Quick Start

Advanced Tools

Get to know WorkDo!

ﬁ?q,WorkDo

Copyright © BuddyDo Inc.
V220414



—1 Must Knows —ll I T R

1.1 Tools at Your Disposal

1.2 Set Your Tools

1.3 Tool Dependency

1.4 Know Your Tools

_3 Collaboration
Tools

3 Advanced Tools

==

Comman

Features

2.1 Tool Activation & Tool Roles

2.2 User Guides

2.3 Flexibility Caters All Workplaces

2.4 Everything Begins with Do

25 Tool Data input

2.6 View Records
2.7 Edit

2.8 Frequently Used Tools

2.9 Streamlined Workflow

,is"q.WorkDo



1. Must Knows

11 Tools at Your Disposal

12 Set Your Tools

1.3 Tool Dependency

1.4 Know Your Tools

Table of Contents



1.1 Tools at Your Disposal

~ WorkDo integrates tools that

effectively improve workflow and productivity!
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1.1 Tools at Your Disposal
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1.2 Set Your Tools

Use WorkDo across different devices.
App - Simple and intuitive to use.

Web - Easy setting & data management.
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Expenses

Approvals [ App - Can be setup using the app alone
Conf. Rm ()
CRM, Cashbook [ App - Can be setup using the app alone
Phonebook, .
We Buy [ App - Can be setup using the app alone



1.3 Tool Dependency

A dedicated tool box for your workplace, groups, and buddies.
Different tools for different settings and purposes.

Tool dependency is crucial to achieving semi-auto processing.
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1.3 Tool Dependency




1.4 Know Your Tools

Activate the tools.
Set tool roles.
Set tool settings.

Input data.
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1.4 Know Your Tools V¢

& HR Demo 0
‘- Workplace Settings > = ‘

[ HR
HR  Activate This Tool o — @

Demo
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management
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HR Staff
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No Role
On Board Da 2019-

) Cancel - Default Work
Project Manager Work Hours Set Name Hours

Data Input 0
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2.1 Tool Activation & Tool Roles

Assign tool roles for access control.

Compartmentalize information without hindering productivity.
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2.1 Tool Activation & Tool Roles

Demo >

@ Roster (3) 8= Public Groups (2)

Recents  Starred Groups / Buddies

‘ Gare o
Demo
.

K2 Q@ DA
e
-

Ola Workplace > Do

There is a tool
box for workplace,
groups, buddies

Demo >

@ Roster (3) 8= Public Groups (2)

Recents  Starred Groups  Buddies

QA
Demo )

i

mmwc
'
—

Olb Workplace > Groups /

ies > .
Buddies > Do . Workpo



| Files

HR
HR

)

Leave

®

Expenses

Cashbook

Select a tool to use in this
[Demo] Workplace

@ \s)

Links Polls

& ©

Payroll Attendance Check In

& O &

Shift Overtime Timesheet
E [ cm
Approvals Conf. Rm CRM
oo
Phonebook We Buy More

\\

Va
—

2 Workplace Toolbox

\

= [Workplace Tool Box

©

B

B

Advanced

Attendance

Turn your mobile device int@) ivate

a time clock with Attendal Q

Check In
) requires you 1o
om place to place, th..

Activated

Leave Activated
Apply for leave d be { Manage )
a breeze. And it once .. N2MA%8/

Leave Pro

calculating each employee's
ead- cher, p

If

Shift Activated
Schedule work shifts (Manage.
efficiently with the Shift tool, .. \_22129¢
Qvertime Activated

Apply for overtime work

(Manage )
is quick and painle: \2Manage

Va
—

EI Schedule w

3 Advanced > Activate

e [Workplace Tool Bo

Demo]

Advanced

Attendance

Turn your mobile deviceinto
a time clock with Attendange,

Q

Activated

5 B
{_Manage )

Check In

job requires you to
m place to e, th

a breeze. And it would, once

Leave Pro

lating each employee' Activate

s is a head-scratcher, p.

ted

g .
(_Manage )

efficiently with the Shift tool

Overtime ted

C r,mnaqr,]
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Attendance
Activate This Tool o

A tool to clock in and out and track attendance

Attendance

Activate This Tool o

A tool to clock in and out and track attendance

Manage All Member Roles Demo tool authorization Manage All Member Roles

o management
Manage Roles Manage Roles
Employee

Employee 3 Employee 2
HR Staff
ck in/i ims, rsonal monthly personal manthly . .
cummary and st persenalreinder The : r The A list view of
to approve appeals and No Role managers can to approve appeals 4 .
records members with
Cancel Change each
HR Staff HR Staff . .
authorization

View clock settings and export reports, etc View clock settings and export reports, etc.

No Role 0 No Role 0

Not able to access this tool

Va
—

Not able to access this tool.

N
—

\_ 4 N\ 4 \.

05 Manage All 06 Select a New Role > 07 Donel!

Member Roles Change

Va
—
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2.2 User Guides

The User Guides Contains Everything You Need to Know!
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2.2 User Guide Download

Demo >

@ Roster (3) 8= Public Groups (2)

Recents  Starred Groups

Ola Workplace > Do

Same rule
applies to the Demo>
workplace, 2
@ Roster (3) 8= Public Groups (2)
groups &
buddies e i
: Do )
—
T - I
h
\ —
N
Olb Workplace > Groups /
Buddies > Do
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Select a tool to use in this
[Demo] Workplace

® @ \s)

Files Links Polls

HR (5)

HR Payroll Attendance
m 8 O
Leave Shift Overtime
® B8 n
Expenses Approvals Conf. Rm

a %

Cashbook  Phonebook We Buy

©

Check In

@

Timesheet

CRM

CRM

S
—

\\

2 Workplace Toolbox

03

= [Workplace Tool Box

Advanced

Attendance

Turn your maobile device inta
a time clock with Attendgnce..

) requires you to
om place to place, th.

