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ZOHO PEOPLE An Introduction

Zoho People is a cloud-based HR management system that streamlines and
automates your HR operations while also enabling a great digital employee
experience.

T

Renders employees easy access to HR services, both from web and
mobile

Sets you free from routine HR tasks by automating processes
Let's you track and analyze employee performance

Gives you insight on your workforce and helps in better planning

o To To I»

Zoho People will be your highly secure and scalable HRMS that

grows with your business.



Getting Started

Company details  Organization structure
& Zylhe

Zylker

www.zylker.com

Ha Housing & Real Estate
4 CSpalding

t. 19943867724

= charless@zylker.com

Address Details
43455. Charles Street. Mumbai. India.

Modify Settings

Legal entities  Businessunits  Divisions

Add your organization's details, define Super Administrator, personalise using your
company logo and create other company related settings.

Super Administrator

Email settings

Default from address

Locale Settings
Country/Region

Time Zone

Display Settings
Name to be displayed
Date Format

Time Format

Prafile Phatn Settinee

c.spalding@zylker.com

c.spalding@zylker.com

@ Zylker

India Zylker Technologies

India Standard Time (Asia/Calcutta )
Cloud services

Email & Collaboration

First name Last name .
Finance

dd-MMM-yyyy
Telecommunication

12 - Hour(s)
Zylker Chemicals
Speciality Chemicals
Adhesives
Quality Assurance

Marketing

Human Resources

Personalize the system
with your company details

Rebrand using your
domain

Add your legal entities,
different business units
and divisions to create
your organization
structure.



Centralized Dashboard - An overview of
your organization

CQ— Add Employee Configure Approval C?‘ Enterprise Edition
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Employee Diversity Report Total Empl

Age 1521 vearly) 1 Experience 0-2 Yearls) 61

29% 29% 0%
- ® 22-28Years) 28 ® 3-5 Year(s) 74
29-35Year(s) 53 68 Year(s) 18
36-42 Yearls) 12 ' 9-11 Yearl(s) 8
@ 43-49 Yearls) 1 47 47 0 ® 12-14 Year(s) 2
Male Female Others



Features at a glance

Onboard and Manage Streamline HR
A Candidate and Employee Onboarding A HR Workflows
A Employee Database A Custom Apps
A Time and Attendance Tracking
A Case Management Insights
A Exit Management A People Analytics
_ Connect
Performance and Learning
A Performance Management A HR Files
A Learning Management System A Communication and

collaboration



Onboard and Manage

Employee Onboarding




l Candidate Portal

A Send offer letters and get them e-
signed.

A Create checklists for new-hires to
submit documents like work
experience and qualification
certificates.

We'd like you to fill in your professional

and personal information here.

Profile

Candidate Details

Mobile : 9600107227

Photo:

user_0013 Layer 7.jpg

Address Details

StreetAddress:  Goylburn Street
City: Sydney
Location:: AUSTRALIA +

Professional Details

Experience : 2

Official Email :

State/Province :

ZIP/PIN Code :

Current Salary :

princy.belinda@zylker.com

New South Wales

2024

20000 AUD|



l Employee Onboarding

A Create different onboarding flows
to match the experience and
deslgnatlon Of neW—hIreS_ successful journey in our organization. 0 n

Welcome aboard! We wish you a

A Define objectives and goals to * —

improve clarity and get employees
up to speed in no time.

>
(, Keb Lisa has posted a message.

Hi@EvaM , welcome to Zylker. v
“9

‘q Keb Lisa
A Familiarize your new hires with
company policies

A Introduce your team and give a
warm welcome to your new
employees!

q Thank you. I'm excited to work with you!




Employee Dashboard & Self -Service

A The custom created employee dashboard gives a gist of all the major activities of
employees like the leave report, announcements, timesheet approvals etc. Simple
actions can be performed in a giffy!

A The employee self-service portal allows employees to view and manage their
personal information and perform quick actions. Whether it's logging time, updating
goals or delegating work to others, employees can do it from within their portal.



