cCOO=
Employee Dependants

HUMAN RESOURCES

EMPLOYEES - ADD DEPENDANT

In the Edit Employee screen, the Dependants docking panel lists all the
dependants (child or adult) that are linked to the selected employee. You

can Add, Edit and Delete a dependant in this panel.

Ribbon Access: Finance and HR > Employees

$ - BPO: Version 2.4.0.11 - Example Company — (o ][ x
@ | Equpment /Locations Oonh'act' Finance | HR llnvEntury Maintenance /Projects  Manufacturing  Procurement t  Saies  Service  Reporting  Utlities
2l
@ U [k
Finandd  DebitOrder || Employees | Crafis
Periods  Batches |
| Finance | Human Resources |

1. The Employees listing screen will display.

VIEW DEPENDANTS

SELECT EMPLOYEE

2. Select the employee for whom you wish to view the linked dependants.
3. Click on View.
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$ - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [— (e ](x
@ | tome | Equioment/ locaons  Confract  Finance /R Inventory  Maintenance /Projects  Manufactring  Proarement  Sales  Service  Reporting  Utlties -
=N 5 EE = o o A 2
O 2 X e ERaIR A
Add  Edit Delete save layout Workspaces | Reports Bxport | Refresh | Print ‘
H\=t. . View | Curr Print R S
Employeehumber  + | FullName Emailiddress Manager Department  PhoneNumber | MobileNumber | Extension  Status
# | ol e o o o o o ofic o -
DUTO10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
147252 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
987654 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
HARDDL Wesley Haynes Viesley @TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit A
J0001 Sasha Jones Biarca Du Toit Sales A
JOHO01 Michael-Stark Johns... Michash-Stark@TEST ALPHA v2,4.0.0DB.... Markus Ariius St= A
» Juot Judah Mine judahm@test.co.za.za Belinda Sharman  Sales 9876543210 1122334455 7 A
KES001 Julanda Kessler Sales A
rol Data * KHUOOL Andile khumzlo Andie@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit Sales A
MILOO1 Abigail Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
MUD0O1 Judith Mudzengi Judith @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales 123 456 7890 A
NDWOO1 Sne Ndwalane snenhlanhia.ndwalzne @co3. co.za Sales A
PILO0L Kame Pilay kameshni.pilayBco3.co.za A
REDO0L George JamesRed...  George James@TEST ALPHA v2.4.0.0 DB... Wesley Haynes A
— REFOD1L Marc Repsold marc.repsold @co3.co.za Sales A
SHADOL Belinda Sharman Belinda @TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit A
STEOOL Markus Arilus Stev_ Markus Ariius@TEST ALPHA v2.4.0.0 DB. .. John Twain A
5TO00L Troy Stokes Sales A
TADOOS Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198 A
THOOO1 Mary Thompson Mary@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
™ Joseph Timber Joseph@TEST ALPHA v2.4.0.0 DB.co.2a A
Youdd1 Karlien Jessica You...  Karlien Jessica@TEST ALPHA v2.4.0.0 DB A

VIEW LINKED DEPENDANTS

1. The Edit Employee screen will open.

" Note: Although this screen title is 'Edit Employee', you can-
not make or save changes here as it is a view only screen -
there is no Save button.

2. The Dependants frame is located in the top right of this screen.
3. Here you can view the following details of any dependants currently

linked to the selected employee:

° First Name

° Middle Name

° Last Name

° ID Number

° Birth Date

° Relation

° |s Dependant (Yes or No)
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When you have finished viewing the Dependants details, click on Back to

return to the Employees listing screen.

.__-.—»mzmm-mumum-mummvm (== lx]

Home | Equpment/Locations  Contract  Finance/HR  Inventary [Projects 1 i Seles  Servie  Reportng  Utiites - &8 x

