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AT A GLANCE

WHAT CHANGED

| DailySync.Al CONTENTS
IN THIS RELEASE
Substitute Leave EVERYONE
Substitute Leave — the reviewer’s queue REVIEWERS
Substitute Leave — the review detail REVIEWERS
Substitute leave across your reports ADMINS
Grievances EVERYONE
Reviewing a grievance REVIEWERS
Advanced notice on aleave type ADMINS
Requests show who decided, and when EVERYONE
Improvements & fixes EVERYONE

WHY IT MATTERS

Substitute Leave
Thereviewer’s queue
The review detail

Substitute leave inreports

Grievances

Reviewing a grievance

Advanced notice

Decision trail

Improvements & fixes

DailySync.Al Release Notes-v4.2

Claim a day off for a day you worked, as a full or half day.
Every claiminone place, split across the two review stages.
Both dates marked on a month calendar before you decide.

Approved substitutes count on the reports, the dashboard and the
calendar.

Raise a workplace concern with the reviewers you pick — anonymously
if youwant.

Aforward-only ladder from Submitted to Resolved, with a note at each
step.

Aleave type canrequire anumber of days’ notice beforeit can be
booked.

Everyrequest drawer says who decided it, when, and what they wrote.

Smaller changes across requests, leave, reports and the rest of the app.

One change perpage. The orange markers on each screenshot match the numbered steps besideiit.

Page 2 of 11



! DailySync.Al

@ Substitute Leave £

SUBSTITUTE LEAVE

Worked on a day you were meant to be off? Claim the time back. Name the day you worked, the day you want off
inreturn, and who should review it. The day off can fall either side of the day worked, and it can be a full day or half

aday.

WHERE Requests > Substitute Leave > Request Substitute Leave

wHO  Everyone

HOW TO USE IT

@ Pick the day youworked.

© Pick the day you want off. Either side of the day worked is fine.
© Chooseafullday, or the first or second half.

o Pick yourreviewers and say why you are claiming it.

+ Request Substitute Leave X

DAY WORKED *

® August 8, 2026 ]

DAY OFF WANTED *

eAugust 17,2026 ]

DURATION
él day still claimable against this worked day.

L Full day $ ]

REVIEWERS *

55

EMARK *

Worked the Saturday release window — claiming the
Monday back.

A claim for the Saturday worked, taken back as the
following Monday.

DailySync.Al Release Notes-v4.2
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|/ DailySync.Al

@ Substitute Leave — thereviewer’s queue

SUBSTITUTE LEAVE

Claims are reviewed in two stages: approve the claim, then verify the work was really done. Four tiles count
where everything stands, four tabs split the queue by stage, and each card offers only the actionsits claimis up

to.

WHERE Review Requests > Substitute Leave

WHO

HOW TO USEIT

Reviewers & Admins

o Read the tiles — to approve, to verify, verified, rejected.

® Sswitchtabs to narrow to one stage.
@ Checkthe claim — both dates and whetherit is a half day.

o Approve orreject straight from the card.

I
i I:: Demo organization

WORKSPAGE
98 Dashboard
i= Standup Notes
@ Standup Reports
@ AlReports
B Calendar
B News
PERSONAL
2 MySyne
ADMIN
% ReviewRequests
3 Atendance
(3 Overtime
£ Leave
F3 Substitute Leave
€3 WorkFromHome
[ Resources
2, Review Grievances

8 ClockIn/OutLogs

= Review > Substituteleave

———— ® _o
® 0/l expectedoutcomes ‘- o« o

Q Jump to.../ searchpeople. reports. PRs Ctri+K
Review substitute leave
Two stages — approve the claim, then verify the work was actually done. C Refresh

oro APPROVE

4 © 1 v 2 © 1 X
awaiting frst-stage action approved, awaiting verifcation closedand confrmed declined ateither stage
=
Substitute leave approval queue =
/, Approve 4 Toverfy 1 Verified 2 Rejected 1 l )
[o)
[ RajKumar Shrestha + Pending e LaxmanBasnet « Pending Prakash Dhahal + Pencing Sita Pandey « Pending .
rai@yopmail.com W \sxman@yopmail.com prakash@yopmal.com sita@yopmail.com
T T T ] Worked Aug 8, 2026  Day off Aug 13, 2026 « Worked Aug 89, 2026 = Day off Aug 14, 2026 « Worked Aug B9, 2026 « Day off Aug 17, 2826 « 2]
D FullDay Firsthalf Second Halt
=4
Oncallfor the Sunday migration. Worked Saturday to close the sprint. Half day back for Sunday support cover. Sunday deployment cover, half day back.
O=—= e [ e [ o [ o
[~ Relet | i il N

