Good Morning John

Here are your events scheduled
for today

8:30 AM to 9:30 AM — Growth Hacking
Session with the Marketing Team

10:30 AM to 1:30 PM — Marketing
content hackathon

All of your team members are
working today

Don't forget to check-in!

‘ Check-in

Check-in

You are working from

‘ Home Office ‘ Other

Type a message

hello to

https://mia.work
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mia MiA

Files

Tasks

MiIA 800 AM
Good Morning Anne

Here are your events scheduled for today

8:30 AM to 9:30 AM ~ Growth Hacking Session with the Marketing Team
9:30 AM to 10:00 AM ~ Weekly meeting with the Partner Marketing Team
10:30 AM to 1:30 PM —~ Marketing content hackathon

All of your team members are working today

Don't forget to check-in!

Check-in

MiIA 801 AM
Upcoming Tasks
23 July 2020 - Monthly Content Calendar update

Overdue tasks
No Tasks

Tasks due this week
17 July 2020 - Internal General Meeting

Tasks completed in last 7 days
9 July 2020 - Sales meeting with CEQ




Explore how MiA
workplace
virtual assistant
helps with your
daily work




Al of yous team members are working
this week

Team members with birthdays this wesk
Tidlar Brceesn - bosatary, 9ih Mosssmbar

Sare] WWis b

Torm Jones - Teesdy, 106 Hovember

Seanred] Wil

Team members with work anniversariaes
this wesak

Ly Smith - 2 years completion [958 Mosemibe )
Lpred] Wicher

Safah Do - 5 years complation {118 RiowamEar)

Sl Wishes

E)/ﬂ:' &i. I.

Keap up the good wark! Here's to
many years to come.

Kick start your work week with MiA

- 3T active days

1 heowir of walking

Fecod for Sunday

wour ket wemek Fitnew sctidty sumemany

- 2 hours of total fitness activiby
. highpﬁl clocked fitness act i'uil::lr is

Don't forget to record wour
weekend fitness achivibies,

Aecond for Saturday

https://mia.work

Gaood Bdorning Emma

i lasl weselk sttendd ance sumesany

- Present © & days
- Absent : 0 days
- Leawe : 0 days

Yeur ovarall work pro ductmrty |last wesk

- 91.67% [¥our productivity) / BB.43%
[Comipamny average last weak)

~7

Here e wour events scheduled for boday

- 8230 AM o 52340 AM - Growth Hadking
Sagcann with the Marketing Team

- 1030 AM to 1230 PR — Marketing
conbant hackathon

- 230 AM to 3230 P - Marketing
codlataral for 'Dhgital karketing
Summit 2021°

Team mambers with birthdays
Tybawr Ercen - Mosday, Oth Mowembar

Sand Wizl

Tearm members with work anniversaras

Famas smith — 2 years completion (96h Nosemben

hand Weirhar

Dan't forget to chedk-in!




Kick start your day with

Files Tasks.

Q MiA 200 AM

Good Morning Anne

Here are your events scheduled for today

8:30 AM to 9:30 AM ~ Growth Hacking Session with the Marketing Team
9:30 AM to 10:00 AM ~ Weekly meeting with the Partner Marketing Team
10:30 AM to 1:30 PM — Marketing content hackathon

All of your team members are working today
Don't forget to check-in!
Check-in

801 AM
View Tasks

MiA 801 AM
Upcoming Tasks
23 July 2020 - Monthly Content Calendar update

Overdue tasks
No Tasks

Tasks due this week
17 July 2020 - Internal General Meeting

Tasks completed in last 7 days
9 July 2020 - Sales meeting with CEO

»000 B Q-

IO i®




Helps you with

Files Tasks
801 AM
Check-in

MiA 801AM
Check-in: On 02/11/2020 at 08:01 AM Singapore Standard Time.
You are working from

Home Office Other

MiA 801 AM
Successfully checked in from Home on 04/11/2020 at 08:01 AM
Singapore Standard Time

Would you like to see your tasks?
View Tasks
5:35PM

Check-out

MIA 535 PM
Please confirm Check-out: 04/11/2020 at 05:35 PM Singapore
Standard Time. Is this correct?

Yes No

MiA 536 PM
Successfully checked out.

