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Overview
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To install the program following the instructions for configuration. You can then keep Personnel
Records and produce Personnel Reports. The software provides the following:

1.

@n

15.

Complete Personal Records for each employee. This is located using the existing staff
menu.

Attendance Records including sickness and holiday booking.

Employment Contracts for each employee with legislative guidance covering English
Law.

Job Description Records for new and existing jobs.

Appraisal Records for keeping track of employee progress and planning improvement.
Person Specifications to aid in the recruitment, selection and employee review.
Employee job movements within the company.

Job Pay Grading to help set equitable pay.

Training plans and performance review records.

Discipline and grievance records.

Recruitment and Selection documentation and records.

Company wide rules, regulations and employment policy.

Organization structures.

Standard Reports and forms for all of the above and the ability to customize and create
forms and reports.

Backup Data.

To help you deal with the personnel functions available there is extensive help on the operation
of the software and legislative requirements.
The Personnel System Help File available are called from the main menu.
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Select the menu option to look at or choose the functions listed below to find out more.

Security
Company

Existing Staff
New Staff

Job

Reports
Database

Backup



Import and Export Data
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Press the menu option you wish to look at.



Installation and Configuration

If there is no information on the system about your company or you wish to alter configuration
information using the Setup | Configuration option of the Company Menu then you will be
shown:
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| Appraizal

% Formal Appraisal; Appraisal period | |7

€ NoFormal Appraisal  In Months

| Pay Review : .
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" Other

W Employee ID Automatically generated

Note the Employee ID Automatically generated check box. If checked then all numbers for
employees will be automatically generated. If unchecked then you will be offered the opportunity
to manually enter the Employee ID - particularly useful if you are using another package that
has employee ids e.g. Sage Payroll, Pegasus Payroll, etc.

This form also allows you to decide whether you carry out appraisals and revise pay at regular
intervals. You should complete this to help the system monitor what is being entered on to the
system.

You should now consider following the flow diagram below for adding records.

Company Set Up

'

New Job Details

!

Mew Employee
Details

Menu Options (in relation to diagram above)

Company|Setup|Company Details



Job|Description Person Spec.|New
New Staff|Add New Staff Member

By following this sequence you can ensure that the employee records you put on the database
have the necessary allocation of company and job.



Company Standard Information

Your company can be either a single unit or a number of units. To add or change your company
name, address and general employee numbers you can select Company details from the
Company|Setup Menu or by pressing the <Company Details> button.

Company Details

You will need to consider the personnel rules, procedures and policy common to every
employee in the company. This will cut down on the amount of typing you will need to do for

contracts and allow you to have consistency in the way you treat your employees. This can be

Legal - Terms and
Condilions of Contract

set up using the company menul.l

To create a standard global employment contract, sometimes called a handbook, you can select
Handbook from the Company menu and press the HandBook button in the Contract Generator
to set up the standard record.

Finally you may wish to set up an organisation structure. When you enter new employees an
organisation structure will be created from the person the employee reports to. You may wish to
review and change entries after looking at the organisation structure.

New Employees

Organisation Structure



Company

The company menu relates to information that is common to the whole company.

= Parzonnel System

Esistng 31l
Set Up 3
Sinuciure
Handboak
Pay Grades
Pazaviord 5 ecuily
Vehicls Useage
Risk fzsasemant
Menu Option Purpose
Set Up To enter or change company details.
To enter policies applying to your whole company e.g. statement
on care of staff, confidentiality of information, etc..
| Legal-Policy |
Structure To view, change or print the organisation structure.
Handbook To enter policies applying to your whole company e.g. statement

on care of staff, confidentiality of information, etc..

| Legal- Policy |

To enter standard procedures for carrying personnel activities e.g. dealing with accidents,
discipline, grievance, absence, etc.

To enter rules and regulations for acceptable employee behaviour and work practice e.g.
attendance, care of equipment, care of staff, health and safety, appearance, etc.

To create/edit job terms and conditions of contract and/or staff handbook documents e.g. taken

from standard procedures and rules and regulations plus any standard contract requirements.

Legal - Terms and
Conditions of Contract

Pay Grades To create/edit pay for specific grades. You should consider this if
you wish to make global changes to a number of employees pay
at any time in the future.

Password Security To change security passwords for access to the program.
Vehicle Useage To allow the addition of vehicles to the database and allocate

staff use against those vehicles.

Risk Assessment To allow the evaluation of risk within the company through a risk
assessment audit.



Company Set Up

On selecting this option you are allowed to enter company details
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If you wish to create a new company then press the + icon on the standard buttons group.
Enter company name, address and postcode and select or enter the company type.

You can change or enter the number of employees currently working as full time, part time or on
fixed contract.

To save your entries press the <OK> button.



Company Details

To change company details select Company Details from the Company|Set Up sub menu or
press the <Company Details> button.
Company Existing Stafi MNew Staffi Job e

et Up Company Details
Policy Security
Structure Configuration

1
You will see the form shown below.
'—| Company Information

2 ll— Stendard buttons for the company table
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Hame Telephone

| |7 aphor Richards Lid | [maszs1176]
Addiezs Fax
{[13 B vork Road [483671176
|| Guildierd

|| Sunnep

Contract Employess
Musthes I J—fr— Fxed Term Contract Employes Numbers

Full Time Employees
Postcode 5

o [

Part Time Employees
Humioes 1

| Buginezs type
: Software - Parzonrel _|*

— Type or select business type

DO NOT DELETE A COMPANY UNLESS YOU HAVE NO EMPLOYEES WITH THE
COMPANY.

You can change any of the details.

The Business Type can be changed by either typing in a new Business Type or selecting a
Business Type from the drop down list by pressing the down arrow to the right of the Business
Type.

If you wish to add, delete or move to another of your companies you can use the list of buttons

at the top of the form. These are explained by accompanying hints when your mouse rests on
the button.

When you are happy with the changes press the OK button.



Security

There are two security levels offering different access to records:

1. Security Level 1. This allows full access to all records without restriction.

1. Security Level 2. Allowing you to read the records but not allowing changes or additions to
the records.

1. Security Level 3. Allows you to set up a custom interface which can be specified for a
specific employee.

Security codes for levels 1 and 2 are set the same initially. If you would like to restrict access of
other users or change your password you will need to change the code. To do this you can
choose either Password Security from the Company menu or Security from the Company|Set
Up sub menu.

2 Parzonnel System
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Set Up 3
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You will come to the Password Update screen below. Select the level of security you want by
pressing the Total,Read or Custom buttons.

Select Paszsword change: j -
Security Level 1 - Read/wiite
Tatal | sccess to all records x Cancel
Secunity Lavel 2 - Read only F  Help
Aead | sccess to all records

Security Lavel 3 - Custom
Custom | sccess to selected reconds

You can now enter the password. You must enter it twice on the password form then press OK.
You will return to the Password Update form. To finish press the OK button.
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For security level 3 you press the Custom Button.
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Put in the password for this employee and select the employee from the list. If you would like
the employee to be able to change his or her record details turn read only off. If you want the
employee to have access to only his or her records make sure the Employee Related records
only box is clicked else the employee will see all records. When happy with your selection type
in the password for the employee and press <OK>.



Company Configuration

To change appraisal and pay review system settings select Configuration from the Compay|Set
Up sub menu.
Company Existing Stafi MNew Staffi Job e

et Up Company Details
Policy Security
Structure Configuration
1
You will arrive at the configuration set up form shown below.
=] Configuration Set Up | e | -]

(Appreieal -

@ Formal Appraisaf Appraissl pesiad
| © Mo Formal Appraisal in Monthe

Pay Rewiew

! ' Mo Review of pay

i i~ On Appraisal
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: " (Hher

The appraisal and pay review systems can be set up by clicking the option you require and
setting the number of months between any formal appraisal and pay review periods. If you
specify no formal appraisal or no pay review then the periods are ignored.

Once you are happy with your entries press the OK button. You will be asked if you are sure you
want to change. Respond by pressing Yes if you are. If you press No then all changes will be
ignored.



Personnel Policy

| Legal-Policy |

The policy of the company is set up by using the policy option of the company menu.

To create a new policy statement you will be using the Word Processing facility.

The policy statements will include all areas relating to Personnel matters e.g. Employee
treatment, employee behaviour, health and safety, etc.

The standard policy statements that appear in the Wordprocessor can be copied and printed to
the job specific statements.




Organisation Structure

You can create an organisation structure provided you have specified the direct relationship
between employee and supervisor. If you need to do this you can select Personal Details from
the Personal Records_option of the Existing Staff menu or press the <Organisation Structure>
button. The structure that can be drawn is limited to a pyramid shaped chart and the whole
organisation structure is put on one page.

Once you are happy with your staff relationships you can build an organisation chart by
selecting Structure from the Company menu or selecting the Organisation Structure button.

From here select the company you wish to draw.

#= Mrganization Chaat Creation

Dhigarisation Elements : Select Compary bo Draw
© et | Fefor A | :
= dot Tite | J m

I~ Depaiinant : ; E} L
[~ Sachion - ! ¥ Lendicans
Draws Chart F Co Bk P Bulton

The organisation chart will be automatically built by pressing the Draw Chart button.
bt | E]=]

n
D saion Ebaventy S Covpans nDm
Crrmeis g% e
[ JebTHe -
[~ Cupartrand Fageiivm Lies
[~ finckae P P : = 3 | Lo .E-“ o
B Prd et Sl © Foiisd s
Ak Heragerwat: Stz Lz |
Risk Manacement Softwars Ltd —
Richort Tryler
Mduchinkst
AR Y| ey T FRIE ATET ST o = 3
Furchexny Ur ecloy arkeing Ureclo ;L'llL“ Accourtant Fra =
1 | L FI

Use the Print button to print out the chart.

Select the Save button if you wish to save the chart as a separate file in Bitmap format (BMP).
This can be used in most graphics packages.

If the Chart is too big for one page then it crosses multiple pages.



o= Dpeaiina lien Chail, Cicalmm

| Jiga<aation Elevenk

g Frrcbing Zurwn Cheat: Ea: =

e

[~ Cepairan = Pagei— -'"l‘_-&

[ timrsa L  Lavtoogps | woelim
Dl [ e [-“r e | Bukan

Fask, vianagewwnl 5odnae L odProduecdon Production Dizzor
Firch, Vhanagenmat Sdesan o Bo oz Saca Haragaa 15aac )

Hmm«zmsum.uﬂmm—mmguu:lm |
Risk Management Software Ltc

R Hoaga e, Sulbaa e LI

Richard Taylar
larmaging Directar

I I I
Linga Harbart Janine Chst Gaorden Baltrur |

Meal Rlcharde
Chief Accountant

Sales Manager [Fouth) [Purchasing Directer Marketing Ddrector|

r

Upedo iy Dyt dun £ty Phosns'wha,

You can change the font colour, type and size by selecting the font button and change the line
drawing boxes, the background of the boxes and linking staff by selecting Line and Box Button.



Standard Employment Contract Conditions

Legal - Terms and
Conditions of Contract

You can set up contract conditions and master contract headings using this option.

To create/edit a new Standard Employment Contract Conditions statement you will be using the
Word Processing facility. The category Employment Conditions, Master offers a list of headings

in the master document which should be the first thing copied to the job contract or Handbook
document at the bottom of the screen.
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To build a job contract select records from the master documents and copy them to the job

contract using the <Copy Condition>, <Paste Condition> buttons.

Company Standard Procedures

Standard procedures are set up to help define what should be done to deal with personnel
issues. The procedures outlined can be used to develop Handbooks, Standard job specific
Terms and Conditions of Contract, Notices for staff and compilation with standards e.g. ISO
9000 - Training procedure.

To create/edit a new Standard procedure statement you will be using the Word Processing
facility.

You can use any procedure typed or chosen from the list available to create Job Terms and
Conditions.

Company Standard Rules and Regulations

Standard rules and regulations are set up to help define what codes of practice employees
should work to. The rules and regulations outlined can be used to develop Handbooks,
Standard job specific Terms and Conditions of Contract, Notices for staff and compilation with
standards e.g. Health and Safety.

To create/edit a new Standard Rule and Regulation statement you will be using the Word

Processing facility.
You can use any Rule and Regulation typed or chosen from the list available to create Job

Terms and Conditions.







Pay Grades
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You can change or add pay scales/grades for individuals using this option or pressing the
<Company Pay Grades> button.

Grade [T Dvartime Rafe / hour
Ptz on S eak I_E
Battom Pay £50,000.00 £

Top Pay 70000000 Update Emplopes Records

You can enter the grade as either 1..99 or A..Z or A1..299.

The points on the scale determine the split of the pay grade into equal elements e.qg. if pay
grade A has a salary range from £20,000 to £25,000 and the pay scale includes 5 points then
each point represents £1,000.

It is useful to use pay grades and scales so that updates in pay are easy to calculate and apply
globally to everyone on that grade.

When you have made changes to pay structure you should press the Update Employee
Records to allow employee records to be updated with the new pay. You can override the pay in
the individual records if you require.




Risk Assessment
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Asseszor Name

Title  First Mames Sumarne
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Camy ot righ azsessment by iling m the appropnabe boees on the: fowr pages. You can see the
cumreri sk arsezsment by fling n the frst 3 pages. Update recoids by changing date of
aspeizment rather than repasting al enties for a past sseszment

This offers a simple approach to developing a risk assessment. It revolves around you
classifying the risks. You start with a general page offering you the opportunity to enter an
assessor name and the date on which the assessment takes place. To add, move or delete a
record from the risk assessment file use the navigation buttons at the top of the page. Use the
next three pages to enter details of the risk operation.

ACTIVITY PAGE

e Rigk Azzeszment Entry
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E— [ty | Hazard | Action]

Bctivity Group |Lﬁn;| and Camying j

Acitity descnphon
v SO0K.g goods bo shones.

