KAMS Employment Hero — Mobile App Handbook

Available for download on both Android and iOS devices, Employment Hero’s mobile app allows you to submit leave and view leave balances,
view your pay slips stay up to date with company announcements and much more.
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Certifications

On the mobile app, the certification submission feature allows you to complete and/or update your assigned certifications, including the ability
to upload supporting documentation. You can also use the certification record viewing feature to see all certifications assigned to your

employee file.

This will enable you to see not only the status of all your submissions but also the details on each of your specific certifications. Another part of
this feature is the ability to access a history log, showing all the supporting documentation you have submitted for each certification renewal

you have completed.

1. Tap the My Certifications button.

No SIM & 3:13 pm 1M%04
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My Policies

You have

policies to acknowledge

My Induction Content

You have

file to acknowledge

My Certifications

You have

certification to update
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2. Tap a certification that requires actioning.

No SIM & 3:14 pm

< Back My Certifications

& Requires Action

WorkPlace Safety

Adult Learning Methodology
Active
Dimploma in training

Drivers license
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3. Click the Edit button.

4. Complete the following fields:

Completion date/ Expiry Date

No SIM 3:14 pm

< Back Certification Details

(0

Outstanding

WorkPlace Safety
Type Training
State NSW

Completion date

Employer Resources v

m
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e Supporting documentation.

To add a supporting document, click the Add button, then upload the required file. Once the supporting documentation has
successfully uploaded, the system will automatically save the file.

The maximum uploaded file size allowed is 10Mb for all attachments, with only PDF, Jpeg, and PNG file types accepted.

5. Click the Save button.

No SIM & = 3:17 pm

< Back Edit Certification

WorkPlace Safety

Completion Date

Mar 25, 2020

Any driving offences N
/accidents/cancellations? °

Supporting Documentation

IMG_0152.JPG

00




Induction Content
The Induction feature on the mobile app allows you to view and acknowledge your assigned induction content. You can also use this feature to
view your previously acknowledged induction content and refresh your memory on the content if needed.

1. Tap the My Induction Content button.

No SIM 7

My Policies

You have

policies to acknowledge

My Induction Content

You have

files to acknowledge

My Certifications

®)

Tap to view your certifications
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2. Click the induction content that needs viewing.

No SIM & 2:59 pm

Induction Content

Mandatory

Brand Guidelines
Updated on Aug 31, 2020

@® Non Mandatory

InstaPay Overview
Updated on Sep 04, 2020

The People Management Platform
Updated on Jul 30, 2020

Casper's Training Company Values
Updated on Jul 30, 2020

National Employment Standards
Updated on May 09, 2019

Fair Work Information Statement
Updated on Sep 03, 2020

® Acknowledged

Remote Ready with Employment Hero
Updated on Jul 30, 2020

@ q@:] 0 : Y




3. If the content requires your acknowledgement, read the content, or watch the video and then click the Acknowledge button.

No SIM & 2:34 pm

< Back Induction Details

. Remote Ready with Employm...




Policies
The Policies feature on the mobile app allows you to view and acknowledge your assigned policies. You can also use this feature to view your
previously acknowledged policies and refresh your memory on the content if needed.

The Policies feature on the mobile app supports the following policy types:

e Template policies.
e Image polices (png or Jpeg).
e PDF polices.
e Word policies (Doc or Docx).
1. Tap the My Policies button.

No SIM & 4:33 pm 54% @
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My Policies

You have

policies to acknowledge

My Induction Content

You have

file to acknowledge

My Certifications

You have

certification to update
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Click a policy that needs viewing. You will now see the policy details

on your screen.

If the policy requires acknowledgement, read the content, then click the
Acknowledge button.

10:56 am

Policy Details

€9

At Casper's Training (EHP) (“the Company”) we
are guided by our company values. These values
are the foundation of how we conduct ourselves
and interact with each other, our clients, members,
supplies, shareholders and other stakeholders.
The Company is committed to ensuring corporate
compliance and promoting ethical corporate
culture by observing the highest standards of fair
dealing, honesty and integrity in our business
activities.

