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Getting started guide
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Set up your company, add your team and start working with the desktop
app, Connect HR and Connect Manager.
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PART 1
Your three apps
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WINDOWS - OFFICE

Business OS EMPLOYEE

Connect HR

For owners, HR, sales and
finance. Everything is set up

here. payslips, tasks and industry

) screens.
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One company, one code

Your company has an 8-digit company code. Every
app asks for it once, then each person signs in with
their own email and password.

All three apps share the same data: a leave request
sent from a phone appears at once for the manager
and in the office.

Modules. You only see the modules your
company subscribed to. Ask us to switch one
on or off at any time: your data is kept.
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ANDROID - EVERY

Check in, leave, requests,
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ANDROID - MANAGERS
Connect Manager

Today’s numbers, one-tap
approvals and the Al voice
assistant.
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PART 2

Install and sign in Jes | Jazuwdy S|

On the computer PouaSll (e

1. Run the installer we sent you (Connect- Connect-) ¢l oLi.lei Ml il cale Jouii 1
Business-OS-Setup.exe). .(Business-0OS-Setup.exe

2. Enter your company code and press hosly dSpidl jo) Jssl 2
Find my company . . Find my company

3. Check the company name and press . Yes, continue hubslg &S pill awwl oo 35U 3
Yes, continue . gyl dalSg ugySINI oy yu Jezall J3w 4

4. Sign in with your email and password.

Forgot your password? $)apall dalS S
On the sign-in screen press Forgot password? . We ?Forgot password .ol Jgzall bl o
email you a 6-digit code to set a new password. yope dalS =il oy e plbﬂ 6 o joy lhouwg
N EVECS
Updates Ozl
New versions install themselves when the app sl 9 il zis sic a5zl Ol o
opens. Nothing to download. Jul
Seats and devices. Each person who signs in ey Jos | Loy oz JS .85@.?‘3”3 deldell
uses one seat. See your plan, seats and devices lijgzle Jacling clihs (e gl Taslg Tasis

in Settings — Subscription . . Settings — Subscription



PART 3

Set up your company
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Company details

Open Settings — Company and fill in:

e Company name in English and Arabic,
legal name, tax number

® Email, phone and address (they print on
invoices)

* Currency, time zone, date format, VAT rate
and default language

Your logo

In Settings — Company , the Logo card:
Upload logo . PNG, JPG or WebP up to 1
MB. It prints at the top of invoices, quotes,
contracts and payslips.

Your words

The Wording card lets you rename things to
fit your business, for example Patients instead
of Clients. Your industry already sets sensible
words.

Invoices

In Finance — Settings add your bank
details and invoice terms; they print at the
bottom of every invoice.
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PART 4

Set up HR d il 5)lgedl dlac]

qewi b Ol gl J.oSig HR — Organization aisl

Open HR — Organization . Do these tabs in order:

Tab What to set

Branches Each workplace, its map location dhy yxl e aw8g09 Joc R8g0 JS Branches
and radius, and allowed networks. Josy N .45 goual| SBwLidlg glailly
Check-in only works there. s V| ozl Jusewd

Shifts Hours, break, grace minutes and &g dslyiwllg plgadl Glelw Shifts
working days (for example Sunday ol 35Vl o Uio) Jasdl ‘oL_:_is 2o
to Thursday, or Saturday to 13] el Il Sudl o gi s kel
Thursday if only Friday is off). (dbe hias deazdl WS

Holidays Public holidays, so nobody is Lle ol J2ud VN (i oyl o]l Holidays
marked absent on them. Lguo

Departments,  Your structure. wotaidl Sugll  Departments,

Positions Positions

Leave types,

Annual, sick and other leave, and

sacg byt duoyally & gl 852

Leave types,

Department the days per department. oad JSJ oLV Department
leave rules leave rules
Approval Who approves each request. wdb JS ode §olgy oo Approval
flows flows

Absences are automatic. Every night the

previous day is closed: anyone due at work
who didn't check in is marked Absent, or

Leave if their leave was approved. Give every
employee the right shift before you start.
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PART 5

Add your team i) )6 ol
Add a member goc dslo|
1. Open Settings - Members and press be.slg Settings - Members aisl .1
Add member . . Add member
2. Enter full name, email, job title and an waubd gl Gouallg 2y jdlg Jo U puw ) Jsol 2
initial password. .&,x_J_gi )90 dalSg

3. Choose their roles (permission groups).

4. Send them the company code, their email
and the password.

Every member is also an employee in
HR — Employees : complete their
department, branch, shift and salary there.

Who sees what

Settings — Permission groups decides
what each role can do, and its scope: own
records, team records or all records.

