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Human Capital Management

Overview of Human Capital Management

The HR system is non-company specific, and works on a system level. Organizational Chart security is
applicable restricting employee information based on the Org Chart if the “HCM: Allow employee access
by employee security” privilege is unchecked for the user in System Data. If the flag is checked, Payroll
security combined with Org Chart security is applicable when accessing employee related data. Employee
security is also applicable to individual modules allowing users access to individual modules based on
employee security or org chart security. The modules affected are: Applicant Management, Training,
Performance Management, Compensation Management and Hiring Requisitions.

Overall Usage

Any field that is a large text field can be double clicked to open a Text editing box.
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Position Control

Job Classifications

There are many different ways that term Job Classification may be used, for our purposes a job classification is
a type of position within the organization. For example, Project Accountant, Estimator, Clerk, etc. Each of
these Job Classifications has at least one position within the organization.

Each Job Classifications has a generic job title and a job summary and a job responsibilities section. The Job
Classifications define the ‘Salary Grade’ and if the position is exempt for the Federal Labor Standards Act.

The job summary, responsibilities, salary grade and the FLSA exempt status are defaulted to each position
created for the classification where they can be adjusted to fit the exact position.

Each Job Classification may have a set of attributes related to it. This set of attributes allows for the definition
of required education degrees, skills, training, memberships and licenses/certifications. For more information
on defining these attributes refer to File Maintenance. Attributes can be associated to the Job Classification as
required or just would be nice.

Attributes entered against a Job Classification are used during the hiring process to order/rate the applications
according to requirements.

When a Job Classification is created it creates a record in the HR Positions table. When defining a Job
Classification it is important to understand the 1D code represents the position code within the HR application.

The Job Classifications page starts as a log of all defined classifications. To edit an existing classification click
on the link on the log or to add a new classification use the [Create Job Classification] button.
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Once the job classification has been created by using the [Save] button attributes can be added.

To add or review attributes on a job classification open the ‘Desired Attributes’ tab. This tab displays a list of
the attributes already assigned to the position. Attributes are broken down into 5 components:

Skills, Training, Licensees and Certifications, Degrees and Memberships.

One or all of these components can have multiple attributes, some may be required others just nice to have.
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a Human Capital Management - Microsoft Internet Explorer

=181x]
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To add an attribute click on the Edit icon to the component required. This displays a list related to the attribute
selected. From this list one or more attributes may be selected. Depending on the attribute type it may be
possible to add criteria such as year of experience or State of license.

All attributes allow the attribute to be *‘Required’ or just nice to have.
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Pre-Requisites:
Mandatory: Nothing

Optional: Regions, Salary Grades, Skills, Education, Certification and Licenses, Training Courses and
Modules, Memberships and Organizations.
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Positions

3 Human Capital Management - Microsoft Internet Explorer =161
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Positions should be setup as a one to one relationship with employees. No two employees can hold the same
position and no two positions can have the same employee. Multiple employees may have the same job
classification but each has a unique position. Take for example the Job Classification of Project Accountant
there are probably one or more Project Accountants for each large project in progress. Each of these Project
Accountants is a unique position.

Positions contain more information than just the position and the employee reference. They form the hierarchy
of the organization. Each position should be defined to report to Job Position. This allows the Employee in the
Job Position to change while maintaining the corporate organizational chart.

Each position created inherits default information from the related Job Classification, but this can be changed
and customized for the specific position. Positions also have effective and expiry dates, and a region assigned
that allows for the pay scale for a specific position to be different by region.

The History Tab on this screen displays a list of all changes made to this position, what changed, when and by
whom.

Auto-numbering of Position IDs

It is possible to instruct the system to automatically generate Position IDs by setting a flag in System
Options of the CMIiC Enterprise. This flag is located on the Payroll tab and is labeled: “JSP Position 1D
Auto Numbering”.
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Pre-Requisites:
Mandatory: Job Classifications

Optional: Regions, Employees

Position Exception Reports

The Position Exception Report will provide a list of unfilled positions, positions with no reporting position and
employees without a position. The print functionality is not available at this time.

Organizational Chart

The program displays a visual representation of the positions and the related reporting hierarchy. The program
allows for the creation of new positions and the moving of positions individually or by a group to another area
of the chart. This program makes changing the organizational structure an easy procedure.

Pre-Requisites:

Mandatory: Job Classifications

Optional: Positions, Regions

3 Drganizational Chart: http://app4.cmic.ca:7779/test2005;5UE - Microsoft Internet Explorer = |5| |_>ﬂ
. P i 2 3
“ File Edt Wiew Favoribes Tools  Help H Links * J \% - | iy |
=
Eua Chiistons
orporai =
Betor Tomnzzn, Samty § Sandamon Pouls Pand
General Manager General Manager - Project Manager 001
Distritution - Sales -
Regional Distribution Sales Person (1)
Manages - North Eass | =
Frod Flower itk P Patarson
Warshause Manager Warshouse Manager - Warshouse Manages - Warahauss Manager
Dept 1092 = Dept 1001 Diept 1003 mpt 1004
Warshauise Shipper # 1
| W [ 1| 1y
LEGEND SELECT CHART SEARCH NAVIGATION
CM C NEW POSITION UNDO CHANGE | FITcHART TO SCREEN (O]
=

An Organization may have multiple ‘Org’ charts depending on their structure. The Select Chart tab allows the
user to select the required chart. A Chart is defined by a Position that does not report to anyone.

The Navigation tab allows you to zoom in/out to different sections of the chart.
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The Navigation is controlled by where the “White Space’ is on the picture. Drag the white space to the area of
the chart you want to view. To zoom in to more detail, move the zoom indicator to the right, to zoom out move
it to the left.

To see the complete chart on the page use the [Fit Chart to Screen] button.

The Legend tab is a list indicating what the different colors and symbols mean.
. 1

LEGEND

D Dpen + | Expand Tree
. FHled = | Collapse Tree

Pending

. Suspeinced
. Terminated

Changing a Positions ‘Reports To:’ Setting

To change where a position reports, is as easy as dragging the position to the new report location. This
will not only change the report of the current position it will automatically bring along any sub-reports.

Adding a new Position:

To add a new Position or to update an existing Position single click on the position to update. This will
open a window showing the current information about this position.
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Fosition

Position: | General Manager - Sales f

Position Code: | MGR-SALES

Mo lmage

Reports Ta Praszident - 51 Corporation (429377): Chi|| = I,
- Available

| Clas=ification .H.R-M.;?;. IZ\:IP.{.;]E.RJ 1
Region S Morth West hd = Al
Montk Diay Year
Effective Date: [MM [ /1DD | /1YYYY Sanderson, Sandy 5 (ZZ2-900 ) b
Expires: MM | SIDD | S YYYY Status Pending v
[ T [
SAVE DELETE CREATE DIRECT REPORT CANCEL

It is now possible to change information regarding this position such as the employee associated with the
position, the start/end date of the position, the reports to or the status. It is also possible to create a new direct
report position by using the [Create Direct Report] button.

When saving an update or a new record, if any required data is missed, the field is shown boxed in red to make
it easy to identify where the problem is. This method of creating or editing a position only deals with the key
information about the position, updating information such as Job title, Job Summary, Responsibilities, etc. must

be done via the Positions page.

Any changes or new positions created via this method will be reflected on the positions screen with the HCM
application.
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Hiring Requisitions

Requisitions
LWj Requisitions S

i HCM Manager — ;I
Desired Attributes i Actions
| |

— Reuistion 10" R-DRYWALL Date 05 |06 |2008 B
B anager
() Position Cortral Requested By Proposed Hire Date 05 |06 [2008 &

Hiring Requisttions

Requisitions Joh Classification ‘Drywallers EI Status IActwg -

-] R-DRYWAL

13 Reauisiion Activiy Position Mame™ \Drywaller El Type & sddtion O Replacement
| Renuisition Status Report Hiring Office  Califarnia =] Recruter [E. Phillsson []
o] ] Rectulter Reguistion Activity
[ Applicant Management Recuistion Hame, [Drywaller Recuistion ] & Full Time  Part Time [ Temporary
Wintkfi Plannir
<j Tr::mnngme anning Spply plasterboard or other wallbosrd to ceilings and interior vwalls of buildings. -

{_) Performance Managemert
{_) Compensation Managemert
{5 User-Defined Logs

) File Maintenance - - -
() Security Trim rough edges from wallboard to maintain even erﬁts, u;\ng knife ) . ) -
Install blanket insulation betvween studs and tack plastic moisture barrier over insulstion.
Responsibilties  Fit and fasten wallboard or sheetrock into specified postion, using hand tools| portable power tools, or adhesive:
Read blueprints and other specifications to determine method of installation, work procedures, and material and tool requirements.

Job Description

hlotes

| El
Requisitions Entry Form

This page allows the user to enter a requisition to the HR department to start the hiring process for a new or
existing position.

General |Database Opﬁonsl Reports |Financials| Prajects | Aszzets Payroll |

Detautt 1033 Cade | |[1039 Misc Rents |
Default Yendar Class [OTH |[cthermisc |
Priority From | | To | |

Generate Timesheet Uity for [E-Timesheet x|
r PayralldR Auto Mumbering [~ add Haurly Premium ta Zera SmountMot Found Rate
- Apply Company Security In Payroll [ usp Pasition 1T Auto Mumbering
- E-Time: Restrict Access Codes By Company [ usp Requisition 0 Auto Mumbering
|7 Greenshades Installed |_ Check Processing And Printing By Check Location
- Mandatary &pprover Priority Flag
Preferred Rate: Check Employvee Profile
IV Union ¥ Trade
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Auto-numbering can be applied to the Requisitions ID by setting the 'JSP Requisition ID Auto Numbering' flag
in the Payroll tab of System Options (Forms version).

When entering the requisition, the Requisition Name, Job Description and Responsibilities will default from the
Position selected. The Desired Attributes of the Requisition will default from the Job Classification. The
Requisition Name defaults from the Job Title of the Position. If the Position Name is entered before the Job
Classification, the associated Job Classification will be populated. The Hiring Office LOV provides a list of
Geographical Areas.

The Hiring Requisitions page starts as a log displaying all Requisitions. To edit an existing requisition click on
the link on the log or to add a new Requisition use the [Create Requisition] button.

There are three required fields when entering a Requisition. They are the Requisition ID, Job Classification and
Position Name.

The Requisition ID must be a unique code it can be characters or numbers with a maximum length
of 10.

Once the position is entered, the Requisition Name, Job Description and Responsibilities fields
will be updated to match the position’s definition.

The Desired Attributes will default from the Job Classification.
Any of these defaulted fields may be changed including the Desired Attributes.
Pre-Requisites:
Mandatory: Job Classification, Position Name, Requisition ID.

Optional: Hiring Actions, Skills, Education, Certification and Licenses, Training Courses and Modules,
Memberships and Organizations

General Desired Aftributes Actions

Hiring Actions

sction Mame™ IPIaced Advertizement LI Cost Amourt 250| Status IPending YI sction Dste™ (05 |05 [2008 @ Action taken by |J. Thomas
Notes olvertisement placed. ﬂ From Date |05 |05 2005 &
s ToDate o5 [15 |2008 |8
Action Mame Cost Amaunt Status Motes ActionDate | FromDate | ToDate | Actiontskenby | Action |
Requistion Created COMPLETED Requistion Created 05052008 HR
Placed Advertizement 25000 PENDING Advertisement placed. 05052008 05052008 05152008  J. Thomas b4

The Actions tab allows the user to update the history of what has happened to the requisition. This is the same
functionality that is available via the Requisition Activity screen. When a new requisition is saved, an Action of
“Requisition Created” is automatically created for the requisition.

The Action Name drop-down provides a list of Hiring Actions defined as Requisition Actions.
Pre-Requisites:
Mandatory: Action Name, Action Date.

Optional: Cost Amount, Status, Action Taken By, Notes, From Date, To Date.
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HCM Manager

Search

[=H_ HCM Manager
+]{__) Posttion Cortral
E|_)Hmng Requistions
[=H5y Requistions
-1 RDRYWAL
| ] Requisition Activity

Copy Requistion | Add Requistion | Edit | Delete | Back To Log I

Requisition &
Reguested By
Joh Classification
Posftion Mame:
Hiring Cffice

Requistion Mame:

|

Desired Attributes i Actions
R-DRYWAL Date 2008-05-06
J. Thomas Proposed Hire Date 2008-05-06
Drywesllers Status Active
Drywvaller Type Addtion C1Replacement B
CAL California Recruiter EP E. Philipson

Drywealler Reguistion

Full Time M Part Time O

Temporary [

j Requisttion Status Report

_“ Recruiter Reguistion Activity
147 Applicant Management
[#1{_) Warkfarce Planning

[*#H{_) Training
B
£

Jiok Description Apply plasterboard or other weallbosrd to ceilings and interior walls of buildings.

Tritn rough edges from wallboard to mairtain even joints, using knife

Install blanket insulation between studs and tack plastic moisture barrier over insulation

Fit and fasten wallboard of sheetrock into specified position, using hand tools, portable power tools, or adhesive

Read blusprints and other specifications to determing method of installation, work procedures, and material and tool requirements

Responsibilties
) Performance Managemert
£4_7) “ompensstion Management
{7 User-Defined Logs
[*#}{_) File Mairtenance:

[H_) Security

Mates

A requisition can also be copied to another requisition using the Copy Requisition button. This will open up a
duplicate requisition screen where the user can edit the data for the new requisition.

Requisition Activity

Suzette Watson's Profile  Home

ion Activity

ﬁ?’m Requi

Requisitions A
Search EI Reguisition IO Date Created I on E Job Classification Search
517 HEM Manager Requisition 1D | Requisition Date | Proposed Hire Date Description | Status ‘
5125 Pastion Cortral SSPMTH3 01403/2005 010572005 Project Manager Filled
() Job Classifications CCABW 0101 /2008 031272007 Sales Person Clozed
() Positions MZ01 0101 /2006 Q11072006 Surveyors Clozer

I Pastion Exception Reports ARCH1 01,01 /2008 Office Personnel Filledd

*.[] Organizational Chart REQSY1 01401 /2005 01101720068 Surveyors Fillesd
[=1C5y Hiring Requistions ADOOR 01401 /2006 010172006 Administrative Asst Pending

i+ Requisttions ADMO01 010172006 01/0172006  Administrative Asst Active

i+ ] Requisition Activity SRE_PLUM 010172006 Plumbers Active
4] Applicart Management MZ0009 01401 /2008 04062006 Civil Engineer Active ooz
() Wiarkforce Planning SRG_BKHPR 0101 /2008 Bookkeeper Active
() Training RARM 0101 /2008 Architect Active
&) Performance Management HR-001 03/ /2008 310112006 President Active
[#-_) Compensation hanagement HR-002 1601 2006 31032006 Ste Supervisor Active
] File Maintenance BAPMACCTO 0SM06/2006 150812006 | Accourtant Fillee
& Securty SUPP-REP 03407 /2006 01/09/2006 Customer Service Rep Active Il

Action Name Cost Amount Action Date Motes Action taken by Delete
External Add Placed 75000 3140172006 Bill Gustaw x
Internal Posting Completed S0.00 3040172008 Bill Gustaw x

Requisition Activity

Requisition Activity is both an entry and a query screen. It allows for the review of the actions taken on one or
more requisitions and it allows for the updating of existing actions taken and the entry of new actions taken.

When this page is first opened it will display all requisitions.
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Searching for Requisitions

To limit the requisitions displayed, you can [Search] by a specific requisition number, by date or by job
classification.

Requisition 1D

This field can be used to select a range of Requisition ID’s by using the ‘%’ wildcard characters either
before or after the value — for example 1% will return any requisition ID that start with the number 1.

Date Created

This is a drop down list that allows the user to select one of 3 values, On, Before or After to determine
how to utilize the actual date field. This allows for the querying of requisitions created on a specific date
or after a specific date.

Job Classification

This field can be used to select a group of Positions with similar names by using the ‘%’ wildcard
characters either before or after the value — for example Elec% will return any requisition ID’s for any Job
Classification where the title of the classification starts with Elec.

Once the required requisition has been found, highlight the requisition clicking on the linked field. This will
then display all related action records in the bottom section of the screen.

Adding a New Action Taken

To add an action to the requisition use the Add link on the *Actions’ bar. This will open up an area just under
the bar where the action information can be entered.

Actions Save Cancel
Action Name™  External Ad Placed - Cost Amount 50 Status  Pending - Action Date™ 01-01-2012 @ Action taken by
N Need a new PM - From Date [01-02-2012 @
otes ~ To Date E
a)
#Action Name Cost Amount Status Notes Action Date From Date To Date Action taken by Delete

Selection the Action Name from the drop down list (Required)

If applicable enter the cost amount, this is for reference only

Enter the status

Enter the date of the action (Required)

Enter the employee who performed the action. This defaults to the user id.
Enter any notes and dates if necessary.

When complete use the Save link.

Updating an Existing Action:

To edit an existing action taken, click on the lined field. This will then display the action information in the area
just under the Actions section bar. Update the information as required and then save.