WHISTLEBLOWER POLICY

OVERVIEW

PURPOSE

The Company encourages the reporting of any
instances of suspected unethical, illegal, corrupt,
fraudulent or undesirable conduct involving the
Company’s business and provides protections and
measures to individuals who make a disclosure in
relation to such conduct without fear of
victimisation or reprisal.

This policy will be made available on the

Acknowledge




4. Click the Accept button

10:58 am

Policy Details

WHIS®
| acknowledge and agree with
OVER'  the details of this policy.

At Cas Unless the Policy specifically states ~ W€
are gu  otherwise, the Policy does not form ilues
are the part of your employment agreement Ives
and in  with the Employer. The Employer may  nbers,
supplic unilaterally vary, remove or replace this  rs.
The Ci Policy at any time. To the extent that orate
compl this Policy imposes any obligations on
culture the Employer and/or purports to f fair
dealin provide any right or benefit to you, s
activiti those obligations are not contractual

and do not give rise to any contractual

rights. The Employee is required to be
PURP! familiar with the content of the Policy

and comply with the terms at all times.

The Ci ny
instani rupt,
fraudu Cancel Accept the
Ul hs and

measures to individuals who make a disclosure in
relation to such conduct without fear of
victimisation or reprisal.

This policy will be made available on the

Acknowledge



Employment History

You can use the employment history feature to view information about yourself, such as what your current role is, what previous roles you
held along with the employment status such as was it a full time, part-time or casual role.

1. Tap the Three Dots button.
2. Tap the My Profile button.

No SIM = 5:00 pm 68% =

Account Details

2/ 0

=

Organisations

My Profile

T&Cs and Privacy Policy
Settings

Log Out
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3. Tap the Employment History button

No SIM &

< Back

0

&, My name is Casper and | am the owner
of Casper's Training. | have been a trai.

& Founder@employmenthero.com
& (+67) einStettgs
%  Operations

goo See more

Personal Details

Employment History

Uploaded Documents

HR Documents
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4. You will now see your employment history on your screen.

No SIM & 2:02 pm 100% (emm)

< Back Employment History

CEO
Operations Director

Founder
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HR Documents
You can use the HR Documents mobile app feature to view information on your assigned HR documents, such as your employee contract,

probation extension and temporary assignment notices.

The mobile app only shows you finalised HR documents. If you need to acknowledge a document, you will need to use the MY Documents
feature through the website.

1. Tap the Three Dots button.
2. Tap the My Profile button.

NoSIM & 11:57 am

Account Details

Ivy Harris

Organisations

My Profile

T&Cs and Privacy Policy

Settings
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3. Tap the HR Documents button.

No SIM & 12:05 pm

< Back Profile

lvy Harris

& llive and breath customer training and
have been a SaaS based trainer for 10...
£ Training@Caspers.com.au
& (+61) cosmmnes
% Training
o9¢ See more

Personal Details

Employment History

Uploaded Documents

HR Documents
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4. Click on the HR Document that needs viewing. You will now see the details of your HR Document on your screen.

12:06 pm

HR Documents

01/02/2019

Ivy Harris
50 Kent Street
MILLERS POINTNSW 2000

Dear vy,

Welcome to Kent’s Training (Employer)

This contract sets out the terms and conditions of your employment.

1. Employment

1.1 The date of your Y is 03/11/2019.

This commencement date will continue to be recognised for all purposes regarding your
employment service, however this contract shall wholly replace any previous contract that
applied to your employment from Start date of new contract

1.2 You are employed on a permanent full time basis in the position of Trainer Manager. You
will report to Kent Seet, Owner or any other person directed by the Employer from time to
time. The Employer may unilaterally change your title, dutics, responsibilitics, function, role
accountability or reporting relationship at any time.

