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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.

Date Lookup Date Lookup
\ l) Feb y 2013 < February 201@]
[ Birth Date™ 13| 1 a

27 28 29 30 3N 1 2 27 28 29 30 3N 1 2

3 4 527 8 9 3 4 527 8 9
10 11 12 13 14 15 16 10 11 12 13 14 15 16
17 18 19 20 21 22 23 17 18 19 20 21 22 23
24 25 26 27 28 1 2 24 25 26 27 28 1 2

3 4 5 6 7 8 8 3 4 5 6 7 8 8

T Today: 2706713 Z > Today: 2706713

Dropdown Lists
Click on the dropdown arrow and select one of the values listed. Only one value may be
selected at a time.

Other or M2
Sick i
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Navigating
At the top of the info:HR window there is a row of icons which allow you to perform different
functions throughout the system.

D& 4 DE- X 4 yaa~-2WE

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

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

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

New Employee — Will begin a new hire.

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

OK/Save — Click to save the information entered.

5 mol» 8| D

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

x Delete — Will delete the selected record.

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

| -
Find — Provides the ability to select Find Active Employee, Find Terminated Employee or
Find Position.

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

Word/ExceI — Provides the ability to open Microsoft Word or Excel without closing
info:HR.
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Information Bar

At the bottom of the info:HR window you will notice an information bar. This bar displays:
1. Which field your curser is currently located on.

2. The format of the information to be entered (Date, Alphanumeric, Numeric, Option

Button or Combo Box).

3. The maximum number of characters that can be entered in the field.

E

Is the field required or not.

5. The right-hand side displays the current date and time in the format defined by your

computer.

|8 iR - Demographics - Abbot]

O File NewEmployee Edt Move Find Email Import/Export Applicant Tracking | Windows

OR& 4 HeoX4va-o@WE

[owern Employee # 11026 Abbott. John
24 Envres
44 Frd Canddse Personal | Organizational | Miscelansous |
4 Frd Acive Encloges
i "'F Eoptind FayaliD | Badgerm fii |
Demogoskics  Sodaion [
e Suname b ]
Contact =
Depencerts Fist Namo o ]
Banking fomatcn Midde Nane ——
G/ Distuton ,7
Othe fcmation s I
Enplcpee Hitony Address W 5t ]
Enplpes "
Enplpes ADP Data ez L 1
6§ Work it Copensation Gity e Province @ 0| oNTARID
nienerts Postol Code  [LE 3L County  [CANRDA ]
BuhDate  EE[VAA | A2 County of Employment  [CANADA <]
SIN 247725 | ssN[ - | riginal Hire Date [J3 4715783
MaralStats ook - Mals & C Fenals
Telephone (@E) Topharetz [ B
Celul Telphone [ ] ] PagerNumber [
Payeb
S on
Photo | Whatis Missing
Bith Date. ~ WMDY Feq. | B/07/14 - 08:21 AM

In the screen above notice the information highlighted

field.

. The curser is located in the Birth Date

[ & infeHR - Demographics - Abbor]

© File NewEmployee Edt Move Find Email Impor/Export Applcant Tracking Windows

OR&# HBoX Avau-—EHE
& niohR Emplogee # 11026 Abbott. John

Employet
84 o Condtae Personal | Oiganizaiona | Miscelaneous |

54 sachiomsen et  E— Y T —

Maal Staus Singe =
Telephone @)
Colds Telephone ()

o boneggtcs | Sktaim o]
SlkaDuts Sumame Aot ]
ey Conacts E——
i s Nomo
Bakiglomain Vit e
o
i ——————
Address (1125 Walrwat St
Enplopes ADP Data Jlosz I
& { Wok Hoop/Carpriaion €3 =y Province @[] oNtenio
[ [ty Ponicote  [EEC ]
o o BihDate [ (1020751 A 828
sin s son

o
st
[
& 2L HRSah
Photo | Whatis Missing
et Line in Address Aiohatlumsiic [0 Req | B/07/14- 0626 AN

In the screen above the cursor is in the Address field, which is an alpha-numeric field that can

hold 40 characters and it is required.
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Re-labelling Field Names

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

Sl Label Master
B ﬂ Basic Information
B Demographics
i B Status/Dates
i B Dependents
- B Banking Infarmation
i B Other Information
L B Employee Flags
- 48 ok HistonyCompensat
oo -8 Pasition
e B Zalary
i B Parformance
B ﬂ Attendance/Entitlements
o B Atendance
-8 Education/Skills
i B Agsacistions
B Continuing Education
i B Usger Defined Table
B Follow-Ups
e B Crounseling
5 Comments
=] ﬁ Pasition
o e 8 Position Master
B ﬂ Setup
‘. B Dashhoard Setup

B

This section not only allows for changes to field names in info:HR but there are a
number of categories that can be renamed too. For example:

Select Label Language G ENGLISH
Please note that changes made to Label Master will be reflected in the web modules within ane haur of your Label change.
Follow-ups menu —2»  |Follow-Ups

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

Changes made to the Label Master will be reflected throughout the system.
e For example if your organization does not use the label “Location” but would rather use
“Branch”. After making the change in the Label Master, all screens and reports in the
system will show the label of Branch.

Screen Layout

0 inforHR - [Label - Demographics screen]
G File NewEmployee Edit Move Find Email Impor/Export Applicant Tracking Windows
(=] $ Do X 4 v a-o@E
> roHA B
@ Employee Select Label Language @ [N | ENGLISH
- Postion
& L] Repots
52 Mass Updat Beanl
= B sew — e
B hccount Code Master PayrollID — [Paold ] Telephone #2 —> [Telephone #2
Altendance Code Matix
AuditMaster Otqanizational
8 Beneft Group Selup
o - s B —
Company Master G - 6L Section = [Secton ]
59 Compary Prelerence _ 5
Course Code Master = Disen) > Pson ]
Gt FepatsMasts Locaim -
Dashboard Setup
i —> [admin —
Depstment Master Aehniasedty by
Ohison Moster Ogerkant >
b - Doz ]
D oo Oigarization 2 (Oigerization 2
FolowUps Code Emai Matix
) Miscellaneous
gi’:‘;"" Celuiar Telephone ~ —> [Cellllr Telephone Paget Number -
-8 Help Desciptions
& 0 Label Master DiiverLicense #  —> [Diiver License 1 Type of Vehicle > [Type of Vehicle
EY g = [ PakingPemit#2  —> [Paiking Pemi 12
A Demographics
9 Stausiates License Plate #1 —> [GeensePlate#i | License Plate #2 —> [License Plate #2
B Dependents Locker # —> [Cocker® Conbinalion —> [Combination
B Banking Information
OtherIrfomation
B Employee Flags
5 9 ok Histo/C: .

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

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

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

Screen Layout

- - -

|
|| Department # 2000 | Name  [CalRegional Oftic

Il GLs Q [z Foreign Service
i

[ I | End |
=

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

Note:

e Asearch 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 has been used in the past; the history is
maintained in the data base.

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

Buttons

Button Purpose

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

Close Closes the coding table.

Edit To edit a description of a code; 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 record.

Delete To delete a code.

Print Will print a list of all codes displayed in the
table.
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Getting Started
Initial Login Screen

Q info:HR Security

==
File Help

[ Userld |

Password | ] 0K Cancel Help

Enter your User ID Path = C:\Program Files (x86)\IHR80\

To log in to info:HR enter your User ID and your Password.
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Account Code Master
Account Code Master is used to link codes to various account codes. In this Master screen, you
can create and maintain all the codes. This table is used for logging hours against a code in our

Timesheets module.

Screen Layout

By Account Code Master ﬂ
Code Description
NOC No Code
[HE\E | IHD Code ]
l I | _Eind
=
Select I Close I Edit | 0K I Cancel I New I Qelelel Print l

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

Note:

e Asearch 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 has been used in the past; the history is

maintained in the data base.

Buttons

Button Purpose

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

Close Closes the coding table.

Edit To edit a description of a code; 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 record.

Delete To delete a code.

Print Will print a list of all codes displayed in the
table.

Version Effective: 8.2
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Applicant Tracking Setup
Application Form Defaults

This screen provides the ability to change the Tab Labels on the Applicant Tracking Web
form, set Applicant Account expiry and set whether applicants can apply only for open

requisitions.

Screen Layout

D info:HR - [Application Form Defaults]
B File NewEmployee Edit Move Find Import/Export Applicant Tracking Windows
Oh&E|t|DEeX|4n-FE

Fieparts 7
5 Mass Updates Defaults
2 Senp Tab Label Changes

Account Code Master
e

Teb1 changeto  [wslcome

Teb2changeto  [Who are you?

Teb3changeto  [How did youhear?

Tob4 changeto  [Education

Tab 5 change to

Tab E change to

Tab 7 change to

Days (399 =Do ot expie account)

Only accept applications for Open Requisiions

Applicant Account Expir

CIRCERC IR}

To change a Tab Label simply type the desired heading in the white field and click the

save button.

To hide a tab in the application form check the Hide checkbox; this can only be done for

tabs 3 through 6.

Field Purpose

Tab 1 change to This tab contains the open requisitions or
list of positions in the organization.

Tab 2 change to This tab contains the applicant’s personal
information.

Tab 3 change to This tab contains source of posting
sources.

Tab 4 change to This tab contains the applicant’s
education information.

Tab 5 change to This tab contains the applicant’s skill
information.

Tab 6 change to This tab contains the applicant’s
employment history and document
attachments. Do not hide this tab if
resume submission is required.

Tab 7 change to This tab contains the organization
declaration of honesty.

Version Effective: 8.2

Page 12




info:HR Setup User Manual

Applicant Account expires in provides the ability to remove applicants’ login accounts
from the system. The application information will remain it the system. The login
accounts the applicants created will be deleted after the specified number of days.

If you check the Only accept applications for open requisitions check box the web form
will display only positions with an open requisition. If the check box is unchecked the
web form will display two dropdowns: one for all positions in the position master and
one for positions with an open requisition.

Requisition Approval Workflow

This screen provides the ability for users to set up an approval workflow for Job
Requisition requests and approvals in the Employee/Manager Self Service module.
Based on Position Type the user is able to define an approval flow by position.

T infoiHR - [Appiication Form Worklow]

' File NewEmployee Edit Move Find Import/Export Applicant Tracking Windows

Ok&E[ 4 DE-X L

Position Type [First Authorization [Second Authorization [ Third Authorization

Position Type G [BDHIN | Adriisration

First Authorization @ [HRMGR_| DIRECTOR, HUMAN RESOURCES

o
Car oo
Course Cads Master
i

a

g

mp:
a

Dep:

Divisian Master
Enployment Equity

2
%
2
2
2
g

Prior to completing this screen, each Position must be assigned a Position Type code in
the Position Master.

Emails by Position Type
This screen allows the user to set up a standard email to be sent upon receipt of an
application. These emails may be unique to each Position Type.

LY info:HR - [Emails by Position Type]
&5 File NewEmployee Edit Move Find Import/Export Applicant Tracking Windows

OR& # DA~ X LA E

Position Type @ [ADMIN | Adrinistration

Email Subject Line [You Apphcaton Has Been Recieved ]

Email Detai:

Thank you [[App First Name]].

Clear Text Import Text

e To create an email click the New Record Y button.
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e Assign a Position Type code, enter a subject line and complete the body of the
email in the Email Details box.

e To use the Merge fields: place the cursor where you would like to enter the field
and double click on the desired field.

Button Purpose

Clear Text Provides the ability to delete text with
one click.

Import Text Provides the ability to import text from a
text (.txt) document.
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This matrix allows you to categorize different types of Attendance Reason Codes. These
categories are used only by clients who had HRSS develop customized Attendance Management
Reports. Check boxes within the matrix change based on the client requirements. Unless you
have these reports, this matrix does not need to be created.

Screen Layout

& iR {avendonce Code Vo]

Fie NewEmployee Edit Move Find Email Impow/Expont Applicant Tracking Windows

&
OR&S # DA~ X 4

o ot

e To enter a new Attendance Code, click the new record icon 2 button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon = button or the delete icon

button to delete the record.

Information Validation

Field

Purpose

Reason Enter the Reason or click on the magnify glass
to select the code from the lookup.
Code Type Enter the Type or click on the down arrow to

select the code from the dropdown.

Full or Partial Day

Provides the ability to select a Full or Partial
Day from the dropdown.

Incident

Identifies Reason codes that are counted
towards incident analysis.

Regular Hours

Identifies Reason codes that are counted
towards regular hours.

Vacation Hours

Identifies Reason codes that are counted
towards vacation hours.

Extra Hours

Identifies Reason codes that are counted
towards extra hours.

Absent Hours

Identifies Reason codes that are counted
towards absent hours.

Notes

Enter as needed.
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Audit Master

info:HR creates an audit record for every employee transaction entered into the system. There
is a twofold purpose:

To provide the organization with an audit trail of employee maintenance. For every
payroll/benefit transaction entered, the audit trail records the change, the employee
number of the person who entered the change, and the date/time of the change.

To create a file of information to be exported to third party software, payroll for
example. Refer to the documentation for your specific interface to determine when and
under what conditions you will run the Audit Master report.

This function gives you the ability to View, Print, and/or Delete the audit trail. This function
should be performed at least once per year and, if your database is large, quarterly. Unless your

organization’s policy states that you require a paper copy of the audit trail, delete the Audit
Master without printing its contents.

Screen Layout

£2773

O EDY
2388 g

P info:HR - [Audit Master File Update] - o X

love Find Import/Bxport  Applicant Tracking  Windows

B - [HE

Click the View () icon to view the report.
Click the Print () icon to print the report.
Click the Delete ([*]) icon to empty the contents of the Audit Master. Caution is advised

when selecting this option. As a general house-keeping task, the Audit Master should
be cleared on a minimum annual basis. This file can become very large.

Selection Criteria

Field

Purpose

Active Employee/Terminated Employees Click on the type of employee that you want

to lookup.

Table code lookups for Division, Section,
Location, Region and Pay Period are
available by either entering a valid code or
selecting one or more code by clicking on the
magnify glass.

Employee Number Enter the Employee Number or use the

lookup to select the Employee. If using the
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Field

Purpose

Employee Number Continued

lookup, make sure that Active Employee /
Terminated Employee is properly select in
order to view the correct list of employees.

Date Range

Provides the ability to select a Date Range.

Upload Flag

Yes shows/deletes only transactions that
were uploaded to payroll. No shows/deletes
only transactions not uploaded to payroll and
All shows/deletes all transactions.

User

Provides the ability to select a system User.
This option would display/delete Audit
records that were added or maintained by a
specific user.

Check boxes include:

Salary Changes Only — Provides the ability to
select Salary Changes Only.

New Hires Only — Provides the ability to
select New Hires only.

Benefits Only — Provides the ability to select
Benefits changes only.

Name/Address Only — Provides the ability to
select Name/Address changes only.
Employment Status Only — Provides the
ability to select Employment Status changes
only.

Page Break on Employee — Provides the
ability to insert a page break between each
employee.

Final Sort

Provides the ability to select the order the
information is to be viewed.

Report Sample

Time: 9:05:18 AM AUDIT MASTER FILE REPORT

Employee:
Data Being Updated NewData
Position Code clo
Job Starting Date 4/01/00
Division Number 2000
Position Change Reason PROM

>>>r3
E]

1050 Armstrong-Smith, Grant
Previous Data

RZAUDIT

By Whom Upload Date of Change
999999999 ¥ 4/01/00
999999999 Y 4/01/00
999999939 ¥ 4i01/00
999999999 4 4i01/00

Trans. Legend:

A — Add a new record (includes New Hires)
M — Modification to existing information
D — Delete information

T - Terminations
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Benefit Group Setup
Benefit Costing Details

This screen allows you to define benefit costs that have a multi-tiered coverage calculation
based on a salary-dependent benefit code. Many LTD pension plans are examples of multi-

tiered, salary-dependent benefits.

Screen Layout

L) info:HR - [Benefit Costing Details]

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

OR&S 4 DEAX 4 taa-2EE

> infoHR Benefit Groug

-] Enploes NGS |STD
-5 Positon TEST Wi
-] Repotts
-2 Mass Updates < |
=8 Setup
B Account Code Master
B Attendance Code Matiix
B Audit Master
&9 Benefit Group Setup
D Benefit Costing Details

Benefit Code

S
BenefitGroup @ [MGMT Management

Benefit Code @ [LTD LD

Minimum Maximum ~ Percentage
B Beneit Group Master
B Beneft Group Matiix <= Salay=> [250000 | [666700%
2 ﬂgx;“g;:::: <= Salay=> [500000 | [50.0000%
2 Company Master <= Salary => I
[} :3 Company Preference [ ] <eSalay=> ] [
Course Code Master
29 Cutom Repons Master [ Jesams [ ][]
8 Dashboard Setup [ ] =Salay= 1
g | [ Y o  —
o e R s
-8 Employment Eqity ] <=Salay=> 11
B FolowUps Code Emai Maiix
98 Fom? s [ ][]
B G/ Master

- Help Desciiptions
-8 Label Master
B Machine # Master
,2 Multiple Data Sources

@ Monthly O Annual O Weekly

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

button to delete the record.

Information Validation

Field

Purpose

Benefit Group

Enter the Benefit Group or click on the
magnify glass to select the code from the
lookup. This is not mandatory field. Ifitis
blank, the costing calculation will be
applicable for all groups.

Benefit Code

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

Minimum

Provides the ability to set a Minimum Salary
Level.

Maximum

Provides the ability to set a Maximum Salary
Level.

Percentage

Provides the ability to enter a Percentage.

Monthly/Annual

Provides a flag setting to identify whether
the Coverage Amount should be calculated
based on an monthly or annual amount.

