Employee Documents

HUMAN RESOURCES

EMPLOYEES - DOCUMENTS

The Documents tile allows you to add, edit, delete and view digital doc-
uments linked to a selected employee, for example, a contract of employ-
ment. All your customer documents can be kept in one place by making use of
this link.

The document should be saved on the server to enable all users with the rel-
evant security rights to view the document. If saved and linked from the work-

station, another workstation cannot view the document.

Ribbon Access: Finance and HR > Employees

$ - BPO: Version 2.4.0.11 - Example Company
| @ | equipment/iocations  Contract I\ Finance | HR \I Imwentory  Maintenance /Projects  Manufacturing  Procurement  Ssles  Service  Reporting  Utiities
— L |

Finandal Debit Order || Employees | Crafts
Parods  Baiches |

| Human Resources .| i

1. The Employees listing screen will display.

VIEW EMPLOYEE DOCUMENTS

SELECT EMPLOYEE

2. Select the row of the employee whose list of digital documents you
wish to view.

3. Click on the Documents tile.
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TECHMNOLOGTES Employee DOCU mentS

Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = o=

| Home | Equipment/locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procwement  Sales  Service  Reportng  Utiities - & x

= & &

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

[oict

Maintenance Format View al C 4| Print .| @

EmployeeMumber | FullName EmailAddress Manager Department  PhoneNumber MobileNumber Extension  Status
¥ | ole e e e e B B o0 "B =
¥oulD1 Karlien Jessica You Karlien Jessica @TEST ALPHA v2.4.0.0 DB A
™ Joseph Timber Joseph@TEST ALPHA v2.4.0.0 DB.co.za A
THOOO01 Mary Thompson Mary@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
Payroll Data TADOOS Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083 258 1425 198 A
STO001 Troy Stokes Sales A
STE0D1 Markus Arilius Stev Markus Arilius @TEST ALPHA v2.4.0.0 DB._. John Twain A
- ]SHAUUI Belinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
./‘ REPOOL Marc Repsold marc.repsold@co3.co.za Sales A
REDOO1 George JamesRed... George James@TEST ALPHA v2.4.0.0 DB... Wesley Haynes A
PILO0L Kame Pillay kameshri.pillay @co3.co.za A
NDW001 Sne Ndwalane snenhlanhla.ndwalane @co3.co.2a Sales A
MUDoO1 Judith Mudzengi Judith@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales 123 456 7850 A
MIL0O1 Abigail Milne Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales A
KHUDO1 Andile Khumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
KES001 Julanda Kessler Sales A
ol Judah Milne judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7 A
JOHDO1 Michael-Stark Johns.. Michael-5tark@TEST ALPHA v2.4.0.0 DB. .. Markus Arilius Ste. A
J0o001 Sasha Jones Bianca Du Toit Sales A
HAROO1 Wesley Haynes Wesley @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
EMP123 . Carolina Suzzetta L. Carolina Suzzetta@TEST ALPHA v2.4.0.0 .. Bianca Du Toit A
ES87654 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

VIEW DOCUMENTS LIST

1. The Documents for Employee - [] screen will open.
2. If there are any documents currently linked to the selected employee,
they will be listed here.
° |n this example, only 1 document is currently linked to the

employee.

ADD EMPLOYEE DOCUMENT

3. Click on Add.
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TECHMNOLOGSTES

Employee Documents

& - .——’Dnc.llmenﬁfnr{mplnvee-BeﬁmlaSharman—IPO:Verﬂ'mmn—ExamﬂeCnmpawvmn — o =]
g H Home  Equipment [Locations  Contract  Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - @ x
= a7 x = = = AR
y =
@ (£ @ = o
Add Edit Delete Back | Savelayout Workspaces | View Refresh
Processing . Format Current 2]
DocumentDescription Documentame DocumentPath Status
® o L3 o ol .
» Employee Contract Report dxContractReport.DLL C:\ProgramData\CO3 Technologies\BPO\SharedDocumentEmployees|2| A

1. The Add a Document for employee [] screen will open.

2. Note that the Repository Path field is populated with what has been
configured on your system.

® Note: The document should be saved on the server to

enable all users with the relevant security rights to view the

document. If saved and linked from the workstation, another
workstation cannot view the document.

