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Home Tab for Employees

What is the Home tab in Zoho People?

The Home tab is the landing page for Zoho People. The first tab that is presented is the Overview page with
a quick shortcut to Check-in, see hours clocked, your reporting manager, department members, and more. The
main attraction is the Activities List, which presents you with all the important data and actions for the present
day. 

What can you do from the Home tab in Zoho People?

Overview tab

Here is what you can do in Home > My Space tab, which is the default tab:
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Check in for the day and see how many hours you have clocked in. (Based on your organization's
preferences)
Activities:
See your work schedule, receive reminders, participate in surveys, view course updates, work anniversary
updates, see upcoming holidays, mark absent days as leave, HR process updates, and more.
Feeds tab lets you follow up on the latest announcements and updates. Yes, you can post an announcement
too!
View or edit your profile information (Ellipses icon > View Profile).
See your reporting manager and department members information.
See many informative widgets (Home > My Space > Dashboard).
Adjust your personal settings (Ellipses icon > Personal settings).
Check your available Leave (time-off) and Attendance history.
Access Payroll (Zoho Payroll users)

View and update your profile

To view and update your profile from the Home > My Space page:

1. Click on the three dots (ellipses icon) on the top-right corner and select View Profile.

2. Once inside, you can view your employee profile. To make changes, click on the Edit icon.

Adjust personal preferences

Personal Settings lets you customize the profile picture, cover image, and locale settings such as the language,
time zone, and country. You can also choose to share or hide certain personal information on the dashboard with
others in your organization. You can enable or disable feeds-related notifications from here and finally set up
delegations.
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1. From the Home > My Space tab, click on the three dots (ellipses icon) on the top-right corner and select
Personal Preferences.
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2. Make the necessary changes based on your preferences

Search for and contact a colleague

Use the search bar visible on top to quickly search for any employee, view related information, and see options to
contact them.
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Apply leave for days marked absent

This card will appear in your Home > My Space > Activities list, reminding you to apply leave for days marked
absent.
Simply hover your pointer over these days to view an option to Apply Leave

Calendar tab

Access the calendar tab from Home > My Space > Calendar to view information on absences, holidays, and
attendance hours.

Employee Search
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Dashboard tab

View insightful widgets from Home > My Space > Dashboard tab, These widgets can be rearranged and
disabled if required (   icon). 

View notifications

Click on the bell icon (   ) on the top to view your notifications. 
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Raising a query

Use the ( ) icon on the top-right corner to quickly raise a query (case). On clicking here,
you will be moved to the Cases service, where you can choose a category to open a query, follow up on your
cases, view the FAQ and more.
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