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Introduction to the application

Zoho BackToWork app is here to offer you with a mechanism to make your workplace a
safe environment to return to in a post pandemic condition. This app houses various
modules to gather and store data about our employees, monitor status of your health,
create a screening process while you or your visitors enter the campus, make internal
announcements to keep you posted, enable you to raise and track requests, provide
you with the tools to communicate your requirements, take into account your health
assessment, track your travel history, and get insights with the data collected to ensure

you and our workplace remain safe, while we try to keep our business running.

BackToWork
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Modules in the app

e Employee Home

e Wellness



e Employee Safe Entry
e Visitor Safe Entry

e Asset Requests

e Maintenance Requests
e \olunteer Programs

e Communication

You can access this app from your mobile devices. The mobile version of the app is

available on Playstore and Appstore for you to download and install.

The mobile app will enable you to fill in your self-assessment and verify your wellness

score based on the organization's wellness policy, raise safe entry requests, and raise
asset and maintenance requests. You will be able to view your requests and track their
status. The organization volunteer programs and communications (announcements,

safety documents, FAQs, and policies) will also be available on your mobile app.



— Employee Home Cancel Employee Entry Request

Welcome, Demo User Request Info
Branch*  London
Ag per the company policy, your are required to fill a self-

assessment i3 Building®*  Bayview

Wellness & Volunteer Programs ‘What will your
mode of
transportation
to work be? *

Private
Self Assessment

Submit your self-assessment

Entry Dates* 2 records added

w Gath arlngs Mote : As per your company policy, you are required to
fill the self-assessment form on each entry date
::tﬂd(;:; workplace gatherings you have before checking in to the building.
e

My Travel History Subrmit
Track the places you have traveled

Current Programs

View the current workplace-organized volunieer
programs

Users and user roles

Each employee with access to the app is a user of the app, which includes the admin of
the app as well. Each set of users has unique functions in the app. In order to define
these functions clearly, we have categorized the actions and access to the app's
components into user roles. Each user role has a specific set of actions applicable to it:
these actions include a varied range of combination of actions like adding records,
viewing reports, modifying records, and deleting records. For instance, a user of one
profile might only have permission to view the records, while another user of a different
profile might have permission to view, add, and modify the records in a particular report.

In another instance, the former might have permission to view, add, and modify records,



and the latter might have only view permission.

The user roles are defined taking into account the logic based on which the app's
modules are constructed and which type of user needs what level of access to the

components of the app.

The following are the user roles available in this app:

Admin - The admin is an employee who is the owner of the app. The admin has access
to all the components of the app and provides the specifications for the workplace setup
at the organizational level. The admin can share the app to the employees, assign user
roles to employees based on which actions they should be able to perform in the app,

remove users from the app, and view, add, edit, and delete records.

Employee - The employee profile is assigned to employees who work for your
organization and need to follow the protocols of the organization to make your
workplace a safe environment. Employees with this profile will not have administrative
functions. They will be mandated to take assessments, they will be able to raise

requests and view them, and view dashboards for which they have permission.

Service Agent - The service agent role is assigned to employees who perform duties
associated with the asset requests that are raised by the employees of your
organization. Each service agent will be assigned asset requests and will have a view of
all those requests. They will be able to update the status of the request and enable

tracking of progress.

Maintenance Staff - The maintenance staff role is assigned to employees who are

responsible for building maintenance activities in the various branches of your



organization. They will be assigned maintenance activities and each person will be able
to view individual requests. They will be able to update the status of the activity and

enable tracking of progress.

Front Desk Staff - The front desk staff role is assigned to employees who handle the
front desk or reception duties: this includes employee checkin and checkout and visitor
checkin and checkout.Branch Manager - The branch manager is of an administrative
role. The organization can have multiple branches from where employees function and
each branch can have one or more buildings. Each of these branches is assigned a

branch manager who supervises that facility.

Employee Entry Approver - The employee entry approver is an employee who is
provided with the permission to approve or reject safe entry requests that are submitted

using the Employee Entry Request form.

Visitor Entry Approver - The visitor entry approver is an employee who is provided
with the permission to approve or reject the visitor entry requests that are submitted by

individuals who visit the campus.

Asset Request Approver - The asset request approver is an employee who is
provided with the permission to approve or reject asset requests that are raised using

the Asset Request form.
Maintenance Audit Approver - The maintenance audit approver is an employee who
is provided with the permission to approve or reject maintenance audits. This person will

be able to view and approve pending audits, view approved audits, and reject requests.

Branch Manager - The branch manager is of an administrative role. The organization



can have multiple branches from where employees function and each branch can have
one or more buildings. Each of these branches is assigned a branch manager who

supervises that facility.