If the cost of the benefit is entered as a
monthly cost on the Benefit Group Master
screen, select the Monthly option.
Otherwise, select the Annual option
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Buttons
Button Purpose
Print All Provides the ability to print all Benefit
Groups.

Coverage/Cost Calculation:

Based on the example shown in the screen layout above, the calculation for will be:
Employee #1053 (Jane Doe)
Annual Salary is $58,200.00
Monthly Salary is $4850.
Rounding Factor is 1.
Next/Nearest is Next.
Cost of the benefit is $1.50 per $100 of coverage.

Benefit Coverage Amount:
Step 1: $2,500.00 * 66.7% equals $1,667.50
+52,350.00 * 50% equals $1,175
=$2,842.50 (Coverage Amount before comparing to the Benefit rule)

Step 2: Does the Benefit have a Maximum Coverage Amount?
If yes:

If result of step 1 is greater than the Maximum Coverage
Amount, the employee’s Coverage Amount will equal the
Maximum Coverage.
If the result from step 1 is not greater than the Maximum
Coverage Amount, apply the Rounding Factor and Next/Nearest
option to the result of step 1.

If no:
" Apply the Rounding Factor and Next/Nearest option to the
result of step 1.
Result: Benefit Coverage Amount = $2,842.50
Total Cost Calculation:

Formula: 12*([Coverage Amount] * [Unit Cost]/[Per])

Values: 12*(52,842.50*1.50/100)

Result: $511.65 annual cost / $42.64 monthly cost.
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Benefit Group Master

The Benefit Group Master stores all the policy information for a specific group of benefits.
For example, there may be a group of benefits for salaried employees that is different
from the group of benefits provided for employees covered by the collective agreement.

info:HR supports an unlimited number of Benefit Groups. Furthermore, each Benefit Group
can contain an unlimited number of Benefit records.

Use this function to add one record for every Benefit that the Benefit Group contains.
info:HR allows you to make across-the-board (mass) changes to the Benefits for all
employees or a group of employees.

Screen Layout

I info:HR - [Benefit Group Master]

OR&# | DR~ X
© infoHR

t - mE

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

Select Benefit Group  [Show Al Groups. =

@ § Employes
Fosiion
Reports

22 Mass Updates

B sew

B Account Code Master
B Attendance Code Matiix

€om
s
8

B uc Maser MGMT DENT 0.00 w_.?;’
-8 Benelit Group Setup : "
B Beneft Costing Details N
9 Beneft Group Master Benefit Group & Mantoba Use Cost Table [~
? Gerct rup ot Benefit Q [DENT__| Dental Waing Petiod I =
2 Fudgeted Manpower Effective Date [ [ | Pay Period Amount [0.0000 ] DolaPercentage] ]
8 Company Master Coverags F Salay Dependent  [No + Masimum Amourt [$0.0000
-8 Company Preference Masimum Coverage
Cores Code Mster Hrien Coreon| ‘ ‘ ‘
29 Custom Reports Master SoayFoctr [ | RoundmgFectar o - C Neasst © New
2 Dashboard Setn
B Department Master @ Actual m
Divsion Master —
@ é EED CoverageAmount  [§000 | UnitCost Per [
@ 8 Employment Equity %Paid Company [100.00% % Paid Employee | Pre Taw/After Tax -
s :3 FoloniJps Coda el e Monihly: Company  [311: Employee TowbleBeret [ |
9 G/L Master Anouat Compary  [¢ Employee Total [$1.425.3600
59 Help Desciptions CurentYTD: Compary| | Employee.
18 Label Master
B Machine # Master Doty Nuftboec
¥l Comments
B New Hire Procedur
B rsy
B Payroll Matiix
%2 Province/State Master
@2 Root Cause Links
2 Al Copy Benefit Group
-8 Secuiy

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

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

e To view only a specific Benefit Group, click on the Select Benefit Group down arrow and
pick the group you wish to view.

Information Validation

Field

Purpose

Benefit Group

Enter the Benefit Group or click on the

magnify glass to select the code from the
lookup.

Benefit Code

Enter the Benefit Code or click on the

magnify glass to select the code from the
lookup.

Use Cost Table

This flag will be automatically checked if the
application finds a Benefit Group Costing
record for the Benefit Code entered.
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Field

Purpose

Waiting Period

Waiting Period Continued

If the employee must wait a certain period of
time prior to being eligible for the benefit,
enter the value and time frame from the
select list. The application will calculate the
Benefit’s Effective Date but adding the
Waiting Period to the employee’s Date of
Hire.

Effective Date

Normally, this is left blank. If completed, the
Benefit Effective Date will be updated to a
specific date based and not use the Waiting
Period.

Pay Period Amount

Enter the pay period cost amount. For some
payroll/insurance carrier interfaces, this
amount is automatically calculated.

Dollar/Percentage

Select the denominator that refers to the Pay
Period Amount.

Coverage

Defines type of coverage. For example: F for
family and S for single.

Salary Dependant

Select from the dropdown list. If “Yes” is
selected, Minimum Coverage, Maximum
Coverage, Salary Factor, Rounding Factor,
Nearest/Next, Actual/Premium, Unit Cost
and Per are used to calculate the cost of the
benefit. Whenever there is a change in the
employee’s salary, the application will
recalculate the total cost of all benefits
flagged as “salary-dependent”.

Maximum Amount

Enter the Maximum Annual Amount that can
be deducted from an Employee’s pay.
Typical use of this field is for bonds or loan
repayments offered by the organization.

Minimum Coverage

Enter, if needed, the minimum coverage of a
salary-dependent benefit.

Maximum Coverage

Enter, if needed, the maximum coverage of a
salary-dependent benefit.

Salary Factor

Enter the factor to be used to multiply the
employee’s current salary.
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Field

Purpose

For example, life insurance coverage may be
two times an employee’s salary.

Rounding Factor

Rounding Factor

If Salary Factor is used, this must be entered.
The rounding factor is used after the salary
factor is applied to the employee.

Nearest/Next

If Salary Factor is used, this must be entered.
The nearest/next is used after the rounding
factor is applied to the employee. For
example: Life is 2x the annual salary rounded
to the next $1,000. If an employee makes
$43,250 per year, their Life Coverage would
be $87,000.

Actual/Premium

Click on Actual if the Total Cost is based on a
flat fee. If based on an employee’s system-
generated Coverage Amount, use Premium.

Coverage Amount

Leave blank for salary-dependent benefits.

Unit Cost

If Premium is used, this must be completed.

Per

If Premium is used, this must be completed.

% Paid - Company

Enter the percentage of cost covered by the
company.

% Paid Employee

Enter the percentage of cost covered by the
employee. For RSP-type contributions that
are matched by the organization, both
percentages should say 100%.

Pre Tax/After Tax

Used by US payroll systems only.

Monthly Company

System-calculated based on the Total Cost
and split percentages.

Monthly Employee

System-calculated based on the Total Cost
and split percentages.

Taxable Benefit

Enter “Y” if the benefit is a taxable benefit.

Annual Company

System-calculated based on the Total Cost
and split percentages.
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Field

Purpose

Annual Employee

System-calculated based on the Total Cost
and split percentages.

Total Enter this cost only on Benefits identified as
“Actual”.

Current YTD Company Not used.

Current YTD Employee Not used.

Policy Number

Enter, if needed, group policy number.

Comments Enter, if needed, comments related to this
benefit.
Buttons
Button Purpose
Recalculate Recalculates the cost of the benefit

highlighted.

Recalculate All

Recalculates the cost of all benefits.

Copy Benefit Group

Copies the details from one Benefit Group to
another.

Version Effective: 8.2

Page 23




info:HR Setup User Manual

Benefit Group Matrix
This matrix is only used for certain insurance carrier interfaces and does not need to be
completed unless the client has such an interface.

Screen Layout
Benefit Group Matrix

Benefit Group Code | Division Benefit Account | Coverage Class ]Cerlilicate Number Prefix

K i
Benefit Group Q ‘:I
Division Q l:l
Benefit Account \:l
|| Coverage Class ‘:|
Certificate Number Prefix E
‘Which Date = From | ] To |
Employment Status Q ‘:I
Temination Reason @ l:l

Comments

glogg] Edit | 0K | ljmn:»-ll New | Qelelel Print I Update All

| E —_—

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details in the matrix

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

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a record.

Print Will print a list of matrix items displayed in
the table.

Update All Applies the matrix to the employees affected.
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OMERS Formula
This function is used only by organizations that have enrolled in the OMERS pension system.
The information contained in the screen is used to calculate the company’s and employee’s
OMERS contributions.

Screen Layout
[ OMERS Formula =

‘Year | Pay Period # | YMPE Maximum | % to YMPE Max. Registered RRP | % to Max RRP Tier Three %

46300

Year Number of Pay Periods
YMPE Maximum

Max. Registered RRP

Percentage to YMPE

Percentage to Max RRP

Tier Three Percentage

s [ %ﬂ

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details in the matrix

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

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a record.

Print Will print a list of matrix items displayed in
the table.
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Budgeted Manpower

The Budgeted Manpower setup is used to define the number of budgeted employees vs. the
number of actual employees. Budget numbers need to be set up for each month in the budget
year. A further breakdown of GL/Department/Division/Admin By is available too. The

Manpower Plan Report uses this information.
Screen Layout

|6 info:HR - Budgeted Manpower]

S File NewEmployee Edit Move Find Email Import/Bxport ApplicantTracking Windows

OR&4 D= X4

Budget Month [Decenber =] Month Sequence [i7

6L Q [12345688] Test Depaiiment Q]
AdninBy Qr Divison Q ]
UseFTE [~
T — ‘Actual FulTime Employees 2
;uﬁﬂwy Ups Code Emai Matiix Budget Other Employees T — Actual Other Emplogees
om
G/ Master
8 Help Descrptions
L
BudgetYear Copy | From | JTe [ ] Budget Year Delete | Year |

Y aster
Work Schedue Rules

Ly inpot/Expot easre Al

£ Papned ‘Actuals

Update Actual [ n-.mem..a[

Information Validation

Field

Purpose

Budget Year

Enter the Budget Year.

Budget Month

Enter the Budget Month.

Month Sequence

This is used by the report to sort the no9mths
in the correct budget order and not
alphabetically by Budget Month.

Frozen Flag identifying that the Year/Month no
longer can be changed.

GL Enter the GL or click on the magnify glass to
select the code from the lookup.

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

Admin By Enter the Admin By or click the magnify glass
to select the code from the lookup.

Division Enter the Division or click on the magnify
glass to select the code from the lookup.

Use FTE Identifies whether FTEs should be used in the

calculation.

Budget Full Time Employees

Enter the budgeted full time employees for
this group.

Actual Full Time Employees

System calculated after pressing the Update
Actual button.

Budget Other Employees

Enter the budgeted non-full time employees
for this group.

Actual Other Employees

System calculated after pressing the Update
Actual button.
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Buttons

Button Purpose

Budget Year Copy Copies all months from one budget year to
the next.

Budget Year Delete Deletes all months in a budget year

Update Actual Updates the current Month’s actual and
freezes the month.

Remove Actual Removes actuals from a frozen month (frozen
flag is unchecked).

Remove All Actuals Removes all actual from all months.
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Company Master

The Company Master stores information regarding your info:HR installation, such as Serial
Number of your product, the number of employees your organization is licensed for, the current
number of employees on file and the date of the last new hire. All of this information cannot be

altered. This screen also sets the background for the calculation of Vacation and Sick
Entitlements.

Screen Layout

[ infoHR - [Company Master]
& File NewEmployee Edt Move Find Email Import/Export Applicant Tracking Windows

] £ DEo > - W E

o A |
Fic - < C < |
Outstanding Based Upon [1_|
[Annuaized Monthly ]
Sick Time Entitlement Outstanding Based Upon [1_|
Sick Menitly =
=%

|
=]
e T
[ALL <] EmployeesiorLicense [0
fE_]
-

Fiscal Year Date Range — Provides the ability to enter your organization’s Fiscal Year. This field
does not have an impact on other date settings in the system.

Vacation Entitlement Outstanding Based Upon — From Outstanding Entitlement Legend in the
top right of the screen select the date on the Status/Dates screen you will use to calculate
Outstanding Vacation Entitlement.

Vacation Entitlement Earned — Select from the dropdown Monthly, Annual, or Annualized
Monthly.

e Monthly means that you will apply the rule once a month. The accrual table is updated
showing the rule has been applied. The monthly entitlement is ADDED to the Current
Year’s Entitlement. For example, John Abbott’s current year is 24. The rule gives him 8
hours. After the rule has been applied, John Abbott’s current year will be 32.

e Annual means that the user will apply the rule once a year. The accrual table is updated
showing the rule has been applied. The annual entitlement REPLACES the Current
Year’s Entitlement. For example, John Abbott’s current year is 120. The rule gives him
120 hours. After the rule is applied, John Abbott’s current year will be 120 (last year’s
120 replaced with this year’s 120).

e Annualized Monthly means that the user will apply the rule once a year. The accrual
table is updated showing the rule has been applied. This setting causes 12 records to be
created in the Accrual table, one record for each month. The monthly entitlement is
ADDED to the Current Year’s Entitlement. For example, John Abbott’s current year is 0.
The rule gives him 8 hours per month. After the rule is applied, John Abbott’s current
year will be 96. If John’s entitlement increases to 10 hours per month half way through
the year, his current year would be 108 (8 hours * 6 months plus 10 hours * 6 months).

Version Effective: 8.2 Page 28



info:HR Setup User Manual

e Daily means that the user will update the rule, applying the rule once a year. The
accrual table is updated, showing the rule has been applied. This setting causes 365
records to be created in the Accrual table, one record for each day. The daily
entitlement is ADDED automatically to the Current Year’s Entitlement on a daily basis
throughout the year.

Sick Time Entitlement Outstanding Based Upon - From Outstanding Entitlement Legend in the
top right of the screen select the date on the Status/Dates screen you will use to calculate
Outstanding Sick Entitlement.

Sick Time Entitlement Earned - Select from the dropdown Monthly, Annual, or Annualized
Monthly.
Entitlement Mass Update Based Upon — Select from the dropdown the date you would like the

Mass Update of Entitlements base upon.

Salary Decimal Precision — Select from the dropdown the number of decimal places the Salary
will hold.

Federal Tax Exemption — Enter the Federal Tax Exemption amount. This will automatically
populate the banking screen of a new hire. This setting is only used for Canadian clients.
Provincial Tax Exemption — Enter the Provincial Exemption amount. This will automatically
populate the banking screen of a new hire. This setting is only used for Canadian clients who
have operations in one Province.

Country Code — Default Country code selected from the dropdown.

Employees for Licence — Displays the number of employees the software is licensed for. When
the Employees on File matches the Employees for License, the info:HR Support Department
needs to be contacted to upgrade your license limit.

Employees on File — Displays the number of active employees in the system.

System Generated Employee # - Select from the dropdown “yes” if you would like the system to
generate employee #'s, “no” if you would like to enter your own sequence.

Last Employee Created on — Displays the date of the last new hire.

Buttons
Recalculate — Provides the ability to recalculate all employees’ outstanding
entitlements, emergency leaves taken and hours per day.

**Note: Only use this button when both Vacation Entitlement Outstanding and Sick Time
Entitlement Based Upon is equal to 1.
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Company Preferences
Company Preferences are global settings used throughout the application. These settings
include:

1. Single sign-on

2. Document attachments

3. Email notifications

4. Alternate file locations

5. Other miscellaneous functions
General
Screen Layout

| @
& i

2 =] Number of Work Schedule Rotation Weeks

Ettective [ [1767/15

1o

B

SMTP Port

Single Sign-On in info:HR — Check this box to enable single sign-on of the client-server
application. The info:HR User IDs must match exactly the network login IDs in order for this to
work.
Single Sign-On in Web Systems — Disabled, superseded by the “IHRSSO Setup Instructions”
document in the “_Install Instructions” folder for the web modules for detailed instructions.
Attachment — When checked, provides the ability to utilize the import buttons on various
screens in info:HR.
Show Compa-Ratio — When checked, the Compa Ratio value will be displayed on each
employee’s Salary Screen.
Secured Password — When checked, the application requires employees to follow specific rules
when setting up passwords. Note: To view the rules, click on the green question mark. ()
Number of Work Schedule Rotation Weeks — Dropdown containing 1 —4. This is used when
Attendance Work Schedule is activated in the system.

Note: Work Schedule rotation is set by default with 1 week rotation.
Effective — Represents the date when the Work Schedule Rotation begins.

SMTP Connection Information — When checked provides the ability to enter your Exchange
Server information to assist in Email Setup for use of ESS.

SMTP Server (Required) — This field provides the ability to enter your Exchange server address.
SMTP Username (Not Required) — Only used if required by your Exchange server.

SMTP Password (Not Required) — Only used if required by your Exchange server.

SMTP Port (Not Required) — Only used if required by your Exchange server.
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Screen Layout
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Email Sending Function — When checked, provides the ability to send automatic emails in the

system.

Email Notification on... — When checked for various functions, enables the system to send
emails when the function is performed. For example: if the Email Notification on New Hire is
checked, when a user completes a new hire the system will send an email notification to each
email listed in the Email Address box. Multiple email addresses are separated by a semi-colon,

u.n

Buttons

More Emails — Provides the ability to set selection criteria to direct emails to groups of

;”, with no intervening spaces.

employees that match the criteria.

