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START HERE

HR (HC) guide contents

Forthe HR orHuman Capital team that looks afteremployees and

communication to all staff. The HR menu partly overlaps with Admin,

without payment and subscription settings.

The screenshots show the app inIndonesian. Inthe app, openProfile & Account and choose

EN to switchthelanguage.

® WHAT YOU CANDO

Add, import, and deactivate employees
Fillin the duty rosterforalldepartments

Create announcements, polls, surveys, and
best-of-the-monthelections

Manage tomorrow's meal confirmationand
events

Submitcorrections to claimsand approve
overtime meals

Get started: signin andinstall

OUTSIDE THIS ROLE
Setuppayments, the subscription, or the

gateway

Decide claim corrections (Finance or Admin
approves)

Change mealtimesandthe price per
portion (an Admin task)

See survey answers person by person
(combinedresults only)

Signin, installonyourphone, turn on notifications, and set up youraccount.

Employee data

Add, import, set status, and manage face data.

Duty roster and overtime meals

Today'srosterdecides who may eat at the canteen.

Announcements and TV screens

Shareinformation onthe canteen TV screens andin the employee app.

Polls, surveys, and best-of-the-month elections

Hearemployees' voices withanonymous answers.

Meal confirmation, events, and dietary needs

Help the kitchen prepare theright number of portions.

Frequently asked questions

Short answers to the most common problems.
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CHAPTER 1

v Getstarted: signinandinstall

Signin, installonyour phone, turn on notifications, and setup your account.

o Signin to Canteenku 9un
@ Canteenku

Your accountis created by the admin or HR of your organisation. You do not
needtoregisteryourself. Selamat datangiSE

Masuk ke akun Canteenku Anda

1 Opencanteenku.cloudin Safarior Chrome, oropenthe Canteenku
appifitisalready installed.

G MasukdenganGoogle

Email atau usemname

2 Enterthe Email orusername and Passwordyour admin gave you, then
tap Signin. Ao E—

c (O]

3 IfyouraccountusesaGoogle email, tap SigninwithGoogle.

4 Aftersigningin,youlandonthe home page foryourrole.

oleh

INFO

Forgotyourpassword? Tap Forgot password? onthe sign-inpage, enter - -/
youremail, and follow the buttonin the email. Accounts without anemail: ask
youradminto reset the password.

The sign-inpage oniPhone

TIP

Afteryourfirst sign-in, change yourpassword in Profile & Accountso only
youknowit.

a Installit on your phone 7 D =)

m Canteenku Masuk

Canteenkuworksinabrowser, butitismore convenientinstalledlike an app.
Pasang Canteenku di HP

Chooseyourphone. || Anda

Satu menit. Setelah terpasang, masuk dengan
usemame dan password dari email atau dari
admin Anda.

1 Android: open canteenku.cloud/unduh, tap the download button,

open the Canteenku.apk file from the notification or the Files app, e e
allow install from this source if asked, then tap Install. " ot G, Wt ik
2 Ketuk tombol Bagikan (1 (kotak dengan
2 iPhone: opencanteenku.cloudin Safari, tap the Share button (abox B e — -
. . ketuk Tambah
with an arrow pointing up) at the bottom of the screen, choose Addto B oo carfon s i,

masuk dengan akun Anda.

Home Screen, thentap Add.

Canteenku dibuka dari ikon layar utama (I0S

3  OpenCanteenkufromtheicononyourhome screenandsigninwith ‘
your account.

\ Cetak poster QR untuk kantin )
CAUTION — ’
The download page andinstall

instructions

OniPhone, notifications only work when Canteenkuis opened from the icon
on the home screen (i0S16.4 orlater), not from regular Safari.



Turn on notifications

Notifications tellyouwhatmattersright onyour phone or computer, with the
Canteenkulogo.

1 OpenNotifications (from the mainmenuor the bellicon).

2 UnderThisdevice, tap Turnonnotifications, then choose Allowwhen
your phone asks.

3 UnderNotificationtype, tick the notificationsyouwanttoreceive.

TIP

Turnthis onforevery phone orcomputeryouuse. The setting applies per
device.

o Profile, password, and language
Itisallinthe Profile & Account menu.

1 OpenProfile & Account from the mainmenu.
2 Language: choose ID(Indonesian)or EN (English) for the app and email.

3 Profile photo: tap Choose photo. Colleaguesandadmins cansee your
photo.

4 Change password: tap Change password, enter anew password, then
save.

5 Two-stepverification(2FA): turnitonforextra protection. Some
organisationsrequireitfor certainroles.

CAUTION

Nevershare yourpassword or QRcard. Every claimis recorded inthe
account owner's name.

