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General Information

Attaching Documents
Assumption is made that the Document Attachment option is turned on. To check this, go to
the Setup/Company Preferences screen. Ensure the Attachment box is checked.

eral]

Find Impor/Export  Applicant Tracking  Windows.

‘Web Systems ~ (Contolld fiom Applcation Seting ]

2 ] Number of Work Schedule Rotation Weeks

Etective I3 [1/01/75

X SMTP Connection Information

SMTP Server mailhostingca |

SMTP Pt ]

Throughout info:HR there are various screens which allow the ability to attach a document to a
record. For example: On the Status/Dates screen you have the ability to import a copy of the
employee’s resume.

D infotiR - (Satus/Dates - Abbot]

& Fie NewEmployee Edit Move Find Email Import/Esport Applicant Tracking Windows

OR& 4| CH- >4V A-o@E

[@miE A Emlject 221025 Abbott John Conments

i
Eoplopment Status @, FERH | Fon EB7EE ] To

Engleyment Type [CraTmesssy =] Hee Code G [GBM__ Gobe and Mai
Category QT JFatme [ | —
o Q RGN nowunion UrionEfecive B ]
= Bt Group @ [NGHT | Manageert
[Blk@ohcom Salery Distibution @
[

— N e—

Emplapment Dotes | Pension Dates | Other Dotes |

Oignative (B[22 |%avexs  Fuapey E[IEE ]

Senioy B Ji2ivess  Laoy @[]

| EIC | —

mE | UserDeined BB |
e ]

The Import icon will appear in two ways.

1. [Resme & et | | \vithout the red “X” means there is currently a document attached to

the record. If you would like to view the attached document simply click on the magnify
glass.

9. [Feme X meot ] \vith the red “X” over the magnify glass means there is currently no
document attached to this record. If you would like to Import a document
e C(Click on Import

3 Import Attachment (==
Emplogee # / Name: 11026 Abbott, John
Import Fle Name. [ =

Document e Q[

Document Desciiption | |

The attachment alieady exists.

o To locate the file, click on the three dots button to the right of the box and find
the file using the lookup.

o Select a Document Type code. (If document type code has a red “X” over the
magnify glass, use security master to grant access to that code table.)

o If desired enter a Document Description.
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o When complete, click on Import and answer “Yes” to save the document.

To delete the document or replace the document with another one, click on the Import button
and click on either the Import or Delete buttons.

Date Lookups
For any field that requires a date be entered, you can either type the date manually (remember

to use the date format set in Windows e.g. mm/dd/yyyy), or you can use the date icon () to
select a date from the pop-up.

Navigation can be done by clicking on the Month and Year. Once the Month and Year are
selected, click on the day of the month that’s needed. The right or left arrow keys will increase
or decrease the month. The up or down arrow keys will increase or decrease the year.

Date Lookup = Date Lookup =
4 l) February 2013 @
Bith Date 1H | ] | February 201@' 2 |
27 28 29 30 3N 1 2 27 28 29 30 AN 1 2
3 4 5Z7 8 9 3 04 5Z7 8 9
10 11 12 13 14 15 16 10 11 12 13 14 15 16
17 18 19 20 21 22 23 17 18 19 20 21 22 23
24 25 26 27 28 1 2 24 25 26 27 28 1 2
3 4 5 6 7 8 8 3 4 5 6 7 8 8
T Today: 2706713 T Today: 2706713

Drop Down Lists
Click on the drop down arrow and select one of the values listed. Only one value may be
selected at a time.

b arital Status Single i

Telephone

Cellular Telephone

Farent[Singls] £

Driver License # Divorced

Parking Permit #1 Widowed
Commor-Law
License Plate #1 Partner -

e Insome drop downs, you are able to enter new values by typing the value into the field.
SECONDARY CONTACT

ContactMName |.me Abbott |
Felationship -
Telephone Aunt &
2 Brother Iﬁ;

Telephone #2 Childran 1=

Daughter :l
Cellular Telephone  |Doctar

Dormestic
Pager Mumber Ex-Spouse

Father %
Email Address -
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Navigating

Menu Icons

At the top of the info:HR window there is a row of icons that allow you to perform different
functions throughout the system.

Ok &S s DA X 4 ¥Yéaa-—WE

Close — Will close the screen you are working in while leaving info:HR open.

View — Will allow you to view information prior to printing.

Print — Will send the document to the printer without viewing.

New Employee — Will begin a new hire.

New Record — Will allow you to enter a new record in any screen.

OK/Save — Will save the information entered.

I NERECH =

Cancel — Will return you to the last saved point, removing all information entered that was
not saved.

x Delete — Will delete the selected record.

4 ¥ Row Up/Down — Provides the ability to move through a list of employees while
remaining on the same screen.

#4 Find — Provides the ability to Find Active Employee, Find Terminated Employee or Find
Position.

MaiI Box — Provides the ability to send an email to the employee without closing info:HR.

Word/ExceI — Provides the ability to open Microsoft Word or Excel without closing
info:HR.
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At the bottom of the info:HR window you will notice an information bar. This bar will tell you
the field your curser is active on, the format of the information to be entered, the number of
characters you are able to enter in the field and whether it is a required field or not. It also

displays the current date and time in the format set in your computer.

3 o Seus/Dses - Abe]

Bt Move Find Emal Impo/Eiport Applicant Tacking Windows

=@ X

—

Enployment Date | Ponsion Dats | Other Dotes |

Oiigina

Abbot. John Comnents

Q [FER ] Pemonen o BT 1o EB[7EE ]
T —| QG Gbeand

QT ratme e | —

@ WG] MowunioN —
ca— o @ [T ] erageren
[k Geioeen E @

[ E—
[T N —

B[R Jsaven  reany H[EE

Q7w Jsves  Low B[]
S RIS —
mie | S
oo B
TS T

Req. | 5104711253 PM

Login User: 999599593

In the screen above notice the information highlighted. The curser is located in the Original Hire
date field.

~ Employeo#t 221026 Abbot. John Conments

Fon B[] 1o BB ]
E e Code @ [F0H_] Gobe sl
e | I—

Employment Status @ FERN__| Pamrent

it AR Jsvers o BB TS il
T
- [ owers s BB
e [ UssDain S
Uimose

AiphaNiunciic W || Ss 125 Login User: 999999399

In the screen above the cursor is in User Number 1 field, which is an alpha numeric field that can
hold 20 characters and is not a required field.
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Re-labelling Field Names

There are a number of fields in the Employee Menu that can be re-labelled to reflect your
organizational language. This re-labelling table can be found under Setup/Label Master. Then
select the screen name you would like to re-label. The screen names are categorized in the

same manner as found under the Employee menu item structure.

b8 Label Master
£ 42 Basic Infoimation
P Demographics
P Status/D ates
2 P Dependents
= P Banking Infarmation

= p Other Infarmation
= ﬁ Employee Flags
B Additional Paproll 1D Data
= p “wiork History/Compensation
P Pasition
= P Salam
= p Performance/Supervision
BB Attendance/E ntilements
P ﬁ Aftendance
BB Education/Skills
Assnciations Menu

= P Continuing Education

= P User Defined Table Meru
p Follove-ups Menu
p Counsgeling
/B Comments
E- /B Position
p Position M aster
E\ﬁ Setup
= ﬁ Dashboard Setup
/B Province/State Master

e This section not only allows for changes to field names in info:HR but there are a

number of categories that can be renamed too. For example:
Select Label Language @ [EN ENGLISH

Please note that changes made 1o Label Master will be reflected in the web modules within one hour of your Label change

Follow-ups menu —>  |Follow-Ups
oos =

o The menu structure name and field name is changeable for this function.

Changes made to the Label Master will be reflected throughout the system.

e For example, your organization does not use the label “Location” but would rather use
“Branch”. After making the change in the Label Master, all areas and reports in the
system will show the label of Branch
B o - (Label - DemoGAPEE

5 File NewEmployee Edit Move Find Import/Bport Applicant Tracking Windows
|- # - @&

Select Label Language G [l enatisH

bl

Telephore #2 = [Telephone #2.

Region B —
Secion - e |

®

]

Page: Nunber
Tope of Vehick

Paiking Perni 2
cerse Plate 12

Continsion

e Forinfo:HR, the Label Language must always be “EN”. If the information is also used in
ESS, a Label Language of “FR” is used for the Canadian-French translations.

e To change a label click in the text box, delete the old label and enter the new label. Click
the Save button.
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Table Lookups

Anywhere you see a magnify glass (), there is a code table where the codes are stored for
that field. All Table Lookups have the same basic functions.
[ees—

Departments

|| Department #  [2000 | Name

I GLw Q, [im3 Forsign Service

\ | | | _ Find_|
Code. [

e To create a new code select New

e Enterin the Code and the Description
e Select OK

Cal Regional Office |

Notes:

1. Asearch can be made for any code by either typing in the code or description then
selecting Find. When a code and its description show in red it has been made
inactive; the code cannot be used but it has been used in the past and the history is

maintained in the data base.

2. Some codes have other options that are maintainable on this screen too. For
example, the Attendance Code lookup has “Seniority”, Incentive”, “Emergency
Leave”, etc. that are maintained in the table code lookup screen.

Button Purpose

Select Once a code is highlighted, it can either be
double clicked on, or click on the Select button
to choose the code.

Close Closes the coding table.

Edit To edit a description of a code and other
options; the Code itself cannot be changed.

Ok When an edit is made select OK to save the
changes.

Cancel Will stop any actions taken.

New To enter a new Code record.

Delete To delete a code.

Print Will print a list of all codes displayed in the

table.
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Getting Started

Initial Login Screen
[ info:HR Security ! 1 . ﬂ

File Help

D) info:HR

UserlD 999999939 Password [ | [Tox Qnm:el‘ et |

Click OK to accept or Cancel to exit Path = Cihr79,

.}
e Tologin toinfo:HR enter your User ID and your Password.

o [finfo:HR s set up for single sign on, this screen will not appear. For single sign on to
work, the network user ID must be identical to the info:HR User ID.

Find Active Employee
There are two ways to search for an Active Employee:

| info:tR - (Demographics - Abbot] |
) File NewEmployee Edit Move

OR&s Do X4

o
i

Click on the Find Active Employee from the Main menu on the left of the screen.

=
& infoHR Active Employee
= § Employes Terminated Employee

@& Find Active Emplc

@& Find Temminated E
. @ Dacie Infarmal

e Click on the binoculars icon in the top menu bar and select Active Employee from the
drop down list or select Active Employee from the menu on the left. The Find
Employee window will open.

Find Position
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Employee Look Up

Find Employee

Sumame Fir lias — |Employee # [Pay Division _[Department

/ADMN 10725710

ane 1014 6000 FINADMN | 3/08/89
Bob |1050 4321 1001 FINADMN | 10/03/94
Thomas 1013 1001 SALE 6/30/88
Janice 12028 2000 ACCT 5/01/30
Jenny |5000 3000 ADMN 6/01/93
William 5001 1001 AccT 6/30/92

—rrwEers
FEfoiizsiiil

ile
or Betsy 1054 ABC HR 7123794
JENNIFER 2215 1001 SALE 1011713
King Deborah 11012 1001 SALE 5/25/85
Mansfield  |Katherine 1052 | ABC HR 7128/09
Mansglebe Jayr 1053 12345 ABC HR 1701782
0'Hara Jeri 2210 | ABC ADMN 1715/90
Sampson | Harry 110231 2000 [SALE 12/01/90
Sartre Mary-El 5984 6000 |OPER 6/01/94
Saunders  |Carey 1027 2000 [SALE 9/15/90
KU 2l
Search by Surmame I | Find Sot by Employee Number |  Sort by Payroll 1D |
Administered By Filter @, Sort By Selected Header

To find a specific employee, type the surname, or part of, into the Search By field, then select
“Find”.
e For example: If you type “S” into the Search By field, it will take you to where the first
“S” Surname begins. If you type in “Smith,” it will take you to the first occurrence of
“Smith.”