I3 Company Preference Email List: Termination o B8] %
Email Type | Division Department |Admin By Section

<

Selection Criteria

Email Type =
Division Q|

Department Q [:]

Admin By Q]

Section Q]

Emploment Status @ [ |
FTPTSE/MROT Q[ |
Ui al ]
Location Q]

Email Address
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File Location
This section provides the ability to store information in other designated folders on the
server, rather than the standard info:HR folder.

Screen Layout

[X  Excel Reports In Other Folder
Path [ ]
@ X Employee Photo In Other Folder
Path [CAINFOHRY |
[~ WSIB Form 7
Path | ]

Excel Reports In Other Folders — Enter the full path where Excel reports should be saved. If not
completed, the application stores the Excel reports in the default “IHRReports” folder defined
during the client installation.
Employee Photo in Other Folder —~When a new version of info:HR is installed, if the employee
photos are moved from the database to a file folder, this option contains the drive/folder
where the info:HR photos now reside.
Note: If you are using ESS or Timesheets, the employee photos should remain in the
info:HR database.
WSIB Form 7 — This is only needed if you have purchased the Form 7 generator module and
works similar to the above, to indicate where the generated Form 7/9 PDF file will be stored.

Version Effective: 8.2 Page 32



info:HR Setup User Manual

Course Code Master

The Course Code master is used set up default information on Course Codes. If the Follow-Up
Effective Date Period and the Current Pos. Renewal Period are completed, a Training Plan is built
for employees who have Required Courses assigned to their Position, and the system will
automatically create follow-ups for the course renewal.

Screen Layout

B3 Course Code Master

Drug A
Hsinn INFNHR Self Serve

Course Cade @ 123
CoussTyps Q[ |
ColnaedBy @ [ |

Company Name

Employer $
Accomadation $
Leaming Material $

Totalg #1000 Q Canadian Dollars

1 0

Follow Up Effective Date P(2__ || Mortic]
Curent Pos. Renewal Peiod Yeas)

Conducted By
CEU Type
CEL Credit
Method Lised

al ]
L
a1

Export

Information Validation

Field

Purpose

Course Code

Enter the Course Code or click on the magnify
glass to select the
code from the lookup.

Course Type

Enter the Course Type or click on the magnify
glass to select the code from the lookup.

Coordinated By

Enter the Coordinated By or click on the
magnify glass to select the code from the
lookup.

Company Name

Provides the ability to enter a Company
Name of the course provider.

Trainer Name

Provides the ability to enter the Trainer’s
Name.

Course Hours

Provides the ability to enter the hours
required to complete the course.

Employee $ Provides the ability to enter the dollar
amount the employee is responsible for.

Other Expenses $ Provides the ability to enter other expenses
incurred for the course.

Employer $ Provides the ability to enter the dollar

amount the employer is responsible for.

Accommodation $

Provides the ability to enter the dollar
amount associated with accommodations for
the course.
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Field Purpose

Learning Material $ Provides the ability to enter the cost of the
learning materials.

Total $ Provides the total of all expenses associated

with the course. This dollar value is
calculated by summing the above costs.
Follow Up Effective Date Period Provides the ability to enter a time frame in
which the employee must complete the
course after being assigned to the position.
Current Pos. Renewal Period Provides the ability to enter a renewal period
for the course.

Note: If Follow up Effective Date Period and
Current Pos. Renewal Period are entered the
system will automatically create follow-ups
for the course.

Conducted By Provides the ability to enter the training
provider code.

CEU Type Provides the ability to enter a CEU Type code.

Method Used Provides the ability to enter a Method Used
code.

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.

Populate Populates the Course Code Master using the
Course Code table entries.

Import Imports the Course Code Master from an

Excel Spreadsheet. Contact info:HR support
for more details.

Export Exports the Course Code Master to an Excel
spreadsheet.
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Custom Reports Master
This function is used by info:HR to identify user-created reports. Reports must be written using

Crystal Reports Version 8.0 and the Crystal Report file must be located in the same folder as the
info:HR reports.

Once the report is saved, the user must be assigned security rights to run the report. This is

found under Security Master / Custom Reports that is defined later in this document.

Screen Layout

L) info:HR - [Custom Reports Master]

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

OR&E 4 Do X 4+ {aa-WE

& nfoHR

- § Emploes
&1 & Postion
-1 Reparts

B2 Mass Updates
&9 Setwp
B Account Code Master
B Anendance Code Matiix
Audt Master
-2 Beneli Gioup Setup
B Budgeted Manpower
B Company Master
- 2 Company Preference
8 Course Code Master
29 Custom Reports Master
9 Dashboard Setup
B Depatment Master
Division Master
-8 EED E
- 8 Employment Equiy
A Follow-Ups Code Emai Matii|

&0 Fom?7

|Attendance-Project Code Audit |Attendance-P:

|Work Schedule Discr - By Div |rzAuDescrep. it

«

NGS Sub Group Audit.rpt
wdit.ipt |HR_ATTENDANCE.AD_D
| mzTERMJen's} |

|HR ATTENDANCE.AD D~/
il

Report’s English Name  [Aendance Audl ]

File Name [stendance sud

[Sc Windows7_05] v |Absenteeism_kstevens s
=Y

igninTmp.xls
3 Progiam Fies (486 (AverageHou_393993939 s
& [HAED

(350L_Scipts

= ]

AverageHour_kstevens.sls
AverageHourTmp.ils
Calendar339999390 s
CalendarSHANTAP s
CalendarTmp.ds

Copy of RZzntat.ipt

Copy of RZentat2 ipt
CourseCodeM aster339339399 s
CouseCodzMasterTrp.xls

B G/ Master @ Active Employee " Terminated Employee
2 Help Desciptions
2 2 e Date Range Selectionfor Table  [HR_ATTENDANCE =
Machine # Master Feld  [AD_LDATE -

B Muiiple Data Sources
B New Hire Procedure.
Pay Peiod Master

B Payroll Matiix

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

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

button to delete the record.

Information Validation

Field

Purpose

Report’s English Name

Type in the report name as it will be known
to other users.

File Name

Select the ad-hoc report from the dropdown
list provided below. The path should be
displaying the info:HR Reports path.

Active/Terminated

This is used during the Employee Look-Up.
Based upon the button selected, the
appropriate Find Employee will pop up.

Date Range Selection: Table

If the report wants to use a date range as
part of its Selection Criteria, choose the
info:HR table from the dropdown list.

Date Range Selection: Field

If the report wants to use a date range as
part of its Selection Criteria, choose the
info:HR field from the dropdown list.
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Dashboard Setup

This section is use to set up the Dashboard in ESS by selecting items to be displayed and the

order in which employees will view each item on the Dashboard. Dashboard items are

categorized as “Employee” vs. “Supervisor”. Default lists of Dashboard items are provided.

Supervisors are identified as any login user who is identified as a Supervisor under Security /

Email Setup. Supervisors will view both Employee and Supervisor Dashboard items.

Screen Layout

Y info:HR - [Dashboard Rule]

03+ File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
ORS4 | DE- X g - | [E

© infoHR
- § Emplogee
@ Position
jc Reports
®-2) Mass Updates
B9 Setwp
B Account Code Master
B Attendance Code Matiix
A budt Mester SUPERVISOR | Current Year "New Hires"
@ B BereftGroupSetup | | [——leunrmaenn PR
A Budgeted Manpower
Company Master
& Company Preference
B Course Code Master Category SUPERVISOR Ad
B Custom Reports Master
B Dashboard Setup ltem ["Active" Employee Headoount =~
:g Department Mastet
Division Master ]
& o | Seawencer 0]
-8 Employment Equity
B FollowUps Code Emai Matix|
@8 Fom?
B G/L Master
- 8 Help Descriptions
£ Lahel Master

“Active" Employee Headcount
Current Year “Terminations™ 3
EMPLOYEE Time Request Metrics (By Reason) 9
EMPLOYEE Vacation Request Metrics 4
EMPLOYEE Vacation Calculated 2
EMPLOYEE All Vacation Columns 3
8
5
2

&8

[

SUPERVISOR | Time Request Metrics (By Reason)
SUPERVISOR  |Vacation Request Metrics

|

e To enter a new item, click the new record icon L button. This icon is available but

should not be used unless instructed to by info:HR Support.

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

button to delete the record.

How to use this screen:

1. Click on the column header Category. This will group Supervisor and Employee

Dashboard items together.

2. For each Category/Dashboard item, assign a Sequence number. When displaying the
Dashboard in ESS, the Dashboard items will display in Sequence number order. If the
Dashboard item’s Sequence number is duplicated, ESS displays the items alphabetically.

Hint: Use sequence numbers of 10, 20, 30... rather than 1, 2, 3... to simplify

resequencing.
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Department Master
Use this function to maintain Department Codes and Descriptions. For each Department, an
associated General Ledger code can be entered. When assigning the Department to an

employee, the application with use the default GL Code. This code can be overwritten by the

user.

Screen Layout

Departments Master

Department

< | 2l

Department [2000 |  Name [CalRegionsl Office ]

G/L Q Foreign Service

[ J [ | _Eind |

J=
Twlwr-,’l Qlose| Edit | oK | Canc w| New | Qelele| Print |
Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.

Find Provides the ability to search based on either

Department Code or Description.
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Department/General Ledger Matrix

This screen provides the ability to associate a General Ledger Code with a Department
Code. This feature is used only by certain clients that require the correct combination of
Department and GL and is used by some payroll system interfaces.

Information Validation

) info:HR - [Department/Gen Ledger Matrix]
655 File New Employee  Edit Find Import/Export Applicant Tracking  Windows
OR&s DA X4+ ¢ a-WE
> rfoHR ~
Emplopes
# Find
# Find.
# Find
Basi
War
Ate
Edu
Foll
Hel
& W iz inaciive
L Depattment Q [FEET ] AccounTing
Gen QT ] Assouriing
A
M ! r
v
oo
ol
ter
e

Field Purpose

Department Provides the ability to enter a
Department Code.

Gen. Ledger Provides the ability to enter a General Ledger

Code.

Inactive Department/Gen Ledger

Provides the ability to mark Departments
as inactive.

Hide Inactive

Provides the ability to hide inactive
Department Codes.
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Division Master

Use this function to maintain Division Codes and Descriptions.

Screen Layout

Division Master

1000 Eastemn US Branch
PWN PWN Test

Central Branch
LA ‘West Coast Branch

Division [can | [Canadian Branch
Location Q S
N —
Section Q]
Adrmin By Q]

Country BLL

Search Division | I | _End |

r

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.

Find Provides the ability to search based on either
Division Code or Division Description.
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EEO
Data Maintenance

This screen is used to track employment equity data for reporting to the US government.

Screen Layout

) info:HR - [EEO Data Maintenance]
. File NewEmployee Edit Move Find Email Impor/Export Applicant Tracking Windows
OR&S4 DEYX 4+ vaa-oWE
@ nioHA =
= § Employes
- Postion
-1 Repotts I |2028 |2028 Browning
- 2 Mass Upda 3 5545 5545 Darksey
] Pl — 3 1231 |12 Sampson Jl‘
B Account Code Master L L3
Attendance Code Matix
ﬁAuduMa&iev lipe Employee v FIPTSETROT @ FULL TIME
3 frentmosn T s Q] s
B Company Master EEO Number 1051 Location Q [oLes Outer LA Area South
58 Compary Prefeerce Sumame o Ethnicity =
B Course Code Master
B Custom Repoits Master First Name Karen Race. QR Asian
ﬁ Department Master ] fixce 2 Q
B oivison Master = DateofBith  FAEEAE | saudy NOC Code Q ®
a2 E,fJnvaxa — Gender O Mde @ Female Disabiity No =
B Repoits Original Hire 2/01/85 Disabilty Code Q (WHEE ‘Wheelchair Assesibiity
& ﬁgp';‘;':;‘f‘;“:jy"" Rectd | County of Employment [USA <] Vatsan fo =l
g ;nﬂw;Up: Code Email Matix i Vietnam Era No  +)
-8 Fom
B G/ Master
& B Help Desciiptions
3-8 Label Master
B Mackine # Master .
B Muliple Data Sources Search by Sumame | Find Sort by Employee Number
B New Hite Procedure
B Pay Period Master
B Payroll Matiix
B Province/State Master
-8 Root Cause Links
B Salaiy Distrbution Master
@ 8 Secuiy
B Tethe Mot = Recalculate | Teminated EEO |
i y

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

button to delete the record.

Information Validation

Field

Purpose

Type

Select either Applicant or Employee.

Employee Number

Enter an Employee Number or click on the
icon to select the Employee from the lookup.

EEO Number A unique number that assigned to the
employee or applicant. It may be a different
number than the employee number. If left
blank, the employee number is defaulted.

Surname Defaults from the Employee Master. Can be

overridden.

First Name

Defaults from the Employee Master. Can be
overridden.

Social Security No.

Defaults from the Employee Master. Can be
overridden.

Date of Birth Defaults from the Employee Master. Can be
overridden.
Gender Defaults from the Employee Master. Can be

overridden.

Original Hire

Defaults from the Employee Master. Can be
overridden.
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Field

Purpose

Country of Employment

Defaults from the Employee Master. Can be
overridden.

Category Defaults from the Employee Master. Can be
overridden.

Region Defaults from the Employee Master. Can be
overridden.

Location Defaults from the Employee Master. Can be
overridden.

EEO Race Enter the Race or click on the magnify glass
to select the
code from the lookup.

NOC Code Defaults from the employee’s Position
Master. Can be overridden.

Disability Select Yes or No

Disability Code

Enter the Disability or click on the magnify
glass to select the
code from the lookup.

Veteran Select Yes or No.

Vietnam Era Select Yes or No.

Comments Provides the ability to enter comments.
Buttons

Button Purpose

Recalculate Re-Updates the employee’s demographic and

NOC Code information based upon where the
employee resides.

Terminated EEO

Click for Terminated employee EEO.
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Reports

Work Force Analysis by Job Group
Screen Layout

L) info:HR - [EEO Reports]
3. File Move Find Email Import/Export Applicant Tracking Windows

OR&E| 4t w-a@E

& infoHR & Selection Reports

Employec I e oo a1
Pasition @ etk Farce dnalpsis by dob Group:
Repoits 5 ¢
27 Mass Updates ) Employer Information Report EEQ-1
7 8 Setup

B Account Code Master
8 Aftendance Code Matix
8 dudit Master

.5 Benefit Group Setup
.5 Budgeted Manpower
.8 Company Master

8 Company Preference
8 Course Code Master
8 Custom Reports Master
B Dashboard Setup

B Department Master
B Division Master

B g0

B Data Maintenance
5 Repotts

8 Puge Appiicants Record

i

e No selection criteria are available for this report. The report totals and groups the EEO
data into the format below.

Report Sample:

Time:  121534PM WORK FORGE ANALYSIS BY JOB GROUP T
SUMMARY OF PARTICIPATION BY SEX AND RACE
sex Race
ORGANIZATIONAL UNITS ToraL N ae rewaLe unosmes on-NoRTES stack wspANe
e v w L "o oo s v w
Officals and Managers empoies 1 1 w00% |0 o o o 1 1000% | o o | o o
saay 000
7239792 7239792 0.00 000 72,39792 000 000
7239792 7239792 0.00 0.0 7239792 0.00 0.00
Office and Glerical mmee 3 1 osoom |1 s00% 1 500% T 500% [ 0 o%
sy 7230791
72,3979 0.00 72,397.92 7239792 000 7239792 000
001 001 000 000 001 000 000
72,397.93 001 n.397.92 72307, 001 739792 0.00
Professionais b 2 10w |1 s00% 1 s00% 1osoen | o o o o
say 000
9146833 000 91.468.83 000 91.46883 000 000
5 2459 0.00 000 5 000 000
9149342 2459 91.468.83 0. 9149342 0.00 000
service Workers empojee 1 1 w00% |0 o 0o o 1 w00 | o o | o 3
saur 000
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Employer Information Report EEO-1

Screen Layout

LY infoHR - [EEO Reports]

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

OR& -2 WE

& infoHR +  Selection Reports

@ § Employes

-2 Postion O Waork Force Analysis by Job Group
1| Reports ® .

(-2 Mass Updates ® e

= 9 sewp Selection Criteria

B Account Code Master

B Attendance Code Matix Country of Employment [~ ]
B Budit Master 8
Region
8 Benefit Group Setup o Q]
2 Budgeted Manpower Location Q]
) Company Master FIPTSERAOT Q[ |

@ 8 Company Preference

B Course Code Master Division Q]
B Custom Reports Master G

78 Dashboard Setup i Q]
B Department Master NOC Code Q]

B Division Master B
= B EE0
2 Data Maintenance Report Grouping
B Repotts Grouping #1 (none) ~

B Puige Applicants Record

& B Emplogment Equity

B Follow-Ups Code Email Matrix
@ 8 Fom7

B G/L Master
&8 Help Descriptions
& 8 Label Master

2 Machine # Master

2 Multiple Data Sources

e The Selection Criteria provides the ability to define specific group(s) to be reported on.

Report Sample:

Time:  12:18:17PM EMPLOYER INFORMATION REPORT EE0-1 rzeeo?
HUMBER OF EMPLOYEES
MALE FEMALE
JOB CATEGORIES Overall [ Wihite  Black or Hispanic Asian  Native American | White  Black or Hispanic Asian Native American
Totals | (Notof  African r Hawaiian Indian or | (Notof  Afriean or Hawaiian Indian or
Sumof |Hispanic American Latino orOther Alaskan |Higpanic American  Latino or Other Alaskan
Col.B | Origin)  (Notof Pacific  Native Origin) (ot of Pacific  Native
Thru M Hispanic Islander Hispanic Islander
Origin) Origin)
A B c ) E F G H 1 il K I M
Offcals and Wanagers 1 ) 0 o 0 0 ) ) o ) 0 )
Frofessionals 0 o o 0 0 0 o o o o o '
Office and Clerical 2 0 o 0 o 1 [} 0 1 0 0 0 0
Servioe Workers ° o 0 o 0 0 0 0 0 0 0
TOTAL: 5 1 ] 0 1 1 0 0 1 0 0 0 1
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Purge Applicants Record

This section provides the ability to delete Applicant Records for a specific Country and Date
Range.

