cCOO=
Add Employee Custom Details

HUMAN RESOURCES

EMPLOYEES - CUSTOM DETAILS

Custom Details can be set up to add information that you wish to keep note
of but that is not default to the system, for example: an employee Contract

Start and End Date, or an employee's Foreign Identity Document Number.

In the Custom Details screen, you can view a list of custom details set up on
the system, these can be configured. You can only make changes in the Detail

Data column in the data grid.

Ribbon Access: Finance and HR > Employees

s - BPO: Version 2.4.0.11 - Example Company (=Jlajlx]

| @ | Equpment/locations  contiact | Finance fHr || 1nventory [Projects  Manufacting  Procurement  Sales  Service  Reporfng  Utiities
_

@ U 5]k

Financisl  Debit Order || Employees | Crafts
L Batches

Finance 4| HumanResources 4

Employees

1. The Employees listing screen will be displayed.

VIEW EMPLOYEE CUSTOM DETAILS

SELECT EMPLOYEE

1. Select the row of the employee whose custom details you wish to view.
2. Click on the Custom Details tile.
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$ - Employees - BPO: Version 2.4.0.11 - Example Company — (o [x_
| @ | Home | Equpment/locations  Conbract  Finance [HR  Inventory  Maintenance [Projects  Manufacturing  Procement  Sales  Service  Reporting  Utiities =
= = == = =
O XE R/ T &
A Edt Deete Vew | Swelsyout Woipaces | Aeports Bt | Refieh
Maintenance Format View cur. &
|
Employeshumber 4 | FullName EmallAddress Manager Department | PhoneNumber  MobieNumber Extension | Status
o e e o o o " o -
BALOOL Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
Ben Johnson Ben(@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031 123 4567 A
BLY001 Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za BiancaDuToit  Sales A
CO3 Administrator CO3@TEST ALPHA vZ2.4.0.0 DB.co.za A
DANDO1 Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.za A
John Twain John@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
7 |outoo1 Bianca Du Toit kameshni. pilay @co3.co.za Belinda Sharman  Sales 0311234564 083 1234567 | 1234 A
DuT02 Tammy Du Toit TammyGTESTAPHAVZ40.0DB.c0.a A
DUT04 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO0S Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.2a A
DUTD10 Bianca Surendor ff 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
E987654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
EMP123 Carolina Suzzettal... Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
HARDO1 Wesley Haynes \Wesley@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit A
10001 Sasha Jones BancaDuToit  Sales A
J0HO01 Michael-Stark Johns. Michael-Stark@TEST ALPHA v2.4.0.00B. .. Markus Arius Ste A
[ETTS . Judsh Mine Belinda Sharman  Sales A
KESOO1 Julanda Kessler Sales A
KHUDO1 Andile khumalo Andile @TEST ALPHA v2.4.0.0DB.co.za BiancaDuToit  Sales A
MILOO1 Abigail Miine Abigai GTEST ALPHA v2.4.0.0 DB.co.za Sales A
MUDOL Judith Mudzengi  Judith@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit A
=i e .
Open Windows ~ | User : AbigsiM | 22/02/2021 | Version : 2.4.0.11 | Example Company

1. The Custom Details for: [] screen will be displayed.

2. Pre-defined codes will be listed in this screen.

Note: If the custom detail code you wish to update is not in this list, then refer to Adding

Employee Custom Detail Codes.

ADD CUSTOM DETAIL DATA

3. Select the row where you wish to add information.
4. Type in the information you wish to add in the Detail Data column of
that row.

5. Note that you can only add information to the Detail Data column.
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$ - .———’(nstnm Details for : DUT001 - BPO: Version 2.4.0.11 - Example Company — (o x]
| @ | Home | Equipment/Locations  Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturng  Procrement  Saes  Service  Reportng  Utiities - & x
= == e
© [
=
Save  Back | Savelayout Workspaces | Excel |
Maintenance Format | View fad
Employ=eDetaiiCodeGrouping Employ=eDetaiCode EmployeeDetaiDescription DetaiDats
v B e e b
Jcon NEW NewCode New
Jcon TRA Type of Retirement Annity Santam
[Contractars FID Foreignldentity A%T5A4
ED SCHEME Medical Scheme Name Standard Select
E] ED BLT Blood Type 1] [
ED MEAD Medical Aid
PER GEN Gender Female
frer ter ter
Open Windows + | User : AbigaiM | 22/02/2021 | Version : 2.4.0.11 | Example Company /i

