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Employees Module

1. Employee Directory

Click on Employee Directory to see all your existing employees. On the left side you can also
filter the employees by department.

Employees Employees = Employee Directory  Departments  Configuration o X My Company
Employees Q
Y Filtersw = Group Byv W Favorites¥ 121/21 ¢ ) = =
B company Abigail Peterson Anita Oliver Audrey Peterson
All Consultant Experienced Developer Consultant
FPpSI— ’ abigail peterson39@example.com anita.oliver32@example.com audrey.peterson25@example.com
v S (482)-233-3393 (538)-497-4804 (203)-276-7903

& DEPARTMENT

All
Administration 1 Beth Evans Doris Cole Eli Lambert
Experienced Developer Consultant Marketing and Community

Management 3 ) Manager

bt - beth evans77@example.com doris.cole31@example.com 1
Professional Services 5 - (754)-532-3841 (883)-331-5378 b eli lambert22@example.com
Research & Development 9 (644)-169-1352
Sales 3

2. View/Create a new department

Click on Departments to see all your existing departments.

H11] Employees Employees Employee Directory = Departments  Configuration

If you want to create a new department click on the Create button. Insert the information such
as department name, parent department, manager and company. Click on Save after inputting
all the details.

Departments / New

LUV DISCARD

Department Name Manager

Parent Department Company My Company
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3. Create a new employee

Go to the Employees module and click on Create.

The first section will include the employee’s basic information. Such as employee name, job
title, contact information, department, manager and coach. Insert the employee’s basic
information such as Name, Job position, tags, contact information, his/her department,
manager and coach (can only select after you have created the relevant employees/users).

Employees / New

LAUNCH PLAN

0 0 Hours
m Timesheets & Contracts & Equipments @ Last Month

Work Maobile Department

v
Work Phone +1 (650) 691-3277 Manager o
Work Email Coach
Company My Company a

If you want to upload your employee’s photo, click on the human figure image and click on the
pencil to update the profile picture.

In the first tab Resumé you can add the employee’s resumé and skills by clicking on the Create
a new entry button.

RESUME WORK INFORMATION PRIVATE INFORMATION HR SETTINGS

Resumé empty Skills

CREATE A NEW ENTRY
CREATE A NEW ENTRY
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The next tab Work information, you can insert information such as the Location where the
employee works at, select the Approvers for Timesheet, Expense, Time off, working schedules,
and time zone. If a manager is selected in the first section it will appear in the Organization
Chart after the employee form has been saved. Once you have selected the default approvers
in the employee page, whenever this employee applies for relevant actions (expense, time off
etc.) in the relevant module, it would automatically fill in the approver/manager as the one you
set here.

RESUME WORK INFORMATION PRIVATE INFORMATION HR SETTINGS

Location Organization Chart
Work Address My Company . 8 No hierarchy position.
Work Location This employee has no manager or
subordinate.
Approvers
pp In order to get an organigram, set a manager
Expense and save the record.
Time Off
Schedule
Working Hours Standard 40 hours/week . 8

Timezone Europe/Brussels v

If you would like to add the employee’s private information you can click on the Private
information tab and add details such as Private Contact details, Citizenship, Marital Status,
Dependant, Emergency contact, Work permit, and Education.

RESUME WORK INFORMATION FRIVATE INFORMATION HR SETTINGS

Private Contact Citizenship
Address " Nationality (Country)
Email Identification No
Phone Passport No
Home-Waork Distance o Km Gender w
Date of Birth
Place of Birth
Country of Birth
Marital Status Dependant
Marital Status Single v Nurmber of Children 0
Emergency Work Permit
Emergency Contact Visa No
Emergency Phone Work Permit Mo
Visa Expire Date
Education

