HRLocker
Simplify & Streamline
Your HR Management

Powerful cloud-based tools to manage your people,
processes, and productivity
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Account Permissions
HRLocker Account

g & &

Admin Managers Employees
Full access to the Limited access, based Can only view and
entire HRLocker on permissions you edit their personal
account. set. information.
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Account Structure
HRLocker Account

@ R

Company Office Department Teams

The main company Groups employees  Group employees by  Groups employees
account. by company. their departments. into specific teams.
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Employee Profiles
Compliance

o ¢ = 1 y
Deta I I S Stored Bist] | v o o mmn mme sy e =
Personal info, job history, contracts, B e -
salary, bonuses, benefits, right-to-work il = =

documents (e'g°l IDI ViSOS, driver's Lynn@Frenchfinancialie u::i:‘::::::m
licenses), review documents, pension o
information, etc. o e P

Alerts st V
Automated reminders for document v [
expirations, probation periods, contract i

end dates, and more. v e s Ot e
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Document Management

Compliance

Functionality

Issue and track company documents
(e.g., handbooks, policies). Employees
can sign documents digitally, and you'll
receive reminders for unsigned
documents.

This also helps with onboarding, as
documents are automatically assigned
to new employees based on their office,
department etc

v @ Essentiol Documents | HRDocs X+
€« » C % loginhriocker.com/Documents
gﬂ_kugl'm TimeOn  TimeOff CPD  Reports  HRDocs
HRDocs o
All Offices v All Departments v/ All Users v

Show 25 v entries

Name

Employee Handbook [

sick leave policy [

Work from home policy [

Unpaid Leave Policy

Safety Statement [

Description

Please read and sign your e...

Please read and sign

Please read and sign

Please read and sign

Please read and sign

MyDocuments

Published

(1 08/07/2025

() 30/01/2025

(21 30/01/2025

130/01/2025

(1 30/01/2025

Published to

All offices - All departments - All Users
All offices - All departments - All Users
All offices - All departments - All Users
All offices - All departments - All Users

All offices - All departments - All Users
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Knowledge Base  Tutori als

B oo o miver > aied >

Status Action:
& Needs to be signed 2 a g
2 Signed on: 08/04/2025 2 8 g
B Signecon: 17/042025 o B8 0
2 B 2
s 8 Q




Reviews

Compliance

Tem plqte S @it rocon Toeot @0t Pess inowe iy e it tetem
Search by Employee Q

Create review templates for different ' : : &\ prioimiseeh

types (e.g., probation, performance). - . -

o =

Completion — H -
Gemma Robi inson A

Employees and managers complete -

reviews within HRLocker. You can track m—

the entire review history for each A

employee i .

Custom Forms

Create and fill out custom review forms
directly in HRLocker. O HRLocker




Training & Certification Managen’en

Compliance

v @ Employee | CPD | HRLocker x  + - -] x
€ C % loginhriocker.com/CPD/Employee/175600 Q % @ Relunchtoupdate }
I ra I n I n g O!‘Rkoﬁl}'r TimeOn  TimeOff CPD  Reports  HRDocs  Directon y  Hire  HireHive  Reviews o}

CPD Requests > Awaiting Validation > Manage CPD > logs > Archive >

Build a training database within —
HRLocker. Assign mandatory training to D e

employees or allow employees to select
training from the database.

Show 25 v/  entries

Name Description Complete By Status Expiry Actions
Has Course [ Please complete this traini... 31/07/2025 B Assigned m a
COMPLYKEY GDPR Staff Awareness Please complete through you. 28/05/2025 B Vaicated 14/05/2026 o e

Upload certifications and qualifications
against training records and create —— . R e
automated reminders for renewals of Sl S
training/certifications.

B HRI1 acker
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Reports

Compliance

~ @ Employee | Reponts | HRLecker X

€ 5 @ %= loginhriocker.com/NewReports/Employee Q & @B Relunchtoupdate P

Re p o rtl n g OHIIM*H TimeOn TimeOFf CPD  Reports HRDocs  Directory  Hire  Reviews
OFFICE . DEPARTMENT d T
r " M I

Head Count (-] Gender Pay Gap e

All data in HRLocker can be reported on.
You can download standardized reports
or view visual reports for your entire
workforce.




Time & Attendance
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Timesheet quagement
Time & Attendance

login.hriocker.com/TimeOn/Timesheet/175595 8875711780964479&fror I nOut=False Q & @ Reunchtoupdate §

Scheduling

Create and assign work shifts (e.g.,
Monday-Friday, 8am-4pm).

Clock In/Out

Employees can clock in using desktop,
mobile, or tablet.