Leave

Apply for leave

a breeze. And it v

Leave Pro

If calculating each employee's

©
&8
&8

ol

rk shifts
h the Shift toal. .

Qvertime
{ '—) Apply for overtime work

i quick and painless now th

S
—

Activated

I's

Activated

Select a Tool

Attendance

Attendance

ool is available in;

View User Guide

B workbo

Turn your r

Activated

(' Manage )

4 View User Guide
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2.2 User Guide Download - Web

01

Click Workplace Settings >
Tool Box

» ® a D,
< wall Eq) «l Workplace QR Cods
[5 Notes (@) Files @ Workplace Privacy
] Alburm: @ Links Third Party M
(@) Calendar Manage Wor
e
Tasks  Incomplete S (@ 1) 19) Manage Adm
& Event £y | ToolBox
) Polls he Workplace Notifications
) Wor & .
embe! og
” @
o= Workplace Stati
8%
) Pay
Robot
M d Advar

02

Click Advanced Tab > Select a
Tool

anced Tools POF

03

Click User Guide to Begin
Download

Tool Box

(2] Attendance
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- 2.3 Flexibility Caters All Workplaces \

‘Customize the settings to reflect

how your workplace actually functions!
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2.3 Flexibility Caters All Workplaces

Tool activation Set tool roles Basic settings Data input

Employee tool authorization
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2.4 Everything Begins with Do

Workplace, Groups, Buddies
Different tools at each level

Just click Do!
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g8 8 & ®
Add Buddy

Invite Members Create Group Scan QR Code.

Demo >

‘ Cara Landon
Demo
Lawm

® o2 Q ® o
Workplace Dashboard Chats Notifications
—

-

Ola Workplace > Do

Or
@ Roster (3) 8= Public Groups (2) Groups
o S—
Recents  Starred Grouj (uddi ey

Or

n
‘JDemo
SN ccem

g R
B

® 2 Q e o
‘Workplace Dashboard Chats Notifications
—

-

Olo

Workplace > Groups,
Buddies > Do

Wall Chat Files
Q) search
W Ann.
Post-ID:1008 - 2019-09-24 - # - &
m Company Retreat Announcement
B Sat, 2019-09-14
Hello fellow teammates, it's time for our annual
company retreat again!

Please thoroughly read through the notice attached,
submit the necessay documents to the... Read More

Gompany Retreat Notice i
a7k8 v

3Likes 1Comment 2 Read

W Like B comment

o

John Bradley
Post-ID:1007 - 2019-07-08 - &

e
—

-

01c

Workplace > Groups,
Buddies > Do
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2.4 Everything Begins with/Do

L .
L °
< Demo ® Demo 0
Workplace Settings > ~ ‘ (- Workplace Settings > ‘J ‘
Select a tool to use in this [
[Deme] Workplace Check In @
® @ @
Files Links Polls | 573?3\&339" Ave, Richmond, CA 94807,

HR ©

Only dISp|ays HR Payroll  Attendange  CheckIn ) Images
activated tools Attached Files

&
) @ @ @ [% Remark

Leave Shift Overtime Timesheet
® B M o
Expenses Approvals Conf. Rm CRM
B w -
Cashbook  Phonebook We Buy More Check In My Records More &
—

& / & _
Tool tab is displayed
02 Tool select 03 at the top
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2.5 Tool Data Input

Select the desired tool and function

Use + to create, it is that simple!
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€ Leave Type

Leave Type
“Status Active
Sratus Actine | [ Activn | | *Leave Unit Whole Day
Leave Lini Whale Dy Leave Linit Whole Day
L Typse Fack Ligre Lewve Typs Sack Loy
Leave Ling Hourly Basis Leave Linit Hicurty Basis
L ]
i PR L RTEI Same steps
Status Active po P across all tools
o L Leave Type [\
My Leaves My 4 /aLeave Type A Ny Larvas | Wy & | —e
7N / Van
— — —

Ol Function Select 02 Click + 03 Data input > Save
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2.6 View Records

Same simple record viewing steps across all tools!
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Demo 9 "

Approvals @

Workplace Settings >

3 Rick Dem
A
.

General

Reports Q3 Fiscal 2020

; Rick
G

General

MWC Marketing Material

Cancelled o

My Requests Approve More A

@; V)
\ —

p

Ola

My Requests

& Demo - ‘0

Workplace Settings >
Approvals @

' Cara Landon Sales

General

MWC Booth Design

Or

@J Jeffrey McNeal R

<
General
MK20 PCB Layout
My Requests Approve Overview A

/'\@
—

Approval

b

O1s

& Demo ® ‘9

Workplace Settings >

Approvals @

' Cara Landon S

General

Tool functions
MWC Booth Design
Or may vary
depending on
your tool role

@' John Bradley M. ng

General

Marketing Team Expansion

My Requests Approve Overview &
' i(>
h = |
O 1 C Processed
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2.6 View Records : e.g. Approvals

& Demo ® ‘0 € Request Detail

Workplace Settings >

Approvals @ “ Cara Landon Sales

Cara Landon Sales
“ ¢ | Request Type General

General Subject MWC Booth Design

MWC Booth Design Content Sa me StepS
@ ’ The attachment is the design for our MW@ CFOSS a“ tOOlS.

booth from the contractor. Please give us Comment

your input on this. 1 .
section available

¥ Jeffrey McNeal R .
©
3 Approver John 3,,,(1_'19, communicate
details.
General Status
MK20 PCB Layout
Files
° ppr | Booth Design.pdf
My Requests Approve Overview & 0
N —

- -

02 Select a record 03 View record detail
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2.7 Edit

Made a mistake? Worry not!
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Demo
Waorkplace Settings >

@ John Bradley

Dept. Name Marketing >
Employees
Business Email o
Departments )
Employee ID
ploy Deputies (HR)
On Board Date
Impart
Work Hours Set Name ‘
Work Hours
Gender Calendar Settings
Profile Company & Management ¥

