Employee Addresses

HUMAN RESOURCES

EMPLOYEES - ADDRESSES

You can Add, Edit and Delete an employee address from the Employees list-

ing screen.

Ribbon Access: Finance and HR > Employees

BPO: Version 2.4.0.11 - Example Company —Jloj(x

|l 7%7 | Eqmpment,’ Locations Contract | Finance / HR l Inventory Maintenance ,' Projects Manufamnng Procurement it Sales Service Reporting Utilities
| (=== =
| @ |y |z |be
|

Finandal Debit Order || Employees | Crafts
Periods  Batches |

1. The Employees listing screen will display.

VIEW EMPLOYEE ADDRESSES

SELECT EMPLOYEE

2. Select the row of the employee whose address details you wish to view.
3. Click on the Addresses tile
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TECHNOLOGTIES Employee AddFESSeS

.—__-' Employees - BPO: Version 2.4.0.11 - Example Company
_‘ Equipment /Locations ' Contract  Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utiies - & x
0 2 X = i IR
Edit Delete _View | Savelayout Workspaces | Reports Export | Refresh
Maintenance 4 Format 4 View i cur 4 =
Employeehumber FullName EmailAddress Manager Department | PhoneNumber | MobileNumber | Extension | Status
¥ | b B B B B e e L3 e =
DUT001 Bianca Du Toit kameshni.pilay@co3.co.za Belinda Sharman Sales 0311234564 083 1234567 1234 A
SHA0D1 Belinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
P— HARDO1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
Holidays BALOOL Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
Youl01 Karlien Jessica You... Karlien Jessica@TEST ALPHA v2.4.0.0 DE.. A
REDOOL George James Red... George James@TEST ALPHA v2,4,0,0 DB... Wesley Haynes A
EMP123 Carolina Suzzettal .. Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
DGOO1 John Twain John@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman A
STEO01 Markus Ariius Stev...  Markus Arilius @TEST ALPHA v2.4.0.0 DB. .. John Twain A
JOHO01 Michael-Stark Johns_.. Michael-Stark@TEST ALPHA v2.4.0.0 DB....  Markus Arilius Ste A
co3 CO3 Administrator CO3@TEST ALPHA v2.4.0.0 DB.co.za A
TADOO9 Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198 A
]MUDOOI Judith Mudzengi Judith@TEST ALPHA v2.4.0.0 DB.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
e — 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 Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
DuUT004 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
DuUT002 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
EAre M, T Lris unannne Batinda T

1. The Address List for : [ ] screen will open.

VIEW ADDRESS

1. Here you can view all of the addresses currently linked to the selected

employee.

ADD EMPLOYEE ADDRESS

2. Click on Add.
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Employee Addresses

s - .__—’Mdm List for : MUDOO1 - BPO: Version 2.4.0.11 - Example Company

@ | Home | Eauipment/Locations " Contract Finance /HR  Inventory  Maintenance /Projects  Manufscturing  Proarement  Ssles  Service  Reporting  Utifties

X0 @ #H WO

Edit Delete Back | Savelayout Workspaces | Excel | Refresh
Processing Format 4| View 4| cur &
AddressType | CodeDescription Address 1 Address2 Address3 City FostalCode  County Country IsDefault
7 o o ol offc B B B ofc ofc o
» BIL Biling 1 New Road New Town New City 3162 Kkzn South Africa  Yes

1. The Add new address screen will open.

ADD ADDRESS DETAILS

2. Address Type: Click on the drop-down arrow in this field.
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Employee Addresses

s - Add new address - BPO: Version 2.4.0.11 - Example Company [—lal
= \|m\ Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Serviee  Reporting  Utiliies - &
(<]
Save  Back
L T F R — E
i e
Address 2
Address 3
City
Postal Code
Default Address [ ]
1. The Address Type list will display
2. Select from this list, the type you wish to add to the employee.
* In this example, Phys - Physical is selected.
s - Add new address - BPO: Version 2.4.0.11 - Bxample Company == S
=] \|ﬁ\ Equipment [Locations  Contract  Finance /HR.  Inventory  Maintenance [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x
@
Save  Back
Address Type -

Address 1 | P2
BILL
Address 2 | prvs
POST

Address3 | o0

City
Province

Postal Code

# Description
Billing

Physical - _

Postal
Shipping

Country
Default Address [
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Employee Addresses

1. The Address Type field will populate with your selection.
2. Add the remaining address details:
° Address 1 - 3: Type in the number, street and town in these
first 3 rows.
° City: Type in the City of this address
° Province: Type in the province of this address.
° Postal Code: Type in the address post code.
° Country: Type in the country of this address.

DEFAULT ADDRESS

3. Default Address: Select this check box if this is to be the primary
address for this employee. All correspondence will be for this address
unless otherwise specified.