Requisition Status Report

The Requisition Status Report prints applicants and their associated requisitions based on the hiring office.
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tus Report

Requisition Status Report &
Hiring Office Code Hiring Office Name Starting Level Fosition Number Of Position Levels To ‘Dril Down’ Select Hiring Offices To Run Report || Select All
EC East Coast USA Accountant - 0 F
MIDWES: Widwest USE - 0 0
NORTHW Northwest USA - 0 0
SOUTH South USA - 0 E
USNE US North East - 0 T
we West Coast USA - 0 E

Recruiter Requisition Activity

tw Recruiter Requisitions Activity Transter Respistons |

i HCM Manager =
Search EI Recrutter Name, Search |
Recruiter Name ‘Recruiler Code |
EH_yHCM Manager E_ Philipsan EP
(3 Postion Cortrol J. Drake 5o
=} _) Hiring Rs.qﬁlsmuns €. Helgel KH
-{_) Requisitions
{ ] Reruisition Activity
: J Requisition Status Report
to] ] Recruiter Requisttion Activity
{7 Applicart Management
= Wiorkforce Planning
j Resource Scheduling
{_]) Training
[#{_) Performance Management
[#{_) Compenzation Managemert
-y User-Defined Logs
{_) File Maintenance
[ Security _I
Requisition Cocle Job Claszsification Reguested By Dt Proposed Job Title | Proposed Hire Date | Hiring Office Status
R-DRY WAL Drywvallers J. Thotnas 2008-05-06 Drywaller Reguistion  2003-05-06 California Active

[ | [ |

The Recruiter Requisition Activity screen shows all open requisitions for the recruiter. The requisitions
assigned to a recruiter can also be transferred to another recruiter.

=10l x|

From Recruiter: [E. Phillip=zon -

To Recruiter: k. Heigel| i~

Transfer | Cancel |

x|

/2] Done I_ [D_ I_ I_ I_ | Internet
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To transfer all open requisitions from one recruiter to another recruiter, press the Transfer Requisitions button.
Then select the From Recruiter and the To Recruiter from the pop-up window. Press Transfer to move those
requisitions to the new recruiter.
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Applicant Self-Service &
Applicant Management

Overview — Applicant Self-Service

Applicant: EEEE
.-.—'—ii. Education skills License [ Certificate Training Membership Employment References Additional Information Application History
Position you are applying for | —-Select Job Classification - E @ Full Time Part Time Temporary
Salary Desired --Select Pay Period-- |z| Requisition Number: = --Not Specified-- |z|
Personal

~

First Name Last Name™

55N (no space/hyphen) E-Mail Address |Rob@yoohoo.com

Home Phane: Work Phone:
Street: Suite:
City, State ZIP/Postal Code:

Country |z|

~Other-- |z|
Source of Applicant Application Date
Gender | —Select—- |z| Ethnidty/Race | —~Select— E
Area Of Interest
Administration Architecture and Planning Carpentry Electrical Financials Position
Area Of Interest Project Management Supervisor
Other :

Geographical Area

Geographical Area East Coast USA Midwest USE Morthwest USA South USA US North East

HVAC Specdialization

West Coast USA

Sample of Applicant Self-Service screen, used by applicants to enter, review and update application information.

This program is designed to be run by applicants that are applying for a position within your organization. It
provides applicants access to Applicant Self-Service so that they may enter, review and update application
information for a job posting. Access to Applicant Self-Service is provided via a link, which can be added to a

job posting (see the Format Link to Applicant Self-Service section for details).

Registration & Sign In

Sign In

Applicant's e-mail address: |

Enter Passwaord:

Reqgister New User

If the applicant has already registered with your organization they may type in their email address and the

password that they created to enter the system in order to review or update their application.
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If the user has not yet registered, they can do so by using the Register New User link, which will ask them for
their email address and to create a password. Note, the email address is case sensitive.

If the applicant was previously registered with your organization, but forgot his/her password, they can click
[Forgot Password]. On the next screen, the applicant would enter his/her email address, first name, and last
name, then click [Send Password]. An email would then be sent to that email address with the previous login
information that can be used to log in.

Format Link to Applicant Self-Service

For applicants, access to Applicant Self-Service is provided via a link, which can be added job postings or
emails. The following provides details about how to format links to Applicant Self-Service.

Format for CMiC Enterprise Clients

The following is the format for links to Applicant Self-Service, with the DATABASE_SERVER and
ENVIRONMENT parts being replacement fields:

http://IDATABASE_SERVER/ENVIRONMENT/HrApplSelfServ

Replacement Fields
DATABASE_SERVER = path to database server running CMiC Enterprise
ENVIROMENT = which database environment to use
Example: http://test4v10.cmic.ca:7785/cmictestv10x/HrApplSelfServ

Format for CMiC Cloud Clients

The following is the format for links to Applicant Self-Service, with the TENANTCODE part being a
replacement field:

https://hikuuapp.com/hikuuprod/HrApplSelfServ/?tenantCode=TENANTCODE

Replacement Fields
TENANTCODE = CMiC Cloud client’s tenant code, identifying the CMiC Cloud client
Example: https://hikuuapp.com/hikuuprod/HrApplSelfServ/?tenantCode=2727
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Applicant Self-Service for Applicants

Applicant: Timmy Timmins ESETE
m Education sSkills License/Certificate Training Membership Employment References Additional Information Application History
Position you are applying for | Carpenter Foreman [+] @ Full Time ® Part Time [Fremporary
Salary Desired ~Select Pay Period— [ ] Requisition Number: | ot Spedified— [=]
Personal
FirstName™ | Timmy Last Name™ | Timmins
S5 (no space/hyphen) E-Mail Address | Timmy@yoohoo.com
Home Phone: 2223334444 Work Phone:
Street: |535 Wilow St. Suite:
City, State |Buffalo, New York 7IPfPostal Code: (49823
Country

Employee Referral [+

Source of Applicant Application Date 2015-04-07

Gender | Male =] Ethnicity/Race | Dedine to Respond [=]
Area Of Interest
Administration [7] Architecture and Planning [7] Carpentry Electrical [ Financials Position [] HVAC Spedialization []
Area Of Interest  Project Management [7] supervisor [7]
Other :
Geographical Area
Geographical Area East Coast USA Midwest USE [7] Nerthwest USA [ South UsA [T US North East [T West Coast USA [

Once logged in, applicants can select the position to apply for, via the Position you are applying for drop-
down list, and the corresponding Requisition Number. The applicant can then enter their contact information,
education, skills, licenses/certifications, training, memberships, employment history, references and any
additional information, through the corresponding tabs. They may also select preferred areas of interest and
geographical areas.

The [Upload Resume] button can be used to upload as many documents that the applicant wishes, such as
resumes and cover-letters.

If the applicant wishes to apply for a second position, he/she would save the first application, then select the
second position for which they are applying from the drop-down list of job classifications, select a
corresponding Requisition Number, enter the relevant information and save the application.

Applicant: Timmy Timmins

General Education Skills License/Certificate

Training Membership

Employment References Additional Information

seplcaton Code b Cosacaton Code st Updred seus Reastonto
8962299 8520 Carpenter Foreman Apri07I2018 Applied
8962611 6510 Carpenter Apri7/2016 Applied

For each of those saved applications, an application record is created in the Application History tab, shown
above.
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Applicant Self-Service for Administrators

LW] Applicants

HCM Manager B

o]

% I
Search

[={_ HCM Manager
(=) Position Cortrol
~{_) Job Classifications
[ Positions
- j Position Exception Reports
-] Organizational Chart
Hiring Requistions
-|_J) Requisttions
- ] Requisttion Activity
[ Applicant Management
-] Applicart Self-Service
-{_) Applicants
[ Hired Applicants
- Applications
-] Requistions
=M ¥Workforce Planning
¢ 1] ] Resource Scheduling
(=M Training
[ Courses and Modules
[ Classes
-] Training Nominations
| ] Class Enroliment
~{_) Review Self-Service Enrollment
-{ Retrain Dates
|_] Training Records
«|_] Trainer Evalustions
-[] Trainer Evalustions Review
5 Perfarmance Management
~{_) Job Classification Performance Stanc
-{) Employee Performance Plans
[_) Matakle Incidents
~{_J Interim Evalustions
(3 Annusl Evalugtions
=5 Compenzation Management
¢ o[ ] Salary Planning
i -] Sslary History

e

[

il

Save | Cancel I

Applicant: Donna Johnson

=

Perzonal i Miscellaneous

i Adtributes

|‘ Emp.History I’ Attachments I’ References I’ Application History

Source of Applicant | Chicagn Sun Times x|
Mumber™ 683250
Last tame™ |Johnson
Midele Name:
SSM (no spacetwyphen) (981701337
Mailing Address
Address 1 [10 Ridge Avenue
Address 3
Physical Address
Address 1 10 Ridoe Avenue

Address 3

Country |United States of America 'I

County -~
Contact
Home Phone (3121 955-2099
Cell Phone |(312) 555-7341
Home Fa
E-Mail Address |[diohnson@hr.com

Area Of Interest

e Of Interest Administration [~
Cther :

Geographical Area

Architecture and Planning [¥

Application Date 2007-10-15
Last Modified Date 2007-10-15
First Mame™ |Donna
Employed As
Status |Open
Address 2

ZP |B0E09

Address 2

P

State [L -
City [cHI -
Work Phone [(312) 555-2310

Pager

Work Fax

Carpentry [ Project Managemert ¥ Supervizor [

The Applicant Self-Service screen is intended to be used by HR staff to review and update the applicant record
with relevant information collected during the hiring process such as reference checks and interview notes. To
view an applicant record, select the applicant from the log by clicking on the linked field.

This will open the applicant’s application form, where it is possible to update any information regarding the

applicant.

Applicant information is split into sections each defined by a tab. The General tab as shown above is the basic
contact information regarding the applicant. The Applicant Number assigned when the applicant record is
created is the next number in the sequence of employee numbers. Data entered on the General tab will be
carried forward onto the employee record as the defaults if and when the applicant is hired.
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ﬁ Applicants

Suzette Watson's Profile  Home

i | Edit | Back To Log |

TSI R C eI T TEpOr = S r—
| ] Organizational Chart pplical isa Rolands

B

Hiring Requistions
- Requisttions

General Personal Miscellaneous

( Attributes |' Emp History ( Attachments |' References |' Application History

| ] Requisition Activity
Applicant Management
-] Applicant Self-Service

Gender Male
Military Status Mot veteran

Resident Status Cizen

E (£ Applicants
¢ .| 7 LisaRolands Dt of Birth
i-| ] Requisttions Disahility

=M workforce Planning
20 d Able to Travel Mo

Ethnicity Unknown
Marital Status Single
Domirant Handd Right Handedd
Place of Birth

Distance

j Resource Scheduling
{3 Training
[ Courses and Modules
[ Classes
-] Training Nominations
| ] Class Enroliment
~{_) Review Self-Service Enrollment
-1 Training Records
|_] Trainer Evaluations
~|_] Trainer Evaluations Review
{5 Pertormance Management
[ Jok Classification Performance Stand
~{_) Employee Performance Plans
~{_7) Motable Incidents
[ Interim Evalustions
- Annual Evaluations
=15 Compensation Managemert
i+ ] Salary Planning s
i ] Salary Histary
+.) Salary Surveys
[ User-Defined Logs
(=M File Maintenance
[ Skils
- ] Degrees
-] Education
| ] Certifications and Licenses
-] Hiring Actions
-] Trainers

[ Trainer Evalustion Ratings -
4 IR

The Personal tab contains HR type information and again this information will be carried forward onto the
employee record as the defaults if and when the applicant is hired.

A lot of the information on this tab is used only for EEO and Veterans reporting.

W‘?Applicams

Suzette Watzon's Prafile Home

o | Edt | Back ToLog

T T OSMOT EAC BT O |

| ] Organizational Chart Applcart. Lisa Rolands

B

()£ Hiring Requisitions
~{_) Requisitions
H | Requisition Activity
55 Applicant Management
~[ ] Applicant Self-Service
15 Applicants
~{ ] Lisa Rolands

General Personal

Type Salarisd
Referring Employee Mark Frankiin
Expected Hourly Rate
Date Available 2007-03-01

Miscellaneous

Aftrioutes { Emp History | Atachments { Peferences { Applcation History

Preferred Language English
Expected Salary 30000 Per Year

Application Locstion Chicago

| ] Requistions
)25 Wrkforce Planning
: | ] Resource Scheculing
25 Training
~{_]) Courzes and Maodules
[ Claszes
-] Training Nomirstiors
~|_] Class Enroliment
[_) Review Self-Service Enrollmert
~| ] Training Recards
|_] Trainer Evaluations
[ Trainer Evaluations Review
{3 Performance Management
[ Job Classificstion Performance Stand
~{_) Employee Performance Plans
[ Motable Inciderts
[ Interim Evalugtions
- Annual Evaluations
()£ Compensation Management
-~ ] Salary Planning -
| Salary History
(] Salary Surveys
+{{y User-Defined Loas
(1 File Mairtenance
-] Skils
| ] Degrees
[ Education
~|_] Certifications and Licenses
] Hiring Actions
- Trainers

J Trainer Evaluation Ratings _lll
4 |

|

The Miscellaneous tab is used to record information about the application. Most of the information entered on
this screen is for reference only and can be accessed for reporting purposes via Discoverer.

Reference Guide Human Capital Management v10x

Applicant Self-Service & Applicant Management - 21



The Attributes tab is where education and training related information about the applicant is entered. Attributes
are broken down into 5 components:

Skills

Training

Licenses and Certifications

Education

Memberships.

One or all of these components can have multiple attributes, some may be required others just nice to have.

tﬁyﬁ.pplicants

Suzette Watson's Profile  Home

2

|

B

-5 Pertarmance Managemert

=475 Compensation Managemert

-

T TERCEpIOrT e
| ] Organizational Chart d
Hiring Requistions
~{_) Requisitions

| ] Requisition Activity
[ Applicart Management

| ] Applicant Self-Service

EHE Applicants

¢ .| 7 LisaRolands

i-| ] Requisttions

Workforce Planning
j Resource Scheduling
— Training

[ Courses and Modules

[ Classes

-] Training Nominations

| ] Class Enroliment

~{_) Review Self-Service Enrollment
-1 Training Records

|_] Trainer Evaluations

~|_] Trainer Evaluations Review

[ Jok Classification Performance Stand
~{_) Employee Performance Plans
~{_7) Motable Incidents

[ Interim Evalustions
- Annual Evaluations

i+ ] Salary Planning

i ] Salary Histary

L. Salary Surveys
[ User-Defined Logs

{3 File Maintenance

T skills

i+ ] Degrees

i Eeucation

i Certifications and Licenses
i+ ] Hiring Actions

-] Trainers

:-[] Trainer Evaluation Ratings _|;I
IR

Applicant. Lisa Rolands

B

Genetal |’ Personal |’ Mizcellaneous m Emp History ( Attachments |’ References |’ Application History
Skills %3] Training %3 Licenses And Certifications %3] Education %3] Memberships 3]

Description |Experlence | Description | De=scription | Mame | Organization | Membership Type
Cabling anc Wiring 24 Ajr Brakes Operations | Air Brakes Azsocistes Degres | Erindale 55 Lifetime
Plastering 20 Computers 101 Red Cross CPR Certification Ryerson Polvtechnical Institut — Lifetime
Tile and Terrazzo Cufting 24 Sitver Creek Annual

Credit Woodlands HS Annusl

|

To add an attribute click on the ‘EDIT” icon to the component required. This displays a list related to the
attribute selected. From this list one or more attributes may be selected. Depending on the attribute type it may
be possible to add criteria such as years of experience, institution, year completed, etc.
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icrosoft Internet Explorer o =] B
OK | Cancel | =
Code Description Institution Degree Years | Year Completed 7 select
B iicshelor 2 |Univers'rty Central Floricla L”El-Comm | !4 | i1984 | ¥
Bachelor of
= Stience I--O‘ther-- [ il | | | O
Carpentr
CARPTRDE | =TBETlY [ Cifer-- = i [ | a
Electrical T
ELECTRDE | 2o l® | —ctrer— = il | [ | O
hiasters of
ENGINEERM | g P2 |--other-- = il |l | 0
Engineering 1
EnoieerP |10 [--cther— = il | [ | O
GRADE Grade School | [~Cther-- = il | [ | I |
HIGHSCHOOL. |High School  |[--Cther—- =] I | [ | r
Hod Carrier T
HIRL) Apprenticeship I--O‘lher-- L” | l | l | =
MA B, |Uriversity Certral Florida = | MBA - Business Admin || [1 | 9as | i 5
L =0 =

The Employment History tab is where details of the applicant’s previous employment records are kept. This
tab allows you to create new records or update/delete existing records.

