DAILY UMS /| PLATFORM & COMPLIANCE

STEP1/8

Organization Compliance

Open Organization Compliance

&= oY 0z ,.'LU Emma Demo Manager

Organization Compliance

Tenant-scoped compliance status and action-required queue.

Compliance Tracked obligations Due soon Expired
50% 12 3 3

Action required

SEVERITY ACTION DUE STATUS
PLATFORM APLIANCE . i )
High Follow up: Residence permit 2026-08-21 Open
ORGANIZAT|ON CPMPLIANCE
High Follow up: Safety induction refresher 2026-08-21 Open
High Follow up: Occupational health certificate 2026-08-21 Open
Medium Follow up: Residence permit 2026-09-23 Open
Medium Follow up: Safety induction refresher 2026-09-23 Open
Medium Follow up: Occupational health certificate 2026-09-23 Open

Open Platform & Compliance > Organization Compliance in the side menu. The page is read-only: it summarises the compliance obligations tracked for the current
organization (tenant) and lists the follow-up actions that are still open. Data from other organizations is never shown. Use it as the starting point for a weekly compliance
check.
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STEP 2/8

Organization Compliance

Compliance score

Organization Compliance

Tenant-scoped compliance status and action-required queue.

Compliance Tracked obligations Due soon
o0 % 12 3

Action required

SEVERITY ACTION

High Follow up: Residence permit

High Follow up: Safety induction refresher
High Follow up: Occupational health certificate
Medium Follow up: Residence permit

The Compliance card is the overall score. It is the number of tracked obligations that are Valid, Completed or Waived divided by all tracked obligations, as a percentage.
In the demo, 6 of 12 obligations are in order, so the score is 50%. When nothing is tracked yet, the score shows 100%.
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STEP 3/8

Organization Compliance

Tracked obligations

on Compliance

npliance status and action-required queue.

Tracked obligations Due soon
12 3

]
ACTION LJE
Follow up: Residence permit 20
Follow up: Safety induction refresher 20
Follow up: Occupational health certificate 20
Follow un: Residence permit 201

Tracked obligations is the total number of compliance records for the organization: residence permits, safety induction refreshers, occupational health certificates and
similar items. Each one belongs to an employee and may have an expiry date. The full list is on the Compliance Obligations & Actions page.
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STEP 4/8

Organization Compliance

Due soon and expired

Due soon Expired

3 3

DUE STATUS
2026-08-21 Open
2026-08-21 Open
2026-08-21 Open
2026-09-23 Open

Due soon is the number of obligations that expire within their warning period, so there is still time to renew them. Expired is the number of obligations whose expiry date
has already passed. Both kinds lower the compliance score and create a follow-up in the Action required list below.
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Organization Compliance

STEP5/8

Action required

20% 12 3 3

Action required

SEVERITY ACTION DUE

High Follow up: Residence permit 2026-08-21
High Follow up: Safety induction refresher 2026-08-21
High Follow up: Occupational health certificate 2026-08-21
Medium Follow up: Residence permit 2026-09-23
Medium Follow up: Safety induction refresher 2026-09-23
Medium Follow up: Occupational health certificate 2026-09-23

Action required is the queue of open follow-ups for the organization. SEVERITY shows how urgent each item is: expired obligations get the highest severity, items that
are only due soon a lower one. The list is sorted with the most critical items first and then by due date, and shows up to 100 open items.
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Organization Compliance

STEP6/8

What has to be done

12 3 3
1
ACTION DUE STATUS
Follow up: Residence permit 2026-08-21 Open
Follow up: Safety induction refresher 2026-08-21 Open
Follow up: Occupational health certificate 2026-08-21 Open
Follow up: Residence permit 2026-09-23 Open
Follow up: Safety induction refresher 2026-09-23 Open
Follow up: Occupational health certificate 2026-09-23 Open

ACTION describes what needs to happen, for example Follow up: Residence permit or Follow up: Occupational health certificate. The text comes from the obligation that
triggered the action, so each line can be traced back to a specific record on the Compliance Obligations & Actions page.
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Organization Compliance

STEP7/8

Due date and status
3

2026-08-21

2026-08-21

2026-08-21

2026-09-23

2026-09-23

2026-09-23

STATUS

Open

Open

Open

Open

Open

Open

DUE is the expiry date of the underlying obligation (shown as - when there is none). STATUS is Open for every item listed here; once an item is resolved, or the
obligation becomes valid again after an expiry check, it disappears from this list. When nothing is open, the page shows No open compliance actions.
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STEP 8/8

Organization Compliance

Where to act

ACCOUMNTANCY - -
8 ' Action required

®. TENANT ADMIN

SEVERITY ACTION
Q' PLATFORM & COMPLIANCE . . .
High Follow up: Residence permit
ORGANIZATION COMPLIANCE
High Follow up: Safety induction refresher
APLIANGE OP% IGATIONS &
el 2 High Follow up: Occupational health certificate
EMPLOYEE LIFECYCLE ) ) )
Mediurn Follow up: Residence permit
Medium Follow up: Safety induction refresher
CHANGE PASSWORD
Mediurn Follow up: Occupational health certificate

MY PPE

E-SAFETY (TO SIGN)

CATION REQUEST

This dashboard is for monitoring only. To see which employee each action belongs to, to resolve actions and to review every tracked obligation, open Platform &
Compliance > Compliance Obligations & Actions. That page is explained in the next lesson.
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STEP1/9

Compliance Obligations & Actions

Open the obligations page

il

o oY 0z E Emma Demo Manager

Compliance Obligations & Actions

Tenant-scoped expiry records and reviewed action-required items.

Open actions

SEVERITY EMPLOYEE ACTION DUE

High Mykola Kravchuk Follow up: Residence permit 2026-08-21
High Yuriy Koval Follow up: Safety induction refresher 2026-08-21
High Volodymyr Lysenko Follow up: Qccupational health certificate 2026-08-21
Medium Dmytro Shevchenko Follow up: Residence permit 2026-09-23
Medium Ivan Bondarenko Follow up: Safety induction refresher 2026-09-23
Medium Bohdan Polishchuk Follow up: Occupational health certificate 2026-09-23

Tracked obligations

EMPLOYEE CATEGORY OBLIGATION EXPIRY STATUS SOURCE

Open Platform & Compliance > Compliance Obligations & Actions. The page has three parts: the Evaluate expiry now button, the Open actions table and the Tracked
obligations table. Everything shown belongs to the current organization (tenant) only. A confirmation or warning message appears at the top after each action.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 1/9



DAILY UMS /| PLATFORM & COMPLIANCE
STEP 2/9

Compliance Obligations & Actions

Evaluate expiry how

Compliance Obligations & Actions

Tenant-scoped expiry records and reviewed action-required items.

‘ Evaluate expiry now \

Open actions

SEVERITY EMPLOYEE ACTION

High Mykola Kravchuk Follow up: Residence permit

High Yuriy Koval Follow up: Safety induction refresher
High Volodymyr Lysenko Follow up: Occupational health certificate

Evaluate expiry now recalculates the status of every obligation from its expiry date and warning period. Each Expired or DueSoon obligation gets an open action if it
does not have one yet, and actions whose obligation is valid again are closed automatically. A message then confirms how many changes were recorded. If the button is
disabled, the unified-expiry-engine pilot flag is not yet enabled for your organization.
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STEP 3/9

Compliance Obligations & Actions

Severity and employee

Evaluate expiry now

Open actions

SEVERITY EMPLOYEE ACTION LUE

High Mykola Kravchuk Follow up: Residence permit 2026-08
High Yuriy Koval Follow up: Safety induction refresher 2026-08
High Volodymyr Lysenko Follow up: Occupational health certificate 2026-08
Medium Dmytro Shevchenko Follow up: Residence permit 2026-08
Medium Ivan Bondarenko Follow up: Safety induction refresher 2026-09
Medium Bohdan Polishchuk Follow up: Occupational health certificate 2026-09

Trarlrad Aahlifrnatinne

Open actions lists every follow-up that is still open. SEVERITY shows how urgent it is: expired obligations are the most severe, items that are only due soon come next.
EMPLOYEE is the person the obligation belongs to, so you know whose permit, certificate or training must be renewed.
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STEP 4/9

Compliance Obligations & Actions

Action and due date

ACTION LUE

Follow up: Residence permit 2026-08-21 Resolve
Follow up: Safety induction refresher 2026-08-21 Resolve
Follow up: Occupational health certificate 2026-08-21 Resolve
Follow up: Residence permit 2026-09-23 Resolve
Follow up: Safety induction refresher 2026-09-23 Resolve
Follow up: Occupational health certificate 2026-09-23 Resolve

ACTION is the follow-up to perform, for example Follow up: Safety induction refresher. DUE is the expiry date of the obligation that created the action (shown as - when
there is none). Items are ordered by due date, so the oldest expiries are at the top.
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STEP5/9

Compliance Obligations & Actions

Resolve an action

LILIE
sidence permit 2026-08-21
‘ety induction refresher 2026-08-21
cupational health certificate 2026-08-21
sidence permit 2026-09-23
‘ety induction refresher 2026-09-23
cupational health certificate 2026-09-23

After the permit has been renewed, the training refreshed or the certificate uploaded, click Resolve on that row. The action is closed, removed from the open list and
written to the compliance audit log with your user name; the message The action was resolved and audited confirms it. Resolve buttons are disabled until the
organization-action-queue pilot flag is enabled.
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Compliance Obligations & Actions

STEP6/9

Tracked obligations

Tracked obligations

EMPLOYEE CATEGORY OBLIGATION EXPIRY STATUS SOURCE

Mykola Kravchuk Immigration Residence permit 2026-08-21 Expired PresentationDemo
Yuriy Koval Safety Safety induction refresher 2026-08-21 Expired PresentationDemo
Volodymyr Lysenko Health Occupational health certificate 2026-08-21 Expired PresentationDemo
Drmytro Shevchenko Immigration Residence permit 2026-09-23 DueSoon PresentationDemo
Ivan Bondarenko Safety Safety induction refresher 2026-09-23 DueSoon PresentationDemo
Bohdan Polishchuk Health Occupational health certificate 2026-09-23 DueSoon PresentationDemo
Serhii Boyko Safety Safety induction refresher 2027-05-02 Valid PresentationDemao
Andrii Tkachenko Health Occupational health certificate 2027-05-02 Valid PresentationDemo
Petro Melnyk Health Occupational health certificate 2027-05-02 Valid PresentationDemo
Vasyl Marchenko Immigration Residence permit 2027-05-02 Valid PresentationDemo
Ruslan Savchenko Immigration Residence permit 2027-05-02 Valid PresentationDemo
Taras Rudenko Safety Safety induction refresher 2027-05-02 Valid PresentationDemo

Scroll down to Tracked obligations. This is the complete list of compliance records for the organization, one row per employee and obligation. It includes valid records as
well as expired ones, so you can see the full picture behind the compliance score. When nothing has been imported or created yet, the table says so.
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Compliance Obligations & Actions

STEP7/9

Employee, category, obligation

Tracked obligations

EMPLOYEE CATEGORY OBELIGATION EXPIRY STATUS
Mykola Kravchuk Immigration Residence permit 2026-08-21 Expired
Yuriy Koval Safety Safety induction refresher 2026-08-21 Expired
Volodymyr Lysenko Health Occupational health certificate 2026-08-21 Expired
Dmytro Shevchenko Immigration Residence permit 2026-08-23 DueSoon
lvan Bondarenko Safety Safety induction refresher 2026-09-23 DueSoon
Bohdan Polishchuk Health Occupational health certificate 2026-08-23 DueSoon
Serhii Boyko Safety Safety induction refresher 2027-05-02 Valid
Andrii Tkachenko Health Occupational health certificate 2027-05-02 Valid
Petro Melnyk Health Occupational health certificate 2027-05-02 Valid
Vasyl Marchenko Immigration Residence permit 2027-05-02 Valid

EMPLOYEE names the person. CATEGORY groups obligations by area, for example Immigration for residence permits, Safety for induction refreshers and Health for
occupational health certificates. OBLIGATION is the specific document or training that has to stay valid.
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STEP 8/9

Compliance Obligations & Actions

Expiry and status

it

1 refresher
ralth certificate
it

1 refresher
ralth certificate
1 refresher

walth certificate

EXAPIRY

2026-08-21

2026-08-21

2026-08-21

2026-09-23

2026-09-23

2026-09-23

2027-05-02

2027-05-02

STATUS

Expired

Expired

Expired

DueSoon

DueSoon

DueSoon

Valid

Valid

SOURCE

PresentationDemo

PresentationDemo

PresentationDemo

PresentationDemo

PresentationDemo

PresentationDemo

PresentationDemo

PresentationDemo

EXPIRY is the date the obligation runs out, or No expiry. STATUS is calculated from it: Expired when the date has passed, DueSoon when it falls inside the warning
period, otherwise Valid. Completed and Waived records count as in order, and records without a date show NoExpiry. Statuses are refreshed each time the expiry check

runs.
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STEP9/9

Compliance Obligations & Actions

Where the record came from

EXPIRY STATUS
it 2026-08-21 Expired PresentationDemo
1 refresher 2026-08-21 Expired PresentationDemo
walth certificate 2026-08-21 Expired PresentationDemo
lit 2026-09-23 DueSoon PresentationDemo
1 refresher 2026-09-23 DueSoon PresentationDemo
ralth certificate 2026-09-23 DueSoon PresentationDemo
1 refresher 2027-05-02 Valid PresentationDemo

SOURCE tells you how the obligation entered the system, so you can trace it back when a date looks wrong. In the presentation tenant every record was created as
PresentationDemo sample data. Correct the original record and run Evaluate expiry now again to update the status and the open actions.
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STEP1/8

Employee Lifecycle

Open Employee Lifecycle

ik

[ wry ¢ AZ ,.LU Emma Demo Manager

Employee Lifecycle

Reviewed transitions are tracked separately from legacy employee status during rollout.

EMPLOYEE CURRENT STATE LAST UPDATE REVIEWED TRANSITION

Oleksandr Kovalenko Candidate Not started Archived ~ Reason (optional)
Mykola Kravchuk Candidate Not started Archived v Reason (optional)
Vadym Kravets Candidate Not started Archived v Reason (optional)
Volodymyr Lysenko Candidate Not started Archived v Reason (optional)
Vasyl Marchenko Candidate Not started Archived ~ Reason (optional)
Petro Melnyk Candidate Not started Archived v Reason (optional)
Roman Moroz Candidate Not started Archived w Reason (optional)
Maksym Pavienko Candidate Not started Archived v Reason (optional)
Yaroslav Petrenko Candidate Not started Archived v Reason (optional)
Bohdan Polishchuk Candidate Not started Archived ~ Reason (optional)

& < M-20cf30 > » Rows 10 ~ Page 2 w of3

Open Platform & Compliance > Employee Lifecycle. Every employee of the current organization has one row. The lifecycle state is kept separately from the older
employee status during the rollout, so moving someone here does not change their status on the other HR pages. If transitions are disabled, a note says the page is
read-only until the employee-lifecycle pilot flag is enabled.
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Employee Lifecycle

STEP 2/8

Employee and current state
Employee Lifecycle

Reviewed transitions are tracked separately from legacy employee status during rollout.

