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Biographical 
 

In this module we will cover: 

1. Menu and Window Overview 

2. The Add Employee Wizard 

3. Maintenance Windows 

Menu & Window Overview 
Outcome:  To explain where you could find a report detailing employee skills. 

  Explain where a payroll person would look for data on an employee 
 

 
 

Personnel Maintenance 
At this point we are merely providing an overview of the windows at a later stage the data 

entered using the wizard will be reviewed in the windows. 

 

1. This level contains windows used to maintain data 

A. Maintain Personnel Details 

1) This is used by a person looking after the Administration details for an 

employee  

B. Maintain Employee / Client Special Rates 

1) This is used to setup special pay rates when a specific employee works for 

a specific client 

C. Maintain Personnel Availability 

1) This is used by a person maintaining the schedules 

D. Maintain Personnel Rates 

1) This is used by a person looking after Payroll details 

E. Maintain Operational Details 

1) This is used by a person maintaining the schedules 

Personnel Enquiry 
1. This level contains a summary information window 

A. Personnel Summary 

1) This is used by person looking after Payroll details 
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Personnel Reports 
1. These reports cover 

A. Employee Skills report 

B. Licence Register 

C. Employee Masterfile reports 

D. Employee Details 

Biographical Processes 
1. This option allows you to: 

A. Transfer an Employee 

B. Classification Codes Delete 
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Add Employee Wizard 
 

Outcome: Demonstrate how to create an Employee using the “Add Employee 

Wizard” 

Completing the Wizard 
 

The “Employee Wizard” will prompt you for all the required details necessary to construct an 

employee record. 

Practice 
1. To create an employee, click “Wizards” in the lower part of the left navigator view 

2. From the choices available on the right, double click “Add Employee” 

 

 

 
 

 

Fields to Note 

Company or 

Entity 

Select the name of the organisation that will be used to pay the 

employee (your Company). The value will default to the 

current company. 

Manually 

Assign Number 

Check this option to enter your own employee number. If not 

checked the system will assign an employee number 

automatically. 
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Fields to Note 

Setup Payroll At the end of the wizard an additional 2 windows will be 

displayed prompting you for information about Pay Cycles, 

Account codes and Tax file information for the employee. 

Setup 

Superannuation 

At the end of the wizard an additional window will allow you 

to setup company and employee superannuation payment 

details. 

 

1. Complete the fields as per the example and click the Next button to continue 

completing the wizard 

 

 

 
 

Fields to Note 

Preferred 

Name 

A name such as a nickname or an abbreviation that the 

employee prefers to use. 

Former 

Name 

The name the employee used before their current name. 

Previous 

Name 

The name the employee used before their former name. 

 

2. Complete the fields as per the example and click the Next button to continue 

completing the wizard 
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3. Complete the fields as per the example and click the Next button to continue 

completing the wizard 

 

 
 

Note: If you wish to use our SMS module a contact type of Mobile must be setup. 

 

4. Double click the “Contact” to display a list of available contacts types 

5. Complete the fields as per the example and click the Next button to continue completing 

the wizard 
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Fields to Note 

Photo ID This field is used to select the graphics file containing 

the employee’s photo. 

It is advantageous to have a photo file numbering system 

that will make it easy to find the correct employee. 

Default cost 

Centre 

This is the General Ledger cost centre to be used with 

this employee. 

 

Subcontractor 

If a value is selected in this window the employee’s pay 

will be made as a payment to the selected subcontracting 

company and will not appear in the pay run. 

On Call The employee is available to be called up to do 

additional work. 

Long Week The employee is prepared to work additional days in a 

week. 

Close Shift The employee will work until the client decides that the 

business is closed for the day. 

Long Day The employee is prepared to work additional hours in a 

day. 

 

6. Complete the fields as per the example and click the Next button to continue 

completing the wizard 
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7. Double click to display a list box for 

A. Licence 

B. Skills 

C. Role Code 

D. Locations 

 

Fields to Note 

Licence Required training for a position. Typically the training 

must be reviewed or renewed at regular intervals. 

Skills Required training that does not expire. 

Role 

Code 

The type of work the employee can perform. 

