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INTRODUCTION
Overview

OVERVIEW

The Human Resources (HR) application helps you track people or businesses using data already
present within TRAVERSE. You can use HR's functions to set and maintain information about
your Employees, such as benefits, Payroll information, and regulatory information. You can also
use the reporting tools to view Employee information such as education, skills, benefits,
training, insurance status, and other information.

Human Resources can also be used to track information about 3rd party contractors and other
individuals that interact with your business. This can be beneficial in managing the required
training and certifications required for tasks in a variety of industries. The interaction with
Payroll and System Employees is a small part of the supported functionality.

It integrates with the Employee information at the system level and optionally within the
Payroll application to record and edit Employee Information.

For the Human Resources application to function properly, the ST database must be set up
using the Server Manager. This database must exist regardless of whether you have Payroll
installed or not. See the Administrator Guide for details on setting up the ST database.

System Information

Additional information about using the system is found in the following sources:
¢ The training manuals for other TRAVERSE applications
e The Software Developer Kit

¢ Online help

Customer Support
Open Systems Holdings Corp. has a strong commitment to customer service and product
quality. If you need help using any Open Systems products, follow these procedures:
e Consult the user’s guide and other TRAVERSE reference materials.

e If you are a subscriber to the TRAVERSE customer support program, you can consult
your customer support representative (1-800-320-3088).

¢ If you would like to subscribe to the TRAVERSE Customer Support Program, please
call (1-800-320-3088)
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INTRODUCTION
About Human Resources

ABOUT HUMAN RESOURCES

Use the Human Resources application to track information about your Employees, the jobs
they do, the health insurance in which they are enrolled, their retirement plan, and all other
information associated with your Employees.

Codes Maintenance

Use the Codes Maintenance to set up Labor Classes, Federal, State and Local Taxes; Earning
Types, Earning Codes, Check Sorts, and Leave Codes. These codes are linked directly to the
corresponding Payroll codes.

Setup and Maintenance
Use the Setup and Maintenance functions to set up Individuals, Job Titles, Processes, Positions,
Review Types, Tests, Property Codes, Attributes, Health Plans, Life Insurance Plans, Leave Plans,
Retirement Plans, Type Codes, and Departments.

Worksheets

Use the Worksheets functions to print worksheets that will assist you with filing your EEO-1,
VETS-4212, and DOL Reports.

Reports

Use the Reports menu to produce reports for information about the individuals you have
entered, and all the information that was set up with those individuals.

Periodic Processing

Use the Periodic Processing functions to activate fields in the Employee Interface Maintenance
with Payroll, Update Employee information, and a one time Initialize Individuals from Payroll.

Interactive Views

Use the Interactive Views to view (not change) information that has bee set up using the Setup
and Maintenance menu.
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Individual Views

Use the Individual Views to view (not change) information about individuals and the
information that has bee set up with them.

Master Lists

Use the Master Lists functions to produce lists of Individual Information, Labels, Health Plans,
Life Insurance Plans, and Retirement Plans that you set up using the Setup and Maintenance
functions for the system to use for review or verification as well as archiving a hard copy of

your system’s setup.
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SETTING UP HUMAN RESOURCES
Setup Checklist

SETUP CHECKLIST

Follow the steps in the checklist below to set up your system:
____Verify your current build number to see if you have all service packs installed.
_____ Plan the implementation schedule.
_____ Set up Human Resources Business Rules.
______ Setup Earning Types.
_____ Set up Earning Codes.
___ Set up Tax Authorities.
____ Federal
___ State
___ Local
_____ Setup Departments.
_____ Set up Labor Classes.
_____ Setup Job Titles
_____ Setup Processes
______ Setup Positions
_____ Setup Review Types
_____ SetupTests
_____ Set up Property Codes
_____ Set up Attributes
_____ Set up Health Plans
_____ Setup Life Insurance Plans
_____ Setup Leave Plans
_____ Set up Retirement Plans
_____ Setup Type Codes

Set up Individuals:
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Setup Checklist

____Set up General information.
___Set up Process information
____Set up Salary information.

____Set up Position information.
____Set up Skills/Tests information.
___ Set up Degree information.
____Set up Licenses information.
____Set up Training information.
____Set up Attributes information.
____Set up FMLA information.

____Set up Property information.
____Set up Health Insurance information.
____Set up Life Insurance information.
____Set up Retirement information.
____Set up Tax information.

____Set up Direct Deposit information.
____Set up Dependents information.

Use the Employee Interface Maintenance function to indicate the fields that should be
updated between HR and PA.

Use the Initialize Individuals if you are starting the system with an existing Payroll system
already in place. (Use only once)
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SETTING UP HUMAN RESOURCES
Setup Procedures

SETUP PROCEDURES

Before you use the Human Resources system you must follow the setup procedures in this
chapter. Setup procedures include such things as defining Tax Authorities, assigning codes and
IDs, and setting up Individuals. Follow the setup procedures carefully, the choices you make
determine how the system operates.

Gathering Information

First, gather and organize your Payroll information. You will need the following information:
¢ Alist of Individuals and their Payroll and Human Resources records.

¢ A copy of your payroll Department procedures.

Federal, State, and Local Tax publications.

A Chart of Accounts for your business.

A list of the “other” pay types you use (bonuses, tips, etc.).

A list of Job Titles, Processes, Positions, Health Plans, Life Insurance Plans,
Retirement Plans, Property Codes and any other information pertaining to your
individual employees.

Defining the System

To set up the Human Resources system, follow these steps:
1. Use the Business Rules function (page 3-5) to define how you want the system to work.

2. Define the IDs and codes you plan to use. See Setting Up IDs and Codes for more
information.

3. Use the Individuals function (page 3-153) to set up your employees.
Setting up IDs and Codes

IDs and codes tell the system how to identify each individual item in a file. The system uses
these identifiers to organize information.
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Setup Procedures
Individual ID

You must assign an ID to each of your company’s Individuals. Most functions require that you
specify an Individual ID. For information about defining Individuals, refer to the Individuals
function (page 3-153).

Labor Classes

Labor Classes can be used to group Individuals together according to their primary job
responsibilities. For information about defining Labor Classes, see the Labor Classes function
(page 3-11).

Federal, State, and Local Taxes

Use the Tax Authorities Setup (page 3-15) functions to set up and maintain Tax Authorities and
Tax Codes.

Earning Codes and Earning Types

Earning Codes can be assigned to Individuals to enter time tickets for wage calculation in
Payroll. For information about Earning Codes, refer to the Earning Codes function (page 3-37).
Earning Types are assigned to Earning Codes as a way of classifying pay. For information about
Earning Types, refer to the Earning Types function (page 3-33).

Leave Codes

Leave Codes are used to define sick and vacation time accrual rates. For information about
defining sick and vacation codes, refer to the Leave Codes function (page 3-51).

Type Codes

Use the Type Code (page 3-59) maintenance function to set up codes to describe such
attributes as ethnicity, gender, marital status, veteran status, and other codes.

Job Titles
Job Titles (page 3-79) are used by a number of reports, including the Longevity Report. They
also are fed to TRAVERSE Payroll.

The first step is to set up the job categories in the Type Codes maintenance screen on the Setup
and Maintenance menu. Selecting Job Category from the Table Code drop-down list.

Processes

The Processes (page 3-83) function allows you to set up any number of new processes with
checklist items and Individuals responsible for each item.
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SETTING UP HUMAN RESOURCES
Setup Procedures

The first step is to set up the process checklist items. This is done on the Type Codes
maintenance screen from Setup and Maintenance by selecting Process Checklist from the
Table Code drop-down list.

Positions

The Positions (page 3-85) function and reports allow you to set up positions within your
company. Positions are established within departments and work locations and are assigned to
Individuals, who inherit certain Payroll and organizational data from the assignment, such as
department, work location, manager, worker compensation code, job title and job category. If
a supervisor leaves and a new Employee assigned to that position, there is no need to go and
update all of the people under that supervisor, as it will be updated through the positions
screen.

Review Types

The TRAVERSE HR application allows you the flexibility to set up a number of Review Types
(page 3-99), each with their own evaluation criteria and review cycles.

Tests

Standard Tests (page 3-103) can be set up and then maintained on each Individual.

Property Codes

The Property Code (page 3-107) maintenance screen and report allow you to track company
property (keys, cell phones, laptops, etc.), as they are assigned to an Individual.

Attributes

Attributes (page 3-111) are found on the Attributes tab in the Individual Maintenance (page
3-153) screen. You must first set up the Attribute Groups (page 3-61) in the Type Codes
function, then you may set up the Attributes. There can be multiple Attributes for each
Attribute Group.
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Setup Procedures
Health Plans, Life Insurance Plans, and Retirement Plans
There are three Benefit Plan types: Life Insurance (page 3-123), Retirement Plans (page 3-135),

and Health Insurance (page 3-115).

After you have set up the Benefit Type in Type Code Maintenance, there are two steps that
must be followed to set up a new plan before an Employee can be enrolled:

¢ The company providing the plan (life insurance carrier, health insurance carrier, or
retirement plan trustee) must be set up in the Type Codes function.

¢ The plan details (group number, deduction frequency, waiting period/minimum age,
etc.) must be set up.

Leave Plans

Leave Plans (page 3-131) are used in the Positions (page 3-85) maintenance screen. Leave Plan
balances are only accumulated in Payroll. TRAVERSE HR does not delete, move or update
balances. Only the Leave Code is transferred to Payroll.

Suggestions for Defining IDs and Codes

When you assign IDs and codes, establish a format that makes sense for your business and use
it consistently. The following suggestions may help you to establish a useful format:

e Do not use these charactersinaniDoracode: | “ " & # *.Itisrecommended
that special characters are not used in any ID or code.

¢ To prevent organization problems, use zeros to make all IDs the same length. If IDs
are divided into more than one part, the parts should be the same length in every ID.
Do not use spaces to divide IDs into more than one part. For example, use ACE-01
and ACE-11 instead of ACE-1 and ACE-11 or ACE 01 and ACE 11.

¢ Use descriptive IDs. For example, WINOO1 and WINOO2 are more descriptive than
000001 and 000002.

¢ If you want to sort items by a particular attribute, name or group, put the attribute in
the ID. For example, to organize employees by last name, put the first characters of
each employee’s last name in the employee ID.

¢ Use a combination of letters and numbers that leaves room in the sequence for later
additions. For example, WINOO1 and WINOOS5 leaves room for three IDs in between.
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IMPLEMENTING HUMAN RESOURCES
Beginning Setup

BEGINNING SETUP

Before you use the Human Resources system, follow the setup procedures outlined in Chapter
2. Setup procedures include such things as defining tax authorities, assigning codes and IDs,
and setting up Individuals.

1.
2.

Use the Business Rules function (page 3-5) to define how you want the system to work.

If you do not have Payroll set up, use the Codes Maintenance menu to set up Labor Classes
(page 3-11), Tax Authorities (page 3-15), Earning Types (page 3-33), Earning Codes (page 3-
37), Check Sorts(page 3-47), and Leave Codes(page 3-51).

Use the Type Code maintenance function (page 3-59) to set up codes to describe such
attributes as ethnicity, gender, marital status, veteran status, and other codes.

. Use the remaining Setup and Maintenance functions to set up Job Titles, Positions, other

codes and plans.

. If you do not have Payroll set up, use the Departments function (page 3-143) to set up and

maintain information for departments and divisions of your company.

Use the Individuals function (page 3-153) to set up and maintain Employees and all the
information that goes with the Individuals.
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IMPLEMENTING HUMAN RESOURCES

BUSINESS RULES

Business Rules

Use the Business Rules function to define application interfaces and general information about
Human Resources functions. You can elect to audit Individuals, load all Individuals in setup, and
set a minimum age for retirement plan eligibility.

To set up the Business Rules, follow these steps.

1. Select Business Rules from the System Manager, Company Setup menu.

Business Rules Menu

Rl

| System Manager

= Company Setup
Company Information
Period Conversion
Bark Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Printers
Manage Attachments
Manage Document Deliveny
Import Mapped Data
Import Map Definition
Import Layout Defintion
BExport Layout Definition
Manage Catalog

[ Setup and Maintenance

[l Master Lists

& Tax Setup

[ System Audit

[ Admiristration

Human Resources
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2. The Business Rules screen appears. Select HR - Human Resources.

IMPLEMENTING HUMAN RESOURCES

Business Rules

Business Rules Screen

Frint | Search -
- Business Rules z= 4] |
E+- Application 2 Miscellaneous
- AP - Accounts Payable | Audit Individual
- AR - Accounts Receivable Load All Individuals in Setup
- BA - Banking Retirement Eligibility Age

L IN -
- JC - Project Costing

- MB - MFG - Bills of Material

- MP - MFG - Production

- MR - MFG - Routing & Resources
- PA - Payroll

- PQ - Purchase Order

- P - Point-of-Sale

- 50 - Service Director

- 5M - System Manager

- 50 - Sales Order

T
- WM - Warehouse Management

- BM - Bill of Materials/Kitting
- BR - Bank Reconciliation

- CF - Corfigurator

- CM-CRM

- OR - Requirements Planning
- FA - Fixed Assets

- GL - General Ledger

TT—
Inventony

o

- TRAVERSE Portal

[+ Corfiguration Group

(- Role

Miscellaneous

3. Audit Individual: Select Yes to maintain a transactional log of changes that are made to

| Miscellaneous

| [ ok | [ Caned

Individuals; otherwise, select No.

4. Load All Individuals in Setup: Select Yes to populate your Individuals setup screen with
individual details and have the Next Record (navigation bar) activated. Set this rule to No to
improve the performance of the Individual maintenance function. When you have a very
large number of Individuals, this will help the screen open faster. When the rule is set to No,
the Individuals maintenance screen will open with no data presented and the navigation bar
will be disabled. The Individual lookup and auto-complete functionality in the Individual ID

field remain.

5. Retirement Eligibility Age: Enter the minimum age your employees will be eligible to

participate in

3-6  Human Resources
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6. Select a command button:

Command Buttons

Name

Apply

OK

Cancel

Print

Search

IMPLEMENTING HUMAN RESOURCES
Business Rules

Description

Save the changes you have made to the
business rules functions. The screen
will remain open.

Save the changes and exit the business
rules function.

Close the business rules screen without
saving any changes.

Preview and print a business rules
report.

Search for values or words in business
rules.

Human Resources
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Business Rules

Business Rules Report

Continental Products Unlimited Page1
Business Rules List

Application Group
Description Current Value Default Value
HR -Human Resources

Miscellaneous

Audit Individual &S -
Load All Individuals in Seup es s
Retirement Eligibility Age 21 21
10M0/2017 12:01 PM == End of Report ** OPEN_SY STEMS\Kent. Heitkamp
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IMPLEMENTING HUMAN RESOURCES
Codes Maintenance Menu

CODES MAINTENANCE MENU

If you do not have Payroll set up, use the Codes Maintenance menu to set up Labor Classes, Tax
Authorities, Earning Types, Earning Codes, Check Sorts, and Leave Codes.

If you do have Payroll set up, the information in each function on the Codes Maintenance will
be populated from the information set up in Payroll.

When information is added through either Payroll or Human Resources for the functions on the
Codes Maintenance menu, both application’s screens will be updated with the information.

Labor Classes

Labor Classes can be used to group Individuals together according to their primary job
responsibilities. For information about defining Labor Classes, see the Labor Classes function
(page 3-11).

Federal, State, and Local Taxes

Use the Tax Authorities Setup (page 3-15) functions to set up and maintain Tax Authorities and
Tax Codes.

Earning Codes and Earning Types

Earning Codes can be assigned to Individuals to enter time tickets for wage calculation in
Payroll. For information about Earning Codes, refer to the Earning Codes function (page 3-37).
Earning Types are assigned to Earning Codes as a way of classifying pay. For information about
Earning Types, refer to the Earning Types function (page 3-33).

Leave Codes

Leave Codes are used to define sick and vacation time accrual rates. For information about
defining sick and vacation codes, refer to the Leave Codes function (page 3-51).
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IMPLEMENTING HUMAN RESOURCES
Labor Classes

LABOR CLASSES

Use the Labor Classes function to set up and maintain Labor Classes, which allow you to group
types of Employees together. For example, MLM could be assigned to all mid-level managers,
CLK could be assigned to all clerical Employees, and so on. Employees are assigned Labor
Classes on the General tab in the Individuals function (page 3-153), and Labor Classes can be
used as a sorting tool on several Reports.

To set up Labor Classes, follow these steps:

1. Select Labor Classes from the Codes Maintenance menu.

Labor Classes Menu

| Human Resources <

[ Interactive Yiews

[ Individual Views

[ Worksheets

[ Reports

[# Perodic Processing

[# Setup and Maintenance

[# Master Lists

= Codes Maintenance
Tax Authorities
Eaming Types
Eaming Codes
Check Sort
Leave Codes
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_ IMPLEMENTING HUMAN RESOURCES
Labor Classes

2. The Labor Classes screen appears.

Labor Classes Screen

= { 1of5 b M [bs X (@A 9 |[Q &= B2 @

Labor Class Description

kg ﬂlﬁ‘& | Manager
Prs President

i .SEC Secretany
SHP Shipping
|vp Vics President

3. Use the Labor Classes function to classify Individuals according to their primary job
responsibilities. Examples of Labor Classes could include; ASM for assembly personnel, ADM
for administrative personnel, or SPV for supervisors.

4. Enter a new Labor Class ID or select the Labor Class ID to work with.
5. Enter a Description of the Labor Class.

Task Summary

To add a Labor Class follow these steps:
1. Select the New Record icon ;, on the toolbar.

2. Enter the ID to assign the Labor Class.

3. Enter a Description of the Labor Class.
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IMPLEMENTING HUMAN RESOURCES
Labor Classes

To edit a Labor Class follow these steps:
1. Select the Labor Class to edit.
2. Edit the Description of the Labor Class.
To delete a Labor Class follow these steps:
1. Select the Labor Class to delete.
2. Click the Delete button « , on the toolbar, to delete the selected Labor Class.
Producing a Labor Classes List
Use the Labor Classes List function to produce a list of Labor Classes you set up in the Labor
Classes function (page 3-11) on the Codes Maintenance menu.
To produce the Labor Classes List, follow these steps:
1. Select the Print Preview button |2 to preview the list of Labor Classes.

2. The Preview Report screen appears.

3. Select the Print button | =& in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Labor Classes

Labor Classes List

MGR

isEC
IsHP
VP

Caontinental Products Unlimited
HR Labor Classes

T

|Manager
Prﬁﬁer‘“l
Se:retary
;St—ippirg
E\’ice President

02T 2:48PM
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IMPLEMENTING HUMAN RESOURCES
Tax Authorities

TAX AUTHORITIES

Use the Tax Authorities function to enter information for Employee and Employer Federal,
State, and Local Tax Codes.

Tax Authorities may be set up for different countries. You may set up the codes you want to use
and enter Formulas to calculate the Tax Codes. You must add the Formula ID column to your
screen and select the Formula to use for each tax. You must also then set up Formula Tables
and Status Codes to go with your Tax Authorities.

To work with the Tax Authorities, follow these steps:

1. Select Tax Authorities from the Codes Maintenance menu.

Tax Authorities Menu

Human Resources <

& Interactive Views

& Individual Views

& Worksheets

# Reports

[ Periodic Processing

& Setup and Maintenance

& Master Lists

= Codes Maintenance
Labor Classes
Tax Authorities
Ezming Types
Eaming Codes
Check Sort
Leave Codes
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Tax Authorities

2. The Tax Authorities screen appears with the Employee tab displayed.

Federal Tax Setup Screen

|_HRTax puthorities I@T| 5]
HIH 4101 b MW|ks X |9 |4 &= 82 @
Tax Authority -_Federél :i_.*'_!'
| Employee - | Employer |
[ Code [aaa e T [ GL Liabiity Acct [ | T D
> N Eamed income Other 000002300 7.00
FWH Federal WH Income Tax 000002300 2000 77777
|MED Employee Medicare Cther 000002120 0.00
0AS Employee OASDI Cther 000002120 0.00

4|44 Reecord 1oF 4 |on| e | om o o 966

Federal Tax Setup

Select Federal for the Tax Authority and the Employee tab to enter Federal Tax Code
information for Employees. Select the Employer tab to enter Federal Tax Code information for

the Employer.
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Tax Authorities
Employee Tab
| HR Tax Authorities. (23] | =]
=] 1ol b BE &, NS
Tax Authority |Federal |
|\ Employee. | Empioyer |
Code Code Description Type GL Liability Acct Fixed Percent Tax ID
2d EIC | Ezmed Income Other 000002300 7.00
FWH Federal WH Income Tax 000002300 20,00 7777V
MED Employee Medicare COther 000002120 0.00
0AS Employee OASDI Cther 000002120 0.00
14| |44 | Record Tofa |ak [ ||k i | o | 2

. Select the Tax Code to work with.
. The Federal Tax Code Description is displayed.

. The Federal Tax Code’s tax Type is displayed.

Select the GL Liability Account to credit for the Tax Code when you run the Payroll Post
Checks function.

Enter the Fixed Percent to use for an Earning Code that has Fixed Withholding checked in
the Earning Codes function (page 3-37) and is taxed at a fixed percent in the Payroll
Calculate Checks function. Fixed Percent applies only to FWH.

Enter the Employer Federal Tax ID number you want to print on the W-2 form.
This only needs to be entered into the FWH record.

Add all Tax Codes from the drop down list in the Code field and fill in all appropriate fields.
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Tax Authorities

Employer Tab

B
i
]
4
i
g
i
4]

| |
[%]

| Toil p W ks X |B 9| &= 5@

Tax Authority | Federal Bl

[ Code [\ Gote Deacision [Type GL Liabilty Acct [ P Percent [ Ta 1D

|> EE Erployer Medicare Other 000002120 [ 0.00

EQA Employer OASDI Other 000002120 0.00
| |FuT Unemp Ins Unemployment Tax 000002120 0.00

| Employee | &

|| 44| 4| Record 10f3 |oh|e] | ||| | |l 36

Select the Tax Code to work with.
The Federal Tax Code Description is displayed.
The Federal Tax Code’s tax Type is displayed.

A wonN e

Select the GL Liability Account to credit for the Tax Code when you run the Payroll Post
Checks function.

5. Enter the Employer Federal Tax ID number you want to print on the W-2 form. This field can
be left blank.

6. Add all Tax Codes from the drop down list in the Code field and fill in all appropriate fields.
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State Tax Setup

Use the State Tax Setup function to set up and maintain State Tax Authorities and Employee
and Employer Tax Codes. All necessary State Tax Codes are preset by the system, but additional

codes can be added. Refer to your local Open Systems reseller or to the Open Systems website
at www.osas.com for periodic updates to the state tax files.

NOTE: If you have multiple companies using payroll that require different SUI rates
or limits, set up a Payroll Formula and a company specific Payroll Tax Table.

1. Select State as the Tax Authority.

2. The State Tax Setup screen appears with the Employee tab displayed.
State Tax Setup Screen

! HR. Tax Authorities. £3] ‘

(]
=] 11 e SN Fe N,

£

Tax Authority

StateCode |MN | Description MN State

| Employee |Em|:dnyeg |

Code Code Description Type GL Liability Acct Fixed Percent Tax 1D Weeks Worked Limit
g SWH ~ MNW/H Income Tax 000002300 0.00 469733645 0.000
H ||| 4| Record 1of 3 (ke || i) [im] || vt |

3. Enter the State Code with which to work.

4. The state Description is displayed.

Human Resources 3-19



_ IMPLEMENTING HUMAN RESOURCES
Tax Authorities

Employee Tab
|_|.-il1§n;ﬂ;!iﬁes_|;_ii;\_| &
[ 2 T Ea @&

Tax Authority

State Code |MN |==+|| Description MN State

| Employee | Employer |

[ ol Dt e | GL Lisbilty Acct | Fixed Percent [Tax 1D | Weeks Worked Limit
W mn e Income Tax 000002300 0.00 463783645 0.000
1| 4| Reecord 1oF L [ob| b | o o i 3

. Select the tax Code with which to work.
. The State Tax Code Description is displayed.
. The State Tax Code’s tax Type is displayed.

0 N O U

. Select the GL Liability Account to credit for the Tax Code when you run the Payroll Post
Checks function.

9. Enter the Fixed Percent to use for an Earning Code that has Fixed Withholding checked in
the Earning Codes function (page 3-37) and is taxed at a fixed percent in the Payroll
Calculate Checks function. Fixed Percent applies only to SWH.

10. Enter the Employer State Tax ID number you want to print on the W-2 form.

You only need to enter the Tax ID into the SWH field, if the state has other taxes also.
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11. In the Weeks Worked Limit field enter the minimum number of hours the Employee must .
work to qualify as one week of work for the State Tax Code. Accept the default, 0, if the

vk~ W N

State has no minimum.

Employer Tab
| HR Tax Authorities Iéi“él ‘
=] 10f1 e Al E I MY Za @
Tax Authority | State ||
StateCode |MN | Description MN State
| Employes | El'ﬂ VED
Code Code Description Type GL Liability Acct
.d SY! | MN Unemp Ins Unemployment Tax 000002120

W {44 ||| Record 1of 3 b | B0z [ | oot 26

Fixed Percent Tax ID

(]

Weeks Worked Limit
0.00 AA1234 0.000

Enter a new State Employer tax Code or select a Code to work with.

Enter or edit the Code Description of the State Tax Code.

Select the Tax Type: Income Tax, Unemployment Tax, or Other.

Select the GL Liability Account to credit when you run the Payroll Post Checks function.

Enter your company’s State Tax ID number. If you are working with SUI (State
Unemployment Insurance) enter the Tax ID that you want to print on the Payroll State
Unemployment Report on the Quarter/Year-End Reports menu.
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6. In the Weeks Worked Limit field enter the minimum number of hours the Employee must
work to qualify as one week of work for the State Tax Code. Accept the default, 0, if the state
has no minimum.

Task Summary

To add a State Tax Authority Code, follow these steps:
Select the New Record icon ;.. on the toolbar.

Enter the new State Tax Authority in the State Code field.

Enter a Description of the State Tax Authority Code.

A

Click the Save button |4 , on the toolbar, to save the new Tax Authority record.
To edit a State Tax Authority Code, follow these steps:

1. Select the State Code to edit.

2. Edit the State Code Description.

3. Click the Save button |4 , on the toolbar, to save the edited Tax Authority record.

To delete a State Tax Authority Code, follow these steps:
1. Select the State Code to delete.
2. Select the Delete hot key (F3) or the Delete button % -

Task Summary

To add a State Tax Code, follow these steps:
Select State for the Tax Authority.
Select the State Code for which to enter the Tax Code.
Select the Employee or Employer tab.

Select the New Record icon |+| on the navigation bar at the bottom of the screen.

A A e

Enter the Tax Code, Description, Type, GL Liability Account, Fixed Percent, Tax ID, and
Weeks Worked Limit if applicable.

6. Click the Save button |4 , on the toolbar, to save the new Tax Code record.
To edit a State Tax Code, follow these steps:
1. Select State for the Tax Authority.

2. Select the State Code associated with the Tax Code you wish to edit.
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Select the Tax Code to edit on the Employee or Employer tab.

Edit the appropriate information.

Click the Save button |4 , on the toolbar, to save the edited Tax Code record.
To delete a State Tax Code, follow these steps:

Select State for the Tax Authority.

. Select the State Code associated with the Tax Code you wish to delete.

Select the Tax Code to delete on the Employee or Employer tab.

. Select the Delete hot key (F3) or the Delete button |-|.

Local Tax Setup

Use the Local Tax Setup function to set up and maintain Local Tax Authorities and Employee
and Employer Local Tax Codes.

Open Systems does not maintain Local Tax Codes in the annual year end update.

To work with the Local Tax Setup, follow these steps:

1.

Select Local as the Tax Authority.

Human Resources
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2. The Local Tax Setup screen appears with the Employee tab displayed.
Local Tax Setup Screen

|| R Tax Authorities 53] | =]
HH toft p Mk X [H 9|4 @ = 5@
Tax Autharity _Local. ]

|l
State Code  |MN \'_".I
Local Code 1}1 |==)| Description _M_plg Loca_\_'_ri:_t_
| Employee. | Employer |

N e [Fwe [Taimpe | Fomuia 1D [ GL Lisbilty Acct | Fxed Percent | Tax 1D
> |WH Mpls Local Tax Income Tax PMMNMPLS 000002030
M) ) 4| Record 1of 1 || || | | o] i o | 36

Maint_| 3. Select the State Code associated with the Local Tax Authority you wish to add or work with.

To add a new State Code, use the State Tax Setup function (page 3-19).
4. Enter a new Local Code or select the Local Code with which to work.

5. Enter or edit a Description of the Local Tax Authority.
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Local Tax Employee Tab
| HR Tax Authorities Ig":ﬁi | =]
= 10of1 b X @9 (G Ea @&
Tax Authority |Local (B2
State Code MN e
Local Code o e Description Mpls Local Tax
| Empioyee.. | Employer |
Code Code Description Type Tax Type Formula 1D GL Liability Acct Fixed Percert Tax ID
5| wH Mpls Local Tax Income Tax PMNMPLS 000002030 W] 754516581
| 44| 40| Record 1oF 1 |k || o (] 1|t | |36

6. Select Local for the Tax Authority.

7. Select the State for the Local Tax.

8. Enter a Local Code for the Local Tax.

9. Enter a Description to describe the Local Tax.

10. Enter a new Local Tax Code or select a Tax Code with which to work.
11. Enter a Description of the Local Tax Code.

12. Select the Tax Type: Income Tax, Unemployment Tax, or Other. The Tax Type must be
Income Tax to be included on the W-2.

13. Select the Formula ID for the Tax Code. To setup new Formula IDs use the Payroll Formulas
function on the Setup and Maintenance menu.

14. Select the GL Liability Account to credit when you run the Payroll Post Checks function.
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15. Enter the Fixed Percent to use for an Earning Code that has Fixed Withholding checked in
the Earning Codes function (page 3-37) and is taxed at a fixed percent in the Payroll
Calculate Checks function. Fixed Percent applies only to LWH.

16. Enter your company’s local Tax ID number.

Employer Tab

|| HR Tox Authoriies. 3] | =]
=] 1eft b S S B RS EES

Tax Authority |Local |

State Code  |MN |2

Local Code L1} |t=+|| Description Mpls Local Tax

| Employee | Emplayer |

Code Code Description | Type Tax Type Formula 1D GL Liability A... Fixed Percent | Tax ID
- A Other 0.00
| | | 4| Record 1of 1[0 || || | o] o] |95

1. Enter a new local tax Code or select a Tax Code with which to work.
2. Enter a Description of the Local Tax Code.

3. Select the Tax Type: Income Tax, Unemployment Tax, or Other. The type must be Income
Tax to show up on the W-2.

Maint_| 4. Select the Formula ID for the Tax Code. To setup new Formula IDs use the Payroll Formulas
function on the Setup and Maintenance menu.

5. Select the GL Liability Account to credit when you run the Payroll Post Checks function.

6. Enter your company’s local Tax ID number.
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Task Summary

To add a Local Tax Authority Code, follow these steps:
Select the New Record icon * _ on the toolbar.
Select Local for the Tax Authority.
Select the State Code associated with the Local Tax Authority Code you wish to add.
Enter the new Local Tax Authority in the Local Code field.

Enter a Description of the Local Tax Authority Code.

o vk~ W N e

Click the Save button |4 , on the toolbar, to save the new Tax Authority record.

To edit a Local Tax Authority Code, follow these steps:

[N

Select Local for the Tax Authority.
Select the State Code associated with the Local Tax Authority Code you wish to edit.
Select the Local Code to edit.

Edit the Local Code Description.

vk W N

Click the Save button |4 , on the toolbar, to save the edited Tax Authority record.
To delete a Local Tax Authority Code, follow these steps:
1. Select Local for the Tax Authority.
2. Select the State Code associated with the Local Tax Authority Code you wish to delete.
3. Select the Local Code to delete.
4. Select the Delete hot key (F3) or the Delete button .

Task Summary

To add a Local Tax code, follow these steps:
1. Select Local for the Tax Authority.

2. Select the State Code associated with the Local Tax Authority Code for which you wish to
add a Tax Code.

3. Select the Local Code for which to enter the Tax Code.
4. Select the Employee or Employer tab.

5. Select the New Record icon [+| on the navigation bar at the bottom of the screen.

Human Resources 3-27



_ IMPLEMENTING HUMAN RESOURCES
Tax Authorities

v A W N R

3.
4.

. Enter the Tax Code, Description, Type, Formula ID, GL Liability Account, Fixed Percent, and

Tax ID for the Local Tax Code.

. Click the Save button |4 , on the toolbar, to save the new Tax Code record.

To edit a Local Tax Code, follow these steps:

. Select Local for the Tax Authority.

. Select the State and Local Tax Authority Code associated with the Tax Code you wish to edit.
. Select the Tax Code to edit on the Employee or Employer tab.

. Edit the appropriate information.

. Click the Save button |4 , on the toolbar, to save the edited Tax Code record.

To delete a Local Tax Code, follow these steps:

. Select Local for the Tax Authority.

. Select the State and Local Tax Authority Code associated with the Tax Code you wish to

delete.
Select the Tax Code to delete on the Employee or Employer tab.

Select the Delete hot key (F3) or the Delete button |=|.

Producing a Tax Authorities List

Use the Payroll, Tax Authorities List function to produce a list of Tax Authorities you defined for
your company in the Tax Authority Setup for Federal (page 3-16), State Tax Setup (page 3-19)
and Local Tax Setup (page 3-23) functions on the Codes Maintenance menu.
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To produce the Tax Authorities List, follow these steps:

1. Select Tax Authorities List from the Payroll Master Lists menu.

Tax Authorities List Menu

Payroll <

1 Interactive Views

t Daily Worke

& Payday Work

t History Reports

& Personnel Reports

& Quarter/Year-End Reports

 Productivity Reports

k| Periodic Processing

# Codes Maintenance

# Setup and Maintenance

Master Lists
Employee Information List
Employee Labels
Eaming Codes List
Withholdings List
Department List
Recuming Entries List
Formula Tables List
Employee Direct Deposit Information List
Depatment Allocations List

IEEEEEEEERE

2. The Tax Authorities List screen appears.

Tax Authorities List Screen

| PATax Authorities List |4 | =]

(za Print i_[tnn]Output » | =1 Send | [J Preview | Reset

Data Filter W7 =
And

View Report Layout

|| Withholding Codes || Page Break per Code

Human Resources
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3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Tax Authorities.

4. Select the box to View Withholding Codes in the list.
5. Select the box to include a Page Break per Code; otherwise, clear the box.
6. Selecta command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Tax Authorities List

Continental Products Unlimited Page 1
Tax Authorities List
Report Filter
View Withholding Codes Yes
Employee Tax Information Employer Tax Information
Authority Description Code Description GL Account Code Description GL Account
FED Federal
EIC EarnedIncome 00-000-2300 EME EmployerMedicare 00-000-2120
FWH  Federal WH 00-000-2300 ECA  Employer OASDI 00-000-2120
MED Employee Medicare 00-000-2120 FUT  UnempIns 00-000-2120
0AS  Employee OASDI 00-000-2120
MN MN State
SWH  MNWH 00-000-2300 sul MM Unemp Ins 00-000-2120
Wi Wisconsin
SWH Wi State Withholding 00-000-2030 sul ‘W1 State Unemployment Insuran  00-000-2030
MNO1 Minneapolis Local Tax
LWH  Local Withholding 00-000-2030

812012010 2:23 PM

*** End of Report ***

OPEN_SYSTEMSikenthe
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EARNING TYPES

Use the Earning Types function to set up and maintain different types of pay Employees can
receive.

NOTE: Earning Types must be set up prior to Earning Codes (page 3-37).

All user-defined Earning Types added to the system are treated as Regular Pay, using the values
entered in the Multiplier and Add to Base fields on the Earning Codes screen (page 3-37) to
determine pay.

To work with Earning Types, follow these steps:

1. Select Earning Types from the Codes Maintenance menu.

Earning Types Menu

Human Resources <

[ Interactive Views

& Individual Views

[ Worksheets

# Reports

[# Periodic Processing

# Setup and Maintenance

[ Master Lists

= Codes Maintenance
Labor Classes
Tax Authorities
Eaming Codes
Check Sort
Leave Codes
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2. The Earning Types screen appears.