EMPLOYEE

Oleksandr Kovalenko

Mykola Kravchuk

Vadym Kravets

Volodymyr Lysenko

Vasyl Marchenko

Petro Melnyk

Roman Moroz

Maksym Pavlenko

CURRENT STATE

Candidate

Candidate

Candidate

Candidate

Candidate

Candidate

Candidate

Candidate

LAST UPDATE

Mot started

Not started

Mot started

Mot started

Mot started

Not started

Mot started

Mot started

REVIEWED TRAMSITION

Archived

Archived

Archived

Archived

Archived

Archived

Archived

Archived

Reason

Reason

Reason

Reason

Reason

Reason

Reason

Reason

(optional)

(optional)

(optional)

(optional)

(optional)

(optional)

(optional)

(optional)

EMPLOYEE is the person's name and CURRENT STATE is their lifecycle stage. There are six states: Candidate, Onboarding, Active, Suspended, Offboarding and
Archived. People who have never been moved start as Candidate. In the demo everybody is still a Candidate.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026

2/8



DAILY UMS /| PLATFORM & COMPLIANCE

Employee Lifecycle

Last update

ieparately from legacy employee status during rollout.

CURRENT STATE LAST UPDATE REVIEWED TRANSITION

Candidate Mot started Archived Reason (optional)
Candidate Mot started Archived Reason (optional)
Candidate Mot started Archived Reason (optional)
Candidate Not started Archived Reason (optional)
Candidate Mot started Archived Reason (optional)
Candidate Mot started Archived Reason (optional)
Candidate Mot started Archived Reason (optional)
Candidate Not started Archived Reason (optional)

STEP 3/8

LAST UPDATE shows the date and time (UTC) of the most recent transition for that person. Not started means no transition has been recorded yet, so the person is still
in the starting Candidate state. Use this column to spot people who have been stuck in onboarding or offboarding for too long.
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STEP 4/8

Employee Lifecycle

Choose the next state

ee status during rollout.

LAST UPDATE REVIEWED TRANSITION

Mot started |Archiued v | Reason (optional)

Archived

Onboarding

Mot started Reason (optional)

Mot started Archived hd Reason (optional) T
Mot started Archived o Reason (optional) T
Mot started Archived hd Reason (optional) T
Mot started Archived hd Reason (optional) T

Open the drop-down in the REVIEWED TRANSITION column and choose where the person should move. A Candidate can go to Onboarding or be Archived. The list
never offers a move that is not allowed from the current state, so stages cannot be skipped by mistake.
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STEP5/8

Employee Lifecycle

The allowed path

3 rollout.

TE REVIEWED TRANSITION

sd Archived v Reason (optional) T
sd Archived v Reason (optional) T
s Archived v Reason (optional) T
sl Archived W Reason (optional) T
sd Archived v Reason (optional) T
sd Archived v Reason (optional) T
s Archived v Reason (optional) T
sl Archived W Reason (optional) T

The allowed moves are: Candidate to Onboarding or Archived; Onboarding to Active, or back to Candidate; Active to Suspended or Offboarding; Suspended back to
Active or on to Offboarding; Offboarding to Archived, or back to Active if the person stays. Archived is the final state, so those rows show No further transition.
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STEP6/8

Employee Lifecycle

Add a reason

3 rollout.

TE REVIEWED TRANSITION

i Onboarding W Contract signed, starts 1 Nov | Transit
s Archived W Reason (optional) T

s Archived v Reason (optional) T

s Archived W Reason (optional) T

sd Archived W Reason (optional) T

Type a short reason in the Reason (optional) field, for example Contract signed, starts 1 Nov. It can be up to 500 characters long. The reason is stored together with the
old state, the new state, the date and the user who made the change, so the history explains why each move happened.
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Employee Lifecycle

STEP7/8

Save with Transition

3 rollout.

TE REVIEWED TRAMNSITION

i Onboarding W Contract signed, starts 1 Nov
xd Archived hd Reason (optional) T

af Archived W Reason (optional) T

»d Archived hd Reason (optional) T

sd Archived W Reason (optional) T

Click Transition on the same row. The new state is saved, LAST UPDATE is refreshed and the change is written to the compliance audit log; the message Lifecycle
moved to Onboarding and was audited confirms it. If someone else changed the same person after you opened the page, nothing is saved and you are asked to refresh
and try again.
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Employee Lifecycle

STEP 8/8

Browse all employees

Vasyl Marchenko Candidate Mot started Archived v Reason (optional) ‘ Transit ‘
Petro Melnyk Candidate Mot started Archived v Reason (optional) ‘ Transit ‘
Roman Moroz Candidate Mot started Archived v Reason (optional) ‘ Transit ‘
Maksym Pavlenko Candidate Mot started Archived v Reason (optional) ‘ Transit ‘
Yaroslav Petrenko Candidate Mot started Archived v Reason (optional) ‘ Transit ‘
Bohdan Polishchuk Candidate Mot started Archived v Reason (optional) ‘ Transit ‘
& ¢ M-200f30 > » Rows 10 % Page 2 w of3

The list is split into pages. Use the arrow buttons to go to the first, previous, next or last page; the counter shows which rows you are viewing, for example 11-20 of 30.
On the right, Rows sets how many employees are shown per page and Page jumps straight to a page.
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STEP 1/11

GDPR & Data Governance

Open GDPR & Data Governance

ik

[ wry ¢ AZ ,.LU Emma Demo Manager

GDPR & Data Governance

Requests, legal holds, retention previews and controlled portability exports for the current tenant.

Record a verified request Controlled operations
Access v Verification reference Employee ID (optional Preview retention

Mo delete, anonymize or live-restore command exists.

Data-subject requests

RECEIVED TYPE STATUS EMPLOYEE DUE

2026-08-26 Access InProgress 14756 2026-09-25

2026-08-19 Rectification Received 14757 2026-09-18

2026-08-12 Access Completed 14758 2026-09-1

RMANCE i i .
Active legal holds Retention policies

RESOURCE REASON CREATED RESOURCE DAYS DISPOSITION ENABLED

EmployeeProfile DEMO-HOLD- Preserve records for fictional insurance 2026-08- ApplicantRecord 730 Anonymize True

001 review. 19
EmployeeProfile 2555 Review True
SafetyEvidence 3650 Review True

Open Platform & Compliance > GDPR & Data Governance. At the top you record verified data-subject requests and run the controlled operations. Below are the list of
requests, the active legal holds and the retention policies. Everything on the page belongs to the current organization (tenant) only.
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STEP2/11

GDPR & Data Governance

Choose the request type

GDPR & Data Governance

Requests, legal holds, retention previews and controlled portability exports for the current tenant.

Record a verified request Controlled oper:

‘ Arcess o | Verification reference Employee ID (optional Record | Preview retention

Access Mo delete, anonymize ¢

Correction

Restriction

Portability TYPE STATUS EMPLOYEE
2026-08-26 Access InProgress 14756
2026-08-19 Rectification Received 14757
2026-08-12 Access Completed 14758

Under Record a verified request, open the first list and choose what the person asked for: Access (a copy of their data), Correction (fix wrong data), Erasure (delete their
data), Restriction (limit how it is used) or Portability (hand the data over in a reusable format).
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GDPR & Data Governance

STEP 3/11

Verification reference

GDPR & Data Governance

Requests, legal holds, retention previews and controlled portability exports for the current tenant.

Record a verified request Controlled oper:

Mo delete, anonymize ¢

Data-subject requests

RECEIVED TYPE STATUS EMPLOYEE
2026-08-26 Access InProgress 14756
2026-08-19 Rectification Received 14757
2026-08-12 Access Completed 14758

Verification reference is required and can be up to 128 characters. Record how you confirmed that the request really comes from the person, for example ID checked by
HR, ref 0147. Write a reference to the check, not the ID document number itself, so no extra personal data is stored.
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STEP 4/11

GDPR & Data Governance

Employee ID

JPR & Data Governance

|uests, legal holds, retention previews and controlled portability exports for the current tenant.

cord a verified request Controlled operations

‘aslre L ID checked tl‘_:,l" HF‘E, ref 0147 14756 | Praview retention | | Export ten:

Mo delete, anonymize or live-restore can

ta-subject requests

:CEIVED TYPE STATUS EMPLOYEE
J26-08-26 Access InProgress 14756
J26-08-19 Rectification Received 14757
J26-08-12 Access Completed 14758

Employee ID (optional) links the request to an employee record. The ID must belong to the current organization; otherwise the request is not created. Leave it empty
when the person is not in the system, for example a former applicant.
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GDPR & Data Governance

STEP5/11

Record the request

‘nance

‘eviews and controlled portability exports for the current tenant.

Controlled operations

-hecked by HR, ref 0147 14756 [ Preview retention | Export tenant i

Mo delete, anonymize or live-restore command exists.

TYPE STATUS EMPLOYEE DUE

Access InProgress 14756 2026-09-25
Rectification Received 14757 2026-09-18
Access Completed 14758 2026-09-T1

Click Record. The request is saved with the status Received and a due date 30 days later, and an audit entry is written; the message Data-subject request #N was
recorded and audited confirms it. Recording a request does not change or delete any data by itself. If the fields are disabled, the gdpr-workflows pilot flag is not yet
enabled.
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GDPR & Data Governance

STEP6/11

Data-subject requests

Data-subject requests

Mo delete, anonymize or live-restore commz

RECEIVED

2026-08-26

2026-08-18

2026-08-12

TYPE

Access

Rectification

Access

STATUS

InProgress

Recelved

Completed

]MPLCI\" 33
756
Mis7

| YT

Active legal holds

Retention policies

Data-subject requests lists every recorded request, newest first. RECEIVED is the date it was recorded, TYPE is the kind of request and STATUS shows how far it is, for
example Received, InProgress or Completed. When nothing has been recorded the table shows No requests recorded.
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GDPR & Data Governance STEP 7/11

Employee and deadline

Mo delete, anonymize or live-restore command exists.

STATUS EMPLOYEE

InProgress 14756 2026-09-25

Recelved 14757 2026-09-18

Completed 14758 2026-09-11

Retention policies

EMPLOYEE shows the ID of the linked employee, or - when none was given. DUE is the date by which the request should be answered: 30 days after it was received, in
line with the one-month GDPR deadline. Check this column regularly so no request is answered late.
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GDPR & Data Governance STEP 8/11

Preview retention

he current tenant.

Controlled operations

Mo delete, anonymize or live-restore command exists.

STATUS EMPLOYEE LUE

InProgress 14756 2026-09-25
Received 14757 2026-09-18
Completed 14758 2026-09-11

Under Controlled operations, Preview retention checks which compliance audit records are older than the retention period and shows them in a Retention preview (no
changes made) table with the resource, date, planned disposition and whether a legal hold protects it. It only previews: nothing is deleted or anonymised. When no
records are due, as in the demo, no table appears.
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STEP9/11

GDPR & Data Governance

Export tenant ZIP

he current tenant.

Controlled operations

Mo delete, anonymize or live-restore command exists.

STATUS EMPLOYEE LUE

InProgress 14756 2026-09-25
Received 14757 2026-09-18
Completed 14758 2026-09-11

Export tenant ZIP downloads one ZIP file with a manifest and the organization's workers, administration staff, archived records, compliance obligations, lifecycle records,
actions and legal holds. A SHA-256 fingerprint is saved and the export is audited. The file contains personal data, so store it securely. As the note says, no delete,
anonymize or live-restore command exists here.
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GDPR & Data Governance

Active legal holds

2026-08-12 Access Completed 14758

Active legal holds Retention policies

RESOURCE REASOMN CREATED RESOURCE

EmployeeProfile DEMO-HOLD- Preserve records for fictional insurance 2026-08- ApplicantRecord
001 review. 19

EmployeeProfile

SafetyEvidence

A legal hold keeps a record from being removed by retention, for example during an insurance review or a dispute. RESOURCE identifies the protected record,

REASON explains why it is kept and CREATED shows when the hold started. Held records are flagged in the retention preview.
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STEP11/11

GDPR & Data Governance

Retention policies

Completed 14758 2026-09-1

Retention policies

CREATED RESOURCE DISPOSITION EMABLED

2026-08- ApplicantRecord Anonymize True
19

EmployeeProfile Review True

SafetyEvidence Review True

Each policy names a RESOURCE type, the number of DAYS it is kept, the DISPOSITION after that period (Anonymize or Review) and whether it is ENABLED. In the
demo, applicant records are kept 730 days (2 years), employee profiles 2555 days (about 7 years) and safety evidence 3650 days (10 years).
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STEP1/9

Tenant Access (Roles & Access)

Open Tenant Access

o | @Az L.o

Ik

e

Roles & Access

L HUM
Organization: Presentation Tenant
PLANNING
ARCHIVE ACCOUNTING ADMINISTRATION_GENERAL CANDIDATE DIRECTOR EMPLOYEE EMPLOYEE REPRESENTATIVE MAMAGER SAFETY SPECIALIST =~ TEMANT MANAGER
AR
ACCOUNTANCY
ACCOUNTS PAYABLE
NTANCY
ADMIN
2o TENANT ADMIN U U
sers List
a8 TENANT ABCESS
Create User
v v
= 10N MEM . .
Change Password
Documents Admin
Forms Admin
Translations Admin
ADMIN
VACATION REQUESTS v
EMAIL SETTINGS
@& EMAIL SETTINGS v v
EMAIL TEMPLATES EMAIL TEMPLATES
NOTIFICA 5 ADMIN

OTP [ Two-step login

Open Tenant Admin > Tenant Access in the side menu. The page is called Roles & Access. It controls which roles can open which pages in the current organization
(tenant). A person sees a page in the side menu only when one of their roles in this organization is ticked for that page.
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STEP 2/9

Tenant Access (Roles & Access)

Your organization only

Roles & Access

Organization: Presentation Tenant

ACCOUNTING ADMINISTRATION_GEMERAL CANDIDATE DIRECTOR EMPLOYEE EMPLOYEE REPRESENTATIVE MAMNAGER SAFETY SPECIE
ACCOUNTANCY
ACCOUNTS PAYAEBLE
ADMIN
Users List

(<

Create User

<

Change Password

The line under the title names the organization you are editing (here Presentation Tenant). You manage access for this organization only: other organizations keep their
own settings. Pages that are not part of the organization's subscription package are not listed at all, so you cannot grant access to a module the organization has not
bought.
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STEP 3/9

Tenant Access (Roles & Access)

Roles are the columns

1 Tenant

(I < I < I <
(=)
e 0080

Every column after PAGE is one role, for example Accounting, Administration_General, Candidate, Director, Employee, Employee representative, Manager, Safety
specialist and Tenant Manager. Read a column from top to bottom to see everything that role can open. The GLOBAL ADMIN role is reserved for the platform
administrator and is not shown.
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STEP 4/9

Tenant Access (Roles & Access)

Pages are the rows

ACCOUNTING ADMIMISTRATION_GENERAL CANDIDATE DIRECTOR EMPLOYEE EMPLOYEE REPRESENTATIVE MAMAGER SAFETY SPECIAL
ACCOUNTANCY

ACCOUNTS PAYABLE

ADMIN

Users List

<

Create User

(<

Change Password

(<)

Documents Admin

I
I

Forms Admin

I
I

Every row is one page. Rows are grouped under the side-menu section they belong to (ACCOUNTANCY, ADMIN and so on). The grey text under each page name is its
address, for example /ems/office/accountspayable, which helps when two pages have similar names.
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STEP5/9

Tenant Access (Roles & Access)