[ TN O) 00:03:29 Hrs (] Apply Leave Log Time @

Favorites Leave Report Announcements )
"3 ZY157 - Albert Audrey 0 | Absent Routine Equipment Check
[1 8816686678 % 7116

07 November 2018, 4:55 PM
Annual leave

® Employee
3 va;‘!sviéxj:: H\B :Zi:e Arallable 0 Bayte) Appraisals for Teaching Staff D h b d
b Bereavement leave *ﬁ aS Oar
]
k]

07 November 2018, 1:08 PM
ZY148 - Aaron Welsley Available 4 Day(s)
,, [1 8485316666698 . 7170

Casual Leave Children's Day!
Available 11 Day(s)
Jeenie Smith - Jeenie Smith 07 November 2018, 1:03 PM
[] 98458125674 Compensatory off
Available 0 Day(s) Wellness Program
o ZYies- Rahul Shetty = OnDut
1 Y 08 August 2018, 5:37 PM
& 09836875643 7050 Available 11 Dayls)
- "':j
Upcoming Holidays Attenc g
1-Ma
May Day :rmz Add No
8-M
Early May bank holiday Fr waa: istil i i 3
ZY198 - Christine Spalding HR Head Dept of Human Resources c.spalding@zylker.com [% Access my payroll
|
R N 25 - May
Spring bank holiday Monday Profile
' About Me ’ Reporting To
Team
& Dept of Human Resources 22 HRHead Jennifer Paul
Procurement Executive
Calendar

View in Organization Hierarchy

6870 D 9546782345

&
Self -Service &
@

) Directreports
PO nal Timesheet
(GMT+05:30) E Rufus William
Attendance #  Director
B : ﬁ Sandra Marks
fles RE Dynamic Person Regional Support Manager

Delegation o John Broadnax
Sales Executive
.- y




Centralized Employee Database

O

- Az

4 s



Secure & Centralized Employee Database

Collect and manage info

A Securely collect and manage your employee information, personal records
and government records.

A Classify your workforce into departments, designations, and locations.

User access

A Set custom user roles like admin, team member etc and give appropriate
permissions for different data types within Zoho People.

A Restrict user access according to geolocation and/or IP addresses.



Total Users: 163

DepeCERPeQ0

micheller micheller, HRM1
micheller@zylker.com

Emma Cartner, 4585
emma.cartner@zylker.com

Tai Chang, 4584
chang.tai@zylker.com

Quinn Rivers, 4583
quinn.rivers@zylker.com

Abigail Anderson, 4580
abigail.anderson@zylker.com

Raghav Rao, 4579
raghav.rao@zylker.com

Atsuko Atsuko, 4578
atsukomayeda@zylker.com

Amelia Burrows, 4577
amelia.burrows@zylker.com

Lewis Gardner, 4576
lewis.gardner@zylker.com

Mustafa Ozan, 4575
mustafa.ozan@zylker.com

Global Permissions

07-Oct-2016 Team member
01-Jun-2017 Team member
04-Jun-2018 Team member
01-Oct-2015 Team member
01-Apr-2015 Team member
Form Permissions
03-Oct: -

Form I
01-Jun- Employee
01-Feb-

Roles
04-Oct-

Director
08-Nov

Manager

Team Incharge

Team Lead

Team member

+ Set permissions for other role

m Import v < Sync

California
California
California

California

View

oo
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o

o

Active

Active

Active

Active

Active

Admin Operations

&

&
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®
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No data

Record Permissions

Edit

oo

o

«

88

Add

&

My Data

Delete

o

o

Subordinates' Data

Field Permissions

]

g

]

g

A3

Subordinates+My Data All Data

Action Permission

Import Export
v/ v
X v
X v/
X v/
X X



Time & Attendance

Attendance Management
Shift Scheduling
Time Off Tracking

o Do Io I

Timesheets




l

A

Attendance Management

Enable real-time attendance marking from the web,
mobile and through biometric integrations.

Customize attendance policies with working hours, pay
day calculations and specific permissions.

Regularize attendance if employees forget to mark their
presence or give a grace time to ensure flexibility.

Enable geo and IP tracking to ensure accurate
attendance of your mobile and remote workforce.

el +f°/“
01:17 ks
9 AM General 6 PM

Your last check-in was : One hour ago



Shift Scheduling

Create dynamic schedules and rotations
A Create schedules and set policies for each based on your requirements.
A Configure shift allowances and automatic rotations.

