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'1 People HR Mobile App

(O access

We are excited to announce the new People HR App which has been developed based on
feedback, highlighting the need for mobile device accessibility. The initial release of the
Mobile App provides users with common Self-Service functionality, tailored to work
specifically for mobile devices. New functionality includes Push Notifications.

The Mobile App is available on recent Android and Apple operating systems and can be
downloaded from the Play/App Store by searching for People HR and Rota.

Users can access the Mobile App via their usual Access Identity credentials (Workspace
login), providing a consistent Single Sign-On experience. Mobile device biometrics can also
be used for future logins, dependent on individual device configuration (face ID, PIN,
thumbprint etc.).

The newly developed app has been designed to be intuitive and user-friendly. This means
that users can easily navigate through the app and find what they are looking for with
minimal or no training required.

The design team has taken great care to ensure that the app's layout and features are easily
accessible and user-friendly, providing an effortless experience for users. The People HR and
Rota App also features a Dark Mode feature, allowing users to customise their preferences
via the App Settings on their mobile device.

2 Downloading & Signing In

To download the app, simply click on:

# Download on the

¢ App Store

GET IT ON
" Google Play

You can also just search for "Access People" in your device's App Store or Play Store. Look for
the app “HR and Rota” icon displayed in the picture below:



https://apps.apple.com/gb/app/access-people-hr-and-rota/id1633609210
https://play.google.com/store/apps/details?id=com.itgurussoftware.android.peoplehr&pcampaignid=web_share
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"Once downloaded, you will be prompted to sign in using your Wo ace credentials. You
sign in with your work email address.

dCCESS5

Sign in 1o People MR and Roto &ndmsd

Freail ndness,

Upon initial login, users may be prompted to set up a 6-digit PIN, depending on their phone
settings. Furthermore, in future logins, users may also be prompted to authenticate using
their biometric credentials, such as fingerprint or facial recognition.

3 Functionality

The new mobile app has been designed to provide users with access to common Self-Service
functionality. The highly requested new functionality is now available through the native
mobile app. To ensure a seamless experience, the People HR and Rota Mobile App has been
designed to use existing permissions within People. This reduces the amount of
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"conﬁguration required to launch the Mobile App and provides use ith consistent

functionality across the core application, mobile responsive web app, and the new Mobile
App. It is believed that this new Mobile App will make HR activities more accessible and
user-friendly for users/employees.

3.1 Current Features with Improvements

This section will provide you with more information regarding the commonly used Self-
Service functions that have been included in the new People HR and Rota Mobile App, as
previously mentioned in this document.

These functions include the ability to create, update, and view leave requests, view sickness
records, view your calendar and view and update your profile.

3.1.1 Home

The design team has taken feedback into consideration when designing the home screen of
the app. Through the feedback, there was an insight into the day-to-day self-service
functionality that users require. As a result, these features have been incorporated into the
home screen, ensuring that they are easily accessible and readily available for users.

From the home screen users can:
¢ View documents requiring acknowledgement

* VView upcoming leave

17:00 - 22:30

3.1.2 Calendar

The calendar screen provides users with a clear and comprehensive view of their leave
requests/bookings. In addition to this, further functionality has been included to empower
users to manage their leave requests effectively. For instance, users can request leave by
selecting the + symbol from the calendar screen.
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3.1.3 Leave

The leave area provides users with the necessary information to manage their leave
effectively. This includes any applicable leave accruals and the status of any
requests/bookings. To further enhance the user experience, option for users to request
leave can be used by selecting the 'Book Leave' button. This feature enables users to
navigate seamlessly to the relevant page, where they can enter their leave request details
with ease.

Book Leave € Book Leave

Fri 30 Jus 2003

13 days

B ooy

Mon 29 May 2023

B Use Workieg Pottersa

Tue 01 Aug 2023

3.1.4 Documents

To access the document area of the app, users can select the 'More' icon located at the
bottom of the screen. Once loaded, users will be able to view all documents that have been
added to their document self-service area. In addition to this, the document screen will
indicate where a document requires acknowledgement by displaying a '!' symbol. By
selecting these documents, users will be able to acknowledge and/or download the
document. This feature aims to provide users with a streamlined and efficient way of
managing their documents, ensuring that they are up to date with important information.