1.3 Your employment is subject to the Insert name of Award or other Industrial Instrument,

ification, however the terms of this
instrument are not incorporated into this contract nor is there any intention to give them any
contractual effect.

under which your classification is Insert name of ¢!

2. Location

2.1 Your usual place of employment will initially be 41 Kent St, Sydney NSW 2000, as well as
any other location required to fulfil the duties of your position. You may at any time be required
to work at a different location nominated by the Employer on either a temporary or permanent
basis.

3. Probation
3.1 Your employment will be subject to an initial 6 month probationary period. During

probation, the Employer will assess the suitability of your continuing cmployment, and cither
party may terminate your employment by providing one week’s written notice to the other party

@ @ 6 : oo




Adding a Profile Picture

PwnNeE

Log into the mobile application.
Tap the Three Dots button.
Click the Upload button.

Select and upload your profile picture. The maximum uploaded file size

allowed is 2Mb.

No SIM & 11:18 am

Account Details

vy Harris

Organisations

My Profile

T&Cs and Privacy Policy
Settings

g Out

h ¢ @ B [




My Employee Overview
You can use the overview feature to update your company email and mobile phone details along with adding or removing a profile picture. The
platform will reflect the changes you made in your employee file throughout the entire HR platform.

1. Tap the Three Dots button.
2. Tap the My Profile button.

No SIM & 11:18 am

Account Details

lvy Harris

Organisations

My Profile

T&Cs and Privacy Policy

Settings

og Out
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3. Tap the See More button.

No SIM & 11:19 am

< Back

Do

900

o0

Personal Details
Employment History
Uploaded Documents

HR Documents
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lvy Harris

|
| live and breath customer training and
have been a SaaS based trainer for 10...
Training@Caspers.com.au
(+61) s

Training

See more




4. Click the Edit button.

11:19 am

Overview

About

Company Email
Company Mobile

Teams

h ¢ @ B
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5. Make the required changes and click the Save button.

No SIM & 11:19 am

< Back Edit Overview

| live and breath customer training and have
been a Saa$S based trainer for 10 years.

| have experience in Payroll and HR platforms
and enjoy training others on the benefits these
platforms can bring to an organisation.

Training@Caspers.com.au

T




Personal Details

The Personal Details feature on the mobile app is where you update these details if they change, with the HR platform reflecting theses
changes throughout the entire platform. This means there is only one place you need to update your details if they change, ensuring your
employee record on the HR platform is always up to date.

1. Tap the Three Dots button.
2. Tap the My Profile button.

No SIM & 5:00 pm 68% mm

Account Details

o
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Organisations

My Profile

T&Cs and Privacy Policy

Settings

Log Out
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3. Tap the Personal Details button.

8:16 am

Profile

>
0O
Casper Claude

£, My name is Casper and | am the owner
of Casper's Training. | have been a trai...

& Founder@employmenthero.com

& (+61) s

i  Operations

oo0 See more

Personal Details

Employment History
Uploaded Documents

HR Documents
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4. Click the Edit button.

No SIM & 8:17 am

{ Back Personal Details

Title

First Name
Middle Name
Last Name
Preferred Name
Gender
Address
Nationality

Date of Birth
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5. Click the Save button

No SIM & 8:17 am

< Back Edit Personal Details

Casper

Middle Name

Claude

Preferred Name

Prefer not to say




Uploaded Documents
You can use the Uploaded Documents mobile app feature to view information on your allocated files, such as team meeting notes, project
scoping documents, and role specific process flow charts.

You can view PDF, Doc, Docx, Png, Jpeg and CSV upload files via the mobile app.

1. Tap the Three Dots button.
2. Tap the My Profile button.

No SIM 7= 11:28 am 59% =

Account Details

lvy Harris

Organisations

My Profile

T&Cs and Privacy Policy

Settings
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3. Tap the Uploaded Documents button and select on the document you need to view.

