HRIS

Human Resource & Attendance Management System
Complete Feature Overview

BizFlow HRIS replaces spreadsheets, paper registers, and manual approvals with one connected system for
managing your people — from the moment they walk through the door in the morning to the day their payslip is
generated. Two things set it apart from ordinary HR software: an Al assistant that answers questions about your
workforce instantly, and attendance that logs itself automatically using location, with no one needing to touch a
punch clock. This document covers everything the system does, in plain language.

What's included at a glance

Al HR Assistant Ask questions about your workforce in plain English, get instant answers
Automatic Geo-Attendance Staff are punched in/out automatically by location — no device to tap
Attendance & Shifts Punch processing, self-service requests, shift rosters, bulk uploads
Leave Management Applications, approvals, balances, policies, encashment

Payroll & Salary Configurable salary structures and full payroll processing

Employee Loans Loan issuance, installment tracking, early settlement

Assets Track company property issued to and returned by staff

Onboarding & Checklists Structured preboarding with step-by-step checklists

Reports & Dashboard Live KPIs plus a full library of exportable HR reports

Roles & Permissions Fine-grained, per-action access control for every user

1. Al HR Assistant

Instead of digging through menus and filters to find an answer, just ask for it.

BizFlow has a built-in Al assistant, available right inside the app, that understands plain-language questions about
your workforce and answers them instantly by looking up your live HR data — no reports to run, no filters to
configure.

e Understands natural language — No special commands or search syntax — employees and HR staff can
ask questions exactly the way they'd ask a colleague.

e Answers from real, live data — Every answer is pulled directly from your current HR records —
attendance, leave, payroll, assets, and more — so it's always accurate and up to date.

e Wide range of built-in knowledge — The assistant can check who's present, absent, late, or on leave; look
up an employee's leave balance, salary, or assigned assets; find new joiners; check pending leave requests;
search company policies; and much more.

e Remembers the conversation — Follow-up questions work naturally within a session — you don't have to
repeat context you've already given.

e Understands dates the way people write them — Ask about "today,"” "this week," or a specific date, and
the assistant correctly resolves it and confirms the date back to you.



e Private to your business — The assistant only ever answers using your own company's data — never
mixed with any other business using the platform.

2. Automatic Attendance with Location Tracking

The single biggest time-saver in BizFlow: attendance that takes care of itself.

Most systems still require an employee to tap a card, scan a fingerprint, or press a button to record attendance.
BizFlow removes that step entirely. Once set up, employees are automatically checked in the moment they arrive
at the workplace, and automatically checked out the moment they leave — with zero action required from them.

How it works

— Set your office boundary: For each office or work site, define its location on a map along with a radius —
this creates an invisible boundary (a "geofence™) around the workplace.

— Assign employees to a location: Each employee is linked to the office location (or locations) where they're
expected to work, with support for reassigning them over time as needed.

— Automatic detection: As an employee's phone reports its location, BizFlow checks whether they are
currently inside or outside their assigned office boundary.

— Hands-free punch infout: The moment an employee crosses into the boundary, they're automatically
marked "in." The moment they leave it, they're automatically marked "out" — no card, no button, no app to
open.

— Smart, not spammy: The system only records a new punch when the employee's status actually changes
(entering or leaving) — it won't create duplicate or unnecessary records while someone is simply staying at
their desk.

— ldentified securely: Each employee is matched to their own record automatically, so attendance is always
attributed to the right person.

e Works alongside traditional methods — Geofenced auto-attendance can be used on its own or side-by-
side with device-based punches and manual entry, giving you flexibility across different roles or sites.

e Full audit trail — Every automatic punch is logged with the source clearly marked, so HR can always see
exactly how each attendance record was created.

3. Attendance & Shift Management

Everything needed to process, review, and manage attendance beyond the automatic system above.

e Automated attendance processing — Raw punch times are automatically checked against each employee's
shift rules, producing a finished attendance status — such as Present, Late, or Half Day — without manual
calculation.

e Overtime calculated automatically — The system works out both gross and net overtime for each
employee based on actual punch times and shift schedules.

e Bulk attendance upload — For sites still using external punch devices, HR can upload attendance in bulk
from a spreadsheet, using a ready-made template — the system validates and processes every row
automatically.



Employee self-service requests — Employees can submit their own attendance requests (for example, a
missed punch) through a dedicated request page.

Two-stage approval workflow — Attendance requests go through both HR and the employee's reporting
authority before being accepted, with controls to prevent duplicate or repeated re-submissions.

Shift scheduling & rostering — Assign shifts to individual employees or entire departments in bulk, define
working-day rules per shift, and generate detailed shift reports.

Daily and individual attendance reports — View attendance for a single day across the company, or a full
attendance history for one specific employee, complete with summary totals.

One-click Excel export — Any attendance report can be exported to Excel instantly for record-keeping,
payroll input, or sharing with management.

4. Leave Management

A complete, paperless leave process from request to approval.