s -
N

)| B =8
Bax Save Layout Workspaces
Forr 4 &>
3 | Employee Number |ju01 +  Physical Address TR 2
o First Name | Judah
Second Name | Tsaiah [
= Firsiame MiddieName |Lastiame IDNumber BirthDate  Relation IsDependant
Tnitials 71 . Gty 7| @ e afe e - e e
T .
Last ame  Mine Province | Nats Grace Mine 03/06/2020 Chid Dependant  Yes
1D Number 01020304 Postal Code L
Birth Date  03/06/2020 - ‘Country
Phone Number (W) 5375543210
Extension(W) 7 Postal Address | PO Box 100 Shifts e
Phone Number (H) | 1234567830 == |
Fax Number ‘7
Mobik Homber Tome Lz StartDate ShiftName StartDay  StartDatekey
e fmmber TR ity [Royal ity ¢ = ol - -
il Address [ Province  Royal Province » | 13/04/2021 Normal Week 1 1
Passport Number Postal Code ROVO1
Marital Status  single Country [UAE
Manager |Eelinda Sharman
Devsriment soes peprmert | oot -
User ID
— — | |Craftame CraftDesc SiteDesaription_ AccountCode COSAceCod
Bank Hame Branch Hame
7| o0 o0 o0 o
Account Name Branch Code
—— +|con Consuiting Durban 1100 2100
Account Number Account Type
Default Account ]

ADD DEPENDANT

SELECT EMPLOYEE

1. In the Employees listing screen,
2. Select the employee to whom you wish to add a dependant.
3. Click on Edit.
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$ - .__pzmpbves—mkrsimm.o—mampkmmmvum [=Jfa][x
=] Humei” Equipment /Locations  Confract — Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procwement  Sales  Service  Reporting  Utiities - & x
& a1 |« = = = g = 3
© H XE= =/ o @
Add Edit [ Delete  View | Save layout Wurksvpaces Reports Export | Refresh ‘ Prv\nt
Maintenance iy Format | View | curr | Print - XD
Links [
Enter »
EmployeeNumber = FullName Emailaddress Manager Department  PhoneMumber | MobileNumber Extension | Status
» o 2 e o o o o e o -
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
EMP123 Carolina Suzzetta L Carolina Suzzetta @TEST ALPHA v2.4.0.0 Bianca Du Toit A
HAROO1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0DB.co.za Bianca Du Toit A
10001 Sasha Jones Bianca Du Toit Sales A
JOHODL Michae|-Stark Johns... Michael-Stark @TEST ALPHA v2.4.0.0 DE.... Markus Ariius Ste.. A
Juol Judah Milne judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7 A
KES001 Julanda Kessler Sales A
KHUo01 Andile Khumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
Payrol Data MILOO1 Abigail Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
MUDOO1 Judith Mudzengi Judith @TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit Sales 123 456 7350 A
NDWOO1 Sne Ndwalane snenhlanhla.ndwalane @co3.co.za Sales A
PILOO1 Kame Pilay kameshri. pilay @co3.co.za A
REDOO1 George JamesRed..  George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes A
REPOOL Marc Repsold marc.repsold@co3.co.za Sales A
SHAODL Belinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit A
STEOO1 Markus Arilius Stev. Markus Arilius @TEST ALPHA v2.4.0.0 DB, John Twain A
* STO001 Troy Stokes Sales A
+ [TaD009 Theo Peterson Theo @TEST ALPHA v2.4.0.0 DB.co.7a Belinda Sharman 031258 1425 0832581425 198 A
THOO01 Mary Thompsan Mary@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
You001 Karlien Jessica You. Karlien Jessica@TEST ALPHA v2.4.0.0 DB. A

ADD NEW DEPENDANT

1. The Edit Employee screen will open.
® Note: You can add and edit details in this screen, there is an
active Save button.
2. In the Dependants frame, right click in any row (except the filter row).
3. A Process menu will pop up.
4. Select Dependant - Add new dependant from the list.
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$ .—Hmlt[mphveefﬂ’&vzr—"lmﬂfmmﬂ:(nwvmﬂ —Jalx]
Home | Euulvmentll.mhms Contract ' Finance /HR  Inventary [Frojects I Seles  Service  Reporting  Utlities - & x
n
© B 88
save¥ Back | saveLayout Warlspames
Processing 4 Format &
Employee Number | TADDOS *  Physical Address 26 River Road Dependants. L)
First Hame | Theo . Forest Hills
Second Mame [peter |
== Nerth Subur Firsthame  MiddleName LastName  IDNumber | BrthDate  Relation IsDependant
it .
Tnitials 771 Gity [Durban e o o o - o o
Last Name  Peterson * Province  Kyazulu Natal )