To filter the Employee list:
e If you utilized the Admin By field on the Demographics screen you can filter the Active
Employee List by the code selected.
e Example: An Administrator only wants to see the employees they are responsible for.

Clicking on any of the headings will sort the list by that column in ascending order. Double
clicking will sort in descending order.
e Example: To view alphabetically by first name click on the First Name heading. A single
click will sort the list a — z, double clicking will sort the list z — a.

The default sort (display) order can be changed to “Sort by Employee Number”, “Sort by Payroll
ID” or “Sort by Selected Header” by clicking on the button beside the Find button.
Search by Surname | Eind | Sort by Employee Number ‘ Sort by Payroll ID ‘
Admin By Filter aQ l:l Sort By Selected Header

e Once the button is clicked, the Search by is changed to match the button selected.

e To sort by a selected header, click on the header name prior to clicking on the Sort by
Selected Header button.

To select the employee you can either double click on the row or click on the Select button once
the name is highlighted.
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Find Terminated Employee
There are two ways to search for a Terminated Employee:

2 info:HR - [Demographics - Abbot]

e =
ORS4 D@ X 4 R ’ &

© infoHR Active Employee ‘

& infoHR
= § Employee Terminated Employee
e @& Find Active Emplc
@ Find T loyee: @4 Find Termi

2 B Dacie lufeurmn

e C(Click on the Find Terminated Employee from the Main menu on the left of the screen.
e Click on the binoculars icon in the top menu bar and select Terminated Employee from
the drop down list or select Terminated Employee from the menu. The Find Employee

window will open.
3 List of Terminated Employees =)

aaaaaaaaaaaaaaaaaaaaaaaaaaaaa

Find Position

I 4704706
1013 4N3/06 |TERM 8726708
Biown John 221027 11/0112  |ENDC ‘
HARPER HANNAH 1054 170198 |TERM 6726708
JENNIFER 2210 10/01/9  |IMPS 10724113
MARY |z721709
212 eri 2210 111513 TEMP 11115713
SAUNDERS  [SALLY 1027 313/06 | TERM 3/13/06
Selby Murray 1021 5/30711 |TERM ‘

Lttt < << <= << < <B=

2
[YouNG Yo&I 21011 10/17/%  |TERM |8r2an2

Y — |
Seatch by Sumame I | Eind | Sort by Employee Number | Sort by Payroll D |
Administered By Fiter @ | ] Sort by Selected Header | [~ Hide Rehire
Select | Cancel Print

To find a specific terminated employee, type the surname, or part of, into the Search field, then
select “Find”.
e Forexample: If you type “S” into the Search field, it will take you to where the first “S”
Surname begins. If you type in “Smith,” it will take you to the first occurrence of
“Smith.”

To filter the Employee list:
If you utilized the Admin By field on the demographics screen you can filter the Terminated
Employee List by the code selected.

e Example: An Administrator only wants to see the employees they are responsible for.

Clicking on any of the headings will sort the list by that column in ascending order. Double
clicking will sort in descending order.
e Example: To view alphabetically by first name click on the first name heading. A single
click will sort the list a — z, double clicking will sort the list z—a.

The default sort (display) order can be changed to “Sort by Employee Number”, “Sort by Payroll
ID” or “Sort by Selected Header” by clicking on the button beside the Find button.

Search by Sumame l:l Find | Sort by Employee Humber | Sort by Payroll ID |
Admin By Filter el Sort by Selected Header | |~ Hide Rehire

e Once the button is clicked, the Search by is changed to match the button selected.
e To hide employees that have already been rehired, click on the Hide Rehire option.

To select the employee you can either double click on the row or click on the Select button once
the name is highlighted.
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Find Position
There are two ways to search for a Position:

in
05t 1+ (RDpem
@ o —
é Emplopee. & infoHR Active Employee
55 Postion & § Employee Terminated Employee
2 o @4 Find Active Emplc
Find

Find Position

i

e Click on the Position/Find Position from the Main menu on the left of the screen.

e Click on the binoculars icon in the top menu bar and select Find Position from the drop
down list or select Position from the menu. The Find Position window will open.

Positions Lookup

ACCOUNTS RECEIVABLE CLERK

Admin Assistant SB3
BP Benefits & Pension Admin MGMT
BMGR BRANCH MANAGER MGMT
HRMGR | DIRECTOR. HUMAN RESOURCES MGMT
FMGR FINANCE & ADMIN. MANAGER SB2
HRCLK HR CLERK SB2
PPCL PAYROLL & PERSONNEL CLERK SB2
PRES President MGMT
RECE RECEPTIONIST |ADMN
SMGR SALES MANAGER MGMT
SALE SALES REPRESENTATIVE cusT
TELE TELESALES REPRESENTATIVE SB3 ﬂ

[aPcL | [ACCOUNTS PAYABLE CLERK ] [ADMN ]

[ || ] __End |

[V Hide Inactive Positions

Select | Close | Print Sortby (O Code @ Descr. O Group

Clicking on any of the headings will filter the list by that column in ascending order. Double
clicking will filter in descending order.
e Example: To view alphabetically by description click on the Description heading. A single
click will sort the list a — z, double clicking will sort the list z — a.

You can also filter using the radio buttons below. These buttons also control how you want to
search for a position.
Code - Will sort the list alphabetically by Position Code. If search using the Position
Code, enter the sort information in the yellow highlighted area and click Find.
Descr - Will sort the list alphabetically by Position Description. If search using the
Position Description, enter the sort information in the green highlighted area and click
Find.
Group - Will sort the list alphabetically by Group Code. You cannot search by Group
code.

Search using Position Code or Description:

I | | e ]

Type the code or description into the field and click Find.
To select the position you can either double click on the row or click on the Select button once
the position is highlighted.

To close the Lookup window click Close.
If you would like a printed list of Positions click Print and the report is displayed to view, export
or print.

The Hide Inactive Positions check box when checked will hide the positions which have been
marked as inactive. To view all positions uncheck the box. All inactive positions codes will show
up in red.
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Menu Structure

The menu structure in info:HR has the look and feel of Outlook. There are several section
headings; when you click on the heading or plus sign you can expand the menu. To close the
menu, click on the minus sign.

Info:HR is comprised of five main sections. There are multiple functions under each section.

= info:HR
= § Employae
- Find Active Employee
@4 Find Terminated Employee
§ Basic Information
§ wWork History/Compensation
§ attendance/Entitlements
’ Education/Skills
§ Follow-Ups
§ Health & Safety
§ Counseling
. § Comments
@ § Leaves and Terminations
&g Position
-] Reports
- Mass Updates
- 8 Setup

B E-EEEE

Employee: Items under this menu are directly related to the selected employee. Items
are categorized based on type of information being stored.
e For example, salary information for an employee is found under Work
History/Compensation whereas time and attendance is found under
Attendance/Entitlements.

Find Active Employee and Find Terminated Employee: This option provides the ability
to look up either active or terminated employees.

Position: Items in this menu are related to the positions in the organization and not the
employee who occupies the position.
e For example, salary grids, skills, evaluation factors, required courses and budged
positions.

Reports: Provides access the various predefined reports within info:HR. Each report has
extensive selection criteria that allow the user to provide reports for a specific group of
employees.

Mass Updates: Items in this menu allows for mass changes to the data in the system.
e For example, codes, salary adjustment, entitlements, etc.

Setup: These items define the global settings of info:HR that enable the system to be
customized to match organizational structure and policies.

Depending upon your setup, other menu items may appear below Setup. For example
and not limited to:

e % |mpgr‘t|."E)(pDr‘t
8 Paywek
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Employee Basic Information

Employee Demographics

This screen is the first screen completed when setting up a new employee in info:HR. There are
three tabs on this screen. They are:

1. Personal: Tombstone information; bolded fields are mandatory. The information in this
section contains all of the employee’s personal information. This information is also used if
transferring information to a 3™ party system such as payroll or benefits. Most of this
information can be maintained by the employee via the ESS/MSS module or is tracked and
updated by Human Resources.

Screen Layout

2. Organizational: This information provides HR with the ability to group employees based on
organization structure or reporting structures. The information entered here makes up
some of the selection criteria used to filter reports. Please refer to the Reports User Manual
for more information on Reporting.

Screen Layout

3. Miscellaneous: The information contained in this tab is not mandatory to the system. This
tab can be used to store other information required by the organization.

Screen Layout
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Field names that are bolded are Mandatory fields. Additional field names may be bold if they
are required by 3™ party systems. Other fields are populated depending or your organizational
requirements. It is recommended to complete information in the Organizational section to
mirror the organizational or reporting structure that is needed.

Buttons
Button Purpose
Photo/Photo Off Click this button to turn on or off the

photograph of the employee. Employee
Photos can be imported via the Mass Update /
Import Photos menu item. Please refer to the
Mass Update User Guide for further
instructions.

What’s Missing By using the New Hire Procedure checklist
located under the Setup menu, the application
checks the info:HR tables for certain required
information on each of the screens identified
in the New Hire Procedure. If the data is not
present, the application will list the screens
that contain the missing information.
Otherwise, a message will pop up indicating
that there is no missing information for that
employee.
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Status and Dates

This is the 2" screen of information which must be entered when hiring a new employee in
info:HR. Most field names can be changed in the Label Master; please refer to the Re-labeling
section of this manual.

Screen Layout — Section 1

D infoHR

This section describes the nature of the employee’s employment, associated dates, as well as
assigning a Benefit Group so that the employee’s benefits are set up during the New Hire
Procedure.

Bolded fields are mandatory. Information entered here represents the employees’ status in the
organization.

o Employment Status defines whether the employee is permanent, temporary, active or
on a leave. The From Date indicates when the employee became Active, Reactivated
from a leave or is the start date of a leave. The To Date will should remain blank unless
the employee is on a leave or they are on contract. When a To Date is entered on the
Employment Status, a Follow-Up reminder is created using Follow-Up Type “EDTO”. A
change or removal of the To Date will update or delete the respective Follow-Up record.
The leave of absence processing updates these dates. Employment Status can be any
type of status and the From/To Date indicates the period the Status is going to be in
effect.

e Category and Effective date provide the ability to track the Category changes. Examples
of a Category are Full-Time, Part-Time, Contract, etc.

e When the Internal Phone Extension and Email Address are complete you will be able to
print an active phone list for the organization, using the Telephone Extension Report. By
setting up the employee’s email address you can send email to the individual without
closing info:HR.

e A Benefit Group can be assigned, which identifies which benefits that the employee is
enrolled into. When entering, changing or deleting a Benefit Group, the user will be
prompted to select the benefits that the employee will qualify for. Refer to the
instructions below on how to process Benefit Group changes.

e Salary Distribution is used only by payroll.

e This screen allows you to attach the employee’s resume to the info:HR file.
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Changing Benefit Groups
Upon saving the Status/Dates screen, the screen below appears:

' s )
9 Do you want add/update the Employee's Benefits with the
- Benefit Codes defined for the Benefit Group?
I
L S|

e You should always click Yes if you get this message. If, by accident, No is selected, you
will need to go into the Benefits and manually make the changes.

