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Introduction

Welcome aboard!

We are glad you have chosen Zoho People for your organization. This guide
helps you set up your Zoho People account as an Administrator, aimed at
simplifying the various stages of the setup process. From setting up users to
configuring services, we will walk you through the entire process.

The purpose of this guide is to ensure your onboarding experience is
structured, smooth, and easy to follow. Use it as your starting point to set up
your Zoho People account and run your organization efficiently.

Getting Started

After you sign up and create an administrator account, you will be greeted
with a pop-up screen as shown below.

Company Information

Help us setup your account

Company name *

Awfis Corporation

Portal Name *

awfiscorporation

Industry *

Information Technology v
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NOTE:

The portal name you enter will be part of the Zoho People access portal URL. For
example, if you enter “portal name”, the URL will be
people.zoho.com/portalname/

The portal name is the unique URL of your account.

Once you have updated your company information, you need to verify your account.

Your account must be verified to trigger any communication from Zoho People, including emails and other sensitive operations like user and domain addition. Click here to verify your account. A

Company Information

Help us setup your account

Company name *

Awfis Corporation

Portal Name *

awfiscorporation

Industry *

Information Technology v

Click on the banner on top to verify your account. If it is not verified, you will
not be able to add users, and several features will be restricted.

NOTE:

Account verification will be skipped if you have already verified your account in
Zoho People Account.
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https://accounts.zoho.com

Sample Data for Setup

In Zoho People, new sign-ups can choose to load sample data. This allows
administrators to explore and practice with content that resembles real data,
providing a safe, hands-on test experience. You can delete the sample data at
any time.

After signing up and accessing Zoho People for the first time, you'll be guided
to set up your organization details. Once completed, a prompt will appear
asking if you’d like to load sample data into your account.

Click Yes, Generate Data. (to add sample data)

ClickNo, Iwillfillmyowndata. (if you prefertostart with yourowninformation)

Would you like us to load sample data into your Zoho People account?

Load sample data to your Zoho People account to help you settle in comfortably as
you familiarize yourself with the various features.

Note: You can delete sample data at any point in time.

Yes, Generate Data No, | will fill my own data
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NOTE:

Sample data cannot be generated once the sample data screen is closed.

Supported Display Languages

Zoho People is available in 24 supported languages:

4 )
Arabic “ French ; Polish
B Bulgarian +I+ Georgian Portuguese
Chinese B German ; Russian
E Croatian f Hebrew Serbian
== Danish E Hindi Z Spanish
= Dutch I I Italian == Swedish
English (UK) ® Japanese Turkish
English (US) Korean Vietnamese
- J

NOTE:

Only the tabs/sub-tabs/fields that are non-editable by the user will be changed to
the respective language. The fields that are editable will remain the same.
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The localization feature lets you customize both system and custom terms by
adding alanguage and updating the terminology to match user needs. Learn
more about localization.

How to change the display language in
Zoho People?

1. In your browser, navigate to Zoho People Account.

2. Enter your password to re-identify yourself.
3. Click Edit in your profile card. (Navigate to Profile > Personal Information
> Edit)

Accounts

® Profile 5
Profile
* Personal Information
Email Address .
<% Christine Spalding
Mobile Numbers vl
4 c.spalding@zylker.com
O Security First Name * Last Name
Christine Spalding
@ Multi-Factor Authentication
Display Name Gender
@ Settings
Christie Female
Sessions
Country/Region Language
22 Groups B0 France frangais (French)
6 Privacy Time zone

IST
@ Compliance

Organization Cancel

4. Select the desired language and select the corresponding country/region
using the provided drop-downs.
5. Click Save.
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Organization Setup

Organization Details

1.

From home, go to Settings (gear icon) > Manage Accounts > Organization
Setup > Organization Details.

By default, the Zoho People logo will appear. Click the Edit option to replace
the Zoho People logo with your own custom logo.

. Click Upload File.
. Enter your Organization’s contact information, such as name, address,

contact number, and email address.

IDEA:

Your company logo will appear at the top of your Zoho People account, and make
sureitisinthe 80 * 55 size for the best resolution.

< Manage Accounts Users Organization Setup User Access Control Manage Service Automation Approvals

Organization Details . .
Basic Details Save Reset

Organization Policy

> Organization Structure

‘ Logo
Locations
Departments
Designations Name * Awfis Corporation
Domains and Rebranding

Website

From Addresses
Email Authentication Type of organization Information Technology v

Contact person

Contact number

Contact email * awfiscorporation@gmail.com

Primary address
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Organization Policy

&

This space contains crucial settings that impact your entire organization’s
accounts. These include settings on alerts, chats, employee information
preferences, search preferences, profile picture preferences, and finally
locale and display format preferences.

Todothis, navigate to Settings (gearicon)>Manage Accounts > Organization
Setup > Organization Policy.

4 Manage Accounts

Organization Setup User Access Control Manage Service Automation

Approvals Subscription

Organization Details

Organization Policy

s> Organization Structure

Locations

Departments

Designations

Domains and Rebranding

From Addresses

Email Authentication

Alert & Chat

@) Notifications

Disabling notifications will stop all email communications

() Chat

Specify if you want the chat bar or not

@ Bot

Specify if you want the Zia bot or not

Employee personal information

Define permissions to give employees the option to share or hide certain personal information in the dashboard with others in the organization.

@ Birthday

Enable to give employees the choice to share or hide their birth day.

@D Work Anniversary

Enable to give employees the choice to share or hide their work anniversary day.

@ WMobile number

Give employee the choice to share or hide their mobile number

Employee search

@D Allow employee information to be searched using mobile number

Profile picture update

Define who can add or update an employee's profile picture

Profile picture can be updated by

Employee

(B Mandate approval for profile picture changes

Locale & Display format

Country/Region

Select the country from which your organization primarily operates

-

-
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Alert & Chat

Notifications: If you wish to disable all email alerts and notifications sent from
Zoho People, disable notifications.

Chat: Zoho People hasa built-in chat bar, which can be used to send messages,
attachments, calls, etc. to other employees.

Bot: Zia Bot helps employees quickly check in, apply for leave, and view
pending tasks. Italso searches the company’s FAQs and lets users raise a query
if no match is found.

Alert & Chat

@ Notifications

Disabling notifications will stop all email communications

@ chat

Specify if you want the chat bar or not

(3 Bot

Specify if you want the Zia bot or not

Employee Personal Information

Using these options, the administrator can choose to give employees the
choice to display or hide sensitive information such as their birthday, work
anniversary date, wedding anniversary date, and mobile number. Based on
the preferences configured here, employees will have access to permissions
on the Personal Preferences page in the home tab. Learn more about personal
preferences.
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https://help.zoho.com/portal/en/kb/people/employee-handbook-5-0/home/articles/home-tab-for-employees#Adjust_personal_preferences
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Employee personal information

Define permissions to give employees the option to share or hide certain personal information in the dashboard with others in the organization.

@ Birthday

Enable to give employees the choice to share or hide their birth day.

@ Work Anniversary

Enable to give employees the choice to share or hide their work anniversary day.

@ Mobile number

Give employee the choice to share or hide their mobile number

Employee Search:

By enabling this, employee information can be searched using the employee’s
mobile number.

Profile Picture Update

Specify who can update the profile picture in Zoho People by using the
provided drop-down.

Employee search

@ Allow employee information to be searched using mobile number

Profile picture update

Define who can add or update an employee's profile picture.

Profile picture can be updated by

Employee v

(3 Mandate approval for profile picture changes
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Locale & Display format

Specify the organization’s primary country/region and time zone here.

NOTE:

You can also add multiple locations and specify their time zones from the
Locations page. (Settings > Manage Accounts > Locations). Each employee

can be associated with a region, and this information can be edited through the
Employee Information page in Operations (Operations > Employee Information >
Employees page) or through the HR Process feature.

Locale & Display format

Country/Region

Select the country from which your organization primarily operates

India v

Time zone

Choose the time zone to be applied for your organization

India Standard Time (Asia/Kolkata) v

Time
Define if time must be shown in the 12 or 24 hour format in the account

© 12-Hour(s) 24 - Hour(s)

Name

Select how an employee's name must be shown in the account

First name Last name v

Date

Pick how dates must be displayed in the account

dd-MMM-yyyy v
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https://help.zoho.com/portal/en/kb/people/administrator-guide/settings/employee-information/articles/employee-hr-process

Time: Specify if the organization uses a 12-hour or 24-hour time format. This
setting impacts all users.

Name: Specify the name display format; for example, if you would like
to display the first name following the last name or vice versa across the
organization, that can be adjusted here. This setting impacts all users.

Date: Specify the preferred date format choice using the provided drop-
down. This setting impacts all users.

Organization Setup

The organization structure feature in Zoho People lets you set up and manage
your company hierarchy, making it easy to handle multiple companies or legal
entities from a single account.

Learn more about how to set up Organization Structure.

& Manage Accounts Users Organization Setup User Access Control Manage Service Automation Approvals

Organization Details P
£ Qrganization Structure

Organization Policy Configure your organization's hierarchy and maintain the data of multiple dependent companies in the same account.

@) Enable Organization Structure

Configuration
Organization Structure Comprises
Company

Business Unit Edit the component name to suit your organization's style.

Division Legal entity

Independently operated companies under the same parent organization.
Manage Structure

Company
Locations
B Businessunit
Departments Operational units that exist within an organization

. ) Business Unit
Designations

Domains and Rebranding oio Division

Functional units within an organization. Existing departments in your account can also be tagged here.
From Addresses
Division

Email Authentication
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IDEA:

Enabling organization structure will work well for your organization, if your
organization:

Has multiple entities within an organization that need to be classified.
Has multiple entities within an organization that are dependent.

Has cross-reporting structures between entities.

Has multiple entities only for payroll processing.

Organizational Layers and Structure in Zoho
People

The organization structure in Zoho People includes the following:

Legal entity:

A legal entity is an independently operated company with its own legal
responsibilities, and you can manage multiple legal entities under a single
Zoho People account, where each legal entity sits at the top of the organization
hierarchy.

Business units:

Various operational units that exist within an organization. You can create
multiple business units that operate within a legal entity. The business entity is
the second highest in the organization’s hierarchy.

Divisions:

Parts of a business unit that are commonly based on location or products. You

can create multiple divisions within a business unit. Division is the next level in
the organization hierarchy, after business unit.
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Enable and Set Up Organizational Structure

To enable organization structure:

1. Navigate to Settings > Manage Accounts > Organization Setup >
Organization Structure > Configuration.

2. Enable Organization Structure.

IDEA:

You can edit the name of the organization structure components as per your

organizational preference. For example, a Legal entity can be renamed as a Legal
Business Entity or Company.

3. Navigate to the Legal Entity tab and define the legal entities of your
organization.
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4. Navigate to the Business Unit tab and define the business units of your
organization.

5. Navigate to the Divisions tab and define the divisions of your

organization.
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6. After defining your organization’s Legal Entity, Business Unit, Divisions,
you can organize and structure them within the Manage Structure tab. This
allows you to set up a clear hierarchy and efficiently manage the various
layers of your organization.
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O
Let’s say an organization has two legal entities:

« Zylker Technologies
« Zylker Chemicals

You want to manage the details of both companies within a single Zoho People
account. Enable the Organization Structure and do the following steps:

1. Navigate to Legal Entity tab and add Zylker Technologies and Zylker
Chemicals as legal entities.

2. Navigate to the Business Units tab and add the required business units as
follows:

3. Navigate to Divisions tab and add the divisions of the organization.
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4. Navigate to the Manage Structure tab and set up your organization
hierarchy using the organizational elements you added above.
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Based on the above structure, Zylker is the parent company and Zylker
Technologies and Zylker Chemicals are sub-companies under it. Cloud
services, telecommunications are business units within Zylker Technologies.
Pharmaceuticals and specialty chemicals are corresponding business units
within Zylker Chemicals.

Map Legal Entities, Business Unit, and Division to
Employees

1. Navigate to Operations > Employee Information > Employees tab and
click on the employee record to edit information.

2. Tag the Legal entity, business unit and division to the employee and save
the record.
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Learn more about Organization Structure use cases and examples.

From Address

It serves as the default email address (sender’s email address) for all your
system e-mails triggered and sent from Zoho People to your employees.

The default From Address will be noreply@zohopeople.com. To add a new
from address, click on the Add Email From Address button and follow the
steps given below.

Click on the star icon to set the newly added from address as your default
from address.

& Manage Accounts Users ‘Organization Setup User Access Control Manage Service Automation Approvals

Organization Details
Ridanzatonieley Display name Email from address Verification status Authentication Status
7 OIS *  noreply noreply@zohopeaple.com @ Verified. Authenticated
Locations
Departments
Designations
Domains and Rebranding

Email Authentication
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Employee Database

Once you have set up your organization details, you can start adding users to
your account. Users can be added through three different methods in Zoho
People.

