Employee Handbook

Your first steps with Kenjo

kenjo.io



http://kenjo.io

Welcome email from Kenjo

@KENJO

Welcome to Kenjo! In order to activate your user account, we need to validate your email

Hi Ted,

address. Please verify your email address by clicking on this button:

VERIFY EMAIL ADDRESS

P.S. Remember you can always reach out for our help on the in-app chat. Alternatively,
feel free to write to support@kenjo.io

Regards,

Kenjo Team.

Click on Verify email address button and follow the activation flow. To set your password be aware that
it must be at least 8 characters long, including at least one number and an UPPERCASE letter.

@KENJO



Login at Kenjo

Welcome to

@KENJO

Work email *

Password * ©

or

Samm—
q

SIGN IN WITH GOOGLE ]

English = Terms of service Privacy policy

Openinabrowser thelink https://app.kenjo.io/signin. Insert your work email and the password you created when
you activated your Kenjo account. If you have not received it yet please get in touch with someone from the HR
department in your company.

@KENJO


https://app.kenjo.io/signin

Your Home screen

Maggie from Sales
Cheers, Maggie!
Your hard work and motivation have allowed you to crush the

sales numbers for this quarter!

Awesome job!

BS

il

Work anniversaries
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OCTOBER

NOVEMBER

(3)

JANUARY

0 &
MARCH

©

Paul Wells
Anniversary: 20 October (13 years)

S I e
W ¢ o o 5 Manage your Home

widgets
CORONAVIRUS GUIDELINES

Hello everybody! | hope you are all doing well and stay healthy!

Please find attached the revised Coronavirus procedure and guidelines for our company. In case you have any questions, please feel free
to reach out to Sandra or me.

Upcoming birthdays My team

: s
NOVEMBER

§

DECEMBER ® No y
3%

JANUARY

Carolyn James

Birthday: 30 October

Now you are in the Home section of your Kenjo account. You can set the view as you like by clicking on the Manage your
widgets button. By clicking on your Profile picture on the left corner or the arrow button on the right corner, you can take

further actions.
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Your News feed

& Samuel

Hello everybody! | hope you are all well and you stay healthy!

Please find attached the revised coronavirus procedure and guidelines for our company. If you have any questions, feel free to
contact Sandra or me.

[ 1document ] 1 videc ) 1/2

In the Home section of your Kenjo account, you can access the News feed. Here you can see the announcements made by the
HR Department or the Management. You can react to the announcements using the emojis at the right bottom corner.

@KENJO



Your Public profile

a L(F;Magmc Employee Public profile Personal Compensation Payroll Q ’ A

Pete Taylor

Pete Taylor MY PROFILE
Head of Tech

e 9 (?) HELP CENTER

) é 15 February s Work phone D Work mobile
() SIGN OUT
pete.taylor@ad... B Office *: Department
In Linkedin © Skype €) Slack Powered by @ KENJO

Privacy statement and impressum

¢ B 9

©

This card is Public for all employees. Using the shortcuts you can access your personal Time off and Documents.

@KENJO
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ldas Inc.

Personal

First name *

Pete

Middle name

Add and update your data

Employee Public profile  Personal

Compensation Payroll

Pete Taylor
Head of Tech

Last name *

Taylor

Display name *

Pete Taylor

Birthdate Gender

15/2/1990 ] X Male

Nationality LinkedIn

German v X https://mwww.linkedin.com/in/petetaylor
Slack

Skype @petetaylor

Twitter Facebook

Simply click in the field, add information and it is saved automatically.

Language
Language

English

Region

United Kingdom (English)

@KENJO



Upload and view your documents

a Idas Inc. Smart docs My docs Company docs Q ’ v

Signed contract [ Payslip_August % Profile picture

Bs

8 <+ & »

©

Payroll Signed documents

Go to Smart docs to see your personal documents. You can upload more files using the [+] button.

@KENJO
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View Company documents

Smart docs
S BNl B
— Company Logo Employee Onboarding Company brand guid... Executive BR
Manua S Payroll Signed documen ts

Go to Smart docs > Company docs and check the files of your company.

