cCOO=
Employees - Link Manager

HUMAN RESOURCES

EMPLOYEES - LINK MANAGER

It is important to select the person who manages an employee. This is linked

to BPO CRM - where the manager will be able to see his team members sales

progress.

Ribbon Access: Finance and HR > Employees

s - BPO: Version 2.4.0.11 - Example Company (= Jla =
| @ | equipment/iocations  Contract | Finance /HR || Imentory  Meintenance /Projects  Manufactring  Procwement  Sdks  Service  Reportng  Utiities

© W [B2]be

Finandal Debit Order || Employees | Crafts
s Batches |

Period:

| Human Resources .|

1. The Employees listing screen will display.

SELECT EMPLOYEE

2. Select the row of the employee to whom you wish to link a manager.
3. Click on Edit.
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e - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (= JCojiax]
\:e:\ R, Equipment /Locations ~ Contract  Finance [HR  Inventory [Projects  Manufacturing  Pr Sales  Service  Reporting  Utiities T
o7 R % o &
add || Edit Savelayout Workspaces | Reports Export | Refresh | Print
Format 4 View 4| Curr.. 4| Print 4 e
EmployeeMumber 4 | FullName EmailAddress Manager Department | PhoneNumber MobileNumber | Extension  Status
a0c A0c =3 =3 =3 L3 A0c =3 =3 -
BALOD1 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
» JDAVO01 David Rowe: davidr @testemail.coza 01010101 03030303 01 A
DGOD1 John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
buTo01 Bianca Du Toit kameshni.pillay @co3.co.za Belinda Sharman Sales 0311234564 083 123 4567 1234 A
puTDO2 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
DUTO0S 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
ES87654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
EMP123 Carolina Suzzetta 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
Joool Sasha Jones Bianca Du Toit Sales A
JOHDO1 Michael-Stark Johns .. Michael-5tark@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
KHUDO1 Andile Khumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
MIL0O1 Abigail Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
rLmAn skt Muscdzansi . Lris un A s nne Binmmn P Tt . 192 acz 7

SEARCH FOR MANAGER

1. The Edit Employee screen will be displayed.
2. Click on the search button in the Manager field.

.-__'Elﬁt[mphveefmvamm'mmﬂe(ummvm =
=

= | Home | Eauipment /Locations T Contract  Finance /4R Inventory Maintenance /Projects  Manufacturing  Procwrement  Sales  Service  Reporting Utities -

Format 4 <«

Employee Number Davoo1 *  Physical Address | 1Royal House Dependants n
First Name | David * Royal Road
Second Name | Christopher
o Royal Tonn FirstName | MiddleName  LastName | IDNumber Birth
- ‘ -
Tnitials |DC City | Royal City B o0 b o0 _
Last Name | Rowe ¥ Province RovalProvine ||,
1D Humber 01020304 Postal Code [RvL01
Birth Date | 25/06/1370 - Country 54
Phone Number (W) 01010101 ==, »
Extension(W) 01 Postal Address Shifts [
Phone Number (H) 02020202 ——
Fax Number
T Startate Shiftiame StartDay | S
obile Humber —_—
Lo City . = e =
Email Address | davidr@testemail. coza province |,
Passport Number | 040400404 Postal Code
Marital Status  Married - Country
‘ ,
Manager
Department ‘\. Crafts 2
Custom Detals UserID DavidR £
_— Crafthame | CraftDesc  SiteDesiption | AccountCode
Bank Name - Branch Name
v | e e o0 o0
Account Hame Branch Code
. e |»|con Consultng ~ Durban 1100
Account Humber Account Type -
#
Default Account | |
‘ v
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SELECT MANAGER

1. The Select the Manager screen will be displayed.
Select the row of the Manager that you would like to allocate to this
employee.
° In this example, SHAOO1 - Belinda Sharman is selected.
3. Click on OK.

e - Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — o<
[ g || Home | Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiliies - & x
L] -
(=
=
Save Back | Savelayout Workspaces
Processing Format &
Links n | Employee Number Davoo1 *  Physical Address | 1Royal House ‘Dapandants n
Enter text to search... b=l First Hame | Dayid * Royal Road H
Second Name  Christopher b ol Select the Manager =R
Initials DC * [ o ‘ g

Birth Date  28/06/1570
Phone Number (W) 01010101

Last Hame Rowe * ; — E
D Number 01020304 @ @
T | ok | Back | Savelayout
4| Formatee,