* In this example, this address has been selected as the

default address.

SAVE ADDRESS

4. When you have completed the new address details, click on Save.
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Employee Addresses

$ - Add new address - BPO: Version 2.4.0.11 - Example Company [=Jl=](x]

== | Home | Equipment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x

-1—-_.
Processing . L

Address Type | Physical

Address1 |1

Address 2
Address 3
City
Province
Postal Code

Country

Main Street
Main Town
Main City
Main Province
MAIN

South Africa

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

* Address has been saved.
2. Click on OK.

Equipment / Locations

Add new address

Finance /HR  Inventory  Maintenance / Projects

Procurement

Sales  Service  Reporting

Utilities -

Processing 4

Address Type
Address 1
Address 2
Address 3

City
Province
Postal Code

Country

Physical

1

Main Street
Main Town
Main City
Main Province
MAIN

South Africa

Default Address i/

Address has been saved
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VIEW SAVED ADDRESS

1. You will return to the Address List for: [ ] screen.

2. The new address can now be viewed in the data grid.

3. Note that the final column IsDefault reads as 'Yes' as this address was
selected as the Default Address in the previous step.

4. Click on Back to return to the Employees listing screen.

: - Address List for : MUD001 - BPO: Version 2.4.0.11 - Example Company — (o] x
| % Home = Eguipment/Locations  Contract Finance {HR  Inventory  Maintenance /Projects  Manufscturing  Procurement  Sales  Service  Reporting  Utiiities - 2
lam a1 G = (i -y o

[’ = X

) =
©2XO0 = | S
Add  FEdit Delete Back | Savelayout Workspaces | Excel | Refresh
‘ |

Processing Format View Curr...

AddressType | CodeDescription Address1 Address2 Address3 City PostalCode  County Country IsDefault

oS "Oc ' B "B o " o o o
» BILL B\_ng 1 New Road Nﬂv Town Nﬂv City 3162 KZN South Africa No
PHYS Physical i Main Street Main Town Main City MAIN Main Province South Africa

J

EDIT EMPLOYEE ADDRESS

SELECT EMPLOYEE

1. In the Employees listing screen
2. Select the row of the employee for whom you wish to edit an Address.

3. Click on the Addresses tile
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TECHNOLOGTIES Employee AddreSSeS

s = Employees - BPO: Version 2.4.0.11 - Example Company -]
& | Home | Ecupment/locstons  Conbract . Finance /4R Inventory  Maintenance [Projects  Manufscring  Procursment  Ssles  Senviee  Reportng  Utiities - &
= a1l EE = = =

© s X e B S
Add  Edit Delete View | Savelayout Workspaces | Reports Export = Refresh |
C ‘ \ |
Maintenance | Format View curr... B
Links
Employeehumber | FullName EmaiAddress Manager Department | PhoneNumber | MobileNumber | Extension  Status
v o o e o o e e e e
E147282 Jade Rivers Jade@TEST ALPHA v2.4.0.0 DB.co.za A
E9B7654 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
HARODL Wesley Haynes Viesley @TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit A
10001 Sasha Jones BiancaDuToit  Sales A
J0HO01 Michael-Stark Johns... Michael-5tark@TEST ALPHA v2.4.0.0 DB.... Markus Arilus Ste A
e o1 Judah Mine Belinda Sharman  Sales A
KESO01 Julanda Kessler Sales A
» Jkruoot Andile Khumalo Andie@TEST ALPHA v2.4.0.00B.co.za  BancaDuToit  Sales A
Payrol Data M MILOO1 Abigal Mine Abigail @TEST ALPHA v2.4.0.0 DB.co.za Sales A
MUDO01 Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za  BiancaDuToit  Sales 123 456 7890 A
NDWO01 Sne Ndwalane snenhlanhla.ndwalane @co3.co.za Sales A
PILO0L Kame Filay kameshni.pilay@co3.co.za A
REDO01 George James Red...  George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes A
REPODL Mare Repsold marc.repsold@co3.co.z3 Sales A
SHADOL Belinda Sharman Belinda@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit A
STEDOL Markus Ariius Stev... Markus Arilus@TEST ALPHA v2.4.0.0 DB. .. John Twain A
sTOD01 Troy Stokes Sales A
TADO0S Theo Peterson Theo@TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 0832581425 198 A
THOODL Mary Thompson Mary@TEST ALPHA v2.4.0.0 DB.co.22 Belinda Sharman A
™ Joseph Timber Joseph@TEST ALPHA v2.4.0.0 DB.co.z3 A
Youno1 Karlien Jessica You... Karlien Jessica@TEST ALPHA v2.4.0.0 DB... A