Y600 @ Q-

iQ i®




Assists with your routine HR requests- ~ (mia

Files Tasks
8.02 AM
Hi MiA
MiA 802 aM
Hi John! How may | assist you?
8.02 AM

Leave balance

@ MIA 802 AM

ANNUAL ‘
Balance:11/12 Used:1 Pending:0
)
&8
Ao
»008 06 Q-

i
S




Assists with your routine HR requests-  [(mia

Files Tasks

B0 AM
I'm taking an ANNUAL leave from
next Monday to Wednesday
MiA - &01 AM
e What is your leave reason?
Eﬂ_ll
et B02 AM
Personal
MiA 802 AM

Leave Confirmation
You have requested an Annual leave from 08 June 2020 Mormning to
10 June 2020 Evening

Confirm Cancel

802 AM
Confirm

MiA 502 am
Leave successfully applied

PoQBE R

iQ i@




Assists with your routine HR requests- (mia

i 0 i

801 AM
January 2020 Payslip

Q MiA 801AM

[ Payslip.2020_January_345688... -

a
2
4
=

803 AM
February 2020 Payslip

Q MiA 803 M

[ Payslip_2020_February_736256.. -




wAssists with your routine HR requests- (mia

L3
mia mia
Time Change Request

Attendance for 03 May 2020

& In Oout &
4
o Date: May 3, 2020 =. Date: May3, 2020
(mia Time: 7:30 AM Time: 5:30PM
MA
Time Change Reason
Forgot to swipe v
Comments
I'm submitting this time change request to alter my IN
today as | started a meeting with a client at 7:30 AM.
Change
8B
Acgn
Yep »o@0B8 0B Q- B




Updates your work activity

P\

Work activity

Hi, | can show or submit your
work activity

‘ Submit | | View

Work Activity for 06 Nov 2020

Meeting 01:00 Hours
Meeting with Headquarters

My Work 02:00 Hours
Training- SEO and SEM

Meeting 01:00 Hours
Meeting with Group Marketing

My Work 04:00 Hours

Completion of the Tender Document

Type a message

Good Morning John

Your last week attendance summary

- Present : 6 days
- Absent : 0 days
Leave : 0 days

Your overall work productivity kast week

91.67% (Your productivity) / 68.43%
(Company average last week)

lype a message




N\

Team members with birthdays this week
Tyler Brown - Monday, 9th November

Send Wishes

Tina Jones - Tuesday, 10th November

Send Wishes

Team members with work anniversaries
this week

James Smith — 2 years completion (9th November)

Send Wishes

Sarah Davis — 5 years completion (11th November)

Send Wishes

0/ fio:
// L

Type a message

All important
notifications & notices

=\

Good Morning John

il
// /U
AR

Wishing you a happy birthday
and a wonderful year ahead!

I\/[)P a message
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mia wvia

Record Fitness Activity

Activity

GYM-WORKOUT

Time Spent

45 minutes

wour last week Siness activity summary

4T active days

- <4 howrs 20 minutes of total
finess actnaty

- Highest docked fitmess activity
iz 50 minutes of dimbing

Don't forget bo record your
weekend fitmess activities.

mecord for Swnday Hacord for Saturday

an legve this week
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Dashboards

Workforce Productivity

y

Workforce Productivity

47312020 4/3/2020

Productivity Percentage

Select Required Date Range Select Company

All

Productivity Percentage by Company Name

82

ProductivityPercentage

Spent Hours By Category
o-AB o Work Category

i ® My Work

@ Meetings
0, 0
775 @ Calls / Chats - 77 /0 86 /0
@Calls / Chats -
®Learning B
37300 @ Responding to Select Required Date Range Select Company

@ Calls / Chats - 4/3/2020
Holdlngs
Company Name

https://mia.work

Productivity By Gender Productivity By Job Category

HEAD MANAGER  JUNIOR CEO EXECUTIVE  INTERN SENIOR
MANAGER EXECUTIVE EXECUTIVE

47312020 Al

Productivity Percentage by Company Name




Workforce
Productivity

Dashboards

Workforce Productivity
Select Required Date Range Select Company Select Department

4/3/2020 4/3/2020 All ENGINEERING

Expected and Actual Work Hours

@ Actusl Hours spent @ Expected Work Hours

& 0
Actusl Hours spent and Expected Work Hours

Actual Work Hours Spent by Employees

John Sarah Nick Alfie Rex Jasmine Leo
Doe Bell Brown Walker

Hannah Lucas

Ellis
Fox Lawrence Miller Ward Roberts Murphy

https://mia.work

70%

Overall Productivity Percentage

Spent Hours By Category

Work Category
®R&D - Writing...

O R &D - Quality ..
—34179R&D - Other
OR&D - Trouble...
@ Meeling - Inter...
@ Calls - Internal
®R&D - Review...