Earning Types Screen

|_HR Earring Types (3] | =]
MWK 4 1c8 b WireX A9 | &= 83 @
i Eaming Type : Description | Replace
> N - ]
..... 1t Commissions (]
| F Fringe: ]
L Leave [
| M Miscellaneous =)
O Overtime &)
.Fl Regular |EE]
:T Tips Reported as Federal Eamings i),
|

3. The system includes eight preset Earning Types that cannot be changed, and allows you to
add additional Earning Types specific to your company’s payroll.

Type Description Description
B Bonus Pay
C Commission Pay

F Fringe An earning code that is an earning type F
should be reported in box 12 of the W-2
form.
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L Leave

M  Miscellaneous
(o) Overtime
R Regular Earnings

T  Tips Reported as
Federal Earnings
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Description

If you elected to use Automatic Accrual of
Leave Time, you must use the earning type L
in earning codes used to record leave pay.
The system will deduct earning type L
earning code transactions from the selected
Remaining Leave Hours amount on the Pay
tab in the Employee Information function.

Earning codes with earning type T are
accumulated for W-2 reporting in the FICA
Tips field on the Miscellaneous tab in the
Employee History View function (page 7-33).
When W-2’s are printed, the amount in the
FICA Tips field will print in box 7.

4. Enter a new Earning Type or select the Earning Type with which to work.

5. Enter a Description of the Earning Type.

6. Select Replace for the Earning Type.

If the Earning Type assigned to the Earning Code used has the Replace box unselected,
the Earning Code’s pay is added to the Salaried Employee’s regular salary.

If the Earning Type assigned to the Earning Code used has the Replace box checked,
the Salaried Employee’s salary is replaced by the Earning Code’s pay.

Human Resources
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EARNING CODES

Use the Earning Codes function to set up and maintain an unlimited number of Earning Codes
for different types of work. Earning Codes store information used to calculate an Employee’s
pay for a particular type of work, such as assembly or packaging. They are also used to calculate
pay for work such as overtime or shift-differential pay that multiplies or adds an amount to the
Employee’s base hourly rate.
NOTE: Valid Earning Codes must be assigned to each Payroll Employee. You can
select Copy To on the Earning Codes screen and copying Earning Codes to a range of
Payroll Employees, or enter the valid codes into the Earning Codes field on the Pay
tab in Payroll Employee Information.

NOTE: Earning Types (page 3-33) must be set up before Earning Codes.

To work with Earning Codes, follow these steps:

1. Select Earning Codes from the Codes Maintenance menu.

Earning Codes Menu

| Human Resources <

[ Interactive Yiews

[ Individual Views

[# Worksheets

[# Reports

[# Perodic Processing

[# Setup and Maintenance

[# Master Lists

= Codes Maintenance
Labor Classes
Tax Authorities
Eaming Types
Check Sort
Leave Codes
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2. The Earning Codes screen appears.

Earning Codes Screen

|\ PR Eairing Codes &3] |

H(H 48011 b W b= X |3 3 23 [ | CopyTo
Earning Code [REG |
Description Regular pay

|% Include In Net Pay
|| Fixed Withholding
Earning Type R
Multiplier

Add To Base

W-2 Box

W-2 Code/Description

Each Payroll Employee is assigned a default Earning Code on the Pay tab in the Payroll
Employee Information function. You can override default Earning Codes when entering Payroll

Transactions.

3. Select the New Record icon » on the toolbar. A blank record appears.

. Enter a new Earning Code or select the Earning Code with which to work.

|#| Regular
1.000]
0.000]

|3

4
5. Enter a Description of the Earning Code.
6

. Check the Include in Net Pay box to include the Earning Code’s pay in the Employee’s net
pay; otherwise, clear the box. Excluding an Earning Code from net pay does not exclude
earnings from taxable income. To exclude an Earning Code from taxable income, use the

Payroll Exclusions function.
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An example of an Earning Code that would not be included in an Employee’s net pay is
earned tips. This type of Earning Code transaction would add pay information to the
Employee’s history record and be used to calculate Withholdings and Deductions, but
the earned tips amount would not be added to the Employee’s take-home wages
included on the pay check printed.

7. Check the box to use a Fixed Withholding to calculate Withholdings due for the pay
amounts entered with this Earning Code. Fixed Withholdings are used for income tax types
of Withholdings only. The percentage amount of the Fixed Withholding is specified in the
Tax Authority Setup functions (page 3-15).

NOTE: If you do not use a Fixed Withholding, the Withholding is calculated
according to the regular Federal, State, or Local Tax routines.
Maint_ | 8. Select the Earning Type for the Earning Code. Refer to Earning Types (page 3-33) to
determine which Earning Type is appropriate for the Earning Code, or to set up a new
Earning Type.

9. Enter the Multiplier number by which to multiply the Employee’s hourly rate. For example;
if you enter an Earning Code with a multiplier of 1.5000, then enter a time ticket for an
Employee whose base hourly rate is $10 per hour with the aforementioned Earning Code.
The employee’s pay rate will be $10.00 * 1.5000 = $15.00 per hour.

This field is required. If you do not want the Multiplier to modify the Employee’s base
hourly rate, accept the default, 1.

10. Enter the Add to Base amount to be added to the Employee’s hourly rate.

If the Add to Base and Multiplier fields are both used for an Earning Code, the Add to
Base amount is added to the Employee’s pay rate first. The new base pay is then
multiplied by the Multiplier.

For example, if the employee’s hourly rate is $9.00, and the Earning Code used has an
Add to Base amount of $1.00 and a Multiplier 2.0, the rate of pay used for the Earning
Code will be (89 +$1) * 2 = $20.

NOTE: A Salaried Employee must have an amount entered in the Hourly Rate field
on the Pay tab in the Payroll Employee Information function in order for the system
to use the Add to Base and Multiplier functions for the Employee.
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11. Enter the number of the W-2 Box, on the W-2 form in which to print the accumulated
amount. For example; when entering an Earning Code for Dependent Care Benefits, enter
W-2 box 10. When entering an Earning Code for 100% Use of Auto, enter W-2 box 12. When
entering an Earning Code for excludable moving expense reimbursements, enter W-2 box
14. Refer to the Federal W-2 form, or other federally published materials pertaining to W-2
reporting, for more information.

12. Enter the W-2 Code/Description to print in the W-2 box. Descriptions are required for W-2
boxes 12 and 14 only.

Command Buttons
Name Description

Copy To Display the Copy Earning Codes dialog box.
Copying Earning Codes to Groups of Employees

Set up Earning Codes and use the Copy To dialog box to copy the Earning Codes to groups of
Payroll Employees.
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Copy Earning Codes Dialog Box

Eaming Code REG

Employee ID

From |naa

Thru )

Department ID

From |

Thru |

Labor Class

From |2

Thru |

Group Code

From |

Thru |
| | oK | | Cancel | !
La_...__ - — —— J

The Copy Earning Codes function copies the selected Earning Code to the Valid Earning Codes
list for the Employee(s) and selection criteria you specify.

1. Select the range of Employee ID From and Thru, for which to copy the selected Earning
Code. Leave the From and Thru blank to copy the Earning Code to all Payroll Employees.

2. Select the range of Department ID From and Thru, for which to copy the earning code.
Leave the From and Thru blank to copy the Earning Code to Payroll Employees in all
Departments.

3. Select the range of Labor Class From and Thru, for which to copy the Earning Code. Leave
the From and Thru blank to copy the Earning Code to Payroll Employees for all Labor
Classes.

4. Select the range of Group Code From and Thru, for which to copy the Earning Code. Leave
the From and Thru blank to copy the Earning Code to Payroll Employees for all Group Codes.
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Producing an Earning Codes List

Use the Payroll, Earning Codes List function to produce a list of Earning Codes you defined for
your company in the Earning Codes Setup (page 3-37) function on the Codes Maintenance
menu.

To produce the Earning Codes List, follow these steps:

1. Select Earning Codes List from the Payroll Master Lists menu.

Earning Codes List Menu

| Payrol <

Interactive Views

Daity Work

Payday Work

History Reports

Personnel Reports

Quarter/Year-End Reports

Productivity Reports

Periodic Processing

Codes Maintenance

Setup and Maintenance

[= Master Lists
Employee Information List
Employee Labels
Withholdings List
Tax Authorties List
Department List
Recuming Entries List
Formula Tables List
Employee Direct Depost Information List
Department Allocations List
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2. The Earning Codes List screen appears.
Earning Codes List Screen

| PA Earning Codes List |3 |

(& Print |[[5)Output - | [=3Send | |4 Preview | Reset
Data Filter W'

And

Sort By

Earning Code
Earning Type
Description

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Earning Codes.

4. Select the method to Sort By; Earning Code, Earning Type, or Description.
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5. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Earning Codes List

Continental Products Unlimited

Earmming Codes List
Sorted by Earning Code

Fage

Report Filler

Earning Deescription Include In Fized Earning Replace Multiplier Add ToBase W-ZBox W-Z Code/!/Description
Code Met Pay Withholding Type

DBL Double Time Yes Mo o Mo Z2.000 0,000
ovT COrvertima Pay Yes Mo o Mo 1.500 0.000

FO1 Bonus Yes Yes M Mo 000 0.000
P02 Travel Exp Wes Mo M Mo 000 0.000
PO3 Cash Valus Ma M F ] 000 0.000 14
FO4 Commissions Wes Mo M Mo 000 ©.000

FO5 Rpt Tips Mo Mo T Mo 000 0.000
REG Regular pay Yes Mo R Mo D00 0,000
EAL Salzrizd Wags Yes Mo R Mo D00 0.0

S Sick Pay Yes M L Yes SO0 0000
VAC Vacation Pay Yes Mo L Yes i il 0.000

HUHAZ11:22AM

*=* End of Report =

OFEN_SY STEM Sikenthe
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CHECK SORT

Use the Check Sort function to set up and maintain Check Sort IDs that allow you to print
payroll checks in specified groups. Each Payroll Employee can be assigned a Check Sort on the
Pay tab in the Payroll Employee Information function. Checks can then be printed according to

their Check Sort ID in the Payroll Print Checks function.
To set up Check Sort, follow these steps:

1. Select Check Sort from the Codes Maintenance menu.

Check Sort Menu

Human Resources <

# Interactive Views

# Individual Views

& Worksheets

[# Reports

[# Periodic Processing

[ Setup and Maintenance

[# Master Lists

= Codes Maintenance
Labor Classes
Tax Authorities
Eaming Types
Eaming Codes
Leave Codes
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2. The Check Sort screen appears.

Check Sort Screen

|_r—Rcheck5wt@| | =]
MM 4103 b Wb X (A9 |[Q &= 8@
;Ched<Snrt .EDescription
> s
2nd Shift

|| 25hit
| | 3shit

#

3rd Shift

3. Enter a Check Sort ID to assign to a group of Employee payroll checks. Each Employee is
then assigned a Check Sort ID on the Pay tab in the Payroll Employee Information function.

4. Enter a Description of the Check Sort.
Task Summary

To add a Check Sort ID follow these steps:

1. Select the New Record icon ; on the toolbar.

2. Enter an ID to assign the Check Sort field.

3. Enter a Description of the Check Sort.
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To edit a Check Sort ID follow these steps:
1. Select the ID of the Check Sort to edit.
2. Edit the Description of the check sort.
To delete a Check Sort ID follow these steps:
1. Select the ID of the Check Sort to delete.
2. Click the Delete button « , on the toolbar, to delete the selected Check Sort.
Producing a Check Sort List
Use the Check Sort List function to produce a list of information you set up in the Check Sort
function (page 3-47) on the Codes Maintenance menu.
To produce the Check Sort List, follow these steps:
1. Select the Print Preview button |2 to preview the Check Sort list.
2. The Preview Report screen appears.

3. Select the Print button | & in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Check Sort List
Continental Products Unhmited

HR Check Sort Fage 1
{  Check Son |  Description |
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LEAVE CODES

Use the Leave Codes function to set up and maintain sick and vacation accrual codes. Sick and
vacation codes are used only if you elected to use Automatic Accrual of Leave Time in the
Payroll Business Rules. There is no distinction between sick leave codes and vacation leave
codes. Both types of codes are set up using the same form.

Leave Codes are used in Leave Plans, which are used in the Positions maintenance screen.
Leave Plan balances are only accumulated in Payroll. TRAVERSE HR does not delete, move or
update balances. Only the Leave Code is transferred to Payroll.

When entering a Daily Work Payroll Transaction, a Leave Code will be required to be selected
when entering a record for an Earning Code with a Leave Earning Type. This will determine the
Leave Code and the hours accrued from which to deduct the accrued hours.

To set up Leave Codes, follow these steps:

1. Select Leave Codes from the Codes Maintenance menu.

Leave Codes Menu

Human Resources <

[ Interactive Views

[ Individual Views

[ Worksheets

[# Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists

= Codes Maintenance
Labor Classes
Tax Authorities
Eaming Types
Eaming Codes
Check: Sort
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2. The Leave Codes screen appears.

Leave Codes Screen

|_HR Leave Codes |§|_| =]
= { 1of2 b M [rs X (A 9 |[Q &= B2 B
Code \u"DZ |z2f| Description [Vacation
Maximum Accrual 0.000 || Include Leave Hours in Accrual Calculation
Up to Year Hrs#/HrsWkd [ Max Hours [ Min Accrual
> I o0 om0 o000
3 0.04170 160.00000 6.67000
5 0.06260 160.00000 10.01600
93 0.08340 99900000 13.33340
#
40 |44, 4| Record 10f 4 (b [ | ba]| o= o | o ¢

1. Enter a new Leave Code or select the Leave Code with which to work.
2. Enter a Description of the Leave Code.

3. Enter the Maximum Accrual hours that may be accrued for this Leave Code. Once the
number of hours accrued for this Leave Code reaches this amount, the Leave Code will no
longer accrue hours. Leave the amount at 0.00 to indicate there is no limit.

4. Check the box to Include Leave Hours in Accrual Calculation. If this box is checked, leave
hours will be accrued when taking leave hours for this Leave Code, if leave is accrued on a
per hour basis.

5. Enter the Up to Year number of years of employment Employees must have in order to
accrue Leave time at the defined rate.
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Example: Enter 1 to accrue Leave at the defined rate for Employees with up to one
year of employment. Enter 2 to accrue Leave at the defined rate for employees with
more than 1 year and up to 2 years of employment, and so on.

6. Enter the number of leave hours accrued for every hour the Employee works into the
Hrs/HrsWkd field. Decimals can be used if necessary.

7. Enter the Max Hours per pay period that can be used to calculate Leave Accrual.

Example: If you assign an employee the leave code S80 which allows a maximum of
80 hours per pay period to accrue Leave, and the Employee works 84 hours during
the pay period, only 80 of those hours worked will count towards the accrual of
Leave time.

8. In the Min Accrual field enter the minimum number of Leave hours Employees can accrue
per pay period. If the calculated accrual amount is less than the Minimum Accrual, the
Minimum Accrual is used.

This field may also be used to indicate how many Leave hours Salaried Employees will
accrue during a pay period. Since no transactions are needed to calculate checks, no
hours are recorded and the Hrs/HrsWkd is not calculated.

Task Summary

To add a Leave Code follow these steps:

1. Select the New Record icon ;  on the toolbar. The Copy From field appears and you can
select an existing Leave Code to copy from.

2. Enter the required information on the Leave Codes screen.

3. Click the Save button ; , on the toolbar, to save the new Leave Code.
To edit a Leave Code follow these steps:

1. Select the Leave Code to edit.

2. Edit the appropriate information on the Leave Codes screen.

3. Click the Save button | , on the toolbar, to save the edited Leave Code.
To delete a Leave Code follow these steps:

1. Select the Leave Code to delete.

2. Click the Delete button « , on the toolbar, to delete the selected Leave Code.

Human Resources 3-53



_ IMPLEMENTING HUMAN RESOURCES
Leave Codes

Producing a Leave Codes List
Use the Leave Codes List function to produce a list of information you set up in the Leave
Codes function (page 3-51) on the Codes Maintenance menu.
To produce the Leave Codes List, follow these steps:
1. Select the Print Preview button |2 to preview the Leave Codes.
2. The Preview Report screen appears.

3. Select the Print button | & in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Leave Codes List
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USING SETUP AND MAINTENANCE

Use the Setup and Maintenance functions to set up Individuals, Job Titles, Processes, Positions,
Review Types, Tests, Property Codes, Attributes, Health Plans, Life Insurance Plans, Leave Plans,
Retirement Plans, Type Codes, and Departments.

Type Codes

Use the Type Code (page 3-59) maintenance function to set up codes to describe such
attributes as ethnicity, gender, marital status, veteran status, and other codes.

Job Titles

Job Titles (page 3-79) are used by a number of reports, including the Longevity Report. They
also are fed to TRAVERSE Payroll.

The first step is to set up the job categories in the Type Codes maintenance screen on the Setup
and Maintenance menu. Selecting Job Category from the Table Code drop-down list.

Processes

The Processes (page 3-83) function allows you to set up any number of new processes with
checklist items and Individuals responsible for each item.

The first step is to set up the process checklist items. This is done on the Type Codes
maintenance screen from Setup and Maintenance by selecting Process Checklist from the
Table Code drop-down list.

Positions

The Positions (page 3-85) function and reports allow you to set up positions within your
company. Positions are established within departments and work locations and are assigned to
Individuals, who inherit certain Payroll and organizational data from the assignment, such as
department, work location, manager, worker compensation code, job title and job category. If
a supervisor leaves and a new Employee assigned to that position, there is no need to go and
update all of the people under that supervisor, as it will be updated through the positions
screen.

Review Types

The TRAVERSE HR application allows you the flexibility to set up a number of Review Types
(page 3-99), each with their own evaluation criteria and review cycles.
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Tests

Standard Tests (page 3-103) can be set up and then maintained on each Individual.

Property Codes

The Property Code (page 3-107) maintenance screen and report allow you to track company
property (keys, cell phones, laptops, etc.), as they are assigned to an Individual.

Attributes

Attributes (page 3-111) are found on the Attributes tab in the Individual Maintenance screen.
You must first set up the Attribute Groups (page 3-61) in the Type Codes function, then you
may set up the Attributes. There can be multiple Attributes for each Attribute Group.

Health Plans, Life Insurance Plans, and Retirement Plans
There are three Benefit Plan types: Life Insurance (page 3-123), Retirement Plans (page 3-135),
and Health Insurance (page 3-115).

After you have set up the Benefit Type in Type Code Maintenance, there are two steps that
must be followed to set up a new plan before an Employee can be enrolled:

¢ The company providing the plan (life insurance carrier, health insurance carrier, or
retirement plan trustee) must be set up in the Type Codes function.

¢ The plan details (group number, deduction frequency, waiting period/minimum age,
etc.) must be set up.

Leave Plans

Leave Plans (page 3-131) are used in the Positions (page 3-85) maintenance screen. Leave Plan
balances are only accumulated in Payroll. TRAVERSE HR does not delete, move or update
balances. Only the Leave Code is transferred to Payroll.
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Use the Type Code maintenance function to set up codes to describe such attributes as
ethnicity, gender, marital status, veteran status, and other codes.

Type Codes should be set up prior to setting up the rest of the Setup and Maintenance menu
items. Type Codes are used in other functions.

To set up Type Codes, follow these steps:

1. Select Type Codes from the Setup and Maintenance menu.

Type Codes Menu

Human Resources

[ Interactive Views

[ Individual Views

[ Worksheets

[# Reports

[# Periodic Processing

[= Setup and Maintenance
Individuals
Job Titles
Frocesses
Fositions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life Insurance Flans
Leave Plans
Retirement Flans
Departments

[ Master Lists

[ Codes Maintenance
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2. The Type Codes screen appears.

Type Codes Screen

|_FRTypecodes @T| %]
HIK 411 b Wik X|BY Q=@
Table Code | |"|
| Description ;.‘.S:tandard Givle
> I

3. Select a Table Code from the drop-down list.

4. Use the New Record button ( » ) on the tool bar, to add a new Type Code, or select a Type
Code to edit.

5. If adding a new record, enter a Type Code Description.

6. The Standard Code value indicates whether the selected Table's Type Codes match standard
values used in Dept of Labor or Compliance reporting. When available, make sure you select
a Standard Code from the drop-down list to associate with the Type Code.

7. Click the Save button '[d on the toolbar to save your changes.
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Table Codes
Activity Code
! HRType Coaes Ié,$\ | |~_-S§|
(=] 1of6 b M [b: X |4 14, By @
Table Code |Activity Code i

Description Standard Code

i EGeneraI MNaote
Personal LOA or Disciplanary

New Hire
Position Change
Reasonable Accommodation

MNew Hire Source

The Activity Code is used on the Notes tab (page 3-160) of the Individuals maintenance
screen. It is used to describe the type of Activity that the Notes are about.

Attribute Group Code

| HR Type Codes I:_téi | =]

=] 105 b M b X | @ I Ea

Table Code |Attribute Group [

Description Standard Code
B | Disability
Family Status

New Hire Source

Reasonable Accommodation
Temination Reason

s

The Attribute Group Type Code is used on the Attributes tab (page 3-166) of the Individuals
maintenance screen. It is used to describe groups of custom Attributes you may want to track.

You can add Attributes to the Attribute Groups via the Attributes maintenance function.

Human Resources
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ey e .
Citizenship
[+ HR Type Codes B3| | 5]
H ¥ Tofd b Wd: X [@A 9|3 = E@E
Table Code 'Cﬂlzensﬁlp |_:'.|
| "Description :étandard Ccae

1] ZEAIien Authorized to Work
:C:Lizen or National of LS.
Permanent Resident

Temporary Visa
#

Citizenship is used on the General tab (page 3-154) of the Individuals maintenance screen.

Degree Type
[+ HR Type Codes E3| | ]
| F Tof7 b Wb X (A 9 |[Q @ = [Ga @
Table Code 'D.egree.Twe |_:'.|
[ Description étandard Ccae

:iAssociate's Degree

: Bachelor's Degree

.Cert'rﬂed Human Resources Generalist
.H\gh School Diploma

| Master's Degree

|a

Doctorate Degree

.Senior Professional of Human Resources

Degree Type is used on the General tab (page 3-154) of the Individuals maintenance screen.

Direct Care Status

HH 41062 p djdeX (@9 | &= By @
Table Code | Direct Care Status |_:'.|

| Description | Standard Code

“ﬁ Direct Care|
: Indirect Care
*

Direct Care Status is used in the Positions maintenance (page 3-85) function on the Position
Info tab.
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Education Level

| HﬁType Codes Ié,&\ | ]}
=] 1of11 b M ke X[ (@ I4 Ba @&

Table Code |Education Level [

Description Standard Code
§ i <High School/GED|

High Schaool

=High School Tech/Business

Some College, no degree

AASAS

BA/BS
[ mams
|PhD

MD
|RN

MBA

Education Level is used in the Positions maintenance (page 3-85) function on the Position Info
tab.

Ethnicity

! HRType anes Ié,$\ | lgggl

= Tof8 b Mk X |2 4, el

Table Code |Ethnicity s
Description Standard Code

G Whitel : W - White
Hispanic or Latina H - Hispanic or Latino
American Indian/Alaska Native | - American Indian/Alaska Native
Asian A - Asian
Black or Afiican American B - Black or African American
Cther 0 - Other
Native Hawaiin/Facific lsland P - Native Hawaiian/Pacific lslander
Two or More Races T - Two or More Races
U - Unknown

Unknown

Ethnicity Type Codes are entered for each individual on the General (page 3-154) tab of the
Individuals maintenance screen. They are used by the EEO and DOL reports.

1. Enter the Description as desired.

2. Select the Standard Code that matches the required standard as determined by reporting
requirements.
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(= N Tof2 p Mk X [[A 9 |[§
Table Code |Exempt S{atus

| [ Description

IMPLEMENTING HUMAN RESOURCES

3l

: étandard Ccae

1 | Exempt (Salaried)|

| Non-Exempt {Hourly)
#

Exemption Status is used in the Positions maintenance (page 3-85) function on the Position

Info tab.

FMLA Codes

The FMLA codes are used on the FMLA (page 3-167) tab of the Individual setup and
maintenance screen. There can be multiple requests per individual and these codes relate to

each request. There are several FMLA codes that need to be set up.

FMLA Delivery Method

HIH 415 p WprpeX (A9 |([E&

Table Code |FMLA Dielivery Method

[ Description

]

: étandard Ca&e

a Email
.Fax
| Hand Delivered
.LIS Pastal Service
| Verbal

FMLA Leave Reason

=

B 4 1o3 b pb X[ ¥
Table Code [FMLA Leave Reason

| Description

| Standard Code

| g Echid

Selff
Spouse

#
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[\ PR Type codes 51|
= Tof5 b M » X | @A

Table Code |FMLA Leave Type

Description
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Type Codes

3]

| Standard Code

:éLang Term

-

| Medical
Military
Pregnancy
Short Term

FMLA Location

= | 1of5 b M [b: X | A

Table Code |FMLA Location

Diescription

&3l

: Standard Code

i] %Minnescrta

lirois
Calformia
Kentucky
Florida

FMLA Status

= 1of2 b Wb X | A

Table Code |FMLA Status

Description

. i .é:‘ppmved

| Standard Code

| Not Approved
#

Human Resources
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Frequency
|- R Type Codes B3| | =]
d 1of6 b Mk X [[E QP=a BB
Table Code |Frequency [
.Description Standard Code
1] %Annual ¥ - Yeary
| Monthly M - Morithly
Quartery @ - Quartery
Semi-Annual 5 - Semi-Annually
Weekly W - Weekly
Semi-Monthly 5 - Semi-Annually

Frequency Type Codes are used by the Life (page 3-123), Health (page 3-115), Retirement
Maintenance (page 3-135), and Review forms.

1. Enter the Description as desired.

2. Select the Standard Codes that match the required Standard Codes.

Gender
[\ HR.Type Codes 3] | =]
H 1of2 b Mk XK@ @@= |85
Table Code |Gender i)
.Description Standard Code
g [Female F - Female
| Male M - Male

£

Gender Type Codes are used by a variety of reports, including the EEO, VETS-4212, and DOL.

1. Enter the Description as desired.

2. Select the Standard Code to map back to F or M. You may want to set up an “Unknown”
gender, to track individuals whose gender is unknown at the time of initial processing.

Health Insurance Carriers

|| HR Type Codes 3/ | &
(=] Tof2 b Mk X | @ oY EERE
Table Code |Health Insurance Cariers i)
Description | Standard Code
i} %Medica

| Blue Cross Blue Shield

#
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Health Insurance Carriers are used in the Health Plans (page 3-115) function.

Individual Status

I HRType Codes I%/“;i |

=]

1of13 b M | b

Table Code |Individual Status

=

Description

X @

EEREE

F fctive - Full Time

Active - Part Time
Deceased

FMLA

MNon - Employee
Temporary

Personal Leave of Absence

Disciplanary Probation

Retired

Teminated
Teminated-No Rehire
Teminated-Rehire

‘Worker Compansation

Standard Code

¢ AFT - Active - Ful Time

APT - Active - Part Time
DEC - Deceased

AFT - Active - Full Time
NEM - Non-Employee
NEM - Mon-Employee
AFT - Active - Full Time
AFT - Active - Full Time
RET - Retired

TER - Teminated

TER - Teminated

TER - Temminated

APT - Active - Part Time

&3l

Individual Status is updated for an Individual on the Position (page 3-159) tab of the
Individuals maintenance screen. It determines which individuals are included on most of the
reports, including the DOL, EEO, 19 Renewal, VETS-4212, and Longevity reports.

1. Enter the Description as desired.

2. Select the Standard Code that matches the required standard as determined by reporting
requirements.

Human Resources
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d Tof10 b M k=X @ 9§ BB
Table Code |Job .E.Zategory |"I|
| [ Description étandard Ccae
5] EOﬁidaIs - Managers 1 - Officials - Managers
| Oficials - Managers Mid-Level 12 - Officials - Managers Mid-Level
Professionals - Professionals
Technicians - Technicians
Sales Workers Sales Workers
Office Clencal Office Clencal

| Craft Workers-Skilled

| Operatives-Semiskilled

Laborers-Unskilled

| Service Workers

Craft Workers - Skilled
Operatives - Semiskilled
Laborers - Unskilled

Service Workers

@0 e~ ¢ e B R

Job Categories are used on the Positions (page 3-85) maintenance screen. They are used by
the EEO and DOL reports.

1. Enter the Description as desired.

2. Select the Standard Code that matches the required standard as determined by reporting
requirements.

License Type

]

: étandard Ca&e

H { 18 b M [P X|E 9 |[& By @
Table Code |License Type ]

| [ Description

B %Cert'rﬂed Clinical Mental Health Counselor

Commerical Driver's License
Driver's License
DOT Medical Cerification

| Licensed Clinical Social Worker

Licensed Mental Health Councslor
Physical Therapist
Registered Murse

License Type is used in the Licenses (page 3-164) tab of the Individual setup and maintenance
screen. The Licenses tab tracks various licenses that each Individual has.
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Life Insurance Carriers

| HR Type Codes &3 | &3l

= 1of3 b M [b X (A 14, &2

Table Code |Life Insurance Camiers i)

Description Standard Code

B -'-‘-eina|
AlG
MetLife

#

Life Insurance Carriers are used in the Life Insurance Plans (page 3-123) function.

Marital Status

| R Type PR Iif:é'\ | )
= 1of2 b Mk XK |@ fe§ 2 @
Table Code |Marital Status i
Description Standard Code
5 Maried| i M - Married
Single S - Single

#

Marital Status is used for the interface to TRAVERSE Payroll, and is used on the General (page

3-154) tab of the Individuals maintenance screen.

1. Enter the Description as desired.

2. Select the Standard Code that matches the standard codes on this screen. You may want to

set up an “Unknown” status to track individuals whose Marital Status is unknown at the
time of initial processing.

Human Resources
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Position Change Reason

| HRType Coaes_\§§|_| &
Wl M 4 6of6 b B b= X |4 & @& = | B3 @
Table Code [Postion .[fhange Reason [
[ Description | Standard Code
Demation Demation - Demation
Lateral Move LateralMove - Lateral Move
New Hire NewHire - New Hire
Promation Promation - Promotion
Unknown Unknown - Unknown
L]

1. Position Change Reason Type Codes are used on the Position (page 3-159) tab of the
Individuals maintenance function.

2. Select the Standard Code that matches the standard codes on this screen. You may want to
set up an “Unknown” status to track individuals whose position change reason is unknown
at the time of initial processing.

Position Division

b K 4169 b Wb X [[A 9|4 @= 5@

Table Code |Postion Division [l

[ Description Standard Cc&e

“ﬁ.:iAccount\ngl
.Commun'rty Suppport
.Executive

Health Care Division
1 Human Resources
Information Technology
| Retai
| Services

Development

Position Division Type Codes are used in the Positions (page 3-85) maintenance function.
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Position Case Type
! HR Type Codes Ié,&\ | B
= 103 b M| X |3 4, By @&
Table Code |Position Case Type [

Description Standard Code

| Eﬁc‘live Position|

Inactive Position
Urfilled Position

Position Case Type Codes are used in the Positions (page 3-85) maintenance function.

Position Type

| HRType Codes [E3| | =]

= Tof5 bWk X @A EEHE .

=

Table Code |Position Type

Description
EFill Time|
Part Time

Standard Code

e

Seasonal
Traines

Intem

Position Type Codes are used in the Positions (page 3-85) maintenance function.

Position Location
[ HR-Type Codes [E3. | &
= Tof5 b Wb X |2 4, el
Table Code |Position Location

Description Standard Code

f { Shakopes]|
5t. Cloud
Minneapolis
Los Angeles
Portland

Position Location Type Codes are used in the Positions (page 3-85) maintenance function.

Human Resources 3-71



_ IMPLEMENTING HUMAN RESOURCES
Type Codes

Position Program

=N 1ofd b Wb X (A 9 |[§ & =3 [By @
Table Code 'F‘osrﬁon Program ._:r.|

| [ Description étandard Ccae

0 {Crystal Aiport|
:Falccn Heights
Brooklyn Park

Inver Grove Heights

#

Position Program Type Codes are used in the Positions (page 3-85) maintenance function.

Premium Method

|_HRType Codes @I_| &l
HIH 4 303 Mk X | A9 QA @= R
Table Code |Premium Method |_:'I|
| [ Description [ étandard Cuaa
Amount A - Amount
| Percent P - Percent
]

Premium Method is used in the Retirement Tab (page 3-173) in Individuals maintenance.
1. Enter a Premium Method Description.

2. Choose a Standard Code from the drop down list.
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Process Checklist

| HﬁType Codes Ié,&\ | ]}
=] 10619 b M [bs X (@ I4 Ba @&

Table Code |Process Checklist [

Description Standard Code
E.-N.rlism| i

Base

e

Building Relationships

Cell Phone

Communication

Compliance

.Computer

.Concem Sheets

Customer Satisfaction

| Demoagraphics

‘Working with People with Disabilities
Code of Ethical Conduct
Evac/Fire Dril

Exit Interview Form

Expense Report

FDSS

Fradulent./Unethical behaviors
.Emplnyee Handboak
Employee Training

Process Checklist Type Codes are used in the Processes (page 3-83) maintenance function.

Relation Code

! HRType anes Ié,$\ | lgggl
(=] 1of6 b M [b: X |4 14, Ey @&
Table Code |Relation Code i
Description Standard Code
5 i Sef i5-Seff
Spouse P - Spouse
Child C - Child
Child 2 C - Child
Chid 3 C - Child
C - Child

Child 4

The Relation Code is used in the Individuals maintenance screen on the Dependents (page 3-
187) tab.

1. Enter a Relation Code Description.

2. Choose a Standard Code from the drop down list.
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Retirement Trustees

|| HR Type Codes (53] | ]
=N 102 p M b X [A 9 (& =1 B3 @
Table Code |Retire Trustees |_:'.|
| [ Description étandard Ccae
1] EWealth Enhancement Group| T1-Trustee 1
| Trustee 2 T2 Trustes 2

Retirement Trustees Type Codes are used in the Retirement Plans (page 3-135) maintenance
function.
1. Enter a Retirement Trustee Description.

2. Choose a Standard Code from the drop down list.

.
Skills
[+ HR Type Codes B3| | 5]
= | Tof11 b MW (b= X |[A 9 || I =1 | B3 @8
Table Code |Skils |_:'.|
| [ Description étandard Ccae

5] :§F‘ri0r expenence in the field
| :Speaks/writes fluent French
|| Matany Public
= Can sign fluently
| Speakswrites fluent Spanish

Programming muttiple languages
.Customer Service

il Technical Writing
Accounting

f :Sales Experience

Training Experience

Skills Type Codes are used in the Individuals maintenance function on the Skills/Test (page 3-
162) tab.
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Training Code
! HﬁType Codes Ié,&\ | ]}
= Toi10 b M [k X (@ B @
Table Code |Training Code
Description Standard Code
5 :SGL 2016

MNew Hire Benefitz Training

Basic Skills Training

Annual Drug and Aleohol Training
Sprcific Training for Job Duties
Annual Safety Training
| Sacial Skills Training
| TRAVERSE

Business Intelligence

New Hire Overview

Training Code Type Codes are used in the Individuals maintenance function on the Training

(page 3-165) tab.

Training Event Type

I HﬁType.C});:les Iiuﬁ'\ |
= 1of8 b W[k X @A

Table Code | Training Event Type

Description

=]
3 @

=

 Academic Development

Standard Code

Annual Corporate Compliance

Annual Drug & Alcohol Training

Human Resources Policy Training
Specific Job Duty Training

General Orientation for New Employees
.Prcrfessional Development

Safety Training

Training Event Type Codes are used in the Individuals maintenance function on the Training

(page 3-165) tab.
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Veteran Status

(= N Tof7 b Mk X (A 9 |[§
Table Code |Veteran Status |_"I|
| "Description

0 | Disabled Viterar]

| Service Medal Veteran

| Mot & Vieteran

| Other Veteran

1 Recently Separated Veteran
Unknown

.‘u"leinam Era Veteran

IMPLEMENTING HUMAN RESOURCES

: étandard Ccae

[ - Special Disabled Veteran

M - Service Medal Veteran

N - Not a Veteran

0 - Other Veteran

R - Recently Separated Veteran
N - Not a Veteran

W - Vietnam Era Veteran

Veteran Status is entered for each Individual on the General (page 3-154) tab of the
Individuals maintenance screen. It is used by the VETS-4212 report.

