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General Information
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.

DE T —

Date Lookup E Date Lookup =
« 5 February 20132 G| :L' +|  February 201@
27 28 29 30 31 1 2 27 28 23 330 3N 1 2
3 4 537 8 9 3 4 57 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 18 20 21 22 23
24 25 26 27 28 1 2 24 25 26 27 28 1 2
3 4 5 6 7 8 9 3 4 5 6 7 8 9
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.

Display

Region

Employee Lookups
Any field that requires an employee number to be entered will be identified using the people

icon (). A single-click on this icon will bring up a list of employees. Select the employee or
employees you want included in the report.

|Emp|0yee Mumber w# | | |
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Table Lookups
Anywhere you see a magnify glass (), there is a coding table where the codes are stored for
that field. All Table Lookups have the same basic functions.

Depumerts

|| Department # (2000 | Name

Cal Fegional Office.

| Gs Q [io13 Foreign Service

] _ FEind

e

e To create a new code select New
e Enterin the Code and the Description
e Select OK

Note: A search can be made for any code by either typing in the code or description then
selecting Find. When a code and description shows in red it has been made inactive; the
code cannot be used, but the code has been used in the past and the history is maintained
in the data base.

Buttons

Button Purpose

Select Once a code is highlighted, either double-click
the line or single-click the line and click on the
Select button.

Close Closes the coding table.

Edit To edit a description of a code; 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.

Delete To delete a code.

Print Will print a list of all codes displayed in the

table.

If the Selection Criteria field is longer, e.g. Division, more than one code can be selected by
pressing the CTRL or SHIFT key. If the Selection Criteria field is shorter, e.g. Location, only
one code can be selected.

Selection Criteria
Diivision
Team

Lacation

Q|

Q|

Q[ |

Version Effective: 8.2

Page 5




info:HR Reports User Manual

Menu Structure

The info:HR Reports menu is categorized by function. The menu item structure is similar to that
of the Employee menu item structure. The major items include:

Attendance and Entitlements
Emplopes Information
Counzeling
Educations/Skills
Fallow-Ups

Fallows-Ups Ernail Log

Forms

Health and Safety
PositionzSkills/E valuation
Seniarity

Setup

Terminations

wiark Histony/Conpenszation
Statistics

s

EI_J Feports
-
#l-d

-

Menu ltem

Purpose

Attendance and Entitlements

Section contains reports related to an
employee’s attendance or entitlements
including future-dated vacation entitlements.

Employee Information

Section contains reports related to an
employee but is not salary specific.

Counseling

Contains a report with the ability to ask for
specifics related to counseling or disciplinary
action related to an employee.

Education/Skills

Section contains reports related to courses an
employee has taken or the level of education
or skills they have.

Follow Ups Contain a report with the ability to ask for
specific follow-ups, future dated or past due,
completed or incomplete.

Health and Safety Section contains reports related to specific

incidents, location of injuries, or days of the
week.

Position/Skills/Evaluation

Contains a report related to position
information, not linked to employees.

Seniority Contains a report with the ability to ask for a
seniority list based upon various different
dates.

Setup Contains reports related to custom reports,

security master templates and table master
specifics.

Terminations

Contains a report with the ability to get details
on employee terminations.

Work History/Compensation

Contains reports related to position and salary
data.

Statistics

Contains reports related to various stats
captured in the system.
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Selection Criteria

The Selection Criteria provides the opportunity to filter the information you wish to show on the
report. For example, you may wish to run a report for a specific employee, or for all the
employees in a specific department, or for activities that have occurred or will occur in a
specified time period. By specifying those values in the Selection Criteria, a report will be
generated excluding all other conditions.

Multiple parameters can be entered in the Selection Criteria. For example, you may wish to run
a report for all FT (full time) employees in a specific Union with activities occurring in the next 3
months. The three parameters would need to be entered in the Selection Criteria.

To look up a table value, double-click in the box where the data would be entered or single-click
on the magnify glass () located to the left of the data entry box.

On lookups where a long line appears, double-click on the icon and hold down the “Ctrl” key to
select multiple entries, e.g., Employee Number lookup. Once you have selected all the entries,
click on the Select button to insert the highlighted items into the selection criteria. Another
method of selecting multiple employees is to just type in their employee number. Use a comma
to delimit between employees.

Finally, some reports can be generated in either Detail or Summary format.

Example of Selection Criteria

& Fle Move Find Impor/Bxport Applicant Tracking Windows
ok e o -

& oA
& § Enl

|

AL
Upadiog
oo Code

!

;
a
i

[[TH
LTS

B
I~ Absent [ Cost At Histoical Rates
[ul m
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Groupings
The Report Grouping options allow you to sort the information selected on the report.

Report Grouping Report Group Drop down
Beport Grouping Report Grouping
Grouping #1 ivision E'D“P‘"E :12
Grouping #2 Emplopes Name ~ E:::::z o
Grouping #3 | Attendance Code A Findl Sort

Final Sort | Attendance Date

Grouping #1 is the major sort criteria. Grouping #1 controls totalling, page breaks, and
headings. For example, if a report’s Grouping #1 is Department, and you have asked for the
report to be generated for every Department by leaving the Department option blank, the
information will be totalled for each Department and the printer will begin a new page for each
Department with a heading. If Grouping #1 is (none) or blank, then page breaks will occur only
as they happen naturally. If Grouping #1 is (none), then many reports will begin with the first
employee in alphabetical order and print the report for all employees selected.

All other Groupings are secondary sorts. From the example screen in the Selection Criteria
section above, if the Grouping #1 is Employee Name, Grouping #2 is Attendance Code, and
Grouping #3 is (none), then the report would be printed by employee name in alphabetical
order, and within each employee by attendance reason in alphabetical order, and within each
attendance reason by descending Attendance Date. Page breaks (other than natural ones)
would occur by employee so that you could give each employee their own report.

With some exceptions, the Final Sort is determined by info:HR.
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Attendance and Entitlements
The reports in this section produce information stored in the Attendance and Entitlements
section of info:HR including, if purchased, the ESS and Timesheet Modules.

Below are the reports included in this section:

=] Attendance and Entitlements
7] Accrual

Attendance

Attendance Audit Master
Attendance Bonus Points
Attendance Calendar

Altendance History

Compensatary Time

Costed Attendance

Emergency Leave

Entitlements

ESS Requests - Transaction Audit
Future Entitlements

Hourly Entitlements

Overtime Bank.

Overtime Bank Lost Hours
Timesheet

Timesheet Status

‘work Schedule

Eitie et b e e e G
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Accrual
The purpose of this report is to help the user determine how an entitlement balance was
calculated. Entitlements can be affected by the following types of transactions:

1. Manual changes completed by the user

2. Mass updates

3. Rollover

4. Zero Out

The report affects “Vacation”, “Sick Time” and “Hourly Entitlement” changes and shows the
entitlement balance before and after the update. The reason, date and who did the update is
also printed.

Screen Layout

[ infoHR - (Accrual Report]
© Fie Move Find Impor/bport Applicant Tracking  Windos

o - [ =

Status
FI/PT/SE/TRAT

Enployes Nunber

Display.

e The Date Range checks the Transaction Date and not the date that the user physically
made the change. Sometimes, the dates are the same. A situation where the dates can
be different is during the mass update of Vacation, Sick Time or Hourly Entitlement. In
this case, the Transaction Date equals the Effective Date on the mass update screen.

Sample Report — Accrual Report in Hours

Time: 12:40:27 PM Acerual Information in Hours RIACCHRS
Division
Employse Name AccrualType Traps. Date  Hours Comments UpdateType UpdateDateTime By UserID
S, Jane Float Day o112 10400 Mass 2dded the Houtly Endtlemant A 1 EEEH
123113 10400 0w 104 ® 500500800
1231714 10400 D 3 900800800
40113 3000 A 500500800
33114 000 D 599599999
40113 8000 A 13 999900990
33114 8000  Prev. HoulyEn 080 3 7 999900900
33115 000  Cusent Hourly En om 0100 z 999999999
Saith, Jane Frozen Sick Bazk o113 000 Massadds A 2 00200000
123119 000 Mass delstsd o D 900500000
Jerry 120303 5000 x 120313 144109 999999999
BTO Eamed Lo 000 3 e 10404 133558 900000000
Sick Entitizm 2at o104 120 < u 12004 142730 990990000
1263114 200 3 5214 145159 999990000
1263114 2200 z S04 145211 999999990
19104 1200 u 5214 145238 999990000
aith, ] 123113 1600 D 100313 085115 900000000
smim. Jzne Vacation Entitlem ent 11613 120 < u £90090990
11813 200 < u 990090900
0113 000 ¢ u 599899999
60113 2000 C u 999999002
123113 17200 © z 999999002
o113 2000 © u 900500000
20113 2000 C u 900500000
Legend:

Version Effective: 8.2 Page 10



info:HR Reports User Manual

Attendance

This report is used to track current attendance or absenteeism in a number of ways. Attendance
records that have been archived do not show on this report. If you need to see both archived
and current attendance records, use the Attendance History Report.

Screen Layout

|

B PEBLPPIPP

i ff
1]

With this report, users can answer some of the following questions:

e Monday/Friday absenteeism occurrences.

o Inthe selection criteria enter 2 and 6 as the Day of Week options.

e For users who track both absenteeism and attendance, use the Absent box to print an
Attendance Report for Reason Codes that you have identified as Absent Codes. If you
use this option and you want ALL absent codes, you do not need to enter any Reason
Codes in the selection criteria. Prior to using this, you must identify which Attendance
Codes are absent. This can be done via the Attendance Code Lookup. Put a check
against each code considered ‘absent’.

e Use the Show Comments box if you want the report to print Attendance comments.

e The Hours selection criteria provides the users the ability to show only employees
whose hours are equal to or exceeding the value entered in the selection criteria.

o For example, you can enter a Reason Code of SICK and hours of 24. The report
will only print employees with 24 or more hours of SICK.

o The Type of Report allows the user to print either a detailed or summary report. The
summary report prints only totals per Reason Code.

o Detailed reports show every attendance record.
o Summarized reports show one line per reason code.

e The Employee Totals Only when checked sums all the attendance records and displays
one line per employee. No reason breakdown is shown.
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Sample Report - Detailed Attendance Report

Time: 10:54:43 AM Attendance Report RZATTEND
Ho date entered

Employes NbriName Reason Date Day of Hours Days ChargeCode  Inc.Incentive Sen.
Week
221028 Abbott. John Vacation 18/01/2012 W ednesday 700 088 N No o,
Totalsfor  Vacation 700 088
Totalsfor  Abbott, John 7.00 088
1051 Adams . Karen Sick time taken 10/10/2012 W ednesday 800 100 N No N
Totals for Sick time taken 800  1.00
1081 Adams . Karen Vaestion Frigay 800 100 N No ¥
Thursdey 800 100 N No i
W ednesday 800 100 N No ¥
Tuesday 800 100 N No v
Monday 800 100 n No ¥,
Frigay 800 100 N No v
Tuesday 800 100 N No v
Totalsfor  Vacation 5600  7.00
Totalsfor  Adams, Karen 6400 800
1014 Anderson . Dane Vacation 28/05/2012 Monday 1000 100 N No v
2 Frigay 1000 100 N No i
Totalsfor  Vacation 2000  2.00
Totalsfor  Anderson, Dane 2000 200

Sample Report - Summary Attendance Report

2:52 PM Attendance Summary Report RZATTENS
No date entered

Time: 12

Employee Nbr. | Name Reason Hours Days Incident
1231 Sampson , Harry Sick Payout 8400
1231 Sampson , Harry Statutory Holiday 54.00
1231 Sampson , Harry Vacation Earned 200.00
1231 Sampson, Harry Vacation Payeout 426.00
Totals for Sampson , Harry 916.00
1021 Selby . Murray Jerry 10.00 1.28
1021 Selby , Murray FT Stat Earned 10.00 1.25
1021 Selby , Murray Statutory Holiday £4.00 200
Totals for Selby , Murray 84.00 10.50
Smith , Jane Couse 14.00 1.75
Smith , Jane Leave of Absence 880.00 110.00
Smith . Jane PTC Earned 0.00 0.00
Smith , Jane Sick Payout 84.00 200
Smith , Jane Statutory Holiday 8400 800
Smith , Jane Vaeation 10.00 1.25
Smith , Jane Vacation Earned 200.00 2500
Smith , Jane Veacation Payout 144.00 18.00
Totals for Smith , Jane 1,376.00 172.00
8824 W esslier, Johnaton Emergency Leave 8.00 1.07
5524 W esslier, Johnaton Jerry 8.00 107
8524 Wesslier, Johnaton Lieu Taken 200 027
5524 W esslier, Johnaton Regular 24.00 320
5524 Wesslier, Johnaten Sick 37.00 493 2
85624 W esslier, Johnaton Statutery Heoliday 32.00 427
8624 W esslier, Johnaton Vacation Earned 40.00 5.33
524 W esslier, Johnaton Vaeation Payout 48.00 8.40
Totals for Wesslier , Johnaton 199.00 26.53 2
Grand Totals: 13,359.25 1686.21 2

Sample Report - Totals Only Report

Time: 100 AM Attendance - Employee Totals Report RZATTENSTO
No date entered
Employee Nbr. / Name Hours Days Incident
221026 Abbott . John 165.00 20.63
221028 Abel . Alex 663.00 82.88
1014 Anderson . Dane 135.00 16.88
1050 Armstrong , Bob 171.00 21.38
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Attendance Audit Master

This report is used to determine the origin of attendance records, e.g. what changes were

made to attendance records, when they were changed and who made the changes.

I info:HR - [Attendance Audit Master File Update]

& File Move Find Import/Export Applicant Tracking Windows
OR& 4+ vaua-FME

& nfoHR =

Counseing
Educations/Skils

Folowlps Last Update Date Range [ To

FolowUps Emai Log

Posiions/Skils/E valuation

Seriory

Setup Page Biesk on Emplogee. (X
Teminations

Wak Histoy/Compensalion o e

- ] Statisics FoRy Ao

-7 Mass Updates Grouping #1 Division ~
£ sewn Final Sot Attendance Date -
24 InpotErpor

£ Papned -

@

K<)

]

& § Emplogee
- Postion & MActive Employee] " Terminated Employee
5] Repatts
5] Atendance and Entilements Division: Q[ |
=] Aconsal
Ansiics Depatment Q[ ]
Attendance Audit Master e Q[ |
Atendance Bonus Poins
Atendance Calendat Urion Q ]
Attendance History Status Q[ |
Compensaton Tine
ooy FPTsEMROT Q[ ]
Emergency Leave Enployee Number Ll ]
Enlilements
€5 Requests - Transac) ShSuperir Ll ‘
Future Enlidlements. Region Q[ ]
Houry Entlemerts
Ovettime Bank = oty Al |
Ovetine Bank Lost Hou Section Q[ ]
] Timesheet Stetus
| Vot Schetide Atendance Codes Q[ _ ]
- | Employee Infomation Prov.of Residence Q[ | Prov. of Employment Q[ |

Courlry - Countiy of Employment ~

Health and Safety Upload Flag YR User

With this report users can determine which module generated an attendance record. It will
display who generated or changed a record and what date and time the record was created or

changed.

Sample Report - Attendance Audit Report

Time: 12:47:22 PM Attendance Audit Report RZATTAUDIT2
Changed
Employee Nbr/Name Reason Weekday From Date Hours Time Changed By Changed In
1102 Abbott, Jonn Comp Earned Friday 40111 2000 03:28.10 993958988 INFORR
1080 Armstrong-Smith , Srant Frigay 2000 14:45:21 988988988 INFOHR
Friday 200 14:45:31 909899988 INFOHR
11026 Abbott. John Monday 200 11:18 AM989999939 Essap
1081 Adams . Karen Saturday 800 11:29 AM998999988 Essap
Totals for Comp Earned 56.00
as24 Wesshier . Johnaton Emergency Leave Thursday 113 800 21313 14:48:30 999999999 IHRATT
11028 Abbett , John Monday 102112 200 10/21/12 13:20:41 999999989 IHRATT
Totals for Emergency Leave 10.00
11026 Abbott, donn Flost Day Tuesdsy arzrsz 500 70314 08:29.10 999999999 INFOHR
W ednes day ez 800  TIOBH4  08:29:10 999599985 INFOHR
1950 Armstrong-Smith | Grant W ednes day 4192 800 20514 14:45:31 999999980 INFOHR
Friday stz B00 20814 14:45:31 999999999 INFOHR
11026 Abbot . John W ednes day aarma 500 08:29:10 999998988 INFOHR
Thursday 4/01/83 £.00 08:29:10 999999989 INFOHR
1050 Armstrong-Smith | Grant Thursday 13 800 14:45:31 989999999 INFOHR
Saturday so183 800 14:45:31 999999999 INFOHR
Friday 7.00 14:45:31 999999999 INFOHR
Saturday 7.00 14:45:31 999999989 INFOHR
Monday 2500 14:45:31 999999999 INFOHR
Monday 800 14:45:31 999999999 INFOHR
5545 Darksey . Pat Tuesday 800 12:53 PM988999999 TSAP
W ednes day 800 1253 Fi9ss9sesss TSAF
Thursday 800 12:53 PM983999935 TSA
Friday 800 12:53 PM983999935 TSAP
3011 Abel. Samantha Thursday enoita 800 2:01 PM 999999980 Essar
Totals for Float Day 146.00
Cegenc
2554 -E5S Anendance IHRAD - PayPerod Master  HRATU - An TSE - Timeshest Data Entry
238K - £55 Aniendance Histery IHRBAT -
5547 <55 Approvsl IHRFOR-
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Attendance Bonus Points
Some Attendance Management programs evaluate different types of absenteeism by assigning
Point values to those different types. An accumulation of point values over a period of time may

result in recognition awards for attendance and/or may be part of the disciplinary process for
absenteeism.

Point Setup
1. Assign Point values to Attendance Reason codes. Point values can be positive (+) or
negative (-).

2. Create an Attendance record for each employee that will record the employee’s “as at”
total point value.

3. If the “as at” total point value is prior to the date for which there are Attendance
records in the system, then run the Point Tool.

4. Enter Attendance records as usual.

5. Run the Attendance Bonus Points report(s) as required.

Screen Layout

i) info:HR - [Attendance Bonus Points Report]

& file Move Find Import/Export Applicant Tracking Windows
OR& 4 veu-BE

[@warn - Selection Citeia

& 4 Enplyee Divison Q] [
2 ) % TS
"5 1] Aterdance and Eilements| |  Locan Q 3 Tumdy
i e Q 5. Thursday
S & 7S
FIPTSENROT @
Enployee Number
Supervisor L)
Chage Code C 1
Reason Q
From Date / ToDate [ m
Day of Week [ and [
shit |
El nctent C1 imenive [] ot [ ]
Fogen L — sy [T
AdinBy al__1 secin Q[ ]
Fuom  ToPon C 1

Type of Repott © Detsled O Summay O TowlPorts [ Include Aendance Histoyy

I™ Biing Forward Al Points
Beport Grouping
Grouping #1
Grouping #2
Final Sort
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Sample Report - Attendance Bonus Points Detailed

Time: 12:51:18 P Attendance Bonus Points Detail Report RIPOINT
No date entered
Employee Nbr / Name Reason Date Hours Points Running Total
11026 Abbott . Joha Regular 8.00 00 0.00
11026 Abbott, Joha FloatDay 500 0.0 0.00
0.00
11026 Abbott  Joha Float Day 4/01/92 8.00 00 0.00
11026 Atbott, John Vacation 4/05/92 8.00 0.0 0.00
11026 Abbott , John Vacation 4/15/92 16.00 00 0.00
11026 Abbott  John Sielc 4/16/92 700 00 0.00
11026 Abbott, Joha Vacation. 4/16/92 16.00 0.0 0.00
11026 Abbott , John ‘WCB/Lost Time 4/16/92 700 00 0.00
11026 Abbott , John Vacation 417192 800 00 0.00
April 1992 0.00
11026 Abbott, Joha Vacation. 8.00 0.0 0.00
100 0o 0.00
11026 Abbott , John Vacation 8.00 0.0 0.00
11026 Abbott, John Vacation 8.00 0.0 0.00
11026 Abbott , John Vacation. 8.00 00 0.00
11026 Abbott, Joha Vacation. 8.00 0.0 0.00
11026 Abbott , John Vacation 8.00 00 0.00
11026 Abbott , John Vacation 8.00 0.0 0.00
0.00
11026 Abbott . John 8.00 00 0.00
11026 Abbott , Joha 8.00 0.0 0.00
11026 Abbott . John 8.00 00 0.00
0.00
Sample Report - Attendance Bonus Points Summary
Time: 12:52:40 P Attendance Bonus Points Report RIPOINTS
No date entered
Employee Nbr /Name Points Bring Forward Points Total Points
5505  Smith, Jane 0.00 0.00 0.00
Detailed: Month Points
December 1996 0.00
Janvary 2013 0.00
May 2013 0.00
July 2013 0.00
October 2013 0.00
November 2013 0.00
December 2013 0.00
Janvary 2014 0.00
Febroary 2014 0.00
March 2014 0.00
April 2014 0.00
May 2014 0.00
. .
Sample Report - Attendance Bonus Points Total Points
Time: 1:00:42 P Attendance Bonus Points Report RIPOINTT
No date entered
Division West Coast Branch
EmployeeNbr /Name Points Bring Forward Points Total Points
11026 Abbott  John 8.00 0.00 8.00
8524 ‘Wesslier , Johnaton 0.00 0.00 0.00
West Coast Branch 8.00 0.00 8.00

Version Effective: 8.2

Page 15



info:HR Reports User Manual

Attendance Calendar
The purpose of this report is to give a visual display of the employees’ Attendance records.

Screen Layout

) info:HR - [Attendance Calendar]
&' File Move Find Import/Export Applicant Tracking Windows

OR& Va-EE
@ infoHR . Selection Criteria
@ § Employee Division Q |
o Pusin Depatment Q ]
1] Attendance and Entilements Location Q
| Accrual Ui Q
Aftendance
| Atendance Audt Master Sl Q
IF ints | FT/PT/SE/TR/OT Q |
| Attendance Calendar Employes Number
£ Attendance History
=] Compensatory Time Supervisot i
| Costed Attendance Region Q
| Emergency Leave I
=] Entirents iy aL_J
| ESS Requests - Transac! Section C V|
| Future Enitlements Shit T
| Houly Entilements L]
| Ovetime Bank 3| Resx al
| Ovetime Bank Lost Hour
i| Timesheet Status % Show All Employees I~ Absent
| Wik Schedule
-] Employes Information Tope of Report
Counseling
-] Educations/Skills  Ciystal Report © Excel
Follow-Ups.
| Follow-Ups Email Log
(| Health and Safety © Annual € Month © Weekly € Rolling
Positions/Skills/E valuation
Seniority Year
) Setup
Terminations
& ‘Work History/Compensation
& Statistics N
s ey
&) Mass Updates Repou Groupis
& P S — |
i [neotExior Final Sort Emploges Name ~
= Payweb
Tl i 3
e This report can be run for all attendance codes by leaving the Reason field blank. To

view absent codes only, check the Absent box.

This report can be displayed in Crystal Report or Excel format by selecting from Type of
Report.

Select how you would like the report to display (Annual, Month, Weekly or Rolling) and
enter the applicable date information in which the attendance records fall under.

Sample Report — Attendance Calendar Annual

Time:  11:27:39 AM MONTHLY EMPLOYEE ATTENDANCE CALENDAR RZACAM
Asof Apr 01,2013 through Apr 30, 2013
1l2]ala|s s s o |10 m || ||s|1e|1r || 2|0 n]|n|u|s|s|r|s|s|n|a
e o [ P e P
o cous| vac
Frey o W W
=T [ o e T o r o
o [ o W W
Fre o W W
= e PRy " e r o
vac | vae | vae vac
Py Frege YT PreaiF
e oS P Fear = [ = =
ot a
. i = [ ey PaET PRaE
S Proy o W W
i et == == == ==
couz|cous) coxr
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Sample Report — Attendance Calendar Monthly

Time:  1:03:28 PM MONTHLY EMPLOYEE ATTENDANCE CALENDAR REAHEAM
Asof Mar 01,2014 through Mar 31, 2014

e o A o B e ey
T [ 5o A T [ 5o e T [ 5o

rrar [ruay frray | rar v |7y [riay £ £ e £
B, i T Er ] T [ 5o B e £
Bem o Era Era Erea PN e ey
o T [ 5o AT T |55 P e T [
g B Erea ey a7 3% e ey Ea e [

Time:  1:04:49 PM WEEKLY EMPLOYEE ATTENDANCE CALENDAR RZAUCAW

Abbott, John
Absl, Samanthz
{ {
Adams, Karen SAT SUN
| |
Atan SAT SUN
{ |
Asmst SAT SUN
l |
Browa, Thomas SAT SUN
75 75 7.5 7.5
TLAY TLAY TLAY TLAY TLAY
Brow: SAT SUN
| \
Datisey, Pat SAT SUN
COUR Coune et
STaT
st
sLTD
oter =
>
FLex
vacr
»To.
T

Sample Report — Attendance Calendar Rolling

Time:  1:09:38 PM ANNUAL EMPLOYEE ATTENDANCE CALENDAR RZAttCAL
Asof Oct 01, 2013 through Jun 30, 2014

Abbott, John - (11026)

1 213 4|8 6|7 8|9 10 |11 12| 13/14 | 15/ 16 | 17( 18 223 23 27 (28 |29 | 30|31
October 2013 iINEN | el HeemEr =R
November 2013 e et 5.5 T e ol
December 2013 e 5 u | = . 2 s
January 2014 = W T e —

B
February 2014 0 | R e o
Mareh 2014 = [ 7 R £ = T [
April2014 T e
May 2014 == EaE T ‘ Fa =
o i = E T ‘ T T
| s
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Attendance History

The purpose of this report is to help the user view attendance history details for all employees.
This report looks at data captured in the Attendance History. Depending on the selection
criteria you may choose to include current Attendance in the report.

Screen Layout

I info:HR - [Attendance Report Including Historical Data]
5 File Move Find Import/Bxport Applicant Tracking Windows
OR& 4+ V-
[@worA  » Selection Ctesia
-4 Come Oivson Q | [ Days of the Week
T 1-Sunday
= fey Depatnent Q I | 2oy
5 £] Attendance and Enilements Locston Q] 3 Tuesday
hecual 3 Wednesdy
Urion Q 5. Thasdsy
Staus Q ©-Fidsy
7oy
FIRTSEMRAT @
Erplpeetiunber G
Supenisor L
Resson Q
Chasge Code - Upload Flag |
FiomDate/ToDate | | — PosionCode Q]
Day of Week. and |
shit Hous>=" 1
Incident — Incenti Houss'¢="
Region Qq Seniorty
Adin e
o | vl it ? AL scnp S AL
Account Code Q Machios S IQ)
Educations/Skills
FolowUps
Folowllps EmaiLog Type of Report ® Detaled O Sunmay I S Coiear
-] Heslh and Safey I Abeent
& ‘;;/SK""E ahind Report Grouping ™ Use curent Reporting Authorly
s S e e ™ Use Orgnl e Date
sons
@ ‘Work History/Compensation e Elopos oo =
@] Statisics Grouping #3 [Attendance Code =
943 Mass Updates Final St endance Date =
52 Seup
£

This report shares the same Selection Criteria as the Attendance Report except that it includes
both non-archived and archived records.
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Sample Report — Attendance Detailed

Time: 11:34:39 AM Attendance Report Including Historical Data RZATTDHD
As of 01/01/2011 throug h 30/04/2011
E mployee Nbrilame Reasan Date  Dayof Week Hours Days ChageCode Inc.  Incentive Sen.
221028 Abbott, John vacstion 171032011 Thursdsy 400 050 N No
Totals for  Vacation 400 050
Totals for Abbott, John 4.00 0.50
1081 Adams , Karen Gomp time earned 12022011 Monday 200 0.2 N No N
Totals for  Comp time earned 200 025
1081 Adams . Karen Vacation 011 Manday 5.00 083 N Mo ¥
110212011 Friday 10.00 125 N No ¥
02/2011W ednes da 8.00 100 N No ¥
0740212011 Monday 500 063 N No ¥
040212011 Friday 7.00 088 N No ¥
020212011 Thurs day 7.00 088 N Mo ¥
020212011 W ednes as 7.00 083 N No ¥
Totals for  Vacation 4900 643
Totals for Adams , Karen 51.00 638
1012 Anderson , Dane vacation 09022011 W ednes da <00 0.40 N No ¥
Totals for  Vacation 400 040
Totals for Anderson , Dane 400 0.40
1080 Armstrong . Bab Comp time earned 11032011 Friday 400 0.50 N No N
07/03/2011 Monday 200 038 N Mo N
Totals for  Comp time earned 700 038
1080 Armstrong . Bab Vacation 21/0412011 Thursday as 0.44 N No ¥
Time: 1:12:50 PM Attendance Summary Report Including Historical Data RZATTDHS
No date entered
Employee Nbr. /| Name Reason Hours Days Incident
11026 Abbott . John Emergency Leave 200 0.25
11028 Abbott , John Flost Day 26.00
11028 Abbott , John Lieu Banked @ 1.5 24.00
11028 Abbott , John Lieu Earned 88.00
11028 Abbott . John Lieu Taken 48.00
11028 Abbott , John Sick 148.00
11028 Abbott , John Vacation 1.292.50
Totals for Abbott, John 1,625.50
3011 Abel , Samantha Flest Day 8.00
2011 Abel , Samantha Lieu Earned 5.00
3011 Abel  Samantha Vacation 124.00
Totals for Abel , Samantha 137.00 1713
1051 Adams , Karen Flost Day 3z.00 4.00
1051 Adams , Karen Lieu Earned 11.00 138
1051 Adams , Karen Lieu Taken 200 025
1051 Adsms | Karen Sick 184.00 22.00 1
1051 Adsms | Karen Vacation £40.00 6750
Totals for ~ Adams, Karen 769.00 96.13 1
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Compensatory Time

The purpose of this report is to list all compensatory time earned and taken for employees.

Compensatory Time is the time taken off in lieu of being paid overtime. Overtime hours are
recorded in the Attendance function for all Attendance Reason Codes that begin with “OT”.

Hours taken off in lieu of being paid overtime are recorded using Attendance Reason Codes
beginning with “CT”.

This report calculates and displays the balance, i.e., compensatory time outstanding for each
employee or group of employees selected. The balance is calculated by subtracting the number
of CT hours from the number of OT hours for the From/To Date range entered on the
Compensatory Time Report Selection Criteria grid.

Choose the Detail option to have the system displays the dates on which the OT and CT were
taken for each employee or group of employees. The Summary displays a one-line summation
of OT, CT, and Balance for each employee or group of employees selected.

) info:HR - [Compensatory Time Report]
& File Move Find Import/Export Applicant Tracking Windows
OR& R 1E

& infoHR . Selection Criteria
& Employee Division

& & Pesiion Denartnent

& Repots

Location

I

s
-] Attendance and Entitlements

Urion

Attendance

Aftendance Audit Master
| Attendance Bonus Points FT/PT/SE/TR/OT
Attendance Calendar Employee Number
Attendance History
Compensalary Time
| Costed Attendance From Date / To Date
] Emergency Leave. Region Shit
| Entitlements

] £S5 Requests - Transact | AdTinBy

Status

Repotting Authority

22]] ]

PPEZZLPPPPP

Section Q
Fulure Enilemerts Eamed/Not Taken Within Morths
] Houls Eriveimeats Chaige Code 0/5 Hous Excesded

] overtime Bank =
Overtime Bank Lost Hour Positon Group. Q

Work Schedue Type of Repott ® Deted O Summay I (ks Abardance ity
-] Employee Informalion

Counseling Report Grouping
Educations/Skils

Folontpe Grouping 1 Division

] Follow-Ups Email Log Grouping 2 Employee Name
] Heath and Safely Grouping #3
Posiions/Skils/E valuation
Seniory

Sewp

] Teminations

Work History/Compensation

Lefldledle

Employee Name
Final Sort Atendance Date

-] Statistis
22 Mass Updates
@ B Setup

24 Import/Expart

g Payweb S

o Type of Report — A Detailed report will list each day of the week the attendance code
was used. A Summary report will tally up the hours and give the total value.

e If checked, Include Attendance History will show attendance details from both the
current attendance and attendance history screens.
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Sample Report — Compensatory Time Detailed

Time: 1:14:16 PM Detailed Compensatory Time Report RZCOMPTD
Day of #+: [nHours #%% BalancelIn
Emplovee Nbr/Name Reporting Authority Week Date Earned Taken Balance Equivalent Days
3011  Abel, Samantha Browning , Janice Monday 6/02/14 5.00 5.00 0.63
Totals for: Abel, Samantha 5,00 0.00 5.00 0.63
8524  Wasslier , Johnaton Abbott . John Frday 12/06/13 2.00 -2.00 027
Totals for: Wesslier , Johnaton 0.00 00 =200 -0.27
TotalF or Company: 5.00 2.00 3.00 0.36
Sample Report — Compensatory Time Summary
Time: 11:43:01 AM Summarized Compensatory T ime Report RICOMPS1
#%% [p Hours ##% Balance In Extended
Employ ee Nbr/Name Reporting Authority Earned Taken Balance Equivalent Days Cost
221026 Abbott, John Armstrong , Bob 13.00 4.00 5.00 113 41598
1014 Anderson . Dans Kinz . Deborah 12.00 0.00 12.00 1.20 23540
1050 Armstrong . Bob Abbott, John 17.00 1.00 16.00 2.00 623.04
5000 Haile , Jenny Dac, Jeri 200 L350 0.50 0.06 14.00
1053 Mansglebe | Jayne King , Deborah 4.00 1.00 3.00 0.38 29.19
1027 Saundars . Carey Drae . Jeri 1.50 0.50 1.00 0.13 43.7%
TotalF or Company: 49,50 8.00 4150 4.89 1,365.40
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Costed Attendance
This is used to view an attendance/absenteeism report for the current year and includes labour

costs. So, for example, you can generate a report that tells you what sick time costs are in terms
of lost working hours.

The costing formula is: Attendance Hours multiplied by Employee’s Per Hour Salary. If the

employee is not paid on an hourly basis the report calculates the effective hourly rate using the
salary.

