ramco

Aviation Solutions

HRMS

User Guide

Version 5.4

© 2010. Ramco Systems




DISCLAIMER

©2010 Ramco Systems Ltd. All rights reserved. All trademarks acknowledged.

This document is published by Ramco Systems Ltd. without any warranty. No part of this document
may be reproduced or transmitted in any form or by any means, electronic or mechanical, for any
purpose without the written permission of Ramco Systems Limited.

Improvements and changes to this text necessitated by typographical errors, inaccuracies of current
information or improvements to software programs and/or equipment, may be made by Ramco
Systems Limited, at any time and without notice. Such changes will, however, be incorporated into
new editions of this document. Any hard copies of this document are to be regarded as temporary
reference copies only.

The documentation has been provided for the entire Aviation solution, although only a part of the
entire solution may be deployed at the customer site, in accordance with the license agreement
between the customer and Ramco Systems Limited. Therefore, the documentation made available to
the customer may refer to features that are not present in the solution purchased / deployed at the
customer site.



About this manual

This manual briefly describes the basic processes and functions in Ramco Aviation Solution.

Who Should Read This Manual

This manual is intended for users who are managing the Aviation industry processes and are new to
Ramco Aviation Solution.

This manual assumes that the user is familiar with the Aviation Industry nomenclatures and systems
based software.
How To Use This Manual

Ramco Aviation Solution provides extensive Online Help that contains detailed instructions on how
to use the application. Users are suggested to use this manual for specific references, along with
the Online Help. This manual contains enough information to help the users perform the basic tasks
and points toward the Online Help for more detailed information.

How This Manual is organized

The User Guide is divided into 3 chapters and index. Given below is a brief run-through of what
each chapter consists of.

Chapter 1 provides an overview of the entire Human Resource Management business process.
The sub processes are explained in the remaining chapters.

Chapter 2 focuses on the Employee Record Management sub process.
Chapter 3 dwells on the Time Management sub process.

The Index offers a quick reference to selected words used in the manual.

Document Conventions

» The data entry has been explained taking into account the "Create" business activity. Specific
references (if any) to any other business activity such as "Modify" and "View" are given as
"Note" at the appropriate places.

» Boldface is used to denote commands and user interface labels.
Example: Enter Company Code and click the Get Details pushbutton.

» [talics used for references.
Example: See Figure 1.1.

» The  icon is used for Notes, to convey additional information.



Reference Documentation
This User Guide is part of the documentation set that comes with Ramco Aviation Solution.
The documentation is generally provided in two forms:

» The Documentation CD in Adobe® Systems’ Portable Document Format (PDF).

» Context-sensitive Online Help information accessible from the application screens.

Whom To Contact For Queries

Please locate the nearest office for your geographical area from www.ramco.com for assistance.
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Introduction

Chapter 1/Introduction

Every organization is built on human resources. These resources need to be identified, recorded,
organized and utilized effectively, to aid the organization in accomplishing it chosen goals. The
Human Resource Management business process addresses this need, by effecting a two-fold
process consisting of Employee Record Management and Time Management.

The Employee Record Management business process creates and maintains both employment and
personal information. Employment information will cover assignments, positions, jobs, departments,
etc, to provide a well-rounded professional profile of the employee and an in-depth understanding
of the role that the employee performs within the organization. Personal information will cover the
employee’s educational background with specific reference to skills, qualifications and the licenses
that he or she possesses. These inputs are vital for supervisors to decide the most suitable jobs to
which employees must be assigned. Personal details also extend to the employee’s contact
information and family details, to enable the organization to effectively communicate with
employees and offer employee-related benefits.

The Time Management business process organizes the employee’s availability by creating
schedules for every employee. It also records the time logged in by employees against the planned
schedules, converts it into normal and overtime attendance, and directs the entire outputs for
payments.
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Employee Record Management

Chapter 2/Employee Record Management

The HR department is in charge of managing the employee database. Through
Employee Record Management, you can create and maintain complete employee
information, required to induct, transfer, separate and re hire the employee. Apart from
work-related information of employees such as grade, department, job, and assignment,
you can create and maintain personal data such as contact information, qualifications,
certificates and skills licenses.

The records can also be analyzed for manpower planning, budgeting and estimation of
resources. This input is vital for overall organizational policy and projection of future
costs.

The employee record management includes the following:

» Inducting employees

» Transferring employees
» Separating employees
» Rehiring employees

The HR Setup business component enables you to create and maintain each job,
position, and grade within an organization.

The Employee Information business component enables you to enter complete
employee information, required to induct, transfer, separate and rehire the employee.
This information ranges from employee contact address, to qualifications and skills, to
certificates and licenses. It also includes creating assignments for regular and non-
regular employees. See Figure 2.1 to view the business processes involved in managing
employee records.
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Figure 2.1 Business processes involved in managing employee records
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Maintaining the HR Setup

]

You can create each department, job, position, grade and grade set within the
organization. You can also determine whether the number of positions within the
organization must be controlled. If the number of positions must be controlled, you are to
set the position control flag to “active”, enter the exact number of positions and create a
unique position ID to identify every position.

Additionally, you can set the various parameters that will influence diverse aspects in the
organization, from maximum skill level, to employee display format, to determining
whether the number of positions will be controlled. For instance, you can set the
maximum skill level parameter to 10, to indicate that the employee’s proficiency in a
given skill is rated out of 10.

Creating a job

You can create a job. This job is later used in combination with department, to create an
assignment for an employee.

1. Choose Maintain Job under the HR Setup business component. The Select
Job to Edit page appears.

2. Select Create Job link. The Create Job page appears. See Figure 2.2.
3. Allot a unique Job Code.

4. Instead of entering fresh details about the job, you can choose an existing job
from the Job drop-down list box and select the Default pushbutton, to retrieve
the details of the existing job. You can edit these details and save it as a new job.

5. Specify Job Title and the date that the job title is Effective From, in the Job
Attribute group box.

6. Specify the grade set to which you want to associate the job being defined in the
Applicable Grades multiline.

7. Specify the job profile and other details, in the Job Profiles Details multiline.
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Figure 2.2 Creating Job

8. Click the Create Job pushbutton to save the details.

e Note: You may edit the new job.

Creating a position

To create a position, you are to specify the combination of a department and a job. This
position can be mapped to an employee, to create an employee assignment.
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1. Choose Maintain Position under the HR Setup business component. The
Select Position to Edit page appears. At the bottom of the page, click the
Create Position link. The Select Department-Job page appears. See Figure
2.3.

You can create a position for the required job-department combination. Enter the required
department and job codes, in the corresponding fields.

Seled: Position To Edit = Select Departrnent - Job
Select Department - Job

Position Details Drate Format mmdddfeyyy
HR Set Lp Ui [PHI Organization Unit =]
Position Code 01|
Department aQ ’EI?'Sﬂt—Central Planning Job Code 2, ’0«17 Cerified Mechanic

Select Posiion To Edit > Seledt Departrnent - Job

Figure 2.3 Selecting the department and job for position.

2. Assign a Position Code and then click the Save pushbutton. If the position
control check box is set to “active” for the selected job, the ‘Create Position
Control ID ‘ link is enabled. Otherwise, the ‘Create Position’ link is disabled.

3. Click Create Position to generate the position. The Create Position page
appears. See Figure 2.4.

Select Position To Edit = Select Deparmnent - Job = Create Position
Create Position

Position Details Date Format mmdcdd ey
HR: Set Up Unit PHI Orgganization Unit
Position Code o Position Title |Air Frame & PP Mechanic
Pozition Description |Air Frame & PP Mechanic k%]
Department s Cotmponent Shop Jok ALP Ajr Frame & PP Mechanic
Ho. of Posts | 10
Effective From |DSH 42004 Effective Ta 06 742004
Comments | i

Create Position

Select Position To Edit > Select Departrnent - Job = Creats Posiion

Figure 2.4 Creating position in HR setup
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4. Enter the Position Title and No. of Posts. The position title and position
description are the same as the job title and job description, in other words, the
position title and description take the default values of job title and description.

5. Click the Create Position pushbutton.

Setting position control Ids
You can choose between two scenarios:
v Position Control — ‘On’

v Position Control — ‘Off’

Yes Mo
Position Position
control on contral off

1. Select Diepartment & 1. Select Department &

JTob Job
2 Clreate position eantrol 2 Clreate position

Specify no. of

=2 Specify position control positions

ID attributes

Figure 2.5 Setting position control Ids

Creating position control Ids

You can create position control IDs for a job for which the position control is set to ‘on”.
You can create a position for the required job-department combination. The position
control ID series indicates the organizational and employment attributes of the position.
The organizational attributes comprise details such as, regulatory region and work
location for the position and the employment and business units. The employment
attributes consist details such as, reporting to position, maximum headcount, Current
head count, FTE and also the details whether the corresponding position is regular or
temporary, and full time or part time. You can also set the status of the position control ID
to active or inactive status. See Figure 2.5.