Showing 1-40f 4

The approval queue. Prakash’s claimis a first half day; Sita’s is a second half.

DailySync.Al

Release Notes - v4.2

Recordsperpage |10 ¢ | ¢ 1
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|/ DailySync.Al

© Substitute Leave — the review detail

Open aclaim and both days are drawn on a month calendar — the day worked and the day claimed off, each
marked and keyed to the legend below it. When the two fall in different months the calendar reaches both.

WHERE Review Requests > Substitute Leave > openaclaim

WHO Reviewers & Admins

HOW TO USEIT

o Read the claim — the two dates, the duration and the remark.

Q Check the calendar for the day worked and the day off.

9 Write areview note — optional to approve, required to reject.

O Approve orreject.

@ Review substitute leave

RajKumar Shrestha ding August 2026
raj@yopmail.com
MO 1] WE T FR SA su
QY WORKED Aug 02,2026
27 28 29 38 31 1 2
AY OFF Augl0, 2026 3 4 5 6 7 8 9
URATION Full Day . 1 (12| 13 14 15 16
EMARK TG 17 18 19 20 21 22 23
Sunday migration.| 24 25 26 27 28 29 30
31 1 2 3 4 5 [+]
DAY WORKED W DAY OFF || WEEKEND
REVIEW NOTE
~otional to approve - required to reject
a.ﬂ\dd anote forthe requester..
Padle alatva n ol Aoy ia mm cwlrm al i n O PP AN Rl el S VI e e
potlrciainticuuaysitiaincUu VITOUINIC TTIOUTIL L WILTT U I ieyceriv uriyuciinicatt.

DailySync.Al Release Notes-v4.2

SUBSTITUTE LEAVE
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|/ DailySync.Al

O Substitute leave across your reports

SUBSTITUTE LEAVE

Approved substitute leave counts everywhere absence already counts. The attendance report gains a fifth tile
and a status of its own; the dashboard’s who’s-out widget gains a fourth roll-call tile; and the Calendar shows

substitutes beside leave, with their own filter and legend entry.

WHERE Attendance Report > Dashboard > Calendar

WHO Admins

HOW TO USEIT

o Pick the day you want toreport on.
@ Read thefifthtile — substitute leave, counted separately.

9 Find the row — it reads Substitute Leave, with no clock times.

O Export to PDF, Excel or CSV.

—_——— @ _o
" —
{11} Demoorganization = Mysync > Attendance Q Jumpto../searchpeople. reports. PRs Ciek [[@ onewpectedoucone: | [[EIEERR = o O
WORKSPACE
Attendancereport
98 Dashboard o o —
Onerowperemployee for the selected day — presence, leave, WFH, and hours at a glance. E=L10,707¢, Ny, ExpX
i Standup Notes N
) StandupReports [ a
e PRESENT ABSENT LEAVE SUBSTITUTE LEAVE
@ AlReports 6 2 2 1
£ Calendar
@ News >
SensonAL Allemployees Allstatuses -
9 MySync
EMPLOYEE NAME DATE DAY GHECK IN GHECK QUT GHEGK IN STATUS STATUS TOTAL WORKING HOURS %)
ADMIN
fa ReviewRequests :ar:nl:t:vkma 2026-08-10 Mon 88:50 AN 86:10 PH - Present 9n 26m o
ackend Engineer
2, Review Grievances v
8 Clockin/OutLogs @ LPmanBaset 2026-08-10 Mon 08:57 AM 06:05 PH - F— on m 9
- ngineer
[ Attendance Overview e
[ AttendanceReport (- Manoj Thapa 2026-08-10 Mon - - - o Substitute Leave - ] =
DevOpsEngineer
) LeaveReport [~}
% EzizE) ':"es"::"w‘a' 2026-08-10 Mon 09:83 AM 06:07 PM - Present 9h 4m Q@
<ontend Developer
@ Settings
© ZT:ES“D"‘"‘M' 2026-08-10 Mon 09:25 AM 06:16 PH Late Arval = 8n 51n ®
ngincer a
{ :’E"'"Ka'k' 2026-08-10 Mon 80:37 AM 86:25 P Late Arrival — 8h 48m G
ngincer
Invite User )
2 RajKumar Shrestha 2026-08-10 Mon - - - * Leave -
- ContentStrategist
Sendaninuitationto answuser.
fying theirrole j
e ternois useror s SanjayKhanal 2026-08-10 Mon 08:54 AM 05:50 PH B Present 9h 5m
Aarati Devkota 5 SitaPande,
arati@yopmai. com ¢ & 4 2026-08-10 Mon - - - i -

