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o Page Navigation

Welcome to WorkDo! This document will guide you through the steps in setting up the

HR tool using the web interface. We will begin with the basic page navigation!

D © O ¢ 7 8
.
® L £ WorkDo
J« T UA————. . . Dashboard
Searth Chiatroont " S e Era Merkl [WorkDo Demo Inc. /1]
B the posts across groups an 7 postID-1095
4 |} By Message Timer. ., ‘J‘.NE‘:"P.”?E.....@ buddies within this workplace.
1=\ (fomation Hub 2019-08;39 gg Wl - capacity-building
bd WorkDo-Rick Hithe. 3 B scrs oovioed Open
-03- ;f Started a new group on Linkedin
Verkzo Demorng 1 2155 @) calencer B group
WorkDo - Rick: [Note]... 12 a @
Ann .
7 ¥like W Comment
z WorkDoTesing U2 1
fanaticos skils joined ... @ () Notes Vivian R [WorkDo Demo Inc. ] ———
. e . PostID:1093 —
' Internal Group 2O Tasks
{1}, WorkDo - Rick joined ... . _Ral M
! B incomplte 2 (Ga 1) Halloween Party: A Make-Believe Party ore
ﬂ © Thu, 2018-11-01 06:00 ~ 11:00
* Events @ Mattapan Health Center
é& ; All Members
Albums
Files
2a o= Home - mattapanchc
=L . S8 ic:iin Center Website
Links : |

https:/fwww mattapanchc.org/

é .......... e Fols 3 - 6

i Expand/Close Expand or close general navigation areas, button panel

will appear when navigation area is closed.
1. Workplaces Switch between workplaces/My Upcoming/My Shelf and
Join/Create Workplaces.
2 Main Menu a. Workplace: The basic functions of the workplace.
b. Social: Starred, groups and buddies.
c. Chatrooms: All the chatrooms you are in.

d. Notifications: All notifications related to you.

3  Dashboard All the cross-groups and buddies items related to you.
4 Do Button All the tools you can use in the workplace.
S  Create Create new items.

WorkDo
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6  Main Page
7  Search
g My Setting

Shows contents such as Dashboard Wall and task list, click
to enter detail view, can also create new items.

Shows search history of workplaces, groups and buddies.

Personal settings such as accounts, change password,
give feedback and log out.

Check Image I-1 to quickly start navigating WorkDo!

Click tools in 3 to display the content in 6

Groups/Buddies

- Click 2° to see groups/buddies.
+ Click Groups/Buddies or the Do
buttons for tools to use.

« Click 29 to view notifications.

Dashboard

« Cross-groups and buddies.

(main page)

Notifications

LogIn
« Default is the last workplace you
logged out of.

Workplaces: Switch/Create/Join
+ Click the hamburger menu to show
the workplace list.
« Click the Do button to show all tools
you can use in this workplace.
+ Click 2° to create groups and add
buddies.

View/Create/Edit
 Click 5 to create new items.
+ Click content in 6 to enter detail,
click tool name to see menus.

« Click i to expand main page.

Chatrooms
« Click 2° to show all chatrooms
« Click one of the chatrooms to enter

the chatroom.

A Imagel-1. Quick Start

WorkDo
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@ Tools (in Do Page)

WorkDo has many tools in Do page for different levels within a workplace. This means
workplace, groups and buddies all have a specific Do button and a set of tools to use.
See Table II-1 of tools available at each level.

Tools such as Attendance, Check-In, Leave, Leave Pro, Overtime, Expenses and
Approvals are dependent on the HR tool. The HR tool is set as activated once you have
created a workplace while other tools such as Payroll, Leave Pro and Attendance need
to be activated manually according to the needs of your company. This means the HR
tool needs to stay activated for the other tools to function.

Vv Table II-1. WorkDo Tools

| Tool  Workplaco Group Buddy Dependency
i HR [ X X i
byl e < ox R
i Attendance [ ] X X HR i
i Check-In [ ] X X HR i
L e < ox R
 lemvePo e « x| R
 overtime e < ox R
eeee e x o m
i Approvals o X X HR i
s e < ox ;
. ConfRm e < ox |
M o < ox |
| Cashbook e e o |
i Phonebook L L L i
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(I HR: The Pillar of WorkDo

Every tool in Do has its default settings that can be changed to your company’ s
preferences. The basis for some of the tools is HR. Table III-1 shows the correlations
between HR and other tools and how it affects them!. The HR settings include
department structure, work hours, employee profiles, HR calendar and more. After
setting up the HR tool, you can swiftly set up tools listed in Table IlI-1 with ease!

Vv TableIII-1. HR Tool

i

I

I

I

I

I
| Work Hours X [ X X [ [ X X |
e |
| Departments X [ ] ] ] ] ® ® :
e e e e e e e e e e e e e e I
I I
I Employee I
| oy X X X X o o X X |
L PO !
I I
| Deputy X X X [ [ X X X |
S |
| Approver X X X X X X [ [ |
T |
: HR Calendar X [ X X o [ X X :
T T T T I
I System I
| . X o X X X X X X |
; Settings i

1 Settings such as companies, job titles, etc. will not directly affect other tools, thus, are
not included in this document. Please see Step 2-c Employment Types for reference.

WorkDo .
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i Employee

@ Set Up

Let" s start by setting up the HR tool roles and its settings, shall we?

'n' Settings

[' Activate

Tool Activation HR Settings

Set workplace admins
Activate HR
Set HR tool roles

Set work hours
Set departments
Set employee types
Set HR calendar
System Settings

Set employee profiles

Start

More tutorials

coming soon!

A ImagelV-1. Setup Process

Each step of setting up requires you to prepare different data. Please follow Table IV-1

to prepare these data before setting up HR.

