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1. Scope of Application

This guide applies to bindan GmbH & Co. KG and all associated branches.

2. General

The zvoove Work App is the mobile app for operational employees to record and manage their working
hours and absences directly via smartphone. It enables:

Time tracking and uploading of hours

Leave and overtime requests

Downloading important documents

Referring new employees

Real-time notifications for assignments and approvals

This keeps all information readily accessible — conveniently in one app.
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Don’t want to read through the entire guide?

Then watch the quick start guide for the zvoove Work App as a video.

Use the following link:

https://lyoutu.be/9UJ3gn3TVFQ

OR

scan the QR code with your smartphone

A chapter overview can be found in the video description or below to jump directly to the desired topic:

Chapter Minute
1. App Installation & Initial Login 0:06
2. Getting Started & Settings 0:55
3. Contact Person 2:14
4. Assignment List 2:35
5. Hours Registration / Time Tracking 3:36
6. Timesheets 7:33
7. Vacation Request & Overtime Compensation | 8:27
8. Downloads & Documents 10:55
9. Managing My Data 11:39
10. Advertise Employee 12:49

Rev. 01/24.04.2026

Seite 2 von 19


https://youtu.be/9UJ3qn3TVFQ
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3. App Installation & Initial Login

1. After the branch has created your access, you will automatically receive an

invitation email containing the following:

e your personal login credentials
¢ The download link for the Work App in the App Store (iOS) or Google Play (Android)

Zvoove noreply <noreply@zvoove.com>
An @ Marcel Gieske

Erfolgreiche Freischaltung Ihres Mitarbeiter-Accounts

Zvoove

Erfolgreiche Freischaltung lhres
Mitarbeiter-Accounts

Hallo und herzlich Willkommen,

Login
Credentials

die Freischaltung Ihres Mitarbefter-Accounts war erfolgreich. Melden Sie sich mit folgenden
Zugangsdaten in der App an

Benutzermame:

Passwort: heTZG51=

Bitte bewshren Sie Ihre Zugangsdaten gut auf und denken Sie daran, Ihr Passwort aus

‘weitere Infos zum Datenschutz erhalten Sie

Sie haben zvoove Work noch nicht auf Inrem Gerdt installiert? Laden Sie die App hier herunter:

App Download Link

Sicherheitsgrinden von Zeit zu Zeit zu ndern. Bei Fragen wenden Sie sich an Ihren Arbeiteeber,

2. Open the download link to the Work App in the App Store (iOS) or Google Play (Android) and

install the app

e
zvoove Work
zvoove Software Germany GmbH
2,8% Mehr 0

431 Rezensionen als 100.000 uskab 0
@ Downlasds Jahren ©

Installieren

Uber diese App =
zvoove Work ist die ideale Erginzung 2u Softwareldsungen
Won zvoove

Business
Datensicherheit >

Was die Sicherheit angeht, solltest du als Erstes

= E Q B

Spiele Apps Suche Biicher
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3. Atfter installing the app, enter the login credentials that were sent to you
o after that, the app remains logged in

bindan

= zvoove Work App

Welcome, Marcel Mustermann

AnATestkunde

01.01.2026 - 31.12.2026

Passwort

zvoove.com

I O <

Note regarding a lost initial login

Reset password in the app
— In the login screen, ,,Passwort vergessen“ select and follow the instructions.

4. After opening the app, the dashboard is displayed directly, offering the following sections:

Hour Registration / Time Tracking

o accessible via the clock icon - This links to the guide of Hours Registration / Time Tracking
Menu Overview
accessible via the menu icon or by swiping (swipe) from the left screen edge

Current Assignments - Overview of all active assignments (past assignments are
viewable)
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2. The Modules

2.1.Overview

The menu overview with the various sections can be opened via the menu icon or by swiping (swipe) from

the left screen edge.

bindan

besser beschiftigt

& Dashboard
EX] contact Person
E Assignments

&%  Advertise employees

TIME TRACKING

© HourRegistration

E"“ Timesheets

% Vacation Requests
DOCUMENTS

&) Downloads

£ Payroll

B svReports

B Income Tax Certificates

B Atregeusts
ACCOUNT

2 Mypata

Lr  settings

I @]

The Work App offers three interactive
functions:

1. Advertise employees
2. Hour Registration / Time Tracking
3. Vacation Requests

Sections where documents are
available for download

Filter Function n

periods.