S

:_‘x ,
Management >

Ol Employees

\

Demo

Workpl

Alex Lo
o
=% alexenderlo83@mail.:
E Cara Landon
mkmo+4702@mail.com @
@J Jeffrey McNeal
0 mar+4705@mail.com
John Bradley
arkmo@mail.com
Profile Company A

ace Settings >

Ahmad Rostom

ostom.ahmad@ma

S
—

Employees &

\

02 Select an employee

Cara Landon

Department Name Sales

Manager John Bradley

Business Email mkmo+47! il.com

Employee ID

On Board Date 2019-07-08

Work Hours Type  Personal Work Hours >

Default Work
Work Hours Set Name Hours >

Gender Nonspecific

Y
—

03 Function button
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Business Email kmo+4702@mail.co

Employee ID
On Board Date 2019-07-08

Work Hours Type  Personal Work Hours >

Default Work .

Work Hours Set Name Hours *

Gender Nonspecific
i
—

b

-

04 Edit

€ Edit Employee Detail

" * Cara Landon
0

" Department Name

Sales

Business Email > mkmo+4702@mail.com

Cellphone No. > 886
Office No. > 886

Office No. Ext. >

Employee ID >

> On Board Date_>

S
—

2019-07-08

05 Info edit > Save

>»

-

D800

Demo

Workplace Settings >

Profile

Alex Lo
lexenderlo83@mail.corm

Cara Landon

Same steps
across all tools.

Ahmad Rostom Those that are

tom.ahmad@mai

depending
approval cannot
be edited.

@mail.com

Jeffrey McNeal

mar+4705@mail.com

John Bradley

arkmo@mail.com

Company A Employees &

Y
—

06

Info edited

,t(:"g.WorkDo



2.8 Frequently Used Tools

Quickly access tools you frequently use with one button!
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@ Roster (3) 8= Public Groups (2)

Recents  Starred Groups  Buddies

‘ G
Demo
S

=

Workplace O

/\
—

O 1 + Create

& R 8 o

Invite Mem... Create Gro.. Add Buddy Scan QR C.

Create New ltem

@B ¥ B8 B8

Notes Tasks Events Albums )
B @ O 5
Files Links Polls Attendanci

© B ©® &

CheckIn  Approvals Expenses Leave

S

\_ »

Select a tool from your
frequently used tool list

& Demo ® ‘9

Workplace Settings >
Atten...ce @

Tue, 2020-09-15 (Yesterday)

& Work Starts Unclocked
el

Work Ends Unclocked

“©* 1800

Please check clockable area

Clock In/Out My A Settings A
/-\

-~ et
03 Quick tool access
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2.9 Streamlined Workflow

Attendance, Overtime, Leave, Expenses, Approvals
Make use of Workflow in the dashboard

and save yourself valuable time!
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2.9 Streamlined Workflow

** Demo Q

Workplace Settings > *

[Z] All Forms v =
g Dashboard Wall q:] Announcements
Jeffrey McNeal R&D Approvals
5] o = P 1 min age
Notes Files Albums: Links 1 faen el @
Measuring equipment, instrument
X 31 calendar Tasks USRS Gathers all
emo >
3 oy Todots) 7 neomplee 7 Cae RQ20090006 Submitted requests from
@ Roster (3) 8= Public Groups (2 different tools
’ @ Events @ Polls ) . f'lr' Landon sales @ ’
Groups  Buddies Gaing 2 Not Yet Voted 1 o
® Client visit travel expense @
{2 Workflow HR HR 845
Festnecoves @ EX20090001 Submitted &)
Payroll (2] Attendance Cara Landon Sales (Approvals
Haven't clocked in yet 20200911
e HH o Assigned To Me I Processed | Applied
77N VR S
— " —

O 1 Dashboard 02 Workflow 03 Assigned to Me
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2.9 Streamlined Workflow

L] L]
e e
i “Ohgglected \
Filter the types All Forms " | B) Al Forms v o
of requests | N
Select All -~ SelectAll
QJ Jeffrey McNeal 1 Jeffrey McNeal R&D ‘Approvals
& o @ Copoe
General General
Measuring equipment, instrument Or Measuring equipment, instrument
purchase purchase

RQ20090006 Submitted [E=) )

™) : Cara Landon Sales O . Cara Landon Sales (Expenses
‘ﬂ 6 mins ago

Client visit IravelQ Client visit travel expense

345 345
EX20090001 Submitted B
£@ coratandon - M@ cortandonsales (pprovals
Approve Reject
VD ~
- -

N y b
. .

O4a Single request sign off O4b Batch process
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. 0 Selected
|

All Forms

Select All

QJ Jeffrey McNeal
e

O I General
Measuring equipment, instrument

purchase

! Cara Landon

Client visit travel expense

$45

‘ Cara Landon

S

-

O 5 Select requests

1
| B gﬂﬁ:}alected 1

All Forms

Select All

@J Jeffrey McNeal REL
<

General

Measuring equipment, instrument
purchase

‘s Cara Landon

Client visit travel expense

$45

2 Cara Landon
Approve Reject

S

\

b

06 Marked by blue checks

[Z] Al Forms v =
@ select Al
Jeffrey McNeal R&D (Approvals
o s
General
Measuring equipment, instrument
purchase
RQ20090006 Submitted
Cara Landon Sales Csxpenseg
o v
Client visit travel expense
345
EX20090001 Submitted B
e e
Approve Reject
,@
\ _—

b

07 Approve or reject
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* Payroll N Leave Pro ' Timesheet
\ Attendance Check Leave Shift
. X In o
- Overtime Expenses Approvals Conf.Rm
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3.1 HR

~ The impost integral part of all the tools!