Upon clicking Yes, the screen below appears:
3 Benefit Group List |

Employee# 11026 Abbott. John

Coverage Type [F |

6/15/1989
9/15/1989
/151988
31172013
371172013
6/15/1989
6/15/1988
371172013
611571988

D
st

tTon o molo

crocweone VTS | Wadmsstey _ AiDsis

Update Benefit |  Cancel

e Based on the old Benefit Group and the new Benefit Group, the Action column displays

what the application will do with the benefits. The Actions available are:
o Add - Adds a new benefit to the employee
o Update — Updates the costing of an existing benefit to the employee
o Delete — Deletes the benefit from the employee.

e The next column indicates whether or not to update the employee’s benefits with the
changes. Y for Yes and N for No.

e Type in the Coverage Type if the employee has selected all benefits of the same
Coverage Type. With the Coverage Type completed, the application will automatically
turn the Y/N column to No for all benefit coverage types that do not equal the entered
Coverage Type.

e If changing from one Benefit Group to another, enter the new Effective Date. Click on
All Dates to change all Benefit Effective Dates to equal the date typed in. A message
appears saying:

Confirm Update , - L-‘—_J
0 Are you sure you want to update all Effective Dates with
03/01/13 for Action Add?
o ||

o Click Yes if all dates should equal the date entered.

e The same message appears if you enter a new benefit End Date. All benefits
may or may not end on the same day.
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Screen Layout — Section 2

D infoHR - [Sttus/Dates - Abbot]

Bt Move Fnd Emal Impom/Export Applicant Tracking Windows

i M
Eox[4vu-o@E

Enplojes # 221025 Abbot John Comments

EmploymentStose @ n: o B (725 1o (7B ]

Erpant Ty 3 oo Code 04, G| e sl

ey Q Compy i B

urin qQ ]

s St 7 Marsgemert

e

[ ] UssTen 2 [ ]

Usselanber — s 2 | —
Fasuma @ _mpon |

Enplopment Dates | pension Dates | Ot Dates |

we ETTE Jmaves  rerow B
T
C ] oS Do EB
mis | vserbeived B[]
Unnose BB |

User defined fields provide the ability to track other information for employees that may not be
present but required by the organization.

Screen Layout — Section 3

© inforHR - [Status/Dates - Abbet]

B Fie NewEmployee Edt Move Find Emal Impor/Export AppicantTacking Windows
aR& # Hox[4yh-aomE

> v Enplogect 221026 Abbott John Commants
 Ervioee - -
EnplomentStos @ PR Farnsant o (17205 1o [ 17206
Engloyment Type [Tl e Sty = Hire Code @ [GBN_] Glbe and el
Cotegory QU FulTie [m——]
Unin aQ NONUNON R
i Pone danien = Berst G O [FHT ] Marsgsmen
]

oy Dt Q|

o
[— C  —
s ] I —

P |

Employment Dates tab provides the ability to track various dates related to the employment
status; these dates are used to calculate Entitlements.

Pension Dates — Section 4

Employment Dates ; Pension Dates \ Other Dates |

Eibity age19s  PensonDate
G —

Pension Dates tab provides the ability to enter dates specifically related to the employee’s

Pension. These dates are used to calculate Pension Entitlements. Pension Dates 1 — 6 labels can
be changed in the Label Master.

Other Dates — Section 5

Employment Dates | Pension Dates | Diher Daies |

OtherDate 1 [ ] omedaes | —
Other Date 2 [ ] otheDae? 1
Other Date 3 [ otheDaes |
OtterDate 4 [ ] otedaes |
OtterDate § [ ] oedaeto 1

Other Dates tab provides the ability to enter 10 other dates which the organization may be
required to track. The field names can be changed in the Label Master
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Emergency Contacts
This section is used to store Primary and Secondary contacts, as well as Doctors’ information. It
is recommended to have at least a Primary Contact in the system in case of emergency.

Emergency Contact Report is available under Reports / Employee Information

Relationship Drop Down can be changed if the correct relationship term for your organization is
not in the list. Type in the Relationship term you require. The system will save the term for
future use.

Drop Down
PRIMARY CONTACT
Contact Name
Relationship -

Telephone

Telephone #2
Celular Telephone
Pager Number

e
Emai Address Molher infan

Screen Layout

£ infoiHR - [Emergent

&' File NewEmployee Edt Move Find Email Impor/Export Applicent Tracking Windows
OR& 4 D> X 4 vaa-oEE

[@nolR  Employeet 221026 Abbott. John

PRIMARY CONTACT 'SECONDARY CONTACT.
E—] Relorstn  [EUAL <]
{terhone O B
(@8 123457 Ewe__) | || Teeshone2 [ Ea__)

Celdar Telephone [ ) Cellar Telephone [( ]

Pagetimber () || |PesetNumber [

EnsiAddess [ | || EmalAddess
PRIMARY DOCTOR SECONDARY DOCTOR
Doctor Name.
O Telephone m
Addess 1 Address 1
Addess2 Addess2
Healinsuance 1233 EwiyDae  E 13772 Monday

Complete as much information as required, then click Save.
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Dependents

Use this function to maintain dependents information for each employee as necessary for
communicating with a benefits provider. Fields are to be completed with the appropriate
information required by the organization and benefits provider.

“COB” titled fields refer to the term “Coordination of Benefits” and if required by the benefits
provider must be completed. All fields can be relabeled in the Label Master to meet your
organizational terminology.

Dependent Report is available under Reports / Employee Information.

Screen Layout

nfoR - [Deper
& File NewEmployee Edt Move find Email Import/Eport Applicant Tracking Windows

OR&E ¢ DE-X A Vaa-oHE
> nioHR T Employee 221026 Abbott. John

Sumome fosoTT | sweneitkDse [ | C M
N e T —
DatectBith  [E[Os | Dependent Nunber

SIN [ COB Dertal

Relsicnship Do =] C0B Medical

Diependent Smcker

Dependent Tes Dependent Ten 2

0
Dependen St e 5] CO8Ober [—
| |

— 1
DependentTen 3 DependentTent 4

Complete as much information as required, then click Save.
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Banking Information

Use this function to maintain payroll and banking information only if you are using a Payroll
Interface. The information on this screen gets passed between info:HR and payroll system when
new employees are added or when the information has changed.

The Direct Deposit checkbox is turned ‘ON’ by default when entering banking information for an
employee.

The use of the fields on this screen are dependent on the payroll product that info:HR is being
interfaced with. Your HR Systems Strategies Inc. consultant will work with you to determine
which fields are required.

Screen Layout (Canadian)

B ot - anking .
S file NewEmployee Edt Move Find Email Import/Esport Applicant Tracking Windows
OR&| # (= ) tVva-=

> o Employee # 221026 Abbott. John

DiectDepost

.

D Mas
2 sen
2 Import/Export
= Payweb
2 hrsatt

Complete as much information as required, then click Save.

ploy Find Email Import/Export Applicant Tracking Windows
OR&E 4 o x4 yaa-=
> oA Employee # 221026 Abbott. John

Dict Depost ¥

Pt eatose

.

L

£y Payuet
I rmsor

Complete as much information as required, then click Save.
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G/L Distribution
This is used only for certain payroll interfaces and should only be completed if needed.

The purpose of this function is to split an employee’s salary and/or benefits across multiple
general ledger accounts.

Screen Layout

Y ion - Abi
5

Move Find_Email_Import/Export_Applicant Tracking _Windows.

$#DEAoX 4 yo-=@E

Employoo 8 221026 Abbott. John

e To enter a new position record, click the new record icon [l button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Effective Date Provides the ability to enter a date which the
salary is to be applied to the G/L account.

Percentage Provides the ability to assign a percentage of
the salary to the G/L account.

Comments Provides the ability to enter any notes
required against the entry.

Buttons
Button Purpose
Verify % Once all the entries have been entered for an

employee, click this button to verify that the
percentages entered add up to 100%.
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Other Information

Provides an area to track Passport, Visa Work/Permit and their expiry Dates. There are four
other fields available for other information which may be required. When an Expiration Date is
entered a Follow-Up record is created, using a type code of “PE” for passport expiry and “WP”

for work permit expiry. These fields can be renamed. Please see Re-labelling section of this
document.

Screen Layout

e Edit Move Find Email Impor/Bxport Appiicant Tracking  Windows
e X Ava-omE

Employoo # 221026 Abbott. John

VisaMWok Perni ExpitonDste [

Other Teat 1
Otter Test2
Other Tent 3

Other Teat 4

Otherinfo. 5 _tmport

e
o 5 WRson

Complete as much information as required, then click Save.
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Employee History

This screen is automatically populated from changes that are made on a to an employee’s
profile. It creates a date stamp of the day the change was made and who made the change.

This screen is typically only used upon start up to document employee history prior to using
info:HR.

Screen Layout

[E) inforHR - [Employes History

4. File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows

ORSE 4 DE-X 4 v &
> i

“WE

R Employee # 221026 Abbott. John

FIEH
8/18/10 |Benefit Group

Benelit Group
— VY |status

Change Date FR0RE ] Fidy
Change Type FE

0dValue
New Value

To enter a new position record, click the new record icon button.

To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

Example of how to use this screen:

View Employment Status Changes made by an employee:

1. Click on the header Change Type. This group all Change Types together.

2. Look for the Change Type Status and read the Employment Status changes
chronologically.
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Employee Flags

These are your “one time” reminders. The setup of Employee Flags is found in Setup/Label
Master/Basic Information/Employee Flags. You have 20 flags to label, and once labelled, they
will appear here.

Screen Layout

Information Validation

Field Purpose

Value Provides the ability to enter an “action” word
or phrase for each follow-up. This will remain
in the drop down list for future use.

Date This is the date the value is effective or was
entered into info:HR.

Follow Up If you want the application to create a Follow-
Up record for a given date, enter the date
here.

Reason This is the same table as your Follow-Ups. You
can create separate ones for each flag, group
some of them together, or use the existing
ones.

Attachment Provides the ability to import a document for
each flag.
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Employee ADP Data
This screen is not for general use. It is only used if you have the ADP PC/PW payroll interface.

Screen Layout

info:HR - [Employee ADP Data

5 File MewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows

#0H> X 4 Vyaa-EE

Employee # 221026 Abbott, John
Candidate ADP Fields
! O O
2 O 0
K O [
Clock Posiion 4 O O
Clock Pasiion § O

User Defined Fields

EL HRsatt

Complete as much information as required, then click Save.

Additional Payroll ID Data
This screen is not for general use. It is only used if you have the ADP PC/PW payroll interface.

Screen Layout

ik

B Fle NewEmpio ove Find Email_Import/Biport_ Applicant Tracking _Windows
OR&E(4#| DM - 4 Yaa~=2
$ infoHR Employee # 221026 Abbott. John
Enploges
#4 Fd Candidate [ADP Branch # [Papoll D ToLw TADP Dopartment |

@ Find Active Employes
L Employee.

ADP Branch
Payrall ID
ADPGL#

|
|
Ly

ADP Department O[]

Complete as much information as required, then click Save.
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Work History/Compensation
Position

The Position screen is the 3™ screen in the New Hire Process; each employee must have a
current position. This screen documents the employee’s current and historical Position
information. A new record must be created with each Position change within the organization

to accurately capture the Position history.

Every employee must have a current Position record, otherwise they will not appear on most

info:HR reports.

Screen Layout
B R

Information Validation

Field

Purpose

Position Code

Select the position code by entering the
Position Code or by clicking on the magnify
glass and select the position from the Look Up.

Reporting Authority

Represents the organization hierarchy. Either
enter the employee number or click on the
people icon () and select the name of the
supervisor from the employee look up
window. To use ESS, one of the Report
Authorities must be entered.

Hours/Day

These hours are the FULL TIME hours for the
position. This is mandatory if you are using
FTE# or Days option when calculating
Entitlements.

Hours/Week

These hours indicate how many hours are
worked in a week. If the employee is paid an
annual salary, this field should be completed.
It is used during the calculation of Annual Rate
to Hourly Rate.

Hours/Pay Period

These hours indicate how many hours an
employee will work within a pay period.
Traditionally, this value is sent to payroll on
the employee master transfer.

Shift

Enter a shift value if applicable.
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Field

Purpose

Reason for Change

Select a reason code by entering the code or
using the magnify glass to select the reason
code from a look up window. This could be
New Hire, Promotion, etc.

FTE#

This field is mandatory if you are calculating
entitlements based on FTE#.

FTE Hours/Year

Provided that the Position Master has a FTE
Hours per Year entered, this field will
automatically populate. The calculation is the
Employee’s FTE# multiplied by the FTE Hours
per Year in the Position Master for this
Position.

Notes 1 and 2

Can be utilized to store other information.
Field names can be changed in the Label
Master.

End Date and Reason

Enter when this position has ended.

Position Group

Is automatically displayed from the
information in the Position Master.

Buttons
Button Purpose
Import Provides the ability to attach an offer letter to

the record.
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When creating a new record, you will need to select an option for the Salary Master. The
options are:

1. Same Salary (default)

a. Ifselected, the application will automatically create a new salary record for the
employee using the Position, Position Start Date and Hours per Week that is
entered on this screen. The old position will be marked as “not current” and the
new record will be marked as “current”.