ID Number | 771106300026087 Postal Code 1234 Process r
Birth Date |06/11/1978 - Country  South Africa / t’* Dependan
Phone Number (W) 031258 1425 ﬁ add new dependant
Extension(W) | 195 Shif Delete
S R———— et oo dependant

Phone Number (H) 031654 1234 [ EE—
Fax Number 031789 1414 - 1
_ —_—mm—m —m - StartDate Shifthame StartDay StartDateKey
Mobile Number | 033 258 1425 av [ | 0
= o0c
Email Address | Theo@TEST ALPHA v2.4.0,0 DB Province | |,

Passport Number | 1533574362 Postal Code
Marital Status | single - Country
Manager |Belinda Sharman »
Department 2 i
User ID )
— Craftiame CraftDesc SiteDescripion  AccountCode COSAccCor
Bank Hame - Branch Name
v o0 o o o e
Account Name Branch Code
- ——— e » ADMMN Administration Durban 1100 2100
Account Number Account Type -
*

Default Account ||

SELECT DEPENDANT'S RELATIONSHIP

1. A Select the dependant’s relationship to the employee screen will pop
up.
2. Select the row of the type of dependant that applies.
* In this example, an Adult Dependant (the wife of the
employee) is selected.
3. Click on Ok.
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$ - Edit Employee = (=[x
| @ | tome | Equpoment/Locations  Contract  Finance/HR  Inventory [Frojects I Soes  Sevice  Reportng  Utiities - & x
[
Mo
=
save Back | Savelsyout Werkspaces i Setect — N e
Processing 4 Format IH Home | Y
imploveeﬂnmber [tapoos | 2
FirstName |Theo |
Dk Ba:k Save Layuut
Second Name P ter
DNumber | BirthDate  Relation IsDependant
Initials |11 . Pracess Format & lo- = = =
Last Hame |Peterson - 2042 o
ID Number | 771106300026087 Code CodeDescription
Birth Date |06/11/1378 <] Weleae o
Phone iumber (W) |31 258 1425 ¥ JADULT Adult Dependant 4—.
Extension(W) | 195 CHILD Child Dependant o
Phone Number (H) 031654 1234
Fax Number 031789 1414
StartDay StartDateKey
Mobile Number | 033 258 1425
Email Address | Theo@TEST ALPHA v2.4.0.0 DB.:
Passport Number 1593574862 |
Marital Status | single -
Manager [geinda Sharman »
Department 2 i ke
User ID o
— — | |crafthame CraftDesc SiteDescrption  AccountCode COSACcCo
Bank Name - Branch Nlame
7 o s s ol s
Account Hame Branch Code
- ——— e » ADMMN Administration Durban 1100 2100
Account Number Account Type -
*
Default Account ||

ADD NEW DEPENDANT DETAILS

The Select screen will close and the following fields in the Dependants frame

will auto populate:

1.

Birth Date: This will populate with the current date. Click on the drop-
down arrow and use the calendar function displayed, to select a dif-
ferent birth date, if applicable.

Relation: This will populate with the relationship selected in the pop up
screen.

Is Dependant: This will populate with Yes.

The 4 remaining fields are free text fields, you can type in the required
details:

[¢]

First Name
Middle Name
° Last name
ID Number

o

[¢]
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g - Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [= e lx]
| g h Home ‘ Equipment [Locations ~ Contract  Finance /HR  Inventory fProjects Sales  Service  Reporting  Utilties - & x
3] =
=]
O = E
Save Back | Savelayout Workspaces
Processing 4 Format " &
Employee Number | TADODS #  Physical Address 3 River Road Dependants »
First Hame | Theo * Forest Hils
Second Hame |peter North Sub
erthsu Firstame MiddieName LastName  IDhumber | BithDate  Relation IsDependant
iti N
Tnitials |71 Gty | purban ol . a a8 _ e o
- .
{astiame | et Province | KwaZul Natal | | |10/02/2021 | Aduit Dependant  ves
1D Number | 771106300026087 Postal Code 1234
Birth Date | 06/11/1878 - Country |South Africa 1
Phone Number (W) 031258 1425
Extension(W) | 155 Postal Address Shifts
Phone Number (H) |031654 1234
Fax Number |031 789 1414
Mobile Number StartDate ShiftName StartDay StartDateKey
- lumber | 083 258 1425 Gity = 0 _ _
Email Address | Theo @TEST ALPHA v2.4.0.0 DB. Province m
Passport Number | 1593574862 Postal Code
Marital Status | single Country
Manager |Beinds Sharman »
Department B Crafts [
Custom Detais tiseriD Lid
CraftName CraftDesc SiteDescription AccountCode COSAccCode
Bank Name - Branch Name
¢ o0 e ol sl oflc
Account Hame Branch Code
» ADMN Adrinistration  Durban 1100 2100
Account Number Account Type
*
Default Account []
‘ v