FIND FILE

3. Click on the search button in the File field.
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e - Adda for employee Belinda Version 2.5.0.0 - Example Company vZ.5.0.0 Lo loc]
:_ﬁ_l_\ Home | Equpment/locations  Conbract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procuwement  Sales  Service  Reportng  Utiities - & X
:
=
Save Back
File [Drop e here |P|‘
Path
Repository Path |C: Frogrambata\C03 Technologies PO -
\SharedDacumentEmployees\ 4_.
File Description *

SELECT FILE

1. From the Select File pop up screen,
2. Find the file on your server / computer that you wish to link.
° Ensure that the document name appear in the File name:
field by clicking on the document to select it.
3. Click on Open.
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TECHMNOLOGTES Employee DOCU mentS

Add a Document for employee Belinda Sharman

Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufachring  Procurement  Sales  Service  Reporting  Utiities - & x

.—> S selectFile X
« < 4 | » ThisPC » Local Disk(C:) » CO3HelpSite » v @] Search CO3HelpSite P =
Organize Mew folder o @
= This pC ~ MName ) Date modified Type 2
= C on NEDBODSD [] BPO2-12-03-Test01_2021.03.24 fiprjzip FLPRIZIP Fi
— =
Repository Path i ProgramData\CO3 Te [7] BPO2-12-03-Test01_2021.04.23 flprizip FLPRIZIP Fi
\SharedDocumentEmploy| [ Desktop
X BPO2-MainHomePage.mclo MCLOG Fils
Documents —
g Descipin S '—+ BPOw2_TrainingSignOff Adobe Acrt
) T T Capture Profle 3. 11.2000 Test.capro CAPRO File
b Music . csh JavaScript F
& Pictures ' [7] MadcapTraining.7z 7Z File
B videos \ & MainHomePage HTML Do
. Local Disk (G} B MainHomePage JavaSeript F
2 CD Drive (@) . [ MainHemePage.mewebhelp MCWEBHE
i 2 MainHomePage_CSH HTML Docr
= Backups (E) '
¢ web XML Config
& Network \{ v < >
File name: | BPO2_TrainingSign0ff | | Anfies ) v
.—>I| open || Cancel

DOCUMENT DETAILS

1. The File and Path fields will now populate with the details of your selec-
ted document.

2. Type a description of the attached the document in the File Descrip-
tion field.

Help v2.5.0.14 - Pg 5 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TEETETETEEES Employee Documents
& - Add a Document for employee Belinda Sharman - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 L=Jla]ix
- ___'} Home | Equipment/locations  Conbract  Finance [HR  Inventory  Maintenance /Projects  Manufacturing  Procwement  Sales  Service  Reportng  Utiities - &® X

@

E o

=l
Back

save
|
Process
File EPOVZ TraningSignGf,odf £lig .
path |C\COZHekSite T
L
Ci\ProgramData|CO3 Technologies BPO *
\

Repository Path
\sharedDocumentEmployees
+

File Description

SAVE DOCUMENT
1. When you have added the File Description,

2. Click on Save.
Add a Document for employee Belinda Sharman - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
Maintenance fProjects  Manufacturing  Procurement  Sales  Service  Reportng  Utiities

Contract  Finance /HR  Inventory

|| Home | Equipment /Locations

@
Save Back. .
3

Process

File BPOw2_ TrainingSignOfF. pdf

Path C:\COHelpSits
-

Repository Path | C:\ProgramData\CO3 Technologies\8PO
\SharedDocumentEmployees\
*

File Description [Employee Training Sign OFf Document]

./’
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1. You will return to the Documents for Employee - [] screen.
2. A Document Processing message box will pop up, advising the fol-

lowing:
° The document: [] for employee [] has been saved.

3. Click on OK.

& Documents for Employee - Belinda Sharman - B ersion 2.5.0.0 - F

L& ; =
X0 H g &

Add Edit Delete Back |Save Layout Workspaces View Refresh |
= |

Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufactuing  Procurement  Sales  Service  Reporting  Utiities

Processing Format Current
DocumentDescription Documentiiame DocumentPath Status
7| o ofc oflc B
» Employes Contract Report dxContractReport.DLL C1\ProgramData\CO3 Technologies\BPO\SharedDocumentEmployees|2| A
A

Employee Training Sign Off Docu... BPOv2_TrainingSignOff.pdf  C:\ProgramData\CO3 Technologies\BPO\SharedDocumentEmployees\2\

.—b Document Processing X

o The document : BPOV2_TrainingSignOff.pdf for employee Belinda

Sharman has been saved.