No SIM & 11:28 am

{ Back Profile

Do

000

o

Personal Details

Employment History

lvy Harris

| live and breath customer training and
have been a SaaS based trainer for 10...

Training@Caspers.com.au
(+6) cnttRGE
Training

See more

Uploaded Documents

HR Documents
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Notification Feed

This Notification Feed feature on the mobile app allows you to view what push notifications you have received from your organisation. This
feature not only lets you see what notification you received, but you can also click on a notification and the app will take you to the relevant

feature to view the updated information.

The HR platform does not display in the activity feed notifications caused by actions undertaken in the company feed.

1. Tap the Notification Feed button.
2. Tap the desired notification to see
further details.

8:14 am

Notifications

°
t What's new

.+ . Casper" 0 2 nts you to have
@ RS 142 unread items

*  21hours ago

Hilda Alan birthday is on 05 March.
\ | Schedule a personalised message.

yesterday

Charlie Anderson birthday is on 03
March 2021. Schedule a personalised
'/ message.

3 days ago

Hilda Alan birthday is on 05 March 2021.
Schedule a personalised message.

5 days ago

Charlie Anderson birthday is on 03
March 2021. Schedule a personalised
'/ message.

7 days ago

.+ . Casper's Training (EHP) wants you to have
-(©)- yoursay today!
“+" 15days ago

ﬁ.} < a




Pay slips

The Payslips feature on the mobile app allows you to access a digital copy of your pay slips, which you can download if you want an offline
version. This means you can store a record on your phone that you can access if your phone enters an area with no mobile data.

1. Tap on the Pay Slips tile.

No SIM & 3:07 pm 66% =

3)

Today's Events

Liam Brown

Tap to view more

Pay Slips

You were last paid: last month

Tap to view your pay slips

Leave Balance

Your available leave balances

» Annual Leave (Hours) 33.85 hours

» Compassionate Leave (Hours) 36.40 hours
Family and Domestic Violence 80.00 hours
Leave

 Personal/Carer's Leave 0.00 hours
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2. Click the desired pay slip.
3. Tap the PDF button.

No SIM & & 3:52 pm CIAG

< Pay slip details @

Pay period: Sep 17, 2020 - Oct 16, 2020
$4,520.33

Payment date: Oct 16, 2020

182
$70,000.00
$5,833.33
$1,313.00
$0.00
$554.17
$4,520.33
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4. Tap the Download button.

No SIM & 3:54 pm

< Pay slip preview
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Staff Directory

The staff directory feature on the mobile app allows you to search for a coworker and see their best contact details if you need to reach out to
them for help. You can also use this feature to view the team structure for any of your co-workers, enabling you to understand who reports to
who within your organisation.

1. Tap the Three Dots button.
2. Tap the Staff Directory button.

8:26 am

More

o
20
Casper Claude

Organisations

My Profile

Staff Directory

Settings

T&Cs and Privacy Policy

o <« @ & []

3. Tap onthe employee whose details you need to view. If enabled, you can view both their Contact details and Team Structure.



Company Feed

The company feed allows you to post a public message or announcement to either your team or the whole organisation. You can also use this
feature to comment on a post made by yourself or another employee. Typing @ into the text field, followed by
an employee's name, will tag that employee in the shout out.

1. Tap the Plus button.
2. Tap to give a shout out, announcement or recognise a teammate.

NoSIM & 2:30 pm

What would you like to create?

Announcement

Give a Shout out

Goal

Leave Request

Recognise a Teammate

Safety Incident




3. Type your announcement, add any attachments and documents via the document or camera icon and tap the send button.
Nb. The platform only allows you to attach a .jpg, .png and .gif (I10S and Android) and .pdf (Android) to a shout out.

No SIM = 2:32 pm

< Back Give a Shout out

@ Casper Claude
Y

Share to everyone

| would like to give a shout out to @Brenda
Morales who spent 4 hours last night putting
together a last minute Xero training package. -

B ©




Completing Surveys

The Engagement feature on the mobile app, allows you to access and complete your assigned surveys from your mobile phone. This means
you can complete your surveys wherever you may be located instead of needing to be at a computer.