V¥ TableIV-1. Required Data

v Activate HR
v Select tool admins

Set tool roles

v

By workplace |

|
admins™ |

2 Workplace admin can set up all settings in workplace, please see Step 1 Tool

Activation.

WorkDo
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https://www.workdo.co/Info/DocsUserGuideHrs/zh_TW

HR setup v Departments (Incl. Managers) v' By HR Staff of the]
v Set up Employment Type, Dept, On HR tool

Board Date, Work Hours, Dotted-Line

Manager and Deputy of each employee

o~ ooy vt oty it
STEP 1. Tool Activation
WorkDo has two types of admins that help your workplace manage and control n
information access, they are Workplace admins and tool admins, as seen in Table Step a
1-1.
b
Workplace admins include an owner and multiple admins that can adjust workplace c
settings. Normally, the workplace admins are management of IT employees. The tool E
admins®! control the data other see per tool. Different tools could have different
members as tool admins. The tool activation is done by the workplace admins. a
. o . b
Vv Table STEP 1-1. Admin Authorities
Cc
] d
| Delete workplace ® X X |
T — {5
| Change workplace ownership [ X X |
e e e 4 f
1 1
| Maintain workplace settings o L X }
b e e e e e e e e e e e e e e e e d g
1 1
| Activate workplace tools (] (] X |
s 1
i Change tool roles ) ) X i
T T T T T T T gl
i Maintain basic tool settings X X [ i
[T T T T T T T T T T T T T T T T T T 1
| Maintain advanced tool settings X X i

3 Details on tool admin authorities can be found in Step 1-c Set Up Tool Roles.

WorkDo .
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a. Assign Workplace Admins

Based on the Page Navigation, you can verify your workplace admin status by

following the steps below.

‘ = WorkDo Demo Inc. Il Search workplaces, groups and buddies
@ Ann Roster Invite New Member "CIose
@ @ rotes Members (144)
68 © s Search °lF
a:f Incomplete 1 (G 1)
@ Events >2 1 WorkDo (BuddyDo) ¥
Going 1 - @ EWov'kai;Der:;Igc. n Buddy
@3 Albums Rick Shao ¥
® @ [ WorkDo Demo Inc. lll
8 e Eron Yang W
@ O B :
1 2 Polls Add Buddy
0 T @ c
o= AsSigned To Me 1 Block & Remove
@ Leave Overview
a
1 Click on the Roster to view all workplace admins.
. : . b
2" The Workplace Owner is marked with a red crown while
the workplace admins are marked with a blue crown. -
Owner and admins can skip to Step 1-b Tool Box.
d
3 Click Close to return to the Dashboard Wall.
(=
f
According to Table Step 1-1, workplace admins are an integral role to maintain all the
settings in the workplace. You will need to ask the owner or another admin to assign g

you the workplace admin role if need be.

(IR Workplace Profile

@ Workplace Binding
oo

R — Workplace QR Code 1 > Click the gear icon for

H WorkDo Demo Inc. Il

Workplace Privacy

Wel to the d )

1 ’@ \'.r:r;;r;cee D(mse\searr\"?orkmace 2 Janana Worknlace WO rkp | a Ce Settl n g s

6 oy )
~

Manage Admin

Tool Box

— 2 » Manage Admin.
Member Join Log

Workplace Statistics

‘ WorkDo
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Manage Admin

@ WorkDo W
@ oree v
e Way W

3 WorkDo - Rick W Remove

@ ‘WorkDo-

b. Tool Box

Remove

S~
I | Add Admin I

Manage Admin
Admins can manage information, member
authority, notification settings and tool
authority. Owners have all the admin
authorities and can choose to delete
workplace

& Vahit Menter
o wallace

@ warunee iamnui
g, Wee

0 Wendy Teh
n’* Widya Ray Lye
o Yaseen Abbas
° Ye min Linn

Red crown = Owner.

Blue crown = admin.

@ » Add Admin.

» Member select.
» Click Done to finish.
» New admins will see the

new options available once
they refresh the browser.

Congrats on becoming an admin, you can now go to Tool Box in workplace settings to

activate or manage tools and to manage members’

steps below.

W Roster 5

H  WorkDo Demo Inc. Ii
@ Welcome fo the demo
: wakplace, this is.a workplace

B purpose that

NN =R IO

Workplace Binding

«| Workplal:e Workplace Profile

Workplace QR Code

Workplace Privacy
Manage Workplace

Manage Admin

==\

Tool Box |
————

Workplace Notifications

Member Join Log

Workplace Statistics

$

tool roles, simply follow the

. » Click the gear icon for
Workplace Settings.

. » Click Tool Box.

WorkDo
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Worepince oo ox Default is set to the

You can activate or deactivate the tools for this workplace ac 3 Jeeds

¥ o Activated tool page.

£5) view Advanced Tools PDF 4 (
v
HR Activated
An easy and simple way ta manage the employees Within your warkpiace by using the HR toal. Manage employee profles and set up an M
anage

organizational siructure for other ools such as Leave, Altendance, Expenses ang Approvals.

3 » Click Advanced to enable

Clock in and out have never been this easy! Attendance tool allows you to clock in and out using your mobile device or computer! You can set

the remote clock infout and allow members to clock infout using WiFi hotspots or GPS. Manage
CheckIn d b | t |
or daisapie tools.