Screen Layout

infoiHR - [Purge Applicants EEO

B File Move Find Email Import/Export Applicant Tracking Windews
OEs 4+ va-o@E

& infoHR - Selection Criteria
% Employee Countyof Employmert [ <]
- Paosition
£ Reports [ [
S e Uit DalsHangy w1
2 sewp
8 Bccount Code Master
Attendance Code Malrix
B Budt Master
- 4 Benefit Group Setup
2 Budgeted Manpower
& Company Master
B Company Preference
3 Course Code Master
Custom Reports Master
B Dashboard Setup
-+ 2 Depattment Master
2 Division Master
¥ -2
B Data Maintenance
2 Repons

< B Purge Applicants Record

m

e C(Click on the Update button to process the deletes based upon the selection criteria
entered.
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Employment Equity
Employment Equity screens/reports were built to accommodate clients who have employment
equity reporting requirements to the Canadian federal government.

Plan Data
This screen enables the user to add up to eight company-based questions to the employment
equity survey.

Screen Layout

) info:HR - [Plan Data] =8 %

[ &5 File NewEmployee Edit Move Find Email Import/Export  Applicant Tracking  Windows

IDOR& 4 DE-X 4 aa-2@E

=8 Setup
B Account Code Master
B Attendance Code Matrix
B Audit Master
- 8 Benefit Groy
B Budgeted Manpower

[ [kt — Despion [T ]
Survey Date [ [10/22/10 Friday DueDate FE[ |
Question #1 [
Question #2
B Question #3
@9 EED

& Employment Equity Question #4
B PlanData GQuestion #5

[
[
[
B Survey Data }
[
[

& 2 Repons Queston 6
& B Fom?7 Question #7

-8 Help Descriptions Question #8

Mubinla Data ~
Enter Plan Number AlphaNumeric 10 [Req. | 3/25/13-08:58 AM |

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

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

Information Validation

Field Purpose

Plan Number Enter a value.

Description Enter the English Description of the Plan
Number.

Survey Date Enter the English Description of the Plan
Number.

Due Date Enter the due (completion) date of the
survey.

Question #1 Optional entry. If you want the employee to

answer Yes/No to a specific inquiry, enter the
question here.

Question #2 Same as Question #1.
Question #3 Same as Question #1.
Question #4 Same as Question #1.
Question #5 Same as Question #1.
Question #6 Same as Question #1.
Question #7 Same as Question #1.
Question #8 Same as Question #1.
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Survey Data

Use this screen to track Employment Equity Surveys to determine those employees who have
completed the survey and those for whom the survey remains outstanding.

Screen Layout

IC info:HR - [Survey Data]
' File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows

OR&G4 DA X4 Vaa-omME

| |
Ty ]
Plan Number Qf 1 Aboiginal M
EmplogecNo. i [1013 v Thanas Visble Minoity )
Emp.EquityNo. 03 | Disably W]
= FI/PT/SE/TRIOT QT | FULLTIME Region / CMA Q [NCAL | Notthe Calformia
Survey Date [2¢] Fiiday NOC o o
Survey Completed DueDate [0220_ ] ity
Gender M Date of Temination

wwwwww

Question #1

Question #2

Question #3

Question #4

Question #5

Question #5

Question #7

Recalculate

ORCRORORONONCNO)
Z x =2 = EF
FFEFFTETEE

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

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

Information Validation

Field Purpose
Type Active or Terminated.
Plan Number Enter a value or click on the lookup icon to

select the Plan. The Survey Date and Due
Date are populated automatically.

Employee No. Select employee from the lookup. Once
selected, press the Tab key and the Category,
Gender, Region and NOC Code will display
based upon the employee’s current
information. This information can be
changed if needed.

Emp. Equity No. Defaults to the Employee Number and can be
changed if needed.

Survey Completed Enter Y for Yes or N for No.

Aboriginal Enter Y for Yes or N for No.

Visible Minority Enter Y for Yes or N for No.

Disability Enter Y for Yes or N for No.

Date of Termination This is updated during the termination

function or can be manually entered.
Question #1 thru #8 Select Yes or No.
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Reports
Completed Workforce Surveys

Use this report to view the number of completed surveys returned vs. completed.

Screen Layout

|G info:HR - [Completed Workforce Surveys]

5 File Move Find Email Impor/Bxport Applicant Tracking Windows
OR& 4+ Vaa-m@ME

& infoHR 0 Selection Ciiteria

-4 Employee Division Qf ]
-5 Postion
L] Repots Eevemen, Al ‘
® :s Mass Updates Urion Code Nl ]
&9 et Status
B Account Code Master Al ‘
22 Aendence Code Maic FIPT/SENTROT - @ ]
:2 Audt Master Employee Number ]
-2 Beneft Group Setup
B Budgeled Manponer PlanNumber Q[ ]
B Company Master Strvey Completed ]
-8 Company Preference
B Course Code Master
79 Custom Reports Master
B Dashboard Setup
B Depatment Master
Division Master
& DEE0

e Plan Number is a mandatory field.

Report Layout:

Time: 12:26:12 PM Completed Workforce Survey Report RZSURV
For Plan Number: 1 1
Workforce Surveys Completed Workforce
Returned Surveys
1 1

Employment Status Analysis

Use this function to generate a report showing the total number of employees by Employment

Status broken into Aboriginal, Disabled, Racial Minorities and Female categories.

Screen Layout

5 File Move Find Email Import/Export Applicant Tracking Windows

OR& 4+ v aa-amE

infaiHR - [Employment Status Analyst

B Company Preference
Coue Code Master

B Custom Reports Master

hboard Setup

2 Department aster
Divison Master

B EE0

2 Enployment Equiy
B PlanData

I~ Show Employes Detais

i

[@weHi - Selection Ciiteria
Employes F Division Q[ ]
I Depatment Q[ |
] Repats
2 Mass Updates Urion Code q ]
2 Setup Stat
4 atus
& Acoount Code Master Al ]
Atiendance Code Mt FrRTSEROT Q[ ]
A budi Master Employes Mumber [ ]
Benefit Group Setup
9 Budeted Manpower Plan Number NI
B Company Master Survey Completed [

e Plan Number is a mandatory field.

Report Layout:

Time: 12:28:20 PM Employment Status Analysis RZEESTAT
For Plan Number: 1 1
Aboriginal Disabled Racial Female
Total Employees Employees Employ iti Employ
FULL TIME 1 0 0 0 0
Totals: 1 0 0 0 o
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Employment Workforce Survey

Use this report to generate a report showing the number of male and female employees in each
NOC Code.

Screen Layout

i) info:HR - [Employer Workforce Survey]
&' File Move Find Email Import/Export Applicant Tracking Windows

OR&E + V-2 @E

& infoHR - Selection Criteria
Employee Division Q[ ]
F :‘:::: Department Q[ ]
£ Mass Updates Urion Code Q[ ]
&8 Setwp Status
B Account Code Master Al ]
8 anendance Code Matiix FIPTSETROT Q[ |
:3 Audit Master Employee Number 1 [ ]
-8 Beneli Gioup Setup
2 Budgeled Manponer Plon Number @ [1 11
B Company Master Survey Completed (|

- 8 Company Preference
B Cousse Code Master
B Custom Reports Master
B Dashboard Setup
B Department Master
2 Division Master
-8 EED
& B Employment Equity
B PlanData
B Suvey Data
& Reports
B Completed Workfore:
B Employment Status &
A

e Plan Number is a mandatory field.

Report Layout:

Time: 12:29:57 PM Employer Workforce Survey Report

RZEEWORK
For Plan Number: 1

Aboriginal Employees Disabled E mployees Racial Minorities
Occupational Classifications Male Female Male Female Male Female
Totals For Plan Number: 1 0 0 0 o ] ]
Total Males in workforce (in this plan): 1

Total Females in workforce (in this plan): 0 % of Females to Males: 0.00
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Follow-ups Code Email Matrix
This screen is used to set up the email sending function on Follow-Up reason codes.
Note: A scheduled task must be set up on the server for this function to operate properly.

Screen Layout

£ info:HR - Follow Up Code Email Matri] - o x

65 File NewEmployee Edit Move Find Import/Export Applicant Tracking Windows -lalx
QRS (DE- X4 v #-BE

Days In Advance i
L - —
Employee 2
FRept Autharity 1 2
Fept. Autharity 2 B
Rept. Authaiity 3 i
FRept. Autharity 4 |
loyees 2215105210 ]

Other Emsi Addressies) [MTO @,

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

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

Information Validation

Field Purpose

Reason Code Enter a Follow-Up reason code.

Days In Advance Enter the number of days in advance the
email will be sent.

Repeat Frequency Select how often the email will be sent.

Employee Check to send the email to the employee.

Rept. Authority 1 -4 Check to send the email to employee’s
Reporting Authority.

Other Employees Enter the employee numbers of those who
will receive an email.

Other Email Addresses Enter additional email addresses to receive
an email.

Version Effective: 8.2 Page 49



info:HR Setup User Manual

Note: In addition to the above settings, the Send Email box must be checked on the Follow-Up

reason code.

roow e resoncoos I

Code Descipl
WEBA | Application via the Web
[AREN  |Associations/Licenses Renewal
colF Conflict of interest form
DRIV Dibvers cense renewal
DRUG  |Drug Test

EDLC EDUCATION FOLLOW UP

EOE End of employment
i FD Exceeded

HSFU  Health & Safety Follow Up
T

1 Hourly Exceeded
FSIC Hourly Exceeded
— (1] Hourly Exceeded
FD Hourly Exceded
STAT Hourly Excesded
S| Hourly Exceeded
[ |wca Hourly Exceeded
INT Interview
EDUC | [EDUCATION FOLLOW UP |
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Form 7

Form 7 Employer Information
This screen is used to set up the information which will be printed on Ontario WSIB Forms. The

Form 7/9 module needs to be purchased prior to using this function.

Screen Layout

IC) infoHR - [Form 7 Employer Information]

& File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OR&G4 DA X4 v oa-o@E

@ ioHR

e § Emplogee
6125 Posiion
6| Repotts
&

E

3 Mass Updses
5 B seun
Accoun Cods Master
Atendance Code Matrix
Audit Master
& Benefit Group Setup

Company Master

117

Budgeted Manpowet @ Fim O Account# [123456783 Does your firm have 20 or more workers? @ Yes O No
]

B Employer Information

22 Enploee Type M Business Activity [Sell/Develop softwere
B FiledBy
GAL Master Branch Address
:'; Help Desciiplions I~ Same as Mailing Address
Machine 1 Mastes BranchAddess  [117 County Chb Diive
Multile Data Sources 5
NewHiss Procsdus e Koy I
Pay Peiiod Mastr Province QG| ontanio Postal Code

Payroll Matiix
Provine/State Master
-8 Root Cause Links.

28 Compery Preference Fals Group oo = Classfeaton Unit [ ]
Course Code Mster Trade and Legal [HR Systems Stateges Inc ]
Custom Reports Master
Sl Mailing Address [F7 County G Dive_ ]
Department Master City / Town |
Divison Master L Kol
& B EE0 Province Q [oN ONTARIO Postal Code  [L7Y 103 ]
18 Employment Equiy 4165894747 F (415) 6544577
FollowUps Code Emi Matix T slephone esesar7_1 i (GE] ]
& B Fom? Abemate Telephane ]

]

[ 108

[Mailing Address
Countiy Club D ]

c

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

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

button to delete the record.

e Complete fields as they pertain to your organization. Fields with bolded names must be
completed prior to saving the record.
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Form 7 Employee Type Matrix
The purpose of this matrix is to translate info:HR’s Employment Status and Category codes to an
Employee Type used by the WSIB.

Screen Layout

=
B3 Form 7 Employee Type Matrix E

Worker Type

p
Permanent Full Time

Permanent Part Time
Seasonal

Employment Status Q Active

Category Q FULL TIME
Employee Type | Permanent Full Time =l ‘
Qlosel Edit | 0K | Mmm'\l New | Qelelel ‘
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
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Filled By
This table is used to create data that will populate the Form 7 Section J.

Screen Layout

3 Form 7 Filled By =

JERRY ROWLAND

Name [ERRY ROWLAND |

Official Title [cTo |

Phone (416) 593-4747 Ext(2020 )

=
gose| Edit | oK | I,«murll New | Qelelel
Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.
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Gen Ledger Master

This screen is used to validate information entered on the employee’s Demographic and G/L
Distribution Master screens. Data from those screens may feed into a payroll or time and
attendance system.

Screen Layout

"4 Y
G/L Master
G/L Number G/L Description
3
1745 Computer Stuff
103 Foreign Service
1300 General Admin
1515 HR Team
1011 Outstide Sales
1234.5689 Test
456-9853 Test2
‘ 5263-8662 Test3
\
l
I ]1[]10 l lAgency |
| | | | End
]
Select | Close | Edit | 0K | Cancel | New | Qeletel Print l
S
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
Print Will print a list of all records displayed in the
table.
Find Provides the ability to search based on either
G/L # or Description.
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Help Descriptions
Corrective Action Code

The purpose of this screen is to provide an English description of Corrective Action Codes used
under the Health & Safety section of the Employee User Manual.

Screen Layout

- Help Descriptions Setup - Corrective Actiion Code =
Code Code Description
1.2 |Step1.2
ﬁ::l:‘elc)i:':c‘:;n Code Q@ Step 1.1
1]!:.!; u':p this code if the action requires investigation from an outside source prior to proceeding to the
Close | Edit | 0 | Concer| New | Delete|
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
Print Will print a list of all records displayed in the
table.
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Label Master

This Menu provides the ability to change some of the screen and report labels in info:HR to
terms used by your organization. The menu is structured similar to the Employee menu. Once
the field name has been changed, the new name will be reflected throughout all info:HR
modules.

To change a field name:
e Find the name of the field in the list.
e Click in the field box to delete the existing name.
e Enter the desired name.

Basic Information
Demographics
Screen Layout

IC) info:HR - [Label - Demographics screen]
5 file NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows

DREs|DEoX[tVoa-amE
@ nioHR =
8§ Employee Select Label Language @ ENGLISH
& Postion
-2 Repotls
e .; ;11;“; Updates (e
B Account Code Master PayrollD = [PaplliD Telephane 112 —> [Telephone #2
Altendance Code Malix
2 Aucit Master i
29 Beneft Group Setup _ _
Budgeted Manpower Depatiment > [Deparment ] Region > Fegn ]
B Company Master G - [6L ] Section —> [Secton
2 Company Prelerence a o
2 Coure Code Master £ iigon Divsn |
Custom Reports Master Locaiion > [Location ]
i ety ]
4 e —> [adnin
Depatiment Master Adviigered 7 2 ]
Divison Master Organizaion 1 —> [Drgarization ]
48 EEO Organization 2 —> [Oiganasion2
-8 Employment Equiy
FolowUps Code Emai Matix -
2 Fom? Miscellaneous
G Maler, Celudar Telephone ~ —> [Cella Telephone ] Pager Nunber > [Pager Number
-9 Help Desciptons e
&9 Label Master DiiverLicense f  —> [Diiver License # Type of Veticle —> [Type of Vehicle
Ey - o ] PakingPemith2  —> [Paiking Pemit B2
8 Demogaphics A i B
2 susates Licerse Plte #1 = [License Plate #1 ] LicensePlste 2~ —>[License Fiste 2
2 Dependens Locker # —> [Locker® Combination —> [Combination
B Barking Ifomation
OtherInformation
B Employee Flags

6 Vok Hitay/Conpensat

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.
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Status and Dates
Screen Layout

infoR - [Label -
G File NewEmployee Edit Move Find Email Import/Eport ApplicantTracking Windows
(=R e x| 4 # - =
HA
Employes. Select Label Language @ [ ENGLISH
] Label basterwil be o of your Label change.
eports
2 Mass Updates
Selup Employment Type > [Emplopment Type Bereli Gioup —> [Beneft Groun
Acoourt Code Masler Category — [FIPTSETRAT Salay Distbution  —>[5alty Distibution
e s Eod e Urion —> [Union User Tert2 — [DserTenz
Berei Group Setup Irternal Phone Etension —> [Iteal Phone Extension User Number 2 —> [User Nurber 2
Budgeled Manpower Email Acess —> [Emailaddress UserDate —> [User Date
Company Master
ComparyPrefsrence izt 7> [HieCode
Couse Cade Master User Test 1 > [Dser Tet1
B Hergte el UserNunber 1 —> [TserHumber 1
shboard Setup
Department Master
Division Master
£ED Employment Dates
Em“v\uwunentEE:mtg i Oviginal Hire: —>  [Driginal Hire First Day —> [First Day
allw Ips Code Emai Malix
Fom 7 Serioity —> [Gerioily LastDay — [atDay
6L Haster Last Hre —> [Lathire OHERS Date —> [OMERS
b Seapions e B A
B Basic Information
Demographics. Pension Dates
Status/Dates
}Dependenls Elgibiity —> [Eighily Pension Date 1 —> [Pension Date 1
B Barking Information Earliest Retirement —>  [Eariest Retitement Pension Date 2 —> [Pension Date 2
£ Othe I rfomstion Nowal Fetiement  —> [Nomal Fetrement PensionDate3  —> [Pension Dale 3
2 Emplopee Flags
B ok HionCompensalon Latest Retrement - [ Pension Date 4 —> [Pension Date 4
B httendance/Entilements Pension Date § —> [Pension Date §
:gggd““““u“"“k‘“& Persion Date & —> [Pension Date &
B Coureeion Othes Dates
:gggﬂ"'mem OtherDate 1 —> [OhmDaet | Oteses S
csiton
B Setup Other Date 2 —2 [Other Dats 2 Other Date 7 —> [OtherDate 7
Machine  baster Other Date 3 —> [OtherDare 3 Other Date 8 —> [OtherDate 8
e Do ces OirerDate 4 > [mbacd ] OteDaes —> [Bhebaes |
Py Period Master Other Date § — [DtherDaes Other Date 10 —> [Dther Date 10
Payrol Maiix
Province/Stale Master