1. Enter a Veteran Status Description.

2. Choose a Standard Code from the drop down list.

Workers Compensation

HH 4168 b Mibe XA 9|
Table Code |Warkers .Compensa.t\on |_"I|
"Description

=]

: étandard Ccae

B %Warehausecald storage

:Addressingz’majling companies & clerical

.Hetiremern Living Centers - All Employees

.Group Homes - All Employees

| Social Services Org - All Employees
Janitorial Services by Contractors

.Adult day care centers - all other emp
Vocational rehabilitation trainees

Workers Compensation Type Codes are used in the Positions (page 3-85) maintenance

function.
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Process Type

[ HR-Type Codes £ | (=]
=] Tof6 b M b X [[A FeY N
Table Code |Process Type

Description Standard Code

EBeneﬁt Overview

e

New Hire Overview
Network Overview
Software Training
SQL Training

Temination

Process Type Codes are used in the Processes (page 3-83) maintenance function.
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JOB TITLES

Job Titles are used by a number of reports, including the Longevity Report. They also are fed to
TRAVERSE Payroll.

The first step is to set up the Job Categories in the Type Codes maintenance screen (page 3-68)
on the Setup and Maintenance menu. Selecting Job Category from the Table Code drop-down
list.

The next step is to create or update a Job Title. This is done in Job Titles maintenance under
Setup and Maintenance.

To set up Job Titles, follow these steps:

1. Select Job Titles from the Setup and Maintenance menu.

Job Titles Menu
P

| Human Resources £

[ Interactive Views

[ Individual Views

[F Worksheets

[# Reports

[# Periodic Processing

= Setup and Maintenance
Individuals
Processes
Positions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life: Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Departments

(¥l Master Lists

(¥ Codes Mairtenance
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Maint I

2. The Job Titles screen appears.

Job Titles Screen

Human Resources Manager

|\ HR Job Titles. 31|
| 4 19018 b X | (A A Ba @
I Description [ Job Category Code
| Administrative Assisstant Office Clencal
Analyst Professionals
| Case Manager Professionals
Data Coordinator Professionals
| Data Entry Cffice Clerical
1 Executive Secretary Cffice Clerical
HR Assistant Office Clerical

Officials - Managers Mid-Level

IT Manager Professionals
Office Manager Cfficials - Managers Mid-Level
President Officials - Managers
President of Sales Cficials - Managers
| Programmer Professionals
.Saiesperson Sales Workers

Shipping Persannel
Social Worker
VP of Sales

Warehouse Supervisor

Operatives-Semiskilled
Professionals
Cfficials - Managers Mid-Level

Cfficials - Managers Mid-Level
gl |

3. Click the New Record button *  on the toolbar to add a new job title Description.

4. Enter a new job title Description.
5. Select a Job Category Code.
6. Click the Save button |H on the toolbar to save your changes.

Task Summary

To edit a Job Title, follow these steps:

1. Select a Job Title Description to edit.

2. Edit the selected Description.

3. Click the Save button |H on the toolbar to save your changes.
To remove a Job Title, follow these steps:

1. Select the Job Title.

2. Click the Delete button on the toolbar % .
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Producing a Job Titles List
Use the Job Titles List function to produce a list of information you set up in the Job Titles
function (page 3-79) on the Setup and Maintenance menu.
To produce the Job Titles List, follow these steps:
1. Select the Print Preview button |2 to preview the Job Titles.
2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Continental Products Unlimited
HR JobTitles

Page 1

| Administrative AssiEstant
ralyst
=2 Manager

3tz Coordinator

|ffice Clerical

|Professionats

|Professionats

E{)ﬂk:ec lerical
|thc-als -Maragars Mid-Level
|Professionsts

é{)‘f‘fk‘.ials -Maragers Mid-Lavs!

|{)‘f‘fi: i=ls - Maragers

:Gﬂmals -Maragers

/12017 2:42FM

|Professionzis

|Szlzs Warkars
|Operstives-Semiskiled
|Professionsts

|Orfficials - Managers Mid-Level
;Dﬂiciats -Maragers Mi-Levl

Kent Heitkamp
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PROCESSES

The Processes function allows you to set up any number of new processes with checklist items
and Individuals responsible for each item.

The first step is to set up the Process Checklist items. This is done on the Type Codes
maintenance screen (page 3-73) from Setup and Maintenance by selecting Process Checklist
from the Table Code drop-down list.

The next step is to create or update a process. This is done in Processes maintenance under
Setup and Maintenance.

To set up Processes, follow these steps:

1. Select Processes from the Setup and Maintenance menu.

Processes Menu

| Human Resources £

[ Interactive Views

[ Individual Views

[F Worksheets

[# Reports

[# Periodic Processing

= Setup and Maintenance
Individuals
Job Titles

Positions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life: Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Departments

(¥l Master Lists

(¥ Codes Mairtenance
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2. The Processes screen appears.

Processes Screen

| HR Processes =] ‘ =]
= 1of5 b M [b X A % B
Process Type Code | Software Training [E2]
Check List Type Code Description Person Responsible Document Link
B | Base Base | ||
Communication Communication
Compliance Compliance
Customer Satisfaction Customer Satisfaction
Expense Report Expense Report
*
Maint_| 3. Select a Process Type Code from the drop-down list.

4. Click the New Record button *  on the toolbar to add a Checklist item.

Maint_ | 5. Select or edit the Check List Type Code.
6. Accept or edit the Description.
7. Select the Person Responsible from the drop-down list, as applicable.
8. If applicable, Browse [-]to a document to link it to the checklist item in the Document Link

column.

9. Click the Save button |H on the toolbar to save your changes.

Task Summary

To edit a Process, follow these steps:
1. Select a Process Type Code to edit.

2. Edit the Check List Type Code, Description, Person Responsible, and Document Link where
appropriate.

3. Click the Save button |H on the toolbar to save your changes.
To remove a Process, follow these steps:

1. Select the Process Type Code to delete.

2. Click the Delete button on the toolbar x .
To remove a Checklist item, follow these steps:

1. Select the Check List Type Code to delete.

2. Click the Delete button on the toolbar x .
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POSITIONS

The Positions function and reports allow you to set up Positions within your company.
Positions are established within Departments and Work Locations and are assigned to
Individuals, who inherit certain payroll and organizational data from the assignment, such as
Department, Work Location, Manager, Worker Compensation Code, Job Title and Job Category.
If a supervisor leaves and a new employee is assigned to that position, there is no need to go
and update all of the people under that supervisor, as it will be updated through the Positions
screen using the Apply button.

Reports can be printed to see which Positions are filled or unfilled, or which are active or
inactive. The reports can be sorted by Position Number, Description, Supervisor, Hours
Budgeted, Salary Budgeted, Position Type, Department ID, Individual ID or Name.

To set up Positions, follow these steps:

1. Select Positions from the Setup and Maintenance menu.

Positions Menu

Human Resources <

[# Interactive Views

[ Individual Views

[# Worksheets

[# Repoits

[# Periodic Processing

[= Setup and Maintenance
Individuals
Job Titles
Frocesses
Review Types
Tests
Property Codes
Attributes
Health Plans
Life Insurance Flans
Leave Plans
Retirement Flans
Type Codes
Departments

[# Master Lists

[# Codes Maintenance
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2. The Positions screen appears.

Positions Screen

HIN 466 p b [be K & 9

Description

| eosiioninfa | Earing codes |

Wage Hour Exempt Status

Job Code

EEQ Job Category

Department
Division
Program

Location

Position Hours Budgeted

Salary Budgeted

Supervisor Position Number

|| Special Status

|| Adjust To Minimum

a

|

| |52 [ | Apoly | Stafiing

] Copy From

| Werkers Compensation

1 | | Driver's License Required

| || Professional License Required

0.000]
0.00]

|22 |3

|| Educational Transcript Required

| Minimum Education Level
| Position Type

|| Position Case Type

County Direct Care Status |
Position Active Date

Position Inactive Date

Leave Plan

Check Sort

Group Code o

|_f_’_|. Pay Periods Per Year

3. The first step is to set up the codes used in the positions screen in Type Codes. For more

information, see Type Codes maintenance (page 3-59).

County Direct Care Status

|_FRTypeCodes\§T|
HIH 4102 b M|k

Table Code |Direct Care Status

| Description

S

A ®=8a

: Standard Code

E Direct Care

Indirect Care
[l
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Education Level

[\ HR-Type Codes 3l | %]

=] 1ol b Mk X @

=
i
5%

)

Table Code |Education Level

Description Standard Code
§ i <High School/GED|

High Schaool

=High School Tech/Business

Some College, no degree

AASAS

BA/BS
[ mams
|PhD

MD
|RN

MBA

Position Case Type

|\ HR Type Codes 3] | =]
= Tof3 b Mk XK | A & B3 @
Table Code |Position Case Type s

Description Standard Code

§ Active Position|

Inactive Position
Unfilled Position

Position Change Reason

| HR Type Codes [/ | &
[ N 4 606 S | I B2 @
Table Code |Position (fhange Reason Bl
Description [ Standard Code
Demation Demation - Demation
Lateral Move LateralMove - Lateral Maove
New Hirz NewHire - New Hire
Promation Promation - Promation
Unknown Unknown - Unknown
8 i

Position Change Reason is used in the Individuals maintenance screen, but should be
set up at the same time as the Position codes.
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Position Division

|| HR Type Codes &3] |
H(H 4 19 p Wb XA 9

[§ @& = |53 @

Table Code |Position Division

[ie]

B

Description

| Standard Code

Accounting|

a

Community Suppport
Executive
Health Care Division

Human Resources

Information Technology
Retail
Services

Development

[=]

Position Location

|. HR Type Codes [£3] |
HIH 4165k MWibs XA 9

Q®=|5BBR

Table Code |Posﬂi0n Location

fi=)

B

Description

| Standard Code

B | Shakopes|

Minneapolis
Los Angeles
Portland

i
|
| 5t. Cloud
|

L

Position Program

|. HR Type Codes (3] |
HIH 4104 b MWbs XA 9

Q=@

Table Code |F‘osﬂion Program

]

i Description

| standard Code

B

| Crystal Arport

| Falcon Heights:
| Brooklyn Park
Inver Grove Heights

3-88 Human Resources



Position Type
ot odes. 65
= 1of5 b M b X |3 Y
Table Code |Position Type

Description

IMPLEMENTING HUMAN RESOURCES
Positions

3]

| Standard Code

EFill Time|

-

| Part Time
Seasonal
Trainee

Intem

Wage/Hour Exempt Status

|- PR Type Codes £
= | 12 b W[k X A &

Table Code |Exempt Status s

Description

&3

Standard Code

§ | Exempt (Salaried)

| Mon-Exempt (Houry)

o

Workers Compensation

|\ #R Type Codes |
= 108 b M [b: X | A IreY

Table Code |Workers Compensation

Description

&3l

| Standard Code

i Warehouse-cold storage

-

.ﬂddres&ngfmailing companies & clerical
Retirement Living Centers - All Employees
Group Homes - All Employees
Sacial Services Org - Al Employees
Janitorial Services by Contractors
..F\duh day care centers - all other emp.

Vocational rehabilitation trainees

Human Resources
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Leave Plan Maintenance

H|KH 4 11 p MW

(0 ST

[§ @& = |53 @

Description |Siandard

(]

[ees] copy From |

B

i | Leave Code |
B voz =
KX

Set up the Leave Plans by going to Leave Plans maintenance under Setup and
Maintenance. Click the New Record button »  on the toolbar to enter a new Leave

Plan Code, or use the drop-down list to edit a current leave plan.

Position Maintenance

The next step is to set up the Positions. Go to the Positions maintenance screen from Setup and

Maintenance.
Positions Screen

‘. HR Positions. [£:3| |

HI K 4 6d6p HibeX|@ 9

& &=

E3 [ | Aoply | Staffing

Description i

|:|i Copy From

Wage Hour Exempt Status |

(o]

Job Code |

i
el

EEQ Job Category

Department

[

Division

]

Program

,
i

Location

[oe]]

0.000

|
Position Hours Budgeted |

Salary Budgeted

0.00

Supervisor Position Number |

[ERIET)

|| Special Status

|| Adjust To Minimum

3-90 Human Resources
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|| Driver’s License Required
|| Professional License Required

|| Educational Transcript Required

Minimum Education Level ‘

Position Type ‘

Position Case Type |

County Direct Care Status \

Position Active Date I

Position Inactive Date ‘

Leave Plan \

Chedk Sort |

Group Code (D || Pay Periods Per Year

B



Maint |
Maint |

Maint |
Maint |
Maint |

4. Click the New Record button *

IMPLEMENTING HUMAN RESOURCES

select a Description from the drop-down list.

Positions

on the toolbar to enter a new Position Description, or

5. When entering a new Position, the Copy From field is displayed. Select an existing Position
to copy information from, or skip the field to enter all information for the new Position.

When you copy from an existing Position all fields, except Default Earn Code, are
copied to the new Position.

6. On the Position Info tab:

Positions Screen Position Info Tab

[ +R Positions [E3| |

= 1of5 b M b X | A
Description Programmer

I Position Info | Earning Codes |

\Wage Hour Exempt Status | Exempt (Salaried)

Job Code Programmer

Department 400

Divisian Information Technalogy
Program

Location Shakopee

Paosition Hours Budgeted

Salary Budgeted

Supervisor Position Number |ProgManager
|| Special Status

|| Adjust To Minimum

=3 @ | Apply | Staffing

Warkers Compensation

|| Driver's License Required
|| Professional License Required
[+| Educational Transeript Required
Minimum Education Level =High School Tech/Business
Position Type Full Time

Paosition Case Type Active Position

County Direct Care Status | Direct Care

Position Active Date

Position Inactive Date

Leave Plan Standard

Check Sort

Group Code 1 ||

Social Services Org - Al Employees

10/1372017 |
2]

]

Pay Periods Per Year 12

7. Select the Wage Hour Exempt Status of the position from the drop-down list.

8. Select a Job Code from the drop-down list.

9. The EEO Job Category field is read-only, and fills automatically when you select the job

code.

10. Select a Department, as applicable.

11. Select a Division as applicable.

12. Select a Program as applicable.

Human Resources

=]

3-91



_ IMPLEMENTING HUMAN RESOURCES
Positions

Maint |

Maint |

Maint |
Maint |
Maint I
Maint |

Maint |
Maint |

13. Select a Location as applicable.
14. Enter the number of Position Hours Budgeted for this position.

15. Enter the Salary Budgeted for this position. For hourly positions, enter the expected hours
budgeted * hourly rate. (Amount entered should be on a monthly or annual basis.)

16. Select a Supervisor Position Number as applicable. Select the “X” button to clear the field.

The Supervisor selection is used when the Apply button is selected to update the
Manager field in the Individual setup.

17. To exclude certain groups, such as disabled clients, from EEO reports, mark the Special
Status check box.

18. Mark the Adjust to Minimum check box if you want the system to automatically adjust
earnings to minimum wage if regular earnings plus reported tips do not amount to
minimum wage.

19. Select a Workers Compensation code from the drop-down list, if applicable.

20. Mark the appropriate check box if the position requires a Driver's License Required,
Professional License Required, and/or Educational Transcript Required.

21. Select a Minimum Educational Level, as required.
22. Select a Position Type.

23. Select a Position Case Type, as necessary.

24. Select a County Direct Care Status, as necessary.
25. Enter the Position Active Date.

26. Enter the Position Inactive Date, as necessary.
27. Select a Leave Plan.

28. Select a Check Sort option, as necessary.

29. Select a Group Code.

30. Enter the number of Pay Periods Per Year.
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Positions Screen Earning Codes Tab

| HR Positions (3] | HR Individuals |
= 1of5 b Wb X [ A 4 53 [ | Aeply
Description Programmer [

| Position Info | - Earning Codes |

. Eam Code . Rate Type . Rate

> : | » | None
Vacation Pay MNone
Sick Pay Mone
Regular pay None

5

4|44 4| Record 1of 4 ok ||| M) || =] o 3¢

1. Select the Earning Codes tab.

Enter or update the following fields:

IMPLEMENTING HUMAN RESOURCES

Staffing

5.200.000
0.000
0.000
0.000

| Defaut

Positions

%]

2. Select the Earning Code(s) to be used for this Position for Individuals during time ticket
entry in the Payroll Transactions function and for Salaried Employees when the Include
Salaried Wages box is selected in the Payroll Calculate Checks function. Select the Default

box to indicate the Default Earning Code. Only Earning Codes that have been assigned to the

Position and Individual in the Earnings Codes tab, or the Copy Earning Codes dialog box

(page 3-41) in the Earning Codes function (page 3-37) on the Codes Maintenance menu, are

valid options for this field.

NOTE: At least one valid Earning Code must be set up for each Position and
Individual in order to enter Payroll Transactions and/or Calculate Checks for that

Individual.

3. The Description of the Earning Codes added is displayed.

4. Select the Rate Type to override the default rate calculation;

Human Resources
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8.

¢ None - Calculate using the Hourly Rate entered into the Rate column and Individual
setup, and use the multiplier from the Earning Code setup.

¢ Percent of Regular Rate - Calculate using the Hourly Rate entered into the Individual,
and multiply it by the percentage entered into the Rate field.

¢ Override Regular Rate - Use the Hourly Rate entered into the Rate field.

Example: The Hourly Rate for the Employee is set up as 16.94. Choosing an Earning
Code of 'REG', with the Rate Type of None, will pay the person $16.94 per hour (their
standard rate.) Choosing the 'OVT' earning code will pay them $25.41 per hour, with
the Rate Type of Percent of Regular Rate with 150 entered into the Rate field (150%
of $16.94.) Choosing 'P01' will pay them $18.67 per hour, with the Rate Type of
Override Regular Rate, with 18.67 entered into the Rate field (overriding the normal
hourly Rate.)

Enter the earning Rate. If you are entering a salary amount, it should be the amount for a
pay period.

Select the Default box for the Earning Code you want as the Default code when entering
Payroll Transactions, or Calculating Checks for Salaried Employees.

Press the Add Record button ( j+|) at the bottom of the screen to add additional earning
codes.

Select a command button to do the following functions:

Command Buttons

Name Description

Select the Apply button to update the
Apply Individual Manager with the Individual
assigned to the Supervisor Position Number.

Select the Staffing button to open the
Positions Assignment View (page 5-13) to see
all Individuals assigned to the selected
Position.

Staffing

Apply Button

Select the Apply button to update the Individual setup, Manager field with the Supervisor
Position Number selected on the Position displayed.
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The purpose of this function is to have the ability to update multiple Individuals when the
Supervisor for a Position changes. The Apply Position Updates will only update the Individual
when the Manager field in the Individual setup is different than the Supervisor Position
Number selected for the Position, or the Manager field is blank, for all Individuals assigned the
Position with the Primary Position check box selected.

Positions Screen - Apply Button

Apply Position Updates I} x
b OK | (] Activity | Reset
Update Manager Assigments

Comments |

1. Enter Comments about the update.
2. Select a command button:

Command Buttons
Name Description

Select the OK button to update the Manager
field in the Individual setup with the

ok Individual assigned the Supervisor Position
Number selected.

Activity View the Activity Log dialog box.

Reset Reset the values back to the original settings.

3. When the update has completed the Update Individuals Log appears.
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Apply Activity Dialog Box

= Activity Log I} - O X
= 1o7 b M X A Fe = |Gz @
Post Run Run Time 7 Description User ID Comments Print Log
[> 5/7/2018 8:43 AM "HR Individual Update ket [ I |
| |20180502174337 5/2/2018 12:43 PM HR Individual Update kent | |
20180502130707 5/2/2018 8:07 AM HR Individual Update kent | |
| 20180420164033 4/20/2018 11:40 AM HR Individual Update kent | — |
20130406190231 4/6/2018 2:02 PM HR Individual Update kent | |
20180405210516 4/5/2018 4:05 FM HR Individual Update kent | |
| |20180405202618 4/5/2018 326 FM HR Individual Update kent | |

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks
all update activity for administrative purposes. The system assigns each update a run ID.

Post Run - The system generated number used to identify the post appears.
Run Time - The date and time the Apply was made appear.

Description - The Apply description appears.

User ID - The user who performed the Apply appears.

Comments - Comments entered for the Apply appear.

Print Log - to print the Apply log from the selected Apply update.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Update Individual Log

Continental Products Unlimited PAGE 1
Update Individuals Log
Sorted by Individual ID
Individual 1D Individual Name Original Manager ID  Original Manager Name Updated Manager ID Updated Manager Name
AMKE Kelly, Ann Marie M LK Kline, Laurie M
AWS Soklers, Alan W LK
DOUBLADDODO1 Doubla, Mike K LK
JOMNOD1 Jonchim, Maria K LK
JONESDO1 Jones, Edward L LK , Laurie M
LUKGO1 Lukas, George W LK , Laurie M
TES Smith, Terry E LK Laurie M
=* End of Report ***
5/7/2018 8:48 AM Kent.Heitkamp
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Task Summary

To edit a Position, follow these steps:

=

. Select a Position Description to edit.
2. Edit the available fields where appropriate on the Position Info and Earning Codes tabs.
3. Click the Save button |H on the toolbar to save your changes.
To remove a Position, follow these steps:
1. Select the Position Description to delete.
2. Click the Delete button on the toolbar x .
To remove an Earning Codes item, follow these steps:
1. Select the Position Description and select the Earning Codes tab.
2. Select the Earning Code to delete.

3. Click the Delete button ||=jon the navigation bar at the bottom of the screen.
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REVIEW TYPES

The TRAVERSE HR application allows you the flexibility to set up a number of Review Types,
each with their own evaluation criteria and review cycles.

To set up Review Types, follow these steps:

1. Select Review Types from the Setup and Maintenance menu.

Review Types Menu

| Human Resources <

[ Interactive Views
Individual Views
Worksheets
Reports
Periodic Processing
[= Setup and Mairntenance
Individuals
Job Titles
Processes
Positions
Tests
Property Codes
Attributes
Health Plans
Life Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Departments
Master Lists
Codes Maintenance
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2. The Review Types screen appears.

Maint |

9.

Review Types Screen

|\ HR Review Types [E3 | B
=] Tobt bop b X B 9 S
Description |90 Day Probation |22l Copy From =
Frequency |Cuarterdy |
Review Category Weight
Y Attendance. i 20
Performance 60
Communication 10
Timliness 10
#
4| 44| 4| Record 1of 4 | b || me| |k [=la o ¢

. Click the New Record button * on the toolbar to add a new review type Description, or

select a Description to edit.

When entering a new Review Type, the Copy From field is displayed. Select an existing
Review Type to copy information from, or skip the field to enter all information for the new
Review Type.

When you copy from an existing Review Type all fields are copied to the new Review
Type.

Select a Frequency for the review type. The Frequency selections are set up using the
Frequency selection in the Type Codes function.

Press the Add Record button ( +|) at the bottom of the screen to add a Review Category.
Enter or edit a Review Category, such as “Attendance” (10 character limit).

Enter a numeric Weight for the Review Category. The total weight of the categories should
equal 100.

Click the Save button [ld on the toolbar to save your changes.

Task Summary

1.
2.

To edit a Review Type, follow these steps:
Select a Review Type Description to edit.

Edit the Frequency, Review Category, and Weight where appropriate.
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. Click the Save button [ld on the toolbar to save your changes.

To remove a Review Type, follow these steps:

. Select the Review Type Description to delete.

. Click the Delete button on the toolbar X .

To remove a Review Category item, follow these steps:
. Select the Review Type Description.

. Select the Review Category to delete.

. Click the Delete button ||=| on the navigation bar at the bottom of the screen.

Human Resources
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TESTS

Standard Tests can be set up and then maintained on each Individual.
To set up Tests, follow these steps:

1. Select Tests from the Setup and Maintenance menu.

Tests Menu

| Human Resources <

[ Interactive Views

Individual Views

Worlksheets

Reports

Periodic Processing

[= Setup and Maintenance
Individuals
Job Titles
Processes
Positions
Review Types
Property Codes
Attributes
Health Plans
Life Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Departments

Master Lists

Codes Maintenance

2. The Tests screen appears.

Tests Screen

[ Description [ Recertffication Months
| Child Abuse Clerance
|cPR
i FBI Criminal Clearance
Forklift Cerification
.ALI‘lD Insurance
1 Sexual Harassment Training
WERC Warehouse Certification
gl

For each test, enter the following:

3. Enter a new test Description.

Human Resources
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4. Enter the number of months before the individual must be re-certified in the Recertification
Months column.

Task Summary

To edit a Test, follow these steps:

I

. Select a Test Description to edit.

N

. Edit the Description, and Recertification Months where appropriate.

w

. Click the Save button |H on the toolbar to save your changes.

To remove a Test, follow these steps:

=

. Select the Test Description to delete.

. Click the Delete button on the toolbar ¥ .

N

Producing a Tests List
Use the Tests List function to produce a list of information you set up in the Tests function
(page 3-103) on the Setup and Maintenance menu.
To produce the Tests List, follow these steps:
1. Select the Print Preview button |2 to preview the Tests.
2. The Preview Report screen appears.

3. Select the Print button | & in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Tests List

Eonllnent?-: HPI]l?ed:;ls Unbmsted Page1

Descrption. Recestiicaon Morihs ]

B x|

i leem 2

' FBI Grimingl Ceasance 2

Foddiit Certificabion 18

Auto Insurance 12

Sexual Harassment Traning 24

~ WERC Warehouse Cestfication 2
mmmnsﬁm """""""""""""""""""""""""""""""""""""""""""""""""""""" Kent Heikamp
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PROPERTY CODES

Property Codes

The Property Codes maintenance screen and report allow you to track company property

(keys, cell phones, laptops, etc.), as they are assigned to an Individual.

To set up Property Codes, follow these steps:

1. Select Property Codes from the Setup and Maintenance menu.

Property Codes Menu

| Human Resources

£

[ Interactive Views

[ Individual Views

[ Worksheets

[# Reports

[# Periodic Processing

[= Setup and Maintenance
Individuals
Job Titles
Processes
Positions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Departments

[ Master Lists

[ Codes Maintenance

2. The Property Codes screen appears.

Property Codes Screen

| N 4 8of8

[ Description
"Access Card
Credit Card
| |cel Phone
Desktop Computer
1D Card
Front Door Key

b

| Laptop Computer
8

3. Click the New Record button » to add a new Property code or select a Property Code

Description to edit.

Human Resources 3-107



_ IMPLEMENTING HUMAN RESOURCES
Property Codes
4. Enter a Property Code Description.

5. Click the Save button |H on the toolbar to save your changes.

Task Summary

To edit a Property Code, follow these steps:
1. Select a Property Code Description to edit.
2. Edit the Description, and Recertification Months where appropriate.
3. Click the Save button |[H on the toolbar to save your changes.
To remove a Property Code, follow these steps:
1. Select the Property Code Description to delete.
2. Click the Delete button on the toolbar x .
Producing a Property Codes List
Use the Property Codes List function to produce a list of information you set up in the Property
Codes function (page 3-107) on the Setup and Maintenance menu.
To produce the Property Codes List, follow these steps:
1. Select the Print Preview button '& to preview the Property Codes.

2. The Preview Report screen appears.

3. Select the Print button | in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Property Codes List

Continental Products Unkmited
HR Property Codes Page1

Access Card
Creckt Card
Celdl Phone:

1D Card
Frort Door Kay
Laptop Computer

10A3207 315 PM Kent_Heitkamp
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ATTRIBUTES

Attributes are found on the Attributes tab in the Individual Maintenance screen. You must first
set up the Attribute Groups (page 3-61) in the Type Codes function, then you may set up the
Attributes. There can be multiple Attributes for each Attribute Group.

Attribute Group
! HR Type Codes [64) | =]
=] Tof5 b M » X | @A & E3 @

Table Code |Attribute Group

Description Standard Code

5 | Disabilty
| Family Status
New Hire Source
Reasonable Accommodation

Temination Reason

In the Type Codes maintenance function, select Attribute Groups from the Table Code drop-

down list.
Enter an Attribute Group Type Code. Also enter the longer Description of the Attribute Group.
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To set up Attributes, follow these steps:
1. Select Attributes from the Setup and Maintenance menu.
Attributes Menu

| Human Resources <

Interactive Views

Individual Views

Worksheets

Reports

Periodic Processing

[= Setup and Maintenance
Individuals
Job Titles
Processes
Positions
Review Types
Tests
Property Codes
Health Plans
Life Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Departments

Master Lists

Codes Mairtenance

2. The Attributes screen appears.

Attributes Screen

(M 4606 p M ibuX|D 9 |& &= (830
Attribute Group ‘Fam‘iry Status _|_.v_!

| ."Desu'iption
) “Gruup Home
| Lives with parents
| Lives alone
Lives with spouse

| Lives with spouse and children

The attribute groups you set up in the Type Codes function are used in the Attributes
maintenance function.

Maint_ | 3. Select an Attribute Group from the drop-down list.
For each attribute group:
4. Click the New Record button * to add a new Attribute.

5. Enter an Attribute Description.
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6. Click the Save button | on the toolbar to save your changes.

Task Summary

To edit an Attribute, follow these steps:

1. Select an Attribute Group and Description to edit.

2. Edit the Description where appropriate.

3. Click the Save button '[dH on the toolbar to save your changes.
To remove an Attribute, follow these steps:

1. Select the Attribute Group or Description to delete.

2. Click the Delete button on the toolbar x .
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HEALTH PLANS

There are three Benefit Plan types: Life Insurance, Retirement Plans, and Health Insurance.

After you have set up the Benefit Type in Type Code Maintenance, there are two steps that
must be followed to set up a new plan before an employee can be enrolled:

e The company providing the plan (life insurance carrier, health insurance carrier, or
retirement plan trustee) must be set up in the Type Codes function.

e The plan details (group number, deduction frequency, waiting period/minimum age,
etc.) must be set up.

After this setup has been done, refer to the specific plan under Individuals maintenance to
enroll an Individual.

To set up Health Plans, follow these steps:
1. Select Health Plans from the Setup and Maintenance menu.
Health Plans Menu

| Human Resources <||

[ Interactive Views

[ Individual Views

& Worlksheets

[# Reports

[ Periodic Processing

= Setup and Maintenance
Individuals
Job Titles
Processes
Positions
Review Types
Tests
Property Codes
Attributes
Life Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Departments

[& Master Lists

[ Codes Maintenance
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2. The Health Plans screen appears.

Health Plans Screen

=]
HH 1ot p Mk X [H 9|4 @ = 5@
Description iI'_vheili::a Chaice F‘:asspart - .S.ingle [iaa) Copy From e
Frequency __I'\ﬂorrthh.I | Max Benefit ZBDDBMGD
Maximum Age Employee E Maximum Age Dependent 26 Deductble | 25.00
- /| Major Medical C ' 500,000.00
Employee Contribution 132{}!} Employer Contribution 1_32.[H). S e | =
Max Out Of Pocket i 4.000.00]
Group Mumber 83404 | e & '
1 COBRA Premi 1,060.00|
Carrier Code Medica | D
Waiting Period | 3{3
Description | Amount
Prescription - Generic 12.00
| Prescription - Prefemed Brand 50,00
Prescription - Non-Prefemed Brand 50.00
Urgert Care 2500
| Retail Health Clinic/Convience Care 1000
Office Visit 2500

|

| i[9 Rcord 7 of 7 b oo | ok o 26

3. Click the New Record button * to add a new Health Plan.

4. Enter a health plan Description.

5. When entering a new Health Plan, the Copy From field is displayed. Select an existing Health

Plan to copy information from, or skip the field to enter all information for the new Health
Plan.

When you copy from an existing Health Plan all fields are copied to the new Health
Plan.

Maint_| 6. Choose the Frequency of premium payments from the drop-down list.

7. Enter the maximum age allowable for that plan in the Maximum Age Employee field.

8. Enter the maximum dependent age allowable for that plan in the Maximum Age
Dependent field.
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9. Enter the premium amount deducted from the Employee's paycheck (based on Frequency) .
in the Employee Contribution field.

10. Enter the premium amount contributed by the employer for the Frequency chosen in the
Employer Contribution field.

11. Enter the policy's Group Number.
Maint_ | 12. Select the company providing the plan from the Carrier Code drop-down list.

13. In the Waiting Period (days) field, enter the number of days after the employee's start date
until the Employee is eligible for the plan.

14. Enter the Maximum Benefit amount provided.
15. Enter the Deductible amount.
16. Enter the Major Medical Coverage amount.

17. Enter the maximum dollar amount the Employee is responsible for in the Max Out Of
Pocket field.

18. Enter the COBRA Premium amount.

NOTE: Use your plan’s provided documentation to find the information listed above.

Enter covered medical services
1. Press the Add Record button ( [+]) at the bottom of the screen to add a covered medical
service.
2. Enter the copay code Description that may represent the doctor or drug.
3. Enter the copay amount for that service in the Amount field.
4. Click the Save button |H on the toolbar to save your changes.

Task Summary

To edit a Health Plan, follow these steps:
1. Select a Health Plan Description to edit.

2. Edit the Description, Frequency, Ages, Employee Contribution, Employer Contribution,
Group Number, Carrier Code, Waiting Period, Max Benefit, Deductible, Major Medical
Coverage, Max Out of Pocket, Cobra Premium, and Covered Medical Services where
appropriate.

3. Click the Save button | on the toolbar to save your changes.
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To remove a Health Plan, follow these steps:

1. Select the Health Plan Description to delete.

2. Click the Delete button on the toolbar x .

To remove a Medical Service item, follow these steps:

1. Select the Health Plan Description.

2. Select the Medical Service to delete.

3. Click the Delete button |=| on the navigation bar at the bottom of the screen.

Use the Health Plans List function to produce a list of Health Plans you have defined in the
Health Plans function on the Setup and Maintenance menu.

To produce the Health Plans List, follow these steps:

1. Select Health Plans List from the Master Lists menu.

Health Plans List Menu

Human Resources

Human Resources 4

[ Interactive Views

[ Individual Views

[ Worksheets

[# Reports

[# Periodic Processing

[ Setup and Maintenance

[= Master Lists
Individual Information List
Individual Labels
Life Insurance Plans List
Retirement Plans List

[ Codes Maintenance
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2. The Health Plans List screen appears.

Health Plans List Screen

| HR Health Plans List 3] ! %]
-z Print ._E:;-]Output - | =1Send | |4 Preview | Reset
Data Filter W7

And

|

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Health Plans.

4. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

Human Resources 3-119



_ IMPLEMENTING HUMAN RESOURCES
Health Plans

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Health Plans

Health Plans List

Continental Products Unlimited PAGE 1
Health Plans List
Report Filter

Medica Choice Passport - Single
Frequency: Monthhy Employee Contribution: 132.00 Max Out OF Pocket: 4,000.00
Carrier: Medica Employer Contribution: 132.00 Deductible: 25.00
Group Number: 33404 Maximum Age Employee: o Max Benefit: 2,000, 000.00
Maximum Age Dependent: 28 Major Medical Coverage: 500,000.00

Description

Prescription - Generic
Prescription - Preferred Brand
Prescription - Non-Prefered
Erand

Urgent Care

Retail Health Clinic/Convience
Care

Office Visit

Waiting Period:
Amount

12.00

50.00

80.00

30

COBRA Premium:

1,050.00

10/17/2017 2:56 PM

== End of Report ==

Kent.Heitkamp
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LIFE INSURANCE PLANS

There are three Benefit Plan types: Life Insurance, Retirement Plans, and Health Insurance.

After you have set up the Benefit Type in Type Code Maintenance, there are two steps that
must be followed to set up a new plan before an employee can be enrolled:

e The company providing the plan (life insurance carrier, health insurance carrier, or
retirement plan trustee) must be set up in the Type Codes function.

e The plan details (group number, deduction frequency, waiting period/minimum age,
etc.) must be set up.

After this setup has been done, refer to the specific plan under Individuals maintenance to
enroll an Individual.

To set up Life Insurance Plans, follow these steps:

1. Select Life Insurance Plans from the Setup and Maintenance menu.

Life Insurance Plans Menu

| Human Resources <||

[ Interactive Views

[ Individual Views

& Worlksheets

[# Reports

[ Periodic Processing

=| Setup and Maintenance
Individuals
Job Titles
Processes
Positions
Review Types
Tests
Property Codes
Attributes
Health Plans
Leave Plans
Retirement Plans
Type Codes
Departments

[& Master Lists

[ Codes Maintenance
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2. The Life Insurance Plans screen appears.