VIEW ADDED DOCUMENT

1. You can view the added document in the data grid.
2. Click on Back to return to the Employees listing screen.
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& - Documents for Employee - Belinda Sharman - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — |[o]lx]
I g H Home; Equipment /Locations ~ Conftract  Finance JHR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - @ x
p= a7 = = = A
4 == =
Q2 X0 & g &
Add Edit Delete | Back | Savelayout Workspaces | View Refresh
Processing Form; Current 2]
DocumentDescription Documentame DocumentPath Status
¥ o o

ofc B
» _Employes Contract Report dxContractReport.DLL C:\ProgramData\C03 Technologies\BRO\SharedDocumentEmployees A
Employee Training Sign Off Docu... BPOv2_TrainingSignOff.pdf  C:\PregramData\CO3 Technologies\BPO\SharedDocumentEmployees\2\ A 4—.

EDIT EMPLOYEE DOCUMENT

SELECT EMPLOYEE

1. In the Employees listing screen,
2. Select the row of the employee whose document you wish to edit.

3. Click on the Documents tile.
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TECHMNOLOGTES Employee DOCU mentS

Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = o=

| Home | Equipment/locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporting  Utiities - & x

= I -

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

vew il | S
EmployeeMumber FullName « | EmailAddress Manager Department  PhoneNumber MobileNumber Extension  Status
¥ | ole e e e e B B o0 "B =
MIL001 Abigail Milne Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
KHU0O1 Andile Khumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
BLY0O1 Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
Payroll Data HSHAOOI 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 031 123 4567 A
buToo1 Bianca Du Toit kameshni. pillay @co3.co.za Belinda Sharman Sales 031 123 4564 083 123 4567 1234 A
DUTD10 Bianca Surendorff Bianca@TEST ALPHA v2.4.0.0 DB.co.za 031 123 4564 083 123 4567 1234 A
EMP123 Carolina SuzzettaL... Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
co3 CO3 Administrator CO3@TEST ALPHA v2.4.0.0 DB.co.za A
REDOD1 George James Red... George James@TEST ALPHA v2.4.0.0 DB... Wesley Haynes A
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
ES87654 Jeff Rivers Jeff@TEST ALPHA v2. 0DB.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
ot Judah Milne judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7 A
MUD001 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
PILOOL Kame Pillay kameshni.pillay @co3.co.za A
Youl01 Karlien Jessica You... Karlien Jessica@TEST ALPHA v2.4.0.0 DB... A
REPOOL Marc Repsold marc.repsold@co3.co.za Sales A
Markus Arilius Stev Markus Ariius @TEST ALPHA v2.4.0.0 DB.... John Twain A
Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
Lousaan e Dlind= b

1. The Documents for Employee - [] screen will open.

SELECT DOCUMENT

2. Select the row of the document where you wish to make changes.
3. Click on Edit.
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TECHMNOLOGTES Employee DOCU mentS

s - .—_—»Dnmmenﬁfnr{mplnvee-BeﬁmlaSharman—IPO:Verﬂ'mmn—ExamﬂeCnmpawvmn
Iigil\ Home \ Equipment /Locations ~ Conftract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & X
aa ¢ ) = =]
@|2|X @ — &
Add Edit | Delete Back | Savelayout Workspaces View Refresh
Processing Format a Current 4 2]
DocumentDescription Documentiame DocumentPath Status
® ol aflc o ol
ployee Contract Report dxContractReport.DLL C:\ProgramData\CO3 Technologies\BPO\SharedDocumentEmployees|2| A
Employee Training Sign Off Document BPOv2_TrainingSignOff.pdf C:ProgramData\CO3 Technologies\BPO\sharedDocumentEmployees\2\ A
1. A Document message box will pop up with the following prompt:
° A dit the d\ ], fe
re you sure you want to edit the document, [/, for
employee []?
2. Click on Yes.
$ - Documents for Employee - Belinda Sharman - BP0: Vers 2.5.0.0 =)o ]lx]
_g i Home ‘ Equipment / Locations ~ Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities - & x
R Al = -
O XO ®H &
Add Edit Delete Back | Savelayout Workspaces View Refresh
Processing a Format a Current 4 >
DocumentDescription DocumentiName DocumentPath Status
® o Al o i
»  Employee Contract Report dxContractReport.DLL C:\ProgramData\CO3 Technologies\BPO\sharedDocumentEmployees\2\| A
Employee Training Sign Off Document BPOV2_TrainingSignOff.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentEmployees|2| A