1. Select the Create Position Control ID link in the Create Position page. The
Create Position control ID’s page appears. See Figure 2.6.

The system displays the unique code of the position, department and job, for which you
want to generate the position control IDs.
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2. Enter the title for the position being created, the number of posts required for the
position and the date from which the position will be effective.

3. Select the Inactive check box if you want to make the position control ID details
inactive. This will result in the details being unavailable for use in other activities.
From the drop-down list box, select the required position control ID series to
which you want to attribute the position.

Select Postion To Edit = Selec Deparrnent - Job = Create Postion Cortrol 1Ds
Create Position Control IDs

Position Details Date Format  mmifdddieyeyy
HR: Set Up Unit PHI Crganization Unit
Position Code [y Position Title |1 20
Postion Descrigtion 120 U
Department ASSY Azzembly Jiok 120 120
Ho. of Posts | Pasition Cortral ID Series E

Effective From |

Generate Position Ids |

Position Control IDs

@Hotalllows: 1

1

2 H

3 |l

4 [ 5
5 [l |
|« i

Create Position Control Ids |

Selet Positon To Edit > Seled: Deparment - Job = Create Posiion Control IDs

Figure 2.6 Creating Position Control ID

4. Select the Generate Position IDs pushbutton. The system generates a position
control ID for each post specified. For example, if the number of posts specified
is six, the system generates six-position control IDs.

You can view the position control ID generated by the system in the Position Control
IDs multiline. You can also edit this value.

5. Select the Create Position Control IDs pushbutton, to save the details entered.

Setting up basic HR information

The basic HR information that you can set will include the following

v Assigning values to HR options, such whether the Position control ID is applicable or
not, and the denominator on which a skill of the employee must be rated
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v Set a prefix and start value for the employee codes in the organization
v Create or edit business rules or logic for specific areas such as Retirement
v Customizing specific field literals

v Indicate that master data must be populated in new organization units.

e Refer to the Online Help for the “Set HR Options” activity, for more information on
the tasks below.

See Figure 2.7. for viewing the Human Resource Management component interaction.

Human Resources

HR Setup

Position

Job
Quick
Codes

Employee
Information

Skills

Process
Parameters

Qualifications

Figure 2.7 Human Resource Management component Interaction

1. Select Basic HR Setup activity under the HR Setup business component. See
Figure 2.8.

et HR Options
Set HR Options

HR Set Up Unit Details Select the parameter you want to
set for the selected component.

HR Set Up Unit |PHI Crganization Unit | =

Parameter |Select

Walue II VI
Save
Set Employes Code Options Set Position Control |d Series Specify Business Rules
Mairtain Business Rules Mairtain Field Literals Information Populate Master Information to Mewy Org. Units

Wigwy HR Options

et HR. Options

Figure 2.8 Setting up basic HR information
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2. To assign values to HR option such as Position Control ID, use the Parameter
and Value fields. For example, choose “Position control ID” in the Parameter
field, and choose “On” or “Off” in the Value field.

You can proceed to do the following,

v

Set a prefix and start value for employee codes using the Set Employee Code
Options link.

Create business rules using the Maintain Business Rules link.
Edit business rules using the Specify Business Rules link.

Define the prefix and other details of the Position Control ID series using the Set
Position Control ID Series link.

Indicate that master information must be populated in all new organization units using
the Populate Master Information to New Org. Units link.

Edit specific field literals using the Maintain Field Literals Information link.

Maintaining quick codes

You can create quick codes, which will be applicable across the product. Quick codes are
the values listed inside drop-down list boxes. For example, you may require the field
“Ethnicity” to contain the following quick codes in its drop-down list box: Caucasian,
Asian, African. You are to create these quick codes in the “Maintain Quick Codes”
screen, for the specific field “Ethnicity”. Once this information is saved, the field “Ethnicity”
will always contain these drop-down values wherever this field appears in the product.

1. Choose Maintain HR Quick Codes under the HR Setup business component.
The Maintain HR Quick Codes page appears. See Figure 2.9.

Maintsin Quick Codes
Maintain Quick Codes

HR. Set Up Unit Details

HR Set Up Unit IPHI Crganization Unit 'l Quick Code Type |Employee Type ;I

Quick Code Values

=l Total Rows : 5

=] I

+ O

1 Consuttant

2 [0 CT Cortract Active

3 R Regular Active

a 07 Trainee Active

5 |C0|Y Woluriteer Active

4|(#H LAl
Comments i

Save
Maintain Quick Codes

Figure 2.9 Maintaining HR Quick Codes
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2. Use the Quick Code Type drop-down list box, to indicate the type to which the
quick code belongs. For example, choose “Ethnicity”

3. Specify the Quick Code, Quick Code Description and Status in the Quick

Code Values multiline. Using the example, enter the following: “Caucasian”,

n on

"Asian”, "African”. The status “Yes” indicates that the quick code is not available
for other activities. “No” indicates that the quick code is available for other
activities.

4. You can enter comments pertaining to the quick codes, in the “Comments” field
below the multiline.

5. Click the Save pushbutton to save the quick codes.

Viewing masters definitions
You can view the following master definitions, from the View Master Definitions activity:
v Qualification
v Skills
v Certificate Details
v Department
v Grade details
v Job details
v HR Options

v State

Viewing quick code master definitions

1. Choose View Master Definition under the HR Setup business component. The
View Quick Codes page appears. See Figure 2.10.

2. Use the Quick Code Type drop-down list box, to select the type of quick code
whose master definitions you want to view.

12
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Wiew Quick Codes
View Quick Codes

HR Set Up Unit Details

HR Set Up Unit IPHI Organization Unit VI Quick Code Type

Quick Code Values

Total Rows : 4

1

2

3 |[]|PROF 1 A unique code to identify

¢ [m] TEE 4 each quick code you define

5 |l under the process variable.

w Select the relevant

masters
Comments 7 ==
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Wiewy Department Wiewy Grade Set Wiewy Grade
Wiewy Posttion Wiewy Job Wiewy Job Rate
Wiewy HR Options Wiewy State
Wiew Quick Codes

Figure 2.10 Viewing the master definitions for quick codes

Viewing other master definitions

1. Select the hyperlinks at the bottom of the View Quick Codes page, to view
master definitions. For example, to view the master definitions pertaining to skills,
select the View Skills link.

13
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Maintaining Employee Information

You can identify every employee in the organization uniquely, by an employee code. You
are to create his or her basic details such as family and contact. You can build up
employee information further, by entering the following educational specifics:
qualifications, skills, certificates and licenses possessed by the employee. To draw up a
comprehensive professional profile of the employee, you are to create the employee’s
assignment record. Through the assignment record, you can establish his or her job,
position, department, grade set, grade, supervisor and any other details that will offer an
exact understanding of the role performed by the employee within the organization. With
the completion of the employee’s personal and assignment details, his or her induction
into the system is complete.

Every employee who is inducted into the system is either a regular or a non-regular
employee. A regular employee is on the permanent roles of the company, while a non-
regular employee is hired for accomplishing a particular task within a stipulated period.
You can treat regular and non-regular employees differently, right from the employee
code to the employee assignment information maintained. For non-regular employees,
you can enter a valid assignment period, extend the period or short close it. For regular
employees, the assignment will be continuous without an end date.

Employee Induction information, ranging from qualifications, skills, licenses to employee
assignment, is the pivot on which work order allocation, authorization profile setting,
promotions, transfers, etc, are executed.

Before you induct an employee, you must define the master definitions such as
department, job, position, qualifications, certificates, and the method of generating the
employee code.

Creating an employee file

You are to uniquely identify the details of each employee, in an employee file. The
employee code is either generated automatically by the system or you are to enter it
manually, depending upon what you had specified in the Employee Code Setup options.
You can also create the assignment details of the employees and non-regular
employees.

1. Select Create Employee File under the Employee Information business
component. The “Create Employee File” appears. See Figure 2.11.

2. Select the HR Set Up Unit applicable to the login employment unit.

3. Select the employee code from the Employee Code drop-down list. The employee
code in the Employee Code field can be auto-generated or entered manually. This
depends on the options selected in the Basic HR Setup activity in the HR Setup
business component.

14
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Create Ernployee File
Create Employee File

Personal Information Select whether the Date & Time Format mmiddiyyyy hb:imm: s
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Employee Type |Select” = Company |E as default in this field if you

Title Im Employes Status do not enter any value.
First Hame

Miclclle: Name ’A‘ Enter the first name
Last Mame | of the emplovee Known As |
Date of Joining | | Application Reference Number |

Country Im State E
S5h | Sin [
Date of Birth | Confirmation Due Date | |

Gender ISeIect vI Retirement Date
Marital Status ISeIect 'I Ethnicity I 'I

Emergency Contact Information

1. Mame | Relationship with Employes I vI

Phone | Mobile |
2. Mame | Relationship with Employes I vl
Phone | Mabile |
Comments i

Save

Create Emplovee Assignment Create Mon Regular Employes &=signment Uzer Emploves Mapping

Record Gualification Information Recaord Employee Skill Information Record Employee Cedificate Information
Record Emplovees License Information Record ldentification Infarmation Record Infarmation on Family Members
Record Language Proficiency Information Record Cortact Information

Create Ernployee File

Figure 2.11 Creating employee file

4. Enter the Company to which the employee belongs and the Title that can be used
for the employee.

5. Select the Employee Type, to indicate whether the selected employee is a regular
employee, hired on contract for a limited period, or a consultant.