2. New Salary

a. If selected, no salary record is automatically created. The user will need to go to

the Salary screen and enter a new salary record.

Screen Layout (New Position)

B

BIIIEL

m i

nnnnn

@ 1
Q

dob Offer K =3
PosinGiop @ [iEHT | MANASEMENT

e To enter a new position record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record. The user should also delete the matching Salary and/or
Performance record.
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Salary

Salary is the 4™ screen in the New Hire Process. The employee’s salary information is captured
here. When entering a new hire the salary information must be completed to properly track the
employee’s salary information. A new record should be created with each change in salary to
maintain the employee’s salary history.

Every employee must have a current Salary record, otherwise they will not appear on most
info:HR reports.

Screen Layout

e To enter a new position record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon =& button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Position/Start Date/Hours per Week Will auto populate based on the information
from the
Employee’s position screen.

Reason for Salary Change Select the appropriate reason code to define
why there was a change in salary.

Salary Enter the salary amount.

Per Select from the drop down Per Annum, Hour,
Daily or Monthly.

Step If you use Grid Steps, from the Position

Master, select the Step in which the
employee’s salary resides on.

Effective Date Select the date the salary becomes effective.

Comments This field can be used for additional notes.

Pay Period Select the pay period the salary will take
effect.

Next Review A date can be entered here to create a follow-
up for the next Salary Review.

Updated By Displays the name of the login user who
created or changed the record.

Transaction Date Displays the date the record was changed.
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There are multiple methods of providing a salary increase to one employee; they are:
1. Inthe Salary box, type in the new salary and select the Per. The system will calculate
the Percent Changed 1 and Amount Changed 1 using the old and new current salary

information.

2. If an employee is paid based on a grid step, you can increase their salary by selecting a
Step from the drop down list. The system will calculate the new Salary, Percent
Changed 1 and Amount Changed 1 using the old and new current salary information.

3. Anemployee can also receive an increase based on a percentage or fixed dollar amount.
These increases may be broken into different reasons, each having its own percentage
and/or amount changed. Refer to example below:

Employee # 1012 King, Debra

Effective Date_|Salary
50301.00

[ T1znzeoie 43680.00
[ emieoe 49660.00

Position a Beneits & Pension Admin

Reason For Salary Change
Q [al Annual Increase

a Gostof Living Adjustment
Q MERT | Merit

Percentage Change  Amount Change

Salary [pas7658 | Per [annum

=1

our/Ann_ [Position [Position Start Date [Step  [COMPA [Next Review [Reas

H o

A

A BP 6/18/2011
A

HRMGR [12/172010

Position Start Date s/162011 Hours per Week

I~ Currert Salary Record
Salary Per Pay:  2099.10
Houly Rate:  26.24

300%

150%

$1.509.03
$75452

400%

201204

Step

]

e Original salary was $50,301.
e Received three increases totalling 8.5%.
e Each Amount Change is calculated using the Percent Change against the old

salary.

e The sum of all increases makes up the employee’s current salary.

Note: The user could also enter the Amount Change for each reason and the
application would calculate the Percentage Change.

Buttons

Button

Purpose

Edit Position/Date

Provides the ability to edit the employee
Position data. This should only be used if
correction to data is needed.

Recalculate

This button recalculates the Percent Change
and Amount Change based on the previous
and current salary. It ignores the Multi-
Position logic.
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When saving a new salary record, the application will check the Follow-Up Master for the

employee being updated. If there is a Salary Review Follow-Up record for this employee, a box
pops up showing all salary review Follow-Ups.

3 Salary Review Follow-Ups List

Employees 1061 Adams. Karen

[

column from No to Yes.
[ ]

listed as Completed.

To mark the record complete, double-click on the line which changes the “Completed”

Click on Mark All Completed button to mark all the Follow Up records of the employee

Click on Save Changes to update the Follow-Up Master.
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Performance

The employees’ Performance information is captured here. When entering a new hire the
Performance information could be completed to track the employee’s probationary period. A
new record should be created with each change in Performance to maintain the employee’s
Performance history.

=

Abbott John

Ssudey Performence Review @ _tmpont

e To enter a new position record, click the new record icon [l button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Position/Salary/Effective Will auto populate based on the information
from the Employee’s position screen.

Reporting Authority Provides the ability to enter either the

reporting structure within the organization or
who actually performed the Performance

Review.

Review Date This is the date the performance review took
place.

Performance Rating Select a performance rating code.

Next Review Date Enter the date for the next Performance

Review and the system will create a Follow up
for the Performance Review.

Bonus May be entered as a part of the record for
reference purposes.

Comments Can be entered if applicable, for reference
purposes.

Transaction Date Is automatically populated when the record is
saved and can be altered.

Updated By Is automatically populated and cannot be

changed. It will show the name of the user
who last saved the record.
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Buttons

Button Purpose

Import Provides the ability to import a copy of the
review.

When saving a new performance record, the application will check the Follow-Up Master for the
employee being updated. If there is a Performance Review Follow-Up record for this employee,
a box pops up showing all performance review Follow-Ups.

3 Performance Review Follow-Ups st g )

—

Employees 1061 Adams. Karen

Double Click the Row to mark/unmark as Completed

SeveGranges | Ganca |

e To mark the record complete, double-click on the line which changes the “Completed”

column from No to Yes.

Click on “Mark All Completed” button to mark all the Follow Up records of the employee
listed as Completed.

Click on Save Changes to update the Follow-Up Master.
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Other Earnings

The purpose of this screen is to capture earnings other than the regular pay. For example:
Commission, Bonus, etc. Traditionally, this screen can be automatically populated if a client is
importing YTD earnings and deductions from their payroll provider.

Screen Layout

T infotR - [Other Earmings - Abbot] — — —

S Fie NewEmployee Edt Move Find Email Impor/Esport Applicant Tracking Windows
ORS | # DX 4 - ME
Employee & 221026 Abbott. John

Q B ] CARALLOWANCE

|
B 170106 Sunday
72731706 Sundy

] o
al ]

e To enter a new position record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon = button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Type of Earning Enter the Earning Type Code by entering the
code or using the magnify glass and selecting
the code from the Look up table.

Amount Enter the earning value.

From and To Date Enter the dates in which the earning was
received.

Cost of Employment If this earning is deemed as a adding to an
employee’s cost of employment click the
check box.

Comments Can be included if necessary.

Buttons

Button Purpose

Flag Updt Provides the ability to check or uncheck all
earnings as Cost of Employment.
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Benefits

The benefits screen lists each benefit the employee receives, what the employer and employee
contributions are and the total cost. The majority of the benefits appearing here are
automatically added when assigning a Benefit Group to an employee on the Status/Dates
screen. Any benefit that has a Benefit Group Code should never be changed on this screen. If,
for some reason, the details of the benefit must be changed for an individual employee, remove
the Benefit Group Code prior to making any changes.

Optional benefits that are not part of a Benefit Group can be manually entered here. Examples
of optional benefits include: Spousal Life, Dependent Life, RRSP, etc.

Screen Layout
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e To enter a new benefit record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

These fields are defined in the Benefit Group Master setup section of the Setup User Manual.
Please refer to that document for more details.

Buttons

Button Purpose

Beneficiary This button opens the Beneficiary screen.

Recalculate This button recalculates the cost of the
highlighted benefit.

Recalculate All This button recalculates the cost for all
benefits.

Note: If should not be necessary to recalculate the benefits unless some unforeseen
issue occurs. Benefit costs should be automatically updated during the day-to-day
processing in info:HR.
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Beneficiary

The purpose of this screen is to track beneficiaries assigned to a benefits. One benefit can have

an unlimited number of beneficiaries.

Screen Layout
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e To enter a new position record, click the new record icon U button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Benefit

Enter the Benefit Code or click on the magnify
glass to select the code from the look up.

Beneficiary’s Name

Beneficiary’s Name.

Relationship Select from the drop-down list provided.

Date of Birth Enter their date of birth.

Percentage Enter the percentage of benefit being
received.

Buttons

Button Purpose

Benefits This button returns to the Benefit screen

Copy Beneficiary This button copies all beneficiaries from one

Benefit to another. When pressed, the user is

prompted to enter or look up the Benefit Code.
 Copy Beneficiarny

To Benefit @ I:I
Ok Cancel

Clicking OK copies the beneficiaries to the new
Benefit Code.
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Dollar Entitlements

This section tracks any Dollar Entitlements given to employees. Examples of Dollar Entitlements

include: Safety glasses, work boots, etc.

Screen Layout

e To enter a new position record, click the new record icon U button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Entitlement

Enter the Dollar Entitlement Code or click on
the magnify glass to select the code from the
look up.

From and To Date

Automatically populates with the Fiscal Year
Date Range located in the Company Master.
This can be changed if necessary.

Entitlement Amount

The amount the employee is entitled to.

Actual Amount

The amount paid out to the employee.

Variance

Automatically calculated and is the difference
between the Entitlement Amount and the
Actual Amount.

Cost of Employment

Identifies that this expense will add to the
employee’s cost of employment.

Reference Number

Provides the ability to enter a reference
number such as a receipt number or invoice
number.

Paid To Provides the ability to enter the name of the
person or organization the money was paid to.
Date Paid Provides the ability to enter the date the

money was paid out.
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Buttons

Button Purpose

Import Provides the ability to attach a document such
as a receipt to the record.

COE Updt Provides the ability to change the COE Flag for

all entitlements to say “Yes”.

Entering multiple records against a single dollar entitlement, cIickg.
e This provides the ability to record multiple receipts against the annual entitlement.

Screen Layout
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Information Validation

Field

Purpose

Entitlement

Automatically populates with the dollar
entitlement code.

From Date Automatically populates with the entitlement
date range.
To Date Automatically populates with the entitlement

date range.

Actual Amount

Displays the amount of the Dollar Entitlement.

Reference Number

Provides the ability to enter a reference
number

Paid To Provides the ability to record the name of the
person or organization who received payment.

Date Provides the ability to record the date of the
payment.

Comment Provides the ability to enter additional

information.
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Buttons

Button Purpose

Close Closes the Dollar Entitlement Window

Edit Provides the ability to edit the selected record.
Ok Saves changes made to the record.

Cancel Clears the data entered and not saved.

New Creates a new record.

Delete Deletes the selected record.

Print Prints all records.
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Payroll Transactions

This scr
and me

een is only populated by certain payroll interfaces. It records all earnings, deductions
mo codes for each pay cycle. Pay Codes make up the details in the employee’s Payroll

Register. The user has the ability to control which items are imported via the “PAYT” Type in the

Payroll

Manual

Matrix. Refer to the Setup User Manual for more details.

data entry is also available.

Screen Layout
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To enter a new position record, click the new record icon button.

To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Pay Code Enter the Pay Code or click on the magnify
glass to select the code from the look up.

Earning/Deduction Indicator Select from the drop down Deduction, Earning,
or Memo.

From To Dates Payroll Cycle From and To Date range.

Amount The amount associated with the Pay Code.
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Previous Work History

These screens look identical to the Position, Salary and Performance screen. The only difference
is the functionality in the back end. The Previous Work History screens will allow you to enter
Positions, Salaries or Performance Reviews that have a start/effective/review date prior to the

date of their current records. This section is typically only used upon implementation to record
historical data. Changes to historical data can be made through the regular screens.
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Attendance/Entitlements
Attendance

This screen captures all attendance records for the current year. Attendance data is entered
either manually or automatically through an interface, ESS or Timesheets.

Screen Layout
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e To enter a new Attendance Record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

Note: For clients using ESS
e All attendance records created with ESS have a “Source” code of ESSAP associated

with them.

e If any records with Source ESSAP are changed in info:HR, the following message
appears:
Confirm change: ESS Approved Attendance Record X

@ s record was added from £S5 - Request Approval.

Are you sure you want to change ‘From Date’, 'Reason’ or ‘Hours'
from info:HR?