Edit Shift X Shift Rotation
ShiftName UK shift Scheduler Details
From  11.00AM Schedule Name US Shift
t o
0 5:00 PM Schedule Frequency Monthly v 30 v of every month
Shift Margin Enable © Disable +
Time of Schedule 9:00 AM
Weekend Location Based @ Shift Based
S o Shift Rotation details
Days
All 1st 2nd 3rd 4th 5th "
ShiftSpan  From 1 + tolast Day of the month
Sunday
Monday % V] % V] V] V] Applicable For
Tuesday % % % % % 9 X Departme Clear
Wednesday V] V] V] % V] V] undefined x
Thursday % ] ] % V] %
Friday ] ] ] ] V] V] Shift Rotation
US Shift v - General v
Note: If you edit, the older days weekends also will be changed. Please create a new shift to keep the details of previous day

General v - USSshift v
m Cancel



Manage shifts

A Use the shift calendar to assign and manage shifts.
A Calculate accurate working hours along with breaks taken and overtime.,

Calendar View
Employee .

3 7300 Ahmed Hussain
ZY200 Vignesh TK
ZY198 Christine Spalding
ZY197 Aditi A

- 7Y196 Rinzee Wilma

7Y 194 Anitha Joshi

7Y192 Robertson Johnson

D
]
W
Q
@ v Kenovares
()
O
0

. 7Y 191 Gertrude Williams

Tue

21

General

(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UK shift
(11am - 05pm)
US Shift
(09pm - 05am)
UAE
(09am - 06pm)

General

(09am - 06pm)

Wed

22

General

(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UK shift
(11am - 05pm)
US Shift
(09pm - 05am)
UAE
(09am - 06pm)

General

(09am - 06pm)

21-Apr-2020 - 27-Apr-2020

Thu

23

General

(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UK shift
(11am - 05pm)
US Shift
(09pm - 05am)
UAE
(09am - 06pm)

General

(09am - 06pm)

Fri

24

General

(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UK shift
(11am - 05pm)
US Shift
(09pm - 05am)
UAE
(09am - 06pm)

General

(09am - 06pm)

Sat

25

General

(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UAE
(09am - 06pm)
UK shift
(11am - 05pm)
US Shift
(09pm - 05am)
UAE
(09am - 06pm)

General

(09am - 06pm)

Week Day W-CSEGE;

Sun Mon
General General
(09am - 06pm) (09am - 06pm)
UAE UAE
(09am - 06pm) (09am - 06pm)
UAE UAE
(09am - 06pm) (09am - 06pm)
UAE UAE
(09am - 06pm) (09am - 06pm)
UAE UAE
(09am - 06pm) (09am - 06pm)
UK shift UK shift
(11am - 05pm) (11am - 05pm)
US Shift US Shift
(09pm - 05am) (09pm - 05am)
UAE UAE
(09am - 06pm) (09am - 06pm)
General General
(09am - 06pm) (0%9am - 06pm)



Instant notifications

A Whether it's a last minute change, or shift
rotations, keep your employees in the
know through instant notifications.

A Also, send reminders to employees to
check in/out, and a notification to
managers incase of absence.

Your Shift has been Changed by
Christine Spalding.

Today, 5:58 PM

oyl
‘ﬂ

Existing Shift Changed Shift

~ UAE(09:00 AM-06:
00 PM)

20-Apr-2020 - 30-Apr-2020

~ UK shift (11 : 00 AM -
"7 05:00PM)

24-Apr-2020 - 24-Apr-2020

™yl . .
Reminder for check-in
" Today, 9:00 AM

Your shift begins at 09 : 00 AM. Please
ensure that your attendance is marked.

Comment

Comment



l Time Off Tracking

Create dynamic leave policies

A Create time off policies based on locations and work experience, complying to regional laws.
A Mark holidays based on different regions.
A Enable employees to apply for time off from the web and mobile.

Compensatory off & LOP
A Enable compensatory off for employees working on weekends and holidays.
A You can export the details of reduced paypool to your payroll software in a click.

