TimeTap

STAFF APP GUIDE
Sigh HR documents

Read and sign your contract, policies and SOPs on your phone.

Find your documents

On the Home screen tap documents awaiting your signature (or tap the notification).

Documents are grouped under Policies, SOPs and Contracts. A red number shows how many
are still waiting in each.

Documents you still need to sign are marked PENDING.

HR Documents

4 documents awaiting your signature

Policies € (1]

GENERAL | PENDING

Leave Policy
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\ Sign Now 7
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O Check every tab with a red number.

Disciplinary Code e PENDING — nOt S|gned yet

\ Sign Now &

© Ssign Now opens the document.

& signed

GENERAL Sl GNED

Code of Conduct

®© View




STAFF APP GUIDE

TimeTap

Sigh HR documents

Read and sign

Tap Sign Now and read the whole document — tap Show full document if it is long.

Type your full name, tick to confirm you read and understood it, and draw your signature with
your finger.

Tap the button at the bottom to sign. The document moves to Signed.

Demo Retail Group (Pty) Ltd

Leave Policy

Version 1 Your full name

How to apply for leave and how much leave
you get

Read the document Show full aocumea I confirm that | have read and

understood the Leave Policy

©
[ Lerato Mokoena J
2]

1. Purpose
This policy explains how employees apply
for and take leave.

2. Applying for leave

Apply in the TimeTap staff app under More Draw your signature
— Leave at least 7 days before the leave
starts. Your team leader approves or

(Version 1) and agree to abide by its
terms.

declines the request in the app.

3. Sick leave

Tell your team leader before your shift
starts. A medical certificate is needed for
more than two days in a row.

4. Annual leave

Annual leave builds up every month you © Acknowledge Policy
work and is shown in the staff app.

Show full document. 9 Your full name.

-~ -

Read everything before you sign. © Tick to confirm.

9 Draw your signature.

° Submit.
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3 documents awaiting your signature

Policies @ (1]

GENERAL  PENDING

Disciplinary Code

"\ Sign Now &

 signed

(1]

GENERAL  SIGNED

Leave Policy

GENERAL  SIGNED

Code of Conduct

€ Signed documents stay here — tap View any
time.

Important: Read and understand every document before you sign. Your signature is recorded
with the date, time and device.

Still stuck? Ask your team leader or HR — they can see what TimeTap shows for you.