Grant or revoke access

STRATION_GENERAL CAMNDIDATE DIRECTOR EMPLOYEE EMPLOYEE REFPRESENTATIVE MAMNAGER SAFETY SPECIALIST TEMANT MAMAGER

I
e 886

1)
(<

A green tick means the role has access to the page; an empty box means it does not. Clicking a box grants or revokes access immediately: there is no separate Save
button, and the side menu of the affected people updates on their next page load. Because changes are instant, check the row and column before you click.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 5/9



DAILY UMS /| PLATFORM & COMPLIANCE

STEP6/9

Tenant Access (Roles & Access)

The Tenant Manager column

OYEE EMPLOY EE REPRESENTATIVE MANAGER SAFETY SPECIALIST TEMANT MAMNAGER

(I <
(I <

The Tenant Manager column is ticked on almost every page, including the admin pages such as Users List, Create User and Change Password. Untick a page here only
if your managers really should not use it. Tenant Access, Organization Members, Branding and Act As User are not listed in the matrix at all, so the Tenant Manager can
never remove their own access to this page.
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Tenant Access (Roles & Access)

STEP7/9

Manage roles
,l'.? Q Emma Demo Manager [+ Logout

as Manage roles

MAMNAGER  SAFETY SPECIALIST TEMANT MAMAGER

Click Manage roles in the top-right corner to see, add, rename or delete roles. The list shows the shared built-in roles plus the custom roles of YOUR organization only.
Roles are assigned to people on the Organization Members page; this page only decides what each role can open.
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STEP 8/9

Tenant Access (Roles & Access)

The roles list

Accounting [ ]

Administration_General

Candidate

Director

Employee

Employee representative

Manager

Safety specialist

Tenant Manager

MNew role name

The Roles window lists every role your organization can use. Roles marked BUILT-IN (Administration_General, Director, Employee, Manager, Tenant Manager) are
shared by all organizations and used by the app itself, so only the platform administrator can rename or delete them. Custom roles such as Accounting or Candidate
belong to your organization: the tick button renames and the bin button deletes them. Renaming keeps the role's page access and its people.
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STEP9/9

Tenant Access (Roles & Access)

Add a new role

Employee

Employee representative

Manager

Safety specialist

Tenant Manager

Mew role name

Type a name in New role name and press the orange + button to create a custom role; it appears as a hew column in the matrix with no access. Custom roles belong to
your organization only: adding, renaming or deleting one never changes another organization. Deleting a role (after a confirmation) removes its page access and takes it
away from the people in your organization who had it.
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STEP1/9

Organization Members

Open Organization Members

@ I‘Ti LN 1 Q {
Search by name, email or organization... Organization Members
(L L GLOBAL ROLES ORGANIZATIONS
B ARCHIVE
1 Anna Petrova anna.petrova@demo-company.test Presentation Tenant Tenant Manager
= 2 Lukas Berg lukas.berg@demo-company.test Manager Presentation Tenant Manager

TENANT ADMIN 3 Marta Novak marta.novak@demo-company.test Manager Presentation Tenant Manager, Worker
4 Emma Demo Manager presentation.manager@test.local Director Manager Tenant Manager Presentation Tenant Director, Manager, Tenant Manager
5 Daniel Kowalski daniel.kowalski@demo-company.test Presentation Tenant Tenant Manager
6 Sofia Ricci sofia.ricci@demo-company.test Presentation Tenant Tenant Manager
7 Tomas Lind tomas.lind@demo-company.test Presentation Tenant Tenant Manager
8 leva Mazure leva.mazure@demo-company.test Candidate Presentation Tenant Candidate
9 Mark Clsen mark.olsen@demao-company.test Tenant Manager Presentation Tenant Tenant Manager
10 Mark Olsen mark.olsen2@demo-company.test Employee No organization REMOVED

EMAIL SETTINGS

EMAIL TEMPLATES

Open Tenant Admin > Organization Members in the side menu. The list shows every login that belongs to an organization where you hold the Tenant Manager role,
together with the roles each person has there. Logins without any organization and platform administrators are not shown to a Tenant Manager; they are handled by the
platform administrator. Names and emails in this lesson are demo placeholders.
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Organization Members

STEP 2/9

Search members

[ Search by name, email or organization... ]

Organization Members

GLOBAL ROLES

1 Anna Petrova

2 Lukas Berg

3 Marta Mowvak

4 Emma Demo Manager

Daniel Kowalski

o

anna.petrova@demo-company.test

lukas.berg@demo-company.test Manager
marta.novak@demo-campany.test Manager
presentation.manager@test.local Diractor

daniel.kowalskifdemo-company.test

Presentation

Presentation

Presentati

Manager Tenant Manager Presentati

Presentation

Type in the search box to filter the list by name, email, organization or role. The list updates as you type. Column headers with arrows (Name, Email, Global roles,

Organizations) can be clicked to sort the list.
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STEP 3/9

Organization Members

Filter by organization

[+ Logout

ganization Members

ORGAMIZATIOMNS

Presentation Tenant Tenant Manager @z Manage

Presentation Tenant Manager @2 Manage

Presentation Tenant Manager, Worker @z Manage

ant Manager Presentation Tenant Director, Manager, Tenant Manager =1 Manage

The drop-down in the top-right corner limits the list to one organization. It shows All organizations by default and lists only the organizations you manage. This is useful
when you are Tenant Manager in more than one organization.
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STEP 4/9

Organization Members

Roles per organization

Organization Members All organizations v

ORGAMIZATIONS

Presentation Tenant Tenant Manager = Manage

Presentation Tenant Manager R Manage

Manager Tenant Manager Presentation Tenant Director, Manager, Tenant Manager =13 Manage
Presentation Tenant Tenant Manager B2 Manage

Presentation Tenant Tenant Manager Rz Manage

Presentation Tenant Tenant Manaoer B+ Manana

The Organizations column shows one green tag per organization the person belongs to, followed by the roles they have in that organization (for example Manager,
Worker). A star in the tag marks the person's default organization, the one they land in after signing in. Global roles is the older, account-wide role list and is shown for
reference.
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STEP5/9

Organization Members

Removed memberships

e e mmm e s e e ey L Tt

Presentation Tenant Tenant Manager Rz Manage
e Presentation Tenant Candidate B2 Manage
anager Presentation Tenant Tenant Manager R Manage

2 Mo arganization WED B MEIF'IEII:_‘.]E

e8]

Rows 10 ~» | Page 1 w of

A red No organization tag means the login currently belongs to no active organization. A grey tag marked REMOVED shows an organization the person used to belong
to. Such a person can no longer open this organization's data, but their history is kept and the membership can be restored from the Manage window.
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STEP6/9

Organization Members

Manage a member

ation Members All organizations v

ORGAMIZATIONS

Presentation Tenant Tenant Manager B Manage
Presentation Tenant Manager B2 Manage
Presentation Tenant Manager, Worker
jer Presentation Tenant Director, Manager, Tenant Manager =13 Manage
Presentation Tenant Tenant Manager B Manage
Presentation Tenant Tenant Manager W2 Manage
Presentation Tenant Tenant Manaoer B+ Manane

Click Manage at the end of a row to open the Organization membership window for that person. New people are not added here: create their login on Create User first,
then manage their memberships on this page.
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STEP7/9

Organization Members

Roles in this organization

Marta Novak

marta.novak@demo-company.test

Presentation Tenant * a

Manager x Worker x

+ add rale... b

The window shows the person's name and email, then one card per organization. Under ROLES IN THIS ORG every role is a blue chip: click the small x on a chip to
take that role away, or choose a role in + add role to give one more. Each change is saved immediately and the card refreshes. The roles decide which pages the
person sees, as set on Tenant Access.
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STEP 8/9

Organization Members

Default organization and removal

& ORGANIZATION MEMEBERSHIP »

Marta Novak

marta.novak@demo-company.test

Presentation Tenant E

Manager x Worker x

+ add role... b

Select organization... b Role [optional) v [] Default

In the top-right corner of each organization card there are two buttons. The star makes this organization the person's default (a filled orange star means it already is).
The person-minus button removes the login from the organization after a confirmation; the person keeps their account but can no longer work in that organization.
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Organization Members

STEP9/9

Add to an organization

Manager x Worker x

+ add rale... b

[ Select organization... L Role (optional) v [ ] Default ]

Use ADD TO AN ORGANIZATION to give the person access to another organization you manage: pick the organization, optionally a role and tick Default if it should
become their default organization, then press Add. A Tenant Manager can only choose organizations they manage. Close the window with the x when you are done; the
list updates automatically.
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STEP1/8

Branding (Logos)

Open Branding

e ‘7; p—— O az L'_o o Emma Demo
Z SETTINGS Presentation Tenant
M LoGOS
Top Bar Logo DEFAULT Sidebar Logo DEFAULT Sidebar Logo (Collapsed) CusTOM
Shown in the top navigation bar. Shown as the sidebar brand when expanded. Shown as the brand when the sidebar is collapsed. Falls

back to the expanded logo.

o e———— 55 D
Click or drop an image Click or drop an image o
Click or drop an image
D Reset to default 'O Reset to default

"D Reset to default
. Hide top bar loge (show no logo in the top bar)

&% EMAIL SETTINGS

EMAIL TEMPLATES

NOTIFICATIONS

Open Tenant Admin > Branding in the side menu. The page is titled SETTINGS and has one section, LOGOS. Here you replace the Daily UMS logos with your own
company logo, so your people see your brand when they work in the app.
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Branding (Logos)

STEP 2/8

Logos per organization

@AZ ,L_.‘_' @ Emma Demo
== SETTINGS Presentation Tenant
P LOGOS
Top Bar Logo DEFAULT Sidebar Logo DEFAULT Sidebar Logo (Collapsed) CUSTOM
Shown in the top navigation bar. Shown as the sidebar brand when expanded. Shown as the brand when the sidebar is collapsed. Falls

back ta the expanded logo.

The organization you are editing is shown on the right (TENANT: Presentation Tenant). Logos are stored per organization (tenant), so each company that uses the app
can have its own branding. A slot that is left empty simply shows the built-in Daily UMS logo.
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STEP 3/8

Branding (Logos)

Three logo slots

M LoGos
Top Bar Logo DEFAULT Sidebar Logo DEFAULT Sidebar Logo (Collapsed) cusTOM
Shown in the top navigation bar. Shown as the sidebar brand when expanded. Shown as the brand when the sidebar is collapsed. Falls

back to the expanded logo.

ol aan———— 55 D orn)sessm——— 5 D
ol e—— 55 D
Click or drop an image Click or drop an image n
Click or drop an image
2 Reset to default D Reset to default

) Reset to default

. Hide top bar logo (show no logo in the top bar)

Each card is one place where a logo appears. Top Bar Logo is shown in the top navigation bar. Sidebar Logo is the brand at the top of the expanded side menu. Sidebar
Logo (Collapsed) is shown when the side menu is folded to icons; if it is empty, the expanded sidebar logo is used. The dark box in each card is a live preview.
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STEP 4/8

Branding (Logos)

Default or custom

DEFAULT Sidebar Logo (Collapsed)

nd when expanded. Shown as the brand when the sidebar is collapsed. Falls

back to the expanded logo.

omealdesssm—— 55 0

r drop an image n
Click or drop an image

The badge in the top-right corner of each card tells you what is in use: DEFAULT means the built-in Daily UMS logo, CUSTOM means an image uploaded for this
organization. In the demo the collapsed sidebar logo is custom and the other two are the defaults.
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Branding (Logos) STEP5/8

Upload a logo

=

UMNI¥¥CRSAL MAMAGSGCMLCHENT ZYSTLCH mE
) esssss——— 55 D o esssss—— 5 0
T —
Click or drop an image Click or drop an image a
Click or drop ani
"D Reset to default D Reset to default
"D Reset to default
. Hide top bar logo (show no logo in the top bar)

Click Click or drop an image to choose a file, or drag a file from your computer onto the dashed box. PNG, JPG, WEBP and GIF images up to 4 MB are accepted. The

image is uploaded and saved straight away, the preview updates and the badge changes to CUSTOM. A wide logo on a transparent background looks best on the dark
bars.
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STEP6/8

Branding (Logos)

Logo height

Dack 1o the exXpanded 1ogo.

=

UNIVCRSAL MANAGCMCRET ZYSTCH mE
[ e asss————— 55 D ] o asss——— 5 0
S —
Click or drop an image Click or drop an image n
Click or drop ani
"D Reset to default D Reset to default
D Reset to default
. Hide top bar logo (show no logo in the top bar)

HEIGHT (PX) sets how tall the logo is drawn. Drag the slider or type a number; the preview follows at once and the size is saved automatically a moment after you stop.
The round-arrow button next to the number restores the default height for that slot.
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STEP7/8

Branding (Logos)

Reset to default

onl)eesssm—— 56 D onnl)eessm—— 5 0
S —

1 &

Click or drop an image Click or drop an image a
Click or drop anii

[ ) Reset to default ] ) Reset to default
) Reset to default

. Hide top bar logo (show no logo in the top bar)

Reset to default deletes the uploaded image for that slot and goes back to the built-in Daily UMS logo. It takes effect immediately, without a confirmation, so keep a copy
of your logo file in case you want it back.
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STEP 8/8

Branding (Logos)

Hide the top bar logo

S —
oy &3

Click or drop an image Click or drop an image a
Click or drop ani

) Reset to default ) Reset to default
) Reset to default

[. Hide top bar logo (show no logo in the top bar) ]

The Top Bar Logo card has one extra option: Hide top bar logo (show no logo in the top bar). It is ticked in the demo, which is why the top bar starts with the language
buttons. Untick it to show the logo again. Like every change on this page, it is saved as soon as you click.
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STEP1/8

Users List

Open Users List

I I I @uU (L o (@A L',_o °EmmaDemo
UNIVERSAL NANAGEMCMT s¥sTCM
search by any data USERS LIST
S . .
1 Mark Olsen 1fal5c78-66d4-4e42-9204-F7fd5F75d35= mark.olsen@demo-company.test Tenant Manager v 2¢ CHANGE ROLE @ DELETE USER
7 leva Mazure 3515e80a-87¢7-4832-9f7a-461bdd79a987 ieva.mazure@demo-company.test Candidate ~ 20 CHANGE ROLE I DELETE USER
INTA
TENANT ADMIN . - ) . - —
3 Daniel Kowalski 35240¢3d-eb%4-46ca-8a72-a87321b5babe daniel kowalski@demo-company.test Tenant Manager ~ av CHANGE ROLE M DELETE USER
4 Marta Novak 379bffds-d784-46eb-be63-dspased3e225 marta.novak@demo-company.test Manager ~ 20 CHANGE ROLE I DELETE USER
5 Sofia Ricci 3a38eb17-@3fd-4ce6-88F3-8df467=5d6083 sofia.ricci@demo-company.test Tenant Manager v 2¢ CHANGE ROLE @ DELETE USER
6 Elena Ivanova 66a33b35-57fb-4db3-8lea-cdac@28:858F elena.ivanova@demo-company.test Tenant Manager ~ 20 CHANGE ROLE I DELETE USER
7 Lukas Berg 7ea72b9@-be52-4c45-9998-293F107d2eed lukas.berg@demo-company.test Manager ~ 20 CHANGE ROLE I DELETE USER
8 Emma Demo Manager 34379394 -1726-4147-800-7986b391d809 presentation.manager@test.local Director v 2¢ CHANGE ROLE @ DELETE USER
9 Anna Petrova b6as4bf4-2695-4e6f-0c02-1ddo60beb28b anna.petrova@demo-company.test Tenant Manager v 2¢ CHANGE ROLE @ DELETE USER
ETTI
EMAIL TEMP 10 Tomas Lind e@65febb-cdaf-4493-ab31-5c768f27e0af tomas.lind@demo-company.test Tenant Manager w 20 CHANGE ROLE M DELETE USER

IFIC!