Approvals
Managers can approve/ reject time off in just a single click and employees will be instantly notified.



. ZY198 Christine Spalding v ¢ 01-Jan-2019 - 31-Dec-2019 > .‘

Bereavement leave Casual Leave Compensatory off On Duty PTO Sick Leave Work from Home

(2] S (7] ) «
!
Available :5 Available :0 Available :0 Available :-3 Available :12.1 Available :12 Available :0
Taken :0 Taken :0 Taken :0 Taken 115 Taken :0 Taken :0 Taken 14
Leave Applications
Entitlement Applicable Restrictions
01 Sep, Sun
; On Duty
D 9 Day(s)
12 Sep, Thu Effective After ] Year(s) ~  from  Dateof Joining v
03 Jun, Mon Accrual Yearly ~ on st ~ Jan v  No.ofDays 0 in  Currentaccrual v
Work from Home
to 4 Dayls) Reset Yearly ~ on  LastDay v Dec v
06 Jun, Thu

Carry Forward v 0 Percentage ~  Max Limit

e .
Encashment 0 Percentage Max Limit

B Prorate Accrual Start of Policy v Advanced

More Options +

+ Add new policy




l Timesheets %

Classify and schedule projects, clients, & jobs

A Create and map projects with the respective clients and work items.
A Schedule work items across the calendar so that everyone in the team is productive and your project
Is completed on time.

Track and manage

A Log time spent on specific projects or jobs, on a daily, monthly or weekly basis.
A Set estimated hours and the cost for every project and job.
A Automatically curate the time logs into timesheets and get it sent regularly for approvals.

Bill and Invoice

A Generate timely and accurate invoices and bill your clients or pay your employees on time.
A Zoho People integrates with Zoho Books, Zoho Invoice and Quickbooks for invoicing.



Construction v Structural Analysis v  What are you working

Mar 17,2020
Dreamworks model submission « Prototype submission

Travel Proposal « Zylker Travels

O|0|0| 0

Debugging * Attendance Module Bleh

on?

Billable

Billable

Billable

14:30

08:00

01:30

05:00

Billable v () 00:00:20
Qo
0
Qo

TimesheetName  Timesheet (26-Mar-2019 - 01-Apr-2019)

Description

Project Name WP Wellcare

Job Name

Apri O
Design Analysis

Submitted TimeLogs  Approved Time Logs

© Billable 02:00 02:00
From-To Time Hour(s)
Billable 04:23 PM - 06:23 PM 02:00 ﬂ]

Total Billable Hours

Rate Per Hour

Total Amount

02:00

90 USD x

180.00 USD




l Employee Case Management

Case

management in
4 steps

Case management in Zoho
People categorizes and
organizes employee questions
to increase rapid response and
eliminate frustration.

Sort

Define categories and add
FAQs to help employees raise
gueries and requests easier
and to the right person.

Track & Resolve

Employees can communicate
with agents through comments.
Agents can also assign tasks
and update the progress.

Manage

Assign agents to each
category and set SLAs, to
ensure questions are
addressed and resolved on
time.

Feedback & Insights

Enable employees to rate
their experience and get an
overview of the number of
open, closed and in progress
tickets.



% Travel X .Y‘

Questionon 'Travel '

Requestor ‘ ZY198 Christine Spalding v Queries related to travel
Description
Subcategory Intermational travel R4 All queries related to domestic and international official travel can be raised here.

Cases Feedback x
Subject Agent Details el us about your experience.
- @ Poor i Bad ** Neutral = Good & Excellent
Q 144 Silver Goodman
Write your feedback here
Description
Subcategory
B I UTF 12- A 4 =. =. E R & 9 L

International travel

References
Agent
= £ w
& International travel policy Compensation & Benefits Loans Travel
Post your queries on compensation Query on loans Queries related to travel
B Reimbursement policy andbenefits
B Travel Policy.pdf P
e B -l
Leave Training Group Mediclaim
Queries on Leave related issues Manage your training module by Employees can enrol for mediclaim

adding all forms related to Training
Cancel

== = &

Transport Exit management Reimbursements

For staff Queries on exit management Queries on all types of
reimbursements




Exit Management

Exit management in Zoho People is a custom solution where you can set an exit
experience with all the steps and processes your organization likes to have.