.—> Document

Are you sure you want o edit the document, 'd«ContractReport.DLL’,
for employee Belinda Sharman?
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Employee Documents

EDIT DOCUMENT DETAILS

1. The Document Maintenance for employee [] screen will open.
2. Makes the changes to the relevant fields, as required.

° In this example, the File Description is to be edited.

SAVE EDITED DOCUMENT

3. Click on Save.

& - .__-p i for employee Belinda Sharman - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — o]
| & | vome  Equpment/locstons Contract Finance /MR Invenfory  Mantenance /Projects  Manufacturng  Procurement  Saes  Service  Reportng  Utiities i
(L u}

H|©

save | Back

Process | l

File [dxContractRepart.DiL I

Path |C:\ProgramData\CO3 Technologies\EPO
\SharedDocumentEmployees|2\

Repository Path | C:\ProgramData\CO3 Technologies\BPO
\sharedDocumentEmployees)

AN

R

File Description | Employee Contract Report

1. You will return to the Documents for Employee - [] screen.
2. A Document Processing message box will pop up advising the fol-
lowing:
° The document: [] for employee [] has been saved.
3. Click on OK.
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Employee Documents

e - .__-pDmummforsmphyee-nelimsharmn BPO: Version 2.5.0.0 - Examplé Company v2.5.0.0

X
._{: Hume\ Equipment /Locations ~ Contract  Finance /HR  Inwentory  Maintenance /Projects  Manufacturing  Procurement  Sales  Serwice  Reporting x
a7 = 1] - A
) ; —
Add Edit Delete Back |SaveLaynut Workspaces | View  Refresh |
Processing Format ‘ Current D
DocumentDescription Documentiame DocumentPath Status
¥ o o B ol
»  Employee Personal Contract Report dxContractReport.DLL C:\ProgramData\C03 Technologies\BPO\SharedDocumentEmployees)2} A
Employee Training Sign Off Document BPOw2_TrainingSignOff. pdf C:\ProgramData\C03 Technologies\BPO \SharedDoc 2\ A
The document : dxContractReport.DLL for employee Belinda Sharman
has been saved.
o—
1|

VIEW EDITED DOCUMENT

1. You can view the changes made to the document details in the data

grid.

° In this example, the Document Description column now dis-

plays the changes made in the previous screen.

2. Click on Back to return to the Employees listing screen.
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Employee Documents

‘ (3

Documents for Employee - Belinda Sharman - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

— o =]
| & | vome  Equpment/locstons Contract  Fnance /MR Invenfory  Mantenance /Projects  Manufacturng  Procurement  Saes  Service  Reportng  Utiities - & x
P a7 x = = =l
y =

@ (£ @ = W
Add  Edt Delete | Back | savelayout Workspaces | View Refresh

Processing 4 Form Current &
DocumentDescription Documentiiame DocumentPath Status
7| o ofc ol o
»I Employee Personal Contract Report IdhContradﬂEpcrt.DLL

C:\ProgramData\CO3 Technologies\BRO\SharedDocumentEmployees)2) A

Employee Training Sign Off Document ‘ BPOV2_TrainingSignOff.pdf C:\ProgramData\CO3 Technologies\BPO'SharedDoc A

DELETE EMPLOYEE DOCUMENT

1. In the Employees listing screen,

SELECT EMPLOYEE

2. Select the row of the employee for whom you wish to delete a digital
document.

3. Click on the Documents tile.
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TECHMNOLOGTES Employee DOCU mentS

Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = o=

| Home | Equipment/locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporting  Utiities - & x

= I -

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

vew il | S
EmployeeMumber FullName EmailAddress Manager | Department | PhoneMumber | MobileMumber | Extension  Status
¥ | ole e e e e B B o0 "B =

