TECHMNOLOGSTES

Edit Employee

HUMAN

RESOURCES

EMPLOYEES - EDIT EMPLOYEE

Ribbon Access: Finance and HR > Employees

BPO: Version 2.4.0.11 - Example Company

| ﬁ | Equipment / Locations  Contract I\ Finance / HR \I Inventory  Maintenance [Projects  Manufactuing  Procurement  Sasles  Service  Reporting  Utlities

@ B [=2]|be

Financial  Debit Order || Employees | crafts
Periods  Batches |

2| Human Resources ,|

1. The Employees listing screen will open.

° All the employee currently set up on the system can be

viewed here.

2. Scroll through the list or

3. Use the filter row to find a particular employee.

SELECT EMPLOYEE

4. Select the row of the employee where you wish to make changes .

5. Click on Edit.
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$ - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [(=Jf=Jlx]
|:{\ Home | Equipment /Locations ~ Contract  Finance /HR  Inventory JProjects  Manufacturing  Procurement  Sales  Service  Reportng  Utilities - & x
ofJ|xE ® B Ef o4
=| 5y
Add | Edit | Delete View | Savelayout Workspaces | Reports Export | Refresh | Print
Main{an Format i View af Curr.. | Print 4 , =
Links a J
Ente ch B -
Employeshiumber Fullizme EmailAddress Mznager Department _ Phanehumber  MabileNumber | Extension _ Status
| -8 ohe o0: o o0 o0 B Wb o0 -
DUT001 Bianca Du Toit kameshni.pilay @co3.co.za Belinda Sharman  Sales 0311234564 083 1234567 1234 A
SHADDL Belinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit A
HAROD1 Wesley Haynes Vesley@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit A
BALOOL Steven Caoper Steven@TEST ALPHAv2.4.0.0 DB.co.za  Belinda Sharman a
Youdo1 Karlien Jessica You...  Karlien JessicaBTEST ALPHA v2.4.0.0 DB.. a
REDOOL 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
DGO01 John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
STEDOL Markus Arilus Stev...  Markus Arilus@TEST ALPHA v2.4.0.0 DB. .. John Twain a
JoHo0L 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
TADOO3 Theo Peterson Theo @TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083 258 1425 198 A
Banking Detals ]MUDUUl Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za  BiancaDuToit  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 i
R 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 '
MILOO1 Abigail Mine Abigal €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 Y
DUTO0S Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za A
DUTD0Z Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.za A
DUT010 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
A Mo Th T aLnuA L a0 nDR Bolinda ch

1. The Edit Employee screen will open.

EDIT EMPLOYEE INFORMATION

You can make changes to the following information:

2. The Employee Details frame.
* To update details, highlight the current text in the relevant
field, then type in the amended information.
* To remove details, highlight the text and press delete on
your keyboard.
3. Refer to the links for selecting and editing a Manager, Department or
User ID.
4. The Dependants panel

* Click on the Dependants link for a detailed process of how
to edit the information in this frame.
5. The Shifts panel
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Edit Employee

* Click on the Shifts link for a detailed process of how to edit

the information in this frame.
6. The Crafts panel
e Click on the Crafts link for a detailed process of how to edit

the information in this frame.

e - Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (=l ][ x]
[ @ | rome | Eoupment/locatons  Contract  Finance /MR Inventory  Meintenance [Projects  Manufoctring  Proarement  Soles  Service  Reporing  Utiites - 2 x

HO =& B8 T

Save  Back | Savelayout Workspaces
Processing 4 Format &
Links 1 || Employee Number [Mupoo1 *  Physical Address |1 Main House Dependants . LS
Enter text to B First Name | Judith * Mein Street
Second Name:
e fown Firsthame | MiddleName  LastName | TDNumber BithDate  Relation IsDependant
Tnitials |3 Gity [main ity - o & - o . & o
LastName |Mudzeng Province | Msin Province b Cheryl  Grace Mudzengi | 1111111 01/02/2015  Chid Dependant Vs
D Humber | 1122334455 Postal Code [mam P
Birth Date |05/04/2005 - Country [south Africa
Phone Number (W) |123 455 7650
Extension(W) Postal Address. shifts . a
Phone Number (H) |987 654 3210
Fax Number
Hobile Humber StartDate | Shifthame StariDay | StartDateKey
obile Humber
010203005 Gty = e = -
Email Address | Judih@TEST ALPHA v2.4.0.0 D8 Province s = 3 »
Passport Number Postal Code i
Marital Status |varried - Country
Manager | Bianca DuToit »
Department |Sales Department A —. ety . i
Custom Details UserID | JudthM L
e Crafttiame | CraftDesc teDescript tCode | COSAccCode | CostEstmate Rate  Isprimary
Bank Name |AESA Bank - BranchName [Kingston
= 7 o ol W0 W0 o0 o0 = = o
AccountName |prs 1 Mudzeng Branch Code 001002
_— » ADMN Durban 1100 2100 150.00 350,00 ves
Account Humber 10203040 Account Type | Current Account
TECH Technician Durban 1100 2100 1,00000 1,000.00 No
Default Account /] =