Yes No

o Thisis just a warning. Clicking Yes will change the info:HR record but does
not make any changes to the matching ESS record.
o Changes in ESS requests should be completed in ESS to be properly audited.

e If any records with Source ESSAP are deleted in info:HR, the following message
appears:

Confirm Delete 23

o This record was added from ESS - Request Approval.

Are You Sure You Want To Delete This Record?

o Thisis just a warning. Clicking Yes will delete the info:HR record but does
not make any changes to the matching ESS record.

o All deletions in ESS requests should be completed in ESS to be properly
audited.

Version Effective: 8.2 Page 44



info:HR Employee User Manual

Information Validation

Field Purpose

From and To Date Enter the dates relating to the record. For a
single day, only the From Date needs to be
entered. A From and To Date will create
multiple attendance records using the same
information that is entered below.

Reason Enter the Reason or click on the magnify glass
to select the code from the look up.
Supervisor Will automatically populate based on the

Employee’s current Position’s Reporting
Authority #1. This value can be overridden if

necessary.
Hours Enter the hours associated with the code.
Charge Code Provides the ability to attach a Charge Code to
the attendance record.
Shift Will automatically populate based on the

Employee’s current Position’s Shift. This value
can be overridden if necessary.

Claim # Provides the ability to enter a Claim # number
to the Attendance Code. There is no validation
on this field. The user can enter any
information desired.

Point If the Reason entered has a point value
assigned to it, the Point value displays here.
The point value can be overridden if necessary.

Account Code Enter the Account Code or click on the magnify
glass to select the code from the look up.

Machine # Enter the Machine # or click on the magnify
glass to select the code from the look up.

Incident This box is used if tracking “number of

occurrences” in an Attendance Management
program. The first day of the incident is
checked. Subsequent days of the same
incidents are not checked. info:HR’s
Attendance Reports can be used to track both
absences and occurrences.

Incentive If the Reason entered has incentive assigned
to it, Incentive will be checked. The box can be
overridden if necessary. There is no special
logic associated with this item.

Seniority If the Reason entered has seniority assigned to
it, Seniority will be checked. The box can be
overridden if necessary. This check box is used
by organizations who track hours worked for
seniority purposes.
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Field Purpose

Emergency Leave If the Reason entered is for emergency leave,
Emergency Leave will be checked. The box can
be overridden if necessary. This check box is
used if Emergency Leave tracking is required.

Upload Flag Indicates where or not the record has been
uploaded to payroll.
Not all payroll interfaces use this feature.

Import A doctor’s note or any type of document can
be attached to a specific Attendance Record
using the Import button.

Vacation, Sick, Emergency Leave and Compensatory Time outstanding are automatically
calculated and listed at the bottom of the screen for quick reference. Every calendar year, the
compensatory time is recalculated to use only the values for the current year.

Buttons
Button Purpose
+Another Only appears when clicking the new icon.

Clicking this button will save the current
record and automatically increment the From
Date by one day, repeating the remaining
fields. This button can be clicked many times
if entering a multi-day/same Reason request.
This feature is a carry-over from an older
version of info:HR and can be replaced by
entering From Date and To Date in the date
fields.
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Attendance History

This screen is identical to the Attendance screen and is used to store previous year’s attendance
information. Data on this screen typically comes from the year end “Mass Update Attendance
History” functions. New records can be entered if necessary. Any additions, changes or
deletions entered in this area will not affect the employee’s current year entitlement balances.
If needed, the Previous Year Entitlement balance can be manually changed.

Screen Layout
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e To enter a new Attendance Record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon =& button or the delete icon
button to delete the record.

Information Validation — Please refer to the Attendance documentation for informational
validation rules.
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Vacation and Sick Entitlement

Vacation and Sick Entitlements are displayed in a grid box for all employees. The selected
employee’s entitlements will appear in the in the entitlements section below the grid box.
Entitlements are shown in hours only. The Vacation and Sick Overview has the ability to view
the entitlement date range and to switch between hours and days. Manual adjustments can be
made to an employee’s previous and/or current entitlements. Adjustments cannot be made to
the Taken column since this value is populated by the Attendance screen. Outstanding is an
automatic calculation consisting of: Previous + Current - Taken = Outstanding.

Screen Layout
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To view an employee’s entitlements click on the employees name in the grid box. You can sort
the grid box by clicking on the column heading; this will sort the list by that column in ascending
order. Double clicking will sort in descending order.
e Example: To view alphabetically by first name click on the first name heading. A single
click will filter the list a — z, double clicking will filter the list z — a.

To make adjustments to an employee’s Previous and Current Entitlements select the employee
and type the changes into the appropriate field. Click on the save icon & button in the toolbar.
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Buttons
Button Purpose
Find To find a specific employee, type their name,

or part of, into the Search field and click on
this button.

Sort by Employee Number

Provides the ability to sort the grid by
employee name instead of employee surname.
Once the list is sorted by employee number,
the Find button will look up employees based
on an Employee Number and not Surname.

Multiple Employee Edit

Provides the ability to type into the grid box on
the top overwriting the entitlement columns.
The “Taken” columns cannot be overwritten
since they are calculated based on the
Attendance Master. Once you have entered
all the numbers, click on the save icon
button in the toolbar.

Recalculate 1 Employee

Works like a refresh. If you wish to recalculate
an employee’s taken balance, select the
Recalculate button. This has no effect on the
Previous or Current balances. Taken is the
sum of the attendance records.
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Vacation and Sick Overview

This is a view only screen which shows employees’ entitlements and the date range the
entitlements are granted. These date ranges are populated by the Vacation and Sick Mass
Update functions.

Screen Layout
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To view an employee click on the employee’s name in the grid box. You can sort the grid box by
clicking on the column heading; this will sort the list by that column in ascending order. Double
clicking will sort in descending order.
e Example: To view alphabetically by first name click on the first name heading. A single
click will sort the list a — z, double clicking will sort the list z—a.

Buttons

Field Purpose

Find To find a specific employee, type their name,
or part of, into the Search field and click on
this button

Sort by Emp# Provides the ability to sort the grid by

employee number instead of employee
surname. Once the list is sorted by employee
number, the Find button will look up
employees based on an Employee Number and
not Surname.

Days/Hours Provides the ability to view the Entitlements in
either hours or days. The “hours per day” is
determined by checking the Hours per Day
field on the employee’s current Position
record.

Recalculate 1 Employee Works like a refresh. If you wish to refresh an
employee’s taken balance, select the
Recalculate button. This has no effect on the
Previous or Current balances. This button also
rechecks the employee’s Hours per Day as
recorded on their current Position record.

Show Calculated Entitlements This button will be greyed out unless you have
your Vacation or Sick Mass Updates based
upon a Monthly Accrual. If so, the Show
Calculated Entitlements displays what the
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Field Purpose

employee would earn in a full year.

New End Date This can only be used on the Vacation
Entitlement. It provides the ability to
calculate an outstanding balance as of a
given date. Only the Taken is recalculated.

Example: If the normal end date is Dec. 31-
13 and you enter a new End Date of May
31-13, the Taken will automatically be
calculated by summing the attendance
records from the beginning date up to and
including May 31-13.
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Hourly Entitlements

Hourly Entitlements are other paid time offs an employee is permitted to use. These paid time
off may include vacation and sick or those entitlements may be tracked separately using their
own function. Examples of other entitlements are: Float Days, Family Sick Days, Statutory
Holidays, etc. The Hourly Entitlements Mass Updates function usually populates this screen or
they can be manually entered by Entitlement/employee.

Screen Layout
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e To enter a new Hourly Entitlement record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon ® button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Entitlements Is the Attendance Code that is used to track
this entitlement.

From Date and To Date Identifies the period of time in which the
entitlement may be taken.

Previous Is the amount of hours the employee carried
from previous years.

Entitlement Amount Is the amount of hours the employee is

entitled to within the date range showing.

Taken The system populates the Taken field by
summing the Hours from the Attendance
Master for the Entitlement code within the
period of time identified in the From/To Date
range.

Cost of Employment Identifies that the cost of this entitlement will
affect the employee’s cost of employment.
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Buttons

Field Purpose

Recalculate This button reads the Attendance Master for
the Entitlement/Date Range combination and
computes the new Taken and Outstanding
hours.

Flag Update Changes the Cost of Employment flag to
‘checked’
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Overtime Bank Overview

Information on this screen is populated by the Overtime Bank Mass Update function.

Employees cannot be added to this list. However, individual employee’s maximum banks can be
edited.

Screen Layout
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Information Validation

Field Purpose

Earned — Previous Contains the number of hours that the
Rollover Overtime Master calculated.

Earned — Current Sum of all “OT” Attendance Reason Codes that
fall within the Date Range.

Taken Sum of all “CT” Attendance Reason Codes that
fall within the Date Range.

Outstanding Earned Previous + Earned Current — Taken

Current Yr. Available Difference between the Maximum Bank and
the Taken.

Max. Bank Contains the number of hours that were set up
in the Overtime
Bank Master.

Date Range Contains the Date Range that was set up in the
Overtime Bank Master.
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Buttons

Field Purpose

Find To find a specific employee, type their name,
or part of, into the Search field and click on
this button.

Sort by Emp# Provides the ability to sort the grid by

employee number instead of employee
surname. Once the list is sorted by employee
number, the Find button will look up
employees based on an Employee Number and
not Surname.

Days/Hours Provides the ability to view the Entitlements in
either hours or days. The “hours per day” is
determined by checking the Hours per Day
field on the employee’s current Position
record.

Recalculate 1 Employee If you wish to refresh an employee’s Taken
column, select the Recalculate button. This
button also rechecks the employee’s Hours per
Day as recorded on their current Position
record.

Edit Max Bank Once the mass update is complete, you can
change the Max Bank amount on an individual
level if necessary.

OK If the Max Bank pressed, click on this button to
save the changes.
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Work Schedule

A Work Schedule can be set up for part-time employees or full-time employees that do not work
the same hours per day, every day. Only the ESS module has built-in logic that uses this feature.
In Timesheets, an employee’s Hours per Day are displayed under the Date. There is no other

validation performed.

Prior to entering an employee’s Work Schedule, you must identify which Employment Status
codes are available to Work Scheduled employees. The employee must be assigned to the
appropriate Status code before a Work Schedule can be created for this employee. Also, Work
Schedule Rules, found in the Setup User Manual, must be created prior to using this function.

Screen Layout

e To enter a new Work Schedule record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon &l button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

From To Dates

Enter in the date range for the Work Schedule.

Days (Saturday to Sunday)

Enter in the hours that correspond to the Days
that the employee is scheduled to work.

Comments Can be entered if necessary.
Buttons
Button Purpose

Unapproved or Rejected Vacation/Time Off
Requests Report

Prior to changing an employee’s Work
Schedule, this button must be clicked and the
report reviewed. If the Work Schedule
changes and there are unapproved requests,
the unapproved requests will not use the new
Work Schedule hours. The requests should be
deleted prior to changing the employee’s
Work Schedule.

Version Effective: 8.2

Page 56




info:HR Employee User Manual

Education/SKkills

The Education Skills section of the Employee menu contains all information relating to Education
and Skills for each employee. This section can also be utilized to maintain Succession Planning
and Training Plans.

Associations
This section tracks all professional associations an employee belongs to as well as the financial
responsibility of the employee and organization.

Screen Layout
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e To enter a new Association record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Association Select the Association from the table using the
magnify glass or
enter the appropriate code.

Dues Paid Enter in the amount of dues if applicable.

Company Paid If the dues are paid by the organization,
ensure Company
Paid box is checked

Starting Date Is the date the association membership
commenced.

Renewal Date Is when the dues are to be paid again, or the
Association
Membership must be renewed.

Comments Enter notes as required.

Buttons

Button Purpose

Import A document can be attached for each

association record.
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Continuing Education

Tracks all training courses the employee has taken within the organization and external courses
or seminars. Attendance and Skill data for courses can also be tracked when entering new
course information, saving the user the need to enter data into multiple screens.