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

Dependents
Screen Layout

B File NewEmployee Edit Move Find Email I
OaEt | D= X4 V-

& infoHR
Enployes Select Label Language @ [

% Position Please note that changes made to L. of your Label change.
£
v

Reports
Mass Updates.
Setup Dependent Status —> |Dependent Status COB Dental —> |COB Dental
et e e Dependent Smoker  —> [Dependent Smaker 0B Madcsl —> [0B Medical
Audit Master Benefit Eligible Date —> |Benefit Eligble D ate COB Other —> [COB Other
Benefit Group Setup
Budgeted Manpower Benefit End Date. —> |Berefit End Date —> |Depenc
Company Master
Eﬂmza,; Brsfurenics: Dependent Text 1 —> |Dependent Text 1 Dependent Text 2 —> |Dependent Text 2

> [Dependent Ten 3 Dependent Tex 4 —> [Dependent Tex 4

Dependent Comment  —> [Dependent Comment

ort/Export  Applicant Tracking  Windows

ENGLISH

}

Course Code Master

Dependsnt Text 3
Custom Fleports Master

Departmert Master
Division Master
EED

Ermployment Equiy
FollwUps Code Email Matic

G Master

Help Desciplions

Label Master

B Basic Infomation
Demogiephics
Status/Dates
Dependents
Banking Information
Othet Information
Employee Flags

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.
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Banking Information
Screen Layout

|t info:HR - [Label - Banking Information screen]

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

5 & Beox 4 a@a-mWE

Employee Select Label Language @ [EN | ENGLISH

Position Pl h o abel Master in one hour of your Label change.
Reports
-2 Mass Updates
o R
etz .
B Attendance Code Maliix adm ek > Vadmbeld
B Audit Master VadmField2 ~ —> [Vadm Field 2

-8 Benelit Group Setup

2 Budgeted Manpower

Company Master

&8 Company Preference

B Couwse Code Master =

B Custom Reports Master

B Dashboard Setup

B Department Master

B Division Master
& B EE0
&8 Employment Equity

B Follow-Ups Code Email Matrix
@8 Fom7

B G/ Master
B Help Descriptions
- B Label Master

-8 Basic Information
Derographics
Status/Dates
Dependents
Barking Information
Othe Information

AERERTATATE:

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

Other Information
Screen Layout

I info:HR - [Label - Other Information screen]
5" File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OB& $ e x|t iaa-o@E
& infoHR -
5§ Employee Select Label Language @ ENGLISH
£t Posiion Please note that to Label Master web moduies of your Label change.
Reports
27 Mass Updates —
0 e -
B Account Code Master
B Attendance Code Matiix Easspoc Countcy =
B Budit Master > [Paowot Expiion Dt |
- 8 Benefit Group Setup
Budgeted Manpower Passport Number —> [Passport Number
B Company Master
&8 Company Preference Visa/Work Permit # —> [Visa/Work Pemit #
B Course Code Master =
B Custom Repotts Master VisaAWork i —> [VisaAWork Peimit Expialion Dal
Y Jomunitvnd Obertent =
B Department Master
5 et o T2 -
@8 EE0
- 8 Emplogment Equity Other Text 3 —> [Other Text 3
B FollowUps Code Email Matix
& Fom? Other Text 4 —> [Other Text 4
B G/ Master
& 8 Help Desciptions.
= Label Master
- 8 Basic Information
Demogiaphics
B status/Dates
A Dependents
B Barking Information
2 Other Information

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.
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Employee Flags
Screen Layout

i) info:HR - [Label - Employee Flags screen]
& File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows

OR&$ He X4 va-o@E

> infoHR -

@ § Employes Select Label Language @ [EN | ENGLISH
L Position Please note that to Label Master wil be web modules of your Label change.
Reports
7 Mass Updates
s fowt rmeri >
B Account Code Master EmployeeFlag2  —> [Ciminal Ref Check
B Attendance Code Matrix B
ey Enplee i3
 Bencit Group et Enpleorisgd >
S e C—
Company Master Enplogas Flag 5 FlagS
-8 Company Preference EmplojeeFlagb ~ —>
e
B Custom Reports Master
22 Dashboad Setup EnplojeeFlag8 >
f il Eroeiogs >
Division Master
@9 EE0 EmploesFlag 10 —> [Flag 10
& 28 Enployment Equiy EnplojeeFlag 1l —>
B FollowLIps Code Email Matiix EmplesFlag12  —> [Flag 12
&8 Fom7
2 G Erckomerigs >
-2 Help Descrptons EmployeeFlag14  —> [Flag14
&9 LabelMaster g
- 9 Basic Inomaion Employee Flog 15 —>
Somomtes = eramente
Status/Dates
B Dependents EmploesFlag17  —> [Flag17
B Barking Information Employes Flag 18~ —>
B Other Information =
EmployesFlag19  —> [Flag 19
B Employes Flags ool
& Work History/Compensat Employee Flag20 ~ —>
-8 Attendance/Eniillements
Pt i

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

Additional Payroll ID Data
Screen Layou

> D D:

File NewEmployee Edit Move Find

& ;
QRS+ Box 4t n-EBE

Q Reports ~
s U Select Label Language @
2

Setup
Account Code Master
-/ Appiicant Tracking Setup

Applicant Tracking  Windows

ENGLISH

abelMast of your Label change.

Anerdance Code Matix Datamens —> =
Aot Master

. Benelt Group Setp ADPBranch -
udeted Merpover ke > [OPOE y
Company Master
Company Preference AADP Department —> |ADP Department ]

Course Code Master

Custom Reports Master
Dashboard Setup

Department Master
Department/Gen Ledger Malii
Division Master

4 Enployment Equity

Folowups Men Code Emai Malix

Gen Ledger Master
Help Desciplions
Label Master
G- 49 Basic Infomaion
Demographics
5 statue/Dates
9 Dependents
9 Banking Iformation
9 Other Infomation
B Enployes Flags
7B Addiionel Payiol ID Data
4B Work ity Compensakin
7B Atendence/Eriements
48 Education/Skils
B Folowsps Men
7B Counseling ¥

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.
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Work History/Compensation
Position
Screen Layout

|G info:HR - [Label - Position screen]

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

-8 Employment Equity .
22 FolowUps Code Emai Mati FTE Hours/Year > [FTE Hows/ear

&8 Fom7 Notes 1
B G/L Master

B Help Descriptions

& B Label Master
- Basic Information
&8 Work History/Compensat,

B Posiion

!
v

=] = 3 B X 4 taa-a =
& infoHR
- § Employee Select Label Language @ [EN | ENGLISH
E :"“‘“’I" Please note that changes made to Label Master will be reflected in the web modules within ane hour of your Label change.
w1 Reparts
4 Ml i -
&9 Sep Grid Category ty Category
B Account Code Master Acting Posiion -
B Attendance Code Matiix
—> |Rept. Authority 1
2 i Mot Rept Authorty 1 ept. Authorly
-8 Benefit Group Setup Rept. Autharity 2 —> [Rept. Authaiity 2
42 Bucgeied Marpouer Rept Authorty3  —> [Fepl Auhoriy 3
B Company Master
B Company Preference Rept. Authority 4 —> [Rept. Authority 4
2 Course Code Master
y -
B CustomReporis Master | HousDey ey
B Dashbosd Seup Hous/Meek -
B Departent Master Hous/PayPeiod  —> [Hows/Pay Peiiod
B Division Master
@ Beeo i -

Notes 2 —> |Notes 2

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

Salary
Screen Layout

I info:HR - [Label - Salary screen]

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

OR&Es DEoX[4AVvaa-a@E
= infoHR -
5§ Employee Select Label Language @ [EN | ENGLISH
g Postion Please note that changes made to Label Master will be reflected in the web modules within one hour of your Label change.
1] Repots
-4/ Mass Updates
= 2 setup Pay Period —> [Pay Period
B rcsnbunn Comens >
2 Attendance Code Matiix
B Audit Master

&8 Benefit Group Setup
B Budgeted Manpower
B Company Master
B Company Preference
2 Course Code Master
B Custom Reports Master £
2 Dashboard Setup.
2 Depattment Master
B Division Master
B0

B8

Employment Equity

Follow-Ups Code Email Matiix

Fom?7

G/L Master

Help Desciiptions

Label Master

B Basic Information

B3 B Work History/Compensat
Postion

A salay

B Peifomance

a

ulc}

ERERTALATATATATY

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.
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Performance
Screen Layout

I info:HR - [Label - Performance screen]

) Mass Updates
B seup

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

OESs | DX+ Vaa-aFE

Select Label Language @ ENGLISH

Petomce e —>

of your Label change.

B romi il ot
B Attendance Code Matiix
B AuditMaster
3-8 Benefi Group Setup
B Budgeted Manpower
B Company Master
-8 Company Preference
8 Cousse Code Master
B Custom Reports Master
B Dashboard Setup
B Department Master
B Division Master
@ B EE0
-8 Employment Equiy
B Follow-Ups Code Email Matiix
-8 Fom?
B G/L Master
- Help Descriptions
- B Label Master
- B Basic Information
=8 Work History/Compensat
B Posiion
B Salay

B Peifomance

To change a field name
e Find the name of the field in the list.

e C(lick in the field box delete the existing name.

e Enter the desired name.

Attendance/Entitlements
Attendance
Screen Layout

) info:HR - [Label - Attendance screen]

5. File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OB &+ HeoX 4 vaa-omE
@ infoHA

@ § Employee . Select Label Language @ [EN | ENGLISH
@ Position
@i | Reports
-
=

to Label Master of your Label change.

2 Mass Updates
B sewp From Date -
B Account Code Master
2 Aendance Code Matiix
B Audit Master Reason -
&8 Benefit Group Setup
B Budgeted Manpower
B Company Master Hours —> [Hous
-8 Company Preference

ToDate —> [ToDate

Supervisor —> [Supervisor

2 Course Code Master EfigeCode

2 Custom Reports Master £ Shift —> [shitt
2 Dashboard Setup i

2 Depatment Master Qunis = |EE
B Division Master Point =

-8 EE0

B Employment E« AccountCode  —>

Machine # —>  [Machine #

il

[ ity
2 Follow-Ups Code Email Matix
&8 Fom 7
B G/ Master
@8 Help Descriptions
- 8B Label Master
- 8 Basic Information
-8 Work History/Compensat
-8 Attendance/Entitlements |
2 Attendance L

@

To change a field name
e Find the name of the field in the list.

e C(lick in the field box delete the existing name.

e Enter the desired name.
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Education/SKills
Associations
Screen Layout

| info:HR - [Label - Associations screen]
) File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows

Ok&s HBeo X 4 taa-o@E
o wioHA B
@ § Emplogee Select Label Language @ [EN | ENGLISH
ra Potken 10 Label Master e ofyour Label change.
#-;_| Reports
-2 Mass Updates
By b s >
B Account Code Master

B Attendance Code Matiix
B Audt Master
&8 Benefit Group Setup
2 Budgeted Manpower
B Company Master
- B Company Preference
B Course Code Master
B Custom Reports Master =
B Dashboard Setup
B Depattment Master
Division Master
B0
B Employment Equiy
B FolowUps Code Emai Matix
B Fom7
B G/ Master
-9 Help Desciptions
- B Label Master
& 2 Basic Infomation
B Work History/Compensat|
-8 Attendance/Entilements
- B Education/Skills
Associations
o

e

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

Continuing Education
Screen Layout

|G info:HR - [Label - Continuing Education screen]
S File NewEmployee Edit Move Find Email Impor/Export Applicant Tracking Windows
OR& & HBo x|+t iaa-o@ME

o oA z
@4 Employee Select Label Language @ [N | ENGLISH
&3 Postion
@ L] Repors
52 Mass Updates
=8 Sew Course Type —>  [Course Type. Coordinated By —>  [CoOrdinated By
B Acoount Code Master Course Cods —>  [Couse Code Method Used —>  [Method Used
Attendance Code Matiix
y = =
B hudiMaster Course Name > [Couse Neme. A > [Pocomt®
B f - Kepword -
A SudgaedHareove; Conducted By il onducted By Course Hours -
2 Company Master
- B Company Preference. Company Name —>  [Company Name Employee =%
£ Courss Code Master Trainer Name —>  [Trainer Name. OtherExpenses§  —>
B Custom Repotts Master =
2 Dashboad Setup Results - [fesits Enployer § - [Eooes ]
- - Accommodation $ —>  |Accomodation §
A Division Master Stat Date - [StartDate LeamingMaterial§ ~ —>  [Learning Material §
&9 EE0
o Date Conpleted~~ —>
o3 Folo s Cade Bl Mated Renensl Date —>  [FenewalDate Presenter -
B 6/ Maser CEU Type > [EUTye CEU Credt —>  [EEU Credt
2 Help Decciptons
-9 Label Master
2 Basic Infomation

22 otk Hison Campensal
2 nendance Eremerts
59 Educston/Skis

B fssocitons

3 Contiuing Educaior

B UseDeined Tabe

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.
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User Defined Table

Screen Layout

|G info:HR - [Label - User Defined Table screen]

&
© rioHR

© M
EY-H

@ § Emploges
@ Posiion
@] Reports

55 Updates

wp

Account Code Master
Attendance Code Malix
Audit Master

Beneii Group Setup
Budgeted Manpower
Company Master
Company Preference
Course Code Master
Custom Reports Master
Dashboard Setup
Depattment Master
Division Master

Employment Equiy
FolowUps Code Emai Malix
Fom 7

G/ Master

w
®
@
=1

Help Desciplons
Label Master
B Basiclnfomation
B Waik History/Compenssal
2 Atendance/Eritements
B Education/skils
Associstons

B Continuing Educalior

by B User Defined Table:

&' File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows

it DR X 4 la-o@E

Select Label Language @ ENGUISH

sbel Master
User Deined Table meru  —> [User Defined Toble

Code 1 —> [Code

Code 2 —> [Code2

Code 3 —> [Code 3

Code d —> [Coded

Code§ —> [Code§

Date1 —> [patet Flag1
Date2 — [patez Flag2
Date3 —> [pate3 Flag3
Dated Y Flag4
Date5 —> [pates Flag§
Tenl —> [Text

Tea2 N T —

Conments —> [Comments

of your Label change.

N —
e T—
IR |
P4
e —

To change a field name
e Find the name of the field in the list.

e C(lick in the field box delete the existing name.

e Enter the desired name.
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Follow-ups
Screen Layout

I info:HR - [Label - Follow-Ups screen]
S File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
C B X4 Va-aWE

Select Label Language @ [EN ENGLISH
o Folonaps s —>
B Account Code Master
Attendance Code Matrix Follow-Up —> |Follow Up Date

2 b Master

2 Beneiit Group Setup
2 Budgeted Manpower
8 Company Master

B Company Preference
2 Course Code Master
2 Custom Repotts Master
2 Dashboard Setup
7
7
7
7
y

i

Department Master
Division Master

Employment Equity
Follow-UUps Code Email Matix|
Fom?.

G/L Master

Help Desciptions

Label Master
@ 8 Basic Information
-8 Work History/Compensal
- 8 Attendance/Entilements
&8 Education/Skils
Associations
8 Contining E ducatior
7B User Defined Table
B Folowlps

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

Counselling
Screen Layout

I info:HR - [Label - Counseling screen]

5 File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
Ok&E % He X4t iaa-o@E

© infoHR %
& § Employee Select Label Language @ [EN | ENGLISH
Please note that changes made to Label Master wil be reflscted n the web modules within one hour of your Label change.

1| Repots
-2 Mass Updates
=9 Sewp c —>  [Counseling
B Account Code Master
B Aendance Code Matiix
B hudi Master
- B Benefit Group Setup
Budgeted Manpower
B Company Mastet
&8 Company Preference
Course Code Master
B Custom Reports Master =
B Dashboard Setup
B Depattment Master
B Division Master

B3

2 Employment Equity
B Follow-Ups Code Email Matix|
Fom7
B G/L Master
B Help Desciiptions
B Label Master
- 8 Basic Information
-8 Work History/Compensat
@8 Attendance/Entitlements |
& Education/Skils
B Associations
B Continuing Educatior
B User Defined Table
B FolowUps
B Counseling

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

®

olc]
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Comments
Screen Layout

L) info:HR - [Label - Comments screen]

& File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OR&$ BeoX 4 vaa-2EE

© infoHR

5§ Employee Select Label Language @ [EN | ENGLISH
-5 Position Please note that to Label Master wil be web modules of your Label change.
&1 Repots

-2 Mass Updates

B Cormens s >

B Account Code Master
B Attendance Code Matiix
B Audit Master
& Benelit Group Setup
B Budgsted Manpower
B Company Master
- B Company Preference
B Course Code Master
B Custom Reports Master =
B Dashboard Setup
B Depatment Master
B Division Master
BPeeo
B Employment Equiy
B Follow-Ups Code Email Matiix
& B Fom7
B G/ Master
-8 Help Desciiptions.
=8 Label Master
& 8 Basic Information
- B Work History/Compensat
&8 Attendance/Entitlements
-8 Education/Skills
Associations
2 Continuing Educatior
2 Uset Defined Table
B FolowUps
2 Counseling
B Comments

CRc)

To change a field name
e Find the name of the field in the list.

e Click in the field box delete the existing name.

e Enter the desired name.

