HR Ghana

Employee guide

Use HR Ghana on your phone or on the web to clock in, ask for leave,
record overtime, apply for a loan, read and download your payslip, get
help and look after the equipment you have been given.

hrghana.com - October 2026 - Screens show sample data




1. Sign in and see your home

1 Open the HR Ghana app (your organisation will tell you how to install it) and sign in with your email and

password.

2 Your home shows a greeting with today's attendance, your remaining leave, your latest take-home pay,

r

.

09:41 ull F ©3

Home AM

Thursday, October 22, 2026

Good afternoon, Ama

@ Not clocked in yet \

o]
32 days GHC 3,372.25
Leave remaining Take-home pay
Across all leave types September 2026

fal G0
Unread notifications My equipment
Tap to read them 3 to acknowledge
Leave balances >

annual

22 days left of 22 days

sick

10 days left of 10 days

® ®

Attendance Leave Notifications More

Y,

The mobile home screen.

unread notifications and equipment, the latest notice and, if you manage people, approvals waiting for you.

3 If you do nothing for an hour you are signed out to keep your information safe; just sign in again.
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2. Clock in and out

09:41 ull F ©3
Home AM

Thursday, October 22, 2026

Good afternoon, Ama

@ Not clocked in yet \

=)
32 days GHC 3,372.25
Leave remaining Take-home pay
Across all leave types September 2026

fal G0
Unread notifications My equipment
Tap to read them 3 to acknowledge
Leave balances >
annual 22 days left of 22 days
sick 10 days left of 10 days

® ®
Attendance Leave Motifications More

\. J

Attendance is the second tab at the bottom.

1 Open Attendance and clock in when you start, take breaks and clock out when you finish.

2 Your organisation chooses how clocking works: in the app, inside a work area, by showing a QR code to a
scanner, or at a fingerprint or face-recognition terminal. If a clock-in is refused, you are told why.

3 If you forgot to clock in or out, tell your manager or HR so it can be corrected.
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3. Request leave

1 Open Leave to see your balance for each leave type and your recent requests.

(

09:41

Balances

annual sick

22 days 10 days

My requests

annual
Nov 11 - Nov 15 - 3.0 days

fr o

Home Attendance Leave

.

= @5
oll F @

Leave AM

Pending

+ Request leave

®

Motifications More

y,

Leave: balances and your requests.

2  Choose Request leave, pick the type and dates, add a note and send it. Your manager is told. On the web,

open the menu under your name at the top right and choose My leave.

3 You will be notified when it is approved or declined.
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4. Read your payslip

09:41 ull F ©3

Pay AM
September 2026 Sep 1 - Sep 30
Basic Salary GHC 4,200.00

Less: Employee SSF (5.5% of

Basic Salary) “Elltt221:00
Taxable Income GHC 3,969.00
Less: PAYE Tax -GHC 596.75
Net Income GHC 3,372.25
TAKE-HOME PAY GHC 3,372.25

a O @
Home Attendance Leave Notifications

. v,

Pay: each month in order, ending in take-home pay.

1 Open More > Pay & payslips. A payslip appears only after your organisation has finalised payroll for that
month. Use the back arrow at the top left to return to where you were.

2 It reads from basic salary, through employee SSF, taxable income and PAYE, to your take-home pay. Below
it, the year to date shows what you have earned and paid so far this year, with deductions shown with a
minus. You only ever see your own.

3 Choose Download payslip to save an A4 PDF, on your organisation's letterhead and with its logo if it has
them, or to send it to a printer.

4  On the web, open My work > My payroll in the left menu to print a payslip. If a company logo has been
added, it appears faintly behind the payslip.
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5. Your menus on the web

¢ HR Ghana

1y Workspace A
| Home
Organisation
Users & permissions

Roles & permissions

Reports
22 People v
[ Time & Leave ~
(%) Payroll & Finance v
£ Billing

Terms & Conditions

Privacy Policy

Workspace /| Home

Good morning, Kwame

Demo Logistics Ltd - Org owner

5 items need your attention: Employees missing compliance records; Leave requests
awaiting your decision; Overtime requests awaiting your decision; and 2 more.

Show me what needs attention

10ct 2026 to 31 Oct 2026 - Africa/Accra time

@ @ Demo Logistics Ltd tf v

Reporting period

This month v [ECULIY Refresh

& Workforce @ Attendance today (27 Oct 2026) B Leave
Total employees Expected to work Pending requests
Active employees Present Awaiting your action
New hires Absent On leave today
Employees who left Not scheduled today Leave starting soon
@ Payroll
Current payroll period Open runs Awaiting approval Exceptions Gross pay {calculated)
October salaries 0 0 0 GHC 36,700.00
Employer cost (calculated)
GH(41,471.00
Hires and leavers Headcount by department

On the web, your own pages are under My work in the left menu.

Net pay (calculated)

GH(29,010.26

1 When you sign in on the web you see a home made for you: your day, tasks, notices and shortcuts.

2 Your left menu shows only what concerns you: My work (payroll, expenses, loans, equipment and

performance). Organisation settings, billing and administration are not shown.