The Selection Criteria and Report Groupings option are the same as that of the Attendance
Master and Attendance History Reports.

Screen Layout

@ iR - (Cosed Attendance Report]

&' File Move Find Email Import/Esport Applicant Tracking Windows

anRs w-omE

@ rioHA ‘Selection Ciiteria

# § Emploges

UploadFlag [~

TeolRepot @ Detsied O Sunmay

O Emphyee Totals Orly I~ Absent ¥ Cost At Historical Rates
=

™ Include Teminted Enplopees

e The Day of the Week allows you to use the legend in the top right hand corner to view
specific days that attendance codes have been used. For example, If you want to know
who is sick on Monday and Fridays, you will enter 2 and 6 in Day of the Week.

o Type of Report — A Detailed report will list each day of the week the attendance code
was used. A Summary report will tally up the hours and give the total value.

e Cost at Historical Rates defaults to being checked off. If checked, the system will look at
the rate of pay when the attendance data was entered, not the current rate of pay.
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Sample Report —Costed Attendance Detailed

Time: 11:53:43 A Costed Attendance Report RZATTCHT
As of 01/04/2013 through 30/04/2013
Employee Hbrilame Reason Date Day of Hours Days Costs Charge Inc. Incentive Sen.
Week Code
221026 Abbott, John Compg time earned Menday 500 o2 22110 u No N
Totalfor  Comp time earned 5.00 0.63 231.10
221026 Abbott, John Course 040412013 Thursday 700 088 2354 u No N
Totalfor  Course 700 088 32354
221026 Abbett, John Vacation 09/04/2013 Tuesday 7.00 088 32254 N No. hd
Total for  Vacation 700 088 323.54
Total for  Abbott, John 19.00 238 878.18 0
1012 Brown . Thomas Vaestion Wonday 700 088 u No ¥
191042013 Frigay 700 oss N No g
18/04/2013 Thursday 700 o8s N No g
17/042013 W ednesds 700 oss N No g
Total for  Vacation 2800 350
Totalfor  Brown , Thomas 2800  3.50 542.08 0
5000 Hasile, Jenny Comp fime sarned 150412012 Monday 200 o025 s8.00 N No N
Total for  Comp time eamned 200 025 56.00
5000 Haile . Jenny Gomp fime taken 181042013 Thursday 150  0as 4200 N No N
Totalfor  Comp time taken 1.50 0.19 42.00
Total for  Haile , Jenny 350 044 98.00 0
1012 King , Deborah Cenference 24042013 W ednesda 700 o8s 33856 N No N
Total for  Conference 7.00 088 336.56
Time: 2:03:40 PM Costed Attendance Summary Report RZATTCHS
No date entered
Employee Nbr. ! Name Reason Hours Days Costs Incident
78631 Adamson, Jennifer Vacation Payout £0.00 10.00 0.00
78631 Adamson , Jennifer Vacation Earned 20.00 10.00 0.00
Total for Adamson , Jennifer 256.00 32.00 208.45
1050 Armstrong-Smith , Grant Couse 120.00
1050 Armstrong-Smith , Grant Lieu Taken 24.50
1050 Armstrong-Smith , Grant Flost Day 79.00
1050 Armstrong-Smith , Grant Jerry 9.00
1080 Armstrong-Smith , Grant Lieu Earned 7575
1050 Armstrong-Smith , Grant Lieu Banked @ 1.5 20,00
1050 Armstrong-Smith , Grant BRING FORWARD COMP HOURS 8.00
1050 Armstrong-Smith , Grant PTO Taken 8.00
1050 Armstrong-Smith , Grant PTO Esrned 0.00
1050 Armstrong-Smith ., Grant Regular €2.00
1050 Armstrong-Smith , Grant Sick 716.00
1080 Armstrong-Smith , Grant Sick Payout 84.00
1080 Armstrong-Smith . Grant Ststutory Holidsy 19200
1050 Armstrong-Smith , Grant Vacation 1,015.00
1050 Armstrong-Smith . Grant Vacation Payout 26.00
10580 Armstrong-Smith , Grant Wacation Earned 200.00
1050 Armstrong-Smith , Grant Comp Earned 26.00
1050 Armstrong-Smith , Grant W CB/lLost Time 16.00
Total for Armstrong-5mith , Grant 2,799.25 349.91 92,417.54
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Sample Report - Employee Totals Only

Time: 10:40:25 AM

Employee Nbr. /| Name
221028 Apbott, John
Total for Abbott, John

3001  Abel, Alex
Total for Abel , Alex

1014 Anderson . Dane
Total for Anderson , Dane

1080  Armstrong , Bob
Total for Armstrong, Bob

2028 Browning , Janice
Total for Browning , Janice

1054 Harper, Betsy
Total for Harper, Betsy

1012 King , Deborah
Total for King , Deborah

2210 Q'Hars . Jeri
Total for O'Hara, Jer
5884 Sartre . Mary-Ellen
Total for Sartre, Mary-Ellen

11011 YOUNG , YOGI
Total for YOUNG , YOG

No date entered

Hours
4200

42.00

196.00
196.00

36.00
36.00

75.00
75.00

18.00
18.00

500
5.00

200
2,00

7.00
7.00

10.26
10.25

83.50
83.50

Grand Totals: 474.75

Costed Attendance - Employee Totals Report

Days
5.25

525

24.50
24.50

4.50
4.50

938
9.38

225
225

063
0.63

025
0.25

093
0.93

128
1.28

48.96

RZATTCHS

Costs
212400

2,124.00
5,455.31
5,455.31

20483
204.63

311828
3,116.28

352.00
352.00

69.10
69.10

0.00

0.00
167.79
167.79

23208

232.06

951.72
951.72

12,672.89

Incid
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Emergency Leave

This report displays the Emergency Leave taken for each of the selected employees and shows
the balance of Emergency Leave. The user must enter the Emergency Leave (in days). The
employees’ outstanding balances will be calculated by subtracting their leave taken from this
amount. If an employee does not have hours per day set up for their current position, they will

be excluded on this report.

Screen Layout

[ info:HR - [Emergency Leave Report]
&' File Move Find Email Impor/Export Applicant Tracking Windows
akée - o E

[@ifoHR  Selection Ciiteria

B § Emplopee Division Qf
G Povion Depatment q
&[] Repotts
5[] Attendance and Eriilemerts Localion QU
Accrual Urion Q
Attendance
Attendance Audit Master St Q
Altendence Bonus Poiis Category Q
Attendance Calendar Enployes Nimbsc i
Attendance History
Compensatory Time Hopotrg futaly Lid
Costed Attendance. From Date 7 To Date e 273118
Emergency Leave Region C_ ]
Entilements a
£55 Requests - Transaction Audt Areeteeedby QL]
Future Entlements Soolkn Q
gumz E n;ﬂell:nl& shit
vettme Bari —1
Dvettime Bank Lost Hours Emergency Leave (in days)
Timesheet
Timesheet Status Type of Repart ® Detsied O Summay ™ Include Atendance History
Work Schedu
sl I Show Paid/Unpaid
Employee Informaiion
Report Grouping
Counseling
Document Type Grouping #1 Divison ~
Educations/Skils =
Grouping #2 =
Folowups Meru o Enplores None =
Folowups Menu Emai Log Grouping 43 Employee Name =
Forms Final Sont Atendence Dok
] Health and Safety -
Postions/Skils/Evauaion

o Type of Report — A Detailed report will list each day of the week the attendance code

was used. A Summary report will tally up the hours and give the total value.

o If checked, Include Attendance History will show attendance details in the current

attendance screen and attendance history.

Sample Report — Emergency Leave Report Detailed

Time: 1:59:44 PM Detailed Emergency Leave Report RZEMELED
As of 6/01/14 through 12/31/14
Emergency Leave 10.00
Employee NbriName Reason Date Hours Taken Days Taken Qutstanding
11028 Abbott, John Emergency Leave TI18/14 18.00 2.00
Totals for: Abbott , John 16.00 2.00 £.00
Total For Company: 16.00 2.00 8.00
Sample Report — Emergency Leave Summary
Time: 1:57:30 PM Summarized E mergency Leave Report RIEMELES
As of 1/01/14 through 12/31/14
Emergency Leave 10.00
Employee NbriName Position Hours Taken  Days Taken Outstanding
11026 Abbott ,John Chief Information Officer 16.00 2.00 8.00
3011 Abel,Samantha HR Generalist 8.00 1.00 8.00
1231 Sampson , Harry Receptionist 152.00 19.00 5.00
5505 Smith  Jane Developer T04.00 88.00 -78.00
Total For Company: 880,00 110.00 70,00
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Entitlements
When this report is generated, the system subtracts the time recorded in Attendance from the
earned entitlements and displays the amounts outstanding for the From and To Dates.

Screen Layout

I info:HR - [Entitlements Report]
S File Move Find Import/Export Applicant Tracking Windows

ok e LR e

© rfoHh T Selection Ciiteria
- § Employee Division Q ]
& £ Posiion
5] Repotts Department Q ]
1] Attendance and Entitlements Location Q[ ]
| Acoral Uriees
| Attendance R
| Atendance Audt Master sl Q[
| Atendance BonusPaits| | FTPT/SETRAT @
Atendance Calendar
= Emplopee Number
£ Atendance History Pl L4
| Compensatory Time Supervisor il
= Ea:l:dAﬂe:dan:e Display Fows =]
| Emergency Leave
| Eniitements Region Q
| £S5 Requests - Transac! Advin By Y|
Future Entillements
| Houry Entilements Sectony QL]
| Overtime Bank. = Shit ]
| Ovetime Bark Lost Hour
| Timesheet Status
Work Schedule

-] Employe Infomation

Counseling [™ Show Hourly Entitlements
-] Educations/Skils [~ Show Compensatory Time

Follow-Ups I Show Attendance Details

Folotips el Log ™ Show Enilement Cost Only

£61-£ Health and Safety
Postions/Skils/E valuation

Serioity [~ Show Calculsted
@] Setup
Teminations
& ‘Work History/Compensation Report Grouping
& Statistics
62 Mass Updates Stowig 41 Divisior <
- 8 Setup Final Sort [Employee Name
224 Impor/Export
:Q Payweb

e This report can Display Entitlements in Hours or Days by using the drop down.

e Show Hourly Entitlements will include any hourly entitlements that are set up for
employees.

e Show Compensatory Time will include the earned, taken and outstanding balance of
comp time.

o Show Attendance Detail will list days taken for each of the entitlements.

e Show Entitlement Cost Only gives the extended cost associated with the entitlement
based on the employee’s current rate of pay.

e Show Calculated is used if entitlements are given on a monthly basis. This will give the
value of the entire year’s entitlement.

Sample Report — Hourly Entitlements with Compensatory Time

Time: 2:05:28 PM Vacation and Sick Time Information in Hours RZENTHRT
{Includes The Hourly Information)

Abbott, John EXCEEDED
Vacation Time Previous Year Current Year Taken Qutstanding Date Range
162.00 480.00 2200 80000 31514 TO 314/15
Sick Time Previous Year Current Year Taken Qutstanding Date Range
0.00 12.00 28.00 -16.00 101/14 TO 12431714
H ourly E ntittements Data Range Previous E ntitled Taken Outstanding
Float Day 40113 To 314 0.00 80.00
Couse 10113 1o 123113 0.00 100.00
Float Day 4101114 15 3MME £80.00 0.00
PTO Earned 1101114 15 10314 0.00 0.00
Vo calice Eaned 101114 7o 123114 0.00 20000 2400 176.00
COMPENSATORY TIME 122.00 48.00 78.00

Abel, Samantha

Vacation Time Previous Year Current Year Taken Qutstanding Date Range
116.00 320.22 112.00 324.22 8/01/14 TO 5/21/15
Sick Time Previous Year Current Year Taken Qutstanding Date Range
80.00 12.00 0.00 92.00 101/14 TO 12031714
Hourly Entitlements Entitled Taken Outstanding
COMPENSATCORY TIME 5.00 0.00 5.00

Version Effective: 8.2 Page 26



info:HR Reports User Manual

ESS Requests - Transaction Audit
This report is used to view all ESS requests that have been created for Vacation or Time Off.
When an employee makes a Vacation or Time Off request the system assigns a request ID and
the request will be logged in the system. Your organization must be using the ESS module to
produce this report.

Screen Layout

B el S R

o At Rapor]

¥ ShowAspocd P
R ShowvagporesFiod

e This report will display transactions by either Vacation Request Date or by Transaction
Date. Use the appropriate date range to view requests.

e Show Vacation Requests will show Vacation Requests only.

o Show Time Off Request will show Time Off Requests only.

e Check both if you would like to see both Vacation and Time Off Requests on the same
report.

e Transaction Types allows the user to select the transaction types desired.

Sample Report — ESS Transactions Vacation and Time Off Requests

Time: 11:28:20 AM

Employee: 221026

Abbott, John

ESSREQUESTS - TRANSACTION AUDIT REPORT

RZESSREQTRNAUD1

Requestid Request FromDate ToDate Reason Hours  Trans. Supervisor Email Action Bywnom Dateof  Time of
Type Type Action  Action
207 VR 32015 vac 500 NR  jsbboti@hrss.com Abbott, John Crested a request. 221026 12512015 3:26:00PM
id=207
207 VR vac  z00 AP jsbbotighiss.com Abbott, John Approved request 221026 5 229.00ru
id=207
Employee: 221026  Abbott, John
Requestid Request FromDate ToDate Reason Hours Trans. Supervisor Email Bywhom Dateof  Time of
Type Type Action  Action
208 TR mma01s 22015 oT 3 NR  jsbbotighrss.com nCrested a request. 221026 5 3:27:00FM
208 ™" oT 2w MB  jsbboti@hrss.com nUpdated arequest. 221026 5 2:2200PM
208 TR mz0ts 22015 oT  zm0 AP jsbboti@hrss.com n Approved request 221026 5 12:4400PM
Employee: 221026  Abbott, John
RequestlD Request FromDate ToDate Reason Hours Trans. Supervisor Email Action ByWhom Dateof  Time of
Type Type Action  Action
208 TR 31015 M5 SICF 500 NR  jsbboti@hrss.com Abbott, John Crested a request. 221026 3282015 2:28:00PM
208 TR i1 ImMs SICF 500 AP jsbbotighiss.com Abbott, John Approved request 221026 15 2:29:00FM
id=209
Employee: 221026  Abbott, John
Requestid Request FromDate ToDate Reason Hours Trans. Supervisor Email Action Bywnom Dateof  Time of
Type Type Action  Action
210 TR 3102018 02015 LATE 100 NR  jsbboti@hrss.com Abbott, John Created o request. 221026 282015 3:28:00FM
id=210
210 TR 2102015 02015 LATE 100 R4 jabboti@nrss.com Apbott, John Rejected raquast 221026 2252015 2:20:00PM
id=210
Request Types:
TR-Time Off Request VR - Vacation Request
Transaction Types:
oa NR RS - Resubmitied s ME - Mogifed DE - Dekte
R R ARF - approved Fa aF
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Future Entitlements
The purpose of this report is to show the projected amount of vacation, sick and hourly
entitlements for a given time frame for any year in the future. This report is displayed in Excel.

Screen Layout

Y info:HR - [Future Entitlements Report]

OR&| 4

& nfoHR

- § Employes
&1 Positon
1] Repotts

5] Attendance and Entilements
Aceal

Attendance

Attendance Audit Master
Attendance Borws Points

boa - E

Attendance Calendar
Attendance History
Compensatory Time

Costed Attendance:
Emergency Leave
Eniilements

ESS Requests - Transac)
Future Enlilements

Houly Eniilements
Overtime Bank =
Overtime Bark Lost Hour
Timesheet Status

Work Schedue

T TV T Y T YT 0

£ Emploee Information
] Counseling
Educations/Skils
FolowUps
FolowUps EmailLog
9| Healh and Safety

] Positons/Skils/Evahualion

Work Histoy/Compensation
-] Statisics

622 Mass Updates

- B Setup
244 Inpor/Export
£ Papmed >

5. File Move Find Impor/Export Applicant Tracking Windows

Selection Ciiteria

Division

Depariment

Location

I

Urion

Status

FI/PT/SE/TRAT

Employee Number

Supervisor

Hous  +

Display
Region
AdminBy
Section

]
I | —
1

shift
Future Entitlement

BE PPP BEPPPPPP

Effective Date

X Show Viacation Time
/X Show Sick Time
I~ Show Hourly Entitlements

[ Annuaized Enfilement
Report Grouping

Grouping #1
Final Soit

Division -]
ployes Name

e This report can Display Entitlements in Hours or Days by using the drop down.

e A Future Entitlement Date range must be entered, e.g. January 1-December 31, 2014.

e An Effective Date must be entered. This is the date you want to base the future
entitlement calculation on. For example, as of January 1, 2014 you want to know what

your employee’s entitlements will be.

e Show Vacation Time will display the vacation entitlement.
o Show Sick Time will display the sick entitlement.
o Show Hourly Entitlement will display all hourly entitlements.

Sample Report — Future Entitlements Showing Vacation, Sick and Hourly Entitlements

Al d J | Future Entitlements
| | A I B [ T D E F G H J K [T 5
1 [Future Entitlements |
2 Do Wiay 05,205
3 Time: 12:39:27
J
5 Group by (none)
6
7 Entitlements
8
9 Employee Entitlement Dates Vacation Sick__ sctor appointméTlex hours eameroating days « Moving day
10 Abbott, John 12/01/2013 - 12/31/2013 240.00 40.00 17.50 0.00 24.00 1388
1 01/01/2014 - 01/31/2014 240.00
12 0200112014 - 27262014 24000
13 03/01/2014 - 03/31/2014 240.00
14 04/01/2014 - 04/30/2014 240.00
15 05/01/2014 - 05/31/2014 240.00
16 06/01/2014 - 06/30/2014 240.00
17 07/01/2014 - 07/31/2014 240.00
18 Total 1920.00 40.00
19
20 Adams, Karen 12/01/2013 - 12/31/2013 240.00 120.00 17.50 0.00 24.00 188
21 01/01/2014 - 01/31/2014. 240.00
22 02/01/2014 - 02/28/2014 240.00
23 03/01/2014 - 03/31/2014 240.00
24 04/01/2014 - 04/30/2014 240.00
25 05/01/2014 - 05/31/2014 240.00
% 060112014 0673012014 20000
27 07/01/2014 - 07/31/2014 240.00
Iﬁ Total 5760.00 120.00
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Hourly Entitlements

The purpose of this report to view hourly entitlement details for employees. Hourly

Entitlements are time off entitlements other than Vacation and Sick, such as Float Days.

Screen Layout

) info:HR - [Hourly Entitiements Report]
© File Move Find Import/Export Applicant Tracking Windows
OR& 4+ taa-FE
o ioHA = Selection Ciiteria
@ Employee » r
& Posiion Ondsion Ql J
& L Repots Depatment Q| ]
5] Attendance and Entitlements Location [
=] Atendence Employee Number Ll ]
] Attendance Audit Master Supervisor Ll |
Attendance Borus Paints
| Attendance Calendar Ui Q[ J
| Attendance History Status Q[ _ _ ]
=| Eumn‘:‘aww Time Enitlement Codes Q[ Q Q a I View Entilement Descriptions.
osted Attendance -
=] Emergoncy Leavs FIPTSEMROT Q] ]
| Enttements Display? [Fows — ~]
| £S5 Requests - Transac!
| Future Entitements Flegony Ly
| Houly Entitlements Adnmin By Q|
Overine Bark =
= = Seci C_ 1
=] Overime Bark Lost Hour st Al
7] Timesheet Stetus From/ ToDate 2€]] 2¢]
] Waik Schedule st (]
Employee Information
Counseling I~ Show Altendence Detais
Educations/Skils
FollowUps .
Follow-Ups Email Log Report Grouping
Healh and Safety Grouping #1 Divison =
Posiions/Skils/Evaluation
Serioity Final Sott -
Setup
] Teminations
1] Wark History/Compensation
5] Stalisics
-2 Mass Updates
& 8 Setup
% Import/Export
4 Paywed -

e This report can Display Entitlements in Hours or Days by using the drop down.

e Specific hourly entitlement codes can be selected, if left blank all will appear on the
report.

e Show Attendance Detail will list days taken for each entitlements.

Sample Report — Hourly Entitlements

Time: 12:58:20 PM Hourly E ntitlements in Days
Employ e Nama Entitlement Previons Entiled  Taken Outstanding
Abbott, John Floating days off 0.00 3.00 0.00 3.00

Flex hovzs earned 0.00 0.00 2.00 2.00
Late 0.00 025 0.00 0.25
Moving day 0.00 023 2.00 023
Planned vacation 0.00 25.00 0.00 25.00
Sick 0.00 10.00 0.00 10.00
Adams, Karen Floating days off 0.00 263 2.00 263
Flex hovrs sarnad .00 000 0.00 0.00
Late 0.00 025 2.00 025
Moving day 0.00 023 0.00 0.23
Sick 0.00 575 0.00 8.75
Angersen, Dane Floating ¢ 0.00 3.00 2.00 3.00
Flex hou .00 000 0.00 0.00
Late 0.00 020 2.00 220
Moving day 0.00 019 0.00 0.18
Sick 0.00 10.00 0.00 10.00
Asmstrong, Bob Floating ¢ 0.00 3.50 288 0.63
Flex hov. 0.00 000 0.00 0.00
Late 0.00 025 025 2.00
Moving day 0.00 023 1.00
Planned vacation 0.00 2625 0.00
Sick 0.00 375 0.00

DateRange

0110112012
01/01/2012
01/01/2012
0110112012
01/01/2012
01/01/2012

01/01/2012
01/01/2012
0110112012
01/01/2012
0110112012

01/01/2012
0110112012
0110112012
01/01/2012
0110112012

01/01/2012
01/01/2012
0110112012
01/01/2012
01/01/2012
01/01/2012

31122012

212012
2012
2012

2012

2012

2012

2012

2012
272012
2012
12012

2012

2012
272012
2012
12012

2012

RZHENTDS

Excesded
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Overtime Bank
The purpose of this report is to help the user view a summary of the Overtime Bank. This report
will show any carry over from last year, what has been earned to date, what has been taken, an
outstanding balance, and the maximum hours that can be banked.

Screen Layout

Y info:HR - [Overtime Bank Report]

S File Move Find Import/Export Applicant Tracking Windows

OR& +tiaa-ME
© infoHR ~  Selection Criteria
& § Emplopee Divison QI |
¢ % :"::T Department Q] ]
51| Attendance and Eniilements| | Location Q
prkeal e Al ‘
| Attendance Audit Master Staks Q[ ]
| Attendance Bonus Points FT/PT/SE/TR/OT Q| |
2 Pt L I ]
| Compensatory Time Reporting Authority @
| N —
| Entiements Adnin By Q ]
=] 55 Requests - Transact | Posiion Group al__ ]
= [ st L1
= [ W B .
= Display Hours -
£ ;nj;/‘y:ij%z%z;: Type of Report @® Detaied O Summary I~ Hous Exceeded
| Counseling
[ e
| Positions/Skills/E valuation Grouping #1 Division Y
- fueg N e —
.23 o s e =
* & et
e This report can Display Entitlements in Hours or Days by using the drop down.
o Type of Report — A Detailed report will list each day of the week the attendance code
was used. A Summary report will tally up the hours and give the total value.
o If Hours Exceeded is checked, the report will show only employees who have exceeded
the maximum allotment of banked hours.
e A Sub Heading to Report may be entered if you would like to have a secondary title on

the report.

Sample Report — Summary Overtime Bank

Time 2:39:01 PM Summarized Overtime Bank Renort in Hours RIOVIBSL
Earned Max. OT
E mploy ee Nbr/N ame Reporting Authority Previous Cuwrent Taken Balince Availshle  Bank
221026 Abbott, Joha Armstrong , Bob 0.00 8.00 4.00 4.00 32.00 40.00
s, Karen Armstrong , Bob 0.00 0.00 0.00 0.00 24.00 24.00
s, Karen Brown , Thomas 0.00 0.00 0.00 0.00 24.00 2400
1051 Adams  Karen Brown , Thomas 0.00 0.00 0.00 0.00 24.00 24.00
1014  Anderson , Dane King , Deborah 0.00 0.00 0.00 0.00 40.00 40.00
1050  Armstrong , Bob Abbott, John 10.00 7.00 1.00 16.00 33.00 40.00
1013 Brown, Thomas Abbott, John 0.00 0.00 0.00 0.00 40.00 40.00
2210 Drac, Jeri Abbott, John 0.00 0.00 0.00 0.00 40.00 40.00
5000 Haile , Jenny Drac |, Tari 40.00 0.00 0.00 40.00 24.00 24.00
5001 Haile , William Sartra , Mary-Ellen 0.00 0.00 0.00 0.00 24.00 24.00
1054 Harper, Batsy Sartes | Mary-Ellan 12.00 0.00 0.00 12.00 40.00 40.00
1012 King ,Deborah Abbott, John 0.00 0.00 0.00 0.00 40.00 40.00
1032 Mansfield , Katherine Armstronz , Bob 0.00 0.00 0.00 0.00 40.00 40.00
1053 Mansglebe . Jayne King , Deborah 0.00 0.00 0.00 0.00 40.00 40.00
10231 Sampson, Harry Drac, Jeri 0.00 0.00 0.00 0.00 24.00 24.00
3884 Sartre , Mary-Ellen Abbott, John 0.00 0.00 0.00 0.00 40.00 40.00
1027 Sapnders, Carey Drac , Jeri 0.00 0.00 0.00 0.00 40.00 40.00
Total For Company: 62.00 15.00 500 T2.00 569.00 584.00
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Overtime Bank Lost Hours

The purpose of this report is to view the hours of overtime which were worked by an employee
that exceeds the maximum Overtime Bank. The Overtime Bank must be set up to produce this

report.

Screen Layout

[ iR 8.1 L Sstem < [Overime Bank Lost Howts Reportl

B Fle Move Find Email Impor/Bport Windows
aRka LRl ]

R —
= § Enplgee

2 Postion

= Repons

&g
Acenuol

sht )
Secion. Q
LotHous rooded [ |

BP PPEBPPPPPP

0 T 0 Y A T T

G

Koo -a

e As of Date allows you to enter a date up to which you would like to view the lost hours.
e Lost Hours Exceeded provides the ability to view hours in excess of the value entered.
o Example: if you would like to see how many employees lost more than 5 hours

you would enter 5 in this field and only those employees with more than 5 lost

hours will be reported.

Sample Report — Lost Hours Report

Time: L3526 PM Possible Previous ¥ ear Lost Hours Report
AsofDate: 05/06:2013

+44+ [nHours #+*

Employee NbrName Previous  Banked Taken Outstanding
11026 Abbow .Joha 6.00 43,00 12.00 4200
Total F or Company: 6.00 48.00 12.00 42.00

Lost Hours

8.00

8.00

RIOTLOS]
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Timesheet
The purpose of this report is to view the hours entered on a Timesheet for a given pay period.

Screen Layout

Iy infoHR 8.1.1 - Live Syster
& File Move Fin:

Oka

= infoHR

Empioyes
Posilion
] Reports

Atiendance and Entitlement
Aconal

Attendance
Attendance Audi Mast

Atendance Calendar
Aendance History
Compensatory Tine
Costed Attendance
Emergency Leave
Eniilements

Future Ertilements
Hour Ertilements
Ovetime Bank

Timesheet
Tirnesheet Status
| Work Sehedule
Employee Infomation
Counseling
Document Type

—| Educations/Skils

—| Followups Menu

| Foms
Health and Saety
Postions/Skils/Evalustion
Seriaily

Setup

Terminations

Stalistics
i/ Mass Updates

Attendance Banus Pairls

ESS Requests - Transac

Overime Bank Last Hou

—| Folow-ups Menu Emai Log

ort/Export  Windows

~  Selection Ciiteria

s

e

“wiork History/Compensation

Division
Deparment
Location

Urion

Status

Category
Employes Nurber
Year

Pay Period #
Fiom / To Dale
Region
Adinistered By
Section

Shit

Report Grouping

Final Sort

& Active Employee

" Terminated Employee

1

PPPEPL BPPPPPP

Employee Name

]|

mL

e Pay Period # allows you to select a pay period to be viewed.

Sample Report

Time: 12:02:09 PM

Employee:  Abel, A

lex

TIMESHEET

Status:

RZTimesheet

SUBMITTED

Attendance Reason | diiiins | masaois Eviets | crabe | cvessers | oresins | oisesiie | crosscis | vesid |overasis | ovssane | iesacrs | seses | Total
Regular 10 10 10 10 10 10 10 10 1 so00
Total Hours 1000 oo | 00 | 100 oo | w0 | e | w60 | 100 s000
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Timesheet Status

The purpose or this report is to view the status of Timesheets in the system. Depending on the
selection criteria, the user will be able to view all Timesheets statuses or only the statuses

selected. Your organization must have the Timesheets Module to produce this report.

Screen Layout

I infoHR 8.1.1 - Live System
&' file Move Find Import/Export Windows

Employee Information

Timesheet Status

Folow-ups Menu
Falow-ups Menu Emal Log
Forms

Health and S ofely
Postions./Skils/E valustion

‘work History/Compensation
Statistics
L Wass Updates -

« e r

W R OR A

ke
% o HR ele
Employes
Dvision

Posilon a

Repoits Depattment Q

] Mttendance and Ertitlements Lieation
s : L —
| Attendance el a4
=] Attendance Audit Master Status Q
=] Attendance Bonus Paints| e q
| Atendance Calendar
=] tendance History Employes Number 1§
| Compencatory Time Supervisor &
| Costed Attendance oar £
| Emergency Leave
| Enlilements Fiom Pay Period &
| E55 Requests - Transac| Fiom ¢ To Dele

Fulure Ertilements |
| Houly Entitemenis (= P PeriodCode q,
=] Overline Bark, Region Q]
Overtime Bank Lost Hour

S Tiveshost Adrinictered By Q[ ]
] Timesheet Status Section Q[ ]
] Wark Schedule Shift 1

Show Timesheet Not Entered
Show Timeshest Saved
Show Timesheet Approved
Show Timesheet Submited

To Pay Period it @

L |
[] Fom/TabDate
L1

X Show Timesheet Resubmited

X Show Timesheet Rejected
X Show Timesheet Approve /Foward

(I
2] — | E—

e A From and To pay period must be entered. The lookup can be used to select pay

periods.

e By default all Timesheet Statuses are checked. To view specific statuses ensure only
those are checked.

o Example: If you would like to see all Timesheet Statuses except Approved
uncheck Show Timesheet Approved. The report will not display the Approved
Timesheets.

Sample Report — All Status Timesheet Status Report

2 Time: 14:58:16

3

4 Employee Number | Name 201211
5 221026 Abbott, John ot entered
6 1051 Adams, Karen Not entered
7 1014 Anderson, Dane Mot entered
8 1050 Armstrong, Bob Not entered
9 1013 Brewn, Thomas Mot entered
10 2210 Drac, Jeri Not entered
1 5000 Haile, Jenny Not entered
12 5001 Haile, Wiliam Mot entered
13 1054 Harper, Betsy Not entered
14 1012 King, Deborah Not entered
15 1052 Mansfield, Katherine Not entered
16 1053 Mansglebe, Jayne Not entered
17 10231 Sampson, Harry Not entered
18 5984 Sartre, Mary-Ellen Leave of absence
19 1027 Saunders, Carey Mot entered
20

21

22 Total Number of Employees : 15

201212
HNot entered
HNot entered
Mot entered
Resubmitted
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered

Leave of absence = Leave of absence

Mot entered

201273
Not entered
Not entered
Not entered
Approved
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered

Mot entered

20124
Mot entered
HNot entered
Mot entered

Saved
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered
Mot entered

Leave of absence
Mot entered

Timesheet Status Report

201215
Not entered
Not entered
Not entered
Approved
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered

Leave of absence
Not entered

2012/
Not entered
Not entered
Not entered

Saved
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered

Leave of absence
Not entered

201217
Not entered
Not entered
Not entered

Saved
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered
Not entered

Leave of absence
Not entered
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Work Schedule

The purpose of this report is to view the details of work schedules for all employees who have a
work schedule created in the system. Work Schedule must be set up to produce this report.

Screen Layout

Y info:HR - [Work Schedule Report]

5 File Move Find Import/Export Applicant Tracking Windows
OR& 4+ la-B
“  Selection Criteria

Division Q|
i Depatment Q|
& Atendance and Entitlements
eyt i Q]
Attendance Urion Q[
Attendance Audit Master | Status
Attendance Bonus Points
Attendance Calendar FTIPT/SE/TRIOT Q [
Aftendance History Er
mployee Number §f [
Compensatory Time:
Costed Altendance Regon Q]
Emergency Leave Adrin By Q]

Entilements

ESS Requests - Transact | Section Q[ ]
Future Entilements FromDate

Houly Entilements

Overtine Bank =

Overtime Bank Lost Hou

Timesheet Stalus

0T QT T QTR T BT Y QT QYT T AT

Work Schedue Beport Grouping
| Employee Infomation Grouping #1 [sen =
] Counseling X
Educations/Skils e 12 = 5|
FolowUps Final Sont Enployee Name ~
] FollowUps Emai Log
] Healh and Safety
Positons /Skils/Evalualion
Seniority
Setup
Temminations
Wark History/Compensation
Statisics
2 Mass Updates

Setup
2 Import/Export

24 Payweb

e A From and To date can be entered to display work schedules within a specific date

range.

Sample Report

Time:  1:14:38 PM Work Schedule Report
Employee NumberiN ame FromDate ToDate Week# Sunday Monday Tuesday Wednesday Thursday
Abel, Alex 100515 100817 1 500 00 500 =00 500
2 500 500 500 500 500
2001 Abel, Alex 1on817  fo2120 4 000 800 800 800 200
2 000 200 £.00 800 .00
1013 Srown , Thomas 12191 1 0o 500 0.00 1000 000
2
3
s
1013 Srown . Thomas sams  sso0 1 000 750 800 800 800
2 000 750 800 800 800
2215 JONES . JENNIFER wts 12ams 1 000 1000 1000 1000 1000
2 0o 000 1000 1000 1000
1083 Mansglebe . Jayne 10111 1 000 1200 0.00 1200 0.00
3
:
Total Employees: 4

Friday
500
500
800
800
e00

7.00
0.00
000

10.00

11.00

saturday Comments
500
500
000
0.00
000

0.00
0.00
0.00
0.00
0.00

RZSchedulert
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Employee Information

This section of the reports menu is designed to produce reports based on information stored in
the Employee Basic Information section of info:HR. Below are the reports included in this
section:

=] Emplayee Information

"] Bithday/Age
Dependents
Email Address
Emergency Contacts
Employee/Comments
Employee D ates
Emplopee Flags
Gen Ledger Distrbution
Employee Labels
Employee Tumaver
Employes Profile
Emplopee/Position
Employee History
Home Addiess/Phane
Leave of Absence
Length of Service
Plan of E stablishment
S.LMN./S.SN.
Telephone Extension

i

Birthday/Age
The purpose of this report is to provide the user with birthdays of employees by month, year or
age.