SAVE CUSTOM DETAIL DATA

1. When you have added the new details,
* In this example, the Blood Type information has been typed
in.
2. Click on Save.
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$ - Custom Details for : DUT001 - BPO: Version 2.4.0.11 - Example Company (= o x)
| & || Home | Ecuipment/locaons  Contract Finance /HR  Inventory  Mantenance /Projects  Marufacturing  Procurement  Sales  Service  Reportng Utiities - & x
- == ==
o R Th
=
Save | Back | Savelayout Workspaces | Excel
Maintenance 4 hat J| view . &
EmployeeDetallCodeGrouping EmployeeD_ | EmployeeDetaiiDescription DetaiData
| ol e I o
» con NEW NewCode New
con TA Type of Retirement Annuity Santam
Contractors FID Forelgnldentity A4375A4
MED SCHEME Medical Scheme Name Standard Select
MED BLT Blood Type [ B Positive ]4—.
MED MEAD Medical Aid
PER GEN Gender Female
ter ter ter
Open Windows ~ | User : AbigsiM | 22/02/2021 | Version : 2.4.0.11 | Example Company

The details will be saved, and you will return to the Employees listing screen.

EDIT CUSTOM DETAIL DATA

SELECT EMPLOYEE

1. In the Employees listing screen,

2. Select the row of the employee whose Custom Details you wish to
change.

3. Click on the Custom Details tile.
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s .—__»Emmeu-mvmm.n-Emmple(nmmvm [=JioJlx]
|j | Home | Equipment /Locations  Contract  Finance [HR  Inventory JProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities. - & x
{7 ot = >
© s X = & @
Add  Edt Delete Vien | Savelayout Workspaces | Reports Export | Refresh | Print
a Format i View J| Curr . 4| Print 4 X
Employzeumber FullName EmailAddress Manager Department  Phonehumber MobileNumber | Extension  Status
Wb Wb Wl o o o "B Wl W0 .
JoH0o1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2,4.0.0DB.... Markus Ariius Ste... A
co3 CO3 Administrator  CO3@TEST ALPHA v2.4.0.0 DB.co.za A
TADOOS Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198 A
]MUDUUl Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za Bianca Du Toit Sales 123456 7890 A
™ Joseph Timber Joseph @TEST ALPHA v2.4.0.0 DB.co.za A
BEN Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 0311234567 A
147282 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
MILOD1 Abigail Mine Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales A
yroll Data DUTO04 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUT005 Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za A
DUT002 Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.2a A
DUTO10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
THODO1 Mary Thompson Mary@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
DANDOL Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.z3 A
R NDWOO 1 . Sne Ndwalane snenflarhla.ndwalane @co3.co.za Sales A
BLYDO1 Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
KHU0O1 Andile khumalo Andile @TEST ALPHA v2.4.0.0DB.co.za Bianca Du Toit Sales A
PILODL Kame Pillay kameshni.pilay @co3.co.za A
REPOOL Marc Repsold marc.repsold@co3.co.za Sales A
STO001 Troy Stokes Sales A
J0001 Sasha Jones Bianca Du Toit Sales A
2ok 1 Selinda o L ecazian s -

1. The Custom Details for: [] screen will be displayed.

2. Edit the information you wish to change in the Detail Data column of
that row. You can either backspace or highlight over the existing inform-
ation and type in the new information.

¢ In this example, the Blood Type is to be amended.
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s -

"o

Custom Details for : MUD001 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — Lo )ix

% Home | Equpment/Locatons  Contract Finance {HR  Inventory  Mantenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utiities - F x

LIEE

Save  Back |SauELayout Workspaces

EmployeeDetaiCodeGrouping EmployesD... EmployeeDetaiDascription
v b Wb o

con NEW NewCode

con TRA Type of Retirement Annity

Contractors FID Foreignldentity

MED SCHEME Medical Scheme Name
1 MED BLT Blood Type

MED MEAD Medical Aid

PER GEN Gender

ter ter ter

DetaiData
o

11223344
Discover

Female

SAVE CUSTOM DETAIL EDITS

1. When you are happy with your changes,

2. Click on Save.

& | Home | Eoupment/locafons  Contact  Finance /KR Inventory

5 =E
EIE 42
=

a hd Custom Details for : MUD001 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

Maintenance /Projects  Manufachring  Procurement  Sales  Service  Reporting  Utiities

save | Back | Sawelayout Workspaces
* ‘L. |

EmployeeDetaiCodeGrouping EmployeeD... | EmployeeDetaiDescription DetaiData
? ol 3 e o0

con NEW NewCode

coN TRA Type of Retirement Annuity

Contractors FID Foreignldentity 11223344

MED SCHEME Medical Scheme Name Discovery
1 MED BLT Blood Type

MED MEAD Medical Aid

PER GEN Gender Female

ter ter ter
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The edited details will be saved, and you will return to the Employees listing

screen.