[©) The Checkin tool s for those who are constant on the run. Check yourselfin using the GPS to let your team know that you have arrived at thej | Activate
destination, check out when you leave, the system logs how long you stayed in a locaion, so the team can get a hold of you. Whenever you &

Leave Activated
Aply for leave should be a breeze. It would be much easier to apply leave using your mobile device while managers can manage the team's

leave status quicky. Menage

Leave Pro Activated
Upgrade Leave for Leave Prol Leave Pro is the advanced version of Leave with additional functions such as automatically grants leave quota

Manage

to employees, calculates carryover leaves and balances.

4 Click M to begi
Activated
Schedule work shifts efficiently with the Shift tool. Employers can manage work shifts and review scheduled shifts at a glance while employees. ’ I C a n a g e o eg I n

can check their shifts effortiessly Manage

STEP

~ = assigning roles. n

c. Set Up Tool Roles

To safeguard sensitive workplace information, many of WorkDo" s tools require some
members to take on the administrator roles to limit access. Please read the description
of the roles for each tool carefully when assigning tool roles to each member within
the workplace.

There are four types of roles in HR: No Role, Employee, HR Viewer and HR Staff.
Employees are able to view their own records, the HR Staff could edit all workplace
members' records, the HR Viewers could view all the workplace members' records
but unable edit, and those who have No Role will not be able to use the HR tool.

The workplace admins are HR Staff by default. Once HR is activated, the new members
will automatically inherit the Employee role. Please ask the workplace admins to
change your tool role to HR Staff so you can begin setting up HR.

Additionally, if you are designated as a manager or a dotted-line manager, not only are
you able to sign off on various requests, you also have the authority to view the
department records as seen in Step 2-b Departments and Step 2-f Manage Employee

Profiles.

WorkDo
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Tool Box Previous

Leave Pro
«

This is an advanced leave management toel with carryover and annual balance calculations.

a
5-

Manage All Member Roles

Manage Rolés b

Employee
Apply, cancel, withdraw, view personal leaves and balance check. Depariment managers can approve team members’ leave § 3

requests and view records,

HR Viewer o
Same authority as the HR Staff. but cannot configure settings.

HR staff 5
Manage leave configurations, adjust leave balances, create absence notes, view leave records and export reports.

No Role 5
Not able to access this tool

4

Tool Box

age All Member Roles

jarch
—_
@ WorkDo-Eron | Empogee |

T

& WorkDo - Rick
@ o
Employee
@ WorkDo
No Role

Q Jayee ‘ Emoee v

Tool Box . Previous

i
HR 4
A @

= management too! to manage dspanment and smployse profies a5 well &5 Export reports

Manage All Member Roles

HR Viewer
‘Same authority as the HR Staff but canaot configure setlings
HR Staff

Set up company

Workplace Tools

Select a tool to use In this workplace

10

11

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

» Change tool roles.

a. Click Manage All
Membeccr Roles.

b. Click Employee.

» Enter member display

name in the search bar.

» Choose arole in the drop

down menu.

» Press X to close the

window.

» Confirm member count is

correct, click to for list view.

» The blue switch means
the tool is activated; toggle
the button to deactivate

(grey).

» Click the Do button to
open up the workplace tool
box.

» Click HR.

STEP

WorkDo
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~ Follow the same steps above you could set up the
tool roles of Attendance, Overtime, Leave, Leave
Pro, Approvals and Expenses as well.

STEP2. HR SetUp

Congrats on being an HR Staffl Now you are able to set the workplace work hours,
organizational structure, departments, employee profiles, company calendar and
whether employees need to clock-in/out, etc.

The HR tool is an integral part of many advanced tool, once you are familiar with the
settings, you could customize the digital workplace to reflect how your team really E
operates on a daily basis.

Please follow Steps 2-a to 2-g to set up your workplace settings. There are two
methods to set up the HR tool depending on how the employees join the workplace,
and we will leave that decision to you!

® Invite employees then edit their profiles: STEP 2-f
An employee profile is automatically created upon joining the Workplace
which can be edited by the HR Staff.

® Batch import employee profiles then invite employees: STEP 2-g
A recommended method when you want to invite a large amount of
employees at once.

WorkDo
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STEP 2
Basic

Settings

Work Hours

Departments

0
—
m
o

Employment Types
HR Calendar
System Settings

I
Employees join the
workplace

Import employee

- EENEEENTEED

profiles
Edit employee | Auto invites !

profiles E employees ' c
d
A Image STEP 2-1. HR Setup Process e
. . f

Settings such as work hours, departments, employment types, on board dates, job
titles etc. can all be adjusted to reflect your company policies and structure, the g
settings can also influence how some of the tools in WorkDo operates. v

a. Work Hours

Set flexible work hours and/or different work hours for different employees or
departments depend on your company policies with this option.

WorkDo .
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® When your company only has one set of work hours
When HR is enabled, a Default Work Time is set, which is the default work hours
that apply to all employees. The time can be modified, but you cannot rename or
delete it. Follow the steps listed to change the work hours.

@ WorkDo Demo Inc. Il

Search workplaces, groups and buddies

= . ® @
Wall Chat Ann Notes

My

© Profile Work Hours

© My Team(s)

© Colleagues Enter Edit Time(From) = ~

© HR Calendar

Company Info Total Records : 1

© HR Calendar Management — Work Hours Set Name

© Companies Pl

I

Default Work Time
© Branches

. Dapartmentse
ﬂ ® Work Hours 1
*B s b Fitles=—

b2y

Foe@=@:

© Job Types
© Employment Types

Edit Work Hours

Work Hours

Q # & L DrWorkoo
@ @ @ © .
Tasks Events  Albums Files Links Polls HR  Aftenda... Shift Leave Leave Pro Expenses Aj -

@ Help |

Enter Edit Time(To) B a ®

20 | RecordsiPage

1st Shift Name 1st Shift Hours 2nd Shift Name 2nd Shift Hours Total Work Hours Per Day

Morning Shift 09:00 ~ 13:00 Afternoon Shift 14:00 ~ 17:00 7

I * Work Hours Set Name | Default Work Time]

| « 1st Shift Name

~

\ I

.T Morning Shiift

| - 1t snift Hours e oo |~ 13 00

|
| - 2nd shift Name I | Afternoon Shift

I*anShiftHours 1 [ 1a 0o~

I Work Days

1
1
1
I
1
]

Clock Time Settings

y Thursday Friday (] Saturday [ Sunday

| - clock Frequency | Clock In/out - o)

= Earliest Clock In Time | | 07 00 I
ol I
I 1
* Flexible Work Start Time 09 00 [
[i I I
* Flexible Work End Time | 16 0o 1
ol I
!