Accident Probability [ 3 iy

Estimated Accident Cost | £1.000.00

The type of activity carried out by employees. This is known as the activity group and some
examples are shown in the drop down list. You can add to this by simply typing in a new activity
in the Activity Group box. Try to put the chances of this activity causing an accident in the
Accident Probability box (1 represents virtually no possibility, 10 represents 100% possibility of
accident). The accident cost represents an average cost of the accident occurring taking into
account such things as lost time at work, retraining costs, investigation costs, insurance and
compensation costs, updating equipment, machinery, practices, etc. You may find that past



records of accidents may help you decide on such costs.
HAZARD PAGE
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General | Actwty  Hazard | Acton |
Hazard Growp  |Foor Uizs of Equipmeri |

Hazard desciiption

Tralley out of balance can fall an e

Current Hazard Cortiols

3 wheel naley can accepl 5 lorne load

Hazard Risk Rating| 4 1'%

The nature of the hazard is shown in the Hazard Group. You can select the Hazard from the
drop down list or enter a new Hazard Group by typing in the Hazard Group box. The Hazard
represents the opportunity to cause an accident and includes such areas as heavy loads, Slippy
surfaces, chemicals, radiation, dangerous equipment, load noises, etc. Consider what controls
you currently use to reduce the hazard e.g. protective clothing, equipment guards, frequent
inspection, etc. Consider how well those controls work. The Hazard Risk Rating refers to the
severity of the hazard if an accident should occur. 1 represents a minor accident such as a
bruised finger and 10 a major accident such as factory burnt down and lives lost.
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Consider what action could be taken to reduce the possibilitfl of an accident occurring and
reduce the impact of such an accident e.g. changing procedures, training, equipment, etc. How
much would it cost to change and what would be the financial savings involved e.g. enforcing



the use of safety glasses may cost an additional £5,000 per year but save potentially £10,000
per year in eye accident related costs.
Once you have completed all entries you can end your session by pressing the <Close> button.



Existing Staff

Existing staff information can be obtained from the main menu option shown.

Hew Stalf
Persanal Aecords #
I Terminztion
Transhes

Allerdares 3

Traring 3
Apprasal
Dizciplne
Griavance

ok Acodent

The options available are

Personal Records or <Existing Employee> button

Termination or <Termination> button.

Transfer or <Transfer> button.

Attendance or <Attendance - Individual> or <Attendance - All Employees> button.
Training or <Training - Courses> or <Training - Employee> button.

Appraisal or <Appraisal> button.

Discipline or <Discipline> button.

Grievance or <Grievance> button.

Work Accident or <Accident at Work> button.




Existing Staff Personal Records

You can change employee records by choosing the Personal Records option of the Existing

Employee Menu or press the <Existing Employee> button.
ﬁﬂwﬁld‘l Job Fepoe Backup Dals

[ Feorieco: L
|

Canfract of Emplayment

Tenminiation Job Deteils
Tianzlen

This gives you the opportunity of changing:
Personal Details

Contract of Employment

Job Details




Check Existing Employee

This will offer a list of employees. By selecting one using the mouse the record becomes the
current one. To edit the current record simply choose an entry below the list.



Employee Details

Employee records are maintained on the Employee Detail Form.

2 E mplogess 1D edals

&I Chnnse existing employee Hl o | E: | Hl * | -l _ |

¥ Cancel Surname iFIr:I Mames Title[Job Title j‘
M S m | W [ S ﬂ
Title First Mames Surmaime
[ e [Fettrum
Home address Employer Date |
Ths sddzees of Birth
Staff Plcture
Home post code Eﬁl ¥
Huome Telephone F L34 Ve
Home E-Mail[Fax J

e (et 1 T, 2 Perscnl [Frencia [Densirs ]

You can enter basic information specific to this employee. There are six pages on the form
which can be selected by pressing the Tab at the bottom of the page using the mouse.

You can select another employee by either using the employee navigation buttons or pressing
the mouse button on the Check Existing Employee box. If you have a windows bitmap picture
for the member of staff (file extension BMP) you can put it the Staff Picture box by double
clicking the mouse in the box and entering the file name in the resulting form dialog.

Home - as shown above.

Work 1

Work 2

Personal

Financial

Benefits




Financial - Employee Details
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Benefits - Employee Details

i E mplogess 1D edals
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Allows the entry of any pension or insurance plan you have set up for the employee.




Individual Contract of Employment

Legal - Terms and
Conditions of Contract
You will need to create/edit terms and conditions of employment for every member of staff and
issue a copy to them. To do this you can use the Contract of Employment option from the New
Staff menu or the <New Staff Contract> button.

You will be asked whether you have created the new employee.

f) Hawe pou crasted the nes emplopas?

If it is an existing employee then select <Yes>. If you have not yet started employment of the
member of staff select <No> and you will be given the opportunity to Add a New Staff Member .

You will now move to the Contract Generator.

= Contract Generator
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Terms and Conditions of Employment

Reporl: i =248 [¥=17 |Capz |Mum [lne |
If there is no terms and conditions shown for this employee then you will have to copy across a
specific form for employee details using the <Copy Employee conditions to contract> button.

You should now be able to copy across standard conditions of contract for this job using the

<Copy Job Contract Conditions> button and/or use the <Carry out Merge> button to merge the
fields on the form with relevant data from your records.
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Continuous Employment began on:

Job Title: *[Teh Tite]
Brief description of joh:
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Employee Conditions Copy

Legal - Terms and
Conditions of Contract

The selection form appears.
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Select the appropriate form if there a number of them and press the
<Copy to Employee Contract> button.



Individual Job Details
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You have the opportunity to view and change any records that are specific to a given employee
in his/her job.

If the employee has worked in other jobs within the company in the past then you can use the
<Employee Job Details> button to view them.

The screen shows 3 pages to look at:

Employee’s Job

Job Record

Job Details




Employee’s Job
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Allows the editing of current employee conditions in relation to the job e.g. hours of work, where
working, etc. Fill in as required.

L] E|r||:|u:p|=i_- Job Drelails

Emploves ST LI Employes Mame | OK |
ol I I SN I I N I I N o ==
Employoe's Jab | Job Flecard | Job Detais | " If previous jobs within company
Job Tikhe Department Sechion
IFlnamiaI Diractor |F|nan:3 |
Priricipal ok Location Manager
[Richaid [T apdor
Job Stat Date Job Erd Diate ‘Wiork Fhone Humber

METEE |

Aeazon ForJob Changs

Homnal Werking Hours

W 1k
Shart T IIH:I:ID:IJIJ De:00:00 030000 IEIE:I:ID::I:I 30000 I
o | | Total Hours Per Wieek 0
| |

Firish Time  |17:00:00 170000 [17:00:00 170000 [17:00:00

Hows | B B B B B




Job Record

| Leqgal - Aﬂendﬂnn&l

# Employes Job Details

Ermployes Ermplayes's Job Delal: e (e i oE 1

H|-l|h-|h-||-| I'|'|h-|h-l|*'||h1| [ri=a |Fiichsrcts
Employeesdon Job Record | ot Detals |

Attendance Hecords Attend Description
Dap attendarce] Atiendence Mods| Atterd Desciintion| = |

W 140557 T [Hcluul

I T [Mama)
16/05497 T [Mema)

_|[1resET T [WMamal _I
08/06./97 H [Mema)

| 10557 H [Mamal
1106497 H [Mdllll.l|

| 120es5T H [Marmial _I

Training Records
Training zlart) Traning fnish| Cowrss Tile Achual Training oubcome| Expeched Training u:ul,b:muli’

B|14/05/97 175497 |Managemer

=

This gives you information about absence and training experienced by the employee while
working in the current job. The attendance mode is just a code to help the table interpret
absence:

N - Scheduled Non Work or Official Non Working Days.
H - Holiday. Official holiday dates.

S - Sickness. Absence through illness.

T - Training. Courses out of work not on the job.

O - Other. Unspecified.

The attendance description you enter can give more information.



Job Details

&= Emplopee Job D etails

T S 5 |

aduce end of menth end =nd ol yesi fnencial tlatements
et el &l baigets and oigenise waikloads

This gives you information about the principal activities, responsibilities and objectives for the
employee in the job and how the job creator has rated their importance for the job and the
company.



Employee Termination

Legal - Termination
of contract
—_—

The form below appears.
= Taimination !IEI E

....................

Select Employee to terminate X Cancel

IGreaves ﬂ
Date of Termination I?ﬂ.i[ld.‘ﬂﬁ

Enter reason for termination

[Moved 1o another juh at Software Systems Direct. Moved because of pay] =

| |
It allows you to enter when the job is terminated and the reason the job has been terminated.
Press <OK> to accept changes or <Cancel> to not update records.



Employee Job Change

Legal - Termination

of contract
—_—
&2 | ob Change
Current Position |_|Surname First Names Title i‘
Select Employee: Gremwves Geraldine Mrs j

Current Job: Financial Director

Job End Date: |259/04/36

Reason for Change

Require more involvement in Marketing matters =]
=
New Pasition
MNew Job: |Harl-:et|ng Director j
New Manager: |Ta-,r||:|r j
Job Start Date: [23/04/%6 oK X Cancel |

This allows you to change the job for the employee in the top panel.

The steps are:

1. To change the employee for transfer click in the employee name box and select the
employee.

Set the reason for change in the necessary box.

Select the new job the employee is going to.

Select the new manager the employee is to work under.

Update Job end date and new job start date.

Press <OK> to accept or <cancel> to ignore changes.

aRrLON=



Employee Attendance

| Leqgal - Attendance I

You can view and change employee absence by looking at individual absence records or
multiple absence records.

l'._.'i
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Select the option corresponding to the individual or group viewing and editing of attendance
records.



Employee Attendance Records

| Leqgal -Aﬂendanc:el

Once you have selected an employee from the Staff Member Selection Box you will find a
month calendar appear for the employee.

Mormal o 10 11
14 Vifork Days 17 18
Pz:"e_,s n":iéjse bJE?I‘l
\—on date to set absence
23 23~ k]
1 Movement |
— to month/year

[ox]
o

o Last veir | Nest Month = |

Last Month | Hest Year 3 |
M 7 Help
Year/Month? _I

x:mll

Sumame: Greaves

CﬂlﬂlIle

This shows you the official working and non working days for this member of staff provided you
have entered details of their normal working in the employee details record. The white boxed
dates represent the normal working days.

You can move between months by pressing any of the movement buttons described in the
illustration above. If you have a specific month/year to go to press the <Year/Month?> button
and fill in the Year and Month in the boxes provided.

To enter an absence for a particular date press the mouse button when the cursor is over that

date.
Next Year B 0
YearfMonth?
Calour Key | £ Prind |

Furst Hames: Gesdns

Last Year | <= Last Month| Next Month ==

ﬂ Change Mlh:nd:nu: JOK

Once dapﬁ'milplnj'uus selected

press key 1o change anendance June, 1397
ure Fiest Mamss Etar Dake 1lzfafale 1019121318 1918 [E] EEE)
m Gordan 10, Agril 1335
n danins 10, Juree, 1352
I Jacctr 10, July, 1357
BT Linda 03, July, 19595 HH[H
i <hahn 10, July, 19535
s dane 02, July, 1357 H|H[H
FES Mol 013, July, 1955 HIH[H day
[ Fisda 10, July, 1957 lan
] skihn 03, July, 1958 H|H|[H
F Fichand 05, Juiy, 1983 HfH [+ g
sEtoch slanine A0 July, 19595 nea

A box appears allowing you to enter the type of absence and any details of that absence. It is
best to put details on the first day of such absence. You should check the unauthorised box if
the absence was not authorised by the company. When completed you press the <OK> button
and return to the calendar to see the colour of that date change.



May 12. 1997

Mon Tue

Year/Month?

Fust Hames:  &nthary George Sumname:  Hamou

If you want to see what the colour represents simply press the <Colour Key> button. A box
appears showing the meaning of text colours for boxes. Alternatively you can press the mouse
over the date to return to a view of the absence record (useful if you have made a mistake). To
get rid of the absence box press the mouse button over the right side of the text colour box.



Employees Attendance Records
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On selecting this option you will get a list of employees sorted by surname.
(@ Clendar TableSetop————————_—— — "~ @B
o an | & Cancel Alll X tanceli { i ol

Checleumame |Flrst Names =]
True Greaves Geraldine

r Harmour Anthony George

2 True  |Smith [John Raymond

Taylor Richard H

Double click ta
set True/False

1y of?

To select employees to look at double click in the check box next to the employee name ( a True
record is viewed). If you wish to cancel the selection of employees press the <Cancel All>
button. If you wish to select all the employees press the <All> button.

Once you are happy with your selection press the <OK> button. The calendar screen appears
showing the current months absences for the selected employees.
s May 12, 1997

& Last Year

<= Last Month Srtars

i Navigation
—- Buttong rearfMonth?

F] Change Attendance I [ W OK | Colour Key Print | —————

Sumame First Hames MR REEEEERABEEEEE R EEEEEE EEEEEEE

Graaves :l?-er-:lcir-e- 'l":’ TEEY | 3 ||43 | | |
Harmour _Pﬂmwu Georgs T
Sample Sample 1

You may wish to add or remove absences. To do this selected the date or dates you wish to
change for a specific employee (to choose a range of dates simply press the mouse button
down on the first date and keep it down while moving the mouse pointer to the last date. A box
appears offering you the opportunity to enter the type of absence and any details of that
absence.

P 7 T O = I P I I I I O [P [ o 9 1 [ [ [ e I [ |

“Waork Change Options
" Scheduled Non-Work Toggle
™ Holiday
# Sickness
" Training
" Other
" Delete Absence

Absence for these days

ancePanel ——————
May 26, 1997 To May 29, 1997 | oo 0K}

e

Sick for these 4 days |

=

Press the <OK> button when you are happy with your entry.



The <Colour Key> button offers the key to colours used to represent the different type of
absence and works in the same way as for individual employee absence records.
When you have completed all entries press the <OK> button to return to the main menu.




Training
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Training records can be viewed and changed by using the training options of the Existing Staff
menu option or pressing either of the <Training> buttons.
wuuw Staff Job Fepot: Backup Hep Ey

Paizona Fecoids »

ol | @B E

Teminatian
Transfar

Abendance L3

Clotelect Coue

Appraizal HMarthlp raihing commima ks

Diiscplre
Gl afics

1. Course details . Gives details of a specific course.
2. Student details . Gives details of student training in a particular month.



Course Details
r ] ‘
A
‘ ] J

You can set up or change existing details of a course using this option.

= Course Detailz

Select if existing course

1 Can Select an exisling course from this drop down list j
| | p_L_gl | * | = | w | ¥ Cancel | L Print Report |
Course Navigation butions
Course Title |snmplt Course Start Date [10/01/95
Location (Guildford College _ Finish I:_rm: 17101136
ouble click fo edit

Training Description |SFmple

[ Estimated Total £100.00

Course Cost

Course
veral Type External Taught =] P l_
Heview Course Cost

Hating

Course Manager
Title Firzt Names Surname
Mr |Gerald |Feltham

T\Couwse Detals {Students Alocated f—— Tab bar
To add a new course press the <+> button on the navigation bar.
To add students to the course select the Students Allocated tab on the Tab Bar.

#* Course Detailz

sample 10407 {96 1o THO1 96
i'::c;lt:d?:ii Add student from drop down list j
% Delete}- Delete Current highlighted employee from list
THe First Mamez |5u‘nm |E:¢|u:|=dl:luh:m |.-!l.-|:h.|a| Outcame |
-dldurll.' GI eaves

Students on course ‘sample’
M Jokn Fapmord Sraith

You can add additional students to the list by selecting them from the drop down list.
If you want to delete a student from the list press the <Delete> key to erase the current selected
record.