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideHrs/en

HR

Set organizational structure & hierarchy

Demo
Workplace Settings >

WS Columbus Day

1 | ; 17 2020-10-12
Easily manage your team! 12 2201012
Andrew Coleman
Eng
. ? W Annual Company Retreat
© Linked to Payroll, Attendance, Leave, yang@workdo.com 10 2001019+ 001073
Leave Pro, Overtime, Expenses & Approvals. - R
ol nna Stein
o o v ~ IT Veterans Day
© Set your organizational structure and BN .ostein@workdo.com 21 | 20200147

Public Holiday

internal directory.

Blake Parsons

© Maintains the employee profiles. Product Market e e Dy
blakej Kdo.con — Public Holiday
® Set work hours and clock-in/out times.
Brian Buchanan Christmas Day °
» Engineering AL 2020-12-25
© Create your company calendar. e oo 25 2020422

© Set deputies, approvers and dotted-line Fotle | Celerderd | Emplorses &

chucklin

managers.

Profile Colleagues A Employees A



3.1 HR : The Pillar of WorkDo

Function éPayroII Attendance CP;ECk Leave LE?:)/e Shift Overtime Timesheet Expenses Approvals /\.
Systemsettmgs .................................. . .............................. . ........... . ............ . .............. . ..................................... . ................ . .........
WorkHours ...................................... . ........................................... . ........... . ............. . ...................................................................
.............. Departments........
......... EmploymentTypes..

[ HRcaIendar ...................................... . ............................................. . ............................. . .....................................................................
.......... Employeeproﬁles..........
......... D ePUtyASSIgnment..
....... A pproverASSIgnment..
ShlftManagerASSIgnment ........................ . ........................................................ . ...................................................................................

Projects . @ L



Department
Management

Company
Calendar

Demo A9
< Workplace Settings > ’) '

HR QD | | HR (Do)
WY Columbus Day

[| 12 mome
ublic Holiday
g radle

& Demo ® f

Workplace Settings >

T Annual Company Retreat
Executive 19 2020-10-19 ~ 2020-10-23
e Company Event

WM Veterans Day
Marketing 11 2020-11-11
Q I ley Public Holiday

Thanksgiving Day
Sales 26 20201126
Q 1 Bradley (1 Public Holiday

R&D T christmas Day °
e 75 20201225

Public Holiday

[ &

Profile Calendar 4 Departments & Profile Calendar 4 Employees 4

Internal
Directory

Demo 0
(- Workplace Settings > o ‘

HR @

Andrew Coleman

Engineering

Anna Stein
T

annastein@workdo.com

Blake Parsons
Product Marketing

X

blakepa

Brian Buchanan

Engineering

(Y

brianb@workdo.com

chucklin

Profile Colleagues & Employees &

Profile Update

€ Employee Detail :
“ Cara Landon

Department Name Sales

Manager John Bradley

Business Email mkmo+4702@mail.com

Employee ID

On Board Date 2019-07-08

Work Hours Type Personal Work Hours >

Default Work ..

Work Hours Set Name p
Hours

Gender Nonspecific

,t(:qq.WOrkDo



3.2 Payroll

Customizable to fit all businesses!
Minimize effort spent on payroll management.

Send payslips with a click of a button.

Back to Tool List



Demo ‘,0 a

Payroll . .

Workplace Settings >  ~ May 2020 Payslip
A payroll management system

that satisfies all businesses!

©® Customize equations for salary calculations. Basa bRy
April 2020 Pays
Food Allowance

© Create reference tables that abide by local labor laws.

@ Expand and customize fields as required.

National Insurance

® Set pay groups, items and details for calculations. Medical Insurance

Tax

@ Linked with Leave Pro and Overtime for compensation pay.

© Automated salary calculations based on set equations.

Labor Insurance (Employer Copay)

©® Use past salary equations when no changes are needed. Medical Insurance (Employer Copay)

® Send employee payslips with a click of a button.

P Employee Payslips Payslip History



Settings Payslip Records

Web version only
,t(:qq.WOrkDo



Settings - Web

Payrall

Payslip

O Payslip History

ayroll Management

Pay Calculation

Pay Details

EMPL Pay Details

Pay Groups

Expand EMPL Pay Details
Reference Tables

Leave Requests

o o o o o0 o0 o O

Overtime Requests

Payslip History

(e]
Demo )

Workplace Settings > ‘.‘
Payroll @

February 2020 Payslip
March 2020 Payslip
April 2020 Payslip
May 2020 Payslip

June 2020 Payslip

Employee Payslips Payslip History

Password

& Demo ® ‘0

Workplace Settings >

Payroll @

Password
For privacy reasons, please enter your login
password before viewing your payslip.

Employee Payslips Payslip History

L ]
L]
Demo 0

€ Workplace Settings > ‘_y .'
May 2020 Payslip

5,167
Base Pay 5,800
Food Allowance 200
National Insurance 208
Medical Insurance 325
Tax 320
Labor Insurance (Employer Copay) 79

Medical Insurance (Employer Copay) 47

,t(:qg.WOrkDo



3.3 Attendance

Wi-Fi, GPS clock-in/out using PC or smartphone.

Download
— User Guide

Back to Tool List


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

Attendance ... ..

Workplace Settings > - Atten...ce

Clock in/out with PE€ or smartphone and make
time clock a thing of the past! 2020-09-16 (Today)

. ) Required To Clock In/Out
® Clock in/out via PC, smartphone or tablet. Work Starts

® Linked to HR and Shifts tools.

Clocked

Unclocked

« © Works for employees with flexible work hours, shifts, etc. e clock

® Post clock or appeal when needed.

Early Clock

© HR Staff or Department Managers sign off on post clocks.

Remote Clock

© Daily, monthly regort available.

® Set clo¢k in/out reminder.

Overall S
Clock In/Out verali Summary

©® Export and view attendance report.