@KENJO
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Addas Inc.

HOLIDAYS

AVAILABLE DAYS ®

Time off

Manage your Time off’s

Personal

Requests

HOME OFFICE

AVAILABLE DAYS

SICKNESS

AVAILABLE DAYS

This year: 5 Carry over: 0 Unlimited Unlimited
TAKEN TAKEN TAKEN
This year: 3 This year: 47 This year: 2
PLANNED PLANNED PLANNED
This year: 10 This year: O This year: O
Y
REQUEST REQUEST SUBMIT
00
[
= Who's away Time off history
TODAY Time off type v ' Show policy updates
| PERIOD TYPE STATUS
J\" TOMORROW
v 01/12/2020 - 14/12/2020 Holidays SUBMITTED /7 O
0 ,
v 18/09/2020 - 19/09/2020 ® Home office ~ DECLINED
@ THURSDAY, 1 OCTOBER 2020
v 15/09/2020 - 17/09/2020 Holidays ACCEPTED
v 09/09/2020 - 10/09/2020 Sickness SUBMITTED
Paul Wells
Erom: 24 Sentember 2020 v 01/09/2020 - 03/09/2020 ® Home office ACCEPTED
To: 1 October 2020
v 01/07/2020 - 31/08/2020 ® Home office SUBMITTED

To get to the Time off section, go to Time off > Personal. Here you get an overview of your available time off
types, your own time off history and also which colleagues are absent today and in the upcoming days. You
can Request or Submit a Time off based on the type of time off.
@KENJO



Upload medical certificate if needed

@ Addas Inc. Time off Personal Requests Q ’ v
HOLIDAYS HOME OFFICE SICKNESS
AVAILABLE DAYS ® AVAILABLE DAYS AVAILABLE DAYS
This year: 5 Carry over: 0 Unlimited Unlimited
TAKEN TAKEN TAKEN
This year: 3 This year: 47 This year: 2
PLANNED PLANNED PLANNED
This year: 10 This year: O This year: O
0]
REQUEST REQUEST SUBMIT
00
[
= Who's away Time off history
TODAY Time off type v J ) Show policy updates
| PERIOD TYPE STATUS
B\ TOMORROW
v 01/12/2020 - 14/12/2020 Holidays SUBMITTED 75 9
0
v 18/09/2020 - 19/09/2020 ® Home office

“

Paul Wells
From: 24 September 2020

~ 09/09/2020 - 10/09/2020 Sickness SUBMITTED

THURSDAY, 1 OCTOBER 2020
v 15/09/2020 - 17/09/2020 Holidays ACCEPTED

© ADD ATTACHMENT

To: 1 October 2020 ) )
a Pete Taylor submitted time off. (2 days) Yesterday

Unwell

If you have reported sick for many days, you can upload a medical certificate using the Add attachment

option.
@KENJO



Calendar

a @ Addas Inc. Calendar Q ‘ v

SHOW FILTERS Ef EXPORT
. q Oct
< 2020 > cober
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
TODAY

14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18

Pete Taylor

Albert Bishop

2

Anna Johnson

B

Carolyn James

3
(3]
o
&
3
&

,.).

Diana Rees
Vv ® & o o

\L

Johanna Nowak

K

Maggie Smith
® 6 o o

©

Mark Stevenson
"

O
@

@ Matt Simmons
dﬁ: Nick Hampton

In the Calendar section you have an overview of the whole company absences. By clicking on Export you can
copy the calendar URL and add it to your personal calendar. For more information, visit our
@KENJO


https://help.kenjo.io/en/support/solutions/articles/60000601501-connect-kenjo-calendar-to-your-local-calendar-outlook-google-

2
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Manage your tasks

Idas Inc. To dos My to dos
Due Status Group by
All v Open v - No grouping - v

Asignee: i
List the key attributes that will make someone a top-performer in the role at your company ) Q SRR BISaeg
@ Workflow: Employee update

Frlda\/ Emp|oyee: a Pete Tay|0r

Asignee:
Systematize interview feedback signee @ Anna Johnson
@ Workflow: Employee update

06/10/2020 Employee: g Pete Taylor

Asignee:
Fix the Sales Campaigns security bug g 0 Sandra Brown
@ Workflow: Employee update

Tomorrow Employee: g Pete Taylor

Asignee:
Review the internal pull request process ¥ a Ealalls L
@ Workflow: Employee update

5/09/207
26/09/2020 Employee: g Pete Taylor

Go to My to dos and check your pending tasks. When you complete them, check the

corresponding tick mark.