Life Insurance Plans Screen - Age-Based Premiums

MK 4 1o p W ibeX|B 9 |Q &= 5@
Description |MetLfe |+ copy From | E!
Group Number ‘1322?485 | Carrier Code iMet Life \ill
Frequency ‘Mnnthh' \:" Coverage Max Amount | S‘WD‘DDDDM
Premium Method ‘Age Based \:Il Waiting Period | Sﬂi
Non-5moker Employer Amount Per §... | Non-Smoker Employee Amount Per §... | Smoker Employer Amount per $1000 Smoker Employee Amount Per $1000
Max Age Self Self Self Self
Child Child Child Child
Spouse Spouse Spouse Spouse
0.08 0.00 0.08 0.02
0.00 oM 0.00 0.04
0.00 0.08 0.00 010
0.08 0.00 0.09 0.02
0.00 0 0.00 003
0.00 0.09 0.00 01
0.15 0.00 0.15 0.04
> 0.00 0.03 0.00 0.04
Q.00 015 0.00 013
80| #0][i0e| Record 3 of 3 | lom il [ = o 19¢: ¢ 5
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Life Insurance Plans Screen - Fixed Premiums

| HR Life Insurance Plans ] |

M 4 202 b X @A 9| [Y B3 &

Description NG Copy From

Group Number 11A5127 Carrier Code AlG
Frequency Monthly |*| Coverage Max Amount
Premium Method Fixed Amounts

=

4|

|*| Waiting Period

Non-Smoker Employer Amount Per $... | Non-Smoker Employee Amount Per §...

Self Self Seif
Chid Chid | crid
Spouse Spouse Spouse
] p.oe: 0.00
0.00 0.0
0.00 0.08
4| Record 1of 1 |uha| ||| b | b fimmf || oo 108

3. To create a new Life Insurance Plan, use the New Record button *

HUMAN RESOURCES
Life Insurance Plans

(%]

e
5,000.000.00

30

Smoker Employer Amount per $1000 Smoker Employee Amount Per $1000

Seff
Child

Spouse

0.08 0.02
0.00 0.03
0.00 0.10

on the toolbar.

4. Enter a Life Insurance Plan Description.

5. When entering a new Life Insurance Plan, the Copy From field is displayed. Select an existing
Life Insurance Plan to copy information from, or skip the field to enter all information for the

new Life Insurance Plan.

When you copy from an existing Life Insurance Plan all fields, except the Group

Number, are copied to the new Life Insurance Plan.

6. Enter the policy's Group Number.

7. Choose the Frequency of premiums from the drop-down list.

8. Choose the Premium Method: Fixed Amount or Age Based.

¢ Fixed Amounts will have the same premium regardless of the Employee's age.

¢ Age Based can have difference premium amounts for each age range.

See the screen pictures above to see the differences between the Premium Method

screens.
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Maint_| 9. Select the company providing the plan from the Carrier Code drop-down list.
10. Enter the maximum coverage provided in the Coverage Max Amt field.
11. In the Waiting Period (days) field, enter the number of days after the Employee's start date
until the Employee is eligible for coverage.
Enter premiums
For the Fixed Amount premium method, you will enter only one group of premiums for Self,

Spouse, and Child.

For the Age Based premium method, you will enter premiums for Self, Spouse, and Child for
each Max Age group.

1. Press the Add Record button ( (+|) at the bottom of the screen to add a premium amount.

2. Only for Age Based Premium Method: Enter the maximum age for which this group of
premiums pertains in the Max Age field.

The remaining fields are active for both the Fixed Amount and Age Based Premium Method
selections.

3. In the Non Smoker Employer Amt Per $1000 column, enter the premium amount per
thousand dollars of coverage for Non-Smokers for Self, Spouse, and each Child.

4. In the Non Smoker Employee Amt Per $1000 column, enter the premium amount per
thousand dollars of coverage for Non-Smokers for Self, Spouse, and each Child.

5. In the Smoker Employer Amt Per $1000 column, enter the premium amount per thousand
dollars of coverage for Smokers for Self, Spouse, and each Child.

6. In the Smoker Employee Amt Per $1000 column, enter the premium amount per thousand
dollars of coverage for Smokers for Self, Spouse, and each Child.

7. Click the Save button |H on the toolbar to save your changes.

Task Summary

To edit a Life Insurance Plan, follow these steps:
1. Select a Life Insurance Plan Description to edit.

2. Edit the Description, Group Number, Frequency, Premium Method, Carrier Code, Coverage
Max Amount, Waiting Period, and Premium Amounts where appropriate.

3. Click the Save button |[H on the toolbar to save your changes.

3-126 Human Resources



IMPLEMENTING HUMAN RESOURCES
Life Insurance Plans

To remove a Life Insurance Plan, follow these steps:
1. Select the Life Insurance Plan Description to delete.

2. Click the Delete button on the toolbar x .

Producing a Life Insurance Plans List

Use the Life Insurance Plans List function to produce a list of Life Insurance Plans you have
defined in the Life Insurance Plans function on the Setup and Maintenance menu.

To produce the Life Insurance Plans List, follow these steps:

1. Select Life Insurance Plans List from the Master Lists menu.

Life Insurance Plans List Menu

| Human Resources <

[ Interactive Views

[ Individual Views

[ Worksheets

[ Reports

[# Periodic Processing

[ Setup and Maintenance

[= Master Lists
Individual Information List
Individual Labels
Health Plans List
Retirement Plans List

# Codes Maintenance
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2. The Life Insurance Plans List screen appears.

Life Insurance Plans List Screen

|| HR Life Insurance Pians List |£3 |

4]

2 Prnt | [[Output ~ | =9 Send | [ Preview | Reset
Data Filter "W
And

|

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Life Insurance Plans.

4. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.
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NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Life Insurance Plans List

Continental Products Unlimited PAGE
Life Insurance Plans List
‘Report Filter
Metlife Metlife
Frequency: Monthhy Waiting Period {days): 30
Carrier: Metlife Maximum Amount Coverage: 5,000, 000.00
Group Number: 18227425
Premium Age Bassd
Method:
Non Smoker Smoker
Max Ape Employer Amt Employes Amt Employer Amt Employes Amt
Per $10040 Per $1000 Per $1004 Per $1000
50 Self 008 0.00 0.08 0.0z
Spouse (X ] 008 .00 0.10
Child 000 @ 0.00 0.04
(] Self L) L) 0.09 0.0z
Epouse .00 () 0.00 on
Child 000 001 0.00 003
™ Self 015 [ 1] 0,15 .0
Spouse 0.00 [ 5 0.00 0.13
Child 0,00 00% 0.00 004
G AIG
Frequency: Monthhy Waiting Period [days): 20
Carrier: AlG Maximum Amount Coverage: 5,000, 000.00
Group Mumber:  11A5127
Premium Fixed Amounts
Method:
Mon Smoker Smoker
Max Ape Employer Amt Employee Amt Employer Amt Employee Amt
Per $1000 Per $1000 Per 51000 Per 51000
Self 0.08 0.00 0.08 0.0z
Spouse 0,00 0.08 0.00 010
Child 0,00 (1 X3) 0.00 0.0z
=2 End of Report***
HWATIZ0MT 2:38 PM Kent. Heitkamp
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Leave Plans are used in the Positions maintenance screen. Leave Plan balances are only

accumulated in Payroll. TRAVERSE HR does not delete, move or update balances. Only the

Leave Code is transferred to Payroll.

You must have Leave Codes set up prior to setting up Leave Plans.

To set up Leave Plans, follow these steps:

1. Select Leave Plans from the Setup and Maintenance menu.

Leave Plans Menu

Human Resources

[ Interactive Views

[ Individual Views

[ Worksheets

[# Reports

[# Periodic Processing

[= Setup and Maintenance
Individuals
Job Titles
Frocesses
Fositions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life Insurance Flans
Retirement Flans
Type Codes
Departments

[ Master Lists

[ Codes Maintenance

Human Resources
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2. The Leave Plans screen appears.

Leave Plans Screen

= { 1of1 b Wit X | QA9 Q&= B30
Descnption.Standard |as3l| Copy From

| Leave Code

4 |44 4| Record 10F2 (b ] [ bbi] || i | |96

3. To create a new Leave Plan, use the New Record button *  on the toolbar and enter a
Leave Plan Description.

4. When entering a new Leave Plan, the Copy From field is displayed. Select an existing Leave
Plan to copy information from, or skip the field to enter all information for the new Leave
Plan.

When you copy from an existing Leave Plan all fields are copied to the new Leave Plan.
5. Press the Add Record button ( |+|) to add a new Leave Code.
6. Enter or select a new Leave Code.
7. Click the Save button |H on the toolbar to save your changes.

Task Summary

To edit a Leave Plan, follow these steps:
1. Select the Leave Plan Description from the drop-down list to edit.
2. Select a Leave Code to edit where appropriate.
3. Click the Save button |[d on the toolbar to save your changes.
To remove a Leave Plan, follow these steps:
1. Select the Leave Plan Description to delete.

2. Click the Delete button on the toolbar x .
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To remove a Leave Code item, follow these steps:
1. Select the Leave Plan Description.
2. Select the Leave Code to delete.

3. Click the Delete button (=] on the navigation bar at the bottom of the screen.
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RETIREMENT PLANS

There are three Benefit Plan types: Life Insurance, Retirement Plans, and Health Insurance.

After you have set up the Benefit Type in Type Code Maintenance, there are two steps that
must be followed to set up a new plan before an employee can be enrolled:

e The company providing the plan (life insurance carrier, health insurance carrier, or
retirement plan trustee) must be set up in the Type Codes function.

e The plan details (group number, deduction frequency, waiting period/minimum age,
etc.) must be set up.

After this setup has been done, refer to the specific plan under Individuals maintenance to
enroll an Individual.

To set up Retirement Plans, follow these steps:
1. Select Retirement Plans from the Setup and Maintenance menu.
Retirement Plans Menu

| Human Resources <||

[ Interactive Views

[ Individual Views

& Worlksheets

[# Reports

[ Periodic Processing

= Setup and Maintenance
Individuals
Job Titles
Processes
Positions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life Insurance Plans
Leave Plans
Type Codes
Departments

[& Master Lists

[ Codes Maintenance
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2. The Retirement Plans screen appears.

Retirement Plans Screen

=] 1ol p Wip= XA 9|1
Description _Weéhh Enhancement Group
Frequency Manthly

Account Number |3216545879

Minimum Age

Employer Match Percent (%)

Employer Max Match

| Retiement Fund ID
| Schwab 2020 Fund
| Schwab 2030 Fund

Schwab 2040 Fund
| Schwah 2050 Fund

22 @

i

3.00

500.00

IMPLEMENTING HUMAN RESOURCES
Retirement Plans

Copy From

Trustee

. Waiting Period

A

] |04 | Record 50F 5 |oh|| b B | o o oo | 38

Max Contribution

|- | Loans Allowed

Active

=]

Wealth Enhancement Group [Ea I
0
000

e

3. To create a new Retirement Plan, use the New Record button * on the toolbar.

4. Enter the Description of the Retirement Plan.

5. When entering a new Retirement Plan, the Copy From field is displayed. Select an existing
Retirement Plan to copy information from, or skip the field to enter all information for the

new Retirement Plan.

When you copy from an existing Retirement Plan all fields are copied to the new

Retirement Plan.

6. Choose the Frequency of deductions from the drop-down list.

7. Enter the Retirement Plan’s Account Number.

8. Enter the Minimum Age allowed for this Retirement Plan.
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9. Enter the percentage of the contribution matched by the employer in the Employer Match
Percent (%) field. This amount is entered as a whole number, for example; a 3% employer
match would be entered as 3.0.

10. Enter the maximum dollar amount matched by the employer in the Employer Max Match
field.

Maint_| 11. Select the company providing the plan from the Trustee drop-down list.

12. In the Waiting Period (days) field, enter the number of days after the Employee's start date
until the Employee is eligible for the plan.

13. Enter the maximum annual dollar amount the employee can contribute to the plan in the
Max Contribution field.

14. Mark the Loans Allowed check box if the plan allows for Employee loans.
Enter funds

1. Press the Add Record button ( j+|) at the bottom of the screen to add data.
2. Enter a Description for the fund.

3. Mark the Active check box if the fund is active.

4. Click the Save button |H on the toolbar to save your changes.

Task Summary

To edit a Retirement Plan, follow these steps:
1. Select the Retirement Plan Description from the drop-down list to edit.

2. Edit the Frequency, Account Number, Minimum Age, Employer Match Percent, Employer
Max Match, Trustee, Waiting Period, Max Contribution, and Retirement Fund ID where
appropriate.

3. Click the Save button |H on the toolbar to save your changes.
To remove a Retirement Plan, follow these steps:
1. Select the Retirement Plan Description to delete.

2. Click the Delete button on the toolbar % .
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To remove a Retirement Fund ID item, follow these steps:
1. Select the Retirement Plan Description.

2. Select the Retirement Fund ID to delete.

3. Click the Delete button ||—=jon the navigation bar at the bottom of the screen.

Producing a Retirement Plans List

Use the Retirement Plans List function to produce a list of Retirement Plans you have defined
in the Retirement Plans function on the Setup and Maintenance menu.

To produce the Retirement Plans List, follow these steps:

1. Select Retirement Plans List from the Master Lists menu.

Retirement Plans List Menu

| Human Resources 4

Interactive Views
Individual Views
Worksheets
Reports
Periodic Processing
Setup and Maintenance
[= Master Lists
Individual Information List
Individual Labels
Health Flans List
Life Insurance Plans List

Codes Maintenance
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2. The Retirement Plans List screen appears.

Retirement Plans List Screen

| HR Retirement Plans List (3] | 31
-z Print ._E:';-]Output - | =1Send || Preview | Reset
Data Filter W7

And

|

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Retirement Plans.

4. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.
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NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Retirement Plans List

Continental Products Unlimited
Retirement Plans List

PAGE 1

Report Filter

Wealth Enhancement Grou

Frequency: Monthly Minimum Age: 13 Maximum Contribution: 0.00
Trustee: Wealth Enhancement Group Waiting Period (Days): 30 wom_.._w..r__oEmn"_H_
Account Number: 3218549579 Employer Match %: 3.00

Employee Max Match: 50000

Fund Description Active
Schwab 2020 Fund v
Schwab 2030 Fund vl
Schwab 2040 Fund ]
Schwah 2050 Fund [w]

== End of Report ==
10/7/2017 3:00 PM

Kent.Heitkamp
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DEPARTMENTS

Use the Departments function to set up and maintain information for Departments and
divisions of your company. Information in the Department record is updated for Earnings,
Employer Costs, and Employer Taxes when the Payroll Post Transactions function on the Daily
Work menu or the Payroll Post Checks function on the Payday Work menu are run. If Payroll is
interfaced with General Ledger, this information updates Accounts in the General Ledger when
you use the Post Checks function on the Payday Work menu.
NOTE: Employer Taxes and Costs are updated based on the selection made in the
Employer Taxes/Costs to Home or Worked Department field in the Miscellaneous
section in Payroll Business Rules. If Home was selected, the Post Transactions
function updates the Employer Costs and Withholdings for the department specified
on the Position tab in the Individuals function. If Worked was selected, Employer
Withholdings and Costs are posted to the Department specified during time ticket
entry in the Payroll Transactions function on the Daily Work menu. For a Salaried
Employee with time ticket transactions, if the total hours entered on the time tickets
are less than the total hours per pay period according to the Individual’s default
Earning Code, then the difference is posted to the Home department.

NOTE: When the selection is made on the Accounting Basis as Accrual in the
Miscellaneous section of the Payroll Business Rules you must click on the Sync
Details button, for each Department, to bring in the Accrued Wages record and the
default Accrual Account from the Payroll Business Rules. Once the Accrued Wages
record has been brought into each Department, assign the appropriate Account for
the displayed Department.
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To set up Departments, follow these steps:

1. Select Departments from the Setup and Maintenance menu.

Departments Menu

Human Resources <

Interactive Views
Individual Views
Worksheets
Reports
Periodic Processing
[= Setup and Maintenance
Individuals
Job Titles
Processes
Positions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life Insurance Plans
Leave Plans
Retirement Plans
Type Codes
Master Lists
Codes Mairtenance
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2. The Departments screen appears.

Departments Screen

|- R Departments 3] | =]

| 4 506 b M|k by | r-Y 23 [ Create Adiustment Sync Details

Department ID | 500 |222f|  Name EXECUTIVE

Accounts Amounts Salaried Wage
Description [ GL Accourt
Employer Medicare 000006210 Ea]
Employer OASDI 000006210 5| 5 3
Unemp Ins 000006210 Apri 30,939.34
MN Unemp Ins 000006210 May 6187868
Double Time 000006120 Ty 30,939.34
Qvertime Pay 000006120 = ;
Bonus 000006110 July 30,539.34
Travel Exp 000006110
Cash Value 000006110
Commissions 000006130
Rpt Tips 000006110
Regular Pay 000006110
Sick Pay 000006110
Vacation Pay 000006110
Uniform 000006210
Hours
Pieces
Accrued Wages 000002100

| 4| | #40]|: 4| Record 13 0F 19 (k| |#[#e] 1 X YTD =154 636.70

3. Enter a new Department ID or select the Department ID with which to work.
4. Enter the Name of the Department.

5. Select the Department to Copy From. This field is available only when adding a new
Department.

6. All Earning Codes, Employer Taxes, and Payroll Employer Costs set up in the corresponding
functions on the Codes Maintenance menu are displayed.

7. For each Earning Code, Employer Tax and, Employer Cost, select the GL Account to be
debited when you run the Payroll Post Checks function. This Account should be an expense
account. Select the Accrued Wages account, if you selected Accrual in the Payroll Business
Rules for your Accounting Basis.
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The Accrued Wages account will be Credited for the amount of the expenses when
Payroll Daily Work Transactions are posted.

8. Each Quarter and Month of the year is displayed.
9. The total Amount of expenses posted for the expense selected is displayed for each month.

10. The YTD expense total for the Department is displayed and updated when you run the
Payroll Post Transactions and Payroll Post Checks functions. This field should not be edited
after you have made set up entries.

Command Buttons
Name Description

Enter adjustment amounts for the selected

Create Adjustment
expense and month.

Synchronize any new expenses and accrued

Sync Details wages records that have been added.

Create Adjustment Screen

= reate ustment Lﬁ
PAC Adj
OK

Salaried Wage

Month (buly |%| Amount 0.00

The Create Adjustment screen appears when you select the Create Adjustment button in the
toolbar.

1. Select the Department ID with which to work.

2. Select the Department Expense from the Accounts area, to which you will be making an
adjustment.

3. Select the Create Adjustment button.
4. Select the Month to make the Adjustment.

5. Enter the Amount of the Adjustment. Enter a positive number to add to the total for the
month and a negative number to subtract from the total for the month.

6. Click OK to apply the Adjustment and return to the Departments screen.
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NOTE: You must click on the Sync Details button for each Department after adding
an Employer Tax, Employer Cost or a new Earning Code, for the codes to be displayed
and allow you to enter an Expense Account.

Task Summary

vk W N

To add a Department, follow these steps:
Select the New Record icon ,  on the toolbar. A blank Departments screen appears.
Enter a Department ID and Na_me for the new Department.
Select the Department to Copy From, if applicable.
Select the appropriate GL Accounts, and enter the monthly expense amounts.
Click the Save button |3 , on the toolbar, to save the new Department.
To edit a Department, follow these steps:

Select the Department ID of the Department to edit.

Edit the appropriate information.

. Click the Save button 3 , on the toolbar, to save the edited Department.

To delete a Department, follow these steps:

. Select the Department ID of the Department to delete.

Click the Delete button « , on the toolbar, to delete the selected Department.
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Producing a Department List

Use the Department List function to produce a list of Departments you have defined in the
Departments function on the Setup and Maintenance menu.

To produce the Department List, follow these steps:

1. Select Department List from the Payroll Master Lists menu.

Department List Menu

| Payroll <

Interactive Views

Daity Work

Payday Work

History Reports

Personnel Reports

Quarter/Year-End Reports

Productivity Reports

Periodic Processing

Codes Maintenance

Setup and Maintenance

Bl Master Lists
Employee Information List
Employee Labels
Eaming Codes List
Withhaldings List
Tax Authorities List
Recuming Ertries List
Formula Tables List
Employee Direct Deposit Information List
Depatmert Allocations List
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2. The Department List screen appears.
Department List Screen
! PA Deparﬁﬂenfi.isf iéﬁ&l | <]

(2 Print | [ Output ~ | =4 Send | [J Preview | Reset
Data Filter ¥

»

And

Report Layout

|- | Page Break After Department |0

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the IDs.

4. To place a Page Break After Department ID, select the box; otherwise, clear the box.
5. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.
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NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Department List

Continental Products Unlimited Page 5
Department List

DepartmentID Name
Description

GL Account
00-000-6110
Unifom
00-000-6210
Hours

Pieces

500 EXECUTIVE
Employer Medicare
00-000-6210
Employer OASDI
00-000-6210
Unemp Ins
00-000-6210

M Unemp Ins
00-000-6210

W State Unemployment
Insuran
00-000-6210
Double Time
00-000-6120
Overtime Pay
00-000-6120
Bonus
00-000-6110
Travel Exp
00-000-6110

Cash Value
00-000-6110
Commissions
00-000-6130

Rpt Tips
00-000-6110
Regular Pay
00-000-6110
Salaried Wage
00-000-6100

Sick Pay
00-000-6110

8/20/2010 2:26 PM

January

0.00

0.000
0.0000

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

February

0.00

0.000
0.0000

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

March

0.00

0.000
0.0000

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

April May June July August September October MNovember December YTD
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000

0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000

0.00 0.00 44862 44862 218365 0.00 0.00 0.00 0.00  3,08089
0.00 0.00 181823 191824 933698 0.00 0.00 0.00 0.00 1317345
0.00 0.00 0.00 0.00 97.69 0.00 0.00 0.00 0.00 97.69
0.00 0.00 287.68 265.93 651.74 0.00 0.00 0.00 0.00 120535
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 3003034 30939.34 150,596.70 0.00 0.00 0.00 0.00 21247538
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

OPEN_SYSTEMS kenthe
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INDIVIDUALS

The Individuals screen is the primary screen for entering and maintaining data on Individuals.
Data entered here is then transferred to update Payroll.

If you have Payroll with Employees set up prior to implementing Human Resources, use the
Initialize Individuals function on the Periodic Processing menu, to bring your Employees into
the Human Resources Individuals function.

e Set up access permissions for the tabs on the Individuals maintenance screen.

NOTE: In order for a user to add or delete an Individual, the user must have access to
all the tabs.

¢ To delete an employee in HR, the employee must first be deleted from Payroll.

¢ The Individuals screen has many tabs, of which some may not be visible on your
screen. Use the arrow buttons « x| in the tab area to view more tabs.

To set up Individuals, follow these steps:
1. Select Individuals from the Setup and Maintenance menu.

Individuals Menu

| Human Resources <||

[# Interactive Views

[# Individual Views

[ Worksheets

[+ Reports

[+ Periodic Processing

[=) Setup and Mairtenance

Job Titles
Processes
Fositions
Review Types
Tests
Property Codes
Attributes
Health Plans
Life Insurance Flans
Leave Plans
Retirement Plans
Type Codes
Departments

[+ Master Lists

[+ Codes Maintenance
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2. The Individuals screen appears with the General tab displayed.

Individuals Screen - General Tab

H (M 43016 b M ks XA 9|4 =1 B3 [ k]

Individual D [BOUCOT ERE

Copy From msl| - Picture

| -Generali| Process | Salary | Position | Notes || Reviews | SkilsfTests | Degree | Licenses | Training | atmbutes | FMLA | Property | Healti 4 (2

Last Name Boume Manager LUKDO1  [==ef|2¢]| [ | Statutory Employee

First Name Linda | Date OfBirth £/7/1953 | %| || Seasonal Employee

Middle Init K Start Date 1/9/1987 w1 | Corporate Officer

Address 1 501 N Hamitton Ave | Labor Class Prs e Wark Auth. Exp | il

Address 2 Emergency Contact Veteran Status |V_I

City Edina Nan iy Borhi | Maritalstatus  [Mamied [

Region N Relation H.usband Ethnicity Id _‘;":'H'rte |._\;|

Country usA = Viork Phone [(612/567-3319 Gender Code  |Female =

postal Code [55435___ HomePhone  |(612}555-1212 | tizenship ]
£eh Phooe | ssn [xooexx-1089

Phone Numbers Work Email info @osas.com

H (61215551212
S 512 Home Email info@osas.com

Cell
Internet WAW.0S88.Com

Business | Ext

The General tab of the Individual Maintenance function captures information such as Name,
Address and Phone Number, Emergency Contact information, Ethnicity, Gender, Veteran
Status, etc.

3. To create a new individual, click the New Record icon * | on the toolbar and enter an
Individual ID. If you want to edit an individual, select the Individual ID from the drop-down
list.

NOTE: If you have used the Initialize Individuals function, you will see your list of
Employees in the drop-down list.
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Maint |
Maint |
Maint |
Maint |
Maint |

10.

11.
12.
13.

14.
15.

16.
17.
18.
19.
20.
21.
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When entering a new Individual, the Copy From field is displayed. Select an existing
Individual to copy information from, or skip the field to enter all information for the new
Individual.

When you copy from an existing Individual the Region, Country, Manager, Labor Class,
and Federal, State, and Local Taxes information are copied to the new Individual.

. Enter or edit the Last Name (up to 20 characters), First Name (up to 15 characters), and

Middle Initial (1 character) for the Individual ID.

Enter or edit the first line of the Individual's home address in the Address 1 field. Enter the
second line of the home address, if necessary, in the Address 2 field.

Enter or edit the Individual's home City, Region (State), Country, and Postal Code.

Enter or edit the Individual's Phone Numbers, including a Home number, Cell number, and
Business number with Extension, if applicable.

The Manager field will fill in automatically when the Individual is assigned a Position (if the
Position has been assigned a Supervisor Position Number in the Positions maintenance

screen and the Apply Positions Update (page 3-94) function is used). If no Manager has been
assigned, select a Manager from the drop-down list, or use the "X" to remove the Manager.

Enter or edit the Individual's Date of Birth.

When the Individual is under 18 years old, an indicator will appear to indicate the
Individual is a minor

Enter or edit the Individual's Start Date.
Select or edit the Labor Class.

In the Emergency Contact section, enter the contact's Name, Relation to the Individual,
Work Phone, Home Phone, and Cell Phone information.

Enter or edit the Individual's Work Email, Home Email, and Internet address, as applicable.

Mark the appropriate check box(es) if the Individual is a Statutory Employee, Seasonal
Employee, or a Corporate Officer.

If applicable, enter a work authorization expiration date in the Work Auth Exp field.
Select or edit the Individual's Veteran Status from the drop-down list.

Select or edit the Individual's Marital Status from the drop-down list.

Select or edit the Individual's Ethnicity ID.

Select or edit the Individual's Gender Code.

Select or edit the individual's Citizenship.
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22. Enter or edit the Individual's Social Security Number in the SSN field. The system will check
to make sure the SSN does not match one already in the system to avoid duplication of
records. If a duplicate Social Security Number is entered, a warning message will appear to
notify you the Social Security Number is duplicated.

23. Right-click on the Picture field and select Load to upload a digital picture of the individual.
For the upload, you will need to browse to the folder and file. You can also copy and paste
the picture into the field.

24. The In Payroll check box is automatically marked if the Individual is already in Payroll.

25. Click the Save button | ; on the toolbar to save your changes.
NOTE: If the Initialize Individuals has been run most of the fields will be updated
with information from the Employee Information setup in System Manager/Payroll.
The fields not updated will be Cell phone nhumber, Emergency Contact Cell phone
number, Work Auth. Exp, Veteran Status, and Citizenship.

Individuals Screen - Process Tab

[+ HR tncivicuais. 5] | &
HIH 43c17 b M b= XA I Es B ad
Individual ID | BOUOD1 |ea)| Name 2, Linda K Copy From Picture

| General ‘_PYOCESS_| Salary | Position || Motes | Reviews | Skils/Tests | Degree | Licenses || Training | Attributes | FMLA | Property | Healt < ¥

Copy From Process Type | R0 CleTaae] o] |

Process Type Code Process Group Detail ID Person Responsible Status Date Completed

Y Software Trainin | Expense Report Complete 10/16/2002
Software Training Compliance Complete 1/4/2017
Software Training Base Incomplete
Software Training Communication Incomplete
Software Training Customer Satisfaction Incomplete

#

14|44 | 4| Record 1of 5 [uks| bk | ||| = o [ o126
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Use the Process tab to organize and track tasks for various processes including new hire
orientation, exit interview or property assignment. You can define an unlimited number of
processes.

Multiple processes may be used on a single individual.

1. Select a Copy From Process Type from the drop-down list. The processes in use will be
indicated in the drop-down list.

Select the Copy button [-] to copy the Process records set up for the Process Type
into the Individual.

2. To manually add a Process Group Detail ID item, use the Add Record button ( [+]) at the
bottom of the screen and select an item from the Process Group Detail ID drop-down list.

The items available in the list will be the Process Group Detail ID items you set up in
Process Type selected from the Processes setup.

3. To delete an item, highlight it and then use the Delete button (-] at the bottom of the
screen.

4. Accept or select a Person Responsible for the process checklist item.

5. If the checklist item is complete, select a Status of “Complete”; otherwise, select
“Incomplete”.

6. When the checklist item is Complete, enter or edit the Date Completed.

7. Click the Save button ; on the toolbar to save your changes.
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Individuals Screen - Salary Tab

Individual ID  BOUOD1 |aagll Name |Boume, Linda Copy From Picture

| Generai-”.Prooess | Salary |Positon || Motes H Reviews |I.Sidl\sﬁesis | Degree | Licenses || Training | Attributes || FMLA || Property | 4 /| » |

Pay Type Salary Hourly Rate Hfective Date Q/T Exempt | Reason
Salaried 7.500.00 0.000 1/9/1587 =] System Initialize
Salaried 8,500.00 0.000 1/10/1550 [l Salary Increase

10.500.00 0.000 9/21/2000 & Promotion
[

| M4 4i] 4| Record 4 of & [ o] || b | oo || ]| €5

The Salary tab tracks pay rate changes and effective dates.
NOTE: Salary changes should generally coincide with the start/finish of a payroll
period.

NOTE: Any change that is done mid-payroll period will require manual adjustments
in Payroll.

For each Salary change for the individual:
1. Select the Pay Type from the drop-down list: Salaried or Hourly.

e If the pay type is Salaried, enter the amount the person makes in a single pay period
in the Salary column. The amount listed here will override the salary in the Position
tab.

¢ If the pay type is Hourly, enter the amount the individual makes per hour in the
Hourly Rate column.
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2. Enter the Effective Date of the salary/hourly rate or Pay Type change.

3. Mark the O/T Exempt check box if the Individual is exempt from overtime pay.

4. Enter the Reason for the salary/hourly rate or Individual Type Change.

5. Click the Save button ; on the toolbar to save your changes.

Individuals Screen - Position Tab

| HR Individuals JE3). | [52]
oM 4 3617 p M |»: X |[[A -9 B3 @& el
Individual ID |BOUGD1 |ma2)| Name “opy From Picture

| General | Process || Salary | p

Position

Position ... Start Date End Date Primary ... Change ... Job Code Job Cate... Program Division Location Department
b3 | 9/21/2000 e Promotion President Officials - M.. Executive Shakopee 500
#
4|44 4| Record 1.0f 1 [k | [ ||| o] [ 26
Status Effective Date Leave Plan Group Code
> ull Time = 1/9/1987 Standard 2
#
14|44 | 4| Record 1of 1 [uks] b |ow |k i s o126

The Position and Status screen tracks changes in the individual’s Position Number, Job
Category, Job Code, and Department, Promotions, and changes in Status (full time, part time,
terminated, etc.). All of these changes are date stamped.

1. Select a Position Number from the drop-down list. The Job Code, Job Category, Program,
Division, Location, and Department fill in automatically from information entered into the
Position setup and maintenance screen.

Enter the Start Date as appropriate.
Enter the End Date, as appropriate, this field may be left blank.

Mark the Primary Position check box, as appropriate.

A

Select the Change Reason from the drop-down list.
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In the detail area:

Maint_ | 1. Select the individual's Status from the drop-down list.
2. Enter the Status Effective Date.
Maint | 3. Select a Leave Plan for the Individual from the drop-down list.
4. Enter a Group Code Override, as applicable. This can be used to exclude people from payroll
runs.
5. Click the Save button | ; on the toolbar to save your changes.
Individuals Screen - Notes Tab
Individual ID |BOLIOD1 |ae]| Mame |Boums da b Copy From
| Gene(al" Process | Salary |irPositiun |_N_0;es_| Reviews | Skils/Tests | Degree | Licenses | Training | Atibutes | FMLA | Property 4 (*| [
Activity Type Code 1D Activity Date | Description Activity Notes
."Pcsiti.on Ch‘ange | 9/20/2000 Bacam‘e President [
i General Note 10/16/2017 Employee Award
> I |
|| |44 || Record 3 0f 3 | b ||| B ik || oo |4
The Notes tab keeps track of any notes that you might want to enter about an Individual.
Maint | 1. Select an Activity Type Code ID from the drop-down list.

2. Enter an Activity Date the note was entered.
3. Enter a Description for the activity.
4

. Enter any notes related to that activity in the Activity Note field.
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Individuals Screen - Reviews Tab

Individual ID | BOLIDD1 |asal| Mame E Copy From Picture

| General | Process | Salary II Position || Notes Reviews |Shllsﬁesm || Degree | Licenses | Training | Attributes | FMLA | Propi 4| * i

1 of1 S SE I TN SR e 1 S
Review Type Annual e MNext Review Type | Annual (]
Review Date 1/4/2017 |#)  Frequenc Annual
MextReview Date 1472018 |w|

Annual scheduled review.

Notes
Heviare Celzapny . Weight Rating . Score Notes
§ | Atendance 20 BD' 1EDD
Performance 50 = e S, ..
Communication 10 0 00
Timliness 10 50 a

Overall Score : 8600

1. Use the New Record icon *  on the tab's toolbar to record a new Review, or you can
modify a review already entered. An individual can have multiple reviews.

Select a Review Type from the drop-down list.
Enter the Review Date.

Select the Next Review Type from the drop-down list.

Maint |
Maint |

vk W N

The Frequency field defaults to the frequency of the selected review type. This field is for
information only.

6. The Next Review Date is calculated from the review date and frequency. You can change
this value if necessary.

7. Enter any Notes for the review.
In the detail area:

1. The Review Categories you set up previously in the Review Types maintenance function
appear automatically, along with the Weight value.
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Enter the Rating for the individual for each category.
The Score appears. The score = weight * rating.

Enter any comments or notes for that category in the Notes field.

LA I

The Overall Score is calculated as the sum of the scores in each category.

Individuals Screen - Skills/Tests Tab

Individual ID | BOLIDO1 |esafl Name |Boume, Linda k Copy From

| General" Process || Salary |irPosiﬁon | Motes | Reviews |_%Eﬂesis |Degree | Licenses | Training | Atributes | FMLA || prid L] [

Skills
[ Skl Code Date Achuiced lsaii [ Notes
1 | Notary Public 6/15/2000 B.000:
Training Experience 4/10/1988 8.000
G|
14 44| 4| Record 10F 2 |ih|m] ]| o == o fiw | 3¢
Tests
[ Test [ Date Acquired [ Score [ Recertification Date Recertification Manths
|CPR 6/25/2017 Passed 6/25/2019 24
FBI Criminal Clearance: 1/4/2017 Passed 1/4/2015 24
Sexual Harassment Traini... 1/4/2017 Passed 1/4/2019 24
> I |
| 4|54 | Record 4of 4 |-k 4 ik ket | 2%

The Skills/Tests tab tracks an individual's Skills as well as Tests the person has taken, along with
dates and scores.

In the Skills section:

Maint_| 1. Select a Skill Code from the drop-down list.
2. Enter the date the skill was acquired in the Date Acquired field.

3. Enter the number of Hours the individual spent acquiring the skill or attending class, as
applicable.

4. Enter any additional Notes.
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In the Test section:

> wonN e

Select a Test code from the drop-down list.
Enter the date the test was completed in the Date Acquired field.
Enter the Score the individual achieved on the test, as applicable.

The Recertification Date and Recertification Months appear. The date and number of
months are based on the recertification cycle set up for the Test.