Screen Layout

Y info:HR - [Birthday/Age Report]
&' File Move Find Import/Export Applicant Tracking Windows
OR& 4+ {sa-WE

& nfoHR

Selection Cii

® Employee Division Q ‘
Bz} Posilon Department Q ]
&£ Repots
-] Atencinos and Enlonents Locsion al__]
£ Employee Information Union Q
| Bithday/Age Status Q
Dependents
= Emi Addross FIPT/SEARADT @
| Emergency Contacts Employee Number
| Employee/Comments Region Q]
Employee Dales
| Employee Flags Adnin By Q
| G/L Distibution Section Q
| Employee Labels G ]
Employee Tumover ]
] Emplyee Proe Gender X Male X Female
| Employee/Pasiion Year of Bith I~ Suppress Year of Bith and Age:
=] Emeloyee History £ Monthof Bith 1]
Home Address/Phone
| Leave of Absence Prov.of Residence. Q[ |
=] Length of Service Prov. of Employment Q[ |
Plan of Establishment
Z] sIN/sSN Asiof Date mC ]
] Telephone Estension Age From T[]
Counseling
| Educations/Skills
= Follow-Ups
| Follow-Ups Email Log Beport Grouping
-1 Health and Safety Grouping #1 [Divison  ~]
; :Z:tﬁlSki\s/Evduallm Grouping #2 T
i setup Final Sort Employee Number hd

| Teminations

Wark History/Compensation
@£ Stalitics

-4 Mass Updates

@ 8 Setup

24 Import/Export -

e This report can be run specifically for male or female by selecting the Gender box.

e This report can be run for a specific Year or Month of birth.

e Suppress Year of Birth and Age will only display the month and day of the birth date.
e To run the report asking for a specific age range, enter the Age From and To.
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Sample Report — Birthday Report Showing Age

Time:3:18:35 PM Alphabetical Birthday/Age Report by Name REAGENMH
As of Date is 04/09/2013
Employee Humber/N ame Date of Birth Age Division Team Union Location

221026 Abbott, John 2011011341 7182 BO0O FINADMN NON MISS
1051 Adams , Karen 25/09/1954 5892 2000 ACC CUPE

1014 Anderson , Dane 180711258 5717 go00 FINADMN CAW

1050 Armstrong , Bob 01/01/1852 ©61.87 1001 FINADMMN NON 2c
1012 Brown , Thomas 1610311842 71.80 1001 SALE NON
2210 Drac , Jeri 1 963 50.588 ABC ALE NON sWo
5000 Haile , Jenny 01/02/1863 50.58 a3p00 ADMN CUPE

s001 Haile . William 11081822 81.22 1001 ACCT CUPE

1054 Harper , Betsy 5033 aABC HR W

1012 King , Deborah 53.25 1001 SALE NON

1082 Mansfield . Katherine 4442 ABC HR NON

1053 Mansglebe , Jayne 48.42 ABC HR NON

10221 Sampson ., Harry 48.50 2000 SALE CUPE

5984 Sartre , Mary-Ellen 43442 gooo SALE NON MISS
1027 Ssunders , Carey 100411970 4242 2000 SALE ASSN

Average Age 55.63
Total Number of Employees 15
Sample Report — Birthday Report Supressing Age

Time:2:11:35 PM Alphabetical Birthday/Age Report by Name RZAGEN M1
Employee Number/l ame Date of Birth Division Department U nion Location
11028 Abbett . John Qct 20 LA 2000 NON BH

2011 Abel, Samsntha Jul 08 CAN 1000 NON TOR

1081 Adams , Karen Sep 25 2000 SALE NON OLAS

78631 Adamsen , Jennifer Feb 11 2000 AcCT NON

1050 Armstrong-Smith | Grant Jan 01 2000 ACCT ASSN WLA

1012 Brown , Thomas Mar 15 2000 ACC NOM

2028 Browning , Janice Nov 01 1000 ACC NON

5545 Darksey , Pat Sep 15 PWN SALE NON BH

1025 Davis , Gelia May 12 2000 2000 NON

1865 Gillies . Catherine May 10 2000 1000

s001 Haile | Wiliam May 11 1000 ACCT NOM

1012 King . Debra Jun 01 1000 2000 NON

1221 Sampsen , Harry Mar 05 2000 SALE NON

1ozt Selby , Murrsy Feb 12 2000 ACCT NON

5505 Smith , Jene Jan 01 AccT

8524 W esslier , Johnaton Sep 05 [ 2000 BH

Total Humber of Employees 16
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Dependents

The purpose of this report is to display all dependents for each employee. To produce this
report Dependants must be entered for employees.

Screen Layout

Y info:HR - [Dependents Report]

5 File Move Find Import/Export Ay
OR& 4+ vea-ME

& nfoHR

- § Employes
B 5 Postion
-1 Reparts

-] Attendance and Entitlments
&£ Employee Infomation
Bithdey/ige
Dependents

Emal Address
Emergency Contacts
Enployes/Comments
Employee Dates
Enployee Flags

G/L Distibuion
Enployes Labels
Employee Tunover
Employee Profie
Employee/Positon
Employee History =
Home Address/Phone
Leave of Absence
Lenghhof Service
Flan o Establshent
SIN/SSN
Telephone Extension

TR Y Y T T VN T T

| Followlps

FolowUps Emai Log

| Health and Safety

] Postions/Skils/E valuation

] Wark History/Compensation
Statisics
-2 Mass Updates
4
244 Imporl/Export

pplicant Tracking  Windows

= Selection Criteria

Division

Depatment

Location

M

Urion

Status

FT/PT/SE/TRAOT

Emploee Number

Region

Adrin By

Section

Shit

Prov. of Residence
Prov. of Employment @

1]

P PPPEPPPPPP

|
[
L1
L1
Dependent Status I |
Dependent AgeRange [ | To [ |

Asof Date. | ]

County |

[ Show All Emlovees

Grouping #1 Division -
Final Sort Employee Name: h

statuses will display.

o Dependent Age Range allows the user to specify a specific age range.

o Dependent Status allows the user to select a specific status; if left blank, all dependent

o Show All Employees will print a list of all employees within the selection criteria
regardless whether they have dependents or not.

Sample Report

Time: 2:12:41 PM

Employed's Name
Abbott, Tohn

Adams Karen

Armstrong-$ mith, Grant

Davis_ Calia

Sampson, Harry

Dependent's Name
Abbott, Tos

SMITH. AGNES

ARMSTRONG, COSMO

DAVE, MILES

8ampson. Donald

Dependents M aster Report
Gender Date of Birth

M 2/22/88

F 112327

M 410/96

M 7112/35

M 320062

Age

16.46

1833

79.12

Relationship

Mother

Uncle

Spouse

RZDEF1

Smoker/Status
No Other

No

No

Ne
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Email Address

The purpose of this report is to list the email address captured on the Status and Dates screen

for each employee.

Screen Layout

i) info:HR - [Email Address Report]
B File Move Find Import/Export Applicant Tracking Windows

OR& 4+ Vau-EE

Selection Criteria

Division Q J
Department :
£ Attendance and Entilements Locaion Q]
& ] Englosee Infoma
Bithday/Age trkee a
ependents Status Q

Email Address

| Emergorcy Cortacts FT/PT/SE/TR/OT @

1| Employee/Comments Emplogee Number
Emploges Dales Region C ]
Employes Flags =
6/L Distibution Adin By Q
Employee Labels Section Q
Employee Tumover Shit
| Employee Profie L]
=] Employee/Posiion I Show All Employees
Employee History E
Home Addess/Phone .
Leave of Absence Beport Grouping
Length of Service. Grouping #1 Division -
Plan of Estabishment Final St Employee Name -
SIN/SSN

elephone Extension

Tesminations
‘Watk Histoy/Compensation
Stalisics

&) Mass Updates

Setup
24 Impot/Export =

o Show All Employees will print a list of all employees within the selection criteria regardless

whether they have an email address entered or not.

Sample Report — Email List Showing Only Employees with Email Addresses

Time: 2:15:27 PM Email Address Report RZEMAIL1
Department Employee Number/Name Email Address
CalRegional Office 11026 Abbott  John jerryr@infohr net
Human Resources 3011 Abel, Samantha barbarae@infohr.com
Sales 1051 Adams  Karen tadams (@ efernk
Finance 1030 Armstronz-Smith , Graat tojerrr@zmail.com
Finance 1013 Brown , Thomas thrown@abe ca
Finance 2028 Browning , Janica
Sales 3545 Darksay , Pat
Cal Regional Office 1023 Davis , Celia
Finance 3001 Hails , William whaile@ fad:
Finance 3505 Smith , Jane jemithl @ myoffice com
CalRegional Office 8524 Wasslier , Johnaton sadfas @ d
TotalEmployees 11
Sample Report — Email List Showing All Employees
Time: 2:14:25PM Email Address Report RZEMAIL1
Department E mployes Number/Name Email Address
Cal Regional Office 11026 Abbott . John jerryri@infohr net
Human Resources 3011 Abal . Samantha barb arac@infohr.com
Sales 1051 Adams Karen kadams @ efer.uk
Finance 78631 Adamson , Jennifer
Finance 1050 Armstrong-S mith , Graat to jerryr@ gmail com
Finance 1013 Brown . Thomas throw i abe.ca
Finance 2028 Brownine . Janice
Sales 5545 Darksey, Pat
Cal Regional Office 1025 Davis , Celia
Human Resources 1863 Gillies , Catherine
Finance 5001 Haile . William whaile@ fadfae.com
Cal Regional Office 1012 King  Debra
Sales 1231 Sampson , Harry
Finance 1021 Salby , Murray
Finance 5505 Smith , Jans jsmith]@myoffics com
CalRegional Office 8524 Wesslier . Johnaton sadfas(@ddfasl.com
TotalEmployees 16
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Emergency Contacts

The purpose of this report is to list the emergency contacts for each employee. To produce this
report Emergency Contacts must be entered for employees.

Screen Layout

i) info:HR - [Emergency Contact Report]
5 File Move Find Impor/Bxport Applicant Tracking Windows
Okas boa - E
© infoHR ~  Selection Criteria
& § Emplogee Division QI |
$ra Pokon Depatnent Q| ]
-2 Repat _—
Aendance and Eriiements Location QU
Employee Infomation Urion Q]
| Bithday/age
=] Deperens S Al
] Email Address FIPTSEMROT Q]
= Em;vw/yctwleds Employee Number [
] Employee/Conments L
- Ersomin egen |
| Employee Flags Adnin By Q|
G/L Distibution I
= Sect
| Employee Labels it Al
| Employee Tumover Shit L
=] Employee Profe Prov. ofResidence. Q[
]| Employee/Posiion
=] Employee Histoy 4 Prov. of Employment Ql ]
] Home Addess/Phane Piimary Relationship -
] Leave of Absence
= Lengh of Senvice Secondary Relationship 2
Plan of Establshment
= ke Piint Health CardIrfo. ®
Pint r
Counseling
5| Educalions/Skils
1= [rmrri Report Grouping
| FollowUps Email Log Grouping #1 Division =l
| Heslhand Sefey Final Sort Enployee Name -
] Posiions/Skils /Evaluation
] seniaity
Setup
] Teminations
Wak Histoy/Compensaiion
-] Statstics
-2 Mass Updates
& 2 Setup
24 Impon/Export

e Primary Relationship — This drop down is used if the user only wants a specific

relationship of the primary contact to be displayed. For example, only show those

employees that have their mother as their primary contact.

e Secondary Relationship - This drop down is used if the user only wants a specific
relationship of the secondary contact to be displayed. For example, only show those

employees that have their aunt as their secondary contact.

e  Print Health Card Info. — If this box is checked, health card info will also appear on the

report.

e  Print Doctors Information Only — If this box is checked, the report will only display

doctors contact info, not primary or secondary contact details.

Sample Report

Time: 7:48:07PM E mergency Contact Report

Emaploy ee Name Emergency ContactDoctor Information

Abbett, Joha JANE ABEOTT/JOHN ABBOTT Telephons: (315
Telephon= #2: (416
Email:

PAT

Emait

Adams  Karen JOHN DOE Telephona: (613) 458-7888

Email:  franks@infohr.nat

Email: franks3@infohrnet

Anderson , Dane GEORGE ANDERSON Telephons: (518 212

Armstrons . Bob LEANNA ARMS TRONG Talephons:  (416) 555-12121323
JOAN $MITH Telephons:  (416) 5854747

Brown , Thomas MARY BROWN Telephons:  (519) 555-1212

Drac . Jeri JOHN ANDREWS Telephons:  (416) 8722511

Haile , Jenny No emerzancy contacts on file

Haile . William No emerzaney contacts on file

Hazper , Batsy GERRY, HARPER Telephone:

Telephons 2:
Email

RZEMER(

Relationship
Parents

Annt

(Doctor)
{Doctor)

FATHER

Sister
SPOUSE

SPOUSE

buddy
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Sample Report - Print Health Card Info.

Time: 1:23:10 PM

Armstrong , Bob

Telephone: (519) 524-5548

Address 1

E mergency Contact Report RZEMGHT1
Employee Name Health Card Info. Emergency Contact/Doctor Information Relationship
Abbott .Joha Health Card #: 1233 JANE ABBOTT/JOHN ABBOTT Telephone:  (515)225-266612 Parents
Version #: Telophona 42: (416) 12345672
ExpiryDate: 1/01/80
Email
Email
Email:
(Doctor)
(Doctor)
Abal Alex Health Card #: 4521-8547-1586 Gary Abal Telechons:  (999) 999-9959599995 Fathar
ExpiryDate: 823/18
Dr.V Ball Telephone:  (416) 437-3636 (Docter)
Anderson , Dane HealthCard #: 3218-5325-8966 GEORGE ANDERSON Telephone:  (519) 555-1212 FATHER
ExpiryDate: 1/05/20
Dr.Lizng Telephone:  (519) 524-5548 (Doctor)
Armstrone . Bob HealthCard =: 987654 LEANNA ARMSTRONG Telechone: Spouss
Version #: PK
ExpiryDats: 1101109
Sample Report - Print Doctors Information Only
Time: 1:24:21 PM Emergency Contact Report - Doctors Information Only RZEMERG1D
Employee Name Doctor Information Doctor Ty
Abbott . John Address 1 Primary Do
Address 2
Address 1 Secondary Do
Address 2
Abel, Alex Dr. v Bell Address 1. 5 Scotland Road Primary Do
Telephone: (418) 497-3838
Anderson , Dane Dr. Liang Address 1 Primary Do
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Employee/Comments

This report is a one page “fact-sheet” for the employee’s file. The report details:

Basic Employee Information
Employment Information
Entitlement Information
Banking Data

Emergency Contact Data
Comments

) info:HR - [Employee/Comments]

Selection Criteria

Division

Depatment

Location
Attendance snd Entilements

e Information o)

PPPPP

yes
i Bitnday/age Status

Depondents FIPTSEMTRAT @

Emal Addess
E Employee Number i

Employes Comments  [o
Comment Type Q
Effecive Date Range £

Region Q

Admin By
Section
shit

Grouping #1

Grouping #2
Final Sort

Q
Q

Beport Grouping

Division =
Employee Name )

e Toview Employee Comments on the report select Yes from the drop down. If you
would like to view only the comments select Only.
o Effective Date Range refers to comments. If a date range is entered, Comments falling
within the date range will be printed.

Sample Report - No Employee Comments (Page 1)

Time: 2:21:39 PM Detailed E mployee Master Report RZIMASTRN
Basic F mplovee Information
Employes: Smith , Jane Employee#: 3303
Status: LTD LTD
FI/PT/SETR/OT: FT EmployeeType: 0
Department: ACCT Finance Section:
Dirision: L oca tion:
BadgeID: 3306
Middle Name:
Alias:
GiL# 1011 Outstide Sales
Address: 123 AnySt. Telephone & (519) -
Alternate Phone #:
London, ON N6J3C1 Cellular T elephone:
Email Address: jemith 1@myoffice.com Pager Number:
Social Insurance Number: 441-547-601 Dateof Birth: 1/01/90 Age 24061
Social Security Number: Gender: F Marital Status: 5
E mplovment Information
Union: Languages:
Internal Ext.:
Emplovment/Pension Dates
Original Hire Date: 10191 2361 Years First Day:
Seniority Dates 1/01/91 2361 Tears LastDay:
Last HireDate: User Defined Date:
Union Date:
Experience Year: E ligihility:
OMERS: E arliest Retirement:
Department Start Date: Division Start Date Normal Retirement:
Latest Retirament:
YVacation & SickF nti Information (in hours)
Vacation Time Pravious Year. 0.00 Sick Time Previous Year: 52.00
Current Year: 240.00 Current ¥ear: 12.00
Taken: 0.00 Taken 0.00
Ooie 24000 Dot 10 00
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Sample Report — With Comments (Page 1 same as above, Page 2)

A nen-painful mesquitc smacking device. Patent pending

Time: 2:22:33 PM Detailed E mployee Master Report RZIMASTER
Emergency Contact Data
Primary Contact Second ary Contact
Name: LEANNA ARMSTRONG Name: DR. JON SMITH
Relationship: Spouss Relationship: FAMILY DR.
T elephone: (306) 555-1212 T elephome: (306) 599-4747
Telephone #2: T elephone £2:
Cellular Phone: Cellular Phone:
Pager Number: Pager Number:
Email Address: Email Address:
Primary Doctor Second ary Doctor
Doctor Name: Doctor Name:
T elephone: T elephone:
Address 1: Address 1:
Address 2: Address I:
Comment Type:  AMEX Cradit Carg Date: 60102
Grant has & compeny American Express credit card. No. 123-454-0001 Exp date 08/2004
Comment Type: Keys to LA Office Date: 1/01/01
Grant has a complete set of keys to the LA office
Sample Report — Comments Only
Time: Z2Z23: A3 PH Comments Master Report RZMASTR1
Division Central Branch
Employee: Davis , Celia Employee#: 1025
CommentType:  Publication in Trade Joumal Date: 1/15/00
Article publis hed in the California HR Mansgement Journal
Employee: Armstrong-Smith , Grant Employee#: 1050
Comment Type:  AMEX Credit Card Date: 6/01/02
Grant has s company American Express credit card. Ne. 123-454-0001 Exp date 06/2004
Comment Type:  Keys to LA Office Date: 1/01/01
Grant has s complete set of keys to the LA office
Employee: Brown , Thomas Employee#: 1013
Comment Type:  Keys to LA Office Date: 1/01/00
To be given when premeted in the new year
Employee: Adams , Karen Employee#: 1051
Comment Type:  Inventions Date: 12/01/99
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Employee Dates

This report is used to view dates stored on the Status/Dates screen for selected employees.

) infoHR - [Employee Dates Report]

S File Move Find Import/Export Applicant Tracking Windows

OR& 4+ V- E

o nioHA = Selection Ciiteria
@ § Employee Division =] ]
e ;“"‘“l" Department Q ]
-1 Repotts
1] Attendance and Eniilements| | Locslion Q
& £ Employee Information Urion Q
Bithday/bge
| Dependents Sl Q
| Email Address FIPTASENRAOT &
= Emezerw/yctnnlads EnplopeeNumber G
| Employee/Comments
| Empkyes Dates Regon al ]
| Employee Flags Adnin By Q
G/ Distibution
= Seci
| Employee Labels eeion a1
= Emplogee Tumover Shift |
| Employee Profile Prov. of Residence @ [
oo || PovotEnpomen Q]
= = . e
Hame Addiess/Phone - _
= | I Sho a
=] Loave ot bmence bt enf | @l ” =
= :ng»: El Seh»:\:e [~ Pension Dates || 1 I Show Al Pension Dates:
tan o Establishment !
| sinsssh OteDates  fEB[ | EA[ ]| ShowAlOtherDates
] Telephone Extension
Counseling
-] Educations/Skils
Folowlps
FolowUps Emai Log
| Heath and Salely .
] Posiions/Skils/Evaluation Beport Grouping
] Senioity Grouping #1 Division -
B-g See Final St Enployes Name <
] Teminations
-] Waork Histonp/Compensation
-] Statistics
-2 Mass Updates
& 2 Setup
2 Import/Export -

This is an Excel-based report that shows all employment dates for the selected criteria.

o i This area selects what type of “Dates” should appear on the report. One or more

options can be selected.

o [Hif these boxes are checked, the Excel report will print ALL dates associated with the
category of dates requested above regardless of whether or not there is any data
entered into those date fields. For most situations, these boxes would not be checked.

Sample Report - Employment Dates

1] HR Systems Strategies 1
2 Employee Dates Report

3 Date: Jul 30,2014

4 Time: 08:37:41

5

6 Group by (none)

7 Employment Dates

8 Employee# Name Pasition Original Hire Seniority Last Hire Union Date First Day Last Day OMERS User Defined

9 3011 Abel, Samantha HR Generaist &1 0110

10 78631 Adamson, Jennifer Receptionist 10M6/13 1018413 21514
11 1050 Armsirong-Smi, Grant Chif Information Officer 102194 1002094 102094
12 1013 Brown, Thomas. Director, Human Resources 63088 6088 11114 s
13 2028 Browrning, Janice HR Clerk B SI01190 Si01i90
14 5545 Darksey, Pat Sales Manager i a0 R0m 0
1 1025 Dave, Cela HR Clerk s106 B

16 1855 Gilies, Catherne Director, Human Resources s01s

17 5001 Haie, Urilam Receptonist smom3 s22093 Sm1i%0
18 1012 King, Debra Benefis & Pension Admin 12110 1210110 120110
19 1231 Sampson, Harry Receptonist 1201590 1201190 81
20 1021 Seby, Wurray AR Clerk s 101ss. a3t
21 S505 Smith, lane Developer 1t 0191

2 8524 Wessier, Jonaton Programmer I

Sample Report - Pension Dates

A B | | 5] | E | F | G | H K 1 5 1 M |
1] HR Systems Strategies 1
2 Employee Dates Report
3 Date: Jul 30,2014
4 Time: 08:39:20
5
6 Group by (none)

... PpensionDates

8 Employee# MName Eligibility Date 1 Pension Date 2 Pension Date 3 Pension Date 4 Pension Date 5 Pension Date 6
9 11026 Abbott, John 40191

10 3011 Abel, Samantha 7109156

1

12

13

14

15
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A

Sample Report - Other Dates

= - R | T E ™% T "

HR Systems Strategies

Date: Jul 30, 2014
Time: 08:42:56

Group by (none)

Employee# _lame.
11025 Abbot, John

10 3011 Abel, Samantha
11 1051 Adams, Karen

12 78631 Adamson, lennifer
13 1050 Armstrong-Smith, Grant
14 1013 Brown, Th

1 2028 Browning, Janice.
16 5545 Darksey,

17 1025 Davis, Cella

18 1855 Gilles, Catherine
19 5001 Hale, Viliam

20 1012 Kig, Debr

21 1231 Sampson, Harry.
2 1021 Seloy, Hurray

2 5505 Smih, Jane.

2 8524 Wessier, Johnaton
2%

Employee Dates Report

Other Date
Position OtherDatet  OtherDate2 OtherDate3 OtherDate4 OtherDate5 OtherDate® OtherDate? OtherDated  OtherDated  OtherDate 10
Chief Information Officer

HR Generalst

Benefts & Pension Admin

Receptonist
Chief Information Officer
Director, Human Resources.
HR Clrk

Sales Manager

HR Clrk

Director, Human Resources.

Programmer
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Employee Flags

The purpose of this report is to list the details of each employee flag.

Screen Layout
B iR 8.1 v Sytem - Employee Pl Report B

& File_Move Find Import/Export Windows

Ok&E 4t la-H
& nfoHR [Z] Selection Criteria
Employee | Division Q |
Positon
Deparent
] Reports Q ]
‘Atendance and Enitlements Lacation Q
=] Employes Infomaiion Uioh Q ]
Bithday/Age S
Dependenis Q ]
Email Addiess Category qQ ]
Emergency Cortacs Erpeyesurber ]
Enployee/Comments
Employee Dates Fegion =

Gen Ledger Distribution
Employes Labek: Sestion qQ

L1
Ermplayee Flags Administ tered By R

L1

]

Employes Tumover shitt

Employee Profie Employee Flags = [ Show AllErmplopee Flags
Emplyes/Posiion |2 Employes Handbook i e
Employes Hisor ¢ E s Enpoyes Flsgs wih o values
Home Address/Phone SBSP " [~ Hide Employees with no Employee Flags values
rivers license
i:ﬂrﬁiﬁ Benefits enrollment
I i
Pan of Estabishmert Uik pectom [ Only Show Employees wilh No Flag values

SINASSN . =
Teeghono Evarsion Fom/Tovde BB | B ]

Report Grouping

Grouping #1 Division -
Final Sert Employee Name ~

T
Work History/Compensation
Statistcs

o The default setting for this report is to show the details for all flags.
e |[f the user only wishes to view some flags, but not all, select the desired flags in the
Employee Flag drop down using the Crtl key.

Check Boxes
o “Show All Employee Flags” will print all employee flags setup for the group of
employees selected. Some employees within the group may not have flag values but
they will still show on the report.
e “Hide Employee Flags with no values” only flags that have values assigned will print.

Sample Report — All Employee Flags

Time: 7:49:41 PM Employee Flags Report Rzd
Employee # I Hame Flag Flag Value Date Followup Reason
1014 Anderson, Dane

Folice Check
Employee Handbook
Probationary Period
RRSP

Drivers license
Benefits enroliment
Incresse vacation

High performer

Pens ion % adjustment
Pens ion enroliment
Sessonalcssusl
Conflict of interest form
Step Increase

Employee # [ Hame Flag Flag Value Date Follow-up Reason
Armstrong , Bob

Police Check yes 300312012 3002017 Police Check Renewal
Employee Handbook #3456 2610312002
Protstionary Period 3 mantns Prabationary period ending
RRSF 15/08/2008
Drivers license G2567-98785-12245 Drivers license renswal
Benefits enrcliment ves
Increase vacation
High performer yes 18/01/2008
Pension % adjustment 07/04/2010  Pension % incresse
Fension enroliment 02/01/2006  Fension enroliment
Sessonalcasual
Canflict of interest form 07/0212012 317012012 Gonflict of interest form
Step Increase 1200372014 Step increase
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General Ledger Distribution
The purpose of this report is to list those employees that have their salary assigned to various

G/L accounts.

Screen Layout

It info:HR - [G/L Distribution Report]

OR& 4+ ta-FE

@ infoHR R

1| Attendance and Entitlements
=] Employee Information
Bithday/Age
Dependents
Emai Address
Emergency Contacts
Employee/Comments
Emplogee Dates
Employee Flags
G/L Distibution
Emplogee Labels
Employee Tumover
Employee Profle
Employee/Position
Employee History =
Home Address/Phane
Leave of Absence
Length of Service.
Plan of Estabishment
SIN/SSN.
] Telephone Extension
Counseling
-] Educations/Skils
Follow-Ups
Follow-Ups Emai Log
(11| Health and Safety
Positions/Skils/E valuation

[

HITITENT

MR

T T T BT BT

Senioily
@] Setwp
Teminations
- | Work History/Compensation
& Statistics
20 Mass Updates
@2 Setwp
L & Impot/Export =

5 File Move Find Import/Export Applicant Tracking Windows

Selection Citeria

Division Qf
Depaitment Q|

Losation |
Union Q|

Status.

FT/PT/SE/TR/OT @ [

Employee Number i [

Regon Q]
posy Q]

Secton al ]
.

shitt

Beport Grouping
Grouping #1 Division ~
Final Sort Enployee Name ~

Sample Report

Time: 2:49:09 PM

Employee Information
11028 Abbott , John
GIL#
1234-5089
5203-8062
458.9853
2438 Abel, Samantha
GiL#
1300
1515
1051 Adams . Karen
7863 Adamson , Jennifer
1050 Armstrong-Smith , Grant
1013 Brown , Thomas
5545 Darksey , Pat
1025 Davis , Celia
5000 Hasile , Jenny
s001 Haile , Wiliam
1012 King , Debra
1082 O'Brian , RONALD
23 Sampson , Harry
1021 Seby ., Murray
5508 Smith . Jane
8524 W esslier . Johnaton

G/L Distribution Report

Position

Chief Inform stion O fficer

Effective Date %
10111 50.00
1/01/11 4000
101/11 10.00

Health & Safety Coordinator

Effective Date %
410113 50.00
4/01/13 50.00

Benefits & Pension Admin
Receptionist

Chiefinform ation O fficer
Director, Human Res curces
Sales Manager

HR Clerk

Programmer

Receptionist

Benefits & Pension Admin
MIS Director

Receptionist

AR Clerk

Developer

Programmer

Grand Total for Company:

GIL#

Test

Comments

Comments

19

Quis tide Sales
Outs tide Sales
Outs tide Sales
Quts tide Sales
Foreian Service
Test

Agency
Agency

Test

Quts tide Sales
Outs tide Sales
Outs tide Sales
Foreign Service

RZGLDIST1
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Employee Labels

The purpose of this report is to automate the printing process of Avery labels.

Screen Layout

L) info:HR - [Employee Labels]

@ infoHR

6§ Employee

-2 Postion

L] Repotts
[} :‘NlendmceandEnl\llemenl:
&

Employee Information
Bithday/hge
Dependents

Email Address
Emergency Contacts

Employee/Comments
Emploee Dates
Employee Flags

G/L Distibution
Employee Labels
Emploee Tumover
Employee Profle
Employee/Position

& File Move Find Import/Export Applicant Tracking Windows
OR& o - [ =

Division

Department

Location

I

Union

Status

BLPPLP

Employee Number

FIPT/SE/TRAOT @

Region
Admin By
Section
Shift

11

[~ PintNameonly [~ OM
r

&
@

Leave of Absence

Lengh of Sewvice

Plan of Establshment

SIN/SSN

] Telephane Extension

| Counseling

] Educations/Skills

FolowUps

] Follow-Ups Emai Log

] Heath and Safely

£] Postions/Skills/Evahuation

] Seriorty

Setup

Teminations

Work History/Compensation
-] Statistics

-4 Mass Updates

- 2 Setup

24 Import/Export

T T B TG Y BV T VR T

[

Home Addess/Phone |

®  Avey Labels # 5161 (2 Actoss]
O Avery Labels # 5160 (3 Acioss)

Report Grouping

Grouping 11 o) ]
Final Sort Employee Name -

Status From / To Date EH I | I

I Print Name and Location I~ Pt Name with Salutation

Note: Labels meet Canada Post guidelines dated March 8, 2012.

e Print Name only — will only print the employee’s name on the label.

e Pension Date — will print the name and address of employees that have a pension date
which is entered on their status and dates screen.
e Print Name and Location — will only print the employee’s name and their location which
is specified on their demographics screen.
e  Print Name with Salutation — will print the employee’s name and address, and also

includes their salutation.

o Terminated Employees — will print a name and address of all employees who are
terminated.
e The option for two types of Avery Labels is available; select the appropriate one.

Sample Report — Address Labels Using Avery#5161

John Abhbott

Dane Anderson
105 Rowena Drive
APT 412

Thomas Brown

Apt123

Jenny Haile
354 CHURCHST.

125 MILTOWN AVE.
SCARBOROUGH ON M4T 152

LONDON ON N4N 4N4

219-785 HOPEWELL CRES.

LONDON ON N4N 4N4

SCARBORO ON M4R 2E1

Alex Abel
125 Main 8T
Fergus ON NIM3V3

Bob Armstrong

250 Main S treet South
Suite 400

TORONTO ON MS3E 3C3

Janice Brow ning

333 GLEBE AVE.

APT 201

TORONTO ON M4T 152

William Haile
354 CHURCH ST.
ST THOMAS ON N3K 3L2
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Employee Turnover
The purpose of this report is to give the user a detailed list of new hires, terminations, and a
turnover ratio for a selected year or date range.

Screen Layout

C) info:HR - [Employee Tumover]
5 File Move Find Import/Export Applicant Tracking Windows

OR&G + vaa-EE

> infoHR +  Selection Criteria
@ § Employee Division Q |
&5 Postion Depatinert
&1 Repots N 55 L J
- Attendance and Entilements (e QU
=] Emplyes Information Urion Q
Bithday/Age G Q
Dependents
€ i At FI/PT/SE/TRIOT @
| Emergency Contacts Region Q]
Employee/Conments —
| Employee Dates AdunBy QL |
| Employee Flags Section
| G/L Distibution Enployee Number ]
| Employee Labels
| Employee Tumover Shift
| Employee Profe PosiionCode @ | ]
| Employee/Posiion
Tl Emplogee Hisory = Year I~ Show Employee List
Home Address/Phone ; :
| Leave of Absence. Fom EE[ | Temd[ ]
| Length of Service
| Plan of Establishment
| sINsSN
] Telephone Exension
i | Counseling
=] Educations/Skils
=] Folowlps
FollowlUps Ema Log

] Health and Safety
] Positions/Skills/E valuation

Terminations
| Work History/Compensalion
-] Statstcs
127 Mass Updates
@ B Sewp
2

e The user must enter the Year for which they want the turnover details.

e A From and To date must be entered. This could be for the full year, or part thereof.

o The default setting of this report is to display the details sorted by division and then
department; no employee names are included.

o Show Employee List will display the names associated with the terminations.