Demo Ca.. 'Thal3szhai O () sw [>

Notifikasi
Terima pemberitahuan langsung di HP atau
komputer, lengkap dengan logo Canteenku.

Perangkat ini

Jenis notifikasi

Pilih pemberitahuan yang ingin Anda terima.

per

The Notifications menu

DemoCa.. 'Tal3sshai O () sw [>

Profil & Akun

Nama
Sari Wulandari

Email
Belum ada
qa.employee

Role
Employee

Bahasa [ o JE

Profil Saya

Nama dan f
admin. Nam

Foto profil

© @ Pilih foto

Nama lenakap

Profile & Account




CHAPTER 2

2 Employeedata

Add, import, setstatus, andmanage face data.

o Adding employees one by one seo

Open Employees. The table shows name, ID,
department, position, status, and the remaining
LunchandDinnerallowance. Use the search
(name or Employee ID) and the filters.

1 Click AddEmployee.

2 FillinFullName, Employee ID, Department,
Position, and Start Date. Email is optional.

3 Setthe StatusandEntitledtomeals. The
daily allowance is given automatically Employee data
accordingto the departmentandthe
organisation'smealtimes.

4 Tick Face verificationrequiredif that
employee must always verify theirface.

5 Save.

a Importing many employees from Excel

1 ClickImportExcel /CSV, thendownload the Excel template.

2 Fillinthe employee listfollowing the template's columns, thenupload
it.
3 Theresultappearsonthe page. Rowsthatcannotbe processedare

skipped and shown with the reason, soyou can fixthem and upload
again.

4 Departmentsthatdonotexistyetare createdautomatically, andyou
are toldhowmany.

TIP
If sign-inaccounts are created too, download the accountlistbefore you
close the page. It contains temporary passwords and is not shownagain.

aaaaaaaaaaa




An employeeleaves ormoves

1 Openthe employee and change the Status tolnactive, or fillinthe End
Date.

2 Afterthat, claimscannolongerbe made andtheirface datais deleted
automatically. Meal history iskeptforreports.

3 Todeleteface dataonly, click Delete face data. To delete
permanently, click Delete employee.

INFO

Changing ausername ordeactivating asign-inaccountis done underUsers
&Roles.

o Registering an employee's face

Employees canregister theirownface underMyFace ID. HRcanalso doit
with the RegisterFacesbutton, forexample whenyou are with the
employeeinperson atthe office.

INFO
The photois notstored. Only the face print (128 numbers) is kept,
encrypted, anditis deleted whenthe employeeis deactivated.



CHAPTER 3

= Dutyrosterand overtime meals

Today'sroster decideswhomay eatatthe canteen.

canteenku.cloud

o Fillingintheroster
foralldepartments

Open Duty Roster. Choose adepartmentwith the

tabs above the table and the month with the
arrows. HR can change the rosterincluding dates
that are already past.

uuuuuuuuuuuuuuuuuuuuuuu

1 Pickashifttime oraday-off code onthe

brush, or type another time (forexample 7,
7.30,0r19:00).

2 Tapanemployee'sdateinthe table,orona

computer click and dragto fill many cells. Duty Roster

3 PressSave. Cellsoutlinedinyelloware not
savedyet.

4 Forawhole month, use Download template,
fillitin Excel, then Choose anExcel file.

TIP

Anempty cellmeans unchanged: the employee
may still eat as usual. Red dates are national
holidays; enter PH if the employee is off.

e Overtime meal approval

Employeesrequestovertime meals from the app. The DepartmentHead or
HR approvesthemunder Overtime Meals. HR canalso grantan overtime
meal directly, whichis approvedstraightaway except foryourself.




CHAPTER 4

<1 Announcements and TV screens

Share informationonthe canteenTV screens andin the employee app.

o Creating an announcement

Anannouncementplaysonthe canteenTV
screens and, if chosen, asapop-upinthe
employee app.

1  OpenTV Screens & Notices, thenclick New
announcement.

2 Fillinthe title, the content (optional),andan
Image (optional). Tick Picture only (poster)
to showjustthe image withoutatitle.

3 Choosehowitappears: apop-up (shown
whenthe employee opens the app) oran
image/videoboardabove today's menuthat
staysforits dates.

4 Tick Sendanotificationto employeessoit
goesintothe notificationlistandissentasa
push.

5 Setthe dates, thensave. Active and
scheduledannouncements appear atthe top
of the page.

a Turning on the canteen TV screen

1 IntheTV Screenssection, click Addscreen.

canteenku.cloud

Layar TV & Pengumuman

Pengumuman akif & terjadwal

TV Screens & Notices

2  Openthe screenlinkinthe canteenTV'sbrowserandshowitfull

screen. Nosign-inisneeded.