Open Tenant Admin > Users List in the side menu. Every row is one login (user account) of the current organization, with the person's name, the account ID, the email
used to sign in and the person's role in this organization. Names and emails in this lesson are demo placeholders.
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Users List

STEP 2/8

Search and sort

L R RN AN L

[ search by any data l USERS LIST

MAME SURMNAME ) ROLE

1 Mark Olsen 1Tal5c73-obdd-4e42-9294-T7Fd5f75d35e mark.olsen@demo-company.test Tenar
i leva Mazure 351%e80a3-87c7-4832-9T7a-461bdd 733987 ieva.mazure@demo-company.test Candi
3 Daniel Kowalski 35248c3d-eb24-46ca-8a72-a87321b5bate daniel.kowalski@demo-company.test Tenar
4 Marta Novak 379bffd8-d784-46eb-be63-d80as0d3e225 marta.novak@demo-company.test Mana

Type in search by any data to filter the rows by name, ID, email or role. Click a column header with arrows (#, NAME SURNAME, 1D, EMAIL, ROLE) to sort by that
column; click again to reverse the order.
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Users List

STEP 3/8

Login details

search by any data USERS LIST

1 Mark Olsen 1fal5c73-66d4-4e42-9294-F71d5f75d35e mark.olsen@demo-company.test Ten@nt Manager v ac CHANGE ROLE
% leva Mazure 3515e80a-87c7-4832-9f7a-461bdd79a987 ieva.mazure@demo-company.test Candidate w 2o CHANGE ROLE
3 Daniel Kowalski 35248c3d-eb%4-46ca-8a72-aB7321bSbake daniel.kowalski@demo-company.test Tenant Manager v av CHANGE ROLE
4 Marta Novak 379bffd8-d784-46eb-be63-dERa50d30225 marta.novak@demo-company.test Manager w 2¢ CHANGE ROLE

CHANGE ROLE

El

5 Sofia Ricci 3a38ebl17-83fd-4ceh-85T3-8dF467=5d6a3 sofia.ricci@demo-company.test Tenant Manager w

6 Elena Ivanova 66a833b35-57fb-4db3-81ea-cdac®28e858F elena.ivanovai@demo-company.test Tenant Manager v av CHANGE ROLE

NAME SURNAME comes from the person's profile. ID is the unique, permanent number of the login; quote it when you report a problem with an account. EMAIL is the
address the person uses to sign in and to receive password and notification emails.
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Users List

STEP 4/8

Pick a new role

rk.olsen@demo-company.test

a.mazure@demo-com pany.test

lel.kowalski@demo-company.test

rta.novak@demo-company.test

la.ricci@demo-company.test

na.ivanova@demo-company.test

EIS-DE'Q@DE""ID-ED""I pany.test

sentation.manager@test.local

Tenant Manager v

Candidate A

Employee
Candidate
Safety specialist
Director

Administration employee
Manager

Accounting

Employee representative

Manager W

Director A

EI-

20

2o

CHANGE ROLE

CHANGE ROLE

CHANGE ROLE

CHANGE ROLE

CHANGE ROLE

CHANGE ROLE

CHANGE ROLE

CHANGE ROLE

8l

8l

8l

8l

8l

8l

8l

DELETE USER

DELETE USER

DELETE USER

DELETE USER

DELETE USER

DELETE USER

DELETE USER

DELETE USER

The ROLE drop-down shows the person's current role in this organization. Open it and choose another role, for example Employee, Manager, Director or Tenant
Manager. Choosing a role does not save it yet. Each person has one role per organization on this page; use Organization Members if someone needs several roles.
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Users List

STEP5/8

Change role

DELETE USER

zompany.test Tenant Manager v 2¢ CHANGE ROLE

DELETE USER

-company.test Candidate v 2v CHANGE ROLE

DELETE USER

no-company.test Tenant Manager v av CHANGE ROLE

-company.test Manager v 20 CHANGE ROLE M DELETE USER
ympany.test Tenant Manager v av CHANGE ROLE I DELETE USER
o-company.test Tenant Manager v 2+ CHANGE ROLE I DELETE USER
ompany.test Manager L 2+ CHANGE ROLE I DELETE USER

Press CHANGE ROLE in the same row to save the selected role. The new role replaces the person's previous role in this organization and decides which pages they
can open (see Tenant Access). The person sees the change the next time a page loads.
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Users List

STEP6/8

Update all roles

a4379%9a94-17e6-4147-8e00-7986b391d809 presentation.manager@test.local Director v 20 CHANGE ROLE m Dt
beas4bT4-2695-4e6T-9c82-1dd960bes28b anna.petrova@demo-company.test Tenant Manager v 2¢ CHANGE ROLE m Dt
e@s5febb-cd@f-4493-ab31-5c768T270at tomas.lind@demo-company.test Tenant Manager " &v CHANGE ROLE I Dt

#4 UPDATE ALL ROLES

If you changed the role drop-down in several rows, press the orange UPDATE ALL ROLES bar below the table instead of pressing CHANGE ROLE in each row. Only
rows whose role really changed are saved; logins outside your organization are skipped.
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Users List

STEP7/8

Delete user

zompany.test Tenant Manager v av CHANGE ROLE I DELETE USER
-company.test Candidate W 2v CHANGE ROLE W DELETE USER
no-company.test Tenant Manager v av CHANGE ROLE
-company.test Manager v av CHANGE ROLE M DELETE USER
ympany.test Tenant Manager v av CHANGE ROLE I DELETE USER
o-company.test Tenant Manager v 2+ CHANGE ROLE I DELETE USER
ompany.test Manager W 20 CHANGE ROLE M DELETE USER

DELETE USER asks for confirmation and then removes the login from the current organization: the membership is closed and the person's roles here are removed, so
they can no longer work in this organization. The person's records and their access to other organizations stay. You cannot delete your own account.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 718



DAILY UMS /| PLATFORM & COMPLIANCE
STEP 8/8

Users List

Rows and pages

1a.petrova@demo-company.test Tenant Manager W 2v CHANGE ROLE M DELETE USER

13s.lind@demo-company.test Tenant Manager v 2¢ CHANGE ROLE i DELETE USER

#4 UPDATE ALL ROLES

Use Rows at the bottom right to choose how many logins are listed per page (All shows everything), and Page or the arrow buttons at the bottom left to move between
pages. New logins are created on the Create User page.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 8/8



DAILY UMS /| PLATFORM & COMPLIANCE

STEP 1/10

Create User

Open Create User

=T N ggry @Az L'__o ° Emma Demo Manager [+ Logout
USERS & ACCESS USER LIST Q, search by any data
A GRANT | CREATE LOGIN & ADD OFFICE STAFF
1 Daniel Kowalski daniel.kowalski@demo-company.test Tenant Manager v 3., UPDATE @ DELETE
TENANT ADMIN 2 Anna Petrova anna.petrova@demo-company.test Tenant Manager v 3 UPDATE @ DELETE
.. N M A strong password is generated automatically and emailed
=i TENAR ; new login. Existing logins only get access to this
ation and keep their passwo d. 3 Marta Novak marta.novak@demo-company.test Manager v - UPDATE @ DELETE
4 Lukas Berg lukas.berg@demo-company.test Manager v & UPDATE @ DELETE
Select Role
5 Emma Demo Manager presentation.manager@test.local Director v 2; UPDATE @ DELETE
A&- CREATE USER
6 Sofia Ricci sofia.ricci@demo-company.test Tenant Manager ~ 3. UPDATE il DELETE
7 Tomas Lind tomas.lind@demo-company.test Tenant Manager v & UPDATE @ DELETE
] leva Mazure ieva.mazure@demo-company.test Candidate v & UPDATE @ DELETE
@& EMAIL SETTINGS
EMAIL TEMPLATES a Mark Olsen mark.clsen@demo-company.test Tenant Manager ~ 2¢ UPDATE @ DELETE
MNOTIFICA
1-10 of 10 Rows Al v Page 1 w ofl

D-IN USERS

Open Tenant Admin > Create User in the side menu. The USERS & ACCESS panel on the left creates new logins for the current organization. The USER LIST panel on
the right shows the logins that already exist, so you can check whether someone already has an account. Names and emails in this lesson are demo placeholders.
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STEP 2/10

Create User

Choose who you are adding

USERS & ACCESS USER LIST

.F GRAMT / CREATE LOGIRM ADD OFFICE STAFF

1 Daniel Kowalski daniel.kowalski@der
2 Anna Petrova anna.petrova@demac

P A strong password is generated automatically and emailed

to every new login. Existing logins only get access 1o this

organization and keep their password. 3 Marta Novak marta.novaki@mdemo-
4 Lukas Berg lukas.berg@demo-ci

Select Role

There are two tabs. GRANT / CREATE LOGIN gives a login to workers and candidates whose profile is already in the system (or will be created through onboarding).
ADD OFFICE STAFF creates an office worker, manager or director: the office profile and the login are created together, with no candidate onboarding.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 21/10



DAILY UMS /| PLATFORM & COMPLIANCE

STEP 3/10

Create User

Enter one or more emails

1 Daniel Kowalski daniel.kowalski@der
new.worker@demo-company.test, second.worker@demo-c

2 Anna Petrova anna.petrova@demo
P A strong password is generated automatically and emailed
to every new login. Existing logins only get access 1o this
organization and keep their password. 3 Marta Novak marta.novaki@mdemo-

4 Lukas Berg lukas.berg@demo-ci
Employee

S Emma Demo Manager presentation.manage

5. CREATE USER

In EMAIL type the address the person will sign in with. To create several logins with the same role in one go, separate the addresses with commas, for example
new.worker@demo-company.test, second.worker@demo-company.test. Each address is processed separately.
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STEP 4/10

Create User

Password is automatic

1 Daniel Kowalski daniel.kowalski@der
new.worker@demo-company.test, second.worker@demo-«¢

2 Anna Petrova anna.petrova@demac
P A strong password is generated automatically and emailed
to every new login. Existing logins only get access 1o this
organization and keep their password. 3 Marta Novak marta.novak@demo-

4 Lukas Berg lukas.berg@demo-ci
Employee

2 Emma Demo Manager presentation.manage

&+ CREATE USER
6 Sofia Ricci sofia.ricci@demo-co

There are no password fields. As the orange note says, the app creates a strong random password for every new login and emails it to the person together with the
sign-in link, so you never have to choose or send passwords yourself. Existing logins only get access to this organization and keep the password they already have.
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Create User

STEP5/10

Select the role

new.worker@demo-company.test, second.worker@demo-c

P A strong password is generated automatically and emailed
to every new login. Existing logins only get access to this
prganization and keep their password.

Employee

5. CREATE USER

Anna Petrova

Marta Novak

Lukas Berg

Emma Demo Manager

Sofia Ricci

Tomas Lind

leva Mazure

anna.petrova@dema

marta.novaki@mdemo-

lukas.berg@demo-ci

presentation.managge

sofia.ricci@demo-co

tomas.lind@demo-c

ieva.mazure@demo-

SELECT USER ROLE decides what the new people can open in this organization (see Tenant Access). Typical choices are Employee for workers and Candidate for

people still in onboarding. The role is set for the organization you are currently working in.
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Create User

STEP 6/10

Create the logins

P A strong password is generated automatically and emailed
to every new login. Existing logins only get access 1o this

prganization and keep their password. 3 Marta Novak
4 Lukas Berg
Employee
2 Emma Demo Manager
5/ CREATE USER
6 Sofia Ricci
7 Tomas Lind
8 leva Mazure
Qi Edarl Nlcan

marta.novaki@mdemo-

lukas.berg@demo-c

presentation.manage

sofia.ricci@demo-co

tomas.lind@demo-ci

ieva.mazure@demo-

mark nlocenimdemn-r

Press CREATE USER. A new email gets a new login with the selected role and an email with its password. If an email already has a login (for example the person works
for another organization too), no new account is made: the existing login is simply given access to this organization with the selected role and its password stays the

same. The result for every email (created, granted or skipped) is shown at the top of the panel.
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STEP 7/10

Create User

Add office staff

Creates an office / manager account — profile and login
together. Mo candidate onboarding; a generated password is
emailed to the person.

2 Anna Petrova anna.petrova@demo-company.test
Mora 3 Marta Novak rmarta.novak@demo-company.test

4 Lukas Berg lukas.berg@demo-company.test
Fields

5 Emma Demo Manager presentation.manager@test.local
nora.fields@demo-company.test

6 Sofia Ricci sofia.ricci@demo-company.test
Office manager . )

7 Tomas Lind tomas.lind@demo-company.test
Manager 8 leva Mazure ieva.mazure@demo-company.test

2] Mark Qlsen rmark.clsen@demo-company.test

110 of 10

&+ CREATE OFFICE STAFF

On the ADD OFFICE STAFF tab fill in First name, Surname, Email, Job title and Access role (for example Manager or Director). Employment start is optional. As the
orange note says, the office profile and the login are created together and a generated password is emailed to the person.
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Create User

STEP 8/10

Create office staff

Manager 8 leva Mazure ieva.mazure@demo-
9 Mark Qlsen mark.olsen@demo-c
=10 of 10

&+ CREATE OFFICE STAFF

Press CREATE OFFICE STAFF to create the person in the current organization. They appear in the user list on the right and can sign in with the password from the
email. Use this tab instead of candidate onboarding for people who work in the office.
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Create User

STEP 9/10

Existing users

USER LIST

.::]\

search by any data

1 Daniel Kowalski daniel.kowalski@demo-company.test
2 Anna Petrova anna.petrova@demo-company.test
3 Marta Novak marta.novaki@demo-company.test
4 Lukas Berg lukas.berg@demo-company.test
' a Emma Demo Manager presentation.manageri@test.local
G Sofia Ricci sofia.ricci@demo-company.test
7 Tomas Lind tomas.lind@demo-company.test

Tenant Manager

Tenant Manager

Manager

Manager

Director

Tenant Manager

Tenant Manager

g‘

g‘

g‘

g‘

El

g‘

g‘

UPDATE

UPDATE

UPDATE

UPDATE

UPDATE

UPDATE

UPDATE

al

al

a8l

a8l

a8l

=[]

al

DELETE

DELETE

DELETE

DELETE

DELETE

DELETE

DELETE

The USER LIST panel lists the existing logins of the organization with name, email and role. Type in search by any data to filter it, and click the column arrows to sort.
Check here before creating a login, to avoid creating a duplicate for someone who already has one.
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Create User

STEP 10/10

Update or delete

<owalski@demo-company.test Tenant Manager

etrova@demo-company.test Tenant Manager
ovak@demo-company.test Manager
erg@demo-company.test Manager
tation.manager@test.local Director
rei@demn-comnany test Tamant Manamar

UPDATE

UPDATE

UPDATE

UPDATE

UPDATE

LIPDATE

—

DELETE

DELETE

DELETE

DELETE

DELETE

NFI FTF

Each row has a role drop-down with UPDATE and DELETE. Pick another role and press UPDATE to save it. DELETE removes the login from this organization after a

confirmation; the same actions are also available on the Users List page.
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STEP1/7