Before that, let’s distinguish the two types of employees that can be added in
Zoho People:

Users

These are employees who will have an email address and password and will
be able to log in to their account. They can access their self-service page and
perform actions such as applying for leave, submitting timesheets, submitting
self-appraisals, etc. First name, last name, employee ID, and email address are
mandatory fields for adding a user.

Employee Profiles

These are employees who cannot log in to their account. These employees’
details are maintained by the organization in the account. Security staff and
contract workers can be examples of such employees. Since these employees
cannot log in to their account, based on set permissions, their manager or the
admin can apply for leave or submit timesheets for them. Employee ID and first
name alone are mandatory fields for adding an employee profile.

Adding Users

To add a new user to your organization, click Add User(s).
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< Manage Accounts Users Organization Setup User Access Control Manage Service Automation
~ Users Total Count : #
All Basic information Il Dateofjoining | Roles

S20 - Christopher Brown
Login Enabled , 05-Jan-2015
christopherbrown@zylker.com
Login Disabled 519 - Michael Johi
@ St ichael Johnson 03-Jan-2004
1 michaeljohnson@zylker.com
Invited
518 - William Smith
01-Oct-2012
Downgraded williamsmith@zylker.com
517 - Amardeep Banjeet
01-Sep-2018
> Employee Profiles i amardeepbanjeet@zylker.com P
3 516 'AﬂdlEeti Garcia 09-Aug-2020
andreagarcia@zylker.com
S15-A Ach
5-Aparna Acharya 08-Jul-2012
aparnaacharya@zylker.com
a 514 - Emily Jones 02-5ep-2009
o s emilyjones@zylker.com
13 -
§3 Isabella Lopez 09-0ct-2015
isabellalopez@zylker.com
512 - Sofia Rodri
S ofia Redriguez 03-Aug-2019
‘A\‘ sofiarodriguez@zylker.com
11- Olivia Smi
$11- Olivia Smith 01-Sep-2017
oliviasmith@zylker.com

$10 - Lindon Smith

i 04-Jul-2025
& Go to Operations g lindonsmith@zylker.com Y

Team member

Team member

Team member

Team member

Team member

Team member

Team member

Team member

Team member

Team member

Team member

Choose where you want to add employees from.

Approvals - Q o

Location Employee status Actions

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Active

If you area Zoho One user, the administrator will have additional options when

adding users to the organization.

Inviting Users

Adding users without a verified domain requires an invitation to be sent to
the users, who will then have access to their Zoho People account once they

have accepted their invitation.

To invite users,

From your home page, go to Settings > Manage Accounts > Users > Add

User(s).

-

-
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1. Toinvite users through email, select invitation.

o -
L -

Selection Sync Users from Zoho Summary

Total License: 7000 Employees added: 56024  Remaining: 976

2 User with any email can be added. An invitation email will be sent to the user and they will become active once they accept the

invite,
Invitation

()

Domain Email

User with only verified domain email can be added. The user will become active instantly.

&)

Zoho Mail

Users from Zoho Mail can be added in Zoho People.

Users from Google Workspace can be added in Zoho People.

Users from Microsoft 365 can be added in Zoho People.
Microsoft 365

2. Create a user account by filling in the Employee ID, First Name, Last Name,
and Email Address of the user.
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3. After creating a user account, you can edit or add user data like basic
information, work information, hierarchy information, personal details,
identity information, contact details, separationinformation, systemfields,
work experience, education details, and dependent details.

4. After editing, click Update.

5. To trigger onboarding for that particular record, click Yes.

- ©

Selection Create User Account Edit User Data Trigger Onboarding

Trigger Onboarding

QO Yes No

Onboarding will be triggered for this record

6. Click Finish after the onboarding process has been triggered.
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Thisisamethod to add users directly to your organization with verified domain
email. You can give the users’ username and password and add them to the
organization domain. They can change their password later. Given below are
the steps to add users through domain email.

Domain Email

1. From your home page, go to Settings > Manage Accounts > Users > Add
User(s).

2. Select Domain Email to add users.

o - s

Selection Sync Users from Zoho Summary
Total License: Employees added: Remaining:
User with any email can be added. An invitation email will be sent to the user and they will become active once they accept the

invite.
Invitation

&

Domain Email

User with only verified domain email can be added. The user will become active instantly.

&

Users from Zoho Mail can be added in Zoho People.
Zoho Mail

”~
L)
Users from Google Workspace can be added in Zoho People.

Google
Workspace

0

Microsoft 365

Users from Microsoft 365 can be added in Zoho People.

3. Create a user account by filling in the Employee ID, First Name, Last Name,
Email Address and selecting the domain.
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Selection Create User Account Edit User Data Trigger Onboarding

Total License: 7000 Employees added: 56021 Remaining: 979

Once your domain is verified, you will be able to add users directly. Enter the email id and password and click 'Add'. The user will be directly added to the
'organization and can log in to the account with the password that you provide.

@ Auto-Generated Password
This aute-generated password will be send to your email address
Employee ID*

HRM_1860 Generate

Last Employee ID HRM_1859

First Name *

Jack

Last Name *

Reynolds

Email address *

jackreynolds76 @ zylker.com

4. After creating a user account, you can edit or add user data like basic
information, work information, hierarchy information, personal details,
identity information, contact details, separation information, system
fields, work experience, education details, and dependent details.
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5. After editing, click Update.

6. To trigger onboarding for that particular record, click Yes.

7. Click Finish after the onboarding process has been triggered.

Zoho Mail

You can add bulk users from Zoho Mail into Zoho People.
1. From home, go to Settings > Manage Accounts > Users > Add User(s).

2. Click Zoho Mail to sync users.
w @ ;
Selection Sync Users from Zoho Summary

Total License: Employees added: Remaining:

Q Total User 1348

Basic Information

Fatima - fatimay@zylker.com

Russell Thomas - russellt@zylker.com

Hari Kumar - hari@zylker.com

Tamara - tamarah@zylker.com

Evan - evanr@zylker.com

(<]

(<]

Cameron - cameronp@zylker.com

-2?5;&’ Richard - richardo@zylker.com

(<)

David - davidm@zylker.com
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3. Search users using the search box.

Import Users summary

Success Records

Email ID

evanr@zylker.com

cameronp@zylker.com

richardo@zylker.com

: @

Sync Users from Zoho Summary

Message

Users added successfully.

Users added successfully.

Users added successfully.

4. Select the users that you would like to sync and click Submit.

This is the view after importing the selected employees from Zoho Mail.

Google Workspace and Microsoft 365

Click the following links to learn about adding users from Google and

Microsoft services:

Adding Users From Google Workspace

Adding Users From Microsoft 365
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&

Thefilter option allows for quick, targeted access to specific employee data.

The ellipsis icon helps to Import data, Export data, History Export, Bulk File
Upload, E-Sign Documents, and show masked data.

Adding employees to your organization can also be done by navigating to
Operations > Employee Information > Employees > Add Employees.

Importing Users / Migrating Users into Zoho People

You can import multiple employee records into Zoho People using an Excel or
CSV file. This is useful when onboarding new employees in bulk or migrating
data from another system.

Key Features

An Import sample template file is available for download.
Supports Excel (.xIs/.xIsx) and CSV formats.

Allows you to map your file columns to Zoho People fields.
Detects duplicate records.

Enables assignment of roles, departments, and reporting managers during
import.

Generate employee IDs based on rule codes.
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Steps to generate employee ID during import in Zoho People:

To automatically generate employee IDs during import, you must first
configure employee ID generation rules.

Follow these steps:
Step 1:
Set up employee ID generation rules, refer to Employee ID Generation.

Define the necessary rules for generating employee IDs (e.g., prefix, number
format).

Note down the Rule Code assigned to each rule.
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Step 2:

Prepare the Import File.

In the import file, include a column named Employee ID or Employee ID rule.

Instead of entering actual IDs, input the Rule Code (created in Step 1) for each

employee under this column.

B Import File C D 3
Employee ID First Name Last Name Nick name
TEM Christophel Brown Chris
TEM Michael Johnson |Mike
TEM William Smith William
TEM Amardeep Banjeet Amardeep
TEM Andrea Garcia Andrea
TEM Aparna Acharya Aparna
PR Emily Jones Emily
PR Employee ID Rule Isabella |Lopez Isabella
PR Codes Sofia Rodriguez Sofia
PR Olivia Smith Olivia
PR Lindon Smith Lindon
PR Caspian Jones Casie
PR Asher Miller Ash
PR Hazel Carter Hazel

Step 3:

Import the File
1. Go to Settings > Manage Accounts > Users and click Import.

2. Upload your xls/xlIsx or csv import file and click Next.
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¢ Import Users
& 2
Map details Verify

All Mapped 01 Unmapped 66

Basic information

@ EmployeelD will generate based on rule code
First Name *

Rule Code (¢ "
Select

employee id v

Middle Name

Last Name *
Select

Select v

Email address

Preferred Name
Select

nnnnnn

3. In the map details section, enable Employee ID, which will be generated
based on the Rule Code.

4. Map the Rule Code column to the Employee ID field (field name in the
import file).

5. Proceed with the import.

6. Once imported, employee IDs will be automatically generated based on
the rule codes provided for each employee.

Employee Form

The employee form is the most basic and important form while setting up
an organization’s account in Zoho People. It contains all the details of each
employee and is referred to by HR professionals on a daily basis for all HR
processes right from joining until exit. Learn more about creating and editing
a form.
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User Access Control

Once employees have been added to the organization, they must be assigned
to roles. You can create roles and assign different permissions in terms of
accessing data, performing various actions across the system and other
related actions. Roles in Zoho People can be classified as General Role and
Specific Role.

General Role

In Zoho People, the General Role serves as the system-defined role, providing
a set of predefined roles with permissions that can be assigned to employees.
These roles include Admin, Director, Manager, Team Member, and Team
Incharge. They are not restricted by location, department, or designation and
can be assigned to any user within your organization. You can also add custom
roles of your organizational preference.

Admin Role:

Admins have unrestricted access to all Zoho People services, including all
forms, services, operations and settings. This role is ideal for administrators
managing system-wide configurations and overseeing HR processes.
Director, Manager, Team Member and Team Incharge Roles:

These roles come with configurable access permissions, allowing you to tailor

access levels based on job responsibilities and requirements. Permissions can
be adjusted to control access to specific forms, fields, and services.

Add General Role

To add a new general role:

1. Navigate to Settings > Manage Accounts > User Access Control > Roles >
General Role.
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2. Click Add General Role.

3. Enter the role name.

Add General Role

Role name *

Clone role

4. Select a particular role from the Clone role drop-down, thereby allowing
you to create arole that is similar to that of an existing role. This means that
the same set of permissions or access will be applicable to the cloned role
as well.

5. Click Save.

Assign General Role

You can assign a general role to a user by hovering over the desired role,
clicking the add icon at the top-right corner of the role, and selecting the
user. You can also view the number of users assigned to each role.

-
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< Manage Accounts Users Organization Setup User Access Control Manage Service Automation Approvals Subscription
~ Roles Add General Role Q
General Role

Admin Director

Specific Role
n_ ; ZY198 - Christine Spalding No Users assigned to this Role

Specific Role Assignment - Super Administrator

Admin

Function Based Permissions Assign User to Admin X
Ma ot Users: 26
Administrate
SLIRAN At Select User Use
Select ! ﬁwv sanenTR  chade ayltercom
=3 i B e —
R =
LY -
i‘-‘ S -
B e
& oo somrine
§© an- i anison ——
Trainee ﬁ
7R o

No Users assigned to this Role

NOTE:

Alternatively, you can:

Navigate to Settings > Manage Accounts > Users, click on the user record and
search for the role field and change the role.

Navigate to Operations > Employee Information > Employees, click on the user
record, search for the role field and change the role.

Specific Role

In addition to a standard general role, an organization might require an
employee to have an additional role, such as handling the HR operations for
a specific location or department. This can be achieved by creating specific
roles and assigning them to your employees.

NOTE:

The Specific Role feature is available only for Enterprise plan users. Learn more.
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Add Specific Role

To add a specific role,

1. Navigate to Settings > Manage Accounts > User Access Control > Roles
> Specific Role.

2. Click Add Specific Role.

3. Enter the Role name.

Add Specific Role

4. Select a particular role from the Clone role drop-down to create a role
that is similar to that of an existing role. This means that the same set of
permissions or access will be applicable to the cloned role as well.

5. Click Create.

Assign Specific Role
To assign the specific role to your employees:

1. Navigate to Settings > Manage Accounts > User Access Control > Roles
> Specific Role Assignment.
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2. Click Assign Specific Role.