Monthly Training Commitments
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You are able to view all employees engaged on courses for the month of your choice.

& Studentz Training thiz month

Select order in which you wish to see records fDisplay Box

IDcpamm:nL Section, Surname, First Names :I
; Year movement
x|+ > ' OK | X Cancel | £ Print Report [
e
Titles January,96 Month movement

|Cepectmist A3 I AnE EREHE DHOE S 0EE EEaE JaE
ey L o £ o1 o S T i T

Finance

Greaves eraldine
Fuichasing and Supply

Student course allocations
Smith Juhn R apmand b L Y L L

Using the display box you can view records by either surname, first names or Department,

Section, surname, firstnames.
Use the navigation buttons to move forward or backward a month or year.



Employee Appraisal

#&2 Appraizal Form =] E3
Appraisee | Trammas j Rating I
Migel; Sales Manager (South) Status point on grade I 1
CETE B Christ
=% Print Form |

Jdanine; Marketing Directar

Interview = .
Date | [teminess | History

I Y Y

Targets set
To complete CIM examinations this year [ Finals Oct 1998).

To complete all appraisals by end July 1998.
To achieve 8% growth on Southern Sales Team 1997 gross sales.,

To achieve »802% attendance at Hegional sales meetings.

Action Plan

Complete CBT course and revision course,

Plan and appoint appraisals by end of February.

Increase amount of accompaniment and training 'in the field".
Invoke a 'no excuses' policy for regional meeting days.

Offers the opportunity to enter outcomes from the appraisal interview. Buttons offering other
appraisal information include:

Print Form
History




Appraisal Print Form

Goes into the report generator and shows the appraisal forms.



Appraisal Print Info

Produces a list of previous appraisals for this employee.



Appraisal History
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Is used in the same way as discipline history .
Gives a full list of previous appraisal records. If you wish to view/change the Action Plan or
Targets fields simply double click the mouse button in the field.




Employee Discipline

Legal - Disciphne
|

=2 Dizciplinary Form

Employee IN““h“ﬂ‘F j

Issued By ITrammas j Warning &

Issue Date|zﬁmﬂnﬂﬂ? | Histuryl r,l,l - H|.|.|_|r/~|

Details of |MS Northney did not achieve targeted sales in the last two months. In
June 97 she achieved 68%, in July she achieved only 42%. In August

Witness IFursyth j . S OK =% Print Form |

offence
she achieved 5626, including an £18,000 order [1624) that was recovered
after the original Client Company went into receivership and was then
aquired by the new Client. Now 6425 of expected sales - year to date.
Employee Domestic problems have interrupted her concentration and commitment.

The problem, concerning her partner's relocation overseas, is now
resolved and Ms Northney is confident that she will exceed her years
target inspite of this lapse.

Explanation

Future Yerbal warning given.
Action to be [90% of normal target set for September. Position to be reviewed at end
taken of September. Closer supervision and support over remainder of 97.

Allows you to keep a record of any discipline meeting/interview carried out.

You can look at previous discipline records by selecting the <History> button. You can even
change details by selecting the record you want to look at and then returning to the previous
screen by pressing <OK> though this is not to be recommended - best to change them in the
History screen. Be careful though for if you have just created a new record and have not
completed entry you will have an incomplete record saved.

To print out a list of discipline records select <Print Info>.

To print out the standard Discipline form select <Print Form>.



Discipline History

Legal - Discipline |

=2 Dizcipline Details
Surname Firzt Mames Title Delete Record
IN-::rthne_I,I FPaula |E - |
Job Title 7 E .
ISaIes Perzon Area 3 ﬂl DnEEmiT%,lEeTé S Ho

fily 7—|

Issued By: - Mr Nigel Trammas Allows records for one employee only

Withezs:  MrJacob Forspth

| nkerviem datel Dizcipling Detailz IEmpIu:-_l,lee E xplanation IDiscipIine Action I ﬂ
l ZB/08/41997 | [Mema] [k &mno] [t emnno]
= 2244998 | [Mema] [k &mno] [t emnno]

Gives details of previous disciplinary action against this member of staff.

Double click on Outcome, Action or Detail cells to change these fields.




Staff and External Grievance

#+2 Grnevance Form

|7 : —‘ Internal Complaint ISmith
" External Freds; Sales Person Area B &% Print Farm
Date Acted on ﬂnmﬂh: IChrist j
1211997 T
I I'l I'l Witness IFursyth j H|5t|:|r‘_‘y"
G I N
Details

Haised a grievance over state of company car - pool vehicle, handed over as a
temporary measure pending new lease contract.

Action

Ms Christ agreed vehicle was not of usual standard but explained the new lease
company were a considerable improvement over the old one and worth waiting for.
Agreed that vehicle should be valeted inside and out at the earliest opportunity.

Allows you to enter details of any grievance information relating to a specific complaint. If the
complain is External then you should select External from the Complaint From box.

To view a history of previous grievances select <History>.

To view and print Grievance forms select <Print Form>.



Grievance History

| Legal - Grievance I

## Previous Grievances =10
g . - One current
ﬂ Print | [Delete Record | Emplaves Only M

Title First Mames Surname Postoode
[Mr | [Freda [Srith [wr27s

Acted on by Kz Janine Christ
witheszs: krJacob Forsyth

Interview datel Detail |.-’-'-.|:ti|:|n | ﬂ
L] 12/1141937  [Memal [Mema)
| |20/01/1938  [Mema] [Mema)

[

=l

Gives information on recorded complaints made.

If you wish to look at/change previous Detail and Action double click the mouse in the relevant
cell.



Work Accident

This allows you to record all accidents that occur within the company. There are 4 pages for
each accident and you can add, delete or move between accident records by use of the
navigation buttons at the top of the form.

ACCIDENT

&= Accident Log

ot gl P L B S Rl

Acordent | accident Detaits | Injay Detaits | ‘wilnesses |

E mplowee Mame Sedect

| Bedium ;I
Gomdon Eeftrum
Sales Reprezentative

Date of Accidank Lacation of Accidant
o AA97 aike Sloles

With a new record select the employee from the Employee Name Select drop down list. You
need to enter a date when the accident occurred in the form Day/Month/Year and where the
accident happened.

ACCIDENT DETAILS

#2 Accident Log

o st 2 25 I ST

Becident  Accadent Detail: I Inguty Detals | ‘wiilneszes ]

Gondon Bekim
Safes Aepesentalive
Bctiviey Gioup Hazand Group
|Ll't ng and Caiying ‘ﬂ |F';u:-' Dresign of Equipmeni :J

Howe accidient occumad

Ful wade heawy load an lialey. Tialey became unstable and load fel onusers foal,

This page allows you to enter the type of activity the employee was involved in when the
accident occurred and the Hazard type that was involved in the accident. These were created
by carrying out a risk assessment .

You need to enter details of how the accident occurred.
INJURY DETAILS



&= Accident Log

4 i T R =

hceidert | Accident Detsls Iy Detaisul Winesses |

Goedan Bekim
Sales Representalive
Estimatad cost of injury £1,000.00

Watura af Injury and Corseauence
Fool frachue, Likel bo be off work for 2t least 3 weeks

Enter the description of the injury incurred by the employee and estimate how much you think it
will cost to the company.
WITNESSES

&2 Ancident Log

el ==

Aceident | Aceident Detals | Injuy Detals Winesass |

Gordom Bekium
Sales Aepesenbalive

Witremss Mame
| Betrum =l

Witresses

Eirvan Brulishit - Sales Managar [South)
Janne Chest - Sales Hepresentative

Select witnesses to the incident from the witness name drop down list.
Once all entries are completed you can end the session by pressing the <Close> button.



New Staff
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The New Staff menu gives you the opportunity to follow a recruitment process and add new
members of staff to your organisation. The new staff menu and Recruitment sub menu are

shown below.
LEOEEIY Job Fepovls Hackup Help Eal
Mew Job Desc Persan Spec

Conlract of Emploprment Adweilizment Capy
Application Fom
Inteaviews Sseazemarnk Famm
News Bpohcant
Letters bo apphcant

The principal options are:

Aod Ness Stalf Mambar

Legal - Discrimination I

1. Recruitment. The recruitment process and documentation.
2. Contract of Employment . Creating and editing a contract of employment for a new or

existing member of staff. For an applicant who is offered a post you must transfer the applicant

Legal - Terms and
Condilions of Contract

to your employee list to generate a new contract.
3. Add New Staff Member . Allows you to enter essential information for a new member of
staff who has not been through the recruitment process.




Staff Recruitment Process

| Legal - Hacruilmunl.l

The recruitment process sub menu of the New Staff main menu option gives you the following

Legal - Discrimination

options being careful to eliminate discrimination from any stage :

1. New Job Desc./Person Spec or <Job Description and Person Specification> button. AIIows you
to create a new job description and person specification if the job has been newly generated.

2. Advertisement Copy or <Job Advertisement> button. Simple document creation utility to
outline Advertisement information.

1. Application Form. Produces a standard Application Form from a list of choices. Appears in
the Report Generator for you to edit and print.

1. Interview Assessment Form. Produces a standard Assessment form for selection interviews
from a list of choices. Appears in the Report Generator for you to edit and print. The job
description and person specification may give better guidelines about specific areas you want
to find out about.

2. New Applicant or <Applicants> button. Create/edit an applicant details on the database so
that appropriate letters are sent to each applicant. Letters to Applicant covering application
form, rejections, invitations and offers are set up here.




Job Description and Person Specification Set Up

=2 Job Desciiption/Peizon Specilication

N
M

Job Look Up | j fdarketing Director

i [ BT A

Job ]Ka_.. Dbjective: | Key Responsisiiies | Key Duties | Feison Speciication | Job Deserplion | Perzon S pacilicaion Repatt

Job Title: 1Marh:ling Directar Period of Pay: |M Eﬁ:ﬁyﬁwﬂf MM oriiy,
Department: [Marketing Weekly Hours: | 40
Section: Holiday Entitlement
i | per Year [Days): e

Copy Details from another job to current job

1 |

Grade: Jz TI

Bottom Pay £30,000.00 Points on scale & E Update Pay Scales

Top Pay £40,000.00 Owerime Rate/hour

You can select any of the following tab boxes:

1.
2.

3.
4.

5.

6.

Job. The initial tab box allowing you to change job titles, location, hours and pay.

Key Objectives . Allows the entry of objectives relating to resources under the job control
and people accountable to for results.

Key Responsibilities . Allows the entry of the resources the job is directly responsible for.
Key Duties . Allows the entry of tasks that have to be carried out to fulfill the objectives and
responsibilities of the job.

Person Specification . Considers the essential and desirable qualities/skills/knowledge

Legal - Discrimination

required by anyone carrying out the job
Job Description . Generates Job Description from the information entered in 2,3,4 above

but does not save the resulting description to the database.

7.

Person Specification Report . Generates Person Specification from the data entered in 5

above but does not save the resulting report to the database.



Job Tab
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=2 Job Desciiption/Peizon Specilication

Job Look Up | j Marketing Director
X Cancel |

H|1|P|HI+|—| |

Joh ]Ka_.- DObjective: | Key Resporaisities | Key Duties | Person Speciication | Job Deserption | Perzon S pecilicdion Repart

Job Title: 1Marh:ling Director Period of Pay: F.r‘ ﬁ#:ﬂy[ﬁlp‘«*:ﬁf [M]Monthy.
Departiment: |Marh:ling Weekly Hours: | 40
Section: Holiday E ntitlement
St | per Year [Days): 28
Copy Details from another job to current job
Grade: (2 TI
Bottom Pay £30,000.00 Points on scale 5 £ Update Pay Scales

Top Pay £40,000.00 Owerlime Hatefhour

Fill in the form and enter the pay grade if you use them. If you need to create new pay grades or
change the pay details press the <Update Pay Scales> button to produce the following form.

alafome]=fa]-] _ox |
Giade [ Dvettime Flate £ how
Fants onScae [ 5§
Baftom Pay £40,000.00
Top Pay £50,000.00

Use the navigator buttons to add and delete new pay scales and edit pay as necessary. Press
the <OK> button when complete. Using pay grades reduces the risk of pay discrimination on the
grounds of sex, race and disability.



Job Key Objectives Tab
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2 Job DesciphiondPerson Specilication

Joh Look Uip | j Marketing Director
i | “ | 3 | ] | + | - | | [ OK XCunc:||

Jeb F.ey Objectives ] ey Resporsiiites | F.ey Dutiez I Persan Spealication | Job Dezenptan | Peison Specificehon Repail |

Select View/Edit Eegource
Resources - —
| People e i | | » | ]| # |+ | Cancel| QK |Section: People Dbjeciives
I Buildings ~ Sub Headings |Mﬂ1xrmgfilunrhl Item NMumle: I 1 :l
. To motivale marketing and sales staff. -
| IETEUUERI, P To set realistic targets for staff o meet.
F Money ~ .
Eclit Box
I+ Information | ©
I~ Other LN
. |
Accountability
Select YiewfEdit
Who To

I 1his gaction yvou ara looking &l objectvas the job holder must achiewe for
people above, anound and oulside the departmente.g.

™ Internal Customers | © To privide accurate maonthly epons 10 my manager.
¥ Esdernal Customers | 'rl;:a-jiﬂesvel op cooperaive working relaionships with relevant depatmant
' Toensure presen levels of cusiomer safisfaction.

™ Direct Supervisor L

Consider the resources the job owner will have direct affect upon. For each resource press the
corresponding Select Resource check box. Consider the people the job owner is accountable to
and check the corresponding Select Accountabilities box.

Now consider against each box what are the key objectives e.g. for the people resource - To
maintain the present level of performance from staff. To enter the objectives you press the
View/Edit circle box next to the resource or accountability.

If you already have information entered you will get an edit panel appear which allows you to
enter text relevant to the resource/accountability. Once the entry is complete press the <OK>
button.

Note that if you insert a new edit record the ltem Number is increased. When saved this will
mean that all objectives will be related to this number i.e. different number edits will not appear
related to this job. You can reset to the previous number by moving to another number in the
edit box using the navigation buttons.