* The Latest Clock Out N 23 59 /7

Time Li]
Department  Employee
Name

Administration
Demeo Company
Executive

Human Resources
Marketing

Public Relations

Research & Development

Select Employees

<€ Cancel

WorkDo
Copyright©BuddyDo Inc.

(7]
= ENEREEENEIENED -
o

(g}



i » Click to view the instructions.

1 » Click Work Hours.

2 » If the default time works for your workplace, you can
skip to Step 2-b, else, click the icon to change the time.

3 » Enter the correct work hours.
4  » Enter the clock-in/out times!”.

5 » Click Save to complete. STEP

® When your company has multiple sets of work hours
Follow the steps below if your workplace requires multiple work hours for different
departments or employees. Different work hours require different clock-in/out

times, for your information.

| Work Hours
. . Erow e e R0
&= 1 » Click Work Hours.
© HR Calendar Management Work Hours Set Name 1t Shift Name st Shift Hours 2nd Shift Name 2nd Shift Hours
® ‘3"”[""‘75 ra Default Work Time: Morning Shiit 09:00 ~ 1300 Afternaon Shift 1400 ~ 17:00
2 » Click Create.
Create Work Hours )
I'ka Hours Set Name' ¥ r
|'1s[ShiftName Morning Shift 3 > Enter the Work hours.
| - st st ours wooowo- 13w
I * 2nd Shift Name Afternoon Shift
I*anShiftHours 4 0 ~ 17 00
I Work Days Monday Tuesday Wednesday Thursday Friday [ Saturday [J Sunday .
4. » Click save to complete V.
4‘ m ® Reset p

4

“Enable the Attendance tool described in STEP1-b~c to unlock the clock-in/out fields.

WorkDo
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Work Hours

Enter Edit Time(From [ ~ | Enter Edit Time(To EH a @

Total Records - 2
Work Hours Set Name 1st Shift Name 1st Shift Hours
a & Default Work Time Morning Shift 05:00 ~13:00
5 1 # T Night Shift Night Shift 18:00 ~22:00
Work Hours

2nd Shift Name
Afternoon Shift

Morning Shift

| - Work Hours SetName [ Defau Work Timel

| * 1st Shift Name. Morning Shift

| - 15t shitt Hours 09 : 00 - 13 . 00

| - 2nd snift Name Afternoon Shift

| - 2nd shitt Hours 14 00 |~ 17 - 00

| workpays Monday @ Tuesday @ Wednesday @ Thursday @ Fridey () Saturday (] Sunday

b Clock Time Settings

¥ | - clock Frequency Clock In/Out

| * Earliest Clock In Time 07 00
| * Flexible Work Start Time | 09 00
| * Flexible Work End Time | 16 - 00

| - The Latest Clock Out 2 . 59
[ rime

Department  Employee

esearch & Development
SelectDepartments|f| v Save LY SRR TN

b. Departments

Continue if the Attendance

tool has been activated,
else, skip to Step 2-b.

» Edit Clock Time Settings
a. Click the Edit

button.
STEP
» Edit Clock Time Settings n
b. Fill out the clock
times.

c. Click Save to finish.

WorkDo offers a flexible organizational structure setup, so you set up your virtual

workplace to reflect how it operates on a day to day basis. This setting is also tied to

the approval sign-off process of advanced tools like Leave, Leave Pro, Overtime,

Expenses, Approvals and Attendance appeals. And when you have departments or

teams that require different work hours, you can set them up here!

WorkDo
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My

© Profile

© My Team(s)
© Colleagues
© HR Calendar

Company Info

© HR Calendar Management
© Companies
.0_ Branches |
o Depanmemsl
"o Work Hours

O Job Titles
© Job Types

© Employment Types

— o —

I Department Chart I

Department List

D—epartn:erF Chart Management

Department

Enter Department Name/ID

| | Please Choose Managsr

—

I
I
I
I
I
I

I I Manager
I

\

Create Department

I Parent Department [

I = Department Name

|

o |

q__ -‘| ® Reset |
. =

I
______ J

O Profile

o My Team(s)

© Colleagues

© HR Calendar

Company Info

© HR Calendar Management
© Companies

© Branches

© Departments

o Work Hours

o Job Titles

o Job Types

© Employment Types
O Social Media

O Deputy Assignment
O Approver Assignment
O System Settings

Employee

ROPDDOG@H 2@

© Profiles

O Advanced Search
© Profile Edit Request
o Education

0 Wark Fxnerienca

©

© @
Wall Chat Ann Notes
Department Chart Department List

Department Chart Management

°]

Links

® 0

Polis HR

©

Aftenda.

)

Shift

Leave Le

Tasks Events  Albums

®

Files

Department

‘ Enter Department Name/ID

| ‘ Please Choose Manager

= -

o Em mm mm mm = mm =

———————— -
N
Company \
[Delores]

1
I
1
Developme |
nt (RD) I
1
1

Administrat
ion (AD) 1
Joyce Il

WorkDo
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[ERN

» Click Departments.