3. Select the employee.

& Manage Accounts Users Organization Setup User Access Control Manage Service

Automation

Approvals Subscription

Assign Specific Role

0 ~ Roles
General Role Employee Employee Name
Specific Role 'Q 2vi57-Aberts (B, 145-PedroMartinez

Specific Role Assignment

Function Based Permissions

~ ZY196 - Rinzee
Role name  OnboardingM... ~

Administrator Applicability

Legal Entity Legal Entity: Zylker Technolo... X

Business Unit

Division
Department Information Technology X
Location Mumbai X Delhi X |
Add new

Goncel

Ep

& &

Ep

o

(o (r, )
X
Assign Specific Role Q

i}

Assign Another Role

4. Select the specific role which you would like to assign to the selected

employee.
5. Set the role applicability.

6. Click Save.

Super Administrator

The person who creates the account, by default, is assigned as the Super
Administrator. However, you can click Transferadmin rights and select another
employee as the super administrator. All license-related emails and other
official correspondences will be sent to the selected email address

NOTE:

The account Super Administrator profile is visible on the settings page.

-
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Change Super Administrator

1. Loginasasuperadministrator of the account.

2. From your home page, navigate to Settings > Manage Accounts > User
Access Control > Roles > General Role.

w

. In the Admin Role, click the edit icon and select any admin role users as
super administrators.

Authenticate with the account password to transfer the rights.
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Configure Specific Role Permissions for a Form

You must associate a specific role with the required Zoho People form and
define permissions to enable users in that role to manage the corresponding
form data.

Navigate to Settings > Select a Service > Permissions > Specific Role.

OntheRecord permissions > Specificrole, Field permissions, Importand Export
permissions, and Tabular Section Permissions, set up the required specific role
permissions (View, Edit, Add and Delete).
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Q)
> Record Permissions Form Candidate ~  Tabular Sections Education
Field Permissions ROETEe Q  Add Edit Delete
Import and Export Permissions & o ° °
Tabular Section Permissions
Director o o o
Human Resource ° ° °
Manager ° ° °
Onboarding Manager Specific role ° © ©
Team Lead ° ° °
Team member ° ° o
Trainee (] [ °

Function Based Permissions

You can configure function based permissions to general role users. Select
the general role, and enable or disable access to the following functions in

Zoho People.
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Administrators

This tab allows you to assign employees as administrators for specific Zoho
People services. You can enable access to settings and operations for each
listed service and specify the applicable location to control access.
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Alternatively, to assign an administrator to a specific service, navigate to the
Services tab to view the available services. Click on the desired service to add
an administrator and enable access to settings and operations.

Services Attendance

Services/Forms

v @ Attendance  User1

. ZY190 - Jones Terri
l 145 - Pedro Martinez
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Manage Service:
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In this setting, you can edit the service names according to your organization’s
needs and you can enable or disable the services.

€ Manage Accounts Users

Manage Service

Automation Approvals

1 Onboarding

3 Leave Tracker

5 Time Tracker

7 Files

9 ) Announcements
n Travel

13 [ Compensation

15 Offboarding

17 5 HRHelpDesk

e

e

Employee >

Attendance

Performance

Employee Engagement

HR Letters

Tasks

General v

LMS

Explore the services available in Zoho People, with more details about each

service in the section below.
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Leave Management

Setting up leave policies is an important part of onboarding. Soon after
employees start using the HR tool, they will have to update their leave
information. In Zoho People, you can create and customize leave policies as
per the needs of your organization.

To configure leave policy, navigate to Settings > Leave > Configuration >
Leave Policy > Add Leave Policy.

Types of leave policies

- Fixed entitlement: A simple policy with a fixed amount of leaves, such as
12 days per year. Refer to this example.

- Experience-based entitlement: An advanced policy with a variable
amount of leave based on the employee’s years of experience. Refer to
this example.

« Grant-based entitlement: A policy that credits special leave to specific
employees based on a request, such as maternity leave. Refer to this

example.

- Attendance based entitlement: A policy that credits leave to employees
based on their worked hours or days. Refer to this example.
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Add Leave Policy o

Fixed entitlement

O A simple policy with a fixed amount of leaves, such as 12 days per
year

Experience based entitlement

dw  Anadvanced policy with a variable amount of leave based on the
employee's years of experience

Grant based entitlement

A policy that credits special leave to specific employees based on a
request, such as maternity leave

Attendance based entitlement

@ A policy that credits leave to employees based on their worked
hours or days

or pick country wise compliances from our Leave Policy Gallery

Leave Type Gallery

The Leave Type Gallery has a set of preconfigured leave policies tailored to
specific regions worldwide. It includes ready-to-use leave setups designed to
align with regional regulations.

To configure leave policy gallery, navigate to Settings > Leave > Configuration
> Leave Policy > Leave Policy Gallery.
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INFO:

The leave gallery has preset policies for India, USA, United Kingdom, Singapore,
Japan, the UAE, China, and Hong Kong - making it easy to adopt region-specific leave
policies with minimal effort

Learn more about Leave Service in Zoho People.

Leave Settings

Leave Policy

To add a new leave policy, clone, edit or delete, go to Settings > Leave >
Configuration > Leave Policy (for Administrators).

IDEA:

The Leave Type Gallery helps you quickly add leave policies using region-specific

preset templates. Learn more about configuring a leave policy using a preset
template.
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Leave Type Gallery

The leave type gallery has a set of preconfigured leave policies tailored to
specific regions worldwide. It includes ready-to-use leave setups designed
to align with regional regulations.

Toaddaleave policy using the leave type gallery, navigate to Settings > Leave
Tracker > Configuration > Leave Policy.

8] & Leave Configuration Extend Service Approvals Automation Permissions
ﬁd Methods Add Leave Policy Leave Type Gallery ‘ =
Home
E’ i Leave policy Type Policy type Unit Status
perfo
Leave Type Gallery x
]
Jattendance UAE v Q
@
o Annual Leave UAE
nboarding
Monthly accrual of 2 days after 6 mc All ~ | of 30 days after 1 year from joining
£t All
Lea
Bereavement Leave  UAE India

Leave that employees can book witk s

United Kingdom
HajjLeave UAE =

Singapore
Unpaid leave of 30 days accrued on

Japan

UAE
Umrah Leave UAE

Leave that employees can book witk  China
Hong Kong

Maternity Leave UAE

One time leave accrual of 45 days for all female employees

| Sick Leave UAE °

Yearly accrual of 90 days applicable after 3 months from joining date. Unused leave resets by year end.

Use Template

Learn more about leave type gallery.
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Compensatory Off

Compensatory off allows employees to take time off for extra hours worked
beyond their regular schedule. They can mark weekend or holiday work for
future leave, if approved by the organization.

To set up compensatory off, go to Settings > Leave > Compensatory Off.

& Leave Tracker Configuration Extend Service Approvals Autemation Permissions
Methods
Compensatory Off
Leave Policy Compensatory Off is an entitled leave that an employee can take on a regular working day as compensation for working on a holiday or weekend
Compensatory Off
Mode of requests
Work Calendar Select the allowed ways of requesting for compensatory off
Pay Period
Compensatory off can be requested
SEOLS manually by raising a request
Additional Options automatically through a scheduler

* Toautomatically convert overtime to compensatory off leave, use Schedulers

* Toinclude the process of approving compensatory off requests, use Approvals

Learn more about setting up compensatory off.

Work Calendar

The Work Calendar in Zoho People refers to establishing the workdays,
weekends, annual year, and statutory weekends specific to your organization.
Configure diverse calendar settings for various geographical locations across
your organization.

& Leave Tracker Configuration Extend Service Approvals Automation Permissions

Methods
Work Calendar
Leave Policy Define the work days, weekends, year, and statutory weekends for your organization. Set up multiple calendar settings for each geographical location within your
organization.
Compensatory Off
Add Work Calendar
Work Calendar
Pay Period Location Calendar year Work week
Reports Default 01-Jan-2025 - 31-Dec-2025 Monday - Friday

Additional Options
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To add work calendar, navigate to Settings > Leave > Configuration > Work
Calendar > Add Work Calendar.

Learnmoreabout configuring Work Calendar, Half working day & half weekend
and Statutory weekend.

Pay Period

A pay period refers to a predefined timeframe during which employee work
hours are tracked, payroll processes are automated, and reports are generated
to ensure timely and accurate payment to employees.

Pay Period can be configured from three places; navigate to Settings > Leave
/ Attendance / Timesheet > Pay Period > Configuration.

€ Leave Configuration Extend Service Approvals Automation Permissions

Rt Pay Period

Leave Policy Creating a pay period can help you automate the payroll process, generate payroll reports, and ensure that employees are paid on time

Compensatory Off Add Pay Period

Bradford Score
Pay period name Pay period cycle Payroll processing day Applicable locations
Work Calendar

Mumbeai Pay Period 1stof current month - Last day of current month 3rd of nextmonth Mumbai
Pay Period

Reports Bruges Pay Period 21st of previous month - 20th of current month Last day of current month Bruges
Additional Options

Busan 16th of previous month - 15th of current month 17th of current month Busan

PAN locations Tuesday - Monday Tuesday of following week Singapore  Tokyo  California  +5

Learn more about setting up pay period.

Bradford Score

The Bradford Score is a tool used to measure the impact of employee
absences, especially frequent unplanned ones. It was developed by Bradford
University and is used across various industries. Unplanned absences can
disrupt workflows more than occasional planned leave. This score helps
organizations track and manage absenteeism effectively.

Learn more about setting up Bradford Score.
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€ Leave Configuration Extend Service Approvals Automation Permissions

Methods Methods
Leave Policy Select the methods that you commonly use in your organization to track your employee leaves
Compensatory Off @ Compensatory Off
Bradford Score Compensatory Off is an entitled leave that an employee can take on a regular working day as compensation for working on a holiday or weekend
Work Calendar @ Bradford Score
The Bradford Score associates employee absenteeism with a calculated score. It aims to reduce short, frequent and unplanned absences.
Pay Period Individual scores are maintained based on leave type, threshold level and score range. The score is calculated using the Bradford Formula.
y
Reports

Additional Options

To configure Bradford score, navigate to Settings > Leave > Configuration
and enable Bradford Score.

Learn more about setting up Leave Service.

Defining Holidays

You have two methods for adding holidays in Zoho People 5.0:

Add Holiday (Manual method): Add Holidays lets you manually create and
assign holidays based on shift or location-based applicability. Learn more.

Navigate to Operations > Leave > Holidays, click on Add Holiday.

Holiday Gallery: Select region-specific holidays and add them to your
organization’s calendar. Learn more.

Navigate to Operations > Leave > Holidays, click on Add Holidays drop-
down and select the Holiday Gallery option.

Learn more about Leave Service Operations.

< IMPLEMENTATION GUIDE | 49>



https://help.zoho.com/portal/en/kb/people/administrator-guide/leave/settings/articles/leave-service-settings-overview
https://help.zoho.com/portal/en/kb/people/administrator-guide/leave/operations/articles/managing-holidays#Add_Holidays_Manual_Method
https://help.zoho.com/portal/en/kb/people/administrator-guide/leave/operations/articles/managing-holidays#Holidays_Gallery
https://help.zoho.com/portal/en/kb/people/administrator-guide/leave/operations/articles/leave-operations-overview

Leave - User Service

« View Leave Summary (Leave > My Data > Leave Summary) for a quick
overview of the available leave policies and their corresponding balance,
shortcutsto apply leave, check recent absence, upcoming holidays or leave
information, past leave and holidays information. Learn more about |leave
user service.

« Apply leave, or raise compensatory / leave grant requests. You can do this
by using the Apply Leave button or from within the corresponding tabs.

« Click onanabsence record to quickly apply leave for that specific day.

« View Bradford score information from the Bradford Score tab (if feature is
enabled).

+ View shift information and assign Shift (if applicable) from the Shift tab.

Learn more about Leave/Time Off Service in Zoho People.
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Shift Management

If your organization has more than one shift, then you will be in need of a tool
that can manage all your shifts. There are various challenges like assigning all
employeestodifferentshifts, taking care of shiftrotationetc. With Zoho People
you can add shift, edit shifts and also have shift rotation done automatically.

Defining Shifts and Shift-based Weekends

To Manage Shifts, navigate to Settings > Shifts > Configuration > Manage
Shifts tab. As the name suggests, this space allows you to create, delete, edit
shifts, and all of its associated preferences.