Change Password

Open Change Password

wLu |

|'IH|

oY @z .L_o ° Emma Demo Manager [+ Logout

search by any data CHANGE PASSWORD

B ACCOUNT DATA-QUALITY AUDIT: B 1identity-only (no profile)

ROLE
1 Daniel Kowalski daniel.kowalski@demo-company.test Tenant Manager
2 Anna Petrova anna.petrova@demo-company.test Tenant Manager
3 Marta Novak marta.novak@demo-company.test Manager
4 Lukas Berg lukas.berg@demo-company.test Manager
5 Emma Demo Manager presentation.manager@test.local Director
] Sofia Ricci sofia.ricci@demo-company.test Tenant Manager
7 Tomas Lind tomas.lind@demo-company.test Tenant Manager
8 leva Mazure ieva.mazure@demo-company.test Candidate
9 Mark Olsen mark.olsen@demo-company.test Tenant Manager
10 Elena Ivanova elena.ivanova@demo-company.test Tenant Manager
®e EMAIL SETTINGS
EMAIL TEMPLATES
NOTIFICATIONS
SCRIPTIO A CHANGE PASSWORDS & SEND EMAILS
10 nf 10 Rows AL w Panm 1 w afl

Open Tenant Admin > Change Password in the side menu. The page lists the logins of the current organization with name, email and role. Use it when people have
forgotten their password, when you hand over new devices, or after a security incident. Names and emails in this lesson are demo placeholders.
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STEP 2 /7

Change Password

Find people

[ search by any data ] CHANGE PASSWORD

B ACCOUNT DATA-QUALITY AUDIT: B 1identity-only (no profile)

NAME SURMNAME

1 Daniel Kowalski daniel.kowalski@demo-company.test
2 Anna Petrova anna.petrova@demo-company.test
3 Marta Movak marta.novak@demo-company.test

= Lukas Berg lukas.berg@demo-company.test

¥ Emma Demo Manager presentation.manager@tast.local

6 Sofia Ricei sofia.ricci@demo-company.test

Type a name, email or role in search by any data to filter the list. Column headers with arrows can be clicked to sort. Rows at the bottom right chooses how many people
are shown per page.
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STEP3/7

Change Password

Account data-quality audit

search by any data CHANGE PASSWORD

B ACCOUNT DATA-QUALITY AUDIT:[ B 1identity-only (no profile) ]

1 Daniel Kowalski daniel.kowalski@demo-company.test
2 Anna Petrova anna.petrova@demo-company.test
3 Marta Movak marta.novak@demo-company.test

= Lukas Berg lukas.berg@demo-company.test

5 Emma Demo Manager presentation.manager@test.local

B Sofia Ricei sofia.ricci@demo-company.test

7 Tomas Lind tomas.lind@demo-company.test

ACCOUNT DATA-QUALITY AUDIT appears when some logins have problems. Identity-only (no profile) counts logins without a worker or office profile. Other badges
can show logins with an invalid email (they cannot receive a new password) or with no role. Fix these on Create User or Organization Members.
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Change Password

Identity-only logins

B ACCOUNT DATA-QUALITY AUDIT: B 1identity-only (no profile)

1 Daniel Kowalski

i Anna Petrova

3 Marta Novak

4 Lukas Berg

5 Emma Demo Manager
6 Sofia Ricci

7 Tomas Lind

8 leva Mazure

9 Mark Olsen

10 Elena Ivanova

STEP 4 /7

daniel.kowalski@demo-company.test

anna.petrova@demo-company.test
marta.novak@demo-company.test
lukas.berg@demo-company.test
presentation.manager@tast.local
sofia.ricci@demo-company.test
tomas.lind@demo-company.test
ieva.mazure@demo-company.test
mark.olsen@demo-company.test

elena.ivanova@demo-company.test

In the list, a login without a profile is shown with a small badge icon and its name in italics. Its password can still be reset, but consider whether the account is still

needed, or add a profile for the person.
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STEPS5/7

Change Password

Select who

B ACCOUNT DATA-QUALITY AUDIT: B 1identity-only (no profile)

1 Daniel Kowalski daniel.kowalski@demo-company.test
J—
2 Anna Petrova anna.petrova@demo-company.test
3 Marta Novak marta.novak@demo-company.test
4 Lukas Berg lukas.berg@demo-company.test
5 Emma Demo Manager presentation.manager@tast.local
6 Sofia Ricci sofia.ricci@demo-company.test
7 Tomas Lind tomas.lind@demo-company.test
N —
8 leva Mazure ieva.mazure@demo-company.test
2] Mark Olsen mark.olsen@demo-company.test
10 Elena lvanova elena.ivanova@demo-company.test

Tick the box at the start of each row for every person who should get a new password. In the example three people are selected. Ticking a box changes nothing yet; you
can untick again at any time.
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STEPG6/7

Change Password

Select all

B ACCOUNT DATA-QUALITY AUDIT: B 1identity-only (no profile)

MAME SURMAME

1 Daniel Kowalski daniel.kowalski@demo-company.test
2 Anna Petrova anna.petrova@demo-company.test
3 Marta Novak marta.novak@demo-company.test

4 Lukas Berg lukas.berg@demo-company.test

5 Emma Demo Manager presentation.manager@tast.local

6 Sofia Ricei sofia.ricci@demo-company.test
7 Tomas Lind tomas.lind@demo-company.test

a8 leva Mazure leva.mazure@demo-company.test

2] Mark Olsen mark.olsenf@demo-company.test

an Flome lcmman T = -

The checkbox in the table header selects all rows that are shown, or clears them again. Combine it with search to select, for example, everyone with a certain role.
Check the selection carefully before you continue.
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Change Password

STEP 717

Reset and email

« CHANGE PASSWORDS & SEND EMAILS

Press CHANGE PASSWORDS & SEND EMAILS. For every selected person the app creates a new strong password, replaces the old one at once and emails it using
the password changed template. People with an invalid email address are skipped and keep their old password. There is no extra confirmation, so check the ticks first.
Afterwards a summary at the top of the page lists each account: password changed and email sent, skipped, or changed but the email failed (then send that person a

new reset).
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STEP1/7

Act As User

Open Act As User

H

wrY O AZ Q o Emma Demo Manager [+

7 ACT AS USER

Select a tenant, then choose a user to sign in as. You can return to your own account at any time from the banner at the top.

L

Select tenant v Filter by name, surname, email, role

EMAIL

CREATE USER

e

ACTYAS USER

Open Tenant Admin > Act As User in the side menu. Acting as a user means temporarily signing in as that person, so you see the same menu, pages and data they do.
It is the quickest way to help someone who says a page is missing or looks wrong. Names and emails in this lesson are demo placeholders.
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Act As User

STEP 2 /7

Select the organization

ACT AS USER

Select a tenant, then choose a user to sign in as. You can return to your own account at any time from the banner at the top.

[ Select tenant v] Filter by name, surname, email, role

SURNAME EMAIL

Choose an organization in TENANT. A Tenant Manager only sees the organizations where they hold the Tenant Manager role; the platform administrator sees all of
them. Until an organization is selected the table says Select a tenant to list its users.
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STEP3/7

Act As User

The organization's users

Presentation Tenant w Filter by name, surname, email, role

1 Anna Petrova anna.petrova@demo-company.test Tenant Manager m

7 Marta Nowvak marta.novak@demo-company.test Manager m

3 Lukas Berg lukas.berg@demo-company.test Manager m

4 Emma Demo Manager presentation.manager@test.local Director S+ This is your account
5 Sofia Ricei sofia.ricci@demo-company.test Tenant Manager m

6 Tomas Lind tomas. lind@demo-company.test Tenant Manager m

7 leva Mazure leva.mazure@demao-company.test Candidate m

8 Mark Olsen mark.olsen@demo-company.test Tenant Manager m

2] Elena Ivanova elena.ivanova@demo-company.test Tenant Manager m

After you select an organization, its users are listed with name, surname, email and role in that organization. Platform administrator accounts are never listed for a
Tenant Manager, so they can never act as the administrator.
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Act As User

STEP 4 /7

Find a user

ACT AS USER

Select a tenant, then choose a user to sign in as. You can return to your own account at any time from the banner at the top.

Presentation Tenant W Filter by name, surname, email, role

1 Anna Petrova

2 Marta Novak

3 Lukas Berg

4 Emma Demo Manager

anna.petrova@demo-company.test

marta.novak@demo-company.test

lukas.berg@demo-company.test

presentatioh.manager@test.local

Tenant Manager

Manager

Manager

Director

Use SEARCH to narrow the list when the organization has many users. You can type part of a name or surname, an email address or a role, for example Candidate.
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STEPS5/7

Act As User

Act as them

Tenant Manager

Manager
Manager
Director 2 This is your account

Tenant Manager

Candidate

Press ACT AS in the person's row. The app asks: Sign in as this user? You will act on their behalf until you return to your account. After you confirm, you are taken to
the start page that person normally sees. Remember that everything you save while acting is saved as that person.
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STEPG6/7

Act As User

Your ownh account

Tenant Manager

Manager
Manager
Director 3~ This is your account

Tenant Manager

Tenant Manager

Candidate

Tenant Manager

Tenant Manager

You cannot act as yourself, so your own row shows This is your account instead of the ACT AS button. You also cannot start acting as someone else while you are
already acting as another user; return to your own account first.
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Act As User

STEP 717

Return to your account

EN | [ ppey @z L-_o 0 Emma Demo Manag

ACT AS USER

Select a tenant, then choose a user to sign in as. You can return to your own account at any time from the banner at the top.

Il

Presentation Tenant A Filter by name, surname, email, role

1 Anna Petrova anna.petrova@demo-company.test Tenant Manager m
2 Marta Movak marta.novak@demo-company.test Manager m
3 Lukas Berg lukas.berg@demao-company.test Manager m

While you are acting as another user, a banner at the top of every page shows whose account you are using and has a button to return to your own account; the line
under ACT AS USER reminds you of this. Starting and stopping acting as a user are recorded in the compliance audit log together with your own name, so support
sessions stay traceable.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 717



DAILY UMS /| PLATFORM & COMPLIANCE

STEP1/9

Vacation Requests

Open Vacation Requests

H

oY @z JLo ° Emma Demo Manager [+ Logout

L

search by any data Vacation Requests

NAME SURNAME EMAIL YP 2 STATUS ACTIONS

1 Jonas Vale jonas.vale@demo-company.test Annual leave 2026-10-04 2026-10-08 2026-09-02 No decision F2 ]
2 Mina Kraus nina.kraus@demo-company.test Unpaid leave 2026-10-01 2026-10-05 2026-09-02 No decision ¥ i
3 Oskar Dahl oskar.dahl@demo-company.test Annual leave 2026-09-28 2026-10-02 2026-09-02 No decision ¥ (i}
4 Rita Moreno rita.moreno@demeo-company.test Unpaid leave 2026-09-25 2026-09-29 2026-09-02 No decision ¥ (i}
5 Viktor Hale viktor.hale@demo-company.test Annual leave 2026-09-22 2026-09-26 2026-09-02 No decision ~ i}
6 Paula Grant paula.grant@demo-company.test Unpaid leave 2026-09-19 2026-09-23 2026-09-02 No decision ¥ (i}
7 Lukas Berg lukas.berg@demo-company.test Unpaid leave 2026-08-12 2026-08-20 2026-08-14 No decision ¥ i}
a8 Lukas Berg lukas.berg@demo-company.test Return from paid 2026-08-1 — 2026-08-14 No decision ¥ i}
9 Lukas Berg lukas.berg@demo-company.test Return from paid 2026-08-18 — 2026-08-14 Mo decision F i
10 Lukas Berg lukas.berg@demo-company.test Paid leave 2026-08-12 2026-08-13 2026-08-14 No decision » (i}

EMAIL SETT

EMAIL TEMPL#

Open Tenant Admin > Vacation Requests in the side menu. Employees send these requests from their own Vacations page; each request arrives here for a decision.
Requests that are still waiting for a decision are always listed first. Names and emails in this lesson are demo placeholders.
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STEP 2/9

Vacation Requests

Search requests

NAME SURNAME

Vacation Requests

1 Jonas Vale
2 Nina Kraus
3 Oskar Dahil
4 Rita Moreno
5 Viktor Hale
& Paula Grant

jonas.vale@demo-company. test

nina.kraus@demo-company.test

oskar.dahl@demo-company.test

rita.moreno@demo-comparny.test

viktor.hale@demo-company.test

paula.granti@demo-company.test

Annual leave

Unpaid leave

Annual leave

Unpaid leave

Annual leave

Unpaid leave

2026-10-04

2026-10-01

2026-09-28

2026-09-25

2026-09-22

2026-09-19

2026-10-08

2026-10-05

2026-10-02

2026-09-29

2026-09-26

2026-09-23

Type in search by any data to find requests by person, email, type of leave or date. Click a column header with arrows to sort, for example by START to see the next
absences first. Rows and Page at the bottom control paging.
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STEP 3/9

Vacation Requests

Type and period

Vacation Requests

CREATED ACTIONS
st Annual leave 2026-10-04 2026-10-08 2026-09-02 Mo decision o i
st Unpaid leave 2026-10-01 2026-10-05 2026-09-02 Mo decision F.2 ]
st Annual leave 2026-09-28 2026-10-02 2026-09-02 Mo decision ~ i
ast Unpaid leave 2026-08-25 2026-089-29 2026-09-02 Mo decision ¥ i
5t Annual leave 2026-09-22 2026-09-26 2026-09-02 Mo decision ¥ ]
zst Unpaid leave 2026-09-19 2026-09-23 2026-09-02 Mo decision ~ [i]
5t Unpaid leave 2026-08-12 2026-08-20 2026-08-14 Mo decision ~ [i]
st Return from paid 2026-08-1 — 2026-08-14 Mo decision ~ [i]

TYPE shows what is requested, for example Annual leave, Unpaid leave, Paid leave or Return from paid (an early return to work). START and END give the period; a

return request has only a start date. CREATED is the day the employee sent the request.
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STEP 4/9

Vacation Requests

Status

quests

ART END CREATED ACTIONS
¥26-10-04 2026-10-08 2026-09-02 Mo decision Fo i
126-10-1 2026-10-05 2026-09-02 Mo decision - i
)26-09-28 2026-10-02 2026-09-02 Mo decision - (]
)26-09-25 2026-09-29 2026-09-02 Mo decision - (]
)26-09-22 2026-09-26 2026-09-02 Mo decision - (]
126-09-19 2026-09-23 2026-09-02 Mo decision - i
)26-08-12 2026-08-20 2026-08-14 Mo decision - i
¥26-08-1 — 2026-08-14 - il

STATUS tells you where each request stands: No decision while it waits for an approver, then Confirmed or Denied once someone has decided. In the demo all requests
on the first page are still waiting.
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Vacation Requests

Decide on a request

ACTIONS

2026-10-08 2026-09-02 Mo decision B i
2026-10-05 2026-09-02 No decision F ]
2026-10-02 2026-09-02 No decision O
2026-09-29 2026-09-02 No decision O
2026-09-26 2026-09-02 No decision F ]
2026-09-23 2026-09-02 No decision O
2026-08-20 2026-08-14 No decision o (]

STEP5/9

Press the orange gavel button in the ACTIONS column to decide. It is shown only while the request is undecided, and only to a Director, Tenant Manager or the platform
administrator. After a decision the button disappears and file buttons appear instead.
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Vacation Requests

Confirm

#* Vacation request decision

Jonas Vale
Annual leave - 2026-10-04 — 2026-10-08

-~

@ + CONFIRM

Your name and today's date |

signature.