Job Key Responsibilities Tab
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&= Job Dezcription/Person 5pecification

Job | Key Objectives Fey Rosonsbibes | Key Dutier | Person Specification | Job Desciipiion | Person Speciication Fapat |

I'I|'l h'IH|'|-|—

X Cancel | ‘

Salacy View/Edit For Resources under Comirol

Resources ]| |wi|#] =] |+] Cancel| 0K|5anliun:FmpleHe-sp-umibiily

~ People g Sub Headings m Item Mumler [—1

I Bulldings * 6 direct stafi _*1

™ Equipment | 3 indirect staff

F Money - Edit Biox

I Information |

I Other - =l
To Accountable People

Select YiewfEdit

Accountabilities |
™ Direct Supervisor r

" Internal Customers | ©

[T External Cuslomers | &

Consider the resources the job owner will have direct affect upon. For each resource press the
corresponding Select Resource check box. Consider the people the job owner is accountable to
and check the corresponding Select Accountabilities box.

Now consider against each box what are the key responsibilities e.g. for the people resource -
the number of staff directly and indirectly reportable to the job owner. To enter the
responsibilities you press the View/Edit circle box next to the resource or accountability. This
works in the same way as for Key Objectives .

Note that if you insert a new edit record the ltem Number is increased. When saved this will
mean that all objectives will be related to this number i.e. different number edits will not appear
related to this job. You can reset to the previous number by moving to another number in the
edit box using the navigation buttons.



Job Key Duties Tab
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=2 Job Desciiption/Peizon Specilication

Jeb | Eey Objectives | Kep Responsiviies Ry Dulies |P‘e|3m Spechication | Job Desciplion | Person Specilication Reper |
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™ Buildings . Produce end of month and end of vear financial stalemenls =]
Set staff targets and organise workloads

" Equipment | © EdtBac

I Momney i

I Information |

™ Other - | - |

E To Accountable People
Select ¥iew/Edit

Accountabilities
™ Direct Supervisor i

I Internal Customers | O

™ External Customers | ©

Consider the resources the job owner will have direct affect upon. For each resource press the
corresponding Select Resource check box. Consider the people the job owner is accountable to
and check the corresponding Select Accountabilities box.

Now consider against each box what are the key duties to be carried out to satisfy the
corresponding objectives and responsibilities e.g. for the people resource - Carry out weekly
reviews of staff performance with the team. To enter the duties you press the View/Edit circle
box next to the resource or accountability. This works in the same way as for Key Objectives .
Note that if you insert a new edit record the ltem Number is increased. When saved this will
mean that all objectives will be related to this number i.e. different number edits will not appear
related to this job. You can reset to the previous number by moving to another number in the
edit box using the navigation buttons.



Person Specification Tab
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Double Click on Boxes to sdit and close
Physical |
Attainments |
Intelligence |
Special Aptitude |
Interest Types | Mumber crunching type hobbies.
Used to socialising with different class
Disposition |

Circumstances

A person specification is a description of the necessary and desirable qualities, skills and
knowledge required from the job holder to successfully carry out the work. Before completing
this it is probably worth looking at the job description generated using the next tab.

The list of characteristics shown cover:

Physical. Interest Types .
Attainments. Disposition.
Intelligence. Circumstances.
Special Aptitude .

Decide against a specific characteristic what qualities, skills, knowledge are essential
(Mandatory) or desirable (Discretionary). By double clicking on the small box corresponding to
the Mandatory/ Discretionary characteristic you can edit the text (as used in the example above
for Discretionary Interest Types). Once you have completed entry you can decrease the size of
the edit box by double clicking the mouse inside the box.



Physical

Consider whether the member of staff has to carry out manual jobs or is in a high stress
position. Health can be a major concern in many jobs and should be expressed in this section.
Appearance may be essential to certain jobs e.g. sales.



Attainments
Consider the qualifications and background experience necessary to do the job properly.



Intelligence

You may decide that the job holder needs to demonstrate how well they can deal with logical
problems and analysis of situations.



Special Aptitude

Any special skills the job holder needs to carry out the job e.g. numerical, literate, creative,
logical, etc..



Interest Types

Any areas that would help the job holder carry out the work e.g. Hobbies, interests, reading
matter, societies, charities, etc.



Disposition
Consider the general demeanor of the person and their level of motivation. How should they
behave with other people - subordinates, peers, managers, customers, suppliers etc.



Circumstances

Single, married, family, working hours availability, out of hours availability, transport, financial
commitments, etc.



Job Description Tab
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2 Job Description/Perzon 5pecification

X Cancel | Recompile Job Description |

Job | Kap Objectives | Kay Responsbities | Kay Dues | Person Speciization Job Desciiphion | Faizon Speciication Regon |
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Job Description - Financial lljﬁirer.thr
Finance Sovetofie Print

L |»

Fey Objectives

To ensure all staff work at their optimum eficiency

Job Eating 62 Company Fating 1%

To keep a tght control on financial budgets
To help set and monitor financial budgets
Job Eating 6% Company Fating 50

To keep the board fully up to date with financial matters
Job Rating 37 Company Eating 36

ey Fesponsibilities -
This is automatically produced from the entries you created for Key Objectives, Key
Responsibilities and Key Duties. It includes any ratings for the importance you have placed on
the characteristic to the job holder and to the company. This can be useful for assessment of the
job holder and aids in the setting of job priorities.

You can edit the document and print it using the print icon. The document is not saved and must
be saved as a separate file using the save icon.




Person Specification Report Tab
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MMandatory Requirements
Physical
Healthy and good medical recard
Apprarance smart
Aftainments
ACCE or ICKA quabficatons
At least 10 years relevant experience
Imielligence
Average. Demonstrable common sense
Special Aptitude
Understanding Accounts problems.
Good motwvator of staff
Disposition
Fleasant and sasy to get on with =

This is automatically produced from the Person Specification entries. You can use this to help
identify requirements for a job applicant or for areas the job holder needs to develop in.

You can edit the document and print it using the print icon. The document is not saved and must
be saved as a separate file using the save icon.



Job Advertisement
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The advertisement copy can be automatically set up by using this form.

=2 Adverhisement Set Up
Ele Paragraph  Frirk
Job Title Deparime nk Prass to select  geption Fress o

Firarcial Director Firarce <elbaanisfal Pl Ll

Job Navigation buttons
|« v |w|#|=]a| | Selecitan |

[ Hegenerate macter adwerl
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D |
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You should select the job, department and section by pressing the <Select Job> button or using
the navigation buttons. Press the <Regenerate Master Document> button to start the merge
facility. You then are asked to select the employee who will be receiving applications from a drop
down list.

You will probably need to edit the document to clear out and add relevant information and
amend any clear mistakes.

If you wish to print the result press the Print menu option or <print> button.

If you would like to save the advert to a file select Export from the File menu.

If you would like to import a RTF format file then you select Import from the File menu.

You can move between previous adverts by using the Advert Navigator buttons.

Select Exit from the File Menu to return to the main menu.



Letters to Applicants and Applicant Details
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Allows you to set up and send applicant related documents.

«= Applicant Process

Correspondence Contact

Select Applicant 5] Select I |Ta'_.r|ur Who applicant daals with in company j
Job Title

|Financial Director  Job applied for j
Finance

| Smith
Bumame: I - First Names: Ill'l'ﬂlfl'fI
. M BgE =
Address Title |Mr= Imllnls.l TI.‘II:‘phIJI'II.‘IHEII'I'IEI In-l?-| TIAGET :
Confirm fick o ollow
43 The Larch Telephone[Work] I lerllrarin he sent
bled . .
Ln::in: on Applicant Details E:;“ti L
Application letter | ¥
R letter t f
I"'"f":;ﬁ&..';..ﬁ Dates ittdfs I
Postcode |sw1 5TY et 100 i i :
Joining Instructions | | I
Interview Date | Interview Time
Unterviewears
1. [Smith -] s | -]
2, IGluﬂvE: j 7. l j
3, [IEEra—— - o | -]
1. | -] e | -]
5 | MEETA -]
Employees to act as interviewers

1. You should start by selecting the job the person is applying for and the contact individual
within the company that correspondence will be with.

1. Now enter the details of the applicant that you know.

1. You can now decide what sort of correspondence you are sending to the applicant. Tick the
Send Letter box next to the correspondence you are sending (a grayed box does not have a
selection).

1. To print the letter or letters press the <Send Letters> button after you have saved the current
record using the <> button on the Applicant navigation buttons.




Send Letters

Allows you to select the letter stage relating to the job by pressing the click box and select
whether you want a relevant letter printed for each applicant or just for the one you have been
working on.

When you are happy press the <OK> button to merge the letters in the report generator.



Selection
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| Legal - Flacruilmanll

To select the right candidate consider the process outlined below.

1. Prepare a job description and person specification.

1. Check the applications against the person specification to help draw up a short list.

1. Use the similarities and differences between the applicant and the ideal candidate to draw up
a list of areas you would like to ask about at interview. Use the application form and job
description/person specification to help here.

1. Take in to the interview an objective list of criteria to help you assess candidates. These
criteria may be taken from the person specification and/or from a formal Interview Assessment
form.

1. At the interview it is useful to have more than one interviewer so that you can compare notes
afterwards.




Interview Assessment Form
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To print a pre-prepared interview assessment form select Interview Assessment Form from the

Recruitment sub menu.
dob Aepols Backup Help Bl
Mews Job Desc APersan Spec

Conlract of Emplopment Adweitizment Capy
Application Form
Inbeaviess &geazemarnk Famm
Wi Apphcant
Letbers bo apphcant

You will enter the Report Generator where a list of forms appear in the Form box .
Select a form headed Interview Assessment and edit/print as required

Add New Stalf Mambar




New Staff Member

| Legal - Hacruilmunl.l

You can enter new employees by selecting Add New Staff Member from the New Staff Menu

option.

Mew Stafi  Job Repors
Hecruitment ]
Selection
Contract of Employment

Add New Stall Member

You should have a job ready to allocate to this member of staff. If you have not yet created the
job then you need to select the job main menu option .

You will be shown the form below into which you can enter initial details of the employee and

ané current job they are employed to do.
Job Fepoils  Bac

Flecratment ]
Cantiact of Emplogrmert

Add Nesws Stalf Mambar

Version 1 has a different layout allowing you to enter job title, department and section.

When you save the employee initial details you will go to the Employee Record form and
allowed to enter further details.

Employee Record Entry



The jOb menu Cowcblicns Esizlireg
1. Description/Person Spec.
A. New or <New Job> button. You go to the same form as the existing job form
except you start with a blank record.
B. Existing or <Job Description and Person Specification> button. This automatically
produces a job description and person specification which can be updated and
printed.

1. Conditions or <Job Specific Conditions> button. Gives you the opportunity to set up standard
terms and conditions of contract for the specific job.

A Staff Handbook job has been created to offer a standard handbook of conditions for all
jobs. You can create standard conditions for this job and print them out using the Contract
Conditions in the Company menu. Doing things this way means you do not have to merge
the standard job terms and conditions into the employee contract but must remember to
accompany the employee contract with the standard handbook.



Special Job Conditions
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Using the Company Statement and Job Contract word processor you are able to set up specific
conditions for each job.

After selecting the job you can simply type in the special conditions in the Job window or copy
them from the Condition records.



Reports
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The reports menu offers the following options.
Backup  Database
List Aeports

Standsid Documenls  »
Repait EdLCreate

There are 2 types of report available — List and Form.

List This gives you standardised reports offering a list of selected records. It is particularly
useful for producing monthly reports on employee activity or just employee|Job
information.

FormThis is particularly useful for standard letters and documents. You can customize each
report to fit in with your company style. Records are merged with the reports as specified
by the user or standard selection criteria set up by the program. The creation of new
documents is carried out through the Report Generator.

1. Report Lists . Allows you to print pre-defined personnel reports by selecting from a tree of
available reports.

2. Standard Documents - forms allows you to view, edit and print forms in the report generator.

3. Report Create/Edit . Report generator for most reports used in Personnel. This does not
restrict the range of documents to look at as per the previous 2 options.

In addition you may wish to view and change terms and conditions of contract for a job or for an
employee.



Report Lists
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*selectlnﬂ this option you are able to select the type of list report you wish.

When you select reports you will be given the opportunity to select records between periods and
by categories if you wish. Otherwise all records are selected.

You are sometimes given the option to select a specific record by a value kept in the drop down
box below.

& Shaw Reperl I Surname

Fracond Selactice I :i
" A0 Aecands betwear dates

If you wish to do this then select the value from the drop down list or ignore if you wish to select
all.

zer Defined Reports

If you wish to create/edit a custom built report select the button .




Appraisal
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B} By Date Over Peviod
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BBy Department Over Faniad
i b Cument Employess
| L. Past Emplopees
BBy Sporaio Over Perod
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L. Pagt Emplopaes

. By Date Over Period. Offers a list of appraisals carried out over a given period.
. By Employee over Period. Offers a selection of appraisals between specific dates and you

can select a specific employee from the employee list.
By Department over Period. Offers a selection of appraisals between specific dates and you
can select a specific department from the department list.

. By Appraisor over Period. Lists appraisals for the person doing the appraisal over a specific

period. You can select a specific appraisor from the Employee list or just print all.



Absence

Bl tbeerce
=- By Employes Over Penad
i i Curent Employesz
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- Past Employess
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1. By Employee over Period. Offers absence records between specific dates and you can select
a specific employee from the employee list.

1. By Company, Department over Period. Offers absence records between specific dates and
you can select a specific department from the department list.

2. By Hours Lost in Department Over Period. Gives a list of total hours lost by employees within
specific departments by absence type.

1. By Cost of Hours Lost in Department Over Period. Gives a list of the real cost of absence

over a period as in 3 above. Pay rates per hour are worked out on total possible hours a
member of staff can work including holidays.




Discipline

Legal - Terms and
Condilions of Contract

1. By Date Over Period. Offers a list of discipline interviews carried out over a given period.

2. By Employee over Period. Offers a selection of discipline interviews between specific dates
and you can select a specific employee from the employee list.

3. By Department over Period. Offers a selection of discipline interviews between specific dates
and you can select a specific department from the department list.




Employment Costs

3 Employes Recaids
i Curent Emplopees
Lo Past Emplopees

1. Current Employee Cost Loss Through Sickness Over Period. Offers a summary of each
employees absence days and the cost of those days. It is based on an hourly rate set by the
number of hours an employee is contracted to work in a year.

1. Current Employee Pay. Shows the employee rates used in each department based on total
contracted hours per year.



Employee Turnover

Bl Emplogee Tumoves
i i~ HewEmployees Over Perod
' b Leswing Company Ower Penod

1. New Employees Over Period. Gives a list of new employees who have joined the company
over the designated period.

1. Leaving Company Over Period. Gives a list of employees who have left the company over
the designated period.



Grievance
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L Pat Emplopees

- By Emploes Owves Peiiod
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1. By Date Over Period. Offers a list of grievance interviews carried out over a given period.

1. By Employee over Period. Offers a selection of grievance interviews between specific dates
and you can select a specific employee from the employee list.