Employee HomeThe Employee home is the self-service portal for employees. The page
provides a comprehensive view of all the data that is relevant to the employee. This portal has
quick links using which you will be able to navigate quickly to all modules of the application.
The reports of the Staff and Emergency contacts who are there in that employee's branch will

also be listed.

BackToWork
‘Welcome, Richard
E joyee « London

As per the company policy, your are required 1o fil a sei.assessment dally between 09-Sep-2020 and 11-5ep-2020

& My Gatherings & My Travel History A Current Programs
Track the workplace gatherings you Track the places you Rve traveled View the cument workplace-organired
have attended volkunteer programs

Wellness & Valunteer Programs

Subenit and view your sell-assesaments.

Safe Entry & Requests

% Employee Safe Entry 1 Visitor Safe Entry . Asset Request . Maintenance Request
Submit and view your safe-entry Submit and view safe-entry requests for ‘Submit and view your asset requests ‘Submit and view yoUr maitenance:
requests your visitors requests

Communication

s BestPractices &  Policies W Safety Documents B FaGs
View your workplace's best View your workplace policies View your workplace's safety Vibw yOur workDisce relased
practices dOCLUMEnts. FaGs
Q Q
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Front Desk Staff London Maintenance Sta® London

Sally Tia
o -y

1
[
2]

Safe Entry Safoty and Security Malntenance Staft London Sorvice Aqsnt London

Note: Employees will be able to update name, phone number, or extension number
details. To edit, user needs to click on the name.



Wellness

The Wellness module enables employees to fill self-assessment forms, provide details

on travel history, and office gatherings.

Self-Assessments: The self-assessment form will be displayed if the assessment for
the current policy period is yet to be filled. If not the latest assessment that was filled will

be displayed.

BackToWork

Self Assessment Form

v you ever tested positive for COVIO-9? - ®Yes Mo

Winen did 02-Jun-202 ]
Are you ed now e N

When did you recover? 30-Jun-2020 =]
Do you live with people under the age of 5 of over 607 Yes (3) No

Have you been In cantact with anyane who his or had COVID.19 or is being Investigated on Yes (3 No

suspicion of contracting tha virus in the last 15 days?

Are you experiencing, of Nave experienced in the a5t 15 days, Sore throat. rUANY ROSE, loss of @ Yes | No
smell, fever, muscle ache, diarthoea, nausea (or any COVID-19 symptams as kientified by WHO)? ©

 a hospital for an e Mo
Do you live In a COVID-19 hotspot, a con 0t off ar e M
Declaration

I 1 dectare that the above Informatian provided by me is true at the paint of submission.

Past Assessments: This module will display all the past assessments that an

employee has filled.

My Travel History: Employee will be able to view the travels undertaken. Here a record

has to be created after the employee has returned after the trip. Both round trip and one
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way trip can be recorded.

My Gatherings: The form is used to capture information on the meetings or gatherings

that happen within the campus.

When there is a meeting with visitors, the email ID of the attendees needs to be
provided. When there is a meeting with employees, the employees can be selected. For
example, if Bob met with Sally, Peter and Betty, this information can be recorded in the
form. In the report it will be available as Bob met with Sally, Bob met with Peter, and
Bob met with Betty. Three records will be entered. These records will automatically be

added to Sally's, Peter's, and Betty's reports as well.

Note:

e Permission to delete records from Assessments, Travel History, and Workplace
Gatherings lies with the admin.
e The users in employee role can only view records that are in Self-assessment,

Past assessments, My travel history, and My gatherings reports.
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Employee Safe Entry

The Employee Safe Entry is meant for employees to apply for entry into their respective
branches and buildings. The Safe Entry Request form enables employees to raise a
request to gain access to their office facilities. The prerequisite to raising a request is
that the employees must take the self-assessment to undergo a screening process with
regard to their health status. based on their wellness score they will be permitted to

raise request for safe entry. This request can again be further scrutinized for approval.

BackToWark Employee Entry Request

Request Info

Note - You are required to fil the setf-assessment form as per the policy set by your company to be abie to check in to the bullding on the entry dates.

Check-in/Check-out

The Front Desk Staff, the Branch Managers, or the Admins will enable employees to
check-in and check-out of the building. The employees could have their temperatures

gauged for safety. Check-in/check-out multiple times in a day is possible, along with

12



recording temperature multiple times.

An employee who had initially been granted approval for entry can have the approval

revoked later.

My Requests

All safe entry requests raised by an employee will be displayed here. Employee will be
able to raise request for multiple days of entry in a single form but duplication of
requests for the same day is not permitted. If QR code is configured for entry, the QR
code for that day's entry will be displayed in the report itself. Email notifications will be

sent to employees when request is raised, approved, rejected, and revoked.