Cancel Sign & send

The Vacation request decision window repeats who asked for what (name, type of leave and period). CONFIRM is selected by default. The note below explains that your
name and today's date will be stamped on the request as your signature.
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Vacation Requests

Deny with a reason

/¥ Vacation request decision

Jonas Vale
Annual leave - 2026-10-04 — 2026-10-08

O + CONFIRM @ XDeny

[RE.-’J.SDN FOR DENIAL *

Two team members are already on leave that week. Please choose
dates after 19 October.

JEMPLOYEE CAN GO FROM (OPTIONAL) UNTIL (OPTIOMAL)

2026-10-19 2026-10-23

Cancel Sign & send

To refuse, choose Deny. Reason for denial is required and is sent to the employee, so explain it clearly. Optionally fill Employee can go from and Until to propose
another period, for example the week after. Nothing is saved until you press Sign & send.
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Vacation Requests

Signh & send

REASON FOR DENIAL *

Two team members are already on leave that week. Please choose
dates after 19 October.

EMPLOYEE CAN GO FROM (OPTIOMAL) UNTIL (OPTIOMNAL)

2026-10-18 2026-10-23

Your name and today's date | ped on the request a
signature.

Cancel Sign & send

Press Sign & send to record the decision. Your name and the date are stamped and signed on the request PDF, the status changes to Confirmed or Denied, and the
employee and the approvers receive an email. Cancel closes the window without any change.
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STEP9/9

Vacation Requests

Files and delete

ACTIONS

2026-10-08 2026-09-02 No decision .

2026-10-05 2026-09-02 No decision F ]
2026-10-02 2026-09-02 No decision O
2026-09-29 2026-09-02 No decision O
2026-09-26 2026-09-02 No decision F ]
2026-09-23 2026-09-02 No decision O
2026-08-20 2026-08-14 No decision o (]

When files exist, the ACTIONS column also shows a PDF button for the request the employee signed and a signed-file button for the confirmed or denied request. The
red bin permanently deletes a request after a confirmation; use it only for duplicates or mistakes, because the decision history is lost.
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STEP 1/10

Translations

Open Translations

=T N ggry @Az "Lo ° Emma Demo Manager [+ Logout

Search key or translation... + Add key o3 LANGUAGES B Export m

KEY (SOURCE TEXT)

"Online" means the us

ow. The list refreshes

er made a request within x

automatically.

# X
{0} is notin the lookup list. Add or translate it x

in the lookup administration before importing.

{0} matches more than one lookup value. Use x
the full canonical value.

(42; 43..) .

{enter exact dates) x

(L/52, 85KG, 180CM) x

(optional) x

(test) x

TRAfiSLAYIONS R x
@& EMAIL SETTINGS FATOROO0CON +37OXKKXXKKX x
EMAIL TEMPLATES +Answer x
NOTIFIC! S +Question 5
-- Select Profession -- x

4 AE s annn v [

Open Tenant Admin > Translations in the side menu. Every button, title, message and tour text of the app is listed here, including profession and country names. Each
row is one phrase and each column one language, so you can adjust the wording your people see without any programming.
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STEP 2/10

Translations

Find a phrase

[ Search key or translation... ]

KEY (SOURCE TEXT)

"Onling" means the user made a reguest within
the selected window. The list refreshes
automatically.

{0V s not in the lookup list. Add or translate it
in the lookup administration before importing.

{0} matches maore than one lookup value. Use
the full canonical value.

Type part of the text in Search key or translation. The search looks in the key (the original English text) and in every translation, so you can search in Lithuanian or
Russian too. There are several thousand phrases, so searching is much faster than paging.
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STEP 3/10

Translations

Scope: this organization

slation... [ ] + Add key

nade a request within
ist refreshes

st. Add or translate it
an before importing.

ne lookup value, Use

SCOPE shows This tenant: every change you make here is saved as your organization's own version of the text. Other organizations keep the shared (global) wording,
which only the platform administrator can change.
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STEP 4/10

Translations

One column per language

Search key or translation... + Add key 02 LANGUAGES B Export

"Online" means the user made a request within x
the selected window. The list refreshes

automatically.

i X
{0} is not in the lookup list. Add or translate it %
in the lookup administration before importing.

{0F matches more than one lookup value. Use x
the full canonical value.

(42; 43..) x
(enter exact dates) x
(L/52, 85KG, 180CM) x

KEY (SOURCE TEXT) is the original English text the app uses to find a phrase; it cannot be edited here. Each further column is one active language with its flag and
culture code, for example LT It, EN en-US, RU ru and AZ az.
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STEP5/10

Translations

Grey text is the shared wording

KEY (SOURCE TEXT)

“Onlineg" means the user made a request within
the selected window. The list refreshes
automatically.

{0} is not in the lookup list. Add or translate it
in the lookup administration before importing.

{0} matches more than one lookup value. Use
the full canonical value.

[42;43..)

(enter exact dates)

A cell with grey italic text has no wording of its own for your organization, so the shared translation (shown in grey) is used. Click the cell and type your text. Press Enter
or click elsewhere to save; Shift+Enter adds a new line. The change appears across the app straight away.
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STEP 6/10

Translations

Your own wording

[ + 3700 K ]

Text in dark, normal letters is your organization's own wording, like the EN value of +370XXXXXXXX in the demo. Empty a cell to go back to the shared wording for that
language.
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STEP 7/10

Translations

Remove your changes

+ Add key M LANGUAGES B Export

x

The red x at the end of a row deletes your organization's own wording for that phrase in all languages, after asking Delete this key override for this tenant? The shared
wording is used again. Shared phrases themselves are never deleted from here.
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STEP 8/10

Translations

Add key, Export, Import
,L'? Q Emma Demo Manager [+ Logout

+ Add key 03 LANGUAGES Bi Export

Add key creates a new phrase for your organization when you need one. Export downloads all translations as one Excel file: the first column is the key (do not change
it), then one column per language. Import uploads an edited file, which is the fastest way to have a translator check many texts at once.
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STEP 9/10

Translations

Languages

OE LANGUAGES

Lietuviy It ACTIVE
English en-US perauLt ACTIVE
Pycckuia ru ACTIVE

Azerbaijani az ACTIVE

English

EN usflag.png

Active [
0 /]

Default []

Languages are saved in the current scope (Global or This tenant). A new culture becomes selectable in the navbar immediately.

LANGUAGES opens the list of languages. GLOBAL languages (Lithuanian, English, Russian, Azerbaijani) are shared by all organizations and managed by the platform
administrator, so here they are read-only and only show whether they are active. To add a language only for your organization, fill Name, Culture (for example de-DE),
Short label, Flag file and Sort, tick Active and press Save language. It immediately gets its own column and appears in the language buttons at the top.
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STEP 10/10

Translations

Import from Excel

& IMPORT TRANSLATIONS

ﬁ

Crop an .xlsx file here or click to browse

Import opens IMPORT TRANSLATIONS. Drop an .xIsx file on the dashed area or click to browse. Next you choose which column is the key and which column is which
language, see a preview and decide whether existing translations may be overwritten. The rows are then applied with a progress bar.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 10/10



DAILY UMS /| PLATFORM & COMPLIANCE

STEP1/8

Email Templates

Open Email Templates

@Lu = wrY @z ‘_Lo Emma Demo Manager [+ Logout
Email Templates SCOPE  Your organization
Customize the subject and HTML body of the emails the n sends. Blank falls back to the global default, then the built-in text. Use the
placeholders shown on each card — they are filled in w the email is sent.
0 MNew assignment uploaded (to worker)
PLACEHOLDERS: | {{FileName}] {{Loginurl}} {{Registerurl}}
g ({ i3 {{Log 1 {{Reg 1
SUBJECT
5, TENANT ADMIN
Mew assignment has been uploaded: {{FileName}}
.
-
BODY (HTML)

Rz Nauja uiduotis {{FileName}} yra nebaigta. Jeigu jau esate uisiregistraves, prisijungti galite <a
href="{{LoginUrl}} '>spaudiiant &€ia</a> ir pasirinkti E-SAUGA (pasirasyti) menu punktg. Jeigu dar nesate
ufsiregistraves, ufsiregistruoti galite <a href='{{RegisterUrl}}'>spaudZiant €ia</a>.<br /><br />New assignment
{{FileName}} waiting to be completed. If you have already registered, you can log in by <a
href="{{LoginUrl}} '>clicking here</a> and choose E-SAFETY (to sign) from the menu. If you have not registered
yet, you can register by <a href='{{RegisterUrl}}'>clicking here</a>.<br /»<br />Hosoe sapanwe {{FileName}}
¥AET CBOEro 3asepweHWA. ECAW Bb yXe 3aperwcTpUpoBaHbl, Bbl MOXeTe BOATM <a href='{{LoginUrl}}'>nHaxas 3gece</a> u
e el e e TR . —- s

Reset to default
L Assignment(s) not completed (reminder)
EMAIL SETTIR PLACEHOLDERS: = {{LocginUrl}]
EMAILTEMJLATES SUBJECT

assignment(s) not completed

IFICAT

BODY (HTML)

Viena ar kelios uZduotys yra nebaigtos (neatliktas testas ir/arba nepasiradytas dokumentas). Prisijungti galite
<a href="{{LoginUrl}}'>spaudZiant Cia</a> ir pasirinkti E-SAUGA (pasirasyti) menu punktg.<br /><br />0One or

more tasks are incomnlete (test not comnleted and/or document not sienedY. ¥You can los in <a

Open Tenant Admin > Email Templates in the side menu. The app sends emails automatically, for example when a login is created, a password is reset, a document is
waiting to be signed or a vacation request arrives. Here you can change what those emails say.
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STEP 2/8

Email Templates

Scope

E Q Emma Demo Manager [+ L

SCOPE  Your organization w

Is the system sends. Blank falls back to the global default, then the built-in text. Use the
1 in when the email is sent.

gisterurl:}

m

ime}}
:@. Jeigu jau esate uZsiregistraves, prisijungti galite «a I

SCOPE shows Your organization. A template you save here is used only for emails sent to people of your organization. The shared templates for all organizations are
managed by the platform administrator.
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Email Templates

STEP 3/8

How the text is chosen

Email Templates SCOPE  Your organization w

Customize the subject and HTML body of the emails the system sends. Blank falls back to the global default, then the built-in text. Use the
placeholders shown on each card — they are filled in when the email is sent.

New assignment uploaded (to worker)

m
1
T

m

PLACEHOLDERS: {{FileName}} {Loginurl}} {{Regizterurl}}

SUBJECT

New assignment has been uploaded: {{FileName}}

BODY (HTML)

Mauja uZduotis {{FileMame}} yra nebaigta. Jeigu jau esate uisiregistraves, prisijungti galite <a

href="{{LoginUrl}} >spaudiiant £ia</a> ir pasirinkti E-SAUGA (pasirasyti) menu punkts. Jeigu dar nesate

B e ce el e = e ai 2 L B - T o T i i T I e e e e LR .. Fablme i e e e m

As the note under the title says, the app first uses your organization's template. If a field is blank it falls back to the shared default, and if that is blank too, to the text built
into the app. So you only need to fill the templates you actually want to change.
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STEP 4/8

Email Templates

One card per email

Customize the subject and HTML body of the emails the system sends. Blank falls back to the global default, then the built-in text. Use the
placeholders shown on each card — they are filled in when the email is sent.

New assignment uploaded (to worker) :

PLACEHOLDERS: {{FileName}]

m

T Loginurl}} {{Registerurl}}

[=1]

SUBJECT

MNew assignment has been uploaded: {{FileName}}

BODY (HTML)

Mauja uZduotis {{FileMame}} yra nebaigta. Jeigu jau esate uisiregistraves, prisijungti galite <a
href="{{LoginUrl}}'>spaudziant <ia</a> ir pasirinkti E-SAUGA (pasiraSyti) menu punkts. Jeigu dar nesate
uzZsiregistraves, uisiregistruocti galite <a href="{{RegisterUrl}}’>spaudziant cCia</a>.<br [><br />New assignment
{{FileName}} waiting to be completed. If you have already registered, you can log in by <a

href="{{LoginUrl}} '>clicking here</a> and choose E-SAFETY (to sign) from the menu. If you have not registered
yet, you can register by <a href="{{RegisterUrl}} >clicking here</a».<br /»<br />Hosoe 3apaHue {{FileName]}

¥AET CBOEro SaBepweHWA. ECNW Bbl YXe SaperWcTPUMpOoBaHbl, Bbl MOXeTe BOWTHW <a href='{{LoginUrl}}'>Haxae zpece</ar u

— el e e e e s ase— TR TSR A& LT [ S ——— I e e e m e o —  ——— e —— S —— o

Every card is one email, for example New assignment uploaded (to worker), Assignment(s) not completed (reminder), Account created, Organization access granted,
Password changed, Verification code, the vacation request emails and the MIGRIS update. The grey code in the corner (assignment_uploaded) identifies the template.
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STEP5/8

Email Templates

Placeholders

Customize the subject and HTML body of the emails the system sends. Blank falls back to the global default, then the built-in text. Use the
placeholders shown on each card — they are filled in when the email is sent.