6. Enter the First Name, Middle Name and Last Name of the employee and the Date
Of Joining.

7. Select the Country and State to which the employee belongs.

15
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8. Enter the Date of Birth of the employee.

e Note: Ensure that the age of the employee is greater than 14 years and less than
100 years. The age of the employee is calculated as the difference between the
date of birth and the date of joining of the employee.

9. Enter the Emergency Contact Information, and then click the Save pushbutton.

You can proceed to do the following:

v Create Employee Assignment

v Create Non Regular Employee Assignment

v User Employee Mapping

v Record Qualification Information

v Record Employee Skill Information

v Record Employee Certificate Information

v Record Employee License Information

v Record Language Proficiency Information

v Record Identification Information

v Record Information on Family Members

v Record Language Proficiency Information

v Record Contact Information

Creating employee records in bulk

You can create multiple employee records simultaneously. You can update the employee
records with the skill and assignment information.

1. Select the Bulk-Create Employee Records link under the Employee
Information business component. The Bulk-Create Employee Records page
appears. See Figure 2.12.

In the Employee Details multiline,
2. Select the HR Setup Unit applicable to the login employment unit.

3. Select the Employee Code Prefix.

e Note: You can select a prefix only if the “Employee Code Prefix” option is
enabled in the “Set Employee Code Options” page of the “Basic HR Setup”
activity of the “HR Setup” business component.

16
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Specify the Employee Code Manual, if you wish enter the employee code
manually.

Note: You must enter the employee code manually, if the “Employee Code
Generation Method” field is set as “Manual” in the “Set Employee Code Options”
page of the “Basic HR Setup” activity of the “HR Setup” business component.
Otherwise, leave the field blank.

Note: The length of the employee code must not be greater than the “Length of
Employee Code” specified in the “Set Employee Code Options” page of the
“Basic HR Setup” activity of the “HR Setup” business component.

Bull: - Create Ermployes Records
Bulk - Create Employee Record: N A E IR [

Employee Details

=) E (&) ¥ ([0 @)

generate the employee
code manuallv 85

Total Rows : 1

# O HR Set Up Unit Ernployee C | ¥ Employee Type
1 [T Base Aviation Unit + [EMm e - Regular - [Mr ]
2z I_ - - -
3 E - -
a T - - -
g | - - =
] If you enter this field, the system will
& A . -
T automatically generate the employee
- - " -
= code based on the prefix entered
i I_ - - -
9 I_ - - - z
10 I_ - - - -
4| H LN
Create Employee & Assignment Records
Edit Employes Assignment User Employes Mapping Record Gualification Information
Eecord Emploryvee Skill Information Eecord Employee Cedificate Information Eecord Employvee License Informsation
Eecord Idertification Information Eecord Information on Family Members Eecord Language Proficiency Information

Eecord Cortact Information

Bull: - Create Ernployves Records

5.

Figure 2.12 Creating employee records in bulk

Specify other details regarding the employee, such as Employee Type, Title,
Company, First Name, Middle Name, Last Name, Date of Joining, Country,
State, Date of Birth, Gender, and Marital Status.

Specify the skill details pertaining to the employee, such as Primary Skill #,
Possessed Level (the level to which the employee possesses the skill) and
Applicability Resource Group.

Specify the details of assignments undertaken by the employee, such as
Assignment Type, Assignment Effective From, Department Code, Job Code,
Grade Set and Grade.

17
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8. Enter the Supervisor Code for the employee.

e Note: In this field you are also allowed to enter an employee code that is being
created in this page

e Ensure that the supervisor code and the “Employee Code Manual” are different
for a line item.

9. Click the Create Employee & Assignment Records pushbutton to create the
employee records and update the skill and assignment details for the employees.

If the Employee Code Generation Method field is set as “Automatic”’ in the Set
Employee Code Options page of the Basic HR Setup activity of the HR Setup
business component, the system generates the employee code by incrementing the
latest employee code available for the HR setup unit.

You can proceed to do the following:

v Edit Employee Assignment

v User Employee Mapping

v Record Qualification Information

v Record Employee Skill Information

v Record Employee License Information

v Record Identification Information

v Record Language Proficiency Information

v Record Contact Information

Creating assignments for employees

You can allocate an assignment to an employee for a specific position; only then will the
employee be available as a resource for other processes.

You first need to define the process parameters in the “Basic HR Setup” activity in the HR
Setup business component, for the job and position. Depending on whether the
employee is regular or non-regular, you can create the relevant assignment.

Creating assignments for regular employees

1. Select Create Employee Assignment from the Create Employee File page.
The Create Assignment page appears. See Figure 2.13.

2. In the Assignment Type Details group box, enter the date from which the
employee assignment record has come into effect.
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Select Ernployes To Record Assignrment. = Create Assignrment
Create Assignment

Employee Details Diate & Time Format  mmiddbeeey hbcmim:ss
Employes 3224 Suresh S Singh

Date of Jaining 010122004 1200 Ahi

Azsignment Type Mew Hirg
Aszsignment Type Details

Assignment Effective From [01/01/2004 [1z00 am

Get position details to
create job assignment

Posttion . |

. L etails
Organizational Attributes Enter JOb and

Employment Lnit IPHI Crganization Un'rt;l department Company Petraleum Helicopters Incorpar:

Job Attributes

Department = |
Job @ [~ Get Job Details
Jab Description o
Jok Family Eodess [ =]
Grade Set [Select = Grade [Select 7]

Job Clazsification I vl ‘Working Condition I vl
wWorkers Compensation Code | Salaried f Hourly I vl

Standard Hours | I ;I ‘Work Experience | I LI
™ Medical Check Reguired Medical Check Requirements | ’J
™ Tipped ™ Mokile

STATUSS [ H STATUSS [
FTE | Ful £ Pt Time | ~]

Standard Rate (per hour) Overtime Rate (per hour)
Reporting To

Job Rate Details

Supervizor & |

Paszition Title
Departmert Jok Title
Rehire Details
Rehire Date | Reazon for Rehire Iﬁ
Comments | gd

Create Assignment

Seledt Ernployee To Record Assignrent. = Create Assignrment

Figure 2.13 Creating assignments

3. Select the Get Position Details pushbutton, to view the details related to
position. You cannot define a position for which you do not have access
permissions.

4. Specify organizational attributes.

5. In the Job Attributes group box, specify the Department and Job. Specify the
Grade Set, Grade, Job Classification and Working Condition for the
assignment. Specify the employee type and whether the employee is paid on a
fixed salary basis or an hourly basis.

6. In the Job Rate Details group box, define normal rates and overtime rates per
hour.

7. Specify the Supervisor to which the employee will report.
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8. If relevant, enter the date on which the employee is rehired and the reason for
rehiring the employee, in the Rehire Details group box.

9. Click the Create Assignment pushbutton, to save the details.
e Note: You can edit the assignments from the “Select Employee to Record

Assignment for Regular Employees” page You can also record the employee
assignments in the “Record Employee Assignment” activity.

Creating assignments for non-regular employees

1. Select Create Non-Regular Employee Assignment link from the Create
Employee File page. The Create non-regular assignment page appears. See

Figure 2.14.
Seledt Employee To Record Assignments Of Mon-Regular Emnployees > Create Mon-Regular Employes Assignmert
Create Non-Regular Employee Assignhment
Employee Details Diate & Time Format mmidddsyyy bhommess
Employes Mame 4444 John
Date of Joining 050451 995 12:00 A

Employee Type IConsurtant vl Click to get

Assignment Details position details

Assignment Effective From [15/04/1395 [12:00 &M Assignment E”mﬁz

Position & |JM-ASSY-D1 Enginesr Get Position Details

Organizational Attributes

Employment Linit IPHI Crganization Unit 'l ] mpany Petroleumn Helicopters Incorpar:
Job Attributes p|ICk to get
Department &, [s55v assd JOD details

Job @ [M-255v-01 Enginesr

et Job Details
Job Description Engineer

Job Family Executive EEC Class IEEO Clasz1 Vl
Grade Set INOT APPLICABLE LI Gracle INOT APPLICABLE vl
Job Classification IDeveIopment 'l ‘Working Condition IOffice Vl

ORI Compensg’éizg | Salaried f Hourly Im
Standard Hours | IDain ;I ‘Work Experience Ii
[T Medical Check Required Medical Check Reqguirements |
I Tipped I Mahile
STATUS4 Mo STATUSS |
FTE | Ful ¢ Part Time: [Fultime =]
Job Rate Details
Standard Rate (per hour) 200.00 BRI Ratehto‘fﬁ; 250,00
Reporting To
Supervizor © |
Pasition Title
Departmert Jak Title:
Comments | i

Create Hon Regular Employee Assignment |

Select Employee To Record Assignments Of Non-Regular Ernployees = Create Non-Regular Ermployee Assignrnent:

Figure 2.14 Creating non-regular employee assignment

2. In the Assignment Type Details group box, enter the date from which the
employee assignment record has come into effect

20



Employee Record Management

Select the Get Position Details pushbutton to view the details related to
position. You cannot define the position for which you do not have access
permissions.