Assignments

From

To

¢ |n many modules, a filter function is available in the top right
corner, which can be used to narrow down specific time

Example: Filtering assignments within the assignment list

28March 2026 [&]

23aprilzozs  []
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DOCUMENTS
€ Downloads (1]

payroll

SV Reports

P P o

Income Tax Certificates

Downloads

EINSATZAUFTRAG - MUSTERMANN,
B MARCEL- AMATESTKUNDE.PDF - =3

2.2. Getting Started — Settings

A red number next to a module indicates that new documents
are available there.

With push notifications enabled, a notification about new
documents is sent even before the app is opened.

E zvoove Work 1540

Neues Dokument erhalten

Ein neues Dokument steht zum Download zur
Verfiigung

The red number on the app icon shows the number of new
documents

Before using the zvoove Work App extensively, it is recommended to configure the most important

settings.

e

Settings

General

Push natifications [ ]

Send location when stamping .

Language

German O

English @

Representation of hours

Decimal ®

Time O

Hour Registration

Variant A O

Variant B ®
il O <

Enable Push Notifications

Push naotifications provide real-time information about new
assignment orders, approvals (e.g. vacation), or documents.

Rev. 01/24.04.2026

Display of Hours

Time Tracking — Mode Selection

Recorded working hours can be displayed in the following
formats:

o Decimal, e.g. 7.50 hrs.

o Time format, e.g. 7:30

Option A: Open calendar first — select day — choose
desired assignment

Option B: Select assignment first — the calendar then opens
for date selection

AnaTestkunde
¢4.2026-31.12.2026

acation Job title
Gera Elektriker {m/w/d)

Option B: Assignment Selection
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2.3.Contact Person

= Contact Person

Company

bindan GmbH & Co. kG

0 Herner Stralie 414
44807 Bochum

XL 023460146860
info. bochum@bindan-personal de
Dispatcher

Marcel Gieske

Language
e the app can be switched between German and English

Change Password

o After the first login with the initial password from the activation

email, a personal password should be set immediately.
o Enter current password
o Setand confirm new password

The Contact Person menu displays the
following:

e The contact details of the branch
¢ Name of the responsible HR
consultant

Rev. 01/24.04.2026
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2.4. Assignment List

Clicking on the assignment on the dashboard redirects to the Assignment List Overview.

=  Assignments o

. AAATestkunde

1.04.2026 - 31.12.202

T

=  Assignments ]

) AnATestkunde
0

1.04.2026- 31.12.202

ou have bieen scheduled as a temporary worker.
Job title

Elektriker (m/w/d)

Location

Gera
Q@  usterstr. 80, 07545 Gera

Y. 042179356431

Contact persen

Herrn Max Muster
Y. 042179356431

Customer

AAATestkunde

Q 07545 Gera, Max-Musterstr. 123

Y

A

e Clicking on the desired assignment expands and displays the assignment detail information.

e The assignment list displays all active assignments for the current date.
o Click on an assignment: Assignment detail information is expanded and displayed

2
o Using the button
= Generate the assignment list for the filtered date range

Eirsarsine ven Mercst Wisnemmann vors 2304 008

Aultrag Daten

Adfirapaummer  TI0600013

wan 04 3098

[ EREE

Bazeschnueg Emiabar

Arbaiszeh Yon

Arbarezan Bis.

Eiraats Daten

Eirmstznet Gem

irasas My, B

ot Gern

Pastisrean e

Kunden informatianen
AdaTestiards

Amaprect M W

Telalon M TREAT

Entleie Informatiansn

Mame
Teleinn
Birusse

an
[

AdaTestbards
(s ey
[o—
Gem

oress
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2.5. Advertise Employees Program

=  Advertise employees

Mitarbeiter werben Mitarbeiter
Kennen Sie jemanden, der gut zu uns passt?

1. Tippen Sie unten rechts auf den Pfeil.

2. Tragen Sie die Kontaktdaten der Person ein, die Sie werben
michten (nur mit deren Erlaubnis).

3.Wenn der geworbene Mitarbeiter die ersten vier Wochen
uber uns gearbeitet hat, bekommen Sie automatisch Ihre
Pramie.