SELECT ADDRESS TO EDIT

1. The Address List for : [ ] screen will open.

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

3. Click on Edit.
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Employee Addresses

$ - .’——'Addrﬁslistfur:l}lmlfm\rersimMllfﬁmmﬂe(umpalv (— (= J(x]
== Home | Equipment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reportng  Utiities - &F x

F@D}%ﬁ@ = %o

Edit |Delete Back | Savelayout Workspaces | Excel | Refresh |

Pracessing Format View | Curr.. 4

AddressType | CodeDescription Address1 Address2 Address3 City FostalCode | County Country IsDefait
7 @ B oflc ofc o B B o o B
POST Fostal 1 Mew House Mew Road New Town New City NC Mew Province  South Affica  No

1. The Edit address screen will open.

EDIT ADDRESS DETAILS

2. All of the fields except Address Type and the Default Address check
box, require the edited details to be typed directly into the text boxes.

3. If you wish to edit the Address Type, click on the drop-down arrow and
select an alternative address type from the list displayed.

4. In this example, this address is to be edited to become the primary or
default address, therefore the Default Address check box is to be selec-
ted.
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Employee Addresses

Edit address - BPO: Version 2.4.0.11 - Example Company

- =}
@ | Home | Eoupment/locstons  Conbract  Finance /HR  Inventory  Maintenance [Projects  Manufsctring  Procursment  Ssles  Seviee  Reportng  Utiities - &

Processing /.
Address Type Postal -

Address 1 | 1New House
Address 2 New Road
Address 3 | New Town

cty Newaty —'

Province NewProvince |

Postal Code NC

Country South Africa

SAVE EDITED DETAILS

1. When you have finished editing the employee address,
2. Click on Save.

e - Edit address - BPO: Version 2.4.0.11 - Example Company

- a
@ | Home | Ecupment/locstons Conbact Finance /MR Inventory  Maintenance [Projects  Manufscring  Procursment  Ssles  Senviee  Reportng  Utiities - &
L A3
8@

Save Back

Processing

AddressType Postal <
Address 1 | 1New House
Address 2 New Road
Address 3 New Town
City New City
Province New Province
Postal Code NC

Country South Africa
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Employee Addresses

1. A notification message box will pop up informing you;
* Address has been saved.
2. Click on OK.

$ - Edit address — o=
_fe__ Home Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - =

= )]

i

Save Back

|
Processing A
Address Type Postal -

Address 1 1New House
Address 2 New Road
Address 3 New Town

City New City

Province New Province
Postal Code NC
o Address has been saved

Country South Africa
o1

Default Address /]

VIEW EDITED ADDRESS

1. You will return to the Address List for: [ ] screen.
The recent changes to the employee address can now be viewed in the
data grid.

3. Click on Back to return to the Employees listing screen.

Help v2.5.1.4 - Pg 11 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Employee Addresses

S - Address List for : KHUDO1 - BPO: Version 2.4.0.11 - Example Company (=) )x]
=0 Home | Equipment/Locations  Contract  Finance /HR  Inventory Maintenance /Projects  Manufsctring  Procurement  Sales  Service  Reporting  Utiities - & x
P a] ” EE = =
= r

O X0 B R

Add  Edit  Delete | Back |SaveLaynut Workspaces | Excel | Refresh

. Processing 4 Format 4| View | Cur.. 4 2

AddressType  CodeDescripton | Addressi Address? Address3 City PostsiCode | County Country  TsDefault

7 @ B oflc ofc

o B B o o B

» POST Postal 1 Mew House Mew Road New Town New City NC Mew Province South Africa

DELETE EMPLOYEE ADDRESS

SELECT EMPLOYEE

In the Employees

listing screen,

2. Select the row of the employee for whom you wish to delete an

address.

3. Click on the Addresses tile.

Help v2.5.1.4 - Pg 12 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




TECHNOLOGTIES Employee AddreSSeS

s = Employees - BPO: Version 2.4.0.11 - Example Company —
& | Home | Ecupment/locstons  Conbract  Finance /4R Inventory  Maintenance (Projects  Manufsctring  Procursment  Ssles  Senviee  Reportng  Utiities

V- | [ = = AR

© X e &

Add  Edit Delste_ View | Savelayout Workspaces | Reports Export | Refresh

b ‘ | |
Maintenance | Format View curr...
Employeshumber - Fulliame EmailAddress Manager Department  PhoneMumber | MobileNumber | Extension
¥ | ol e e "B B e e e
DUTOD4 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za
DUTO0S Mary Saunders Mary ©TEST ALPHA v2.4.0.0 DB.co.za
DUTO10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 0831234567 1234
£147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za
E987654 JeffRivers JefF@TEST ALPHA v2.4.0.0 DB.co.za
EMP123 Carolina Suzzetta L. Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit
T CEEE HAROOL Wesley Haynes Wesley @TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit
10001 Sasha Jones Bianca Du Toit Sales
JOHOD1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Ariius Ste...
Payrol Data » Juot Judah Mine judahm @test.co.za.za Belinda Sharman  Sales