2. By Department over Period. Offers a selection of grievance interviews between specific dates
and you can select a specific department from the department list.



Job Applicants

B Job Applcarts
i i ByJeb Over Peniod
it By Department, Section Over Paniad

1. By Job Over Period. Gives a list of people applied for jobs over a specific period. You can
look at just one job by selecting the job from the job list.

1. By Department, Section Over Period. Gives a list of people who have applied for jobs by
department/Job. You can look at just one department by selecting department from the
department list.



Pay Structure

Gives a list of pay grades and rates.



Current Race Breakdown
Splits employee numbers within the company by racial type.



Current Sex Breakdown
Splits employee numbers within the company by sex type.



Training
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1. By Department over Period. Shows the training carried out by employees in each department
between the specified dates. You can select a specific department from the department list.

2. By Course over Period. Shows the training carried out by employees on each course
between the specified dates. You can select a specific course from the course list.

1. By Employee over Period. Shows the training carried out by employees between the
specified dates. You can select a specific employee from the employee list.



Vehicle

B enicls
i - By Type and Mads
{3 By User Over Period
{1 i Cumert Emplavest
i1 - Pasl Employess
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1. By Type and Model. Gives a picture of the vehicles currently kept by the company.

1. By User Over Period. Shows a list of employee useage of vehicles over a specific period.
You can select a specific employee from the employee list.

1. By Department over Period. Shows a list of employee useage of vehicles within each

department over a specific period. You can select a specific department from the department
list.



Employee Records

Gives a breakdown of the employee/ job details for each employee. You can select an individual
employee from the employee list.



Work Telephone List

Gives a list of employee work telephone numbers in employee order.



Accidents
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1. Summary over Period. Offers a list of all accidents recorded over a specified period with
there estimated costs to the company.

1. By Employee over Period. Lists one or all employee accidents that have taken place over a
period.

2. By Accident Type over Period. Shows all accidents that have taken place over a period for
specific Activity groups.

3. By Hazard Type over Period. Shows all accidents that have taken place over a period for

specific Hazard Groups.




Risk Assessment

ment
v Repor
|EI§'I By Accident Type
B By Hazard Type
1. Summary Report. Gives full listing of all risks assessed within the company and the overall
estimated costs of reducing the risk.
1. By Accident type. Lists Activity Groups and there related risks.

2. By Hazard type. Lists Hazard Groups and there related risks.




Reﬂort Creation and Editing

The report generator is a fully operational word processor with the ability to merge records from
a number of database tables. You can create reports using other word processors provided you
save then in rich text format (rtf). These can then be loaded into the report generator and record
fields added as required. The report generator can be activated by choosing Reports|Report
Edit/Create from the main menu or pressing the <Editing/Creating Reports> button.

The initial screen is shown below.

&+ Report Generator -S|
Fle Edit Aecords Field Fomal Wiew ‘Window Help Menu
i .
Tyge |"Prbea o] e ]| = ] a] | =Y Hewrien| EEdirad]
Hama |Numl:-arﬂ .I'I
[ ippbeation Letter 1 Form Mavigation Buttans
Irkerviawv Faijue 1
Wi yrm Box ] Insert Field in document
|| Interviaws Rejact 1
| |Irkervi=w Success 'I_ﬂ

m f === 8] 7| u|EE| S| 5 =] ] = |3 Tool Bar

.-"-I.-l--ﬂ =
L~ Master Document
f,x”‘ Applicant, Application Letter, 1
[ Address)
*[Postcads]
{Date]

Dizar *[Title] *[Surname]
(Thankyon for your applicaton for the post of *[Tob Title].

Flease Gnd mchided with thes an application faren Would wou pleaze fll in and retuen the form
to me within the next few days.

.ﬁmul: Line I Ji Ceps [Mum Irs | Stahus Bar )
This consists of report headings, wp menu and a tool bar (items marked in blue on the
illustration). There are  key elements in the creation or editing of the report.
Overview of Report Use .

Typing the New Report .

Locating an Existing Report .
Entering the Report Qutline .

Entering Table Fields .
Selecting records to Merge.
Printing the merged document.

NoaRWN =~



To mechanism used for adding fields and selecting records revolves around the use of the SQL
language. This language is a standard for manipulating databases and you should take care
when changing any of the automatically produced SQL code. Most of the standard reports used
by this Personnel System are generated using this report generator.



New Report
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You can create new reports by either

Pressing the + icon on the form navigator

Or

Selecting File|New from the form main menu.

Or

Selecting Records|New from the form main menu.
You will see the dialog shown below.

w= Maw Repoit (O] x|
Fiapoit Typoe

|nfl.|.:|.liLd|J.

Frapait Mame Rapart Mumber
||':I.r.:|'.|i|.'drl. Lett=i |1

Enter the name of the form and a number for the issue of the form then press the <OK> button.
Once you have created your new report you can edit the name and number by either double
clicking the mouse button on the highlighted record in the Form Records Name and Number box
(shown below) or simply click the mouse button in the Form Record Name and edit inside the
box.

Faim

Tﬁl)E |£l.n1'|lrnr} j
MHame |Numb|=r3
L 1
1 |l Falure
Inteviesy Difer 1 J
[ |[intesie Arejest 1
: Inleiviewn Suscess 1 :J




Existing Report
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There are 3 ways in which you can locate the specific record you require.
1 Move to the record using the Form Records Name and Number box.

2 Using the Records| First,Previous,Next,Last from the form main menu.
Hac Field Format Wiew ‘Windo

Mew Cul+k
Dedate Manged Document
Dierdete Masten Record

Fepail Meige ]
3 Using the Navigation buttons.
Lol fm]e]=] |
Fest Proor Mext Lasft Mew Delete Post




Report Outline
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The document takes up the whole of the printed page. Left, right, top and bottom margins are
not initially set. This is to allow you to fill the page if desired.
You can type text normally and carry out manipulation of the text style by using the toolbar.
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To change paragraph characteristics or insert a table choose Format from the menu.

Cut, copy and paste text works in the same way as other windows word processors. You can
use either the edit menu or the icon buttons on the toolbar.

To search and replace text use the icons on the toolbar.

In addition you may require headers and footers which will appear on every page. To select
headers or footers choose the View|Header or View|Footer from the main menu. This produces
a box above (header) or below (footer) the document in which you can enter the necessary text.
Once complete you can turn of the header or footer by selecting the same menu option again or
simply press the mouse button inside the main document.

B2 virdos Hep
Full Page
MNoima
Zaom

Hieader
Froates

w FRepoit Headings
w Tool Bar

Flul= ¥

Fiald Table referance
Fiald/Fiald Mo,

Hugz SOL Statemenls and Tillez
I ashar Maige Table and Location

If you wish to enter automatic page numbers for your header/footer you can use the Field|Insert
Page Number option from the main menu.




Report Table Fields
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You can enter table fields so that merged documents have the relevant employee/company

entries. Field entry can be in 2 formats:

1. Single entry Fields . This means that each field value is replaced by the record entry for that
field when merged. One field value per merged document.

2. Multiple entry Fields . This means that a table of records can be incorporated in the
document as a table or chart. To this can be added formulae for manipulating the data
transferred. Merging the document has no effect on Multiple entry fields.

For the majority of applications you will only need the single entry fields. The multiple entry
fields are more useful for statistical and summary reports.



Single Entry Field
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To create a field entry in your document:

1. Move the cursor to where you want the field entry.

1. Select the <New Field> button or Field|New from the main menu. The following screen
appears.

a Field entip selechion

Tahle Name
EFFECT.DE =]
G personel EMPLCONT.DE
=1 BACKUP EMPLJOB.DBE
£ DATA
=1 DISKI EMFTRAIN.DB
o DIskzZ g Externl.db =| SplectTable
",
Select * from EMPLOYEE DB “Salect Dwectony
First Names |'I1lie |Address |P|:| steod )
|_|Meal Mr [Mema)
¥ Richard Y3 emo)
Linda ..»"I'.'Irs [Mema)]

o

Select Column required

PR Llﬂ

1. If the table is not found in the current directory use the Directory box to move to the correct
directory.

1. Select the table from the Table Name Box.

1. The columns represent the table field entries. To select the field choose any cell in the field
name column.

1. Press the <OK> button to insert the new field entry. All field entries in the main document will
be prefixed with *. The field name will by included in the [ ] brackets.

To delete a field entry you must select the whole of the field entry including the * then press the
<Delete Field> button. Please do not delete the field using any other method as this will cause
problems when merging the document.

To use a special field such as the current date or page number you will need to add these fields
using the Field|insert Date and Field|Insert Page Number main menu items. Note the page
number can only be inserted when either the header or footer is showing.



Multiple Entry Table
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You will use an OLE object to create tables/charts called QueryX. This is used to create tables
from database records which can then be manipulated in the spreadsheet table and transferred
to the chart.

To create the QueryX table move the cursor to where in the document you want the table/chart

to appear then select Edit|Insert OLE Object from the main report generator menu.

Legal - Terms and
Conditions of Contract

Select Query Spreadsheet/Chart Control from the OLE dialogue then press the <OK> button.

A small box appears which you may wish to resize before starting.

The spreadsheet automatically resizes when data from databases are set up on the
spreadsheet and you can also make the spreadsheet resize by choosing the right button menu
option Spreadsheet/Resize Spreadsheet.

You can manually resize the box by double clicking in the box.
The following operations are available:

1. Create table data for spreadsheet.
2. Create/edit the chart from the spreadsheet data.
3. Enter and editing spreadsheet formulae and data.

1. Print spreadsheet/chart .

You would normally start by creating the table data. After this the other 3 operations become
useful.

All these facilities are accessible by pressing the right mouse button. A pop up menu appears
which offers the required selection.

You may wish the spreadsheet to appear on your page without the Cell references and edit box
appearing above the grid otherwise they will be printed. Select Hide Edit Screen from the right
mouse button menu.

Once you have completed your entries be sure to save the document containing the QueryX
object. The document is not automatically updated.



Manual Resizing of Spreadsheet/Chart

If you wish to manually resize double click the left mouse button anywhere inside the QueryX
box. Another Box appears which can be resized by placing the cursor at the bottom right corner
then pressing the left mouse button and dragging the cursor. The box will resize. You can edit
the spreadsheet within this box or move back to the original box by pressing the x button in the
top right hand corner of the box. It is preferred that you do not use this facility unless absolutely

necessary.

B Rezizeable Form For Quen 00

T Close
Button




Creating the Spreadsheet Query

Press the right mouse button while in the spreadsheet or chart. A pop up menu appears.

BT o
SpreadSheat 3 Chart

Prind L
Hude Edit Screen

Select Show|Query to reveal the dialogue below.
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If no tables appear in the table list box you will need to move to the relevant directory of the
table using the drive and directory boxes.

Once you are in the relevant directory select the table(s) you wish to use (multiple tables are
selected by keeping the <Ctrl> key pressed whilst making your selection with the mouse.

Multiple table selection results in the appearance of the <Set Link> button. Depress this to
select the common field between any two tables. The box that appears is similar to the one for
linking tables in the report generator.

A list of entries for that table(s) appear together with the button <Connect>.

It is useful to connect the table with the query mechanism and allow field selection in the table
so press the <Connect> button. You must select fields in order for the merge to be
successful.

You may wish to restrict your selection or set fields for merging. You can do this by selecting
entries for the Master Field and Merging Field .

Before returning to the spreadsheet decide whether you want the records to appear in rows or
columns. Press the Orientation of Spreadsheet Fields_ buttons to choose.

Once completed you are ready to see the result. Press the <Update Grid> button.

When you are happy to carry out the transfer of data press the <Exit> button to return to the
spreadsheet.



Orientation of Spreadsheet Fields

The Orientation box offers 2 alternatives.
Query Interface

=TI |
Onentalicn of Spreadshest fisld:
# Cobimn Aeconds
™ R Records

Column Records - Makes the records appear across the page. The first record in the second
column, the second record in the third column, etc.

Row Records - Makes the records appear down the page. The first record in the second
row, the second record in the third row, etc.



Improving the selection

The screen now appears with the ability to select fields you want in your table and any selection
criteria.
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To select individual fields to appear in your table press the mouse in the Select grid fields box on
the field you want to appear and by keeping the <Ctrl> key depressed you can make multiple
selections. Each field appears in the table in the order you select.

If you do not select any fields then the merge will not be successful.



Merging fields

The following panel appears.

1. Query Interface
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The Master Field entry must contain the field you wish to select the records by. Select the field
you wish to use by pressing the button next to the entry point. A selection of fields appear as a
drop down list from which you can select the relevant field name.

Next the range of records can be set by using the Master Field min value and Master Field
max value drop down entries. The minimum value is set by selecting the value in the Master
Field min value entry. The maximum value is set by selecting the value from the Master Field
max value entry. If you decide to merge documents then the field min and max values are
replaced with the relevant record values from the main document. This allows you to update the
OLE object for each record when merging.

You can also set a merging field whose values are selected from the currently merging
document.

For Example:

If you want to have a list of employees who have attended a specific course you would set up
course details on the main document and set up the inserted spreadsheet with the Master
Field=Course Title and the Merging Field = Training Start.

Note that you must include fields specified in the master field and merging field in your select
grid fields box.



Linking Tables

The following screen appears.
W Link between helds Hi=E
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Title Employee ID
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You can re-order the tables so that links between fields are more clearly defined by simply
moving the table in the left box to the desired location.

You select a field in one table by clicking the field in the table. You then select the linking
field in another table by clicking on it.

B Link between helds Hi=1E

Cancel Conrect |FMPTRAIM, "Emplogse 10''=EMPLOYEE "Employee 10"
B [Course Title
Training start
Training finish

Surname
First Mamas
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Once completed simply press the <x> box at the top right of the box to return to the Query form.
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Using the Chart

Once you have produced the spreadsheet data you can view the chart produced by pressing
the right mouse button inside the QueryX spreadsheet to produce a pop up menu.

[ St I
SpreadSheat 3 Chart

Prind L]
Hude Edit Scr=en

Select Show|Chart and a chart such as the one below is shown.
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You can change qualities of the chart using the pop up menu options:
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1. To change the main, x and y titles select Chart|Titles.
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Fonts can be changed for each title by pressing the <Font> button.
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1. To change properties of the Chart select Chart|Properties.
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You should not need to change the Number of entries or number of variables as these are

automatically set. Operations available include:

1 Allowing one graph type for all variables or a separate graph type for each variable. Press
the Multi Graph Type cell to allow multiple types.

2 The graph type (bar, line, pie etc.) are selected from the drop down list marked Graph
Type. If you have Multi Graph Type selected then you can specify which variable to use
by pressing the cell corresponding to the variable number (marked 1 to 10 and 11+ for
variable numbers over 10).