Certificate Leve Other w
Field of Study

School

In the HR Settings tab, if this employee also has a user license in the system, the most
important part is to select “Related User”, and select the ‘user name’ which should be linked
with this employee. By doing so, this Employee will be recognized as the user you have
selected. If you haven’t already done so, you can go to the guide for setting up users, then after
you set it up you can link it with this employee. Thereafter, you can insert all the details such as
the status of the date of the first Contract, Attendance, Fleet, and timesheets (if applicable).
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RESUME | WORK INFORMATION PRIVATE INFORMATION HR SETTINGS

Status Attendance

Related User PIN Code

Job Position Badge ID Generate

Fleet

Mobility Card

Timesheets

Timesheet Cost 0.00 $ per hour

After inserting all the information click on the Save button to create a new employee.
Thereafter the summary of this employee will be shown on the top banner, such as the status
of the Timesheet, Contract, entitled number of leaves, equipment, attendance, attendance
summary.

. In Contract ... 0/20 Days 1 0 Hours
Not Connec... | [ff] Timesheets 03/01/2020 Time Off & Equipments Atendance Last Month
|

4. View/Edit/Create employee’s contract

To view the employee’s contract click on the Contract button that appears at the top banner.

. In Contract ... 0/20 Days 1 0 Hours
Not Connec.. | i) Timesheets 03/01/2020 Time Off & Equipments Aftendance Last Month

In this page you will get an overview of all the contracts that are under the employee and the
status of each contract.

EEE Employees Employees  Employee Directory  Departments  Configuration

Employees / Anita Oliver / Contracts Empluyee |
CREATE Y Filtersv = Group By~ W Favorites v

New e Running op Expired oy Cancelled +

Marketing Executive Contract
Experienced Developer

9

Click on the contract to view and edit the details or click on Create to create a new contract. At
the top part you can see the details of the employee and also the details of the contract.

Marketing Executive Contract

Employee Anita Oliver Start Date 03/01/2020

Department Research & Development First Contract Date 03/01/2020

Company My Company End Date

Job Position Experienced Developer Working Schedule Standard 40 hours/weekMonthly
Salary Structure HR Responsible

Company My Company

Salary Structure Type
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Click on the Salary information tab to see the monthly advantages in cash and yearly
advantages.

CONTRACT DETAILS SALARY INFORMATION

Monthly Advantages in Cash Yearly Advantages

Wage 4,500.00 $ / month

To have an overview of all your employees’ contracts by different stages you can also click on
Employees—> Contracts.

Employees Employees  Emplig
Contracts Employees
Contracts
CREATE
Contracts
CREATE T Filters® = Group By* W Favorites™
New + Running + Expired + Cancelled +
4 3 — 4 2
Sharlene Rhodes Contract Ronnie Hart Contract Audrey Peterson Contract Jennie Fletcher Contract
Experienced Developer Chief Technical Officer Consultant Experienced Developer
] @ o e
Toni Jimenez Marketing Executive Contract Tina Williamson Contract Paul Williams Contract
Consultant Experienced Developer Human Resources Manager Experienced Developer
Mitchell Admin Contract Walter Horton Contract Keith Byrd Contract
Chief Executive Officer Experienced Developer Experienced Developer
Demo Contract Randall Lewis Contract
Experienced Developer Experienced Developer

5. Create job positions

Go to Configuration = Job Positions.

EEE E|'|'| p onees Employees Employee Directory Departments  Configuration
Job Positions Settings
Job Positions

CREATE [ Departments f

All the existing job positions will be listed, if you want to create a new position click on Create.
Insert the job position and add a job description. Once you have created the job position, it will
be available for selection when you create an employee, and have to select their corresponding
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position. If you do not have an existing employee for the position, it will also be useful for you
to manage your recruitment needs.

Job Positions / New

s 0 0 Goto
& applications [5) Documents  Lshl Trackers Q@ Website

Job Position
EN

JOB DESCRIPTION RECRUITMENT

Job Description

Go to the recruitment tab, select the department, and add the expected new employees
number.

JOB DESCRIPTION RECRUITMENT

Company My Company . 8 Expected New 1
Website Employees
> Interview Form
Department o N ) v
ecruiter
Job Location My Company B ~
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