Screen Layout
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e To enter a new Continuing Education record, click the new record icon [l button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Course Type Enter the Course Type or click on the magnify
glass to select the code from the look up. Its
purpose is to group Course Codes into groups.
For example: Health & Safety is a Course Type
and CPR would be a course code.

Course Code Enter the Course Code or click on the magnify
glass to select the code from the look up.
Course Name By default, the Course Code’s Description is
displayed and can be overwritten by the user.
Course Description This is a further description of the course.
Conducted By Enter the Conducted By or click on the magnify

glass to select the code from the look up.
Examples include: Internal versus External or
other defining factors useful to the
organization.

Company Name If external, name of company that provided
the course.

Trainer Name Name of the course trainer.

Results Enter the Results or click on the magnify glass

to select the code from the look up. Examples
include: Pass, Fail, Attended or Recorded
Mark.
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Field Purpose
Scheduled Date Scheduled Date of course.
Start Date For a multi-day course, center the date the

course started.

Date Completed

Date the course was completed.

Renewal Date

If the course needs to be renewed in the
future, enter a date, which will generate a
Follow Up reminder. If the course is part of a
Training Plan, the Renewal Date will be
automatically created.

CEU Type Enter the CEU Type or click on the magnify
glass to select the code from the look up. CEU
means Continuing Education Unit.

CEU Credit CEU Credit.

Co-ordinated By

Enter the Co-ordinated By or click on the
magnify glass to select the code from the look
up. This value identifies the group or
department who co-ordinated the course.

Method Used

Enter the Method Used or click on the magnify
glass to select the code from the look up. This
value identifies the method of training
conducted. For example: e-Learning,
classroom, etc.

Account Number

Contains an Account Number for financial
reporting purposes.

Keyword Keyword search code.
Course Hours Length of course.
Employee $ Employee paid expenses.

Other Expenses

Additional expenses incurred. For example:
Transportation, food, etc.

Employer

Employer paid expenses. For example: Cost of
the course.

Accommodations

Expense costs related to accommodations.

Learning Material

Expense costs related to purchasing textbooks
or learning
materials.

Currency

Enter the Currency or click on the magnify
glass to select the code from the look up. Each
cost can have an associated currency code.

Total

Not entered by the user. This displays the sum
results of the costs entered above.

Presenter

Provides the ability to identify whether or not
the employee was also a presenter at the
conference.
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Buttons
Button Purpose
Import Provides the ability to import a certificate

or document to attach to the record.

Entering Attendance or Skills Data:

Select the Reason or Skill from the table.

If in Attendance, enter in the hours the employee spent on the course.
If in Skills, enter in the Experience Factor of that skill.

Once you select Save, both Attendance and Skills Data will automatically be populated
into the Attendance and Skills screens.
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Formal Education
The Formal Education screen provides the ability to record all Formal Education for the
employee. This could be a Degree, Diploma or Certificate.

Screen Layout

[ o - Formal Education ool

5. File NewEmployee Edit Move Find Email Import/Bxport Applicant Tracking Windows
OR&( 4 DE> X 4 Vaa-a@E

uuuuuuuu n 221026 Abbott. John

[ (s /e2 Tuesday
Q[FA_| BACHELDR OF ARTS
=

vcation X _inpant

e To enter a new Formal Education record, click the new record icon [1 button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon &l button or the delete icon
button to delete the record.

Information Validation

Field

Purpose

School

Enter the School or click on the magnify glass
to select the code from the look up. For
example: Actual school name may not be
necessary. School may be University, College,
etc.

Major Study

Enter the Major Study or click on the magnify
glass to select the code from the look up.

Minor Study

Enter the Minor Study or click on the magnify
glass to select the code from the look up. This
field shares the same table value as Major
Study.

Completed

Provides a check box to identify that a degree
was obtained.

Completed On

Date study was completed/degree obtained.

Degree Obtained

Enter the Degree or click on the magnify glass
to select the code from the look up.

Company Paid

Provides a check box to identify the
organization paid for the education. When
checked this will also add to the cost of
employment
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Buttons
Button Purpose
Import Provides the ability to attach a document to

the record.
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Languages

The Language section provides the ability to record languages spoken and written by the
employee. an unlimited number of languages are allowed.

Screen Layout

L info:HR - [Languages - Abbot]

4. File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OR&E 4 DX (4 va-o@E

o xR Employee # 221026 Abbott. John
Employee

# Find Candidate
@4 Find Active Enployes
@ Find Teminated Emplopes GERM |GERM
Basic Information EH FR

Work Histery/Compensation

Attendance/E ntitements

Edueation/Skills

- Associations

Canlinuing Edueation

- Formal Education

Languzges Language Spoken Q ENGLISH
-4 Skills
Suceession Planring Language Witen Q ENGLISH
- Y Training Plan
Seasonal/Casual Dates
Follow-ups
Hedllh & Safety
Counseling
Comments
Leaves and Terminations
& Postion
j Repoits.
2 Mass Updates
Setup
£ Impon/Export
a Papwet
£y HRSoft

e To enter a new Language record, click the new record icon (U button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Language Spoken

Enter the Language or click on the magnify
glass to select the
code from the look up

Language Written

Enter the Language or click on the magnify
glass to select the
code from the look up.

Version Effective: 8.2

Page 63




info:HR Employee User Manual

Skills

The Skills section provides the ability to record various skills possessed by the employee. For
each record you can also set an experience factor. Data in this section is used by the Skills
Matching Report when reviewing employees for Succession Planning.

Screen Layout

e Edt Move Find Email Import/Export Applicant Tracking Windows

5 loyes
OR&E 4 DA X[4yaa-o@E
Employee # 221026 Abbott. John

sk @ [COE ] MGMT CONSULTING

Experince Factor @ (B0 800

Dae B 00978 Mordy

Comme

fwhat
Tems used

e To enter a new Skill record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Skills

Enter the Skill or click on the magnify glass to
select the code from the look up. Skill codes
displayed use the same table values as the
Position Skill Codes.

Experience Factor

Enter an experience factor or click on the
magnify glass to select a code form the look
up.

Date Date skill was obtained. By default, the system
selects today’s Date.
Comment Enter if needed
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Succession Planning

This screen is used track succession planning data for an employee. The screen also shows the
last two performance review ratings and languages written/spoken.

Screen Layout

D nfoHR - [Sucession - Abbotl

o Fle NewEmployse Edt Move find Emal impor/bport Applicant Trscking Vindows
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e To enter a new Succession Planning record, click the new record icon [1 button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon &l button or the delete icon

button to delete the record.
Information Validation

Field Purpose

Promotability Enter the code or click on the magnify glass to
select the code from the look up. This code
corresponds to the length of time the
employee may be promotable to a new
position.

Date Enter the date the plan was created.

Strengths List the employee’s strengths.

Weaknesses List the employee’s weaknesses.

Development Plan Enter a development plan.

Relocate? Identifies whether or not this employee is
willing to relocate.

Location Identifies locations of preference for

relocation.

Position Preferences

Enter the code or click on the magnify glass to
select the code from the look up. Upto 5
different positions can be selected.

Reviewer

Provides the ability to record the individual
who reviewed the plan with the employee

Outside Review

Provides the ability to record the individual
who reviewed the plan with the employee.
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Training Plan

This section provides the ability to set up Training Plans for employees. A Training Plan can be
automatically adjusted based on the Course Code Master and the Position’s Required Courses.
Individual courses can be maintained here too. Courses with a Renewal Date prior to today will

display the grid box details in red.

Both the Course Code Master, located under the Setup Menu item, and the Required Courses,
located under the Position Menu item, must be completed in order to create a meaningful

Training Plan.

Screen Layout

© infoHR - (Training Plan - Abbot]

B File NewEmployee Edit Move Find Email Impon/Bxport Applicant Tracking Windows
OR& # DA X 4 V-2 @E

@ rioHR Employes # 221026 Abbott. John

o E

e To enter a new Training Plan record, click the new record icon button.
e To make changes to an existing plan select the plan from the grid box at the top of the
screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the plan.

Information Validation

Field

Purpose

Position/Start Date

Displays the current Position and Start Date. If
these values do not appear, the Course Code is
not associated with the employee’s current
position and may have been manually assigned
to the employee.

Course Code

Enter the code or click on the magnify glass to
select the code from the look up. This
information should come from the Required
Courses for the employee’s current Position.
Otherwise, the Course Code can be manually
entered.

Renewal Date

Enter the date when the course needs to be
renewed. This information should come from
the Required Courses for the employee’s
current Position. Otherwise, the Renewal Date
can be manually entered or skipped if no
renewal is required.
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User Defined Table
This screen uses the Label Master. It provides the ability to track employee information that
may not be tracked in other info:HR screens. There are five:

1. user defined tables

2. user defined flags

3. user defined dates

In addition to the above, text boxes and comments can be entered.

Screen Layout

T infoiHR - [Seasonal/Casual Dates - Abbot]
5 file NewEmployee Edt Move Find Email Import/Bxport Applicant Tracking Windows
OR&(# (D AVva-aEE
(ool Emplojeett 221026 Abbott. John
[Category Tna [T [NA WA
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Category Q]
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Na Q]
Na Q
Na Q
Employment  EF (=]
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NA 26] 1
NA ® r
NA 4] r
Tet1
Ten2 N
Commerts

e To enter a new record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon
button to delete the record.
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Follow-ups

Follow-Ups Maintenance

The Follow-Ups Maintenance screen is a history of all follow-ups that are specific to each
employee. Many of these follow-ups are automatically generated from the system by entering
renewal dates on items like: Performance Reviews, Continuing Education Reviews, Salary
Reviews, health & safety, etc. This gives the status of each follow-up, listing whether it is
completed or not. Additional follow-ups can be entered in this screen. The security on this
screen is specific to each Follow-Up Reason Code. You can allow employees or supervisors to
see some follow-ups, but not all. Refer to the Setup User Manual, Security Master for more

details.

Screen Layout

 infotiR - [Follow-ups - Abbot]

65 N Eopoes i v v it Applicar Tracking s Wcoes
(OR& 4 [DE- XA V8- oEE
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Abbott. John
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Mark All Comp. | Mass Delete

e To enter a new follow up record, click the new record icon [l button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon =& button or the delete icon
button to delete the record.

Information Validation

Field

Purpose

Reason

Enter the Reason or click on the magnify glass
to select the code from the look up.

Effective Date

Date Follow-Up is due.

Admin By

code.

Enter the Admin By or click on the magnify
glass to select the code from the look up. By
using this field, you can assign Follow- Ups to
particular staff by assigning them an Admin By

Completed

When the Follow-Up is completed, check this
box. Completed Follow-Up records will be
hidden in the Follow-Up Overview screen.

Comments

Enter as necessa ry
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Buttons

Button Purpose

Mark All Comp. Provides the ability to mark all follow-up

records as complete.

Mass Delete Provides the ability to delete all follow-up

records listed.
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Follow-Ups Overview

The Follow-Up Overview screen can be considered a to-do list. Follow-Ups displayed are based
on the Search Criteria saved for the local computer. Individual computers may have different
search criteria. Generally, only incomplete Follow-Ups or Follow-Ups coming due within ‘x’ days
are displayed.

By default, Follow-Ups are displayed by employee’s last name only. The sort order can be
changed by clicking on a sort button on the right of the screen.

The security on this screen is specific to each Follow-Up Reason Code. You can allow employees
or supervisors to see some follow-ups, but not all. Refer to the Setup User Manual, Security

Master for more details.

Screen Layout

e ot gy ot i i
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Buttons

Button Purpose

Find Will search for the set criteria.

Sort By Emp# Provides the ability to search by employee
number.

Sort By Surname Provides the ability to search by employee
surname.

Sort by Effective Date Provides the ability search by date.

Sort by Reason Provides the ability to search by reason code.

Search Criteria Defines when this screen is displayed and what
Follow-Ups will appear in the display.

Flag All Complete Will mark all Follow-Ups as complete and
remove them from the Overview screen.

Delete All Will delete all Follow-Ups from the system.

Mass Flag Complete Can select multiple Follow-Ups and mark them
complete.

