Biographical

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

‘1 Biographica
Perzonnel Maintenance
Perzonnel Enguiry
Perzonnel Repoarts

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.

B.
C.
D

Employee Skills report
Licence Register

Employee Masterfile reports
Employee Details

Biographical Processes

1. This option allows you to:

A.
B.

Transfer an Employee
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”

Add Employee Wizard

Add Employee Wizard

2 * Specify the company or entity that will employ this FwRTEN =
P pErson

L Indicate how pou want to assign a number to this person

I _,_,,'"-,1 " Manually Azzign Mumber &+ Auto Azzign Mumber

\"'., Do wou want to getup Payroll Information at this time i Yes o Mo
q lI|II:|II
' / \ Do v'ou wish to get up Superannuation Information at this tine (* ’YE$ " Mo
rd
All Prompts which are bold and have | st | Cera]
an asterisk are REQUIRED Fields = s

Fields to Note
Company or Select the name of the organisation that will be used to pay the
Entity employee (your Company). The value will default to the
current company.
Manually Check this option to enter your own employee number. If not
Assign Number | 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 At the end of the wizard an additional window will allow you
Superannuation | 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

Enter in The perzons Detailz

= First Name |J|:|HN |
Middle MName |F'ETEF| |
= Surname |PFm|:T||:E |
Prefered Mame |PETEH |
Title MR -
Former Mame |BILL PRACTICE |
Previous Mame [BILL TRAINING |
Date of Birth 12/011975
Marital Status S'NGLE =

Fields to Note

Preferred A name such as a nickname or an abbreviation that the
Name employee prefers to use.
Former The name the employee used before their current name.
Name
Previous The name the employee used before their former name.
Name

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

completing the wizard
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Thiz zection accepts Addrezs and Residency Details

Address 1213 Mocking Bird Lane
Suburb |PﬁHHﬁMﬁTTﬁ
State M5 FPostcode 21580
Country BUSTRALIA -
Citizenszhip WAUSTRALLAN -
M ationality MEw ZEALAND -
[ Resident
[ wiark Permit
3. Complete the fields as per the example and click the Next button to continue

completing the wizard

Enter in any Relevant Contact Details

Contact I Mumber I Maotes
HOME 02 9635 5922 -

LT e [ |

Enter in any Relevant Relative and Mest of Kin Detailz

Contact Mame l Mumber l Fielationship
Faul Traininig 2 9786 5446 Brother -

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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6.

Thiz Section Accepts Employment Details

= Date of employment

Ermployment review date

* Type of Employment

04/02/2002 -
0EADS/2002 -
FULLTIME -

* Classification of Employment L%'L1 -

Default cost centre

Subcontractor

v On Cal

v Long'week

m -

-l

[ Cloze Shift

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 This is the General Ledger cost centre to be used with
Centre this employee.
If a value is selected in this window the employee’s pay
Subcontractor 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.

Complete the fields as per the example and click the Next button to continue
completing the wizard
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Enter in any ¥alid Licencesz held by the Employee

License I M umber I E wpiry
SECL 123456 2112/2004 -
| |
I -
Enter in any 5killz held by the employee
Skil | attained | Comment
CRwD 1201 ,/2000 “
I
I -
Enter in any S5pecific Rolez the employee iz qualified for
Rale Code I Dezcription
5G “
|
= -
Enter in any Specific Areaz the employee can work
Location I Dezcription
1_CED N
|CITY
|

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 The type of work the employee can perform.
Code

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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Payroll Proceszing details

Pay Cycle WEEKLY -

Pay Advice Style f« Detailed  Summary
Advice Delivery f* Prnted 1 Emailed
Payment Method " Cash
" Cheque
f* Electronic
BSB |000-000 |
Account HNumber |123-4EE |
Account Name [BILL TRAINING |

Fields to Note
Pay Cycle Employees pay period.
Payment “Electronic” will change “BSB”, “Account Number”
Method and “Account Name” to required fields.
0. Complete the fields as per the example and click the Next button to continue

completing the wizard

Thiz Section Sets up Tax File Humber Reporting

Tax File Murmber 1273 455 789 741 [v Authority to give TFM to Superannuation Fund

Ea:-: W aiver Y v Australian Resident for Tax Purposes
ate il
[+ iTax Free Threshold Claimed

Tax Table ] -
[ Student Financial Suppoart Scheme

[~ Do youw have a HECS debt

Tax Rebates

[ Family Tax Benefit Claimed
[ Zone, Dependent Spouse or Special Rebate?