13



Visitor Safe Entry

Just as an Employee Safe Entry request, a visitor has to raise a safe entry request to
gain access to the building. But the user requesting for entry will be the employee who
is receiving that visitor. This employee has to furnish the details on the visitor and the
details of the visit. On submitting the request, an email will be sent to the visitor along
with a declaration form. The visitor has to fill this declaration form. The form consists of
the self-assessment form and obtains information on visitor's travel history in the last 60
days, photograph, and signature field. Once these details are filled, the request will be
sent for approval. When the approval is granted, rejected, or revoked, an email will be

sent to both the visitor and the employee who raised the request.

The front desk staff will be able to raise entry requests on behalf of other employees

also.

BackToWork Visitor Entry Request

Visitor Details

Name *

Email Address *

Phone Number * 1 2015550123

Visit Detalls

Visit Date 02:Juk2020 m
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Check-in/Check-out

The Front Desk Staff, the Branch Managers, or the Admins will enable visitors to
check-in and check-out of the building. The visitors could have their temperatures
gauged for safety. Check-in/check-out multiple times in a day is possible, along with

recording temperature multiple times.

A visitor who had initially been granted approval for entry can have the approval

revoked later.

My Requests

All visitor safe entry requests raised by an employee will be displayed here. Employee
will be able to raise request for multiple days of entry in a single form but duplication of
requests for the same day is not permitted. If QR code is configured for entry, the QR

code for that day's entry will be displayed in the report itself. Email notifications will be

sent to employees and visitors when request is raised, approved, rejected, and revoked.

Requests Raised for Others

The admins, branch manager, and front desk staff will be able to raise visitor requests
on behalf of other employees. This report displays those requests that are raised for by

these users for other employees when they are receiving visitors.

15
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Asset Requests

The Asset Requests module enables employees to raise request for assets and view
the requests raised by them. For instance, employees might need safety assets like
sanitizers, masks, gadget sanitizers, and gloves for your employees. They can make
their requests here. This request will undergo an approval process in which employees

request might be approved or rejected.

BackToWork Asset Request

Assigned to me

This report enables individual service agents to view the requests that are assigned to

them.

e Assigned to me: All requests assigned to a service agent will be listed. When

the task is complete, the agent can click the Complete Request custom action
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button, add necessary images and notes, and submit it. Following this, the
request would be moved to the Completed tab.
e Completed: All requests that have been completed by the service agent will be

listed here.

My Requests

This module enables an employee to view all asset requests that have been raised.

Life cycle of an asset request

e Asset requests are subject to an optional approval process. If this approval is
enabled, a request can either be approved or rejected by an asset request
approver. If not the request will automatically be approved by the system.

e After the approval, it needs to be assigned to a service agent who will take up the
request and complete it. This request can either be assigned by branch manager
or admin, or the service agent can pickup requests themselves. Once the request
is completed by the service agent, it is closed.

e \When the request is assigned to a service agent, the due-date time and priority
needs to be set. If it is assigned by self pick-up, the system sets the priority to
medium and the due date and time to the required by date.

e \When an employee raises an request, the type of request, asset, required by
date, and the request description are obtained as inputs.

e Email notifications will be sent to employee when asset request is raised,
approved, rejected, or completed. Emails will also be sent to service agents

when request is assigned.

18



Maintenance Requests

The Maintenance Requests module enables employees to raise request for
maintenance activities and view the requests raised by them. For instance, a employees
might need a broken chair to be replaced. This request will undergo an approval
process in which employees request might be approved or rejected based on the

configurations in the app.

BackToWork Maintenance Request

Bullding

Assigned to me

This report enables individual maintenance staff to view the requests that are assigned

to them.

e Assigned to me: All requests assigned to a maintenance staff will be listed.

When the task is complete, the agent can click the Complete Request custom

19



action button, add necessary images and notes, and submit it. Following this, the
request would be moved to the Completed tab.
e Completed: All requests that have been completed by the maintenance staff will

be listed here.

My Requests

This module enables an employee to view all maintenance requests that have been

raised.

Life cycle of a maintenance request

e When a maintenance request is raised, the request will first be assigned to a
maintenance staff. The request can either be picked up by the maintenance staff
or can be assigned by the branch manager or admin.

e On completion, the task will be marked as completed and sent for audit, if the
audit process is enabled. The branch manager or the admin will assign audit staff
to approve or reject the request. They will review the request and approve it or
reject it.

e |If the task is rejected, then the request will be reassigned to the maintenance
staff for rework and on completion will face the audit process again.

e Email notifications will be sent to employees when request is raised and
completed. Emails will be sent to maintenance staff when request is assigned to

them and to audit staff when task is ready for audit.

20



Volunteer Programs

The Volunteer Programs module enables Employees to get information on the various

activities and initiatives taken by the organization.

Current Programs: This tab displays all programs that are currently active and are
accepting volunteers. The Opt-in custom action button enables employees to volunteer
for the program that interests them. Push notification is sent to employees when a

program is first added.