3 Point Marks defines the marker used on line graphs to represent a particular value.
Again this can be used for all or individual variables dependent on the setting of Multi
Graph Type.

1. Shading for graph areas representing a variable together with line types and area
colour can be set for each variable using by setting them for each variable number.
Select the colour, line type and shading for each variable by pressing the left mouse
button on each selection.

1. The background colour for the graph as a whole can be chosen from Background



Colour. ClWhite is the best colour to use if your are printing your graph.

Once you have completed your changes press the <OK> button to return to the chart.
To return to the spreadsheet press the right mouse button and select Show|Spreadsheet.

L]
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Spreadsheet Editing

You may wish to enter formula in cells to help calculate table entries. When entering formula you
must prefix the formula with either +,- or = to signify the start of the formula.

The following functions are supported:

@Sin(value/formula) sine of the angle in radians;
@Cos(value/formula) cosine of the angle in radians;
@Tan(value/formula) tan of the angle in radians;
(@Ln(value/formula) natural logarithm ;
@Log(value/formula) logarithm to the base 10;
@Exp(value/formula) natural exponent;
@Exp10(value/formula) exponent to the base 10;

(@Mod(value/formula)the remainder of a real value (e.g. 1.234 becomes 234);

The value can be in the form of a formula, cell reference or number.
Additional range functions are supported:

@Sum(range) the sum of the range e.g. @sum(a1..a4);
@Avg(range) the average of the range;

@Low(range) the lowest value in the range;
(@High(range) the highest value in the range;

Ranges must always be in the form - StartCell..EndCell e.g. B1..G8 - column2,row1 to column
7,row 8.

The following arithmetic symbols are supported:

Addition

Subtraction

Multiplication
Division
Factorial e.g. 4! = 4*3*2*1
Power of e.g. 4"2=4*4

>.—-\...

When carrying out arithmetic using functions and symbols it is good practice to include brackets
to ensure calculations are carried out correctly e.g.

10!*(2”3) means 2 to the power of 3 multiplied by the factorial of 10.

Cell references are the same as in most spreadsheets - by column and row e.g. A1 - column 1
row 1.

You can cut, copy and paste cells by using the right mouse button to activate the pop up menu
and then select the action you desire from the Spreadsheet menu item.

To select all cells with data use the Spreadsheet|Select All menu item.



Printing Spreadsheet/Chart

To print the spreadsheet or chart outside of the document press the right mouse button for the
pop up menu then select Print|Spreadsheet or Print|Chart dependent on whether the
spreadsheet or chart is currently showing. You may wish to do this in order to preview the chart
prior to document print.



Merge Report Records
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To merge the master document you have created on the screen select Records|Report Merge|
Merge Records from tI'|1e main menu.

Previously merged document

If you have previously created a merged document then you will get a request to ask whether
you want to use a previous merge sequence.

\‘E) [0 pows s o merge & previousy coeated SOL statement?

if you select No then you will go straight to New Merged Document.

You can now choose the sql sequence you used to generate the merged document by selecting
it from the drop down list.

Sefiect Ling then press OF

New merged document
The dialogue below appears.
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You will need to follow all steps below to successfully merge the document.

1 Select Directory in the Directory box if the table does not exist in the current directory.

2 Select the tables in the Table Name box. Multiple tables are selected by pressing the left
mouse button and <Ctrl> key together over each selection. Try to ensure that all table
names that have a field entry on the document are included (you can check by looking at
the statement from clauses in the_SQL Field Entries - e.g. table Employee is shown as
from Employee in the SQL statement).

Common fields for more than one table will appear in the Group By Box and the Primary,
Secondary and Tertiary Field Order boxes. The Master Table drop down list selects the first

table in the selected file list.

Directory Table Mame Group By Master Tahle Secorday Field Ordsl o
E=Cy = | |DATAFLDS.DB = |EMF-Lmr'EE j Employee ID Sel Range
|\EFFECT.DB 5
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= SOL Code

Selact * from EMPLOYEE EMFTRAIN 'Whans EMFTHAIN,"Emplopes ID"=EMPLOYVEE " Emplopes 10" Order By EMPLOYEE "E mployes 1D
Employee ID| Surname First Names

sibert Linda Mrs  [Memo]

Records
1 Set the Master Table from the drop down list if you would like another of your selected tables

as the table other tables primarily refer to.

2 Set the Primary, Secondary and/or tertiary fields for sorting data e.g. Primary = Surname,
Secondary = First Names, Tertiary = Postcode would sort the records in the master table
by surname, first names and postcode. You DO NOT need to set any of these fields.

3 Select the records you wish to merge by using the left mouse button and <Ctrl> key to

select each record.

H

There are 2 other operations which you may find useful when connecting tables and selecting a
range of records:



1. Connecting tables without a common field or field that is related between tables. Press the
<Field Links> button or select View|Show Field List from the menu.
The foIIowmg screen appears.
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Select * from Appkonl Company. Emplopes
You can re-order the tables so that links between fields are more clearly defined by simply

moving the table in the left box to the desired location.
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You select a field in one table by clicking the field in the table. You then select the linking field
in another table by clicking on it.
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1. Isolating a range of values . Press the <Set Range> button. This will only work if §/ou have set
a link between the tables.
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|

The form represents a way to set field entries to specific values. All field entries are drawn from
the master table.
You select a field entry from the list.
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You can enter a value for the field or place a special variable which is replaced when the merge
takes place e.qg. field values for a specific record.

Inzait Special Values

I'ime herge
FromWaisble )y Field Valus

CuientDate  Dateberge
Cipiesl Time
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Eeplacement

When you are happy with the from field and/or to field conditions you can enter them by
pressing the Set Condition button.
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When you have completed the conditions you press the <OK> button.



Connecting Tables

The screen below appears after pressing the <Field Links> button or selecting the View|Show
Field List from the menu.

Employee 10 ﬂ Course Title
Surname Training start
Firat Mames Training finizh
Title Employee ID
Address Actual Training ou
Postcode Expected Training
Telephone

Fin |

Select ” fiom EMFLOYEE EMFTRAIN
Link fields by pressing the left mouse button on the field in one table and then press the mouse

button on the same name field in another table.

To use this effectively a field must be selected in each table otherwise tables will not be linked.
To return to the main field entry select View|Show File List from the menu.

You must ensure you select individual records from the resultant table for them to be merged.




Isolating a range of records

You can select a range of values from the master table using the dialogue below.

Salact * from EMPLOYEE EMPTRAIM WWhare EMPTRAIN."Emplopae |D"=EMPLOTYEE . "Emplopes 1D Dinder By EMPLOYEE."Employes 1D
Employee ID Eumame First Names

The field name can be selected from the drop down list and the operator and value for the field
in the adjacent fields. You should end up with something like the illustration below after you
press the <Set Condition> button.

Fram Fiald Operator Vahse
ISU"'IEIT-E j E |
To Field
| | |
St Conditian — Delets Esiting Condilons |

Condlione

What this states is to select the records whose surname field has an initial letter greater than J’
and an initial letter less than ‘L. If you are not happy with the selection then delete it before
enter a new condition using the <Delete Existing Condition> button.

When you are happy with the results press the <OK> button.




Printing Report
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To print the report ensure that your cursor is in the required report i.e. the master document or

merged document. Select File|Print from the main menu.
-
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Backing Up Your Records

#2 Hackup and Aestore Form
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To back up files do the following:

1.

2.

If you are backing up to floppy disk ensure you have formatted disks available. Put the first
disk in the floppy disk drive.

Ensure that the source directory for the files is correctly set (normally the Data directory of
the Personnel System Directory).

1. Select where you want the files to be sent to.
2.
3. Make sure you label and date each of the floppy disks that you use for backup.

Select <Backup> to start the backup procedure.

To restore the files from disk do the following:
1. If you are restoring from floppy disk insert the first disk in the drive.
1. Ensure that the destination directory is set to the floppy disk drive or location of the backup

files.

2. Ensure the source directory points to the place you presently keep your data records.
1. Select <Restore> to start the restore operation.



Employee Work Details - Page 2
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Page 2 of the employee details is shown below.

i E miplogess 1D et el
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Grade 3 VA
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Manager |'ﬂ'r|"-f = | |
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hanaging Diractor

You can select Job, Manager and Company by pressing the mouse in the relevant entry. The
job, manager and company must already have been set up using Job Description/Person
Specification , Add New Staff Member_ and Company Set Up_ menu Options.

If the manager entry is blank you must select a record in this entry if the employee has a
supervisor. Otherwise an organisation chart cannot be drawn.

Version 1 has a different layout allowing you to enter job title, department and section and
allocate pay grade and status.



Employee Work Details - Page 3
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Page 3 of the employee details is shown below.
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This allows you to state what the normal hours of work are for the employee. If there are no
normal hours you still need to complete the total number of hours per week box for contractual
reasons.

You can state when the employee started work in this job and if the job is for a fixed term when
the job ends.



Employee Personal Details
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Page 4 of the employee details is shown below.
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Allows the entry of next of kin and doctor.

The equal opportunities monitoring box is used for monitoring process and reports are produced
to show the breakdown for equal opportunities.



Word Processor - Conditions
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The main word processor for setting company wide policy, procedure and documentation can be
set up here together with the possibility of copying these statements over to specific job terms
and conditions of contract. The Staff Handbook Job is a specially created job to allow the set up
of a staff handbook of standard terms and conditions.

#==* Company Policy
Fle Edit Conlact Cordiions  Job Conliact Fomat  View  ‘Window Help
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Master
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Company cars
(General clauses.
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Pay scales Contract
stline
Job DocumentSdes Manags Sales Sales

The menu offers the following options to view details click on the Menu option shown.
File.

Edit.

Contract Conditions .
Job Contract .

!"’.“!"l“!"’l“

Statement conditions are to be found in the master contract document on screen and can be



saved and created using either the contract menu options as well or the navigator buttons or the
drop down list of category, sub-category and sub-sub-category headings.

The word processor icons are standard.

Legal - Terms and
Conditions of Contract
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Click on menu for more information.
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Click on menu for more information.
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Click on menu for more information.
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Click on menu for more information.
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Click on menu for more information.
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Click on menu for more information.



Record Handling

Menu Option Action

New Creates either a new job contract or new statement.

Open Moves to a selected record.

Save Saves the job contract or statement record.

Import RTF Loads RTF text from a file created in another word processor.

Delete Deletes the current statement record.



Edit Text

This allows you to carry out the normal cut, copy and paste facilities in the document your
cursor is currently in. As an alternative you can use the icons on the wordprocessor toolbar.



Statement Updates

You can move between records and save or delete statement records by using these menu
options or using the navigator buttons. Be careful when deleting records as they cannot be
retrieved later.



Format

This allows you to change the paragraph margins, lines around and whether you want to insert
a table.

To change the characteristics of a specific paragraph choose Format|Paragraph from the main
WP menu.
LR View window  Help

Fropsibes
f Creale Table Bauder |
To change the paragraph margins/indents select either Format|Paragraph|Properties from the
main menu which will present the following dialogue

Paragraph Properties [ =]
First Indent ﬁ_
Left Indant Pr,T
Right Indent W
Space before hnT
Line Height }mni
Space after W
Uinit ]—_1

x Cance||

or move the ruler left, first and right indent markers.

To change the paragraph borders (lines around) select the Format|Paragraph|Borders from the
main menu.

To create a table select Format|Table|Create from the main menu and enter the number of
columns and rows. To change the width of each of the columns select Format|Table|Modify from
the main menu and change the relative column widths by keeping the mouse left button down

and moving the column left or right.
w= T able Width Change

Change Column width by Click when|finished

————— MOVIAGg Fulumn separalor




Job Contract Movement

You can move between records and save or delete job contract records by using these menu
options or using the navigator buttons for job contract. Be careful when deleting records as they
cannot be retrieved later.



Zooming in and Out

The view of the documents are shown as normal layout. If you want to see what they look like
on the page as a whole you can select Full Page.



Changing Screen Layout

You can decide whether you want the word processor toolbar, statement titles and bottom of the
screen status bar showing by ticking the appropriate option.



Window View

You can decide whether you want your two viewed documents side by side vertically or
horizontally. If you only require to edit statement conditions you need select contract only.



Managing Tables

If you find your database files and/or records have become corrupted you may want to delete
corrupted records. If you decide that the whole table is corrupted it is worthwhile bringing in your
most recent backup of data.

Before deleting records be careful to ensure that tables do not have important links. Be
particularly careful when deleting records from the following files:

» Job.DB. Links to empljob.DB and employee.DB tables and will cause problems once the
link is established between an employee name and the job the employee works on.

e Company.DB. Do not delete the company record as this will cause problems when other
tables attempt to access the specific record.

View database structures to get more information.

To delete specific records select Management from the Database menu or <Database
Management> button.
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You should get to the following screen

i Table Manag |
e Naﬁrigminn Buttons [ | > | - I
Employee || Inbrviews date|Apgitemcr | Tagets [ Achion Flan’ Hd:lﬂ
L 19404/95 ,:r’l [Mama] M)
2 1040559 7 |1 [Memo] [Memg]
Ty o xj
Select Record Delete Record
— Select Table

| K1 | H o

17 Select the directory and file you want to look at.
17 Select the record you want to delete.

1?7 Press the <=> button from the Navigation buttons.



Database Structures

To understand the tables used it is worth looking at the table below which gives an idea of the

related fields in the various tables.

Table
Advert.DB

Apprais.DB
Attend.DB

Compcont.DB

Empljob.DB

Emptrain.db

HOLIDAY.DB

INTRVIEW.DB

Jobdesc.DB

Jobelem.DB

racetype.DB
Sick.DB

Field

Job Title
Department
Section
Employee ID
Appraisor
Employee ID
Job Title
Department
Section
Employee ID
Boss ID
Employee ID

Course Title
Training start
Training finish
Employee ID
Employee ID
Interviewer1
Interviewer2
Job Title
Department
Section
Section

Sub Section
Number

Ref no
Employee ID

Related Table
Job.DB

Employee.DB
Employee.DB

Job.DB

Employee.DB
Employee.DB

Train.DB

Employee.DB
Employee.DB

Job.DB

Jobdesc.DB

Employee.DB
Employee.DB

All other tables are used internally by the program.

You can view a full list of fields .