Sample Report - Employee Turn Over

Time:  12:43:30 PM Employee Tumover Report rzemptrn
Year: 2011 (00114 - 12i31i44)

Total # of Active/

Total# of skl Number of  Number of  Humber of Turnover

Division Department Male | Female Employees Active Employee Hew Hires Terminations Ratio
ADMINISTRATION 110 1 1 0 0 000%
FINANCE & ADMIN 110 1 0 0 1 10000 %
Total of 270 2 1 0 1 50.00%
ABG DIVISION ABMINISTRATION 01 1 1 0 0 000%
ABC DIVISION HUMAN RESOURCES 0 3 3 0 ] 0.00%
ABC DIVISION SALES DEFARTMENT 04 1 1 0 ] 000%
Total of ABC DIVISION: 075 5 5 0 0 0.00%
Division #1001 ACCOUNTING 170 1 1 0 0 000%
Division #1001 FINANCE & ADMIN 250 2 2 0 ° 000%
Diision #1001 SALES DEFARTMENT 101 2 2 0 o 000
Total of Division #1001 a7l1 5 5 0 0 0.00%

Sample Report — Showing Employee List

Time: 12:44:39 PM Employee Tumover Report rzemptrn
Year: 2011 (04701711 - 12131144)

Total # of Activei

T ermina ted Humber of  Numberof Number of Turnover

Total # of

Division Department Employee Nb./lHame  Male / Female Employees  Active Employee HewHires Terminations  Ratio
ADMINISTRATION 100 1 1 o 0 0.00%
221028 Abel, Alex
FINANCE & ADMIN 100 1 0 o 1 100.00 %
1021 Selov, Marray
Total of 210 2 1 o 1 50.00%
ABC DIVISION ADMINISTRATION 01 1 1 o 0 0.00%
2210 O'Hera, Jeri
ABC DIVISION HUMAN RESOURCES 0ra a 3 o 0 0.00%
1054 Harper, Betsy
1053 Mansglebe, Jayne
1052 Mansfield, Katherine
ABC DIVISION SALES DEPARTMENT 01 1 1 o 0 0.00%
2210 C'Har, Jeri
Total of ABC DIVISION: 0/5 5 5 0 0 0.00%
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Employee Profile
The purpose of this report is to summarize the employee data and put it in report format. This
report includes information from:

e Employee Demographics

e Status and Dates

e Emergency Contacts

e Banking Information

e Dependents

e Current Position information

e Position/Salary/Performance History
e Languages spoken and written

e  Skills

e Other Earnings/Dollar Entitlements

e Formal Education

e Courses/Seminars taken

e Associations

e Benefits/Beneficiary

e Vacation/Sick/Comp Time/Hourly Entitlement information
e Employee History details

e Leave of Absence history

Screen Layout

) infoHR - [Employee Profile Report]
& Fle Move Find Impor/Brport Appicent Tracking_Window
OR& 4+ V6a-EE

@ raHA - tection Ciit
w g E

Divison

Department

Location

|
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Status Fiom / To Datef
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-] Educations/Skils
FolowUps Show Personal nformation
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2
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] Seniity 4 0
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REEEEEE]

mation
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n/
how Housy Enttlements in Howss

ony/Sich

KR

1

@ ] Statisties
-2 Mass Updates

@ B Sep.
24 Impot/E xport & Runuininn #1 e =

o The default setting of this report is to only show active employees; to see terminated
employees as well, check Include Terminated Employees.

e By default, all items are selected. To hide an employee category of information,
uncheck the box associated with the category.
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Sample Report — (Page 1 of 4)

Time: 10:23:41 AM

NAME OF EMPLOYEE Abbott, John
Division: West Coast Branch
Department Cal Regional Office
G/L#: 1234.5689
Lecation: BeverlyHills
Region: Northern California
AdminBy: EMPLOYEES ASS'N

PERSONAL INFORMATION
Badge ID: 11026
Middle Name:

Alias:
Internal Extension: 1234
Home Addrass: 125 Walnut St

Brentwood, ON  L3E 3E4
CANADA
Social Insurance Number: 452-447-725
Social Security Number:
Driver License #
Pazking Permit #1:

License Plate #1:

EMPLOYEE PROFILE

Payrdl ID

Employment § tatus:
Category:

Unien:

Emploves Trps:

S ection:

Home Telephone:
Alternate Telephons:
Cellular Telephene:
Pager Numbar:
Email Addrass:
Gender: M Marital Sams:

RZPROFIL
Empl #: 11026

Active
FT
NonUnion
1 - Full Time Salary
One

(416) -

johna@xyz.com

5 Smoler. No

BirthDate: 102001951 61.00 Years cld

Type of Vehicle:
Parkinz Permit =2:
Licarss Plate #2:

e Page samples 2 to 4 are not part of the documentation.
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Employee/Position
The purpose of this report is to give a list of all employees and their current position titles. Using
the selection criteria, this report can be used to answer many personnel-related questions.

Screen Layout

[ infoi#R - [Employee/Position Report

Divison

Depattment

Location

Urion
Status
FIPT/SEMAMT
Employee Number
Fosion Code
Fiom / ToDate

|

- — SR a—

1]

BPPPEPELPPPPPP

Repoting Auhorty: il | w8 | %4

Stous From/ To Dato ] Il ] <l

Prov. of Residerce @ Prov. of Employment @ [ ] County of Emplogment -
Hie Code Q VodmFid1 Q[ SwevisanCode QL]
arivesayMonh [ ]

1

I Include Teminated Employees [~ Show LastDay [~ Show Totaks Only

Repont Grouping
Grouping #1 Dvision -
Final St Employee Name. |

5 2 Selip
) inpotvErpon

e To get a list of new hires within a specific date range, enter in the From/To Date of the
desired time frame. This date range uses the employee’s “Original Hire Date”.

e To get a list of all employees hired within a given month, select the Anniversary Month
from the drop down. Using the date range will give you a list of employees hired within
the date range for that month.

e The default setting on this report is to display active employees only. To see terminated
as well, the user must check the box Include Terminated Employees.

e Show Last Day — will include the Last Day Date that is found on the Status and Dates
screen.

e Show Totals Only — will display the total number of employees and total FTE # (if
entered).

Sample Report — Employee Position

Time: 9:07:28 AM Alphabetical List of E mployeeP ositions RZPOSITL

Employee Information Position Status Union Category FTE #

11026 Abbott , John Chief Information O fficer A NON FT

2435 Abel , Samantha Health & Safaty Coordimator A ASSN FT

1051 Adams Karen Benefits & Pension Admin A NON FT

7863 Adamson , Jennifer Receptionist A NON FT

1050 Armstrong-Smith , Grant Chisf Information Officer A ASSN FT

1013 Brown . Thomas Director, Human Rescurces A NON FT

5345 Darksay, Pat Sales Manager A NON FT

1025 Davis . Celia HR Clerk A NON FT 1.00

5000 Haile, Jenny Programmer A NON FT

5001 Haile . William Receptionist A NON FT

1012 King  Debra Bansfits & Peasion Admin A NON oT

1052 OBrian . RONALD ME Director ACTB FT

1231 Sampson , Harry Receptionist AWS NON FT

1021 Selby ,Murmay AR Clerk AWS NON PT

5506 Smith , Jane Daveloper A FT 0.75

8524 Wesslier , Johnaton Prozrammer A FT 0.20
Grand Total for Company: 16 1.95
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Employee History

The purpose of this report is to capture changes that have been made on screens that do not
have a table to track the history. For example, a change in department or division is made
directly on the Demographics screen. There is no table to track this history, so the history is
kept in the Employee History screen. This report allows you to pull details on specific changes,
or changes for the whole organization.

Screen Layout
N e e e |

&) File Move Find Import/Export Windows

Ok & 4 - W =

& infoHA ~ Selection Ciiteria
Employee Division Q |
E Department Q |
& 1| Attendance and Enitlments Location Q
=] Employee Infomation Upieey Q
| BithdaAge St
Deperdents s 4
Email Address Category Q
E’”E"QE"“;EE“"”“‘: Emplopee Number
mployes/Comments
Emploges Dales Fiegion aQ
Employee Flags AdmiisteredBy Q[ ]
Gen Ledger Distibution s
Employes Labels s Y

Employe Tumover Fiom / To Date 1 1
Employes Prolie S

Employes/Posiion | ! ]
Employes Histo ChangeType
foifc AL cssFhone % Show Change by User [ Include Terminaled [ UssDesciptions
Leave of Absence

Lenginof Service

Plon of Estabshmert Report Grouping

SINSSHN Grouping #1 Department S
] Telephone Entersion
:| Tounseling Final Soit Eriploee Name ~

Document Type
Educations/Skill:

e To view specific changes to an employee record, select those changes using the Change
Type table. Check each box of the corresponding change type to display the details for
it. If no change type is selected, all change types will display.

e The Show Change by User needs to be checked if you need to know who made the
change. Otherwise, the login name of the person who made the change will be
suppressed.

e Include Terminated merges both active and terminated under one report based on the
selection criteria requested. On the report, there is no distinction between active and
terminated employees.

e The Use Description option shows the English values of the changes and not just the
codes.

Sample Report

Time: 2:32:43PM Employ ee History RZE mpHistoryl
1128/%6 Union NON
8/20/9% Division 2000 2000
8/29/96 Division 2000 1000
Employee Number and Name: 78631 Adamson, Jennifer
Change Date Change Type 0Old Value New Valie
91212 Department ACCT
91212 Division 2000
9/12/12 Status A
9/12/12 FI/PT/SE/TR/IOT ET:

912/12 Bensfit Group MGMT
Employee Number and Name: 1050 Armstrong-Smith, Grant

Change Date Change Type Old Value New Valie
1122105 Status ACTB A
1/22/03 Benefit Group MGMT
8/01/02 Union NON ASSN
420199 Department MFG ACCT
427/99 Department ACCT MFG
11/05/%6 FT/PT/SE/TR/OT SE FT,
Employee Number and Name: 1013 Brown, Thomas

Change Date Change Type 0Old Value New Valie
107114 Status A TEMP
107114 Status TEMP A
1119113 Status MAT A
21712 FI/PT/SE/TR/IOT FIT ET
91511 FT/PT/SE/TR/OT T FI
718 Benefit Group MGMT
9/15/09 Department 2000 ACCT
9/15/09 Division 1000 2000
1722105 Region SCAL AR
1122103 Status ACTB A
1722105 Department SALE 2000
11/28/96 Unien NON
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Home Address/Phone

The purpose of this report is to display the employee’s home address and phone number.

Screen Layout

i) info:HR - [Home Address/Telephone Report]

ORS 4+ Vaa-EE

- Positon ~  Selection Criteria

5 File Move Find Import/Export Applicant Tracking Windows

Repoits Division Q |
3 :i :Ilerl\::ntle ;md Elnmlemenu Depattment Q ]
-] Employee Information
] Bithday/Age Location Q
] Dependents Urion Q
Email Address
| Emergency Contacts St A
] Employee/Comments FIPT/SEMROT Q[
(| Employee Dates Employee Number [
Employee Flags
| 6/L Distibution Fegon al ]
| Employee Labels Adiin By al__ ]
] Employee Tumover Secton Q]
Employee Profie
| Employee/Posiion Shit ]
| Employee History Prov.of Residence. Q[ |
Home Address/Phone
| Leave of Absence Prov.ofEnloyment. Q[
] Length of Service
7| Planof Establishment |2 [ Include Teminated Employees
= SINSSN ™ riy Teminated Employees
Telephone Extension
Counseling
Educations/Skill
Follow-Ups
Follow-Ups Email Log
Health and Safety Beport Grouping
] Postions/Skils/Evaluation Grouping #1 Division ~
; g:m‘;"" FinalSott Emploges Name =
Teminations
f8- -] Work History/Compensation
-] Stalisties
-4/ Mass Updates
- 8 Setup
25 Import/Export
& Panet
L@ & HRsot =

o The default setting on this report is to display details for active employees only. To
include terminated employees in the list, select Include Terminated Employees.

e If the user only wants the details of terminated employees and not active, select Only
Terminated Employees.

Sample Report

Time: 1:32:37 PM

E mployee Number/Nam
221028 Abbott . John

3001 Abel, Alex
1014 Anderson , Dane
1050 Armstrong . Bob

Home Address / Telephone Report

Home Address
125 MILTOW N AVE

SCARBOROUGH ON M4T 182

222 McC aul Street
Apt¥ 213
Toranto ON M3C 185

105 Rowena Drive
APT 412
LONDON ON N4N &N4

250 Main Street South
Suite 400
Vancouver BC V2cC 3Y4

Phone Numbers
Telephone
Cellular Telephone
Telephone 22
Pager Number

Telephone
Cellular Telephone
Telephone #2

Telephone
Cellular Telephone
Telephone #2

Telephone
Cellular Telephone
Telephone #2

RZHOMAD1

{418) 720-5488
(899) 9999999
{418) 254-6654 2
(123) 456-7890

(999) 999-9999

{519) 555-1212

(518) 542-4587

(804) 555-1212

(604) 555-1212
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Leave of Absence
The purpose of this report is to list all employees that are currently on a leave of absence.

Screen Layout

i) info:HR - [Leave of Absence Report]
' File Move Find Import/Export Applicant Tracking Windows

OR& 4+ Vea-WE

&5 Posilon ~  Selection Criteria
Reports Division Q ]
g éller:;ancr land Elr\mlzmenl: Dopamert Q ]
=] Employee Information
| Bithday/age Location Q
| Dependents Union Q
Emai Address
| Emergency Contacts sy Q
| Employee/Comments FI/PT/SE/TRAOT @
| Employee Dates Enplogee Number
| Employee Flags
=] 6/L Distibution Regon Q
| Employee Labels Admin By Q
| Employee Tumover Seciin 1
| Employee Profie Gy a
| Employee/Postion [ !
] Employee History
Hore Address/Phone I Show Leave of Absence History
] Leave of Absence
| Length of Service
| Plan of Estabishment |=
] SIN/SSN
Telephone Extension .
Counseling Beport Grouping
-] Educations/Skils Grouping 1 Division ~
Follow-Ups Final Sort Employee Name ~
FollowLUps Email Log
-] Healh and Safely
Postions/Skills/E vauation
Seioity
-] Setwp
Teminations
Wark Histor/Compensation
-] Statistics
-5 Mass Updates
- B Setup
254 Impon/Export
'@ Payneb
|5 254 HRSolt

e The default setting on this report is to only show those employees how are currently on
a leave of absence.

o Show Leave of Absence History will include all leaves. If this option is selected the user
can enter a From and To date to narrow down the search.

Sample Report — Leave of Absence

Time: 2:34:25 PM Leave of Absence RZTLAY1
Employee HNumber and Name Status From Date ToDate Length (Weeks)
2011 Abel, Samantha LTD 06/01/2014 06162014 21
5505 Smith, Jane LTD 120212012 05022014 21.5

Sample Report — Show Leave of Absence History

¥me 23535EM Leave of Absence History RZTLOAHIst1
Employee Humber and Name Status Reason FromDate ToDate Length (Weeks)
01 Abel, Samantha Leave of Absence LTD 06/01/2014 06/20/2014 4.1
w1 Abel, Samantha Extended Leave of Absence Lo 21
1231 Sampson. Harry Leave of Absence Military Lesve 120
1021 Selby, Murray Leave of Absence Militery Leave 1.1
1021 Selby, Murray Extended Leave of Absence Militery Leave 18.2
5505 Smith, dane Leave of Absence Lo 120272012 215
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Length of Service
This report is used to determine the Length of Service (LoS) for an employee in their positions
held during their tenure with the organization.

Screen Layout

) info:HR - [Length of Service Report]

' File Move Find Import/Export A
ODR& 4 v a-BE

-2 Postion

E1-1_| Employee Information
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Union Q|
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FTPT/SETROT Q|

Employes Number G [

Posiion Code Q ]

(VS [ - —
Regen Q]

AdminBy Q ]

Section Q[ ]

shit ]

Prov. of Residence @ [ ]
Prov. of Employment @ ]
As of Date 22] —
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£ setu

it

Z i iy Canparsion | | Gioweot s El
68 ‘E/ Mes?‘uazj:‘is Final Sort Emplopee Name -
- 2 sewp
Import/E xport
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e Columnsinclude: Employee #, Name, Position, Original Date of Hire, Position Start Date,

Position End Date, Current and Length of Service.

o Current will display Yes or No.

o Length of Service calculation: If there is no Position End Date, the report uses the As
of Date as the end date for that position. (Contact info:HR support for a utility that
will populate the position end date for all non-current positions.) The report uses
the date of termination for terminated employees. Employees terminated are
excluded.

Sample Report — Current Position
Time: 2:36:47 PM Length of Service Report RZLOS2
as of August 05, 2014

Number Name Position Original Hire Position Current Length of

Date Start Date  End Date Service
11026 Abbott , John Chief Inferm ation O fficer 31589 Yes 14.52
201 Abel, Samantha HR Generalist 6/01/10 Yes 0.14
1081 Adams , Karen Benefits & Pension Admin 2/01/85 801112 Yes 2.01
72631 Adams on . Jennifer Recentionist 101813 10118113 Yes 0.80
1050 Armstrong-Smith , Grant Chief Inform ation O fficer 10/02/94 4/01/00 Yes 14.35
1013 Brown . Thomas Drector. Human Res curces 8/30/88 13114 Yes 0.51
2028 Browning , Janice HR Clerk £/01/80 8/01/00 Yes 14.19
5545 Darksev . Pat Sales Mansaer Gatii e el
1025 Davis , Celia HR Clerk £/01/08 Yes 827
1285 Gilles , Catherine Diector, Human Res ources 820014 e 0.18
5001 Haile . Wiliam Receptionist Yes 2122
1012 King . Debra Benefits & Pension Admin Yes 322
1221 Sampsen . Harry Receptionist Yes 19.28
1021 Selby . Murray AR Clerk Yes 1780
5505 Smith , Jane Developer Yes 23861
8524 Wesslier . Johnaton Frogrammer s, 319

Total Mumber of Employees : 16
Average Length of Service: 9.1
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Sample Report - All Positions

Time: 2:37:45PM Length of Service Report RZILOS2
as of August 05, 2014
Number Name Position Original Hire Position Current Length of
Date Start Date End Date Service
Abbott, John Developer 31889 No 25.41
Abbott, John Programmer No 2350
Abbott, John MIS Director No 19.22
Abbott, Jehn Chief Inform ation © fficer Yes 1452
Abel, Samantha HR Clerk 601/10 Mo 4.18
Abel , Samantha HR Generalist 8/01/10 Yes 014
Adsms | Karen HR Clerk No 29.53
Adams , Karen AR Clerk No 27.26
Adsms | Karen AR Clerk Ho 19.69
Adams . Karen Sales Manager No 1419
Adsms | Karen Sales Mansger Mo 11.60
Adams | Karen Benefits & Pension Admin Yes 201
Adsmson , Jennifer Receptionist 10/16/13 Yes 0.80
Armstrong-Smith | Grant Accounting Msnsger 1002794 No 19.85
Armstreng-Smith , Grant MIS Director No 1435
Armstrong-Smith | Grant Chief Inform ation O fficer Yes 1435
Brown , Thomas Benefits & Pension Admin 6/30/88 No 2612
Brown , Thomas Director, Human Res ources G20/ Ho 2.01
Brown , Thomas Diector, Human Res ources €/20/88 1/30/14 No 0.78
Brown , Thomas Diecter, Human Res curces Yes 0.51
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Missing Employee Photos

This report is used to determine which employees who do not have a photo in info:HR.

Screen Shot

I info:HR - [Missing Employee Photos Report]
&% File Move Find Import/Export Applicant Tracking Windows
ORe+vw-E
® infoHR ~ Selection Criteria
@ Employee
@ Position Division ‘\ [
=] Reports Department Q |
@[] Attendance and Entilements
& a Employee Infomation Focston Q]
] Bithdey/age Urion QU
| Em e s a
mail Address
] Emergency Contacts Eategary Q
1| Employee/Comments Emplogee Number
[ Employes Dates R
] Employes Flags e aL_|
] Gen Ledger Distibution Adnaiseredy Q[
| Employee Labels Section Q
Employee Tumover "
] Employee Profie shit ]
| Employes/Posiion [ Include Teminated Employees
] Employee History
| Home Address/Phane
Leave of Absence
H
] Length of Service
] Missing Employes Photos  Report Grouping
] Plan of Estabiishment Growng #1 [owiion. &
LN, N,
H SIS i Final Sort [EnplogesName ]
[] Counseling
Date: 225120 HR Systems Strategies Inc. Page: 1
Time: 12:00:18 PM Missing E mployee Photos RZPHOTOMIS S1_T
Employee NbriName Original Hire Status Union Category
Date
ACTIVE EMPLOYEES
3001 Abel, Alex 10725010 PERM CUPE LOCAL 105 FT
2210 O'Hara, Jeri 115/90 PERM NON-UNION FT
11011 YOUNG. YOGI 8/01/91 A CAW LOCAL #101 FT
Number of ACTIVE EMPLOYEES 3
TERMINATED EMPLOYE
221027 Brown, John M712 coN FT
Number of TERMINATED EMPLOYEES 4
Grand Total for Company: 4
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Plan of Establishment
This report is used by organizations that use the Multi-Position Module. To produce this report,
the Budgeted Position screen must be complete.

Screen Layout

LY info:HR - [Plan of Establishment]
S File Move Find Import/Export Applicant Tracking Windows
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Sample Report

Time:  5:10:22 PAM oL Report RErOE rpt
Position. Employee Lang Next Salary emp Employee

Position Title Contral#  FTE  Grade Saliry  Employee Name Status Cade Review Date  Ann Date Date

Division: ABCDIVISION

Dep: HUMAN RE SOURCES

HE CLERK 100 sB2 Aansfisie, Katherine 28.07/2008

HE CrERE 100 SB2 me ovoL1082

Offics Asminisiator 100 ©B Hacper, Betsy 23,07/1994

Department:  SALES DEPARTAENT

SALES MANAGER 100 MeAMT $43,200  Drac, Tesi Barmanent = 15011980
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The purpose of this report is to be able to pull a list of social insurance numbers by employee.

Screen Layout

) info:HR - [SIN/SSN Report]
5 file Move find Import/Export Applicant Tracking Windows
OR& 4+ va-BE
Position Selection Criteria
Reports Division Q ]
Alerdarce andErillenents _ Depanent @ ‘
ployee Information
Bithdey/Age Loomicry Q
Dependents Union Q
Emai Address
Emergency Contacts S Q
Employee/Comments FI/PT/SETRAT Q
Emploee Dates Employee Number @)
Employee Flags
G/L Distibution Hogkn Q]
Employee Labels Adrin By Q
Employee Tumaver Sect
Enplyes e e aL_ |
Employee/Posiion Shit ]
Employee History
Home Address/Phone. .
Leave of Absence Bepart Grouping
Lengthof Service Grouping 1 [ovson  ~]
ool | e Enplopes Name -
Telephone Extension
: ing
B-E ducations/Skills
: Ups
] Follow-Ups Email Log
B Health and Safet,
Positions/Skills/E valuation
Seriorly
&2 | Setup
| Teminatic
& ‘Work History/Compensation
© tisics
&) Mass Updates
- B Sewp
254 Impot/Export
Payweb
Lla B e =
Time: 8:12:00 PM S.LN./ S.S.N. Report RISINSSN
Tass E mploy ee Number/N ame Country
FINANCE & ADMIN 221026 Abbott, John CANADA S.LN. 999999999
ACCOUNTING 1051 Adams  Karen CANADA S.LN. 939.553.95%
FINANCE & ADMIN 1014 Anderson , Dans CANADA S.LN. 999.999-539
FINANCE & ADMIN 1050 Armstrong . Bob CANADA S.LN. 999.590-039
SALES DEPARTMENT 1013 Brown . Thomas CANADA S.LN. 999990099
SALES DEPARTMENT 2210 Drae, Jeri CANADA S.LN. 999999999
ADMINIS TRATION 3000 Haile, Jenny CANADA S.LN. 999999999
ACCOUNTING 3001 Haile . William CANADA S.LN. 999.932.939
HUMAN RESOURCES 1054 Harper . Batsy CAINADA S.LN. 999.590-039
SALES DEPARTMENT 1012 King , Deborah CANADA S.LN. 999.550-039
HUMAN RESOURCES 1052 Mansfield . Katherine CANADA S.LN. 999590090
HUMAN RESOURCES 1053 Mansglebe , Jayna CANADA SLN. $99-555.99¢
SALES DEPARTMENT 10231 Sampson , Harry CANADA SLN. $99-559.99¢2
SALES DEPARTMENT 5984 ZSartre  Marv-Ellen CAINADA S.LN. 995.550.0390
SALES DEPARTMENT 1027 Saunders, Carew CANADA S.LN. 999.590-039
TotalE mployees 15
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Telephone Extension

The purpose of this report is to display a list of employees’ telephone extensions and work email
addresses. To produce this report the telephone extension and e-mail must be entered on the
Status and Dates screen for each employee.

Screen Layout

[ info:HR - [Telephone Extension Report]

OR&+ v r-oEE

o infoHR

o} Employee
Position
=] Repotts

[} 3 Attendance and Enitlements

&[] Employee Information
Bitthday/ége
Dependents
Email Address
Emergency Cortacts
Employee/Comments
Employee Dates
Employee Flags
Gen Ledger Distibution
Employee Labels
Employee Tumover
Employee Profle
Employee/Postion
Employee History
Home Address/Phane
Leave of Absence
Length of Service.
Plan of Establshment
SIN/SSN
Telephone Extension
Counseling
Document Type
-] Educations/Skills
Folow-ups Menu
Follow-ups Mer Email Log
@[] Foms
1| Heakh and Safety

Positions/Skills/Evakiation
Seniority
-] Setup
Terminations
- | Work History/Compensation
@[] Stalistics

& File Move Find Email Import/Export Applicant Tracking Windows

Selection Criteria

Division Q ]
Department Q ]
Location Q
Urion Q
Status Q
Category. Q
Employee Number 1§
Region Q
AdministeredBy @
Section Q
skt ]
Gender K Mae R Femde  BC NotDisclosed
Puov. of Residence Q[ |
Prov. of Employment @
I [Show Cellular Telephone’
Beport Grouping
Grouping #1 Division >
Final Soit Employee Name: ot

Sample Report

Time: 2:38:56 PM

Ext. Employee Number/N ame
1234 11026 Abbott, John
4455 3011 Abel, Samantha
567 1051 Adams , Karen
132 78631  Adamson , Jennifer
2201 1050 Armstrong-Smith , Grant
1200 1013 Brown , Thomas
2300 2028 Browning , Janice

5545 Darksey , Pat
2205 1025 Davis , Celia

1885 Gillies . Catherine
174 5001 Haile , Wiliam
1110 1012 King . Debra
2215 1231 Sampson , Harry
2280 1021 Selby , Murray

5505 Smith , Jane

8524 Wesslier, Jehnston

Telephone Extension Report by Employee

Position
Chief Inform ation O fficer

HR Generalist
Benefits & Pension Admin
Receptionist

Chief Informstion O fficer
Director, Human Res curces
HR Clerk

Sales Manager

HR Clerk

Director. Human Res curces
Receptionist

Benefits & Pension Admin
Receptionist

AR Clerk

Developer

Frogrammer

RZNTTE1

Email
jerryr@ infohr. net

barberac@ infohr.com

kadams@efer uk

to_jerryr@gm sil.com
tbrown@ sbe.ca

jbrowning@ eges.ca
pdarkey@afdie@ ca

cdav@ adfee.ca

whaile@fadfae.com

jsmith 1@ myoffice.com

sadfas@ddfss L.com
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Counselling

The purpose of this report is to allow the user to pull data from the counselling screen. This
report will show counselling history, as well as counselling by specific type or reason codes.

Screen Layout

I infoHR - [Counseling Repor
& File Move Find port_ Applicant Tracking
ORké&
& 2 Postion " Selection Ciiteria
52 Repotts
£ Attendance and Entilements Dien Q J
-] Employee Information Department Q |
| Bitndayige Location Q
| Dependents |
| Emai Address Urion QU
| Emergency Contacts Status Q |
| Employee/Comments R Q ]
| Employee Dates
| Employee Flags Employee Number L[] |
| G/L Distibution RessonCods -\ |
| Employee Labels
| Employee Tumover Type Code a1
| Employee Profile From / To Counseling Date £ |
| Employee/Posiion (o Q]
| Employee History
= Puairoicc | [B605 Q]
| Leave of Absence. Adin By Q]
Length of Service
| Planof Establshment (= o |
| SIN/SSN Repotting Authory: 8| ] w8 | |
| Telephone Extension
ounseling
-] Educations/Skills ¥ Show Comments
FolowlUps
FollowUps Email Log o o e
(8| Health and Safety S
Posiions /Skils/Evalualion i) [Divieion =l
Seniority Grouping #2 Employee Name. =]
| Setup Grouping #3 Type Code ~]
Wit Final Sort Counseling Dat -
- | Work History/Compensation oupeNi Dus =
-] Stalistios
(-2 Mass Updates
5 B setup
254 Inpott/Export
£ Payweb
& 5 HRSolt

e Reason code allows the user to ask for a specific counselling reason, and only
display results that match that reason code.
e Type code allows the user to ask for a specific type code, and only display

results that match that type code.

e The report defaults to display comments if they are entered. If the user does

not wish to view comments, unselect the Show Comments box.

e Reporting Authority — if a reporting authority is selected, the report will only

display counselling that was conducted by that supervisor.

Sample Report

Time: §8:14:31 PM
E mploy ee NumberName Counselling Date Incident Date  Type
221026 Abbot, John 01/03/2006 Written #1
Total for Abbott, John
1050 Asmstrong , Bob 18/05/2006 18/05/2006 Verbal #1
sawing frees in public park
Total for Armstrong , Bob
1027 Saunders, Carey 07/03/2006 Verbal #1
1027 Saunders, Carsy 21403/2006 Varbal #2
Total for Saunders, Carey

Counselling Report
No date entered

1

Reason Counselling By
Druguse inthe workplace  Mansglebe , Jamne
Breach of green rules Abbott, John

Habitsal lateness

Habiteal lateness
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Document Type

The purpose of this report is to indicate the presence or absence of documents attached to
employee records on various screens in the system. This report provides the ability to view the
screen name and the document type code associated with the document.

Screen Layout

5 File Move Find Import/Export Windows

OR& 9 - W=

& inloHR

I

PLLPRPPLPPP

HIL

Document Type [~ Not

shit
Type of Document

I Resume (Status/Dates screen]

e Toview if there are documents attached to a particular area of the system, check the
screen where the documents are attached and select a document type code to view the
existence of documents attached for employees.

H “" 4 |_ N t
e Items that contain a check box for “Not” - : If you want a report for employees
that “don’t” have the particular item, click on the “Not” in the selection criteria.

Sample Report

Time: 8:16:41 AM Employee Documents List Report RZEMPDOC1

Employee N umberiN ame Type of Doc. Document Type Document Description Missing?

221026 Agbett, John RESUME N
OFFER N
PERFORMANCE N
ATTENDANCE No
EDSEM N
COUNSEL Counseling Counseling Note 2015 Ne

221028 Abel, Alex RESUME No
ATTENDANCE No
ATTENDANCE No

1014 Anderson Dane BESUME No
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Education/SKkills

This section of the reports menu is designed to produce reports based on information stored in
the Education/Skills section of info:HR. Below are the reports included in this section:

£ Educations/Skils

| Associations
Continuing E ducation
Formal Education
Languages
Required Courses
Skills
Succession
Training b atrix
Training Flan
| Gap Analpsiz
----- = User Defined Table
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Associations

The purpose of this report is to list all Associations that employees belong to.

info:HR Reports User Manual

L info:HR - [Associations Menu Report]
&5 File Move Find Email Import/Export Applicant Tracking Windows
OR& + v w-oF
k. Selection Ciiteria
mplogee Divion ]
Position R
Repotts Department Q
Attendance and Entilements Location Q
Employee Information Uni q
Counseling o
Decument Type Status Q
&[] Educations/Skils Cas) Q
[] Associations Meru
] Continuing E ducation Enplojes Nunber 3
Date Range 22] | H|
Associations Meru @
Region C Y
] Training Matix ﬁ:ﬂwme'::? B =
] Training Plan e
] Gop Anaysis Secion Q]
1] User Defined Table Menu
Follow-ups Menu
Folowups Menu Emai Log
Foms
Health and Safety
Positions/Skills/E valuation
Seniorty
2 Setup
st Prov. of Residence Q[ |
| Work History/Compensation Prov.of Employment Q[ |
-] Statistcs
&) Mass Updates
Setup
Import/Export
Payweb Beport Grouping
<] HRSoft
Grouping #1 Division =
Grouping #2 Employes Name =l
Grouping #3 [Associations Menu ~|
Final Sott Renswal Dats =

Screen Layout

e Company Paid — this drop down will allow the user to specify if they only want to see

company paid associations or not. If left blank, all associations will display.

Sample Report

Time: 4:42:40 PM

Employee
Abbott , John

Adams ,Karen

Armstrong-Smith , Grant

Armstrong-Smith , Grant

Brown , Thomas

Browning , Janice

Davis , Calia

Haile , William

Associations Report

Description
CPA ASSN OF LOS ANGELES

Total DuesPaid:
PHRA

Total DuesPaid:
CPA ASSNOF LOS ANGELES

Total Dues Paid:
PHRA

Total Dues Paid:
SQL PROGRAMMERS OF §.CALIF

Total Dues Paid:
CHAMBER OF COMMERCE

Total Dues Paid:
HUMAN RESOURSES ASSN OFLA

Total DuesPaid:
ARMY NATIONAL GUARD

Total Dues Paid:
Total Dues Paid: Employee:

Company:

Dues Paid
$500.00

$800.00
$350.00

$350.00
$640.00

$640.00
$1,000.00

$1,000.00
$850.00

$850.00
$500.00

$500.00
575.00

$575.00

$0.00
84,415.00

1/06:99

11/01/02

10103

Renewal

1/01/01

1/06/00

110103

1/01/04

1/01/04

510199

9/01/01

RZASSOC1

Paid

o

-
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Continuing Education

The purpose of this report is to summarize continuing education courses that have been taken.
This report can be run to give an overview of courses taken by course type or course code. The
user can ask for specific date ranges, renewal dates, results, training methods, etc. It can also be
used to identify employees who have not taken a particular course.