2 Clock In/Qut Management A



3.3 Attendance : Functions & Proceduresf‘:,

Clock In/Out Records & Reports

Web version only
,t(:qg.WOrkDo



Settings

€ Clock Methods

Remote Clock In/Out N

Hi_WorkDo_5G
Hi_WorkDo

Allow Clock With

Add

Powell St at Columbus Ave, San F...
Max Clock Distance (Meters)

Add

Clock, Post Clock,
Appeal

& Demo ® ‘0

Workplace Settings >

Atten...ce @

Tue, 2020-09-15 (Yesterday)

Work Starts Unclocked
1., Work Ends Unclocked

U 18:00

Please check clockable area

Clock In/Out My a Settings A

Post clock,
appeal sign off

€ Clock Detail

Approve Reject

Export PDF
Report

Clock Time

Modified Clock Time 2020-09-15 18:00

Clock In/Out Location

[Gps]Powell St at Columbus Ave, San
Francisco, CA 94133, USA

Demo ® #°

Workplace Settings >
Atten..ce @

2020-09-16 (Today)

Required To Clock In/Out 26
Clocked 23
Unclocked 3
Late Clock 1>
Early Clock 0
Remote Clock 2

Overall Summary

Clock In/Out My 4 n

,t(:qg.WOrkDo



3.4 Check In

Location check in for the field staff.
Perfect for the remote staff to record their progress.

Back to Tool List



Check In

A location check in tool designed for field staff
management.

© Location check in/out, anytime, anywhere!

® Supports photo and file upload.

« @ Records the length of time at check in/out locations.

® Set the GPS distance tolerance.
® Check in/out records available.
@ List view and calertdar view available.

©® Reportexport.

Workplace Settings >
Demo L
Workplace Settings >  * Check In

Checked In at 2020-09

14 15

Rockefeller Center
Rockefeller Center

‘# Cara Landon

Images Javits Center

Check In My Records All Records A

Attached Files

Check In My Records



Setting

Check In/Out Records & Reports

Web version only
,t(:qq.WOrkDo



GPS Tolerance

.
L]
Demo D L0
Workplace Settings > " ‘
Check In @
GPS tolerance 1000Meter

Check In My Records Settings 4

Check In/Out

& Demo e ‘0

Workplace Settings >
Check In @

Checked In at 2020-09-16 16:03

Rockefeller Center

Check Out
New Check-In

Images

R
aliltily
-8 i
w2
Attached Files

Check In My Records More &

My Records

Demo
Warkplace Settings >

Check In @

Today 2020-09

Rockefeller Center

et to check out Check Out

Javits Center

Check In My Records Settings 4

All Records

& Demo ® ‘ﬂ

Workplace Settings >
Check In @

Today 2020-09

14 15 @ 17 18

Rockefeller Center

ﬂ Cara Landon Sales

Javits Center

Check In My Records All Records &

,t(:qq.WOrkDo



3.5 Leave

Real-time online leave application and approval.

An overview displays employees that are on leave.

Download
— User Guide

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideLve/en

| eave

A leave management tool that produces leave
reports for easy resource management!.

© Perfect for teams that need to record employee
leaves.

) © Department Managers sign off on leaves.
® Supports multi-level approval process if needed.
® Set and customize different types of leaves.
@ Comment section Available for communication.
© Leave Qverview displays employees on leave.

© Export and view leave report.

€ Apply Leave

“Type >

Start Date >

End Date >

Days Applied (Adjust

€ Leave Detail

.' Cara Landon
A

Leave Type Sick Leave

Leave Duration 2020-09-17 Thu
Days Applied (Adjustable) 1 day(s)
1st Deputy John Bradley

2nd Deputy Jeffrey McNeal

Approver John Bradley

Status
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Settings Leave Records & Report

Web version only
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Set leave base units  Set leave type Apply Approve

. . L ] .
® ® ® — ® —
. | Demo o | .
€ Leave Settings Save i < Workplaca Sattings > ® & € Apply Leave Submit
*Leave Unit > Whole Day 1 Leave @ 1|
- *Type > Personal Leave
Whole Day ] T Paid Leave
Half Day { Active
Hourly Basis Whole Day Date » 2020-09-23
=]
N
Sick Leave HFEMM
/| i .
Active AM/PM Morning Export PDF
Report
Hourly Basis
Date > 2020-09-24
Personal Leave
HH:MM > i
Leave Type Sick Leave
Active AM/PM > Aft
L emoon Already Applied (Days) 1.0 day(s)
Hourl L
Already Applied (Hours) 0 hour(s)
T Unpaid C€ave eyt
My Leaves My & Leave Type 4 Days Applied (Adjustable) @ > 2 day(s) '
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Demo
Wiorkplace Settings >

Leave

e @
e @)
=Q

e @)
©

My Leaves My & Approve A

Adjust leave time

Days Applied (Adjustable) 2 day(s)
Approver John Bradley
Status

John Bradley
We have a conference with the client tech

lead on the 23rd, could you take your leave a
day later?

Leave Overview

& Demo ® A

Workplace Settings >
Leave @

Today 2020-09

2 2 @ 24 s
@J Jeffrey McNeal R&D

="~

Personal Leave 2 Day(s)
Wed, 2020-09-23 ~ Thu, 2020-09-24

@ John Bradley Marketing

Paid Leave 1 Day(s)
Wed, 2020-09-23

My Leaves Overview & Management &

Available leaves

.
@  —
€ 0 s ® &
Leave @
Paid Leave
4 day(s)
0 hour(s)
Personal Leave
2 day(s)
0 hour(s)
Sick Leave
1 day(s)
0 hour(s)
Unpaid Leave
0 day(s)
0 hour(s)
My Leaves Overview 4 Leave Days 4

,t(:qq.WOrkDo



3.6 Leave Pro

An improved automated leave system that automatically takes

care of employee leave quotas, grant dates, carry over date, etc.

Download
— User Guide

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideLvs/en

Leave Pro

An souped-up version of Leave!