4. Sie kinnen so viele Personen empehlen, wie Sie méchten
- jede Empfehlung zahit

<  Advertise employees

Contact details
Mirs 234pril2026  [5Y
irst Surnar
Muml
Te
Me
Documents
{;‘%ﬁ
o
1l @] <

Note:

€  Advertise employees

Contact details

Mrs ¥ 234prilzo2s [0
Marie Muster

Musterstrake 1

28816 Stuhr

0152123456

muster@musterde

Documents

1 (@] <

To send the referral to bindan via the upload icon , all contact details must be completed

e First name
e Lastname
e Phone number
e Email address

e Address details

A message or documents are optional.

Rev. 01/24.04.2026
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2.6.Hours Registration / Time Tracking

2.6.1. Entering Working Hours

The time tracking can be accessed in the dashboard via the icon or via the menu overview.

= Hour Registration
Day

< April 2026 ¥

20 21 22 23 24

Hour averview

Date fromto

Hours

Entry point to time tracking via the
calendar view

If hours have already been recorded,

all hour values for the pre-selected
month are displayed

To start time tracking:

1. Select a day in the calendar
2. Tap the +icon

Select project
(O Projekt1
O Projekt2
O Projekts

Abbrechen

Select project 3.

@® Projekt1

O Projekt2

O Projekt3

Abbrechen

If projects are stored
in the assignment,
the appropriate
project must be
selected

Rev. 01/24.04.2026
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& Hour Registration

Day
Wednesday, 01.04.2026
Target Times

ARATestkunde

Gera

Elektriker (m/wid) ®
Project number: Projekt 1

01.04.2026 - 11.12.2026

&  Hour Registration

Day
‘Wednesday, 01.04.2026
Target Times

AAATestkunde

Gera

Elekiriker (mw/d) ®
Project number: Projekt 1

01.04.2026-31.12.20%6

Working hours Working hours
From To Hours From To Hours
[—r—| wo e 20
From To Hours Break times
[ |
o
Comment

»Add Entry“ click

»From“- and , To“-times
(working time + break
time): scroll to select the
respective time and
confirm with OK

Rev. 01/24.04.2026

00 00
01 01
11 @] < 111 =] <
Day
Wednesday, 01.04.2026
Target Times
AAATestkunde
Gera
Elekriker (m/w/d) ®
Project number: Projekt L
01.04.2026- 31.12.2026
Working hours
From To Hours
06:00 14:00 8,00
Breaktimes 6. After checking the times, tap
fram To Hours the save icon
12:00 12:30 0,50
Add entry
Comment
‘
o
111 @] <
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2.6.2. Editing and Deleting Working Hours

Working hours Working hours
From To Hours From Te Hours Within the reCOI'ding Of a
06:05 16:00 8,92 16:00 9,92 n Work i n da
1. In the daily recording,
Break times Break times H =
swipe from right to
From To Hours From To Hours Ieft
) 2. The trash iconis
Comment Comment d iSp|ayed .
3. Tapping the icon
o o deletes the entry
11l O < 1l O <

=  Hour Registration Y =  Hour Registration Y

oay o vay o : After recording and saving
. ppril 2026 ¥ , ¢ April2026 ¥ 5 a working day
1. Select the day and
1 ° 3 ) 5 1 ° 3 4 5 . .
within the recorded
6 7 B 9 10 11 12 6 7 8 9 10 11 12 . . -
times, swipe from right
13 14 15 16 17 18 19 13 “ 15 1 m 18 19 to Ieft
20 21 22 23 24 2 26 20 21 22 23 24 25 26
., v m m 2. The trash icon and the
» pen icon are displayed.
Hour overview Hour overview
3. Tapping the trash icon
Date from [to Hours Date from[to Hours
deletes the entry
01.04.2026 06:00 - 14:00 750 W 06:00 - 14:00 750 W . .
4. Tapping the pen icon
opens the time tracking
for that day for editing

Note:
Deleting and editing times is only possible before uploading the hours.
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2.6.3. Uploading Recorded Working Hours

Recorded times can be uploaded at any time — even multiple times within the same week

Recommendation: Upload recorded hours collectively once a week.