New assignment uploaded (to worker)

PLACEHOLDERS:

SUBJECT

MNew assignment has been uploaded: {{FileName}}

BODY (HTML)

Mauja uZduotis {{FileMame}} yra nebaigta. Jeigu jau esate uisiregistraves, prisijungti galite <a
href="{{LoginUrl}}'>spaudziant <ia</a> ir pasirinkti E-SAUGA (pasiraSyti) menu punkts. Jeigu dar nesate
uzZsiregistraves, uisiregistruocti galite <a href="{{RegisterUrl}}’>spaudziant cCia</a>.<br [><br />New assignment
{{FileName}} waiting to be completed. If you have already registered, you can log in by <a

href="{{LoginUrl}} '>clicking here</a> and choose E-SAFETY (to sign) from the menu. If you have not registered
yet, you can register by <a href="{{RegisterUrl}} >clicking here</a».<br /»<br />Hosoe 3apaHue {{FileName]}

¥AET CBOEro SaBepweHWA. ECNW Bbl YXe SaperWcTPUMpOoBaHbl, Bbl MOXeTe BOWTHW <a href='{{LoginUrl}}'>Haxae zpece</ar u

— el e e e e s ase— TR TSR A& LT [ S ——— I e e e m e o —  ——— e —— S —— o

PLACEHOLDERS lists the words in double curly brackets that this email understands, for example {{FileName}}, {{LoginUrl}} and {{RegisterUrl}}. Type them exactly as
shown, including the brackets; when the email is sent they are replaced with the real file name or link.
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STEP6/8

Email Templates

Subject and body

New assignment uploaded (to worker)

[=1]

PLACEHOLDERS: | {{FileN

mel}} {Loginurl}} {{Registerurl}}
SUBJECT

New assignment has been uploaded: {{FileName}}

BODY (HTML)

Mauja uZduotis {{FileMame}} yra nebaigta. Jeigu jau esate uZsiregistraves, prisijungti galite <a
href="{{LoginUrl}} '>spaudziant cia</a> ir pasirinkti E-SAUGA (pasirasyti) menu punkts. Jeigu dar nesate
uZsiregistraves, uisiregistruoti galite <a href="{{RegisterUrl}}'>spaudziant cia</a>.<br /><br />New assignment
{{FileName}} waiting to be completed. If you have already registered, you can log in by <a

href="{{LoginUrl}} '>clicking here</a> and choose E-SAFETY (to sign) from the menu. If you have not registered
yet, you can register by <a href="{{RegisterUrl}}">clicking here</a».<br /»<br />Hosoe sapanue {{FileName]}

¥OAeT CBOSro 3aBepweHWA. ECnW Bol yWe 3aperWCcTpUpOoBaHbl, Bbl MoxeTe BoWTH <a href="{{LoginUrl}}’>Haxae 3gece</a> w

——k e e te— TR T A ST o = e U T e i e e e — e —

Reset to default m

SUBJECT is the email subject line. BODY (HTML) is the message itself; you can use simple HTML such as <br /> for a new line and <a href="{{LoginUrl}}'>...</a> for a
link. The demo templates contain Lithuanian, English and Russian in one message, so every reader finds their language.
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Email Templates

STEP7/8

Save or reset

Mauja uzZduotis {{FileMName}} yra nebaigta. Jeigu jau esate uisiregistraves, prisijungti galite <a
href="{{LoginUrl}}'>spaudziant <ia</a> ir pasirinkti E-SAUGA (pasirasyti) menu punktg. Jeigu dar nesate
uzsiregistraves, uzsiregistruoti galite <a href='{{RegisterUrl}} >spaudziant cia</a>.<br [»<br /»New assignment
{{FileName}} waiting to be completed. If you have already registered, you can log in by <a

href="{{LoginUrl}} '>clicking here</a> and choose E-SAFETY (to sign) from the menu. If you have not registered
yet, you can register by <a href="{{RegisterUrl}} >clicking here</a>.<br /»<br />Hosoe zapanue {{FileName]}

HOAET CBOEro SaBEpweHWA. ECNW Bbl YXe 3aperWcTPUMpOBaHbl, Bbl MOXeTe BOWTHW <a href='{{LoginUrl}}'>Haxae zpece</ar u

— el e e e e s ase— TR TSR A& LT [ S ——— I e e e m e o —  ——— e —— S —— o

Reset to default m

Assignment(s) not completed (reminder)
PLACEHOLDERS: {{Loginurl}]
SUBJECT

assignment(s) not completed

Press Save on the card to store your organization's version of that email; it is used from the next email on. Reset to default removes your version, so the shared default
(or the built-in text) is used again. Each card is saved separately.
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STEP 8/8

Email Templates

Example: password emails

Password changed

PLACEHOLDERS:

SUBJECT
Changed password/Pakeistas slaptazodis/MameHeHHeH Napone

BODY (HTML)

Josy slaptaZodis pakeistas. Prisijunkite ir pakeiskite ji po pirmojo naudojimo. Jdsy naujas slaptaZzodis yra:
{{Password}} <br /»<br /*Your password has been changed. Please log in and change it after first use. Your new
password is: {{Password}} <br /><br />Baw naponc Obin W3mMeHEH. MomanyWCTa, BOWAMTE B CUCTEMY M WSMEHMTE Ero

nocne nNepsoro WCNoONb306aHWMA. Baw Hoswi napons: {{Password}}

Reset to default E

Password changed is sent by the Change Password page and contains the new password through {{Password}}; Verification code contains the sign-in code through
{{Code}}. When you rewrite such templates, always keep these placeholders, otherwise the person receives an email without the password or code they need.
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STEP1/9

Notifications

Open Notifications

o) (= o | @az ‘_Lo Emma Demo Manager (+ Logout

NOTIFICATION SETTINGS

Choose which events s

nd an email, who receives each one, and how far ahead the expiry reminders warn. Emails are sent from

your organization's configured sender.

&+ New candidate application ()
A new candidate submitted the intake form (built-in or a custom form).

|:| Motify tenant admins (Tenant Managers)

Anna Petrova Viktor Hale Emma Demo Manager Tomas Lind

leva Mazure Oskar Dahl Paula Grant Rita Moreno

Elena Ivanova

B Employee onboarded ()
ork-contract number or the documents date was set for a person.
|:| Motify tenant admins (Tenant Managers)
EMAIL SETTINGS

EMAIL TEMPLATES O Anna Petrova M Viktor Hale M Emma Demo Manager M Tomas Lind

NOTYFICAJIONS

leva Mazure Oskar Dahl Paula Grant Rita Moreno

Elena Ivanova

Open Tenant Admin > Notifications in the side menu. The page lists the events that can send an automatic email, for example a new candidate application, an expiring
passport or a safety incident. Names and emails in this lesson are demo placeholders.
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Notifications

STEP 2/9

What this page decides

A NOTIFICATION SETTINGS

[ Choose which events send an email, who receives each one, and how far ahead the expiry reminders warn. Emails are sent from ]

your organization's configured sender.

&+ New candidate application O
& new candidate submitted the intake form (built-in or a custom form).

D MNotify tenant admins {Tenant Managers)
m Anna Petrova n Viktor Hale n Emma Demo Manager n Tomas Lind

= leva Mazure = Oskar Dahl M Paula Grant = Rita Moreno

For every event you decide three things: whether the email is sent at all, who receives it, and for expiry reminders how many days in advance. The emails go out from
your organization's configured sender, and their wording comes from Email Templates.
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Notifications

STEP 3/9

One card per event

your organization's configured sender.

at New candidate application
& new candidate submitted the intake form (built-in or a custom form).

|:| MNotify tenant admins (Tenant Managers)

= Anna Petrova m Viktor Hale m Emma Demo Manager m Tomas Lind

leva Mazure COskar Dahl Paula Grant Rita Moreno

L] L] L] L]

[ ] Elena Ivanova

B Employee onboarded

«@©

There are eight cards: New candidate application, Employee onboarded, Employee offboarded, Passport expiring, Visa / residence permit expiring, Health check due,

New safety task assigned and Safety incident / near-miss reported. The grey line under each title explains exactly when it is sent.
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STEP 4/9

Notifications

Turn it on or off

0 receives each one, and how far ahead the expiry reminders warn. Emails are sent from
1
intake form (built-in or a custom form).
ant Managers)
] Viktor Hale ] Emma Demo Manager ] Tomas Lind
Oskar Dahl Paula Grant Rita Moreno

] ] ]

The switch in the top-right corner of each card enables or disables that notification. When it is off, no email is sent for that event, whoever is selected below.
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Notifications

STEP5/9

Notify tenant admins

&+ New candidate application (:

& new candidate submitted the intake form (bullt-in or a custom form).

|:| Motify tenant admins (Tenant Managers)

m Anna Petrova = Viktor Hale = Emma Demo Manager m Tomas Lind
leva Mazure Oskar Dahl Paula Grant Rita Moreno

L] L] L L

[ ] Elena Ivanova

Notify tenant admins (Tenant Managers) sends the email to everyone who has the Tenant Manager role in this organization. It is the simplest choice when the managers
should know about every event of this type.
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STEP6/9

Notifications

Choose extra recipients

& new candidate submitted the intake form (built-in or a custom form).

|:| Motify tenant admins {Tenant Managers)

M Anna Petrova M Viktor Hale M Emma Demo Manager M Tomas Lind

leva Mazure Oskar Dahl Paula Grant Rita Moreno

L] L] L] L]

[ ] Elena lvanova

B Employee onboarded Q

& work-contract number or the documents date was set far a person.

|:| Notify tenant admins (Tenant Managers)

ALSO NOTIFY THESE ADMINISTRATION USERS lists the office users of your organization that have an email address. Tick a person to add them as a recipient of this
particular email, for example the safety specialist for incident reports. For New safety task assigned, everyone who gets the task is notified automatically anyway.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 6/9



DAILY UMS /| PLATFORM & COMPLIANCE

Notifications

STEP7/9

Lead time for reminders

Passport expiring (:

A passport expires within the warning window.

B Notify tenant admins (Tenant Managers)

180 days before

Anna Petrova Viktor Hale f Emma Demo Manager % Tomas Lind
n n V] : n

leva Mazure Oskar Dahl Paula Grant Rita Moreno

LJ LJ L L

~ Elena lvanova

Passport expiring, Visa / residence permit expiring and Health check due are scheduled reminders. Warn ... days before sets how far ahead the email is sent, between 1
and 3650 days. In the demo, reminders go out 180 days before a passport or permit expires, which leaves time to renew it.
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Notifications

STEP 8/9

Selected recipients

Passport expiring ‘:}

A passport expires within the warning window.

B8 notify tenant admins (Tenant Managers)

Warn 180 days before
Anna Petrova Viktor Hale f Emma Demo Manager ‘ Tomas Lind
0 0 v] E 0
leva Mazure Oskar Dahl Paula Grant Rita Moreno

[ [ [ [

[ ] Elena lvanova

In the example, Notify tenant admins and Emma Demo Manager are ticked for passport reminders; a selected person is shown in green. Ticking boxes, switching cards
or changing days does not send or save anything yet.
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STEP9/9

Notifications

Save changes

S B SAVE CHANGES

who receives each one, and how far ahead the expiry reminders warn. Emails are sent from

|

@©
the intake form (built-in or a custom form).

lenant Managers)

] Viktor Hale ] Emma Demo Manager ] Tomas Lind

When you are done, press SAVE CHANGES at the top (the same button is also at the bottom of the page). All cards are saved together and take effect for the next
events and the next reminder run. Leave the page without saving to discard your changes.
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STEP1/8

Subscription & Usage

Open Subscription & Usage

@Lu = wrY @z Q Emma Demo Manager [+ Logout
SUBSCRIPTION & USAGE
i 2 =] e
22 9 44 2.6 GB
Presentation
ACTIVE  Since 2026-09-20 - Open-ended
v Accountancy ~ Archive ~ Compliance & GDPR ~" Human Resources ~ Planning & Logistics ~ Platform & Communications ~ Safety & Testing
v Tenant Administration
PLAN LIMITS
PLAN DEFAULT YOUR LIMIT
Workers 30 26 32 cusTtom
Administration staff 14 Unlimited 16 cusTom
EMAIL SETTINGS User accounts 12 3 15 cusTom
EMAIL TEMPLATES Clients 7 Unlimited 10 cusTom L]
NOTIFIC Projects 8 0 10
Y A, W PROJECT ADDRESSES 8 Unlimited Unlimited
SUBSCRIATION |k USAGE
Project countries 4 Unlimited Unlimited
Housing companies 2 Unlimited Unlimited

Open Tenant Admin > Subscription & Usage in the side menu. The page is read-only for a Tenant Manager: it shows which plan your organization has, what it includes,
how close you are to its limits, and which other plans you could request.
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Subscription & Usage

STEP 2/8

Usage at a glance

& SUBSCRIPTION & USAGE

$
Ee
o
(w

22 9 44 2.6 GB

. €0 / month
Presentation

ACTIVE Since 2026-09-20 - Open-ended

~ Accountancy " Archive + Compliance & GDPR " Human Resources ~ Planning & Logistics + Platform & Communications " Safety & Testing

The four tiles at the top summarise your organization: ACTIVE EMPLOYEES, ADMINISTRATION STAFF, TOTAL PEOPLE in the database and DOCUMENT
STORAGE used by uploaded files. Check them regularly to know when your organization is growing towards the next plan.
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Subscription & Usage STEP3/8

Current plan

. €0 / month
Presentation

ACTIVE Since 2026-09-20 - Open-ended

~  Accountancy ' Archive v Compliance & GDPR ' Human Resources ~ Planning & Logistics +  Platform & Communications " Safety & Testing

~ Tenant Administration

PLAN LIMITS

PLAN DEFAULT YOURLIMIT  USAGE

Waorkers 30 26 32 cusTom

The CURRENT PLAN card shows the plan name (here Presentation), its status (ACTIVE), the start date and whether it ends (Open-ended). The green tags list the

modules included in the plan, such as Human Resources, Planning & Logistics, Safety & Testing or Compliance & GDPR. Menu items of modules that are not included
are hidden.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 3/8



DAILY UMS /| PLATFORM & COMPLIANCE

Subscription & Usage

STEP 4/8

Estimated invoice
9 £} £} L.0 'OUb

€0 / month

nplance & GDPR v Human Resources + Planning & Logistics v Platform & Communications " Safety & Testing

PLAM DEFAULT YOUR LIMIT USAGE

an gl a2 IS TORA

ESTIMATED INVOICE shows the monthly price of your current plan. The demo organization uses a free presentation plan, so it shows 0 euro per month.
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Subscription & Usage

STEP5/8

Plan limits

PLAN LIMITS

RESOURCE PLAM DEFAULT YOUR LIMIT  USAG

Workers 26 CUSTOM

Administration staff 14 Unlimited 16 cusTOoMm

User accounts 12 3 15 cusToMm

Clients 7 Unlimited 10 cusTOoM ]
Projects 8 10 10

PROJECT ADDRESSES g Unlirmited Unlimited

Project countries 4 Linlimited Unlimited

Housing companies 2 Unlimited Unlimited

Halcas q I Inlirnitad 1M fusTom

PLAN LIMITS lists each resource that is counted, for example Workers, Administration staff, User accounts, Clients, Projects, Houses, Safety tests and Document
templates. USED is your current number, PLAN DEFAULT the limit that comes with the plan, YOUR LIMIT the limit that applies to you, and USAGE shows it as a bar.
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STEP6/8

Subscription & Usage

Custom limits and warnings

PLAMN DEFAULT YOUR LIMIT USAGE

|4 Unlimited 16 cusTOoMm

12 3 15 cusTOM

7 Unlimited 10 cusTOoMm L
8 10 10

8 Unlimited Unlimited

4 Unlimited Unlimited

2 Unlimited Unlimited

A CUSTOM badge means the platform administrator has set a different limit for your organization than the plan default, as for Workers (32 instead of 26). The bar is
green while there is room, orange from 80% of the limit and red at 100%. Unlimited resources show an infinity sign. When a limit is reached, adding more of that
resource is blocked until the plan or limit is raised.
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STEP7/8

Subscription & Usage

Who changes limits

Custom forms 1 Unlimited 3 cusTom L
Document templates 5 2 9 cusTom L
SAFETY REPORTS 3 Unlimited Unlimited
Max_documents_month — 5 5

[ﬂ Limits are set by your plan. Only a global administrator can change them.

AVAILABLE PLANS

Starter Pro Enterprise
HR essentials. HR plus workforce operations and Complete workforce safety and
ogistics. compliance.

~ Human Resources

The note under the table reminds you that limits come from your plan and only the platform (global) administrator can change them. If you regularly hit a limit, ask for a
bigger limit or another plan.
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STEP 8/8

Subscription & Usage

Request another plan

AVAILABLE PLANS

Starter Pro Enterprise
HR essentials. HR plus workforce operations and Complete workforce safety and
ogistics. compliance.
~ Human Resources
+ Human Resources ~  Accountancy
+ Planning & Logistics ~ Compliance & GDPR

~ Human Resources
+ Planning & Logistics
+ Platform & Communications

+ Safety & Testing

REQUEST THIS PLAN REQUEST THIS PLAN REQUEST THIS PLAN

8 Only a global administrator can change the plan directly. Requesting sends a notification to your administrators.

AVAILABLE PLANS shows the other plans with their price, description and included modules: Starter (HR essentials), Pro (adds planning and logistics) and Enterprise
(complete workforce safety and compliance). REQUEST THIS PLAN does not switch the plan; it sends a notification to your administrators, who make the change.
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STEP1/9

Email Settings (Email Sender)

Open Email Settings

L @z ,Lo Emma Demo Manager [+ Logout

«
R

EMAIL SENDER

These SMTP details are used for all outgoing mail (account emails, password resets, MIGRIS alerts, e-safety, vacation requests).

