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All your
employee
information
in one place

Tools to help you manage employee
information, visualize your company's -
structure, manage important documents, /

and track employee time off (coming soon).

MANAGE YOUR DEFAULT PROFILE TEMPLATE ‘ ] : Customiza ble
Fmeleveente - employee profiles

. Keep all employee information in one place with

Glsubsectionsici22lelds customizable employee profiles. Employees can
update their own profiles if any of their
information changes, and you can customize the
profile templates to collect and organize
different information based on location,

_ Benefits department, and more.

1subsection « 7 fields

.
Directory

Sort by: Name v

Searchable

° Q Search All statuses v  All departments v  All locations v
employee directory
The employee directory provides a list of all a Olivia Wang = Repors 0
employees, making it easy to search and find e -

specific employees.



DIRECTORY ORG CHART FILES ONBOARDING

Organisation chart View yo u r
company’s hierarchy

Visualize your company's structure with the
organization chart, making it easy for new
hires or current employees to learn your
structure, and know who to reach out to for
cross-company collaboration.
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Edit document template Cancel m
Manage all employee
STEPS Edit template details

documents with P
e-signatures

Store all HR-related files in one central location Select signers
with our document management feature. You "
can organize the files into folders based on . .
location, department, and more. Turn any file © asesorer
into customizable document templates to be

filled or e-signed, making it easy to share and “
track important documents with employees -

and new hires.
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Ti me Off COMING SOON

F@‘ Time-off requests A ma nagement
[
20 May - 24 May X v Easily track and manage employee time off with
4 days - Paid time off E our time off management system. Employees
Employee note have easy access to requests and track their
Paid time off : time off, and managers can easily approve or
deny requests. The system offers multiple
@ vorecioves 7.56 cays avaitavie policies and accrual options, and includes a
View full breakdown 23.5 days used calendar feature to see when everyone is out of
View more (2) v the office. Approval workflows are also included

to ensure that time off requests are addressed,
even if the manager is unavailable.

Product overview



https://www.workable.com/pricing
https://www.workable.com/recruiting-software