Demo

Workplace Settings >  *

L2y Jeffrey McNeal
=

Paid Leave (Sub
® Linked to HR for automated leave calculation. 20200923 Wed

©® An upgraded and more powerful version of Leave.

© Set automated leave grant rules.

© Set grant quotas, applicable employees, etc. " CaraLandon

© Set leave carry over date and rules. Personal Leave
® Set leave advaneement rules, advanced notice rules.

© Adjust leave days individually when needed.

@ John Bradley

5 Overtime Compeg

Request

€« Demo 9) ‘

Workplace Settings >

Leave Pro

Paid Leave

20 days

Personal Leave

30 days

Sick Leave

30 days

Marriage Leave

5 days

Overtime Compensation
Request
3 days

Request Dept. Records A

Dept. Records A
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% Settings £J Leave Records & Reports

S

Web version only
Set to default value, can be skipped for now .
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Leave balance

& apply Overview

Approve

Demo Demo a
Workplace Settings > ’) "' (- Workplace Settings > ’J =
Leave Pro @ Leave Pro @
Paid Leave
Requ
20days Today 2020-09
Personal Leave
e Request
30 days
¥ @ 2 2 24 5
Sick Leave
Request & Cara Landon Sales
30 days Exgoﬂ PDF
eport
Marriage Leave N ales Personal Leave 1 Day(s)
Request
5 days Mon, 2020-09-21 09:00 ~ 18:00
Overtime Compensation Approver John Bradley @ John Bradley Marketing
Request
3 days )
Status Overtime Compensation 1 Day(s)
Mon, 2020-09-21 09:00 ~ 18:00
Request My & Dept. Records & U Request Overview & Management &

Leave records

€« Demo ’) ‘

Workplace Settings >
Leave Pro @

@J Jeffrey McNeal R&D
<
Paid Leave (Submitted)

2020-09-23 Wed (1 day)

‘-. _,! Cara Landon Sales

Personal Leave (Approved)

2020-09-21 Mon (1 day)

@ John Bradley Marketing

Overtime Compensation (Approved)
Request My 4 Dept. Records &

,t(:qg.WOrkDo



3.7 Shift

A shift scheduling & management tool that works for shift employees!

Download
— User Guide

‘ Back to Tool List


https://www.workdo.co/Info/DocsUserGuideSft/en

Shift

Easy to use!
Simple to manage!
© Manage multiple shift tables.
©® Manage rotating shifts & employees.

" © Scheduling by a date or time period.

©® Send notifications to shift employees.

® A comment section available for
handover details. *

® View shifts of specific employees.

© Employees can quickly verify their
schedules. T

€ Customer Service Save

All Members

2020-10-05 2020-10-09

Today 2020-10

Graveyard Shift (1)

Morning Shift (1)

Night Shift(1)

Unassigned (2)

2020-09

14
21
28 29
Graveyard Shift (2)
Like Comment

Morning Shift(2)

Shift Calendar Shift Settings
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Settings Scheduling Verify Shifts

Web version only
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Create shifts

[l € Create Shift Table Save

" Shift Table Name >

Front Desk

Desc
Temporary Front Desk Rotation.

ace

Employees (3)

*Shift Name > Morning Shift

"

Start time > 09:30

End time > 13:30

*shift Name > Afternoon Shift

e Start time > 13:30
End time > 17:30

Shift tables

Demo
Warkplace Settings >

® A

Shift @

Call Center
Customer Service

Front Desk

Shift Calendar

Shift Settings

Scheduling

Graveyard Shift (1)
Morning Shift (1)
| Night Shift(1)

Unassigned(2)

[ ] e
Il € Customer Service Save
1 All Members v
2020-10-05 2020-10-09
Today 2020-10
1 2 3
4 5 6 7 8 9 NN
M 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

Verify shifts

Demo
(- Workplace Settings > ’)

.
Shift @ [

Customer Serv.. ¥ John Bradley v

Today 2020-09

21 22 23 24 25

s 20 @
Graveyard Shift (2) @ &
. Like 8 comment

Morning Shift (2)

Shift Calendar Shift Settings

,t(:qq.WOrkDo



3.8 Overtime

Manage employee overtime hours to avoid overload.
Online overtime application with compensations.

Achieve a healthy work-life balance!

Download
— User Guide

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideOts/en

Overtime

No more bu rnouts! *Date (From) > 2020-09-17
Use Overtime to help employees
achieve a healthy work-life balance.

& Demo ® “ﬂ

Workplace Settings >

Overtime

*Time (From) 18:00

*Date (To) » 2020-09-17

‘ Cara Landon
L,

Compensatory Leave

©® Hour or half-hour overtime base unit. *Time (To) 20:30

2020/09/18 Fri 18:00 ~ 22:30

© Select compensatory leave or overtime

4.5 hours

pay. *Compensation » Compensatory Leave

© Set request policy.

Photos

@ John Bradley

Compensatory Leave

©, Linked to HR for application approval.

° Files
©® Multi-level approval, if needed. ZOR0IOSTI 1800 ~ 2000

Remark
Preparing marketing materials for print.

2 hours

©® Comment section for communication.

My Overtime Approve Overview A

©® Qvertime report available. ,

L
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Settings Overtime Records & Report

Web version only
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Settings Apply Approve Records

. . L] .
® e " — ® —
€ Configuration Save Il € Apply Overtime Submit <o DEm ® &
Workplace Settings > =
1 *Base Unit > HalfHour | | |  “Date(From) > 2020-09-17 1 1 Overtime @
] *Request Policy » Not Limited ° ™Time (From) 18:00 | ]
| * Compensation ] *Date (To) > 2020-09-17 | ] 4 __’ Cara Landon Sales
¥ Compensatory Leave *Time (To) 20:30
® ¥ Overtime Pay Compensatory Leave
2.5 hours 2020/09/18 Fri 18:00 ~ 22:30
*
Decide by Manager . 4.5 hours
Compensation > Compensatory Leave e Export PDF
Report
Photos +
o Status
John Bradley Marketing
Files
Files
Remark Compensatory Leave
Preparing marketing materials for print. Expo Pamphlet 2020.png 2020/09/17 Thu 18:00 ~ 20:00
2 hours
Remark
U My Overtime Approve Overview A

,t(:qg.WOrkDo



3.9 Timesheet

Efficiently keep track of employee and project work hours.