Individuals Screen - Degrees Tab

Individual ID | BOLIDO1 |ata)| Name Copy From Picture

| Gemeral || Process | Salary || Position | Notes || Reviews | Skils/Tests ‘ Degree. | Licenses | Training || Attrbutes | FMLA || 4/ * | |8

Degree Type Date Acquired Notes

Master's Degree 6/1/1955 MBA
1 |Bachelor's Degree 4/30/1995 : Economics e
| ||| Record Zof 2 ok b o) o | | 365

The Degrees tab tracks the degrees an Individual holds. An Individual may hold multiple
degrees.

1.
2.

Select the Degree Type.
Enter the Date Acquired for the Degree.

3. Add any Notes about the degree.

Human Resources
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Individuals Screen - Licenses Tab

Individual ID | BOLOD1 |ssaff Wame |Boume, Linda k Copy From | Picture

[ General | Process | sslary | Positon | Notes | Reviews || Skis/Tests | Degree | Licenses | Training | Attbutes | FvLa 4. (b] |

Licenze Type | License Mo Exp. Date Comment State
| Diiver's License X81667426481 7/15/2020 MN
s e pr e s MN|

||| 44| 44| Record 2.of 2 || ||| e | oo ] |96 €

The Licenses tab tracks the licenses an individual holds. An individual may hold multiple
licenses.

Maint_| 1. To add a License Type, use the Add Record button ( |+) at the bottom of the screen and
select a License Type from the drop-down list.

Enter the License Number.
Enter the Expiration Date for the license.

Enter a Comment regarding the license.

vk~ W

Select the State that issued the license.
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Individuals Screen - Training Tab

Individual ID | BOLIDO1 |sas| Name Copy From Picture

| General | Process || Salary II Position || Motes [\ Reviews II Skills/Tests | Degree || Licenses Training |At11|bubes | FMLA || Property | Health 4/ »|

Training C.... Date Acg... Type Hours Score Event Cost Travel Cost Approver Dept Appr Motes
[ New Hire Be.. 1/3/1987 General Orie... 2000 000 0.00 OFFICE
| Basic Skills T. 1/10/1987 Specific Job 8.000 0.00 0.00 OFFICE
Annual Safet... 1/4/2017 Annual Compo... 2000 0.00 0.00 EXECUTIVE
> -]
|| |44 |<4s| Record 4of 4 |or || b | e | o o ) |6

The Training tab includes approval fields, cost, hours, and grade/score data for any training the
Individual has had.

Maint_| 1. Select a Training Code.
Enter the date the skill or training was acquired in the Date Acquired field.
Maint_ | Select the Type of training from the drop-down list.
Enter the time spent attending class or acquiring skills in the Hours field.
Enter the grade/score received in training in the Score field.
Enter the Event Cost of the training, if there was a cost incurred.

Enter the Travel Cost for the training, if there was a cost incurred.

Select the individual who approved the training in the Approver field.

W 0 N o U kW N

Select the department that approved the training from the Dept. Appr drop-down list.

Maint |

10. Enter any Notes about the training (up to 500 characters).
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11. Click the Save button |3 on the toolbar to save your changes.

Individuals Screen - Attributes Tab

|_HR Indivicuals I@_| &3l
HIK 43617 b M= X (393 N Y N
Individual ID |BOULD1 |esal| Mame |E inda K Copy From

| General | Process || Salary | Posiion | Notes | Reviews | Skils/Tests | Degree | Licenses | Training ‘_ Attributes |FMLA || Property || Healt « | ¥

Copy From Attribute Group |Disahility HEE |

[ Atribute Group | Atrbute | Atibute Date [ Note [ Amourt 1 [ Amount 2
} = =y -

5 T o] Lives with spouse 8171991 0.00 0.00
MNew Hire Source LinkedIn 6/15/2017 0.00 0.00
#

4|44 |4 Record 10F 2 |oha|e] | |kl o | o 3¢

The Attributes screen is used to record the attributes of each individual in the various Attribute
Groups.

1. Select a Copy From Attribute Group from the drop-down list. The Attributes in use will be
indicated in the drop-down list.

Select the Copy button (] to copy the Attributes records set up for the Attribute Code
into the Individual.

2. To manually add a new attribute press the Add Record button ( [+ ) at the bottom of the
screen.

Select an Attribute from the drop-down list.
Enter the effective date for the attribute in the Attribute Date field.

Enter any Notes for the attribute.

o v~ Ww

Enter an Amount 1 for the attribute, if applicable. Enter a second Amount 2 for the
attribute, if applicable.
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7. When you have finished with entering attributes for one Attribute Group, you may select a .
different Attribute Group from the drop down list and add Attributes for that group for the

same Individual.

Individuals Screen - FMLA Tab

Individual ID | BOLIDD1

| Process | Salary | Position || Notes | Reviews | Skils/Tests | Degree | Licenses | Training | Attributes | FMLA |-|ub.

1 of1 2
Motify Date
ER Response Mo #1
Desig Notice No #2
Leave Begins

Expected Return

Leave Reason Spouse
Leave Type Medical
Status

Approved

Notes
Out for 8 weeks

X @9

(£

3
TAT2017 |
7/19/2017 |
72172017 |
81772017 |

1041542017 |

EENF=Y

|

|

ol

v

»

||

|

Delivery Method

Email

Location

Med Cert Due Date
Med Cert Rec Date
Med Re-Cert Date
Expiration Date

|| Intermittent

|| Med Cert Reg

|| Work Related

||

Minnesota

Delivery Comment

Hrs. Per Week

]

FATA0T7 ||

FAT/HNT |

8/1/2017 ||

873172017 ||

0.000

Picture

The Family and Medical Leave Act of 1993 (FMLA) is a United States labor law requiring
covered employers to provide employees with job-protected and unpaid leave for qualified
medical and family reasons.

The FMLA tab tracks family medical leave including leave dates, reasons, and approvals.

1.

2
3.
4

i

Click the New Record icon *  on the tab's toolbar to add a new FMLA record.

. Enter or edit the date the individual notified you of the leave in the Notify Date field.

Enter the date of the employer's first response to the request in the ER Response #1 field.

Notice #2 field.

Enter the date the Leave Begins.

Enter the Expected Return date.

Human Resources

. Enter the date of the response to the second step of the interactive process in the Desig
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Maint | 7. Select a Leave Reason.
Maint_| 8. Select a Leave Type.
Maint_| 9. Select a Location for the leave.

10. Enter the date the medical certification is due in the Med Cert Due Date field.
11. Enter the date of the medical re-certification in the Med Re-Cert Date field.
12. Enter the Expiration Date of the certification.

13. Mark the Intermittent check box if the issue is intermittent.

14. Mark the Med Cert Req check box if medical certification is required.

15. Mark the Work Related check box if the leave is work-related.

Maint_| 16. Select the approval Status.
Maint_| 17. Select the Delivery Method for the approval.

18. Enter any comments related to the delivery in the Delivery Comment field.
19. Enter any Notes related to the leave.

20. Enter the Hours Per Week for the leave.
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Individuals Screen - Property Tab
|- R Indvicuats [£31 | (]
HIK 4 3c17 b MW ik ¥ @ Fey Ea @ o]
Individual ID |BOUDDT |s2a)| Name Copy From Picture

Healt: 4| ¥

| Gemeral || Process | Salary | Posiion | Motes || Rewiews | Skils/Tests | Degree | Licenses || Training | Attrbutes | FMLA |

Property Code Date Assigned Description Value Serial Number Date Retumed

¥ : I": 1/4/2017 Apple iPhone 250.00 654913514
p Computer 10/15/2016 HP Pavilion 1,800.00 465411
Credit Card 6/15/2016 Corporate Am Ex 0.00 473531862
Access Card 1/2/2000 Access Cand 10.00
#
M4, (44| 4| Record 1of 4 |k || b || i (o134

The Property tab tracks company property that has been assigned to an Individual.

Maint_ | 1. Click the Add Record button ( [+|) at the bottom of the screen to add a new Property Code,
or select a Property Code to edit.

Enter or edit the date the Property was assigned to the Individual in the Date Assigned field.
Enter a Description of the Property.
Enter the current Value of the Property.

Enter the Serial Number for the Property, if applicable.

o vk~ wWw N

Enter the Date Returned for the Property, if applicable. This field may be left blank.
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Individuals Screen - Health Insurance Tab

Individual ID | BOLIDO1 |szal| Name |Baume, Linda Copy From

| Skillsﬁ'ests | Degree | Licenses | Training | Attributes | FMLa || Property |- Health Insurance | Life Insurance [ENES]

{ 1ot b M|k X |E 9D |[X = B3 @

Health Insurance Plan |Medica Choice Passport - Single| |_‘f_-|.

Eligbiity Date 11/30/2017[%]  Max Out Of Pocket 4,000.00]
Benefit Start Date 10A17/2017 [«  Deductible 25.00
Benefit End Date . |V_.|_ Maximum Benefit . 2,000,000.00|
Freguency Description | Monthly T Waiting Period{Days) 30
Carrier Mame Medica . = Description ila‘\mount
Group Number 83404 . ’“ Prescription - Generic £
— ) Prescription - Prefemed Br... 50.00
Palicy Number 83438167 Prescription - Non-Preferr. . 50.00
Urgent Care 25.00
Retail Health Clinic/Convi... 10.00
Office Visit 25.00

1. Click the New Record icon *  on the tab's toolbar to add a new Health Insurance Plan for
the Individual, or select a Plan to edit.

Maint_| 2. Select the appropriate Health Insurance Plan for the Individual.

3. The Individual's Eligibility Date is displayed and cannot be edited. The Eligibility Date is
calculated from the Health Plans setup Waiting Period days.

4. Enter the Benefit Start Date.
5. Enter the Benefit End Date, as applicable.

6. The Frequency Description, Carrier Name, and Group Number are displayed from the setup
of the selected Health Insurance Plan.

7. Enter the Individual's Policy Number.
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8. The rest of the fields are pulled from information set up in Health Plans maintenance, and
can only be edited there: Max Out of Pocket, Deductible, Maximum Benefit, Waiting
Period(Days), and the medical benefits.

Individuals Screen - Life Insurance Tab

Individual ID  BOUOD1 |sas)| Name Copy From Picture

| Skils/Tests | Degree | Licenses | Training | Attributes || FMLA || Property | HealthInsurance | Lifelnsurance | Retrement | Taxes | (4%

1 of1 52 SUNE L T 5 @
Life Insurance Plan MetLife B || Smoker
Eligibility Date 3/1/1987 |+ laiting Period (Days.
Benefit Start Date 3/1/1987 |
Benefidary 1and 2 Relation Percent
Benefit End Date i
Jim Boume Husband 100.00
0.00
Contingency 1and 2 Relation Percent
Palicy Mumber 6546106737 Jason Boume Son 100.00
0.00
Coverage and Contribution
Relationship Coverage Amount {Thousands) Employer Contribution Employes Contribution
Self 100.00
Spouse 0.00!
Chid 0.00

1. Click the New Record icon *  on the tab's toolbar to add a new Life Insurance Plan for the
Individual, or select a Life Insurance Plan to edit.

Maint_ | 2. Select the appropriate Life Insurance Plan from the drop-down list. Note that only one plan
can be in effect for the Individual.

3. Mark the Smoker check box if the Individual smokes. With the check box marked, the
Smoker columns in the Life Insurance Plan setup will be used.

Enter the Benefit Start Date.
Enter the Benefit End Date, as applicable.

Enter the Individual's Policy Number.

N o v s

Enter the names of the first and second beneficiaries in the Beneficiary 1 and 2 fields as
applicable. These fields may be left blank.
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8. Enter the Relation of each beneficiary to the Individual, as applicable.
9. Enter the Percent each beneficiary should receive. The total must equal 100.

10. Enter the names of the first and second contingent beneficiaries in the Contingency 1 and
2 fields. These fields may be left blank.

11. Enter the Relation of each contingent beneficiary to the Individual, as applicable.
12. Enter the Percent each contingent beneficiary should receive. The total must equal 100.

13. In the Coverage Amount Self field, enter the number of dollars (in thousands) of coverage
for the Individual.

14. In the Coverage Amount Spouse field, enter the number of dollars (in thousands) of
coverage for the Individual's spouse.

15. In the Coverage Amount Child field, enter the number of dollars (in thousands) of
coverage for each of the Individual's children listed on the Dependents tab.

16. The rest of the fields are pulled from information set up in Life Insurance Plans
maintenance, and can only be edited there: Employer Contribution and Employee
Contribution.
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Individuals Screen - Retirement Tab

Individual ID  BOUOD1 |ezal|  MName Copy From Picture

| Degree | Licenses | Training | Atiributes | FMLA | Property | Health Insurance | Life Insurance Retirement |Taxes || Direct (||

1 of 1 e r- Sa [
Retirement Plan ID | Wealth Enhancement Group| |i#8)l  Account Mumber
Start Date 3/2/1987 |#|| Allocation Method | Percent |
End Date 3172030 [wl| Max Contributio
Pre-Tax 10.00/
Trustee 5 After-Tax 0.00
Bonus 0.00
Loan 0.00
Fund Allocation

Retirement Fund 1D Amount./Percent(%)
S | 60.00
40.00

100.00

W |44 4 Record 102 [ok||ibh | |l fm) o] 1o 1 3

1. Click the New Record icon *  on the tab's toolbar to add a new Retirement Plan for the
Individual, or select a Retirement Plan to edit.

2. Select the appropriate retirement plan from the Retirement Plan ID drop-down list.

3. The Eligibility Date is displayed. The Eligibility Date is calculated from the Individual’s Start
Date and the Waiting Period in the Retirement Plan setup.

4. Enter the Start Date.
5. Enter the End Date, as applicable.

6. The Frequency, Trustee, Account Number, and Waiting Period are displayed for information
purposes only. These fields are populated from the setup of the Retirement Plan selected.

7. Select the Allocation Method, determined by the Individual-specified contributions:
Percent or Amount.

8. Enter the Pre-Tax amount of the contribution, if applicable.

9. Enter the After-Tax amount of the contribution, if applicable.
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10. Enter the amount to be deducted from the Individual's Bonus, if applicable.
11. Enter any outstanding Loan against the retirement plan, if available and applicable.

12. For each Fund Allocation in the plan (Use the Add Record button ( |+|) at the bottom of the
screen to add fund codes.):

13. Select the Retirement Fund ID.
14. Depending on the Allocation Method, enter the Percent or Amount allocated to the fund.

The total allocation of all funds must add up to 100 percent.

Individuals Screen - Taxes Tab

Individual ID | BOUGDT |s22]] MName |Boume Copy From 2| Picture

| Degree | Licenses || Training | Attributes || PMLA || Property | Health Insurance || Life Insurance | Retirement |“T |Difect[l_4_lli_l
|_I;e_derq£| State Taxes | Local Taxes |
] [——————
| Eic Code | Martal Status | Exemptions | Extra Withholding | Fixed Withholding
: n | 4 0.00 0.00

W4 (|44 | 4| Record 1of 1 b || || = ] 02| 3¢

Update Federal, State, and Local Taxes in the Taxes tab. These can be entered through HR and
updated into Payroll. For further information on entering tax data, consult the TRAVERSE
Payroll Training Manual.
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1. Select the Federal Taxes, State Taxes, or Local Taxes tab with which to work.
Federal Taxes Tab
| Federal Taxes ISiabeTaxes | Local Taxes |
Exclusions || Factors |
EIC Code Marital Status Exemptions Extra Withholding Fixed Withholding
Py None (M 4 0.00 0.00
#
| 44 | A Record 1of 1 [k (0] [ [ oo ||| 36

2. Use the Federal Taxes tab to set up federal withholding information for the Employee.
3. Select the EIC Code for the Individual:

* N - No advanced earned income credit payments were requested.

NOTE: For payroll year 2011 and after, the status for all Employees must be N.
Legislation has changed the Earned Income Credit to a tax credit claimed on the
Employees tax return filed for the previous tax year. No advanced pay is given to
those Employees that qualify for the Earned Income Credit.

Maint_ | 4. Select the Marital Status of the Employee. Use the Payroll Status Codes function to set up
new Status Codes for your company. This is their claiming Status from the Individual’s W-4
form. This will determine the tax table to use when calculating withholding taxes for the
Individual.

5. Enter the number of Exemptions the Individual claims for Federal Taxes.
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NOTE: To make an Individual exempt from Federal Taxes, but still print a W-2 for the
Individual at the end of the year, enter 99 Exemptions.

6. Enter the amount of Extra Withholdings, in dollars, the Individual wants withheld in
addition to the Federal withholding. If the Individual does not want any extra withholding,
enter 0.00.

7. Enter a Fixed WH dollar amount to withhold. If an amount is entered here, the Federal

Withholding (FWH) will use this dollar amount instead of the calculated amount. Leave this
field at 0.00 if you do not want a fixed amount to be withheld for the Individual.

Command Buttons

Name Description

Display the Federal Exclusions dialog box. See

Exclusions . . .
the Exclusions section below for more details.

Display the Override Factors dialog box. See

Factors . .
the Factors section below for more details.
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State Taxes Tab
| Federal Taxes | 5t S ILocaITaxes |
| Exclusions | | Factors |
Home State SUI State Marital Status Exemptions Extra Withhol .. Fixed Withhal .. Default WH
by M | MN M 4 0.00 0.00 [
#*
|| 44| 4 | Record 1of 1 | b || BH ||| = || |0 || 3K
Maint | 1. Select the WH State for the Individual. To set up State Withholding Tax Authorities, use the
Tax Authority Setup function (page 3-19) on the Codes Maintenance menu.
Maint_ | 2. Select the State to which the employer pays SUI (State Unemployment Insurance). To

exclude the Employer from paying State Unemployment Insurance to a particular State, click
on the Exemptions button with the State you want the Individual exempted, and select the
Employer Taxes tab. Select SUI to exempt the Employer from paying SUI tax for this
Individual in this State.

Example: If the selected Individual works in both Wisconsin and Minnesota, but
Wisconsin does not collect unemployment insurance for the Individual, select
Minnesota as the SUI State for the Minnesota WH State, select WI as the SUI for the
State Wisconsin. Click on the Exclusions button and then go to the Employer Taxes
tab and select SUL.

Maint_| 3. Select the Individual’s Status for the State Withholding. To set up Status Codes, use the
Payroll Status Codes function. This is their claiming Status from the Individual’s W-4 form.
This will determine the tax table to use when calculating withholding taxes for the
Individual.
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4. Enter the number of Exemptions the Individual claims for state taxes.

NOTE: To make an Individual exempt from state taxes, but still print a W-2 for the
Individual at the end of the year, enter 99 Exemptions.
5. Enter the dollar amount of Extra Withholding the Individual wants withheld in addition to
the State Withholding. If the Individual does not want any Extra Withholding, enter 0.00.

6. Enter a Fixed Withholding dollar amount to withhold. If an amount is entered here, the
State Withholding (SWH) will use this amount instead of the calculated amount. Leave this
field at 0.00 if you do not want a fixed amount to be withheld for this Individual.

7. To use the selected state as the Individual’s Default WH State, select the box; otherwise,
clear the box.

NOTE: One State must be selected as the Individual’s Default WH State, however,
the Default Withholding State can be overridden during Payroll time ticket entry.
Withholding information for the Default State is printed on the federal W-2 form.
Withholdings for each of the remaining States are printed on separate W-2 forms (one
for each State).

Command Buttons
Name Description

Display the State Exclusions dialog box. See the

Exclusions ; . .
Exclusions section below for more details.

Display the Override Factors dialog box. See

Factors . .
the Factors section below for more details.
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Local Taxes Tab
| Federal Taxes | State Taxes | Local Taxes
| Exclusions | | Factors
Local Marital Status Exemptions Extra Withholding Fixed Withholding Default WH Local
MMO1 NA 0 0.00 0.00 [
-— 2 =
||| 44 4| Record 2.0f 2 | || bbbl || ||| | 42| 36

1. Select the Local Withholding Code for the Individual. The Local Code will appear with the
State Code and Local Code combined. To set up Local Withholding Tax Authorities, use the
Tax Authority Setup function (page 3-23) on the Codes Maintenance menu.

2. Select the Status of the Individual for the Local Withholding Code. To set up Status Codes,
use the Payroll Status Codes. This is their claiming Status from the Individual’s W-4 form.
This will determine the tax table to use when calculating withholding taxes for the
Individual.

3. Enter the number of Exemptions the Individual claims for local taxes.
NOTE: To make an Individual exempt from local taxes, but still print a W-2 for the
Individual at the end of the year, enter 99 Exemptions. This is only valid if your local
Table and Formula have Exemptions built into the Table and Formula.
4. Enter the dollar amount of Extra Withholding the Individual wants withheld in addition to
the local withholding. If the Individual does not want any extra withholding, enter 0.00.
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5. Enter in a Fixed Withholding dollar amount to withhold. If you enter an amount here, the
Local Withholding (LWH) will use this amount instead of the calculated amount. Leave this
field at 0.00 if you do not want a fixed amount to be withheld for this Individual.

6. To use the selected locality as the Employee’s Default WH Local, select the box; otherwise,
clear the box.
NOTE: One locality must be selected as the Individual’s Default WH Local, however,
the Default Withholding Local can be overridden during Payroll time ticket entry.
Withholding information for the Default locality is printed on the federal W-2 form.
Withholdings for each of the remaining localities are printed on a separate W-2 forms
(one for each locality).

Command Buttons

Name Description
Exclusions Display the Local Exclusions dialog box.
Factors Display the Override Factors dialog box.

Exclusions Dialog Box—Employee Withholding Tab

r T n
Z] Federal Exclusions =NACE X

| Employee W/H | Employer Tax |

Code Description
I |FWH Federal WH]|

| |44 40| Record 1of 1 (o[ | o == oot | 36

If an Individual is not subject to a particular Federal, State, or Local Withholding, use the
Exclusions dialog box--Employee W/H tab to exclude the withholding from the Individual.
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NOTE: If you exclude an Individual from a withholding tax using this function they
will not get a W-2 printed at the end of the year. To make an Individual Exempt from
withholding taxes, but still print a W-2 for the Individual at the end of the year, enter
99 Exemptions in the Exemptions field on the Federal, State or Local Taxes tab.

1. Select the Federal, State, or Local Tax Code to exclude from Individual withholdings for the

Individual.

NOTE: To exclude the employer from paying State Unemployment Insurance to a
particular state, click on the Exemptions button with the State you want the
Individual exempted, and select the Employer Taxes tab. Select SUI to exempt the
employer from paying SUI tax for this Individual in this State.

2. A Description of the tax code is displayed.

Exclusions Dialog Box—Employer Tax Tab

Z] Federal Exclusions | o e S
| Employee W/H | Employer Tax
Code Description
I |EME EEranUyer Medicare
| || (4| Record 1of 1 b e ||| | ]| %)

If an employer is not subject to a certain Federal, State, or Local Tax for a particular Individual,
use the Exclusions dialog box--Employer Tax tab to exclude the tax from the employer.

1. Select the Federal, State, or Local Tax Code to exclude from the Employee when calculating
employer withholdings and Costs.

2. A Description of the tax Code is displayed.
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Override Factors Dialog Box

E ® X

WH State |[MA Extra WH 0.000

SUI State |MA Fixed WH 0.000
Status NA

Exemptions |4

Employee Override Factors | Employer Override Factors |

Tax Code |SWH

&

Ik

- Factor . FactorTest

> m 0=No, 1=Employee or Spouse iz Blind

. 0 0=No, 1=Employee Head of Household
0 Factor 3
0 Factor 4
0 Factor b
0 Factor 6
0 Factor 7
0 Factor 8
0 Factor 9
0 Factor 10
0 Factor 11
0 Factor 12
0 Factor 13
0 Factor 14
0 Factor 15
0 Factor 16 b

The Override Factors dialog box will appear when you click on the Factors button on the State
or Local Taxes tab. If an Override Factor has been set up for the state or local tax selected in the
Payroll Tax Factor Prompts function you will be prompted to click on the Factors button and
enter a Factor for the Individual when you save the State Withholding record.

1.
2.

The withholding State selected on the Taxes tab to enter Override Factors for is displayed.

The Locality selected on the Taxes tab to enter Override Factors for is displayed.

. The Extra WH amount the Individual is withholding in addition to the Federal, State, or Local

withholdings is displayed.

. The Fixed WH amount being withheld for the Individual is displayed.

. The Status of the Individual for the tax is displayed.
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Override Factors Dialog Box—Employee Tab
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WH State |MA

SUI State |MA

Tax Code |SWH

Factor

3

.

=
Exira WH
Fixed WH
Status NA

Exemptions |4

| Employee Cverride Factors | Employer Override Factors |

FactorText

\ 0=No, 1=Emplayee or Spouse is Blind
ﬁ 0=No, 1=Employee Head of Household
0 Factor 3

0 Factor 4

0 Factor 5

0 Factor 6

0 Factor 7

0 Factor 8

0 Factor 3

0 Factor 10

0 Factor 11

0 Factor 12

0 Factor 13

0 Factor 14

0 Factor 15

0 Factor 16

0.000

0.000

J I

B4l

7. Select the Tax Code for which to enter the Overriding Factor.

8. Enter the Factor amount into the Factor field for those that have a Factor Text.

Human Resources
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Override Factors Dialog Box—Employer Tab

= @ X
wH state [MN | Extawn | 0.000]
SUI State [MN | Fxedwh [ 0.000]
RPN —
Exemptions :_iil
| Employee Override Factors | Employer Override Factors
Tax Code |5UI| |;“
i FactorText | Factor |§
> oo
Factor 2 0.000
Factor 3 0.000
Factor 4 0.000
Factor & 0.000
Factor & 0.000| 5
Factor 7 0.000
Factor 8 0.000
Factor 9 0.000
Factor 10 0.000
Factor 11 0.000
Factor 12 0.000
Factor 13 0.000
Factor 14 0.000
Factor 15 0000
™ Commdme 10 nonnn !l
| 4 1 » i |

9. Select the Tax Code for which to enter the Overriding Factor.

10. Enter the Factor amount into the Factor field for those that have a Factor Text.
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Individuals Screen - Direct Deposit Tab

Individual ID | BOLGD1 laz| MName Copy From Picture

| Attributes | FMLA | Property | Health Insurance | Life Insurance | Retirement | Taxes | Direct Deposit | Dependents | [ 4] ¥

Pay Distribution | Amount el
Account Type Account Number Routing Code Amount/Percent
i | Savings KAHOGOOOOK KKK BAT 111111118 500.00:
PayCheck 9.999.999.00

14|44 (4| Record 1of 2 [k [ | o] [ 1| o | 28]

Use the Direct Deposit tab to record the Individual’s Direct Deposit information. You may enter
up to six distributions per Individual.

After you’ve set up Individuals for Direct Deposit, use the Payroll Create Prenotification File
function to create the Prenotification File you send to your bank. You must create this file
before you can Calculate Checks or Print Vouchers.

1. Select how the Individual’s net pay should be divided in the Pay Distribution field: None,
Amount, or Percent. If you select None the Individual will only receive a pay check.

If you select Percent, the total percent appears in the Total box at the bottom of the
tab. This Total must equal 100 before you can exit the tab; if it doesn’t, a warning
message appears.

2. Select the Account Type: Checking, Savings, or Paycheck.
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3. Select the Prenote In box when your bank notifies you that the Prenotification File was
successfully received for this Individual; otherwise, clear the box. If the box is cleared,
vouchers are not created for the selected Individual.

When the Prenotification File is created there is an option to check this box
automatically once the Prenotification File is made. If you elected to not have the
Create Prenotification function check the box, you must manually check the box for
vouchers to be made.

You must run the Create Prenotification function to make the Prenote File, to be able
to print vouchers. If you manually check the box and do not make the Prenote File you
will not get a voucher calculated.

4. Enter the Individual’s bank Account Number. If you edit the Account Number, the system
clears the Prenote In box. You must submit a new Prenotification File before you can process
checks for the Individual.

5. Enter the Individual’s bank Routing Code. If you edit the Routing Code, the system clears the
Prenote In box. You must submit a new Prenotification File before you can process checks
for the Individual.

6. If the Individual’s Direct Deposit is divided by Amount, enter the net amount of the
Individual’s pay to be deposited into each of the specified Bank Accounts in the
Amount/Percent box. If any net pay remains after the distributions are made, TRAVERSE
generates a check for the remaining amount.

If the Individual wants a fixed amount deposited and a balance remains (as a result of
working overtime, for example), enter 9999999.99 in the Amount/Percent on a
Paycheck line. TRAVERSE then generates a check for the Individual for the balance not
directly deposited.

7. If the Individual’s direct deposit is divided by Percent, enter the percentage of the
Individual’s pay to be deposited into each of the specified Bank Accounts in the
Amount/Percent box. The sum of the percentages you enter must equal 100. If it does not,
a warning message appears. The Total percent appears in the Total box at the bottom of the
screen.
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IMPLEMENTING HUMAN RESOURCES

Individuals
Individuals Screen - Dependents Tab
|| HR Individuais €3 | =]
HH 43017 b M b X [A9|[Q B3 @& |
Individual 1D |BOLIOO1 |eaa|  Name Zopy From Picture

| General | Process || Salary || Posiion | Notes | Reviews || Skils/Tests | Degree | Licenses || Training || Attrbutes | FMLA | Property | Healt 4/|»| |

=1

Child HHH-KH-2881 4/19/1950 E

Relation Code 55N DOB Last Name First Name Full Time Stud... | Gender Smoker
Seff HHH-HH-4126 4/29/1963 Boume Linda =] Female
Spouse KHH-¥X-2658 3/12/1963 Boume Jim [l Male
Child HHH-KX-8212 1/24/1388 Boume Jason =) Male
Lisa =] Female

||| 44| 4| Record Sof 5 | b || kb BH (o] == ||| 3¢

The information on the Dependents tab is used for Life Insurance and Health Insurance plan
enrollment. Up to one spouse and any number of children can be entered.

1.

L 0 N o u B~

Click the Add Record button ( [+) at the bottom of the screen to add a new Dependent
record or select a Dependent record to edit.

. Select a Relation Code for the Dependent.

Enter the Dependent's Social Security Number in the SSN field. Only the last four digits will
display. The system will check to make sure the SSN does not match one already in the
system to avoid duplication of records.

Enter the Dependent's date of birth in the DOB field.

Enter the Dependent's Last Name.

Enter the Dependent's First Name.

Mark the Full-Time Student check box if the Dependent is a full-time student.
Select the Gender of the Dependent.

Mark the Smoker check box if the Dependent is a smoker.
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10. Click the Save button |3 on the toolbar to save your changes.

Task Summary

vk wN e

To add an Individual, follow these steps:

Select the New Record icon ;. on the toolbar. A blank Individuals screen appears.

Enter an Individual ID and Né:e for the new Individual.

Select the Individual to Copy From, if applicable.

Select each tab and enter the appropriate information.

Click the Save button  j , on the toolbar, to save the new Individual.
To edit an Individual, follow these steps:

Select the Individual ID of the Individual to edit.

Edit the appropriate information.

Click the Save button | , on the toolbar, to save the edited Individual.
To delete an Individual, follow these steps:

Select the Individual ID of the Individual to delete.

Click the Delete button  , on the toolbar, to delete the selected Individual.
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Producing an Individual Information List

Use the Individual Information List function to produce a list of Individuals and the Individual
Information you defined in the Individuals function (page 3-153) on the Setup and
Maintenance menu.

To produce the Individual Information List, follow these steps:

1. Select Individual Information List from the Master Lists menu.

Individual Information List Menu

Human Resources <

[ Interactive Views
[ Individual Views
[ Worksheets
[# Reports
[ Periodic Processing
[# Setup and Maintenance
[= Master Lists
Individual Labels
Health Plans List
Life Insurance Plans List
Retirement Plans List
[ Codes Maintenance
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2. The Individual Information List screen appears.

Individual Information List Screen

HR Individual Information List €3] | (5]
‘2 Print uQ]Output - =38end ||Q Preview  Reset
Data Filter W &
And
View Sort By Indude On Report
Status Department ID
Individual ID
Active
Inactive g P
| Posit | Propert
Individual Active As of 5/7/2018 || SRR bt
| Notes || Health Insurance
Department ID (From/Thru) [ERIES] [ERIES]
|»| Reviews |#| Life Insurance
|| Skills/ Tests
|~| Degrees || Dependents
|»| Licenses |»| Direct Deposit

3-190

|»] Training || Taxes

. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Individual IDs.

. Select the Position Status criterion for the list; All, Active, or Inactive.
. Select the Individual Active As of date to include in the list.

. Select the Department ID From and Thru if you want to view Individuals for a single
Department or a range of Departments, otherwise leave the fields blank to include all
Departments. Select the “X” button to clear the field.

. Select the Sort By criterion for the list; Department ID, Individual ID, or Manager.

. Select the information to Include On Report criterion for the list; All, Process, Salary,
Position, Notes, Reviews, Skills/Tests, Degrees, Licenses, Training, Attributes, FMLA,
Property, Health Insurance, Life Insurance, Retirement, Dependents, Direct Deposit, or
Taxes. You may select any one or combination of these choices.

The choices available will be dependent on the Group Permissions for the Individual
selections. The tabs selected with permissions will be available to select or clear. The
tabs cleared for permissions will be unavailable and not displayed on the report.

Human Resources



9. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

IMPLEMENTING HUMAN RESOURCES

Individuals

Description

Set all fields to their defaults.

Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Human Resources
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Individual Information List

Individual Information List
Sorted By Department 1D

Report Filter
Individual Active As Of 10172017
Department

Include On Report All
View All

Individual Name: BOUQ01

Address 1 501 N Hamilton Ave
Address 2
City Edina
Region MM
Postal Code 55435
Country US4
Home Phone 125551212
Work Fhone
Extensions
Cell Phone
Gender Female
Department ID 500

Department Name EXECUTIVE
Statutory Employee 5|
Name
Jim Bourne

Process Description
Software Training

Software Training

Pay Type
10/17/2017 3:02 PM

Bourne. Linda K

Work Phone
6125673319

Check List ltem
ExpenseReport

Compliance

General Information

Drate of Birth 871853
Manager LUKOD1
Marital Status Married
Start Date 1/5/1987
SSN 458301009
Labor Class President
Ethnicity White
Veteran Status
Work Email info@osas.com
Home Email info@osas.com
Internet www.0sas.com
Manager Name Lukas, GeorgeW

Seasonal Employee Eq

Emergency Contact
Home Phone
6126851212

Contact Cell Phone

Process Information

Corporate Officer

Relationship
Husband

Completed

™

Person Resp il Date Completed
Bourneg, Linda K 10011642002
Bourne, Linda K 142017
Salary Information
Hourly Rate Effective Date Ower Time Exempt Reason

Kent.Heitkamp
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Use the Individual Labels function to produce virtually any size and style of standard or mailing

labels for Individuals.

To produce Individual Labels, follow these steps:

1. Select Individual Labels from the Master Lists menu.

Individual Labels Menu

b3 {|

| Human Resources

[ Interactive Views

[ Individual Views

[ Worksheets

[# Reports

[# Periodic Processing

[# Setup and Maintenance

[= Master Lists
Individual Information List
Health Plans List
Life Insurance Plans List
Retirement Plans List

# Codes Maintenance

Human Resources
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2. The Individual Labels screen appears.

