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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. 

• 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 

• Zoho People will be your highly secure and scalable HRMS that 

grows with your business.  



Getting Started 

• 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



Features at a glance

Onboard and Manage

• Candidate and Employee Onboarding

• Employee Database 

• Time and Attendance Tracking

• Case Management

• Exit Management

Performance and Learning 

• Performance Management

• Learning Management System

Streamline HR 

• HR Workflows

• Custom Apps 

Insights

• People Analytics

Connect

• HR Files

• Communication and 

collaboration   



Employee Onboarding 

Onboard and Manage



Candidate Portal 

• Send offer letters and get them e-

signed.

• Create checklists for new-hires to 

submit documents like work 

experience and qualification 

certificates.



Employee Onboarding 

• Create different onboarding flows

to match the experience and 

designation of new-hires. 

• Define objectives and goals to 

improve clarity and get employees 

up to speed in no time. 

• Familiarize your new hires with 

company policies  

• Introduce your team and give a 

warm welcome to your new 

employees! 



Employee Dashboard & Self-Service

• 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! 

• 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. 



Employee 

Dashboard 

Self-Service 

Portal 



Centralized Employee Database



Secure & Centralized Employee Database

Collect and manage info

• Securely collect and manage your employee information, personal records 

and government records.

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

User access 

• Set custom user roles like admin, team member etc and give appropriate 

permissions for different data types within Zoho People. 

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





Time & Attendance

• Attendance Management

• Shift Scheduling

• Time Off Tracking 

• Timesheets



Attendance Management  

Highly 
customizable 
leave forms 
and policies

Easy leave and 
attendance 

tracking 

• 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. 



Shift Scheduling

Create dynamic schedules and rotations

• Create schedules and set policies for each based on your requirements. 

• Configure shift allowances and automatic rotations. 



Manage shifts

• Use the shift calendar to assign and manage shifts. 

• Calculate accurate working hours along with breaks taken and overtime. 



Instant notifications

• Whether it's a last minute change, or shift 

rotations, keep your employees in the 

know through instant notifications. 

• Also, send reminders to employees to 

check in/out, and a notification to 

managers incase of absence. 



Time Off Tracking 

Create dynamic leave policies

• Create time off policies based on locations and work experience, complying to regional laws. 

• Mark holidays based on different regions.

• Enable employees to apply for time off from the web and mobile. 

Compensatory off & LOP

• Enable compensatory off for employees working on weekends and holidays.

• 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. 





Timesheets

Classify and schedule projects, clients, & jobs 

• Create and map projects with the respective clients and work items. 

• Schedule work items across the calendar so that everyone in the team is productive and your project 

is completed on time. 

Track and manage 

• Log time spent on specific projects or jobs, on a daily, monthly or weekly basis. 

• Set estimated hours and the cost for every project and job. 

• Automatically curate the time logs into timesheets and get it sent regularly for approvals. 

Bill and Invoice 

• Generate timely and accurate invoices and bill your clients or pay your employees on time.

• Zoho People integrates with Zoho Books, Zoho Invoice and Quickbooks for invoicing. 





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 

queries and requests easier 

and to the right person.

Employees can communicate 

with agents through comments. 

Agents can also assign tasks 

and update the progress. 

Track & Resolve 

Manage

Assign agents to each 

category and set SLAs, to 

ensure questions are 

addressed and resolved on 

time. 

Enable employees to rate 

their experience and get an 

overview of the number of 

open, closed and in progress 

tickets. 

Feedback & Insights

Employee Case Management





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

Submit Resignation
Manager/ HR 

Approvals No due-clearance

Exit Interview
Farewell mail with 

experience letter
Exit Survey

Change Employee 

status
Post exit tasks





Performance and Learning

Performance Management

• Accurate Evaluation metrics

• Feedback 

• Continuous assessment

• Performance appraisals

• Insightful analytics 



Evaluation Metrics - KRA and Goals 

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. 



Evaluation Metrics - Skillset

Skillset allows employees to 

display their proficiency in 

different skills while also 

enabling managers to choose 

the most proficient employees 

for a project. 



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.



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. 



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, KRAs, 

skillset and competencies to be reviewed during the appraisal cycle. 

• Customizable appraisal cycles

• Self-appraisals

• Multi-rater reviews

• Salary hike and budgeting





Insightful Analytics

Get insightful performance analytics from detailed reports like skillset matrix, appraisal reports 

and 9-box matrix. 



Corporate Learning 

Management System



A comprehensive learning experience

Create purpose-driven courses

Create, categorize and publish 

courses as per your needs through 

dual learning modes: Self-paced 

and Blended Learning.

Our LMS seamlessly integrates with 

Performance management, 

enabling you to create courses with 

pre-requisite skills and level of 

upgrade on completion of a course.  



A comprehensive learning experience

Deliver seamless learning

• 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. 



A comprehensive learning experience

Engaging learning experience

• Connect your trainers and 

learners through virtual 

sessions so that you don't 

miss the classroom effect.

• Encourage learners to 

participate in discussions and 

learn from multiple 

perspectives.



A comprehensive learning experience

Manage

• Manage batches and encourage 

learners to provide feedback 

about courses and trainers.

• Managers can also suggest 

courses based on their skills and 

track employees' progress.



Advanced People Analytics

Insights



Make informed decisions

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. 



Automation & HR Workflows

Streamline HR



Automate workflows to streamline 

your process 

Zoho People empowers you to create 

and customize your HR workflows with 

automatic mail alerts, field updates and 

more based on time and action.

Whether it's the tasks included while 

adding a new employee, approvals, 

tasks related to probation and exit, you 

can customize the system and set a 

unified process. 



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. 



HR blueprint

Zoho People's blueprint enables you to 

create a fool-proof process with exactly 

the steps you want to have. 

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. 



Custom HR Apps

Streamline HR

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. 





Communication and collaboration

Connect

• HR Files

• Collaboration

• Built-in chat



Company Policies

Create company policies and 

handbooks based on locations, 

business units or departments and 

have them easily available to 

employees. 

Secure sharing 

Whether it's conduct reports, 

contracts or appraisal docs, securely 

share crucial docs with the right 

person and get them e-signed too.

HR Files



Announcements

Make company-wide announcements 
and keep your employees posted on 
important information. 

Built-in chat 

Employees can communicate across the 

organization and also participate in audio 

and video calls for better communication.

Real-time collaboration



Team and groups

Zoho People povides a 

collaboration space where the 

team or groups can get 

together, share ideas and 

resolve issues.  

Feeds

Feeds helps you and 

employees to track 

notifications, request statuses 

and HR tasks.   

Real-time collaboration



Mobile HRMS

• 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

• Zoho CRM

• Zoho Books

• Zoho Invoice 

• 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

Other App

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. 



INTEGRATIONS

Other Apps

• Google Calendar

• Google Docs 

• Add users from GApps

Integrate Zoho People with over 750+ 

applications

Sync users from

Quickbooks

Generate invoives or pay your employees 

on time. 

Reward and motivate your high-performing 

employees. 



The Zoho People Family

4000+ businesses worldwide trust Zoho People with their HR 

operations.

zoho.com/people/customers/case-study.html

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


agentur BLAUOHR GmbH                       let's work together

Schweiz

agentur BLAUOHR GmbH
Töpferstrasse 26
CH-8045 Zürich

+41 44 515 23 73

Deutschland

agentur BLAUOHR GmbH
Villastraße 11
D-70190 Stuttgart

+49 711 219 569 49

Kontakt: Michael Wagner, michael.wagner@blauohr.com
Weitere Informationen unter www.agenturblauohr.com 