N

» Click the Department Chart tab™.

3 » Chooseaorhb.
a. Click the +Create button.
b. Click the + button to add a child department.
4 »> Fill out the parent department!®, department name,

manager and work hours( * must be filled).

_ o STEP
S » Click Save to finish. n
6 » You are returned to the last page to verify the settings.
~ When setting up your organizational structure,
the Manager drop down box is optional. E
However, once you enable tools like Approvals
and Expenses that require managers to sign off
on employee requests, you must declare a
manager for each department.
c. Employment Types
Employment Types is an important setting in the Employee Profiles; it is tied to what
kind of leaves the employees are entitled to in Leave Pro and whether they are allowed y
to apply for overtime compensations in Overtime.
°Department Chart, Department List and Department tabs are available; let' s use the
Department Chart for the purpose of this tutorial.
®By opting for Step 3b, the department you clicked + will be the parent department.
WorkDo
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0 HR Calendar
Company Info

© HR Calendar Management
© Companies
O Branches
© Departments
© Work Hours
O Job Titles
)_Job Types

N (4 Employment Types
© Social Media
© Deputy Assignment
© Approver Assignment
© System Settings

Employment Type

Enter Employment Type

Please Choose Status | v |

m Activate Deactivate

Total Records - 4 (0 record(s) were selected )

2

kR

Employment Type Description

Full-Time
Part-Time

Contractor

LN S

Intern

¥

Create Employment Typ 3

=
I * Employment Type ‘ Intern|

I Description

I Employee Count

I * Status

Employment Type

5 Enter Employment Type

0

9 ¥ i i
@ Active (O Inactive

“4‘ m ® Reset

4

- al e

| Please Choose Status

-
Activate Deactivate

Description

JotekReeordes 4 | 0 record(s) were selected )
Employment Type
#  Full-Time
#  Part-Time
#  Contractor
#  Intern

Create Employment Typ

4

I*Employment Type - | Intern| |

I Description

I Employee Count

I * Status

0

) ¥ ' i
@ Active (O Inactive

.
BB oreset

$

W

7

» Click Employment Types,
3 default options are
available.

» Click the Editicon to
change the Employment
Types names if they do not
fit your organization.

» Fill out the description for
an employment type if
necessary.

» Click Save to finish.

» Click + Create to create
more employment types if
necessary.

» Enter the employment
type name, description and
set the Status to Active.

» Click Save to finish.

WorkDo
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Employment Type

Enter Employment Typg

9.
Activite” | Deactvats

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

Please Choose Status

Employment Type Description

Full-Time
Part-Time

Contractor

(e0]
L S

Intern

d. HR Calendar

» To deactivate, use the
check box to select the

employment types.

» Click Deactivate to set the
employment types to
Inactive and it will no longer

appear in Step 2-f as crep
described. STEP

The HR calendar is crucial to the entire organization, and it is tied to Leave Pro,
Overtime and Attendance. When the HR Staff has properly set the public holidays E

and/or special occasions, employees will not be asked to clock in/out and apply for

leaves on those days. Of course, different departments could use different calendars.

When the HR tool is activated, the system will create a default HR calendar that will

apply to all members, and if you need a different HR calendar for specific departments

or members, please follow the steps below.

Set HR Calendars

Company Info

1- le HR Calendar Management

Q

Enter Calendar Name
© Companies
o Branches Activate Deactivate
© Departments Total Records : 1 (0 record(s) were selected )
Ny
© VTS s 2 Calendar Name
o Job Titles y
"] & | Default Calendar
© Job Types

© Employment Types
© Socdial Media

4

Edit Calendar

®

I * Calendar Name - | Default Calendar|

I Remark

4
® Reset € Cancel

¥

One HR calendar
» Click HR Calendar

Management.

» Use the Editicon to V.

change the calendar name.

» Use the Remark field if

necessary.

» Click Save to finish.

WorkDo
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Eompenylinic . SetHR Galendars MuItipIe HR calendars

® HR Calendar Management Enter Calendar Name Q ®

© Companies S Sk| tO Ste 8 |f Onl one
[} Branzhes JActivate Deactivate ( p p y

© Departments N TotalMedBrds™2 (0 record(s) were selected ) H R ca | enda r is u Sed)
© Work Hours Calendar Name
© Job Titles
#  Default Calendar
© Job Types

© Employment Types #  Retail Chain Calendar . » Click + Create to add a

© Social Media
‘ new HR calendar.

Edit Calendar _ . » Fill out the calendar name
I * Calendar Name .T Retail Chain Calendarl

\
| and remark.
I Remark I
|
I . . .
\ ) . » Click Save to finish.
N —— RS ——————— - .
cti’ v Save } @Reset € Cancel Repeat Step 5 -7 until you
are done.
‘ STEP
SetHR Celendare Set HR Calendar Events
hrs HRS127W1 titleCt placeholder Q ®

» Select a calendar to add

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

Activate = Deactivate .

Calendar Name Calendar Status

#  Default Calendar Active I eve nts.

— e e e e e e

#  Retail Chain Calendar Active

Calendar Detail

I Calendar Name Default Calendar
| catendar status Active .
» Click Calendar
| Remark
Evens Erpioys_ Deparmen Management.
Event Name Calendar Type Event From Date Event To Date

No Records Found

-

5 T T S T O O

\ 4

Set HR Calendar Events

e
[ Please Choose Event Type ‘ v l Enter Event Name - Q ®
alendar Setting: Default Calendar | Event Date Range(From): 2020-01-01 03:00 | Event Date Range(To): 2022-01-01 07:59 . > CI |C k + C reate to a d d an
+ Create m m Back to Calendar f
hTot?ReErds_:‘ 1 eve nt.
Event Name Event Type Start Time
No Records Found g

‘ V.