IDEA:

Shifts can also be managed from Operations > Shift > Manage Shift. The purpose
of allowing access to manage shifts from the Operations space is to allow non-

administrators who have been given exclusive access to Shift Operations to access
this service without granting them access to Shift Settings, this ensures better
security.
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Adding and Editing Shifts

1. To add a new shift, click on Add Shift. To edit any added shift, simply click
on one of the shifts listed here.

2. Enter a shift name and choose an identification color.
3. Specify the shift duration.

4. If shift times are not too specific in your organization, you can allow
employees to check in/check out earlier or later than the shift duration.
Enable and adjust the Shift Margin preferences as required. With the
settings depicted in the screenshot below, the shift starts at 9:00 AM and
ends at 06:00 PM. However, employees can check in as early as 08:00 AM
and leave as late as 07:00 PM.

Edit Shift

shift name * Color

Shift 9 AM - 6PM

From * To*

09:00 AM 06:00 PM

Shift Margin

Define boundaries within which payable hours will be calculated

01:00 hours before the shift starts

01:00 hours after the shift ends

Check-in/ check-out entries only within 8:00 AM - 7:00 PM will be considered as payable hours

Core Working Hours

Define the time frames during which employees in this shift are required to be present for work

From To
02:30 PM - 03:00PM i
11:00 AM - 11:30AM (]
Add
Core working hours (11 : 00 AM- 11 : 30 AM) overlaps with configured break period

Restrict breaks during core working hours

Automatic and manual breaks for this shift are not allowed during core working hours.

Weekends are based on

Location © shift
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5. You can enable and configure Core Working Hours for a shift. These are
fixed hours when employees are required to be present at work, even if the
shift has flexible start or end times. Once enabled, core working hours are
tracked for that shift.

Example: For a General Shift (9:00 AM to 6:00 PM) with core working hours
setfrom2:30PMto 3:00 PM. Employees canstartearlier or later, but they must
be available during the 2:30-3:00 PM period to support team collaboration
and operational efficiency.

INFO:

Configure attendance Grace Period Policy to take actions such as marking as
leave or absent if core working hours are deviated.

6. Enable Restrict breaks during core working hours option if you want to
prevent employees from availing manual or automatic breaks during the
specified core working hours.

7. Choose if weekends are based on location or shifts:

« For location selection, the weekend configuration from the work calendar
will be applied based on shift applicable location.

« For shift selection, you can set half working days or half weekends by
enabling the corresponding option for this shift. Once enabled, you can
choose whether the weekend applies to a full day, the first half, or the
second half. You can select any weekend that you have defined as statutory
weekend to facilitate different pay.

Example: Sundays can be set as holidays, while the first half of all Saturdays
can be set as working day and the second half is considered as weekend.
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8. If youwishtorecordshiftallowance, then enable the Provide Shift Allowance
option and provide the rate per day. This datais typically exported. The data
can be accessedinthe Attendance Tabular View and Presence hours break-

up report.
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Provide shift allowance

Rate perday 1250

Applicable to

Ep

Locations v is London X

Add Criteria

If you edit, the older days weekends also will be changed. Please create a new shift to keep the details of previous days weekends.

9. Finally, select the applicable locations for this shift. Use the Add Criteria
button to select departments or divisions within the selected location to
have precise control over applicability.

10. Click Save.

Employee Shift Mapping

Employee shift mapping, in simple terms, involves assigning specific
employees to specific shifts. This process helps effectively manage and
complete work on time by ensuring the right resources are allocated to the
appropriate shifts at the right time.

To perform employee shift mapping, navigate to Operations > Shifts >
Employee Shift Mapping tab.

By default, the weekly shift calendar is displayed, with options to cycle to
different weeks. A daily shift calendar view is also available. Additionally, you
can use thefilter option to list employees belonging to specific departments,
location, and other criteria.
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Learn more about Assigning Shifts.

Shift Rotation

The Shift Rotation feature allows for automatically changing employee shifts
based on a specified frequency. Follow the steps given below to do this.

1. Fromyour home page, goto Settings > Shifts > Automation > Shift Rotation
> Add Shift Rotation.

2. Give a name for the schedule.
3. Set a frequency for the schedule. It can be daily, weekly, bi-weekly, or
monthly. For example, if you select monthly, and give a date, then the shift

scheduler will run every month on the given date.

4. Enter the time at which the rotation is to be triggered.
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6. Under Applicable for select the required options from the list of Roles,
Departments, Designations, Location, User etc.

5. Select the period for which the shift is applicable.

7. Under Rotation of shifts select the shifts appropriately.
8. Use the Add Rotation option to map more shifts.

9. Click Save.

Add Shift Rotation X
Scheduler details

Scheduler name *

General to Night

Schedule frequency *
Bi weekly ~ Sunday v~  onceintwo weeks
Time of schedule *

04:45PM

Rotation as per the schedule will be applicable for the period *

From Sunday ~ to Saturday once in two weeks

Next shift change will happen on 04-Aug-2024 (Sunday) and employees will remain in the changed shifts between
04-Aug-2024 to 17-Aug-2024

Rotation of shifts

General v |2 Night Shift

Add Rotatio

Applicable for *

Locations + is Delhi X m}

Add Criteria
OR

Add Employee

Learn more with an Example for Shift Rotation.
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Configuring Shift Allowance

Use this option to control eligibility for a shift allowance based on a minimum
time requirement.

Shift allowance rate per day is specified within individual shifts. Navigate
to Settings > Shifts > General > Manage Shifts and select a shift to enable
the Provide shift allowance option and specify the rate per day. This data is
typically pushed to Zoho Payroll or exported. The data can be accessed in the
Attendance tabular view and Presence hours break-up report.

<  Shifts Configuration

— =
=l e :
Auto Shift Assignment — e 900 AM .06+ 001
eeeee : -06:
shift Patterns
UK shift 12:30 PM- 05: 00 PM
Edit Shift
Thursday
Friday
Saturday

Define statutory weekends and track hours separately for payroll

Provide shift allowance e

Rateperday 10000
Eligibility criteria

Select the shift eligibility criteria. To assign this shift to eligible employees, go to Operations > Employee Shift Mapping > Assign Shift

Departments ~ is  HumanResources X w

Add Criteria

If you edit, the older days weekends also will be changed. Please create a new shift to keep the details of previous days weekends.

E36-

Learn more about Shifts Service in Zoho People.
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Attendance Management

Defining Attendance Settings is essential to track the attendance of your
employees. It involves enabling and configuring attendance tracking
methods, defining your organizational attendance policies, and tracking
employee check-in, check-out, and everything in between.

Methods

The attendance system lets you enable features like on-duty, remote check-
ins, and attendance correction requests as needed.

Navigate to Settings > Attendance > Configuration > Methods to manage
them.

& Attendance Configuration Extend Service Approvals Automation Permissions =+ Q 4
MethOds
Attendance Policy Select the methods that you commonly use in your organization to track your employee attendance

Office Inand Remote In L
@ Regularization

Overtime Policies

Check In and Check Out

Regularization

Hourly Permission

Break

Specific Policies

Pay Period

Reports

FTP Plugin

Additional Options

An option given to employees to raise a request and rectify their incorrect or missed attendance entries

(J» onbDuty

On duty is used to mark the presence of an employee who is working away from their office location such as a work site, client location or working from
home

@ Hourly Permission

Set up hourly permissions for short requests for time away from work during office hours

@ Break

Configure breaks for employees to log their time away from work

(I Kiosk

An onsite attendance management solution that lets employees check-in and check-out through a quick photo capture

@ officelnand Remote In

Check-in will be differentiated as either office-in or remote-in, in order to differentiate office-goers and remote workers.

Regularization: Refers to the formal process through which employees can
submit requests to correct or amend inaccurate or omitted entries in their
attendance records. Learn more about enabling and configuring it.

On Duty: The term “on duty” indicates the status of an employee who is
actively working outside of their usual office setting, such as at a client’s
premises, a project site, or from a remote location like their home. Learn more
about setup and configuration.
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Hourly Permission: This allows employees to request a brief period of absence
from their duties during standard office hours.Learn more about enabling and
configuringit.

Breaks: A “break” refers to the setup enabling employees to record their
periods of absence from work, typically for rest or other personal reasons,
within a structured framework. Learn more about setting up different break

types.

Kiosk: An onsite attendance management solution that lets employees check
in and check out through a quick photo capture (facial recognition). Learn
more about setting it up.

Office Inand Remote In: Check-in procedures are categorized as either “office
in” or “remote in,” distinguishing between employees physically reporting to
the office premises and those working from a remote location respectively.
Learn more about configuring check-in methods.

Attendance Policy

ToconfiguretheattendancepolicygotoSettings>Attendance>Configuration
> Attendance Policy.

Learn more about Attendance Policy settings.
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Calculating total working hours

First check-in and last check-out: This option calculates the time between
your first check-in and your last check-out time. In the intervening time,
you can check-in and check-out multiple times, which will not be taken into
consideration.

Every valid check-in and check-out: This option calculates only the valid
check-in and check-out entries. For example, if you check in at 9:00 AM and
checkoutat11:00 AMandagaincheckinat12:00 PM, the system will calculate
only the hours you were in the office (i.e., between 9:00 AM and 11:00 AM)
and will not calculate the hours from the time you checked out (11:00 AM to
12:00 PM).

Expected hours per day

Strict mode: Imposes a fixed number of hours for marking an employee
present for half and full days. Select the shift hours option to go as per the
shift duration set for half and full days. This is a preferred mode of attendance
marking if the organization does not want flexible hours of work.

Lenient mode: Implies that the employee needs to mark their attendance at
one fixed time every day. In this mode, a valid check-in or check-out in the
system itself means that the employee will be marked as present for the day.

Allow overtime and deviation

Enable this option if you want toinclude and display overtime or deficit timein
the attendance entries and reports. This can be used for any pay calculations
as well.

Impose maximum hours per day

This is used to set the maximum working hours for the employees. The
maximum working hours can be fixed for both half and full working days in
the strict mode. This option is very helpful when you need to set a limit for
employee working hours.
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NOTE:

If you have enabled overtime for your organization and also enabled maximum

working hours, then overtime exceeding the maximum working hours fixed will not
be considered overtime.

Update older attendance entries

This option comes in handy if you have made any changes to any of the
settings and want the settings to reflect in attendance entries within a time
frame.

Update older attendance entries based on the revised policy x

The attendance policy has been revised. Do you want to apply the same policy
to the existing entries?

From

01-May-2024
To

15-May-2024
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Pay day / hours calculation

Pay days / hours calculation

Define how pay days [ hours are to be calculated in your organization

Select the options to be included in payroll

Weekends
Statutory weekends
Non-Statutory weekends
Holidays

Leave

Select the options to be included in payroll:

This setting helps you define whether you would like to include weekends,
holidays, leave, statutory, and non-statutory weekends while calculating the
days/hours for pay calculation.

Based on the above selection, the total expected payable days/hours will be
reflected in the attendance data for the payroll report.

Learn more about Attendance Management Service in Zoho People.

Biometric Device Integration

This helps organizations to automatically sync attendance data captured by
biometric devices (such as fingerprint scanners, face recognition systems,
palmreaders,andmore)instead of manuallyenteringoruploadingattendance
records.

Learn more about Biometric Device Integration here.
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Timesheet Management

Timesheet management in Zoho People facilitates recording and tracking of
employee work hours. It is a platform for employees to log their time spent
on tasks and projects. Employers can easily monitor and approve timesheets,
ensuring accurate payroll processing and efficient resource allocation.

Adding Jobs

Adding Jobs and logging time for them helps in keeping track of work done
by employees. Generally, jobs are associated with Projects which are in turn
associated with Clients of the organization. It is also possible to add a job

without associating it with a Project.

To manage Jobs, navigate to Operations > Timesheet > Jobs.

< Timesheet User-specific Operations Jobs Projects Timesheets

Job Schedule Clients

Bills and Invoices

Jobs v
Job Name Start Date

Zylker Employee - Zylker

X Ray Lab work

work 21-Jun-2018
work 21-Jun-2018

White Paper Design White Papers

White Paper content and pitching White Paper
Publishing

1. Click Add Job.

End Date

Estimated Hours

0 Hrs 0 Mins

0 Hrs 0 Mins

0 Hrs 0 Mins

0 Hrs 0 Ming

0 Hrs 0 Ming

O Hrs 0 Ming

Employee Department Division Add Job e =

Logged Hours Status User(s)

0 Hrs 40 Mins ® In-Progress o2

0 Hrs O Mins @ In-Progress D(p

QHrs 0 Mins @ In-Progress 0&'
OHrs 0 Mins @ In-Progress g]
19 Hrs 59 Mins. @ In-Progress D&'
0Hrs0Mins @ In-Progress D(p

2. Enter the Job Name. Select a Project if required. Learn more about adding

Project.

3. Give a Start Date and End Date for the Job.
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NOTE:

Hours is the sum of the individual estimated hours that you have given for each
employee. Hence, it is important to know that Hours here, refers to the total number
of estimated hours to complete this job.