Happiness Surveys

1. Tap on the Employee Happiness tile.

No SIM & 11:37 am 18%

€

©

You do not have any goals to view

Goals

Employee Happiness
How happy are you at work?
Don't worry, this feedback is anonymous.

Tap to let us know!

Discounts

P

Find more savings
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2. Tap on your happiness score from one to ten and leave a comment.

11:39 am

Employee Happiness

How happy are you at work?

Don't worry, this feedback is anonymous.

123456789

.o ..
~ ~

Let us know why you feel like this

Supportive Manager

3. Tap the Submit Button



Custom Surveys

1. Tap the Survey button.

No SIM & 2:33 pm

Recognition Approval

You have

approvals to update

Goals

You have

goals to update

25%

Survey

MYOB Training
Feedback

ARG e [

2. Answer the displayed question and then click the Next button.
3. Once you answer all the questions click the Submit button.




Feedback

The Feedback feature on the mobile app allows you to send feedback to another employee in your business. When sending this feedback, you
can choose whether this information goes to the employee receiving this message only or their manager can view the message as well, along
with the ability to add an attachment, such as a record of a slack conversation.

You can only use the feedback editing features on an iOS device.

1. Tap the Plus button.

No SIM = 4:40 pm 95% ==

Casper's Training (EHP)

Welcome, Casper

Your Pending Approvals

Leave Requests
Activity Feed
9
o<
Find the messages related to yourself

Recognition Approval

You have

n e [@ B -




2. Tap the Peer Feedback button.

No SIM = 12:09 pm

What would you like to create?

Announcement

Give a Shout out

Leave Request

Peer Feedback

Recognise a Teammate

Safety Incident

Timesheet

3. Select the feedback recipient from the Who is this Feedback For drop-down.
4. Select from the following sharing
options:
a. Recipients’ manager.
b. Recipient.



Nb. Selecting the recipient’s manager sharing option will send this feedback to the employee's primary and secondary manager.

5. Enter the feedback you want to provide in the Your Feedback field.
6. Click the Document or Camera icon to add an attachment to the feedback

post.

Nb. The platform only allows you to attach a .jpg, .png and .gif (I10S and Android) and .pdf (Android) to your feedback message.

7. If required, use the editing features to
format your feedback message.
8. Tap the Send button.

NoSIM & 4:47 pm

Cancel Feedback

_3 Brenda Morales
V

Share with Recipient's Managers

Over the last week you have taken the time out
of your busy day, to provide guidance on how |
can convert our older payroll articles into our
new payroll guide structure. You have presented
the feedback to me in a simple and easy to

B I U ==
[ The We
QIWIE|R|T]YJU]LIJO|P
A|IS|IDIFIGIH]JK]|L

4 Z X CVBNM®
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Applying for Leave

You can use the My Leave feature on the mobile app to see your leave balances, and if you have the balance required, submit a time off
request. You can also use this feature to edit a submitted leave request if the details changed and delete a submission if it is no longer
required.

1. Tap the Leave Balances button.

No SIM & 10:34 am 50% @

Pay Slips

You were last paid: 24 days ago

Tap to view your pay slips

Leave Balance

Your available leave balances

* Annual Leave (Hours) 26.67 hours
» Compassionate Leave (Hours) 60.64 hours
Family and Domestic Violence 20.00 hours

Leave
» Personal/Carer's Leave 0.00 hours
o Training Leave 10.00 days

e Unpaid Pandemic Leave (Weeks)2.00 weeks

My Timesheets

Tue, Oct 6, 2020 9 hours

m ‘Q:] e : oo




2. Tap the Add button to add a leave request or tap an existing leave request to edit or delete it.

No SIM = 10:37 am

< My Leave Requests +

Tue, Oct 6, 2020 - Fri, Oct 9, Approved
2020

Annual Leave 4 days

Mon, Jul 6, 2020

Personal/Carer's Leave (10 days) 1day

Sun, May 24, 2020 - Sat, May 30, Declined
2020

Annual Leave 5 days

@ Qj 0 : eeo




Complete the following fields:

Leave category.