Specify organizational attributes.

In the Job Attributes group box, specify the department and job. Specify the
Grade Set, Grade, Job Classification and Working Condition for the
assignment. Specify employee type and whether the employee is paid on a fixed
salary basis or an hourly basis.

In the Job Rate Details group box, define the normal rate and overtime rate per
hour.

Specify the Supervisor to which the employee will report.
Click the Create Non-regular Employee Assignment pushbutton to save the details.
You can edit the assignments from “Select Employee to Record Assignment for

Non-Regular Employees” page. You can record the employee assignments in the
“Record Non-regular Employee Assignment” activity.

Recording personal information

Through this activity, you can record or edit the personal information of an employee.
Personal information refers to the personal and employment details of the employee.

1.

Select Record Personal Information under the Employee Information
business component. The Select Employee appears. See Figure 2.15.

Select Employes
Select Employee

HR Set Up Unit Details

Diate Format  mimddcd by hk:mm:ss

HF: Set Up Unit IPHI Crganization Unit vl

Direct Entry
Employes Code | Record Personal Information
B h Criteri A
S § You can directly enter the employee |
Employee Code
ot | code or do a search to select the
Diate of Joining From | emnlavee
Employee Type I VI
Search Results
) Total Rows : 36
+ 1O Employee Type = Ermployes Mame
i if | Regular 0043 Miguel & Cchos 0001 /20
Fr | Regular 0110 Duane & Broussard 050519
210 Regular 01H Scott & Yincent 0108520
40O Regular 1002 William B Craseford 011 Me
¥
5 1] Regular 1003 Delfred J H 04001 /20 =
LR LAl
Seledt Ermployee

Figure 2.15 Selecting an employee for recording personal information
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2. Use the Employment Unit drop-down list to select the employment unit.

3. Enter the Employee Code directly, or use the Search Criteria group box to
retrieve the employee code.

4. Select the Record Personal Information link next to the employee code field.
The Record Personal Information page appears. See Figure 2.16.

Seledt Ernployee = Record Personal Informnation
Record Personal Information

Employee Details

HR Set Up Unit IPHI Crganization

You can view the effective

dates of the previous
versinns of the record

Employes Code 0005
History Details B%‘
Effective From 01 avn 000

Personal Information

Employee Type IReguIar 'I
Title IMr VI

Date & Time Format mmdddfsyyy

hhiimim: sz

Effective To

Access Data History | Previous Hext

Company IPetroIeum Helicopters, Inc j

Employment Status Current

First Hame [

Micklle Mame [A

Lazt Mame |Gonsoulin

Date of Joining |D1 L1ne70

[ooco0

Country IUn'rted States VI

S3h [

S

Date of Birth |D1 011850

Confirmation Due Dte |

Actual Confirmation
Date

Application Reference

Known &z |AI

Mumber |

State ILOUISIANA Vl

[ Retirement Date

Gender INot Applicable VI
Marital Status INot Applicable vl

Emergency Contact Information

1. Hame [Mot Applicable

Phone|

Ethnicity INot Applicable YI

It is mandatory to enter the
name of at least one
emergency contact person

i ISeIect vl
(=]

ile |

2. Mame |,

Phone|

Modification Details

Modification Option ISeIed vI

Mewy Effective From |

comments |

»d

Felationzhip with

I Select b I
Employes

Mabile |

Edit Employees Assignmerit

Edlit Mon Redular Employee Assignmert

Uszer Employes Mapping

Record Gualification Information

Record Employees License Information

Record Language Proficiency Infortmation

Record Employee Skill Information
Record |dertification Information

Record Contact Information

Record Employee Certificate Information

Record Information on Family Members

Record Statistics
Created by MDCUSER
Last Modified by
Seledt Ernployee = Record Personal Informnation

Created Date 07 /10S/2004
Lazt Maodified Date

Figure 2.16 Recording personal information of employees
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You can use the History Details group box, to view the previous versions of the records
with their effective dates.

5. Select Employee Type, Company and Title from the Personal Information
group box.

6. Enter the personal details including the Name, Date of Joining, Country, State,
Date of Birth and Confirmation Date, in the Personal Information group box.

7. Enter Emergency Contact Information such as the name of the contact person
and phone numbers.

8. You can edit an existing personal information record using either the “Correct” or
“Update” Modification Option. If you select the “Correct” option, the system edits
the record without changing the effective dates. If you select the “Update” option,
you are to enter a new effective “From Date And Time”. The existing record then
becomes ineffective.

9. Click the Save pushbutton to save the information.

Recording qualifications

1. Select the “Record Qualification Details” link from the Create Employee File,
Bulk-Create Employee Records or Record Personal Information page. The
Record Qualification Details page appears. See Figure 2.17.

Select Employes > Record Personal Informnation = Record Qualification Irforrnation
Record Qualification Information

Employee Details Date Format mmiddteyyy

HR Set Up Unit - PHI Crrganization Unit

Employes 1003 Delfred JH Employee Type  Regular
History Details
Effective From Effective To
Acoess Data History | Previous Hext
Qualification Details
@ Total Rows : 1
PR mll Qualification Code 2 Qualification Descripion Qualification Level Spedialization Qualification Type
140 BO Dip.in &eronautics Diplams Engineering Arizona State
z |
: =
: | You can edit an existing personal <
5 | information record using either the =
|w “Correct” or “l Indate” madification antion o]

Modification Details
Modification Crption b

Mewy Effective From |D1 J0442000

Record Statistics
Crested by Created Date
Last Modified by Last Modified Date
Seledt Employes = Record Personal Inforrnation = Record Qualification Informnation

Figure 2.17 Recording employee qualification
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2. In the Qualification Details multiline, enter the unique Qualification Code.
3. From the drop-down list, select the Institutions.

4. Enter other details including GPA score, rank, sponsorship information,
importance and the starting and end period of the qualification.

5. You can edit an existing personal information record using either the “Correct” or
“Update” modification options. If you select the “Correct” option, the system edits
the record without changing the effective dates. If you select the “Update” option,
enter a new effective from date and time. The existing record will then become
ineffective.

6. Click the Save pushbutton to save details.

The Record Statistics group box displays details such as name of the person who
created the details and date are also displayed.

Recording skills

1. Select the Record Employee Skill Information link from the Create Employee
File, Bulk-Create Employee Records or Record Personal Information page.
The Record Employee Skill Information page appears. See Figure 2.18.

Seledt Employee = Record Personal Informnation > Record Ermplovee Skil Informnation
Record Employee Skill Information

Employee Details Date & Time Format  mmidciyyyy hhomm:ss
HE Set Up Unit PHI Crganization Unit
Employee 1003 Delfred JH
Date of Joining 01,/01,2000 12:00 AM

SSN# Employee Type Regular
Tlaimum Skill Lesvel 10
Skill Details On clicking the “Record Employee Skill

=) Information” pushbutton, the skill details SR

are disnlaved

# [ Fossessed Level AppIcanle Hesource Group Prrnaty / E:
1 Certi Certifi G Inspector and Mechanic Secondary ]
z [T Inspe Inspet 7 Inspector and Mechanic Primary
3 |[H .

-
r i
1 @ - 3|
s E -
4|4 i wr

Record Employee Skill Information

Record Statistics
Created by Crested Date

Last Modified by Last Modified Date
Select Ernployes = Record Personal Informnation = Record Ernployee Skill Inforrnstion

Figure 2.18 Recording employee skill information
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You can view the Employee Code, Social Security Number, Joining Date, and
Maximum Skill Level, in the Employee Details group box.

2.

3.

4.

In the Skill Details multiline, enter a unique skill code to identify the skill.
Enter the skill level possessed, and select the applicable resource group.

Select the Record Employee Skill Information pushbutton to save the details
entered.

On clicking the Record Employee Skill Information pushbutton, the details such as
Skill Description and Skill Rate are displayed in the Skill Details multiline.

The Record Statistics group box displays details such as name of the person who
created the details and date.

Recording licenses

1.

Select the Record Employee License Information link from the Record
Personal Information, Create Employee File or Bulk-Create Employee
Records page. The Record Employee License Information page appears.
See Figure 2.19.