Defaults are Brevo.

DAILY UMS ({{Organization}}) ums@dailyums.com

ed with the tenant name when sending

smtp-relay.brevo.com 587

alb2c3d001@smtp-brevo.com

Use SSL/TLS Active (use this configuration)

"D Reset to global default

3 T

you@example.com -d Send test

e EMAIL SETJINGS

EMAIL TEMPL)

Open Tenant Admin > Email Settings in the side menu. The page is called EMAIL SENDER. It is available when your plan includes the Email sender module; without it
the page shows a lock and every email goes out from the shared Daily UMS sender.
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Email Settings (Email Sender)

STEP 2/9

What it is used for

=2 EMAIL SENDER

B These SMTP details are used for all outgoeing mail (account emails, passwaord resets MIGRIS alerts, e-safety vacation reguests).
Defaults are Brevo.
DAILY UMS ({{Organization}}) ums@dailyums.com
lag {{organization}} 15 replaced with the tenant name when sending
£.0. DAILY UMS {{Organization}}
smtp-relay.brevo.com 587

Every automatic email of your organization uses these details: login and account emails, password resets, MIGRIS alerts, e-safety tasks, vacation requests and the
notifications you configure. The defaults point to Brevo, the email service Daily UMS uses.
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STEP 3/9

Email Settings (Email Sender)

Sender name

) These SMTP details are used for all outgoing mall (account emails, password resets, MIGRIS alerts, e-safety, vacation requests).

Defaults are Brevo.

DAILY UMS ({{Organization}}) ums@dailyums.com

lag {{organization}} 15 replaced with the tenant name when sending

e.g.

DALLY LIS

smtp-relay.brevo.com 587

alb2c3d001@smtp-brevo.com

Use SSL/TLS Active (use this configuration)

FROM NAME is the sender name shown in the recipient's inbox. You can type the tag {{Organization}}; it is replaced with your organization's name when an email is
sent, for example DAILY UMS (Presentation Tenant).
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STEP 4/9

Email Settings (Email Sender)

Sender address

sed for all outgoing mail (account emails, password resets, MIGRIS alerts, e-safety, vacation requests).

ion}}) ums@dailyums.com

ed with the tenant name when sending

SB87

'‘0.Com

tive (use this configuration)

FROM EMAIL is the address emails are sent from, for example ums@yourcompany.com. Use an address of a domain that your email service is allowed to send for
(verified in Brevo or your SMTP provider), otherwise messages may land in spam or be rejected.

Live UMS presentation tenant | Emma Demo Manager | Captured October 2026 4/9



DAILY UMS /| PLATFORM & COMPLIANCE
STEP5/9

Email Settings (Email Sender)

Mail server

R REES B e awaar R L LS MgRaraaaaananrang g op e T

Iag {{organization}} IS replaced with the tenant name when sending

2.0. DAILY UMs {{Organization}}

smtp-relay.brevo.com

alb2c3d001@smtp-brevo.com

Use SSL/TLS Active (use this configuration)

2 Reset to global default

SMTP HOST is the address of the outgoing mail server and PORT its port. For Brevo these are smtp-relay.brevo.com and 587. If you use another provider (Microsoft
365, Google Workspace, your hosting), copy the values from its SMTP instructions.
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Email Settings (Email Sender)

STEP6/9

Login and key

smtp-relay.brevo.com 587

alb2c3d001@smtp-brevo.com

Use SSL/TLS Active (use this configuration)

2 Reset to global default

you@example.com «d Send test

SMTP USERNAME and SMTP PASSWORD / API KEY are the credentials from your email provider (for Brevo: the SMTP login and an SMTP key). For security the
saved password is never displayed; the note A password is saved means one is stored. Leave the field blank to keep it, or type a new one to replace it.
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Email Settings (Email Sender)

STEP7/9

Security and status

alb2c3d001@smtp-brevo.com

Use SSL/TLS Active (use this configuration)

2 Reset to global default

you@example.com «d Send test

Use SSL/TLS encrypts the connection to the mail server; keep it ticked unless your provider says otherwise. Active (use this configuration) switches your own sender on;
untick it to fall back to the shared default sender without losing your settings.
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Email Settings (Email Sender)

STEP 8/9

Save or reset

L R e PP AT PIDTLF BS D e Wl afe il )

Use SSL/TLS Active (use this configuration)

D) Reset to global default

you@example.com «d Send test

Press Save to store your settings; the next email already uses them. Reset to global default deletes your organization's sender after a confirmation, so emails go out
from the shared Daily UMS sender again.
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Email Settings (Email Sender)

STEP9/9

Send a test email

D) Reset to global default

you@example.com «d Send test

After saving, type your own email address in SEND A TEST EMAIL TO and press Send test. If the test arrives, the sender is set up correctly; if not, the message under
the button explains the error (for example wrong password or a blocked port). Always send a test after changing the settings.
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OTP / 2-Step Login STERID

Open OTP | 2-step login

wrY @Az L_o e Emma Deme Manager [* Logout

search by any data OTP / TWO-STEP LOGIN

@ OTP is reguired only for accounts that sign in with a password. Microsoft 550 accounts are managed by Microsoft and cannot be enforced here. OTP is off by default: enforced users set up their authenticator app at their next sign-in.

NAME SURNAME EMAIL 0 Al UN AUTHENTICATOR ACTIONS

% 1 — daniel.kowalski@demo-company.test Tenant Manager Password © Enrolled © Active 2 Reset & Lock =+
(% 2 Anna Petrova anna.petrova@demo-company.test Tenant Manager Password @ Enrolled @ Active « Reset @ Lock =+
~ 3 Marta Novak marta.novak@demao-company.test Manager, Worker Password © Enrolied © Active 2 Reset & Lock =+
~ 4 Lukas Berg lukas.berg@demo-company.test Manager Password © Enrolled O Active 2 Reset & Lock (=
(N 5 Emma Demo Manager presentation.manager@test.local Tenant Manager, Director, Manager Password Not set up © Active

~ 6 Sofia Ricci sofia.ricci@demo-company.test Tenant Manager Password © Setup at next login © Active @ Lock [

~ 7 Tomas Lind tomas.lind@demo-company.test Tenant Manager Password © Enrolied © Active +* Reset @ Lock =+
( 8 leva Mazure ieva.mazure@demo-company.test Candidate Password Not set up © Active @ Lock =

(% 9 Mark Olsen mark.olsen@demo-company.test Tenant Manager Password © Setup at next login © Active & Lock (=

&~ 10 Elena lvanova elena.ivancva@demo-company.test Tenant Manager Password @ Setup at next login @ Active & Lock (=

ER LOGIN

Open Tenant Admin > OTP / 2-step login in the side menu. With OTP (one-time password) switched on, a person signs in with their password AND a 6-digit code from
an authenticator app on their phone (for example Microsoft or Google Authenticator). A stolen password alone is then no longer enough. Names and emails in this
lesson are demo placeholders.
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OTP | 2-Step Login

STEP 2/10

Who OTP applies to

L

wrY Q AZ L_o ° Emma Dema Manager [+ Logout

OTP / TWO-STEP LOGIN

search by any data

© OTPis required only for accounts that sign in with a password. Microsoft S50 accounts are managed by Microsoft and cannot be enforced here. OTP is off by default; enforced users set up their authenticator app at their next sign-in.

AUTHENTICATOR 5 ACTIONS

NAME SURNAME

2
2
2
2
0
2
2
0

Anna Petrova

Marta Novak

Lukas Berg

Emma Demo Manager

Sofia Ricci

Tomas Lind

leva Mazure

daniel.kowalski@demo-company.test

anna.petrova@demo-company.test

marta.novak@demo-company.test

lukas.berg@demo-company.test

presentation.manager@test.local

sofia.ricci@demo-company.test

tomas.lind@demo-company.test

ieva.mazure@demo-company.test

Tenant Manager

Tenant Manager

Manager, Worker

Manager

Tenant Manager, Directar, Manager

Tenant Manager

Tenant Manager

Candidate

Password

Password

Password

Password

Password

Password

Password

Password

® Enrolled

@ Enrolled

@& Enrolled

@ Enrolled

Mot set up

© Setup at next login

© Enrolled

Mot set up

& Active

@ Active

& Active

@ Active

& Active

@ Active

@ Active

@ Active

i* Reset @ Lock
¥ Reset @ Lock
¥ Reset @ Lock
¥ Reset @ Lock

@ Lock o+
< Reset @ Lock

& Lock =+

[+

=+

=+

=+

(=

The orange note sums up the rules: OTP is only needed for accounts that sign in with a password. Accounts that use Microsoft sign-in (SSO) are protected by Microsoft

and cannot be enforced here. OTP is off by default; a person you enforce it for sets up the authenticator app at their next sign-in.
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STEP 3/10

OTP | 2-Step Login

Enforce OTP per person

® OoTPis required only for accounts that sign in with a password. Microsoft S50 accounts are managed by Microsoft and cannot be enforced here. OTP Is off by default; e

NAME SURMAME

E| 1 —_ daniel.kowalski@demo-company.test Tenant Manager Password
EI 2 Anna Petrova anna.petrova@demo-company.test Tenant Manager Password
E| 3 Marta Movak marta.novak@demo-company.test Manager, Worker Password
El 4 Lukas Berg lukas.bergi@demo-company.test Manager Password
[:l 5 Emma Demo Manager presentation.managen@test.local Tenant Manager, Director, Manager Password
El 3] Sofia Ricei sofia.ricci@demo-company.test Tenant Manager Password
% 7 Tomas Lind tomas.lind@demo-company.test Tenant Manager Password
[:l a8 leva Mazure ieva.mazure@demo-company.test Candidate Password

Each row is one login of your organization. A ticked box in the OTP column means the person must use an authenticator code when signing in. Tick or untick boxes to
change who needs it; nothing is saved until you press Save changes. Use the search box to find people quickly.
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STEP 4/10

OTP | 2-Step Login

Select everyone

® OoTPis required only for accounts that sign in with a password. Microsoft S50 accounts are managed by Microsoft and cannot be enforced here. OTP Is off by default; e

MAME SURMAME ACCOUNT
l?_l 1 — daniel.kowalski@demo-company.test Tenant Manager Password
El 2 Anna Petrova anna.petrova@demo-company.test Tenant Manager Password
El 3 Marta Movak rmarta.novak@demo-company.test Manager, Worker Password
El 4 Lukas Berg lukas.berg@demo-company.test Manager Password
El 5 Emma Demo Manager presentation.managen@test.local Tenant Manager, Director, Manager Password
El B Sofia Ricei sofia.ricci@demo-company.test Tenant Manager Password
El 7 Tomas Lind tomas.lind@demo-company.test Tenant Manager Password

The checkbox in the OTP header selects or clears all rows on the page in one click, for example to require two-step sign-in for everybody.
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STEP5/10

OTP | 2-Step Login

Account type

rosoft and cannot be enforced here. OTP is off by default; enforced users set up their authenticator app at their next sign-in.

AUTHENTICATOR ACTIONS

1ant Manager Password @ Enrolled © Active ~* Reset @ Lock [+
1ant Manager Password @ Enrolled © Active ~* Reset @ Lock [+
nager, Worker Password & Enrolled & Active ¥ Reset & Lock [+
nager Password @ Enrolled @ Active «’ Reset & Lock [+
1ant Manager, Director, Manager Password Not set up © Active

1ant Manager Password 0 Setup at next login & Active B Lock (=

vant Manager Password @ Enrolled O Active ~* Reset & Lock [+

ACCOUNT tells you how each person signs in. Password accounts can be enforced. Microsoft (SSO) accounts show a dash in the OTP column, because their two-step
sign-in is managed in Microsoft 365.
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Authenticator status

rosoft and cannot be enforced here. OTP is off by default; enforced users set up their authenticator app at their next sign-in.

ACCOUNT AUTHENTICATOR ACTIONS

want Manager Password @ Enrolled O Active

1ant Manager Password @ Enrolled © Active ~* Reset @ Lock [+
nager, Worker Password & Enrolled & Active > Reset i Lock [+
nager Password @ Enrolled O Active ' Reset & Lock [+
1ant Manager, Director, Manager Password Mot set up & Active

1ant Manager Password 0 Setup at next login @ Active & Lock (=

1ant Manager Password @ Enrolled O Active «* Reset & Lock [+
ndidate Password Mot =&t up & Active & Lock (=

AUTHENTICATOR shows the setup state: Enrolled means the person already uses an authenticator app, Setup at next login means OTP is required but the app is not
linked yet (they will be guided through it at their next sign-in), and Not set up means OTP is not required. STATUS shows whether the account is Active or locked.
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Save your changes

=N F-1NI I'U'Il:llld':._dl_'.'l Fa3venu W OTLUR aL IITAL IR W ALuUvS [ LTl T
Tenant Manager Password © Enrolled @ Active =~ Reset & Lock (+
st Candidate Password D Setup at next login ‘ & Active ‘ @ Lock [+
t Tenant Manager Password © Setup at next login @ Active W Lock [+
est Tenant Manager Password @ Setup at next login & Active i Lock (=

[ Discard B Save changes

Rows  All W Page 1 & ofl

Every row you change is highlighted in orange and the counter at the bottom shows how many unsaved changes you have. Press Save changes to apply them, or
Discard to go back. If you try to leave the page with unsaved changes, the app asks first.
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Reset authenticator

; off by default; enforced users set up their authenticator app at their next sign-in.

ACCOUNT AUTHENTICATOR ACTIONS

Password & Enrolled & Active & Lock [+
Password & Enrolled & Active «’ Reset & Lock (=
Password & Enrolled & Active ' Reset i Lock (=
Password & Enrolled & Active «* Reset & Lock (=
Password Mot set up & Active

Password @ Setup at next login @ Active @ Lock [+
Password & Enrolled & Active «’ Reset & Lock (=

Reset (for enrolled people) removes the linked authenticator after a confirmation. The person sets it up again with a new phone at their next sign-in. Use it when
someone loses or replaces their phone.
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Lock an account

@ LOCK ACCOUNT

Anna Petrova

Until unlocked

The user is signed out immediately and cannot sign in (password
or Microsaft) until the lock ends or you unlack them.

Lock opens the LOCK ACCOUNT window for that person. Choose how long: 1 hour, 1 day, 7 days, 30 days or Until unlocked, then press the red Lock button. The

person is signed out immediately and cannot sign in (with password or Microsoft) until the lock ends or you unlock them; a locked row then shows an Unlock button.
Cancel closes the window without changes.
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Sign out everywhere

; off by default; enforced users set up their authenticator app at their next sign-in.

ACCOUNT AUTHENTICATOR ACTIONS
Password & Enrolled & Active ~ Reset & Lock
Password & Enrolled & Active «’ Reset & Lock (=
Password & Enrolled & Active ' Reset i Lock (=
Password & Enrolled & Active «* Reset & Lock (=
Password Mot set up & Active
Password @ Setup at next login @ Active @ Lock [+
Password & Enrolled & Active «’ Reset & Lock (=

The arrow button signs the person out everywhere after a confirmation: all their open sessions on every computer and phone end at once, but the account stays active
and they can sign in again. Use it when a device is lost or a shared computer was left signed in.
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