Add Job

Job Configuration Details

Job Name*

Draft Creation D

Project World HR Event V ’
Start Date 19-May-2024

End Date dd-MMM-yyyy

Christine Spalding ZY198 00:00 hrs [} RPH

Silver Goodman 144 00:00 hrs 0 RPH

B &b
|

Estimated Hours 00:00 Hrs

> Departments
> Division

Billable Status Select

Work item
Add Work item

Rate Per Hour 10

Reminder

4. Under Assignees, select the assignees for the particular job. Enter the
estimated hour for each assignee against the names.

5. Under Billable Status, select Billable or Non-Billable depending on the
nature of the job.

6. Enter the Rate Per Hour and enable Reminder if it's needed.

7. Click Submit.
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Assigning Jobs to users, departments or divisions

In addition to assigning jobs to different users, department or divisions when
addingoreditingajob, you canalso dothe same from Operations > Timesheet
> Jobs.

Simply select jobs and click on the corresponding button.

| Assign Users

| Assign Departments

‘ Assign Division

Job Name

Understanding the customer requirements FinePick - Solar Installation
Understand the customer requirements - Wings Pvt Ltd -- Solar Plant 5mW

Trial Run « FinePick - Solar Installation

Adding Projects

Projects are assignments that employees work on. Each project is associated
with a client and different jobs are associated with a project.

To manage Projects, navigate to Operations > Timesheet > Projects > Add
Project.
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€ Timesheet

User-specific Operations

Jobs

Projects

Timesheets Job Schedule Clients Bills and Invoices

Projects

Project Name

Activités Marketing - Fr (Juilet - Septembre)

Animation 101 « FinePick

Annual Report « FinePick

Attendance Module

Booklet « Dias PvtLtd

Brochure Dias Pvt Ltd

Classes

Enter Project Name.

Employee Department

Estimated Hours Logged Hours Status

@ In-Progress
@ In-Progress
@ In-Progress
@ In-Progress
@ In-Progress
@ In-Progress

@ In-Progress

Division Add Project [N

Jobs

Add Job

Ty
)
b

B T

ls

Add Job

. Select Client Name from the drop-down. Learn more about adding Client.

. Click Choose from CRM if you would like to pick a client from your list of
clientsin CRM. If you are picking a client from CRM, select from the options
like Lead, Account, Contact, and Deal.

Add Project

Project Configuration Details

) *
Project Name World HR Event

Client Name Digital Corp

Project Cost 1500

Project Head Christine Spalding ZY198

Project Manager
Randall Gladstone HR204
Project Users

v Users

Rahul J ZY107

Silver Goodman 144

> Departments

> Division

0o RPH
0 RPH
0o RPH

Choose From CRM +
RPH
i} 5
Clear
]
e
[}

-

-
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4. Enter the Project Cost.
5. Select the Project Head, Project Manager, and Project Users.
6. Give Description if necessary.

7. Click Submit.

Associating projects to users, departments or divisions

In addition to associating projects to different users, departments or divisions
when adding or editing a project, you can also do the same from Operations
> Timesheet > Project.

Select projects using the checkboxes provided and click on the corresponding
button.

< Timesheet User-specific Operations Jobs Projects Timesheets

‘ Assign Users H Assign Departments H Assign Division

Project Name

White Paper Publishing

White Papers

Whitepaper
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Adding Clients

Clients are customers for whom Jobs are done. Projects are associated with
Clients and Jobs are done on Projects for Clients.

To manage Clients, navigate to Operations > Timesheet > Clients > Add
Client.

& Timesheet User-specific Operations Jobs Projects Timesheets Job Schedule Clients Bills and Invoices

Clients v AddClient [Jl¥Ee

Client Name Contact Person Contact Info Industry
Dias PvtLtd

james@digitalcorp.com
Digital Corp James Lee

7865432567
FinePick Oliver Met finpick@co.uk

Go Pt Ltd Amulya Dev gopvtitd@gmail.com

1. Enter Client Name and Currency.
2. Under Billing Method, if you select:

« Hourly Job Rate: The bill will be generated based on the rate per hour that
you define in Job.

« Hourly User Rate: The bill will be generated based on the rate you define
for the user under Payroll settings.

« Hourly User Rate - Jobs: The bill will be generated based on the rate per
hour you define for each assignee in Job.

« Hourly User Rate - Projects: The bill will be generated based on the rate
per hour that you define for each Project User in Project.
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3. You canfill in the client’s contact details and location details, if required.

4. Click Submit.

Importing Clients from CRM

1. To import Clients from Zoho CRM, navigate to Operations > Timesheet >

Clients > Ellipsis icon (3 dots).
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Import From Zoho CRM X

CRM Account v

Q

Zac
ZCL

Zylker Corporation

< 1-3 >

2. In the drop-down, make a selection from the options, Lead, Account,
Contact, and Detail.

3. Select the customer name and click Import.

4. Your CRM clients are now imported into your Zoho People account.
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Time Logging
View and add time logs:
There are two views available, namely List View and Calendar View. Switch

between the available views from Timesheet > My Data > Time Logs and click
the corresponding view icons.

From the Time Logs tab, you have options to log time manually or using the
timer, change views, apply a filter, import or export time logs, and more.

NOTE:

When using the calendar view you can directly click on the + icon that appears when
hovering pointer over a date to directly add a time log.

4
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Adding a time log:
1. From Timesheet > My Data > Time Logs, click Log Time.

2. Select the client, project, and job. Enter the work item name.

Log Time
Client Name Digital Corp
Project Name World HR Event
Job Name Draft Creation
Work item Draft Blueprinting
Date 19-May-2024
Hours © Total hours Startand end time Timer

10:00
Billable Status

Billable

Attachment
Upload from & Desktop / [& Zoho WorkDrive / < Others

3. Enter the time log date. When entering hours, you can choose between
Total Hours, Start and End time or use the Timer option if you have used
the automatic timer to mark time on that particular day.

4. Click Submit.

Submitting Daily, Weekly, Semi Monthly, Monthly logs

1. From Timesheet > My Data > Time Logs open the Log Time drop-down
and choose the corresponding option based on the time period you are
submitting the time log for.

2. Use the drop-down to select Client, Project and Job.

3. Enter work item details, select the billable status, and enter the worked
hours for the corresponding time period.

4. Click Submit.
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« u 145 - Pedro Martinez X
< £ > 22-Sep-2024-28-Sep-2024 Weekly Log v
SNo  Client Name Project Name JobName Workitem Billable Status SZZ:Z S;‘;ﬁa SET‘; :4 S‘:Z f 5?:56 SEFP’ i27 Ses‘;fa Total
1 Digital Corp v World HR Event v DraftCreation v Blueprinting Bilable v 10 10:00
2 Digital Corp v WorldHR Event v DraftCreation v Finalizing Bilable v 10 10:00
3 Digital Corp World HR Event DraftCreation v Writing Bilable v 10 10:00
4 Digital Corp v World HR Event v DraftCreation v Formatting Billable v 10 10:00
5 Digital Corp v World HR Event v DraftCreation v Publishing Billable v 10 10:00
Add Row Total 00:00 10:00 10:00 10:00 10:00 10:00 00:00 50:00

IDEA:

You have options to clone an added time log (navigate to the time period you have

submitted a time log for, and click Clone) You can also add additional rows using the
Add Row option.

Log time using the timer (automatic method)

1. Go to Timesheet > My Data > Time Logs and simply start the timer after
selecting the corresponding project.

00:00:00

Start Timer

3. Once initiated, you will have options to stop timer, edit, add a note (Hover
the pointer over the time log entry).

4. If you wish to submit the automatically logged time, click on log time option
and select the Timer option within the Hours option.
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Editing or deleting a time log:
1. Goto Timesheet > My Data > Time Logs.

2. Hover the pointer over an existing time log entry to view options to edit
and delete.

¢ W

3. Use the corresponding icon to perform the desired action.

Learn more about Timesheet user service here.

Geo Restrictions
The Geo Restriction feature in Zoho People lets admins limit attendance,

timesheet, and file access to specific locations, so employees can access
them only from approved office or remote locations.

IDEA:
Geo Restriction feature is available in Attendance, Timesheet and Files Service.

INFO:

For Attendance service, Zoho People captures location data from browser for web-
based geo-restricted check-ins. However, if the browser’s location data is altered by
users, the actual location data may become inaccurate. To ensure accurate location
tracking and successful geo-restricted check-ins, it is recommended to use the Zoho
People mobile app, as it provides more reliable location data through the device’s
GPS.
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1. Navigate to Settings > Attendance / Timesheet / Files > Permissions >
Geo Restriction.

Configuring Geo Restrictions:

2. Click Add Geo Restriction.

3. Enter a name and select the applicable services. (Attendance, Files,
Timesheet can be selected)

Add Geo Restriction

Name *

Chennai Hub

Applicable services *

Attendance % Timesheet W

4. Use the Search bar to search for the starting location of your range. You can
pin the location by entering the location name or the latitude and longitude
coordinates of the location.
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NOTE:

« You can use the Show My Location icon (@) and grant required permission to let

the system automatically show your current location. This will be easy to
automatically move the map to the location you’re accessing the system from.

Use the Lasso tool to crop the selection precisely.

Use the delete icon to delete any added shape (region).

6. Configure applicability by selecting specific users or all users.

7. When selecting Specific users, use the provided drop-down to Select from
Department, Location or Designation. More criteria can be combined and
individual employees can be added too.

8. Configure Exceptions if required.

9. Click Save.

IDEA:

Geo Restriction and IP Restriction feature can be used together to enforce a stricter
access restriction.

Learn more about Timesheet Service in Zoho People.

Performance Management

Performance service in Zoho People offers tools to track and evaluate
employee performance, making it easy to collect feedback through self
reviews, appraisals, continuous reviews, multi-rater reviews, and more.
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Performance Methods

To enable performance methods, navigate to Settings > Performance >
Configuration > Performance Methods. Use the switches to enable the
applicable methods.

€ Performance

Performance Methods
KRA

Goals

Feedback

Skill Set
Competency

Salary

Appraisal Templates
Appraisal Review
Continuous Review
Reports

Rename Terms

{6 Go to Operations

Extend Service Approvals Automation Permissions

Primary evaluation methods

Select the methods that you commonly use in your organization to evaluate your employees. These are employed during all reviews and impact the final
rating calculation.

@ KRAandGoals
Select KRA, Goals, or KRA and Goals as independent methods or as a linked method of evaluation using KRA vs Goals

Choose type
KRA
KRA will be enabled as an independent method o
o
User Name
Goals
Goals will be enabled as an independent method KRA1 Goals 1

KRA 2 Goals 2
© KRA2nd Goals

KRA and Goals will be enabled as independent methods

KRA vs Goals (KRA vs GOALS)

Goals will be associated with KRAs as a linked method

@ Feedback

Receive Feedback from employees, managers or peers to aid in the continuous improvement of individuals and your organization as the whole

@ skillset

Skills Sets are particular abilities that help an employee perform the job. Examples: accounting, computer languages.

@ competency

Competency is the combination of knowledge, skills, abilities, and personal attributes that contribute to enhanced employee performance.
Examples: leadership, problem solving.

@ Summary

Summary is a questionnaire that the reviewer can respond to about various aspects of their employee's performance along with a final rating

Goals are defined objectives aimed at achieving desired outcomes.
They provide performance targets and are crucial for gauging employee
dedication. An effective goal should adhere to the SMART criteria: Specific,
Measurable, Achievable, Realistic, and Time-bound. These goals can also be
associated with the positions created in Timesheet.

KRA (Key Result Area) encompasses the essential tasks required to fulfill job
responsibilities and meet organizational objectives. It’s vital that KRAs are
clearly defined, specific, and measurable, outlining ongoing responsibilities
and the purpose and benefits of fulfilling them. Goals can also be aligned
with KRAs and assessed accordingly.
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IDEA:

Goals and KRA can be used individually, simultaneously, or in a linked manner.

Feedback enables employees to give and receive feedback through various
methods, including peer-to-peer, reporting, and 360-degree feedback.

Skill Set refers to specific proficiencies necessary for job execution. Examples
include accountingand programming languages. Skill Sets can be categorized
into different domains and subsequently linked to employees to assess their
performance.

Competency represents a blend of knowledge, skills, abilities, and personal
attributes contributing toimproved employee performance. Examplesinclude
analytical prowess, networking abilities, communication skills, and people
management capabilities.

Summary serves as a questionnaire guiding both new and existing managers
to gain acomprehensive understanding of their team members’ performance.

Learn more about setting up Performance Settings here.

Appraisal Cycle

An appraisal cycle refers to the process in which an organization evaluates
employee performanceforaspecificperiodoftime. Itincludesself-assessment,
manager reviews, feedback sessions, and final ratings.