In the Employee Details group box, you can view the unique employee code,
name and type, the social security number and date of joining.

Specify the license number, description, category, date of issue, issuing authority
and the validity period in the License Details multiline.

Click on Edit Employee License Information pushbutton to save the
information.

To record skill details for a license number,

5.

6.

Select the Line # of the license number.

Specify the skill code, license class, object type, aircraft model number/base part
number, ATA number, validity period, reference number and remarks, in the Skill
Details multiline.

Note: Ensure that the validity period specified in the “Skill Details” multiline, is
within the validity period specified for the license number in the “License Details”
multiline.
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Seleck Emnploves = Record Personal Inforrnaton = Record Emploves License Informnistion
Record Employee License Information

Employee Details Diate & Time Format  mimddcdbyeyyy bk mim: ==
HE Set Up Unit PHI Crganization Unit

Employes 1003 Employee Type Regular
Drate of Joining 01 /01 f2000 12:00 Ak
SSM R

License details
of emplovee

License Details

Total Rowes : 1

# O License # License Diescription y 5 Issuing Authottty F'e
1O LI-0121 Li-0121 AirFrame Mechanic License 01012004 Ciwil Avigtion Authorities e
z |[@ - =
2 I_ Sk -
4 @ % 5 =
= = ¥
5 | -
RILT ]

Edit Employee License Information

Line # [1 ]

License # LI-0121 lzsuing Authority  Civil Avistion Authari
Skill Details

ode

#*
_l

Object Type
Ch Certified Mechanic Certified Mechanic ¥ | Base Part # |

I Inspectar Inspectar B

(L I PR R L
H(E & 00
4

4]+

:

wlv]

Edit Skills For License

Record Statistics

Last Maodified by Last Modified Date
Seledt Emnployee = Record Personal Informnation = Record Ernployee License Informnation

Figure 2.19 Recording employee license information

7. To save the details, click on the Edit Skills For License pushbutton. On clicking

the pushbutton, the description of the model or the part number, skill description

and skill type are displayed in the Skill Details multiline.

Recording certification information

When recording certificate information for the first time, use the Employee File or Bulk-

Create Employee Records activity. For future editing, use the Record Personal
Information activity.
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When updating the re-certification information, you can directly edit it through the Record
Re-certification/Currency information page. The list of certificates or related
information cannot be changed; only the re-certification information can be edited.

Recording certification information

1. Select the Record Employee Certificate Information link from the Create
Employee File, Record Personal Information or Bulk-Create Employee
Records page. The Record Employee Certificate Information page appears.
See Figure 2.20.

2. Specify the certificate number of the employee in the Employee Details group
box.

3. The system displays employee code, employee type, the employee name and
the certificate number of the employee in the Employee Details group box.

4. In the Certification Details multiline, you can specify the certificate number,
certificate date, validity period, certificate status and revoke/suspension date.

Select Employee = Record Personal Informnation = Record Ernployes Cerificate Inforrnation
Record Employee Certificate Information

Employee Details Date & Time Format  mmidddiyyy hhmm:ss
HR: Set Up Unit PHI Organization Linit
Employee Code 1003 Celfred J H

Employes Cettificate # l— The applicable
resource group of
the certificate

Diate of Joining  01.401/2000 12:00 &h1
Etnployee Type Redular

Certification Details

A EENIE Y

Total Rows : 2

-

# 0 Certificate # % Cerificate Tide Certfied Skil ApphoNs SOUFCE (SroUp Cerificatis
1 [ 1Ja03 i FAACM Mechanic =
2 I- 12414 Winmarthiness Certificate | M Category &
¢l

3 Fo
1= <
5 | =
i LA

Edit Employee Certificate Information

Recard Re-cerification Requirements Record Currency Fulfilment Information “iewy Cerificate Information

Record Statistics
Created by Crested Date

Last Modified by Last Modified Date
Seledt Employee = Record Personal Information = Record Emnploves Certificate Information

Figure 2.20 Recording employee certification information.

5. Click on the Record Employee Certificate Information pushbutton to record
the details.

6. You can use the Record Re-certification Requirements link at the bottom of
the page, to record the re-certification details.
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Recording currency fulfillment information

1. Select the Record Currency Fulfillment Information link from the Record
Employee Certificate Information page. The Record Currency Fulfillment
Information page appears.

2. You can view the employee code, employee type, and social security number of
the employee, in the Employee Details group box.

3. You can view the certificate number, certificate title, currency period, currency
requirements, and currency due date, in the Certificate Currency Details group
box.

4. Specify the fulfilment date and observation details, in the Certificate Currency
Details group box.

5. Select the Record Currency Fulfillment pushbutton to save the details.

To confirm the details, you can view the fulfillment date, observations and reference
number in the Currency Details group box.

6. Select the Confirm Currency Fulfillment pushbutton to save the details.

Recording re-certification and currency fulfillment

You can update re-certification information directly through the Record Re-
certification/Currency information page. The list of certificates or related information
cannot be changed; only the re-certification information can be edited.

1. Select Record Re-certification and Currency Information under the
Employee Information business component. The Select Employee page
appears.

2. In the Search Criteria group box, specify the search criteria for selecting the
employee. The system displays the results of the search in the Search Results
multiline.

3. Select either the Record Re-certification Information or the Record Currency
Fulfillment Information link at the bottom of the page, depending on the
requirement.

Recording re-certification information

Ensure that you are in the “Select Employee” page. To enter the page, see “Recording
Re-certification and Currency fulfillment” section.

1. Select the Record Re-certification Information link from the bottom of the
page. The Record Re-certification Requirements page appears.
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2. The Employee Detail group box displays employee details including the
employee type and the social security number of the employee. It also displays
the maximum skill level possessed by the employee and the date of joining.

3. The Certification Details group box displays certificate number, certificate title,
the date from which the certification is valid and the date till which the certification
is valid.

4. In the Re-certification Details group box, you can specify re-certification date,
and the employee who did the re-certification. You can also add comments and
observations.

5. Click the Record Re-certification Requirements pushbutton to save the details.
6. You can review the re-certification details in the Re-certification History group
box, and then click the Confirm Re-certification pushbutton to save the details.
Mapping employee to user
Use this page to view the user employee mapping.

1. Select the User Employee Mapping link from the Create Employee File, Bulk-
Create Employee Records or Record Personal Information page. The User
Employee Mapping appears. See Figure 2.21.

Seled Ernployee > Record Personal Informnation = User Ernployee Mapping
User Employee Mapping

Search Criteria

Etnployes Mame |

Search Results

Date Format mmifddfyyyy

User Mame | Employee Code |

Search

@ EO® Total Rows £ 27
* O User Mame “ Employee Code Employee Name Mapping From Date
11O L4776 o110 Duane & Broussard 01012004
2 [0 u4asz 0141 Scoft & Vincent 01401 £2004
3 (O PHILUSER 1002 Wllliam B Cramwe ford 014011 951
a O Lag14 1003 Delfred J H 01401 52004 v
5 [ Uams 1003 Delfred JH 01401 72004 ‘{
3 -
4|4 L AN

Commerts I

“Wiewy User's Role Details

Seled Employee > Record Personal Informnation > User Employes Mapping

Figure 2.21 User employee mapping
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2. Use the Search Criteria to view the details of the required employee or user.

The multiline details displayed include the date from which the employee is mapped to
the user and the date until which the employee is mapped to the user.

3. You can add comments and then click the Save pushbutton to save the details.

Transferring / promoting an employee

You can edit and view the promotion / transfer details of employees. Promotion and
transfers are relevant for regular employees only.

Recording transfer / promotion of an employee

1. Select Record Employee Assignment under the Employee Information
business component. The Select Employee to Record Assignment appears.

2. Use the Employment Unit drop-down list to select the employment unit.

3. You can either enter the employee code directly or retrieve the employee record
through a search.

4. Click on the Edit Assignment link. The Edit Assignment page appears. See
Figure 2.22.

5. In the Assignment/Promotion/Transfer/Separation group box, specify whether
the employee moves in transfer or promotion, the reason for the promotion /
transfer of the employee and the date on which the employee is promoted /
transferred.