Suzette Watson's Profile Home

anage B Applcant: Lisa Rolancs =
Search I—IEI General | Personl | Miseelaneous | Attributes Emp.History Attachments | References | “pplication History
E"{?g':osmmﬂo';"g:;w Company Name™ [Company2 Start Date™ 02 |15 |2003 |2 EndDats™ 12 |01 |2005 [
1] Job Classifications Street 23 Palisade Road City State |[Chicago, IL
t-{_]) Positions
" Pasition Exception Reparts Phone Mumber | [[312) 5558122 Job Tte™ [Project Accountart SupervisorMame ||
& ] Organizationsl Chart . 9
B @ Hiring Requistions Starting Waoe Firal YWage Pay Rate Period ™ | Hourly hd
i) Requisitions Leave reason™ Company closed |
L[ Requisition Activity
511 Applcart Management Company [ Job Ttie [ Start Date | End Date Leavs Reason | action
: _1 Applicant Seli-Service Company1 Accountant 01012002 02012003 Contract ended X

=5 Applicants Company2 Project Accourtart 02152003 12012005 Compary closed X
Lisa Rolands
] Requisitions
) Wierkforee Planning
*.] 7 Resource Scheduling
=+ Training
() Courses and Madules
() Classes
7 Training Mominations
[ ] Class Enralment |l
~{_) Review Self-Service Enrallment
] Training Records
] Trainer Evalustions
[ ] Trainer Evaluations Review
[=H ) Performance Management
{_) Job Classification Performance Stand
(1) Employes Performance Plans
~{_) Motable Incidents
-] Interim Evaluations
() Annual Evalustiones
)£ Compensation Management
[ Salary Planning
] Salary History
() Salary Surveys

{5 User-Defined Logs -
e I_»l_l 5

The Employment History tab starts with a log view. To view the details of a specific employment record click
on the linked field.
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Suzette Watson's Profile Home
Applicants

anage n Upload Resume I;I
=5 HCM Manager Gereral ' Personal | Miscellansous | Aftrbutes 'y EmpHistory m Refersnces | Application History y
{3 Posttion Cartrol
20 ™ File Name | Uplogd Date [ Note [ Actian |
() Job Classifications
Resume doc 05012007 Resums i=E3
L[ Pasitions

3 Pasilion Exception Reports Coverletter doc 05012007 Application Cover Letter X
Organizationsl Chart

ﬁ?nng Requisttions

() Requisitions

|7 Requisition Activity

= Applicart Management

1] Applicant Self-Service

15 Applicants

] LisaRolands

] Requisitions

) Wierkforee Planning

*.] 7 Resource Scheduling

=) Training

() Courses and Madules

() Classes

7 Training Mominations

[ ] Class Enralment |l

~{_) Review Self-Service Enrallment

] Training Records

] Trainer Evalustions

[ ] Trainer Evaluations Review

) Performance Management

{_) Job Classification Performance Stand

(1) Employes Performance Plans

~{_) Motable Incidents

-] Interim Evaluations

() Annual Evalustiones

)£ Compensation Management
i[9 Salary Planning

[ ] Salary History

() Salary Surveys

{5 User-Defined Logs

J - | _blll =

The Attachments tab may contain any number of documents uploaded by the applicant. To open one of the
documents just click on the linked field name.

=5

Suzette Watsor's Profie Home
Applicants Save | Cancel
anage n Applicant: Lisa Rolands w
Search El Genersl 'y Personsl { Miscellaneous [ Atribtes { Emp History [ Attachmerts A pplication Histary
EHEg HCM Manager First Name™ Peter Middlle Narme: Lasst Name™ [Johnston
=M Pasttion Cartral
() Job Classifications Orgenization Company1 Relation ContactDate | | | |EE
() Positions
3 Posilin Exception Fenorts Phene [(312) 5552345 Merphene ] L
& ] Organizationsl Chart

o i ™ -
Firing Raguistions Evalagress [ | P Rting” [Excellert
() Requisitions Employed From || | || EmplovedTa | | | || Titme Knowrn
[ Reauisition Activity

£ Applicart Management self-motivated =
1] Applicant Self-Service el organized
25 Applicants Description
] LisaRolands

| ] Requisitions

125 Workforce Planning Mame Relation Organization I Phone Contact Date Rating | Action
*.1] Resource Scheduling Peter Johnston Manager Company1 (312) 5552345 EXCELLENT x
EHE5 Training
() Courses and Madules
() Slasses

7 Training Mominations
[ ] Class Enralment |l
~{_) Review Self-Service Enrallment

] Training Records

] Trainer Evalustions
[ ] Trainer Evaluations Review
) Performance Management
{_) Job Classification Performance Stand
(1) Employes Performance Plans
~{_) Motable Incidents
-] Interim Evaluations
() Annual Evalustiones
)£ Compensation Management

i[9 Salary Planning

{5 User-Defined Logs -
] [ — | _»l_I E

The References tab is used to record information regarding reference checks performed. Again this tab opens

in with a view of all entered references. As a user you may edit an existing one by clicking on the linked field
or create a new reference by using the [Add] button.
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ng Applicants

F) HCM Manager ‘ Applicart: Geraldine Donnelly Add
Search EI . 7 3 — "
{ General ' Personal 'y MWiscelaneous Y Aftriudss Yy EmpHistory 'y Aftachmerts | Refersncss y Notes
cl —’ Hc.:‘o:r‘t?o‘:?é‘:r:trol Application Code | Job Classification Coce | Description | Apply Date | Status | Requisition Mo Euiit Delete
Hiring Recuistions 233316 EL09 Electrical Apprentice: 0F162005 APPLIED SS-ELEA-RG g X
{23 Applicant Management 23338 PHO1 Photographers 05152008 APPLIED RSZ-PHOTO g x
|7 Applicant Seff-Service
() Anplicarts
~{_J Hired Applicarts
-{_J) Applications (31, 4
~{_) Application Actions
| ] Renuistions
| ] Applicat Pipeline Report
[#-{_) Warkforce Planning
[#-{_) Training
[#{_]) Performance Managemert
[=H3 Compensation Management
| ] Selary Planning
| ] Selary History
L) Selary Surveys
{3 User-Defined Logs Action Dug Date | Alert Date | Completion Date | Action Date Status Maotes Campletion Motes | Priority | Action taken by | Eclit
[#{_) File Mairterance Applied 06162008 068162008 COMPLETED Applied by Gearge Brown 3 George Brown | 53
B Security Interviews 08172008 06172008 OF1B2008  PENDING  Applicant scheduled for an interview on 617108 3 George Brown | )
+
=

The Application History tab displays a log of applications submitted by the applicant. For each application, a
list of “‘Actions’ is maintained. A [+] sign in the Actions block allows manual entry of Actions. These actions
are based on entries in the Hiring Actions table. An action with status ‘Applied’ is automatically created for
each new application entered through Applicant Self-Serve with the date set to the system date. The “Action
Taken By” field is automatically updated with the name of the user. Applications may be added to an applicant
by clicking the [Add] button at the top of the screen or deleted using the “X’ beside the application.

3} http://test2005.cmic.ca: 7779/ cmicoc4jtest2005 -10] x|
Save | Cancel |_|A
Add Application
Job Classification Code |[RFO1 — Description |Master Roofer Apply Date (09 |21 (2007 ﬂ Requisition Mo: |REG_ROOFER o
Application Code ‘ Job Classificstion Code | Description | Apply Date | Status | Reguisition Mo

Mo Records Found

=
] [T [T [ e /

This brings up an Add Application pop-up where the user can select a requisition to add to the applicant’s
applications and enter the Apply date. The icon beside each application allows the user to edit an existing
application by selecting another requisition for the specified job classification.

Reference Guide Human Capital Management v10x

Applicant Self-Service & Applicant Management - 25



The [Hire] link changes the applicant’s status to Hiring Pending and the applicant’s record is added to the Hired
Applicants list of applicants. The Requisition Status is updated to “Hiring in Progress”. The [Reject
Application] link changes the status of the application to Rejected and the applicant’s status to Open. The
[Reject Applicant] link changes the application’s status to Rejected and the applicant’s status to Closed.

Hired Applicants

Lwy Human Capital Management e

3 HCM Manager - | I T S - |
Search EI “ Applicant # Applicant Mame Rehire
4 20051 4@omic ca Taylor Crane M
=13 HCM Manager 4 208182 Pauline Long M
[=+5 Position Cortral 4 206459 Bill Brachy M
[ Job Classifications 4 209916 Fred Sanderson v
(& Posilions 4 210833 Devon Walter A
[ Postion Excaption Faports 4 211020 Melisa wllngtan v
S o :
- 4 211917 Melinda Chesney v
- Requistions 4 214850 Emerald Bricget N
~| ] Requisition &ctivity

5 Mpplicant Management Total (3rows)

(] Applicant Self-Service
B Applicants
“-[ 9 Emerald Bridget
~{_) Hired Applicarts
-| ] Requisitions
=5 Warktoree Planning
J Resource Scheduling
[ Training
-(]) Courses and Modules
-{_) Classes
J Training Mominations
~| ] Class Enroliment
~{_) Review Self-Service Enrallment
|_] Training Records
] Trainer Evaluations
-] Trainer Evaluations Review
[=H Performance Management
~{_) Jok Classification Performance Stand
~{_) Emplayee Performance Plans
~{_) Matahle Inciderts
[ Interim Evalustions
() Annual Evaluations
{5 Compensetion Management
-] Salary Planning
-| ] Selary Histary

~{_]) Salary Surveys =

This screen provides a list of applicants that have been hired from the Applicants screen when the Hire link was
selected. If this is the first time that the applicant is being hired, the Rehire status is ‘N’. If the applicant was
hired then terminated, then submitted another application and was hired again, the Rehire status will be “Y”.
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3 http://test2005.cmic.ca: 7779 - - 100] x|
=]
Emmploryee Mumber | 957397397597 901 |
|Requistion Number | RQ-STRENG |
Campany I-- Select Company -- j
Hire | Cancel |
[~
&) Done l_ l_ l_ l_ l_ /4 Internet 4

When the user clicks on the Applicant’s name, a pop-up with the new employee number, associated requisition
and company is displayed. The applicant number becomes the employee number. When the user selects the
necessary data and clicks on the [Hire] button, the employee profile is displayed.
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est2005.cmic.ca:7779 - Applicants - Microsoft Internel

Employes: Mancy Craft

= 1olx]

Employes Mumber: 957397897397301

Save | Cancel ”:I

First Mame
Prefix
siissn

Allowe Accrued Leave [

|

Company Rates/Salary

Address Tax HR Info Security

Wyork Status lm

Unionized [

Union Membership Date l:l:l:I§|

Union ko | | |

Union kiem Mo

Position Description

I

Terminate Date

Rehire Date

Date Deceased

i

Mext Review Date

Adjusted Service Date

i

Place of Birth
Date of Birth* (08 [23 [1965 B
Hire Date 2005 B2 Seniority Date ‘Wiork Daysiear

Hoursfear 2080
Serviceryears l:l

€l

I_’_ ’_l_’_ |4 trkermet

N

All data required for the employee must be entered to complete hiring of the applicant. Upon saving the
employee, a new employee record is created and the applicant is removed from the Applicant log and the Hired
Applicants log. The status of the Requisition and Position are updated to “Filled”.

Applications

lagement Show Fitter || Send To Spreadsheet || Enter Query
Log 3

« Applicant Name Applicalion Date Appication Notes Application Status lob Classification T

4 John Davis 05-03-2013 Management Analyst

4 | Austin Jane 15-02-2013 Applied by Austin Jane APPLIED

4 | Austin Jane 15-02-2013 Applied by Austin Jane APPLIED Accountant

«| Farnaz Harraii 15-08-2011 Hired by Ludmila Goldstein HIREPENDIN Project Manager

4 | Zohreh Allamen 12-02:2013 Hired by Ludmil Goldstein HIREPENDIN ‘Accountant

4 | west Jeremy 11-02:2013 Applied by West Jeremy APPLED Management Analyst

| John Davis 11022013 Surveyors

4 | John crane 15-11-2012 Applied by John Crane APPLED

4| Anta Simpson 24082011 Hired by Suzette Watson HIREPENDIN Payroll Clerk

4 | Dallas McLean 15-07-2011 Rejected by Database Administrator. Hired on another application REJECTED Payroll Clerk

4 | Dallas McLean 15-07-2011 Hired by Database Adminisirator HIREPENDIN Payroll Clerk

Total (11 rows)

The Applications Log provides a list of all applications for all applicants. The first number beside the link in
bold is a count of applications that have not yet been viewed. The number in blue is a count of new applications.
Similarly, applications in bold are applications that have not yet been viewed. Once an application is viewed
from the log, the count is decreased by one. The applications in blue are new applications and the ones in black
are the ones that have been modified. Clicking on an application will take the user to the Application in the
Application History tab of the Applicant screen.
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Applicant Information

Human Capital Management

Add Applicant | Show Fier

Hor

‘Send To Spreagsheet | Enter Query

£ HCM Manager 4] ‘Applicant Information
sesrch o o ovrcant | appicant | . Employee | Appicant | Siaus |Status| Waiing | aing | aing [M309|couny| o (swte] g county | couny| iy | cy | Physica Prysicl| Prysica| TYSCR Resige™
= B9 HOM Manager + | tome # | Staws | Cods |Deso| Adiessl |Adress| Adressd Code Code | Name | Code | Name | Adress1| Adress2 | Adress3 Lattu
£ Postion Control =
0 oot Dot | sennonssosasosse Weo | ovureass|one |22 12450 u5 | uned ies o nra ases
Pass
[ Posten Exception Reports 550 ot
13 Organizatnal Chart «| 1044212 {Roy coins | 280an12010 | 16294620 Hired zer 50601 |US | United States of America[IL [ tinois
G Hiring Requistions ‘Applcation 10 Ross. Wount 10 Ross Wount
2 Requstions | 104213 [settpareer ot10c2010 | sp4738202 = 10k Mount |e0s00 [us | unted Siates ot america 1L [wnos 1ok ot eoeon
-3 Requiston Actity Ty e s
[ Requisttion Status Report 4| 1048214 |Fred 18/Nov/2010 | 102938475 1088214 | Hired Lane i Manhattan | 10002 |US United States of America [NY | New York
[ Recruter Requisiion Activty Forrester
{3 Appiicant Management .
L] Applicant Seff-Service a|10se215 RN yenoup010 | car7oea7 Application Fairweatner |Sute 20 24730 10001 |US | United States of America | v | New vork
2 Asplants lcKensie Pending Fare ny
) Hired Appicants
- Applications (2} ajrosezie | aamianzon |enstosss e US| Unies States of Ameriza 10001
2 Asplcant nformation
{33 Asplostin Actons A 0wz (B0 | nvmont [svzssion 1oy hves
3 Requistions
L3 Postion Applcants 4| 10sezre [FES | ensanzon [esseonzre Applcation
{3 Applicant Roper nding
- ester
{29 Workforce Planning «|10saz19 [T 1snanzont | 326059801 1084219 | Hired
&5 Traning | o[rosezo | |2omanaon [zsseerorz 1044220 [Hired
() Courses and lsdules —
{2 Classes 4| 1044221 0ck 31/Mar2011 | 598701214 1044221 | Hired
3 Training Nomations.
3 iy Gase v O v (Y P sgptoin e L ] T P— .
- Class Enrolment Log eLean nang ept Leng! inois
3 My Course Enrolment Trizi Appacaon
{3 Course Enrolment Log 4|1044225 | s | 1EHUIROTH Pending

The Applicant Information Log provides a list of the information of all the applicants. A new applicant can be
created from this screen using the ‘Add Applicant’ button.

