cCOO=
Add a New Employee

HUMAN RESOURCES

EMPLOYEES - ADD AN EMPLOYEE

Each employee within the company is loaded onto the system as an

Employee, with his/her details.

These details would relate to what the company needs to know about its
employees, but can include the following: Personal Details, e.g. Phone Num-
ber and Email Address, Banking Details, Licenses and Training Details, Craft
Details (skill or job title).

By loading your employees correctly, you will be able to keep track of

employee shifts and manage your human resources more efficiently.

Ribbon Access: Finance and HR > Employees

$ - BPQ: Version 2.4.0.11 - Example Company
@ | Sqpment/locations  Convact || Finance/HR | Inventory  Mantenance /Projects  Manufacuring  Procurement  Sdes  Service  Reporting  Utltes

@ 0[]k

Financial DebitOrder || Employees | Crafts
Periods  Batches

4| Human Resources |

1. The Employees listing screen will be displayed.
2. Click on Add.
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e - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 allrr il

‘___%_‘ Home | Equipment fLocations ~ Contract  Finance /HR  Inventory /Projects  Manufacturing Procurement  Sales  Service Reporting Utilities - F X

@x'% R CR AL

Edit Delete View | Savelayout Workspaces | Reports Export | Refresh | Print
Maintenance Format View 4| Curr.. 4| Print 4 e
EmployeeMumber 4 | FullName EmailAddress Manager Department | PhoneNumber MobileNumber | Extension  Status
¥ |0 A0c =3 =3 =3 L3 L3 =3 =3 -
» BALDO1 Steven Cooper Steven@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
BEN Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031123 4567 A
BLYDO1 Arial Blythe Arial@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
co3 CO3 Administrator CO3@TEST ALPHA v2.4.0.0 DB.co.za A
DANOO1 Sabelo Danisa 5abelo@TEST ALPHA v2.4.0.0 DB.co.za A
DGOO1 John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
buTDO1 Bianca Du Toit kameshni. pillay @co3.co.za Belinda Sharman Sales 0311234564 083 1234567 1234 A
buTo02 Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.za A
DUTDO4 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUTDOS Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
DUTD10 Bianca Surendorff Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
E987854 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
EMP123 Carolina Suzzetts L. Carolina Suzzetta@TEST ALPHA v2.4.0.0...  Bianca Du Toit A
HAROO1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
—— JOo001 Sasha Jones Bianca Du Toit Sales A
JOHOO1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Arilius Ste... A
ot Judah Milne judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7 A
KES001 Julanda Kessler Sales A
KHU0O1 Andile kKhumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
MIL001 Abigail Milne Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
MUDo01 Judith Mudzengi Judith@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales 123 456 7890 A
R PO .

1. The Add new Employee screen will open.

ADD EMPLOYEE DETAILS

2. Type the new employee details in the self-explanatory fields.
® Note: Ensure that all the mandatory [*] fields are filled in or

the employee details will not save.
Explanations are provided for the following fields:

3. Employee Number: This is the unique code given by the company to
keep track of this employee. The standard convention is to use the first
3 letters of the employee's surname, followed by 3 digits. e.g. ROW001
for David Rowe. The digits will increase as employees with the same 3

letters in their surname are added to the company.

4. The following fields are very important:

MANAGER

Help v2.5.0.14 - Pg 2 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Add a New Employee

° Click on the search button and select the person who manages

this employee. This is important for BPO CRM - as the manager

will be able to see his teams sales progress.

DEPARTMENT

° Click on the search button and select the Department to which

this employee is linked. It is important to select the correct depart-
ment, especially where the department is used for posting fin-

ancial transactions.

USER ID

° Click on the search button and select the User ID. This is utilised

when the employee is also going to be a user and will need to log

in to BPO and use the system.

$ - Add new Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=lallx]
| @ | vome | Equpment/locatons  Conmact | Frnce /MR Inventory  Mantenance [Projects  Manufactrng  Procrement  Sses  Semviee  Reportng  Ubities - & x

E o =
HO ®|
=
San

wve Back | Savelayout Workspaces

Processing | Format

Employee Number | ~g_|®  Physical Address Dependants Y
ener text msearch,, 9| First Name 7‘\'
SecondMame |
— Firsthame | MiddeName  LastNeme |IDNumber BrifDate  Relaton IsDependant
Initials * aty v e o e o = o o
Last Name o Province )
DNumber PostalCode
BirthDate 26042021 v country |
phone humber(w) = |
Extension(W)