Mass Delete Can select multiple Follow-Ups and delete
them.
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Health and Safety

The Health and Safety section of the Employee Menu is where all of the information relating to
Health and Safety is recorded for employees. In this section you will be able to record all
manner of injuries, root causes and WSIB costs. If you have info:HR’s Form 7/Form 9 Module,
you are also able to create WSIB Form 7 and Form 9 documents, which can be printed and
submitted.

Incident Reporting

For every incident, the details of the incident should be recorded. An incident does not mean
that the employee will have an injury or a claim. You may wish to record that an incident
occurred regardless of the consequences. The top of the screen displays a gird box containing
all of the recorded incidents for the employee. The bottom of the screen contains the
information regarding the incident that is highlighted.

Click on the Hand to move to the other screens. The other screens can also be accessed
from the side menu item under Health & Safety. Important: Until the save icon = is clicked,
data is not saved. Please ensure that you save each screen before proceeding to the next
screen.

Screen Layout — Incident

e To enter a new incident record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon &l button or the delete icon
button to delete the record. Deleting an incident deletes all data and attachments
associated with the incident number.

To use this screen:
e Mandatory data, fields bolded, must be entered.
e Enter remaining fields as deemed necessary based on the incident being reported.
e At the time of the incident, if the employee was doing a job different that their current
position, select the Position from the lookup and enter the date that they started
working in that position.
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To use this screen:

e [fthe incident requires a Form 7, check the Generate Form 7 box. Note: Any functions
related to Forms 7 & 9 are available only if the Form 7/9 Generator module has been
purchased through info:HR.

e |fthe Form 7 is a reoccurrence from a previously generated Form 7, click on the
Reoccurrence box.

Buttons

Demographics — Provides the ability to view and make changes to the employees
Demographics information.

13 Demographics =8 %

r
Employee#t 11026 Abbott. John

During the date/time of the incident. the employee worked in the following areas:

Department Q Cal Regional Dffice
Division Q ‘West Coast Branch
Location Q]

Union Q [NGN_ NonUnion

Employment Status @ [A | Active

Category Q FULL TIME

Region Q Southem Calforia
Secton Q]

Adin By C Y

Courty of Enployment [ | [

Positions_| Q \

Close
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Injury (non Form 7)

This screen is displayed if info:HR’s Form 7/Form 9 module has not been purchased or if the
incident recorded in the Incident screen did not require a WSIB form to be created. Data stored
on this screen updates the health and safety incident table that was created in the Incident
screen. The new record icon [ button and the delete icon ¥ button are not active.

Screen Layout — Injury (non Form 7)

D o J

oyee Edt Move Find Email ImporExport
[=he-Y 2 3 (K LR Rl ]

Employeo # 221026

Applcant Tracking Windows

To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon = button.

To use this screen:
e Mandatory data, fields bolded, must be entered.

e Enter remaining fields as deemed necessary based on the incident being reported.
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Injury WSIB Form 7

This section provides the ability on enter specific information required by a WSIB Form 7, and
generate the WSIB Form 7 for submission. There are multiple tabs to be completed including
the tabs under the Additional Form 7 Sections button. Prior to entering any Form 7 employee

information, the Form 7 master information must be completed under the Setup menu item.
Refer to the Setup User Manual for details.

Screen Layout — Injury Form 7
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5 Fie NewEmployee Edt Move Find Emal Impor/Bxport Applicont Tacking Windows

ORS | # o x4y

221026 Abbott. John

P R
ot Cren Tttt | P | B e B[y [
Pt Dl Dleel el DA E (HE R |EEE
P Fom oo [Fdm F | FrmuF |[Fd F [FanF
F Pl ||B 2 D F it
I oher &
Pamary Irjury. Q ‘Secondary Injuy Q
- PN — P —
Tosk [
Finey Couse Q SecdapCane @

T N
o C\—
et samep

e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the save icon & button.

To use this screen:
e Mandatory data, fields bolded, must be entered.

e Enter remaining fields as deemed necessary based on the incident being reported.
e To select a different tab, click on the tab name.

e C(Click on Additional Form 7 Sections to complete all Form 7 sections prior to saving this
screen.

Screen Layout — Accident/lliness Dates and Details
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Additionl Form 7 Sactions

e Click on the save icon = button prior to proceeding to the next tab.
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Screen Layout — Describe what happened to cause the injury...
Provides the ability to record details about the injury.

[ infotR - Ty WSl Form 7 - Ao

) Fie NewEmployee Edt Move Find Email Import/Biport Applicant Tracking  Windows
ORk& ¢

BoXtyu-oFE

> el Employoe 8 221026 AbbottJohn

/0179

€y CDisssse O Gher T InedonLoe

Incidont Number 75 =

Iy Detas | AcciderMnss Dates st Dot (Cotroad) [DSSEES il Fobprd (5 E506

Additionl Form 7 Sections

e Click on the save icon = button prior to clicking the Additional Form 7 Sections.

Additional Form 7 Sections
Screen Layout — E. Lost Time — No Lost Time

the incident.

3 WSIB Form 7 Sections: E, F, H, Tand K.

===
Employeett 11026 Abbott. John

Incident Number Incident Date (8724799

H. Additional Wage Information | I Work Schedule | J. Fom 7 Filled By | K. Additional Information |
E. Lost Time - No Lost Time |

This screen provides the ability to record information regarding lost time or no lost time against

F. Return to Work

1

ftex the day of acci ilness, this worker.
€ Retumed to his/het regulat job and has not lost any time and/or eairings. (Complete sections G and.J).
© Retumedto modified work and has notlost any time and/or eaimings. (Complete sections F. G, and J)
€ Has lost ime and/or eamings. (Complete ALL remaining sections}.

Provide date worker fit lost time:
Date worker retumed to work (if known) ‘o] c

2. This Lost Time - No Lost Time - Modified Waork information was confirmed by:
 Myselft " Other  Name

Save Changes | Close | Refiesh Data_|
e Once completed, click on the Save Changes button.
o The Refresh button removes all unsaved changes.
[ )

Click on Close when completed.
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Screen Layout — F. Return to Work
This screen provides the ability to record and store information regarding the return to work

B3 WSIB Form 7 Sections: E, F, H, | and K - O X
Employeedt 221026 Abbott John

Incident Number Incident Date [4725713

H. Additional Wage Information | I Work Schedule | it
E. Lost Time - No Lost Time F. Heturn to Work

1. Have you been provided with work limatians for this worker's injury?
C Yes C Mo

2. Has modified work been discussed with this worker?
C Yes " No

3. Has modified wark been offered to this worker?
C Yes " No

IF pes, was
" Accepted  ( Declined
I If Declined please attach a copy of the witten offer given to the worker,  iiten Offer & Tmport

4, Who is responsible for aanging warker's retum to wark?

O Mysel O Other  Name |

Save Changes | close | Refiesh Data |

e Once completed, click on the Save Changes button.
o The Refresh button removes all unsaved changes.
e C(Click on Close when completed.

Screen Layout — H. Additional Wage Information
This screen provides the ability to record additional wage information.

B3 WSIB Form 7 Sections: E, F, H, 1 and K - 0o X
Employeett 221026 Abbott. John
Incident Number [76 Incident Date

E. Lost Time - No Lost Time | F. Return to Work |
__H. Additional Wage Information |  |. Work Schedule | J. Form 7 Filled By | K. Additional Information |
1. Net Claim Code of dmount:~ Federal 11038 Provincial (9574 |
2 Vacation pay on each cheque?  Yes (" No  Provide percentage | |%
3. Date and hou last worked Date | Te [ |CAM CPM
4. Nomal working hours onlast dayworked From [ | CAM CPM To [ | CAM CPM
5 Actual eamings for st day worked — $ [ |
6. Nomal eamings forlast day worked ~ §
7. Advances on wages: s the warker being paid whie he/she tecovers? (~ Yes Mo
It yes, indicate: ¢ Ful/Reguar ¢ Other | |
8. Other Eamings (Not legular Wages):
Provide the total of additional earnings for each week for the 4 weeks before the accident/liness.

* For Rotational Shift workers - If the shit cycle exceeds 4 weeks, please attach the eaimings information for
the last complete shift cycle prior to the date of accident/illness.

[ Ovetime Pay weees 1
Period Fiom Date ToDate Mandatory Voluntary

week1 [ 418713 | EH (972413 ] of ] s |
Week2 [ [41113 | Bl [an7n3 ] o ] s |
Week 3 (44113 | E[an013 ] 3 8| |
Weekd [ [3728113 | B [a/0313 ] o ] ¢ ]

Use these spaces for any other eamings (indicate Commission. Differentials, Premiums, Bonus. Tips. In Lieu %, elc. .

Peiod I = = = | =
ekl 4 ] 8 ] o ] |
Week2  § ] § ] o ] s ]
Weekd 4 ] o ] 9 8 ]
Weekd 4 ] 8 ] o ] s |
Save Changes ‘ Close | Refresh Data |

e Once completed, click on the Save Changes button.
o The Refresh button removes all unsaved changes.
e C(Click on Close when completed.
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Screen Layout — I. Work Schedule

This screen provides the ability to store work schedule information.

Employeelt 221026 Abbott. John

Incident Nuber Incidert Date [4725/13

 [&] Rregular Schedule - Indicale nomal work. days and hous

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

" [B.) Riepealing Fictational Shit Waorker - Provide
NUMBER OF, NUMBER OF HOURS PER NUMBER OF WEEKS
DEYSON | | DavsorF || SHFTR || INCrOE [

€ [C.] Vaied or negular Work Schedule - Provide the total number of regular hours and shilts for each neek for the
4 weeks prior o the accidert/ilness. (Do not include overtime havrs or shifts here),

B3 WSIE Form 7 Sections: E F, H, I and K - a

x

E. Lost Time - No Lost Tim | F. Retum to Work |
H. Additional Wage Information 1. Woik Schedule J Form7Filled By | K Additional Information |

ek 1 Wesk 2 Week 3 Week 4
From Dates [#n18r13 ] [#r11413 | [#/04113 ] (3728113 ]
ToDates [#r24113 ] [gr17013 | [#1073 ] [w/03n13 ]
Total Hows Worked [ ] [ | [ ] [ ]
Total Shifts worked [ ] [ | [ ] [ ]

Save Changes | Close ‘ Refresh Data ‘

e Once completed, click on the Save Changes button.
o The Refresh button removes all unsaved changes.

e C(Click on Close when completed.
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Screen Layout — J. Form 7 Filled By
This screen provides the ability to record information regard the person completing the Form 7.

5. WSIB Form 7 Sections: E, F, H, | and K - O be

Employestt 221026 Abbott. John
Incident Nuriber Incident Date [4/25/13

E. Lost Time - No Lost Time

Name of
Dfficial Title

Phone

H. Additional Wage Information |

1. Work Schedule

Betum to Work

Wl

Enl |

Save Changes |

Close

{3 Fom 7 Filled By || K. Additional Information |

Befresh Data |

e Once completed, click on the Save Changes button.
o The Refresh button removes all unsaved changes.
e C(Click on Close when completed.

Screen Layout — K. Additional Information
This screen provides the ability to record additional information regarding the incident.

[ WSIB Form 7 Sections: E, F, H, | and K - o x
Employeedt 221026 Abbott. John
Incident Humber Incident Date [4/25/13

E. Lost Time - No Lost Time
H. Additional Wage Information I I. Work Schedule I J. Form 7 Filled By

F. Retum to Wark

Save Changes | Cose | Befiesh Data_|

e Once completed, click on the Save Changes button.
o The Refresh button removes all unsaved changes.
e C(Click on Close when completed.
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WSIB Form 9

This section provides the ability on enter specific information required by a WSIB Form 9.

Screen Layout
[ iR - WSiB Form 3 - Abbot)
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e Once the information is entered, click on Generate Form 9 to print the form.

e An electronic copy of the form is stored under Health & Safety Incident Documents.
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Root Causes

This screen is completed after an investigation of an incident has occurred and the Health &
Safety Committee has identified reasons for the incident.