Craft your exit experience




Personal Details

Select your primary reaso...

Please indicate your level ...

Please provide us your co...

Hi Team Member, .‘

While we are sorry to see you go, we would love to hear from you on your time with us. Would you please share with us your
experiences and feedback from your time with our organization?

This feedback is kept confidential and helps us keep the warehouse group as a great place to work.

This feedback session usually takes 5 - 10 minutes to complete.

Thanks © Monthly Exits vs Early Turnover Count Settings | |
EipiaeaiD Eat Design [EEU TN RPN TR (T TP More Charts = | SplitAxis  Underlying Data h B =S B
Date:
This Year -
Employee Name [“Legend
8 [l Monthly Exits
Age 7 7 Early Turnover Count
= 7
Gender &
— e
V4 1 8 s :
g5
=]
> :
&
ﬁ‘ 4
23 -
£
2 2
2 —
1 1 1 1 1 1
1 .
o

Jan 2018 Feb 2018 Mar 2018 fpr 2018 May 2018 Jun 2018
Month&Year of TK.Date



Performance and Learning

Performance Management

Accurate Evaluation metrics
Feedback
Continuous assessment

Performance appraisals

o Bo Do o Do

Insightful analytics




l Evaluation Metrics

KRA and goals allows you to
set achievable targets and
reach the desired end result
with precision. It enables
managers to track employee
performance, efficiently.

ZY198 - Christine Spalding
Support Engineer - Operations

KRAvs GOALS  SkillSet Feedback Self Appraisal  Multi-Rater Selection

KRA

£ Training

@ |Intern Training In-Progress

< Market Insights

@ Lead Conversion Strategies

Buyer Person Creation

< Employee grievance handling

Overdue - 25 day(s

In-Progress

20% of Weightage

35% of Weightage

0% of Weightage

- KRA and Goals

70% of Weightage

15%

20% of Weightage

0%

— 0%

10% of Weightage

+ Add Goals

+ Add Goals

+ Add Goals

Submitted

3 Goals

Not Submitted



Evaluation Metrics

Skillset allows employees to
display their proficiency in
different skills while also
enabling managers to choose
the most proficient employees
for a project.

Skills

Select

0020
Angular JS
Go
Python/Django
Multi-tasking ability
Written expression
Problem solving
Planning
Numerical aptitude
Communication

Attention to Detail

- Skillset

TO8dHe

O

A

Experience

From

v |=

Levels

To v 0020

L€20000760004°09260

4)



Feedback

Zoho People enables a host of ways for employees to receive layered feedback. You can choose
to have peer-to-peer feedback, manager to reportee or 360-degree feedback. Apart from
feedback, managers can have a summary of employee performance and behavior.

H B ® O o B

3 0 1

I]b Excellent performance in Q1. Keep up the good work!

Select v ¥ Anonymous Cancel

A colleague has given a Feedback to Abigail Anderson.

I]b Good job!

[Z) Comment



Continuous Review

Conduct monthly or quarterly reviews with self and manager ratings. This helps you keep track of
performance, efficiently. The aggregate can be included in the final appraisal.

031,1'1-.. Search Employee Subscription 2, @ @ Ljn q

< Q HR2121 - Ann Parks Apr2019 to Mar 2020

Overall Score

45 Goals * 01-Mar-2020 to 31-Mar-2020 q Ann Parks
Month Score v WF analysis 4
Mar 4.0 ! N/A
Good progress. The analysis should
Feb 45 be completed ASAP.
nents Weightage Progress
Jan 3.9
4.5
Dec 4.2 v Social Media Promotion Program N/A
Nov 43
Gk 28 Comments Weightage Progress
Sep 4.6

« Office Anniversary Program

Aug 40 Total Average 21

Jul 41 [ submit [




Performance Appraisals %

Zoho People provides a highly customizable performance appraisal system. You can choose to
run appraisals at your preferred time and for different job roles. You can include goals, KRASs,
skillset and competencies to be reviewed during the appraisal cycle.

