Customer require to provide details to Doerpreneur Soft for create an account:

1) Corporate or Company’s name

2) Corporate or Company’s Setup

3) Number of users

4) Package chosen

5) 1 Email representative from customer

6) Is the email registered by the user is the company’s owner?

After the details given to Doerpreneur Soft, Doerpreneur Soft will proceed to create
an account for the customer.

In this Document, we will be covering topics that guide users to know the steps on
how to proceed on creating the OKR setup.

Part 1: Email Representative Registration

Part 2: Setting up the environment

Part 3: How to use OKR

Part 1: Email Representative Registration
In this part, only the owner of Email representative needs to do this step.
(Owner representative will register as Admin first, can modify after Part 1)

1) Email representative will later receive an email like below,

DoerHRM

by Doerpreneur Soft Sdn Bhd

Thanks for signing up

Please verify your email address

Create an Account Now!

2) Click the “Create an Account” Button to proceed. (If button not working, simply
copy the URL link and paste it to browser).

3) After click , Email representative will able to view the page below to register



Welcome to Doer
Register

4) Fill in the blanks above according to the user’s information to register
a) First Name: Requires only Alphabet
b) Last Name: Requires only Alphabet
c) Job position: Requires to fill in according to the user’s job position
d) Password & Confirm Password: Requires big and small letters, numbers and
special characters such as @, #.

5) After filling in the user’s details, the page below will show up if all the entries
were successful. Click the “Login Now!” button to proceed.

@

You have successfully Registered

6) After clicking the “Login Now!” button, the login page will show.



Welcome to DoerHRM
Sign In

Email
Password

Remember me

7) When you successfully reach the login page, you are required to key in the email
and password that you filled in during registration to login.
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8) Congratulation, you are now successfully login into DoerHRM.

Part 2: Setup the environment
In this part, owner of email representative needs to setup the environment.
(For those who becomes an admin after that can also do this part)

1) After user first login, the user needs to go to “Admin Dashboard” to setup the
company’s environment. In order to go Admin Dashboard, user needs to go to the
circle at the image below and click.
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2) After user click, a dropdown will show
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. Go to “Admin Dashboard” and click
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3) After user click, they will direct to page below.
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In this section, it will be the explanation for “Admin Dashboard”.

Setup Tabs

Corporate

Dashboard, Corporate, Companies, Groups, Users, Timeframe

Company

Dashboard, Company, Groups, Users, Timeframe




A) Corporate Setup:

&5 Admin Dashboard

Dashboard ~ Corporate  Companies(7)  Groups(3)  Users(14)  Timeframe

i.  Asfor Corporate tab, you can edit the corporate detail.

Dashboard ~ Corporate  Companies (7)  Groups (3)  Users(14)  Timeframe
Corporate : Obsnap Group
Leader Shone Fone Ng - ngshonefone@obsnap.com

Choose file Browse

ii. As for Company tab, there will be a list of company.

Dashboard ~ Corporate  Companies (7) = Groups(3)  Users(14)  Timeframe

+ Add Company

Show 10 ¢ entries Search:

Company Leader Membership Action

Obsnap Instrument Shane Fone Ng ‘ View @ W

Obsnap Calibration 2 ®

IS Analytical Yen Joe 2 m

Victor Equipments Resources Samson Chong @ @

Doerpreneur Soft Bernard Yong Z &

Obsnap International Syazana Aqila 2 o

Victor Manufacturing Samson Chong 2 ®

Showing 1 to 7 of 7 entries Previous Next

B) Company Setup:

x5 Admin Dashboard
Dashboard ~ Company  Groups(0)  Users(2)  Timeframe

i. For Company tab, you can edit the company detail.

Dashboard ~ Company =~ Groups (0)  Users (2) imeframe
Edlt Company
Company : Demo Company

Leader Dema One - demo@doerhrm.com

Choose file Browse

C) As for Groups tab, Users tab and Timeframe tab, both setup are identical.
i. For Group tab, admins can manage the department’s or team’s OKR in your corporate or
company.