Start date.

End date.

Total hours - You can tap the Total Hours field to display the leave details for each month. If you only need to
take a half day off work, then you can edit the value within the hours field.

Comments

Attachments

Tap the Request Leave button.

No SIM & 10:38 am

< Leave request

Annual Leave (Hours)
Nov 11, 2020

Nov 13, 2020

Total ) F

24.00

Comments

Attachments _|_

Request Leave



Approving Leave
You can use the Leave Approval feature on the mobile app to see your employee submitted leave request and then approve or decline
these submissions. You can also use this feature to filter what leave requests you see on your approval page, giving you the ability to tailor

what employee submissions you see on the app.

The mobile app only allows managers to view pending leave requests. Once you approve or decline a leave submission, you can view these
records on the desktop platform.

1. Tap the Leave Requests button.

No SIM &

Welcome, Casper

Your Pending Approvals

0

Timesheets Leave Requests

Activity Feed
€
o<
Find the messages related to yourself

Recognition Approval

You have

approvals to update

N N




2. Swipe right on a leave request to approve it or tap on the leave request to see more information and approve or decline.

No SIM = 3:31pm

< Leave Request Details

Liam Brown

Mon, Oct 5, 2020 - Wed, Oct 7, 2020

Leave category Annual Leave (Hours)
Total Hours 24.00
Annual Leave (Hours) 25.33 hours

() o e : oo




Rostering

You can use the Rostered Shifts feature on the mobile app to view your rostered shifts for the week coming up, including your allocated hours
and the cost centre. You can also use this feature to change the weekly view to see what shifts you have coming up at a particular point in
time.

1. Tap the Rostered Shifts button.

No SIM & 8:17 am 51% @
Goals
You have

goals to update

Rostered Shifts

&

You have 3 shifts this week

Employee Happiness

How happy are you at work?
Don't worry, this feedback is anonymous.

Tap to let us know!
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3. You will now see your rostered shifts for the current week. You can use the Week button to view your shifts for a different week.
Swipe down to refresh the data.

8:18 am

My Shifts

< Nov 09 - Nov 15, 2020 >

Shifts Swipe down to refresh

Monday, Nov 9, 2020

Work hours 09:00 AM - 05:00 PM
Work type Hours worked
Cost centre Newtown / Chippendale

Tuesday, Nov 10, 2020

Work hours 09:00 AM - 05:00 PM
Work type Hours worked
Cost centre Newtown / Chippendale

Thursday, Nov 12, 2020

Work hours 09:00 AM - 05:00 PM
Work type Hours worked
Cost centre Newtown / Chippendale

h O @ B -




Timesheets

You can use the Timesheets feature on the mobile app to submit a timesheet for the hours you have worked during the day, with the ability to
add details such as a work type or a comment to your entry. You can also use this feature to edit a submitted timesheet if the details changed
and delete an entry if it is no longer required.

1. Tap the Plus button.

No SIM = 12:13 pm 78% @m

3)

Casper's Training (EHP)

Welcome, Liam

Your Pending Approvals

0] 0]

Timesheets Leave Requests
Activity Feed
De
Find the messages related to yourself

Goals

You have

o a [ e




2. Tap the Timesheet button

No SIM &

What would you like to create?