6. Click the Edit Assignment pushbutton to save the details entered.
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Select Ernplovee To Record Sssignrent = Edit Assignrnert:
Edit Assignment

Employee Details Date & Time Farmat  mimidofyyyy hhcmm: sz

Employes PE10 L& k.
Date of Joining 101.04,/2003 12:00:00 sm

Employes Status ©
History Details

Effective From 010172003 12:00:00 am Effective To
Data Access History © | Previous Hext
AssignmentPromotion/Transfer Separation Details
Aszsignment Type INew Hire LI RSl ﬂ:;;?;:ﬁ_;;: IS LI

Posttion G |PDDS Patiert &ccty Rep Lo Get Position Details

Organizational Attributes

Employmerit Unit IElase Avigtion Unit vl Company Petroleum Helicopters, Inc

Job Attributes
Department . [D&95 R
Job @, [ro0z4 Patiert Accty Rep Ld Get Job Details
Job Description Patient Accty Rep Lo &

Job Family @ & EED Class INDt Applicakle vl
Grade Set INDt Applicable 'l Grade I VI

Job Classification I 'l Wiarking Condition INDt Applicakle vl

e Compensg:g; | Salaried S Haurly lﬂ
Standard Hours | I ;I Wiork Expetience | I ;I
[~ Medical Check Required Medical Check Requirements | gl
[ Tipped [ Mobile

I j' |3ic
FTE | Full { Part Time | |

Job Rate Details
Standard Rate (per hour) 52.00 COwertime Rate (per hour) T8.00
Reporting To
Superyisar =8 |DDSS rajesh kumsr

Pozition Title

Department b Job Title Mech, Sr &0C Cert AEP
Rehire Details

Rehire Date Reazan for Rehire
Authorized Date

Modification Option I 5 - I

Mewy Effective From | |
Commerts | d

Edit Assignment | Cancel

Record Statistics

Crested by BASAWMNUSER Created Date  O7/27/2005

Lazt Modified by Last Modified Date
Select Ernploves To Record Assignrert = Edit Assignrment

Figure 2.22 Transferring, promoting, rehiring employees

Separating an employee

You can record employee separation details such as the dates of separation and reason
for separation. You can also specify whether the separation is due to retirement,
resignation or termination. Separation is applicable to all employees.
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Recording employee separation

1.

Select Record Employee Assignment under the Employee Information
business component. The Select Employee to Record Assignment appears.

Use the Employment Unit drop-down list to select the employment unit.

You can either enter the employee code directly or retrieve the employee record
through a search.

Click on the Edit Assignment link. The Edit Assignment page appears. See
Figure 2.22.

In the Assignment/Promotion/Transfer/Separation group box, choose the
separation type. Indicate whether the separation is due to retirement, termination
or resignation.

Specify the reason for which the employee quit the organization; the reason must
be from both the employee’s and employer’s point of view.

Click the Edit Assignment pushbutton to save the details entered.

Rehiring an employee

You can edit the rehiring details of employees. If the employee had been previously
employed with the organization and is rehired, his or her employee code and personal
information can be retained’ only the employee assignment is updated and the
employment status changed to ‘Current’.

Recording rehiring details

1.

Select Record Employee Assignment under the Employee Information
business component. The Select Employee to Record Assignment appears

Use the Employment Unit drop-down list to select the employment unit.

You can either enter the employee code directly or retrieve the employee record
through a search.

Click on the Edit Assignment link. The Edit Assignment page appears. See
Figure 2.22.

In the Rehire Details group box, enter the date and reasons for rehire.

Click the Edit Assignment pushbutton to save the details entered.
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See Figure 2.23. to know the relationship between Employee Record Management and
Time Management. The Time Management Business Process is explained in the next

chapter.

EMPLOYEE
HR SETUP

INFORMATION

l

TIME MANAGEMENT
SCHEDULING

EMPLOYEE
ATTENDANCE
PROCESSING

TIME MANAGEMENT /

SETUP

Figure 2.23 Component interaction
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Chapter 3/Time Management

Time Management aims at optimizing the available resources, to fulfill the business
needs of the organization. To optimize manpower, resource scheduling and resource
managing must be carried out. A second vital aspect of Time Management is recording
and computing the employee’s attendance and overtime. The attendance outputs are
used to calculate the employee’s payroll and reimbursement, besides being used to
analyze the employee’s availability.

The Time Management Setup business component enables you to define shifts and
holidays

The Time Management Scheduling business component enables you to create and
manage schedules for employees.

The Employee Attendance Processing enables you to compute the employees’
attendance and overtime.
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Defining shifts and holiday masters

Shifts and holidays are the foundation of employee scheduling. In other words, they are
the time segments of which every employee’s schedule consists.

You are to define each shift in the organization uniquely, and enter its start and end
timings.

You are to also define the holiday master uniquely, and list the holidays under it; the date
and holiday name are entered. The period for which the holiday master is applicable must
be entered, as well.

Creating a holiday master

1. Select the Maintain Holiday Master from the left pane in the Time Management
Setup component. Select the Create Holiday Master link, from this page. The
Create Holiday Master page appears. See Figure 3.1.

Maintain Holiday Master = Create Holiday Master
Create Holiday Master

Holiddy Master Detaite Select the organization [Py
Set Up Unit |PHI Organization Lk unit in which you must

Holiday Master Code | create the holiday
Effective From |01/01/2 0172004

Default Holiday Master
Drefautt witty Holicksy Master
Holiday Details

Assign a unique code
to define the holiday

master a
Select this field to select # O ;
holidays from another 1 [0 0102004 MNewr Years Day
holiday master : |

3 |l

4 [E =

s |l

4[] | Choose the organizational units to

which the holiday master details will
he annlicahle
Comments

Applicable to IPHI Organization%i

Create Holiday Master |

Other Details

Holicksy Master - Org. Lnit bapping

Mairtain Holiday Master > Create Holiday Master

Figure 3.1 Creating Holiday Master

2. Use the Setup Unit drop-down box to select the organization unit in which you
must create the Holiday Master.
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3. Enter the start date of the period from which the list of holidays will be valid, in
the Effective From field. Enter the end date of the period until which the list of
holidays will be valid, in the Effective To field.

4. To use holidays from another holiday master, select the Default with Holiday
Master field. The drop-down list box displays the list of holiday masters that
have been defined for the organization so far.

5. To enter a new holiday, enter the date of the holiday and the holiday name, in the
Date and Description fields in the multiline.

6. Choose the organizational units to which the holiday master details will be made
available, by selecting the units from the Applicable To drop-down box.

Creating Shift

1. Select Maintain Shift Master from the left pane of the Time Management
Setup business component. Select the Create Shift Master link, from this page.
The Create Shift page appears. See Figure 3.2.

Mairitain Shift Master = Create Shift

Create Shift
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Flexi Shift Details
Flexi Shift E\ Mandstory Working H
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# |0 Frorn Time To Time Tirne T‘g.l'
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Mairitain Shift Master = Creats Shift

Figure 3.2 Creating a Shift
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Use the drop-down list box to select the organization unit in which you must
create the shift master.

Enter a unique code to identify a shift for the organization.

From the Flexi Shift drop-down list box, select “Yes” or “No” to indicate whether
the shift is a Flexi shift or not. Flexi shift implies that the shift timing is flexible.

If you selected “Yes” in the Flexi Shift field, enter the total numbers of hours the
employees must compulsorily contribute, for a day, in the Mandatory Working
Hours field.

Instead of entering the Mandatory Working Hours field, you can enter the Core
Hours Start Time and Core Hours End Time fields.

Select the “Save” pushbutton.
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Creating and managing schedules for employees

You are to define schedules for specific categories of employees such as Managers,
Clearing Staff and Maintenance Crew, and apply the schedules to the individual
employees under the category. See Figure 3.3 to view the diagrammatic representation
of how employee schedules can be created.

To make this possible, you are to first define a rota plan. This is a broad-based plan,
consisting of

v  The complete list of shifts applicable to this set of employees
v A holiday master

v The complete list of rules and regulations that will govern attendance and overtime
for these shifts and holidays

From the rota plan, you are to create a rota schedule, in which you select shifts from the
rota plan, sequence them and enter the number of days for which each shift is applicable.
The shifts in the rota schedule are therefore according to a prescribed sequence, and
cyclic. Cyclic refers to the sequence of shifts being continuously repeated throughout the
effective period of the rota schedule, for the employees who will be attached to the rota
schedule. A rota schedule is valid for the given period.

After the rota schedule is created, you are to attach or map employees to it.

Just as you created rota schedules, you can create adhoc schedules, where shifts are
sporadically assigned to the days of a given month. Unlike rota schedule, it does not
require a seamless assigning of schedules across all the days of the month; it is also not
cyclic. Employees are mapped to the adhoc schedule.

For the employees mapped to the rota and ad hoc schedules to actually inherit these
schedules, you are to request the system to generate the schedule for the employees.
The system executes a batch process, to assign the employee the schedule to which he
or she is mapped. The output of generating the employee schedule is the employee
timetable. You can now view the employee timetable; this shows you the employee’s
availability and his or her scheduled shift versus actual shift details.

You can enter the leave details of the employee, as well as define leave rules through
stored procedures. Additionally, you can enter the deviation in the timings within an
employee’s shift, and deviations from one shift to another. When you generate the
employee timetable next, the system updates it with the employee’s leave and deviation
details as well.

e Note: All shift and time deviations that you enter will be accepted by the system,
provided they are in conformance with the attendance rules specified in the rota
plan from which the employee’s rota schedule was created.
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Because the system is updated with every employee’s availability, it can assist you in
identifying a substitute when an employee is absent for a length of time. Therefore,
identifying a substitute employee comes within the purview of Time Management.