WorkDo .
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Create Event 11 11
I * Event Name 1 Black Friday
I = Event Type Working Day
I * Event Start Date AllDay Custom
2020-11-27
I HR Remark
12
+ Save QROJ:TEHY 12
Set HR Calendar Events
Please Choose Event Type v || Enter Ev - Q ®
Calendar Setting: Retail Chain Calendar | Event Date Rang 020-01-01 08:00 | Event Date Range(To): 2022-01-01 07:59
Total Records : 4 13
13 Event Name Event Type Start Time
¥1# "l  Thanksgiving Public Holiday 2020-11-26 Thu 00:00
& [0  Black Friday Working Day 2020-11-27 Fri 00:00
& B Christmas Public Holiday 2020-12-25 Fri 00:00
& [ New Year Day Working Day 2021-01-01 Fri 00:00

e. System Settings

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

» Click Save to finish.

Event Editing

» Click the Edit icon to edit
an event.

HR serves as the backbone of WorkDo, it is interconnected to many of the advance

tools, one of which is the Attendance tool. This section will explain the details of setting

up whether employees are required to clock-in/out for work, if this is not required in

your organization, feel free to skip this section.

The New Members Required to Clock option is disabled by default, meaning newly

onboard employees are not required to clock in/out for work. However, this setting will

not affect the preexisting employees when it is enabled. You will have to manually

adjust the setting using the Attendance tool.

Follow the instructions below if you would like new employees to clock in/out for work

from this point on.

WorkDo
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https://www.workdo.co/Info/DocsUserGuideCcn/en

Company Info

System settings

© HR Calendar Management
© Companies

©O Branches

© Depariments I
O Work Hours

© Job Titles

O Job Types

© Employment Types
O Social Media

© Deputy Assignment

1 '©_Approver Assignment

® Sysiem Settings
Employee

O Profiles

Edit System Settings

I New members required to clock
I * Approval Escalation Rule

I Contract expiration notification

I The end of probation period notification

I The end of agreement notification

41 ®Reset = € Cancel

f. Manage Employee Profiles

New members required  Yes

to clock

Approval Escalation Rule Escalate to employes’s supervisor

Contract expiration No

notification

The end of probation No

period notification

The end of agreement No

notification 2 '

\ 4

o~

Escalate to employes’s supervisor

» Click System Settings.

» Click the Edit button if the
default setting does not fit

your company policies.

» Make the adjustment.

» Click Save to finish. All
newly onboard employee
will automatically require to

clock in/out/

An employee profile is created in the HR tool whenever a new employee joins a

workplace in WorkDo. Settings such as work hours, onboard date, department,

employment type, deputy, manager, and dotted-line manager, etc. can all be found in

the employee profiles; these settings directly affect how other advanced tools behave

and operates for each employee.

Follow the instructions below to edit the settings of each employee.

WorkDo
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Employee B .Empluyee Profiles
e e
K Profiles | | hrs.HRS010W1.empldSt placeholder || hrs.HRS010W1.nameCt placeholder || v || Q H ® |

——
© Advanced Search
© Profile Edit Request

\Smug_-Amg————————————————————————-o

Grange o Tt | Ghange Wor s et | 2

© Education .
© Work Experience
o Contract Total Records : 5 (0 record(s) were selected )
O Agreement ] Employee 1D Name Department Business
© Social Media 1 & Delores Executive (EX)
Records of Change > & Eron Marketing (MA)
© Enroliments Joyce Human Resources (HR)
© Resignations - f )
o Companies f_’ Rick Research & Development (RD)
O Branches 1 & Wayre Public Relations (PR)
%]
Edit Employee Profile
I Employee ID | | I Office No. |Enter office no. | Exl| ‘
| - Name | Rick | | mobite No. | +886987654321 |
I 2nd Name | | Line Manager Eron

—— e o o e e e e e e e e e e -y

I Nickname |

| 1st Deputy Please Choose 1st Deputy v ‘

I Business Email

= Work Information

2nd Deputy

I Role Please Choose Role |;]
I Work Hours Type Dept. Work Hours Work Hours Set Name Default Work Time
_——mEmEmEmEEmEEmEEmEEmEmEmEmEmmmEmEEEAN —_— e e = = = = === ===y
1] NewWork Hours Set | Please Choose New Work Hours Set |;] 1 = On Board Date | 2018-06-27 E” )
—— e o e e e e e e e e
L B < R e e
—_— e e = ===y
Employee Status Active Dotted-Line Manager [ M
—_— e == —— - S g
“ Process Signing O Yes @ No |
Requests By Dotted- '
— o = - = = —
Line Manager [i]

[ Please Choose 2nd Deputy

o)
™

= Designated Approver () Yes @ No | I Company [

- e e mm o e e e =
Company Effective | E|| Branch Office [ h]
Date

I Branch Effective Date | E|| LI = Department [ Research & Development x M'

—_—— -

Department Effective | E|| Employment Type TFuII-'ﬁme x | * \
Date R
Employment Type | | I Job Title [ h]
Effective Date

I Job Title Effective Date | = I Job Type [ [+
Job Type Effective | E|| I 2nd Business Email | ‘
Date

| office Fax no. | | | Recruit source [ Please Choose Recruit Sourca [+]

I Recruit Source Remark | | I Length of Service 19
I Length of Experience | | Accumulated | 1.9 ‘
Experience Post
Highest Edu.
Accumulated | |
Experience Pre Highest
Edu.
I Service Company | | I Remark ‘

[=] Personal Information

I Personal ID |

= Gender () Female @ Male () Nonspecific 1

e e e e e e e

WorkDo
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[ERN
v

Click Employee > Profiles.