Timely allocate team resources and improve team productivity.

Back to Tool List



Timesheet

Use Timesheet to track employee work hours and
project time tracking with ease!

© Task employees with projects.
© Timesheet allows employees to log their own work hours.

® Track employees’ time spent on each task and project.

©® Use notifications to remind employees to fill out their work
hours.

® Linked to Overtime_ for overtime application when
employees are working overtime.

© Timesheet reports available.

©® Employees’  activity records available.

Demo I
Workplace Settings > -

A. Inno Corp Collab

AD2. Web Design

A. Inno Corp Collab

A03. Brand Marketi

A. Inno Corp Collab

B0O1. Consumer Ele
B. MK-2 Product La

BO2. Live Stream P!
B. MK-2 Product La

2021-10-21

Action Iltems
“Work Hours
=2 Content
Sprint meeting
“Work Hours >
Content

Front-end design

Add




Timesheet : Functions & Procedures

Settings Log Time Record & Reports €3

Web version only
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Web version
Settings & reports

@ Timesheet

My

Management

O Projects

© Settings

O Autofill Settings
O Modify Timesheet

© Timesheet Modify Log
Report

O Project Timesheets
© Employee Timeasheets
O Timesheet Records

© Timesheet Activities

Daily overview

Demo
Workplace Settings >

Times...et

Thu, 2021-10-21 (Today)

AO071. Online Marketing

A. Inno Corp Collaboration

A02. Web Design

A. Inno Corp Collaboration

AO03. Brand Marketing

A. Inno Corp Collaboration

BO1. Consumer Electronic Show
B. MK-2 Product Launch

BO2. Live Stream Product Launch
B. MK:-2 Product Launch

®

3.00

1.00

2.00

Log time

< Input Work Hours Save

*Date >

) Project Name
A02. Web Design

Houl
Action ltems
*Work Hours >
e Content
Sprint meeting
*Work Hours >
©  content

Front-end design

Add

2021-10-21

2.5

€ Update Work Hours Save

Action Iltems

“Work Hours >
Activity Progress
Sprint meeting
"Work Hours >
Activity Progress

Front-end design

Add

0.5

2.5

,t(:qg.WOrkDo



3.10 Expenses

Streamlined expense reimbursement workflow with progress tracking.

Download
— User Guide

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideErs/en

Expenses

Paperless reimbursément process.
Past requests are archived for audit.

©® Built-in common expense types, including travel,
transportation, communication, meals, etc.

. @ Create new expense types your workplace uses.
© Drafts can be saved or submitted for approval.
@ Attach files or photos as receipts or proof.
® Linked to HR for managers approvals.

©® Supports multi-level approval process or select a
designated approver.

® Use the comment section t& communicate details.

L

€ Create Expense

* Subject

*Currency

*Expense Type »

* \
Amount >

Start Date »

End Date >

Item Desc.

€ Expense Detail

@ John Bradley

Subject MWC Travel Expenses

Currency United States Dollar
Total $1,140

Date Range 2020-04-20~2020-04-28
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Setting Expenses Records & Report

Web version only
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My Expenses

Demo

Workplace Settings >

Expenses @

@ John Bradley Marketing

Social Media Marketing Fee
$500
2020-09-24~2020-09-30

Export PDF
Report

John Bradley Marketing
Meals

MWC Travel Expenses

$1,140
Approver
2020-04-20~2020-04-28
° Status
Approved
Jot adle
My Expenses Approve More &

Approve

$85

John Bradley

Demo
€ Workplace Settings > ® "
Expenses @

“ Cara Landon Sales

Client Lunch

g5 Pay This Expense

4 Approved

@ John Bradley Marketing

Exhibition Meal Expense

$350

Approved

My Expenses Approve Qverview &

,t(:ﬂq.WorkDo



3.11 Approvals

Simplify a typically cumbersome process.

Make timely and informed decisions with Approvals.

Download
— User Guide

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideRfa/en

Approvals

. *Request Type > General
Streamlined approval process.
Improve team productivity.

& Demo ® A

*Subject

MK-20 Project Proposal

*Content

The new PTZ camera's preliminary specs
® are detailed in the report. The dev team is
Create new approval types your workplace researching similar products on the market

for comparison.

,aJ Jeffrey McNeal

© Linked to HR for managers approvals. S

General

Measuring equipment, instrument purchase

uses.

® Attach files or photos for references. Photos

’ Cara Landon

General

© Drafts can be saved or submitted for approval S

© Supports multi-level approval process PoF
or select a designated approver.

MK-20 Specs.pdf MWC Booth Design

Remark

® Use the comment section to communicate
details. °

L

My Requests Approve Overview 4
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3.11 Features (Available functions are dependent en member too/lro

Requests

Demo
Warkplace Settings >

% John Bradley Marketing

General

MK-20 Project Proposal

@ John Bradley Marketing

General

Marketing Team Expansion

ﬂ: John Bradley Marketing

My Requests Approve

Approvals

® a Il < Demo ® &

Workplace Settings >

Do)

T
-

Approve

Approvals @

Jeffrey McNeal R&D

General

Measuring equipment, instrument purchase

Cara Landon Sales

General

MWC Booth Design

More & My Requests Approve More 4

Approve, reject
or escalate

Approve Reject

Export PDF
Report

Approver John Bradley
Status

Files

. Booth Design.pdf

="

Overview

& Demo ® A

Workplace Settings >
Approvals @

@J Jeffrey McNeal R2D
<

General

Measuring equipment, instrument purchase

i' ’ Cara Landon Sales

General

MWC Booth Design

My Requests Approve Overview A

,t(:qq.WOrkDo



3.12 Conf. Rm

- Manage and book conference rooms for
meetings or events!