Postal Address Shifts n

Phone Number (H)
Fax Number

StartDate Shifthame StartDay | StartDatekey
Mabile Number
I aty Sl = = -
Email Address province [ |ls
Passport Number Postalcode [
Marital Status - Country
Manager »
Department r —. i i
UserID »
. — | |crafttiame CrafiDesc  SiteDescript tCode | COSAccCode | CostEstimate |Rate | IsPrimary
Bank Name - Branch Name
¥ | @ e Jo} Lo} S = L}
Account Name Branch Code
| — e E
Account Number Account Type -

Default Account [ ]

When you have added the employee's personal and banking details, move to

the right of the screen to the additional information docking panels.
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ADD A DEPENDANT

1. If this employee has any dependants (any persons, child or adult, who
rely on the employee for financial support) then the dependant details
can be added, edited and deleted here.

ADD A SHIFT

2. If this employee is to be linked to a shifts (or work schedule) then the
relevant details can be added, edited and deleted here.

ADD A CRAFT

3. Every employee must be linked to at least one craft to be able to save
the new employee details. More than one craft can be linked. You can
add, edit and delete crafts here.

$ - Add new Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=][=a]lx]
[ @ rome | Equpment[locaions  Contract  Finance /MR Inventory  Maintenance /Projects  Manufacturing  Proowement  Saes  Service  Reporting  Utiities - & x
] " ==
He
=]
save Back | Savelayout Werkspaces
Processing Format
Employee Number ROW001 *  Physical Address 1 new House Dependants [
FirstName  David New Road
Second Name | Christo
e HewTonn Firstiame | MiddieName  Lasteme | IDNumber BrthDate  Relation IsDependant
Tnitials |DC i
Ty Hew City v e o W = O W
LastHame Rowe Province [Hew Frovince 5
ID Number | 111111 Postal Code |NEW101
Birth Date | 28/06/1980 - Country [sp
Phone Number (W) 222222
Extension(W) 2 Postal Address PO Box 101 ﬁ Shifts =
Phone Number (H) 333333 New Road
Fax Humber | 444444 TNemTomn ]
e e === StartDate shiftame startday StartDateKey
lobile Number 555555 Gty New City v - g - -
Email Address | davidr @testemai coza Province |New Province .
Passport Number | 565656 Postal Code |NEW102
Marital Status | varried - Country |54
Manager | Beinda Sharman £
Department  s3jes Department P . | Craits e
UserID | DavidR B
Crafthame CraftDesc  SiteDescription | AccountCode | COSAccCode | CostEstimate Rate IsPri
Bank Hame | AgsA Bank ~ Branch Name Ny, Town
70 o o o o = = o0
Account Name | Mr DC Rowe Branch Code 38335
> —
Account Number (777777 Account Type [Eurent Account i
Default Account /]
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Add a New Employee