Application Actions

Application Action

44| Applicant No. Name Date | JobCl Code | JobC Requistion Number | Appiicant Note | Action Code | Priority. Action Note Status Code | Hiring Office | Requisition ID.
41044214 | Jeremy Forrester | 18-11-2010 372 Draftsman 24539 HIRED 3 Hired by Database COMPLETED |EC, USNE | SWC-DRFTRQ
41044214 | Jeremy Forrester | 18-11-2010 372 Draftsman 245395 APPLED |3 Appiied by Suzetie Watson COMPLETED|EC, USNE | SWC-DRFTRQ
41044217 | Antonio Banderas | 14-03-2011 | 326 2434768 APPLED |3 Appied by Suzette Watson COMPLETED 0000000001
41044217 | Antonio Banderas | 14-03-2011 | 326 2434768 HIRED Hired by Suzette Watson COMPLETED 1
41044219 |LesterBrooks | 15-03-2011 1412 Accountant 2434986 HIRED Hired by Suzette Watson COMPLETED

41044219 |LesterBrooks | 15-03-2011 | 1412 Accountant 2434985 APPLED |3 Appiied by Suzette Watson COMPLETED 0000000002
41044220 |Jared Cooper | 29-11-2010 | MNGR Senior Level Manager | 2442491 HRED Hired by Suzefte Watson COMPLETED

41044220 [ Jared Cooper | 29-11-2010 | MNGR Senior Level Manager | 2442451 APPLED |3 Appiied by Suzette Watson COMPLETED 0000000003
41044221 | Daniel Rock 31-03-2011 | 6510 Carpenter 2444623 HRED Hired by Suzefte Watson COMPLETED

41044221 | Daniel Rock 31-03-2011 | 6510 Carpenter 2444523 APPLED |3 Appied by Suzette Watson COMPLETED 0000000004
41044224 |Dalas Wclean | 15-07-2011 4713 Fayroll Clerk 2506281 REJECTED Rejectzd by Database Administrator. Hired on another appiication. | COMPLETED

41044224 |Dales Mclean | 15-07-2011|4713 Payroll Clerk 2507084 HIRED Hired by Database COMPLETED

41044224 |Dalas Mclean | 15-07-2011 4713 Fayrol Clerk 2507064 APPLED Appiied by Dallas McLean COMPLETED

41044224 |Dallas Mclean | 15-07-2011 4713 Payroll Clerk 2508281 APPLED Appiied by Dallas McLean COMPLETED

41044224 |Dalas Mclean | 15-07-2011 4713 Fayrol Clerk 2506281 APPLED Unhired by Suzette Watson COMPLETED 0000000005
41044224 |Dallas Mclean | 15-07-2011 4713 Payroll Clerk 2508281 HIRED Hired by Suzefte Watson COMPLETED

41044226 |West Jeremy 1-02-2013 | 142 Analyst | 2520939 APPLED ‘Appiied by West Jeremy COMPLETED |EC, USNE | 00000000
474858667 | Anita Simpson | 24-08-2011 | 4713 Fayroll Clerk 2506281 APPLED |3 Appiied by Suzetie Watson COMPLETED

474859667 | Anita Simpson | 24-08-2011 | 4713 Payroll Clerk 2506281 HIRED Hired by Suzette Watson COMPLETED 0000000005
474859665 | FamazHarraj | 15-09-2011 | PRMG. Froject Manager 245300 HIRED Hired by Ludmila Goldstzin COMPLETED |EC SWC-PHRQ
474859868 | FamnazHarraji | 15-09-2011 | PRMG Project Manager 248900 APPL-OFFER |3 COMPLETED | EC SWC-PHRQ
474859665 | FamazHarraj | 15-08-2011 | PRMG. Froject Manager 245300 HIRED Hired by Suzette Watson COMPLETED |EC SWC-PHRQ
474850668 | FamazHarraj | 15-09-2011 | PRMG. Project Manager 248900 APPLED |3 Appiied by Farnaz Harraj COMPLETED | EC SWC-PHRQ
474859665 | FamazHarraj | 15-09-2011 | PRMG Froject Manager 245300 APPLED Unhired by Ludmia Goldstein COMPLETED |EC SWC-PHRQ
474859673 | Naz Clark 08-11-2011 | 1634 Industrial Engineer | 2587811 APPLED Appiied by Naz Clark COMPLETED

474859673 | Naz Clark 08-11-2011 | 1634 Industrial Engineer | 2557611 APPL-OFFER |3 PENDING 0000000008
474858673 | Naz Clark 08-11-2011 | 1634 Industrial Enginesr | 2587611 HRED Hired by Ludmila Goldstein COMPLETED

474859678 | Jane Austin 12-02-2013 | 1412 Accountant 2878311 1STINTERV |3 COMPLETED 0000000009
474858678 | Jane Austin 12-02-2013 | 1412 Accountant 2878311 REJECTED Reject=d by HR. Closed COMPLETED

474850678 | Jane Ausfin 12022013 | 1412 Accountant 2878311 APPLED Appiied by Jane Austin COMPLETED

474858679 | Zohreh Alameh | 12-02.2013 | 1412 Accountant 2878311 APPLED |3 Appiied by Ludmila Goldstein COMPLETED 0000000009
474859679 | Zohreh Alameh | 12-02-2013 1412 Accountant 2878311 HIRED Hired by Ludmila Goldstein COMPLETED

474859683 | Austin Jane 15-02-2013 | 1412 Accountant APPLED Appiied by Austin Jane COMPLETED

The Application Actions Log provides a list of application actions for all applications.
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Applicant: Jeremy Forrester
General [ Personal [ Miscellaneous [ Attributes [ Emp.History [ Attachments [ Refersnces [ hotes | Application History [ HR Documents
Appiication Code Job C Code Description Apply Date Status, Requistion No Edit Delete
372 Draftsman 18-11-2010 HIRED SWC-DRFTRQ | x
Actions
Action Due Date Alert Date Compietion Date Action Date Status MNotes Compigtion Notes Priority Action taken by Edit
Hired 31-10-2011 31-10-2011 31-10-2011 COMPLETED Hired by Database Administrator Employee is hired through HCM 3 Database Administrator hs]
Applied 31-10-2011 18-11-2010 COMPLETED Applied by Suzette Watson 3 Suzette Watson |
+
n H n 1 H"H H 1 1
Action™ bottom screen with the records about hiring process of the specific applicant.
Appiicant; Jeremy Forrester
General [ personl [ Miscellaneaus [ attributes [ Emp.History [ attachments [ References [ Hotes | Application History [ HR Documents
Appiication Code ob Classification Code Description Apply Date Status. Requisition No Edit Delete
arz Draftsman 18-11-2010 HIRED SWC-DRFTRQ = x
‘ )
Actions
Action Due Date Alert Date Completion Date Action Date Status Notes Completion Notes Priory Action taken by Edt
Hired 31102011 31102011 31102011 COMPLETED  Hired by Database Administrator Employes is hired through HCH 3 Database Administrator =)
Applied 31102011 18-11-2010 COMPLETED  Applied by Suzelte Watson 3 Suzette Watson @
+
Requisitions
Requisiion 0 Date Created On = ] Job Classificatior] — Select — - searcn
Requistion D Date Description Status. Hiring Dffice. Action
SWC-SURV 01-01-2010 Surveyors. Pending US North East View details
SWCPHRQ 01112010 Project Manager Hiring In Progress Widwest USE View detais
02-11-2010 Draftsman Filled US North East View details
07-02-2011 Management Analyst Active East Coast USA View detais
0000000006 04-07-2011 Payroll Clerk Hiring In Progress. View details
0000000005 04-07-2011 Payroll Clerk Hiring In Progress. View details
0000000008 02112011 ndustrial Engineer Filld View detais
0000000011 01-01-2012 Accountant Pending ‘West Coast USA View details
0000000004 Carpenter Filld View detais
0000000003 Senior Level Manager Filld East Coast USA View detais
0000000010 Management Analyst Pending View details
0000000002 Accountant Filld East Coast USA View detais
0000000008 Accountant Hiring In Progress. View details
0000000001 Photographers Filld Northwest USA View detais
3 )
Applicants Search Qualified Applicants
‘Applicant 1D First Name Last Name % of Required Qualifications % of Desired Qualifications Action
1044225 West Jeremy 100.0% 100.0%

This page allows user to view the list of requisition with the details, date, description, status and hiring office.

There is an option on this page to search for the specific requisition. User has to enter either Requisition ID,
Date Created or/and Job Classification and click on [Search].

Requisitions
Requistion ID} Date Created On - Job Classification| Payroll Clerk = Search
Regquisition ID Date Description Status. Hiring Office Action
0000000006 04-07-2011 Payroll Clerk Hiring In Progress. View details
0000000005 04-07-2011 Payroll Clerk Hiring In Progress. View details

When user clicks on [View Details] button, the new pop up window opens with tabs: General, Desired

Attributes and Actions.
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@ Moxzilla Firefox

' || http:/ftestdvl0.cmic.ca: 7785/ cmictestvlOn/HrReqAppl/showHRRequisition.dofreqOraseq=2507064 &runAsPopup=true

]

[ Desired Attributes

General

[ Actions

Requisition ID 0000000006
Requested By Suzette Watson
Job Classification Payroll Clerk
Position Name Payroll Clerk 11
Hiring Office
Requisition Name Payroll Clerk 11
Job Description
Responsibilities

Notes

Date 04-07-2011
Proposed Hire Date 15-07-2011
Status Hiring In Progress
Type Addition Replacement O
Recruiter FH FH

Full Time Part Time (1 Temporary O

Done

In this window, user can edit the requisition by clicking on [Edit] button, then [Save].

- : _. — - n 1
w Mozilla Firefox - L] - s[5 lg
L] http://testdvi0.cmic.ca:7785/cmictestvl0x/HrReqAppl/showHRRequisition.do ﬂf ‘
General [ Desired Attributes [ Actions
Requisition ID™ |0000000006 Date 04-07-2011 ﬂ
Requested By |Suzette Watson Proposed Hire Date | 15-07-2011 ﬂ

B

Job Classification™ |Payroll Clerk

B

Position Name™ | Payroll Clerk 11
Hiring Office

Requisition Name: |Payroll Clerk 11

| Job Description

Responsibilities

Status

I Hiring In Progress :

Type @ addtion ) Replacement

m

Recruiter |FH

Full Time ) Part Time D Temporary

Done
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Requisition page also used to search for applicants that have attributes that match the requisition attributes

entered.

First, a user searches for the requisition that he wants to fill out and clicks [Search Qualified Applicants].

Requisitions
Requisition D] Date Created On =] Job Classification| MECH ENG =
Requisition ID Date Status Hiring Office Action

SWC-SURV 01-01-2010 Surveyors Pending US North East View details

SWC-PMRQ 01-11-2010 Project Manager Hiring In Progress Midwest USE View details

SWC-DRFTRQ 02-11-2010 Draftsman Filled US North East View details

0000000007 07-02-2011 Management Analyst Active East Coast USA View details

0000000006 04-07-2011 Payroll Clerk Hiring In Progress. View details

0000000005 04-07-2011 Payroll Clerk Hiring In Progress View details

0000000008 02-11-2011 Industrial Engineer Filled View details

0000000011 01-01-2012 Accountant Pending West Coast USA View details

0000000004 Carpenter Filled View details

0000000003 Senior Level Manager Filled East Coast USA View details

0000000010 Management Analyst Pending View details

0000000002 Accountant Filled East Coast USA View details

0000000009 Accountant Hiring In Progress View details

[o000000001 Photographers Filled Northwest USA View details ]

- -

—— [scarch Qualified Applicants]
Applicant ID First Name Last Name % of Required Qualifications % of Desired Qualifications | Action |
No qualified applicant found
@ Search Qualified Appilcants - Mozilla Firefox = | B S

_

http://testdvl0.cmic.ca: 7785/ cmictestvlOn/HrReqAppl/showCandidates.do

Search Qualified Applicants

Active After

In the new pop up window that opens, users can set up the criteria of minimum and maximum percent of
required qualifications, then click [Accept].

E

Minimum % of Reguired Qualifications

Minimum % of Desired Cualifications,

|| httpe/Stestdvl0.cmic.ca 7785/ cmictestvl i/ HrRegAppl/searchCandidates.do oI
Search Qualified Applicants
s ctive After @ Minimum % of Required Qualifications S0 Minimum % of Desired Qualifications 50
First Name Last Hame % of Required Qualifications % of Desired Qualifications O select| *
John Davis 100.0% 100.0% El
Austin Jane 100.0% 100.0% I:l
Zohreh Allameh 100.0% 100.0% D
JOHN SMITH 100.0% 100.0% D £
RR RW 100.0% 100.0% D
Joe Cavwali 100.0% 100.0% I:l
Dallas MclLean 100.0% 100.0% I:I
Kate Smith 100.0% 100.0% | []
—
Done

From this list of applicants, users can choose the applicants that suit employer’s criteria.
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Position Applicants

Fosition Code [ Name -
1000 Fresiert
2000 Senior Project Manager
20011 Site Supervisor
20012 Ste Supervisor
cto 1o
PRIMGR Froject Manager
PRILDR Project Leader
20021 Project Manager DES-2
SBPOSO! Presiert-CEO
SEFOSNZ My Right Hand
SCRRID Custamer Service Represertative
Py-001 Payroll Administrator
NACET Novice Accountant
s5YS Juriar System Administrator
CLERK Juior Time Keeping Clerk
RFPOS Roofer
CLERKSS PCLRK
P-ADASST Project Adkmin Assistant
PES-SLRY Surveyor Pastion
PES-DRYWL Drywaller Posiion
SS-DES-P Desigrer S5
ADO01 Admin Assistant
BACARPFMO! Carpentry Foreman (FL - 64, - 01) =l
Applicants
Applicant # First Name: Last Narme
daviei@cmic.ca Russsl Braybon
frediemic ca Fred Rogers
maheen@maheen.c Maheen Jatari
pres@nic.ca Peter Presidert

The Position Applicants screen displays a list of positions and the applicants that have applied to those
positions.

Applicant Pipeline Report

lagement " Print Report |
Applicant Pipeline Report Parameters
Show Detailed Notes
Hiring Office Code Hiring Qffice Name Select Hiring Offices To Run Report || Select Al
EC East Coast USA el
MIDWES Widwest USE v
NORTHW Northwest USA
SOUTH South USA
USNE US North East
we West Coast USA

The Applicant Pipeline Report displays the actions (excluding the initial action of “Applied”) on an applicant’s
application where the requisition has a hiring office specified.
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Workforce Planning

Resource Scheduling

2

Print Report

[ Refresh |[ create New Schedule |[ Preferences |

List of Schedules

Schedule Code Schedule Name Description From Ver. # From Ver. Code From Ver. Name Actions
DEFAULT Initial Default ¥EX
SH-SCHED SH Company Schedule schedule to track activities for this company v X
SW-SCHEDZ SUS Schedule SUS Schedule for all projects and contacts on projects vEx
SW-DEFAULT DEFAULT Schedule for all activities for company SWC X
TEST1 Test 1 Schedule Schedule test 1 v E@xX
VI0-X-007 Sample Resource Schedule This is a sample of data for the Resource Scheduling Screen 1 VI0-X-0078 Revised Scheduling vEX

This page allows users to schedule and plan the workforce for different projects. There is an option to create a
new schedule by clicking [Create New Schedule], in the top-right corner. Enter Schedule Code, Schedule

Name and Description and click [Save].

1

Check Spelling | Refresh | Save | Cancel

Schedule Details

Schedule Code™ Schedule Name

Description

List of Schedules

Schedule Code Schedule Name Description From Ver. # From Ver. Code From Ver. Name: Actions
DEFAULT Inilial Defaul vEX
SM-SCHED SM Company Schedule scheduie to rack activities for this company X
SM-SCHED2 SUS Schedule SUS Schedule for all projects and contacts on projects
SW-DEFAULT DEFAULT Schedule for all activities far company SWG
TEST1 Test 1 Schedule Schedule fest 1 ¥ 9
VI0-X-007 Sample Resource Schedule This is a sample of data for the Resource Scheduling Screen 1 V10-X-0078 Revised Scheduling X

When the [Preferences] button is clicked, a new window opens, which allows selecting Default View, Default
Scale, and Default Project from the drop down menu.

Save || Close

Default View
Default Scale -

Default Project
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Employee Field Tracking

tWHuman Capital Management

=

Add/Remove menu items from the SM_MNGR Role

[_) Posttion Control
{_) Hiring Requisitions
[ Applicant Management
=3 Workforce Planning
{ ] Resource Scheduling
[ Training
{_J Performance Management
[ Compensation Management
[ User-Defined Logs
[ File Maintenance
Security
{_] User Maintenance
{_] Role Maintenance

----- | ] User Access

& HCM Manager
Search GDI
=143 HCM Manager

Select All | Unselect Al

=
Update | Back |

Menu tem

Granted

Position Control
Job Classifications
Positions
Position Exception Reports
Organizaticnal Chart
Hiring Requisitions
Requisitions
Requisition Activity
Requisition Status Report
Recruiter Requisition Activity
Applicant Management
Applicant Self-Service
Applicants
Hired Applicants
Applications
Applicant Information
Application Actions
Requisitions
Position Applicants
Applicant Pipeline Report
Workforce Planning

Resource Scheduling

Employee Field Tracking

Training

L R R B B A A B B B R B B R I

This menu item facilitates the transfer of employees between jobs. In addition to transferring multiple
employees between jobs, the information processed within the screen adds records/entries to the Project History
screen and related project tables.

WHuman Capital Management

Glenda Stimpson's Profie  Home

({3 Training
) Performance Management
Compensation Management
UserDefined Logs.

[}{_) File Maintenance

[ Security

|

City of Job|
Job

| I

I Include Closed Job

Employee Filter ™\

Name,

Gender [~ Hake [ Female

City of
Residence

|

Skils

Trade

I~ Wiring Apprentice

I™ cabing

I Crane Operator

I~ Truck Driver

I~ Drywral, Mudding and Plasterin
I Electrician

™ Forkift

I Gazier

I” Groundskesper

I HVAC Installer

B HCM Manager =] Search Criteria Employees A |
Search EI Search Save
- Working Filter Select | Employes | First Last | wWiddie Current Job Start | Estimated End | Actual End
=5 HCM Manager ploy:
= u No. Name | Name | Il |Trod®Phonek T Deseripton || Date ate B
Postion Contral ™ Working € NotWorking ¢ Terminated
Hiring Requisitions -~ - Field Transfer
) Appicant Wanagement Working = Not Working € Not Working « Not Hidden .
[ Workforce Planning Job Filter N
[ Resource Scheduling = O New Job! <] Start Date: ] Estimated End Date ]
|] Employee Field Tracking Comment

[T [ [@uneemet

Hiw% v g

Searching for Employees

Four Search Criteria sections (Working Filter, Job Filter, Employee Filter, and Craft Filter) are made
available to the user, and can be used in combination to select eligible employees. The user can also type
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in parts of a string of characters to search on in each field. Below is a description of the various filter
parameters within each search criteria section.

Working Filter
Working = Employees currently assigned to jobs

Not Working = Employees not assigned to Jobs (regardless of status)
Terminated = Terminated employees (but eligible for re-hire)
Working and Not Working = Employees assigned to jobs and employees not assigned to job

Not Working and Not Hidden (Hidden = inactive) = Employees not assigned to jobs and are Active.

Job Filter

Job = Valid Job code

City = City Code from project attached to job or sub-job
Job department = Valid department code from job company

Closed Jobs = checkbox to ‘include closed jobs’

Employee Filter
Name = this is either First Name OR Last Name

City of Residence = search against Employee Mailing Address — Lines 2, 3
Union = Valid Union Code
Company Code = valid company code based on security access

Field/Office = to be taken from new field in Employee Profile.

