HR Ghana

Getting started

For owners and HR administrators

Set up your organisation, add your people, give the right people the
right access and tell everyone what is going on. About 20 minutes.

hrghana.com - October 2026 - Screens show sample data




1. Sign in and find your way around

¢ 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

&  Workforce

Total employees

Active employees

New hires

Employees who left
@® Payroll

Current payroll period

October salaries

Employer cost (calculated)

GHC41,471.00

Hires and leavers

® Attendance today (27 Oct 2026)

Expected to work

0

Present

0
Absent

0

Not scheduled today

8

Awaiting approval Exceptions

0 0

@ @ Demo Logistics Ltd tf v

Reporting period

This month v [ECULIY Refresh

B Leave

Pending requests

1

Awaiting your action

1

On leave today

0

Leave starting soon

0

Gross pay (calculated) Net pay (calculated)

GH(36,700.00 GH(29,010.26

Headcount by department

The home page: your dashboard, with the menu on the left.

1 Go to app.hrghana.com and sign in with the email and password you were given.

2  The left menu groups the work: Workspace, People, Time & Leave and Payroll & Finance, plus Billing for the

people who manage it. Your own pages (My leave, My attendance, My payroll, My expenses, My loans and

My equipment) are in the menu at the top right, under your name or company logo, together with Account

settings, Security and Notification preferences.

3  The question-mark icon at the top right is Help & support, and the bell shows your notifications.

4  The dashboard shows headcount, attendance, leave and payroll, with charts. Use the reporting period box to

change the dates.

5  For your security you are signed out automatically after an hour without activity. A warning appears five

minutes before.
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2. Add an employee

%¢ HRGhana

{2 Workspace
Home
Organisation
Users & permissions
Roles & permissions

Reports

o

2. People
Employees
Organisation chart
Noticeboard
Onboarding
Job roles
Assets and equipment
Company policies
Policy administration
Recruitment

Performance

=] Time & Leave

= Payroll & Finance

Terms & Conditions

Privacy Policy

1 Open People > Employees and choose Add employee.

2  Fillin the name, hire date, job role, department, work location and manager. If the job role you need is
missing, use the + button beside the field to add it without leaving the form.

People /| Employees

< New employee

Employee details

Personal information

Employee number (leave blank to auto-

generate)

Preferred name

Country of birth

Search countries

Contact information

Personal email (used to sign in to the
employee portal and app)

Country

Search countries

Residential address

Postal city

Employment information

Job role

No job roles are set up yet. Use the +
button to add one now and carry on, or

manana tham an tha | lnh ralac nana

First name

Date of birth

dd/mm/yyyy

Marital status

Not set v

Work email (contact only, not used to sign

in)

Residential city

Postal region

Not set

Department

Not set

v

Middle name(s)

Gender

Notset v

Phone

Residential region

Not set

Work location

Not set

People > Employees > Add employee.

v

@ Demo Logistics Ltd

Last name

Nationality

Search countries

Alternative phone

Postal address

Reporting manager

Not set v

3  Save. The employee now appears in the list and can be given pay details and a login.

4  Open the employee any time to see their profile, assets and onboarding.
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3. Set your organisation details,

%¢ HRGhana

1) Workspace
Home
Organisation
Users & permissions
Roles & permissions

Reports
2} People
[ Time & Leave
(@) Payroll & Finance

&3 Billing

Terms & Conditions

Privacy Policy

Workspace / Organisation

< Organization settings

Organization details
Legal name

Demo Logistics Ltd

Display name

Demo Logistics Ltd
Contact email
Contact phone
Registration number
Address line

City

Region

Not set v

Company logo

logo and letterhead

@ @ Demo Logistics Ltd & v

Your logo replaces the profile initials at the top right for everyone in the organisation and appears as a light watermark behind every payslip. A square or wide logo with a plain

or transparent background works best, as a PNG or JPEG up to 5§ MB.

Show the logo as a light watermark behind payslips

[ Choose file | No file chosen

Letterhead for payslips

Remove logo

Your letterhead is printed on every payslip. Upload it as a PDF or a Word document (.docx), or as a PNG or JPEG image (up to 5 MB). For a PDF or Word file, the header at the
top of the first page (your logo and company details) prints at the top of the payslip, and a footer at the bottom of the page (address and contact details) prints as the very last
thing at the bottom, below the year-to-date figures. The previews below show exactly what will print. Employees only ever see their own payslip on it.

A

Namn | nnictire | td

Workspace > Organisation > Organisation settings: details, Company logo and Letterhead for payslips.