3. Click the Design button to display and edit the design of the label.

Individual Labels Screen

R IndvicalLabels 53| 3]

2 Print |[[C70utput ~ (=4 Send | [ Preview | Reset |
Data Filter 7 =]
And ©

LabelStyle Default + || LabelDesign (= X

Print

Status | | i | I , >

|Active
|Inactive

[aral |[ezs M| B 1 U|A-B-| =

=

|| [B] Deta . z
. {FuliMame} =

Individual Active Asof | 5/7/2018 [

Department ID (From/Thru) | I;ﬂ_ﬁ_ll | I'_'_'_I-I-i_'l‘

Inciude

[%| Special Status

| Ja10)dxg poday @! | x0g 00y ;‘H B
I

|MBEE9M | Zoom Factor: 100
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Details for Individual Label Screen

Report Explorer

Use this tab to navigate through elements of
the label. You can use it when building a label
to quickly access all of the elements of a label

Field List

Individuals

Use this tab to view the schema of the
datasource which is currently bound to

Label Style: \ - Inﬁ Desgn [
—
e on EEEL —— —— s
:__3 vendorLabel 1 Il_il H| Detail [ Vender
[H] Detai Standard Contre [~ ||| . orkd). - - - - - - - - - [E] Add
] panelndarLabels N 1 (flame] [F] Add2
Ay titVendorkd - [ BarkAccthium
25 tihame . [ BorkAccthumUrproiyfed
£y btAddress
Ay billy i}
5 btFegon =
£y btPostallade .
A5 btPhane = e
117y tetPosthiet :
’ = | InsetBand 1 TopMargin
A e B Zeom 1 ReportHeader
_/ & Properties i| PageHeader
=i | P GroupHeader
Ehop
4 P roupFoote H
=l P portFoote 5l
& - Bl PaNeFoote 6]
AI " Bottymbarg; =
D S &b entityList_11 5| -
] / [] itPref
) L2\ Designer rfrmdize | v §Z0om Fadjor 10| (] LestCheckum
Toolbox /
) Context Menu
Use this tab to

add standard
controls to th
label. Simply

drag and

drop an

Use this menu after right-
clicking any element in the
label designer area. It
provides you quick access to

Band Strips, Expand/Collapse Buttons, and Editing

Use this section to

the label. Also, this tab may be used to
bind existing label controls to data, or
to create new bound label controls. To

do this, simyl//tlick the desired field

Zoom Panel

This section displays

/the current value of
the zoom factor. To

change the zoom
factor at design time,

View Tabs

Use the Designer
and Preview
buttons to quickly
witch between the
two types of views
during the design of
the label. This may
be extremely useful
when a report is
fully customized at

¢ See the band name, the band icon corresponding to its type, and the
expand/collapse button.

e Expand/collapse a band strip by clicking the plus or minus sign adjacent to the band

strip.
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¢ Edit a label's field by double-clicking the field and editing the text as necessary. You
can also right-click on the field and select Properties to edit additional properties of
the field. Click the arrow button in the upper left corner of the label design to see the
task menu.

| ShopFloorLabel Tasks

Design in Report Wizard, ..

"h: G| - | 1

i T Data Source  |dataSetl |
o

o Diata Member £
|| -

& || Data Adapter |{none) |
& . Filter String ™|
i [

Report Units |HundredthsOFanInch |

Style Sheet  |(Collection) |nas

Watermark,  |(Mone) |

¢ Select Design in Report Wizard to use the design wizard to help design your label.

Reports Wizard

Label Information
Select one of the predefined labels by specifying the Product and its ID, The
bype selected defines the label's size and the type of paper used,

Label Products:

: . Avery skandard |

Top Side margins

matgin Harizorital pitch ——| Product Nurmber
el |

T_ Wicith ‘
V:gﬁal Height Dumber Label Information
l_ J T" 2 width: 400

W ( Height: 200

Page type: Letter

Mumber Across

Page size: (850 11007

| Cancel | | <Back | MNext> | Finish |

¢ Select the Label Products and Product Number you want to use to print labels.
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¢ Click Next to move to the next screen.

Reports Wizard

Customize the Label's Options
‘fou can adjust the label's parameters here if required,
Top Side margms Label width: koo, |6
margin H rital pitch —-|
E. aiizortal pitc Label Height: 200 |5
) T_ ‘ Wertical Pitch: 200 |4
V:gﬁﬂ Haght umber
l_ pawn Harizantal Pitch: 419(4)
{ Top Margin: 50 |5
Mumber Across
Side Margin: 16 |4
Page Size: Letter (350 x 1100} |
| Cancel | | <Back | Finish

¢ The Label Width, Label Height, Vertical Pitch, Horizontal Pitch, Top Margin and Side
Margin are filled in from the defaults for the selected label product.

¢ Select the Page Size for the label being printed.

 Select Finish to save the label specifics you selected and return to the Print Labels
screen.

Use the Individual Labels function to print 1 1/3 by 4 inch labels for mailings.

A POSTNET barcode, which is an extension of the 9-digit zip code used by the United States
Postal Service, is printed on your labels if you chose that option using the Country Codes
function of the System Manager.

1. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

2. Select if you want to Print which Position Status for the labels printed; All, Active, or
Inactive.

3. Select the Individual Active As of date to include in the labels.

4. Select the Department ID From and Thru if you want to print labels for Individuals for a
range of Departments, or a single Department, otherwise leave the field blank to include all
Departments. Select the “X” button to clear the field.
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5. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Individual Labels

Bourne, Linda K
501 MHamilton Ave

Edina, MM 55435

Jenkins, Kathy C
120024 Wright Blvd
Apt 402

Minneapolis, MM 550556

Doubla, Mike K
458 1st Avenue

Wictaria, MM 553445955

Johnson, Steve W
8945 Shore Drive
Wayzata, MM 55379512%

IMPLEMENTING HUMAN RESOURCES
Individuals .

Gerard, Timothy K
13330 E 32nd Ave
Minneapolis, MM 55055

Jonchim, Maria K
3321 W 52 Ave
Minneapolis, MM 55055
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INTERACTIVE VIEWS
Using the Interactive views Menu

USING THE INTERACTIVE VIEWS
MENU

With the functions on the Interactive Views menu, you can view but not change the following
HR information:

* Processes

e Positions

e Review Types
¢ Type Codes

Use these functions if you need to examine (but not change) an Individual record, an address, a
process assignment, skills, degrees, license expirations, training.

Using Interactive Views you can easily and quickly build and manipulate tables to display
information. After selecting from the available criteria to display as filter fields, data items,
column fields, or row fields, you can highlight columns and rows to have the selected rows and
columns display as a graph below the table. To include multiple rows or columns in the graph,
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all
rows or columns between the first and second click) shortcuts, after selecting the first row and
column.

Sorting and Filtering

When you arrange the columns to your liking, you can sort, group, or filter the data by the
column's contents. To sort and filter the data, right-click a column heading and use the
functions outlined in the table below.

Button Name Select To
Sort the selected column’s data in ascending order.

zd Sort Ascending NOTE: You can also accomplish this task by clicking
the column heading until . appears.
Sort the selected column’s data in descending order.
At Sort Descending NOTE: You can also accomplish this task by clicking

the column heading until .. appears.
fr1 1 NNRNRRRRRNORORRORBRORORORIRRORRIRIRRIRIRIRIRRLY

Clear Sorting Remove all sorting options and revert to the default view.
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Using the Interactive views Menu

Group the identical entries from this column into a single group.

NOTE: If you group by column entry, you can right-
click on the grouped column heading to select from
the options outlined in this table, or choose Full
Expand to expand all of the grouped entries, Full
Collapse to collapse all of the grouped entries, or
UnGroup to undo the grouped entry.

Open the Customization window. With the Customization window
_ open, you can click and drag columns to the window to remove
EE them from the screen or click and drag columns from the window
to place them back onto the screen.

H

Group By This
Column

Column Chooser NOTE: You can also remove a column from the
form by clicking on the heading of the column and
dragging it to the bottom of the screen and releas-
ing it when your cursor changes to an X.

Adjust the selected column to resize the column for the best view

Best Fit
rams of that column’s data.
» Clear Filter Remove all filter options and revert to the default view.
. . See “Filtering Across All Columns” in the General Information
_ Filter Editor . . )
o guide for more information.
Best Fit (all Adjust all columns to resize for the best view all of the data at
columns) once.

Filtering by an Individual Column

To create a filter for a single column, click the funnel icon that appears once you place the
cursor in the associated column and then select a filter option from the dropdown menu.

Select To
Enter criteria for filtering the selected column.

(Custom) LN N O I N IR OO IO NN AN AN NN NN IO ON AN NN RN AR NN O AN RN AN AN AN AN

NOTE: View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.

(Non

Display only entries with information in the selected column.
blanks) play only
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From the drop down menu, you can also select from the entries in the selected column to
group the column by the selected entry.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering
criteria for the selected column from the drop down menus, then enter a string of text or
numbers to complete the condition and click OK.

ftem Id

Custom AutoFilter ﬁ

Show raws where:

o

(Maon blanks)

Location Id

eguals
I |

equals T

does not equal

|is greater than

|?s greater than or equal to
||s less than

is less than or equal to w

Sorting and Filtering Pivot Chart Data
Right-click on the pivot table gray area or a field button when in Pivot Chart View for each
application, to use the following functions:

Select To

v Refresh the data in the tables.
%3 Refresh Data

Remove the selected criterion from the
Hide table.

Move the selected criterion to the beginning,
Order left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and
drag the applicable fields to the desired

Show Field Lisk .
locations.
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Select To

Close the PivotGrid Field List.
Hide Field List

NOTE: Note: See instructions in the “Filtering Across All Columns” in the General
Information guide for more information on filtering.
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PROCESSES VIEW

Use the Processes View function to view the check list items for your company's Processes.

To use the Processes View, follow these steps:

1. Select Processes View from the Interactive Views menu.

Processes View Menu

| Human Resources

%

[ Interactive Views
Processes View
Positions View
Review Types View
Type Codes View

Individual Views

Workisheets

Reports

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance

INTERACTIVE VIEWS
Processes View

Human Resources
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Processes View
2. The Processes View screen appears.

Processes View Screen

|_HRProcesses View I§§|_| =]
1of15 b M A A & B3 [ [LEpot ~ | Views - @
Apply Filter 2 £
And
Process Type Name | Checklist tem Description | Person Responsible 1D Person Responsible Name | Document Link

art . Base Base
[ Software Training Communication Communication
| Software Training Compliance Compliance
Software Training Customer Satisfaction Customer Satisfaction
Software Training Expense Report Expense Report
New Hire Overview Concem Sheets Concem Sheets
| .New Hire Overview Employee Handbook Employee Handbook
| Mew Hire Overview Employee Training Employee Training
Benefit Overview Expense Report Expense Report
. Benefit Overview Fradulent/Unethical behaviors  Fradulent/Unethical behaviors
| Metwork Overview Computer Computer
Metwork Overview Compliance Compliance
i SQL Training SQL Training SGL Training
SQL Training Visual Studio Visual Studio
| SGL Training TRAVERSE Functionality TRAVERSE Functionality

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Process Type Name field to drill down to the Process Type setup
screen.

5. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Processes View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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POSITIONS VIEW

INTERACTIVE VIEWS

Positions View

Use the Positions View function to view information about the Positions available in your

company.

To use the Positions View, follow these steps:

1. Select Positions View from the Interactive Views menu.

Positions View Menu

| Human Rescurces

£

[ Interactive Views
Processes View
Review Types View
Type Codes View

Individual Views

Worksheets

Reports

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance

Human Resources
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Positions View
2. The Positions View screen appears.

Positions View Screen

=]
{ 1of4 p W (bs X |2 9 |[§ .-'-gﬁi;[tnn]Exportvg\ﬁewsv.ﬂ

Apply Filter Yz

And

»)

Position Descripti... Cument Status | Special Status | Job Description | Position Type | Exempt Status | Hours Budgeted | Individual 1D | Individual Name
Filled = President Full Time Exempt (Salared) 173.330 BOUDDA Boume, Linda

| Programmer Filled ) Programmer Full Time Exempt (Salaried) 173.330 DOUBLADDDO1 Doubla, Mike
QA Filled [ Programmer Full Time Exempt (Salaried) 173.330 GERDD1 Gerard, Timothy
| | Trainer Filled [ Analyst Full Time Exempt (Salaried) 173.330 JOHNSONDO... Johnson, Steve

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

5. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the

Positions View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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REVIEW TYPES VIEW

INTERACTIVE VIEWS
Review Types View

Use the Review Types View function to view information about the Review Types available in

your company.

To use the Review Types View, follow these steps:

1. Select Review Types View from the Interactive Views menu.

Review Types View Menu

| Human Rescurces

£

[ Interactive Views
Processes View
Positions View
Type Codes View

Individual Views

Worksheets

Reports

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance

Human Resources
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Review Types View
2. The Review Types View screen appears.

Review Types View Screen

| HR. Review Types View [£3] | =]
! { 1of8 p M (bs X |9 |[§ = |G @3 Lttnn]Expon - || Views - @
Apply Filter Yz E
And
. Description . Frequency : Category . Weight

ﬁpay bation | Quarterty Attendance 20
| 50 Day Probation Quarterty Communication 10
| 30 Day Probation Quartery Performance 60
| 50 Day Probation Quarterly Timliness 10
. Annual Annual Attendance 20
| :Annual Annual Communication 10
| Annual Annual Performance 60
. Annual Annual Timliness 10

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Description field to drill down to the Review Types setup screen.

5. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Review Types View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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TYPE CODES VIEW

INTERACTIVE VIEWS

Type Codes View

Use the Type Codes View function to view information about the Type Codes available in your

company.

To use the Type Codes View, follow these steps:

1. Select Type Codes View from the Interactive Views menu.

Type Codes View Menu

| Human Rescurces +

[ Interactive Views
Processes View
Positions View
Review Types View

Individual Views

Worksheets

Reports

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance

Human Resources
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Type Codes View
2. The Type Codes View screen appears.

Type Codes View Screen

|_HRType Codes View IEQI_ | =]
! { 1of226 p W (b0 X [ 9 |[g | | Ea @ i:[‘n_lin]Export - | Views - @
Apply Filter Yz E
And
. - A
. Table Description . Type Description . Standard Code . Standard Description i
“>" __ Female F Female
| Ethricity White w White
. Individual Status Active - Full Time AFT Active - Full Time
| Martal Status Maried M Maried
Gender Male M Male
: Marital Status Single 5 Single
| Ethnicity Hispanic or Latino H Hispanic or Latino
.El‘.hnicity American Indian/Alaska Native | American Indian/Alaska Mative
| Activity Code General Note
Activity Code Personal LOA or Disciplanary
.Activ'rty Code Mew Hire
| Activity Code Position Change
1 Activity Code Reasonable Accommodation
.ﬁdi\r'rty Code MNew Hire Source
.N'tribute Group Disability

.N'Lrlbute Group Family Status

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Positions View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INDIVIDUAL VIEWS
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INDIVIDUAL VIEWS
Using the Individual Views Menu

USING THE INDIVIDUAL VIEWS MENU

With the functions on the Individual Views menu, you can view but not change the following
HR information:

e Individuals

e Processes Assignment
e Properties Assignment
e Positions Assignments
e Skills

e Tests, Certifications and Clearances
e Degrees

e Licenses Expiration

e Training

o Attributes

e Anniversaries

¢ Birthdays

¢ Dependents

Use these functions if you need to examine (but not change) an Individual record, an address, a
process assignment, skills, degrees, license expirations, training.

Using Interactive Views you can easily and quickly build and manipulate tables to display
information. After selecting from the available criteria to display as filter fields, data items,
column fields, or row fields, you can highlight columns and rows to have the selected rows and
columns display as a graph below the table. To include multiple rows or columns in the graph,
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all
rows or columns between the first and second click) shortcuts, after selecting the first row and
column.

Human Resources 5-3



Using the Individual Views Menu

Sorting and Filtering

When you arrange the columns to your liking, you can sort, group, or filter the data by the
column's contents. To sort and filter the data, right-click a column heading and use the
functions outlined in the table below.

Button Name

Sort Ascending
Zl .
A Sort Descending
Clear Sorting
=
Group By This
Column
A
Column Chooser
— Best Fit
1
Clear Filter
Fid

5-4 Human Resources

Select To
Sort the selected column’s data in ascending order.

NOTE: You can also accomplish this task by clicking
the column heading until .. appears.

Sort the selected column’s data in descending order.

NOTE: You can also accomplish this task by clicking

the column heading until .., appears.
ffT1r 1IN NRRRRRNRNORORRRORRORORRIRIORIORIRIRIRIRIRIRROLRN

Remove all sorting options and revert to the default view.

Group the identical entries from this column into a single group.

NOTE: If you group by column entry, you can right-
click on the grouped column heading to select from
the options outlined in this table, or choose Full
Expand to expand all of the grouped entries, Full
Collapse to collapse all of the grouped entries, or
UnGroup to undo the grouped entry.

Open the Customization window. With the Customization window
open, you can click and drag columns to the window to remove
them from the screen or click and drag columns from the window
to place them back onto the screen.

NOTE: You can also remove a column from the
form by clicking on the heading of the column and
dragging it to the bottom of the screen and releas-
ing it when your cursor changes to an X.

Adjust the selected column to resize the column for the best view
of that column’s data.

Remove all filter options and revert to the default view.



INDIVIDUAL VIEWS
Using the Individual Views Menu

. . See “Filtering Across All Columns” in the General Information
Filter Editor . . .
T guide for more information.
Best Fit (all Adjust all columns to resize for the best view all of the data at

columns) once.

Filtering by an Individual Column

To create a filter for a single column, click the funnel icon that appears once you place the
cursor in the associated column and then select a filter option from the dropdown menu.

Select To

Enter criteria for filtering the selected column.
(Custom)

NOTE: View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.
(Non . : o L
blanks) Display only entries with information in the selected column.

From the drop down menu, you can also select from the entries in the selected column to
group the column by the selected entry.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering

criteria for the selected column from the drop down menus, then enter a string of text or
numbers to complete the condition and click OK.

ftem Id i ;
I_ Custom AutoFilter lﬁ
3
(Non blanks) Show rows where:
. Location I1d
eguals
[ B

equals T
does not equal
is greater than

is greater than or equal to Cancel
is less than

b i5 l2ss than or equal to v I
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Using the Individual Views Menu
Sorting and Filtering Pivot Chart Data

Right-click on the pivot table gray area or a field button when in Pivot Chart View for each
application, to use the following functions:

Select To

o Refresh the data in the tables.
L5 Refresh Data

Remove the selected criterion from the
Hide table.

Move the selected criterion to the beginning,
Crder left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and
drag the applicable fields to the desired

Show Field List .
locations.

Close the PivotGrid Field List.
Hide Field List

NOTE: Note: See instructions in the “Filtering Across All Columns” in the General
Information guide for more information on filtering.
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INDIVIDUALS VIEW

INDIVIDUAL VIEWS
Individuals View

Use the Individuals View function to look up basic information about Individual employees. To
see read-only detail information for the Individual, double-click on the Individual ID.

To use the Individuals View, follow these steps:

1. Select Individuals View from the Individual Views menu.

Individuals View Menu

| Human Resources <

Interactive Views

= Individual Views
Processes Assignmert Wiew
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certffications and Clearances View
Degrees View
Licenses Expiration View
Training View
Attributes View
Anniversaries View
Birthdays View
Dependents \iew

Worksheets

eports

Periodic Processing

Setup and Mairtenance

Master Lists

Codes Maintenance

Human Resources
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Individuals View
2. The Individuals View screen appears.

Individuals View Screen

|_HR Individuals View [E3] | =]
1of16 b M A A & B3 [ [LEpot ~ | Views - @
Apply Filter ¥z =
And
. Individual 1D . Individual Mame . Contact Work Phone . Work Email . Postal Code . Country Code . Individual Status
Y Avik | Kely, Amn Mare ' ' UsA '
| AWS Soklers, Alan 55365 USA
BOLIDDA Boume, Linda (612)-567-3319 info@osas.com 55435 LISA Active
| DOUBLADDOO1 Doubla, Mike {612)-554-5654 info@osas.com 553445599 LISA Active
GERGO1 Gerard, Timothy (612)-585-7548 info@osas.com 55055 LISA Active
.JENDI}‘I Jenkins, Kathy inffo@osas.com 55055 LISA Active
| JoHNsONDoDT Johnson, Steve info@osas.com 553799129 USA Active
.JONDD‘I Jonchim, Maria (612)-575-6381 info@osas.com 550585 LISA Active
.JONESDD‘I Jones, Edward info@osas.com 553793912 USA Active
| LK Kline, Laurie (651)-556-5465 55656 USA
| LUKOO1 Lukas, George info@osas.com 55427 LISA Active
|Rosoo1 Rossini, Lou info@osas.com 55055 USA Active
SMITHDOODD Smith, Robert info@osas.com 553443939 USA Active
| sTOOD1 Stockard, Albert info@osas.com 55101 USA Active
|Tom Masters, Ted 55379 USA
| TES Smith, Teny 56565 USA

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

5. Double click on the blue Work Email field to start your default email software with the
displayed email address in the To field.

6. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Individuals View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INDIVIDUAL VIEWS

Processes Assignment View

PROCESSES ASSIGNMENT VIEW

Use the Processes Assignment View function to look up information about Processes assigned

to Individual employees.

To use the Processes Assignment View, follow these steps:

1. Select Processes Assignment View from the Individual Views menu.

Processes Assignment View Menu

| Human Resources <

Interactive Views

= Individual Views
Individuals View
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certffications and Clearances View
Degrees View
Licenses Expiration View
Training View
Attributes View
Anniversaries View
Birthdays View
Dependents \iew

Worksheets

Reports

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance

Human Resources
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Processes Assignment View
2. The Processes Assignment View screen appears.

Processes Assignment View Screen

| HR Processes Assignment View [£3] | =]
1of21 b M X & & 3 @ [QEpot - @ Views -~ @
Apply Filter ¥z =
And
)
. Individ... | Individual... . Individua... . Depart... . Process Type D... Description Check List D... . Check List fte... . Person Responsi...
> m_ Active .Boume Lin.da 500 .Soﬂware Training Ease Ease .Incomplete [
BOUDD1  Active Boume Linda 500 Software Training Communication Communication Incomplete
BOUIDDT  Active Boume Linda 500 Software Training Compliance Compliance Complete Linda
BOUDD1  Active Boume Linda 500 Software Training Customer Sati... Customer Satisfa... Incomplete
.EOUDD‘I Active Boume Linda 500 Software Training Expense Rep... Expense Repot  Complete Linda
| DOUBLA... Active Doubla Mike 400 Software Training Base Base Complete 3
DOUBLA... Active Doubla Mike 400 Software Training Communication Communication Complete
.DOUEU\... Active Doubla Mike 400 Software Training Compliance Compliance Complete
DOUBLA... Active Doubla Mike 400 Software Training Customer Sati... Customer Satisfa... Complete
DOUBLA... Active Doubla Mike 400 Software Training Expense Rep... Expense Repot  Complete
GERDDT  Active Gerard Tim... 400 Software Training Base Base Complete
GERDD1  Active Gerard Tim... 400 Software Training Communication Communication Complete
.GEHDD‘I Active Gerard Tim... 400 Software Training Compliance Compliance Complete 7
.GEHDD‘I Active Gerard Tim... 400 Software Training Customer Sati... Customer Satisfa... Complete
GERDDT  Active Gerard Tim... 400 Software Training Expense Rep... Expense Repot  Complete

| JENOO1 Active Jenkins Kathy 400

Software Training Base Base Complete

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.
5. Double click on the blue Department ID field to drill down to the Departments setup screen.

6. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Processes Assignment View.

ft111rr 1IN RNRRNNNRNRNRRNORORORRORORORORIRNRRO RO RIRIRORORIORORIRORIRIRIORITRIRIRIRI BRI RN RIRIORORDN
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INDIVIDUAL VIEWS
Properties Assignment View .

PROPERTIES ASSIGNMENT VIEW

Use the Properties Assignment View function to look up information about Property, such as
computers or cell phones, assigned to Individual employees. To see read-only detail
information for the Individual, double-click on the Individual ID.

To use the Properties Assignment View, follow these steps:

1. Select Properties Assignment View from the Individual Views menu.

Properties Assignment View Menu

| Human Resources <

[ Interactive Views
= Individual Views
Individuals View
Processes Assignment View
Positions Assignment View
Skills View
Tests, Certfications and Clearances View
Degrees View
Licenses Expiration View
Training View
Atributes View
Anniversaries View
Birthdays View
Dependents View
Worksheets
Reports
Periodic Processing
Setup and Maintenance
Master Lists
Codes Maintenance
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Properties Assignment View
2. The Properties Assignment View screen appears.

Properties Assignment View Screen

| HR. Properties Assignment View. [£3] | =]
1of18 b M X 3 & 3 @ [QEpot - @ Views -~ @
Apply Filter 2 =
And
Individual ID | Individual Status | Individual Name | Department ID | Propery Code | Seral Number | Description Value | Date Assigned | Date Retumed

| Active . Boume, Linda 500 Access Card Access Card 10.00 1722000

il
BOLIDDA Active Boume, Linda 500 Cell Phone 654913514 Apple iPhone 250.00 1/4/2017
BOLIDDA Active Boume, Linda 500 Credit Card 478581862 Corporate Am ... 0.00 6/15/2016
BOUIDDA Active Boume, Linda 500 Laptop Computer 465411 HF Pavilion 1.800.00 10/15/2016
.DOUELADDD... Active Doubla, Mike 400 Access Card Access Card 10.00 10/17/2017
.DOUELN}DD... Active Doubla, Mike 400 Cell Phone 658465168 Apple iPhone 250.00 10172017
DOUBLADDD... Active Doubla, Mike 400 Laptop Computer 65461631 HP Pavilion 1.800.00 10/17/2017
.GEHDD‘I Inactive Gerard, Timothy 400 Access Card 10,00 10/17/2017
.GEHDD‘I Inactive Gerard, Timothy 400 Laptop Computer 56458461 HP Pavilion 1.800.00 10/-17/2017
HEIDD1 Active Heidman, Keith 400 Access Card 10.00 5/6/1996
i HEID01 Active Heidman, Keith 400 Laptop Computer HP Pavilon 1,800.00 3/14/2016
JENDO1 Active Jenkins, Kathy Access Card 10,00 10/17/2017
.JENDD‘I Active Jenkins, Kathy Laptop Computer 8461321 HP Pavilion 1.800.00 10/17/2017
| JOHNSOMODD... Active Johnson, Steve Laptop Computer 65432032 HF Pavilion 1.800.00 10/17/2017
JOHNSONOOD... Active Johnson, Steve Credit Card 52161314 Samsung 57 300.00 10172017
.JONI}D‘I Active Jonchim, Maria 400 Access Card 10.00 104172017
JONDODA Active Jonchim, Maria 400 Laptop Computer 46035458 HP Pavilion 1.800.00 10/17/2017
LUKDO1 Active Lukas, George 400 Laptop Computer 61654581 1.500.00 4/20/2018

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.
5. Double click on the blue Department ID field to drill down to the Departments setup screen.

6. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Properties Assignment View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INDIVIDUAL VIEWS

Positions Assignment View

POSITIONS ASSIGNMENT VIEW

Use the Positions Assignment View function to look up information about Positions assigned
to Individuals, including whether the Position is active or filled, and the Individuals assigned to
that Position. Double-click on the Department or the Individual links to view read-only details

for that selection.

To use the Positions Assignment View, follow these steps:

1. Select Positions Assignment View from the Individual Views menu.

Positions Assignment View Menu

Human Resources <

[# Interactive Views

=) Individual Views
Individuals View
Processes Assignment View
Propetties Assignment View
Skills View
Tests, Certffications and Clearances View
Degrees View
Licenses Expiration View
Training View
Attributes View
Anniversanies View
Birthdays View
Dependents View

[ Worksheets

[+ Reports

[+ Periodic Processing

[# Setup and Maintenance

[+ Master Lists

[+ Codes Maintenance

Human Resources
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2. The Positions Assignment View screen appears.

INDIVIDUAL VIEWS

Positions Assignment View

Positions Assignment View Screen

HR Positions Assignment View (3] |
10612 b M

Apply Filter 2
And

Position Descrip...

Programmer

President

Programmer
. Trainer
| Trainer
QA
| Programmer
| Programmer
ProgManager
i Programmer

Programmer

Position T...

'J Full Time:

Full Time
Full Time
Full Time:
Full Time
Full Time
Full Time
Full Time
Full Time:
Full Time
Full Time
Full Time:

X189R

Hours Budge... . Department...
173.330 400
173.330 400
173.330 500
173.330 400
173.330 400
173.330 400
173.330 400
173.330 400
173.330 400
173.330 400
173.330 400
173.330 400

Supervisor Position Descri...

ProgManager

ProgManager

ProgManager

ProgManager
ProgManager
President

ProgManager

ProgManager

52 @ L[n'_lﬂExport - | Views ~ @

Manager...

LK
LK

LK

LK
BOUOD
LK
LK

. Individual....

AME
AWS
BOUDO1

DOUBLADD...

GERDD1
HEID01
JENDD1
JONDD1
JONESDD1
LK
LUKDO1
JFES

[ Individual Na...
”Kelly. Ann Marie
Soklers, Alan
Boume, Linda
Doubla, Mike
Gerard, Timathy
Heidman, Keith

Jonchim, Maria
Jones, Edward
Kine, Laurie
Lukas, George
Smith, Temy

[ Individual Stet..,

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

|53

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

]

5. Double click on the blue Department ID field to drill down to the Departments setup screen.

6. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Positions Assighment View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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SKILLS VIEW

INDIVIDUAL VIEWS
Skills View

Use the Skills View function to look up information about Skills held by Individual employees.
To see read-only detail information for the individual, double-click on the Individual ID.

To use the Skills View, follow these steps:

1. Select Skills View from the Individual Views menu.

Skills View Menu

| Human Resources <

Interactive Views

= Individual Views
Individuals View
Processes Assignmert Wiew
Properties Assignment View
Positions Assignment View
Tests, Certffications and Clearances View
Degrees View
Licenses Expiration View
Training View
Attributes View
Anniversaries View
Birthdays View
Dependents \iew

Worksheets

eports

Periodic Processing

Setup and Mairtenance

Master Lists

Codes Maintenance

Human Resources
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Skills View

2. The Skills View screen appears.

Skills View Screen

H (M 4 109 b M bs X | A9 |§ @ = B3 I__[tnn]Export - || Views - [ | Options
Apply Filter Yz
And ©

(2]

[ [ individual ID [ incividual Status [ Individual Name | skill Description | Date Acquired =

) A.(.:&i;fe I Eoume. .I._ind..a I hi;tary F-‘.ub.li.c E,-"IE,-"ZDD'D [ H-DDD
..... BOLIODA Active Boume, Linda Training Experience 4/10/1988 8.000
i_.: DOUBLADDDOT Active Doubla, Mike Customer Service 10:17/2017 8.000
| pouBLAcooDT Active Doubla, Mike Prior experience in the field 10/17/2017 40.000
| |GEROM Active Gerard, Timothy Customer Service 10/17/2017 40.000
| |cERom Active Gerard, Timothy Prior experiznce in the field 10/17/2017 8.000
EET Active Jenkins, Kathy Prior experience in the field 10/17/2017 40.000
| |JoHnsonooot Active dohnson, Steve Prior experience in the field 10/17/2017 40,000
| |Jonom Active Jonchim, Maria Prior experience in the field 10/17/2017 40.000

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.
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INDIVIDUAL VIEWS
Skills View

5. Select the Options button to select options for the view.

Skills View Screen - Options

=] Optiof@ - m| b o

Department | |mmef| 2
Date Acquired From i
Date Acquired Thru |
Skills a2
Hours Cutoff 0
| QK | | Caneel | | Reset |

Enter or select the Department ID to filter for the Skills. Select the “X” button to
clear the field.

Enter the Date Acquired From date as the first date acquired.

Enter the Date Acquired Thru date as the last date acquired.

Enter or select the Skills to display. Select the “X” button to clear the field.

Enter the number of Hours Cutoff to display only Individuals’ Skills with fewer than
the entered hours.

¢ Select a command button:

Command Buttons
Name Description

Activate the information in the Options
dialog box. Once the Options dialog box is

OK closed, click the Apply Filter button to apply
the information entered.

Cancel Exit the Optlons dialog box without applying
any selections.

Reset Reset all values to the defaults.

6. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Skills View.

Human Resources 5-17



Skills View

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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Tests, Certifications and Clearances View

INDIVIDUAL VIEWS

TESTS, CERTIFICATIONS AND
CLEARANCES VIEW

Use the Tests, Certifications, and Clearances View function to look up information about Tests

Individuals have taken, Certifications held by Individual employees, and Clearances held by

Individuals. To see read-only detail information for the Individual, double-click on the

Individual ID.

To use the Tests, Certifications and Clearances View, follow these steps:

1. Select Tests, Certifications and Clearances View from the Individual Views menu.

Tests, Certifications and Clearances View Menu

Human Resources <

[ Interactive Views

= Individual Views
Individuals View
Processes Assignment VYiew
Properties Assignment View
Positions Assignment View
Skills View
Tests, Cedifications and Clearances View
Degrees View
Licenses Expiration View
Training View
Attributes View
Anniversaries View
Birthdays View
Dependents View

[ Worksheets

[# Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists

[ Codes Maintenance
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Tests, Certifications and Clearances View
2. The Tests, Certifications and Clearances View screen appears.

Tests, Certifications and Clearances View Screen

|| HR Tests, Certifications and Clearances View [£3] | =]
(M 4 109 b M ks X |9 |[§ = |G @3 i.[‘l:‘.,] Export - || Views - L | Options
Apply Filter Yz _k_
And ©
: Individual 1D Individual Status . Individual Name Test Description . Date Acquired . Re-Certffication Date Score
By soucot [ Active Boume, Linda CPR 6252017 6/25/2019 Passed
- BOLIDO Active Boume, Linda FBI Criminal Clearance 1/4:2017 1/4/2019 Passed
i BOLIDDA Active Boume, Linda Sexual Harassment Training 1/4/2017 1/4/2018 Passed
|DOUBLADDOOT  Active Doubla, Mike CFR 10/17/2017 10/417/2019 Passed
. DOUBLADDDODT  Active Doubla, Mike FBI Criminal Clearance 1017207 104172019 Passed
| DoUBLAODODT  Active Doubla, Mike Sexual Hamassment Training  10/17/2017 10/17/2019 Passed
GERDD1 Active Gerard, Timothy CPFR 10417/2017 10/17/2019 Passed
; fJOHNSONDDB‘I Active Johnson, Steve CFR 10417/2017 10/17/2019 Passed
. .JONDD‘I Active Jonchim, Maria CPR 10172017 10/17/2019 Passed

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.
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INDIVIDUAL VIEWS
Tests, Certifications and Clearances View

5. Select the Options button to select options for the view.

Tests, Certifications and Clearances View Screen - Options

=] Options B - m| 4
Department | |xme |2
Position Division =%
Position Program | B
Position Locaton | | x|
Test [EE
Recertification Date
From |2
Thru |
|| Include Individuals without Tests

| QK | | Cancel | | Reset |

e Enter or select the Department ID to filter for the Tests, Certifications and
Clearances. Select the “X” button to clear the field.

e Enter or select the Position Division to filter for the Tests, Certifications and
Clearances. Select the “X” button to clear the field.

¢ Enter or select the Position Program to filter for the Tests, Certifications and
Clearances. Select the “X” button to clear the field.

e Enter or select the Position Location to filter for the Tests, Certifications and
Clearances. Select the “X” button to clear the field.

¢ Enter or select the Test to filter for the Tests, Certifications and Clearances. Select the
“X” button to clear the field.

¢ Enter or select the Recertification Date From and Thru to filter for the Tests,
Certifications and Clearances.

¢ Select the Include Individuals without tests check box to include individuals in the
view that do not have a test set up. Clear the check box to exclude individuals in the
view that do not have a test set up.
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Tests, Certifications and Clearances View
¢ Select a command button:

Command Buttons
Name Description

Activate the information in the Options

oK dialog box. Once the Options dialog box is
closed, click the Apply Filter button to apply
the information entered.

Exit the Options dialog box without applying

Cancel )
any selections.

Reset Reset all values to the defaults.

6. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Tests, Certifications and Clearances View.
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NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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DEGREES VIEW

INDIVIDUAL VIEWS
Degrees View

Use the Degrees View function to look up information about Degrees held by Individual
employees. To see read-only detail information for the Individual, double-click on the

Individual ID.

To use the Degrees View, follow these steps:

1. Select Degrees View from the Individual Views menu.

Degrees View Menu

| Human Resources <

Interactive Views
= Individual Views

Worksheets

Reports

eriodic Processing
Setup and Maintenance
Master Lists

Codes Maintenance

Individuals View

Processes Assignment View
Properties Assignment View
Positions Assignment View
Skills View

Tests, Certffications and Clearances View
Licenses Expiration View
Training View

Atributes View
Anniversaries View
Birthdays View

Dependents View
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Degrees View
2. The Degrees View screen appears.

Degrees View Screen

|_HR Degrees View |§§|_| 8
- { 17 b W |k X |[A - | | By {8 i.[‘l:‘.,] Export - || Views - L | Options
Apply Filter Yz _k_
And ©
| Individual Status Individual Name [ Department 1D Manager Name Degree Description | Date Acquired
Active Boume, Linda 500 Lukas, George Bachelor's Degree 4/30/1995
Active Boume, Linda 500 Lukas, George Master's Degree 6/1/195%
| |DOUBLADDDOT Active Doubla, Mike Bachelor's Degree 5/18/1995
GERQO1 Active Gerard, Timothy Boume, Linda Bachelor's Degree 52042000
JENDOD1 Active Jenkins, Kathy Bachelor's Degree 5/15/1979
| [JOHNSOMNODD1  Active Johnson, Steve Boume, Linda Bachelor's Degree 5141557
JONDDA Active Jonchim, Maria Boume, Linda Associate’s Degree 6/1/1999

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

5. Double click on the blue Department ID field to drill down to the Departments setup screen.
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INDIVIDUAL VIEWS
Degrees View

6. Select the Options button to select options for the view.

Degrees View Screen - Options

=] Optiof® - m| b o

Department | |mmef| 2
Degree Type | | X
Date Acquired From |
Date Acquired Thru |
| QK | | Cancel | | Reset |

Enter or select the Department ID to filter for the Degrees. Select the “X” button to
clear the field.