Give a Shout out

Goal

Leave Request

Recognise a Teammate

Safety Incident

Timesheet




3. Complete the fields and tap submit.

No SIM < 4:42 pm

Cancel Timesheet

Date

05 Dec 2020

Cost centr

Newtown

Work type

Hours worked (Weekend) [5¢]

Hours worked

7.5 ®




4. To view your timesheet submissions, Tap the My Timesheets button on your home screen.

No SIM =

Tap to view your pay slips

Leave Balance

Your available leave balances

» Annual Leave (Hours) 25.33 hours
» Compassionate Leave (Hours)  57.31 hours
Family and Domestic Violence 20.00 hours

Leave
» Personal/Carer's Leave 0.00 hours
e Training Leave 10.00 days

Unpaid Pandemic Leave (Weeks)2.00 weeks

My Timesheets

Sun, Dec 6, 2020 5 hours
Sat, Dec 5, 2020 7.5 hours
Tue, Dec 1, 2020 7 hours

Tap to view your timesheets

) I a : eoe




5. To delete or edit a timesheet, tap the timesheet submission.

No SIM = 5:09 pm

& My Timesheets

Sunday, Dec 6, 2020

h < @ E

5 hours
Saturday, Dec 5, 2020
7.5 hours
Tuesday, Dec 1, 2020
7 hours
Monday, Nov 30, 2020 Declined
8 hours
Sunday, Nov 29, 2020 Approved
4 hours
Saturday, Nov 28, 2020 Approved
6 hours




6. Make the required changes and tap the Save button.

No SIM = 5:10 pm

Cancel Edit Timesheet

Date

06 Dec 2020

Hours worked




Approving timesheets

1. Tap the Timesheets button

< App Store &

Casper's Training (EHP)

Welcome, Casper

Your Pending Approvals

Timesheets Leave Requests

Activity Feed
0]
Find the messages related to yourself

Recognition Approval

You have

h O @ B -




2. Swipe right to approve the timesheet straight away. Otherwise, tap on the timesheet that needs to be approved/ declined to view
more details.

No SIM = 4:58 pm

< Timesheet Details

lvy Harris
Training Manager

Wednesday, Dec 9, 2020

Work hours 08:30 AM - 05:30 PM
Work types Hours worked (Week days)
Cost centre Newtown
Total hours 8
Breaks A\

01:30 PM - 02:30 PM

@ ‘Q:] a : eoe




Nb. Tap the filter button in the top right-hand corner to filter timesheets for your direct and indirect employees.

< App Store 4:57 pm

< Pending Timesheets

Wednesday, Dec 9, 2020

% Ivy Harris

8 hours
08:30 AM - 05:30 PM
01:30 PM - 02:30 PM
Hours worked (Week

days)
Newtown
Thursday, Dec 10, 2020
% Ivy Harris
Total | 9 hours

07:00 AM - 05:00 PM
01:30 PM - 02:30 PM

Hours worked (Week
days)

Newtown

Saturday, Dec 12, 2020

n o W B -




Notifications
Push Notifications

1. Tap the Three Dots button.
2. Tap the Settings button.

No SIM &

w0
Casper Claude
Organisations

My Profile

Staff Directory

Settings

T&Cs and Privacy Policy

o <« @ & [

3. Tap on the Notification Settings button.
4. Customise your settings based on the time and days of the week.



Nb. You can also change your time zone and activate your fingerprint log in via the ‘Settings’ button.

Company Feed settings

1. Tap the Company Feed button.
2. Tap on the Settings button

9:51am

Company Feed

° Shout Out and Recognise your Peers!

ﬁ Casper Claude
S0

Recognition

Clough Ryner

We invent

| would like to recognise Clough for his invention
ethos. Clough has built a new ticketing process,
that will reduce customer wait times and reduce
internal customer administration. | can not wait
to see this new process in action and the happy
customers we will have with our much improved
ticket resolution time frames

ﬁ Casper Claude
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3. Use the following fields to customise
your notifications:

e Notify me about:

o Everything.
o Direct members only.

Switching Organisations

If you are an employee of more than one organisation, you can switch the company.

1. Tap the Three Dots button.
2. Tap the Organisations button.

NoSIM &

i’{ o
Casper Claude

Organisations

My Profile

T&Cs and Privacy Policy

Settings