Craft Filter
Trade = valid trade code from list of values

Skill = valid skill code from list of values
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Select the appropriate filters and click [Search]. The Employees section will be populated with the records that
match the criteria:

Glenda Stimpson's Profie Home
Human Capital Management

& HCM Manager | Search Criteria Employees =
Search EI Search Save
Working Fiter "\ —
EH HCM Manager | Enployestio First Name Last Name 'f‘:“’f Trade | Phone# :‘j":"‘ Job Description Cly | StartDate
© Viorking € ot Working " Terminated el "
@ Working = Not Werking " Not Warking = Nt Hidden - [10se212 Jeremy Forrester Fred | 1611 | (212)555-9999
£10y Workfores Planning Job Filter - |10se222 Lantern Green 1610
{] Resource Scheduling Job| El:' [T |ALT-SAL-MASTRUP |Steen Wastrup a2
[ Employes Field Tracking
3 Traning City of Job| [ |ALTSALMAUGER |ivan Mauger 164 | 2e3-3574589
{2 Perfermance Management Job o | [T |ALT-SAL-SMMONS | Malcom simmons 1628 | 234-451-4590
e tion 14 t Department
B3] Compensation lanagement = [ [ATwKcasHEY |Marin Ashby 372 |325-358.3898
{3 User-Dlefined Logs I nclude Closed Job
B0 ch:mtenance e [ [AU-WKAUTRY  [Scott Rutry 1412
] [ |AUTWKBRGGS  |Bamy Briggs TRUC |323-456-3487
Name
e [ |AUTWKJESSUP  [Dave Jessup TRUC
Gender I tale [~ Female
. O |AU-wkLous Jonn Louis €432 |234-456.4630 L
Residence [ [ATwkhEVADA [Bob Nevada 372
ST [ |AUTAWKPENHALL |Bruce Fenhall 372
Company [ |ALT-wWK-sAL-CRUNP | Phil Crump 372
[T [ |AT-wicsHRRA [ Miten Shirra a2
Sy N ™ [Jakoot Jodi Knickie 1412
Trade [~ [/D-EL-PRESDENTE |BIG BOSS WCGEE 100
Stile 7 [1o-saLmeer SAL NGER 1001 | 155165162
Wiiring Apprentice B
I wima Ao [ |JD00SALTEST  [Bamey Stinson 1634
[~ cabing
[~ Crane Operator | P Selary emp o 1o
I Truck Driver - [Prew-ont BWSALARY | PV 100
I Drywal, Mudding and Plasterin o |Prim-o0l 001 SALARY | PYMN 100
I~ Electrician - |sm-oot-zz Mariene Miller 14z
[ Forkit SREEGEE Amanda Matthews 142 1154965 | 1154865 - Ta M Alowances
,’: Glazier [ [SWEMPOZSAL |Merrick Wison 1611
Groundskeeper
[ |siEnPIz-SAL Karl lizadows 1412 BASIC |Basicjob
[~ HVAC nstaler o =

Transferring Employees to another Job

Glenda Stimpsen's Profie Home
Human Capital Management

HCM Manager | Search Criteria Employees

Search | Search Save

Working Fiter Select i
(=23 HCM Manager d | Employectio ’:;‘e 'f:lf Trade Phonc#: C“J::’“ Job Description | City ;:: Estimated End Date. Ad;;‘;"“ Comment Status
() Postion Contral € Working € NotWorking € Terminated
() Hiring Requisitions [ ‘5 EMPU}SAL‘HH ‘1412‘ ‘smma ‘Jﬂblnrstanﬂarﬂ system‘ ‘ ‘ 311212 =] ‘ ‘;.
) Appiicant ' Working + Not Working ¢ Not Working + Not Hidden T
feld Transrer
(13 Workforce Planning Job Fiter
. Transfer

L] Resource Scheduing Job|STDI0B b for Standard system

[] Employee Field Tracking New lob|3US-J0B-2 [ [FIRST JOB FOR THIS COM Start Date 271212 Estimated End Date 301212
{2 Training City of Job,

Comments testing of transfer from STDJOB to SUS-J0B-2

{2 Performance Wanagement Job 5 E—
() Compensation ianagement Department
{1 User.Defined Logs I nciud Ciosed Job

Employee Fiter ™,

Hame .

Gender [~ Hake I Female

Ciy of|
Residence

CraftFilter N
[ —

Skils
[ wiring Apprentice
[~ cabing
[ Crane Operator
I Truck Driver
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Select the Employee(s). Enter the particulars in the Field Transfer section, and click [Transfer]. After the
Transfer, if you search on the new job, the employee record is located there:

¢ Glenda Stimpson's Profie Home
W?Human Capital Management

Comments|testing of transfer from STDJOB to 5US-J0B-2

T HCM Manager =] Search Criteria Employees |
Search =] Search save
Wiorking Filter Select Actual
E1{C3 HCM Manager - Emplovee o, et |Last ams: "% Tracs prones, Current Job Job Description Gty S Estimaten End Date | End Comment Status.
{3 Posttion Cantrol € Viorking " NotWorking ¢ Terminated ame nital —
1) Hiring Requistions
Iihj opieant & Working + Not Working " Not Working + Not Hidden [=l ‘sr.wrer,wu:ysm.‘ karl ‘Meauwws‘ ‘1412 ‘ |su540572 ‘F\RSTJUE FOR THIS COMPANY - UF, | ‘ ‘ 301212 ‘ ‘I«
3£ Workforce Planning Tob Filter - ‘su&mpm ‘G\ends‘sﬂmpsnn ‘ ‘142 ‘ |su5‘|na,2 ‘F\RS‘HDE FOR THIS COMPANY - UF | ‘ ‘ ‘ ‘A
ﬂ EEST“'EE :E;E:““”f Job[5US-JOB-2 |+ [FRST JOB FORTHIS COM Field Transfer
1] Employee Fieki Tracking
B} Training City of Job| UETHET
3] Performance Management Job, o | New Job|SUS-J0B-2 [~ [FRST JOB FOR THIS COM Start Date ] Estimated End Date B
[1) Compensation Management Department

() User-Defned Logs I nclude Closed Job.

) File Maintenance
j Secury Employee Fiter
Name,

Gender [~ ale [~ Female

The Employee Profile — Project History tab is also updated:

Action Edit Block Field Record Guery Utility Help Window
BORI2S Dl AR EBSES T « >+ an ¥ ?

Employee Details

User Extensions -+ I

Employee [SM-EMPO3-SAL |[Meadows Kar | | copy Emplovee | User Extension]

Per=zanal | Comparny I Rates/ . I Address I Taxl HR Info I HCMI Nntesl Exciu. | Security  Project... I Diizpa. |_'| User Extenzion
User Extenszion3

Project History User Extensiond

Cormg Project E=t. Start Date E=t. End Date Actual Start Date Actual End Date Assigned
SUSPROJO0M 27DEC/2012 SODEC2012

U=zer Extensions

— U=zer Extenzions

U=zer Extension?

hore Extensions ...

Related Screens  + I

JC Main Menu

Related Screen 2

Related Screen 3

il T

il Related Screen 4

Project Mame [Project 1 - SUS | Related Screen 5
Related Screen &

Related Screen 7
More Related ...
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Training

Courses and Modules

fee— -
Lw Course Maintenance Gheck Speling | save | conce |
[ HCM Manager = Course B
Search EI Code HSCOURSE hame™ [Heatth and Satety

[FHZZ HCM Manager Description  Heatth and Safety Course
{7 Position Control
{7 Hiring Requisitions
{_] Applicart Managemert
[ Workforee Planning
=14 Training
E_J Courses and Modules - ‘
*-[] Heaith and Satety
+{_J) Classes
-4 ] Training Nomiretions
| ] My Class Enrolmert
~{_]) Class Enrolimert Lag
-] My Courss Enrollment
[ Course Enroliment Log
~{_) Review Self-Service Class Enroliment
~{_) Retrain Dates
|7 Training Records
+_] Trainer Evaluations
+-|_] Trainer Evaluations Review
[#{_]) Performance Management
[+{_) Compensation Management
~{ User-Defined Logs
[H4{_] File Maintenance
[#-{_]) Security

Wendor - Type j Trainer |ALEX GIMELSTEIN | Self Serviee W

Training Team -

Module

4 |L|LI =

& CETT e

This program allows for the definition of Courses and Modules within courses. Courses can be in-house or
external. The first step is to create the course, then the modules within the course.

Enter the Course Code and Name and a description of the course. If the course is offered by an external source,
select the vendor. The type of course is a predefined list of course types. Enter the name of the trainer if
known. When complete [Save] the record. If the Self-Service flag is checked, this course will be available for
selection in the Course Enrollment screen if they intend to take the course.

To add Modules to a course [Edit] the Course and use the = in the Module section of the screen. This will
open up an area to create the Module.
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Ewu Course Maintenance

HCM Manager

Search EI

=+ HCM Manager

[ Position Control
(1) Hiring Reauisitions
(3 Applicant Management
[ Warkforce Planning
=1 Training
B9 Courses and Modules
-] Health and Safety
-] Classes
o j Training Mominations:
[ My Class Enrollment
{7 Cla=s Enroliment Lag
4 ] My Course Enroliment
[ Course Enroliment Log
~{_) Review Self-Service Class Enrolmert
~{_]) Retrain Dates
-1 Training Records
[ ] Trainer Evalustions
«4 ] Trainer Evaluations Review
[#H{_) Performance Management
[FH_) Sompensation Management
[y VUser-Defined Lags
[#{_]) File Mairtenance
) Security

Jof”

Course u

Code™ |HSCOURSE

“endor

Training Team

Mame” [Health and Safety

Description (Health and Safety Course

- Type

Cther ;I

Module

Trainer [ALEX GIMELSTEIN

Check Speling | Save Cancell

| Zelf Service W

Health and Safety rules and regulations as they apply to the job s

Training Team

Code™ |HS-101. Mame HS for the Job Site Description
Internal [l ‘Yendar - Wb Link Prerequisite Cour
Reimbursable [ Duration” 2 IDays hd Credit Points Freguen
Creclit Hours 16 Cast Lacation Trair
Training Team -
code™ 51020 Mame [Hazard Identification Descrigtion Hazard ldertification, Assessment and Contral Methacks
Internal [/ ‘Yendar - Wb Link Prerequisite Cour
Reimbursable [ Duration” 1 IDays hd Credit Points Freguen
Creclit Hours L Cast Location Head Office Trair

|

Once done, use the =k to add another Module or the [Save] button to save all the data entered.

Enter a unique code for this module along with a short name and description of the module.

Indicate if the course is an internal course or else select the associated VVendor.

Enter an associated Web Link if applicable and any pre-requisites. These pre-requisites can be already
defined Courses and Modules or free form text.

Enter the usual location and duration of the Module.

The Credit Hours and Points, Frequency, Cost and Reimbursable are all reference fields that can be
utilized as required.

The Trainer will default from the Trainer of the associated course.
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Classes

L'ww Maintain And Schedule Classes

;)
¢

Search

=t

4

HCM Manager

o

[ HCM Manager
[=1{y Position Cortral
+-{_7) Job Classifications
[ Positions
J Posttion Exception Reports
- ] Organizationsl Chart
Hiring Requisitions
-|_) Requisitions
| ] Requisition Activity
. Requisition Status Report
{3 Mpplicart Management
- ] Applicant Self-Service
) Applicarts
[#-{_) Hired Applicants
~{_) Applications (33 41
~{_) Application Actions
-1 Renisitions
j Applicant Pipeline Report
[=1H_ wiorkforce Planning
“ ] Resource Scheduling
[ Training
E‘--_J Courses and Modules
“- ] Heaith and Satety
{7 Classes
j Training Mominations
- ] Class Enrolimert
~{_]) Class Enrollmert Log
| ] Course Enroliment
++{_) Course Enroliment Log
-{_) Review Self-Service Class Enrolment
{7 Refrain Dates
| ] Training Records
+_] Trainer Evaluations
- ] Trainer Evaluations Review
=5 Performance Management

]
i}

Lo ) Job Classification Perlormanczle Stafilﬂ
3

-

Save | Cancel I
- _o=____________________________B

Course™ |Heatth and Safety Module™ HS for the Job Site Code™ |082-H5101J

hame” [Job Site HE Start Dste |01 |10 |2008 g Completion Date |01 |12 (200
Status IINPROG hd Start Time (09 = |- |00 = Duration 2 Days
Cost 0 Retrain On 0110|2009 ﬂ Self Service [

Description (Heslth and Safety rules snd regulstions as they apply to the job site. Trainer |Alex Gimelsteir
Lacstion |Head Office

Attendees

4 |

Class Maintenance and Scheduling

Classes can be created for a Course or a Course/Module combination.

Select the required course for the list of values.

Select the required module from the List of Values.

Enter the class code, short name and start date and select the correct status.

If the completion date is not entered, it will be updated based on the duration of the module for that

course.

The Cost will default from the Cost of the module.

The Class Description will have defaulted from the Module selected, and the Location and Trainer will
have defaulted from the Course definition, but these values can be changed if required.

Enter the Retrain On date. If the Self-Service flag is checked, the class will be available for selection in
the Class Enrollment screen and the user can apply to take the class.

Once this is all complete [Save] the info.

Class Enrollment

There are multiple ways to enroll an employee in a class.

1) Any employee can be added to a class directly in the ‘Class’ screen.

2) A manager can hominate any direct report employee via the “Training Nominations’ screen.

3) An employee can enroll themselves via the *‘Class Enrollment” screen.
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Add Employees Directly to a Class

1 - -
L Maintain And Schedule Classes save | Cancel

HCM Manager
seacn| o Course™ Health anct Satety [<] Moduie™ [HS for the Job Ste T=] Code™ [062-HS101J
55 HCM Manager Name™ [Job Site HS Stert Date 0 5 Completion Date 20t

Durstion 2 Days

—y Position Contral lﬁ - -
- Jo Classificstions it | NPROG Start Time [05 =] . [00

{2 Positions cost [ Retrain On [l Self Service |
= j Position Exception Reports
- j Organizational Chart Description |Hsa|th and Satety rules and regulations as they apply to the job site. ‘ Trainer ‘Alex Gimelsteir

Hiring Reguisitions )
() Requisttions Lacation |Head oOffice ‘

~L] Recqistion activy

)ﬁp;i‘;‘fﬂ:::;:::rrspm Employee Code ZZ-200 Employee Name &ndy Andersen Mominsted By Enrolled By b4
"] Applcart Seft-Servics Enroliment Date 2007 B2 Start Date (01 |10 [2008 [E] Completian Diate 00z |5 orage [ |

Q ::::!C:ms‘icam Status [PRESENT = Stert Time [09 =] - [00 = Retrain On 009 | wiitenRating | [=]

- ‘j Al,pﬁ,;::?o“s (35, 4) Pett. Rating I:EI Mema ‘ ﬁ Cost I:l

1 Mpplication Sctions
4 ] Requisitions

[ Applicant Pipeline Report
[y Warkfarce Planning
-4 ] Resource Scheduling
(2 Training
~{_]) Courses and Madules
EH 3 Classes

*[ Heslth and Safety

= j Training Mominations
-4 ] Class Enrolimerit

{_] Class Enroliment Log
-4 ] Course Enrolimert
~{_]) Course Enrolimert Log

{_) Review Self-Service Class Enrolment
~{_]) Retrain Dates
~{_] Training Records

[ ] Trainer Evalustions
4 ] Trainer Evaluations Rewiew
Performance Management

{71 Jok Classification Parfnrmancia Stand T | | _lﬂ
L3 4 »

- Open the required class from the class log

- [Edit] the class
- Use the Add link on the ‘Attendees’ bar

ca:7779 - Employee LOV osoft Internet Exp I [
Find: |3 Selected
<<PrevSet| [1 - 5007319 =] [NextSet>>
Compary Cndel:l Job Class Cndel:l Job Fami\y:lnb Classificaﬁnnl Hire Diate Before, ]
Apply Fiter |
Employes Mo First Mame Last Marme Job Class Code Job Family Company Code Company Job Classification Hire Date ™ Select
APNORKASPAY 45Paying APorking Cw01 Const. Managers 45 Four Carner TEST-2004-8 (45) | Construction Managers 2001-03-24 r
4SNORKAPPAY 4PPaying 45Working w01 Const. Managers | 4P TEST2005 Compary 4P Construction Managers 2001-03-24 r
ADJUST John Acjust 1234 Apprentice =3 5% & Construction Company Hod Acrrier &pprentice 2006-01-01 r
JodaH George &h Chidd Const. Managers | MP MurzPTF Construction Mansgers 2005-01-01 r e
SSEMPOH1 Jen Alliance AL SYSTEMADRIN sS 2% & Construction Company System Administrstor 2006-01-01 r
4P2004-154 Greg Alvin 01 General Labor 4P TEST2005 Company 4P General Labor - Skiled 2006-02-02 r
ZIZ-200 Andy Andersen ZIz0 Electrician Iz CMIC ZZ Test Compsny Electrician 1975-01-01 r
454K 0003H Meo Anderson GL01 General Labor 45 Four Corner TEST-2004-8 (45) | General Labor - Skilled 2001-03-04 r
4PHR-1007 8K Meo Anderson ELDZ Electrician 4P TEST2005 Company 4P Electrician 2003-01-25 r
4PHR-100B5H Richard Anderson ooz Cement 4p TEST2005 Compary 4P Cement Mazons 2002-12-31 r
4P-CO-LONGNUMBER | Josephing Anderson-ialker | GLO1 General Lakor 4p TEST2005 Company 4P General Labor - Skilled 2003-02-10 r
4P A-PODO4NH Tyler Andronki =301 Site Supervizor 4p TEST2005 Company 4P Site Supervisors 1992-07-08 r
ZZ-202 George Applebaum ZPM Mstr Carpenter IZ CMIC ZZ Test Compsny Master Carperter 2004-01-01 r
SPH-FLO1 3k HR ApplicartSkILLE | GLOT General Labor 4P TEST2005 Company 4P General Labor - Skiled 2003-02-15 r
4PHR-Z00690 41 Michaelangelo | Arlincton-'aljion 01 General Labor 4P TEST2005 Company 4P General Labor - Skilled 2002-05-02 [l -
2] Done ’_l_l_l_l_" Internet v

This will open a multi select list of all employees, select the required employees then [Accept] your
selection.
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This will assign all the selected employees to the class.