3  The menu at the top right, under your name or company logo, holds My profile, My leave, My attendance,

Account settings, Security and password, Notification preferences and Sign out.
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6. Acknowledge your equipment

( )

09:41 ull F ©3

< My equipment

Access card HQ-014
AST-000003

Issued Oct 17, 2026 - Condition: good
Please return by Feb 19, 2027

Awaiting your acknowledgement

| have received this

Something is wrong

iPhone 15
AST-000002 - §/N IPH-15-7731

Issued Oct 17, 2026 - Condition: good
Please return by Feb 19, 2027

Awaiting your acknowledgement

| have received this

Something is wrong

Dell Latitude 5440
AST-000001 - S/N DL-5440-0192

Issued Oct 17, 2026 - Condition: new
With: Charger, laptop bag
Please return by Feb 19, 2027

Awaiting your acknowledgement

SR T AT J

More > My equipment.

1 When HR assigns you a laptop, phone, card or other item you get a notification. Open More > My
equipment.

2  Check the item and choose | have received this, or Something is wrong and say what the problem is; HR is
told.

3  When the return date approaches you are reminded. Return items to HR when you leave or when asked.
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7. Record overtime

%¢ HRGhana

1) Workspace ~
Home

23 People v

=] Time & Leave ~
Overtime

A My work v

Terms & Conditions

Privacy Policy

Time & Leave / Overtime

< Overtime

Record overtime

Overtime for Date worked From To Unpaid break (min)
Ama Mensah (EMP-002) (me) v 27/10/2026 [=] -t 0 -t 0 0
Reason

Overtime is only counted once it is approved. Time recorded on the clock does not become avertime by itself.

Submit for approval Save as draft

My overtime (3)
Date Time Overtime Reason Status

Emergency stock transfer for a

25 Oct 2026 17:30 to 20:00 (15m break) 2h15m 4
late delivery

Waiting For Approval

270ct2026  18:00 to 20:00 2n Month-end stock count SBprover

@ @ Demo Logistics Ltd ﬂf v

Refresh

Overtime is a request that has to be approved. Hours recorded on the clock are shown to reviewers for reference only and do not become overtime by themselves. Only approved
overtime can be paid, and payroll adds it only for employees who have an overtime pay component, up to the overtime the clock records confirm.

Actions

Cancel

by Efua Manager (efua.manager@demo.hrghana.test)

Loading dock overflow
260ct2026  19:00 to 20:30 1h30m Decision: Please plan overtime
with me beforehand.

Rejected

Time & Leave > Overtime on the web, or More > Overtime in the app.

by Efua Manager (efua.manager@demo hrghana.test)

1 Open Overtime. Choose the date you worked, the start and end time and any unpaid break, and give a short
reason. The length is worked out for you.

2  Choose Submit for approval, or Save as draft to finish later. Your manager, and anyone else who can approve
overtime, is told in the app and by email.

3 Overtime only counts once it is approved. Time on the clock does not become overtime by itself.

4 When it is decided you are notified in the app and by email: approved, or rejected with the reason. The

request shows who decided it, with their name and email.
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8. Apply for a loan

%.¢ HR Ghana

1) Workspace ~

Home
22 People v
=] Time & Leave v
A My work A~
My leave

My attendance
My payroll

My expenses
My loans

My equipment

My performance

Terms & Conditions

Privacy Policy

HR Ghana

< Loan Application

Loan - Salary Advance
Active

Requested amount
GHS 1200.00
Requested term
3 monthly installments
Requested start date
01/11/2026
Purpose
School fees
Approved amount
GHS 1200.00 over 3 monthly installments

Balance

OQutstanding balance
GHS 1200.00

OQutstanding principal
GHS 1200.00

Outstanding interest
GHS 0.00

Repayment schedule

Installments are due monthly.

Installment Due date Principal Interest
1 12/1/2026 400.00 0.00
2 1/1/2027 400.00 0.00
3 2112027 400.00 0.00

A loan and its repayment schedule.

Total due

400.00

400.00

400.00

@ @ Demo Logistics Ltd ﬂf £

Paid Status

0.00 Pending
0.00 Pending
0.00 Pending

1 Open More > Loans in the app, or My work > My loans on the web, and apply: choose the loan, the amount,

how many installments and when repayments should start.

2  Each loan is repaid monthly, weekly or fortnightly, depending on the loan your organisation set up. The

installment count and the schedule say which, for example 3 monthly installments.

3 If the application is refused when you submit it, the message says why, for example that you asked for more

installments than the loan allows. Change it and submit again.

4  People who approve loans are told straight away, in the app and by email. You are told when it is approved

or rejected, with the approver's name and email.

5 Once the money is paid out, open the loan to see the balance and the repayment schedule, installment by

installment.
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9. Get help and manage your account

1 Inthe app, open More > Help & support to raise a ticket with the HR Ghana team, follow replies and answer
them. On the web, use the question-mark icon at the top right.

2 Inthe app, open your profile (the circle at the top right) for personal information, security, notification

preferences and Delete my account.

3  Deleting your account closes your login and removes your name, notifications and registered devices.
Records your employer has to keep, such as payslips and leave history, stay with your employer. An
organisation's only owner has to hand over ownership first. This cannot be undone.
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Remember

Tip: pull down on any screen to refresh. If something looks wrong, tell your HR team; they can see your record
and help.

Need help? Contact your HR team, or write to support@hrghana.com. The screens in this guide show sample data; yours will show

your own organisation.
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