T ROTA PLAN j

ROTA SCHEDULE ADHOC SCHEDULE
| | ;
QUICK REGULAR GENERATE
MAPPING MAPPING >

> EMPLOYEE SCHEDULE

Figure 3.3 Creating Employee Schedule

Creating a rota plan

1. Select the Create Rota Plan from the left pane of the Time Management
Scheduling business component.

2. Select the Scheduling unit and the Employment unit from the relevant drop-down
boxes, and click on the Create Rota Plan link. The Create Rota Plan page
appears. See Figure 3.4.

3. Enter a unique code to identify the Rota Plan under the Rota Plan code.

4. Enter the code of a holiday master, to include the holidays contained in this
holiday master in the schedule of the employees who will be mapped to the Rota
Plan.

5. Indicate whether the shifts must be scheduled on the holidays contained in the
Holiday Master, by choosing “Yes” or “No” from the drop-down list box.

6. Enter the shift code of each shift of which the Rota plan should be part.
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Seled: Rota Plan = Create Rota Plan

Create Rota Plan -
The Employment Unit selected
Rota Plan Details patd  from the “Select Rota Plan” page
Scheguling Unit PHI Organization Unit Employm%u zation Linit
Rota Plan Rota Plan |

Holiday Master Code

Shift Details
The Scheduling Unit selected in the
“Select Rota Plan” paae
1 |E
2 |[H '
s = | Indicate whether the shifts must
4+ = | bescheduled on the holidays
s = | containedinthe Holiday Master,
|« 7| by choosing “Yes” or “No” i
Comments
Comments | gd
Create Rota Plan
Create Rata Schedule Set Attendance Parameters

Seledt Rota Plan = Create Rota Plan

Figure 3.4 Creating a Rota Plan

7. After selecting all the shifts you need, click the Create Rota Plan pushbutton.

Set Attendance Parameters

1. Select the Set Attendance Parameters link from the Create Rota Plan screen.
The Set Attendance Parameters page appears. See Figure 3.5.

The date format, scheduling unit and employment unit from the previous page are
displayed.

2. Check the FLSA box to indicate that attendance and leave will be calculated only
according to FLSA.

3. Indicate whether deviations from the shift are allowed, by selecting either
“Allowed” or “Not Allowed”.

4. Indicate whether deviations in the timings of the shift are allowed. Choose one of
the three values in the drop-down list box: “Not Allowed”, “With Relaxed Hours”
or “With Fixed Hours”.

5. When an employee works on holiday, indicate whether it must be calculated as
“Compensatory Off or “Overtime Payment®.

6. The number by which the employee’s overtime hours must be multiplied, to arrive
at the payable hours for the employee.
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Select Rota Plan = Create Rota Plan = Set Attendance Pararmeters

Set Attendance Parameters

Scheduling Qetails Dizte & Time Formst
Enter the name of the stored procedure rule that Employment Uit
will be applicable for overtime. It can be an Rota Plan
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ertime Rule | Define Rule Attendance Rul Define Rule

Rota Plan Details
sirt{ Enter the name of the stored procedure

er{ rule that will be applicable for the

ifwordng 4 employees’ attendance. It can be an

k Begins On I vl
Time Deviation I 'l
If OT, Conversion

O ot Factor
| €xisting or a new stored procedure. G G /
Holick Factar / /
g OT Applicable Atf
oT Applicable For [ =] pg_:gzr; Das; |

[ Wieekly OT Limit Applicable Maimum OT Hours fYeek

@@Totaanws: 1]

From {(Hours}) To {(Hours})

Hour Rate Conversion Factor

1
2
3
* | If you chose “Overtime Payment” in the
il_; previous field, enter the number, by which
the overtime hours must be multiplied, to
Other Details arrive at the payable hours for the
commerts employee for working on a holiday. &
Madification Option | 7]
Meswy Effective From | |
Set Attendance Parameters |
Record Statistics
Created By Crested Date
Last Modified By Last Modified Date

Select Rota Plan = Create Rota Plan = Set Attendance Parameters

Figure 3.5 Setting Attendance Parameters

7. Click on the Set Attendance Parameters pushbutton.

Creating a rota schedule

1. Select Create Rota Schedule from the left pane of the Time Management
Scheduling business component. The Select Rota Schedule page appears.
See Figure 3.6.
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Time Management

Select Rota Schedule

Scheduling Details

Scheduling Unit IPHI Organization Unit vl

Rota Plan (| =

Date Format mmidcliyyyy

loyment Unit IPHI Organization Unit vl

Em

Direct Entry
Rota Schedule Code

Search Criteria

Select the organization unit in which you
must create a Rota schedule

Rota Schedule || Select the Employment Unit as
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Select the Rota Plan for
which the Schedule has

it interacts with the Time
Management Scheduling Unit,
to access Rota schedule
information

Status

# 1] Raota Schedule Rota Plan Code Fota Plan Effedive From

1| |

2 |

2 [l

4 L
. &d

5 W -

4w »

Creste Rota Schedule

Select Rota Scheduls

Figure 3.6 Selecting a Rota Schedule

2. Select the Scheduling Unit, Employment Unit and the Rota Plan from the relevant
drop down boxes and select the Create Rota Schedule link at the end of the
page. The Create Rota Schedule page appears. See Figure 3.7.

Seledt Rota Schedule = Create Rota Schedule

Create Rota Schedule

Rota Schedule Details
Scheduling Unit

Date Format
Employment Linit

Rota Schedule Code |
Rota Plan

Rota Schedule |
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Wiewe Rota Schedule

Seledt Rota Schedule = Create Rota Schedule

Figure 3.7 Creating a Rota Schedule
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3. Enter a unique code to identify the Rota schedule under the Rota Schedule
Code field.

4. Choose each shift that must be included in the Rota schedule, from the drop-
down list box.

5. Enter the number of days each shift will occur in the schedule, before the next
shift starts.

6. Click on the Create Rota Schedule pushbutton to create the schedule.

Creating / mapping / maintaining an adhoc schedule

1. Select Set Adhoc Schedule from the left pane of the Time Management
Scheduling business component. The Set Adhoc Schedule page appears. See
Figure 3.8.

Set Ad-Hoc Schedule

Set Ad-hoc Schedule

Ad-Hoc Schedule Details Enter a unique Adhoc mmiddAryy

Schedule Code to identify the [P Orgartzation Uni =]

schediile

B TTOC SCTeaur |

Scheduling Unit | PHI Ovganization Uni

Ad hoc Schedule
Code 0,

Rota Plan I_LI
Under each date within the selected month, select the shift to LL Month [January ]

be scheduled on this day. You can select from all the shifts
1inder the rota nlan

|

Lidielidid
Llidielidid
Lidielie]

Ll
L

ARE
ARE

Enter the Employee code of

the employee to be mapped to
the scheadiile

EmployteTemy Select “YES” to indicate mapping.
+* [0 ¥y £ Ernploves Marne z
1 {0 William B Crasafor
2 |l -
3 |[E =
4 |[@ -
5 [l =
LHE.] LAl
Comments
Comments ’J
Set Ad-Hoc Schedule
Genetate Employes Schedule
Record Statistics
Created by Crested Date
Last Modified by Last Modified Date

Set ad-Hoc Schedule

Figure 3.8 Setting Adhoc Schedule
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Select the Time Management Scheduling unit and the Employment unit from the
relevant drop-down boxes.

Enter the Adhoc Schedule code, which is a unique code to identify the Adhoc
schedule.

Select the code of the Rota plan from which you want to choose shifts for the
Adhoc schedule.

Select the Display Calendar pushbutton. The Display Calendar multiline
displays a typical calendar, with dates and all the days of the week, from Sunday
to Saturday.

From the drop-down list box under each date within the selected month, select
the shift to be scheduled on this day. You can select from all the shifts under the
Rota plan

To map the employees to the Adhoc schedule, enter the employee code of each
employee to be mapped to the Adhoc schedule.

Select “Yes” to indicate mapping.

Select the Set Adhoc Schedule pushbutton.

Note: Creation, Mapping and Maintenance are done in the same screen.

Mapping employees to a rota schedule

1.

Select Employee — Rota Schedule Mapping from the left pane of the Time
Management Scheduling business component. The Map Employee Rota
Schedule page appears. See Figure 3.9.

Select the Time Management Scheduling unit and the Employment unit from the
relevant drop-down boxes.

Select the code of the Rota Schedule under which the employees are to be
mapped or associated.

Enter the Employee code of the employee, who is to be mapped to the rota
schedule.

