* HR Ghana

How HR Ghana works

A walk-through for your organisation

People, time, leave, payroll, filings and equipment in one place




Everything about your
people, in one place

People: employee records, documents,
departments, job roles and onboarding

Time and leave: clock in on web or mobile, leave
requests and balances, rotas

Payroll: calculate, review, approve and finalise, with
payslips for everyone

Compliance: the GRA PAYE schedule and the SSNIT
member listing

Equipment: register, assign, hand over and recover
company assets

Employees get their own app and web home for
their day-to-day needs

tf HR Ghana ® P Dpemo Logistics Lt tf v

Workspace | Home

Organisation Good morning, Kwame e
Dem g owner
Users & permissions it This month Apply Refresh
Roles & permissions
Reports
2. Peopl
[ Time & Leave
(%) Payroll & Finance
o© y ( ) By Leave
£ Billing
Expect Pendin
0
ployees Preser
8 0 il
Absent
0 0 0
Not scf
0 8 0
®
Current payroll period Open runs Awaitingapproval  Exceptions  Gross pay (calculated) ~ Net pay (calculated)
October salaries 0 0 0 GH(¢36,700.00 GH(29,010.26
Employer cost (calculated)
GHC41,471.00
Privacy Policy
Hires and leavers Headcount by department
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Getting started takes about g e y—

(1 Workspace 2. Workspace / Organisation

]
20 m I n utes o < Organization settings
Organisation

Users & permissions

Organization details
Roles & permissions

® Set your organisation details, company logo and Y e
[ Time & Leave v ties Lt
payslip letterhead sl e

Contact phone

® Add your employees (one by one or in bulk) and
their pay details

Registration number

Address line

® Invite people and choose their roles: owner, HR,
finance, finance manager, manager, employee

Not set &

® Welcome new starters with onboarding checklists

and keep everyone informed on the noticeboard o
p y 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 Remove logo

Letterhead for payslips

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.

Terms & Conditions

Privacy Policy
d k’ Naman | anictice | td
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Roles decide what each
person sees

® Each role grants specific permissions; you can see v s @ oot @ -
exactly what a role includes S —

< Roles & permissions

® Finance prepares payroll; a different person (Finance S

Roles & permissi
Roles are defined for the whole platform - a permission-based bundle, not something created per organization. Assign an existing role to a member from the
M an ag e r) a p p rOVeS it Repors Users & permissions | page. A person with several roles receives everything any of them allows.

@ v

A People Finance

£ Time & Leave o Prepares and calculates payroll, reviews payslips and submits payroll for approval. Cannot approve payroll it prepared, and has no access to bank details, billing or user
administrati

() Payroll & Finance v

® General en IpIO ees see only their own pages ul \der o -
y y g organization. view View organization profile and settings

My work: no organisation settings, billing or

payroll.calculate Run and recalculate payroll for employees

administration

payroll.manage_runs Create payroll runs, calculate/recalculate them, manage employee inclusion, and cancel them

payroll,submit Submit a calculated payroll run for approval

® Everyone's personal pages (My leave, My
attendance, account and security) are in the menu at

access to bank details, billing or user administration.

Permission Grant:
= Terms & Conditions
organiza tion.view View organization profile and settings
€ 10p rig
PPPPP lovees.view View /! ds. dy M and wark Incatiol

® HR, finance and managers keep their full working
menus; Billing is its own item for people who
manage it
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Time and leave

Choose how people clock in: web, mobile, GPS
work areas, QR codes, fingerprint or face-
recognition terminals

Leave types, balances, carry-forward and approvals
by managers

Employees request leave from their phone and are
told when it is decided

Overtime is a request that has to be approved; only
approved overtime is paid
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Payroll in four careful steps

® Calculate: statutory rules in force for the period work kil pliteisaninl. .

out each employee's pay =

Organisation

Payroll & Finance / Payroll runs

< Payroll run #1

Users & permissions
October salaries - run #1

® Review: gross pay, then each computed deduction

Reports
Employees Gross pay Employee deductions Employer contributions Take-home pay Employer cost
(SSF, PAYE, others), then take-home pay; problems C L
J ) ) y’ £ Time & Leave v
10 of 12 stages complete 83%
@

Payroll & Finance ~
are flagge

Payroll periods

- Payroll period @ Croioveesandinguts @ Corfours anavaicate Caloulate Review payslips and
Complete Complete Complete Complete ©
Complete