2 » Use the search filter to locate the profile for edit.

w
v

Click the Edit icon.

Fill out the fields!”",
a. First and second deputies: When the first deputy is

IS
v

unavailable, the second deputy will be informed.

b. Work Hours: Adjust accordingly.

c. On Board Date: Used to determine employee
tenure for leave granting.

d. Dotted-Line Manager: The deputy manager. Can be
skipped if it is not needed.

e. Process Signing Requests by Dotted-Line Manager:
Select Yes, if the employee requests need to be
signed off by a dotted-line manager.

f. Designated Approver: If yes, then the employee
can be chosen to sign off approvals and expenses.

g. Department: This affects the approval process.

h. Employment Type: This affects the eligibility of
certain leaves and Overtime applications.

i. Gender: This affects the eligibility of certain leaves.
S » Click the Save button on the button of the page.

6 > After the success message, the system will return to the

previous page, you can then check for accuracy.

2 Ifyou arein the trial period or your workplace has
30 members or less, we recommend you follow the
steps in the Manage Employee Profiles.

o Ifyour workplace exceeds 30 members or you are
fairly familiar with WorkDo, please follow the steps
in Advanced: Batch-Import Employee Profiles.

’Only the options that have an effect on the advanced tool are listed.

WorkDo
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g. Advanced: Batch-Import Employee Profiles

This section offers the advanced setting that we recommend you use if you are fairly
familiar with WorkDo. Please complete Step 2 all the way up to Step 2-e then follow
the steps below to batch-import multiple profiles at once.

The batch-import profiles function requires you download the template WorkDo

wn
—
m
o

provides. The sample will contain profiles of existing employees. After adjusting and
adding new profiles, upload the template back to the system as demonstrated below.

» Download « Template * Template
Template. upload. import.
« Fill out and « System « The System
save. checks for invites
format. employees.
« Skip profile
update if
needed.
\ J \ J \ J

A Image STEP 2-g Batch-Import Profile Process

| = |~ | ]le]o ol N0 ]o ] [

Let" s get started on batch-importing employee profiles, shall we?

WorkDo .
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Companies

Branches mport Employee Frofies > C | iC k Im pO rt E m p | Oyee

Please Choose Status | v l a ®

Job Typee F—— _m Profiles.

Employment Types Total Records : 1

o

e}

© Depariments
© Job Titles
=}
]
©

Suspensions Create Time Status Records Processed

Stats . 2020-06-01 17:41 Processing 5

Employee Age 4 DOWnload Latest

Tumovers

Template.

Education

@»HDOE&FP

o
°
© Dept Employee Count
o
°
=]

Work Experience

wn
—
o

Tools v

e _ _ _ » Open the file.

Import Employee Profiles J

employee_impart...xls ~

7 -8 £ Pleass tollow the descriptions in every cell.
Al b B I [
1 Import Employee Profiles
2 | The function of "Import Employee Profiles™: 1. Import/Edit multiple employee profiles at a time. 2. Import/Edit department information.

Please note: This template is based on your data in HR i all a ions are correct befe the templ. ild make } P I ea S e Ca refu I Iy rea d th e

5 iteasier far you to follow the steps below. Any changes made to this template will affect your data once it has been imparted.

Preparation- Options! im:::r:nt::la;i "Lejve Pro”, we lxcimmends:;g:gn;if'Emplnyment Types” in HR before downloading the d e S C rl ptl o n O n h OW tO

Download the sample | This sample will contain Information of currently active employees and departments.
Please follow the descriptions in every cell.

| (You will see the descriptions when you mouse over each cell) tl f ” t th
Only two sheats are required to fill in: Employee and Department, the ather sheets are references and should not CO rrec y I ou e

4-1 be altered. A field is required when the column title is highlighted in yellow and optional when the title is

g highlighted in blue.
'You may fill in either one of the sheets first, but the following fields will refer to data from the other sheet:

4-2 1. The "Department” field in the Employee sheet will sync data from the Department sheet. f m t f | d

9 2 The "Manager" field in the Department sheet will sync data from the Employee sheet. in O r a I O nit e S °

Rules Regarding the Employee sheet:

1. Employee 1D must be unique.

2. When creating a new profile, choase either the Business Email or the Cellphone No. ta fill in. This information

will be used to verify emplovees’ accounts and receive notifications. If both fields are filled, the Business Email vill
Commeni Genier . Conyoent Employent Type  Coament-job Tide . Cormess Rele  CommentJob Trpe .- Comment-Employee Sias . C

Fill in information

D7 - @ £
] B @ | ) | E | F [ ¢ [ H | [
Name Business Cellphone No. Department Gender On Board Date
Email
. Delores "+8869876543 Executive  Female 2018/06/27 1975/01/01 » Click the Employee tab
21
= Wayre "+8869876543 Public Male 2018/06/27 1975/01/01
il 21 Relations . . . .
Joyce "-8869876543 Human  Female 2018/06/27 1975/01/01 and f| ” 18] the |nfo rm at|0n as
4 21 Res
Rick T EETEAT |Research & [wiale 2018/06/27 1975/01/01
5 e instructed. The file name
Eron eronl23@gma Marketing Male  2019/01/22 u *
[ il.com
., .
| 8| Please fill m the Can be edlted.
9 email address for
10 business if
1 needed.

gg © Companies Import Employee Profiles
O Branches
© Depariments ‘H al®
0O Job Titles T — CI . k | d
© Job Types Download Latest Template, | 4 Upload | » ICK + U p oad.
© Employment Types. Total Records - 1 e
© Suspensions Create Time Status Records Processed
Stats > 2020-06-0117-41 Processing 5
Employee Age

Tumovers

HR Role
Education

©@PR2DOEG

=]
o
© Dept Employee Count
o
o
=]

Work Experience

Tools v

© Tutorial
® Import Employee Profiles

WorkDo
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| * File

Import Employee Proﬁles’
xRl

» Upload QRO
© @
Wall Chat Ann. Notes Tasks Events  Albums Files
Import Employee Profiles
_____________ .
I = File 5 i |1 employee_import_simple_sample_en
Vxs _ _ _ !