Timesheet

Dashboards

Timesheet

Select Company Select Department

Microimage HCM ENGINEERING

4/3/2020 120000 AM

0 120000AM

4/3/2020 12:0000AM

4/3/2020 120000 AM

4/3/2020 12:00:00AM

R&D-
Troubleshoot

R&D
Writing Code

iting Code

xD -
iting Code

Select Employee
John Doe

xyz - Product Intergration

Bug fixes

Custom Timesheet with allocances
Mainm enu define - issue fix

View Employee & Team Roster - enhancements

Hours Spent

6,00 (75.00%)

https://mia.work

Select Date Range

41312020 4/3/2020

®R & D - Writing Code
®R & D - Troubleshoot




Check-in/Out

Dashboards

Employee Check In Check Out

Select Required Date Range Select Employee
4/3/2020 47312020 All

Employee Check In

John Doe April 3, 2020 09:2800
Sarah Bell April 3, 2020 08:34:00
Nick Brown April 3, 2020 09:29:00
Alfie Fox April 3, 2020 0845:00

Hannah Lawrence April 3, 2020 08:20.00
Lucas Miller April 3, 2020 08:29.00
Rex Walker April 3, 2020 09:36:00
Jasmine Ward April 3, 2020 08:21:00
Leo Roberts April 3, 2020 08:29.00
April 3, 2020 08:26:00

| Ellis Murphy

Check Out Work Hours

17:41:.00
16:57.00
17:52.00
17:15.00

16:58.00
17:28.00
18:38.00
17:27.00
17:3800
17:36:00

https://mia.work



Dashboards

Select Required Date Range

Employee Leave Utilization
47312020 4/3/2020

Leave

. . L] N
U t I I I Sat I O n Employee Leave Start Date Leave End Date Leave Type | No Of Days Leave Request Status R
s 10.50
o B

|
John Doe 4/3/2020 12:00:00 AM | 4/3/2020 12:00:00 AM | Special Leave 1.00 Approved

| No of Leave Davs
Sarah Bell | 4/3/2020 12:00:00 AM | 4/3/2020 12.00.00 AM | Special Leave 00 Approved
Nick Brown 4/3/2020 12:00:00 AM | 4/3/2020 12:00:00 AM | Special Leave Approved
Alfie Fox | 4/3/2020 12:00:00 AM | 4/3/2020 12:00.00 AM ' Special Leave 00 Approved 0 0 0

| N
Hannah Lawrence 4/3/2020 12:00.00 AM | 4/3/2020 12.00.00 AM  Special Leave Approved No of Annual Leave Days

Lucas Miller ‘ 4/3/2020 12:00:00 AM | 4/3/2020 12.00.00 AM  MEDICAL .50 Pending

Rex Walker 4/3/2020 12:00:00 AM | 4/3/2020 12:00:00 AM | Special Leave Approved

Jasmine Ward | 4312020 12:00:00 AM | 4/3/2020 12:00.00 AM  Special Leave 00 Approved 0 = 0 0

Leo Roberts 4/3/2020 12:00:00 AM | 4/3/2020 12:00.00 AM | Special Leave Approved L No of Casual Leave Days

Ellis Murphy | 4/3/2020 12:00:00 AM | 4/3/2020 12:00.00 AM  Special Leave 00 Approved

Robert Walker 4/3/2020 12:00:00 AM | 4/3/2020 12:00:00 AM  Special Leave Approved r‘ — (,.“
1~
U.90

No of Medical Leave Days |
N

l#l

https://mia.work



My Work
Analytics

Dashboards

My Work Analytics
@ Your Productivity

Your Work You were Present

Your were Productive
- My work I
R Mectings I

Calls / Chats - Clients I

Calls / Chats - internsl [

Learning I

Responding to Emails |

Calls / Chats - Partners |

°

Work Items

o® Your Leave
You Have Made

You were on Leave for Your Leaves

2.50

Days

https://mia.work

Select Required Date Range

‘0 Your Attendance

Your Attendance

Your Requests

o




Subscribe to MiA
on Microsoft AppSource!

= Microsoft | AppSource M £ ©

Apps MiA for Microsoft Teams
MiA

(0 Reviews) Write a review

Overview Reviews Details + support

MiA for Microsoft Teams, your everyday virtual assistant on your HR journey

Stay connected with HR anywhere anytime with MiA for Microsoft Teams. MiA for Microsoft Teams provides
you with secured and convenient access to manage your routine HR needs while on the go. Moreover, MiA
enables HR to understand workforce productivity underpinned with a series of productivity dashboards.

