Introduction to Employees

HUMAN RESOURCES

INTRODUCTION TO EMPLOYEES

It is important to understand the difference between Employees and Users.

An employee is a person for whom your company is collecting and processing
data. Each employee within the company is loaded onto the system as an
Employee, with their details. These details would relate to what the com-

pany needs to know about its employees and can include the following:

Personal Details, e.g. Phone Number and Email Address

Payroll details

Licenses and Training Details
Craft Details (Skill or Job Title)

Time and attendance details.

By loading your employees correctly, you will be able to keep track of
employee shifts and availability and ultimately manage your human resources

more efficiently.

A User is a person who requires access to the system and therefore require

a user login and password.

When setting up your Human Resources module, it would be helpful to
gather a list of your employees with their details. Reviewing the following

topic, will give you a good idea of what type of information is required.

Ribbon Access: Finance and HR > Employees
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Introduction to Employees

EMPLOYEES LISTING SCREEN

1. The Employees listing screen will be displayed.
2. Here you can view a list of all the employees currently set up on the sys-

tem.

EMPLOYEES RIBBON ACTION BUTTONS

3. From this screen, you can Add, Edit, Delete and View an employee.

This screen supports the Save Layout and Workspaces functionality.

5. Employee Reports can be viewed here and the employees data grid
information can be Exported to an Excel file.

Employees - BPO: Version 2.4.0.11 - Example Company (=Jajix]
| Fome | Equipment/Locations  Coniract - Finsnce [HR  Inventory  Maintenance [Projects  Manufacturing  Frocwement  Ssles  Service  Reportng  Utiities - & x
a7 = [ = m | A
2 X E|| ® E | ®
Edt  Delete  View ‘ save Layout  Workspaces | [ Reports  Export | Refiesh
Maintgance 4| Format h J| Curr. s &
Y
Employechumber | FulName T Emaladdres Manager Department  PheneNumber | MobileNumber | Extension  Status
v | @: o o0 e o o e e o0 -
» | MUDOOL Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za  BiancaDuToit  Sales 123 456 7390 A

MILOOL Abigail Mine ‘Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A

KHUOD1 Andile Khumalo Andle@TEST ALPHA v2.4.0.0DB.co.2a  BiancaDuToit  Sales A

KESO01 Julanda Kessler Sales A

U0z Judah Mine judahm@test.co.za.za Belinda Sharman  Sales E76543210 1122334455 7 A

10HO01 Michael-Stark Johns... Michael-StarkETEST ALPHA v2.4.0.0 DB. ... Markus Arius Ste A

10001 Sasha Jones BiancaDuToit  Sales A

HARDOL Wesley Haynes Wesley@TEST ALPHA v2,4.0.0D8.co.zs  Bianca Du Tait A

EMP123 Carolina Suzzettal... Carclina Suzzetta @TEST ALPHA v2.4.0.0... Bianca DuTait A

E987654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A

E147282 Jade Rivers Jade@TEST ALPHA v2.4.0.0 DB.co.za A

DUTO10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A

DUTO0S Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A

DUTO04 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A

DUTO02 Tammy Du Tait Tammy&TEST ALPHA v2.4.0.0 DB.co.za A

DUTOO1 Bianca Du Toit kemeshni.pillay @co3.co.za Belinda Sharman  Sales 0311234564 083 1234567 1234 A

DGO0L John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A

DANDOL Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.za A

o3 CO3 Administrator  COS@TEST ALPHA v2.4.0.0 DB.co.za A

BLYDOL Arizl Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za BiancaDuToit  Sales A

BEN Ben Johnson Ben(@TEST ALPHA v2.4.0.0 DB.co.7a Steven Cooper 031 123 4567 A

BALOD1 Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A !

THE FUNCTION TILES

On the left side of the Employees listing screen is the Links panel which con-
tains the Employee Functions tiles. Each tile, when clicked on, will take you

to further information concerning the selected employee.
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Introduction to Employees

Important Note: When working with these tiles, ensure that you have

selected the correct employee before you click on any tile.

Vi.

Vii.

Addresses: This tile will direct you to the Address List for: [] screen

where you can Add, Edit, Delete and View addresses linked to the

selected employee.