A Customizable appraisal cycles
A Self-appraisals
A Multi-rater reviews

A Salary hike and budgeting



2019 - Q4 Appraisal

01-Jul-2019 to 30-Sep-2019

0y Total Employees = Total Salary
~ e E 1462000
My Review < Multi-Rater Feedback
Allocated Hike Percentage 10.00%
Team mates
Peers View Multi-rater Details
Appraisee View Allocated Hike Amount 146200
Goalsheet Approval Employee Rebecca Biaggio ZY134
Multi-Rater Approvals Estimated salary after hike
Rater £ Christine Spalding ZY198 1608200
Multi-Rater Selection
Extend Review Type Senior v
Skill Set Matrix
Comments Recruitment KRA and Goals Cancel
Multi-rater Review m
Goals
Employee Salary KRA vs GOALS Progress Weightage Christine Spalding
Reports £ Campus Recruitment 20%
Settings i i
g! Conduct five campus recruitments in Q3 - S 50%
N/A
@ Increase campus recruitment drives by 10% in Q1 of
2019. — 50% 20%
Overdue - 94 day(s) N/A
Average 37

m Save Draft Cancel




Insightful Analytics

Get insightful performance analytics from detailed reports like skillset matrix, appraisal reports
and 9-box matrix.

REEr e Performance Vs Potential

Team mates

Reports Rough Diamond Future Star Consistent Star
e S Low Performer/High Moderate Outstanding
SR Potential Performer/High Potential Performer/High Potential

High

Appraisal Report
Self Appraisal Status 75 employee(s)

Multi-Rater Status

Review Status

-
= i o c
LserFating Report “E-’ Inconsistent Player Key Player Current Star
Performance Vs Pote... o g Low Moderate QOutstanding
e ; 2 5} Performer/Moderate Performer/Moderate Performer/Moderate
Skill Set Report n B N . .
< s Potential Potential Potential
©
Goals E 80 empl [ )
Multi-rater Review B
o
Settings
Talent Risk Solid Professional High Professional
Low Performer/Low Moderate Qutstanding
g Potential Performer/Low Potential Performer/Low Potential
3

49 employee(s)

Low Moderate High

Performance Assessment




Corporate Learning
Management System




A comprehensive learning experience

Create purpose-driven courses

Create, categorize and publish =2 : |
courses as per your needs through #Mktg - Strategic Content Marketing
. General « ZY198 -Christine Spalding
dual learning modes: Self-paced
and Blended Learnlng_ OVERVIEW MODULE SESSIONS FILES MEMBERS NOTES DISCUSSION FEEDBACK
€ GettingStarted 35 Mins +
Our LMS seamlessly integrates with A~ Content Marketing Research  35Mins
Performance management,
enab“ng you to create courses with ° Content Marketing-The Strategic Context 200 Mins +

pre-requisite skills and level of

upgrade on completion of a course. L AsNCaEtMaketg @M

}e Content Marketing Strategy ~ 20Mins



A comprehensive learning experience

Deliver seamless learning

A

Conduct selective training by
creating relevant courses for each
department, designation, location or
skill set.

Engage every learner with rich
media content like videos,
presentations, PDFs, online
sessions etc.

MODULE NOTES

The Journey

THE
ZOHO CORP.

STORY :

Applicable to

Departments Marketing % K

R This course is for users of the
selected departments

. . ¥
Designations Product Marketer

This course is for users of the

x
selected designations ContentMarketes

Content Writer x




A comprehensive learning experience

Engaging learning experience

A Connect your trainers and
learners through virtual
sessions so that you don't
miss the classroom effect.

A Encourage learners to
participate in discussions and
learn from multiple
perspectives.

ATTENDEES (5)

Q’) Amy Adams

Allow to talk

Tai Chin
9 Make presenter

Quinn Rivers eee \

Alica Banks

William Stone

")‘ G
Ao

Christine Spalding
Strategic Content Marketing . Batch-1
Today 2:55 PM
{he major aspects of content marketing

@ Rebecca Biaggio
\

Invite Attendee:




A comprehensive learning experience

SKILLSET
Manage
COMMUNICATION 75%

MARKET RESEARCH 75%

ZY130- Benito Melissa

SUGGEST I?IGITAL MARKETING ‘ 75%

CONTENT MARKETING 50%

A Manage batches and encourage
learners to provide feedback
about courses and trainers.