Indicate whether the employee must be mapped to the rota schedule, by
selecting “Yes” or “No”.
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Map Employves-Rota Schedule
Map Employee-Rota Schedule

Rota Schedule Details Date Format mmdddfyyeyy
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Figure 3.9 Map Employee —Rota Schedule

6. Click on the Map Employee-Rota Schedule pushbutton, to map the employee
to the schedule.

Record deviation in shift timings

1. Select Record Employee Time Deviation from the left pane of the Time
Management Scheduling business component. The Record Employee Bulk
Time Deviation page appears. See Figure 3.10.
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Record Emnployes Time Deviation
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Figure 3.10 Record Employee —Time Deviation

2. Select the Scheduling Unit, Employment Plan, Rota Plan, and Rota Schedule
from the relevant drop-down boxes.

3. Select the Get pushbutton, for the system to display the “Scheduled Shift on
Deviation Date”, “Scheduled Start Time” and “Scheduled End Time”.
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4. Select the List Employees push button and the system displays the details of
the employees who are mapped to the selected Rota Schedule.

5. Select the checkbox against the employee(s) for whom the time deviation must
be made applicable.

6. Click the Authorize Employee Time Deviation pushbutton, to record the time
deviation for the employees.

Record a deviation in shift

1. Select Record Employee Shift Deviation from the left pane of the Time
Management Scheduling business component. The Record Employee Shift
Deviation page appears. See Figure 3.11.

Record Emplovee Shift Deviation
Record Employee Shift Deviation
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Figure 3.11 Record Employee —Shift Deviation
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2. Select the Scheduling unit, Employment unit and the Rota Plan from the
respective drop down boxes and click on the Get Details pushbutton.

3. Select Deviate Shift To from the drop-down box. Enter the Effective From and
Effective dates in the text box provided.

4. Select the employees to whom the shift deviation should be made applicable.

5. Click on the Authorize Employee Shift Deviation pushbutton, to authorize the
employees for whom the shift deviation is made applicable.

Maintain employee leave

1. Select Maintain Employee Leave from the left pane of the Time Management
Scheduling business component. The Maintain Employee Leave page
appears. See Figure 3.12.
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Figure 3.12 Maintain Employee Leave

2. Select the Scheduling Unit and the Employment unit from the relevant drop-
down boxes
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The facility to define a new leave (The Leave Rule is used to check the entitlement of
each of the employees) rule is provided. If the user wants to use a predefined leave rule,
the Search facility can be used to retrieve the desired leave rule.

3. Enter the Employee details, select the Leave type from the drop-down box and
click on the Maintain Employee Leave pushbutton.

4. In the case of multiple employees, enter the employee details in the multiline
provided and select the Leave type. Click on the Maintain Employee Leave
pushbutton.

e Note: The Batch Process has to be run periodically to keep the Employee
Schedules in sync after the following tasks,

e Rota Plan changes
o Rota Schedule changes
o Employee Mapping changes

e Unscheduled Holiday / Working day changes
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Computing employee attendance and overtime

You can record each employee’s attendance. You can also request the system to
process the attendance and overtime hours recorded by the employee. Processing refers
to taking into account the attended hours of the employee and applying the attendance
rules and regulations defined for the rota plan from which the employee’s rota schedule is
derived. The output from this component is used to calculate the employee’s, payroll and
reimbursement

You can view the status of attendance processing for an individual employee, or for a
date range.

Attendance entry

1. Select Enter Attendance from the left pane of the Employee Attendance
Processing business component. The Attendance Entry-Employee Wise page
appears. See Figure 3.13.

Attendance Ertry-Ernploves Wise
Attendance Entry-Employee wise

Employee Details Drate & Time Format mmdddteyyy hb:mim; g5
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Attendance Details

(A

From Time To Time

1 09:00 Ak 0601 /2004 03:00 P
2 [|W
/
Select the checkbox against the
— | record, which has to be recorded. B

Record Attendance

Attendance Entry-Date wize

Attendance Entry-Ernployee Wise

Figure 3.13 Attendance Entry

2. Select the Processing Unit and the Scheduling Unit from the relevant drop-
down boxes.

3. Enter the employee code of the employee whose attendance details must be
entered.
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Enter the Effective From and Effective To dates from which the recording of the
attendance starts and ends.

Select the appropriate option from the Record drop-down box.

If “Presence” is selected from the Record drop-down box

Enter the date on which each start time of the employee’s attendance falls.

Enter the start time of each attendance.

Enter the end time of each attendance.

Click on the Record Attendance pushbutton to save the details entered.

If “Absence” is selected from the Record drop-down box.

Enter the date of the scheduled shift for which the employee is absent.

Click on the Record Attendance pushbutton to save the details entered.

Note: The system will create the attendance records of the employee for all the

dates between ‘“Effective From” and “Effective To”, except the dates you
specified in the “Date” field in the “Attendance Details” multiline

Processing employee attendance

1.

Select Process Employee Attendance from the left pane of the Employee
Attendance Processing business component. The Process Employee
Attendance page appears. See Figure 3.14.

Select the Processing Unit, Scheduling Unit and the Rota Plan from the
relevant drop-down list boxes.

Enter the date from which the employee attendance must be processed.
Enter the date until which the employee attendance must be processed.

Click the Get Details pushbutton, to get all the schedules under the plan
selected with the employees mapped to it in the specific period.

Check the “Select” box in the Rota Schedules multiline, to indicate the rota
schedule for which employee attendance is to be processed.

Select the Save Parameters for Processing pushbutton, to save the
parameters entered.
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Process Ernployes Athendance

Process Employee Attendance
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Figure 3.14 Process Employee Attendance

Select the Process Attendance pushbutton, to process the records.

Note: The system displays the following — A session id uniquely identifying the
processing carried out on a specified set or batch of employee attendance
records. This unique ID is necessary when more than one batch of records is
being processed simultaneously. A batch of records cannot be processed without
a session ID.

Authorizing employee attendance

Select Authorize Attendance from the left pane of the Employee Attendance
Processing business component. The Authorize Attendance page appears.
See Figure 3.15.

Select the Processing Unit, Scheduling Unit and the Rota Plan from the
relevant drop-down boxes.

The rota schedule list gets populated, once the rota plan is selected. Select the
rota schedule, to authorize the attendance for the records of employees mapped
to a rota schedule under the rota plan.

Enter the date from which the system must retrieve the processed employee
records, for authorization.
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5. Enter the date until which the system must retrieve the processed employee
records, for authorization.

Authorize Athendance

Authorize Attendance

Select the Rota Plan to authorize the
attendance for the records of

Attendance Processing Details Date Format mmdddfyyeyy

Processing Ung employees mapped to a rota p|an. cheduling Unit IPHI Organization Unit LI
Rota Pla Rota Schedule
From Date |DE.P1 62004 To Dat, F3072004
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Get Details
@ Select the Rota Schedule To

authorize the attendance for the
records of employees mapped to a
rota schedule under the rota plan.

Attendance Details

Click on this link to View the Employee

Attendance Status. F|
T LT
Authorize nmh\\\ Save Parameters
Errar Log Wiewy Employee Attendanc® Status
Authonze Atendance

Figure 3.15 Authorize Employee Attendance
6. Select the Get Details pushbutton.
The system displays the Employee Code, Name and Attendance Unit in the multiline.

7. Select each employee-assignment combination for which the processed
attendance must be authorized. To select, check the “Select” box in the multiline
record that pertains to the employee-assignment record.

8. Click on the Save Parameters pushbutton.

The system displays the session ID, which uniquely identifies the batch of employee
attendance records for which authorization is being carried out. This unique ID is
necessary when more than one batch of records is being authorized simultaneously.

9. Click on the Authorize Attendance pushbutton.

The facility to view the Employee Attendance status and the Error Log are also provided
within this screen.

e Note: If a minimum of one attendance record has been processed for the specified
authorization date range, no error is displayed although the other attendance records
are unprocessed.
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Processing employee overtime

Process Ernploves Cvertirme
Process Employee Overtime

1. Select Process Employee Overtime from the left pane of the Employee
Attendance Processing business component. The Process Employee
Overtime page appears. See Figure 3.16.
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Figure 3.16 Process Employee Overtime

2. Select the Processing Unit and the Scheduling Unit from the relevant drop-
down boxes.

3. To process the overtime of the employees under a specific rota plan, select the
rota plan from the drop-down list box.

4. Enter the date from which the employee overtime has to be processed and the
date until which it has to be processed.

5. Select the Get Details pushbutton.

The Rota Schedules multiline displays the rota schedules that have at least one
authorized attendance record available.

6. Check the “Select” box in the Rota Schedules multiline, to indicate the Rota
schedule for which employee overtime is to be processed.
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7. Select the Save Parameters pushbutton, to save the parameters entered.

8. Select the Process Overtime pushbutton, to process the records.

Note: When the Save parameters pushbutton is selected, the system displays the
following, “Session ID”. The session ID uniquely identifies the processing carried out
on a specified set or batch of employee overtime attendance records. This unique ID
is necessary when more than one batch of records is being processed
simultaneously. You cannot process a batch of records without a session ID.
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