AlEngineer

Monday 10 August: six present, two on leave, one on substitute leave — and Late Arrivalagainst the two who came in after nine.

DailySync.Al Release Notes-v4.2
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|/ DailySync.Al GRIEVANCES

© Grievances [

Raise aworkplace concernwith the people you choose toreview it. Give it a subject and a description, attach a
file if you have one, and pick your reviewers. Tick Submit anonymously and they see “Anonymous” instead of your
name.

WHERE Sidebar > Grievances > Raise Grievance

wHO  Everyone

HOW TO USEIT

@ Write a subject and describe the concern.

©® Attachafile —image, PDF, DOC or TXT, up to 5 MB.

9 Submit anonymously if you would rather not be named.

@ Pickyourreviewers — colleagues still with the organization.

+ Raise Grievance b

SUBJECT *

Concern about meeting conduct

ESCRIPTION

Interruptions in the Monday planning meeting are making it
hard for quietermembers of the team to contribute. | would
like us to agree how we chairit.

e.I'ACHMENT

&

Click to upload ordrag and drop

Images - PDF - DOC - DOCX - TXT - up to 5SMB

Dptional. One file only.

e‘ *) Submit anonymously ]

l(our reviewers will see "Anonymous” instead of your name.

OHIEWER(SJ =
| 1

Raising a grievance anonymously. Your reviewers

see “Anonymous” in place of yourname.
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|/ DailySync.Al GRIEVANCES

© Reviewingagrievance

Agrievanceis not approved or rejected — it moves forward one step at a time: Submitted, Acknowledged,
In Review, Resolved. Each move takes a note, and the timeline keeps them, so whoeverraised it can seeitis
being handled.

WHERE Sidebar > Review Grievances > openone

WHO Reviewers & Admins

HOW TO USEIT

@ Readitinfull — subject, description and who raised it.

@ Advance the status and write the note that goes with the move.
9 Follow the timeline of everything that has happened so far.

@ Addthe note and update in one action.

= View Grievance * InReview X
Grievance details REQ-B819FEA1B
oEECT Handover load atterthe team spﬁt—
Since the team splitin July the
handover notes have not keptup,
ESCRIPTION and work is being picked up twice. |
would like us to agree a single owner
per stream.
RTTACHMENT —
UBMITTED BY Sita Pandey
EVIEWERS Aarati Devkota
UBMITTED Aug 12, 20826
e.dva nce status

NEW STATUS *

Pick the next status

NOTE =

What changed, and why?

e
eATUS TIMELINE

¥  Submitted
Sita Pandey
Augl2, 2026

~  Acknowledged

SR ey
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‘ : ' DailySync.Al A grievance part-way along the ladder. Every earlier
step keptits note.

@ Advanced notice onaleave type

LEAVE POLICY

Aleave type can now require a number of days’ notice. Setit once onthe type and the request form enforces it —
the earliest date anyone can pick moves out by that many days, and the rule is written out under the date field.

Leave it empty and the type carries no policy.