Leave applications — Employees submit leave requests directly in the system, with the number of days
calculated automatically based on the dates selected.

Approval workflow — Leave requests are routed for approval, keeping a clear record of who requested
what, and who approved it and when.

Configurable leave policies — Set up leave types and policies that match your company's actual rules —
different allowances, carry-over rules, and entitlements per leave type.

Leave balances — Every employee's remaining leave balance, by type, is tracked automatically and visible
at a glance — no manual ledger needed.

Leave encashment — Support for employees cashing out unused leave, tracked and processed within the
same system.

Leave ledger & balance reports — Company-wide reports showing every employee's leave balance and
complete leave history.

5. Payroll & Salary Management

Flexible enough to match how your company actually structures pay.

Configurable salary structures — Build salary structures from individual components (basic pay,
allowances, deductions, etc.), each with its own calculation method.

Full payroll processing — Run payroll for your whole company with salary components, attendance, and
leave all feeding into the calculation.

Salary status tracking — See at a glance which employees have been paid this month and which are still
pending.

Salary reports — Generate detailed salary reports for record-keeping, audits, or management review.

6. Employee Loans

Handle staff loans and salary advances without leaving the system.



Loan issuance — Record a loan given to an employee, with the repayment plan tracked from day one.

Automatic installment tracking — Loan repayments are tracked installment by installment, integrated
with payroll.

Flexible repayment handling — Skip an installment when needed, or let an employee settle the full
remaining balance early.

7. Asset Management

Know exactly what company property is out with which employee, at all times.

Asset categories & inventory — Organize company assets (laptops, phones, equipment, etc.) by category
for easy tracking.

Issue & return tracking — Record when an asset is issued to an employee and when it's returned, building
a complete transaction history per item.

Current holder at a glance — Instantly see who currently holds any given asset, and an employee's full list
of assigned assets.

8. Onboarding & Preboarding

Bring new hires on board with a consistent, repeatable process.

Preboarding workflow — Manage new employees through the preboarding stage before they're fully
onboarded into the system.

Structured checklists — Build step-by-step onboarding checklists so nothing gets missed —
documentation, equipment setup, introductions, and more — with progress tracked per new hire.

Bulk CSV import — Bring in existing employee or attendance data in bulk via CSV import, rather than
entering everything by hand.

9. Company & Organizational Structure

Model your business exactly as it's structured, however many layers that involves.

e Multi-level structure — Organize your business by company, business unit, division, and department,

matching your actual reporting lines.

e Designations & employment types — Define job titles and employment types (e.g. full-time, contract) to

classify your workforce accurately.

e Multiple office locations — Manage as many physical office or work-site locations as your business

operates, each with its own settings.

o Weekday & working-day configuration — Set which days of the week are working days, feeding directly

into shift and attendance calculations.



10. Holidays, Notices & Company Policies

e Holiday calendar — A visual, month-by-month calendar of company holidays, color-coded by holiday
type, so everyone knows upcoming days off.

e Company notice board — Post company-wide announcements and notices that all employees can see in
one place.

¢ In-app notifications — Keep employees and HR informed of relevant updates and approvals as they
happen.

e Versioned company policy documents — Maintain company policy documents by year, with only one
active version per year — and the Al assistant can search across them to answer policy questions directly.

11. Dashboard & Reporting

Live numbers for daily management, plus a full library of formal reports when you need the detail.

Live dashboard
— Headcount overview: Total employee headcount, broken down by department.
— Attendance summary: Who's present, absent, late, or on leave today, at a glance.
— Late & early-out summary: Track patterns of lateness and early departures across the company.
— Leave summary: A live view of leave usage and balances across the organization.
— Salary status: See payroll completion status for the current period.
— Loan summary: An overview of active employee loans and outstanding balances.

Formal reports
— Employee activity report: A full history of key actions and changes for an employee record.

— Attendance & shift reports: Daily attendance, individual attendance summaries, and shift-by-shift
reporting.

— Salary & leave reports: Detailed salary runs and complete leave ledgers, ready to export.

— Excel export everywhere: Every major report can be exported to Excel with one click for sharing or record-
keeping.

12. Security, Roles & Access Control

Precise control over who can see and do what — down to individual actions, not just broad job titles.

Capability What it means for you

Create as many roles as your organization needs (HR, Manager, Payroll

s e Officer, etc.) rather than being limited to a fixed set.

Every action in the system — viewing attendance, editing a punch,
Fine-grained permissions approving leave, and dozens more — can be individually granted or
withheld per role.

Staff log in with secure, token-based authentication, keeping accounts and

Secure authentication sessions protected.




If you manage more than one company or client, each one's data is kept

Multi-company / tenant support fuily separate and private.

e Full attendance audit trail — Every attendance record — however it was created (manual, bulk upload, or
automatic geo-punch) — is traceable back to its source.

Thank you for considering BizFlow HRIS for your business.