5)
a)

Dashboard ~ Corporate  Companies (7)  Groups (3)  Users(14)  Timeframe
+ Add Group

Show 10 # entries Search;

Type Leader Status
Groups = = ] Membership Action
Indoor Sales Department YEOH SWAN POH Active
Outdoor Sales Department Yap Hon Loon Active % B
IT Department Department Active View

Showing 1 to 3 of 3 entries

ii. For User’s tab, admins can manage user in corporate or company.

Dashboard ~ Corporate ~ Companies (7) ~ Groups (3) = Users (14)  Timeframe
Show 10 ¢ entries Search:
Full Name Job Position Roles Fatus Aetion
All * All s
Bernard Yong Chief Software Engineer Superior Active 2 o
Shone Fone Ng CEO Chief Active 2 0
Yap Hon Loon Assistant Sales Manager Superior Active 2 o
Abdurrahman Ahmad Sales engineer Personal Active 2 o
ariff asraf calibration strategist Personal Active 2 &

iii. For Timeframe tab, you can manage timeframe which is use by setting the OKR.

Dashboard ~ Corporate  Companies (7} Groups (3)  Users(14)  Timeframe

Show 10 ¢ |entries Search:
Timeframe Start Date End Date Status Action
Q1 - 2020 01 Jan 2020 31 Mar 2020 Active Z o
Q2 - 2020 01 Apr 2020 30 Jun 2020 Active @
Q3 - 2020 01Jul 2020 30 Sep 2020 Active Z 0
Q4 - 2020 01 Oct 2020 31 Dec 2020 Active Z @
Annual 2020 01 Jan 2020 31 Dec 2020 Active Z o
April 2020 01 Apr 2020 30 Apr 2020 Active Z o

In order to setup the environment, you need to:

Add users into corporate or company by going to Users tab >> “+ Add Users” button. After
that the admin can add a new user with email, the targeted user’s email account should
receive an email just like in Part 1.

Dashboard ~ Corporate ~ Companies (7)  Groups (3) = Users (14)  Timeframe
‘ + Add Users .

Show 10 ¢ entries Search:
Full Name Job Position Roles Fatus Aetion

All * All s
Bernard Yong Chief Software Engineer Superior Active 2 o
Shone Fone Ng cEo Chief Active 2 0
Yap Hon Loon Assistant Sales Manager Superior Active Z @
Abdurrahman Ahmad Sales engineer Personal Active 2 o
ariff asraf calibration strategist Personal Active 2 &

For this part, users has 4 roles in corporate setup and 3 roles in company setup.

Corporate | Company | Description
Chief Yes No Can create corporate level OKR. Usually CEO
Superior | Yes Yes Can create company level OKR. Usually director
Manager | Yes Yes Can create group level OKR. Usually manager or team leader
Personal | Yes Yes Can create personal level OKR. Usually normal staff




Nothing selecte

optional

Roles : = Supervisor

Supervisor :

optional

Create Cancel

b) Add a new company if you have a corporate setup

Company :

Leader

aptional

c¢) Add new groups into corporate or company

New Group

v Status

Leader :

optional

Group Type : Company

tErcs

d) Add atimeframe into corporate or company



New Timeframe

Timeframe :
Start Date :

Status

Part 3: How to use OKR

End Date :

In this part, users can learn how to manage OKR.
(In order to start Part 3, Environment need to be setup first at Part 2)

To create a OKR, every user need to have their role. For those who are leader of
corporate, company, department and team, their setup need to be finish first.

If the setup is done, you can start create OKR.

1) First, go to “Your OKR” page, to view your own OKR.
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2) In this page, when you want to add a OKR, make

timeframe mention at Part 2.
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had added at least one
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3) Click the “Add Objective” button to add Objective.

New Objective

Objective :
Timeframe : - v Status:

Category :

Type : Company Personal

Objective: The objective description

Timeframe: Which timeframe is your Objective?

Status: There are 3 choices which are Active, Plan and Draft

Category: Committed / Aspirational (Committed - 100% Expectation / Aspirational - 70% Expectation)
Type: Choose OKR level. (the type will change with user’s role when you added users at Part 2)

New Objective

Objective :
Timeframe : - v Status :
Category :
Type : Company © Group Personal
Group :
Align to:
optional

Group: Who's the owner of the Objective?
Align to: List of Objective that this objective may need to contribute to.