SAVE NEW EMPLOYEE

1. When you have finished adding the new employee details,

2. Click on Save.

Add new Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

Finance /[HR  Inventory  Maintenance fProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utlities. - & x
&
Employee Number [Rowo01 = Physical Address | 1New House Dependants L)
First ame | Dau & New Road
Second Name | Christopher
i e Tow Firstiame  MiddleName | LastName | IDNumber BrthDote  Relation IsDependant
Tnitials DC d Gty | New City 5 o o ey - o
LastManms |Rone Province |New Province Daviia  Wendy Rowe 999999 08/09/1980  Adult Dependant  Yes
D Number 111111 Postal Code [hEW1D1 *
Birth Date | 28/06/1980 - Country [sA
Phone Number (W) | 222222
Extension(W) Postal Address |70 Box 101 Shifts &
Phone Number (H) 333333 New Road
Fax Number 443434 e
et e e Town Startate shiftame startbay StartDatekey
lobile Number 555555 ity [New City o= o - -
Email Address | davidr@testemal.coza Province [fow Provines ) ottt e s B
Passport Number 656556 Postal Code |NEW1D2 *
Marital Status | Warried - Country [sa
Manager |Belinda Sharman 2
Department |sales Department P S =
Custom Detais tser ID. [Pl e
Crafttiame | CrafiDesc | SiteDescript tCode | COSAccCode | CostEstmate Rate  [sPrimary
BankName | ABSA Bark - Branch Hame  pew Town 1 o 1
v e o o
Account Hame | DC Rone Branch Code |ss383 .
I con Consulting  Durban 1100 2100 1,500.00 2,500.00 | Yes
Account Number | 777777 Account Type | Current Account
Default Account /]
1. A b ill dvising the followi
° Empl ‘[] has b d.
mployee: as been savea.
2. Click on Ok.
e - Add new Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 E3
| @ | Home | Eupment/locstons  Contract  Fnance /MR mentory  Mantenance /Projects  Mamfachrng  Proawement  Sses  Senice  Reporing  Uties - & x
HO =
Sove  Back | Savelayout Workspaces
Processing Format , &
Employee Number Rowo01 *  Physical Address | 1New House Dependants »
Firstlame | David o New Road
Second Hame | Christopher
- tew Toun Firsthame | MiddeName | LastNeme  [DNumber  BrthDate  Relaton IsDependant
Initials |DC . Gty [New Gity . o o _ 0
LastName |Rowe Province |New Frovince Davina  Wendy Rowe 259988 08/09/1980  AdultDependant  Yes
D Number | 111111 Postal Code [nEv/i01 o
Birth Date | 28/05/1980 Country |sA
Phone Humber (W) 222222
Extension(W) 3 X Shifts L
Phone Number (H) 333333
FaxNumber | 444454
IEmployest ROWDOK s benissyed StartDate Shifitlame StartDay | StartDatekey
HMobile Number 555555 o
v = o = -
Email Address | davidr @testemail.coza . E 0 stz et B o
Passport Number | cogace *
Marital Status | warried - Country [sa
Manager |Beinda Sharman £
Department  Szles Department 2 el L
Custom Detals UserID | DavigR £
Crafthlame | CrafiDesc | SiteDescript tCode |COSAccCode CostEstimate Rate  [sPrimary
BankName | ABSA Bark - Branch Name Ny Town
v o0 o o 0 = =
Account ame |Mr DC Rone Branch Code | 33383
» con Consulting  Durban 1100 2100 1,500.00 2,500.00 Yes
Account Number 777777 Account Type | Current Account P
Default Account /]
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VIEW NEW EMPLOYEE

1. You will return to the Employees listing screen.

2. The new employee can now be viewed in the data grid.

s Contract Finance [HR  Inventory — Maintenance /Projects  Manufachring  Procurement Sales  Service  Reporting  Utiities - & x

OXE R B @

Add  Edt Delete View | Savelayout Workspaces | Reports Export | Refresh | Print

T .’-—b Employces - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
& | Home | Equpment /Location

Maintenance 4 Format a View 4| Curr... 4| Print 4 e
Links o
Employeehumber FullName & EmailAddress Manager Department  PhoneMumber MobileNumber Extension | Status
¥ ol ol Wl ol Wl ol O e -
SHAOO1 Belinda Sharman Belinda @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
BEN Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031123 4567 A
DUT001 Bianca Du Toit kameshni.pilay@co3.co.za Belinda Sharman Sales 0311234564 083 1234567 1234 A
DUT010 Bianca Surendorff Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
EMP123 Carolina Suzzettal... Carolina Suzzetta @TEST ALPHA v2.4.0.0... Bianca Du Toit A
! <3 SAdministrator SETEST ALPHA V2,400 DB .co.z3 A
» ROWODO1 David Rowe davidr @testemail.coza Belinda Sharman Sales 222222 555555 2 A I
TOREDOOL  h  George JamesRed..  GEoroe JAmes@IEST ALPHA VZ.4.0.0 OB . Wesley Haynes A
E147282 Jade Rivers Jade@TEST ALPHA v2,4.0.0 DB.co.za A
E987654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
DGOO1 John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
™ Joseph Timber Joseph@TEST ALPHA v2.4.0.0 DB.co.za A
Juot Judah Milne judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7 A
MUD0O1 Judith Mudzengi Judith@TEST ALPHA v2,4.0.0 DB.co.za Bianca Du Toit Sales 123 456 7890 A
KES001 Julanda Kessler Sales A
Y PILO01 Kame Pillay kameshni.pilay @co3.co.za A
Youl01 Karlien Jessica You... Karlien Jessica@TEST ALPHA v2.4.0.0 DB... A
REPOO1 Marc Repsold marc.repsold@co3.co.za Sales A
STEO01 Markus Arilius Stev...  Markus Ariius@TEST ALPHA v2.4.0.0 DB.... John Twain A
DUT00S Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za A
THOO01 Mary Thompson Mary@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
JOHoO1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Arilus Ste... A
rannni bala D b Lrsunannne

MNU.021.001
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