Screen Layout

L) info:HR - [Contining Education Report]
5+ File Move Find Import/Export Applicant Tracking Windows
ORé& . T E

@ inloHR T selection Criteria

@ § Enployee Division Q ]

& :‘“"W" Department Q ]

E eparts

& ] Attendance and Entilements Locaton QL
&-£_| Employee Information Urion Q
] Counselng s al

-] Educations/Skils

1= Associations FT/PT/SE/TRIOT Q

| Contining Education Employee [l

Fomal Educalion Regon Q]

] Languages —_

| Required Courses Adrin By Q

£ skils Secton Q]

] Succession —

= Training Matix Keyword I~ Not CEUType @ [

] Training Plan CoussType [~ Not @ ]

Gapdnahas CowseCode [ Not @ ]
] User Defined Tabl
oo ConductedBy [~ Not @
og j2¢] |
G5 Healtiand Safey StattDate Range 2] 2] ] I NeStaDate
] Posiions/Skits/Evaluaion

Serioity Date Completed Range [ 2] ] I NoDate Completed
@] Setwp Posiion Code:

Terminalions e J
-] Work History/Compensation e
-] Stalisies Traines Name ]

2 Mass Updates CoOrdnated By Q ]
£ o Method Used ]
£ Impor/Expon
@ Payweb Results I Net @

(5223 HRSot RenewalDate Range B ag]

Course Name. I |

shit

Prov. of Residence. Q

Prov. of Emplogment @

Type of Report @ Detsl  Summay  CostOnly (O CEUInformation O Hide Employee Data
Report Grouping

Grouping #1 Division ~

Grouping #2 Enployee Name ~

Grouping #3 Couse Type ~

Final Sort Conpleted FomTo ]

In comparison with other info:HR reports, this report’s selection criteria are unique. There are
many options that can be entered into the criteria to produce the desired information. Below is
an explanation of how these options can be used.

e |tems that contain a check box for “Not” - : If you want a report for a group of
employees that “doesn’t” have the particular item, click on the “Not” in the selection
criteria. For example: All employees in the Finance Department who have NOT taken
Course CPR within the date range of Jan 1-12 to Dec 31-12.

o “Not” is checked across from Course Code.
o Course Code for CPR is entered.
o Date Complete is entered.

e  “No Start Date” and “No Date Completed” check boxes:

o If either is checked, the report only contains courses that have the checked date
not entered into the employee’s record.

e Type of Report:

o Detail: Detailed listing of all courses. For each course, the report uses up to 3
print lines.

Summary: Prints one line per course code taken.

Cost Only: Prints the costs associated with each course taken.

CEU Information: Prints the CEU Information for courses displayed.

Hide Employee Data: Prints a course code summary report showing number of

employees per course code.

O O O O
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Sample Report — Detailed Education/Seminar Report

Time:2:42:15 PM Detailed E ducation/Seminars Repart RZE SEM1
Employee Course Code Courss Typs/Course Name/Course Conducted By/Results Course Dates Keyword Course
Description Hours
smith , Jane ADMN  PER Adminisirstion Scheduled Date 0.00
Global Staffing 101 Attended StartDate
Date Complete 50312 Renewal Date:
Smith , Jane ADMN 1 HRF Administration Internal Scheduled Date 0.00
HR 101 Attended StartDate.
Date Complete 1103112 Renewal Date:
Smith , Jane HS/CPR Health & Satety Scheduled Date 0.00
CPR Basic StartDate.
Retrain Date Complete Renews! Date:
Smith . Jane PD / ABCL1OY Professional Development Scheduled Date 0.00
Learning 101 StartDate.
Date Complete  1/28/13  Renewal Date:
smith , Jane Humber of Courses. 4 Total Course Hours 00
Browning . Janice ADMN / PER Administration Scheduled Date 0.00
Glabal Statfing 101 Attenaed startDate
Date Gomplete Renewal Date: 503/15
Browning . Janice ADMHN 1 HRP Administration Internal Scheduled Date 0.00
HR 101 Attended StartDate
Date Complete 1102112 Renewal Date:
Time: 3:18:24 PM1 Summary of E ducation/ Seminars Report RZE SEM1S
Employee Course Code Course Name Course Type start Date Date Renewal Hours
Completed Date
Smitn , Jane GLOBAL STAFFING Global Staffing 101 Administration 50313 0.00
Smith . Jane HR Practices HR 101 Administration 110312 0.00
Smith . Jane cPR CPR Basic Health & Safety 53113 0.00
Smith . Jane ABG of Learning 101 Learning 101 Professional Development 1728113 0.00
smith . Jane Number of Courses 4 Total Course Hours: 0.00
Browning . Janice GLOBAL STAFFING Global Staffing 101 Administration 510215 0.00
Browning . Janice HR Practices HR 101 Administration 0.00
Browning . Janice cPr CPR Basic Health & Safety .00
Browning , Janice crR cFR Ba Health & Safety e .00
Brawning . Janice ABC of Learning 101 Learning 101 Professional Development 0.00
Browning . Janice W hat is the Internet? Frofessional Development .00
Browning , Janice Number of Courses 6 16.00
GLOBAL STAFFING Global Staffing 101 Administration 0.00
HR Fractioes HR 101 Administration 0.00
Haile, William cPR CPR Level 1 Health & Safety 0.00
Haile, Wiliam cPR CPR Basic Health & Safety 82811 0.00
Haile, Willam cPR CPR Basic Health & Safety 71408 714109 e s.00
Haile, Willam ABC of Learning 101 Learning 101 Professional Development 1728113 0.00
Haile , William Number of Courses Total Course Hours: 500
Time: 3:20:10 PM Detailed Continuing E ducation Report - Costs Only RZE SEMC1
Employee Course Code Hours Completed Employes § Others Employer§ Accommodat  Leaming Total
Date ion Material §
Adams |, Karen cPr 500 71408 s0.00 s0.00 s0.00 s0.00 5000 s0.00
400 sza00 S000GDN  5000GEBN 525000 S000GDN S0.00GODN $ 250.00
con con
EEO Reparting ao1s 5000 3000 5000 3000 5000 5000
ABC of Learning 101 000 zena S000CDON 5000CEN SOO0CDN 5000CDN 5000 so0.00cON
500 VisieE SO00GDN $000GDN SOO0GDN S000GDN SOO0GDN S000GDN
Totals for:  Adams, Karen $0.00 $250.00 $500.00 $0.00 $0.00 $750.00
Adamson , Jennifer GLOBAL STAFFING 000 sz s0.00 5280.00 s0.00 s0.00 soo0 528000
coN
HR Practices 000 110312 so.00 s0.00 5250.00 s0.00 soo0 $250.00
con
EEO Reporting 200 =033 S000GDN 5000GDN SOO0GDN 5000GDN 5000 S000CDN
ABG of Learning 101 to0  zena S000GDN S000GDN SOO0GDN $0.00GDN S000 S0.00CDN
Totals for:  Adamsan , Jennifer $0.00 $250.00 $250.00 5000 $0.00 $500.00
Time: :59:34 AN CEU Information RZE SEMCEUTT

Employee No. | Hame

Abel , Samantha

Grand Totals:

Course Description

Humber of Courses 1
Humber of Employees 1

Humber of Courses: 5
Humber of Employees: 2

Trainer Hame

11020 Anbott, Jahn HR Practices
EMPLOYEE RELATIONSHIFS IN A CHANGING ENVIR

11028 Abbott, John HR Practices derry

11028 Abbott, John GLOBAL STAFFING Jerry
Course Daseription not Name

11028 Abbott, John crr
Abbott, John  Humber of Courses +

Humber of Emplovees 1
2011 Abel, samantha 8C of Learning 101 Jerry

Date Completed CEU Type

TR

CEU Credit
Professional Development 020

Professional Development 100
Professional Development 050
Professional Development 250
Total CEU Credi 420
Professional Development 200
Total CEU Credit: 200
Total CEU Credit: 620

Version Effective: 8.2

Page 66



info:HR Reports User Manual

Sample Report — Hide Employee Data

Time: 9:02:24 AM Education/Seminars Summary Report By Course RZESENOEMP
Date Course xmir Course Cost === #of
Course Code Course Type Completed Hours Employer Employee Other Total Employees
ABCL101 FD 01/28/2013 0.00 30.00 30.00 30.00 30.00 14
ABCL101 FD 1.00 $25.00 $0.00 $0.00 $25.00 1
ACDA HS 0.00 s0.00 s0.00 50.00 s0.00 1
CPR HS £0.00 $0.00 30.00 $0.00 20.00 [:]
CPR HS 0.00 $0.00 30.00 $0.00 20.00 1
CPR HE 0.00 $0.00 $0.00 $0.00 $0.00 5
CPR HS 0.00 s0.00 s0.00 50.00 s0.00 &
CPR HS 1.00 $95.00 $0.00 $0.00 $95.00 1
CPR HS 0.00 $0.00 $0.00 $0.00 20.00 2
CPR HE 0.00 $0.00 $0.00 $0.00 $0.00 1
EEO ADMN 08/15/2010 0.00 s0.00 s0.00 50.00 s0.00 1
EEO PD 05/02/2013 5.00 s0.00 s0.00 50.00 s0.00 4
EEO PD 08/01/2015 0.00 £0.00 20.00 $0.00 20.00 1
HRP ADMN 08/22/2011 8.00 $500.00 $0.00 $0.00 $500.00 1
HRP ADMN 11/02/2012 0.00 $3,500.00 $0.00 $0.00 $3,500.00 13
HSO HS 05/24/2011 0.00 30.00 30.00 30.00 30.00 1
HSO HS 08108/ 0.00 $0.00 $0.00 $0.00 $0.00 1
LTS ADMN 0.00 $0.00 $0.00 $0.00 $0.00 1
PER ADMN 8.00 $1,500.00 $0.00 $0.00 $1,500.00 1
PER ADMN 0.00 $0.00 $0.00 $3,500.00 $3,500.00 12
PER FD 0.00 $0.00 $0.00 $0.00 $0.00
W MIN HS 08/30/2010 0.00 s0.00 s0.00 50.00 s0.00 1
W MIN HS 05/24/2011 0.00 £0.00 30.00 $0.00 20.00 1
W MIN HS 08 0.00 £0.00 30.00 $0.00 20.00 1
W MIN HS 08/ 0.00 $0.00 $0.00 $0.00 $0.00 1
Grand Total: $106.00 $5,620.00 $0.00 $3,500.00 $9,120.00 15
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Formal Education
The purpose of this report is to list all formal education for each employee. This report can be

generated asking for a specific school, or who has a specific major or minor.

Screen Layout

info:HR
B File Move Import/Bxport  Applicant Tracking  Windows
Oka 4
> info EH | Selection Criteria
- § Emplojee Division
Fosiion a ‘
B o Diparmnt Q ]
Attendance and Eniitlements Location Q
Enployes Infomaton i aQ
Counseling
Educations/Skils Status aQ
Assaciations FTPTAEMRAT @
Contining Education
Formal Education ety () I
Larguages Deges Q bachance @[ | @A ]
Requied Couses Moo Shd ]
Skils e AL
Suscession e QL]
Training Malrix AdminBy Q
Ll Mino Sty Q
User Defned Table Section QL | s []
ﬂvw ﬂvs gt Position Code Q
ollorvLJps Emai Log
Healh and Safely o al_ |
Postions/Skils/E valuation Compary Paid =
Seriaity
o Completed =
Teminatons
Wik History/ Compensalion Pro. tPesdence. Q[
Prov. of Ewployment. Q|
Orighal Hie
Report Grouping
Grouping #1 Division 5]
Grouping #2 Erplopes Name -
Grouping #3 Degres =l
Final Sort Morih/ear =l

The report can be generated asking for one degree by selecting one from the Degree
lookup.

The report can be generated asking for one major study by selecting one from the Major
of Study lookup.

The report can be generated asking for one minor study by selecting one from the
Minor of Study lookup.

The report can be generated asking for one school employees attended by selecting one

from the School lookup.
e The report can be generated asking for education that is company paid or not by
selecting Yes or No in the Company Paid dropdown.
e The report can be generated asking for education that is completed or not by selecting
Yes or No in the Completed dropdown.

Sample Report

Time: §:19:52 PM

Name

Abbett, John

Armstreng . Bob

Armstrong . Bob

Mansfield , Katherine

Mensfield , Katherine

Sartre , Mary-Ellen

Saunders , Carey

Fomnal Education Report RZFORME1
School MajorMinor Study Comp- Year Degree Obtained Compa-
leted
UNIVERSITY OF GUELPH ADMINISTRATIVE & v 01081982 BACHELOR OF ARTS N
GOMMERGIAL ST
COMPUTER SCIENGE
UNIVERSITY ACCOUNTING v 01051985 BACHELOR OF ARTS N
COMPUTER SCIENCE
CHARTERED ACCOUNTANTS  ACCOUNTING ¥ 12/09/198% CHARTERED ACCT N
UNIVERSITY bl BAGHELOR OF ARTS N
GEORGE BROWN COLLEGE HUMAN RESOURCES ¥ 18122001 pIFLOMA N
YORK UNIVERSITY ADMINISTRATIVE & v 07081981 BACHELOR OF ARTS N
COMMERGCIAL ST
UNIVERSITY HISTORY ¥ 21052001 BACHELOR OF ARTS N
Total Number of Employees in Company is: 5
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Languages

The purpose of this report is to list who speaks and writes various languages. Another way to

generate this report is to ask for a specific language, and listing who speaks or writes it.

Screen Layout

5l bl i
ORE 4+ v aava i E

& infoHR

- § Employes
Posilion
] Repotts
-] Attendance and Enitlements
-] Employee Infomation
]| Counseling
Educations/Siils
| Associations

Continuing Educ ation
Formal Education
Languages
Required Courses.
Skils
Succession
Training Matrix
Training Plan
Gap Analysis
User Defined Table
Follow-Ups.
Follow-Ups Email Log
Health and Safety
Positions/Skills/E valuation
Seniority
Setup
Temiinations.
“work History/Compensation
Stakistics
) Mass Updates
B seup

24 Impott/Export

£ Payety

S5 HRSoft

Selection Criteria
Division
Department
Lacation
Urian
Statu
FI/PT/SE/TRAIT
Employes Number

Languages
Fegion

Adin By
Section

Prav. of Residence.

Report Grouping
Grouping 1

Final Sort

Import/Expert  Applicant Tracking  Windows

BLLLPPEP

[ Ja[ e[ J@[  |I ViwLsnouaes Descipions

shit [ ]
Q] Prav.of Enplayment &[]

Division >
Employee Name -

e To generate the report asking for a specific language, select the language from the
lookup. Up to 4 languages can be selected at once.

e To generate the report with all languages listed, leave Languages blank.

Sample Report

Time: 8:21:05 PM

Employee Name
Abbott, Tohn

Adams , Karen

Armstrong , Bob
Dirac , Jeri

Language Report

L anguage Spoken

L anguage Written

ENGLIZH ENGLIZH
GERMAN GERMAN
FRENCH FRENCH
ENGLIEH ENGLIEH
POLIEH POLIEH
§PANISH GERMAN
FRENCH FRENCH
FRENCH ENGLISH
GERMAN POLISH
ENGLIEH ENGLIEH

Total Number of E mployees in Company 10
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Required Courses
The purpose of this report is to list employees and the courses that are required for their

position held. To produce this report Required Courses must be set up for the Position in the
Position Master.

Screen Layout

infoHR - [

Emplovee
Fosiion
] Rieports
Attendance and Entilements
Employes Information
Counseling
Educalions/Skils
Associations
Cantinuing Education
Fomal Education
Languages
Required Couses

Setup
Teminations

Work History/Corpensation
Statisics

L) Mass Updates

B seup

% Import/Export

:ﬁ Fayweb

2L HRSo

£ File Move Find Email Import/Export Applicant Tracking Windows

OR& v
[@wnmHR  Selection Criteria

Division

Department

I

Status

FT/PT/SE/TRAT

Employee Number

Posiion Code

Postion Start Date

Flegion
Achvin By

Section

Reporting Authoity

| 9l |

il

Shit

Course Code

Course Type

PP BPPPEPBPPPLPP

& Emploes Course History Report " Couses Required Report

e Using the Employee Course History Report selection you will be able to view the

courses completed, the date they were completed, and a renewal date.

e Using the Courses Required Report selection you will be able to view the courses
required as of the Renewal Date.

Sample Report - Employee Course History Report

Time: 3:25:06 PM

Division:Canadian Branch

Course Hame
Abel, Samantha

Excel Review

GLOBAL STAFFING

Accessability Act

ABC of Learning 101

W NMIS

Employee Course History Report

Department: Human Resources Shift: Non Union

Paosition

HR Generalist
HR Generalist

WNMIS HR Generalist
EEC Aeparting HR Clerk
Health & Safety Crientation Aw HR Clerk

Humber of Employees in Canadian Branch

Position Type

Primary
Primary

Frimary
Frimary
Frimary

1

Machine:

Course Taken

Mot Taken
Not Taken
Mot Taken
713114

amao

RZCOURSEHIST

Renewal Date

120114

"
ei1644

8/18/15

Sample Report - Course Required Report

Time: 11:31:28 AM

Course Name
King, Debra

EEQ Reporting

CFR
Browning, Janice

CPR

Haile, William
CPR

Employee Course History Report

Position

Benefits & Pension Admin

Number of Employees in EasternUS Branch

Division:Eastern US Branch Department: Cal Regional O ffice Shift: Non Union

Position Type

Primary

Machine:

Course Taken

Not Tsken
8129/11

829/11
1/15/98

32912

RICOURSEHIST

Renewal Date

8/18/11
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The purpose of this report is to list the skills of all employees. Another way to generate this
report is to ask for a specific skill, and listing who has that skill.

Screen Layout

5. Fle Move Find Emal Import/Export Applicant Tracking Windows
OR&E 4+ teaa~-oWE
% infoHR Selection Criteria
Emplopes Divison Q ]
P Depatiment @ l
] Repots
& | Atendance and Entilements Location Q,
i Employes Informston Urion a
i Counseling
] Educations/Skils e a4
nesaniations FIPT/SE/RAT @
Corlinuing Education Emplopes Humber
Formal Ecucaton
Langusges o AL JA[ _ JA[  JA[ ] I VewDeipn
Required Courses Fiom/ TaDale 1
Skile Fe
Semesdon e al |
Tiaining Matix ey a
Tisining Plan Section al |
Gap Analysis ;
=] User Defined Table e L]
FallowLps
FollowUps Emal Log
Heath and Safety
Postions/SKils/E vakuation Heport Groyping
= Greuping 1 Diveaon — =
Setup Final Sor Erployee Narme =
Teminations
ok Histoy/Compensation
] sratites
& Mass Updates
St
;‘é_| Import/Export
;3 Payweb
4 HRSoft

e To generate this report to display employees with specific skills, select up to four skills
from the Skills lookup.
e The From/To Date will allow the user to specify a time frame in which the skill was

acquired.

Sample Report

Time:  §:24:08 PM
Employee Nbr. / Name
221026 Abbott, Joln
221026
221026
221026
1051 Adams, Karen
1014 Anderson, Dane
1050 Armstrong, Bob
1050
1030
1050
1050
1050
1050
1050
1054 Harper, Besy
1032 Mansfield, Katherine
10231 Sampson, Hary
5984 Sartre, Mary-Ellen

Skdlls Report by E mployee

Skill
N411 Missing Description

NOSK Missing Description

COMPUTERS
MGMT CONSULTING

COMPUTERS

COMPUTERS
COMPUTERS
COMPUTERS
INFO:HR EXPERIENCE

INFO:HR EXPERIENCE
INFO:HR EXPERIENCE

MACHINE OPERATIONS ENTRY
LEVEL

Performance reviews

Privacy Leg'n Gurs

COMPUTERS

HR GENERALIST EXPERIENCE

COMFPUTERS

Performance reviews

Level

&

Y

oo

B

B

B

B

B

3
4

B

=

B

B3

o
=3

Date
12/0711996
NA011996

1411222010
14101999

15101/1998

14122010

181022000

15/01/1998

13106:2002

161032008
11011999

1510672001

17/04/2001

1510112004

1411222010

14122010

15/101999

RZISKILL1

Conments.
USING NOVELL NETW ORKS IN AN OFFICE
ENVIRONMENT

REEEX
What is the Internet?
Terms used while on the Internet

W hat is the Tnternet?
Terms used while on the Internet

EXRIR

INTRO TO WEB SITE DESIGN

THE BASIC § OF HTML NEEDED TO DEVELOP A
What is the Internet?

Terms used while on the Internet

INFO:HR E8S USAGE

INSTALLATION OFESS IN THE ORGANIZATION
Advanced INFO-HR

Attende: FO:HR training courses during thr
installation of the system

hris

ORG THEORY FOR MANAGERS
INTRO TO ORG DYNAMICS IN SMALL GROUPS
PIPEDA PrivacyLez'n

f35321

EREER

PERFORMANCE REVIEW ME THODS
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Succession

The purpose of this report is to view the Succession plans for each employee.

Screen Layout

£ infoiHR - (Successsion R

& File Move Find Email Import/Export Applicant Tracking Windows
ORk& ttu-a@E

[@ AR Selection Ciiteia

Employes Division a ]
Position Deparlment Q ]
Repotts

Atendance and Eniemerts  L2e%%n a
Emplopee [nformation Uriion Q
Counseling Statis
Educations/Skils Q
T b bocitions FTPTAEMRAT @
Continuing Education Enployes Number
] Formal Eduzation b -
From ¢ To Dal s 2
Languages fom /o Date [ Im
| Requied Cowses Fegion Q
£ skills Adiin By Q]
1] succession .
] Toning Matix e L ]
| Training Plan Shit
oS Gapdnalysis Postion Preferences
i User Defined Table al ]
i FollowUps Rlocate ? m Locaiion
| Falonps Enél Log ® ShowLastSucessionReview () Al Susosssion Fleviews
| Health and Safety
i Pasitons/Skils/Evaluation
Hs Beport Grouping
| Seniaity
H sen Grouping H1 Division <
£ Teminations Final Sort Ermplopes Name
| Werk Histor/Campensation
i Statistics

&/ Mass Updates

B seup

241 lmport/Esnot

e Using the Position Preferences you will be able to view plans of employees who have

shown interest in a specific position.

e When Relocate? Is checked you will see employees who will relocate. You may enter a

Location to view employees who will relocate to a specific location.

e When Show Last Succession Review is selected you will be viewing only the latest
Succession Review. When All Succession Reviews is selected you will be viewing all

reviews for each employee.

Sample Report — Relocate checked and Show Last Succession Plan

Development Plan More experiance through daily duties and indepsndant research.
Position Preferences

Director, Human Resources

Western Regional Manager

Position Promotability Relocation
Helth & Safety C 24 Months us
Current Succession Rev ien

Date 13
Strengths Analytical problem selver
Weaknesses Leadership

Development Plan Taks leadership courses, gain mors knowledge of HR. practices in the organiztion. Compelte require courses
Position Preferences

Director, Human Resources

Western Regional Manager

Time: 10:47:18 AM Succession Review Report RZSuccessionl
Employes Name Position Promotabiliy ~ Relocation
Abel, Samantha Health & Safety C 24 Months us
Current Succession Review
ate 3n3n3
Strengths Analytical problem solver
Weaknesses Leaderskip
Development Plan Take leadership courses, gain more knowledge of HR practices in the organization. Compelte required conrses.
Position Preferences
Director, Human Resources
Western Regional Manager
Sample Report — All Succession Reviews
Time: 11:10:51 AM Suceession Review Report RZSuccession]
Employee Name Position Promotabiliy  Relocation
Abel, Samantha Health & Safety C 36 Months us
Current Succession Review
Date sou2
Strengths Able to see HES issues and solve them diplomaticly
Weaknesses Experiance in the field,
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Training Matrix

The purpose of this report is to provide the user with a visual breakdown of courses, employee
completion dates and Legislative or Organization requirements. This report will open in Excel.
Legends at the top of the report will indicate colour meaning and requirements.

Screen Layout

L info:HR - [Training Matrix Report]
&' File Move Find Email Import/Export Applicant Tracking Windows
anr Ao EE
& infoHR Selection Criteria
@ § Employee Division Qi ]
% i Postion
Depatment
=] Repotts cpatimen Al ‘
&[] Attendance and Entitlements Location Q
- _| Employee Information Urich Q| ]
Counseling
Document Type Status QI |
-] Educations/Skills Category Q ]
Associations Menu
Emplogee Number  § | |
Continuing Education
Formal Education Fiom /To Date 2]l | @ ]
Languages Position Code Q| Position Group @
Requied Courses ﬁg
g Region Q|
Succession Adnministered By -§]|
Training Matiix oty ]
Training Plan L
Gap Anabsis Couse Type Q| J
User Defined Table Menu Course Code Q| ]
Follow-ups Menu
Folorups Menu Emai Log ot =
&-{_| Foms Prov. of Residence @
% || Heakh and Safety Prov. of Emplopment
Positons/Skill/Evaluation i) —
Benioty Rlequied Courses Only [~
@[] Setwp Show All Employees With any Training Record I
Teminations
-] Waork Historp/Compensation
-] Statistics

e Toview all employees check the Show All Employees box.
e Toview only required courses check the Required Courses Only box.

Sample Report

Date: Apr 09, 2013 Training Matrix
ime: 20:35:41 No date entered

Training in Good Standing R - Required Courses
Training will Expie in Thitty Days L = Legislated Courses
Training Not in Good Standing N/A = Course not required for that position
Division ~ Team Employee # Name Job Title Location  Original Hire Course Taken
[ CPR HT INFO ORI
Advanced | Budget for ICPR Hiring/Term Intro to INFi Company
R R L R
1001 AccT 5001 Haile Wiliam RECEPTIONIST 30/06/1992
1001 FINADMN 1050 Armstrong,Bob DIRECTOR, HUMAN RESOURCES 2c 10/03/1934
1001 SALE 1013 Brown,Thomas FINANCE & ADMIN. MANAGER 30/06/1988
1001 SALE 1012 King,Deborah DIRECTOR, HUMAN RESOURCES 25/05/1985
[2000 AcCT 1051 Adams Karen ACCOUNTS PAYABLE CLERK 02/0142000
[2000 SALE 10231 Sampson,Harry SALES REPRESENTATIVE 12/01/1990 N/A
[2000 SALE 1027 Saunders,Carey SALES REPRESENTATIVE 16/09/1990  N/A
[3000 ADMN 5000 Haile. Jenny TELESALES REPRESENTATIVE 06/01/1993 NVA
6000 FINADMN 221026 Abbott,John President miss 01/02/1992
6000 FINADMN 1014 Anderson,Dane HR CLERK 03/08/1989
6000 SALE 5984 Sartre Mary-Ellen BRANCH MANAGER miss 06/01/1994 N/A
lasc HR 1054 Harper,Betsy Office Administrator 230071994 N/A
lasc HR 1052 Mansfield Katherine  HR CLERK 260772003
|asc HR 1053 Mansglebe Jayne HR CLERK 0110171962

JaBc SALE 2210 Drac Jeri SALES MANAGER SWO 15011990 N/A
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Training Plan

The purpose of this report is to provide the user with information on the Training Plans created
based on an employee’s position and required courses. Individual courses added to the
employee’s Training Plan are also printed. You will be able to view courses dates taken, renewal
dates and whether the course is a requirement of the position.

Screen Layout

Move Find Email Import/Export Applicant Tracking  Windows

tta-EmE

[@itoHR  Selection Ciiteria
Employes Division
Pastion

Department

I

Location

Urian
Status
FI/PT/SE/TR/OT

Employee Number

Languages From / To Date
Requied Courses Postion Cods
Skill
Succession

PostionGroup Q[ |
Fegion
Adkvin By
Se
User Defined Table Course Code

FolowUps ity
-=| Folowps Emai Log

Heakth and Sale

PLPPPBERPLPPPP

Fosiions/Skils/Evaluaion Report Grouping
Senioty
Grouping H1
Setp oe
Teminations Grouping #2
otk History/Compensation Grouging 3
Statisics
2 Fincl Sert
&2 Mass Updates
B Setup

_% Impott/Export

e To view only specific course use the Course Code selection criteria to enter only the
courses you wish to view.

Sample Report

Time: 3:39:15 PM Training Plan Report RZTRAINPLAN
Position
Employee Position/Start Date Dependent? Course Renewal Date Course Taken
Abbott , John ChietInferm ation Officer / 2/01/00 Ves EEC Reporting 05012000
Abel, Samantha HR General Mo Excel Review
Abel, Semantha HR Generalist / ves GLOBAL STAFFING
Abel, Samantha HR Gen Ves W NMIS oBl122014
Abel, Samantha HR Gen Ves Acesssabiliy Act
Benefits & Pension ren1nz Yes EEO Reporting o6012015
Ves EEO Reporting
Ves EEC Rep:
Ves EEC Reporting
Ves Heslth & Safaty Orientation Aw
Ves EEO Reporting
wHMIS
Browning . Jenice Yes GLOBAL STAFFING 05032013
Darksey . Pat Ves EEO Reporting
Davis , Calia Ves Heslih & Safaty Orientation Aw
Davis , Celia Yes E£0 Reporting
W HMIS
Davis , Celia ves GLGBAL STAFFING 05032013
Gilles . Catherine Yes EEO Reporting
Halle , Wiliem Yes EE0 Reporting
King . Detra Yes EEO Reporting
Sampson . Harry Ves EEO Reporting
Seby , Murray Yes EEC Reporting
001 Number of Courses 2
Humber of Emplovees “
Grand Totals: Number of Courses 23
Number of Employees: 14
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Gap Analysis

This report uses data from the Succession Planning screen and compares the employee’s
Position Preference’s Required Courses to the courses taken under Continuing Education, and
identifies courses required should the employee be moved into one of their Position
Preferences.

Screen Layout

5 File Mov Email Import/Export  Applicant Tracking  Windaws
OR&E 4+ V#a-=a
& ot ~Selection Ciiteria
Employes Division Q |
;“*"‘“:‘ Depattment: aQ |
] Reparts
Atendancs and Entilements Looation Q
Ernplopee Information Union Q
Counseing
Educations/Sils i Q4
Associations FIRT/SEARAT &
Ennun‘uEmdgEducsnun Enploves Number @
ormal Education
Langusges From / To Date
Required Courses Region Q
e
Sucosssion
Tiaining Matse Sestian aQ
Tiaining Flan Shit
Gap Analysi:
(i Fostion Preferences @[ |
FolowUps Rielocals 7 [ Location
Folnslins Emal og @ Show Last Review O Alleviews
=] Health and Saety
Fosilons/Skils/Evaluation Show only Not Maiched [~
Senioilty
-] sewn
Terminations I —— |
| Wolk History¢Compensation
-] statistics. Emplayee Mame.
2 Mass Updates
Setup
.54 Import/Export

e |f “Position Preferences” has a Position Code entered, the report only prints an
employee who has the matching Position Code in their Position Preferences.

o If “Show only Not Matched” is checked, only Course Codes that haven’t been taken will
appear on the report.

Sample Report

Time: 8:39:55PM Gap Analysis Repart RZIGapAnalysisl
Employ ee Name Position Position Preference Position Requied Employee
Armstrong , Bob FINANCE & ADMIN. MANAG Skills Match/Not Match

DIRECTOR, HUMAN RESOUR
HR GENERALIST EXPERIEN No
INFO:HR. EXPERIENCE Yes
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User Defined Table

This report prints data entered into the User Defined Table under Education/Skills section of

info:HR.

Screen Layout

& file Move Find Email Import/Export Applicant Tracking Windows
ORB&E 4 L éa~ra .
Selection Ciiteria
% nioHR
Employee Division a |
Posilon
Department
o o epaiment Q ]
Bltendance and Entllemerts  Location aQ
Employes Information Ui Q ]
an
Educations/Skils SR Q |
Assaciations EmployesNumber G ]
Continuing Education Fiegion
For Eastn g
Lenguages i By al ]
Required Courses e Q |:|
Skl
Succession Code 1 Q]
Treining Marix
T aifiog Plain e QL]
Giap Analysis Code 3 [l ]
User Defined Table o
FolowLps
Follow-Ups Email Log Code 5
Heath and 5 afety
Pasitions/Skils/Evalustion Date 1 Flag 1 r
Seniory Date 2 Flag 2 =
Seup
Terminations e fedd 1
Watk History/Compensation Date 4 Flag 4 i
Statistics
Flag§ r
L) Wass Updates BEED <
B Selup
24 ImportExport Report Grouping
£ Payeb Grouping #1 Division -
2L HRSo
Grouping #2 Erplopes Name -
Final Sort Emplopes Name -
Time:  §:41:26 PM SeasonalCasual Dates s e
Employee Name  Saunders , Carey
Employee Name
Ssunders , Carsy
Categary Seasonal Employmentstart 1032012 HA False
nA Employment end 302012 HA False
HA HA HA False
HA HA HA False
HA HA HA False
Text1 Text2
Comments
Category Casual Employment start  11/28/2011 WA False
HA Employment end 12:3012011 HA False
HA HA HA False
HA HA HA Falze
HA HA HA False
Text1 Text2
Comments
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Follow-Ups
The purpose of this report is to view all Follow-Up records in the system with the status of the
follow-up and dates associated with it.

Screen Layout

ORS 4+ - WE

> rioHR

- § Employee
&2 Posiion
i Repots

Atterdance and Enfiernerts
Erployee Infomation
Caunseling
Educaions/Skils
FolowUps
Folowips Email Log
Health and Safely
Posiions /Skills/Evalustion
Sericry
Setup
Terminations
Work History/Compensation
Statisics
L} Mass Updates
Setup
,‘L‘ Import/Export
224 Payweb
2 HRSolt

Dvision aQ
Department @
Location Q
Urion a
Status [\
FTPTASEMRAOT @
Emplopes Number
FolowUpDate @
From / To Date
Completed Flag ]
Fegion Q[ ]
chvin By Q[ ]
Section Q
Shift l:l
[ Include Terminated Employees
Report Grouping
Grouping 1 Division =]
Giouping H2 Employee Name ~
Grouping #3 Follow-Up Reason ~|
Final Sott Follow Up Date Dats. ~|

|C info:HR - [Follow-Ups Report]

5. File Move Find Email Import/Export Applicant Tracking Windows

e You can use the Complete Flag to select either completed follow-ups by entering a “Y”

or incomplete follow-ups by entering a “N”

e If you wish to view terminated employees on the same report check the Include
Terminate Employees check box.