S

. » Select the file for upload.

n
—
m
o

. » Make sure the correct file
is selected.

. » Click Upload.

@ Help
aded Employee Profiles e
Status Pending | Records 5 | Processed 5 | Failed 0]
| skipped 0 | Fie | Create Time 2020-06-04 15.26 |
I employee_import_simple_sample_en (1).xls |
N e e e e e e e e o e o e e e e e e e e e e e e e e e e e e e e e e e -
Employee Depariment
o O
" Error Message Employee ID ame Department Name Business Email Cellphone No. Employee Status Skip Import?
7 Tperes  Beamwve T T T T Cassoresaist  Amve N
I s | Wayre Public Relations +886987654321 Active No
I 2 | Joyce Human Resources +886987654321 Active No
I Fd | Rick Research & Development +886987654321 Active Mo
1 s | Eron Marketing Active No
| =3 !
. » Check the data uploaded.
a. Isthe number of employee profiles correct?
b. Click to enter into detailed view.
c. Click the Edit icon to edit information as needed.
(@ > ClicktheImport button and wait for the success
message. Once finished, the system will send invites to the
employees.
WorkDo
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Please follow the instructions to troubleshoot data errors or omit certain profiles from

importing.

® Omit Employee Profiles from Importing

Some profiles may not need to be imported (such as existing member profiles).

Employee  Department

‘4 Skip Import | Cancel Skip

Error Message EmployeeID  Name Department Name
ra Delores  Executive
1 v & Wayre Public Relations
1
v ra Joyce Human Resources
ra Rick Research & Development
ra Eron Marketing
Uploaded Employee Profiles
| stws | Recorus
3 Completed 5
’
(| swmped | rie
2 employee_import_simple_sample_en (1
xls
Employee  Depariment
Error Message Employee ID Name Department Name

Delores Executive

‘Wayre Public Relations

Joyce Human Resources

Rick Research & Development
Eron Marketing

Business Email

I Processed

3

Create
Time

2020-06-04 1526

Business Email

Cellphone No.
+386987654321
+666987654321
+386987654321

+886987654321

Cellphone No.
+886987654321

+886087654321
+886987654321

+886987654321

1 » Use the check boxes to select the profiles.

2. » Choose Skip Import or Cancel Skip.

Employee Status

Active
Active
Active
Active

Active

I Failed
0

Employee Status

Active

Active 3_

Active

Active

Active

a. Click Skip Import for existing profiles, the import

function will not import these profiles.

b. Click Cancel Skip to undo Skip Import.

3 » Skipped profiles will be shown after the import, if you

wish to import the skipped profiles, please resume from

steps 1 of this section.

Skip Import?
No
No
No
No

No

© Help

Skip Import?
No
Yes
Yes
Mo

No

WorkDo
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Data Error

The system will display the reason for the data error, should this occur, you could

correct the data in the template and re-upload or use the Edit icon and make the

correction in the profile page.

Uploaded Employee Profiles —— o — —
I Status Pending I Records 5 I Processed 4 | I Failed 1 I
- o = = =
| Skipped 0 | File | Create Time 2020-06-04 16:15
employee_impori_simple_sample_en (1).xls
Employee Depariment
Error Message Employee ID Name Department Name Business Email Cellphone No.
4 Delores Executive +886987654321
& Wayre  Public Relations +886987654321
ra Joyce Human Resources +886987654321
s Rick Research & Development +886087654321
# Icannot change work emails of existing employees by importing new information. Eron Marketing eroni23@gmail.com
- —
Edit Employee Profile
I Employee 1D I Office No. Enter office no Ext.
I = Name Eron I Cellphone No.
I Line Manager Rick
.—I Business Email eroni123@gmail.com \I
| I Error Message Cannot change work emails of existing employees by importing new information. |
I
\ | Skip Import? No I
- o o e o mm mm e e e e e e e e e 4
[=] Work Information
I Role [ Please Choose Role | v ] I = On Board Date 2019-01-22
I Dotted Line Manager [ Please Choose Dotted Line Manager | v ]
I = Employee Status Active | -1 ]
I Department [ Marketing | - ] Department Effective
Date
I Employment Type [ Full-Time | 13 ] Employee Type
Effective Date
| Job Title [ Please Choose Job Title [+] | Job Title Effective Date
I Job Type [ Please Choose Job Type | - ] Job Type Effective
Date
[=] Personal Information
| - Gender O Female @ Male O Nonspecific | Date of Birth
I Home Address
I Personal Phone No. Enter personal phone Ext. I Personal Email
_—— =
|®Reset | <€ Cancel

WorkDo
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» The number of invalid formatting and duplicated profiles
will be displayed in the record.

» Click the Edit icon to edit the profiles.

» Correct the erroneous data.

» Click Save, return to the import page and import the
profiles.

WorkDo
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More tutorials

. Y
coming soon. 4 o

L

@ We recommend you enable to the use of Leave,
Overtime, Expenses and etc. and enjoy the

convenience WorkDo brings to your workplace!

© 60 W

Contact Us WorkDo Manuals


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

