Biographical How-To

Biographical How-To

How to Add a Required Qualification to an
Employee

Outcome: Demonstrate how to add a license, which will expire, to an employee

Use When

By defining “Specs” for an employee you will receive reminders when licences expire and
warnings if employees don’t meet required “Specs” at sites they’re allocated to.

Procedure
1.  Open “Biographical / Personnel Maintenance / Maintain Personnel Details” from the
navigator

Personal Details g@@

Employes Mo [SUVR.012  « Name  JOHN LITHGOW

Surname Firzt Mame iddle Mame Freferred
LITHGO [JOHN | |
Sex tdarital Status D.0.B. Age
MALE w SIMGLE W |‘l E/02/1972 |32Yl, T1Mths
e ——
[ Address T Phone Tgmplaym 3 {Specs! T ext of Kin Tgependants][ Positions 1

Licence type I Dezcription I Murnber l E xpiry
SECL Standard Security License 253574 23/06/200 Gallery

Save

Clear

Exit

2. Select the employee
3. Click B the “Specs” tab
4. Double click i a blank cell under the heading “License Type”
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Accreditations P§|
Code Dezcription QK
1 rs
2 10L Dirivers Licensze
3 JELECT Electrical Licence
4 [FAIDT First Aid Level 1
B [FAIDZ2 Firzt Aid Lewvel 2
B _[FAID3 First Aid Level 3
7 | GAME Faming License
3 JIMNOQAGENT [hiquiry Agents Licence
9 P4 Piztal Accreditation
SECCOMS Combined Security Licence - H5| %

5. Select a code from the list
6. Tab to “Number” and enter the licence or certificate number

7. Tab to “Expiry” and enter the expiry date

8. Click B

How to Change an Employee’s Address

Outcome: Demonstrate how to change an employee’s address

Use When

When an employee changes their home address use this procedure to update their details.

Procedure
1. Open “Biographical / Personnel Maintenance / Maintain Personnel Details” in the
“Navigator”

2. Click the “Address” tab
3. Select the employee using “Employee No:”
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Personal Details

Employes Mo [SVR012 .« Marmie |JIIIHN LITHGOW

Surname Firzt Mame tiddle Hame Preferred
LITHGO [JOHN | |

Sex b arital Status D.0.B. Age

b LE w SIMGLE w |1 B/02/1972 |32Yr, 11hdths

{hddress! Phone TEmpIo}lmentT Specs TNe:-:t of Kin Tgependantx]f F'gsitiu:uns}

Title |MR | Former Mame | F'revName|

Address [ 56 Brighton Street County  |PUSTRALIA v | [ Resident
Citizenship w | []wiork Permit
Aubrb |HDHNSBY M ationality w

State MHSW/ + | Postcode  |2077

Gallery

Save

Clear

Exit

4.  Change individual address details

A. Highlight the existing data ‘B
1) See “Address” field above
B.  Type in new information
C. State maybe changed by using the list box

5. Click *D

Global Allowance / Deduction Update

Outcome: Demonstrate how to create an allowance for a group of employees.
Explain how to prevent an allowance from being applied to a system-selected

employee.

Use When

Use this procedures to add an allowances or deductions for a group of employees instead of

one by one.

Overview

Enter Parameters

Check Selection
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Procedure

Enter Parameters

1. Open “Payroll / Tools / Update Employees/Allowance” from the “System Codes” menu

Update Employee/Allowance EI [E| E|
“Selection
Pay Class [ v @AND  O0R Employee Type |ENTERFRISE v
* .ﬁé:;;-;ance MEAL w |Meal Allawance | Frink On Advice
* Method AMOUNT 3 * Effective Date |01/01/2005  « ERREEETE
() Apportion
) () Employess
= Amount £.50 | Walid To w () Comparys
Motations  |Increase Meal Allowance for all Opening Balance
L1 Enterprise Guards |
Check, First
Current Balance
|
Hequired hields are marked with an astenisk *

2. Enter “Selection” criteria
A. Employees will be selected based on this criterion
B.  Select a value for
1) “Pay Class”
or
2) “Employee Type”
or
3) Both
C. Select “AND” or “OR”

AND — must have the same “Pay Class” and “Employee Type”
OR — must have either the same “Pay Class” or the same “Employee Type”

3. Select an “Allowance Code” to be added to the employees
4.  Select the “Method”

“Amount” — a fixed amount every pay

“Reducing” — an amount reducing from a total every pay

Enter in the amount

Set the “Effective Date”

Set the “Valid To” date (if required)

5
6.
7.
8 Add a “Notation” if desired
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Check “Print On Advice” if you want the allowance to print on the employees “Pay
Advice”

Select a “Cost Centre” if using the General Ledger module

Choose either the button or P7 I button

A.

10.
11.

Check First

1) This button allows you to review the selected employees
2)
Update

1) This button will update the employee records without reviewing the
selection

Check Selection
1.

See the following section for more details

If you choose “Check First” then the second screen will be displayed
A. It shows all selected employees according to your selection criteria

Update Employee/Allowance

*Selection
Pay Class ||1 0

v|  ®eND OoR Employes Type |ENTERPRISE

Affected Employess

I I Type I |lpdate | Reasan

Employes Id | R E Pay Clazs

PR -005
FwfR-003
/R -004

ALISOMN ADAMS
JOHM ADAMS
DEEBEBIE ADAMS

ENTERFRISE |“es
EMTERFRISE |“es
ENTERFRISE |“es

10
ENTERPRISE Mo

WILLIAM ADAMS

P/ B-006

Check. First

‘

De-Select Al

]

] [ Jpd Selected ]

Allowance Detailz

[ Wiew Current Allowances I

|
| Selectal

HEH

== 3 Employes(z] will be affected when update
E it

2. On this screen you can:
A. Double click i in the “Update” column, for a specific employee, to toggle the
update flag between “Yes” and “No”
B. Click “B [ Deselctar | to set all records to “No”
1) Flag specific employees as desired
Emplu:u_l,leelu:ll M ame I Fay Clazs I Type I Update I
1 |PwWR-005  ALISON ADAMS 10 ENTERPRISE No
2 _IFwR-003  JOHM ADAMS 10 ENTERPRISE Mo
3__IPwWR-004 DEBBIE ADAMS 10 EMNTERPRISE Mo
4 [|PWR-006  WILLIAKM ADAMS 10 ENTERPRISE Mo
C.  Click® [ Sekcta to set all records to “Yes”
1) Set specific employees to “No” as desired
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Emplu:u_l,leeldl I ame I Fay Clazs I Type I |lpdate I
PwiR-005  ALISOM ADARMS 10 EMTERFRISE ‘ez
2 JPwR-003  JOHM ADAMS 10 EMTERFRISE ‘“res
2__|PwR-004 DEBBIE ADARMS 10 EMTERFRISE ‘“res
4 JPwR-006  WILLLAK ADARS 10 EMTERFRISE ‘“res

D. Select an employee and click Ry [ view Curent Aowances |
1) This will open the “Employee Standard Deductions and Allowance”
window
2) Review current allowances/deductions before the update.

E. Click L/Ej the button to return the first screen

F. The number of employees that will be affected by the update is displayed
at the bottom of the screen

e

== 4 Employee(z] will be affected when update

G. Click B the button to update the employees with “Update”

set to “Yes”.
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