Position

Position Master
Screen Layout

| info:HR - [Label - Position Master screen]
& File NewEmployee Edt Move Find Import/Bxport Applicant Tracking Windows
QR&| 4 Ddv X4+ R-EBE

] Repots 7
= 3 owsUpdats Select Label Language @ [EN ENGLISH
5

59 Setwp

of your Label change.
Account Code Master
49 Appicant Tracking Setup
‘Atendance Code Matix Position Group —> [Postion Group. ]
A Master
fion Satus —> [Postonsas |
Beneft Group Selp Postion St Posion Sk

Budgeted Manpower Poston Leve B T —
Conpany Mader fosontes |
] Company Preference
Coure Code Mastr
Custom Repors Master
Dastboad S
Depatnent Maser
Depstment/Gen Ledoer ki
Oivon Maser
Emplogment Equity
Folowrups Men Code Emai Matix
Fom?
(Gen Ledger Master
619 Hebp Descrptons
6 LabeMaster
% 9 Basic Infomaton
5B Work History/Compensation
/D Aterdance/Erilnerts
9 Edeaon/Sds

B PossonMastr
a2l

To Change a field name
e Find the name of the field in the list.

e C(lick in the field box delete the existing name.
e Enter the desired name.
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Setup

Dashboard Setup
Screen Layout

[ infoiR - (Label - Dashboard Setup screen]
' File NewEmployee Edt Move Find Email Impor/Export Applicant Tracking Windows
OR& ¢ Ho X+ iaa-a@mE

Employes Select Label Language @ [N | ENGLISH

5 B s
B Acooun Code Master

Time Request Metics (By Reasc—
Vacation Calculated

All Vacation Columns
Vacation Quistanding
Vacation Request Metiics
“A iead

EMPLOYEE Time Request Metics (By Reason]
EMPLOYEE Vacation Calculated

@ Pexo Cotegoy EMPLOYEE
-2 Engloyme ‘
29 Folowps Code Emi Mot tem: - |
& 2 Fom
2 6 Masr

5 ok Hitoy/Cangersl
@8 Aendance/Eniements
@9 Edcaton/Siis

22 Folou s

Connents
Do
Eh- T
Dsshboud Setp
2 Provrce/Sa Mas

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.

Province/State Master
Screen Layout

I info:HR - [Label - Province/State Master screen]
& File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OB& % He X 4 vaa-@E

& infoHR -

& § Employee Select Label Language @ [EN | ENGLISH

g Position Please note that to Label Master one hour of your Label change.
Repotts

& Mass Updates

=8 Setup Name —> [Prov. Name.

B Account Code Master
B Attendance Code Matiix
B Audit Master Prov. Num! —> [Prov. Num1
@8 Benefit Group Setup
B Budgeted Manpower
B Company Master Prov. Textl —> [Prov. Text1
-8 Company Preference
B Course Code Master
B Custom ReportsMaster | Prov.Tex3  —> [Prov. Ten3
B Dashboard Setup
B Department Master
2 Division Master
-8 EE0
B Employment Equiy
B Follow-Ups Code Email Matiix
@8 Fom7
B G/ Master
B Help Descriptions
=8 Label Master
&8 Basic Information
&8 Work History/Compensat
&8 Attendance/Entitlements
- Education/Skils
B FollowUps
B Counseling
B Comments
&8 Posiion
&9 Setwp
B Dashboard Setup
]

Prov. # —> [Prov.#

Pov.Num2 ~ —> [Prov. Num2

Pov.Tex2  —> [Prov. Ten2

To change a field name
e Find the name of the field in the list.
e C(lick in the field box delete the existing name.
e Enter the desired name.
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Machine # Master

Machine # Master provides the ability to create and maintain Machine # codes and is used in
the Attendance and Timesheet with Equipment Cost modules. The purpose of this screen is to
provide table validation during the data entry within those modules.

Screen Layout

Description Insert Code [Rate
Grader
GRO2 Grader

ZA02 |Zamboni

Za01 Zamboni

K I ]
[GRO1 | [Grader

Insert Code

Rate 48.90

{ I | _Ema

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.

Find Provides the ability to search based on either
Code or Description.
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Multiple Data Sources

This screen provides the ability to set up multiple environments that the user can select prior to
logging into info:HR. It is this screen that gives users the ability to identify the test environment
connection strings to the MS SQL database.

Screen Layout

) info:HR - [Multiple Data Sources Setup]
O File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OR&+ DE-X 4 v ea-oEE
o ioHA
- § Emplogee
-3 Posiion
- Reports
-2 Mass Updates
-9 Setup
B Account Code Master
8 Attendance Code Matix
8 budt Master
- Beneli Gioup Setup

INFOHR

<l | |
Data Soutceme
Driver QL Server -

DSN Name

Server

5 o Dat

Employment Equty User

B FollowUps Code Email Maliix

BFom? Passwor d

B 6/ Master

8 Help Desciptons

B Label Master

B Machine # Master

B Multiple Data Sources
B New Hire Procedure.

SEATA TR EAY

]
®
El

®
\

e Toenter a new Data Source, click the new record icon O button.
e To make changes to an existing record select the record from the grid box at the top of

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

Information Validation

Field Purpose

Data Source Name By default, “Live” should be set up containing
the DSN connection string to the database.
Create a new name for each additional
connection.

Driver Always SQL Server.

DSN Name Always INFOHR.

Server IP Address or English name of the server
where the MS SQL database resides.

Database Name of the info:HR database. The “Live”
database name is infohr.

User Name info:HR SQL User Name.

Password info:HR SQL User Name’s password.
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New Hire Procedure

The New Hire Procedure provides the ability for you to select the screens which will appear
when a new employee is entered into info:HR. Four screens are checked as a default
Demographics, Status/Dates, Position, and Salary. The default screens must be completed if an
employee is to show up on reports and have entitlements calculated.

Once the New Hire procedure is completed, and to verify all screens are completed, click on the
What’s Missing button on the Demographics screen. The system will identify which screens

were not completed in accordance with the New Hire Procedure.

Screen Layout

LY info:HR - [New Hire Procedure]
S File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OR&S 4 Ho X[t vaa-oF@E
@ infoHA F
Employee Employee Basic Information Salary v
Position
4 Performance r
Repotts
2% Mass Updates Siatus/Dated I3 Attendance and Entitlements
-8 Setup Contacts r Attendance r
B Account Code Master
B Anendance Code Matix Dependents r Vacation and Sick Entilements [~
B budi Master G/L Distrbution I Hourly Entitlements r
3 B Benefit Group Setup
8 Budgeted Manpower Employes Flags = Health and Safety
2 Company Master Payroll/Banking ~ Incident Data r
- B Company Preference
7B Couse Code Master Other Information w Injury/Location r
Ctlon Repott Master Emplogee ADP Data i Root Cause r
B Dashboard Setup
78 Depatment Master Education and Skills Corrective Action r
i é ggg'ﬂ" Master Skills r Claims/Medical Information [~
-8 Employment Equity 1 Formal Education & Contact Information r
:g Follow-Ups Code Email Mati Corii g Emlion) r WSIB Cost Information I
&8 Fom?
78 6/ Master Associations r Comments r
-8 Help Descriptions Languages r Follow-up
&8 Label Master Sucosicn Parving r Employee Follow-up r
B Machine # Master Bonofits/Benofic -
2 Muliple Data Sources .
B New Hire Procedure Dollar Entitlement r
g Pay Period Master Other Earnings r
Payroll Malix =
B Province/State Master [Bostion) F:
-8 Root Cause Links
B Salary Distribution Master

e Once the changes are made, click on the save icon & button.
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Pay Period Master

The Pay Period Master identifies the pay periods for the organization and must be set up on an
annual basis if you are using the Timesheets module. Depending on the payroll interface you
are using, this master file may also need to be completed. An organization may have more than
on Pay Period Master for any given year.

Once the year has been completed and all processing is done, the Pay Period Master for that
year should be deleted.

Screen Layout

) infoHR - [Pay Period Master]
& File NewEmployee Edit Move Find Import/Bport Applicant Tracking Windows

OR&S #/DE- X LA 1]
[E ] Reports ~
@ 3 Mass Updates
=85
ar 018
PayPeiod Code @ [ unen Q]
Division Q Location @
Depaiment Q| Secton Q.

PayPeriod  Start Date: End Date
[ ] BT | thusdy 2277 | wecnesdey
B B [2BN7__| Thusdey [ 170718 Wechesdy
| imne Thursday (7248 Weadresday
0 172508 Thssday 271 Wedhesday
5 [ (2708516 Thsdey [ (221718 Wechesday
s 272218 | Thusdey BATNE | Wednesdsy
7 mene Thissday w2 Wedhesday
e [ (72218 Thursday ER [¢0er18 Wednesday
| (470578 Thursday ansns

e
£
)
&

qaaaag

a7

OHRS Depatment Master

P Pay PercdMaster i 5 [smne [ [snene P
Payrol Matix B R 577718 [ 50718 ~ —]
Province/State Master i3] TS EE I3 ]
L [ | [@fnes [ [ezrrie Wed v |
3

0
5 [0 (6728718 Thusdsy 7 Wednesday

Tatle Master T 71278 | Thusdey 7578 | Wednesdy
otk Scheckde Fes e N~ 7z R 3 [aan il

e To enter a new Pay Period, click the new record icon 1 button.

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

<

[

<

Entering a new Pay Period Master:

e Click the new record icon 4 button.

e Enter the year.

e Select the number of pay periods from the dropdown.

e Enter the selection criteria as required.

e Enter ‘1’ in the first Pay Period.

e Enter the Start Date of the first Pay Period and press the <tab> key. The system will
automatically complete the year’s pay periods using the Number of Pay Periods and the
date of the first day in the Pay Period.
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Payroll Matrix

This function is used, as necessary, to support interfaces with 3rd party software. HR System
Strategies Inc. Support staff will advise you when and how to use this function.

The Payroll Matrix is set up when codes used in info:HR need be translated into the equivalent
codes used in the 3rd party software and vice versa. For example, a Payroll code for the info:HR
Attendance Reason Code “vac” may be “13” in the payroll application. When importing and

exporting information in a payroll interface for “vac” the system will translate it to/from code
ll13.ll

The types of codes maintained in the Payroll Matrix are:

e Attendance, Benefits, Departments, Dollar Entitlements, Other Earnings, Payroll
Transactions, and Union.

Screen Layout

5 infoR - [Payrol Matri]

S File NewEmployee Edit Move Find Email Import/Export Applicant Tracking Windows
OR&s DE-X b EE

& infoHR
@ § Emploes
jon

BENE BLIFE

Type. [mRE )
INFO:HR Code Q[sick | siek
Department Q

Comvet1 s

Convet 2

Comver3

Convert 4

Convert Number 1

Convert Number 2 —
Section Q]

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

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

Information Validation

Field Purpose

Type Click the down arrow and choose one from:
e Attendance — ATTD
e Benefits — BENE
e Dollar Entitlements — DOLE
e Departments — DEPT
e Other Earnings — EARN
e Payroll Transactions — PAYT
e Union Code — UNIO

Department Only used for Type = DEPT. Enter the
Department Code or click on the magnify
glass to select the code from the lookup.
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Field Purpose

info:HR Code Enter the code or click on the magnify glass
to select from the lookup.

Convert 1,2,3,4 Enter the appropriate code required for the
3rd party software.

Section Enter the code or click on the magnify glass
to select from the lookup.
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Province/State Master

Use this function to maintain Province and/or State codes/descriptions.

Screen Layout

B3 Provinces and States

Code

Prov. Name  [5[GERTA

Prov. # ]

Country CANADA

Prov. Numl —

Fov.Num2 [ ]

Prov. Text! —

Pov.Tesz [ |

Prov. Text3 [ ]
=l | g |

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.

Find Provides the ability to search based on either

Code or Description.
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Root Cause Links
Type of Event

This screen builds a matrix of valid Immediate/Direct Cause codes that can be used when
assigning a specific Type of Event in the employee’s Health & Safety module. When completed,
the user will only be able to select certain Immediate/Direct Causes for the Type of Event
entered. This improves consistency in data reporting.

Screen Layout

[T Root Cause Link - Type of Event and Immediate / Direct Cavcec ) [=5=)
| Type of Event [Immediate 7 Direct Causes |
Type of Event a1
Immediate / Direct Causes @ [ |
M Close | Edit | oK | Cancel l New | n,-x..-u,-|
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
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Immediate/Direct Causes

This screen builds a matrix of valid Basic Category codes that can be used when assigning a
specific Immediate/Direct Cause in the employee’s Health & Safety module. When completed,
the user will only be able to select certain Basic Categories for the Immediate/Direct Cause code
entered. This improves consistency in data reporting.

Screen Layout

B3 Root Cause Link-Immediat;/ Direct Causes and Basic Categories &
Immediate 7 Direct Basic Categories |
Immediate / Direct Causes @, [ |
Basic Categories Q]
| oo | cou | _on | conc|_tow | poc]
=
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
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Basic/Underlying Causes

This screen builds a matrix of valid Basic/Underlying Cause codes that can be used when
assigning a specific Basic Categories in the employee’s Health & Safety module. When
completed, the user will only be able to select certain Basic/Underlying Cause codes for the
Basic Category code entered. This improves consistency in data reporting.

Screen Layout
£ Root Cause Link - Basic Categories and Basic / Underlying Causes =5

Basic Categories Basic / Underlying Causes

Basic Categories Q \:l

Basic / Underlying Causes @ [ |

| oo | e | _ox | o | om | poe

Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit

function.

Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.

Version Effective: 8.2 Page 76



info:HR Setup User Manual

Salary Distribution Master

This master file is used to validate the Salary Distribution Master found on the employee’s
Status/Dates screen. The Salary Distribution Master is used primarily by the Vadim Payroll
integration but can be used for other purposes as well.

Screen Layout
[ (3 Salary Distribution Master pn|nE)

Code Description
3 EEiiIIIIIIIIIﬁE!IiIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII....‘

[TEST | [Test |
| I | _Eind |
select | Close | Edit | ok | Cancel | New | Delete| Piint |
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
Print Will print a list of all records displayed in the
table.
Find Provides the ability to search based on either
Code or Description.
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Security
Change Your Password

Change Your Password provides the ability to change your login password. Once the new
password has been entered, you will be asked to re-type the password for verification purposes.

Screen Layout
59 Change password = @
Type password again to verify. Verify

Cancel

!

RRARARAAARK

**m«x*k*»i

Security Master

The Security Master is used to set up security access for each employee. There are many
screens that need to be reviewed when creating a new user for info:HR including the screens
under the menu item “More Security”.

There are three methods to create login users. They are:
1. Copying the security settings from another user.
2. Setting up Security Templates and assigning templates to users. This is the
recommended method to create users if you are using any info:HR web modules.
3. Manually creating the security profile.

Using the “Copy” method:

e Find the user with the security setting that you want to copy and click on the Copy
Security Settings button.

221026 Abbott, John Copy Security Settings | Find User |

[user ID IEmEonee # [Name ]Temglalo [«

123 123 TEMPLATE
Abbott, John |

3011 3001 Abel. Alex Employee

address Address Book

1014 1014 ® Employee | cjick the Copy Securi

1050 1050 Employee Set‘!ingspzutton ty

1013 1013 Employee

2028 2028 Select the user record Employee
you wish to copy. ;

User ID Employee # i [221026 n =5

e Enter the information requested in the pop-up screen.
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B3 Copy Security Settings — [} X
From User ID
ToUser ID
Employeett m [
N- ———| Enterthe New
f \ - User ID

F Selectthe *

employee =

being [N

Enter a
Password, then
oK J Canl click OK

e C(Click OK to save the changes.

Security Added X

0 Security added for 'Bill' successfully.

e Once the new user has been created, go through the info:HR Security Master screens for
this employee and make employee-specific changes as needed.

Using Security Templates:

e To create a new template, click the new record icon lJ button and the application
displays a blank Security Master — Basic 1 screen.
o Enter: User ID and Name. It is recommended that the word “Template” appears
somewhere in the Name. For example: Finance Template.
o Check the appropriate boxes granting security to Basic 1 functions.
o Assigned Security Template should be “TEMPLATE”.

o Enter a Password and click the save () icon in the toolbar. You will need to
verify the Password before continuing.

L] X Codes
] [~ Health and Safety
i [~ Comments

| Name [Finance Department

BEmquAIIBﬂslcl‘ Grant All Inquire ‘ Grant All Basic 1 ‘

Country v
Timesheet Template -
Security Template  [TEMPLATE v

% Employee Number Based Security [~ Show SIN/SSN
I~ Show Birth Date I~ Show Address
% Show Marital Status

Password ExpiraionDays | | ExpirationDate B[ | LastChange [B21/2013

o Continue creating the template by clicking on the hand icon.
o Once all pages have been completed, click on More Security to complete the
template setup.

Codes
Comments

Departments

= |[tems excluded in the template are “Departments”, “Country”, “Timesheet
Template” “Password”. These fields are user-controlled and not role-
based.
e Once the template has been created, the template can be assigned to new or existing
User Ids by selecting the template name from the dropdown list shown in Security
Template. For example: Finance.

e When you change the security profile of a Template, simply click on the Save () icon
and info:HR updates all the users associated with that template.
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Manually creating the security profile:
e Starting with Basic 1, select the functions that are available for a given user.
e Once all pages have been processed, click on More Security to complete the security
profile.