Location Preferred work area(s). Geographical locations within the 

company’s customer base. 

 

8. Complete the fields as per the example and click the Next button to continue completing 

the wizard 
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Fields to Note 

Pay Cycle Employees pay period. 

Payment 

Method 

“Electronic” will change “BSB”, “Account Number” 

and “Account Name” to required fields. 

 

9. Complete the fields as per the example and click the Next button to continue 

completing the wizard 

 

 
 

Fields to Note 

Tax 

Rebates 

Consult the Australian Tax office for definitions and 

applicability of the various fields. 

Rebates This is a dollar value taken as a rebate every pay  

10. Complete the fields as per the example and click the Next button to continue completing 

the wizard 
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11. Complete the fields as per the example and click the Next button to continue completing 

the wizard 

 

 
 

12. Click the Finish button to create the employee 
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13. Click the Ok button to acknowledge creation of the client 
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Maintenance Windows 
 

Outcome:  List windows that may be used to change an employee’s photograph 

   State where you could find an employee’s “Next of Kin” 

   State where you could store employee notes 

   State where you would find an employee’s “Work Preferences” 

Overview 
 

These windows are used to update data entered through the “Employee” wizard and add 

additional data not required in the wizard. 

 

Following is an overview of fields available from the indicated windows and tabs within these 

windows. 

Maintain Personnel Details 
 

 

1. Gallery Gallery button 

A. Click this button to display the picture gallery 

B. Click on a picture to select it 

 

C. Click the Ok button to assign it to an employee 
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2. The “Address” tab 

A.  This is the default tab when the window opens 

3. The “Phone” tab 

 

 

4. The “Employment” tab 

 

 
 

Fields of Note 

Inactive Check this box to stop this employee from being 

displayed or used by the system. 

 

5. The “Specs” tab 
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6. The “Next of Kin” tab 

 

 

7. The “Dependants” tab 

 

 

Maintain Personnel Rates 
 

 
 

1. Position tab 

A. This is the default tab when the window opens 
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B. It shows the employees current classification and current employment type 

2. Rates tab 

A. This window shows current rates based on the classification code selected 

 

 

3. Allow/Dedns tab 

A. Double click a row to select an Allowance / Deduction then complete the 

remaining fields 

 

 

4. Payments tab 

A. This table shows a history of payments made to this employee 

 

 

5. Super tab 

A. This table shows a history of payments made to this employee superannuation 

fund 

 

 

6. Tax tab 

A. This tab shows details for the employee’s payment summary 
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Maintain Personnel Availability 
 

This window provides a year planner view of the employee. 
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Maintain Operational Details 
 

The purpose of this window is to keep records of the employees day-to-day work activities. 

 

 

1. Set Inactive button 

A. Click to set the employee inactive or active 

2. Availability button  

A. Displays the “Maintain Personnel Availability” window 

3. Preferences button 

A. Sets employee scheduling preferences 

B. This window is primarily used with the “Optimised Scheduler” – an additional 

PowerForce module 

4. Next of Kin tab 

A. This is the default tab when the window opens 

5. Specs tab 

A. Lists licences held by the employee 

B. In PowerForce a licence is training that must be renewed i.e. it expires 

C. Double click an empty row to add a new licence 
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6. Exclusions tab 

A. These fields display a list of sites from which the employee has been excluded 

B. Double click Location to select a client 

C. Tab across as you complete the row 

 

 

7. History tab 

A. This tab lists sites the employee has worked 

 

 

8. Personal tab 

 

 

9. Education tab 

A. Lists skills held by the employee 

B. In PowerForce a skill is training that does not need to be renewed i.e. it does not 

expire 

C. Double click an empty row to add a new licence 
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10. Preference tab 

A. This window is primarily used with the “Optimised Scheduler” – an additional 

PowerForce module 

 

 

 

 

 

11. Profile tab 

A. Allow the user to define details about an employee 

B. This window is primarily used with the “Optimised Scheduler” – an additional 

PowerForce module 

 

 

12. Phone 

A. To make use of PowerForce SMS module an employee must have a mobile phone 

defined 

 

 
 

 