[ Annity or Superannuation Pension Rebates?

Rebates

Fields to Note
Tax Consult the Australian Tax office for definitions and
Rebates 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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Thiz Section Setz up Superantuation Detailz

Company Contribution

Superannuation Fund AP -
Falicy Murnber 123-789
Yoluntary T -

Superannuation Fund

Palicy Mumber 783456

Contribution 'W/ill be {* Before Tax
(" After Tax

Contribution Per Pay 15.00

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

Add Employee Wizard

All the required details have been
entered to create a new employee.

} 1 Choose FINISH to create the employee
|\ or BACK to change details

Back Cancel

12. Click the Finish button to create the employee
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Message

'f Mew Entry 017 Created
]

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

Personal Detail=s

Employes Mo VWR-002 = Marme: |.6.NTHDNY a0AMS

Surname First name tiddle Mame Prefered
[ADAMS | [ANTHONY [OHN [TONY
Sew I arital Status D.OE.: Age:

IMaLE ~] IMSRRIED =] |24,=t|3,=1 978 |25Yr, Bhdths

|/ Address T Phone ][EmplaymentT Specs TNE:-:t DfﬂinTerendants]

Title: |MR w | Former Mame: |TDNY BARTLETT Pres Mame: |JDHN BOYD
Addiess: 7313 \ocking Bird Lane County:  |NEW ZEALAND v | W Resident Gallery
Citizenship: | ﬂ [ “work Permit Save
Suburh:
P FRAMATTA Natioralty [NEW ZEALAND  w | Clear
State:  |2150 Postcade: lm Exit

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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Photo Gallery 22 Images / Page 1

T File Mame ]

x)

F'reu

Canu:el

2. The “Address” tab

A.
3. The “Phone” tab

This is the default tab when the window opens

Type I M umber I Motes I
HOME 2578 B985 -
MOBILE 0412 BE9 785 |
4. The “Employment” tab
Employing compary:  Employment date: Termination date: Service:
F+/FTRH |EI?£EI1 f200z | |1Yr, Thiths
Termination Feazon
[ Inactive lﬁl [ Re-Hire
Subcontractor; Badge Mumber Default cost centre Employment type:
I =] ] I | [EnTERFREE -
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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Lizenze type | Dezcription l Mumber l E =piry l
SECL Standard Security Licenze k.-45396 28M1/52004 | -
DL Drivers Licenze [-45836 15/08/2004 |}

6. The “Next of Kin” tab

Relatives name l Contact l R elationzhip I
Helen Adams 2578 6335 Spouse -

7.  The “Dependants” tab

Dependantz details

Surname I First name I R elationzhip I Birthdate
Adamz Jimmny Saon 237021993 -

Maintain Personnel Rates

Personal Rates

Employes Moo [FyR-006 = Name:  fusILLIAM ADAMS

Surnarne Firsthame Middlenarne Prefermed
[ADAMS | [WILLIAM [OHN [BILL

Sew Marital Status Birthdate Age:

IMaLE ~] |SINGLE ~| |pzns7z |31, Etths

[ Fozition T Rates Tﬁllows’DednsT Ea_l,lmentT Super T Taw T Motes ]

Save
Active Clazsification Code:
Drate Hired 14401 /2002 Cancel
10 ~| [ENTERPRISE GUARD L1 4—
Active Type of Employment: . Exit
Daily Base Hours: 42 00 Per'week: 4200
|ENTEHPHI ﬂ |F'erm Enterprise Baze Hours Owerride: [ Apply to all Clazses

Gallery

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

St Satar Efsannints g

Mormal Hourly Rate: [12.6800 Mormal Hourly B ate: Pay cycle: EEELY -
Dvertime 1: 209500 Owertime 1: MmlHrs/Pay  [42.00
Overtime 2; 209500 Owertime 2; Cost Centre |j1 -