Settings — Teams sets managers and their

(Olsall Slegoazo) gVl yisl 3

Joyall dalSg 01y 19 &S il oy d Juuyl 4
b cabgo Loyl oo guac JS

¢ y4)lg pudll s JaSi: HR — Employees
uJleg a._l__\J_gﬂs

3lo Sy oo

lo Settings — Permission groups >axj
ol Jnis dilMouw (a8lnig dl=s yq JS gubriuy
33y Mzl JS gl ey 46 OMzw

086,99 cljaall Settings — Teams

teams.
Leaving or on hold gl ol
Use Suspend on a member to stop their access for g 840 gzl Jg>> wla)) Suspend paxiwl
a time; Reactivate brings it back. Their history is Wbga=o dlzw éy .aidlc) Reactivate

kept.



PART 6

Employees: Connect HR Connect HR gl ;)35 g0l

First time 830 Jgl
1. Install Connect HR from Google Play. .Google Play ;0 Connect HR gulni i .1
2. Enter the company code, then sign in with dalSq 2 )b Jgzadl JBuw o aS pidl jo, Jsol 2
email and password. 9yl
3. Allow location, so check-in can confirm the oo Gl sy gall W Jgo gl zowl 3
branch. oozl s aie ¢ yall
Every day e9 JS
® Check in on arrival and check out when leaving; By leell sic Wlpailly Jgogll sic yguadl J2uw
start and end breaks. .[Q_Q_ii_g aslyiwVl Tulg
* Request leave and other requests, and follow the Sl g 3l wdb L"si 97 bl bl e
answer. Dby plgally ilgyl WeuisS e gl @
* See payslips, tasks and visits. WJrosll g gi 2o Jlacll wyclgall ielelhs Slili ©
® Your industry's screens: appointments, jobs with ! gl Mo gl ouazll

customer signature, classes, deliveries or cars.

Team leaders can add staff and approve wle dadlgally rabbge Lol §yadl 336 gulbniuy
requests from the Team section of Connect .Connect HR s Team s o Sl

HR.



PART 7

Managers: Connect Manager Connect Manager gulbyj :clyioll
What managers get il ade Joy bo
* Today: the day’s numbers at a glance 8a>lg 8ylaiy pgull pl_'o'ﬂ -Today °
e Approvals: leave, requests and orders in Sdbllg O]l OljVI :Approvals  ©

one tap 5.&>|3 Cl.u.mJJ

® Team: who is in, late or absent ule o9 p‘ij' 009 fo> o Team
* Business: the screens of your modules clilasg Olisld :Business  ©
Sign in the same way: company code, then oJ & il o rday bl Guais Jgadl Jusuud
email and password. 2oyedl dalS g 2y
The Al voice assistant WS (Wigsall acloll
Managers can ask out loud, in Arabic or oo 14y jud=i\ll si dy =l diguoy jiell [
English: “Who is absent today?”, “How much U g .« Seacwll i lies pS» « Sogl il
did we sell this week?". It answers only from LS i Ol e bas
your company's data. o0 sre JS) Jossall loliiay 4, Lisl d5Lo] ong
It is an optional add-on: an administrator . Settings — Al assistant

switches it on for each manager in
Settings — Al assistant .



PART 8

Your month, step by step Bolazy Bglas Jygib

When Where What 13l CH.i wio
Every day HR — Attendance Check lateness )phJI &>l HR - Attendance Logy
and overtime; Joslly
fix a record if oy ool
needed. die Jzw L__si

Aol
Every day HR — Leaves Approve or
decline leave. wle gélg HR - Leaves log
PRUIERY]
As you sell CRM Clients, leads, legss)l
quotes and
orders. cMosllg cMa=ll CRM =l aic
osleizall
As you bill Finance Invoices, )LWSJI UD9IES
payments and Sladbllg
expenses.
uilgall Finance 8yigall aic
Month end HR — Payroll Prepare Olesallg
payroll from logronlly
attendance,
review, oo lgyll 3> HR — Payroll el 4lgi
approve, then les>lyg H gzl
export the o akicly
WPS file for o j3o
the bank. .clu) WPS
Any time HR — Reports Attendance ygod| ey HR — Reports T L__si
and HR a jadl 3)lgellg
reports to si delial
print or Nl
export.

Industry modules (Clinic, Real estate,
Contracting, Service contracts, Salon,
Education, Cars, Events, Trading, Agency,
Bookings...) appear in the side menu when
your company has them.
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PART 9

Help and support ecAllg 83cbluell
We're here to help clidelued lid =i
For setup, training, new modules, more seats aclio gl 53532 Slasg ol wuyyaidll ol slac)l
or any question: Jlsw ol ol @l
info@connect-network.org info@connect-network.org
connect-network.org connect-network.org

Your data <litily

Each company sees only its own data. It is backed iy o9 JS bl il Jods lgilily ) dSe JS

up every day, and it stays yours: if you leave, we can Lgio @i claglud liSay )sle 13]g el Klo

give you a copy.
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