Service 19

Accumulated 19
Experience Post

Highest Edu.

Remark

() Female @ Male () Nonspecific

v

v

v

v

v

Click Employee > Profiles.

Use the search filter to locate the profile for edit.

Click the Edit icon.

Fill out the fields.

Click the Save button on the button of the page.

"
=
m
o

WorkDo
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STEP 3 .Start

a.Shift Schedule Setup

® Set multiple shift
schedules.

® Each schedule with its
own shifts and shift
employees.

® No flexible work time.

Tool Role

Data

Integration

Requirement

Key Settings

i Use Attendance to clock in/out
l : Apply for leaves as usual

Schedule shifts using shift calendar

O Employee O Manager Interface ® Web

® HR Staff ® HR Viewer O App

Attendance, Shift

O Mandatory ® Optional

Set shift schedules via HR or Shifts.

2. Create multiple schedules for employees in different regions or
purposes.

3. Each employee is fixed to one shift schedule to accurately
calculate employees' work hours.

4. Create multiple shifts for each schedule.

WorkDo
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HR HR HR Staff
Shift Schedules

w Create a Shift Schedule

Etcﬂhiﬂ_Sc&dula Name Q @
© Profie + Create |

o et Leerrweert 1 Click Shift Schedules.

0 Colleagues
© HR Calendar Shift Schedule Name

Company Info

© HR Calendar Management

. Click + Create to create a
e shift schedule.

O Departments
MAorCHOUS. -
Shift Schedules |

\0lobTitletue e

Enter Shift Schedule Name a ® Edit a Shift Schedule
Total Records : 2 . Click the Edit icon to edit a
.Shiﬂ Schedule Name Sh|ft SChedUIe.

-~
| # | Headquarters Schedule

i
L/ | Retail Store Schedule

Edit Schedule
Shift Schedule Name  Retail Store Schedule .
N
I/ Shift Schedule Shift schedule for the retail store. \

Description Shift employees are allowed 8 days off a month.
Double shift is not allowed.

I
|
|
I Members
I
|

\
|
|
|
9
I

IEmployea Effective Date Function

| Rick 2022-11-09

1
I
i
|
1
I i
I 1
| 1
I I
| Shifts |
|
1
oz .
| * Shifts « Shift Schedule I Function
1
‘\ Morning Shift oo T A7 00 /
7
Night Shif % ¢ 00 " 2 i 00
N € e e e e e e == — -

e §
| ®Reset <€ Cancel

WorkDo .
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4

5

Fill out the necessary fields.
a. Shift Schedule Name
b. Shift Schedule Description: Add relevant information if
needed; viewable only to the Shift Managers.
c. Employee: Add shift employees who will use this
schedule.
2 Employees listed are from the Employee Profiles in
the HR tool who work on a shift schedule.
o Effective Date: When the employee can start
scheduling shifts.
o Delete: Delete employees from the shift schedule.
d. Shift: Create shifts in the shift schedule, and each shift

is color labeled.

Click Save to finish.

b.Timesheet Project Setup

Tool Role
Data

Integration

Requirement

Key Settings

O Employee O Manager ® Web
® HRStaff @® HR Viewer Interface O App
® Project Manager (Timesheet)

Timesheet

O Mandatory @ Optional

1. Available when Timesheet is enabled. It allows employees to
input the work hours to determine the total project hours.

2. Note that Timesheet HR Staff and Project Managers can only edit
partial project information as opposed to the HR Staff of the HR

tool.

WorkDo
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© HRA Calendar Management
o & Entar Project Name ar Projoct ID - qQ
© Branches Enable Disable
D Total Resordd: 7 (0 record(s) were selected )
© Work Hours
g e Project Name Project ID
© Job Titkes
© Job Types
© Employment Typas
© Soclal Media
© Deputy Assignment
© Approver t
"o Bhin mant
I ® Projects
date Project o O o e e e
- ~N
Project Name 4 | AG2. Web Desigr| I Project ID I
Member List I 1 Al Employses I
Parent Project I A. Inno Corp Collaboration * |y l Status. Enable |
nq-:m-edpuml |
| 7
@) e oren <o
Projects
Enter Projoct Name nter Project 1D - a @
Enable Disable
Total Records : 1 (O record(s) were selected )
Project Name Project 1D Parent Project
r /-1 A Inno Corp Collaboration
# B B MK-2 Product Launch
I s J AD?. Orina Markating A Inna Corp Collaboration
| Fd d AD2. Web Design A. Inna Corp Collaboration
| # 403 Brand Markating A Inna Corp Collaboration
BO1. Consumer Electronic Show B, MK-2 Product Launch
B02. Live Stream Product Launch B MK-2 Product Launch
. o - -
lect Name |I ADZ. Web Desigr{ | Proiectio \
nber List | 1 Al Employees :
it Project | | A Inno Corp Cotiaboration x| | staws | Enave
' /
R N — -
‘ ©@Reset € Cancel
S—
PTOJECTS
Enter Project Name Enter Project ID - Q
—_— -
L CN Enablel -I
T cords : 7 (2 rec&d(s‘;‘war_e sBfacted )
-
Project Name Project ID
| # W@ A Inno Corp Collaboration
v ! # @ B MK2Product Launch
|
I # [0  AO1. Online Marketing
[v | # W@  A02 Web Design
| # @& A3 Brand Marketing
|
I # [  BO1. Consumer Electronic Show
) # W  BO2. Live Stream Product Launch

Create a Project

. Click Projects.
Click + Create.

Fill out project information.

Click Save to finish.

Edit Project Details

. Click the Edit icon.

. Update project information.

. Click Save to finish.

Disable Projects

. Use the checkboxes to
select projects.

. Click the Disable button to
disable projects and
members will no longer
need to input work hours
for the projects.

WorkDo .
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More tutorials

coming soon.



https://portal.workdo.co/en/contact-us/
https://www.facebook.com/workdo.co/
https://portal.workdo.co/en/resourcecenter-userguide/

	I  Page Navigation
	II  Advanced Tools
	III  HR Tool: The Pillar of WorkDo
	IV Set Up
	STEP１. Tool Activation
	a. Assign Workplace Admins
	b. Tool Box
	c. Set Up Tool Roles

	STEP２. HR Set Up
	a. System Settings
	b. Work Hours
	c. Departments
	d. Employment Types
	e. HR Calendar Management
	f. Import Employee Profiles
	g. Employee Profiles

	STEP３. Start
	a. Shift Schedule Setup
	b. Timesheet Project Setup


