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Organization:

Domain verification
Invite users
Add users
Sync (3 types)

Location-based admin
Department and Designation

Tasks

Use case 1

and an HR manager.

confirmed.
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Use case 2

- Form 1: Travel form

Enable auto numbering.

Add from and to date fields.

 Travel Reimbursement

Leave Tracker:

If an employee's leave request exceeds 10 days, the weekend and holidays should be 

During their first year, an employee should be credited with a total of 12 leave days a 

no more than four months of maternity leave a year.

All expenses should be recorded in the tabular section.

https://www.zoho.com/people/help/adminguide/creating-forms.html
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For any leave type, apply leave for the first quarter of the day and OD in the last quarter
of the same day.

If a holiday is created for an employee's shift and another holiday is created for their 
location on the same day, which is given priority?

Attendance:

Try out these actions from an employee perspective: Add attendance entry,

application.

subordinates’ entries be viewed by the manager?

day.

Time Tracker:

between them.

Use the scheduler settings to submit time logs automatically.

https://www.zoho.com/people/help/adminguide/new-leave-type.html
https://www.zoho.com/people/help/adminguide/onb-attendancesettings.html
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Create an appraisal with KRA vs goals, include multi-rater feedback for an employee 

satisfied.

A review period ended yesterday and there are 10 employees yet to be reviewed. 
How can these employees be reviewed?

Create a timesheet and approve it partially.

Performance Management System:

https://www.zoho.com/people/help/adminguide/timesheets-intro.html
https://www.zoho.com/people/help/adminguide/performance-appraisalprocess.html
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