@KENJO



Give a Shout-out

Samuel
18 days ago i

Say special thanks to Maggie Yy

w9

Write below your message, which will be visible in the home page for the next 30 days: * v v
BIUS E= A = % ‘) ‘h

Cheers, Maggie!

Your hard work and motivation have allowed you to crush the sales numbers for this quarter! Magg|e from Sa|es

Awesome job!

Cheers, Maggie!
Your hard work and motivation have allowed you to crush
the sales numbers for this quarter!

Awesome job!

&1/ O]

(L 1)[&1][§

{ CANCEL } [ SAVE }

Use Shout-out on Kenjo to appreciate or thank your colleagues. On every employee's public profile, you will see
the Give a shoutout button to write a message. The message will be visible on the Home page for 30 days.

@KENJO



Attendance - Dashboard

@ N Employee

Martin Shell
@ artin =Snews ¢ April 2021
- & Head of tech

Hours summary

{n}
Tracked so far Expected (01/04 - 27/04)
20h 30min 136h Omin
+ L
E Start End Break
77 lhursday 09:00 X — 18:00 X 01:00 X Comment
Expected 8h Omin
) Star End Break
23 ‘Frday 09:00 X — 14:00 X 00:30 X Comment
Expected 8h Omin
Start — End Break Comment

«pected this month

160h Omin

Overtime

Starting balance
Earned this month

Current balance

) 8h Omin

4h 30min

Oh Omin

+173h Omin

-115h 30min

+64h 30min

To access attendance, click on your profile picture on top left corner. In the top menu bar, click on the Attendance tab. On the
dashboard, you can see the Expected hours of work for that month, taking into account your working schedule, bank holidays
and any other time off. You can see the hours worked under Tracked and overtime hours under Overtime balance.

@KENJO



Hours summary

{a

Tracked so far

37h 30min
-
4
0

26 Monday

Expected 8h Omin

27 Tuesday

Expected 8h Omin

Expected (01/04 - 27/04)
136h Omin
tart End k
—_ Comment
Start End
£ 09:00 X — 18:00 X 01: Comment
Start — End Break Comment

Expected this month

160h Omin

Attendance - log your hours

Martin Shells
l Head of tech

Overtime

Starting balance
Earned this month

Current balance

+173h Omin
-107h 30min

+72h 30min

% 8h Omin

VAV oh Omin

On the day of your work, enter the Start and End time of your shift. If you took a break, log the duration of the break.
Don't forget to click the Save button on the right side. You can log as many shifts as necessary (morning/afternoon).
The overall hours worked on that day will be appear on the right side.

@KENJO



Attendance - log your hours

My attendance

09:22

Click on the button below to
start the count of your shift

( CHECK IN J

On your Home screen, click on the Check in button under My attendance widget to start the shift. Once the shift is over,
click the Check out button to end the shift. You can also record multiple shifts and breaks through this widget.

@KENJO



Kenjo mobile app

all WLANV @ 116%[ )

Welcome to

@KENJO

{G SIGNIN WITH GOOGLE

[ & Sign in with Apple j

i
1A

You can also download our mobile app on your phone! Just go to your or ,signinwith your
credentials and you are set to go! To learn more about how to use the app, visit our
@KENJO


https://apps.apple.com/de/app/kenjo/id1545945865?l=en
https://play.google.com/store/apps/details?id=io.kenjo
https://help.kenjo.io/en/support/solutions/articles/60000689496-mobile-app-android-ios-

KENJO

If you need more help visit our Help Center
or send us an email to support@kenjo.io


https://help.kenjo.io/en/support/home
mailto:support@kenjo.io