Employees can use MIA to:
Check-infout
Submit leave request/and approve
Check leave balances
View Payslips
Reach HR team to request document/escalate grievances
Submit and view timesheets
Ability to integrate with Outlook Calendar
Analytics and reports on workforce productivity, attendance, and leave

https://mia.work



Call To Action

v/ Sign Up for MiA

Your workplace virtual assistant

EXPLORE MORE + CONTACT US PARTNER PORTAL

Sign up to get started!

Contact No®

Mumter of Employees” Courtry®

-- Select -

BOOK A DEMO ‘ REQUEST A QUOTE

https://mia.work



v/ Provisioning the tenant — Setup Wizard

Getting Started

Setting up wizard for MiHCM App for Microsoft Teams

Welcome to MIHCM HR!

MIHCM setup wizard will help you to setup MiHCM HR instance through few easy steps. First, it allows you to upload employee details to the system. The wizard also allows you to define
leave types and upload leave balances. As a part of setting up process, Reach HR categories, which will be used by your employees when connecting with the HR team can also be defined.
Finally, it will allow you to setup various timesheet categories, which enables employees to choose a suitable category when indicating the time they spent on each activity.

Let's get started with MIHCM HR!

Step 01

@ Download template and upload the same with employee information filled. ownload Template

C' cLEAR

Upload Employee Details

Click or Drag-&-Drop to
Upload file

Format: doc,docxpdf | Size: Less than 1MB

' UPLOAD NEXT )

Upload employee details via an Excel sheet
1]
This step allows you to upload details of your employees into MiIHCM HR Microsoft Teams app via an Excel sheet. You can fill in the details ir using
sample record given there as a guideline. In the Excel sheet, yau need to have ane record each, per emplayee in your organization. (Please STEP 01 e or ch
2 the sample record shown in grey colour). Also, you need to fill all the fields given in the Excel sheet. The fields of the Excel sheet are descril
3|
4
5 |Employee Number Employee number which is used to identify employee 003
& |First Name [Employee First Name Sara
7 |LastName Employee Last Name Crew
Organisation Level 1 The highest level in your organization structure. ABC Group
E.g. Name of the Group of Companies, if your business is a group of Companies. It can be the
8 name of Company, in case of a single Company scenario.
Organisation Level 2 The second level in your organization structure in relation to the employee given. ABC Company
E.g. If employee mentioned is working for Company “ABC Company” and Company is the
9 second level in structure, this field will contain “ABC Company”
Organisation Level 3 The third level in your organization structure in relation to the employee given. Finance Department]
E.g. If employee mentioned is working in the Finance Department of “ABC Company®, this field
i 4
Employee Details Help HE |
A A B T D E F
1
2 |003 Sara Crew ABC Group ABC Company  Finance Department sara@abe.c|
3
s

Create New HR Service Request Type

‘ Request Type

type here
Request Types
Show 5 ¥ entries

Letter Requests
Grievances
Ideas & Suggestions

Infrastructure

Other

Showing 1 to 5 of 7 entries

Search:

L T T
X X X X

X

Previous . 2 Next

https://mia.work



Thank You!

I'm taking an AMNUAL le:
next Monday to Wednes:

What i your beave reason?

Learve Confarmataon

o hawoe reqquested an ANNUA
leanve from 08 June 2020 Momi
1010 June 2020 Evening

| =

Lo successhully applied

Typeir & masssadpe

< MiA >

B00 A

Your Lot week: fibness acthity sumemany

- 47 active days

- 4 hours 20 minutes of total
fitness activity

- Highest clocked fitness activity
is 50 minutes of climbing

Dont forget to recond your
weekend fitness activities.

[ Fecord for Surday ] [axwfqrsmm.yJ

Popli o Wi thl Wik
- Sarah Davis - Thursday
= James Smith - Friday

e 318 your events scheduled bof todsy

= 8:30 AM to 9:30 AM - Growth
Hacking Session with the
Madwling Teamn

= 1030 AM to 1:30 PM - Marketing
content hackathon

Type a message

B

< MiA »

T pe——

B00 AM

Good Morning John

Hete are your events scheduled
for today

£:30 AM to 9:30 AM - Growth Hacking

Session with the Marketing Team

10:30 AM to 1:30 PM - Marketing
content hackathon

All of your team members are
working today

Don't forget to check-in!

4N

Checkin
£:01 AM
Check-in
You are working from
[rome ] [Come ] [Come
Type a message

¥

https://mia.work

Work activity

1 can show or submit your
ork activity

] (]

Work Activity for 06 Nov 2020