Enter or select the Degree Type to filter for the Degrees. Select the “X” button to
clear the field.

Enter the Date Acquired From date as the first date acquired.
¢ Enter the Date Acquired Thru date as the last date acquired.
¢ Select a command button:

Command Buttons
Name Description

Activate the information in the Options
dialog box. Once the Options dialog box is

oK closed, click the Apply Filter button to apply
the information entered.

Cancel Exit the Optlons dialog box without applying
any selections.

Reset Reset all values to the defaults.

7. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Degrees View.
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Degrees View

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INDIVIDUAL VIEWS

Licenses Expiration View

LICENSES EXPIRATION VIEW

Use the Licenses Expiration View function to look up information about Licenses held by
Individuals to identify Licenses that are expired or are expiring. To see read-only detail

information for the Individual, double-click on the Individual ID.
To use the Licenses Expiration View, follow these steps:

1. Select Licenses Expiration View from the Individual Views menu.

Licenses Expiration View Menu

| Human Resources <

[ Interactive Views
= Individual Views
Individuals View
Processes Assignment View
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certfications and Clearances View
Degrees View
Training View
Atributes View
Anniversaries View
Birthdays View
Dependents View
Worksheets
Reports
Periodic Processing
Setup and Maintenance
Master Lists
Codes Maintenance
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Licenses Expiration View
2. The Licenses Expiration View screen appears.

Licenses Expiration View Screen

|| HR Licenses Expiration View. [£3| | =]
- { 1067 b M (bs X | 9 |[§ = |G @3 i.[‘l:‘.,] Export - || Views - L | Options
Apply Filter Yz _k_
And ©
Individual ID | Individual Sta... Individual Na... | Department ... | Manager Na... | Posttion Descripti... | License Type Expiration Date
> Active Boume,Linda 500 Lukas, George  Presidert Cetfied Public Accourt .. 12/31/2021
BOUIDDA Active Boume, Linda 500 Lukas, George President Driver's License T/15/2020
DOUBLADDD... Active Doubla, Mike 400 Programmer Driver's License 5/15/2020
| | GERDD1 Active Gerard, Timothy 400 Boume, Linda QA Driver's License 5/15/2018
JENOO1 Active Jenkins, Kathy 400 QA Driver's License 4/25/2020
| JOHNSOMDO... Active Johnson, Steve 400 Boume, Linda Trainer Driver’s License 8/24/2019
JONDODA Active Jonchim, Maria 400 Boume, Linda Programmer Driver's License 4722/ 2020

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

5. Double click on the blue Department ID field to drill down to the Departments setup screen.
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INDIVIDUAL VIEWS
Licenses Expiration View

6. Select the Options button to select options for the view.

Licenses Expiration View Screen - Options

5] Options [ — O x
Department | ------ x|
License Type |me) 3
Expires As Of |
| oK | | Cancel | | Reset

e Enter or select the Department ID to filter for the Licenses Expiration. Select the “X”
button to clear the field.

e Enter or select the License Type to filter for the Licenses Expiration. Select the “X”
button to clear the field.

e Enter the Expires As Of date to display Licenses that expire as of the entered date.
¢ Select a command button:

Command Buttons
Name Description

Activate the information in the Options

oK dialog box. Once the Options dialog box is
closed, click the Apply Filter button to apply
the information entered.

Exit the Options dialog box without applying

Cancel )
any selections.

Reset Reset all values to the defaults.

7. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Licenses Expiration View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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TRAINING VIEW

INDIVIDUAL VIEWS
Training View

Use the Training View function to look up information about Training acquired by Individuals.
To see read-only detail information for the Individual, double-click on the Individual ID.

To use the Training View, follow these steps:

1. Select Training View from the Individual Views menu.

Training View Menu

| Human Resources <

Interactive Views

= Individual Views
Individuals View
Processes Assignmert Wiew
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certffications and Clearances View
Degrees View
Licenses Expiration View
Attributes View
Anniversaries View
Birthdays View
Dependents \iew

Worksheets

eports

Periodic Processing

Setup and Mairtenance

Master Lists

Codes Maintenance
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Training View
2. The Training View screen appears.

Training View Screen

e —— 5]
=] 1of9 b W X | A & 1 |53 (& |[Epot - | g Views - 1 | Options
Apply Filter @ &
And
Individual ID Individual Status Individual Mame Department ID | Training Type Training Description Approver | Motes Date Acquired | Hours | Travel Cost | EvertCost |
[ > Active Boume. Linda 500 Annual Comporate Compliance Annual Safety Training 1/4:2017 2.000 0.00 0.00
BOLIDD1 Active Boume, Linda 500 General Orientation for New Employe... New Hire Benefits Training 1/9/1987 2000 0.00 0.00
BOLDD1 Active Boume, Linda 500 Specific Job Duty Training Basic Skills Training 1/10/1987 3.000 0.00 0.00
DOUBLADODD1 Active Doubla, Mike 400 Specific Job Duty Training SQL 2016 1041772017 8.000 0.00 0.00
DOUBLADODDT Active Doubla, Mike 400 Specific Job Duty Training TRAVERSE 1041772017 40.000 0.00 0.00
GEROO Active Gerard, Timothy 400 Specfiic Job Duty Training Basic Skills Training 10417/2017 40.000 0.00 0.00
JENDO1 Active Jenkins, Kathy 400 Specfic Job Duty Training Basic Skills Training 101772017 40.000 0.00 0.00
JOHNSONODO1 Active Johnson, Steve 400 Specfic Job Duty Training Basic Skills Training 1041772017 40.000 0.00 0.00
| |JONODG? Active Jonchim, Maria 400 Specific Job Duty Training Basic Skills Training 1071772017 40.000 .00 0.00
220,000 0.00 0.00

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

5. Double click on the blue Department ID field to drill down to the Departments setup screen.
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INDIVIDUAL VIEWS
Training View

6. Select the Options button to select options for the view.

Training View Screen - Options

5] Options 8 — O X
Department | Jins) [
Training Code )

Training Acguired Date

From il
Thru |2
Hours Cutoff 35

|#| Include Individuals without Training

0K | | Cancel | | Reset |

¢ Enter or select the Department ID to filter for the Training. Select the “X” button to
clear the field.

e Enter or select the Training Code to filter for the Training. Select the “X” button to
clear the field.

e Enter or select the Training Acquired Date From and Thru to filter for the Training.

e Enter the number of Hours Cutoff to display only Individuals with fewer total
Training hours than the entered hours.

¢ Select the Include Individuals without Training check box to include individuals in
the view that do not have Training set up. Clear the check box to exclude individuals
in the view that do not have Training set up.
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Training View
¢ Select a command button:

Command Buttons
Name Description

Activate the information in the Options

oK dialog box. Once the Options dialog box is
closed, click the Apply Filter button to apply
the information entered.

Exit the Options dialog box without applying

Cancel )
any selections.

Reset Reset all values to the defaults.

7. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Training View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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ATTRIBUTES VIEW

INDIVIDUAL VIEWS
Attributes View

Use the Attributes View function to look up information about Attributes assigned to
Individuals. Double-click on the Department or the Individual ID links to view read-only details

for that selection.

To use the Attributes View, follow these steps:

1. Select Attributes View from the Individual Views menu.

Attributes View Menu

| Human Resources <

[ Interactive Views
= Individual Views
Individuals View
Processes Assignment View
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certfications and Clearances View
Degrees View
Licenses Expiration View
Training View
Anniversaries View
Birthdays View
Dependents View
Worksheets
Reports
Periodic Processing
Setup and Maintenance
Master Lists
Codes Maintenance
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Attributes View
2. The Attributes View screen appears.

Attributes View Screen

|- HR Atuibutes view 53] | (=]
{ 1of6 b M|bks X A 9 |[§ 1 | B3 [ | [y Ewot - | |l Views - @ | Options
Apply Filter 2 3
And
Individual 1D [ Individual Status Individual Name [ Department 1D [ Manager Name Attribute [ Attribute Group Detail [ Aftrbute Date [ Attribute Note
Y sounot Active ' Boume, Linda 500 Lukas, George Family Staius | Lives with spouse 8/17/1991 |
DOUBLADODDT  Active Doubla, Mike Family Status  Lives with spouse 104172017
| GERDD1 Active Gerard, Timothy Boume, Linda Family Status  Lives alone 10172007
JENDOD1 Active Jenkins, Kathy Family Status  Lives with spouse 10/17/2017
JOHMSONODDDT  Active Johnson, Steve Boume, Linda Familty Status  Lives alone 1071772017
| JONOD1 Active Jonchim, Maria Boume, Linda Family Status ~ Lives with spouse 1071772017

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.
5. Double click on the blue Department ID field to drill down to the Departments setup screen.

6. Select the Options button to select options for the view.

Attributes View Screen - Options

=] Options[® — O X
Department | | el
Attribute Group == 2]
Attribute |22n 13
Attribute Date From | [
Attribute Date Thru sl
[~ oKk | | Resst | [ Cancel |
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INDIVIDUAL VIEWS
Attributes View

e Enter or select the Department ID to filter for the Attributes. Select the “X” button to
clear the field.

¢ Enter or select the Attribute Code to filter for the Attributes. Select the “X” button to
clear the field.

e Enter or select the Attribute to filter for the Attributes. Select the “X” button to clear
the field.

e Enter or select the Attribute Date From and Thru to filter for the Attributes.
¢ Select a command button:

Command Buttons
Name Description

Activate the information in the Options

oK dialog box. Once the Options dialog box is
closed, click the Apply Filter button to apply
the information entered.

Exit the Options dialog box without applying

Cancel "
any selections.

Reset Reset all values to the defaults.

7. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Attributes View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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ANNIVERSARIES VIEW

INDIVIDUAL VIEWS
Anniversaries View

Use the Anniversaries View function to look up the hire date and number of years of service
for Individuals. Double-click on the Department or the Individual ID links to view read-only

details for that selection.
To use the Anniversaries View, follow these steps:

1. Select Anniversaries View from the Individual Views menu.

Anniversaries View Menu

| Human Resources <

Interactive Views
= Individual Views
Individuals View
Processes Assignment View
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certfications and Clearances View
Degrees View
Licenses Expiration View
Training View
Atributes View
Birthdays View
Dependents View
Worksheets
Reports
eriodic Processing
Setup and Maintenance
Master Lists
Codes Maintenance

Human Resources

5-39



Anniversaries View
2. The Anniversaries View screen appears.

Anniversaries View Screen

|_HR Anniversaries View I&_il_ | =]
1of16 b M A A & B3 [ [LEpot ~ | Views - @
Apply Filter Yz =
And

. Individual 1D . Individual Status . Individual Name . Department |0 . Start Date . Years Start

b © i ”Kelly. Ann Marie | [ {}

AWS Soklers, Alan 0

. BOUDO Active Boume, Linda 500 1/9/1987 0

DOUBLADDOO Active Doubla, Mike 400 5/31/1998 13

| GERD1 Active Gerard, Timothy 400 1/23/2010 7

|4EN0O1 Active Jenkins, Kathy 400 5/31/1981 3

JOHNSONDODT Active Johnson, Steve 400 4/4/1598 15

| Jonoo1 Active Jonchim, Maria 400 3/31/1987 30

.JONESDD‘I Active Jones, Edward 27211997 20

LK Kine, Laurie 0

LUKDO1 Active Lukas, George 4/1/1980 7

ROS001 Active Rossini, Lou 11/4/1983 M

| sMITHDD0DDY Active Smith, Robert 5/5/1998 13

|sTo001 Active Stockard, Abert 11/30/1386 3

TOM Masters, Ted 0

| TES Smith, Temy 0

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.
5. Double click on the blue Department ID field to drill down to the Departments setup screen.

6. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Anniversaries View.
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NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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BIRTHDAYS VIEW

INDIVIDUAL VIEWS
Birthdays View

Use the Birthdays View function to look up the birthdate information for Individuals. Double-
click on the Individual ID link to view read-only details for that person.

To use the Birthdays View, follow these steps:

1. Select Birthdays View from the Individual Views menu.

Birthdays View Menu

| Human Resources <

Interactive Views

= Individual Views
Individuals View
Processes Assignmert Wiew
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certffications and Clearances View
Degrees View
Licenses Expiration View
Training View
Attributes View
Anniversaries View
Dependents \iew

Worksheets

eports

Periodic Processing

Setup and Mairtenance

Master Lists

Codes Maintenance
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Birthdays View
2. The Birthdays View screen appears.

Birthdays View Screen

{ 110 b MW r SNE | 4 B3 @ |[bpot - |idViews - @
Apply Filter 22 2
And |

[ Individual Status Individual Name Department 1D Department Name [ Manager ID [ Manager Name [ Date Of Bith [ Birth Month [ Birth ‘Year [ Age
| Active Boume, Linda 500 EXECUTIVE LUKDO1 Lukas, George 6/7/1953 6 1953 64

N &
DOUBLADDDO1  Active Doubla, Mike 400 OFFICE 12/251375 12 1975 42
| GERODT Active Gerard, Timothy 400 OFFICE BOUOOT Boume, Linda  12/31/1991 12 1991 2
JENOOT Active Jenkins. Kathy 400 OFFICE 10/26/1353 10 1953 64
| JOHNSONDODT  Active Johnson. Steve 400 OFFICE BOU0T Boume. Linda /2471574 8 1974 43
| sonpor Active Jonchim, Maia 400 OFFICE BOUOOT Boume. linda  4/22/1958 1 1958 59
|k Kine. Laurie 11/15/1380 11 1980 37
| Lukoo1 Active Lukas, George 11/15/1362 11 1962 55
.ROSDDW Active Rossini, Lou Tra/1964 7 1964 53
| |sToom Active Stockard, Abert 12/18/1572 12 1972 45

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

5. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Birthdays View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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DEPENDENTS VIEW

INDIVIDUAL VIEWS
Dependents View

Use the Dependents View function to look up dependent information for each Individual. To
see read-only detail information for the Individual, double-click on the Individual ID.

To use the Dependents View, follow these steps:

1. Select Dependents View from the Individual Views menu.

Dependents View Menu

| Human Resources <

Interactive Views

= Individual Views
Individuals View
Processes Assignmert Wiew
Properties Assignment View
Positions Assignment View
Skills View
Tests, Certffications and Clearances View
Degrees View
Licenses Expiration View
Training View
Attributes View
Anniversaries View
Birthdays View

Worksheets

eports

Periodic Processing

Setup and Mairtenance

Master Lists

Codes Maintenance
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Dependents View
2. The Dependents View screen appears.

Dependents View Screen

|_HRDependems view. [E3) | =]
{ 1of11 b M A A & B3 [ [LEpot ~ | Views - @
Apply Filter Yz 2
And
. Individual 1D . Individual Status . Individual Name . RelationDescr . FirstMame . LastMName . Social Security Number . DOB . Full Time Student

> BRI Actve Boume, Linda  Child Jason Boume  XXXXX8212 1/24/1988 =
BOLIDO Active Boume, Linda Seff Linda Boume HHX-XKA126 4/29/1963 [=]
i BOLIDDA Active Boume, Linda Spouse Jim Boume HHK-KH-2658 3/12/1963 =
DOUBLADDODT Active Doubla, Mike Seff Mike Doubla KHH-XX-T7984 4/15/1968 ]
.DOUELADDDD‘I Active Doubla, Mike Spouse Rebecca Doubla HHK-¥H-B592 272741970 (=
| GERDM Active Gerard, Timothy ~ Self Timothy Gerard HHXH-XX-6548 12/31/1591 [&&]
JENDD1 Active Jenkins, Kathy Seff Kathy Jenkins HXK-KX-3658 10/26/1953 =
.JENDD‘I Active Jenkins, Kathy Spouse Roger Jenkins HHK-¥K-1568 4/15/1952 =]
.JOHNSONDD... Active Johnson, Steve  Seff Steve Johnson XXX-XX-5881 8/2411974 =
.JONI}D‘I Active Jonchim, Maria Seff Maria Jonchim KHX-XKE451 4/22/1958 [=]
1 JONDODT Active Jonchim, Maria Spouse Juan Jonchim HHX-¥X-BB98 8/26/1958 =

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Double click on the blue Individual ID field to drill down to the Individuals setup screen.

5. Refer to the Using the Individual Views Menu section a the beginning of this chapter and
the Interactive Views section in the General Information guide for more details on using the
Dependents View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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REPORTS AND WORKSHEETS
Producing Reports

PRODUCING REPORTS

Use the Reports functions for the following tasks:

The Longevity Report provides an analysis of length of service, categorizing
Individuals by their department, job title, and job category.

The Salary Comparison by Position Report provides salary and longevity information
for the individuals specified.

You can print review information on an individual or group of individuals by going to
the Individual Reviews Report menu item under Reports.

Use the Attribute Census Report to view the number of employees included within
an attribute group.

Use the FMLA Report to view employees requesting leave under the FMLA.

The Health Plan Enroliment Report allows you to see the health care plan status of
individuals.

The Life Insurance Enrollment Report allows you to see the life insurance status of
individuals.

The Retirement Plan Enroliment Report allows you to see the retirement plan status
of individuals.
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REPORTS AND WORKSHEETS
Longevity Report

LONGEVITY REPORT

The Longevity Report provides an analysis of length of service, categorizing Individuals by their
department, job title, and job category.

To produce the Longevity Report, follow these steps:

1. Select Longevity Report from the Reports menu.

Longevity Report Menu

| Human Resources <

Interactive Views

Individual Views

Worksheets

[=] Reports
Salary Comparizon by Position Repart
Individual Reviews Report
Mtribute Census Report
FMLA Report
Health Plan Enrollment
Life Insurance Enrollment
Retirement Plan Enroliment

Periodic Processing

Setup and Mairtenance

Master Lists

Codes Maintenance
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2. The Longevity Report screen appears.

REPORTS AND WORKSHEETS
Longevity Report

Longevity Report Screen

HR Longevity Report [£3| |

(% Pt |[Z3Output + | =3 5end | [ Preview | Reset

Data Filter W
And

Print
Status
Individual Active As of
Department ID (From/Thru)

Include

|%#| Special Status

|2nn| 2]

5/7/2018 &)

=T

Sort By

Department ID

Job Title
Job Category

|| Page Break

. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Individual records.

. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

. Select a Department ID From and Thru to Print Individuals for a range of Departments, or
leave the field blank to include all Departments. Select the “X” button to clear the field.

. To include groups, such as disabled, that have a special status, mark the Include Special
Status check box.

. Select a field by which to sort the report in the Sort By section; Department ID, Job Title, or
Job Category.

. Mark the Page Break check box if you want the report to start a new page each time your
selected sort option changes.
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9. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS

Description

Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Longevity Report

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Human Resources
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REPORTS AND WORKSHEETS

Longevity Report

Longevity Report

Continental Products Unlimited
Longevity Report
Sorted By Department 1D

PAGE *

Report Filter:
Individual Active As OF 104182017 Include Special Status es
Department D Page Break Mo
Job Title Job Category Less than & Months 1to b Above 5 Total Avg.Length
6 Months To 1 Year ‘Years Years Of Service !
Department: 400 - OFFICE
Analyst 2-Professionas 0 0 0 1 1 19.50
Programmer 2-Professionals 1] o 1] 4 4 2354 !
Total: 0 0 0 5 5 21.52
Department: 500 - EXECUTIVE
President 1- Officials - Managers o o o 1 i} 30.75
Total: 0 0 0 1 1 30.75
Grand Total: 0 o 0 B & 2480
= End of Report =

10/18/2017 1:40 PM

Kent.Heitkamp
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REPORTS AND WORKSHEETS
Salary Comparison by Position Report

SALARY COMPARISON BY POSITION
REPORT

The Salary Comparison by Position Report provides salary and longevity information for the
Individuals specified.

To produce the Salary Comparison by Position Report, follow these steps:
1. Select Salary Comparison by Position Report from the Reports menu.
Salary Comparison by Position Report Menu

| Human Resources <

Interactive Views
Individual Views
Worksheets
= Reports

Longevity Repart

Salary Comparizon by Position Report
Individual Reviews Report
Attribute Census Report
FMLA Report
Heatth Plan Enrolment
Life: Insurance Enrollment
Retirement Plan Enrollment
Periodic Processing
Setup and Maintenance
Master Lists
Codes Maintenance
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Salary Comparison by Position Report

2. The Salary Comparison by Position Report screen appears.

Salary Comparison by Position Report Screen

|\ #R Salary Comparison by Pasition Report (3] |

& Pont |[CjOutput - | =3 Send | [ Preview | Reset
Data Filter W7

And

=]

]

Print
Status

Active
Inactive

Individual Active As of i 5/7/2018 |2
Department ID {From,Thru} e |3 |zef |
Job Code
Job Code {From/Thru} lesaff2ell | [l x|

Sort By

Job Code
Department ID
Manager

|| Page Break

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all

the Individual records.

4. Select the Status you want to Print on the report; All, Active, or Inactive.

5. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

6. Select a Department ID From and Thru to Print individuals in for a range of Departments, or
leave the field blank to include all Departments. Select the “X” button to clear the field.

7. Select a Job Code From and Thru to print individuals assigned to range of jobs, or leave the
field blank to include all Job Codes. Select the “X” button to clear the field.

8. Select a field by which to sort the report in the Sort By section; Individual ID, Job Code,

Department ID, or Manager.

9. Mark the Page Break check box if you want the report to start a new page each time your

selected Sort By option changes.
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10. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS
Salary Comparison by Position Report

Description

Set all fields to their defaults.

Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more

details on print options and selections when previewing the report.

Human Resources
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REPORTS AND WORKSHEETS
Salary Comparison by Position Report

Salary Comparison by Position Report

Continental Products Unlimited PAGE
Salary Comparison By Position Report
Sorted By Individual 1D

Report Filter
{Pasition Status All Individusis Individuzl Active As OF TV IB204T
Department 10 Job Code
Individual 1D Name Job Code Department Manager Status ¥ears In Position
{BOUIODT Bourne, Linds Presidant 500 LURDD1 AFT 17.08
Salary Information
Pay Type Salary Hourly Rate Exempt
Ealzri=d T,500.00 .00 ]
Salzried 5,500.00 0.0 B
Ealaried 10.500.00 0.00 [1
| DOUBLADDODT Doubla, Mike Programmer 400 AFT 0.00

Pay Type
Salaried

| GER0OO1 Gerard, Timathy

Pay Type
Salarisd

JENDDT Jenkins, Kathy

Pay Type
Salaried

JOHNSONDDDT  Johnson, Steve

Pay Type
Salaried

JONDDT Jonchim, Mariz

Pay Type

182017 1:43 PM

Human Resources

3alary Information
Salary
4, 100.00

Programmear 400
Salary Information
Salary
5.550.00

Programmer 400
Salary Information
Salary
7.500.00

Anzbyst 400

Salary Information
Salary
1,575.00

Programmer 400

Salary Information
Salary

Hourly Rate Exempt
.00 —]

BOUDD1 AFT 0.00

Hourly Rate Exempt
0.00

AFT 0.00

Hourly Rate Exempt
2.00 ]

BOUDDT AFT .00

Hourly Rate Exempt
2.00

BOUOD1 AFT 0.00

Hourly Rate Exempt

Kent.Heitkamp



REPORTS AND WORKSHEETS
Individual Reviews Report

INDIVIDUAL REVIEWS REPORT

You can print review information on an individual or group of Individuals by going to the
Individual Reviews Report menu item under Reports.

To produce the Individual Reviews Report, follow these steps:

1. Select Individual Reviews Report from the Reports menu.

Individual Reviews Report Menu

| Human Resources <

Interactive Views

Individual Views

Worksheets

[=] Reports
Longevity Report
Salary Comparizon by Position Repart
Mtribute Census Report
FMLA Report
Health Plan Enrollment
Life Insurance Enrollment
Retirement Plan Enroliment

Periodic Processing

Setup and Mairtenance

Master Lists

Codes Maintenance
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Individual Reviews Report
2. The Individual Reviews Report screen appears.

Individual Reviews Report Screen

HR Inchidual Reviews Report (i3] | &l

‘s Pt | [fyOutput + | (=9 Send | [ Preview | Reset

Data Filter 7 (&
And
Print Sort By Report Layout Next Review
Status Individual ID Next Review Date &
Department ID \iorksheet
[ | | vanager NextReviewTyeFrom | [m] x|
Active Review Type
et || Include Salary Information Next Review Type Thru 2T
|| Page Break
Individual Active As of 5/7/2018 |» |
Department ID (From/Thru} (BRI [ERIE|

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Individual records.

4. Select the Status you want to Print on the report; All, Active, or Inactive.

5. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

6. Select a Department ID From and Thru to Print individuals for a range of Departments, or
leave the field blank to include all Departments. Select the “X” button to clear the field.

7. Select a field by which to sort the report in the Sort By section; Individual ID, Department
ID, Manager, or Review Type.

8. Mark the Page Break check box if you want the report to start a new page each time your
selected Sort By option changes.

9. Select the Report Layout to print the report in Summary or Worksheet (detail) format.

¢ The Summary report prints Name, Manager, Department, Job Title, Last and Next
Review Dates, Review Type, and, if specified, Salary.

¢ The Worksheet option lists Review Categories and their Weights, with room
available to Rate and Comment on the Individual.
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REPORTS AND WORKSHEETS
Individual Reviews Report

10. Mark the Print Salary Information check box if you want to show salary information on the
report.

11. Select a Next Review Date, if applicable. This will be used as a cutoff date for the report.

12. If applicable, select a Next Review Type From and Thru. This will filter the report to show
only the range of Review Types matching the criteria. Select the “X” button to clear the field.

13. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Human Resources 6-15



REPORTS AND WORKSHEETS
Individual Reviews Report

Individual Reviews Report

Continental Products Unlimited FAGE

Individual Reviews Report
Sorted By Individual 1D

\Repaort Filter

{Print Active/inactive Individual Active As Of 1182017
Next Review Date Next Review Type
Department 1D
Individual ID Name Department Review Date Category Weight
| Manager Job Title Mext Review Date Review Type

Individual: BOUBO Bourne, Linda K
;E:C;UQIJ' Bourne, Linda K EXECLUTIVE 142017 Anendance 20
| Lukss, George W Fresident 42018 &nnusl
\BOU0DT Bourne, Linda K EXECUTIVE 42017 Communicstion i0
Lukas, George W Fresident 1412018 i
\BOUDDT Bourne, Linds K EXECUTIVE V42017 Performance (4]
| Lukas, George W Fresident 1472018 Annusl
:BDU-I)CJ' Bourne, Linds K EXECUTIVE V42017 Timliness 10
| Lukas, George W President 142018 &nnusl

Individual: DOUBLADRDDDA Doubla, Mike K
éDOUBLA{.‘-.’}W: Doubla, Miks K OFFICE 1 I&2017 Attendance 20
| Programmer 11872013 %) Day Probation
{DOUBLADGDT Doubla, Mike K OFFICE 10/18/2017 Communicstion i0
Programmer W18/2018 30 Dy Probation
{DOUBLADDDDT Doubilz, Mike K OFFICE 1182017 Ferformance [74]
| Programmer WIR2018 30 Day Probation
DOUBLADIDDT Doubls, Mike K OFFICE 02017 Timlinzss i0
: Programmer V2018 30 Day Frobation

Individual: GERMH Gerard, Timothy K
EGER-}J' Gearard, Timothy K OFFICE 1182097 Attendance 20
| Bourne, Linda K Frogrammer 1182018 &nnusl
ISERDO1 Gerard, Timothy K OFFICE T I82017 Communication 10
| Bourne, Linds K Programmer 11872018 Ennisl
\GERDD1 Gerard, Timothy K OFFICE 2017 Performance 24
| Bourne, Linds K Programmsr TWI1872018 &nnusl
GERDO1 Gerard, Timothy K OFFICE 1071872017 Timiinzss 10

Bourne, Linda K Programmer 11872018 &nnus!

Individual: JEMOD Jenkins, Kathy C
iJENC\'.‘I? Jenkins, Kathy C OFFICE T I201T Anendance 20
| Frogrammer 107182018 sy
.JEN-:-CI? Jenkins, Kathy C OFFICE TN IBI201T7 Commusnication 10
| Programmer 11872018 Annisl
EJENC»:I! Jenkins, Hathy C OFFICE T IB201T Performance (4]
| Programmer 182018 Lrnusl
{JENDDT Jenkins, Hathy C OFFICE 182017 Timiinzss 10
{ Programmer 11872018 Annusl

Individual: JOHN SONH Johnson, Steve W
:JDHNS-ONC-:-D? Johnseon, Steve W OFFICE 1 I&2017 Attendance 20
| Bourne, Linda K Analyst 10182018 annusl
| IOHNSONDODT Johnsen, Steve W OFFICE 1071872017 Communicstion i0
| Bourne, Linda K Ansfyst 1018/2018 annusl
HOA8/2017 1:44 PM Kent.Heitkamp

6-16 Human Resources



Individual Reviews Worksheet

REPORTS AND WORKSHEETS
Individual Reviews Report .

Continental Products Unlimited
Individual Reviews Report
Sorted By Individual 1D

PAGE

View Activellnzetive Individual Active As OF 10V1B/Z01T

.Hex‘t Review Date Next Review Type

Department |0

Individual ID Hame Department Review Date Review Type
Manager Job Title Next Review Date Salary

BOUDDT Bourne, Linda K 42047 annual
Lukss, George W 0is 10,500.00

(Category Weight Rating Motes

Attendance 20 80.00

Communication 10 70.00

Performance &0 90.00

Timliness 10 50.00

Notes

DOUBLADIDOT Doublz, Mike K OFFICE 1182017 50 Day Probation

Programmer 1182018 4, 100.00

Category Weight Rating Motes

Attendance 20 50.00

Communication 10 80.00

Performance ] £0.00

Timliness 10 80.00

Notes

GERDD1 Gerard, Timothy K OFFICE 1182017 &nnual
Bourne, Linda Programmer 1V18/2018 5,550.00

(Category Weight Rating Motes

Artendance 20 10,00

Communication 10 $0.00

Perormance (74 50.00

Timliness 10 80.00

Notes

JENDD1 Jenkins, Kathy C OFFICE &nnusl

Pregrammer T.500.00
Category Weight Rating Motes
10V 18/2047 2:45 PM Kent.Heitkamp
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REPORTS AND WORKSHEETS
Attribute Census Report

ATTRIBUTE CENSUS REPORT

Use the Attribute Census Report to view the number of Employees included within an
Attribute Group.

To produce the Attribute Census Report, follow these steps:

1. Select Attribute Census Report from the Reports menu.

Attribute Census Report Menu
—

| Human Resources <

Interactive Views

Individual Views

Worksheets

[=] Reports
Longevity Report
Salary Comparizon by Position Repart
Individual Reviews Report
FMLA Report
Health Plan Enrollment
Life Insurance Enrollment
Retirement Plan Enroliment

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance
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Attribute Census Report
2. The Attribute Census Report screen appears.

Attribute Census Report Screen

| HR Atiribute Census Report =] |

iz Prirt LE%]OLrtput v ||=dSend | |J Preview | Reset

Data Filter W7
And
Attribute Date Print
From i Position Status
Thr cig:
| Active
Inactive
Individual Active As of 1071872017 ||

&

[

Summary By

Department ID

Position Division
Position Location
Position Program

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all

the Individual records.

4. Enter the Attribute Date From and Thru to define the date range for the report.

5. Select the Position Status you want to Print on the report; All, Active, or Inactive.

6. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

7. Select a field by which to summarize the report in the Summary By section; Company,
Department ID, Position Division, Position Location, or Position Program.
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8. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS

Description

Set all fields to their defaults.

Preview the report on your monitor.

Attribute Census Report

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Human Resources
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Attribute Census Report
Attribute Census Report

Continental Products Unlimited PAGE
HR Attribute Census Report
Summary By Company

‘Report Filter

{Print: All Individusls Individual Active As Of 10778720707
Description Count Percent of Attribute  Percent of Individuals
ICumpany: Continental Products Unlimited
Family Status
. Lives alone 2 333 333N
Lives with spouse 4 B6.6T% BE.6T%
i Total 3
New Hire Source
Linkedin 1 100.00% 16.675%
Total 1
Total Individuals 5
| ==2 End of Report*=*
HO8/2017 1:46 PM Kent.Heitkamp
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REPORTS AND WORKSHEETS
FMLA Report

FMLA REPORT

Use the FMLA Report to view employees requesting leave under the FMLA.

The Family and Medical Leave Act of 1993 (FMLA) is a United States labor law requiring
covered employers to provide employees with job-protected and unpaid leave for qualified
medical and family reasons.

To produce the FMLA Report, follow these steps:
1. Select FMLA Report from the Reports menu.

FMLA Report Menu

| Human Resources )|
[ Interactive Views
[ Individual Views
[ Worksheets
[= Reports
Longevity Report
Salary Comparison by Position Report
Individual Reviews Report
Atribute Census Report
Health Plan Enrollment
Life Insurance Enrollment
Retirement Flan Enroliment
[# Periodic Processing
[# Setup and Maintenance
[ Master Lists
[ Codes Maintenance
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FMLA Report

2. The FMLA Report screen appears.

| HR FLA Report i3] | (=]
Pt |[[gOuput - | =3 Send | |4 Preview  Reset
Data Filter "W A
And
FMLA Dates Print
From Thru Status
Hotfcaten ! !
Active
Expected Return i L] Inactive
Leave Begin L] ]
Medical Recertification Due Tl ol Individual Active As of 5/7/2018 (v

Department ID (From/Thru) |mn 3 ]

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Individual records.

4. To define a date range for the report, you can enter the From and Thru dates for one or
more of the following FMLA Dates:

¢ Notification
e Expected Return
e Leave Begin
¢ Medical Re-certification Due
5. Select the Status you want to Print on the report; All, Active, or Inactive.

6. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

7. Select a Department ID From and Thru to Print individuals for a range of Departments, or
leave the field blank to include all Departments. Select the “X” button to clear the field.
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8. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS

Description

Set all fields to their defaults.

Preview the report on your monitor.

FMLA Report

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Human Resources
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REPORTS AND WORKSHEETS

FMLA Report

FMLA Report

Continental Products Unlimited
Family And Medical Leave Act

PAGE *

Report Filter

Position 5tatus All Individuals
Notification Date From

Expected Return Date From

Leave Begin Date From

Medical Recertification Due From

Individual Active As O Tonazmy

Department

Notification Date Thru

Expected Return Date Thru
Leave Begin Date Thru

Medical Recertification Due Thru

Individual ID BOLIOM Address 501 N Hamilton Ave Phone (812)-565-1212 Status  Active
Name Bourne, Linda K
Edina LR 55435
Notify Date ER Response #1 Leave Begin Leave Reason Med Cert. Due Intermittent Status Hours Per Week
Desig Motice #2 Expected Return Leave Type Med Cert Received Med. Cert Req Delivery Method
Expiration Date Location Med Re- Cert.Due Work Related Delivery Comment
THTR20MT THS2017 snTRMT Spouse TnTRmT O Approved 0.00
7212017 10152017 Medical TTmMT O Email
81312017 Minnesota 812017 O
Notes Out for 8 weeks

100182017 1:47 PM

== End of Report =

Kent.Heitkamp
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REPORTS AND WORKSHEETS
Health Plan Enrollment Report

HEALTH PLAN ENROLLMENT REPORT

The Health Plan Enrollment Report allows you to see the health care plan status of Individuals.
To produce the Health Plan Enroliment Report, follow these steps:

1. Select Health Plan Enrollment Report from the Reports menu.

Health Plan Enrollment Report Menu

| Human Resources <

Interactive Views

Individual Views

Worlksheets

=] Reports
Longevity Report
Salary Comparison by Position Report
Individual Reviews Report
Mtribute Census Report
FMLA Report
Life Insurance Enrollment
Retirement Plan Enroliment

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance
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Health Plan Enrollment Report
2. The Health Plan Enroliment Report screen appears.