Related Field
Job Title
Department
Section
Employee ID

Employee ID
Job Title
Department
Section
Employee ID

Employee ID

Course Title
Training start
Training finish
Employee ID
Employee ID

Job Title
Department
Section
Section

Sub Section
Number
Race
Employee ID



Full List of Fields

Advertisement records for specific jobs

Advert.DB
FieldName
Job Title
Department
Section
Date created
Advert Details

Applicant records

FieldName
Job Title
Department
Section
Surname

Title

First Names
Initials
Employee ID
Address
Postcode
Telephone (Home)
Telephone (Work)
Interview date
Interview time
1st letter sent
Send1
Accept

2nd letter sent
Send?2
Accept2

3rd letter sent
Send3
Accept3

4th letter sent
Send4
Acceptd
Interviewer 1
Interviewer 2
Interviewer 3
Interviewer 4
Interviewer 5
Interviewer 6
Interviewer 7
Interviewer 8
Interviewer 9

FieldSize
30
30
30
0
1
FieldSize
30
30
30
25
4
35
5
9
10
10
17
17
0
0
0
0
0
0
0
0
0
0
0
0
0
0
9
9
9
9
9
9
9
9
9

FieldType
character or string
character or string
character or string
Date
Binary Large OBject

FieldType
character or string
character or string
character or string
character or string

character or string
character or string

character or string
character or string
Text memo
character or string
character or string
character or string

Date
Time

Date

Boolean
Boolean

Date

Boolean
Boolean

Date

Boolean
Boolean

Date

Boolean
Boolean

character or string
character or string
character or string
character or string
character or string
character or string
character or string
character or string
character or string



Interviewer 10 9

Employee Appraisal Interview Records

Apprais.DB
FieldName
Employee ID
Interview date
Appraisor
Targets
Action Plan
Rating 0
Status change

FieldSize

o 00 O O ©

o

Employee Absence Records

Attend.DB
FieldName FieldSize
Employee ID 9
Day attendance
Attendence Mode 1
Attend Description 12
UnAuthorised 0
Business Types
Bustype.db
FieldName FieldSize
Business type 20
Internal Use
Category.db
FieldName FieldSize
Category 25

Backup of terminated employee records

Chng.DB
FieldName FieldSize
Employee ID 9
Surname 25
First Names 35
Title 4
Address 12
Postcode 10
Telephone 15
Fax 15
Principal location 12
Sex 1
Tax code 6
NI code 13

Married 0

character or string

FieldType
character or string
Date
character or string
Text memo
Text memo

16-bit integer
16-bit integer

FieldType
character or string
0 Date
character or string
Text memo
Boolean
FieldType

character or string

FieldType
character or string

FieldType
character or string
character or string
character or string
character or string
Text memo
character or string
character or string
character or string
Text memo
character or string
character or string
character or string
Boolean



Children

Contract

Header

Footer 10
Race 0
Registered Disabled
Next of kin

Next of kin address
Doctor 35
Doctor Address
Revision Date

Date of Birth

Job Title

Report To
Company Name
Company Postcode
Pension Details
Pension Join
Pension Eligible
PHI Details

PHI Join

PHI Eligible

Picture 1
Mondaywork
Mondaystart
Mondayfinish
Mondayhours
Tuesdaywork
Tuesdaystart
Tuesdayfinish
Tuesdayhours
Wednesdaywork
Wednesdaystart
Wednesdayfinish
Wednesdayhours
Thursdaywork
Thursdaystart
Thursdayfinish
Thursdayhours
Fridaywork
Fridaystart
Fridayfinish
Fridayhours
Saturdaywork
Saturdaystart
Saturdayfinish
Saturdayhours
Sundaywork
Sundaystart
Sundayfinish
Sundayhours

20
10

45
12

O wWwoo
N o
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Floating-point numeric
Binary Large OBject
Binary Large OBject
Binary Large OBject
16-bit integer
Boolean
character or string
Text memo
character or string
12 Text memo
Date
Date
character or string
character or string

40 character or string
character or string
Text memo
Date
Date
Text memo
Date
Date
Bitmap
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
0 Boolean
0 Time
Time
0 Floating-point numeric
Boolean
Time
Time
0 Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time

Floating-point numeric



Totalhoursperweek
Check 0
Bank Name

Bank Address

Bank Telephone

Bank Sort Code

Bank Account No
Payment Period

chngApprais.DB

FieldName
Employee ID
Interview date
Appraisor
Targets
Action Plan
Rating 0
Status change

chngAttend.DB

FieldName
Employee ID

Day attendance
Attendence Mode
Attend Description
UnAuthorised

chngCar Use.DB

FieldName
Identifier
Employee ID
Start Date
Return Date
Problems
Mileage

chngEmptrain.db

FieldName
Course Title
Training start
Training finish 0
Employee ID

Actual Training outcome

Expected Training outcome

chnglntrview.db

FieldName
Employee ID

12

FieldSize

o 00 © O ©

o

FieldSize

FieldSize

OO O wWwOo

FieldSize

35
0

9

FieldSize

9

Floating-point numeric
Boolean
character or string
Text memo
15 character or string
8 character or string
character or string
1 character or string

FieldType
character or string
Date
character or string
Text memo
Text memo

16-bit integer
16-bit integer

FieldType
character or string
0 Date
character or string
Text memo
Boolean
FieldType

32-bit integer
character or string
Date

Date

Text memo

32-bit integer

FieldType
character or string
Date
Date
character or string
15 character or string
15 character or string

FieldType
character or string



Code 2
Interview date
Outcome code
Interviewer1
Interviewer?2

Outcome

Action 8
Detail 8

0O ONO

Chngjob.DB
FieldName FieldSize
Employee ID 9
Job Title 30
Department 30
Section 30
Boss Surname
Boss First Names 35
Boss ID 9
Work Phone number 15
Status point in grade
Current Salary
Job start date
Job end date
Change reason
Code 2
Level 0

[eNoNeNol

Internal Use

Codedesc.DB
FieldName FieldSize
Code 2
Description 12

Employee Vehicle Use Records

Car Use.DB
FieldName
Identifier
Employee ID
Start Date
Return Date
Problems
Mileage

FieldSize

OO O wWwOo

Vehicle Register

Company Car.DB
FieldName FieldSize
Identifier 0
Type 25
Model 25

character or string
Date
character or string
character or string
character or string
Text memo

Text memo

Text memo

FieldType
character or string
character or string
character or string
character or string

25 character or string
character or string
character or string
character or string
16-bit integer
Money
Date
Date

8 Text memo

character or string

32-bit integer

FieldType
character or string
Text memo

FieldType
32-bit integer
character or string
Date
Date
Text memo
32-bit integer

FieldType

32-bit integer
character or string
character or string



Registration 10 character or string
Price 0 Money
Ownership 8 character or string

Company Record

Company.DB
FieldName FieldSize FieldType
Name 40 character or string
Address 12 Text memo
Company Postcode 12 character or string
Telephone 15 character or string
Fax 15 character or string
Number of FT Employees 0 16-bit integer
Business type 20 character or string
Number of PT Employees 0 16-bit integer
Number of Contract Empl. 0 16-bit integer

Job Contract Conditions
Compcont.DB

FieldName FieldSize FieldType

Job Title 30 character or string
Department 30 character or string
Section 30 character or string
Grade 4 character or string
Header 8 Text memo
Footer 8 Text memo
Description 12 Text memo
Necessity 0 Boolean

Require 0 Boolean
CompanyPostcode 12 character or string

General Contract Conditions

CONTRACT.DB
FieldName FieldSize FieldType
Category 25 character or string
Sub-category 35 character or string
Sub-sub-category 35 character or string
Item number 0 Floating-point numeric
Description 8 Text memo
Necessity 0 Boolean
Require 0 Boolean
DATAFLDS.DB
FieldName FieldSize FieldType
Database 8 character or string
Field 25 character or string
Field Description 40 character or string
DataType 20 character or string

Size 0 16-bit integer



Effect.DB

FieldName FieldSize
Effect 2
Description 12
Emplcont.DB
FieldName FieldSize
Employee ID 9
Condition Record 0
Description 8
Job for specific employee
Empljob.DB
FieldName FieldSize
Employee ID 9
Job Title 30
Department 30
Section 30
Boss Surname
Boss First Names 35
Boss ID 9
Work Phone number 15
Status point in grade 0
Current Salary 0
Job start date 0
Job end date 0
Change reason
Code 2
Level 0
Main Employee record
Employee.DB
FieldName FieldSize
Employee ID 9
Surname 25
First Names 35
Title 4
Address 12
Postcode 10
Telephone 15
Fax 15
Principal location 12
Sex 1
Tax code 6
NI code 13
Married 0
Children 0
Contract 20
Header 10

FieldType
character or string
Text memo

FieldType
character or string
16-bit integer
Text memo

FieldType
character or string
character or string
character or string
character or string

25 character or string
character or string
character or string
character or string
16-bit integer
Money
Date
Date

8 Text memo

character or string

32-bit integer

FieldType
character or string
character or string
character or string
character or string
Text memo
character or string
character or string
character or string
Text memo
character or string
character or string
character or string
Boolean
Floating-point numeric
Binary Large OBject
Binary Large OBject



Footer 10
Race 0
Registered Disabled
Next of kin

Next of kin address
Doctor 35
Doctor Address
Revision Date

Date of Birth

Job Title

Report To

Company Name
Company Postcode
Pension Details
Pension Join
Pension Eligible
PHI Details

PHI Join

PHI Eligible

Picture 1
Mondaywork
Mondaystart
Mondayfinish
Mondayhours
Tuesdaywork
Tuesdaystart
Tuesdayfinish
Tuesdayhours
Wednesdaywork
Wednesdaystart
Wednesdayfinish
Wednesdayhours
Thursdaywork
Thursdaystart
Thursdayfinish
Thursdayhours
Fridaywork
Fridaystart
Fridayfinish
Fridayhours
Saturdaywork
Saturdaystart
Saturdayfinish
Saturdayhours
Sundaywork
Sundaystart
Sundayfinish
Sundayhours
Totalhoursperweek
Check 0
Bank Name

45
12
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Binary Large OBject
16-bit integer

Boolean
character or string
Text memo

character or string

12

40

Bitmap

Text memo
Date
Date
character or string
character or string
character or string
character or string
Text memo
Date
Date
Text memo
Date
Date

Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Boolean
Time
Time
Floating-point numeric
Floating-point numeric

Boolean

character or string



Bank Address 6

Text memo

Bank Telephone 15 character or string
Bank Sort Code 8 character or string
Bank Account No 12 character or string
Payment Period 1 character or string
Training records for each employee
Emptrain.db
FieldName FieldSize FieldType
Course Title 35 character or string
Training start 0 Date
Training finish 0 Date
Employee ID 9 character or string
Actual Training outcome 15 character or string
Expected Training outcome 15 character or string
External complaint records
External.DB
FieldName FieldSize FieldType
Employee ID 9 character or string
Surname 25 character or string
First Names 35 character or string
Title 4 character or string
Address 12 Text memo
Postcode 10 character or string
Telephone 15 character or string
Sex 1 character or string
Externl.DB
FieldName FieldSize FieldType
Employee ID 9 character or string
Surname 25 character or string
First Names 35 character or string
Title 4 character or string
Address 12 Text memo
Postcode 10 character or string
Telephone 15 character or string
Sex 1 character or string
Report Generator produced Reports
form.DB
FieldName FieldSize FieldType
Form Type 20 character or string
Name 20 character or string
Number 0 Floating-point numeric
Report 12 Binary Large OBject
SQL 12 Text memo
DatabaseNames 12 Text memo
ReportSQL 12 Text memo



ReportDBName 12 Text memo

Header 12 Text memo

Footer 12 Text memo
GENERAL.DB

FieldName FieldSize FieldType

Access Code 3 character or string

Description 12 Formatted text memo

Holiday records for each employee

HOLIDAY.DB
FieldName FieldSize FieldType
Employee ID 9 character or string
Holiday start 0 Date
Holiday finish 0 Date
Holiday period 0 Floating-point numeric

Discipline and grievance interview records for each employee
INTRVIEW.DB

FieldName FieldSize FieldType
Employee ID 9 character or string
Code 2 character or string
Interview date 0 Date
Outcome code 2 character or string
Interviewer1 9 character or string
Interviewer2 9 character or string
Outcome 8 Text memo
Action 8 Text memo
Detail 8 Text memo

Main Job Record

Job.DB
FieldName FieldSize FieldType
Job Title 30 character or string
Department 30 character or string
Section 30 character or string
Grade 4 character or string
Period of Pay 1 character or string
Weekly Hours 0 Floating-point numeric
Holiday entitlement/year 0 Floating-point numeric
Key Objectives 8 Text memo
Key Responsibilities 8 Text memo
Key Duties 8 Text memo
Physical - M 8 Text memo
Physical - D 8 Text memo
Attainments - M 8 Text memo
Attainments - D 8 Text memo
Intelligence - M 8 Text memo
Intelligence - D 8 Text memo



Special Aptitudes - M
Special Aptitudes - D

Interest types - M
Interest types - D
Disposition - M
Disposition - D
Circumstances - M
Circumstances - D
Number

FieldName
Job Title
Department
Section
Element

Sub Element
Number
Description
Importance

Company Importance

0 0o 00 o ©o

O 00

FieldSize

30
30
30
35
25
0

12
0

0

Text memo
Text memo
Text memo
Text memo
Text memo

Text memo

Text memo
Text memo
16-bit integer

Job Description and Person Specification contruction records

Jobdesc.DB
FieldType

character or string
character or string
character or string
character or string
character or string
16-bit integer

Text memo

16-bit integer
16-bit integer

Job Description element records for specific job titles.

Jobelem.DB
FieldName

Section
Sub Section
Number

Description

Outcome.DB
FieldName

Outcome code
Outcome description

Pay Structure records

Pay.db
FieldName
Grade

Points on Scale

Bottom Pay
Top Pay

Overtime Rate/Hour

Racial Types used for employee records

racetype.DB
FieldName

FieldSize
35
25
0
8

FieldSize
2
12

FieldSize

OO OoOOoOM

FieldSize

FieldType

character or string
character or string
16-bit integer

Text memo

FieldType
character or string
Text memo

FieldType

character or string

16-bit integer
Money
Money
Money

FieldType



Racial Type 30

Sick.DB

table1.db

table2.db

Ref no 0
FieldName FieldSize
Employee ID 9
Sick description 12
Sick start date 0
Sick end date 0
Sick period 0
Certification received 0
FieldName FieldSize
Section 35
Sub Section 25
Number 0
Description 8
FieldName FieldSize
Job Title 30
Department 30
Section 30
Element 35
Sub Element 25
Number 0
Description 12
Importance 0
Company Importance 0

Training Records for each employee
Train.DB

FieldName FieldSize
Course Title 35
Training start 0
Training finish 0
Location 8
Manager Surname 25
Manager FirstNames 35
Manager Title 4
Contact Number 15
Training description 12
Code 2
Actual Training Cost 0
Estimated Training Cost 0
Training review rating 0

character or string

Auto-incrementing 32-bit integer counter

FieldType
character or string
Text memo
Date
Date
Floating-point numeric
Boolean

FieldType
character or string
character or string
16-bit integer
Text memo

FieldType

character or string
character or string
character or string
character or string
character or string
16-bit integer

Text memo

16-bit integer
16-bit integer

FieldType
character or string
Date
Date
Text memo
character or string
character or string
character or string
character or string
Text memo
character or string
Money
Money
Floating-point numeric






Cleaning Up Blank Records

To get rid of any blank records in your tables simply press the <OK> button on this form.