Time Sheet Entry

Use pre-populated timesheets for
standard work patterns, or manually
enter hours as needed.

-




Timesheet quagement
Time & Attendance

v @ Timesheet TimeOn | HRLocker X

« » C % loginhriocker.com/TimeOn/Timesheet/1 75711125205 Out=False

I rOJeCt HOUI s @ HRLocker TimeOn  TimeOff  CPD  Reports  HRDocs  Directory  Hire  HireHive  Reviews

. . TimeOn .. Unsubmitted > Awaiting > Archive
Create and assign projects, Employees
can specify time worked on each Pt e omps 8
projeCt/GCtiVity Previous Week Week (28) 07 July 2025 - 13 July 2025 (This week)

Approval
Employees submit their hours weekly for
manoger reVIeW/Opprovol’ © Images... @ Images... @ @ Images... © Images... ) Images... @ Images...

Payroll z = = ¥ % [FE- O
Payroll ready exports based on hours

worked compatible with your payroll
software. 0 HRLocker




Holiday & Sickness

Time & Attendance

Assign Leave

Assign leave in days, hours or accruals.

Dashboard

Employee dashboard to view leave
entitlements.

Flexi-time

Manage TOIL or Flexi-time with ease.

Leave Requests

Create custom leave types, allow
employees to request time off.

v @ TimeOft| HRLocker

3 » C 25 login.hriocker.com/TimeOff/175600

@ HRLocker|
Time OFf ...
Lynn Wiser
Y Lynn Wiser

Annual Leave AllL

2
I :
Anuai Laave o

Time off & Roster Requests Sick Leaw
Type 7 -List Date: Current Leave Year Start Date
Annual Leave [OneOrMoreFullDays] ) 23/06/2025
Annual Leave [OneOrMoreFullDays] (D ) 11/06/2025

Working from home [OneOrMoreFullDays] ) 26/05/2025

1Day() ©

Request Time Off > Rex

B apoved O

> Awaiting Approval >

us  Leave Year Starting: 01 Jan 2025

-
-

Time OFF Lo (rs)

Actions




Holiday & Sickness

Time & Attendance

Sick Leave ome o

Assign Create custom sick leave to e - i

match company policy. e e
mpﬂqilﬂqilﬂqil

Public Holidays

Set up location-specific public holidays

Company Planner -

View a visual planner of your workforce s (@]
to see who is in and who is out at any

given time.
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Recruitment & Applicant Tracking o

Time & Attendance

Hire is a cloud-based ATS designed to digitize and simplify recruitment. Here’s how it works:

[ ) « © % apphirehive.com/acc_SLPsDM/jobs?page=1 % @ Relaunchioupdate §
Link
Link to careers page and external job . - == == -
boards. | R
Manage & Track T e e
See all applicants in one place, track it G s
their progress, and maintain a candidate
history.

Published v B

Chief People Officer (CPO)

Screening Interviewing  Offered  Hired  Rejected  Total

Agency Platform

Work with external recruitment agencies

by giving them restricted access to

submit candidates directly into the

system. g HRLocker



Recruitment & Applicant Trackin
Time & Attendance

v @ Directory | HRLocker

Referral Schemes Qo] em ouews e e ) ma omee e
Directory .-
Set up employee referral programs to
encourage internal recommendations, i —
reducing reliance on external agencies. a-
o - e e oy

Hiring Manager T =
Grant access to hiring managers, (D e B @ @ e (@) e o
allowing them to review candidates and S - S— SE—
collaborate in the hiring process. i ik = ki

- @~ i e- e s

Y= B S Qoenvse (Y= B 5 Qos2139s 50 @

Diversity Tracking

Track diversity metrics to ensure a fair

and inclusive hiring process, supporting O HRLocker
compliance with DEl initiatives.




Packages Breakdown
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HR Essential
Packages Breakdown

HR Essential

—
.

Employee Profiles

2. Timesheet Management

3. Document Management

4. Holidays & Sickness

Cost: €48.00 + VAT per user/year
Setup: €300.00 + VAT (one-time fee)




HR Professional
Packages Breakdown

HR Professional

C

1. Employee Profiles

Timesheet Management + clock in
Document Management

Holidays & Sickness

Reviews

®» g bk W N

Training & Certification Management
Cost: €72.00 + VAT per user/year
Setup: €600.00 + VAT (one-time fee)




Optional Add-Ons

Packages Breakdown

Add-Ons 1. Recruitment & Applicant Tracking
Cost: €1,150.00 + VAT for 3 active jobs /
O O €2650 + VAT for 10 active jobs/25
active jobs €4750

O+
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