SAVE NEW DEPENDANT

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

2. Click on Save.

Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

Conbact  Finance /MR Inventory  Maintenance /Projects  Manufactring  Procurement  Salks  Service  Reporting  Uiities - & x
i D
Employee Number | T2D003 +  Physical Address |25 River Road Dependants 2
First Name  Theg hd Forest Hills
Second Name | Peter
o North Subur Frstiiame MiddeName Lastiame  Dumber | BrthDate  Relston IsDependant
Initials | 711 * ity Durban
7 0 o o =
Last Hame |Peterson Province | KuaZub Natal Sarsh  Mae Peterson 12345670 | 10/02/2021 Adult Dependant Yes
1D Number |771106300025087 Postal Code | 1233
Birth Date | 06/11/1978 - Country  sputh Africa
Phone Number (W) | 031 258 1425
Extension(W) | o5 Postal Address Shifts i
Phone Number (H) 031654 1234
Fax Number 031789 1414
StartDate Shiftame StartDay  StariDatekey
Mobile Number | 033 258 1425
aty v = o - -
Email Address | Theo@TEST ALPHA v2. Province a
Passport Number | 1593574862 Postal Code
Marital Status [Single ~ Country
Manager  Belinda Sharman &
Departmens 5 Crafts @
Custom Detais {serin 2
Crafthame CraftDesc teDescripti itCodk COSAccCod
Bank Hame - Branch Name
* O o e e ol
Account Hame Branch Code
» ADMN Administration Durban 1100 2100
Account Number Account Type
.
Default Account | |

1. A message box will pop up informing you that;

* Employee: [ ] has been saved.
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2. Click on OK.

$ - Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (==
\ g \ Home ‘ Equipment [Locations ~ Contract  Finance /[HR  Inventory JProjects Sales  Service  Reportng  Utiities - & x
D ~ =
Mo
Save  Back | Savelayout Workspaces
Processing Format o
Links Employee Number | TAD0OS = Physical Address 35 River Road Dependants k3
Enter text to seard FirstName | Theo * Forest Hils
Second Hame |peter North Sub
orth St Firstame  MiddeName LastName  DDNumber |BrthDate  Relation IsDependant
Initials |71 ® G
&y Durban ¢ o0 ol s o3 = aflc e
N .
25t Wnane. |Pion Province  KuiaZulu Natal y Sach  Mae Peterson 12345670 10/02/2021 Adult Dependant Yes
1D Number | 771106300026087 Postal Code 1234 *
Birth Date | 06/11/1378 - Country South Africa
Phone Number (W) 031258 1425 |
Extension(W) | 155 Postal Address Shifts -
Phone Number (H) 031654 1234
Fax Number 031739 1414
StartDate ShiftiName StartDay StartDateiey
Mobile Number | 033 253 1425 X o
v = o = -
Email Address | Theo @TEST ALPHA v2.4.0.0 DBt *
Passport Number | 1593574862 Employee : TADODS has been saved
Marital Status [single ~
Manager |Beinds Sharman »
—I—I oK I
Department o . I—I Crafts *
User ID )
CraftName CraftDesc SiteDescription AccountCode COSAccCode
Bank Name - Branch Name
T W0 e W I ol
Account Hame Branch Code
|y MmN Adrinistration  Durban 1100 2100
Account Number Account Type -
*
Default Account: []
‘ v

* The new dependant details will be saved and you will return to

the Employees listing screen.