COURSES COMPETENCY

A Managers can also suggest
courses based on their skills and Strategic Content Marketing
track employees' progress. o s

Strategic Content Marketing

Average rating

4.5

a Rebecca Biaggio

An amazing course to learn about the A to Z of content marketing!

-



Insights

Advanced People Analytics




Make informed decisions 9

Apart from module based system reports, Zoho People allows you to create custom reports and
dashboards about your attrition and retention trends, employee performance, effective growth,

tasks and much more.

Effective Growth Report C B : [ carveson |ERIERCIARCRIED

This report shows the effective growth of Organisation year by year

l Sort H Merge Axis “ Underlying Data “ e v Inm I B [FFoue

Yearly Closing Balance
abejuaniad ymmols anoayg

2013 2014 2015 2016 2017 2018 2019 2020
Year

Yearly Closing Balance [ Effective Growth Percentage



Streamline HR
Automation & HR Workflows




Automate workflows to streamline
your process

Basic Information

Exit Details
Action Exit Checklist
Zoho People empowers you to create Mail Alerts D (= Status Active
and customize your HR workflows with Description Tasks o ieclone when ext request
automatic mail alerts, field updates and Checkdists + B
more based on time and action. Validate Exit Process
. . . Field Updates +
Whether it's the tasks included while
addlng a new employee, approvalsl Reason for Leave Retirement
taSkS related tO pI’Obation and eXit, yOU Change Employee Status

can customize the system and set a
unified process.

Update date of exit in employee form
Webhooks +

Custom Functions +

Add time based action



HR blueprint

Zoho People's blueprint enables
you to create fool-proof
processes that guides your HR
staff through every stage so that
there are no glitches and the
process stays uniform throughout
your organization.

Mark as in progress

Extend Probation Not confirmed

In progress

Extended Confirmed Not Confirmed

Result is not satisfactory



HR blueprint

Zoho People's blueprint enables you to
create a fool-proof process with exactly Mark as in progress
the steps you want to have.

Extend Probation Not confirmed

In progress

Blueprint guides your HR staff through
every stage in a process so that there
are no glitches and the process stays

uniform throughout your organization. - - - - - bcended ¥ 0 B SR | contirred SR

Confirmed




Streamline HR

Custom HR Apps

Go beyond the services we offer and
create your own custom applications
like team change management, visitor
management, asset management and
much more with all the processes and
steps you'd like to have.




Team Change > Team Change Request v

Add Field =
4= Single Line [ MultiLine
Team Change Details

= Email ID 23 Number

Employee Name
& Currency [J) Add Notes
= Dropdown ) Blood Group Email ID
Image Q, Phone

Current Team
[] Date fx Formula

Date - Time Url

s ¢ CurrentDesignation
\t File upload £ Gender
00 Decimal 5 Lookup
@® Radio @ Country

[ Decision box = Multi-select

Description

Employees can request for team change.

Service Owner

. Christine Spalding
Go to Team Change

CUSTOMIZE
L]

PERMISSIONS APPROVALS AUTOMATION

s~ | -

New Team

New Designation

Team Change Request o

=

Training

Benefits

Q Search

2 =

Performance Files

Exit
Management

Related Documents

Create Case

FAQ



Connect

Communication and collaboration

A HR Files
A Collaboration
A Built-in chat




l HR Files %

File Name Shared To Folder Modified on
Company Policies m Travel Policy.pdf Al Policies 18-Jan-2019

W

\W Terms & Conditions of employment.docx All Contracts 16-Jul-2019

Create company policies and
handbooks based on |Ocati0ns’ @ Social Media Policy All Policies 07-Jan-2020
business units or departments and

[ salary hike process - FINA

. . Document Details Send Reminder | v Y
have them easily available to B
e m p | Oye eS . g:;je:;; Harassment Policy ZY198 Christine Spalding _,6
Status Sent
Secure sharing Actachments

Anti-Sexual Harassment Policy

A 05-Mar-2020 16:52
Whether it's conduct reports,
contracts or appraisal docs, securely Recipionts
share crucial docs with the right Lortega@mhonekercom s
person and get them e-signed too. " lortegs@zphoneayiercom ? unoree
Activity

Company policy - RequestExpired

Document has been expired System Generated



l Real -time collaboration %

Announcements vﬁ You have posted an announcement.