= Hour Registration Y = Hour Registration - Y
Day OE Day 9
Action
< < April 2026 ¥ >
1. tap ,three points*“
Upload hours
o I ONO R 2. A menu with actions
Close
6 7 6 7 8 9 10 1 12 opens
3 14 15 16 W 18 19 13 1M jt 718 B .
3. Select the action
20 2 12 23 4 5 2% P SE - R

,Upload hours*

27 28 9 30

4. A prompt appears:

Hour overview Hour overview ,,Mark days f0r upload
Date from [ to Hours Date from [ to Hours hours . [
03.04.2026 07:00- 16:00 850 v » 03.04.2026 07:00 - 16:00 8,50 v
02.04.2026 07:00 - 16:00 850 v 02.04.2026 07:00 - 16:00 850 w
01.04.2026 06:00 - 14:00 750 v 01.04.2026 06:00 - 14:00 750 v
Note:
yellow-bordered days:
° I Hours recorded but not yet
Mark days to upload hours.
uploaded
1 O < il @] <
= H Registrati Y . B
5. Tapping on any day will
Day o automatically select the
areh 2025 v , entire calendar week for
upload.

2 3 4 5 6 8

5w ouomom e All hour details are displayed below the calendar

© v ow ow ox w2 for a final review.

23 4 2 27 28 °

30 31 1 2 3 4
e 6. Tapping the signature icon
et om0 sours opens the signature field to

7 confirm the hours

02.04.2026 07:00 - 16:00 8,50 v
03.04.2026 07:00 - 16:00 850 v

1l (@] <
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<  Signature of the Employee

Signature

Signature of the Employee

6. Sign with finger in the
signature field

Tap Save

(E755)] 8. Review the hours once
Comment more, then tap the
arrow icon to proceed
to the client company
signature

Assignment

Elektriker (m/w/d)

Hours

Date from /to Hours
01.04.2026 0B:00 - 14:00 7568 7:; Y
02.04.2026 07:00 - 16:00 B‘E-J\ i

1] @) <

Note:
The signature field can be cleared and re-signed at any time before pressing the arrow icon.

4 Customer Signature < Customer Signature &« Customer Signature

Signature Signature signature

Upload hours

Contact Person Contact Person

Should the recorded hours of the
selected days be uploaded?

Furth essing is then no

onger possible

Assignment Assignment Rasi o
Elektriker (mjw/d) Elektriker (m/w/d) Elektrike
Ge Ger: Gera

Assignment number: 710600019
Customer: AMiATestkunde
01.04.2026 - 31.12.2026

Hours Hours Hours
Date from fto Hours Date from fto Hours Date from [ to Hours
01.04.2026 05:00 - 14:00 758 ~ . 01.04.2026 06:00 - 14:00 Eo 01.04.2026 06:00 - 14:00 T,Q
02.04.2026 07:00 - 16:00 3‘5‘-3‘ \; d 02.04.2026 07:00 - 16:00 50 02.04.2026 07:00- 16:00 8,50

1] (@] < 1] (@] < 1] O <

Customer/Client Company Signature

9. Have the contact person at the client company sign digitally in the signature field

10. Since the signature may not always be clearly legible and the contact person at the
client company may change, additionally enter the name of the signatory

11. Tap the upload icon and confirm the hour upload with OK
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° 7 a 11 12

Hour overview

from [ to Hours
03.04.2026 07:00 - 16:00 850 v
02.04.2026 07:00 - 16:00 850 v
01.04.2026 06:00 - 14:00 750 v

Hour Registration Y

April 2026 ¥ >

00O -

13 14 15 16 17 18 19

Note:

teal-bordered days: Hours
have been sent to the bindan
branch

After uploading the working hours, they can be viewed in the Timesheet module.

I O <
2.7.Timesheets
[ )
e The timesheet is available for download.

01.04.2026 - 03.04.2026
Uplo

Stundennachweis

[roeres [
T80

[

Rev. 01/24.04.2026
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2.8.Vacation Request / Overtime Compensation Request

The vacation request function can be used to request vacation, compensatory time off (overtime
compensation -> ,Uberstundenfrei), unpaid vacation (,Urlaub unbezahit“), and special vacation

(,Sonderurlaub*) at bindan. Approval or rejection appears immediately in the app. A separate paper form is

no longer required.