Vehicle Useage

If you have no vehicles yet entered on to the database you will immediately go into the
Company Vehicles form.

== Company Yehicles
| fm]e]=] |

Type Madsl Regittiation | |
Cai Y sl Cavalier F 324 2BC

L]

=

|
This is a grid of all vehicles presently entered on the database. You can add to it by pressing the
<+> button or use the <-> button to delete records. When you press the <+> button or select a
record you are immediately shown the Vehicle entry screen.

== Company Vehicles

wlelofolel=] ] _fom]

Tepe Fituin 1o Elidl

|Ca

I nded
[Vl Cavaier

Owmershin [P [P far Purchased: H for Hied. L fr Leased)

Wahiche Value | £20,000.00
Wekicle Registration |F 324 ABC

On this you can enter any information for the vehicle.

When you have completed entry of vehicle details then press the <Close> button.
You should now be at the Company Car Allocation form.



=+ Company Car Allocation
w [ [ T =2 ]

Emplopee

IBE“ILIIH j

M Gordon Elelrum
Sales Aepresenlalive

Wehicle dllocabad
I".-'cl.lxlull Cavalier EI

[iab= Fioen III'I.I'II'I.’1!F.III Milas Llssel Cat

Date Raluined II'L-!.I'I.I'I."I!I‘.!II I 2e() Waushal Cavaler

Cormenerts on relared cat
M orwed b slart

On this you get the opportunity of selecting the user and vehicle from drop down lists. Once
selected you can enter the dates and mileage used and any comments relating to its use.

You can return to the vehicle entry form by pressing the <Change Company Cars> button.
If you would like to see a Isit of useage then press the <History> button.
When you have completed entry you can return to the main screen by clicking <Close>.



Diary

To view/edit the diary you either access it from the diary button on the main button screen or use

the button when it appears beside a date entry field.

Planning Diary

b onday Thursday
|Fiu:han:| - clanfy pogition on pricing,  ——
copy, demo
Month: July
Year: 1947
Mon | Tue | Wed| Thu | Fri | Sat | Sun
TLIESIjEI}' i 1 2 3 4 5 g
— 7 a 9 10 11 12 13
14 15 16 17 1a 19 20
— 21 22 23 24 2h 26 27
| H 29 a0 <l
wiednezday Saturday
Jane and Celeste o seaside. —
=1 Frevious kaonth Mext Month =
=1 Previous Year Mest Year I

Sunday

AN Ve

The diary offers you the ability to enter actions for specific dates by pressing the date in the

calendar and typing your entry.

It is particularly useful to ensure that your appointments for interviews do not conflict.

Once completed press the <OK> button to exit.



Custom Reports

Legal - Terms and
Condilions of Contract button on the

The custom report can be created/edited by pressing the
report list form.

i — | |
Zie BN w epa! Help
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E Page Header -
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A Group Header Jamine Witherstock
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=i e | ' i I : b |
i ............................................................................................
o Group Footer
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i eI I
i ____________________________________________________________________________________________
| | Llj
1S o JOEEan |

The create a custom report you need to carry out the following steps:

Dptians |

Databzas..
Dietailinka..
Groups ..
1. Go into the Report menu = Vsrssimedieli=. | gnd choose option databases if you wish to enter

database information on to the report.



foasbmes

| P am repoit bable
O, - |
Axalable babies
Wi )
Existing /
Query /
¥/ add or delste Delets
,_r" ficlds from Tah:a.l'nunr'_r
S/ roim
I table/query Create a new SOL query ar table List
s view J T
Fropee: Fiaids | Herss bl Naw qualy Dt |
1. The screen appears. You

will need to create a query or table from which to get the information. Refer to Field Lists
for a full list of tables and their fields. You use a table if all the fields you need are in the
table, a query if the fields are spread over a number of tables.

Queyll SOL Query [
Mame: [} =iyl
Databasa; |FI:":.':r|"I:'_£_l.l:.|.=|r j
SOL-SHinge:

Select * llom Emplob Emplapse vwheie
emplopee Emplayes D' =ampliob. Emplapes D' order b Emplopes Sumams

Barameters |

AT B
1. Selecting New Query gives you which
requires you to use the SQL language to generate the table links.
1. Select a database (the personnel tables are all in Personnel_System).

1. Enter your SQL statement. When you press <OK> the statement will be tested and an
error message will appear if you have made a mistake.
1. Now you can start entering the information you require on the form. The form is made up of a
number of bands. Each band represents a mechanism for splitting up the report. Pressing

B
the band button gives you the following form.
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and you can add further details for

the band by pressing the <More> button.

Bluler [rare =
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Links with band: JINGNE] |
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Skip pirkng of| Inch harizorial

Inch vehecal

Setting a ruler can be useful to aid layout of the

entries on the page. The band names are:

1.
1.

1.

Title This band is printed automcatically once at the start of the report.

PageHeader = Page header bands appear automatically on top of each page. You can
have as many Page header bands you want.

Detail The Detail band gets printed once for every record in your dataset. If you design
a master/detail report using the Detail Link component this band will be the detail band for
your master table. You can have as many detail bands you want.

SubDetail If you create a master/detail report using the Detail Link component then
this band will be the Detail band for your Detail Table(s). You must connect the Detail
Group band to the Detail Link component using the Detail Link - Detail Band.

. PageFooter This band is printed automatically at the bottom of every page.
. Summary The Summary band is printed automatically on the last page of the report,

after all detail bands and group footers.

. GroupHeader Group Header bands are used as group headers for Group and Detalil

Link components. They must be connected to such a component to be printed.

. GroupFooter  Group footers are used as footers for Group and Detail Link components.



They must be connected to such a component to be printed

2. ColumnHeader If you print a multi column report this band will be printed on top of each
column.

1. Overlay If you want some static text or graphic to be printed on every page of your reports
then you can use the Overlay band. This band will be printed once on each page and it
overlay all other text and graphic printed on the page.

1. Enter bands for each type you require. The screen

BAMD1

Type | Tite =l Color .
| Columnheader

) | Oe=tal
Print Geoupfooter

o roioni Groupheadar

LI 3'\-":-'"\5_'-'
N ageheads L
[~ ratonla Pagefooter !

Liyess [~ Too [~ Bottom [~ Laft [~ Fight Coler...

Mode  [defaut =]

widh |l 2] suk [widiee =]
e ..... Vs i

comes up and you select the band
from the drop down list. To edit a current band type press the right mouse button on the band.
You can specify where any lines can appear on the band and whether you want a new page
before the band is printed. An example of bands is shown in ExampleReport.

1. Once you have created bands you can enter information on to them. The buttons down

the left side offer the following:

ﬂm Offers the ability to put in standard text that will appear in the band at the position you
place it.
@1. Offers a text box that allows you to enter text that is wrapped inside the box.

ﬂt Offers the ability to import a specific image e.g. a logo.

iz. Allows you to enter standard shapes and lines.

(??s 1. Enters system information such as date, time, page numbers, etc.
ﬂ1 Automatically enters data from a specific field from the database.
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When using a memo field you need to

ensure the autosize width is off and autostretch height is on then physically stretch the width of



the memo to the required width.
J1 Automatically enters an image taken from the tables e.g. staff picture.

ﬂm Automatically enters a calculation of table values. Used for summary information e.g.
count, sum all field entries.
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1. Once you have the entries you can set up relationships between bands by either using:
1. Group Links. Select Groups from the Report Menu.

Groups:
QuenyD: Employee D [Level )

Group

Band

Edit

Add New Delete a
Group Band  Group Band
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o OE
You can set up a new

group relationship between header and footer bands by pressing the <ADD> button.
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. Cancel

Select the band representing the

Header Band and the one representing the Footer Band. Select the Table/Query the report will

rely on and slect a datafield from the Table/Query which will represent the unique entry all other

entries will be grouped by.

1. Detail Links. More complex and reliant on linking tables. Do not attempt this unless you

are setting up sub detail bands.

1. Once you have completed your draft report you can view it by selecting Preview from the File
Menu. If you wish to save it select save, load an old report select open from the file menu.
The preview option alos gives you the opportunity to pirnt the report.




Import and Export Data

You can import or export data to/from the personnel system by going into the database menu
and selecting Import/Export Data or choosing the <Importing/Exporting Data> button.

You are currently allowed to import text from a comma seperated value file (CSV) or use
Windows ODBC Drivers to translate between different file types (the ODBC drivers must be
currently installed - look for ODBC32 in the windows control panel). ODBC allows the import
and export of data to the Personnel files.
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You may get an access error on exiting this program after using the ODBC drivers. Ignore the
error as it has no effect on the program.



CSV File Import

The CSYV file format is common to many DOS based software although the format of the first
few lines varies and may need to be manually edited in a text processor. On choosing this
option you are given the opportunity to set up a standard format that can be used to import from
similar files in the future. The stages for import are

1. Select CSV File to export from.
2. Select Paradox File to import to by pressing the <Paradox File> button.
3. Set up links and copy between the files by pressing the <Set Links> button.



Selecting the Paradox File

The paradox file is located in the same way as the CSV file by moving to the correct directory
and selecting the file you wish to use for import.
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Select CSV File

You start with the opportunity to select the CSV file. Choose the file by moving to the directory
where the file is located and selecting the specific file from the file list that appears.
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Set Up Links and Copy to Paradox Table

You need to insert instructions on which fields to link between the 2 files. A list of the fields for
each are given. The steps are:

1. Start by clicking on the paradox field. This appears in the box below.
1. Click on the field in the CSV box which will be copied to the Paradox field. You may decide to
split up the field entry e.g. “John Smith” becoming “John” or “Smith”.
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1. By pressing the right mouse button on the CSV field you can select which part of the text you
35wish to copy to the Paradox field.
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1.You can add a number of CSV field entries to one paradox field by
pressing the left mouse button on each CSV field.

1. Repeat steps 1 to 4 to enter all fields to be copied to.

2. Select the <Copy> button to copy the field entries to the paradox records.

You may decide that you will use the same format for future copying. Press the
<Save Template> button and enter a file name for the template. To use in the future simply
select <Load Template> to configure all the parameters you have set.



Import ODBC Files

On selecting this option you are shown the main file Import from ODBC screen.
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You need to select the ODBC and Personnel tables you wish to use for the transfer.

1. Enter the source database drop down list and select a suitable source. You will be asked for
the password and user id and possibly the driver connection if the connection does not work
first time.

Select the source and destination tables from the table drop down lists. If you wish to view

entries in the tables then click on the <View Selected Tables> button. If no tables exist or you do

not have the appropriate table then you will need to create one:
1.1. Click on <Create New Datasource> button then select <Machine Data Source> tab.
1.2. Click on <New> button.
1.3. Press the <Next> button then follow instructions from 5 below.
1.5. Using list of drivers. Click on Name that corresponds to the database you wish to use.
1.6. Type in a file name - e.g. Sample. The click Next button.
1.7. Click Finish.
1.8. You are now are at the database selection screen. Click on the Select button.
1.9. A Select database screen appears. Select the file by moving to the directory where the
database is located and click on the database name.
1.10. Click the OK button to complete entry.

1. As with CSV file import you need to select fields from a list for each table. The lists are drop

down in this case.

1. You may decide that you need to restrict the range of values you wish to copy from. Select
the <Source Range> button.

1. Once you have completed all operations press the <Transfer> button to start the copying
operation.

You may wish to save the template you have created for the table links. Pressing the <Save>
button will allow you to save to a file which can be later brought in by pressing the <Load>
button.



Export ODBC Files

On selecting this option you are shown the main file Import from ODBC screen.
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You need to select the ODBC and Personnel tables you wish to use for the transfer.

1. Enter the destination database drop down list and select a suitable destination. You will be
asked for the password and user id and possibly the driver connection if the connection does
not work first time.

Select the source and destination tables from the table drop down lists. If you wish to view

entries in the tables then click on the <View Selected Tables> button. If table does not exist then

you will need to go into the ODBC Administrator:
1.1. From Desktop select Start then Programs then Personnel System.

Click on ODBC Administrator.

See Tabbed screen. Use User DSN.

Click on Add button.

Using list of drivers. Click on Name that corresponds to the database you wish to use.

Type in a file name - e.g. Sample. The click Next button.

Click Finish.

You are now are at the database selection screen. Click on the Select button.

A Select database screen appears. Select the file by moving to the directory where the

database is located and click on the database name.
1.10. Click the OK button to complete entry.

1. As with CSV file import you need to select fields from a list for each table. The lists are drop
down in this case.

1. You may decide that you need to restrict the range of values you wish to copy from. Select
the <Source Range> button.

1. Once you have completed all operations press the <Transfer> button to start the copying
operation.

1.2.
1.3.
1.4.
1.5.
1.6.
1.7.
1.8.
1.9.

You may wish to save the template you have created for the table links. Pressing the <Save>
button will allow you to save to a file which can be later brought in by pressing the <Load>
button.



Range SQL Expert

The screen below appears.

ar 5o Sowrce Range

Fiekd Fram Ta [ Ten | Akl Fikd I
II:-:--:en.Neme- ﬂ |':--:m:|e ]Earrdz
|5 ect® hom Custamers: Whene Comparghlames = Sample” 8HD Comparyilames: =S ampl’

CustomerlD Camparyt i CortaciF izt ame
Sampla Head
d farrpl: Richand

] | X

The SQL statement is shown in the large box and the field values in the grid. You can select
conditions by choosing a field from the drop down list and setting acceptable values for the field.
Press <Add Field> to complete entry. Or you can type in the SQL statement. Press the <Test>
button to see if the selection works.

When you have completed the SQL statement press the <Close> button.



Rebuild Tables

From here you can verify the tables contained in the database by pressing either the <Pack
Tables> button to rebuild tables and indexes getting rid of redundant information or the <Verify
All> button or press the <Rebuild All> button to repair any damaged database files.
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Press the <Exit> button when you have finished with this.



Pack Tables

If you press the < Pack Tables> button you will get the following screen.
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If you wish to select one table to pack use the Table Name list to select the table and press the
<Pack> button. If you wish to pack all the tables press the <Pack All Tables> button.