SAVE CHANGES

1. When you have made the required changes;

* |n this example, a new dependant has been added,
2. Click on Save.
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Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Soks  Service  Reporting  Utities - & x
&
Links Employee Number |MUDDO1 Physical Address | 1 Main House Dependants I3
Enter text to sear » First Name: | Judith Main Street
Second Name: Main Tonn
Firsthome | MiddeNeme | LostName | DNumber  BrtfDate | Relation IsDependant
Tnitials |3 . City M City - o _ o
_— ) L ;
LastName |Mudzengi Province |Main Province Cheryl __ Groce Mudzengi 1111111 01/02/2019_ Chid Dependant_ Yes
s ID Number | 1122334455 Postal Code [ma1n ,| John James Mudzengi | 2222222 01/01/2021  Chid Dependant  Yes |
Holda, Birth Date |05/04/2005 - Country [south Africa *
phonenumber (W) 1234567830 |
Extension(W) Postal Address Shifts L]
Phone Number (H) |987 654 3210
Fax Humber
Hobile Humber StartDate | ShiftNeme StartDay | StartDateKey
obile Number ——
0102030405 Gty . = = =
Email Address | Judth@TEST ALPHA v2.4.0.0 DB Province. s F— 1 -
Passport Number PostalCode | lw
Marital Status |Married - countey [
Manager | Bianca Du Toit 2
Department | sales Department ) Crafts =
Custom Detais UserID | Jucithi 2
| | crafttame |CrafiDesc teDescript tCode | COSAccCode | CostEstmate Rate  Isprimary
Bank Name |ABSA Bank - Branch Name: |(ingston 0 o o
=7 e i 0 0 = =
Account Name |Mrs 1 Mudzengi Branch Code 001002
. b ADMN Durban 1100 2100 150.00 350,00 ves
Account Humber | 10203040 Account Type | Current Account
TECH Technicen  Durban 1100 2100 1,000.00 1,000.00 No
Default Account /| =
1. A message box will pop up informing you;
* Employee: [ ] has been saved.
ployee: A
2. Click on OK.
$ - Edit Employee - Sion 25.0.0 - Example Company v2.5.0.0 [(=E=
| @ | tome | Equpment/locatons Conbact Finance/HR  Inventory  Maintenance [Projects  Manufactring  Procrement  Soles  Service  Reportng  Utiites - & x
HO ®|
©  Bock | Saveloyout Workspaces
Processing 4 Format 4 &
Links Employee Number | MUDDO1 = Physical Address | | Main House Dependants kd
Enter text to seard » First Hame [ Judith = Main Street
Second Name:
pe fovn Firsthame | MiddleName  LastName | TDNumber BirthDate  Relation IsDependant
Tnitials |3 ai
ity | Main City ? o B e ol - 3 3
LastName |Mudzeng Province | Main Province Cheryl  Grace Mudzengi | 1111111 01/02/2019 | Chid Dependant | Yes
D Humber | 1122334455 Postal Code | Ma1y John James Mudzengi | 2222222 01/01/2021  Chid Dependant  Yes
Birth Date |05/04/2005 - Country [south Africa *
PhoneNumber (W) [1234s67830 |
Extension(W) x shifts id
Phone Number (H) |987654 3210 -
Fax Number - .
Employee : MUDOO1 has been saved StartDate | Shiftame StariDay | StartDateKey
Mobile Number [0102030405 o
v = o0 = =
Email Address | Jucdith@TEST ALPHA v2.4.0.0 DB a1l prr— e A -
Passport Number . » .
Marital Status [Married - Country
Manager |gianca Du Toit P
Crafts 2
Department |Sales Department p
Custom Details serID | JudthM £
e | | crafttame |crafiDesc teDescript tCode | COSAccCode | CostEstmate Rate  IsPrimary
Bank Name |ABSA Bank - BranchName [Kingston = o =
. ¢ e e o0 o0
Account Name |1rs 1 Mudzengi Branch Code 001002
e — » ADMN Durban 1100 2100 15000 350,00 Yes
Account Humber | 10203040 Account Type | Current Account
TECH Technican  Durban 1100 2100 1,00000 1,000.00 Mo
Default Account /] =

* The edited details will be saved and you will return to the

Employees listing screen.

MNU.021.022
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