Create an Appraisal Cycle

To help you understand the features, we’ve enabled all available employee
performance evaluation methods. Based on your organization’s requirements,
you can configure the appraisal cycle by selecting the appropriate evaluation
methods and criteria.

To run an appraisal cycle in your organization:

1. From your home page, navigate to Operations > Performance > Appraisal >
Appraisal Cycle, and click Add Appraisal Cycle.

( IMPLEMENTATION GUIDE | 80>



https://help.zoho.com/portal/en/kb/people/administrator-guide/performance/settings/articles/performance-service-settings-overview#What_is_Performance_Service_Settings

2. Click on Create New Appraisal Cycle to create a custom appraisal cycle.

Select Template X

Choose a suitable template for the appraisal you are going to setup

Appraisal Templates

Create new appraisal cycle Yearly Appraisal with Hike Yearly Appraisal with Self and Multi-r... Yearly Appraisal with Self and Review

Create an appraisal process that is tailored

to your organization's unigue needs ©) Self Appraisal (©) self Appraisal () Self Appraisal
without pre-existing templates
(©) Manager Review () Multi-rater (%) Manager Review

() Manager Review

Create new appraisal cycle View Details ] I Apply View Details Apply View Details Apply

3. Zoho People provides three system appraisal templates to streamline the
creation of your appraisal cycles as follows:

« Yearly appraisal with self-appraisal and manager review
« Yearly appraisal with self-appraisal, multi-rater review, and manager review
+ Yearly appraisal with only self-appraisal and manager review

« Click the Apply button on your preferred template to create an appraisal
cycle.

To set up or configure Appraisal Template, refer to Appraisal Template
Settings.
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4. Inthe Create New Appraisal Cycle section, you can choose the performance
evaluation methods that suit your organization’s needs, such as Self-
Appraisal, Multi-Rater Review, and Manager Review. Additionally, you can
enable and configure post-appraisal processes like Normalization and
Salary Hike to align with your company’s policies.

Create new appraisal cycle X

How do you want to assess your employees?

0 Self Appraisal o

oy c 2 3
An employee's analysis of their own performance

Multi-rater

3
o

Feedback taken from other team members with whom an employee has worked with

Manager Review °
The final stage of feedback given by the reviewers chosen for this cycle

What processes do you want to run after the appraisal?

Normalization °
It is the process of adjusting employee ratings according to the overall defined ideal rating distribution in the organization

Salary Hike
[« o

The process of altering the salary of an employee at the end of the appraisal process

NOTE:

We have selected all available options in the appraisal cycle creation process to
provide you with a comprehensive explanation.

5. After selecting the required options, click Create.
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6. The Add Appraisal Cycle configuration section will appear, allowing you to
set up the appraisal cycle. Learn more about the step-by-step process to
set up an Appraisal Cycle.

7. After setting up the Appraisal Cycle configuration, click on Submit. The
appraisal Cycle will be created and available in Active Cycles tab.

Learn more about Performance Operations here.

Active Cycles

After creating an Appraisal Cycle, you can manage it by navigating to
Operations > Performance > Appraisals and selecting the Active Cycles
tab. Here, you can view all active appraisal cycles. Continuous review-based
appraisal cycles are highlighted with a banner.
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Start Cycle:
Toinitiate the continuous review based appraisal process, click on Start Cycle,

this action officially begins the appraisal cycle and enables evaluations to
proceed as configured.

Learn more about Performance Service in Zoho People.

Compensation Service

The Compensation Service in Zoho People simplifies the recording, tracking,
and management of employee salariesand benefits. Itincludes salary revisions,
generating revision letters, and integration with the performance service.

Configuring Compensation Service Settings

To configure compensation settings in Zoho People, go to Settings >
Compensation > Configuration.
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Learn more about setting up Compensation service.

Compensation Operations
User-Specific Operations
To search and view a specific employee’s compensation data, revise their

salary, head to Operations > Compensation > User-specific Operations tab
and search for a specific employee.
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Employee Salary

The employee salary section lists one’s team and other employees’ salary
details and can be viewed based on set permissions.

Furthermore, the salary breakup and history of changes in each salary can be
viewed by clicking on a specific employee’s salary.

To view employee salary, go to Operations > Compensation > Employee
Salary.

Learn more about adding salary details of an employee.

Salary Revision History

To view Salary Revision History, approve, reject, cancel revision, generate
revision letters, navigate to Operations > Compensation > Salary Revision
History tab. Revision letter status will also be displayed here.
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« Clickonarecordforemployeespecificcompensationdata,andto Approve
/ Reject or Cancel salary revision from the Salary Revision View.

+ Use the checkboxes to select individual or multiple records here to
generate revision letters (using the Generate Revision Letter button) or
delete revisions.

+ Use the view selection drop-down on the top-left corner to change views,

create custom views, this will be particularly handy if you want to generate
revision letters for specific employees based on a created view.

Salary Revision Letters
Send salary revision letter to employees to help them stay informed.

To generaterevision letters, navigate to Operations > Compensation > Salary
Revision Letters > Generate Revision Letters.
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Generate Revision Letters

ion letters will be i and kept ready upon clicking Generate. Click the list view entry, verify the generated letters and click Publish to share the letters to the applicable employees.

Letter display name *

‘ Salary Revision Letter_2025

Revision letter template *

‘ Revision Letters-Role Team Member

Effective date range of revisions *
\ 01-Apr-2025 - 30-Apr-2025
Include revisions with a future effective date
Select applicability
~ Allemployees ° Employee criteria  Specific employees
Default entities Org structure entities

Location Legal Entity All

Designation Business Unit All

Employee type Division All

Reporting To Department All

() Theletter display name (along with their employee ID) will be shown to the employee upon publishing their revision letter

Once a hike push is received from the Performance Service or it is approved
through the Compensation Service, any generated letter will be ready to be
published (indicated by a blue Ready to publish process status) by clicking on
a record here and clicking on Publish.
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The published revision letters can be downloaded both here and by navigating
to the Compensation user service in the left bar of Zoho People.

NOTE:

Revision letter generation can also be done from Operations > Compensation >

Salary Revision History tab. To do this, use the checkboxes to select records and
click on the Generate Revision Letter option.

Hike Push Sanction

Hike push sanction allows the salary hike pushed from performance to be
reflected in compensation only after it is sanctioned in compensation. This
process helps validate the salary details and check for any discrepancies
before they are viewed by employees. If it is not enabled, the salary hike
pushed by performance will automatically be reflected in compensation and
be viewed by employees.

The hike push sanction process acts as a checkpoint before the salary hike
information is revealed to the employees. This process is also used during
payroll processing. This is done by sending all push hikes to be validated and
sanctioned by the compensation administrators.

To perform a hike push sanction, go to Operations > Compensation > Hike
Push Sanction.

( IMPLEMENTATION GUIDE | 89)




INFO:

Salary hike must first be pushed to the Compensation service from Performance
Service.

Let us look at how the process flows:

Once salary hikes are completed in performance, the next step will be to push
thesalary hikesto compensation. To view the salary hike statusin performance,
click on the corresponding appraisal cycle name in the list view. (Operations

> Performance > Appraisal > Select a cycle > View Cycle Status > Push to
Compensation)

Click View Hike Status for a detailed view of each employee’s status.
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Hike push status X
1000~ John Mathews Ready to push to compensation
Cybersecurity Analyst - Cloud Services yiop b

w 1001-David Harper Ready to push to compensation
Database Administrator - Quality Assurance yiop P

1002-Lee Smith Ready to push to compensation
1
L' Database Administrator - Cloud Services yiop P

Once all salary hikes have been pushed, click Push to Compensation.

If hike sanction is enabled in compensation, all pushed salary hikes will be
listed underthe Hike Push Sanctiontab (within Operations > Compensation),
where the compensation administrator can check each salary hike that has
been pushed from performance. Once they are satisfied, the hike push will be
sanctioned. In case of any discrepancies, the hike push will not be sanctioned,
in which case it will need to be revisited and checked for any errors.

&« Compensation User-specific Operations Employee Salary Salary Revision History Salary Revision Letters Hike Push Sanction

Hike Push Sanction

Hike push sanction allows the salary hike from performance to be reflected in compensation only after it is sanctioned in compensation.

Message Appraisal Cycle Requested On Status
»
* HRO020 Allan Fredrick has sent the hike push of Yearly Salary Hike to be sanctioned Yearly Salary Hike 02.02.2026-11:09:17 Pending
¢ )
Yearly Salary Hike 01112025 -3112.202 x
Name Revised Salary Hike Percentage  Hike Amount LastRevised Date  Effectivefrom  Action
HRO20 - Allan Francis 5788125 500% 275625 0110.2025 02.02.2026 ®
2P22-TaraMathews 588993 500% 28047 0110.2025 02.02.2026 ®
2P23 - Austin Mayer 22050 500% 1050 0110.2025 02.02.2026 ®
ZP53- Jennifer Jackson 551250 500% 26250 0110.2025 02.02.2026 ®
2P61- George Dwell 241000 500% 21000 0110.2025 02.02.2026 ®
P49 - Pedro Martinez 55125 500% 2625 0110.2025 ®

v (Green Tick) > Include in Salary Revision
X (Red Cross) > Exclude from Salary Revision

Click here to proceed with the Salary Hike Push. Includes an option to change the
‘effective from' date

oo
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To finalize the process, and to update the salary of the employee click on the
Push Hike button, you will be allowed to select a custom ‘effective from’ date.

Hike push sanction X

The salary hike will be updated in the employee’s compensation effective from
the following date. You can change the hike effective date if required.

Effective from

01.10.2025 it

Select the required Effective from date, the salary of the employee will be

updated on Confirming, effective from the date selected here. Click Confirm
to finalize.

ALERT:

To use the Hike Push Sanction feature, the Manage Hike Push Sanction option
must be enabled.

If this option is disabled, the compensation administrator will not review or finalize
salary hikes. Instead, hikes will be finalized directly through the Performance service.

Enabling this option ensures a secure process by including a mandatory salary hike
review by the compensation administrator through the Compensation service.

You can enable Manage Hike Push Sanction from Settings > Compensation >
Configuration > General tab.

Learn more about Compensation Operations.
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Compensation User Service

It is primarily for viewing your own compensation data (salary) and salary
history.

Learn more about Compensation user service.

Navigate to Compensation (left side tab) > My Data.

NOTE:

Managers and administrators with reportees can be authorized to view the reportee’s
compensation data and even revise their salaries from here.

Learn more about Compensation Service in Zoho People.

Onboarding Service

The onboarding service in Zoho People allows you to set up a process to
welcome and add new employees to your organization.

Inthissection, wewillcover Candidates Onboarding Processand Employees
Onboarding Process along with a view on how the process appears.

Candidates Onboarding Process

A pre-onboarding flow that you can customize to send an invite to selected
candidates, enabling them to fill out their personal and professional details.
You can release and obtain a signed copy of offer letter, terms and conditions
of employment, abackground checkauthorization letter,and other company-
specific forms that are required to be completed by the candidate before
joining the organization. Learn more about Candidate Onboarding Flow.

Set Up Candidate Onboarding Flow

To set up a Candidate Onboarding Flow, navigate to Settings > Onboarding
and do the following.
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Set Up a Portal Name

Candidate onboarding is facilitated through a portal. Define an appropriate
portal name for your candidate onboarding flow. When a candidate is added
and onboarding is triggered, the portal becomes accessible to them. Once a
candidate completes the onboarding process, they will no longer have access
to this portal.

INFO:

The portal access URL will typically be in this format:
people.zoho.com/[portalname]/cp/preonboarding.

To set up a portal:
1. Ifyouareafirsttimeuser, navigateto Settings > Onboarding > Configuration

> Candidate Onboarding > Flow, and enter your Candidate Onboarding
portal name.

NOTE:

The entered portal name URL will be
people.zoho.com/zenithsolutions/cp/preonboarding.
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2. If portal name is already defined, you can click on the edit (pencil) icon to
edit and enter the new portal name.

INFO:

If you have already initiated the Candidate Onboarding process for your new hire
and later updated the portal nvame, the existing link shared with your new hire will

become invalid. You will need to send them the updated link to access and complete
the Candidate Onboarding process.

& Onboarding

- Candidate Onboarding G Portal name : zenithsolutions ¢ | Copy portal link to share with candidates|

Py Flow Flow name Applicable for Status
&
Preferences Candidate Onboarding All [ ©)

> Employee Onboarding

Preferences

0 &

: O

3. Click Copy portal link to share with candidates, to copy and share
updated Candidate Portal website URL to your Candidates for whom the
onboarding is initiated.