. Overtime and Holidays: This tile will direct you to the Availability

Exceptions for: [] screen where you can Add, Edit and Delete avail-

ability exceptions linked to the selected employee.
Competence Management: This tile will direct you to the Employee

Training Courses for: [] screen where you can Add, Edit and Delete

qualifications or training courses linked to the selected employee.
Payroll Data: This tile will direct you to the Payroll Data for: [] screen

where you can Save payroll details linked to the selected employee.
Banking Details: This tile will direct you to the Banking Details for: []

screen where you can Add, Edit, Delete and View addresses linked to
the selected employee.
Custom Details: This tile will direct you to the Custom Details for: []

screen where you can link additional information to the selected
employee.
Loans: This tile will direct you to the Loans for: [] screen where you can

view loan information linked to the selected employee.
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TECHMNOLOGSTES

Introduction to Employees

e - Employees - BPO: Version 2.4.0.11 - Example Company (=]
I & | rome | Equipment/locations  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilties - & x
@ XE = 5% o
Add  Edt Delete View | Savelayout Workspaces | Reports Export | Refresh
Maintenance 4 Format 4 view J Cur.. 4 @
-
Employeehumber v | Fulame Emailaddress Manager Department | PhoneNumber | MobieNumber | Extension  Status
v o " o o0c o o o " .
» MUDOOL | Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za  BlancaDuToit  Sales 123 456 7890 A
MILOD1 | Abigail Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.2a Sales A
= KHUOL ' Andie khumalo Andle@TEST ALPHA v2.4.0.00B.coza  BiancaDuToit  Sales A
h‘,h o “kES001 : Julanda Kessler Sales A
w01~ ' Judah Mine judahm @test.co.za.za Belinda Sharman  Sales 9876543210 1122334455 7 A
JoHO0L § | Michael-Stark Johns... Michael-Starki@TEST ALPHA v2.4.0.0DB. .. Markus Arilus Ste A
10001 1 SashaJones BancaDuToit  Sales A
HAROD1 . Wesley Haynes Wesley @TEST ALPHA v2.4.0.00B.co.za  Bianca Du Toit A
EMP123  , CarolnaSuzzettal . Carolina Suzzetta@TEST ALPHA v2.4.0.0 . Bianca DuToit A
E987659 Jeff Rivers JeffETEST ALPHA v2.4.0.0 DB.co.2a A
E147287 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.2a A
buTh10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
bUTOOS Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za A
knu‘mm Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO02 Tammy DuToit Tammy @TEST ALPHA v2.4.0.0 DB.co.2a A
PP DUTOOL Bianca Du Toit kameshni.pilay @co3.co.7a Belinda Sharman  Sales 0311234564 083 1234567 1234 A
DGOOL John Twain John@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
DANDD1 Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.za A
co3 CO3 Administrator  CO3@TEST ALPHA v2.4.0.0 DB.co.za A
(= BLYOO1 Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
BEN Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.7a Steven Cooper 031 123 4567 A
BALOOL Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A

viii. Organisation Chart: This tile will direct you to the Organisational Chart

screen which gives you a visual representation of the company's report-
ing relationships in a hierarchical structure.

Documents: This tile will direct you to the Documents for Employee - []

where you can Add, Edit, Delete and View digital documents linked to

the selected employee.
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e - Employees - BPO: Version 2.4.0.11 - Example Company =
| & | rome  Ewipment/locstons  Conwact  Fance [HR  Inventory  Maintenance [Projects  Menufacurng  Procwement  Ssles  Serviee  Reportng  Utifes - =
& L ¢ = =E =
@ X = I
Add et Dk Vew | Savelayout Verkspaces  Reperis Export ‘ Refresh
Maintenance ‘ Format ‘ view Curr ‘
Links [
»
Employeshiumber = | FulName EmailAddress Manager Department | Phonefumber | MobileNumber | Extension  Status
v il o0: o0 o o o o o o0
» | MUDDOL Judith Mudzengi Judith@TEST ALPHA v2.4.0.0 DB.co.22  Bianca Du Tait Sales 123 456 7890 A
MIL001 Abigail Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.23 Sales A
KHUDOL Andile Khumalo Andie@TEST ALPHA v2.4.0.0 DB.co.za  Hianca Du Toit Sales A
Payrol Data KES001 Juianda Kessler Sales A
u01 Judah Mine judahm @test.co.za.za Belinda Sharman  Sales 9876543210 1122334455 7 A
J0HDO1 Michael-Stark Johns. . Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Arius Ste A
10001 Sasha Jones Bianca Du Teit Sales A
HAROD1 Viesley Haynes Wesley @TEST ALPHA v2.4.0.0DB.co.za  Hianca Du Toit A
EMP123 Carolina Suzzetta ... Caroina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
E987654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.z8 A
DUT010 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
DUT00S Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za A
DUT004 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.z8 A
DUT002 Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.za A
DUT001 Bianca Du Toit kameshni.pilay @co3.co.za Beinda Sharman  Sales 0311234564 D083 1234567 1234 A
DGO01L John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
DANODL Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.2a A
co3 CO3 Administrator  CO3@TEST ALPHA v2.4.0.0 DB.co.za A
‘m‘. Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
BEN Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031 123 4567 A
BALOOL Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
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