DELETE CUSTOM DETAILS DATA

SELECT EMPLOYEE

1. In the Employees listing screen.
Select the row of the employee for whom you wish to delete custom
detail information.

3. Click on the Custom Dettails tile.

$ - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 Le=all i lloc
7%7 ‘ ome | Equipment /Locations - Contract  Finance [FR Inventory [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - &2 x
& ) — (== =] mh LR 2
OXE @ B B oS
Add  Edit Delete View | Savelayout Workspaces | Reports Export | Refresh | Print
Maintenance ‘ Format view | Gurr.. 4| Print &
Links !
Enter text to search... @
Employeehumber Fulliame EmailAddress Manager Department | Phonehlumber  MobileNumber | Extension  Status
# | oBe L¢] ¢ o Ju} o} o l¢] e -
10HO01 Michael-Stark Johns... Michael-5tark @TEST ALPHA v2.4.0,0DB.... Markus Arilus Ste A
co3 CO3 Administrator  CO3@TEST ALPHA v2.4.0.0 DB.co.za A
TADOOS Theo Peterson Theo @TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198 A
]MUDUUl Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit Sales 123 456 7890 A
™ Joseph Timber Joseph@TEST ALPHA v2.4.0.0 DB.co.za A
BEN Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031123 4567 A
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
E987654 JeffRivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
MILOO1 Abigail Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
DUTO04 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO0S Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
DUTD02 Tammy Du Toit Tammy@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
THODO1 Mary Thompson Mary@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
DANDO1 Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.za A
NDWO0O01 Sne Ndwalane snenhlanhla.ndwalane @co3.co.za Sales A
¢ BLYDO1 . Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
KHUDO1 Andile Khumalo Andile @TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit Sales A
PILOOL Kame Fillay kameshni. pilay @co3.co.za A
REPOOL Marc Repsold marc.repsold@co3.co.za Sales A
STO001 Troy Stokes Sales A
10001 Sasha Jones Bianca Du Toit Sales A
s 2usrnb A8 s Bnlimda o " 4 2

1. The Custom Dettails for: [] screen will be displayed.

2. Delete the required information in the Detail Data column of that row.
You can either backspace or highlight over the existing information and
press Delete on your keyboard.

* In this example, the Medical Scheme Name is to be deleted.
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$ - Custom Details for : MUDOO1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 Lo dloc

% Home | Equipment/locations  Contract  Finance [HR  Inventory — Mantenance [Projects  Mamufacturng  Procurement  Sales  Service  Reportng  Utiities - F x

B0 ® BE =

Save  Back |SauELayout Workspaces | Excel

Maintenance | Format J| View ‘ P

EmployeeDetallCodeGrouping EmployeeD... | EmployeeDetaiDescription DetzilDats
vl o e o
» con NEW NewCode
con TRA Type of Retirement Annuity
Contractors FID Foreignldentity 11223344
MED SCHEME Medical Scheme Name IDlscqury < | .
MED BLT Blood Type Bt
MED MEAD Medical Aid
PER GEN Gender Female
ter ter ter

SAVE DELETION

1. When you are happy with your deleted changes,
2. Click on Save.

a = Custom Details for : MUD0O1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=Jlo)ix
Home | Equpmentnmanons Contract  Finance (MR Inventory  Maintenance /Projects  Manufacturng  Procurement  Sales  Service  Reportng  Uities - & x
\ ==
==
Save Save Layout Wnrkspa:es Excel
‘4\0 ==l z
EmployeeDetaiCodeGrouping EmployeeD... | EmployeeDetaiDescription DetaiiData
? ol 3 e o0
con NEW NewCode
con TRA Type of Retirement Annity
Contractors FID Foreignidentity 11223344
1 MED SCHEME Medical Scheme Name |l <-{------i-- .
MED BLT Blood Type B+
MED MEAD Medical Aid
PER GEN Gender Female
ter ter ter
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The deletion will be saved, and you will return to the Employees listing

screen.

MNU.021.004
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