Codes

Comments

Departments

o Since info:HR is heavily code based, it is recommended to check all codes when
giving security rights to the User ID under the Codes option. The user is
restricted to certain info:HR forms. Giving the user access to a code that is
located on a form that they don’t have access to will not cause any harm.

o To give access rights to employee comments, the Comments option must be
completed.

Departments is the most important setting in this group. This setting identifies which group of
employees the User can view. Department “ALL” should only be given to an overall
administrator.
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Basic 1

This is the starting screen when building a User Security Profile.

Screen Layout

D inforR - | )
& Fle More Securty

OR&4 DE- X va-EE

@ rioHA — & 1052 Mansfield, Katherine
i

Copy Secuity Settings | _Find User

Tomplate

TEMPLATE

Employee

EEEEEE R

™ View Own [~ Add Comments
Bemove All Basic 1 | Grant All Inquite | _ Grant All Basic 1

] Name [Manshield. Katherine

oun DA x| XE
oot Template [23-Purchmon =] v

wate [ ]

2

78 Enai Seto

< >

Listing of Security Records Look-up

Number Based Security

th Date
5 Show Marital Stat

/04720 - 11:40 AM

[ Expiotion Days (35959 | Expivtion Date [ (1772 | Last Change (15577 |

Login User: 999339933

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

button to delete the record.

e To move to the next screen, click on the hand icon after saving your changes on

the screen.

Information Validation

Field

Purpose

Check box

Turns on the function within info:HR. Modes
are either Inquiry, Maintain (for most
functions, this mean Add, Modify and Delete)
or Add (only).

Country

Select the country where the user resides.
“ALL” should not be selected.

Timesheet Template

Used only if the Timesheet module is used.
This option provides the ability to select a
Timesheet template for the user. By using
this option, the users will not have to select a
Timesheet template prior to opening their
Timesheet.

Security Template

Provides the ability to select a Security
Template for the user.

Password

Enter a password for the user. Password
changes need to be verified. If a password is
forgotten, a new password will need to be
set.

Expiration Days

Provides the ability to set a number of days
the password is valid for. By default, 99999 is
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Field Purpose
assigned to the expiration days. This setting
is used to bypass the expiration logic.

Expiration Date Displays the date the password expires based
on the Expiration Days.

Last Change Displays the date the password was last
changed.

Important check boxes for consideration:
Employee Number Based Security:
e Thisis used in ESS or Timesheets. When checked, the users are able to view only
their employee information and not view any other employees regardless of the
Department Security settings.

Show Birth Date:
o When checked, the user will be able to view birth dates of employees.

Show Marital Status:
e When checked, the user will be able to view marital status of employees.

Show SIN/SSN:
e When checked the user will be able to view SIN/SSN of employees. This
information should only be viewable by a limited number of staff.

Show Address:
e  When checked the user will be able to view addresses of employees.
Buttons

Button Purpose

Copy Security Settings Provides the ability to copy the security
settings to be assigned to another user.

Find User Provides the ability to find a user in the
system. Users can be found via their name or
User ID.

Remove All Basic 1 Provides the ability to delete all checks from
the selected user.

Grant All Inquire Provides the ability to automatically check
the “Inquire” option to all areas in Basic 1.

Grant All Basic 1 Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options
to all areas in Basic 1.
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Basic 2

The Basic 2 screen is an extension of Basic 1 and provides the ability to select which menu

screens the employee can Inquire on or Maintain information.

Screen Layout

) inforHR - | 1 - o x
& File More Securty s
OR&E4(DE-X 4 v a-FHE
T — Mansfield. Katherine Copy Secuity Settings | _Find User
[Employes # [Name [Template I
123 TEMPLATE
221026 ‘Abbatt, John
3001 ‘Abel. Alex Employee
‘Address Book
15
1014 Employes
1050 Employes
1013 . Employee =1
User 1D [1052 ] Empoyestt {8 [i052 Name [Mansfield. Kathoiine =1
Basic 2 -
@ Maintain. Inuire Maintain. In
= ( (o
i ® ® Plan [~ View Own
£ ] m
3 ® ® able Menu
% [ (m
x
= x
i
" x
x
I C
o B WSIB Form 7.9 Security
I = I Form 7 Emploer Information
L ™ Hoalth & Safety Injury WSIB Form 7.
& [ ™ Health  Safety WSIB Form 9
&
® r Grant Al Basic 2
£ Grant All Inguire
=
3 Romove All
&
=
<
Noxt S Bt 3704720 - 11:42 AM Login User: 999393993

e To move to the next screen, click on the hand icon after saving your changes on

the screen.

e To move to the previous screen, click on the hand icon after saving your changes

on the screen.

Buttons

Button

Purpose

Copy Security Settings

Provides the ability to copy the security
settings to be assigned to another user.

Find User

User ID.

Provides the ability to find a user in the
system. Users can be found via their name or

Remove All Basic 1

the selected user.

Provides the ability to delete all checks from

Grant All Inquire

Provides the ability to automatically check
the “Inquire” option to all areas in Basic 2.

Grant All Basic 2

to all areas in Basic 2.

Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options
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Utilities

The Utilities security screen provides the ability to grant access to the Setup menu items as well
as the Import and Export functions in info:HR. These security settings are usually assigned to
administrators. For example: Users responsible for utilizing time, attendance and payroll
interfaces or users who are responsible for the general setup of info:HR.

Screen Layout

C) info:HR - [Security]
5 File More Securty

OR&+ DEH-X 4 t@a-omE
& 7 Mass Updates | 999999999 System User Copy Security Settings | _Find User
s AT— TUseriD [Employee # Tane [Tempiate =
employes Employee TEMPLATE
Altendance Code Matix 9% 15 Only
e HR Clerk TEMPLATE
-9 Beneft Group Setup Jerry Rowland - 550
. System User
22 Compary Master ‘Wesslier. Johnaton
8 Compary Preference =
7 Course Code Master K I —| of
Custom Reports Master User ID (993599999 | Employect | | Mame [System User ]
Depainent Master vues =1 I
Diviion Master aintain Inquire ; :
& 0 X X Company Details X Compress/Fix Database Lt S
E T _— X X Securly Master X Company Preference X [X Attendance Data
-2 Employment Equily ® X Department % Employee Flags Setup B X Benefits Data
FolowUps Code Emai Mali | i X Payroll Matris’ 3 X Continuing Education Data
- Fom7 x X Audit Table X Multiple Data Source Setup B [X Employee Data
G/L Master x % Employment Equit L ity
(58 Help Desciiptons x X General Ledger Master %
£ L X Cus  Master X
2 Machine 8 Master i )
Mubiple Data Sources = =
2 New Hie Procedue ]
Pay Peiod Mastr 3 % Province
Pyl Matix % X Help Description Setup
Province/State Master x X Benefit Group Setup
29 Root Cause Links x X Change Your Password R
Salery Distibution Master " X Course Code Master | Grant AN Utiities |
P a B X Attendance Code Matrix e
s ® % Budgeted Manpower rant All Inquite
P E e
'; e e & X Work Schedule Rule ——r
® shboadSetup  Remove
2 e Sep -
D vawsiTPLog B X Follow Up Code Email Matrix
B Table Master

B Work Schedue Rules

e To move to the next screen, click on the hand icon after saving your changes on
the screen.

e To move to the previous screen, click on the hand icon after saving your changes
on the screen.

Buttons

Button Purpose

Copy Security Settings Provides the ability to copy the security
settings to be assigned to another user.
Find User Provides the ability to find a user in the

system. Users can be found via their name or
User ID.

Remove All Utilities Provides the ability to delete all checks from
the selected user.
Grant All Inquire Provides the ability to automatically check

the “Inquire” option to all areas in Utilities.
Grant All Utilities Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options
to all areas in Utilities.
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The Reports security page provides the ability to grant access to users to selected reporting

functions in info:HR.

Screen Layout

p infoHR - [
&5 File More Security
CR&est DEA- X ta-EE

> rioHR ~ Manager

Manager template

Employes.
Posi
Repots
5 Mass Updates
5 s

Employee

¥ Associations File

Dashboard Setup

"
Department Master L1
Depattment/Gen Ledger Maty X

-

=

[X Birthday/Age

[~ Compensatory Time
Gien Ledger Master I C
Help Descriptions "
Label Master I

"

"

"

®

"

E

[~ Applicant Profile
[ Applicant Education

<
Listing of S ecurity Records Look-up.

—1 1027 Supervisor

[ |supervisor ‘TEMPLATE

| 1999999999 TEMPLATE -
User ID [Manager | Enployestt ] <l| Iz
Reports

¥ Formal Education Master
X Future Entitlements

B It otal Hir
[X Key Workforce Demographic

s Ratio

I~ Applcant Follow-up
[ Applicant Skills

3704720 - 11:45 AM

n [WC) Lost Time Incident Rate
n [WC) Lost Work Hours Rate

Login User: 939999939

e To move to the next screen, click on the hand icon after saving your changes on

the screen.

e To move to the previous screen, click on the hand icon after saving your changes

on the screen.

Buttons

Button

Purpose

Copy Security Settings

Provides the ability to copy the security
settings to be assigned to another user.

Find User

Provides the ability to find a user in the
system. Users can be found via their name or
User ID.

Remove All Reports

Provides the ability to delete all checks from
the selected user.

Grant All Basic 1

Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options
to all areas in Reports
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Mass Changes

The Mass Changes security page provides the ability to grant access to selected Mass Change
functions in info:HR. Limited access should be given to this function.

Screen Layout

£ File More Security

ORES4 DEo X[+ ¢ aa-amME i
& infaHA 899999999 System User Copy Security S ettings Find User
5 TuseriD Employes # [Name Tomplate |

sssssss

e
DM
9 5.

| |

Emplogee
ESS&TS Only
HR Cl

land - 550

Wesslier. Johnaton

TEMPLATE

TEMPLATE

Company M aster

Name [System User

Company Preference
Course Code Master
Custom Fleports Master
Dashboaid Setup
Depaitmert Master
Division Master

Enployment Eqity
FolowlJps Code Emai Mt
Fam 7

/L Master

Help Descrptions

Label Master

Machine # Master

Muliple Data S urces

New Hie Frocedure

Py Period Master

Payroll Matix
Frovince/Stale Master
Aol Cause Links

S.lary Distibution Master
Secuily

B Change Your Passward
B Secuity Master

%
% Work Schedule

1% Anniversary Month Year End

e To move to the next screen, click on the hand icon after saving your changes on

the screen.

e To move to the previous screen, click on the hand icon after saving your

changes on the screen.

Buttons

Button

Purpose

Copy Security Settings

Provides the ability to copy the security
settings to be assigned to another user.

Find User

Provides the ability to find a user in the
system. Users can be found via their name or
User ID.

Remove All Mass Changes

Provides the ability to delete all checks from
the selected user.

Grant All Changes

Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options

to all areas in Mass Changes.
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The Applicant Tracker security page is used if you have the Applicant Tracker module. This page
provides the ability to select access for this module for users.

Screen Layout

1

Copy Secuity Settings Find User

T4

O inforR-{
S File More Security
OR&G 4 DE0X[4 ¢ A-BE
@ infoHR 999999999 System Administrator
5 Enmioee
2§, Erclom [T Enploges
g e 1052
5 &3 Mass Updsies =
5.9 Sel
1027
& 1027

Trompiate
TEMPLATE
Employes

Supervisor

Employment Equiy
e Email Mal

Fom?
Gen Ledger Master
Hel

TEEE

X Emails by Position Type

¥ WEN WRHRMARRRR

Hire Applicant

pua
Emsi Seup
B ViewSMTP Log

Grant All for Applicant Tracker

Grant Inquire.

= &

e To move to the next screen, click on the hand icon after saving your changes on

the screen.

e To move to the previous screen, click on the hand icon after saving your

changes on the screen.

Buttons

Button

Purpose

Copy Security Settings

Provides the ability to copy the security
settings to be assigned to another user.

Find User

Provides the ability to find a user in the
system. Users can be found via their name or
User ID.

Remove All Applicant Tracker

Provides the ability to delete all checks from
the selected user.

Grant All Inquire

Provides the ability to automatically check
the “Inquire” option to all areas in Applicant
Tracker.

Grant All Applicant Tracker

Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options
to all areas in Applicant Tracker.
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ESS & Timesheet Web Modules
The ESS Web Module security page is used if you

User Manual

have the ESS and/or Timesheet modules. This

page provides the ability to select for this module for users.

Screen Layout

ESS Web Module Timesheet Web Module

X Timesheet Template Setup
B Ti late Setup

1% My Co-
[ Check ESS Setup

2

P EnaiSetup
2 View SHTP Log
Totle b

o

O infoR-{ ]
8 File More Security
OGRS 4 DE-X| 4+ a-BE
999999999 System Administrator Copy Security Settings Find User
Employes Tenplate =
TEMPLATE
1052
1053 Emploses
1027
1027 Supervisor
TEMPLATE
—TTY -
User 1D [S99995955 | Enploect | Nome [Systom Administiator ] =1

e To move to the next screen, click on the hand icon after saving your changes on

the screen.

e To move to the previous screen, click on the hand icon after saving your

changes on the screen.

Buttons

Button

Purpose

Copy Security Settings

Provides the ability to copy the security
settings to be assigned to another user.

Find User Provides the ability to find a user in the
system. Users can be found via their name or
User ID.

Remove All Provides the ability to delete all checks from

the selected user.

Grant All ESS & Timesheets

Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options
to all areas in ESS & Timesheets.
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Course Admin
The Course Admin security page is used if you have the Course Admin module. This page
provides the ability to select access for this module for users.

Screen Layout

B FileMore Security
ORkée DEo X[ 4 +a-aE
999999939 System User Copy Security Settings Find User

TUserid TEmployee TName Tomplate |
TEMPLATE

tsonly
TEMPLATE
jerty ony Rowland -
stem User [
'Wesslier, Johnator
< | »

sor I [FS5999958 | Empiovect ] | Nome [Systom User

@

o

Grant All Cour

Grant All ire. =
_ Remover |

x| % % % %] %] %] %] %]

ompleted or Enrolled

MAHAXNIHAXNR AT D

e ¥
Secuiy Master

e To move to the next screen, click on the hand icon after saving your changes on
the screen.

e To move to the previous screen, click on the hand icon after saving your
changes on the screen.

Buttons

Button Purpose

Copy Security Settings Provides the ability to copy the security
settings to be assigned to another user.

Find User Provides the ability to find a user in the
system. Users can be found via their name or
User ID.

Remove All Provides the ability to delete all checks from
the selected user.

Grant Inquire Provides the ability to automatically check
the “Inquire”, “Add” and “Maintain” options
to all areas in Course Admin.
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More Security

More Security is accessible from the top menu from any security screen in the Security Master.
More Security is used to navigate through additional screens required in order to create a User

Security Profile.

The hands icons ( / ) are used to navigate menu items Basic 1 though ESS &
Timesheet Web Modules. The remaining screens must be navigated via the More Security menu

item.

Screen Layout

LF info:HR - | T
B+ File = More Security
1 [& élv Basic
e infot Bosce 1999999 System Administrator " Find User
- E Utilities -
B P D Employee # Mame Template :J
Tr Reports ger Manager template TEMPLATE
By Mass Changes 1052 Mansfield, Katherine
B i 1053 Mansglebe_Jayne Employee
Eﬁ g Applicant Tracker ] Report access only
teg c Admmi ders 1027 Saunders. Carep
purse Admin | 1027 Saunders, Carey Supervisor
ESS & Timesheet Web Modules rvisor Supervisor TEMPLATE
199999 System Administrator |TEMPLATE -
Codes
. 999999 Employee # § | | Mame [System Administrator | =
Departments Maintain Inquire
Document Type fduie e % Hourly Entitlements
L K Employee Demographics / Dates X New Hire X X Attend ¥ Add Attend
Follow-ups Menu E Banking 3 [* Attendance History
CElom Eeairs K Dependents [ [ Dollar Entitlements
K Skills x X Other Earnings
Custom Report K Formal Education P X Terminations
= K Salary x [¥ Continuing Education
Requisition ¥ Performance X View Own x X Counselling X View Dwn
/& Followups Menw Code Email Mal 1% ™ Position pe [% Other Infomation X View Own
Fi 7 3 ffi“_ Henefils_ ﬁ fff_ Nati_u_nal chupatinnal Class'ns
Gen Ledger Mast % X Beneficiary x X Position Skills
p SR x ¥ Sick/¥acation Entitlements pe ¥ Position Evaluation
p Help Descriptions i e
515 Label Master ® [X Associations Menu 3 [X Position Master
; x [® Follow-ups P}X View Own
-4 Machine i Master £y % Health and Safety
48 Muliple Dala Sources 3 % Comments X ¥iew Own X Add Comments
p Mew Hire Procedure - - -
ﬁ OHRS Department Mastsr Bemove All Basic 1 Grant All Inquire ‘ Grant All Basic 1
g an Pmdl Country [CANADA, - [~ Employee Number Based Security X Show SIN/SSN
L T - - % Show Birth Date % Show Address
p Province/State Master Timesheet Template |23 - Punchin out = S
3 [ Show Marital Status
ﬁ Root Cause Links
; ﬁ Salary Distribution Master Security Template | TEMPLATE :]'
Eﬁg‘;’g’;ﬂge Vo Passarard Password Expiration Days [99999 | Expiration Date [ [4/30/2285 Last Change [ [7/16/12
I | b bd nak

e Select the item from the dropdown list. A window pops up with details to be

completed.

e Refer to the pages below for details on for each of the below options:
e Codes
e Comments
e Departments
e Document Type
e Follow-Ups Menu
e Custom Features (only available if you have custom development done by HR
Systems Strategies)
e Custom Reports
e Requisition
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Codes Security

Codes Security provides the ability to assign “Inquire” or “Maintain” access to a user. Itis
recommended that not all users be given the ability to “Maintain” all codes. A “keeper of the
codes” should be decided upon. Giving users the ability to “Inquire” on all codes is an
acceptable practice. Since the User has been restricted to which functions they can access,
giving the User access to codes that they cannot see would not cause an issue. Since info:HR is
heavily coded-based, assigning individual Table Codes would be a very time-consuming task.