Health Plan Enrollment Report Screen

HR Health Plan Enroliment [£3] | ]
(2 Print | [jOutput = | =3 Send | [3 Preview | Reset
Data Filter &
And
Print Sort By
Status Health Plan
Department ID
Manager
Active
Inactive
|| Page Break
Individual Active As of B/7/2018 |
Department ID (From/Thru) | [===]| 2% (e

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Individual records.

4. Select the Status you want to Print on the report; All, Active, or Inactive.

5. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

6. Select a Department ID From and Thru to Print individuals for a range of Departments, or
leave the field blank to include all Departments. Select the “X” button to clear the field.

7. Select a field by which to sort the report in the Sort By section; Health Plan, Department ID,
or Manager.

8. Mark the Page Break check box if you want the report to start a new page each time your
selected Sort By option changes.
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9. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS
Health Plan Enrollment Report

Description

Set all fields to their defaults.

Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more

details on print options and selections when previewing the report.

Human Resources
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Health Plan Enrollment Report
Health Plan Enrollment Report

Continental Products Unlimited PAGE
Health Plan Enroliment
| Sorted By Health Plan
‘Report Filter Position Status &l Individuals

Individuzl Active As Of 1182017 Department 1D

| Flan Description Group Number

| Medica Choice Passport - Single E3404

! Individual 1D Department Policy Number Employer Employee
Name Manaper Contribution Contribution
DOUBLADDOD1 400 58115 13200 132:00
Doubls, Mike
GEROD1 400 6262 132.00 132.00
Gerard, Timothy BOUDD1
JENDDT 400 G548 122.00 132.00
Jenkins, Kathy
JOHNSONIDD1 400 45155 132.00 132.00
Johnson, Steve BOUDD
JONOD1 400 5EozIZ 132.00 132.00
Jonchim, Maris BOUD1
BOUDD1 500 83458167 i32.00 132.00
Bourne, Linda LUKDO1

==2 End of Report*=*
HO18/2017 1:43 PM Kent.Heitkamp
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REPORTS AND WORKSHEETS
Life Insurance Enrollment Report

LIFE INSURANCE ENROLLMENT
REPORT

The Life Insurance Enrollment Report allows you to see the life insurance status of Individuals.
To produce the Life Insurance Enrollment Report, follow these steps:

1. Select Life Insurance Enrollment Report from the Reports menu.

Life Insurance Enroliment Report Menu

| Human Resources <

Interactive Views

Individual Views

Worksheets

[=] Reports
Longevity Report
Salary Comparizon by Position Repart
Individual Reviews Report
Mtribute Census Report
FMLA Report
Health Plan Enrollment
Retirement Plan Enroliment

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance

Human Resources 6-31



Life Insurance Enrollment Report
2. The Life Insurance Enrollment Report screen appears.

Life Insurance Enrolilment Report Screen

|\ #R Ufe Tnsurance Envolment 3] | =]
iz Print LE:_‘]OLNPM + | =1 8end || & Preview | Reset
Data Filter W7

And

»

Print Sort By

Status Life Insurance Plan

Department ID

(|| | enager

Active
Inactive || Page Break

Individual Active As of 5/7/2018 [

Department ID (From/Thru) | ) e |2

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Individual records.

4. Select the Status you want to Print on the report; All, Active, or Inactive.

5. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

6. Select a Department ID From and Thru to Print individuals for a range of Departments, or
leave the field blank to include all Departments. Select the “X” button to clear the field.

7. Select a field by which to sort the report in the Sort By section; Life Insurance Plan,
Department ID, or Manager.

8. Mark the Page Break check box if you want the report to start a new page each time your
selected Sort By option changes.
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9. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS
Life Insurance Enrollment Report

Description

Set all fields to their defaults.

Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more

details on print options and selections when previewing the report.

Human Resources
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Life Insurance Enrollment Report
Life Insurance Enrollment Report

Continental Products Unlimited PAGE
Life Insurance Enroliment
Sorted By Life Insurance Plan

‘Report Filter

Wiew activelinsctive Individual Active As OF 10/1E/2017
Department 10
:Plan Description Group Number
181G 11AB12T
\ Individual ID Manager
Name Department 10 Policy Mumber Employer Contribution Employee Contribution
GEROD1 Gerard, Timothy K
Gerard, Timothy K 400 55564 8.00 0.00
:F.1e1 Life 1822T485
Individual IO Manager
Name Department 1D Policy Mumber Employer Contribution Employee Contribution
BOUDD Bourne, Linda K
Bourne, Linda K 500 BE4E106TST 12.00 0.50
DOUBLADDDDOT
Doubla, Mike K 400 55654 000 0.00
JENOD1
Jenkins, Kathy C 400 B4TR4 0.00 0.00
JONDDY Jonchim, Maria K
Jonchim, Maria K 400 BE4BD 8.00 0.0
==2 End of Report*=*
HOA8/2017 1:30 PM Kent.Heitkamp
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Retirement Plan Enrollment Report

RETIREMENT PLAN ENROLLMENT
REPORT

The Retirement Plan Enrollment Report allows you to see the retirement plan status of
Individuals.

To produce the Retirement Plan Enrollment Report, follow these steps:
1. Select Retirement Plan Enroliment Report from the Reports menu.
Retirement Plan Enrollment Report Menu

| Human Resources <

Interactive Views

Individual Views

Worksheets

= Reports
Longevity Repart
Salary Comparizon by Position Report
Individual Reviews Report
Attribute Census Report
FMLA Report
Heatth Plan Enrolment
Life: Insurance Enrollment

Periodic Processing

Setup and Maintenance

Master Lists

Codes Maintenance
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REPORTS AND WORKSHEETS

Retirement Plan Enrollment Report

2. The Retirement Plan Enroliment Report screen appears

i Print | [ Output
Data Filter W7
And

Retirement Plan Enrollment Report Screen
HR Retirement Plan Envoliment [£3] |

=1 Send || & Preview | Reset

Print
Status

Sort By
Retirement Plan
Active
Inactive

Department ID
|Manager

Individual Active As of

5/7/2018 |
Department ID (From/Thru)

e[

|z 3

| Page Break

the Individual records.

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
4. Select the Status you want to Print on the report; All, Active, or Inactive.
5. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

6. Select a Department ID From and Thru to Print individuals for a range of Departments, or
Department ID, or Manager.

leave the field blank to include all Departments. Select the “X” button to clear the field.

7. Select a field by which to sort the report in the Sort By section; Retirement Plan,

8. Mark the Page Break check box if you want the report to start a new page each time your
selected Sort By option changes.
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9. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS
Retirement Plan Enrollment Report

Description

Set all fields to their defaults.

Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more

details on print options and selections when previewing the report.

Human Resources
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Retirement Plan Enroliment Report

Retirement Plan Enrollment Report

PAGE *

Continental Products Unlimited
Retirement Plan Enrollment
Sorted By Retirement Plan
Report Filter Individual Active As Of 10M8207
Position Status All Page Break Mo
Department
Plan Description Department 1D Manager Account Number
Wealth Enhancement Group 400 3216545879
Individual ID Name Premium Method Pre-Tax Contribution  After-Tax Contribution Bonus Amount Loan Amount
DOUBLAROOO1 Dioubla, Mike Percent 8.00 0.00 0.00 c.oom
JENCD Jenkins, Kathy Percent 10.00 0.00 0.00 0.00!
Plan Description Department 1D Manager Account Number
Wealth Enhancement Group 400 BOUCH 3216543879
Individual ID Name Premium Method Pre-Tax Contribution  After-Tax Contribution Bonus Amount Loan Amount
GEROMM Gerard, Timoty Percent 8.00 0.00 0.00 0.00!
JOHNSOMOO0 Johnson, Steve Percent 9.00 0.00 0.00 0.00;
JONOO1 Jonchim, Maria Percent 10.00 0.00 0.00 0.00;
Plan Description Department 1D Manager Account Number
Wealth Enhancement Group 500 LUKDO1 3216549879
Individual 1D Name Premium Method Pre-Tax Contribution  After-Tax Contribution Bonus Amount Loan Amount
BOUOM Eourne, Linda Percent 10.00 0.00 0.00 0.00;

1001812017 1:52 PM

== End of Report =

Kent.Heitkamp
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Producing Worksheets

PRODUCING WORKSHEETS

Use the Worksheets functions to produce worksheets to aid in filling out your Department of
Labor reports, using the following tasks:

e The EEO-1 Report is a compliance survey mandated by federal statutes and
regulations. The survey requires company employment data to be categorized by
race/ethnicity, gender, and job category.

e Use the VETS-4212 Report screen to generate a worksheet listing employees and
their military veteran status, if applicable.

e The DOL Report is made up of three EEO Summary reports in one report: the EEO
New Hire Summary, the EEO Termination Summary, and the EEO Promotion
Summary.
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REPORTS AND WORKSHEETS
EEO-1 Report

EEO-1 REPORT

The EEO-1 Report is a compliance survey mandated by federal statutes and regulations. The
survey requires company employment data to be categorized by race/ethnicity, gender, and job
category.

The employment data used for the 2017 EEO-1 report should be collected using a payroll
period in October, November, or December 2017, the fourth quarter of calendar year 2017.
This payroll period is the 2017 “workforce snapshot period.”

To produce the EEO-1 Report, follow these steps:

1. Select EEO-1 Report from the Worksheets menu.
EEO-1 Report Menu

| Human Resources <||

[ Interactive Views

[ Individual Views

= Worlksheets
WVETS-4212 Report
DOL Report

[# Reportts

[# Periodic Processing

[# Setup and Maintenance

[& Master Lists

[ Codes Maintenance
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EEO-1 Report
2. The EEO-1 Report screen appears.
EEO-1 Report Screen

iz Print LE%]OLrtput v ||=dSend | [J Preview | Reset

Start Date View Summary By
From | il Position Status Company (Overal)
Department ID
Thru (] || | N | Position Division
Active Position Location
Inactive Position Program
Individual Active As of 10/18/2017 [

Indude || Banded Rows

|%| Special Status

3. Select the range of Filter Criteria to include in the list or leave the fields blank to include all
the Individual records.

4. Enter the Start Date From and Thru to define the date range for the report.
5. Select the Position Status you want to View on the report; All, Active, or Inactive.

6. In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.

7. To include groups, such as disabled, that have a special status, mark the Include Special
Status check box.

8. Select a field by which to summarize the report in the Summary By section; Company
(Overall), Department ID, Position Division, Position Location, or Position Program.
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EEO-1 Report

9. Select the check box if you want to print the report in Banded Rows format, which highlights
lines in the report in alternating bands of color (or gray on monochrome printers). This
makes wide reports easier to read. You can define your default preference for the banded
rows format on the System Manager Business Rules. You can then override your default
choice when you print the report.

10. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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EEO-1 Report

EEO-1 Report

Continental Products Unlimited
EEO-1 Report

PAGE *

Start Date From
Start Date Thru

Summary By Company (Qverall}
View All Individuals
Individual Active As OF 10/18/2017
EEO Name
i Officials - Managers
2 Professionals
Grand Total
Legend
W - White

B- Black or African American

H- HispanicorLatino

P- Mative Hawaiian or Other Pacific Islander
A~ Asian

| - American Indian or Alaska Native

T- Two or more Races

U- Unknown/Withheld

O - Other

10/18/2017 1:54 PM

Mo os

== End of Report =

Kent.Heitkamp
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VETS-4212 REPORT

Use the VETS-4212 Report screen to generate a worksheet listing Employees and their military
veteran status, if applicable.

To produce the VETS-4212 Report, follow these steps:
1. Select VETS-4212 Report from the Worksheets menu.

VETS-4212 Report Menu
R

| Human Resources <

Interactive Views
Individual Views
= Worksheets

EEO-1 Report

DOL Report
Reports
Periodic Processing
Setup and Mairtenance
Master Lists
Codes Maintenance
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2. The VETS-4212 Report screen appears.

VETS-4212 Report Screen

iz Print LE%]OLrtput v ||=dSend | |J Preview | Reset

Start Date

From

Thru

i)

View
Status

Active
Inactive

Individual Active As of 5/7/2018 [

Indude

|»| Special Status

the Individual records.

Status check box.
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Summary By

Department ID
|Position Division
|Position Location
|Position Program

Enter the Start Date From and Thru to define the date range for the report.

Select the Status you want to View on the report; All, Active, or Inactive.

To include groups, such as disabled, that have a special status, mark the Include Special

Select a field by which to summarize the report in the Summary By section; Company
(Overall), Department ID, Position Division, Position Location, or Position Program.

(=]

. Select the range of Filter Criteria to include in the list or leave the fields blank to include all

In the Individual Active As of Date field, enter the date to find Individuals active as of that
date (the default is the current date) to Print on the report.



9. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

REPORTS AND WORKSHEETS

Description

Set all fields to their defaults.

Preview the report on your monitor.

VETS-4212 Report

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Human Resources
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VETS-4212 Report

VETS-4212 Report

Continental Products Unlimited

Vets 4212 Report

PAGE *

Summary By
View
Individual Active As OF

Company
All

10M182M7

Start Date From
Start Date Thru

Category
1

2

Legend

O - Disabled Veteran
V- Vietnam Era Veteran
O - OtherVeteran

Category Mame
Officials - Managers

Professionals

Report Total:

M-Armed Forces Service Medal Veteran
R - Recently Separated Veteran

M- Mon-Veteran

10/18/2017 2:00 PM

v

All Employees

o

M R N Total

New Hires

oW =

Total

== End of Report =

Kent.Heitkamp
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DOL REPORT

The DOL Report is made up of three EEO Summary reports in one report: the EEO New Hire
Summary, the EEO Termination Summary, and the EEO Promotion Summary.

The DOL Report will report all Active Status changes as a hire.
To produce the DOL Report, follow these steps:

1. Select DOL Report from the Worksheets menu.
DOL Report Menu

| Human Resources <

[# Interactive Views
[# Individual Views
[=] Worksheets
EEO-1 Report
VETS-4212 Report
[ Reports
[+ Periodic Processing
[ Setup and Maintenance
[+ Master Lists
[+ Codes Maintenance

2. The DOL Report screen appears.
DOL Report Screen

| HR DOL Report [£3]. | =]
iz Print LE%]OLrtput +||=d5end | |[J Preview | Reset
Start Date

From i3]

Thru [

Indude

|#| Special Status

3. Enter the Start Date From and Thru to define the date range for the report.
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DOL Report
4. To include groups, such as disabled, that have a special status, mark the Include Special
Status check box.

5. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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DOL Report .

DOL Report

Continental Products Unlimited FAGE
Department of Labor Activity Report
Begin - End
Hires
EED1 Category Gender Ethnicity Total
Oificials - Managers Femsle White 1.000
Gender Total 1.000
Group Total 1.000
Hires Full Time
EEO1 Category Gender Ethnisity Aot
Officisls - Managers Femslz White 1.000/
Gender Total 1.000
Group Total 1.000

=== End of Report**
10V 18/2047 2:02 FM Kent.Heitkamp
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PERIODIC PROCESSING
Overview

OVERVIEW

Use the Periodic Processing menu functions to indicate which fields will be checked and
updated when the Update Employees function is run. You can use the Initialize Individuals to
import your Employees into the Individuals function.

The Periodic Processing menu has the following functions:

¢ Use the Employee Interface Maintenance function to turn off fields to integrate into
System Manager/Payroll. Fields that should be transferred to System
Manager/Payroll should be checked in the Enable column, and those not transferring
to System Manager/Payroll should be unchecked.

¢ The Update Employees function allows you to push individual information from HR
to System Manager/Payroll Employees.

Individuals must have been an active “employee” prior to the cutoff date and not
have become inactive prior to the current payroll year in order to create a new Em-
ployee from the Individual information. Note that the Active/Inactive status is
managed by the Standard Code assigned to the Individual Status entries.

¢ The Initialize Individuals function allows you to create individuals in the HR system
using your current System Manager/Payroll employees.
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PERIODIC PROCESSING
Employee Interface Maintenance

EMPLOYEE INTERFACE MAINTENANCE

Use the Employee Interface Maintenance function to turn off fields to integrate into System
Manager/Payroll. Fields that should be transferred to System Manager/Payroll should be
checked in the Enable column, and those not transferring to System Manager/Payroll should be
unchecked.

To set up the Employee Interface Maintenance, follow these steps:

1. Select Employee Interface Maintenance from the Periodic Processing menu.

Employee Interface Maintenance Menu

Human Resources <

[# Interactive Views

[# Individual Views

[ Worksheets

[ Reports

[=] Periodic Processing
Update Employees
Inttizlize: Individuals

[ Setup and Maintenance

[+ Master Lists

[+ Codes Maintenance
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Employee Interface Maintenance
2. The Employee Interface Maintenance screen appears.

Employee Interface Maintenance Screen

| HR Employee Interface Mai e [E3 | (=]
bl [ 4 1053 p W[k X [[A 9 |[Q 1 |53 [# Select Al Unselect Al

. Property Value Description . Enable 'E
> W | Eaming éodes | =)
Address1 Address 1 [w
i Address2 Address 2 [
BirthDiate Birth Date [+
|ty City =
ContactHomePhone Emergency Contact Home Phone [w

. ContactRelation Emergency Contact Relation ] =
.ContactW::rkF‘hone Emergency Contact Work Phone (el
. CountryCode Country ]
| FirstMame First Name v
| EmergencyContact Emergency Contact ||
HomeEmail Home Email 1#
| Intemet Intemet (]

| LastMame Last Name 1] o
| Midde it Middle Inital ]
| Phone Phone [w
| Region Region [l
.SociaISecurityNo Social Securty Mumber [w
i Status Status [
Work Email Work Email [l
.WorkE:ctension Work Extension [l
Work PhoneNo Work Phone [w
ZipCode Postal Code ]
| LeaveCodes Leave Codes (el
| AdiustedHireDate Adjusted Hire Date ]
.AdjustToMinimw'n Adjust To Minimum v
|Checksor Check Sort ]

CorporateOfficer Corporate Officer (L] \Z

3. The Property Value and Description of the fields that are common between Human
Resources Individuals, and Payroll Employees are listed and cannot be edited.

4. The Enable check box is selected for all fields by default. Clear any fields you do not want to
update in the Payroll Employee Information, from information set up in the Human
Resources Individuals setup.

5. Click the Save button | ; on the toolbar to save your changes.

NOTE: You cannot add any fields to this list, or remove any fields from this list.
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PERIODIC PROCESSING
Update Employees

The Update Employees function allows you to push individual information from HR to SM/PA

Employees.

NOTE: The Update Employees is a one-way function, updating System
Manager/Payroll with information from Human Resources.

Individuals must have been an active “Individual” prior to the Changes As Of Date and not have
become inactive prior to the current payroll year in order to create a new Employee from the

Individual information. Note that the Active/Inactive status is managed by the Status assigned
to the Individual on the Positions tab.

This function should be run after changes have been made to Individuals, or new Individuals

have been added to the Human Resources function.

If you have both Payroll and Human Resources, the best practice when editing
Individuals/Employees is to edit the Individual using the Human Resources function, and then
use the Update Employees function to update the System Manager/Payroll Employees with the
information from Human Resources.

When adding new Individuals/Employees it is also best to add the Individual using the Human
Resources and use the Update Employees to add the Employees to System Manager/Payroll.

To work with the Update Employees function, follow these steps:

1. Select Update Employees from the Periodic Processing menu.

Update Employees Menu

Human Resources <

[ Interactive Views

[ Individual Views

[F Worksheets

[# Reports

[=] Periodic Processing
Employee Inteface Maintenance
Initizlize: Individuals

[# Setup and Maintenance

(¥l Master Lists

(¥ Codes Mairtenance

Human Resources
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Update Employees
2. The Update Employees screen appears.

Update Employees Screen

|| HR Update Employees 3/ | 5]
} Generate | [] Activity | Reset | Update _l Process complete.
Data Filter W &
And
Changes As Of | 10/25/2017 ||
Payroll Yea

| status | Employes 1D [ Name | Erort)
|5 @ Updated ‘BOUDDT  Boume, Linda K -
| '@ Updated DOLBLADCOO! Doubla, Mike K
| @ Updated GERDO1 Gerard, Timethy K
| |® Updated JENDOT Jenkins, Kathy C
| @ Updated JOHNSONOODT Johnson, Steve W
| Updated JONOOT Jonchim, Maria K

3. Select the range of Filter Criteria to include in the update. Leave the filter criteria blank to
include all records.

4. Enter the Changes As Of date to look at the date the Individual was last edited.

5. The Payroll Year field will display the current payroll year as set in Payroll. If Payroll is not
installed, this field will be blank.
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6. Select a command button:
Command Buttons

Name

Generate

Activity

Reset

Update

Preview (&

PERIODIC PROCESSING
Update Employees

Description

Run a comparison between HR and SM/PA to
check for differences in employee
information. Does NOT apply any changes to
the employee data.

View the Activity Log for completed
executions of the process.

Set all fields to their default values.

Update Payroll with the individual changes in
the HR application. This process will abort if
any Employees have errors as a result of the
changes.

Open a preview of the log. This will run the
Generate process, which does not apply any
changes to the employee data.

7. Press the Generate button to run the comparison between HR and SM/PA and to check for

errors.

e If there are errors, a print preview of the error report will appear.

¢ The Generate button does not apply any changes to the data.

NOTE: The Status column on the Position tab of the Individuals screen must be set to
Active in order for the system to create a new SM/PA Employee.

8. The Status, Employee ID, Name, and Error(s) are displayed from the generated data.

9. Click the Plus (+) next to the Status

to view the Detail information that will be updated.

10. The Property, Original Value, Reference, New Value, and Error(s) will be displayed.

11. The information in the New Value for the Property will be updated in the System

Manager/Payroll Employee record.

Human Resources
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12. Review the Error(s) column to see what errors exist from the link between the Individual
and Employee. Use either the Individuals or Employee Information functions to correct the
errors.

If an Employee ID has a New Status, the Employee ID and information will be added to
the System Manager or Payroll Employee Information.

13. Once you have made all of the necessary corrections, press Generate again and you will
get the message that tells you that all updates are valid.

14. Press the Preview button |4 to preview the Update Employee List with the changes that
will be updated from Human Resources into System Manager or Payroll. This preview will
consist of the information currently displayed on the screen.

15. Once you have previewed the changes and are ready to update, go back to the HR Update
Employees Screen and click the Update button.

16. You will receive a message showing that the update has been completed, and the Update

Employee Journal will be displayed.

Activity Log
Use the Activity Log to view all update activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the update employees was run.
Description The update employees description.
User ID The user who performed the update employees.
Comments The commer_mts, if applicable, entered in the

Comments field.

Print Log A PDF version of the original journal if you click the ...

button.
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Update Employees
Activity Log Dialog Box
"] Activity Leg -} - o x
=R 1af2 p M [b2 X @ Y G2 @
Fost Run Run Time 7 Description User D Comments Print Log
b 20171015164445 10/19/2017 11:45 AM HR Employee Update kent | |
20171018140058 104182017 5:01 AM HR Employee Update kent | |

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Continental Products Unlimited PAGE 1

Update Employees Log
Report Filter
Change Of As: 102002017 Payroll Year: 207
Employee ID BOUCM Name Bourne, Linda K
Property Original Value Reference New Value Status Error(s)
JobTite Admin. Asst. President Updated
LastReviewDate 111212004 1142017 Updated
MextReviewDate 1111212005 11412018 Updated
Salary T7500.00 10500.00 Updated
StartDate 1181987 9/21/2000 Updated
PayDistribution 2 1 Updated
EarnCodeld VAC VAC Mew
EarnCodeld SIC SIC Mew
EarnCodeld REG REG Mew
AccountMumber 65420859847 65420859547 Updated
AccountMumber Check 65420659847 Mew
AccountType LH Check 2 Mew
AmountPercent o 654206800847 500.00 Mew
Prenoteln False 65420659547 Mew
(G] PrencteOut False 65420652547 Mew
m RoutingCode 85420650847 111111118 Mew
$ mLJ —_ AmountPercent o Check 9059950 .00 Mew
_ﬂu._ DW, (¢} Prenoteln False Check Mew
o k) m PrenateQut False Check Mew
m Q 3 DefaultWWH False FED True Updated
8] _._m._ (o) TaxAuth ority Dild o MM\Override Mew
[l =
O 3 ()] Employes ID  DOUBLAODDO1 Name Doubla, Mike K
£ o (<))
w > R
a D o Property Original Value Reference New Value Status Error(s)
— AdjustedHireDate 5/31/1998 Updated
Qo Departmentld 50D 400 Updated
m JobTite Programmer Updated
L LastReviewDate 1041802017 Updated
.-nl.w MNextReviewDate 1/18/2018 Updated
(¢+] StartDate 53111998 10172017 Updated
©
W. ......... T M s 35555555555 5955 5555555555 S S S S S ot
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PERIODIC PROCESSING
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INITIALIZE INDIVIDUALS

The Initialize Individuals function allows you to create individuals in the Human Resources
system using your current System Manager/Payroll Employees.

The Initialize Individuals function will update your Human Resources with information in the
fields that are common between the System Manager/Payroll Employees and the Human
Resources Individuals. Once the Initialize Individuals has completed you will need to go into the
Individuals function and complete the setup of the Individuals with the information that is
Human Resources specific.

WARNING: The Initialize Individuals function will clear all Individuals in the Human
Resources system and load only active Employees from System Manager/Payroll.
Employees with an inactive status will not be created in Human Resources.

To work with the Initialize Individuals function, follow these steps:

1. Select Initialize Individuals from the Periodic Processing menu.

Initialize Individuals Menu

| Human Resources <

[ Interactive Views

Individual Views

Worksheets

Reports

[= Periodic Processing
Employee Inteface Maintenance
Update Employees

Setup and Mairtenance

Master Lists

Codes Maintenance
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Initialize Individuals
2. The Initialize Individuals screen appears.

Initialize Individuals Screen

|\ R tnitisize Tndividuals i3] | ]
P OK | (5] Activity | Reset

WARNING

This function is to be used only at System Initialization

Current Date 8102017 [ i.'

Payroll Year |2

3. Enter a Current Date to be used when generating time-sensitive data for each Individual.

4. The Payroll Year field will display the current payroll year as set in Payroll. If Payroll is not
installed, this field will be blank.
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Initialize Individuals

5. Select a command button:

Command Buttons
Name Description

Begin the process of clearing the Human
OK Resources Individuals and repopulating from
System Manager/Payroll.

Display the Activity Log to view process

Activity activity

Reset Set all fields to their default values.

Activity Log
Use the Activity Log to view all update activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the initialize individuals was run.
Description The initialize individuals description.
User ID The user who performed the initialize individuals.

The comments, if applicable, entered in the

Comments .
Comments field.

A PDF version of the original journal if you click the ...

Print Log button. Not available for this function.

Activity Log Dialog Box

] Activity Log B — O X
™ 1 of 1 Ei -3 52 @
Post Run Run Time v Description User ID Comments Print Log
3 [20171010145115 10/10/20179:51 AM  HR Infialize Individuals  kent  E——
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GLOSSARY

401(K)
A type of retirement plan that allows employees to save and invest money for retirement.
401(K) plans may include contributions from the employee, or contributions from both the
employee and the employer.

account
A storage unit of financial data in accounting, usually grouping related information under one
account number or account ID.

adjusted gross income
Gross income, including wages, salaries and tips, minus contributions to certain employee
benefit and retirement plans, such as 401(K)s and IRAs.

application
A software package made up of several related programs (functions) and files. Usually an
application is named after a common accounting practice—for example, Accounts Payable,
Accounts Receivable, or Payroll.

audit trail
A detailed record of accounting activity used to account for the source of every dollar in the
accounts. Even though the most common types of accounting errors are eliminated or greatly
reduced when you use the General Ledger system, you should always have an audit trail.
back up
To make a copy of data for archival purposes. For example; you would want to back up the
company database before you purged history so that you could retrieve the data if you had to.
base pay

A rate or amount of pay for a standard work period, job, or position exclusive of additional
payments or allowances.
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beneficiary
A beneficiary is a person designated as the recipient of funds or other property under a will,
trust, insurance policy, etc.

company
In TRAVERSE, a business record associated with its own database, tables, and menu of
applications.

contingent beneficiary
A contingent beneficiary is specified by an insurance contract holder or retirement account
owner as receiving proceeds if the primary beneficiary is deceased, unable to be located or
refuses the inheritance at the time the proceeds are to be paid.

conversion
The process of updating existing files, programs, or applications to the current version.
Compare installation.

deductible
A deductible is a specified amount of money that the insured must pay before an insurance
company will pay a claim.

deduction
Items, such as state taxes and home mortgage interest expenses, that are subtracted from an
employee’s gross income to reduce their income subject to tax.

dependent

A person that depends on someone else for financial, emotional or other support.

direct deposit

Electronic funds that are deposited directly into your bank account rather than through a paper
check. Common uses of a direct deposit include income tax refunds and pay checks.

Earned Income Credit (EIC)

A special credit for certain persons who work. The credit reduces the amount of tax the
employee owes (if any) and is intended to offset some of the increases in living expenses and
social security taxes. Refer to federal publication 596 for more information on EIC. The EIC code
is no longer valid.
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earning code

A code used to indicate the type of work an employee performed for the earnings, such as
assembly, administrative, overtime, or weekend work.

earnings

Something, such as wages, earned.

earning type

A category of earnings, such as Regular Pay or Vacation Pay.

EEO Report

The EEO Report is a compliance survey mandated by federal statutes and regulations. The
survey requires company employment data to be categorized by race/ethnicity, gender, and job
category.

employee

One employed by another usually for wages or salary and in a position below the executive
level.

employer

An organization which provides a person or persons with jobs in exchange for wages or salaries.

employer cost

A benefit provided to employees by an employer such as 401(K) contributions or dental
insurance costs.

Employer Identification Number (EIN)

A nine-digit number issued to employers by the Internal Revenue Service in order to identify
the tax accounts of employers.

employer tax

Required payments of money to the government by the employer.

Equal Employment Opportunity (EEO) class

An equal employment opportunity classification.
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exemptions

A portion of an employee’s total income multiplied by the number of dependants they claimed
on their W-4 Form, on which no tax is imposed.

Federal Withholding (FWH)

A deduction (as from wages, fees, or dividends) levied at a source of income as advance
payment on federal income tax.

field

A region on the screen that accepts input from the user; also, one element of a record in a file.
On the screen, most fields are labeled.

file
A collection of records stored under a particular name. Function screens often represent files,
but you do not directly see a file. Compare table.

FMLA
The Family and Medical Leave Act of 1993 (FMLA) is a United States labor law requiring covered
employers to provide employees with job-protected and unpaid leave for qualified medical and
family reasons.

Form 941
The Employer’s Quarterly Federal Tax Return form. Employers who withhold income tax on
wages, or who must pay social security or Medicare tax, are required to file Form 941 each
quarter of the calendar year. Refer to federal Form 941 and/or its instructions for more
information.

function

A menu item that leads to a full screen. Most functions have a corresponding program.
Compare table.
general ledger

A record of accounts in terms of a chart of accounts and accounting periods. The General
Ledger application tracks the effects on accounts from transactions entered in General Ledger
and interfaced applications, and it is updated by other applications interfaced with it.
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gross pay

Also referred to as taxable income. All money, goods, and property received by an employee
which must be included as taxable income. Compare net pay, income subject to tax.

health insurance plan

Health insurance is a type of insurance coverage that pays for medical and surgical expenses
incurred by the insured. Health insurance can reimburse the insured for expenses incurred
from illness or injury, or pay the care provider directly.

income subject to tax

Income, after subtracting deductions and personal exemptions, that is subject to federal
income tax. Compare gross pay, net pay.

individual

An single person with information entered into the human resources function. Similar to an
employee.

input mask

A structure that specifies the number and type of characters in each segment and the special
character that separates segments. For example, the input mask for a telephone number might
be: (Hith)-HHH- .

installation

The process of adding an application to an existing system. Compare conversion.

interface

To join to another application for the purpose of having information entered in one application
update information in another application’s tables.

job title

A formal name and description for a position a person holds within a company describing the
function they server for the company.

journal

A chronological record of transactions.
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journal entries

Transactions recorded in a journal.

labor class

Categories which allow you to group together employees with similar job responsibilities.

life insurance plan
Life insurance, is a contract between an insurance policy holder and an insurer, where the
insurer promises to pay a designated beneficiary a sum of money (the benefit) in exchange for
a premium, upon the death of an insured person (often the policy holder).

magnetic media
An electronic file that contains W-2 data, submitted to the federal government in lieu of
printed W-2 forms.

Medicare

Hospital insurance tax which funds the federal health program for persons over age 65.

menu

A list of applications, functions, options, or other menus.

net pay

The actual dollar amount taken home by the employee after all deductions have been
subtracted from the gross pay amount on the paycheck. Compare gross pay.

OASDI

Old-Age, Survivors, and Disability Insurance tax. OASDI’s contribution and benefit base is
currently $128,400 for 2018. This is the maximum annual amount of earnings on which OASDI
taxes are paid and the maximum annual amount used in determining a person's OASDI
benefits.

override pay

An earnings amount to be used in the place of the normal salary amount.

position

The function an employee serves within a company. Similar to a job title.
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post
To transfer information from one place to another, usually at the end of the day or at a distinct
break in business.

profit sharing
A system or process under which employees receive a part of the profits made by an industrial
or commercial enterprise.

program

A self-contained list of executable code, written and implemented to do a task. Most programs
are represented by a function on a menu. Compare function.

purge

To remove from the system. Compare restore.

record
A unit of information that has other pieces of information assigned to it. Each record is
assigned an ID so that the table can sort information in terms of record IDs.
recurring entries

Journal entries you make regularly in the same amounts—for example, time ticket entries,
deductions, and employer costs. You can set up recurring entries and copy them all at once at
the appropriate times.

restore

To bring information back to its original place and condition. Compare purge.

retirement plan

A retirement plan is a financial arrangement designed to replace employment income upon
retirement. These plans may be set up by employers, insurance companies, trade unions, the
government, or other institutions.

routing code

Set of numbers associated with a checking, savings, or other bank account that associates a
financial institution with the account. This number is used to determine where to route funds
to or from. Any individuals seeking direct deposit from a company will typically have to provide
a routing and account number.
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run code

A number that identifies the group to which a recurring entry belongs.

salary
The person receiving a salary is not paid a smaller amount for working fewer hours, nor is he
paid more for working overtime. This person is considered to be an “exempt” employee.
source code

A code that identifies the source of a journal entry.

State Unemployment Insurance (SUI)

An employer-paid tax that contributes to payments to laid-off workers to provide benefits to
most workers out of work, due to no fault of their own, for periods between jobs.

State Withholding (SWH)
A deduction (as from wages, fees, or dividends) levied at a source of income as advance
payment on state income tax.

status code

A code indicating the filing status of an employee.

statutory employee

An employee whose earnings are subject to social security and Medicare taxes but not subject
to Federal income tax withholding. Common-law employees are generally not considered
statutory employees. Refer to the instructions for Form W-2 and/or publication 15-A for more
information on statutory employees.

table

(1) A grid that holds records and is visible. (2) An object that stores data.

taxes

Required payments of money to the government.

tax factor prompt

A descriptive prompt that appears during entry of tax factors.
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transaction
An exchange between a business and another party, leading to an accounting entry. This entry
is recorded in the GL Journal.

transfer agent
An agency or a person that has been contracted to perform the services of paying and
reporting tax information to the Internal Revenue Service.

transmitter
The person or organization—the payer or an agent of the payer—submitting magnetic media
files to the Internal Revenue Service.

VETS-4212

The VETS-4212 is an annual report required under the Vietnam Era Veterans' Readjustment
Assistance Act (VEVRAA) by the U.S. Department of Labor (DOL) Veterans’ Employment and
Training Service (VETS). Companies with federal contracts or subcontracts are required to keep
three years of their VETS-4212 reports in order to fulfill their affirmative action obligations in
employing veterans.

wages
Someone who is paid wages receives a pay rate per hour, multiplied by the number of hours
worked. This person is considered to be a “non-exempt” employee.

withholding

Money taken out of an employee’s pay check to pay for federal income taxes, federal social
security and Medicare taxes, and state and local income taxes. Employees are credited for any
excess withholdings made when they file their tax returns.

W-2 form

A statement showing how much an employee earned in wages, tips and other compensation
from the previous year. The form reflects state and federal taxes, social security, Medicare
wages, and tips withheld. By January 31of each year, all employers are required to provide W-2
forms to all persons employed by them during the previous calendar year.
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