EDIT DEPENDANT

SELECT EMPLOYEE

1. In the Employees listing screen,
2. Select the employee whose dependant's details need to be changed.
3. Click on Edit.
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g = Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=Jla ][ x
% Home | Equipment/Locations — Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - &
G = (=] o =N @
o | & @
View | Savelayout Workspaces | Reparts  Export | Refresh | print ‘
Format View curr.. Print S— -
Employeehumber FullName EmailAddress Manager Department  PhoneNumber | MobileNumber | Extension | Status
7 b Wb Wl o o Wb Wl o o

BALODL Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
Youdo1 Karlien Jessica You...  Karlien Jessica@TEST ALPHA v2.4.0.0 DB A
REDOOL George James Red...  George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes A
EMP123 Carolina Suzzetta L. 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 Ariius Stev...  Markus Ariius @TEST ALPHA v2.4.0.0 DB.... John Twain A
JOHOO1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB. .. Markus Arilus Ste A
co3 CO3 Administrator ~ CO3ETEST ALPHA v2.4.0.0 DB.co.za A
TADOOS Theo Petersan Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198 A

Payroll Data jmunnm 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 031 123 4567 A
E147252 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 Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales A
DUT004 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUT00S Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO02 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
THOO01 Mary Thompsan Mary@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
DANOOL Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.za A
NDWOO1 Sne Ndwalane snentlanhla.ndwalane @co3.co.za Sales A
1vnns L Bluth, Lnisaanane Simmen P Tait L

EDIT DEPENDANTS DETAILS

1. The Edit Employee screen will open.

2. In the Dependants panel,

3. Click in the field where you wish to make the change.

° Either type the new information in the field, or if necessary,

delete the text that is there and type in the new inform-

ation.
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Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

Contract  Finance /HR  Inventory  Mantemance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities.

Processing | Format a , A

Links » | Employee Number [MUD0DL = Physical Address j—» Dependants n
Enter text to se: B First Name | Judth = Main Street
Second Name
Main Town Firsthame | MiddleName  Lastame  IDNumber BirthDat=  Relation IsDependant
Inttials |3 Gty [Main Gity o o o e = o o\
LastName |Mudzengi Province |an Province b Cheryl  Grace Magombo | WER234515 /05/2017  Chid Dependant  Yes
1D Number Postal Code MAI *
Overtime and
Birth Date |05/04/2005 - Country [South Africa
Phone Humber (W) | 123 455 7890
Extensiontl) Postal Address Shifts n
Phone Number (H) 987654 3210 —
Fax Number
. StartDate Shifthame StertDay | StartDateKey
Mobile Number —
Gty v = i = =
Email Address | Judth@TEST ALPHA v2.4.0.0 08 Povine |, oyoumm ey . o
Passport Number PostalCode
Marital Status [Vamed B Country
Manager |Bianca Du Toit P
Crafts B
Department |sales Department Pl
Custom Detais UserID | judithi Zl
T Crafttame | CraftDesc | SiteDescription | AccountCode |COSAccCode Costfstimate Rate I
Bank Name |Frst National Bark - Branch Name |2
7 il o0 e o e = = I
Account Name |11 Branch Code |3
— e » ADMN Durban 1100 2100 150,00 350.00 Ye
= Account Number |1 Account Type | Current Account
TECH Techridan  Durban 1100 2100 1,000.00  1,000.00 No
Default Account /] s

1. In this example, the ID Number has been changed.

SAVE CHANGES

2. When you have finished editing the details, click on Save.
3. A message box will pop up informing you;

° Employee: [ ] has been saved.
4. Click on OK.

Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
Contract  Finance fHR  Inventory  Maintenance /Projects  Manufscturing  Procurement  Sales  Service  Reporng  Utlities - & x
Employee Number |MUD001 = Physical Address 1 Dependants ’ i
First Name Judnﬂi‘ Main Street
Second Name
Man Tonn FirstName | MiddleName  LastName  IDNumber BirthDate  Relation IsDependant
Initials ) . it
Y | Main City e o0 W0 o = o o
Lzt Bame |Miki=ng Province | Msin Province b cheryl  Grace magombo | zaR12345  |25/04/2021  chid Dependant  Yes
ID Number Postal Code a1 o
Overtim —_
Holidays Birth Date |05/04/2005 M Country [south Africa
Phone Humber (W) | 123 456 7390
Extensontél) Postal Address Shifts [
Phone Number (H) 9876543210
Fax Number ‘
. StartDate ShiftName StartDay StartDateKey
Mobile Number
Payroll Data x| = o = =
Email Address | Judith@TEST ALPHA v2.4.0.0 DB o1y Normal Week 1 I
Passport lumber .—b Employee: MUDDOT has been saved
Marital Status |Mzrried
Manager | Bianca Du Toit Pad
| P ere—— jafts n
Department |3aies Department B ._> [ o ]
Custom Detais UserID |judthM 2 B
— CraftName | CraftDesc iteDe ti tCode | COSAccCode CostEstimate Rate I
Bank Name |Frrst National Bark - Branch Name >
_ ® | e ol e ol ol = = a
Account Name  JM Branch Code 3
P —_— » | ADMN Durban 1100 2100 150.00  350.00 e
= Account Number | Account Type  Cyrrent Account
TECH Technidan Durban 1100 2100 1,000.00 1,000.00 No
Default Account ¥/ =
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You will return to the Employees listing screen.