Screen Layout

Codes Security - Abbott,John

File

User ID 1026 Abbott.John

Description

EDRC ABORIGINAL/VISIBLE MINORITY CODES
SUDE |ACTUAL BRANCH CODES No
EDAB ADMIN BY CODES Yes
EDAS APPLICANT SOURCE CODES Yes |Yes
ADRE ATTENDANCE CODES Yes |Yes
[ADGP ATTENDANCE GROUP CODE Yes
ASRC ATTENDANCE SOURCE Yes |Yes
'WFBD BAND CODES Yes |Yes
BNCD BENEFIT CODES Yes
BGMF BENEFIT GROUP CODES Yes |Yes
EDPT CATEGORY CODES Yes |Yes
ESUT CEU TYPE CODES Yes |Yes
ESCC CO-ORDINATED BY Yes ‘Ye:
COBR COBRA CODES Yes |Yes

ABORIGINAL/VISIBLE MINORITY CODES [V Maintain v Inquire

Close | Edt | 0k | concel| pimt | Remove All | Grant All Inquire Grant All

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Print Will print a list of all records displayed in the
table.

Remove All Will uncheck “Maintain” and “Inquire”.

Grant All Inquire Will grant “Inquire” access to all codes.

Grant All Will grant “Maintain” and “Inquire” access to
all codes.
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Comments Security

Comments Security provides the ability to limit certain types of comments to be maintained or
viewable by users. You may want Comment Types that contain personal information restricted

to a selected group of users and not visible to all.

Screen Layout

Comments Codes Security - Abbott John

File

User ID Abbott. John

Description

AMEX Credit Card

Contract Extension
Corporate Property

Driver's License

Inventions

Keys to LA Office

Name Change

Publication in Trade Journal
Sprint Calling Card

No

|Yes
|Yes

|Yes
Yes |Yes
|Yes
|Yes

Function [~ Maintain I~ Inquire

(Gose | Ed | 0K | Concel| Pint | RomoveAn | GrantAlinquie| Grantan
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
Print Prints a list of all codes displayed in the table.
Remove All Will uncheck “Maintain” and “Inquire”.
Grant All Inquire Will grant “Inquire” access to all codes.
Grant All Will grant “Maintain” and “Inquire” access to
all codes.
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Departments Security

Departments Security provides the ability to provide access to a user to view groups of
employees based on the Selection Criteria. Without this screen being completed, the new User
will not be able to view ANY employee data, including themselves. A User may have up to a
maximum of 50 lines showing in the grid box.

Screen Layout
Department Security - Abbott John

File

User ID 1026 Abbott. John

Department [Union Division Section [Admin B Exclude Employee #

Department Q [l ] secuiy
s Q[
Division Q[ ]
Sesion N —
Admin By Q]

Exclude Employee Numbers 1 [ ]

Include Employee Numbers  §% [ ]

You must choose one of the rows in the table above.
List emplogees to include who are not otherwise part of any of the groups in the table above.

Information Validation

Field Purpose

Department Enter the Department or click on the magnify
glass to select the code from the lookup.
Department “ALL” is reserved for Users who
can view all employees in all departments.

Union/Division/Section/Admin By Enter the code or click on the magnify glass
to select the code from the lookup.
Exclude Employee Number Enter the employee numbers or click on the

icon to select employees from the lookup.
The employee excluded must be part of the
group entered above. For example: Division
1000 is entered; Joe Smith is in Division 1000
but his data should not be displayed to the
user; enter his employee # in the Exclude
box.

Include Employee Number Enter the employee numbers or click on the
icon to select employees from the lookup.
The employee include cannot be part of the
group entered above. For example: Division
1000 is entered; Jane Stone is in Division
1100 but should be displayed to the user;
enter her employee # in the Include box.
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Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.
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Document Type Security

Document Type Code Security provides the ability to provide access to Document Type Codes to
a user. Whenever a new Document Type Code is created, this security screen needs to be

updated.

Document Type Codes Security - Abbott, EE L

File

User ID 221026 Abbott. John

|Description Maintain
cou Counseling
Form 7
Form 9
Job Offer

Function [¥ Maintain

Cose | Edi | ok | conce

[Yes
‘Yes
Yes

¥ Inquire

Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.

Remove All Will uncheck “Maintain” and “Inquire”.

Grant All Inquire Will grant “inquire” access to all codes.

Grant All Will grant “Maintain” and “Inquire” to all

codes.
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Follow-ups Security

Follow-ups Security provides the ability to provide access to Follow-up Codes to a user. If the
Follow-ups screen in Basic 1 is given to the user, this screen must be completed. Whenever a
new Follow-up Code is created, this security screen needs to be updated.

Screen Layout

Follow-Ups Codes Security - Abbott John
File
User ID 1026 Abbott. John
Criminal Ref Check
EDUC Education Alert Yes ‘Yes
HSFU Health & Safety Follow Up Yes ‘Yes
INT Interview Yes iYes
LOA Leave of Absent Yes |Yes
OHS1 OHES Course Due Yes |Yes
PREV Performance Review Yes |Yes
MAT Return from Mat/Pat Leave Yes |Yes
SREV Salary Review Yes |Yes
SICK Sick Exceeded Yes Yes
STAT STAT Exceeded No ‘Nu
[VAC Vacation Exceeded Yes |Yes
|
Function [V Maintain ¥ Inquire
Close |  Edit ] ok | cancel ] Print | Remove All | Grant All Inquire Grant All
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
Print Will print a list of all records displayed in the
table.
Remove All Will uncheck “Maintain” and “Inquire”.
Grant All Inquire Will grant “inquire” access to all codes.
Grant All Will grant “Maintain” and “Inquire” to all
codes.
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Custom Features
This feature may be required only if the organization has implemented certain custom-
developed features.

Custom Report

This feature is only used if:
1. You have built your own Crystal Reports using Crystal Reports Version 8.0.
2. HR Systems Strategies has built custom reports on your behalf.

Screen Layout

Custom Reports Security - Abbott,John
File

User ID 1026 Abbott.John

Function
Attendance Audit Yes
Attendance-Project Code Audit
Jenn's FSA Report

NGS Audit Report

Security

'Work Schedule Disc - By Div/EE
'Work Schedule Discr - By Div

L[

Function v Inquire

l| close | Edit | ok | concel| pint | Grant All Grant All Users
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
Print Will print a list of all records displayed in the
table.
Grant All Users Will grant “Inquire” access to all Users that
are currently set up with a security profile.
Caution is advised if selecting this button.
Grant All Will grant “Inquire” to all reports for the
specific user.

Version Effective: 8.2 Page 97



info:HR Setup User Manual

Requisition Security

Requisition Security provides the ability to provide access to a user to view Job Requisitions
based on the Selection Criteria. Without this screen being completed, the new User will not be
able to view ANY requisition data. A User may have up to a maximum of 50 lines showing in the

grid box.

File

Requisition Security - System Administrator

User ID 999999999

System Administrator

Pasition Type |Union Position Group | Position Status | Exclude Position Codes Include Job Codes

T 2
Pasition Type Q Administration
Urion al ]
Position Group a1
Fosition Stalus al ]
Excluds Position Codes a |
Include Job Codes =y |
You must choose one of the rows in the table above.
List positions to include which are not otherwise part of any of the groups in the table above.
Close Edit 0K Canc HNew | Delete| Print
Buttons
Button Purpose
Close Closes the table.
Edit Allows editing of any details.
OK Saves changes made during the New or Edit
function.
Cancel Will stop any actions taken.
New To enter a new record.
Delete To delete a line.
Print Will print a list of all records displayed in the

table.

Version Effective: 8.2 Page 98



info:HR Setup User Manual

Email Setup

If the ESS and/or Timesheets modules are use, this screen must be completed. The information
needed on this screen would be provided by IT. Also, there is an ability to import this
information via an Excel spreadsheet.

Screen Layout

© infoHR - [Email Setup]

& Fle NewEmployee Edit Move Find Import/Export Applicant Tracking Windows
OR&% DE-X|t +R-WE

User ID 1012 King. Deborah Find User

User ID: 1012 King, Deborah Supenisor w
3 debk@hiss com
mail hosting ca Fiom Company Preference.

Update ALL SMTP Info. from Company Preference |

Information Validation

Field Purpose

User ID Enter or use the lookup to select a User ID.

Superior Check if the user has the ability to approve
ESS Requests or Timesheets.

SMTP Server Enter the server name or IP Address of your
Exchange server.

SMTP User Name Only entered if your Exchange server requires
this information.

SMTP Password Only entered if your Exchange server requires
this information.

SMTP Port Only entered if your Exchange server requires

this information.

Buttons
Button Purpose
Find User Provides the ability to search by User ID.
From Company Preference Provides the ability to update the SMTP

server information from the Company
Preference screen if it is present.
Update ALL SMTP Info. From Company Provides the ability to update the SMTP
Preference server information for all user ID’s from
the Company Preference screen if it is
present.
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View STMP Log

STMP logs are automatically created whenever info:HR sends an email. Its purpose is to record
whether or not the Exchange server was able to send the email message. This log is normally

viewed by IT whenever there is an issue that emails are not being received. To interpret the log,
call HR Systems Strategies’ support desk for assistance.

Two possible screens could pop up. They are:

E| SMTPLOG.TXT - Notepad =-EHE
File Edit Format View Help

Connecting to mail.infohr.com port 25
ERROR - Timed out. State: Connecting to SMTP server

e Displays the mail server, port and status of the email.

No Log Found [

No SMTP Log found. This log is created automatically when an email is
! . sent during termination.

This message could have multiple meanings. If the Email Setup does not exist, the SMTP
log will not be created.

e Contact HR Systems Strategies for support.

Date: 210819 HR Systems Strategies Inc.

Page: 1
Time: 2:27:356 PM SMTP Log RZSMIELOG
Changed
Source Status Date Time Changed By
Enter Leave - Abel, Alex Connecting te cutbound1.ceryx.com part 25 11720114 14:38:38 999999999
Enter Leave - Andarson, Connecting to outbound1.ceryx.com port 25

TiB31T 08:13:24 999999999
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Table Master

This function is used to maintain the coding structures within info:HR. The coding structures can
be maintained on the data entry screens as well. It is strongly recommended that table coding
structures are maintained via their data entry screen and not via this function. The Table
Master report will identify each table code and the associated user entries.

Screen Layout

O

Paint

1
[ I I | Eind
% [

e Course Codes Dnly

Information Validation

Field Purpose

Table Mnemonic code for the table.

Code User create table entry.

Description Description of the table entry.

Incentive Not used.

Seniority/Absent/Emergency Leave/Point Used for Attendance Reason Codes to
identify:

1. Seniority hours

2. Absent hours

3. Emergency Leave Reason Codes

4. Point values if Attendance Reason Code
is used

Inactive Code

Used to identify codes no longer in use but
cannot be deleted

due to the codes still assigned to master file
data. Any code marked “Inactive” appears in
red in the table lookup.

Course Codes Only

Check this box to show only Course Codes.
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Buttons

Button Purpose

Close Closes the table.

Edit Allows editing of any details.

OK Saves changes made during the New or Edit
function.

Cancel Will stop any actions taken.

New To enter a new record.

Delete To delete a line.

Print Will print a list of all records displayed in the
table.

Version Effective: 8.2 Page 102



info:HR Setup User Manual

Work Schedule Rules

This feature is used in the ESS and Timesheet modules. Prior to turning this function on, you
should set up a test environment to review how the options will work in your environment.
There are Application Settings and Security Profile settings that need to be considered, too.

Step 1 - Identifying Employment Status Codes

To use Work Schedules, you must identify which Employment Status codes can have a Work
Schedule assigned to them. It is recommended that a NEW Employment Status code be created
for work schedule purposes.

To identify the Employment Status used in Work Schedules, complete the steps below:
1. Find an active employee.
2. Open the Status/Dates screen found under Basic Information.
3. Click on the magnify glass across from Employment Status.

EMPLOYMENT STATUS CODES | S —1 N -
D |Deactive
INAC Inactive
UNE Leave without Benefits
MAT aternity
MIL |Military Leawe
REG |Pegular
TEMP |Temp
AWE |'wWork Schedule
==
! =
\Work Schedule =

e Either create a new code or find a code that will be used by Work Schedule.
e C(Click on Edit and check the Work Schedule checkbox.
e Click on OK to save.
4. Once the Employment Status has been identified, go to each employee record that will
use a work schedule and make sure that the Employment Status uses the correct code.

Step 2 - Application Settings (ESS)
All Application settings should be reviewed but the settings below need to be set correctly in
order for the Work Schedule logic to perform as designed.

55. Use Release 4.0 logic: of -
56. Use Work Schedule: on -
57. Ablways Ignore Weekends in ESS: of -
58. Always Ignore Stat Holidays in ESS: of  «

69. Allow Work Schedule Time Yes ¥
Exceeded :

® [tem 55 must be set to Off.

® [tem 56 must be set to On.

e [|tems 57 & 58 setting will depend on whether or not a Work Schedule includes a
weekend or stat holiday. If an employee is scheduled to work a Saturday or Sunday,
Iltem 57 must be set off. If your organization is open during stat holidays, Item 58 must
be set off.

e Item 69 is dependent on your organization’s policy on working extra time.

Version Effective: 8.2 Page 103



info:HR Setup User Manual

Step 3 - Creating Rules

One or more rules can be created based on a combination of Employment Status and Category.
An Employment Status must be marked as a usable code for Work Schedule. Refer to step #1.

Screen Layout

infotiR - Work Scheduie R
& Fie NewEmployee Edt Move Find Email Import/Export Applicent Tracking Windows
OR&E$ DEH=-X - EE

ErplomentSaus @ WS ] Wotk Sl

FTRTAEMRAT @

Vacation Requests

I Single Day Roguests graves Work Schedule

w Schedule

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

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

Rule Definitions - Vacation Requests:
Single Day Request Ignores Work Schedule
e |f checked, a one-day request does not read the employee’s Work Schedule. The “Hours
per Day” comes from the employee’s current Position.

Default ‘Hours’ from Work Schedule
[ ]

If checked, whenever a new Vacation Request is opened, the “Hours per Day” displayed
in the request will default to hours assigned to the employee’s Work Schedule for that
day of week.
o Ifthe Request’s From Date is not the first day in an employee’s Work Schedule,
the “Hours per Day” will be blank until the To Date is entered.
o Once the To Date is entered, the “Hours per Day” will be calculated using the
employee’s Work Schedule.
o Hours per day will actually show the total number of working hours based on
the date range entered.
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Override Work Schedule ‘Hours’
e If checked, the employee has the ability to overwrite the calculated “Hours per Day”.
For example:
o If a multi-day request is made and the employee overrides the hours, the
system consumes the hours per day up to the amount entered by the employee.

= Scenario #1: An employee works 7 hours per day and makes a request
for Tuesday to Thursday. The employee changes the 21 calculated
hours to 17 hours. On approval, the system would apply 7 hours to
Tuesday, 7 hours to Wednesday and 3 hours to Thursday.

= Scenario #2: An employee works 7 hours per day and makes a request
for Tuesday to Thursday. The employee changes the 21 calculated
hours to 23 hours. On approval, the system would apply 7 hours to
Tuesday, 7 hours to Wednesday and 9 hours to Thursday (2 hours
greater than their Work Schedule hours).

Always Ignore Weekends (Overrides Application Settings)
e |f checked, any Vacation Request date range that crosses over a weekend will ignore
Work Schedule hours for Saturday or Sunday.
e Caution is advised prior to checking this option.

Always Ignore Statutory Holidays in Holiday Master (Overrides Application Settings)
e If checked, any Vacation Request date range that crosses over a Stat Holiday as defined
in the Holiday Master will ignore Work Schedule hours for that day.
e Caution is advised prior to checking this option.

Rule Definitions - Time Requests:
Single Day Request Ignores Work Schedule
e If checked, a one-day request does not read the employee’s Work Schedule. The “Hours

per Day” comes from the employee’s current Position.
e [f the request is a multi-day request, the Work Schedule hours are calculated depending
upon the “Reason” selected.
o Ifthe Reason entered is a non-absent reason, the system ignores the Work

Schedule hours of the employee and uses the hours per day from the
employee’s current position. The employee should be able to override these
hours. An example of this type of request would be a Time Request for
Overtime.

o Ifthe Reason entered is an absent reason, the system checks the date to see if it

matches the Work Schedule. An example of this type of request would be a
Time Request for Sick.
= Asingle day request ignores the Work Schedule regardless of the absent
setting.
= A multi day request checks the Work Schedule to calculate the total
hours absent.
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Default ‘Hours’ from Work Schedule
e Works the same as the Vacation Request rule.

Override Work Schedule ‘Hours’
e Works the same as the Vacation Request rule.

Always Ignore Weekends (Overrides Application Settings)
e Works the same as the Vacation Request rule.

Always Ignore Statutory Holidays in Holiday Master (Overrides Application Settings)
e Works the same as the Vacation Request rule.
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