Pension settings

o Ap p rove: a d | ﬂ:e re nt pe rson a p p roves , no b o d y can Day-bassd pay ruis Erors anarigs @ S orvorova @ "o sopos R— ayoap S Ba ot

Complete Complete Complete Complete
Overtime pay

Employee compensation

approve a run they prepared " ®

Payroll calculations

Record payments

Payroll runs

Stage 11 of 12: Record payments
Payroll payments

. . . Available  Payments are recorded by people, in the payment ledger. Exporting a file does not mean anyone has been paid.
® Finalise and release: payslips go to employees;
- H Not started
Expense approvals
Confirmed GHC 0.00 of GHE 29,010.26 take-home. Initiated and not yet confirmed GHE 0.00. Qutstanding GHC 29,010.26.
Loan administration

payments are recorded and confirmed separately

& Billing Open the payment ledger for this run
Back: Payslips and bank sheet Next: Complete
Workflow history
From To Reason When
— draft — 27 Oct 2026, 07:27
draft calculated = 27 Oct 2026, 07:27

Terms & Conditions
calculated submitted - 27 Oct 2026, 07:27
Privacy Policy d
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Payslips on your own G > 0 ——-&-
letterhead —.

® Every payslip reads in the same order, ending in

£ Time & Leave

take-home pay; the job title is shown with the
employee details

Demo Logistics Ltd

14 Ring Road Central, Accra, Ghana - +233 30 000 0000 - hello@demologistics.example

® Your letterhead prints across the top and its footer
along the bottom; your logo can appear as a faint

Less: Employee SSF (5.5% of Basic Salary) - GHE 220.00
watermark (on by default, switch it off in settings)
Less: PAYE Tax = GHE 549.50
eeeeeeeee GHC 3,230.50
[l . TAKE-HOME PAY GHC 3,230.50
® The year to date sits once along the bottom, with e
= = = = = Employer Contribution GHE 520.00
deductions shown with a minus; it prints on one A4

sheet e e e :

aaaaaaaaaaa Allowances and other earnings ~ Gross pay Employee SSF Taxable income PAYE tax Total deductions

GHC 12,000.00 GHC 0.00 GHC 12,000.00 - GHE 440.00 GHC 11,560.00 - GHC 1,697.50 - GHE 2,137.50

Take-home pay
GHC 9,862.50

® SSNIT is decided per employee: someone who does

n O‘t pay SS N IT h aS n O S S F I i n e an d n O e m p I Oye r Demo Logistics Ltd - TIN P0012345678 - 14 Ring Road Central, Accra - www.demologistics.example
SSNIT

® Employees see only their own payslips, on the web
and in the app, and can download them as a PDF

Privacy Policy

HR Ghana - 7 - screens show sample data




GRA and SSNIT filings, from
the payroll you finalised

tg HR Ghana ® bemo Logistics Ltd v

® GRA PAYE schedule: GRA's own approved file, filled e p—

Heme < Compliance report - October 2026

Organisation

in with your employees; only taxable pay is entered

GRA PAYE Monthly - October 2026

Roles & permissions
Valid  Payroll run #1 (finalized) ~Template GRA-PAYE-MONTHLY-2026-09-v1 ~ Created 10/24/2026, 12:24:08 PM
Reports
H H Generate official report
® al SNOWS Y Or or eachn employee, Wi A .
)

{9 Time & Leave v

the social security fund taken off only where it was miifony o [ SRARNEutislbecppat o0 Mkl

Payroll periods Employer: Demo Logistics Ltd - TIN C0012345678 - tax office LTO Accra Central - month 10/2026. Only taxable pay is entered; the GRA file works out SSF, chargeable income
i and tax with its own formulas. The PAYE in the GRA file matches the payroll for every employee.

H Pay configuration
a I #  Employee  TIN/GhanaCard  Basicsalary  Taxableallowances  Paid SSNIT  SSF(infile)  Chargeable (infile) ~ PAYE (infile)  PAYE (pa
Pension settings
Day-based pay rule g He P001063352 2,800.00 0.00 ¥ 154.00 2,646.00 34265 34265
Agyeman
Overtime pay

Efua

o SS N IT mem ber I IStI n g . SS N IT num be r, nam e, Salary Employee compensation 2o e P001007919 485000 000 v 26675 456325 75031 75031

Payroll calculations
Esi

and the 1 3.5 % Tier 1 Contri bution ’ With totals Payroll runs 3 Ganey P001055433 560000 0.00 ¥ 308.00 5,292.00 927.50 927.50

Payroll payments
Akosua

N 4 A P001039595 4,200.00 0.00 i 231.00 3,969.00 596.75 596.75
Compliance Frimpong