DELETE DEPENDANT

SELECT EMPLOYEE

1. Inthe Employees listing screen,

2. Select the employee whose dependant's details need to be deleted.

3. Click on Edit.

& - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — (o [x
& | Home | Equpment/locations — Contract  Finance (HR  Inventory  Maintenance /Projects  Manufachuing  Procurement  Sales  Service  Reporting  Utiities - & x
o Tl " = e >
©|z| X = e &
add | Edt |Delete  View | Savelayout Workspaces | Reports Export | Refresh | Print
- | |
Maintenance Format Viey Curr... | Print — )
Links [
Employeehumber Fulliame Emailaddress Manager Department  PhoneMumber | MobilelNumber | Extension  Status
* ol o o o e e e o e N
DUTO01 Bianca Du Toit kameshni.pilay@co3.co.za Belinda Sharman  Sales 0311234564 083 1234567 1234 A
SHAQDL Belinda Sharman Belinda @TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit A
HARDDL Wesley Haynes Wesley @TEST ALPHA v2.4.0.0 DB.co.2a  Bianca DuToit A
BALOOL Steven Cooper Steven@TEST ALPHA v2.4.0.0 DB.co.za  Belinda Sharman A
You001 Karlien Jessica You... Karlien Jessica@TEST ALPHA v2.4.0.0 DB... A
REDO01 George James Red...  George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes A
EMP123 Carolina Suzzettal... Caroina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
DGO01 John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
STE00L Markus Arilus Stev... Markus Arlius@TEST ALPHA v2.4.0.0 DE.... John Twain A
JoH01 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Ariius Ste. A
co3 CO3 Adminisrator  CO3@TEST ALPHA v2.4.0.0 DB.co.za A
» JTADOOS Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083 258 1425 198 A
MUDO01 Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.coza  BancaDuToit  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 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
MILODL Abigail Mine Abigal @TEST ALPHA v2.4.0.0 DB.co.z8 Sales A
DUTO04 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.z3 A
DUTO0S Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO02 Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO10 Bianca Swrendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 D083 1234567 1234 A
Pt

DELETE DEPENDANT DETAILS

1. The Edit Employee screen will open.

2. In the Dependants panel, right click in the row of the dependant you
wish to delete.

3. A Process menu will pop up, click on Delete - Delete dependant in the
list.
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TECHMNOLOGTES Employee DependantS

.___'Bﬁtfmphy&*ll’ocvzlg’mm.ﬂfbmn\lﬂ:(nmumﬂ

Contract  Finance /HR " Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilites. - & x
g &
Employee Number | TADO0S *  Physical Address | 25 River Road Dependants L3
First Name | Theo * ForestHils
Second Name | pete;
el orth Subaw Firstiame MiddeName | Lastiame  IDNumber BirthDate  Relation IsDependant
Initials 7)1 * city - e o _ e -
Last Name Peterson Province  KwaZulu Natal " iz e — 5570 10/02/2021  AdultDependant  Yes
1D Number | 771106300026087 Postal Code | 1734 T -
Overtime and _——
day Birth Date | 05/11/1878 - Country [South Africa o5 Dependant
Phone Number (W) 031255 1425 Add new dependant
Extension(W) |15 o Delete
Postal Address shifts | | Diere dependant 2
Phone Humber (H) 031654 1234
Fax Number (031789 1414
StartDate Shiftame Swriday  StartDateKey
Mobile Number |03 258 1425 ]
City v = e = =
Email Address  Theo@TEST ALPHA v2.4.0.0 DB Province | |,
Passport Number | 1593574852 Postal Code
Marital Status [Sngee - Country
Manager | Beinda Sharman »
Department [ A| afts )
Custom Details i £
e Crafilame | CraftDesc SiteDescription | AccountCode | COSAccCode  CostEstimate | Rate 1
Bank Name - Branch Name
= 9 o o B o o - - i
Account Name Branch Code
= S e » ADMN Durban 1100 2100 0.00 0.00 ¥
= Account Humber Account Type -
®
Default Account [
4 v
1. A Delete Dependant m b ill ki
. P €ssage DoX Wil pop up asKing;
.
c A t to delete this d dant [ J?
re you sure you want to deiete tnis depenaan :
2. Click on Yes.
$ - Edit Employee ¢ sion 0 - Example Company v2.5 x|
@ | rome | Eupment/locatons  Conbract  Finance/HR  Imentory  Maintenance [Projects  Manufectring  Proarement  Soes  Service  Reporting  Uiites - & x