Screen Layout
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e To enter a new incident record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon = button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Incident Number

Provides the ability to select an existing
Incident.

Root Cause Code

Enter the code or click on the magnify glass to
select the code from the look up.

Type of Event

Enter the code or click on the magnify glass to
select the code from the look up. Under the
Setup menu, a matrix can be created that will
link Type of Events with their matching
Immediate/Direct Causes.

Immediate/Direct Causes

Enter the code or click on the magnify glass to
select the code from the look up. Under the
Setup menu, a matrix can be created that will
link Immediate/Direct Causes with their
matching Basic Categories.

Basic Categories

Enter the code or click on the magnify glass to
select the code from the look up. Under the
Setup menu, a matrix can be created that will
link Basic Categories with their matching Basic
/ Underlying Causes.

Basic/Underlying Causes

Enter the code or click on the magnify glass to
select the code from the look up.

Comments

Provides the ability to enter comments.
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Corrective Actions

This screen is populated after an investigation of the incident has occurred and the Health &
Safety Committee has identified correct actions that are required to avoid the incident

happening again.

Screen Layout
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e To enter a new incident record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Corrective Action Date

Provides the ability to enter the date the
corrective action should start.

Incident Number

Provides the ability to select an existing
incident.

Corrective Active Code

Enter the code or click on the magnify glass to
select the code from the look up.

Assigned to

Provides the ability to enter the employee who
is responsible to complete the corrective
action.

Target Date

Provides the ability to enter a target date for
completion.

Completed Provides the ability to check the corrective
action as completed.

Duration Enter the Duration or click on the magnify
glass to select the code from the look up.

Comments Provides the ability to enter comments.

Describe Specific Action

Provides the ability to enter more detail.
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Claim Medical Information

This section is used to document medical information regarding an incident. This is also
accessible through the Incident Reporting section.

Screen Layout
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To enter a new incident record, click the new record icon button.
To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record.

To use this screen:

e Mandatory data, fields bolded, must be entered.

e Buttons

Enter remaining fields as deemed necessary based on the incident being reported.

Button

Purpose

Generate Form 7

Provides the ability to generate a Form 7. An
electronic copy of the form is stored under
Health & Safety Incident Documents.

What is Missing in form 7

Provides the ability to view what information

is missing from the Form 7 prior to generating
the Form 7.

Note: These buttons are available only if the Form 7/9 Generator module has been

purchased through info:HR.
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Contacts

The purpose of this screen is to record all contact that occurs against the incident. If a Follow-
Up Date is entered, the system automatically creates a Follow-Up record as a reminder.

Screen Layout
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e To enter a new incident record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon &l button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Incident Number

Provides the ability to select an incident.

Contact Type

Enter the Type or click on the magnify glass to
select the code from the look up.

Contact Date

Provides the ability to enter a date of contact.

Follow up Date

Provides the ability to enter a follow up date
to create a reminder.

Nurse Provides the ability to check if the employee
was seen by a company nurse.
Time Spent Provides the ability to enter the time taken for

the contact.

Suitable Work Assignment

Provides the ability enter notes and
comments.

Restrictions/Capabilities

Provides the ability to enter notes on the
restrictions and capabilities.

Comments

Provides the ability to enter comments.
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WSIB Cost Statements

Depending upon whether you are NEER 1 or NEER 2, select the appropriate screen.

Screen Layout
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e To enter a new incident record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon = button or the delete icon

button to delete the record.
Company Associated Costs

Screen Layout
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e To enter a new incident record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon & button or the delete icon

button to delete the record.

e On this screen, the user has the ability to enter labels associated with the dollar amount
to the right. The labels will be determined based upon your cost statement and must be

entered on every new entry.
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Incident Documents
This area provides the ability to attach unlimited documents per incident. The “Document
Description” is the English description of the attachments. All system generated Form 7 and
Form 9 documents are stored here too. Multiple versions of Form 7 and Form 9 documents may
be displayed based on the number of times the user wanted to change and reprint the

document.

Screen Layout
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e To enter a new incident record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. C lick on the save icon = button or the delete icon
button to delete the record.

e Toview documents, click on the magnify glass EY

e Buttons
Button Purpose
Import Provides the ability to attach a document to
the record.
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Counselling

This section is used to maintain counseling information for employees.

Screen Layout
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e To enter a new incident record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon = button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Type

Enter the Type or click on the magnify glass to
select the code from the look up.

Counselling Date

Provides the ability to enter a date.

Reason

Enter the Reason or click on the magnify glass
to select the
code from the look up.

Counselling By

Provides the ability to enter the employee who
performed the counselling.

Incident Date

Provides the ability to enter the date of the
incident.

Employee Agreed Date

Provides the ability to enter an employee
agreed date.

Employee Declined Date

Provides the ability to enter an employee
decline date.

Comments

Provides the ability to enter comments.

Employee Response

Provides the ability to enter employee
comments.

Level#t

Provides the ability to enter a level reference.

Expiration Date

Provides the ability to enter an expiry date on
the record.

Buttons
Button Purpose
Import Provides the ability to import a document.
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Comments

The Comments section can be used to track anything. Some examples are Company Assets or
Personal Records not already tracked in info:HR. The security on this screen is specific to each

comment type. You can allow employees or supervisors to see some comments, but not all.
Refer to the Setup User Manual, Security Master for more details.

Screen Layout
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e To enter a new incident record, click the new record icon button.

To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the save icon &l button or the delete icon
button to delete the record.

Information Validation

Field Purpose

Type Enter the Type or click on the magnify glass to
select the code from the look up.

Effective Provides the ability to enter a date.

Comments Provides the ability to enter comments.

Buttons

Button Purpose

Import Provides the ability to import a document.

Version Effective: 8.2 Page 87



info:HR Employee User Manual

Leaves and Terminations

This section provides the ability to process various types of leaves or termination. Itis
important to use this procedure when processing an employee leave of absence. This
procedure will ensure that the employee’s records are administered properly.

Enter a Leave
The enter a leave section is where a leave of any type should be processed in info:HR. Using this
procedure updates:

1. Employee’s Status/Dates

2. Employee History

3. Attendance Master (optional)

4. Follow Up Master

In order to use this function, Employment Status codes must be identified as codes pertaining to
“leave of absences”. This setting can be found by opening the Employment Status code lookup
and applying a check to codes that are considered leave codes. Refer to screen shot below:

EMPLOYMENT STATUS CODES

\r ) | _gna_ |

Screen Layout
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e Click on the save icon = button to process the leave.

Information Validation

Field Purpose

Date From Enter the beginning of the leave.

Date To Enter the end date or projected end date of
the leave.

New Employment Status Enter the Status or click on the magnify glass
to select the code
from the look up. Status code must be marked
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Field Purpose
as a “Leave”.
Attendance Code Enter the code or click on the magnify glass to

select the code
from the look up. If entered, the Attendance
Master is updated.

Comments Enter Comments or notes as required.
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LOA Date Change

This section provides the ability to modify or alter the To Date of a leave of absence. If an
employee needs to extend or shorten their leave, it is important to enter that change here. If
the leave was entered with a projected end date and the projected end date needs to be
revised, enter the new date here. This automatically updates the Status and Dates and Follow-

Up screens. If an attendance code is used when initially entering the leave, the Attendance
Master will be updated with the change.

Screen Layout
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To make a change, locate the employee from the table and select

Once their name is highlighted, you can then change the date by selecting a new date
using the calendar.

e C(Click on the save icon & button to process the leave.
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Reactivate From a Leave

This section provides the ability to reactivate an employee from a Leave of Absence which will:
1. Update the Employment Status and date ranges on the Status/Dates screen.
2. Update Employee History with the status change.
3. Mark the Follow-Up record as ‘complete’.

Screen Layout
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To reactivate an employee, select the employee from the table.

Once their name is highlighted, enter their New Employment Status or use the lookup to
select the code.

e Enter the Effective Date of the return.
e Click on the save icon = button to process the leave.
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Termination

This provides the ability to terminate employees from the system. Once an employee is
terminated the information is viewed through the Terminated Employee section of Info:HR.
Terminated employees reduce the ‘active’ headcount from your license. Prior to terminating

the employee, a selection of reports can be printed for storage in the employee’s file. Only the
Employee Profile is the recommended report to run.

Screen Layout
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To use this screen:
e Check off the selected reports you wish to print prior to the termination. If you do not
want any reports, go to the next step.
o Click Print Selected Reports
e Enter the Termination Date and Reason. The Reason can be looked up by clicking on the
magnify glass.
e [fthereis an interface to an insurance carrier system, enter the Benefit End Date.
o Click Different Benefit End Dates? Check box. 2=t T @
o The Qeustion mark displays a description of the check box purpose.

EndDate | — I AlDates

o Highlight the Benefit and enter the end date.
o Click Terminate the Employee
e [f no termination reports were printed, the system will want you to confirm whether to
proceed with the termination without running the reports. Otherwise, you will be asked
to confirm the termination.

o [f the employee being terminated is a Reporting Authority of any other employee the
following windows will appear.

b R thorty > —— e
This employee is a Reporting Authority to one or more employees.
Is there another employee who is ing this responsibility?
v

e C(Clicking Yes provides the ability to assign a new Reporting Authority to all employees
reporting to the employee being terminated.
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B Reporting Authority to Replace With LE@&

NEW Repotting Authority Abel, Samantha

oK Cancel

o Enter/select the New Reporting Authority and click OK.
o The employee will be terminated and all employees whose Reporting Authority
1 through 4 matched the terminated employee will have their Reporting
Authorities changed to the employee entered in the screen above.
o To exit without changing the Reporting Authority, click on Cancel and answer
Yes to continue with the termination without changing the Reporting Authority.
The terminated employee number will be removed from any Reporting
Authorities.
e C(Clicking No will terminate the employee and remove all references of the terminated
employee’s employee number under the Reporting Authorities.
e Once all confirmations have been accepted, the termination will proceed. If the Email

sending function is turned on and email window will appear.
o SN =)

Send | Cancel | AddessBook |

Fom  [ieny et
To [parbarac@infohr.com

cc. |

Subject: ~ [infoHR Temmination Notice - Abbott, John

The employee below has been terminated.

Employee #: 11026
Name: Abbott, John
Date: 7/01/14

e C(Click Send to send the email, Cancel to exit without sending, and Address Book to
access your Outlook address book enabling you to add recipients to the email.
Note: This window allows the user to modify the email prior to sending.

Buttons

Button Purpose

Photo Off Will remove the display of the employee
photo.

Print Selected Reports Will send all of the reports to the printer.

Terminate the Employee Will process the termination.

Import Provides the ability to attach a document to
the termination record.

Version Effective: 8.2 Page 93




info:HR Employee User Manual

Rehire

Employees previously terminated can be rehired and their selected employee records restored.
An employee may appear more than once in the list of terminated employees. This would
happen if the employee has been rehired and terminated more than one time. For example:
seasonal employees are terminated at the end of the season and may be rehired for the next
season. When selecting an employee for rehire, make sure that the latest termination record is

selected. To assist with the proper selection, click on the check box. This hides all
employee records that were previously rehired.

Screen Layout
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To use this screen:

e Select an employee from the terminated list.

e You have the ability to restore their employee file. Check the boxes of the information
you wish to restore.

e [f you wish to delete the termination record, ensure Delete Termination Record is
checked. This should only happen if you are rehiring someone who may have been
accidently terminated and you want to remove the trace from the termination files.

e The system defaults to bring back their Original Date of Hire and Employee Number.
Change the information as needed.

e If you wish to use their current Rehire date as their Last Hire date in the Status/Dates
screen, enter the Last Hire.

e New Demographic data can be entered as well. These changes can be done at time of
Rehire or during subsequent employee master file maintenance.

e Click on the save icon = button to process the rehire.

e You will need to confirm the rehire prior to the transaction being processed.

e Once processed, a box appears saying:

Reinstate Employee =

0 Make sure you set the Current Position, Salary and Performance
record for this employee.

OK

e C(Click OK to proceed and then open the rehired employee’s position, salary and
performance record to assign them a new position and salary.
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