NDWOO1 Sne Ndwalane snenhlanhla.ndwalane @co3.co.za Sales A
PILO0L Kame Pillay kameshri.pillay @co3.co.za A
REPOO1 Marc Repsold marc.repsold@co3.co.za Sales A
Payrol Data 5TO001 Troy Stokes Sales A
KES001 Julanda Kessler Sales A
puToo1 Bianca Du Toit. kameshni.pillay @co3.co.za Belinda Sharman Sales 031 123 4564 083 1234567 1234 A
BALOD1 Steven Cooper Steven@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
DGOO1 John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
TADOOS Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031 258 1425 083 258 1425 198 A
THOOO01 Mary Thampson Mary@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
Judah Milne judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7 A
3 Belinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
Wesley Haynes Wesley @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
Carolina Suzzettal... Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
MUDOO1 Judith Mudzengi Judith@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit. Sales 123 456 7890 A
BLYOO1 Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
KHUDO1 Andile Khumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
10001 Sasha Jones Bianca Du Toit. Sales A
STEQO1 Markus Arilius Stev...  Markus Arilius @TEST ALPHA v2.4.0.0 DB.... John Twain A
JoHoo1 Michael-Stark Johns. . Michael-S5tark@TEST ALPHA v2.4.0.0 DB. .. Markus Arilius Ste. A
Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031 123 4567 A
A

George James Red... George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes

1. The Documents for Employee - [] screen will open.

SELECT DOCUMENT

2. Select the row of the document that you wish to remove from the data
grid.
3. Click on Delete.
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& - .———’DoulmeMﬁfanmplnvee-BeﬁmlaSharmn—mv:rﬂ'mmn—ﬁmmﬂemmpalwvmn (= o lx]
I H Home \ Equp'nentf].omm Contract Hnance,lHR Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities - @ x
5 a7 = A
y =
Add Edit | Delete Ead< Save Layout Workspaces View Refresh
Processing ormat Current 2]
DocumentDescription DocumentMame Documentfath Status
o i ol
Employee Personal Contract Report dxContractReport.DLL c: \DmgramDaE\CDSTed’mn\og\Es\EPD\SharEdDommemEmponeEs\Z\ A
Employee Training Sign Off Document. BPOw2_TrainingSignOff.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDoc A

1. A Delete Document message box will pop up with the following

prompt:
° Are you sure you want to remove this document, '[]', from

employee []?
2. Click on Yes.
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Employee Documents

$ -

Documents for Employee - Belinda Sharman - 6P

ersion 2.5.0.0 - Examp npany v2.5.0.0 ===
& | tome | Equpment/locations  Contract  Fimance /MR Inventory  Mantenance /Projects  Manufactring  Procurement  Sales  Service  Reportng  Utiities - & x
= O x ; @ =
y
@ [ @ — o
Add  Edit Delete Back | Savelayout Workspaces = View  Refresh
Processing " Format M curent . &
DocumentDescription Documentiame DocumentPath Status
e o0 o o
» | Employes Personal Contract Report dxContractReport.DLL C:\ProaramData\CO3 Technologies\BRO\SharedDocumentEmployees|2), A
Employee Training Sign Off Document 8POV2_TrainingSignOff.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDoc A2\ A

.—> Delete Document

Are you sure you want to remave this document,
‘deContractReport.DLL', from employee Belinda Sharman?

1. The selected document will be removed from the data grid.
2. Click on Back to return to the Employees listing screen.

& - Documents for Employee - Belinda Sharman - BP0 Version 2.5.0.0 - Example Company v2.5.0.0
| & | Home | Equpment/locstons Contract  Finance /HR

© i X[0] @

Add Edit Delete | Back

Inventory  Maintenance / Projects

Manufacturing  Procurement  Sales  Service  Reporting  Utiiies e

View  Refresh

Save Layout Workspaces

Processing , Forma J  curent . &
DocumentDescription Documentilame DocumentPath
7| o ofc

Status
o
» | Employee Training Sign Off Document

BPOV2_TrainingSignOff.pdf C:\ProgramData\CO3 Technologies\BRO\SharedDocumentEmployees)2) A
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TECHMNOLOGTES Employee DOCU mentS