3 Toremove access, delete the screen, anditslink stopsworking

immediately.

TIP

The TVscreenplays contentinturn, including announcements, live polls, and

the ranking and winners of elections.




CHAPTER 5

vy Polls, surveys, and best-of-the-month elections

Hearemployees'voiceswithanonymous answers.

canteenku.cloud

o Quick polls

A quick question through a pop-up, with

Folling & Survei
anonymous answers.
1 OpenPolls & Surveys, then click New poll.

2 Write the question andthe answer options.
Tick Allow commentsif needed.

3 Oncethereare answers, theresultsandthe
latest comments (anonymous) appear on this

page.

Polls & Surveys

canteenku. cloud

e Employee surveys

Asurvey thatemployeesfillinby swiping. Answers

bbb oot R
are anonymous, and HR only sees the combined
results.

1 OpenEmployee Surveys, thenclick New
survey.

2 Buildthe sectionsand questions. Youcanadd
aCoverphoto (optional).

3 Setthe Obligationto fillin: the survey screen
appearsbefore the home page, butthe meal Employee Surveys
cardcanstillbe opened. Also sethowmany
timesitmay be postponedat most.

4 TurnonRemindthose who have not filledit
insoemployeesarereminded, andsetwhen
theresultsappear.

TIP
Asurvey canonly be changed whileithas no
answers, so the results stay fair.




Best of the Month

Demo Conteenku  + Pemium T35 b o @ MedeWrawan o[

Pemilihan Terbaik

Employeesvote forthe bestcolleague ineach

category. Votesare anonymous.

1 OpenBestof the Month, then click New
election.

2 Addthe categories, thensetCandidates
come from (who canbe votedfor)andthe
Departmentrule.

3 Setthe Choicesperperson, andtick Ask why
theychoseitif youwantto. Best of the Month

4 SetEmployeessee theresults(namesand
percentages shownwhileitruns, orafterit
ends) and Remind those who have not
voted.

CHAPTER 6

¥ Mealconfirmation, events, and dietary needs

Help the kitchen prepare the right number of portions.

Domo Canteenku + Pemum Tl 353 har. o @ MedeWrawan o[

n Tomorrow's meal confirmation o

Konfirmasi Makan

Employeesanswerwhetherthey willeatatthe
canteentomorrow, so the portionforecastforthe

zzzzzzzzz

vendorismore accurate.

1 OpenMeal Confirmation.
2 TurnonAskemployees: eatingatthe
canteentomorrow? Apop-up appears when
thereisamenufortomorrow.
3 Choose the Meal and the Cut-offhourfor
answering, thenclick Save. The Answers for Meal Confirmation

tomorrow section shows the results.

TIP

The setting canonly be changed by Adminand
HR.




canteenku. cloud

e Events and dietary needs

Kebutuhan Makan

1 Events: occasions withmany food stands.
Click Create event. Employeesscantheir
cardateach standandthe vendor billis
calculated automatically.

0 0

Karyawan dengan kebutuhan khusus Atur untuk karyawan

2 DietaryNeeds: the number of vegetarians
and allergies (withoutnamesforthe kitchen).

AAAAAA

HR cansetitforaspecificemployeeinthe
Setforanemployee box.

Demo Conteenku  + Premium T35 bt o @ MdeWnwan . [,

Dietary Needs

CHAPTER 7

®» Frequently asked questions

Shortanswersto the mostcommon problems.

The Excel import refused some rows.

Rowsthatcannotbe processedare skippedand shownwiththe reason (forexample aninvalid
departmentor|D). Fix the rowsin Excelandupload again.

A new employee cannot eat yet.

Make sure the Statusis active and Entitledto mealsis ticked. Also check the Duty Roster: a day-off
code makesthe allowance invalid.

How do I delete an employee's face data?

Openthe employee andclick Delete face data. The datais also deleted automatically when the status
issettoinactive.

Can HR see who answered whatin a survey?

No.Answers are anonymous, and HR only seesthe combinedresults.

The TV screenis blank.

Make sure there isanactive announcement, oramenuand pollforthatday. Openthe screenlink again

inthe TV'sbrowser, and make sure the screenhasnotbeendeleted.



Still have questions?
[ contactusonWhatsApp+62857-0779-9569 or by email at
awantechsolution.bali@gmail.com. Tellusyourrole and the name of the menuyou opened.
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