1 Open the Organisation page and choose Organisation settings.

2  Check the legal name, contact details and address.

3  Under Company logo, upload a PNG or JPEG (up to 5 MB). It replaces the profile initials at the top right for

everyone in your organisation.

4  The logo also appears as a light watermark behind every payslip. If you prefer plain payslips, untick "Show

the logo as a light watermark behind payslips"; the watermark is on by default.

5 Under Letterhead for payslips, upload your letterhead as a PDF or a Word document (.docx), or as a PNG or
JPEG image (up to 5 MB). For a PDF or Word file, the header at the top of the first page (your logo and
company details) and the footer at the bottom (address and contact details) are both used, and a preview

shows what will print. Every payslip preview and printout appears on it, with the footer along the very bottom

of the sheet.
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6 Replace or remove the logo or letterhead from the same cards. Only people who can manage the
organisation can change them.
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4. Invite people and choose their roles

%¢ HRGhana

far Workspace ~

Home
Organisation
Users & permissions
Roles & permissions
Reports

2 People

[ Time & Leave

(&) Payroll & Finance

& Billing

Terms & Conditions

Privacy Policy

Q] Q Demo Logistics Ltd ﬂf v

Workspace | Users & permissions

<

Users & permissions

How permissions work

Each person's access comes from the roles assigned to them below. A person can hold more than one role and receives everything any of their roles allows. There are two
predefined roles: Owner (full control of the organisation, including billing and users) and Member (self-service access to their own record). See exactly what each role allows

on  Roles &permissions

Invite a member

Role
Email address

Finance o
name@company.com Invite

Members (5)

Email Name Status Roles Joined Actions

—_— fa— Suspend Finance v Assign

Workspace > Users & permissions.

1 Open Users & permissions and invite a person by email, choosing a role. The list shows each member's

name, email, status and roles; the name comes from their employee record.

2  Roles control what each person can see and do. Open Roles & permissions to see exactly what each role

includes.

3  Finance can prepare and submit payroll; Finance Manager can approve it. They are different people by

design: nobody can approve a payroll run they prepared.

4  Give people only what they need. You can change a role at any time.
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5. Welcome new starters and keep everyone informed

t‘ HR Ghana @ Demo Logistics Ltd »,
@ Workspace a People / Onboarding
Home .
< Onboarding Refresh
Organisation
Users & permissions o o tasks report

Roles & permissions

Reports Open tasks (0)
2 People - There are no open onboarding tasks
Employees
Organisation chart Onboarding progress (0)
Noticeboard No one is being onboarded yet. Open an employee's profile and choose Start onboarding,
Onboarding
Job roles

Assets and equipment
Company policies
Policy administration
Recruitment

Performance v

[ Time & Leave v

@ Payroll & Finance v

Terms & Conditions

People > Onboarding.

1 Open Onboarding, pick a template and start it for a new employee. Tasks are due relative to the start date
and are shared between HR, the manager and the employee.

2  Use the Noticeboard to publish announcements to the whole organisation, a department or a team.

3 Overdue tasks are highlighted so nothing is forgotten.

HR Ghana - Getting started 719



6. Get help and follow what needs you

t‘ HR Ghana ® @ Demo Logistics Ltd tf v
Submit a support ticket
@ Workspace & Workspace / Home
My support tickets
| Home
y Good morning, Ama Help guides
A People Y 9 Refresh
Demo Logistics Ltd
[59 Time & Leave v
2 My work v
Quick actions
No shortcuts are avallable for your account yet. Use the menu to find what you can access.
Your day Your leave balance, 2026
Day off or no schedule Leave type Remaining Entitled Used
No time recorded today. Annual Leave 16 21 0 approved, 5 pending
Sick Leave 10 10 0 approved, 0 pending

Upcoming approved leave
1 request is waiting for a decision. Remaining = entitled + carried over - approved

You have no approved leave coming up. - pending

Terms & Conditions

Privacy Policy Noticeboard

The question-mark icon at the top right: support tickets and guides.

1 Choose the question-mark icon, then Submit a support ticket to ask the HR Ghana team for help. Pick a
category, describe the problem and send it. My support tickets shows the conversation; a dot on the icon
means there is a reply you have not read.

2  The bell shows your notifications: approvals waiting for you, decisions on your requests, payslips and more.
Each one opens the item it is about. The same alerts can arrive by email, and in the app they appear in the
Notifications tab.

3  Choose Notification preferences in the menu under your name to decide which alerts reach you and how.
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Remember

Tip: use the search boxes and filters on every list. Everything you can see on screen follows your role, so people
only see what they should.

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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