Linked to Event for advanced booking.

Download
— User Guide

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideRms/en

Conf. Rm - B

Workplace Settings > Workplace Settings >

Conf. Rm

Manage conference room to maximize Conf. Rm
their use and avoid conflicts.

Reception Room 1

2020-09
6 Enabled

Reception Room 2

29 30 1 6 Enabled

® Book rooms in advance.

. Reception Room 3
Reception Room 3

® Linked to the Event tool. Technical Writer Interview
John Bradley

10 Enabled

Conference Room

© An effective resource management tool.
Reception Room 1 20 Enabled

@® The web version allows recurrent room Java Developer Interview
® . Jeffrey McNeal
booking.

Board Room

30 Enabled

Reception Room 2 Conference Room

Senior Data Analyst Interview
D John Bradley

10 Enabled

My Bookings All Records All Rooms A

My Bookings All Records
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Conf. Rm Booking Records

A,

Web version only
Set to default value, can be skipped for now .
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Booking

Configuration Book

. .
® ®
Demo Book a Meeting Room Book
€ Workplace Settings > ® b
Conf. Rm @ “Subject > Blog Editor Interview
Reception Room 1 1] Date 2020-09-18
Book
6 Enabled ] Start 15:30
Reception Room 2 End > 16:30
Book y
6 Enabled .
Room Reception Room 1

Reception Room 3

Book Remark

10 Enabled Social media & blog editor.

Conference Room

20 Enabled
Board Room

Book
30 Enabled

Conference Room

All Rooms 4

10 Enabled

My Bookings All Records

John Bradley [Demo]
Post-ID:1044 - 2020-09-18 15:22 - &

Weekly Team Meeting
& Upcoming

John Bradley, Cara Landon, >
Jeffrey McNeal

e Going?
OMaybe O Not Going

©  Fii, Today 16:00 ~ 17:00

Video Conference Room

@ Like/Follow

+ & {Entercomment l ]

Demo

Workplace Settings >

Today

10:30

13:00

11:00

12:00

15:30

16:30

My Bookings

® A

Conf. Rm @

2020-09

29 30 1

Reception Room 3

Technical Writer Interview

John Bradley

Reception Room 1

Java Developer Interview

Jeffrey McNeal

Reception Room 2

Senior Data Analyst Interview

John Bradley

All Records

More A

,é"g.WorkDo



3.13 CRM

Store your client, customer contact information and

document activities and exchanges to keep them satisfied.

Download
— User Guide

Back to Tool List


https://www.workdo.co/Info/DocsUserGuideCrm/en

CRM

Manage clients with precision to
raise client satisfaction!

® Import contact info from your phone.

© A centralized place of the clients’
contact info.

© Document interactions and exchanges
and never forget a thing!

© An effective way te maintain client
relationships.

® The managers and tool admins are
allowed to view members’, data.

L

Demo
Workplace Settings >

Warren Vidic
Email

Daniel Cross
Call

Lucy Stillman
Call

Lucy Stillman
Appointment

Robecca Crane
Task

Warren Vidic
Appointment

13:30

14:30

14:00

17.00

17:00

17:.00

Upcoming Contact List

All Activities

& Demo ® ‘ﬁ —-**:

Warren Vidic

Abstergo Director

Lucy Stillman

Abstergo Project Assistant

Daniel Cross
Abstergo Specialist

Robecca Crane
F Order Tech System Analyst
i

Upcoming Contact List All Activities
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Contact List

&

Upcoming

.
®
Workplace Settings >
CRM
Warren Vidic
-~
x Abstergo Director
- Lucy Stillman
..:; Abstergo Project Assistant
4 e d

Daniel Cross
Abstergo Specialist

Robecca Crane
Order Tech System Analyst

Contact List

All Activities

Create Activity

€ Create Activity Save

*Contact > Lucy Stillman

* Activity Type > Call
2020-09-19 17:00

* Activities Time >

Remark
Animus Project 16 update.

Demo
Wiorkplace Settings >

Lucy Stillman
Appointment

Robecca Crane
Task

Lucy Stillman
Call

Daniel Cross
call

Upcoming

Contact List

All Activities

Demo
Workplace Settings >

Warren Vidic
Email

Daniel Cross
Call

Lucy Stillman
Call

Lucy Stillman
Appointment

Robecca Crane
Task

Warren Vidic
Appointment

Upcoming

CRM

2020-09-26

14:30

Contact List

All Activities

,t(:qg.WOrkDo



.15’3. WorkDo

Click to know more

Set your workplace
in 5 steps

Get to know WorkDo

Basic settings

How to use
the basic tools?

&

45‘3‘ WorkDo


https://www.workdo.co/Info/DocsQuickStartBasicTool/en
https://www.workdo.co/Info/DocsQuickStartBasicTool/en
https://www.workdo.co/Info/DocsQuickStartBasicTool/en
https://www.workdo.co/Info/DocsQuickStartBasicTool/en
https://www.workdo.co/Info/InfoDomainSetup/en
https://www.workdo.co/Info/InfoDomainSetup/en
https://www.workdo.co.info/InfoDomainSetup/en
https://www.workdo.co/Info/DocsQuickStartIntro/en
https://www.workdo.co/Info/DocsQuickStartIntro/en
https://www.workdo.co/Info/DocsQuickStartIntro/en
https://www.workdo.co/Info/DocsQuickStartSettings/en
https://www.workdo.co/Info/DocsQuickStartSettings/en

Work smart '

www.workdo.co/en WorkDo Resource Center
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