Nominate an Employee

i

[ HCM Manager -

Search EI
=/ HCM Manager
=25 Position Control
~{_) ol Classifications:
~{_) Posttions
j Posttion Exception Reports

"] Organizational Chart
{25 Hiring Requistions
-{_) Requistions:
] Requisition Activity
H j Requisition Status Report
3 Applicart Management
[ spplicart Selt-Service
-{_]) Applicarts
~{_J Hired Applicarts
~{_J Applications (35, 4)
[ Application Actions
] Requisitions
-[] &pplicart Pipeline Report
[ Wyarkforce Planning
H j Resource Scheduling
{5 Training
() Courses and Moules
-] Classes
- 7 Training Mominations
~{ ] Class Enroliment
[_]) Cla=s Enraliment Log
] Course Enroliment
] Course Enrollment Log
~{_) Review Self-Service Class Enrolimert
~{_) Retrain Dates
| ] Training Records
|_] Trainer Evalustions
«{ ] Trainer Evaluations Review
Performance Management
[ Job Classification Performance Stand
) Emploves Performance Plans -

Training Nominations

555666
77202
9678970789707
BEHEFIT

LAY OFF
55-HRHC1
SEEMPOHT
44444444

ArneT

Fred Powell
George Applebaum
Ira Stesl

James Benefit
Janet Layoff

Janet Parsans

Jen Alliance

Jjoe brovwn
I, st el ot

=l

Code Course Mame

Class Description

Module Mame

Mominstion Date

Start Date

Open the Training Nominations screen.

Mo Recards Faund

This displays a list of all employees that the user has access to.

Select the employee.

Use the New link on the ‘Class Details’ bar

est2005.cmic.ca: 779 -

Selec

=l

-
Save | Cancel |—

Code Course

hdocule

Class

‘ Start Date

Completion
Date

Locati

CPR ADYND  CPR Training
CPROOM CPR Training
CPRBASIC  CPR Training
AR CPR Training
CON-CL2 Construction Course
COMCESS  Welding
FORKLIFT  Forklift Cerification
WELDSICLT  Wielding
JUMT4HRY  HRE Training Course

RFIMT1
4

Roofing Course

CPR Life Saving
Basic CPR Skills
Bazic CPR Skils
Basic CPR Skills

Irtro to Construction
Conclusion to Welding
Farklift Certification
Frame Welding

HR: Training Intro

Roof 201

Advanced CPR
Baszic CPR
Baszic CPR
Baszic CPR
COM-INT-2
COMCWLD
Forklitt Cert.

Frame Welding

HR 101 JUKE 2006
Intermediate CL1

Feh-14-2008
hiar-16-2006

Apr-13-2005
Apr-02-2003
hdary-01-200:3
Jan-17-2008
Jun-14-2006
Moy-02-2007

Feh-15-2008
hiar-0:3-2003

Apr-30-2005
Apr-06-2003
hdary-06-200:5
Jan-22-2008
Jun-14-2006
Mov-16-2007

hdain Offic

Training

Trainig Room 101
Head Office

Location i

hain Offic
Location 201 &

o

|@ Done

l_ ’_ ’_ l_ ’_ | Tnkernet

4

This will open a multi select list of all classes, select the required class(s) and then [Accept] your

selection.
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This will assign all the selected classes to the employee. The employee will be nominated for the class for
enrollment.

NOTE: This screen can also be switched to run by classes instead of employees by using the Show
Classes link on the Employees bar.

Self Enrollment

g i
Lw Class Enroliment diton
+{ ) Courses and Modules = Assigned Classes
B3 Classes Course Name Mociule Mame Class MName Start Date | Status By Action
i+ ] Health and Safety Construction Intro to M -Apr- Suzette
J Training Mominstions Course Construction Irtroductiry Course on Construction 2008 Enrolled Watson
[ ] Class Enroliment Forklift Certification | Farkift Certification Course Slarts_a1 heginner and ends with certification for sll types of forklift and 0 -May- Enrolied Suzette
~{_) Class Enroliment Log hrydraulic equipm 20035 Watson
- ] Course Enrollment inir 14-Jun- Suzette »®
J HR Training Course  HR Training Intro Introcuction to HR 2008 Applied Watson

() Course Enroliment Log
[_) Reviee Self-Service Class Enrallment
~{_) Retrain Dates
[ Training Recards
| ] Trainer Evaluations
+| ] Trainer Evaluations Review
{3 Petformance Managemert
[} Job Classification Performance Stand
~{_) Employee Performance Plans
-{_) Motable Inciderts
[ Interim Evaluations
- Annual Evalustions
[=1{5 Compensation Management
-4 Salary Planning
] ] Salary History
“{) Salary Surveys
- {75 User-Defined Logs
E{5 File Maintenance
+ ] Application Guestions
-] Application Status
| ] Areaof Interest
- ] Aftendes Status
- ] Cetifications and Licenses
| ] Class Status ]
-] ] Course Types
J Corporate Performance Standards
| ] Dearees
-] Education
- ] Freouency Status
-1 Geographical Area
| ] Hiring Actions

-/ 1 HR Resions hd
il | _»l_l E

Open the Class Enrollment screen

n
m

This displays a list of all classes the current user has ever been enrolled in.
Use the [Add] button to display a list of classes not yet taken

This displays a multi select list of values, when the required classes have been selected use the
[Update] button to enroll into the selected classes.

Class Enrollment Log

This log displays a list of all classes that have been applied for via Class Enrollment, nominated via
Nominations or enrolled in.

My Course Enrollment

The user can apply for a course in the My Course Enrollment screen. A list of courses that do not have classes
assigned is provided when clicking on Add and the user can select the courses he intends to take.
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Course Enrollment Log

This log displays a list of all courses that have been applied for via My Course Enrollment.

Review Self-Service Class Enrollment

tﬁ Human Capital Management

Ludmila Goldstein's Profle Home

Show Fiter || Send To Spreadsheet || Enter Query

(3 Training Nominations

(3 My Class Enrolment

(] Class Enrolment Log

(3 My Course Envoliment

(3] Course Enrolment Log

) Review SeftServioe Chss Enoimen

(3] Refrain Dates

(3 Training Records

(3 Trainer Evaluations

(3 Trainer Evaluations Review

(3 Pendng DL Certfcation Log
) Performance Management
) Compensation Management
() User-Defined Logs
) File Waintenance
) Securty

This screen allows user to review Self Service class enroliment.

® HCM Manager Review Self-Service Enroliment
search G [l cesscoe Class Short Description Trainer Name Course Name Module Name: Total Nominations Total Enroiments
4|rR2013 Suzefte Watson Migrosoft Excel 2010 1S Excel 1 1 2
B HCM Manager «|DEC2012 Suzefte Watson Microsoft Excel 2010 1S Excel 01 0 4
) Posiion Control 4| w2013 Microsoft Excel 2010 S Excel 01 ] ]
{_) Hiring Requistions A | ZZ-SAFETY Basic Safety Company Safety Training Basic Safety 0 0
) Applcant Management Total (4 rows)
) Workforce Planning
{25 Training
(13 Courses and Wodues
(] Classes

When user clicks on Class code, the new window opens with class details and the list of the employees who

have been nominated or enrolled to this specific class.

Course Microsoft Excel 2010
Hame
Status SCHEDULE
Cost 520.00
Description MS Excel-01

Location Small Board reom

Employee Code Employee Name.
SWC-WK-HR1 Annabelle Lewis

LG-WK-SAL1 Robinson Cruzo

ABORIGINAL Employee Aboriginal

Class
Module S Excel -01

Start Date 20-04-2013

Traner Suzette Watson

Attendees

Code APR.2013
Completion Date 21-04-2013
Duration 1 Days

Enrolied By Enrollment Date Enroll
Ludmia Goldstein 2013-04-10 i
Ludmila Goldstein 2013-04-10 |

By checking the box Enroll, user can Enroll on not to Enroll employees from the list and confirm the action by

clicking [Save].
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Retrain Dates

Training Records

HCM Manager

Search

Trainee Name|

Trainee Name

Trainces

Searen

Traines's Employee Number

Ludmia Goldstein's Profie Home:

Records By Class

(65 HCM Manager
() Postion Control
() Hirng Requisiions
() Applicant Wanagement
() Workforce Planning
5 Training
~{1) Courses and Modules.
() Classes.
(] Training Nominations.
[ My Class Enrolment
1) Class Enrolment Log
(3 My Courss Enroliment
) Course Enroliment Log
(7 Review Self-Service Cisss Enrolmen
) Retran Dates.
] Training Records
[ Trainer Evaluations
[ Trainer Evaluations Review
-] Pending DL Certification Log

Employee Aboriginal
e Copvind
Johm Bromc
Robinson Cruzo
Tom Brady

Tom Cooper

Ciass Code

Ciass

ABORIGINAL
SWCWK-SALS
SWCWK-SALE
LG-WK-SALT
SWC-WK-SAL10
SWO-WK-HR3,

Classes

Name Course Name

Start Date. End Date

Trainer Name Status Rating

() Performancs Management
() Compensation Management
() User-Defined Logs

) File Waintenance.

DEC2012

S Excel 01

Wicrosoft Excel 2010

17-12-2012

7122012

Suzetie Watson ENROLLED

This program allows user to view training records of employees. When user clicks on Trainee Name in the
lower block he can see Classes details for this Trainee.

When user clicks on the Class Name in the lower block, the new window opens with details of the Class and
employees who attended this class.

Course Microsoft Excel 2010
Class Name NS Excel -01
Status Schedule

Class

Module 1S Bxcel 01
Start Date 17-12-2012
Start Time 01:00 Al

Class Code DEC2012
Completion Date 17-12-2012
Duration 1 Days.

Status Enroled Start Time 01:00 AM Retrain On Written Rating
Employee Code SWQ-WK-HR3 Employee Name Tom Cooper Nominated By Enrolled By
Status Enroled Start Time 01:00 AM Retrain On Written Rating
Employee Code SWC-WK-SAL10 Employee Name Tom Brady Nominated By Enrolled By
On the main screen there is an option to see Training Records by Class.
Records By Trainee || Records By Class.
Classes -
Class Name: Search
Class Name Class Code Trainer Name Action
MS Excel-01 APR2013 Suzette Watson View details
{5 Excei 0% DEC2012 Suzefte Watson Wiew details
Trainees 4
Trainee Name Trainee's Employee Number Status. Rating
Ferris Copeland SWC-WK-SAL4 ENROLLED
John Bronx SWC-WK-SALS ENROLLED
Tom Brady SWC-WK-SAL10 ENROLLED
Tom Cooper SWQ-WK-HR3 ENROLLED

When user clicks on Class Name he can see list of Trainees for this specific class in the Trainee Block. There is
an option to search the data by Class Name or Trainee Name on the top of the screen.
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Trainer Evaluations

Trainer Evaluation

equipmentuplo  ~

Class Name ¥ 4] Trainer Hame ™ [Peter Pauison
Question Ranking Comments
Wiasthe raner |~ - 7
knovdedgeable - [Select Ranking| &3 i
Wasthe course -
content defivered  — Select Ranking |7 | -
P Select Ranking [~ | i

This program allows user to evaluate the trainer of the class. First, a user selects a class then click [Start
Evaluation] button in the right top corner. The new screen opens with evaluation questions.

Trainer Evaluations Review

Keview

Search || Summary By Class || Summary By Trainer

Select Trainer, Course or Class

Trainer Name B Course Name. B Class Name B
Trainer Name Course Name Class Code Class Name Ranking
Peler Paulson Safely Consiruction Orientation Training o510 WManaging Worksite Conditions and Equipment 333
Evaluation Questions
# Question Ranking Camment
1 Was the frainer knowiedgeable aboul he subject matter? 3
2 Was the course content delivered in a logical order? 3
3 Was the equipment up to date? 4

This program displays the Trainer Evaluation results. The Results can be sorted by Summary by Class, or

Summary by Trainer.

Pending DL Certification Log

DL Expiry Log Status

Employee No. B Employes Name Status B
Type B Code: B Effective Date [ =
License Class - License Number - Renewal Date =
Supenvising Employee | State| | Renewal Days [Equal [ ~]

Employee No Name Status | Type Code Effective Date | License Glass | License Number | State Code | State Name | Supervising Employee Gomments L On_| Renewal Days
SWC-WK-HRT Garrington, Nathaniel A Cerificaion  ZZ-SAFETV1 2008-04-01 RENEWIN 2011 20110401
SWCWICHR14 Benneft, Sara A License PMP 2008-10-01 56894565 MY NewYork 2011-10-01 733
SWCWICHR13 Drummond, Jamie A License FORKLIFT 20080714 55555 I Hinois 20120101 541
ALT-WK-AUTRY Autry, Scott A License FORKLIFT 20100202 A 27975975 L Hinois 2012-02.02 509
SWCWK-HR1 Carrington, Nathaniel A License FORKLIFT 2007-05-02 123 AL Alzbama 2012-05-02 -519
LG1-BWW-SAL1 Estee, Lauder A Cerificaion  EFA 20130107 20131231 89
LG1-BWW-SAL1 Estee, Lauder A Cedificaion DRUG 20130107 2014-06-30 270
CCCWK-HRZ Sherman, Richard A Cerdificalion  SAFETY 2013-08-14 2014-08-14 346
1044226 Jeramy, West A License FORKLIFT 2013-02.01 AK  Alaska
LG1-BW-HRS Austin, Jane A License PMP 20130201 MB
JCRTEST SAL Salaried, Test A License PMP 20130407 AB
SWK-WK-HR20 Harrison, Mike A License FORKLIFT 20100101 MY NewYork
ALT-WK-ASHBY Ashby, Martin A Ceification  ZZ-SAFETY1 20100101
ALT-WK-ASHBY Ashby, Martin A License FORKLIFT 2008-05-01 238998 I Hinois
74859679 Allameh, Zohreh A Cerificalion  SMIOD2 20130201
SWCWIGHRS - ASH  Simeon, Ashley A Cetfication DRUG 20130711 L Winois SWC-WK-HRG
SWC-WK-HRI Feldman, Gorey A License FORKLIFT 2010-01-01 FL Florida

This screen allows reviewing Licenses and Certifications expiry date, status, renewal dates and etc.
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Performance Management

Overview of Performance Management

Performance Management starts with the definition of corporate level standards and then these are refined at the
Job Classification Level, and then again at the employee level. Performance standards are split into categories,
where there can then be multiple sections. Each category can be assigned a weight and a display order.

Corporate Performance Standards must be defined before Job Classification standards can be created, and
likewise Job Classification Standards must have been defined before employee performance plans can be
created.

Job Classification Performance Standards

L? Human Capital Management

1= HCM Manager
Search Go

[={_ HCM Manager

[#4{_) Posttion Conral

[ Hiring Reguisitions

) Applicant Managemert

(=M ¥Warkfarce Planning

: | ] Resource Scheduling

) Training

(=M Performance Management

[_) Jok Classification Performance Stand

~{_]) Employee Performance Plans

¢ ) Notable Inciderts

L) Interim Evaluations

¢ () Annual Evalustions

() Compensation Marmgement

=M User-Defined Logs
~{_J) User Defined Opportunity View
H [ All Employes View Mo Security
7 File Mairtenance
[*-{_) Security

J o

Joh Classification

Camment

Showe Filter | Send To Spreadshest | Enter Guery I

= Job Classification Performance Standards

Standards Exist -

Accountants, Audtors

Admin Manager

Administrative Asst

Performance Standards for Acdmin Assistart

Acministrative Support

Architect

Automabile Mechanics

Bat Boy

Billing Clerks

Bookkeepers, Accourting

Brick Mazons

CPR Trainer

Cabinetmaker s

Carpenter

Carpenter Performance Standards

Carpenter's Apprentice

Carpentry Foreman

Carpet Installers

Comiment figld on Carpet Installer

Civil Enginesrs

Caoncrete and Terrazzo Finisher

Crane Operators

Customer Service Rep

Designers

Drafting Occupations

Drywealler Apprentice

Dryweallers

Electrical Encineer

Electrical Poweer InstaliRepai

Electrician

Electricians

Electricians

Electronic Engineers

Elevator Installer Repaic

Engineering Teacher

Excavating Equipment Ops

Furniture and Wood Finishers

General Labor

z|z|z[z|z|z|z][<[z]z]z]<|z]z|z|<|z]z]z]<|z]z]<|[<[z]z]<|z]z]z]z]=z]< <<

wfaafaala]alaalalaalslalalslslslslslslslslslslslaslasssaasaasazs

Grader, Dozer, Scraper Operat

HR - ifiarehon e Snsrisar

]

Job Classification Performance Standards

=l
C T e

This program defines the performance standards that relate to a specific Job Classification. The system will
automatically create the standard as a copy of the Corporate Standard. It is then available for editing as some of
the Corporate Standards may need to be changed to be more specifically related to the position and the weight
of the different categories may differ between Job Classifications.