Sample Report

Time: 8:43:51 PM

Employee Name

Anderson, Dane
Comments:

Armstrong , Bob
Comments:

Armstrong , Bob

Comments:

Comments:

Comments:

Armstrong , Bob

Comments:

Comments:

Comments:

Comments:

Comments:

Follow-ups Report

Follow-up
LEAVE OF ABSENCE

LOA: ANDERSON, DANA was on leave fram November 30, 2009
This employee's absence leave was extended on Nov 25, 2009

This employse was re-activated on Jan 01, 2010

Conflict of interest form
Conflict of interest form -

Drivers license renewal
Drivers license -

Drivers license renewal
Drivers license -

Drivers license renawal
Drivers license - G2567-98765-12345

EDUCATION FOLLOW
PIPEDA Privacy Legn

EDUCATION FOLLOW
Safety in the warkplacs

EDUCATION FOLLOW

EDUCATION FOLLOW

EQUCATION FOLLOW
Course: CPR - CPR

Date
31/12/2009

31/01/2012

01/11/2009

27108/2011

31/07/2009

20/07/2009

20/08/2010

31062013

01/03/2013

RZFOLLU1

Completed
Yes

No

Version Effective: 8.2

Page 77



info:HR Reports User Manual

Follow-Ups Email Log
Use this report to view a list of follow up emails were sent out to whom and this report will
show sent or a failure if they were not sent.

Screen Layout
=3

forHR - [Follow-Ups Email Log Rey
5. File Move Find Email Import/Export Applicant Tracking Windows
D&+ baa-=a
[ inferHR Selection Criteria
B § Employee
B 5 Pasiion DY |
E Repoits Diepartment |
Aiendance and Entilements e
ocation
Employes Infomation
Courseling Uricy |
Eduucations/Skill Staius ]
Fallow Ups
Follow-Ups Email Log FT/RT/SETR/OT J
Health and Safety Emplopee Number ]
Positions/Skills Evaluation
p Flegion
Seniority
Setup Adin By
Teminatians Saction
Wark History/Compensation
Statistics Shift
Bl £ Mass Updates FallawUp
B 2 Seup
- o From / To Date Sent
£ Paych
B HRSolt
Report Grouping
Grouping #1 Division -
Final Sort Emploges Name ~

Sample Report

Date:  0217/2015 HR Systems Strategies Inc. Page: 1

Time:  10:02:27 AM Follow Up Email Log Report RZFOLLOWEMAILL

Division West Coast Branch

Employes Humberillame Alert Effective Date  Email Sent  Sentto status

11028 Abbott, John Associations Renewal 0110272001 111132014 Failed to send emall to: 11028-johna@xyz.com; FAILED
1102 105 £

1051-hemum@infohr.net
1050-hemum@infohr.net;
hemum@infohr.nethemum @ infohr.com
11020 aveott, Jonn Associstions Renewal 01022001 12042014 Emais sentsuccessfull to sENT
1 11026+
1051-hemum@infohr.nat
1051-hemum@infohr net
1050-hemum@infehr.net:
hemum@infehr.nethemum @ infohr.com
121182014 Failed to send emsilto: 1051-hemum@ infohrnst;  FAILED
1051-hemum@infohr.nat
1050-hemum@infohr nat
hemum@infehr.nethemum @ infohr.com
11028 Asbott, Jenn Associstions Renswal 01022001 121162014 Failed to send emailto: 1051-hemum@infohrnet  FAILED
1051-hemum@infohr.net;
1050-hemum@infohr.net;
hem um@infohr.nethemum @infohr.com
Failed to s2nd email to: 1051-hemum@ infonrnet.  FAILED
1051-hemum@infehr.net;
1050-hemum@infohr net;
hem um@infohr.nethemum @infohr.com
Failed to send smail to: 105 1-hemum@nfonrnst,  FAILED
1051-hemum@infohr.net:
1050-hemum@infohr.net:
hem um@infohr.nethemum @nfohr.com
121482014 Emaik sent successfull to sENT
1051-hemum@infohr.net;
1051-hemum@infohr net
1050-hemum@infohr.net:
hemum@infohr.nethemum @ infohr.com

11028 Abbott, John Associstions Renewal

Abbott, John Associstions Renewal 01/0272001

11028 Abbott, John Associstions Renewal

11028 Abbott, John Associstions Renewal

Totals For West Coast Branch Number of records 7

Total Employees 1
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Forms
Attendance Sign In

This report may be used to create an Attendance Sign In Form for a selected group of

employees.

Screen Layout
[P infoHR8.11 - Live S e
' File Move Find Import/Export Windows

OR& | 4 Vw-ME

> i T Selection Ciiteria
i
[:Ip\me

Attendance and Enlilements
Employe Information
Counseling
Dogument Type
Educations/Skils
Follw-ups Menu
Folow-ups Menu Email Log
Foms
=] attendance Sign In

L

- Find Candidate B Q
@@ Find Active Emplopes Department =
~df Find Terminated Employee
Location
e iomern alL_J
Wil Histo/ Compensaiion Unicn Q
Atendance/Ertilemerts Status Q
Education/Skills
Cat
Folon-ups Mer B a
Health & Safsty Employes Number
Counselling Aoy
gion
Comments & :I
Leavesand Terinaions Adnrioedty QL]
2 Position Section Q
£ Repotts Shit ]

Sample Report

Al - £ Date
A B = D F

- Date Time
5 Topic
3 NAME DEPARTMENT SIGNATURE DATE
i Alex Abel ADMINISTRATION
g bbb bbb INSIDE WORKERS
5 Betsy Harper UMAN RESOURCE]
- Bob Armstrong FINANCE & ADMIN
3 Carey Saunders ALES DEPARTMEN
5 Dane Anderson FINAMNCE 8 ADMIN
% Deborah King ALES DEPARTMEN
& Harry Sampson ALES DEPARTMEN,
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info:HR Reports User Manual

When the Health and Safety section is utilized in info:HR the information entered will be used to
create Analysis Reports. All reports in this section include Active and Terminated employees
that fall into the section criteria entered on the screen. Below are the reports included in this

section.

El:l Health and 5 afety
. Body Site
D ay of Wesk
Employes
Employee Trends
Employee#'SIB Cost Report
Company Associated Cost Repart
Experience
Incident Type
Injury Code
Plant &rea
Shift

Body Site

This report displays and summarizes the Health & Safety Incidents by Type and Classification of
incident according to where, on the body, the injury occurred.

Screen Layout

£ infoHR - [Analysis of Incidents by Body Site Report]

S File Move Find Import/Bxport Applicant Tracking Windows

OR& + taa-BE

© and Entilements

FI/PT/SE/ROT

Foctow Q[ |

C_1
Incidet Type 1
€

I

Report includes Terminated Employees

mL ]
ncidertShit || [~ Incident Dote >= Serorty Dete

Section

Prnay Cause. Q[ |
Eqiprent Q[ |

al ]
a1

o The Selection Criteria allows you to enter up to 4 Body Site codes for reporting on.
o Use Day of Week to report on selected days of the week.

Sample Report

Time: 1:37:26 PM

Division Central Branch
Body Site: HAND

From-To-Date: 42992 9/09/11
Type Class'n Cause/Task

FA FRSTAID

INCORRECT PLACEMENT OF EQUIP.

Analysis of Incidents by Body Site

% ofallincidents
Total Number of Incidents

Injury
Crushing Injury

INCORRECT USE OF THE EQUIPMENT BRUBE
CUTTING PAFER
FA MEDICAL AID INCORRECT USE OF THE EQUIPMENT cuT

FIXING THE DE-CAS TMACHINE DURING MTCE.

RZINBODY

1250% Number of Incidents 3

24

Plant AreaE quipment [D
DIECAST
DIEECASTMACHINE

DECAST
DECASTMACHINE
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Day of the Week

This report displays and summarizes the Health & Safety Incidents that occurred during the time
period (From / To Date) entered. The dates entered are based on the Incident Date. If you wish
to generate a report that details the Incidents that occurred on a specific day of the week, enter

the Day of Week criteria to report on.

Screen Layout

IE) infoHR - {Ana)
o File
OR&

> o HR

import/Export  Applicant Tracking  Windows

o - =

I

- and Entilements

FT/PT/SE/TRAT

Incident Type.

I

|

Employes Number

From / ToDate

B2LLLPLPPLL

nciderkShit [ ™ Incident Dte>= Sty Date
oot

aQ

il
i

V)

2y Import/Export

I rsor

Report includes Terminated Employees

i

Sample Report

Time:  1:39:33 PM

Day of Week: Thursday

Yy % ofallIncidents:
FromToDate: 04291992 09/09:2011

Total Number of Incidents:
Type Shift  Hour Plant Area
FRSTADD A 13:42 FABRICATION DEPT.

1 10:00

10:00 BATILEFELD

13:.00

10:00 DECAST

10:00
MEDICAL AID 1 00:00

Analysis of Incidents by Day of Week

2217

RZINDOW

Number of Incid ents: 7

Equipment ID
FABRICATION MACHINE 33

COMPUTER

DECAS TMACHINE
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Employee
This report details the Health & Safety Incidents that have occurred for the employee(s) selected
based on the From / To Date entered. These dates refer to the Incident Date.

Screen Layout

) inforHR - [Analysis of Incidents by Employee Report]
S e Move Find Import/Bxport Apphcnt Tracking Windows
OR& + tee-WE
WsklaHR Days of the Week.
e Employee Division Q 7 [ '
62 Postion Departnent qQ IS
Aepos 2-Manday
Alterdance and Entlements  L°%n Q 2 Iueadsy
Enployee Infomation Urion Q 1[N e
Counseling S wisday
Educations/Skik ¢ Q ]| 6-Fidy
FolowlUps FURTSENROT @ ] | 7-Setudy
FolowUps EmaiLog Incident Type Q] RacGow Q[ |
e Enplyee Number ]
& ] Health and Saety Fon/Tovse
Body Site ) ta0M e
Day of Week
fedehy Day of Week L e ] Incident Shit ] I~ Incidert Date >= Serioity Date:
Enployee Tiends Regin Qq Seshn @
Enployee/WSIB Cost Repot  admin By
Campary Associated Cost A al_J o
Experence Pinayiiay Q[ ] wease Q[ ]
Incden Tpe Clssfcaion Q| Eqioment Q[ |
Iriury Code
e Hazerd Rating =
Resul Q] I Include Comments
Fosiions/Skils/Evakuaion
Seriorty
seg [ovien =]
30 Grouping ] Divison
Wark History/Cormpensation
Statitcs
ass Updstes
2 é Setup
) Inpot/Expot
Paywats Report includes Terminated Employees
@ E RSt e s

e To view comments associated with Incidents check the Include Comments box.

Sample Report

Time: 8:48:52PM

Analysis of Incid ents by Employee RIINEMF
Employee Name: Abbott, John % of all Incid ents: 28.00 Number of Incidents: 7
FromToDate: 20041992  28/1172011 TotalNumber of Incidents: 25
Typelnjury CauseTask Shift Body Sites
Ovwaraxartion INCORRECTPLACEMENTOF EQUIP. 2 LEFTLEG
BRUISE GOING TO 8 TOREROOM
Overexertion
Orwerexertion WETFLOOR 1 HAND
BRUISE WALKING TO TOOLROOM
Orweranertion INCORRECTPLACEMENTOF EQUIP. A HAND
BRUISE Torning away fom equipment.
Orveraxertion 1
Orwaraxartion INCORRECTPLACEMENTOF EQUIP. EAR
BRUISE Operating high dacibal equipmant
Ovwerexertion
Mild General Ailment ES)
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Employee Trends
This report details the Incidents that have occurred to the employee(s) selected over a period of
time based on the From / To Incident Dates entered.

Screen Layout

[ info:HR - fAnalysis of Incidents by Employee Trend Report]
S File Move Find Import/Eport Applicant Tracking Windows

OR& (4 vea-BE

& waHH ion Ci
@ § Employes Divison Q ] D"’: "; '": e
- Posiion Departmert Q ]| 2 Vi
epots — . .
Alterdance and Entlements 23N QL1 e
i smaton Urion ednesday
i i Q IR i
Status Q || 6-Fidy
FIPT/SENROT @ ]| 7-Saudy
Incidert Type Q] RacGow Q[ |
;Z Employee Nur % ]
7 Fiom / ToDate
L e ] ncidertShit || [~ Incident Date >= Seniorty Date
— CeS N —
Q
Q
aQ
al ]
24 pdates
D
5 Payweb Report includes Terminated Employees
- £5) HRsolt

e Toview comments associated with Incidents check the Include Comments box.

Sample Report

Time: 8:50:36 PM Employee Trend Analysis Repart RIINET
Typeof Injury: % of all incidents 6.00% Number of Incidents 14
FromToDate: 29/04/1992 28/11/2011 Total Number of Incidents 25

Emplayee CauseTask Plant Area Incident Date
Abbott, Joha 01/08/15%6
Abbott, Joha 01/06/1596
Adams, Karen 01/01/1994
Anderson, Dans 01/11/2006
Armstronz, Bob OFFICE 281112011
Browning, Janics 01/11/2006
Drac, Jeri 01/08/1996
Saunders, Carey 01/03/2006
YOUNG, YOGI 10/08/1996
YOUNG, YOGI 02/08/1996
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Employee/WSIB Cost Report

This report details the WSIB Costs for each employee according to the options selected.
Totals are calculated and displayed for each Claim and Employee. A Grand Total is calculated

and displayed at the end of the report.

Screen Layout

Y info:HR - [Employee/WSIB Cost Report]
S File Move Find Import/Export Applicant Tracking Windows
OR&e 4+ Ve-BE
o infoHR Selection Criteria
-4 Employes Division Y] |
o :Z‘;‘:’; Department Q| ]
| Attendance and Entilements Location Q ]
- Employee Infomation rion
] Counseling Al ‘
& ] Educations/Skils Status Q ]
FolowUps FT/PT/SE/TRAOT Q[ |
Follow-Ups Email Log
Foms Employee Number Ll ]
51| Health and Safety WSIB Number
= [ter o] |
Bl Dot sk Stetement Date (From/To) |
£ Employee From /To Date ]
Employee Trends Region 1
=] Employee/WSIB CostRepor Al
| Company Associated Cost A AdninBy Qq
Experience Section Q[ 1]
Incident Type
Injuty Code: Shift ]
Flant Area Hazard Rating 5]
] shit
Posors ks Evakision ek a1
Secioy Include Termination [
@] Setwp
Teminations Report Type
Wik History/Compensation ihen g
@] Statisies
g

e Inthis report, the user has the ability to include or exclude terminated employees based

upon the check box Include Termination.

e Selecting Detail report type will provide break down by Claim #, employee and cost

type. Select Summary to view costs listed by type.

Sample Report - Detailed

Typeof Cost
T emporary Compensation
Health Care
Pensions
Survivor's Benefits
Rehabilitation Costs
NonE conomic Loss Award

Retirement Pension
Re-employment
1352

135/4

Grand Total

Future E conomic Loss Award
Future E conomic Loss Supplement

% ofTotal

3,225.00 79.04%
85520 20.96%
0.00 0.00%
0.00 0.00%
0.00 0.00%
0.00 0.00%
0.00 0.00%
0.00 0.00%
0.00 0.00%
0.00 0.00%
0.00 0.00%
0.00 0.00%
4,080.20 100.00%

Abbott, John 333333333 Tempotary Compensation 2,000.00
Health Care 23020
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
Total Claim Cost: 223020
Temporary Compensation 3,000.00
Health Care 230.20
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
TotalEmployee Costs: 3.230.20
Sample Report - Summary
Time: 11:23:16 AM T otal Cost - Cost Summary E xcluding Internal Costs rzinct
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Company Associated Cost Report
This report summarizes the costs for the Health & Safety Incidents that have occurred during the
period of time based on the From / To Incident Dates entered.

Screen Layout

s ared

e -
&) File Move Find Email Import/Export Applicant Tracking  Windows

ORE 4 V- EE

e Selection Criteria
Employee
Pt
| Repatts Fitmn [
-] Attsrddancs s Enttsmerts
(- Employee Information FromDateRange [ | | - B
- Counseling
-] Educations/Skills Statemert Date L
Follon-ups
Follo-ups Ensil Lo
-] Foms
E

-] Health and Safety ~Report Type

T =] Body Site @ Detal © Summary
Dy of Wesk
| Employee

Emplayes Trends Repoit Groupi

| Emplopee/wsie CostRepor ooy [Fmbumber =]
ping Fim Hurb -
Company Assacisted Cost Fi ULl

| Experience Final Sort Firin Numnber -
Incident Type

| Injuy Code
Plant Area
Shift

- Positiors/Skills/E valuation

Sample Report - Detail

Time:  9:30:22 AM Detail Company Associated Cost RZCOMPC STD
State. Date From / To Date Cost 1 Cost 2 Cost3 Cost4 Cost 5 Cost§ Cost7 Cost 8 Cost 9 Cost 10
Firm Number Mvtown
512013 4/1/2013 43012013 Doctor's Visi Prescriptions
1,500.00 6500 0.00 000 000 000 000 0.00 000 000
Time:  9:32:19 AM Summary Company Associated Cost RICOMPCSTS

Cost Type1 CostType2 Cost Typed CostTyped CostType5 CostType6 CostType7 CostType8 Cost Type9 Cost Type10

Firm Number
Myvtown Total: 150000 65.00 0.00 000 000 000 000 000 0.00 000
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Experience

This report analyzes the Health & Safety Incidents that occurred for the employee(s) selected
based on the From / To Incident Dates entered. Length of Service is based on either the Original
Hire Date or Position Start Date.

Screen Layout

I infoHR - [Analysis of Incidents by Experience Report]
& file Move Ffind Import/Export Applicant Tracking Windows
OR& + vaa-EE
Division R 1 Days of the Week
1-Sunday
Depsitct Q I 2-Mondey
Location Q :| 3-Tuesday
Urion Q 1| 4-Wednesday
5- Thursday
Stas Q || 6-Fide
FIPT/SEMROT @ ] 2 Sabindy
Incident Type. Q RaleGrowp @ :
Employee Number i ]
Fon/ToDse [ =
Dapof Week L e [] IncidertShit [ | [ Incident Dote >= Serioiy Date
Employee Trends Regon Q Section Ql ]
Envloyee/WSIB Cot Repor  grinBy |
Ermime I Py Q] Py Cove QL]
Incident Type: Classifcation Q Equpment Q[
Iriay Code —
ey Hazard Raing =
Rest Q]
Report Grouping
Grouping 1 Dvion 5
® . (o]
©
Iy :st’ Report includes Terminated Employees
Time: 8:57:43 PM Analysis of Incidents by Employee E xperience RIINEXP
Experience based on Original Date of Hire
Length of Service Type of Injury Quantity % of Length % of T otal
& 75.00 107
Abrasions, Cuts, Lacerations o 0 0.00 0.0
BRULSE 2 25.00 3.6
12 - 24 MONTHS 3 54
12 - 24 MONTHS BRULSE 4 71
12 - 24 MONTHS Mild General Ailment 1
GT 24 MONTHS 17 42.50 304
GT 24 MONTHS BRULSE 8 20.00 143
GT 24 MONTHS CcuT 2 5.00 36
GT 24 MONTHS MASSIVE TRAUMA 6 15.00 10.7
GT 24 MONTHS Milé General Ailment 2 5.00 36
GT 24 MONTHS Sprain or Pulled Muscle 5 12.50 89
Total Number of Incidents: 36
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Incident Type

This report displays and summarizes the Health & Safety Incident Types based on the From / To

Incident Dates entered.

Screen Layout

LY info:HR - [Analysis of Incidents by Incident Types Report]

5 file Move Find Import/Export Applicant Tracking Windows

OR&EG 4+ Vau-BE

> infoHR Selection Criteria
& § Employee Division Q| ]
- Posiion Department
4ot bt A |
5 | Aendance and Enlements oo Q]
#-:_| Employee Information Union &[
] Counseling s Q|
£ Educations/Skils
= FollowUps FIRTSENRAOT Q[
S [ e Q[ JQL QL] QL] I vewoesapin
| Foms
-] Health and Safety st Q]
e CC | — —
— b Day of Week [Jand[] IncidentShitt ||
Employee .
] Employee Trends egion Q
£ | Employee/WSIB Cost Repor  Administered By Q] Section Q[ ]
] e R by Q] iy Cune Q]
Incident Type Classification Q Equprent Q[ |
£ ‘;}‘“’f;“" Hazard Raling B I Incident Date >= Senioriy Date
] Plant Area
Shift Result Q
| Positions/Skills/E valuation
] Seniorty Type of Report ® Detai O Summary Summaries By
@] Setup (e} Day of
£5] Tominatons Report Grouping (o
-] Work History/Compensation =
-] Stalistis Grouping #1 [ Division <
-2 Mass Updates
& 8 Setup
& inpotvEpon Report includes Terminated Employees
224 Payweb

e Select Detail to view an analysis report of all incidents in the system.

e Select Summary to view a summary report ordered by incident by Day of Week, Plant

Area or Shift.

Sample Report

Time: 8:59:27PM

Analysis of Incidents by Incident Type rzintype
Incident Type: % of Total Incidents: 0.00  Number of Ineidents: ]
From-To Date: 20/041992 281172011 Total Number of Incid ants: 25

Day of
Injury Body Sitels) Plant Area Equipment ID Wesk Shift  Time
Wednssday
Wadnzsday
Absasions, Cuts, Laceratio  HAND Thuesday
Sprain or Pulled Muscle  HAND Menday
Spezin or Pulled Musels  HAND Friday
Sample Report — Summary - Day of Week
Time:  11:40:37 AM Analysis of Incidents by Incident Type RZINTFED
Summary by Day of Week
Incident Type: FIRST AID % ofTotalIncidents: 52.00 Number of Incidents: 13
FromToDate 42002  909/11 Total Number Incidents: 25
Day of Week Quantity % / Day of Week
Monday 1 7.69%
Satrday 1 7.69%
Sunday 2 1538%
Thursday ] 46.15%
Toesday 1 7.69%
Wednesday 2 1538%
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Sample Report — Summary — Plant Area

Time  11:44:43 AM Analysis of Incidents by Incident Type RZINTFEA

Summary by Plant Area

Incident Type: FIRST AID % ofTotalIncidents: 5200 Number ofIncidents: 13
From-To Date: 42092 9/09/11 Total Numb er Incid ents: 25
Plant Area Quantity % inPlant Area
7 33.85%
BASEBALL FIELD 1 7.69%
BATTLEFIELD 1 7.69%
DIECAST 2 15.38%
2 1538%

FABRICATION DEPT.

Sample Report — Summary — Shift

Time  11:45:48 AM Analysis of Incidents by Incident Type RZINTFES
Summary by Shift

13
Incident Type: FIRST AID % ofTotallncidents: 52.00 Numberof Incidents:
From-ToDate 42992 9/09/11 Total Number Incidents: 25

Shift Quantity % by Shift
5 38.46%
0 1 7.69%
1 6 46.15%
A 1 7.69%

Version Effective: 8.2 Page 88



Injury Code
This report displays and summarizes the Health & Safety Injury Codes based on the From / To
Incident Dates entered.

Screen Layout

info:HR Reports User Manual

[ info:HR - fAnalysis of Incidents by Injury Code Report]

OReae
o oHA
@ § Empoy
©

=

w m sy

Setup.

HRSolt

&
©
o
-]
244 Import/Export
Payneb

tita-EE

Posiion
Repots

Atendance and Entilements
Enployee Infomation
Counseling
Educations/Shils
Folowdips

FolowUUps Emai Log

Foms

51 Health and Safely

Body Sie
Day of Week

Enployee Trends
Employee/WSIB Cost Repor
‘Company Associated Cost Ru

Expeiience
Incident Type
Irjuy Code:
Plant Ares

Shit
Posiions/Skils/Evaluation
Sericity
Setup
Texminaions
Wolk History/Compensation

] statisties

Mass Updates

Selection Ciitetia
Divison

Q ]
Depaiment Q ]
P
Union Q ]
Status Q ]
FUPTSENROT @ ]
Incdent Type Q] RacGow Q[ |
EnployeeNunber 4 |
Fom/ToDde  EJ m
Day ol Week e [] IncidertShit || [~ IncidentDate >= Seniory Dale
Regon Q o —
AduinBy Q
Pimay iy Q Pinay Case Q[ |
Classification Q ] Equpment Q[ |
Hozad tng =
Resut a7
Beport Grouping

Grouping 1 Divison -
e QL] P —
al_] a1

S File Move Find Impor/Export Applicant Tracking Windows

Days of the Week

Report includes Terminated Employees

Enter up to four Injury Codes for generating Injury code - specific reports.

Sample Report

Time:

Type
FA

FA

FA

MA

MA

MA

Injury:
FromTo-Date:

11:48:37 AM

Class'n
Faality

FRSTAID

MEDICAL AID

Fatality

MEDICAL AID

SEVERE

42992 9

OVEX Gradually Oceorring Over

Analysis of Incidents by Injury Code

% ofallincid ents:
0911 Total Number of Incidents:

Cause'Task Body Sites

Lower Back
Too much walking

4167%  Number of Incidents:
24

Equipment 1D

RZINCODE

Version Effective: 8.2

Page 89



info:HR Reports User Manual

Plant Area

This report displays and summarizes the Health & Safety Incidents based on the From / To

Incident Dates entered.

Screen Layout

[ infoHR - {Analyss of Incdents by Plant Area Report]
&' File Move Find Impor/Export Applicant Tracking. Windows.
OR& 4+ v é-EBE
o waH ion Ci
@ § Employee Divison Q
-} Positon Depatment qQ
Regons g
15 | Attendance and Entlements oo Q
Enployee Infomation Urion Q
seing i
Educations/Skik : Q
FolowlUps FURTSENROT @
FolowUps EmaiLog Incident Type Q] RacGow Q[ |
Fome Enplyee Number
& ] Health and Saety i
Body Site ) ta0M e
Dg) ooy Day ol Week [ Jend [ Incident Date>= Serioiy Dat
b o e ] Incdertstit [ [ In »= oty Date
Employee Trends Region Q Section Q
Enployee/WSIB Cost Repot  admin By
Experence Pinayiiay Q[ ] wease Q[ ]
Incident Type Classifcation Q Equprent Q[ |
Irjuy Code
Bidts Hazerd Rating =
shit Resul Q]
Fosiions/Skils/Evakuaion
porssed Report Grouping
e [oiion 1]
30 Grouping 1 Divison
3 | Waik Histoy/Compensation
Statitcs
) Wess Updtes it a7 al_]
rp SN E
) Inpot/Expot
& E ired Report includes Terminated Emplogees

Days of the Week
1-Sunday
2-Monday
3-Tuesday
4-Wednesday
5- Thusday
6-Fiiday
7-Satudey

e Enter up to four Plant Area codes for generating Plant Area - specific reports.

Sample Report

Time:  9:02:54 PM

Plant Area
From-To-Date: 20/04/1992  28/1172011
Incident Type Injury

BRUISE

BRUBE

BRUISE

Mild General Ailment

% of all Incid ents
Total Number of Incid ents 25

Analysis of Incid ents by Plant Area

Equipment ID

0.00%

Incidents in Plant Area

Day of Week
Saturday

Samwrday

Thursday

Wed nasday

Thersday

Sunday

Thursday

RIINAREA

Shift

Time
13:34

10:00

00:-00

00:00

10:00
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This report displays and summarizes the Health & Safety Incidents based on the From / To
Incident Dates entered.

Screen Layout

0 infoHR - [Analyss of Incidents by Shift Code Report]

& Fle Move Find Impor/Bport_Applcent Tracking
OR& 4 vea-EE
© infoHR Selection Criteria
@ Employee. Division
5 2 Posion Diessms
&L Repars i
& Altendance and Entitlements 0.
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Fobowllps FIPTSETRAT
FolowLps EmedLog Incident Type
Fame
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=] Health and Safety i)
BodyShe Fiom/ ToDate
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Employec/WSIB CostRepor A By

Company Associaled Cost R
Primaty Iy

Experence
lnckod Typs Clastiaion
iy Coe e
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shit Resut
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£} seroiy Howo Giouing
[ = ==
Terminations Groug 1
5 | Wk Wity Canpersation
5 | Stttcs
-4 Mass Updates st
92 Seun
£ ivpourpon
i Paed
@ HRSo

R ‘ Days ?' the Week
Q ] §§"‘3}y
b — il e
- Thursday

S iR
C\ RaeGow Q[ |
i ]

e ] I Incient D >= Seiory Dle
Q| Section Q[ ]
Q]
Q :| Primary Cause @ l:|
LN m— fame Q[

=
Q]

D [ ]

Report includes Terminated Employees

e Enter up to three Shift codes for generating Shift -specific reports.

Sample Report

Time:  9:04:07PM

Shife:

Incident Type Time

Overexertion

08:36
10:00
10:00
10:00
10:00
10:00
10:00
10:00
11:00
12:00
13:00
13:00

Repetition 13:00

Struck/Canght 09:30

FromTo-Date:  20/04/1902  28/112011

Analysis of [ncid ents by Shift

% of allincidents: 64.00% Number of Incidents:

TotalNumber of Incidents: 125

Plant Area E quipment ID

FABRICATION MACHINE 3321

BATTLEFIELD COMPUTER
BATTLEFIELD COMPUTER
OFFICE

OFFICE PHOTOCOPIER
OFFICE

RIINSHFT

Day of Week
Wednesday
Thursday
Monday
Wednesday
Friday

Thursday
Wadnasday
Saterday
Sunday
Saturday
Thursday
Friday
Saterday
Thursday
Friday
Sunday
Saturday
Friday
Friday

Friday

Monday
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Position/Skills/Evaluation

This report profiles the Grid Steps, Evaluation Factors, Position Fill/Vacancy, full-time

equivalency information and Skills required for the Positions selected.

Choose the Reports To option to report on all jobs that report to the Position Code entered.

Screen Layout

[V Exclude Inactive Positions.

L) info:HR - [Positions / Skills / Evaluation Factors Report]
& File Move Find Import/Export Applicant Tracking Windows
OR&G 4+ taa-BE
& infaHR Selection Criteria
G- § Employee PostionCode @
(3£ Postion Postion Group
- | Atendance and Entilements Cetiets L) |
-1 Employee Infomation NoCCode Q[ |
i Counseling RepataT —
& =] et coniel AL
] Folowlps Union Q
i Folowps Email Log
] Foms
5] Health and Safety
i Positons/Skils/E valuation
i Senioity
-] Setup
i Teminations Type of Riepart @© Detal
1| Work History/Compensation O Summery
1| Statistics O Skils
127 Mass Updates O Evaluation
& B Sewp
% Impott/Export
[ Pamen Report Grouping
a5 HRSolt Grouping#1 [PositonGrowp v
Gouping®2  [Uron ]
Final Sort Postion Descriplion >

The report can be printed in detail or summary. A detail report is one page per position.
e  Click the Skills option to print only the Position Skills report. When this option is
selected you may select Skill codes to be viewed.

e C(Click the Evaluation option to print only the Evaluation Factors report. When this

option is selected you may select Evaluation codes to be viewed.

To exclude inactive positions (Status Code = “INAC”), check the Exclude Inactive Positions.

Sample Report - Detail

Position Master Report

RZPOSMST

Time: 1:57:15 PM
Position
Code Description Grid Steps AlH  Group Points
cio C hief Inform ation O fficer 01 11137500 A  ADMN Administration 0.00
0z 141,750.00
03: 162,000.00 Status MGMT Management
04 000 Reports To:
Mid-Point: 2 08; 0.00
oe 000 N.O.C.: 0001 Officals and Managers
07: 0.00
08 0.00 Union
09 0.00
10 000 # of Available Positions: 1 FTE Hours/Year
11 0.00 #of Filled Positions: 2 Total FTE HrsiYr.: 0.00
DEV Developer 01 7500000 A  ADMN Administration £75.00
02 80,000.00
03 85.000.00 Status FT
04 20.000.00 Reports To:
Mid-Point: © 05 85,000.00
08 100,000.00 H.0.C.: 0003 Technicians
07 000
08 0.00 Union
09 000
10 0.00 # of Available Positions: FTE Hours/Year
11 000 # of Filled Positions: 1 Total FTE HrsiYr: 1.350.00
HS Health & Ssfety Coordinator 01 0.00 A ADMN Administration 0.00
02 0.00
03 000 Status ACTI
04 000 Reports To: HRMGR Director, Human Res ources
Mid-Point: 1 0s: 0.00
oe. 000 N.O.C:
o7 0.00
08 0.00 Union
00 0.00
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Sample Report — Summary

Time:  2:00:26 PM Summarized Position Master Report RZPOSMT 5
Position Positions Number of FTE FTE Hours/Year
Code Description Status Group Union Totai Points  Avail. | Filled Avail, / Filled Avail, | Filled
cic Chief Information O fficer MGMT ADMN 0.00 1.00 200 0.00 0.00 0.00
DEV Developer FT ADMN &78.00 1.00 078 0.00
HS Health & Safety Coordinater AcTI ADMN 000 100 100 0.00 800
MISO MIS Director ACTH ADMN 200 100 1.00 Qo0 000
RECE Receptionist ACTI ADMN 126.00 300 300 oo 000
SMGR Sales Manager ACTI MGMT 0.00 1.00 1.00 0.00 0.00
WRM W estern Regional Manay MGMT MEMT 0.00 1.00 0.00 0.00 0.00
ABC Accounting Manager MEMT cusT NON 000 100 000 oo0 000
APCL AP Clerk ACTH ADMN NON 0.00 200 000 0.00 .00
ARCL AR Clerk ACT ADMN NON 1.701.00 1.00 1.00 .00 1.950.00
BP Benefits & Pension Admin FT MGMT NON 58.00 200 1.50 0.00 2.000.00
HRMGR  Diector, Human R es curces MEMT MeMT NON 00000 100  1.00 0.00 000
HRCLK HR Clesk ACTH ADMN NON 0.00 1.00 1.00 100 000
PROG Programmer FT ADMN NON 0.00 5.00 200 020 0.00
Total Positions Available: 18 2.50
Total Positions Filled: 16 1.95
Total Positions Printed: 14
Sample Report — Skills
Time 20114 PN Position Skalls Repart RZPOSSKL
Position Experience
Code Deseription RepertsTe  Usin Skl Factor Commenis
DEV Davafepar 9999
DEV Developer Compoter (G eneral) 4
DEV Daveloper Compoter (G eneral) I hivisavesr
MED ME Director Charterad Accovnting o
RECE Recsptionist SMGR Compoter (G 2asral) 0
RECE Receptionist SMGR Receptionist 500 NONEREQURED
ARCL AR Clerkc ABC Charterad Accovntine 9999  THELAZY BROWNDOG
ARCL AR Clesk ABC Chastered Accovatine o
ARCL AR Clark ABC Chartersd Accountine o
ARCL AR Clerk ABC Chartered Accovntine 0
ARCL AR Clerk ABC Chartered Accountine 0
ARCL ARClark ABC Comouter (G eneral) 0
ARCL AR Clerk ABC Comouter (Generat) 0
HRCLK HR Clerk HRMGR Chastersd Accovntine 0
PROG Programmar Chartersd Accovnting 0
PROG Prozammer Computer (G eneral) !
PROG Progammar Compoter (G sneral) 0
Sample Report - Evaluation
Time: 2:02:49 PM Position E valuation Report RZPOSEVL
Position
Code Description Usion  Evaluation Factor Level Sub-Level Weight Totl
DEV Develoser Difficaley 575.00
DEV Dialoper Difficslty
DEV Dateloper Difficulty
DEV Daveloper Envisonment Faster
DEV Davelever Envicenmen: Facter
RECE Recestionist Difficaley 125.00
ARCL AR Cleck Difficaley 1,701.00
ARCL AR Clerk Difficsley
ARCL ARClerk Eavironment Facter
8P Beasfits & Peasion Admin T MOMT Difficaley 53.00
BP Benefits & Pemsion Admin FT MEMT Esvisonment Faster
HRMGR  Direcior. Human Rescurces MGMT  MGMT Difficsltv 600.00
HRMGR  Director. Human Rescurces MGMT  MGMT Environment Factor
Grand Totsk
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Seniority
The purpose of this report to display the Years of Experience (seniority) for all employees within
the organization or a specific group of employees based on a selection criteria entered.