s
H ©
Save Back | Savelayout Workspaces

|
Processng 4 Format P ‘ - ‘

T n | Employee Number 'Tapoog +  Physical Address |25 River Road Dependants L]
[Enter text to search... || First Name | Theo * Forest Hils
Second Name | peter orth Subur Fisthame MddeName Lastame DNumber  GirtiDate  Relation IsDependant
TInitials | TJ) Delete Dependant v |l 0 o = 0
Last Name | Peterson » sarah Mae Peterson 12345670 10/02/2021  AdultDependant Yes
ID Number | 771106300025087 | Are you sure you want to delete this dependant Sarah? | || #

Birth Date | 06/11/1978
Phone Number (W) 031238 1425
Dtersion) w5 | | I I ,,
Phone Humber (H) 031654 1234
Fax Number 031783 1414

_ StartDate shiftame SriDay  StartDateKey
Mobile Number (033 255 1425 /]
— ity v = o0 = -
Email Address | Theo@TEST ALPHA v2.4.0.0 DB province |,
Passport Number | 1533574352 Postal Code
Marital Status  singe - Country
Manager  Belinda Sharman bl
Department ) u
Custom Details User 1> 2
CrafiName  CrafiDesc  SiteDescripton | ActountCode | COSAccCode CostEstmate |Rate I
Bank Name Branch Hame
S v o o o o [ = = r
Account Name: Branch Code
— e ] » ADMN Durban 1100 2100 0.00 0.00 ¥
=5 Account Humber Account Type -

Default Account [

1. The selected dependant's details will be removed from the panel.
2. Click on Back to return to the Employees listing screen.
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TECHMNOLOGTES Employee DependantS

Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (= a]lx]
Home ‘ Equipment flocations  Contract  Finance /MR Inventory  Maintenance/Projects  Manufacturing  Procurement  Sales  Service  Reperfing  Utiities - & x
savelayout Workspaces
Form 4 &
Employee Number  TADODS *  Physical Address | 2 River Road Dependants L]
First Name  Theo . Forest Hils
Second Name | pete;
st oty Scbur Firsthame | MiddeName | LastName | IDNumber BithDate | Relation IsDependant
Initials 11 City |Durban ? [l (3 sc = =3 e 3
LastName Peterson * Province |Kuazuu Natal
1D Number | 771106300026087 Postal Code | 1734
Birth Date |06/11/1978 - Country [south Africa

Phone Number (W) 031258 1425

Extension(W) 153 Postal Address Shifts L3
Phone Humber (H) 031854 1234

Fax Number 031789 1414

— StartDate Shiftame Swriday  StartDateKey
Mobile Number | 0s3 253 1425
City v = o0 = =
Email Address  Theo@TEST ALPHA v2.4.0.0 DB Province 5
Passport Number | 1593574852 Postal Code
Marital Status [Sngee - Country
Manager  geinds Sharman »
Department [ 5| Crafts *
Custom Details Uscrip £
e Crafilame | CraftDesc SiteDescription | AccountCode | COSAccCode  CostEstimate | Rate I
Bank Name - Branch Name
- E 3 o B o o - = [
Account Name Branch Code
= S e » ADMN Durban 1100 2100 0.00 0.00 ¥
= Account Humber Account Type -

.
Default Account [

MNU.021.021
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