Set up Candidate Onboarding Flow

The candidate onboarding flow contains the following tabs, that you can
define and customize to your organizational preference, thereby making the
onboarding process for your new hires more aligned with your company’s
policies and requirements.
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To set up a Candidate Onboarding Flow, navigate to Settings > Onboarding >
Configuration > Candidate Onboarding > Flow, and click on the Flow name.

Learn more about setting up Candidate Onboarding Flow.

Add New Candidate Onboarding Flow

You can create multiple candidate onboarding flows for your organization,
which enables you to conduct a personalized onboarding process for your
new hires based on their work location and designation.

To create a Candidate Onboarding flow based on location and designation:

1. Navigate to Settings > Onboarding > Configuration > Candidate
Onboarding > Flows.

2. Onthe flows tab, Click Add New Flow.

3. Enter the Flow name.

& Onboarding Flows Extend Service Permissions Automation

[’_rrtl ~ Candidate Onboarding Portal name : zylkerinnovation _//Q Copy portal link to share with candidates l: Add New Flow ®
Home
Q Flow o Flow name Applicable for Status
&
[Leave Tracker| Preferences Pre-Onboarding - Austin Custom flow Locations: Augtin () A
> Employee Onboarding Candidate Onboarding System flow All
Per
g;l Preferences
Add New Flow x
Ms
E@ Flow name
Pre-Onboarding - Singapore
mpensat

Applicable locations

More Singapore X

Applicable designations

Portal access duration

E

m Cancel

&
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4. Select Applicable locations.
5. Select Applicable designations.

6. Enter the Portal access duration in days and click Save.

INFO:

The candidate onboarding portal will be accessible to candidates only for a specified

number of days from the initiation of the process. If the portal expires, candidates
can contact their HR partner to regain access and complete their onboarding.

7. Upon adding the flow, set up the Onboarding Process, refer to Set Up
Candidate Onboarding Flow.

8. Click Save. A new onboarding flow for specified location and designation
will be created.

Employee Onboarding Flow

An onboarding flow that you can customize to provide your new hire with
a comprehensive introduction to the company. This includes documents
and policies that need to be read and accepted, an introduction to their
team members, and a brief overview of their goals and required training for a
smooth transition into their role once they have joined the organization.

Learn more about Employee Onboarding Flow.

Add New Employee Onboarding Flow

Employee Onboarding supports multiple onboarding flow creation, allowing
you to conduct a personalized employee onboarding process based on your
new hire’s work location, role, or designation.

To create an employee onboarding flow:

1. Navigate to Settings > Onboarding > Configuration > Employee
Onboarding > Flow.
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2. Click Add New Flow.

3. Enter the Flow name.

4. Select the Applicable location for this onboarding flow.
5. Select Applicable for based on role or designation.
6. Enter the Flow expiration period in days and click Save.

7. Afteraddingtheflow, set up the onboarding process. For more details, refer
to Set Up Employee Onboarding Flow.

IDEA:
The maximum allowed expiry period is 120 days.

NOTE:

The employee onboarding flow will remain accessible for a specified period from the
initiation date. For example, if set to expire in 15 days, it will deactivate after that time.
Employees will need to contact their HR partner to reactivate the onboarding flow.

Learn more about Onboarding Service in Zoho People.
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Offboarding Service

Offboarding is the formal process of transitioning employees out of an
organization. This separation may occur due to resignation, termination,
layoffs, or retirement. Zoho People’s Offboarding service is designed to
support HR and employees at every stage of this journey, ensuring a smooth
and efficient transition.

Here is a visual representation of how resignation requests are handled in
Zoho People:

Offboarding Settings
Configuring Offboarding Process

Creating Resignation Flows

1. Beginby navigatingtothe offboarding service settings. Todo this, navigate
to Settings > Offboarding > Resignation Flow tab.
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2. You will see the list of resignation flows. By default, only the General flow
is available. Click on the listed general flow to edit or click on the Add New
Flow button to create a new resignation flow.

Learn more about adding a new resignation flow for your organization.

< Offboarding Resignation Flow Extend Service Permissions Automation

\
Add New Flow

Flow name Applicability Status

o

German Offboarding Flow Location ~ Germany

Exit Process- L1 Executives Location  Singapore, Japan Designation  Manager-Leadership Staff

Dubai Offboarding Location  Dubai

888

Team Member Resignation Flow Designation  Content Writer

General All

Managing Clearance Forms

Tomanageandcreate new clearanceforms, navigateto Settings > Offboarding
> Extend Services > Clearance Forms.

To create a new clearance form, click on Add New Clearance Form.

Learn more about adding a new clearance form in offboarding service.

INFO:

The clearance forms created here can be used in resignation flows. Click on an
existing clearance form to edit it, or hover the pointer to view the delete option.
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Manage Exit Interview Templates

To manage and create new exit interview templates, navigate to Settings >
Offboarding > Extend Services > Exit Interview Templates.

To create a new exit interview template, click on the Add New Template
button.

Learn more about adding a new exit interview template.

& Offboarding Resignation Flow Extend Service Permissions Automation

Clearance Forms Add New Template I
BB D Exitinterview templates Questions Actions

> Offboarding Documents R .
Team Member Resignation Flow 04

> Exit Reasons
Team Member Resignation Flow 04
Offboarding Forms

Team Member Resignation Flow 04
Related Forms
Team Member Resignation Flow 04

HR Resignation flow 05

General 10

INFO:

The exit interview templates created here can be used in resignation flows. Click on

an exit interview template to edit it, or hover the pointer to view additional options
such as delete and edit.

Learn more about setting up offboarding settings for your organization.

Offboarding Operations

To navigate to offboarding operations, click on the Operations icon from the
bottom-left corner and select Offboarding.
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Administrators can do the following actions from offboarding:
« Track offboarding request by status.
- Add offboarding related requests, this includes:
> Resignation requests on other employees’ behalf
> Termination records
> Deceased records
« View termination, deceased, and resignation records.
« Cancel or Revoke resignation requests.

Handle applicable clearances.

Learn more about offboarding operations.
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Handling a Resignation Request (HR Partner)
Approving a Resignation Request

When an approval request is raised, the HR partner must first approve the
request. To do this first navigate to the corresponding resignation request
(Operations > Offboarding > Track Offboarding) and open the resignation
request.

1. Click on the Approve/Reject button.

2. Make any changes to the Last Working Date if required. The system will
display dates based on the standard notice period associated with the
resignation flow and the date requested by the employee.

3. You can also specify if a replacement is required using the provided drop-
down.

4. Enter an approval comment and add a note on the employee if required
(the employee will not be able to view the note. It is only for HR partner,
reporting manager, and administrators).

5. Click Submit.
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Once the request is approved, it will be moved to the clearance stage.

Learn more about offboarding operations.

Offboarding User-Service
Raising a Resignation Request

After careful consideration, proceed with the following steps to raise a
resignation request:

1. Navigate to the Offboarding user service from the left bar. Click on the Add
Resignation Request button.

2. Fill in the details; this includes the expected last working date, reason, and
explanation. Add any related attachments if required.
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Add Resignation

Resignation Details

Employee ID* [=)

Last working date

Reason*

Explanation

Attachment

4

ZYLOBO2 Donna Austin

year(’s) 8 month(s)

20-Mar-2025

Career Opportunities

| have decided to shift to a new organization that is closer to my home.

Upload from o Desktop [/ [#

O

Zoho WorkDrive [ ¢ Others

Your organization can have different notice periods in place for resignation processes.
The person handling the resignation requests can change the notice period.

~

\_
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3. Click Submit. You will be required to consent once more and proceed with
a Yes.

4. Your resignation request is now raised. The status can be tracked from the
offboarding service (left bar). The person handling the resignation requests
must approve the resignation request for it to proceed.

From here, you can also view your career history (click on the career history

tab), see the offboarding request timeline bar, send a follow-up email, or click
on View to see approver details.

Learn more about offboarding user service.

INFO:

If you try to add a resignation record that has a past date selected, it is mandatory
that the current login status of that particular employee is in enabled state.

For past dated records, the login will then be switched to disabled, and the request
will be auto-approved and auto-completed by the system.

Additionally, you may see a dialog box that includes an option to initiate the flow if
required.

Learn more about Offboarding Service in Zoho People.
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File Management

The Files service in Zoho People is a centralized repository for storing and
accessing your organization’s files. You can send documents for e-signing
and manage all e-signed documents in one place.

Zoho People allows you to store and access files of your organization in the
following types:

Organization Files: Generic documents like company handbooks, leave
policies, code of conduct folios, legal and compliance documents can be
stored in this repository. Learn more about Organization Files and adding it.

Employee Files: Documents containing sensitive information and files
specific to employees can be stored under Employee Files with increased
privacy. Learn more about Employee Files and adding it.

Personal Uploads: This space is exclusively for employees’ documents. The
personal uploads can be accessed only by employees. Administrators will not
have access to anyone’s personal files. Learn more about Personal Uploads
and adding it.

Setting Up Files Service

To set permissions for file service access from home page, go to Settings >
Files > Configuration > General.

Employee Files

To set restrictions on who can access the Employee Files tab, enable Restrict
access for viewing Employee files tab and select the following:

« For specific roles and employees (select roles and employees upon
selecting this option)

« Forallemployees
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Personal Uploads

To set restriction who can access Personal uploads, enable Allow access for
viewing personal files tab and select the following:

« Forspecificrolesandemployees(selectrolesand employeesupon selecting
this option)

« Forallemployees

You can set the maximum number of personal files allowed per employee.

Employee files m Reset

Upload important employee files, such as IT Statements and payslips, which may contain sensitive data.

@ Restrict access for viewing Employee files tab

o For specific roles and employees For all employees

Roles Manager X

p—
144 sil X
Employees (}‘ 44 Sllver

Personal uploads Reset

A space for employees to store their confidential personal files securely, such as passport or driver's license copies.Access to these files is completely
restricted for other users, administrators can only view the number of files and the space utilized.

@ Allow access for viewing personal files tab

o For specific roles and employees For all employees
Roles Director X

'q-” 1445ilver X
Employees e

The maximum number of personal files allowed per employee is
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Personal Uploads

To set restriction who can access Personal uploads, enable Allow access for
viewing personal files tab and select the following:

« For specific roles and employees (select roles and employees upon
selecting this option)

« Forallemployees

You can set the maximum number of personal files allowed per employee.

Employee files Reset

Upload important employee files, such as IT Statements and payslips, which may contain sensitive data.

() Restrict access for viewing Employee files tab

° For specific roles and employees For all employees

Roles Manager X

P
Employees Q; R B

Personal uploads Reset

A space for employees to store their confidential personal files securely, such as passport or driver's license copies.Access to these files is completely
restricted for other users, administrators can only view the number of files and the space utilized.

@ Allow access for viewing personal files tab

° For specific roles and employees For allemployees
Roles Director X
o~
l:} 144 Silver %
Employees

The maximum number of personal files allowed per employee is

File View
Select the default type of view of organization and employee files:
« List

« Folder
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Team Files

To allow department heads to add team files, enable Allow department head
to add team files.

Reportee Files

To allow reporting managers, and their managers to view files specific to their
reportees, select these options:

- Immediate reporting managers can access.

- Reporting managers and their managers can access.

Organization Files

User with administrator role can only access the organization files tab in
operations.

File View

Specify the default type of view of organization and employee files
© List

Folder

Team Files

A space for files shared with a particular department by the department head such as team documents, project plans, and training materials.

@) Allow department head to add team files

Reportee files
Files specific to employees that can be shared with reporting managers and their managers
o Immediate reporting managers can access

Reporting managers and their managers can access

Organization Files

Upload essential files such as policies or company handbooks that can be shared across the entire organization or for selected business entities,
locations, departments, etc
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Exempt mandatory document acknowledgement

Select the user roles that should be excluded from the mandatory document
acknowledgement requirement. Users in these roles will be able to access
Zoho People even after the acknowledgement due date, while other users
will be restricted until they acknowledge the documents.

Exempt mandatory document acknowledgement

Employees in the selected roles below are exempted from mandatory document acknowledgement, even on the last day.

Roles Admin X

E-Signh Documents

This helps ensure a secure and accurate online signing process in Zoho
People, allowing you to send files that require employee acknowledgement
and signatures.

NOTE:

You can send a file for e-signature only after integrating with one of the e-sign

platforms. For information on integrating with an e-sign platform, refer to E-Sign
Application Integrations. Upon integration, the E-Sign Documents tab and e-sign
options will be visible in the Files > Operations section.

Creating E-Sign Templates

You can create an E-sign template at the following interfaces and use them
wherever needed.

« Zoho People - Organization Files

« Zoho Sign application
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Go to Operations > Files > Organization Files > Actions, hover the pointer
over an existing file and click on the ellipses icon and select Setup signature
template.