Screen Layout

infoHR - [Seniority Report]
& File Move Find Email Import/Export Applicant Tracking Windows
OR& t Y- @E
& infoHR
Enploy aQ ]
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epo
Attendance and Enfillements ey Q]
-] Emplayee Infarmation Urion a ]
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=] Educations/Skils Srokiveck e @
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EV"WWW EmailLog SenioiyBased On | Original Hire Date ~
] Fome
[-_| Health and Safely seneyMontnsFrom [ | 0 [ ]
Posiions/Skills/Evaluation A of Date
Seniaily =
2 Setup Hooen R ———
Terminations Adrivistersd By Gy
2] “work History/Compensation Suiiog R
Statistics _—
7 iass Updtes Employee Number i ]
? Setup Position Code. Q ]
2, Impor/Expon Gender X Male X Female Shit
2 HRSoRt

Report Grouping

Grouping #1 Urion &
Girouping #2 [Years of Experience )
Final Sort Employes Nurber =

e The user can base the Seniority on Original Hire Date, Seniority Date, Last Hire Date,
Union Date, Seniority Hours, or User Defined Date by using the Seniority Based On drop
down.

o If the Seniority Hours option is chosen, the application sums all attendance
records where the Seniority flagis setto Y.

e A Seniority Report based on Seniority hours provides additional options in the selection

criteria. They are:

Seriarity Based On [SenioiyHows  v| W Include Attendance History

SenioiiyMonths From | | To [ |

23 of Date 1 I~ Include hours between Driginal Hire Date' and s of Date'
Region Q

Aaclmin By Q

Section Q

Employee Number | |
Position Code - § |
Gender R Male % Female shit [ ]

Reason Q |
Aooount Cods @

Machine 1t Q[ ]

B Total Hours broken by Position @ CurentPositononly () Al Posiions

e If Include Attendance History is checked, the application uses both the Attendance
Master and Attendance History to calculated Seniority Hours.

e If you want to know how many seniority hours an employee accumulated between
their Original Date of Hire and a specific date, enter the As of Date.

e To print a report totalling seniority hours between a given months, use the Seniority
Months From/To option. Months must be entered in numerical format. For
example: 1 equals January and 12 equals December.
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Sample Report — Original Hire Date
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Time: 9:07:10 PM Seniority Report by Original Hire Date RISENDO2
asof April 09, 2013
Union Number Name Position OriginalHire Years of
Date Experience
NON-UNION 1053 Mansglebe , Jamne HR CLERK 01/01/1982 31.29
NON-UNION 1012 King , Dsborah DIRECTOR, HUMAN RESOURCES  25/05/1983 27.89
NON-UNION 1013 Browa . Thomas FINANCE & ADMIN. MANAGER 30/06/1988 24.79
CAW LOCAL #101 1014 Anderson | Dans HE CLERK 08/03/198% 24.10
NON-UNION 2210 Drac, Jeri SALES MANAGER 15/01/1980 23.25
STAFF ASSN 1027 Savndars | Caray 3ALES REPRESENTATIVE 15/09/1590 22.58
CUPELOCAL 105 10231 Sampsen . Harry SALES REPRESENTATIVE 01/12/1990 22.37
NON-UNION 221026 Abbott, John President 02/01/1992 21.28
CUPE LOCAL 105 5001 Haile, William RECEPTIONIS T 30/06/1882 20.79
CUPE LOCAL 103 3000 Haile  Jenny TELES AT E8 REPRESENTATIVE 01/06/1993 19.87
NON-UNION 5084 Sartes | Mary-Ellen BRANCH MANAGER 01/06/1584 13.87
STEEL WORKERS ASSOCI 1034 Harper , Betsy Offica Administrator 23/07/1994 18.73
NON-UNION 1050 Armstrong , Bob DIRECTOR, HUMAN RESOURCES  03/10/1994 13.53
CUPE LOCAL 105 1031 Adams . Karen HR CLERK 01/02/2000 13.19
CUPE LOCAL 103 1051 Adams  Karen ACCOUNTS PAYABLE CLERK 01/02/2000 13.18
CUPE LOCAL 103 1051 Adams , Karen ACCOUNTS RECEIVABLECLERK  01/02/2000 13.19
NON-UNION 1052 Mansfiald , Katharine HR CLERK 28/07/2009 3.70
Total Number of E mployees - 15
Average Y ears of Experience - 19.36
Sample Report — Seniority Date
Time:  7:03:50 PM Seniority Report by Seniority Date RZSENSE2
as of May 16,2013
Union Number Name Position Seniority Date Yearsof
Exper.
Non Usion 1051 Adams Karen Bensfits & Pension Admin 2/01/35 2830
Non Union 1013 Brown , Thomas Dissctor, Human Resouress 6/30/38 2488
Non Union 11026 Abbor,Joha c ormation O fficer 311539 2418
Non Union 1231 Sampaon , Harry Receptionist 12/01/90 2247
5506 Smith , Jane Davalopsr 1/0191 2239
1052 OBrian . RONALD MT Dirsctor 50191 2197
Non Usnion 5001 Haile , Wiltiam Receptionist 52293 20.00
Non Union 5000 Haile, Jenny Programmer 60193 19.97
Company Association 1050 Armatrong-Smith , Grant Chiaf Information Officer 10102/94 18.63
Non Unioa 1021 Selby , Murmay AR Clerk 10195 1838
NonUnion 1025 Davis . Calia HR Clerk 5/01/06 7.05
NonUnion 1 King , Deébra Benefits & Pension Admin 1201110 246
Non Union Darksey, Pat Sales Manages 730111 180
Total Number of E mployees - 13
Average years of experience - 17.88
.
Sample Report - Last Hire Date
Time: 7:05:38 PM Seniority Report by Last Hire Date RZSENLS2
asof May 16,2013
Union Number Name Position Last Hire Date Yearsof
Exper.
1052 OBrian , RONALD ME Diractor 13113 029
Total Number of E mployees - 1
Average years of experience - 029
N
Sample Report — Union Date
Time:  7:08:37 PAM Seniority Report by Union Date RZSENUN1
asof May 16,2013
Union Number Name Position Union Date Yearsof
Exper.
Conpany Association 1050 Armstrong-Smith , Grant Chief Information Officer 10/02/95 17.6
Company Association 2435 Abel, Samantha Health & Safety Coardimtor 6/15/05 7
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Sample Report - Seniority Hours

Time 7:12:16 PM

Union Number Name
1052 O'Brian, RONALD

NonUnion 1021 § elby, Morray

Company Association 1050 Armatrong-Smith, Grant

5506 $mith, Jane

NenUsion é Abbor, John

King, Debra

1013 Brown, Thomz
NenUsion 1023 Davis, Calia
Non Union 1051 Adams, Karen
Nen Union 5000 Haile Jenny
NonUnion 5001 Haile, William

8524 Wesliee. Johnaton
Non Union Dasdaay, Pat
NeonUnion 12 Sampuon, Harry
NonUnion 7863 Adanucn, Jennifer
Company Association 2435 Absl, Samantia

Total Number of Empls yees -

Sesiority Report by Hours
as of May 16,2013

Position

ME Dissctor
AR Cleskc

Chisf Information Officer
Davelopar

Chisf Information Officer
Panvion Admin
Dirscter, Human Rmcuress
HR Clerke

Banefits & Pansion Admin
Prosnammer

Raceptionist

Prosrammar

Sales Manager

Raceptionist

Raceptionist

Haalth & Safaty Coordimtor

Original Hire
Date
060111591
01011595
10021994
01011591
03713511589

02011985
060111993

TZSENHRY

Sample Report - First Day

Time: 7:16:30 PM Seniority Report by First Day RISENLEN
asof May 16,2013
Usion Number Name Pasition FirstDay ~ Yearsof
Experience
1052 OBrian, RONALD MB Disector 60191 187
5545 Darksey, Pat Sales Manager 73011 180
Total Number of E mployees - 2
AverageYears of E xperience - 11.88
Sample Report — User Defined Date
Time: T:17T:45PM Seniority Report by User Defined Date RZSENUS2
asof May 16,2013

Department Divisio Union Number Name Position ! ser Defined Yearsof
Date Exper.

SALE 2000 NON 1051 Adams ,Karen Bensfits & Pension Admin 2/01/85 283
ACCT 2000 NON 1013 Brown , Thomas Director, Human Rescurces 6/30/38 245
2000 La NOXN 11026 Abbott , John Chief Information Officer 2115/89 243
SALE 000 NON 1231 Sampson , Harry Receptionist 11591 223
AccT 2000 ASSN 1030 Asrmstrong-$mith , Grant Chief Informaticn Officer 100294 186
SALE La NON 5000 Haile, Jenny Programmes 5101197 16.1
ACCT 1000 NON 3001 Haile, William Raceptionist 5/01/99 4.1
ACCT 2000 NON 1021 8elby , Murray AR Clerk 4/03/01 121
2000 1000 NON King , Debra Benefits & Pension Admin 12/01/10 25
SALE PWN  NON Darkaey, Pat Sales Manager 713011 18

Total Number of E mployees -

Averageyears of experience -

10
165
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Setup
This section of the reports menu is designed to produce reports based on information stored in
the Setup section of info:HR. Below are the reports included in this section:

= Custom Reports
= Security Master
= Tahle Master

Custom Reports

This option is use if the user has built ad-hoc reports using Crystal Reports Version 8.0 only.
Higher versions of Crystal will not run using this option. Ad hoc reports are identified under the
SETUP menu item and have individual security assigned to them under the Security Master. For
more information, please refer to the Setup User Manual.

Screen Layout

¥ infobR - [Custo
& File Move Find Email Import/Export Applicant Tracking Windows
OR&S [+ V-
@ oA Selection Criteria
Employes Division Q
Foshon Depatment Q
= Reports
Altendanss and Enlilements Localin) a
Employes Information Urian Q
Counseling o
Educations/Skils o %
Folowups Calegoyy a4
Follow-ups Email Log Enployee Number 9
Foms
Heslth and Safely Redon al |
Postions/Skils/E valuation Administered By a
Senioity Section a
Selup
=] Custos Fepens shit |
- Security Master Country of Employment -
Table Master
Teminations
Work History/Compensation
Statistics.
£ Mass Updates
Setup Reports
é Impert/Expart
B A | —
£L, HRsoft
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Security Master

The purpose of this report is to view security access and templates to info:HR, Codes,
Employees, and Departments.

Screen Layout

infoiHR - [Secur ey
. File Move Find Email Import/Export Applicant TrackingWindows
OR&S 4+ &~
& rioHA ~ Selection Ciiteria
Emplojes Dhision af ]
Fasiion
] Repots Depatment &/ ]
S e ramis 0 ‘
| Employee Infomation
Counseling Hssilh Lidl ]
Educations/Skills R |
Folowups
Followups Email Log
Forms Type of Report @ Secuiyd CodeMatin () Employee/Deparimentbatin € Lser Listing

Health and Safely
Postios/SkilsEvalution

Wk Histery/Compensation
Statistcs

&2 MassUpdates

{5 Setup

§ Import/Export
~ £ Payuet

2L HRson

e Toview areport for a Security Template select it from the drop down.

e Select Security & Code Matrix if you require a report of what screens and codes the
selected user has access to.

e Select Employee/Departments Matrix if you require a report listing the Employees and
Departments selected users have access to.

e Select User Listing to produce a report of all users in the system.

Sample Report — Security & Code Matrix

Time: 12:55:39 PM Securnty Master Listing RZSECURITY
User Name: King, Deborah UserlD: 1012 Employee Number: 1012
Template: Employee # Based Security: HO

Security Group:  Applicant Tracking

Function Accessible
Applicant Associations Inguire Yes
Applicant Associstions Maintain Yes
Applicant Continuing Education Inguire Yes

Applicant Centinuing Education Maintain Yes

Sample Report — Department Matrix

Time:  12:56:46 PM Department Security Listing RZSECUS1
User IDMame Template  Department  Union Division Section Administered  Include Empl. # Exclude Empl. #
By

Employes  Employee template TEMPLATE

KELLY1 KELLY1 TEMPLATE  ALL

Manager  Manager template TEMPLATE

reports Repartaceess only ALL

559559855 System Adminktrator TEMFLATE _ ALL

Sample Reports — User Listing

Time: 12:57:59 PM UserListing by Template RZSECTMPL1
UserID User Name Employee # Security Template Times heet Template
reports Reportaccess only Funch in out
Employee Employee template TEMPLATE Punch in out
RELLY1 RELLY1 TEMFLATE Funch in out
Manager Manager template TEMPLATE Punch in out
999999959 System Adminktrator TEMFLATE Funch in out
EST123 EST123 TEMPLATE
221026 Abbott, John 221028 Mansger Funch in out
3011 Abel, Alex 221028 HE5T123 Hourly
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Table Master

Choose this option to generate a list of the Codes set up in the system. Select the type of Codes
you wish to report on from the List of Table Names. Click on the All Tables box to generate the
report for all Codes within the system. Click on the Page Break on Table Name box to produce a
report with page breaks after each Table Name.

Screen Layout
C info:HR - [Table po
& File Move Find Email Import/Export Applicant Tracking Windows

OR&| 4+ - E

ICEE
_— List of Table Names:
Postion Table Name Description Name _ ~
] Reports I3 ATTENDANCE CODES ADRE
Attendance and Entilements 7?:§H§:E‘TTII§;?VUPSES QEST}
Employes Informal —
EmD uye;e Infomation All Tables. L ——JATTENDANCE SOURCE ASRC
punseing BENEFIT GROUP CODES BGMF
E ducations/Skills Page Break on Table Name [~ ——IBENEFIT CODES BNCD
Folowups COUNSELING REASON CERE
Follow-ups Email Log COUNSELLING TYPE CODES |CETY
Foms COBRA CODES COBA
Health and Sfety *5;‘““5 Egg;
g‘usmuns/ﬁklﬂs/Eva\uannn = e
enioiy T NA Eona
] Sewp T 0b5
| Custo Reparts OTHER EARNINGS CODES  |EARN
- Secuiity Master OHLS BODY SITE CODES ECBS
=] Table Master DH&S CAUSE CODES ECCA
i e o
-] work History/C i —1
s RS OHLS CORRECTIVE ACTION | ECCR
& Mass Updates «
Selup
é Import/Expart
;‘# Papreb
2w HRSoft

Sample Report

Time: 8:14:05 AM TableMaster Report RZITABLE
Table Table Name Code Description Incentive
ADRE ATIENDANCE CODES BT Beraavemant YES

OTBF BRING FORWARD COMP HOURS YES

BFHR BRING FORWARD SENIORITY HOURS YES

W+ Comp Earnsd

W- Comp Taken

COUR Covrse

CTF CTFortfeited Hours

D Days

ERA ERA

FLEX Flex

FLTD Float Day

R Jarry

LOA Leave of Absence

OT1s Lieu Banked @ 1.5 YES

oT Lisu Earned

CcT Lieu Taken

ov Paid Overtime

PT Personal Time

ST+ PTSttEamed

ST- PTStat Taken

REG Regular

REG2 Regular Contract Hours
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Terminations
The purpose of this report is to produce information on Terminated Employees.

Screen Layout
I R

o e I
[ & File Move Find Email Import/Eport Applica =
oka - WE

it

nnonneg

|

i< ]

Hee Code
Postion Code.

PP PPPBIPPPPLPPP

]

® Detaied € Sunmay

Lefleliefie

e When Detailed is selected you are able to select a specific section of the employee
profile to view from the legend at the top right of the screen.

o Termination — provides Demographic, Banking Position/Salary and Performance
Data.

o Attendance Report — provides a detailed list of attendance entered for the
employee summed by reason code.

o Benefits — provides a detailed list of benefits and costs associated for the
employee.

o Position/Salary/Performance Report — Provides a chronological list of Positions
held by the employee, including Salary and Performance ratings.

o Health and Safety — Provides a detailed list of all health and safety records for
the employee.

o Continuing Education — Provides a detailed list of courses and costs for the
employee.

e When Summary is selected you are able to select specific sections of the employee
profile to view from the legend at the top right of the screen. You are able to show
salary by checking the check box.

o Termination Report — provides basic information on position dates, years of
service, reason for termination, division, status, salary and hours per week for
employees selected.

o Attendance Report — provides a summary by code for Attendance records.

Benefits — provides a summary of Benefits for the employee.

o Health and Safety Total Cost - This report is for future use.

(0]
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Sample Report — Detailed — Termination

Time: 8:35:16 AM T erminated Employee Master Report RZTRMMST
Basic E mployee Information
Employee: 2210 Ms. Jones , Jenny Payroll ID:
Division: LA Department: SALE Sales
Loca tion: G/L#:
Section:
Address: 50 South Senice Road Unit 21
Oxnard, CA 90132 Counery: USA
BadgeID: 2210
Middle Name:
Alias:
HomeT dephone:  (407) 872-2541 Cende: F
AltenatePhone #  (416) 277-8788 Marital Status: M
Celular Telephone: Date of Birth:  2/15/63
Pager Number: Smoker: No
S.SN.:  595-599.599 S.IN.:
Original HireDate: 11590 Seniority Date: 11530 E ligibility:
Union Date: OMERS: E arliest Retirement:
Last Hire Date: User Deffined Date:  1/15/50 Normal Retirement:
FirstDay: LastDay: Latest Retirement:
Banking Data
Deposi  Bank Branch Account Number Amt. Depasit % Deposit
0.00 0.00
0.00 0.00
0.00 0.00
TD1 Amount: §741200 TD1Code 0 Supervisor Code:
ExtraTac $2500  Vacation %: 0.12% Pansion Code:
UIC Code: CPP Code: Province of I mp loyment: ca
Sample Report — Detailed Attendance Report
Time: 8:38:39 AM Attendance Report for Terminated E mployees RZITRMAD{
Attendance Reason Date Hours Days
Employee: Jones . Jenny Termination Date: 4/21/11 Termination Reason:Resigned
Course 25092 8.00 1.00
21183 7.50 0.84
21098 4.00 0.50
e/15/98 8.00 1.00
81598 8.00 1.00
7/01/98 10.00 125
Totals by Attendance Reason: 45.50 5.69
Flost Day 4/01/92 8.50 1.08
5/01/92 8.00 1.00
4/01/93 8.50 108
5/01/93 8.00 1.00
Totals by Attendance Reason: 33.00 4.13
Lieu Earned 7/02/98 8.00 1.00
Totals by Attendance Reason: 8.00 1.00
Lieu Tsken 7/03/96 1.00 0.13
Totals by Attendance Reason: 1.00 0.13
PT Stat Earned 1/01/10 0.00 0.00
2/16/10 280 035
Totals by Attendance Reason: 2.80 0.35
PT Stat Taken 9/24/10 1.00 0.13
Totals by Attendance Reason: 1.00 0.13
1/01/98 8.00 1.00

Statutory Holiday
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Sample Report — Detailed Benefits

Time 8:40:46 AM Detailed Benefit Listing for T erminated E mployees RZTRMBND
2210 E flective Percent Paid
Employee Name Benefit Cvg Date Amount Empl Comp. Cost ofBenefit PerPren
Jones , Jenay 401k Contribution 11590 0.00 0.00% 1.00% Tout 0.00 A 000
Empl: 0.00
Comp.: 0.00
Dental F 41590 000 000% 1.00% Toun 87500 A 000
Empl. 0.00
Comgp.: §75.00
Extended Health Care F #15%0 0.00 0.00% 1.00% Toun 2,20000 A 0.00
Empl 0.00
Comgp.: 2,200.00
LID 7/15/90 233430 0.00% 1.00% Toul 966.00 P 100.00
Empl: 0.00
Comp. §66.00
Extended Health Care 4/15/90 000 0.00% 1.00% Tom! 25000 A 0.00
Empl 0.00
Comp.: 250.00
Life 914108 204,000.00 0.20% 0.80% Toul: 208.00 P ,000.00
Empl 42.00
Comp.: 166.00
Benefit Cost: Employee: 42.00 Conup any: 4458.00 Toml 4,500.00
Totaks Employes: $42.00 Conpamy: $4458.00 Tomk  $4500.00
Grand Totals: Employee: $42.00 Comp any: $4,458.00 Toul $4,500.00

Sample Report — Detailed Position/Salary/Performance

Time: 8:42:19 AM T erminated E mployee Position/Salary/Performance Report RZITRMPOS
Name of E mployee: Jones , Jenny Empl # 2210 Date of T ermination: 42111
POSITION DATA SALARY DATA PERF ORMANCE DATA
Position: Sales Manager
Seart Date: 171580
Reports To:

Reason for Change NEWH
FTE Per Yra
EflectiveDate: 10100 Reports To:
Salary/Grade'Code: 44,601.73 11 A Performance Rating: GOOD Good
Compa: 11638 Date Reviewed: 6/30/96
Reason: CostofLiving Adjustment Next Review: 6/30/98
% Change: 1.24% Comments:
E flectiveDate: 111590 Reports To:
Salary/Grade'Code: 38,200.00 10 A Performance Rating: GOOD Good
Compa: 5985 Date Reviewed: 63088
Reason: New Hire Next Review: 6:30/98
% Change; 100.00% Comments:
EffectiveDate: 31584 ReportsTo:
Salary/GradeCode: 39,995.00 10 A Performance Rating: GOOD Good
Compa: 10434 Date Reviewed: 6/30/96
Reason: Merit Next Review: 6:30/98
% Change: 4.69% Comments:
Sample Report — Detailed Health and Safety
Time 8:46:26 AM Analysis of T erminated E mploy ees Incidents by Incident Type RZTRMINI

Incident Type: FIRST AID % ofTotal Incidents: 100.00 Number of Incid ents: 1

From-To Date: 8/01/96 8/01/96 Total Number of Incidents: 1

Injury Body Site Plant Area Equipment ID Day of Shift Time

Week
Nolnjury Code Thuesday 1 10:00
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Sample Report — Detailed Continuing Education

Time: 8:48:43 AWM Terminated Employee Continuing E ducation Report RZTRMEDU1
Jones , Jenny
Employee # 1 Name Course Type Course Code Date Completed Total Course Hours
2210 Jones . Jenny Healtn & Safety cPR 7, 5000
Totals For - Jones , Jenny 50.00
Totals for- Jones , Jenny 30.00
Grand Totals - 50.00
Time $:54:48 AM Terminated Emplo yee Summary Repart RZTRMSU1
Original Hire ~ Dateof  Vearsof Ressonfor  Division Aeusl  HrsPer  Amsualized
Employees / Name Date Termination Service  Termination Status Salary Week Salary
20 Jenes, Jenmy 11590 4211 2128 Resigned West Coaat A 81,249.00 4  40.00 81,249.00
Manage Branch
210 JONES JENNY  HRClek 100158 Resignsd Eastern US ACTB 14361 2000 2936194
Branch
Total Number of Employees Terminated is 2 Averageyearsofservice 2128 Total# of Terminations z
Time: 8:58:45 AM Attendance Report for Terminated Employees RZTRMAT1
Attendance Reason Hours Days
Employee Jones , Jeany Termination Date  421/11 Termination Reason Resigned
Course 45.50 5.69
Float Day 33.00 413
Lieu Earned 8.00 1.00
Lieu Taken 1.00 0.13
PT Stat Esrned 2.80 0.35
PT Stst Taken 1.00 0.13
Statutory Holidey 112.00 14,00
Vacaticn 42.00 5.25
Totals for Jones , Jenny 245.30 30.66
Time:  9:00:30 AM Summarized Benefi Listing for T erminaied Employees RZTRMBEL
Effective Percent Paid Cost ofBenefit
Employes NbrName Benefit Cvg Empl Comp. Employes Company
210 Jones . Jenav 401k Contribution 0.00 100.00 50.00 s0.00
Destal F 000 100.00 50.00 $875.00
Extended Health Casa F 000 10000 $0.00 $2.200.00
Extended Health Care 0.00 10000 50.00 $250.00
Life 204,000.00 911409 2000 80,00 54162 516646
LD 233450 711590 0.00 100,00 50.00 $966.43
Crand Totak - $41.62 $4457.95 §4,499.56
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Work History/Compensation
Below are the reports included in this section:

=] -] Wik HistangCompensation
; = Benefit Group Change
_J Benefits/Beneficiaries
| Cost of Emplayment
| Dollar Entitlerments
| Other Earnings
] Payroll Transactions
=] Salary Master
=] Salary Performance Review

Benefit Group Change

This report shows employees who have changed from one benefit group to another.

Screen Layout

[Benefit Group Change

5. File Move Find Import/Export Applicant Tracking Windows

OR&| 4 |

Selection Ciiteria

& woh
Emplayee e aQ ]
Posiion Depatment a ]

| Reparts Location
] Attendance and Entilements e al |
Emplayee Infomation aQ
Counseling Status EY
Educations/Skils FURTAETRIOT @,
Fallowps
FolowIps Emal Log Emploges Number - i
Forms Fiegion
Healh and Salety e & %
Positons/Skils/Evalation
Serioity v a
Setp
L . OldBerefitGrowe Q[ |
Wtk Histom/Compensation BESERT I
Benefit Group Changs Shit :|
Benefis/Beneficiaies
Cost o Emplogment
Dollr Eniitements Henort Grouping
Other Eamings Grouping #1 Division ~
Payrol Transactions Final Sort Employes Name -
Salary Master
Salay Performance Fisview

Sample Report

Time:  9:21:02 PM Benafit Group Changes Report

Employ ee Number/Name SIN Old Benefit Group New Benefit Group
221026 Abbott, John 999999999  Staff Management
1014 Anderson, Daze 999-999-999 Staff
1050 Armstrong , Bob 999.999.999 Management Staff
5001 Haile, William 999909000  Staff

New Benefits

LIFE INSURANCE
EXTENDED HEALTHC
LONG TERM DISABILI
DEPENDENTS GROUP L
DENTAL

EXTENDED HEALTHC
OPTICAL CARE BENEFI
DENTAL

LONG TERM DISABILT

EXTENDED HEALTHC
LIFE INSURANCE
DEPENDENTS GROUP L
DENTAL

LONG TERM DISABILT

DENTAL

LONG TERM DISABILT
EXTENDED HEALTHC
LIFE INSURANCE

Coverage

F

RIBCR

Effective Date
20/04/2006
20042006
201042006
13/042006
20/02/2006

08/03/1989
08/03/1989
08/03/1989
08/06/1989

03/01/1995
03/01/1993

01/01/1999
01/09/1996
01/09/1996
01/09/1996
01/09/1996
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Benefits/Beneficiaries
This report details the Benefits information for each employee selected with the cost associated
to each benefit.

Screen Layout

L) info:HR - [Benefits Report]

& File Move Find Import/Export Applicant Tracking Windows
OR& 4+ {w-WE

& infoHR Selection Criteria

-9 Employee Division Q ]
- Posiion
=] Reports Dopament Q J
-1 Attendance and Enlilements Location Q
® Employee Information Union q J
Counseling
-1 Educations/Skill Status Q ]
FolowUps Beneft Code Q |
Follow-Ups Email Log
Eoms FIPTSETROT @ ]
- | Health and Saety Employee Number ]
Posiions/Skils/E valuation Fom /ToDate  EH
Seinty ; I E—
@] sewp ey QL]
£ Temminations Adrin By Q
& | Work History/Compensation
Benefit Group Change Secton QL]
| Benefits/Beneficiaries Benefit Group Q
Cost of Employment CoveisdeTina OJ Shit O
Dollar Entitlements
Othe Earings Tex Porcartage C_J
| Payroll Transactions EndDate | I
] Salary Master oA
S st Potomsocs Rev ||| e Pk B L1
@] Statistics Prov. of Employment @
&7 Mass Updates
L [~ ShowBithDale [~ Exclude Ended Benefis
g Import/Export
£ Pamet Show Dolars in © Monthly ® Annual
-2 HRSoft
| Type of Repart O Detsled @ Summay O Beneficiay O Biling Statemen!

Report Grouping

Grouping #1 Division =}
Grouping 42 Employee Name =l
Grouping #3 Benefi Code I
Final Sort Effective Date =l

e Use the Benefit Code option to specify a particular Benefit or a group of Benefits.

e Use the Coverage Type option to enter S (single) F (family) etc. to select a particular
coverage type.

e Use the From/To Date option to report on benefits for specified employees within a
given time period. This date is based on the Effective Date on the employee’s Benefit
record.

o To exclude or include Birth Date or Ended Benefits check the boxes.

o Show Dollars in Monthly or Annual costs.

e This report can be run Detailed, Summary or showing Beneficiary data only.
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Sample Report — Detailed

Time: 12:28:48 PM
Division Central Branch
Employee Hame Waiting P Benefit

Acams , Karen 401k Gontribution

Adams . Karen 2 Dental
Adams . Karen 3 Extended Health Care
Adams . Karan 2 Extended Health Care
Adsms . Karen Lite
Adams . Karen e LD

Detailed Benefit Master Report

Effective
cvg Date Amount
201785 000
F 501785 000
F so1/85 000
501735 000

911408 174.000.00

251400 1

RZBFTDTM

Percant Paid

Empl. Comp.  Castof Benefit (Monthly) Prem. End Date
0000 A

000 10000 Total: ]
Empl 0.0000
comp 0.0000
000 10000 Totak: 729200 A
Empl. 00000
Comp. 9200
000 10000 Total 183.2300 A
Empt 00000
Comp. 183.3200
000 10000 208300 A
0.0000
208300
000 10000 Toml 159500 P 100000
Empl. 00000
Comp. 159500
0.00 0.00 853502 P 10000
88,3902
0.0000

Sample Report - Summary

Time: 12:30:26 PN

Division Central Branch

Employee Hame Benefit

Adams , Karen 401k Contribution

Adams Dental

Adams Extandad Health Cara
Extended Healih Care

Adams Lite

Adems Lo

Adams SemiPrivate

Summarized Benefit Master R eport

Effective Percent Paid

RZBENFTM

—— Cost of Benefit (Monthly) —
Employee  Company Total End Date

Benefit
Totals: Adams . Karen Employee: $85.3902
Company $292.0300
Totl $378.4200
Sample Report — Beneficiary
Time:  12:31:50 PM Beneficiary Master Report RZBNFTDB
Division Central Branch
Emplovee Name Benefit Beneficiary Name Relationship Percent Birth Date
Armstrong-Smits . Grant Lire Geame Armatrang Son 5000 100498
Life Ms Linda Rowland Aunt £0.00 4/10/58
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Cost of Employment

This report produces a one-page summary of the costs of employing the employees or groups of
employees selected. Costs are grouped into categories and each category of costs is analyzed as

a percent of the total cost.

Screen Layout

) infoHR - [Cost of Employment]
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]
]
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S File Move Find Import/Esport Applicant Tracking Windows
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© infoHR Selection Criteria
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&2 Fouton D Al
1] Repots Depatment q
5 | Attendance and Entlenents fimeny Q
Enployee Infomation
Counseing Lion Coce Q
Educations/Skills Status Q
Folowlps
Employee Nunber
Folowps Emai Log e " =
Posiion Group Q ]
:”““ aﬂ: 5='=Ev FT/PTASE/TRAOT Q
ostions/Skils/Evaluston
Seriotty From / To Date. 2] I
Setup Region Q |
Terminations
Adrin
& I Wotk Hiton/Compesain ey al_l
Beneii Gioup Change Secton a1
Benefts/Beneficiaies shit ]
Costof Employment —
Dol Eniements Corty o Epkmert
OtherEarings Cost Sy Components s Of B [ ]
Payrol Transactions
Salaty Master
Salay Perfomance Review  © ByCompeny O By Division O By Depatment
-] Statistos
52 Mass Updates

O By Employes Name

¥ Base Salay

¥ Company Paid Benefis

¥ Olther Earnings

¥ Company Paid Associatons.