Pre-Requisites:

Mandatory: Corporate Performance Standards, Job Classifications
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To create/view or edit a Job Classification Performance Standard, select a Job Classification by clicking on the
linked field from the log.

If a classification does not exist already the system will display a screen similar to below:

L'ww Human Capital Management

Copy From Ancther Performance Stancard I Create | Back To Log

= HCM Manager

Search EI

[=1{_ HCM Manager
() Pastion Cortrol
[ Hiring Requistions Comment
g “eploar eragenert ZiI” Corporate Standards
7 T)WDrkamE Prening B Values and Individual Behaviors
-a Eesource seheding ~{” Basic Business Conduct
{_) Training

Job Classification Performance Standards

Code [Carp. Foreman

Mame |Carpertry Foreman

: Displays hehaviors that embody integrity, listening skills, ethical negotistion and other fair and equitable business practices, and treats others with respect. Also

13 Performance Management recangnizes the value in donating time and talent 1o charitable, civic and other organizations in & way that enhances the individual, supports the community and furthers
[ Jok Clazsification Performance Stand the goals of Superior Construction Inc.
ol j Carpertry Foreman T~ Work Ethic

[_7) Employee Performance Plans Warks in & organized, productive way that helps maintain proper balance between work priorities and personal priorties. Through planning and teamwork is able to
() Motable Incidents accomplish tasks expedtiously and accept additional responsibilties and assignments that develop nev skils and abilties
() Intexim Evaluations -1 Suppert for Diversity

[ Annual Evaluations

Demonstrates understanding of the value of diversity in all fts forms in the workplace and helps promote diversty internally including managing in & fair and objective

manner. Shows sensitivity to public perceptions, stttudes and concerns about diversity
. tion b it e '
g | ompens. on Manageme = Learning and Growth
(=M User-Defined Logs

- - ) T~ Individual Development

i+ User Defined Cpportunity Yiew o , . .

Pursues individual groveth and developmental opportunities, including internal and external development and formal and informal training and strives to become more
[ Al Emplayes Yiew Mo Security wrotessionaly competert.

[+-{_) File Maintenance:

~I” Team Leadership
) Security

Actively leads, coaches, mentors, and encourages team and other internal staff members in positive ways. Wilingly shares knowledge and experience and provides

frequent, positive, constructive, and accurate feedback. Follows the performance management process to set goals and expectstions, review performance, and
provide appropriste developmentsl guidance.

I~ Demonstrated Professional Skills
I Functional and Analytical Expertise

Consistently utiizes skilz, processes and analytical and problem solving methods that are accepted by the profession and function to produce high-gualty results
=™ Superior Construction Processes

I~ Business Processes

Understands internal business processes and their value, including materials like the Standard Operating Procedure, Gualtity Assurance, Satety, HR Guidines and other

internal manuals and guidlines. Seeks ways to continually improve processes for the untt and the organization as & wholz. Helps creste a favorable climate for change
and helps others overcome resistance to change

I Safety

Understands the importance of a safe working enviorment, including the peronal impsct on employees, project team members, and others inside snd outside the
organization.

EHT Others
- item 1

T be determined at a lower level
d | _blj d -1 hem 2 |_>'LI
Enter a comment about this performance standard. Then select the categories and sections that apply to this job
classification. The [Create] button will copy those standards into the Job Classification Standards where they

can then be edited. The [Copy From Another Performance Standard] button allows the user to copy
standards from another job classification into the current one.
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Lw.r Human Capital Management

LT M Manager —
Search GUI

=]

4

[y HCM Manager

{_] Position Caritrol

{_) Hiring Requisitions

{_) Applicart Management

[y Wiarkforce Planning
to] ] Resource Scheduling

{_) Training

= Performance Management
=15 Job Classification Performance Stand
[ |1 Carpertry Foreman

[_) Employee Performance Plans

{_) Matable Inciderts

{_) Interim Evaluations

{_]) Annual Evaluations

{_) Compensation Managemert

{_) User-Defined Logs

{_) File Mairtenance

{7 Security

| of

st | Detete | Back To Lag |

Performance Standards for
Carpentry Foreman

Comments

Values and Individual Behaviors 20 Weight

Basic Business Conduct

Displays behaviors that embody intecrity, listening skils, ethical negotistion and other fair and equitable business practices, and treats others with respect. Also
recongnizes the value in donating time and talert to chatitable, civic and other organizations in & way that enhances the individual, supports the community and furthers the
goals of Superior Construction Inc.

Work Ethic

Works in & organized, productive way that helps maintain proper balance between work priorities and personal priorties. Through planning and teamwork is able to
accomplish tasks expeditiously and accept addtional responsibilties and assignments that develop new skils and abilities

Support for Diversity
Demonstrates understanding of the value of diversity in allits forms in the workplace and helps promate diverstty internally including managing in & fair and objective
marner. Showes sensitivity to public perceptions, sttitudes and concerns about diversity.

Learning and Growth 25 Weight

Individual Development
Pursues individual grovwth and developmental opportunities, including internal and external development and formal and informal training and strives to become more
professionally competent.

Team Leadership

Actively leads, coaches, mentors, and encourages team and other internal staff members in positive ways . Wilingly shares knovledge and experience and provides
frequent, positive, constructive, and accurate feedback. Follows the performance management process to set goals and expectations, review performance, and provicde
appropriste developmentsl guidance.

Demonstrated Professional Skills 30 Weight

Functional and Analytical Expertise
Consistertly utilizes skils, processes and analytical and problem solving methodds that are accepted by the profession and function to produce high-cuslity results.

Superior Construction Processes 15 Weight

Business Processes

Understands internal business processes and their value, including materials like the Standard Operating Procedure, Gualtity Assurance, Satety, HR Guidiines and other
internal manuals and guidiines . Seeks ways to continually improve processes for the unit and the organization as a whole. Helps creste a favorable climste for change and
helps others overcome resistance to change.

Safety

Understancds the importance of a safe working enviorment, including the peronal impact on employees, project team members, and others inside and outside the:
organization.

Performance Standards Example

It is now possible to [Edit] the Job Specific performance standard and change the weight of each category as
required. It is not possible to remove sections or categories, the only changes allowed are to the text of each
area. This helps to maintain a corporate look and ensures every position is aware of the corporate categories.

Once any required changes have been made use the [Save] button to update the data.
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Employee Performance Plans

Lw Human Capital Management

= HCM Manager -

Search EI

[=HZy HCM Manager
[#{_]) Position Contral
[+{_) Hiring Recuisitions

New | Edit | Delete | Back To Log |

Jok
Classification D00MkESRers, Accounting

Comments  Ben's Performance Plan Jan 4, 2008 to Jan 4, 2009

Ben I
Employes Carleton Sion | Manager Suzettewatson [T Sign

Vigwy previous plan; [2008-03-35-2008-0525 =]

{_] Applicart Managemert - "
Agreed Performance Plan and Objectives for
B (5 Warkfarce Plarring Performance Standards for g Ban Carleton )
L] Resource Sehecing Bookkeepers, Accountin,
[ Training pers, g (2008-03-25 to 2009-03-25)
= Performance Managemert ., B .
) b Classification Pertormanie Stand Values and Individual Behaviors 20 Weight
15 Employes Performance Plans Basic Business Conduct
Lo ] Ben Carleton Displays behaviors that embody integrity, listening skills, ethical negdtistion and other
2 Motable Inciderts fair and equitable business practices, and trests others with respect. Also
{7 Interim Evaluations recongnizes the value in donating time and talent to charitable, civic and other
) Annual Evalustions organizations in & way that enhances the individual, supparts the community and
Compensation Managemert furthers the gosls of Superiar Construction Inc.
User-Defined Logs Must wear lasses
{_) File Mzirtenance -
) Security ‘Work Ethic
‘Works in & organized, productive veay that helps maintain proper balance betvween ]
wwirk priorties and personal priorties. Through planning and teamyork is able to
accomplish tasks expeditiously and accept addtional responsibilties and
assignments that develop new skils and abilties.
Suppart for Diversity
Demonstrates understanding of the value of diversity in all its forms in the workplace
and helps promote diversity internally including managing in & fair and objective
manner. Shows sensiivity to public perceptions, sttitudes and concerns akbout
diversity
Learning and Growth 25 Weight
Individual Development
Pursues individual growth and developmertal opportuntties, including internal and
external development and formal and informal training and strives to become more
professionally competent.
Team Leadership
Actively leads, coaches, mentors, and encourages team and other internal statf Pt in place some on-going team-building social activities that will encourage
¥ members in postive ways. Wilingly shares knowledge and experience and provides |discourse between shifts and departments Budget and time will be allocated
4 | | » frequent, postive, constructive, and accurate feedback. Follows the periormance ﬂ
@'] ’7 ’7 ,7 # Internet

Performance Review

Employee Performance Plans start with employees related Job Specific Performance Plan as a base. It is then
possible to add specific objectives against each of the sections as applicable. Both the employee and their
manager must sign off on the plan. If a change is made to the plan it must be re-signed by both the employee
and the manager.

Pre-Requisites:
Mandatory: 1. Job Classification Performance Standards
2. Positions
3. Employees assigned to Positions where Job Classification Performance Standards exist

To create a plan for a new employee — select the employee from the log. The system will default the current
date as the Start Date and the End Date will be one year from the Start Date. This can be edited. Enter a
comment if necessary. The View Previous Plan drop-down allows the user to see other performance plans that
have been created for the employee.

Enter the Agreed upon Objectives and [Save] when done. These objectives can be modified at any time by
either party if the plan is not signed by either party. Once signed, the user must [Un-sign] the plan before any
changes can be made.
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Notable Incidents

3 Human Capital Management - Microsoft Internet Explorer

=18l
J Fle Edit ‘View Favorites Tools  Help | l":'
J Qeack - & - [ [2] : | ) Search ' Favorites 47 | = ol § HLinks ”” @ -
J Address I@ http:ffapp4.cmic.ca: 7779/ cmicocditest 2005 SdMenu) ?appCode=HR.

8«

| . Susan Christensen's Profile  Home
W Notable Incidents save | cancel |

-

+ HCM Manager Notable Incidents !
Search | | eo Incidert Date™ [03 [san [2005 B8] Empioyee NAME o atrick peterson [<] PostiveFlag @ positive € Negative

[~ HCM Manager
() Posttion Control

'_'| Hiring Reguisitions |Letter tram mr. Towensend, President of the Local United Way Chapter, thanking Pstrick for the ;E
) Apnlicant Management Mot |ZHBROI from not only himself, but the entire staff fram the Dallas warshouse during the latest |
{_) Wiorkforce Planning iUnrted Wiay Drive

{7 Training 1 ..'J
Petformance Management

() Job Classification Performance Stand

'_'] Employes Performance Plans

Motable Incidents

| Patrick Peterson

() Interim Evaluations

) Annual Evaluations

'_'| Compenzation Management

) File Maintenance

[ Security

Report by Mr. Townsend |

=
< I B

]
|@'] View Position Detail l_ l_ ’_l_ l_ Unknown Zone (Mixed)

Notable Incidents Entry
Notable Incidents are way to record important information regarding an employee. This can be comments from
anyone inside or outside the organization. The comments can then be viewed during the review process.
From the Notable Incidents Log — use the [Add Incident] button to create a new Notable Incident.

Enter the date of the incident.

Select the employee the incident is to be recorded against

Indicate if the Incident is Positive or Negative if applicable

Enter the Name of who reported the incident and the details
[Save] when done.

Interim Evaluations

S .

LV Human Capital Management New | Edit | Delete | View Notsble Inciderts: | Back To Log |
k] HCM Manager — =
| | Pertormance Plan Period: [ 20071212 - 20081212 = Review date; | 2008-07-11 = ‘

[=H_Z HCM Manager
[# {7 Position Contral
{_ Hiring Recuisitions:
{7 Applicart Managemert ‘ ‘

Job Classification  Drywall Foreman Employee  MNathan Richardson tlje [f] Manager Suzette Watson o I

Agreed Performance Plan and | |
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Interim evaluations have been designed to allow as many interim evaluations as required during a year. Interim
Evaluations allow the manager to enter observations/notes against each section of the employees plan and to
rate the performance in each category between ‘Outstanding’ and ‘Unacceptable’.

Each observation can optionally be carried forward to the Final Evaluation. To create a new review or edit a
review select the employee from the log. The system will open with a screen where you can create a new
review, edit the current review or review an older one.

The system will default to the latest created review. To review previously performed reviews select the review
from the Review date drop down list and retrieve the review information.

To create a new review use the [New] button. The system will then prompt you as shown below:

S .
Lv Human Capital Management i | @) | Biel ol
£ HCM Manager - Employee Performance Evaluation -]
Search EI Performance plan™ | Selert performance plan — 2]

= HCM Manager Review date™ (07 |18 [2008 ﬂ Comment

(3 Pasition Cartrol
[+ Hiring Requisitions |

LTy nnlicart Mananement

The Review Date defaults to the current date. You may edit the dates and enter a comment regarding the
review.

When done, use the [Create] button to build the interim review.

53 - -
- HCH Manager Agreed Performance Plan and 2l
Search EI Performance Standards for Objectives for _ _
= Obhservations and Evaluations
=23 HEM Manager Drywall Foreman Nathan Richardson
) Postion Cortrol {2008-07-11 to 2009-07-11)
¥ Hiring Requisitions N
Applicart Management SiEnEE g Welght
warktorce Planning Appearance
|_] Resource Scheduling Does the employes meet the articipated Appearance
Training standards &3 applicable to their postion?
Performance Management Corporate Business Requirements
(] Job Classification Performance Stand Must be appropriste when working in various different
[_) Employes Performance Plans business environments
-|_) Motable Incidents " i i " -
nterin Evrlict Overall Evaluation for Outstanding Highly Effective Effective Needs Improvement  Unacceptable
[EHEy Intetim Evaluations
=
|1 Nsthan Richardson Slanday = O = g O
-+ Annual Evalustions Corporate Standards @ 2005 0 Weight
Compensation Managemert —
User-Defined Logs Presentation
) File Mairtenance Employee Presentstion snd appearance including
“_l Securty professionalism
Attendance
De=zcribe in general sttendance and meeting of Diaily attencance is required. There will be ten paid
corporate standards for off-days and vacations. vacation days allotted for the year
Overall Evaluation for Outstanding Highly Effective Effective Needs Improvement  Unacceptable
Corporate Standards & 2005 O O O O
Demenstrated Professional Skills 0 Weight
Presentation Skills
ALhilty to present information to ether small or large
groups
Customer Interaction b
Ahilty to interact in & professional manner with
customer
Overall Evaluation for Outstanding Highly Effective Effective Needs Improvement  Unacceptable
Demonstrated Professional Skills O O ] O
I | I;I Overall Performance Rating for: Nathan Richardson |
4 3 - e a= . -

Enter Observation and Evaluation notes against each objective, and for each category assign the overall
evaluation rating. When done [Save] the evaluation.

At any point during the process it is possible to view any Notable Incidents that fall within the current plan year
by using the [View Notable Incidents] button.
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Hotable Incidents for the period between 2008-07-11 and 2009-07-11

Diate Report by | Positive Flag Mote:
SO0E-07-11 Ilr . v Letter from hr. Townsend, President of the Local United Way Chapter, thanking Mathan far the suppart from
Townzend not only him=elf, but the entire staff from the Dallas warehouse during the latest United Yay Drive.

Viewing Notable Incidents

Annual Evaluations

gy wan o
Lw Hurnan Cap“al Mal1aQE|11E|1t Edit | ‘iew Motable Inciderts | Back Ta Log I

HCM Manager B
Search Go Joh Classification Drywall Foreman Employee  Mathan Richardson Sion Manager Zuzefte Watson [ Sign

[=H3HCM M_ﬂl\auer iew previous plar: | 2008-07-11--2009-07-11 -

[ Posttion Cortrol

¥ H_J) Hiring Requisitions:

H_) Applicant Management
e Warkforce Planning

j Resource Scheduling
. _|Tra\mng

Agreed Perfermance Plan and

Performance Standards for Objectives for
Drywall Foreman Nathan Richardson

(2008-07-11 to 2009-07-11)

Observations and Evaluations

Annual evaluations have been designed to be pre-populated with all the items from the interim evaluations that
were flagged to be carried forward to the Final Evaluation. Annual Evaluations allow the manager to enter
additional observations/notes against each section of the employee’s plan and to rate the performance in each
category between ‘Outstanding’ and ‘Unacceptable’. Additionally, revision to the values carried forward from
the Interim Evaluations may also be made. To update the current ‘unsigned” Evaluation, click on the [Edit]
button. Only unsigned Evaluations may be edited.