Process s
Extension(W) g1 B
Phone Number (H) 02020202
Fax Humber ploy FirstName  LastName  FulName Initisls  Manager Department
- oo oo oo O e o B 5
Mobile Humber 03030303 ]
MILODL Abigail Milne Abigal Mine A Sales
Email Address. | davidr @testemal.coza KHUDO1 Andile Khumalo  Andie khumalo A Bianca Du Toit Sales
Passport Number | 040400404 BLYOO1 Arial Blythe Arial Blythe A Bianca Du Tait Sales
Marital Status | Married s Dsm\nm Belinda Sharman  Belinda Sharman B Bianca Du Toit
5
Manager f 2 BEN Ben Johnson  Ben Johnson B Steven Cooper
Department ) DUTO01 Bianca DuToit  BiancaDuTot  BS Belinda Sharman ~ Sales |
UserID DavidR el
— CraftName | CrafiDesc  SiteDescription | AccountCode
Bank Name - Branch Hame
v | nOc o o0 b
Account Hame Branch Code
—_—- - Consuting  Durban 1100
Account Humber Account Type -
#*
Default Account [

SAVE MANAGER

1. The selected manager is now assigned and displayed in the Manager
field.
2. Click on Save to keep the manager details.
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Email Address
Passport Number
Marital Status

Manager

davidr @testemail.coza

v = o =

Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [—JCoilx]
Home | Equpment/Locations  Conract  Finance [HR  Inventory [Projects  Manufacturing  Pr Sales  Service  Reportng  Utiities S e
Processing ormat 4 i
Links Employee Humber  DAvoO1 *  Physical Address | 1Royal House Dependants n
Enter text to searc p FirstHame | Dayid * Royal Road
Second Name  Christopher
wh Royal Town Firsthame | MddieName | Lastiiame | IDNumber Birth
Initials |DC " Gty | Royal Gty v o0c o o o =
Last Hame Rowe * Province | Royal Province »
D Number 01020304 Postal Code |RYLOL
Birth Date  28/06/1570 - Country 54
Phone Number (W) 01010101 1 »
Extension(W) 01 Postal Address Shifts [
Phone Number (H) 02020202
Fax Number
Mobile Numbe StartDate ShiftName StartDay H
obile Humber
03030303 City A = :
Email Address  davidr@testemall.coza Province .
Passport Number 040400404 Postal Code
Marital Status  Married - Country
“ »
Manager )
Do > H Crafts [
Custom Details UserID DavidR £
CraftName | CraftDesc SiteDescription | AccountCode
Bank Hame - Branch Name
¢ ol o Wb b
Account Name Branch Code
- » CON Consuling  Durban 1100
Account Humber Account Type
#*
Default Account [
“ »
* A message box will pop up advising the following:
* Employee: [] has been saved.
.
* Click on OK.
e - Edit Emplayee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 e )[x]
Home | Equipment/Locaions  Contract Finance /MR Inventory  Maintenance /Projects  Manufactuing  Procurement  Sales  Service  Reporting  Uiities - & x
HO ®
Back | Savelayout Workspaces
Processing Format 4 i
Employee Number Dpavoo1 =  Physical Address 1 Royal House Dependants n
Enter text to sea First Hame David o Royal Road
Second Name | Christoy
ristopher Royal Town Frstiiame | Middshame  Lssthisme | [DNumber  Birthl
Initials |DC " Gty | Royal Gty v o0c o o o =
Last Hame Province |Royal Province »
1D Humber Postal Code |RYLO1
Overtime and
Holi Birth Date  28/06/1570 Country sa
Phone Number (W) 01010101 1 »
Extension(W) o1 x Shifts »
Phone Number (H) 02020202
Fax Number Employee : DAVODT has been saved
_—————— StartDate ShiftName StartDay s
Mobile Number 03030303
»
0

Custom Details

Department
User ID

Bank Name
Account Name

Default Account

040400404
Married -
|Belinda Sharman 2|
B
[Dair 9]
 + Branch Name
Branch Code
Account Humber | Account Type
O

Crafts

Crafthame Craftbesc  SiteDescripion | AccountCode
| o o ol B
» CON Consuling  Durban 1100

#
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* You will return to the Employees listing screen.

MNU.021.020
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