KESOD1 Julanda Kessler Sales
kHUOD1 Andie Khumalo Andile@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit Sales
MILDOL Abigail Mine Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales
MUDOOL Judith Mudzengi Judith@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Tait Sales 123456 7390
NDWDO1 Sne Ndwalane snenhlanhla.ndwalane @co3.c0.za Sales
PILOOL Kame Pilay kameshni.pilay @co3.co.23
REDOD1 George JamesRed... George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes
REPDOL Marc Repsold marc.repsold@co3.co.za Sales
SHAOD1 gelinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za  Bianca Du Toit
STEODL Markus Ariius Stev._.  Markus Arilus@TEST ALPHA v2.4.0.0DB. .. John Twain
STO0D1 Troy Stokes Sales
TADODS Theo Peterson Theo @TEST ALPHA v2.4.0.0 DB.co.za Belinda Sharman 031258 1425 083258 1425 198
rumnns LmuAun a0 ane Balinda i

SELECT ADDRESS TO DELETE

1. The Address List for : [ ] screen will open.
2. Select the row of the employee address that you wish to delete.
3. Click on Delete.
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Employee Addresses

s -

Address List for : JUO1 - BPO: Version 2.4.0.11 - Example Company
Home | Equipment/locations — Contract  Finance /HR  Inventory —Maintenance /Projects  Manufacturing

E=
oxlo m H % ©

Add  Edit |Delete | Back | Savelayout Workspaces ‘ Excel | Refresh

Procursment  Sales  Service  Reporting  Utilities

Proce:

view | Curr.
AddressType  CodeDescription Address1 Address2 Address3 city PostalCode County Country IsDefait
7 @ B o o o o o o ofc o
PHYS Physical 1King House fing Street King Town fing City KPOL King Province UEA Yes
POST Postal PO Box 100 101Road Royal Town Royal City ROYO1 Royal Province  UAE No

| &

CONFIRM DELETION

1. A Delete Address message box will pop up asking;

* Are you sure you want to delete this address?
2. Click on Yes.
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$ - Address List for : JUGL - BPO: Version 2.4.0.11 - Example Company — (o
7{1 Home | Ecuipment/Locations Contract Finance /HR  Inventory Maintenance (Projects  Manufacturing  Procurement Sales  Service  Reporting  Utilties - & x
@ a] - EE = =
QX0 R B &
Add  Edit Delete Back | Savelayout Workspaces = Excel | Refresh |
Processing 4 Format L] view | cur ! &
AddressType  CodeDescription Address1 Address2 Address3 city PostalCode County Country IsDefait
7 @ B o o o o o o o o
» PHYS Physical 1King House fing Street King Town fing City KPOL King Province UEA Yes
POST Postal PO Box 100 101Road Royal Town Royal City ROYO1 Royal Province  UAE No
.—p Delete Address
Are you sure you want to delete this address?
.——p Yes No
=
1. An Employee Address message box will pop up informing you;
* Empl Add Deleted
mpioyee ress Deileted.
2. Click on OK.
$ - Address List for : JUDL - BPO: Version 2.4.0.11 - Exal et — (o
{q Home | Ecuipment/Locations Contract Finance /HR  Inventory Maintenance (Projects  Manufacturing  Procurement Sales  Service  Reporting  Utilties - & x
a7 - =N =
) )
X0 B B &
Add  Edit Delete Back | Savelayout Workspaces = Excel | Refresh |
Processing 4 Format L] view | cur ! &
AddressType CodeDescription Address1 Address2 Address3 City PostalCode County Country IsDefault
¢ b Wb o o o o #B ol o B
» PHYS Physical 1King House fing Street King Town fing City KPOL King Province UEA Yes
POST Postal PO Box 100 101Road Royal Town Royal City ROYO1 Royal Province  UAE No
.—> Employee Address ®

o Employee Address Deleted

._
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VIEW DELETION RESULTS

1. The deleted address will be removed from the data grid.
2. Click on back to return to the Employees listing screen.

Address List for : JUO1 - BPO: Version 2.4.0.11 - Example Company

=] | Home | Equipment/locaions  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactuing  Procwrement  Sdes  Service  Reportng  Utlities

© s X|IO| ® B @

add  Edit Delete | Back | Savelayout Workspaces | Excel | Refresh

Processing Formal J| view .| cur.. 4
AddressType  CodeDescription Address1 Address2 Address3 city PostalCode County Country IsDefault
¢ b Wb o o o o #Bc ol o B
_____ e
b POST Postal PO Box 100 101Road Royal Town Royal City ROYO1 Royal Province  UAE No

MNU.021.013
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