Documents
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3.1.5 Absence

To access the absence area of the app, users can select the 'More' icon located at the
bottom of the screen. Once loaded, users will have the ability to view details of absences
that have been added to their employment. Note: the initial version of the app's
functionality for absences is to view existing absences only.

< Absence Info

= Absence

Mon 08 Moy 2023 Port day

8 absences =
Mo 08 May 2023 Port day

Non 08 May 2023
Wed 10 May 2023

Wed 26 Apr 2023

3.1.6 Profile

The profile area offers users comprehensive access to their personal, bank, and employment
information. To navigate here from the home screen users can select their picture or initials
on the top right of the screen. This screen provides a user-friendly interface that allows users
to easily view and edit their details as needed. By incorporating this feature, the aim is to
enhance user control and convenience, enabling them to manage their information
effectively within the app.
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3.1.6.1 Switching Employments

The app offers a convenient feature for users with multiple employments, allowing them to
seamlessly switch between employments to perform relevant self-service activities. To
access this functionality, users can simply select their icon, which may be a picture or their
initials, located at the top right corner of the screen. From there, they can choose any other
active employments they have. Upon selection, the app screen will automatically reload,
displaying the details specific to that particular employment.

3.2 New Self-Self Functionality

3.2.1 Push Notifications

There is now the ability for users to receive Push Notifications through the Mobile App.
These notifications serve as alerts to the device holder, providing specific details about
actions that have been taken e.g., Actioning of a Leave Request

3.2.2 Activity Feed

Self-service users now have a centralised location to view all their notifications. Previously,
users would receive notifications via emails and navigate through the core application to find
updates.

To enhance the user experience, a 'bell' symbol now appears at the top of the home screen.
If the symbol displays a red indicator, it indicates the presence of an unread notification. By
selecting the symbol, users can access the new Activity screen, which conveniently displays
notifications from the past 28 days.

The Activity Notifications feature covers a wide range of notifications, including but not
limited to:

- Actioning of a Leave Request
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"Upload of a document to the user’s profile

- Entry of sickness on behalf of the user

4 FAQs
Q: How can | download the new People HR and Rota App?

A: To download the People HR and Rota App, simply visit your App Store or Play Store and
search for 'Access People'. Download and install the app to your device.

Q: Is the new Mobile App Single Sign-On (SSO) enabled?

A: Yes, the new Mobile App supports Single Sign-On. Users will be able to log in using their
Identity credentials, which are the same credentials used for logging into Workspace.

Q: Can users who have not completed their Workspace/Access set up use the new App?

A: No, in order to use the People HR and Rota App, users must first register for Workspace
and obtain their Identity credentials. This ensures a secure and seamless login experience.

Q: Why can't | see all my Self-Service options on the App?

A: The initial release of the Mobile App focuses on providing the most commonly used Self-
Service functionality. As a result, not all People Self-Service features are available in the first
version of the App. However, future enhancements are planned and will be delivered as part
of the People roadmap. Stay tuned for updates and additional functionality.

Q: What types of notifications will | receive on the Mobile App?

A: The Mobile App sends notifications for various actions, including the actioning of Leave
Requests, upload of documents to your employee profile, and entry of sickness on your
behalf.

Q: Can | customise the notifications | receive on the Mobile App?

A: Currently, the notifications are predefined and cover various HR -related actions.

5.0 Employee/Staff Access

5.1.1 Using and Managing Your Employment Self Service Portal/App

The Access Self-Service Portal is available for every employee of The Vale Federation to
access their personal employment information and details, as previously outlined and
detailed above.

These are NOT work-related functions or actions these are employment personal related
employment elements and tasks, hence, available to you as a member of staff/employee
enabling you to manage your employment/HR requests, view your personal and
employment documents and update your personal details at any time.