WHERE Settings > Leave Types

WHO  Admins setit, everyone seesit

HOW TO USEIT

@ Createoropenaleave type.

@ SsetAdvanced noticeindays.

©® Nopolicy shows adash.

O Apolicy shows the notice it needs.

| Demoorganization = Settings Q Jump to.. / searchpeobple. reports. PRs CtrisK
'WORKSPAGE settin S
98 Dashboard o 9
Manage your organization settings, events type, and others
Standup Notes N
@ Standup Reports [
Appearance Organization Profile LeaveTypes TeamRoles Organization Positions Default Reviewers Opening Hours
@ AlReports EE——
B Calendar
@ News Leave types
Manage yourleave types here
PERSONAL e
2 MySyne LEAVE TYPE DAYS PER YEAR /OVANCED NOT! l DESCRIPTION
'
ADMIN 5
BEREAVEMENT LEAVE 5 - this is test of leave scheduling
% Review Requests o=
2, Review Grievances STUDY LEAVE 5 4 days Planned study time, needs a week of notice
8 Clockin/OutLogs
CASUAL LEAVE 5 - Zero-day policy: today onwards only
) Attendance Overview
€ AttendanceReport SABBATICAL 10 36 days Long planned break, needs notice
@ LeaveReport
ANNUAL LEAVE 10 7 days paid leave
% General
@ Settings SICK LEAVE 1 - sickleave

Showing1-6of &

———— ® _o
® 0/l expectedoutcomes ‘- o« o

Sabbatical needs a month’s notice, Study Leave a fortnight; Casual and Bereavement Leave carry none.

DailySync.Al Release Notes-v4.2

C Refresh o-. é
Q
] ;
[o]
Al v
s w 9
Al [
e
A
e}
]
Recordsperpaae | 2523 1 .
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|/ DailySync.Al REQUESTS & APPROVALS

© Requests show who decided, and when meroven

All sixrequest drawers — leave, WFH, attendance, overtime, equipment and document — carry the whole
decision trail. Arequest now shows when you submitted it and who reviewed it, and the timeline keeps the
decision, its date and the reviewer’s note togetherinstead of scattering them.

WHERE Anyrequest > openit

wHO  Everyone

HOW TO USEIT
@ Reviewed by —whoeveracted onit.
e Submitted — the day youraisedit.

e The timeline — the decision, its date and the note, together.

& ViewLeave » Approved

Leave details REQ-EE796BA1

FROM Aug 20,2026

TO Aug 21,2026

LEAVE TYPE Annual Leave

REASON Long weekend with family
?\-’IEWED BY Sujata Shrestha ]
gsnnreo Aug10,2026 ]

STATUS TIMELINE

~  Submitted by you
August10.2026 06:45 AM

~ Yiproved
ujata Shrestha
ugust 11, 2024 11:05 AM
roved — enjoy the breik.

~  Applied toyourledger

Synced - auto-reflected in your timesheet

Approved on the 11th, with the note kept beside the
decision.
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' DailySync.Al IMPROVEMENTS & FIXES

© Improvements & fixes

Requests & approvals
e Thedecision date and the reviewer’'s note sit togetherin the timeline, where they read as one decision.
e Apendingrequestnamestherevieweritis waiting on; a decided one names whoever acted.

e Statusfilters ontherequestlists apply as soon as you set them.

Leave
e Aleave type keeps the colouryou pick, fromthe moment you saveit.
e Todayis markedin every date picker, so the current day is easy to find.

e Substitute leave can be claimed as afirst or second half day, counted as 0.5.

Your team
e Employeeswho have left sort to the bottom of the attendance overview, and theirrows are faded.

e Resourcereview cards line theiractions up along the right-hand edge.

Reports & email
e The daily attendance report arrives at your organization’s own closing time, inits own time zone.
e New joinersreceive awelcome email when theiraccount is created.

e The monthly product update carries a one-click unsubscribe.

Around the app
e The notifications popover matches the sticky-notes panelit sits beside.
e Selected peopleinthe employee picker are tinted to match your theme, inlight and dark.

e Filesyou attach appearinthelist with the kind of document they are.
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