=  Vacation Requests 4 € New Vacation Request

Application type

Info

Urlaub «
Uber diese Funktion beantragen Sie Urlaub oder

Date

From ot 4

aufd ’ sie
i ' To bote (8
Sie bekommen sofort Gber die App

id, wenn der migt oder abgelehnt wurde.
Comment

No vacation requests available
Comment

1] o < 1] o <

O Uberstundenfrei

(O urlaub (unbezahlt)

() sonderurlaub

conet

1. In the menu overview, select "Vacation Requests"
2. tap +icon
3. Select the request type and confirm with OK

Rev. 01/24.04.2026
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Vacation Requests Y

&  New Vacation Request € New Vacation Request

Application type Application type i
urlaub ¥ Urlaub = Uber diese Funktion beantragen Sie Urlaub oder
Freizeitausgleich (Uber
it der
Date Date mit dem Kunden
Wahlen Sie diber d
oder JUberstundenfrei* ,Urlaub (unbezahlt)* oder
From 23 April 2026 5
From 23aprilznzs (£ " al .Sonderurlaub’ -3, Senden Sie den Antrag recht:
ab. - 4. Warten Sie auf die Bestitigung von bindan, bevor Sie
To 2apprilzzs [ ™ 24spriizozs (5] Ihre freie Zeit planen. - Sie bekommen sofort iiber die App
Bescheid, wenn der Antrag genehmigt oder abgalehnt wurde
Comment Comment
g 23042026-24042025 -
company has agreed Requested

Hat der Kunde bereits zugestimmt? Bitte im Feld ,Bemerkung* + °
eintragen.

4. Enter the "From" and "To" dates
5. In the "Comment" field, note that the contact person at the client company has agreed

6. Tap Upload — the request has been submitted to the bindan branch

Approval and Rejection — View in the App

Vacation Requesis Vacation Requests

Info

Info

(ber diese Funktion beantragen Sie Urlaub oder
Freizeitausglaich (Oberstundentrei) prechen Sie vorher

Uber diese Funktion beantragen Sie Urlaub oder
: — 1. Sprechen Sie vorher

Wahlen Sie uber das +

oder ,Uberstundentr Urlaub {unbezahlt) oder

wSonderurlaub® aus. — 3. Senden Sie den Antrag rechtzeitig
Warten Sie au jgung von bindan, bevor Sie

Wahlen Sie iiber das en den Zeitraum und ,Urlaub®
«ader ,Uberstundenfy
Sonderurlaub* - 3. Senden Sie den Antrag rechtzeitig
- 4. Warten Sie auf die Bestatigung von bindan, bevor Sie

Ihre freie Zeit planen. - Sie bekommen sofort iber die App
Bescheid, wenn der Ant nehmigt oder abgelehnt wurde.

Ihre freie Zeit planen. — Sie bekommen sofort iber die App.
Bescheid, wenn der Antrag genehmigt oder abgelehnt wurde.

23.04.2026 - 24.04.2026 27.04.2026 - 27.04,2026

~

Approved Rejected -~
Type: Uberstundenfrei
Creation date: 23.04.2026 - 15:04

Company agreed

Reason for rejection

geht nicht
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Canceling a Request

1. Swipe the record from right to left
2. Tap the trash icon and confirm deletion with OK

28.04.2026 - 30.04.2026 »
T
Requested

Note:

Deleting/canceling a request is only possible before before approval by the branch.

2.9.Downloads, Payroll, SV Reports, Income Tax Certificates, A1 Requests

The following document sections are available in the Work App:

Downloads, e.g. assignment documents
Payroll

SV Reports (Social Security Notifications)
Income Tax Certificates

A1 Requests (A1 Applications)

Procedure
1. Open the desired menu item (e.g. Payroll, A1 Requests, etc.)

2. Select the file in the list view
3. Tapping the file name triggers display or download
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2.10. My Data

In the module “My Data,” the social security number and the address details stored with bindan are

displayed.

In the Work App, it is possible to independently update contact details (street, postal code, city/place, phone
number, mobile number, email address) for primary, secondary, and tertiary residence.

Social Security No.

JXXKXXXXXKXK

Addresses

Main residence o~
Streat Bahnholstrafe 80
Postal code / Place 28816 Stuhr-Brinkum
AW 0421-7901234
. 0175-3334445
]

Change Address

Please choose an address to edit.

© BahnhofstraBe 80, 28816
Stuhr-Brinkum

et

Street
Bahnhofstrafte 10
Postal code
28816

Place
Stuhr-Brinkum
Phone 1
0421-7901234
Phone 2
01753334445

E-Mall

11} @] <

1. Tap the penicon

2. Select and edit the address details to be changed
3. Make the change and confirm with the save icon
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