Qvertime 3: 27.1600 Owertime 3:
Overtime 4: 0000 Owertime 4

3. Allow/Dedns tab
A. Double click a row to select an Allowance / Deduction then complete the

remaining fields

Code | spit ||

.3

Dezcription I At I Amt/Pay I Start I End I Balance
First Aid 10.87 10.87 01/02/2002 N

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

Payment kethod Fay Advice
™ Cazh f+ Detailed * Printed
™~ Cheque " Summary  © Emailed
{+ Electroni
EEen [~ Print Bank Details on Pay Advice Bt Pemer: D
Bank bzb I Bank./Branch I Account Mo I Account name I Aot I
11012044 AWZ PARRAMATT, 314687 WILLLAM ADAMS .00
2
5. Super tab
A.  This table shows a history of payments made to this employee superannuation
fund

Compaty Super Fund  Fund Mame Contribution®  Policy Mo

[EMP ] |AMP |E|.IZIIZI |321 E4E1

[v &uthority to Release TFM to Super Fund

Yolunkary Superannuation

Fund I Fund name I Folicy Mo I Tax I Amnaunt I
1 T Tower Life 1859-4589 Before Tax 15.00
2
6. Taxtab

A.  This tab shows details for the employee’s payment summary
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Tax file number: [254 125 789 38
Tax waiver date: [[14/01/2002 -

T ax table: ﬁz =
Rebates: .0n

[v Tax Free Threzhold

[ HECS Deht

[~ 5F55

[ Zone/Dependant Rebate

[ Superannuation/annuity Bebate
[ Family Tax Eenefit

[v Resident for T axation Purpozes
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Maintain Personnel Availability

This window provides a year planner view of the employee.

Availability Planner for ANTHONY JOHN ADAMS PR -002 p m -
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Maintain Operational Details

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

Employee Operations <Active>

Employes: First hame: Middle name: Surnarne;
| PVWR-002 j |.-‘-‘«NTHDNY |JIIIHN |.-’-'«D.-’-'«M5
Prefered name Prazitian Cozt Centre Payrall Carmparmy
|TONY [ENTERFRISE GUARD |1 | [POWERFORCE TRAINI
Addressz: |1313 Maocking Bird Lane Ermployrent Date Termination date _

Birth date Review date
Subwb:  [PARRAMATTA | ~| |08 APR 2002 ~|

Galleny

State [NSW | P2 [2150

(Ne:-:t DfEin[ Specs TEHclusions]f Histony TEersu:unaI [EducatiunTEreferenceT Frofile ]f Phone 1

Relatives name | Contact I Relationzhip Save

Helen Ad 2578 6385 5 - .
elen Adams PoUEE = Exit

Set Inactive

Ay ailabiliby

- Preference

il

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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Licenze type I Dezcription I Murnber | E wpiny I Image I
SECL Standard Security Licenze K.-45336 28,/11/2004
DL Drivers License I-453836 15/08/2004

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

Location I M ame | From Datel ToDate I Reazon |
PO -TAS POWERFORCE TAS 140242002 offended client

7.  History tab
A.  This tab lists sites the employee has worked

Lu:u:atiu:unl Marme | Dates I Hours IEriefedI Date IHatesI
POW-MSW POWERFORCE MSW  /02/2002-26/04/20 33425 Yes 2472002 Mo

8. Personal tab

Wiork Motes Other Motes
Presents well to the customer - use Doing a management course at TAFE -
when our image is important mayhe handy in the office

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

Skill I Dezcription I Attained I Comment I Image
CRWD  Crowd Control 02/06/193: "
STATIC  Static Guard 2308195 |

< | ,
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10. Preference tab
A.  This window is primarily used with the “Optimised Scheduler” — an additional

PowerForce module

Pref
Ruole | D escription | Region | Description | references
GEN_SECURIT General Security CEBD Central Buziness Dis [v OnCall
- - Ehe Ciy - Gigneral ¥ Close Shifts

EaST E aztern Suburbs
[w Long'week

[w Long Day

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

Code l Descriphion | Criteria l
HGT Height 175cm
LAMG Language Englizh
LaMG Language French
12.  Phone
A. To make use of PowerForce SMS module an employee must have a mobile phone
defined
Type l Murnber l Motes |
HOME 2h7aE B985 -
MOBILE 0412 BE9 785 |
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