To set up a new signature template for e-sign:

Learn more about creating E-Sign Templates here.

NOTE:

After setting up a new signature template, learn more about how to send a
document for E-Signing.

To send a document for e-signature:
From your home page go to Operations > Files > E-Sign Documents.
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E-Sign Application Integrations

Zoho People supports e-signing through integrations with Zoho Sign, Adobe
Sign, and DocuSign. You can send documents for e-signature across multiple
areas - including Onboarding, Forms, the Files module, and E-Sign Flows in
Automation - allowing recipients to sign documents electronically with ease.

Learn more about how to enable E-Sign integration for Zoho Sign, Adobe
Sign and DocusSign.

NOTE:

Only one e-sign platform integration can be enabled at a time in Zoho People.

Learn more about Files Service in Zoho People.

Learning Management System (LMS)

Anonline platformtofacilitate different types of courses and chart out specific
learning plans for your employees. Employee training is always vital, and it
aids in the overall growth and development of the organization. In essence,
LMS involves creating curated courses for your employees, evaluating
employees on courses through tests, and awarding new skills and certificates
to employees.

Setting Up LMS

Configuration
General

Toaccess LMS Settings, Go to Settings > LMS. Configure LMS related settings
that affect all courses throughout LMS. Use the various tabs on the right to
view other settings.
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In the general page of settings, enable the type of courses that your
organizations will feature. You can also enable course sharing and enable or
disable automatic email notifications.

Learn more about setting up LMS.
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Courses in LMS

LMS offers various types of courses, which include self-paced, blended,
e-material, and learning plans.

Self Paced Learning
A learning method where the learner can move from one subject/course to
other based on how much they have understood the previous ones. This can

include reading content or tutorials that do not involve an instructor and the
learning can go at their own pace.

To add and manage a self paced learning course:
1. Goto LMS (from left bar) > My Data > My Courses.

2. Click Add Course.

3. Enter the course name.

4. Select the type of course: Self Paced Learning.
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5. Click Create.

NOTE:

Once the course is created, you can start adding Modules and Course Entities.

Course entities in a Self Paced Learning includes File, Link, Assignment, Offline Test,
Online Test, and Content.

Blended Learning

A hybrid learning method that combines classroom instruction with self
paced online training, guided by an instructor. It generally concludes with an
assessment.
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To add and manage a self paced learning course:

1. Goto LMS (from left bar) > My Data > My Courses.
2. Click Add Course.

3. Enter the course name.

4. Select the type of course: Blended Learning.

Add Course X

*
Name

SEO Basics

Type

Blended Learning v

Batch name *

Batch1
Start date * End date *

12-Aug-2024 16-Aug-2024
Capacity
Minimum * Maximum *

1 20
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5. Enter the batch name.
6. Select the start and end date of the batch.
7. Enter the minimum and maximum capacity of the batch.

8. Click Create.

NOTE:

Once the batch is created, sessions can be defined. Learn more about Sessions.

Once the batch and sessions are created, you can start adding Modules and Course
Entities. Course entities in a blended learning course includes File, Link, Assignment,
Offline Test, Online Test, and Content.

E-Materials
To add and manage an E-material:
1. Go to LMS (from left bar) > My Data > My Courses.

2. Click Add Course.
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3. Enter the e-material name.
4. Click Create.
Learning Plan

The learning plan in Zoho People is to help train employees with the help of a
curriculum or a syllabus-like focused approach. A carefully crafted learning
plan can include a set of selected courses that employees belonging to a
specific role or designation can undertake in order to improve themselves
thereby becoming more valuable people in the company.

Learn more about creating a Learning Plan.

LMS - Course Settings

Course Settings refers to the settings that you can define for each course.
Learning methods referto the various approachesto how learners willengage
with it, such as self training, online classes with instructors, or through study
materials.

Learn more about setting up the course settings in LMS.

The first common step is to create a new course:

Go to LMS (from left bar) > My Data > My Courses. Click Add Course.
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The next important step is to access and define the settings of a particular
course:

1. Goto LMS (from left bar) > Catalog > Courses.

2. Click on the ellipsis icon of the course. Click Settings.

Learn more about LMS Service in Zoho People.

Employee Engagement

Employee engagement in Zoho People empowers you to conduct surveys in
your organization to gather feedback from your employees on their level of
job satisfaction, work-life balance, teamwork, compensation and benefits,
employee recognition, and other aspects of their experience with your

organization. Surveys can be conducted anonymously to gather honest
feedback.
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Enable or disable survey methods
To enable or disable survey methods:

1. Navigate to Settings > Employee Engagement > Configuration tab.

2. Use the toggle button to enable or disable the survey methods. The
following are the types of surveys. (Learn more about the corresponding
survey type below to learn more in detail).

« eNPS Survey - The Employee Net Promoter Score (eNPS) survey in
Zoho People allows you to conduct a survey and measure employee
loyalty and satisfaction. It is based on the Net Promoter Score (NPS)
methodology used in customer satisfaction surveys. Learn more.

« Pulse Survey - These surveys help you quickly analyze feedback
and take timely action. You can include up to 10 questions per pulse
survey and schedule them to repeat weekly, biweekly, monthly, or
quarterly. Learn more.

« Engagement Survey - The survey aims to gather comprehensive
feedback from employees regarding various aspects of their work
environment, job satisfaction, and overall engagement levels. An
extensive survey to measure employee engagement and satisfaction
that can contain up to 200 questions. Learn more.
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Thisactionhidesordisplaysthe correspondingsurveytabswithintheemployee
engagement service.

Additionally, the Shared Survey tab will be visible if a survey is shared with the
logged in user.

Learn more about Employee Engagement Settings.

Employee Engagement Operations
Metrics
Metrics in employee engagement are categories under which your survey

topics and questions fall. Metrics can be tagged with survey questions and
can be used to view surveys based on metrics.

CIMPLEMENTATION GUIDE | 122)



https://help.zoho.com/portal/en/kb/people/administrator-guide/employee-engagement/articles/share-export-survey-reports
https://help.zoho.com/portal/en/kb/people/administrator-guide/employee-engagement/articles/employee-engagement-settings-overview#Set_permissions

)

To create custom metrics, navigate to Operations > Employee Engagement
> Metrics > Add Metric.

Learn more about adding custom metrics.
Survey Template

Survey templatesare used to conduct hassle-free surveysin your organization
with pre-designed or custom survey templates.
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To add custom survey template, navigate to Operations > Employee
Engagement > Templates.

Learn more about adding custom engagement template.

Question Pool

Question pool is a repository of pre-defined questions that can be used when
creating a survey or template. All new questions added to an eNPS survey,
engagement survey, or template are automatically added to the question pool.

Toadd questions to question pool, go to Operations > Employee Engagement
> Question Pool.

Learn more about adding questions to question pool.
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Employee Engagement User Service

It is a space where all the surveys created by the organization that are
applicable to the employees are listed. Employees can participate in surveys,
view their responses, and track their status.

Learn more about submitting a survey response and view responses on a
completed survey.

Learn more about Employee Engagementin Zoho People.

HR Help Desk

HR Help Desk service in Zoho People is an advanced employee query
management system through which you can handle queries, requests, and
inquiries swiftly and systematically within your organization. It facilitates
efficient HR query handling and ensures that employee queries are resolved
effectively, thereby significantly improving employee satisfaction.
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Glossary Terms

Categories: Categories are the divisions under which you can raise queries.
The ‘General Queries’ category is available by default. You can also add more
categories based on your organizational needs.

Query: Query refers to the question you raise to the HR. Once raised, a query
becomes a ‘Request’ and can be tracked.

Subcategory: Divisions within each category. For example, under the ‘Travel’
category, ‘Domestic’ and ‘International’ are the subcategories.

Tasks: For each query, Tasks can be added and assigned to themselves or their
subordinates.

Agent: An agent can refer to an individual, group, or a department.
Requestor: One who has raised a query.

HR Help Desk Agent: One who handles and resolves the query submittedin a
specific category.

Learn more about HR Help Desk glossary terms.

HR Help Desk - Categories

These are divisions under which queries can be categorized. Zoho People
provides the following default categories, and additional ones can be added
based on your organizational needs:

General Queries: When enabled, this category allows employees to view
and submit queries related to general topics. You can customize the General
Queries category based on your organizational preferences.

Ask Your Manager: Thiscategoryisdisabled by default. Whenenabled, itallows
employees to raise queries that will be directed to their reporting manager for
resolution.

&
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Add HR Help Desk Category

To add an HR Help Desk category:

1. From your home page, go to Settings > HR Help Desk > Preferences >
Categories and click Add Category.

¢ HRHelp Desk Preferences

3

Add and manage categories to classity cases, add relevant FAQs, and
Categories 0 include other reference materials for effective resolution of employee Add Category
queries 5

Automation Permissions

> Customization

Health and Wellness
® 10pen [ @)
Feedback Questions / consultations with the organization's team of doctors
Grievances
_ _ 10pen ©
Post your complaints and grievances here
- Ask your manager
Directly raise queries to your reporting manager
Loans
<7 30pen [ @)
Query on loans.
Work from home
2 Open ()
All questions on WFH go here
Leave
20pen [ @)

Queries regarding leave/time off.

2. Select the icon for the HR Help Desk category.
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3. Enter the name and short description for the category.
4. Select locations for which this category will be applicable.
5. Select the agent who can manage HR Help Desk in this category.

6. Click Add. The category will be added and saved as draft. After adding a
category, the category setup page appears.

Set Up and Enable HR Help Desk Category
Once the category is added, you can set up advanced options and enable it.

To set up an HR Help Desk category, navigate to Settings > HR Help Desk >
Preferences.

Learn more about setting up HR Help Desk category.

HR Help Desk - Customization

Customization in HR Help Desk allows you to edit and reorder case status and
sources of request labels. Set restrictions on reopening and commenting on
closed cases.

Cases Status

To customize case status texts, navigate to Settings > HR Help Desk >
Preferences > Customization and select Case Status tab.

Learn more about how to customize cases status.

Set up HR Help Desk Feedback System

Feedback setting in HR Help Desk, allows you to set up feedback system to
improve your employee query resolution experience. Enabling this setting
allows your employees to provide feedback on the agents who resolved their

query.
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To set up HR Help Desk feedback system, navigate to Settings > HR Help Desk
> Preferences and select Feedback tab.

Learn more about setting up feedback system.

Operations - HR Help Desk

It lets them view, assign, and resolve cases from one place. You can also add
a case for another user under the categories tab.

N & HRHelp Desk My Cases Open Cases Escalated Cases Unpicked Cases All Cases Categories

Open 4 In Progress Pending On Hold Closed =

Case Details Category Status

00018 - Work from home allowance Workfi h Open
204 Randall Gladstone + 18-Mar-2021 orkiromhome per
00017 - Complaint on payroll services Grievances
Q) 198 Christiana Spalding 04-Feb-2021 Sub-category: Personal Grievances
#00062 - Leave Type
Leave
204 Randall Gladstone 23-May-2022
#00061 - Sick Leave L o
.
204 Randall Gladstone * 23-May-2022 cave e
00025 - Quarantine measures Assest Mansaarmant o
0
145 Pedro Martinez - 22-Mar-2021 Escalated 9 pe
00024 Dnllnetralnlng Traini Open
145 Pedro Martir 18-Mar-2021 raining per
MY #00037 - Regarding home loan L
\Bl) 198 Christiana Spalding « 31-May-2020 ans

My cases: All the cases for which the user is assigned as the agent will be
shown.

Open cases: All cases with an Open or In-Progress status will be shown.

Escalated cases: Cases that are escalated based on the defined SLA will be
shown here.

Unpicked: All cases that are yet to be assigned to an agent by the category
admin will be shown.

All cases: The admin will be able to view all the cases listed.

&
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Learn more about Assigning Case, Unassigning from Case, Resolving Case,
Adding and Attaching a FAQ, and Submitting Category.

User Service - HR Help Desk

Here employees can submit case requests, and agents can manage andresolve
them. It also features a watchlist that displays cases in which you’ve been
@mentioned, along with a FAQ section that provides answers to common
questions related to case categories.

Learn more about what can be done in HR Help Desk user service.

Learn more about HR Help Desk in Zoho People.
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Reports in Zoho People

Reports is a consolidated space for all reports from the various services. It is
useful for providing actionable insights and giving a bird’s-eye view of what
is going on in your organization. Reports are useful for everyone, including
administrators, HR, and managers.

To access reports, click on the Reports icon at the bottom-left of any screen.

Reports are primarily classified into My Reports, Team Reports, and
Organization Reports, each with varying data scopes.

Learn more about how Reports in Zoho People can be used effectively by
you, vyour team, and your organization across various services.
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