Make company -wide announcements
and keep your employees posted on @) Update on Work From Home Policy
important information. Hi everyone,

. F
We've made some major updates to our work from home polic Scott Fisher

# +Add to your contacts

) . here.
Built-in chat '
Please read it thoroughly and it's mandatory to comply to the
Employees can communicate across the T '
organization and also participate in audio o ,
. 3 . Expiry: Nil Location: Al You
and video calls for better communication. ey

Can we have a meeting regarding our
next event?

Can we meet at 3pm?

Actions




l Real -time collaboration

a Rebecca Biaggio has created a case 00004 under the Category - Travel

Team and groups

Subject What is my per diem eligibility?
h I . Agent 6 Christine Spalding Travel
Zoho People povides a > Members
Status Closed v

collaboration space where the
team or groups can get Category v &b
together, share ideas and . ‘

resolve issues. istaus Approvals Cases Feedback Jobs ==

a Christine Spa\ding 6 Your Shift has been Changed by Christine Spalding.
. Your per diem eligibility is of two types

international travel it is 200 USD. Existing Shift Changed Shift

30 July 2019, 2:44 PM Like

Feeds UAE (09:00 A 05: 0078
— a Christine Spalding
The case has been picked by @Christin

Feeds helps you and

employees to track @ oo e e o0zt inder he Catepory T
notifications, request statuses Whati th per demrateforthe USA?
and HR tasks. Ager B Siver Gocciman

| am traveling to the United States next month and I'd like to know how

Description much per diem | would get.

Status n Progress v

Category Travel - International travel



Mobile HRMS

&

Organization

DEPARTMENTS

Frequently Viewed

> Olivia Stacy

<, Support central plus

% Ryan West
/= Customer Support
» Aaron Welsley
,  Corporate Finance

y’ i Abigail Anderson
m‘g Marketing

) Addison Bernice
g Corporate Finance
<> porate anc

™) Addison Bernice

‘\:" Corporate Finance

Check-In

X

C ol

01:11

9 AM

Leave
for Rebacca Biaggio

General

+

e
S

6 PM

o Do Do Io I» I» Po Do Do Do

Easy mobile check in/out

Log time for projects

Request for time off

Contact colleagues in a click

Enable managers to do approvals on the go
Access organization and employee files

Track goals and KRA

Track case requests and resolve questions
Assign tasks and track progress

Mobile LMS: Access courses, attend sessions and

much more.



Zoho Apps
INTEGRATIONS

Hiring: Zoho Recruit

Clients, projects and invoicing
A Zoho CRM

A Zoho Books

A Zoho Invoice
A Zoho Projects

Expense Management
Zoho Expense

Communication: Zoho Cliq

Advanced Analytics: Zoho Analytics

Payroll
Zoho Payroll

Password Management
Zoho Vault

Other: Zoho Writer



.. INTEGRATIONS: E-signature

Easily share and get offer letters, contracts and other documents esigned with Zoho Sign, Adobe
Sign or DocuSign. Send out documents in bulk and get the process done in just a few clicks.

| — ! Docuﬁgn_g



T VT

L~

., INTEGRATIONS

G Suite

A Google Calendar
A Google Docs
A Add users from GApps

i
zapier

Integrate Zoho People with over 750+
applications

Sync users from 1 Office 365

@ Quickbooks

Generate invoives or pay your employees
on time.

xoxoday

Reward and motivate your high-performing
employees.



The Zoho People Family %

4000+ businesses worldwide trust Zoho People with their HR

operations.
=2 MEeDLIFe Spicefet ]8I LENNOX
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RENAULT NISSAN MITSUBISHI



https://www.zoho.com/people/customers/case-study.html
https://www.zoho.com/people/customers/case-study.html