Expense approvals

e \alidation lists exactly which employees are missing Rt
a TIN, Ghana Card or SSNIT number before you
generate

5 Kofi Adjei P001047514 3,100.00 0.00 b 170.50 2,92950 39226 392.26

Terms & Conditions

Privacy Policy

Check the files, and your own tax and pension treatment, with a qualified adviser before you file. @ B cerEre e e CE




Overtime and loans: asked,
decided, everyone told

® Employees submit overtime and loan requests; the p— P —
people who decide are told straight away, in the app

wve | Overtime
Home g
H H H < Overtime Refresh
and by email, with a link to that request
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
(5 Time & Leave A 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
Lea:
h H H . Record overtime
® The decision comes back the same way: approve
. 5 Overtime for Date worked From To Unpaid break (min)
ve
Efua Manager (EMP-001) (me) v  27/10/2026 O N ) - 0 0

or rejected with the reason, and who decided it

d il)
( Overtime is only counted once it is approved. Time recorded on the clock does not become overtime by itself.
Submit for approval Save as draft

My overtime (0)

® | oans show their repayment schedule, labelled
monthly, weekly or fortnightly

Your team's overtime (3)

Employee Date Time Overtime Reason Status Actions

® A request that is refused when submitted says why,
in plain words S s =E GEmMESh AR Caph (b
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Company equipment,
accounted for

® Register laptops, phones, vehicles, cards and more; — e ——
assign several items at once s

Home

People | Assets and equipment

< Assets and equipment Refresh

Organisation

® Print a handover record; employees acknowledge

Roles & permissions

[ [ Reports a4 3 1 0 0 0 0
Itel I I S I n t h e ap p Registered Available Assigned Maintenance Overdue returns Awaiting Dates due in 30

2. People "~

4R P acknowledgement days
Employees
Organisation chart

® QOverdue returns and expiring warranties are

Onboarding

H . H Job roles
highlighted and reminded 3 [SEEIE o men © s son () o

Assets and equipment

Find assets

Name, tag, serial, model. All categories v Allstatuses ¥ Alldepartments v Al locations v

Company policies

Assets (4)

Policy administration

® Assets stay assigned to a leaver until each return is

Performance v

AST-000004 Dell Latitude 5440 laptop Akosua Frimpong

y IT equipment Assigned -
reCO rd ed ] Time & Leave v S/NDL5440-88121 No return date

(= Payroll & Finance v
Samsung Galaxy AS54

AST-000005 il Available - -
i Mobile devices and SIMs
Toyota Hilux delivery truck
AST-000006 3 i Vehicles Available - -
Terms & Conditions SIN GT-4412-24
Privacy Policy
AST-000007 Warehouse access card Access cards, keys and badges Available = =
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A home for every employee

® A web home made for employees: their day, tasks, notices and shortcuts

Clock in, request leave, record overtime, apply for a loan, read and
download payslips, and acknowledge equipment from the mobile app

Raise a support ticket from the app (More > Help & support) and delete
your own account from your profile

Managers see approvals waiting for them

Thursday, October 22, 2026

ol ¥ @3

Good afternoon, Ama

' @® Not clocked in yet \\

32 days

Leave remaining
Across all leave types

fa

4

Unread notifications
Tap to read them

Leave balances

annual

=

GHC¢ 3,372.25

Take-home pay
September 2026

(0

3

My equipment
3 to acknowledge

>

22 days left of 22 days

sick
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Billing and your data, plainly

Billing is its own item in the left menu, for people

Who manage it tf HR Ghana
30-day free trial, then per-employee pricing ol
If a payment is missed you keep full access for a 14-
day grace period, with reminders

After that the account is read-only: data stays
visible, you can still pay and download your data,
nothing is deleted

Download everything as a ZIP of CSV files at any
time, even if you decide to leave; data is kept for 90
days after a subscription ends

Privacy Policy

Billing / Billing

< Billing

No subscription yet

This organisation does not have a subscription or trial on record, so there is no plan, invoice

(@] @ Demo Logistics Ltd f'\f ~

of payment to show. Contact HR Ghana support to set up your plan.
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Your information is looked after

® Each organisation's data is kept separate from every other organisation's
® Automatic sign-out after an hour without activity
® Changes to important settings, payroll steps and downloads are recorded in an audit history

® Finance and approval duties are separated by design
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Questions? We are here to help.

support@hrghana.com - hrghana.com

Step-by-step guides for each area are available on the website.