BackToWork Current Programs <>
Overview
& 04-Jul2020
Soup Kitchen Program Name Soup Kitchen
Velunteers are required to serve food at the local
seup kitchen this weekend. It will be enly for two Program Description Volunteers are required to serve food at the local soup kitchen this weekend
hours, between 7.00AM and $:00AM. It will be only for two hours, between 7:00AM and 3:00AM.
Optin

& 04-Jul-2020

Beach Clean Up

A cloar

with m

£ o9Jul2020

Blood Donation
A blox

mp will be conducted in al
between 9:00 AM and
5:00 PM at the Tower

Showing 3of 3

My Programs: This tab provides a list of all the programs that the employee has

volunteered for.

Note: Employees can only opt-in for programs.

21



22



Communication

The Communication module enables Employees to get information on the important
updates, activities, policy change, and safety initiatives from the organization. The

following aspects are part of communication:

e Announcements: For instance, organization wants to inform employees of a
particular maintenance activity or a fumigation routine in your building.

e Best Practices: For instance, organization can educate employees of all the
measures that the employees need to take while in a meeting room.

e Policies: For instance, organization could publish new Travel policy and keep
employees informed about the latest updates to the policy.

e Safety documents: For instance, organization could make Information Safety
documents available for employees.

e FAQs: For instance, organization can put up questions that commonly get asked

by employees and provide answers here.

These information are added by the admin or super admin and can be viewed by the
employees. An employee can view an announcement that is made for all branches or
for the particular branch to which the employee belongs. Push notifications will be sent

to employees whenever a communication is added or updated.
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Announcements

Entry Policy

ry requests can be raised only

Il have to ensure tha
weeks afte:

: he date of trave
fy this critesia will be rejected automatically.

eep ches

week. Building will be opened

sres thast visito
vl

o Communication Asset Requests
-

There's been an
be ca
B

Annguncements

ase In the number of asset requ
very diffic

& broken devices. P
ot new devices and even send old ones on re

Showing 7 of 7

Assessment Policy
Employees
ta the po

self-assessment form on a daily basis

Travel Advisary
Al e

Self-Assessment

Employees

Note: Employees can only view records, and not edit or delete records.
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Localization

Zoho BackToWork app comes equipped with support for localization. Currently we

support the following languages:

e French

e Arabic

e Chinese
e Japanese
e Spanish

e German

e Portuguese

Users will be able to select the required language and enable localization. All the field
labels, the alert and info messages, and emails will be displayed in the selected
language.

To enable localization:

1. Click the language icon at the bottom in the footer. The language options will

appear.
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Welcome, Richard =

As par the company pobicy, your are recuired 1o fil 8 solf.assessment between 04-Aug-2020 and 06-Aug-2020

Wellness & Violunteer Programs

Self Assessment My Gatherings & My Travel History ‘Current Programs
Submit and view your self-ssessments Track thé: workplace gathedngs you Trasck the places you have traveked Wi the current workplace-organized

e attencded VOHUTAB PROGTTE.

Safe Entry & Requests
Wisitor Safe Entry

Subenit and view safe-eniry requesss for
your visitors

Cammunication

W Anncuncomants

s Best Practices & Foliclss

Safaty Documants B FAGs

Vi Your WorkpIICR'S
anncuncensents

Wiow your workplaco's best View your workplace polickes:
peactices

Viow your werkplace™s satoty View your workplace rolabed
dotuments FAGHs

Emergency Contacts o Staff Contacts Q
Medical Medical Fromt Desk Staf! London Front Dosk Stafl Madrid
April Toby Sally Seott
aprilgzyl tabry@zyiker.com sally@rylkecom Scon@ryie.o
a = O semwrmre: B nz: = = 2361 g | &

Japanese Seft Madrid

Eric Jake

jake porwelErylketcom percy@rylkencom

2. Select the required language. The change will reflect in the application.

BackToWork

Richard Gy T
Yol

As per the company policy, your ane required to fill a self-assessment between 04-Aug 2020 and 06-Aug-2020
£ kil Laall galy

I kil
LR Ui 0l e Sl Loty 2L Sl ol

Sllladly e Jaaall

Slasl 5a81 Jpdan kB gall a1 Jgaall
Ly 5150 281 il 2l pais Loy el il 2l e 5

dealil

Al 3i0y leolpadl

aall LT 356 2e aall G Sy e

q okl e sl g q Cpiligll Jluail olga
Madical Medical MadridFront Desk Staff LondonFront Desk Staff
Toby April Scoft Sally
toby@zylker.com april@zylker.com scott@rylkercom sallyBaylker.com
723 @eo182777830 S93409340(] 8783 & 2314530 261 @ sewamme2d
Medical Medical MadridMalntenance Staff MadridMalntenance Staff

Eric Percy Percy Jake

rd@zylker.com percy@rylkercom percy@zylkercom |ake. powell@zylker.com
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