¥ Company Paid Training/Serinars
% 0/5 Entilements

¥ WSIB Absenteeism

% Total Eniements.

e Use the Company, Division, Department or Employee Name option to generate a one-

page summary of the investment in human resources selected criteria.

e Enter the From/To to control the costs that show up in Group B of the report. If looking
at an annual cost of employment, you want to make sure that only the Associations and
Continuing Education costs that were incurred that year are included. Leaving this blank
will cause the application to sum the cost of all courses and associated unrelated to
when the cost was incurred.

e To exclude certain costs, uncheck the items you wish excluded.
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Sample Report — By Company

Current Yaar Vacation
Previous Year Sick Time
Coument Year Sick Time
Hourly Eatitlements

Totalof Groups "A

$2,253.36

Dollar Entitlaments
Totalof Group "D" $29,706.77
B" & "D" 310,704.33

34.46%
0.00%

Time: 9:2T:22PM Cost of E mployment by Comp any rzcostl
Group Item Annualized Dollars % of Group % of T otal
A Base Salary 51,043 586.02 98.25% T235%
Company Paid Benafits $14.327.61 1.35% 0.99%
Other Earnings $4.302.50 041% 030%
Total of Group "A" $1,062.216.13 73.64 %
B Company Paid Associations $3.400.00 0.24%
Company Paid Training/Szminars $14,764.00 1.02%
Totalof Group "B" $18,164.00 1.26%
C Q3 Entitlements: Vacation 519233726 1333%
Sick Time $40.366.86 342
Hously Entitlaments 511585492 3.03%
Compensatory Hours $1.365.40 0.09%
Dallzr Eatitlements $2.430.00 0.17%
WSIB Absentesism $623.04 0.17% 0.04%
Total of Group "C" $361,977.48 1510%
Totalof Groups"A","B" & "C" §1,442,357.61
D Total Entitlements Previons Year Vacation $117.013.02
Currant Year Vacation $115,530.80
Previovs Year Sick Time
Current Year Sick Time
Hously Entitlements 5117,294.82
Dollar Entitlaments 5$13,650.00
T otal of Group "D" 842124396
Sample Report - By Division
Time  12:38:09 PM Cost of E mployment by Division rzost2
Division: West Coast Branch
Croup Item Anpnualized Dollars % of Growp % ofTotal
A Base Salary $237,417.60 84.92%
Company Paid Benefins $42,165.96 15.08%
Other Earnings $0.00 0.00%
TotalofGroup "A" §279,583.56
B Company Paid Associations $500.00 35.36%
Company Paid Training/$ eminars $914.00 64.64%
Totalof Group "B" $1,414.00 0.47%
C O/S Entitlements:  Vacation $3,377.12 18.15% 1.13%
Sick Time $12,709.84 68.29% 424%
Hourly Entitlements $0.00 0.00% 0.00%
Compensatory Haurs $2.523.86 13.56% 0.84%
Dallar Entitlements $0.00 0.00% 0.00%
WSIB Absentssism $0.00 0.00% 0.00%
Totalof Group "C" $18,610.82 6.21%
TotalofGroups "A","B" & "C" §299,608.38
D Total Entifl ements: Previous Yaar Vacation $4.508.08
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Sample Report - By Employee Name

Date 51713 HR Systems Strategies
Time: 12:41:51 PM Cost of E mployment by Employee
Employea: Abbott, John
Group Item Anpnualized Dollars
A Basz Salary §110,000.00
Company Paid Benefits 523 44596
Other Earnings 30.00
TotalofGroup "A" 813344596
B Company Paid Associations $300.00
Company Paid Training/$ aminars 5914.00
TotalofGroup "B" SLA14.00
C 0/8 Entitlements:  V acation §-1260.12
Sick Time §4.633.44
Haourly Entitlzments 50.00
Compensatory Hours §2,220.96
Dallar Entitlaments 50.00
‘WESIE Absentzeism 50.00
TotalofGroup "C" 85,605.28
TotalofGroups "A","B" & "C" S140,465.24
D Total Entiflements:  Previous Year Vacation 5846.08
Current Year Vacation $1.269.12
Previous Year Sick Time $2,11520
Current Year Sick Time §2,538.24
Haourly Entitlements §7,138.80
Dallar Entitlaments 50.00
TotalofGroup "D" S13,907.44
TotalofGroups "A","B" & "D" §148,767.40

Page: 1
rzeostd
Number: 11026
% ofGroup % ofTotal
8243% 7831%
16.69%
0.00%
95.00 %
3336% 036%
64.64% 0.63%
1.01%
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Dollar Entitlements

This report details the Dollar Entitlements for the options selected. This report will also show
what the employee has utilized and the variance between the full entitlement and what has

been used by each employee selected.

Screen Layout

& info:HR - [Dollar Entitlement Report]
&' File Move Find Email Import/Export Applicant Tracking Windows
[Srg=) M s
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Document Type: Stalus Q
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Folow-ups Menu r
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Heakth and Safety Entitlement Ty
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@ ] setwp AdninisteredBy Q[ |
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&[] Wark History/Compensation —
Beneit Group Change Section Q
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[7] Costof Employment
[T Dol Enitements
Other Earrings Costof Employment ~
Payrol Transactions
Salaty Master
Salary Performance Review
b é M]AS?SS;; Puoy. of Residence. @ ]
-2 Setup Puov.of Employment. Q[ |
£ Impot/Export
? Papweb
-8 HRSot Inchude Teminalions [~ ShowComments [~ ShowActualAmourt Detals [
Beport Grouping
Grouping #1 Division =l
Grouping #2 =
Grouping #3 Entillement Type =l
Final Sort Dates From/T =

e SelectY or N to show Cost of Employment or leave blank to show both.

e Include Terminated will include terminate employees.

e Include Comments will show comments associated with Entitlements.

Sample Report

Time: 9:29:26 PM Dollar Entitlement R eport RZDOLEN1
Employee NbriName Entitiement Date Range Entitlement Actual Variance COE Reference N Paid To Date Paid
Date Totals 1,500.00 1,245.00 255.00
5984  Sarre , Mary-Ellen Health promotion 01/01/2010 31/12/2010  500.00 Yes
Date Totals: 500.00
1027 saungers, Carey EQUIPMENT 0110112004 3112/2004  200.00 Yes
Date Totals: 200.00
1027 Saunders. Garey Health promation 01/01/2010 31M2/2010  500.00 Yes
Date Totals: 500.00
Grand Totals: 16,525.00 5,420.00 1,030.00
Time: 1:53:36 PM Dollar E ntitlement Report S
Division Division #1001
Employee NbriName Entitiement Date Range Entitiement Actual  Variance COE ReferenceNo Paid To Date Paid
1050 Armstrong, Bob AWARDS 101104 - 12/31/04 25000 250000 000 i 12 Employse 130004
1050 Armstrong, Bob Club membership 1/01/08 - 1273108 1.000.00 800.00 200.00 Yes 112233 Don Valley GC 4/04/08
1050 Armstrong, Bob EQUIPMENT 101108 - 12/21/08 20000 000 20000 Yes
1050 Armstrong, Bob EXPENSE ALLOWANCE 10108 - 12731700 20000 000 20000 Yes
1050 Armstrong, Bob Health promotion 10112 - 12731112 000 100.00 10000 Ves anz12
1050 Armstrong, Bob Health promotion 10112 - 1273112 000 20000 20000 Yes an112
1050 Armstrong, Bob Health promotion 10110 - 12731710 500.00 0.00 500.00 Yes
1050 Armstrong, Beb Teaining 101108 - 12731708 40000 45000 5000 Yes 1232 Emplyee 1127708
Employee Totals: 480000 4,050.00 750.00
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Other Earnings

The purpose of this report is to list Other Earnings information. This will show the date range
and the Actual Earnings with Comments.

Screen Layout

) info:HR - [Other Eamnings Report]
& File Move Find Import/Export Applicant Tracking Windows
OR& + Vaa-EE
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e Cost of Employment:

o SelectY to only print Other Earnings record that have their COE Flag = “Y”.
o Select N to only print Other Earnings record that have their COE Flag = “N”.
o Leave blank to show all records.

Sample Report

Time: 9:32:23 PM

Employ ee Number/N ame Earnings T ype
221026  Abbott, Joha Bosus
221026 Abbott, John CAR ALILOWANCE
1051 Adams , Karen BEREAVEMENTEARNINGS
1051 Adams | Karen Bonus
1051 Adams  Karen CAR ALLOWANCE
1014 Andarson , Dane Bonus
1050 Asmstrong , Bob Bonus
1050 Asmstong , Bob Bosus
1050 Armstrong , Bob RECOGNITION AWARD
1013 Brown , Thomas Bonus
1053 Mansglebe , Jayne CAR ALLOWANCE
5984 Sartre , Mary-Ellen CAR ALLOWANCE
5984 Sartre, Mary-Ellen OVERTIME # 1.3

Other E arnings Report

DateRange

01012013
010122006
010122006
01012013
010122006
01/012013
01012013
2510512009
01/062006
01012013
010122006
010122000
01/01/1995

Selection Totals -

31012013
31/1222006
31/1222006
31012013
31/1222006
31012013
31012013
25/0512009

01/06/2006

31012013
311222006
31/1222000
31121995

4.312.50

“zZZzZZZ22Z [

-

B

RIOEARNL

Comments

Bomus from the sales department in
getting the PO processed for end of
quarter

Innovative HR practices over the last
several years
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Payroll Transactions

The purpose of this report is to view payroll transactions that were imported from a payroll

system. Transactions include earnings, deductions and memo types (ADP only).

Screen Layout

L info:HR - [Payroll Transaction Report]

&' File Move Find Import/Export Applicant Tracking Windows

OR& 4t vau-EE

> infoHR Selection Criteria
& Employee Division al
Posiion
Department
Reports 3 Q
Altendance and Entitlements Location Q
Employee Infomation Union Q
seing
Educations/Skils State Q
FolowUps FIPISENROT @
FollowUps Emai Log ErpijesNutber
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Posiions/Skils/Evaluation Adrin By a_
Seriorty Secton
seup QL]
Teminations shit
Work Histoy/Compensation ComtyolEnpiment [ 5]

Province of Employment @ |:|

Benefits/Beneficiaries

Cost of Employment Pay Code Q[
Dollar Entitlements ¥ 1
Other Earnings Fiom/Ts Dals 2] I < E—
Payroll Transactions Type of Report ¥ Eamings ¥ Deduction ¥ Memo
Satoy Mastes ® Delaied O Summay
Salary Performance Review ® o
] Seteior ! ® Acive Temminated
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- B Setup Grouping #1 Prwn 5]
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e Toview the Earnings, Deductions or Memos use the check boxes to select each.
e This report can be viewed in Summary or Detailed format.

e You may also select Active or Terminated employees.

Sample Reports - Detailed

Totals Actuat:  Eamings  § 0.00
Totals Actual:  Eamings  § 0,00

Deduction  § 0.00
Deduction  § 0.00

Time:  0:34:12 PM Payroll Transaction Detail Report RZPayTran
Eaming/Deduction
Employee Number/N ame FromDate To Date Payroll Transaction Indicator Amount Actual
221028 Abbott. John 042012010 170142010 Gross pay e $2.000.00
Abbott, John Totals Amount: Eamings  § 2,000.00 Deduction § 0.00 Memo  § 0.00
Totals Actual: Eamings Deduction § 0.00 Memo  $ 0.00
1050 Armstrong . Bob. 041012010 17012010 crp o s80.00
1050 Armstrong . Bob. 042012010 170112010 el o 32000
10850 Armstrong , Bob. 0410112010 170112010 Federal tax 2 344000
1080 Armstrang . Bob 040112010 17012010 Gross pay 3 $1.825.00
1050 Armstrong . Bob 041012010 17012010 Net pay M $1,198.00
1050 Armstrong . Bob 04/01/2010 17/01/2010 Provincial lax D 310000
Armstrong , Bob Totals Amount: Eamings  § 1,826.00 Deduction § 630.00 Memo  § 1,195.00
Totals Actual Eamings  § 0.00 Deduction § 0.00 Memo § 0.00
Totals Actual: Eamings $ 0.00 Deduction $ 0.00 Memo $ 0.00
Grand Total Employees 2 Totals Amount: Eamings $ 3,825.00 Deduction $ 630.00 Memo § 1,195.00
Totals Actual: Eamings  $ 0.00 Deduction $ 0.00 Memo  $ 0.00
Time:  7:35:20 AM Payroll Transaction Summary Report RZPayTrans
Employee Humberil ame Payroll Transaction Indicator Amount Actual
401k Contribution o 5400.00
Hesith and Dental Insursnc o $125.00
income Tax o sm18200
Overtime {straight time) E $550.00
Regular Earnings E $44000.00
Vacstion E $2000.00
Totals Amount: Eamings § §550.00 Deduction  § 1677.00 5 0.00
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Salary Master

This report details the Salary and Position History for the employee(s) selected.

Screen Layout

£ info:HR - [Salary Master Report]
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e The report contains the standard selection items pertinent to the Position and Salary

masters of the employee records. They can be used to:
o  Print current salary information or historical information.
o  Print current position information or historical information.
o Print salary information as of a given date.

e If Acting Position is checked, the report will only display records that have an Acting

Position checked in their current position record.
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Sample Report — Current Salary

Time  8:16:21 AM ‘Current Salary Summary Repart REZSALSUM
Next Review Dates
o Pesition Start Date  Salary Information Salary Performance
Abbott, Joha 10,000.00 & 01
Davis . Celia R2OOE 03 SoL10
2 Kinz .Debra 5 7.02A 00
Wesslier, Jehnaten Prepammar £3,00000 4 02
Totalfor CalRegional Office 24936702 Annualized Dollars Average 3753 PerHouwr
Time 8:17:23AM Current Position Summary Report RIPOSSTM
4 Hours # SHETE +4
Eamployes Nbr/Name Position Position Start Date  Rept. Authority Day  Week ParPeiod Nbr, Hr¥¥r Shift Reason
026  Abbott Joha Chi formation Of 20100 Abbott. 800 4000 80.00 1 Promotion
Davis . Calia HR Clerc 50106 Abbort. Toba 800 40.00 8000 100 204000 1 Hics
King . Dabra Benefits & Pension Admin 518711 800 4000 80.00 Demotion
8524 Wesslier . Johnaton Prosrammer sEea 400 2000 4000 020 1 NewHire
Time: g:44:40 A Detailed Salary History Report RZSALHIS
Employee Nbr/Hame: 11026 Abbott, John
Position Position StartDate Salary Information Grade Effective Reason(s) for Salary Change NextReview Cur
Chiaf Infoem ation Officar 20100 0 A 01 40111 Ssley Review ¥
Chiefinfermation Officer 20100 10500000 A O 10U Annuslincrease N
Chiaf Inform stion Officer 20100 89,96328 A 0o 19119 Annusl Incres: N
Chief Inform ation Officer 20100 8567939 A 00 10109 Annual Increase 10110 N
Chiat Infoem stion Officar 20100 8399940 A 01 82207 Mart N
Annustincraass
Chief Inform stion Officer 20100 8155282 A 01 22107 Sslry Review N
Time 8:46:23 AM Detailed Position History Report RZPOSHIS
Employee NbrNames 11026 Abbott. John
4 Hours +4 S FTE 4+
Pos. StartDate  Rept. Authority Day Week  PayPeriad Nbr.  Hes'¥r Shift  Reason
20100 800 4000 80.00 1 Promotion
ME Diractor 2195 800 4000 80.00 Promction
Prozammer 91590 800 4000 80.00 Promotion
Dsvionss 315189 800  40.00 80.00 New Hire
Employee NbrName: 1025 Davis. Celin
Time: 848571 AW Salary Summary Report RZSALASH
As of Date = 5120113
Employee Hbr.Mame Position Position StartDate Salary Information E ffective Hext Review Date
11028 Apbott | Jehn Chiaf Inferm stion O fficer 20100 110.000.00 A 01 g
1025 Davis . Celia HR Clerk 501/08 1200 H 03 173z
1012 King , Debes Bensfits & Pension Admin 518111 51,307.02 A 00 20113
528 W as sher, Johnaton Programmer /301 £3,00000 A 02 oot
Total for  Cal Regional Office 249,267.02 Annualized Dollars  Average 37.53 Per Hour
Times  8:49:27 AM Position Summary Report RZPOSASH
AsofDate= 52013
+ Hours #* +5 FTE 3+
Employee Nbr.Name Position Start Date Rept. Authority Day Week PayPeriod Nbr. Hrs'Yr  Shift  Reason
11026 Appon Joha ematien Officer 20100 Abbott  John 800 4000 80.00 I Drometien
1025 Davis . Calia HR Clesk 50106 Abbott | Joha 800 4000 £0.00 1.00 204000 | NewHire
12 Kins Debra Bensfits & Pension Admin 51811 800 40.00 $0.00 Demotion
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Salary Performance Review
The purpose of this report is to view Salary/Performance Review details for employees.

Screen Layout
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Type of Report O Detaded @ Summay ™ Include Salasy History I Acting Postion

‘Beport Grouping

Grouping 1

Growing 12

Groping 13

i Son

The buttons on the top right-hand corner of the report determines which date is
checked when entering the From/To Date on the selection criteria.

(@ Mext Salay Review Date
(O Mest Performance Review Date

) Performance Review Date

Type of Report:

o Detailed produces a form to record the results of salary and/or
performance reviews. The detailed report prints a cover sheet that can be
attached to an internal performance review form.

o Summary produces a list of employees whose date falls within the From/To
Date Range entered in the selection criteria. The top right-hand box is the
determining factor as to which date is being checked.

If Include Salary History is checked, additional options appear:

[V Include Salary History [ Acting Pasition
[ Show All Employess [~ Hide Salam
[ Show Comments

7 h art

o Shows all salary history for the group of employees printed. If Salary
Comments are wanted on the report, check Show Comments.

o If Acting Position is checked, the report will only display records that have
an Acting Position checked in their current position record.

o If Hide Salary is checked no salary information will appear on the report.

Version Effective: 8.2 Page 115



info:HR Reports User Manual

Sample Report — Detailed

Time: 8:53:50 AM Salary & Performance Review Report RZSALFDT
Employee Nbr/Name Position Start Date Salary Information E ffective
11026 Abbott, John Chief Information O fficer 2/01/00 110,000.00 A 01 40111
Dirision: West Coast Branch Deparment: Cal Regicnal Offics
Employment Status: A FT Union: NON
Original Hire Date: 31589 Employee Type: | Seniority Date: 31589
Next Salary Review: Next Performance Review:
Position Information Croup Code:  ADMN TotalPoints: 3 FTE: Mid Point: 3
Status: MGMT  Nbr of Positions: 1 FTE Hrs'¥r:
Grid Steps - 0L 37500 0% 0.00 09 0.00
02 141,75000 06 0.00 10 0.00
03: 162,000.00 0T 0.00 11: 0.00
04: 0.00 08 0.00
Complete the Infor mation Below ThisEmployee ReportsTo John Abbott
Position Data - New Position Code: New Start Date:
New Reports Tos
Reason For Position Change:
Hours Per - Day: _ Week _ Pay Period: Shife:

Sample Report - Summary

Time:  9:38:25 PA Salary & Performance Review Summary Report RISLPRE
Performance NextReview Dates  Last Performance

Employee Nbr.Name Position Salary Review Date  Salary  Performance Rating

221026 Abbott, John President 96,140.00/A  27/01/2006 01/08/2009

1051 Adams | Karen ACCOUNTS RECEIV ABLE CLERK 100,000,004 011271994 01/12/1835 GOOD PERFORMANCE

1014 Anderson , Dane HR CLERK 41497104 14121993 141211994 GOOD PERFORMANCE

1050 Armsteong , Bob DIRECTOR, HUMAN RESOURCES 8L000.00/A 020372012 01032013 GOOD PERFORMANCE

1013 Brown, Thomas FINANCE & ADMIN. MANAGER 40272544

2210 Drac, Jeri SALES MANAGER 43.20000/A  30/06/1996 30/06/1998 GOOD PERFORMANCE

5000 TELESALES REPRESENTATIVE 28.00H

5001 RECEPTIONIST 26.818.00/A 13/12/2011

1054 Ofics Administrator 1500

1012 DIRECTOR, HUMAN RESOURCES 100,000 .00/A  01/01/1996 01/01/1997 GOOD PERFORMANCE

1052 HR CLERK 31372004

1053 HR CLERK 20240004

10231 Sampson , Hasey SALES REPRESENTATIVE 351018004 23/08/1889 2810911898

5984 Sarire , Mary-Ellen BRANCH MANAGER ATAMATA 22031999 15/06:2000 GOOD PERFORMANCE

1027 Sapnders , Carey SALES REPRESENTATIVE $1,080.00/A
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Statistics

This section of reports provides statistical information based on the Selection Criteria entered.
Some reports require Codes to be entered into the selection criteria to produce the reports.

Below are the reports included in this section:

1] Stalisies
Extemnal Hie Rale
=i | Internal Transfers to Total Hires Ratio
KepWorkforce Demogtaphic
£ Manpower Flan
| Paid Sick Hours Per Eligible Employee
Staff/Management Ratios
| Workers Compersation [WC] Lost Time Incident Riate
‘Warkes Compensation (wC] Lost Work Hours Flate

Report Grouping is very important in this section. When a Report Grouping #1 is selected the
report will give a summary statistic for the selection for that grouping. For example, if the
Report Grouping #1 is set to Division the report will show totals for each Division and an
Organization Summary at the bottom of the report.

Beport Grouping
Grouping #1 |Divisi0n ﬂ

Department
Location

Union

Employrent Status
Categom

Poszition Group
Fegion 8

Sample Report — Report Grouping Division

Division PWN Test
Total Mumber of Employee: 1 5.56% Total for Gender Male: 1 100.00%
Female: 0 0.00%
Division West Coast Branch
Total Number of Employee: 3 16.67% Total for Gender Male: 2 66.67%
Female: 1 33.33%
Grand Total Number of Employee: 18 Total For Gender  Male: 10 55.56%
Female: § 44 44%

For the purpose of this section all report samples will be with a Report Grouping equal to
None.
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External Hire Rate

The purpose of this report it to gain statistical information on employees hired from outside the
organization. For example: Organization A and B are part of a larger organization with the
parent Organization being C. If Organization A hires an employee from B then this would be

considered an External Hire. But from Organization C’s point of view it would be counted as an
internal transfer.

External Hire Rate = Total External Hires/Average Employee Count

Screen Layout

IY info:HR - [External Hire Rate Report]
&' File Move Find Import/Export Applicant Tracking Windows
OR&E 4+ Vaa-EE

& infoHR Selection Criteria

@@ Employes Division Q |
@ 7 Postion Dapartiiont
=-1] Reports Locat Q ]
@ 1| Atendance and Entlerents ocatin Q |
| Emplopee Information Urion Q |
Counseling
FT/PT/SE/TR/OT
| Educations/Skils Q ]
FollowUps Employes Number @ |
FollowJps Email Log Postion Group Code @ |
Foims
1] Healh and Saety Fegon Q ]
Postons/Skil/Evaluston AdninBy Q |
Serioity Soctin
& | seup ) Al ‘
Terminations et ]
-1 Work History/Compensation Date Range .

&£ Statisios
1| Extemal Hie Rate Date Based on Original Hire Date. -

| Intemal Transfers to Total Hit A

1 KeyWorklorce Demogieptic | Include Terminated Emploee

| Manpower Plan

] PoidSick Hous PeElghle | Extemal Hire g [ J

| Stafi/Management Ratios Position Reason

| Workers Compensation(we,  Full Tine & Part Tinegq ]

| Workers Compensation (W, Stalus .

54 Mass Updates Other Status qQ ]

323 HRSoft

Report Grouping
Giotpng 1 o] -

e This report is viewed by External Hire Position Reason Codes or Employment Status
codes. A code must be entered in these selection criteria.

Sample Report

Time: 1:07:19 PM External Hire Rate Report RZEXHIRE
Asof Date: 8/06/14 (Original Hire Date)

Total External Hires = 0 TotalEmployees : 16
Total FullPart Time External Hires : 0

Total Other Status External Hires : 1]

Average Emplovee-count : 16.0 External Hire Rate : 0.00
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Internal Transfers to Total Hire Ratio

The purpose of this report is to gain statistical information on internal transfers. This is the
“hire” of a person who was already employed by the specific organization reporting the data at
the time of the hire. E.g. Organizations A and B are part of larger umbrella organization -
Organization C. If Organization A hires an employee from B then this would be counted as
Internal Transfer for Organization C but for Organizations A and B it would counted as external
transfer.

Internal Transfers to Total Hires Ratio = Total Internal Transfers / (Total External Hires + Internal
Transfers)

Screen Layout

o IR - interral Transfers to Total Fires Ratio Reperi]

5 File Move Find Import/Export Applicant Tracking Windows
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= Employee Division Q
Pastion Depatment
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Follow-Ups EmaiLog Pasiion Groun Code @
Forms
Health and Safety Hagion Q
Posiions/Skils/Evalustion Adrin By a,
Sericity Section Q
Setp
Terminations Shift
“work History/Compensation DateRange — |
£ Statistics

+i=| Extemal Hire Fiate DateBased on Original Hire Date )

ntemel Transfers to Totel it
- Key Workforce Demographic
Manpower Plan

I™ Include Terminated Employee

Faid Sick Hours Per Eligble]l  Estemal Hire. @ NEWH |
StaffManagement Ratios fpsinbechiensnn;
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& s Updalcs Qther Status Q[ I

setup Internal Transfers
. Position Reason = [NEWH
& Panet
£L HRSoit Report Grouping
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e This report is viewed by External Hire Position Reason Codes, Employment Status
codes and Internal Transfers Position Reason code. A code must be entered in
these selection criteria.

Sample Report

Time: 1:09:29 PM Internal Transfers to Total Hires Ratio Report RZINHIRE
Asof Date: 8/06/14 (Original Hire Date)

TotalInternal Transfers: 3 Total Employees : 16

Total FullPart Time Internal Transfers: 3

Total Other StatusInternal Transfers : 0

TotalExternal Hires : 3 Internal Transfers to Total Hires Ratio : 0.5
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Key Workforce Demographic
The purpose of this report is to provide a very basic understanding of some key “demographics”
of their employee workforce and how they compare to those of other organizations.

Screen Layout

ICY infoHR - [Key Workforce Demographics Report]
& File Move Find Import/Export Applicant Tracking Windows
ORk& + | s~

[@iHR  Selection Criteria

Emplojes Division aQ
Fasiion Department

] Reports . b
Attendance and Entilements ey Q
Emplyes Infomation Union Q

Counseling i Q
Ecucations/Skils

Folourlips FIPT/SETRIOT @

Follow-Ups Emai Log Emplyeetumber  fif

Foms

Postion Group Coch

Healh and Safety ke

Postions/Skils/E valuation Fegion Q

Senaiy Adningy o
Setp
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Wk Historp/Compensation Shit O
g E|L |mpee |

| ExtemalHie Rate A oAb

£ Intemal Transfers to Total Hi - Date Basedon Original Hire D ate -

£] Key Worklorce Demographic

| Manpower Plan I~ Include Terminated Employee.
| Paid Sick Hours Per Eligible |
| Staft/Management Ratios

S workers ootz MalevaFemale  C MaralStaus
] Warkers Compensation (WC:
L0 Mass Updates
B saup Repoit Grouping
5‘5 Impart/Export Grouping #1 Division -
524 Payweb
24 HRSoft

e Male vs Female selection shows the percentage of Male vs. Female based on the
total number of employees.

e Marital Status selection shows the percentage of each status code in comparison to
the total number of employees.

Male vs Female — Report Grouping Division

Time:  2:23:20 PM Employee Gender Breakdown Percentage Report rzpopag1

Grand Total Number of Employee: 18 Total For Gender Male: 10 55.56%
Female: 8 44.44%
Invalid: 0  0.00%

Marital Status — Grouping None

Time:  11:45:11 AM Employee Marital Status Breakdown Percentage Report rzpopag1
Grand Total Number of Employee: 18 Total for Marital Status

Single: 11 61.11%

Married: 6 33.33%

Family: 0 0.00%

Divorced: 0 0.00%

Widowed: 0 0.00%

Common-Law: 0 0.00%

Other: 0 0.00%

Invalid: 1 5.56%

Version Effective: 8.2 Page 120



info:HR Reports User Manual

Manpower Plan
The purpose of this report is to provide information based on budgeted staffing requirements by
year. Data Maintenance for this function is located under the Setup menu item.

Screen Layout

B3: File Move Find Import/Export Applicant Tracking Windows
ORS 4 L a-EBE

e info:HR

Department

Enploges al ]
-5y Position Gl

i al ]

[#-i| Attendance and Entitlements

® Employee Information Full Time [3% Other %
Counzeling

[E:]

Educations/Skills
Budget Year
Fallow-Ups
Follow-Ups Email Log
Faims

[-i= Health and Safety
- Positions/Skills /Evaluation
=] Senioiity
[+ Setup
2 T ermination:
L]

To view Full Time requirements check Full Time, check Other to view requirements such
as part time or contract.

e Enter the Budget Year you wish to view.

Time: 11:57:19 AM MANPOWER PLAN RZMANPLAN
Budget Year: 2011
January 01, 2011 - December 31, 2011
Jan  Feb  War  Apr  WMay Jun  Jul  Aug  Sep Oct Nov Dec Avp Count
GIL 2011 201 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 YD
Test
Budget-Full Time 3 2 3 5 3 F; 3 3 3 22 2
- Other 38 3
Actual - Full Time 3 3 3 3 4 2 2 2 2 2 2 25
- Other 2 1 1 1 1 1 1 1.1
Variation: 00 | 10 | 00 10 | 00 10 | 00 | 00 | 00 | @8 0.0
Budget Total Full Time 30 20 30 5.0 30 20 30 30 30 22
Other 35
Total 30 70 30 50 ) 70 30 30 3 5
Actual Total Full Time 0 20 2 30 40 20 20 [ 20 0 0
Other 20 10 10 10 1.0 1.0 1.0
Total 30 | 30 30 | 30 | 60 | 30 30 30 30 | 30 30
Variation: 0.0 1.0 00 30 1.0 00 0.0 10 0.0 0.0 0.0 28)
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Paid Sick Hours Per Eligible Employee

The purpose of this report is to provide information on Sick Time available to eligible employees.

LY info:HR - [Paid Sick Hours Per Eligible Employee Report]
S File Move Find Import/Export Applicant Tracking Windows

OR&E 4+ taa-WE

& riohR "~ Selection Criteria
& § Employee Division Q[
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| Employee Infomation Urion Q|
Counseling S
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B sebp Section A !
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& ] Statisies
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Manpower Plan Sick Attendance @ |
=] Peid Sick Hous Per Eigblel  C09
Staff/Management Ratios I~ Include Terminated Employee
Workers Compensation (WC: -
Watkers Compensation (e, | Include Attendance History
) Mass Updates
@9 Selwp Eligible Employees are based on & Benefit Group  Current Sick Entitlement
24 Import/Export
§ Pagueb Report Grouping
-3 HRSolt Grouping #1 Division <

e Sick Attendance code must be selected. Sick attendance reason codes begin with “SIC”.
e Terminated employees may be included by checking Include Terminated Employees.

e Attendance history may be included by checking Include Attendance History.
e The report may also be run by Benefit Group or Current Sick Entitlement.

Benefit Group, Include Attendance History

Time 1:14:55PM Paid Sick Hours Per Eligible Employee Report RIPDSICK
Asof Date: 4/29/13 (Original Hire Date)
Paid Sick Hours: 712.00 Total Employees: 18
Average Eligible Employee-Count: 10.00 Paid Sick Hours Per Eligible Emp loyee: 71.2000
Current Sick Entitlement
Time 1:16:45PM Paid Sick Hours Per Eligible Employee Report RZPDSICK
As of Date: 4/29/13 (Original Hire Date)
Paid Sick Hours: 32.00 TotalEmployees: 18
Average E ligible Employee-Count: 14.00 Paid Sick Hours Per Eligible Employee: 2.2857
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Staff Management Ratios

The purpose of this report is to view total numbers of employees under different managerial

and non-managerial, supervisory and non-supervisory groups.
[ o -t anagement s eport W

B8 File Move Find Import/Export Applicant Tracking Windows

OR& 4+ e~-BE

& infaHR Selection Criteria
Employee Division Q
Pasition Depattment

| Reports. et R
=] Attendance and Eniitements EELlia aQ
| Employee Information Union R
] Counseling o Q
| Educations/Skills
| Follow-Ups FT4PT/SEATR/OT R
] Follow-Ups Email Log Employee Number m
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Position Giroup Code
=] Healh and Salety 2 aQ
=] Pastions/Skils/Evahuaion Region Q
=] Seriaiy i By
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=] Terminations BN
=] Wik HitayrCompensation shit ]

Date Based on Oiiginal Hire Date =]

Management Group @ [

{; 5 I” Include Terminated Employee
E HRSot Beport Grouping
Grouping #1 Division ]

e Management Group code must be entered to produce this report.
e If you would like to Include Terminated Employees check the box.

Sample Report

Time: 2:26:22 PM Staff/Management Ratios
Asof Date: 5/21/13 (Original Hire Date)

RZSTFRAT

TotalEmployees: 18

Total Management Employees:

Total Supervisory (Non-Management) Employees:

Total Non-Management, Non-Supervisory Employees:
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Workers Compensation (WC) Lost Time Incident Rate

The purpose of this report is to view the number of lost time incidents, total employees and the
percentage of lost time rate. It counts the # of Incidents checked in the Attendance for the
Reason codes specified in "WC Lost Time Code". If the "Date Based On" is "Attendance Date"
then it only counts the # of incidents in the Attendance within the Date Range specified.
Otherwise, if the Date Based On is used the report only gives you the # of Incident for the
employees within that Date Based On and Date Range.

WC Lost Time Incident Rate = Total # of WC Lost Time Incidents / Average WC Eligible Employee
Count

Screen Layout
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e WHC Lost Time Code must be entered to produce this report.
e If you would like to Include Terminated Employees check the box.
e If you would like to Include Attendance History check the box.

Sample Report

Time 2:31:58 PM Workers Compensation (WC) Lost Time Incid ent Rate RZWCINRT
Asof Date: 5/21/13 (Original Hire Date)

WC Lost Time Incidents WC-Eligible Employee - Count WC Lost Time Incident Rate
0 17 0.00
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Workers Compensation (WC) Lost work Hours Rate

The purpose of this report is to measure the work hours lost for all the lost time incidents
recorded in the lost time incident rate report. The report sums the attendance hours that have
Incident checked for the Attendance Reason Codes specified in "WC Lost Time Code".

WC Lost Time Work Hours Rate = Total # of WC Lost Work Hours / Average WC Eligible
Employee Count
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e WC Lost Work Hours Code must be entered to produce this report.
e If you would like to Include Terminated Employees check the box.
e If you would like to Include Attendance History check the box.

Sample Report

Time 2:37:48PM Workers Compensation (W C) Lost Work Hours Rate RZWCHRRT
Asof Date: 5/21/13 (Original Hire Date)

WC Lost Work Hours WC-Eligible Employee - Count WC Lost Work Hours Rate
0.00 17 0.00
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