VIEW [OPEN EMPLOYEE DOCUMENT

SELECT EMPLOYEE

1. In the Employees listing screen,

2. Select the row of the employee whose document you wish to open and
view.

3. Click on the Documents tile.

e = Employees - BPQ: Version 2.5.0.0 - Example Company v2.5.0.0 _— ]
& | Home  Equpment/locstons | Conbact Finance /MR  Invenfory  Maintenance [Projects  Manufacturng  Procurement  Ssles  Service  Reportng  Utiities - & x

ozxH @ % o &

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

Format .| Viel 1 Curr.. Print . fad
EmployeeNumber FullName EmailAddress Manager Department  PhoneMumber MobieNumber Extension  Status
¥ | lc Wl Wl Wl Wl o o o oA -
DUTOD1 Bianca Du Toit kameshni.pillay @co3.co.za Belinda Sharman  Sales 0311234564 083 1234567 1234 A
» fsHaoo1 Belinda Sharman Belinda@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit A
HARDO1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit A
Payroll Data BALOD1 Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
Youd01 Karlien Jessica You... Karlien Jessica@TEST ALPHA v2.4.0.0 DB... A
REDOD1 George James Red... George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes A
EMP123 Carolina SuzzettaL... Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
DGOOL John Twain John@TEST ALPHA v2.4,0.0 DB.co.za Belinda Sharman A
STE001 Markus Arilus Stev... Markus Arilus@TEST ALPHA v2.4.0.0 DB.... John Twain A
JOHDO1 Michael-Stark Johns... MichaelStark@TEST ALPHA v2.4.0.0DB. ... Markus Arilus Ste... A
co3 CO3 Administrator  CO3@TEST ALPHA v2.4.0.0 DB.co.za A
TADDOS Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 0832581425 198 A
MUDOO1 Judith Mudzengi Judith@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales 123 456 7830 A
™ Joseph Timber Joseph@TEST ALPHA v2.4.0.0 DB.co.za A
BEN Ben Johnsan Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031 123 4567 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
MILDOL Abigail Mine Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales A
DUTD04 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUTD05 Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
Tammy Du Toit Tammy @TEST ALPHA v2.4.0.0 DB.co.za A
Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
LniAn a0 nme Snlimsi= e

1. The Documents for Employee - [] screen will open.

SELECT DOCUMENT

1. Select the row of the document you wish to open and view.
2. Click on View.
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Employee Documents

e = .___p Documents for Employee - Belinda Sharman - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
% Home | Equipment/locations  Contract Finance fHR  Inventory — Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities
= a ] o =] =
= = &
© 22X ® E|&
| Add Edit Delete  Back | Savelayout Workspaces | View [ Refresh

| = =
Processing Format |~ Cument

&~
DocumentDescription Documentilame DocumentPath Status
v | ol oflc B o
Employee Training Sign Off Document BPOV2._ TrainingSignOff.pdf C:\ProgramData\CO3 Technologies\BRO\SharedDocumentEmployees)2) A

VIEW DOCUMENT CONTENTS

1. The document will open with the relevant program, e.g. a pdf will open
in Adobe Reader, a Word document will open the Microsoft Word
application (if installed on your PC).

2. Close this screen to return to the Documents for Employee - [] screen.
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Employee Documents

BPOV2_TrainingSignOff.pdf - Adobe Acrobat Reader DC (32-bit) q\.

File Edit View Sign

Home  Tools

w ® 8 Q ® 12 k’@ O @ em -

Window Help ;

i

BPOV2_TrainingSig.. * ‘

'

¥

Page 1 of 2 CO3 TRAINING SIGN OFF SHEET
Company Name:
Application: BPOvV2 Version:  2.0.0.0
Module Num: MF/RP Module: BPOV2
MASTERFILE
1 Environment Setup and Login
1.1 Add an environment
» 1.2 Log in to BPOV2
TRANSACTIONAL
1 Auto Issue over the Counter Invoice
1.1 Add a new OTC Auto Issue Inveice
1.2 Print Sales Invoice
2 Technician Map
2.1 Viewing the Technician Map
2.2 Filtering Calls by Technician, Call Type, Call Date and/ or Department
3 Work Scheduling
3.1 View Work Scheduling
3.2 Work Scheduling Toolbar
3.3 Technician List and Filtering Calendar by Technicians / Department
3.4 Unscheduled Work List

@ Sign In

[y BportpDF A

Adobe Export PDF

Convert PDF Files to Word
or Excel Online

Select PDF File

BPOW2_Trai.SignOff.pdf X

Convert to

Microsoft Word (.docx) v

Document Language:
English (U.S.) Change

nvert

Create, edit and sign PDF
forms & agreements

Start Free Trial

MNU.021.019
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