The system will default to the latest created review. To review previously performed Annual reviews select the
review date then use the [View Previous Evaluation] button to retrieve the review information.

/Z} Human Capital Management - Microsoft Internet Explorer 13l x|
J File Edit Wiew Favortes Tools Help ‘ ;','
| @Back - ) - [ [B) (n| POsearch JoFavorites € | (i in B0 E B “ Links
David ArrowesmithGE's Profile Home
? Hl||11a|1 Cal)ltal Managel'ﬂent Check Spelling | wiew NMotable Incidernts I Save | Cancel | Back To Log |
£ i) Appl fCants :I —
vjv F:E‘“‘S"E"S Agreed Performance Plan and
—’j”’R oree a;‘”'h”gd | Performance Standards for Objectives for U N —
esource Scheduling a-5
- Treiing Electricians JohnPaul DeMelo
[ Courses and Modules (2006-01-01 to 2007-01-01)
-{_] Classes ) - -
j' Trairing Nominations Values and Individual Behaviors 20 Weight
-4 ] Class Enrollment Basic Business Conduct Recongnizes the valug in donating time and talent & |
{) Rewview Selt-Service Enroliment Displays behaviors that embody integrity, listening Displays behaviors that smbody integrity, listening to charitable, civic and other organizations in a b
. j Training Records =killz, ethical negotistion and other fair and equitable  |skills, ethical negatistion and other fair and ecguitable way that enhances the individual, supports the
-] Trainer Evalutions business practices, and treats others with respect business practices, and trests others with respect community and furthers the goals of Superior
-] Trainer Evaluations Review Also recungniz.e.s the value in dnm?ling. time and talert Construction Inc.
(55 Performance Management to charttakle, civic and other organizations in a way —
ol - that enhances the individual, supparts the community Dizplays behaviors that embody integrity, listening
B Job Classification Performance Stand and furthers the goals of Superior Conatruction Inc: skills, thical negotiation and other fair and =l
Ll 9 Carpenter
ﬂ Site Supervisar Work Ethic and personal priorities. ;I
_a‘ Electricians Works in a organized, productive way that helps Works in a organized, productive wary that helps
B3 Employee Performance Flans maintain proper balance between work priorities and  |maintain proper balance between work priorities and Wo_r’ks_ln & organized, productive weary tha? hﬁlps
. Emmanual Derede personal priorities. Through planning and teamwark is [personal priorties. maintain proper .ba.\a.ance between wnr:k priorties
d o able to accomplish tasks expedtiously and accept and personal priorities. Through planning and
L] Anderson Cooper additional responsibilties and assignments that teamwark is able to accomplish tasks expeditiously
i ] JohnPaul Dehlelo develop new skils and abiliies. and accept addtional responsibities and
~{_) Notable Inciderts assignments lH Diouble-click. on the field to edit value | ¥
El-{ Interim Evaluations S =
i _)_“ JohnPaul DeMelo i Support for Diversity Supportive of corporate diversity goals ;I
JohnPaul DeMsl Demonstrates understanding of the value of diversity |Shows sensitivity to public perceptions, attitudes and
L1 JohnPaul Dettelo in all its forms in the workplace and helps promote |concerns about diversity
1 Anral Evalustions: diversity internally including managing in a fair and
| ] Sandy Sanderson ohjective manner. Showes sensitivity to public
_“ John Jackson perceptions, atttudes and concerns about diversity.
| ] JohnPaul Dehelo
[=HC Compensation Management LI
| Salary Planning Overall Evaluation for Outstanding Highly Effective Effective Needs Improvement  Unacceptable
- za:ary :'Sm'y Values and Individual Behaviors ' ' ‘el 'l i
() Salary Surveys -
4 | El [Learning and Growth 25 Weigaht | ~|

The Annual Evaluation is completed by updating the observations/notes and setting the Overall Evaluation
Ratings against each category. When done [Save] the evaluation.
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At any point during the process it is possible to view any Notable Incidents that fall within the current plan year
by using the [View Notable Incidents] button.

JEi\e Edit  Miew Favorites Tools  Help

2} Human Capital Management - Microsoft Internet Explorer

=10 %]

| &

| Qe -0 - A B

:‘_ | /':' Search

- Favorites 44 |

r e =2

“ Links >*

Human Capital Management

Cavid ArrowsmihGE's Profile Home

Check Speling | Yiew Motable Incidents | Save I Cancel | Back To Log |

<

) Aplicarts
|1 Requisitions
Worktorce Planning
J Resource Scheduling
(2 Training
~{_) Courses and Modules
~{_) Classes
[ Training Nominations
-4 ] Class Enrollment
~{_) Reviews Self-Service Enralimert
[ ] Training Records
4 ] Trainer Evalustions:
[ Trainer Evalustions Review
[z Pertormance Managemerit
= <;) Job Classification Performance Stand
i+ ] Carpenter
| ] Sfte Supervisor
il ] Electricians
[=1{_5 Employee Performance Plans
| ] Emmanual Derege
| ] Anderson Cooper
| JohnPaul Dehelo
~{_) Motable Incidents
[ Interim Evaluations
| JohnPaul Dehelo
[ ] JohnPaul DeMelo
Annual Evalustions
| ] Sandy Sanderson
[ ] Jdohn Jackson
il ] JohnPaul DeMelo

ZLE= Camnansatinn Manamemeant

=l

| of”

=

Item 4
To be determined at & lovwer level

-

Item 5
To be determined at & lower level

Overall Evaluation
Others

for
-

Outstanding

Highly Effective
()

Effective

o o

Needs Improvement

Unacceptable
ol

Overall Performance Rating for: JohnPaul DeMele

Outstanding

Highly Effective

Effective

Needs Improevement

Unacceptable

~

Consistently exceeds all

performance standards
and plan objectives.

~
Meets all and exceeds
some standards
expectations and plan
objectives.

~
Meets all performance
standards and plan
objectives.

~
Partially achieves
performance standards
and plan objectives.

~
Fails to achieve
performance standards
and plan objectives.

=

When using the [Edit] option, the reviewer will also update the ‘Overall Performance Rating' for the Employee
prior to saving the final version for signing.

2} Human Capital Management - Microsoft Internet Explorer 13l x|
J File Edit Wew Favorites Tools Help ‘ .'f
J @Back - ) - [¥] [2 0| O search ¢ Favorkes &) ‘ - B o3 |JLink5 &

Human Capital Management

David ArrowesmithGE's Profile Home

Eciit | Wiew MNaotable Incidents | Back To Log |

Ll

) Bpplicarts
|_] Requistions
Workforce Planning
[ ] Resource Scheduling
2 Training
{7 Courses and Modules

~{_]) Classes

[ Training Mominations
-4 ] Class Enrollment

{_]) Review Self-Servics Enroliment
4 ] Training Records
4 ] Trainer Evaluations
-{_] Trainer Evaluations Review

| ] Site Supervisor
| ] Electricians
Employee Performance Plans
| ] Emmanusl Derege
| ] Anderson Cooper
“ 7 JohnPaul Demelo
~{_]) Matahle Incicents
[=H Interim Evaluations
i+l ] JohnPaul Dehlela
[ JohnPaul DeMelo
E{_ Annual Evalustions
| ] Sandy Sanderson
il ] John Jackson
[ JohnPaul DeMelo
[ Compensation Managemert
[ ] Salary Planning
-~ Selary History
~{_]) Salary Surveys

=l

To be determined &t & loweer level
Item 3
To be determined &t & loweer level
Item 4
To be determined &t & loweer level
Item 5
To be determined &t & loweer level
Overall Evaluation for Outstanding Highly Effective Effective Needs Improvement  Unacceptable
Others O O O O
Perfoermance Ratings in previous reviews for: JohnPaul DeMelo
. Highly .
Score Qutstanding : Effective Needs Improvement | Unacceptable
Effective
2006-06-15 1.00 O O O [m]
2006-03-22 3.50 O O O O
Average Score 375 O O O O
Overall Performance Rating for: JohnPaul DeMelo
Score Qutstanding Highly Effective Effective Needs Improvement  Unacceptable
34166667 ] O a ]
Consistently Meets all and Meets all Partially achieves Fails to achieve
exceeds all exceeds some performance performance standards performance
performance standards standards and plan and plan objectives. standards and plan
standards and plan expectations and objectives. objectives.
objectives. plan objectives.

=l
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Employee Discipline History

This is analogous to the HR Forms version of Discipline Tracking.

ta Human Capital Management

Amands Wathews's Profle Home

3 HCM Manager Employees 4|
Code Employee lame Pending Submited Signed
serch R prery 7 T 7
169 HCM Manager ALT-WK-BRISGS Barry Briggs 0 0 0
{2 Posiion Control ALT-WKNEVADA Bob Hevada 0 0 0
() Hiring Requisiions. 22251 Bruce Alexandrowicz Smitherton 0 0 0
() Asplcant Wanagement ALT-WK-PENHALL Bruce Penfal 0 0 0
) Workioree Planning SUsEMP2 Damion Hendricks 0 0 0
{2 Training ZZWK-SAL1 Daniel King 0 0 0 =l
25 Performance anagement TR
) Job Classifeation Performance Stand
) Employee Performance Plans Transaction No Performed Date Type Action Handed By Effective Date Status Action
{3 Nolabl bcdents B 08ID=cr2010 Wrien Writen Darion Hendricks 0BD=c2010 Submited
) terin Evaations. 1 t8ec2010 Verbal Sent Home Without Pay Amanda Watihews. 07Dec2010 Submited
) AnnualEvaluatons. 7 Verbal Writen 10Mov2010 Submited
7] Employee Disciline History s 18Moviz010 Witen Sent Home Without Pay 18Moviz010 Submited
(1) Compensation Hanagement 10 30Movi2010 Wrten virtten Darion Hendriks 30Movi2010 Pending x
(3 UserDefined Logs 1 04Decr2010 Verbal Sent Home Without Pay Amanda athews. D3Decr2010 Employee Signed

(3] File Maintenance
) securty

Discipline Details

save | submt

Disciplr - Select Action - ¥
Action - Select Action - B
) Close Date =)
=
Problem Description
|
Handled By |SM-EMPO1 \Amanda Matthews -
Performed Date ]
=
|
H H H 1 1
The JSP HCM version allows the creation of the record in 'Draft’ form so that the employee or anyone else
cannot see it. Once the manager submits the record the employee will be able to see the item in Self Service.
Employees «|
Code Employee Name Pending Submitted Signed
SM-EMPO1 Amanda Matthews 1 4 1
ALT-WK-BRIGGS Barry Briggs 0 0 0
ALT-WK-NEVADA Bob Nevada 0 0 0
ZZ-251 Bruce Alexandrowicz-Smitherton 0 0 0
ALT-WK-PENHALL Bruce Penhall 0 0 0
SUS-EMP-2 Damion Hendricks 0 0 0
ZZ-WK-SALT Daniel King 0 0 0 ﬂ
Discipline History Hew
Transaction Ne Performed Date: Type Action Handled By Effective Date Status Action
12 08/Deci2010 Writen ‘Written Damion Hendricks 0&Dec/2010 Submitted
13 08/Deci2010 Verbal Sent Home Without Pay Amanda Matthews 07/Dec/2010 Submitted
7 Verbal ‘Written 10/Movi2010 Submitted
8 19/Movi2010 Writen Sent Home Without Pay 19MNovi2010 Submitted
10 30Movi2010 Writen ‘Written Damion Hendricks 30Movi2010 Pending x
14 04/Deci2010 Verbal Sent Home Without Pay Amanda Matthews 03Dec/2010 Employee Signed
Discipline Details
Send Email
Discipine Type |Verbal
Action Taken |S
Effective Date 071210 B Close Date 081210 B
ftest again =l
Problem Description
&
Handled By |Amanda Matthe|
Performed Date | 081210 B
none as yet =1

Resolution

The [Send Email] button is available on a submitted record. It sends a predefined email to the employee that

will inform of the Disciplinary Action Notice and it will contain the URL to the self service system.
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Amanda Nathews's Profie Home

Dekte | Add | £ | BackTo Log

Signed ]

HR Positions

2 HEM Manager Employees
[ Code. Employes Name Pending Submited
SILENPOT ‘Amanda liatthews.
£ HCM Manager SUSEMP2 Damion Henaricks
23 Postion Contral SUsEMPD1 Geenda Stimpson
() Job Cassications SUs-EMRD2 Greg Harrson
() Postions sU-002 Mavis Longmore:
1] Postion Exception Reports SI-EWPI2-SAL Werrick Wison
[ Organizational Chart
(0 Hiring Requisiions. Discipline History New
() Appiicant Management
{2 Workforce Panning Transaction No Performed Date Type Action Handied By Effective Date Status
3 Training T Verbal Writen 10MNov2010 ‘Submited
{5 Performance Management & 18M0u2010 witen Sent Home Without Pay 19Mou2010 Pending
() Job Classificaton Performance Stand
) Employes Performance Plans
() Notable Incidents
) iterim Evaluations
(3 Annual Evaluations
3 Employee Discipine Hstory e et
& Corpensaton laagenent
Salary Planning
3 Sorrmmen s
() Salary Surveys Discipine Type
{5 User-Defined Logs
{2 FieMtensnce Acton Taken
0 Securty

Search

ceocooa

Effe

101110

Close Date ]

This employee s very excelent worker. She does her work with no super
Ino choice bt to leave. (ahal reverse phsycology)

, and on tme. Instead of. Ibeleve her salary should be freezed until she becomes totally frustrated, then she willhave |~

Problem Description

Performed Date

Resolution

& Ca ﬂ 9049 )¢ Disciplinary Action Notice - Message (Plain Text)
- Message

:»% -E __% x '—.3 i) = %ﬂ/fmfe\.ists' DH Y ﬂ 4 Find

2y Related ~
Reply Reply Forward Delete Moveto Create Other Block [ not Junk Categorize Follow Mark as

to All Folder~ Rule Actions~ | Sender - Up~ Unread || 4 Select~
Respond Adtions Junk E-mail = Options i Find
From: stephanie.bromfield @cmic. ca
To: Stephanie Bromfield
Cc
Subject: Disciplinary Action Motice

A disciplinary action has been taken, for detail information please click the following link to log on to employee self service.
http://testvie.cmic.ca:7785/5dMenu/?appCode=55E

The employee will be able to open the item in Self Service and add their own comments as well as their
electronic signature to indicate that they have seen the document.

‘Amanda Matthews's Profile Home Logout
WEm ployee Self Service

£2 Employee Self Service Discipline History
[ Transadion o Performed Datc [ Twe Action Handled By Effective Date Staius
Seareh 2 08Deci2010 rten Writen SUSENP2 18Dec2010 Submited
B Employee Self Service ° 180eci2010 Verbal Sent Home Without Pay SIU-EUPO1 072010 Submited
{3 Personal nformation 7 Verbal Writen 10M0v2010 Submited
(3 Profle nformation s 18Mou2010 Wrien ‘Sent Home Wihout Pay. 19Movr2010 Submited
3 HR Information i 04/Deci2010 Verbal Sent Home Wihout Pay S-EUPOT 03Decr2010 Employes Signed
(3 W-4 nformation
13 a1 nformation
-3 Emergency Contacts Discipline Details
Skils e
13 Cerifcation and Licenses
(] Degrees Discipine Type
(3 Membershios
) nterim Evaluation Acton Taken
{3 Annual Evaluton
7 oisciine istory Effective Date [191110 2} Close Date
8 z::::r::: fg:::r; fon fhat | consider o be insubordination =
Reeruiing emDes
8 Corporate nformation Problem Deserpton
Seaurty +]
) Menager Seif Service

HancedBy [ |

Ferformed Date (191110

Senthome___no pay for the next 3 years, then well see what happens

Resolution

Employee Comment

I™" By signing ths notice, | am acknowedging that | have been counseled about my and informed of if mprovements are not made.

=]
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Employee Self Service

Amanda

fthews's Profle Home Logout

3 Employes Seif Service Discipline History
- @ Transacton No Performed Date Type Action Handled By Effective Date Stalus
12 08Dec2010 Writen Writen SUSEMP-2 08/Dec2010 Submitied
=/ Employee Self Service 13 03Deci2010 Verbal Sent Home Without Pay SULENPD! 07/Deci2010 Submitied
£ Personal Information 7 Verbal Writen 10Now2010 Submited
(3 Profi nformation 3 19iNow/2010 Writen Sent Home Without Pay 19MNow2010 Submited
[ HR information 4 04Decr2010 Verbal Sent Home Without Pay SM-EMPO1 03/Deci2010 Employes Signed
[ w4 nformation
(3 Tdt Information
[ Emergency Contacts Discipline Datils
Skils -
[ certification and Licenses Dscpine Type
L] Degrees Action Taken
[ Memberships
1 interim Evaluation Effectve Date [031210 Chose Date [081210

(3 Payment Admistraton
{3 Corporats Learning
() Recruiting

{33 Corporate information
(] Securty

{3 Manager Self Service

Problem Description

Handled By

Performed Date.

Resalution

Sign Date

Employee Comment

another test - for good measure.

041210

m not so sure:

101210

ftest
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Compensation Management

Salary Planning

5 Human Capital Management - Microsoft Internet Explorer =10 =]
J File Edt Wiew Favorites Tools  Help ‘ l’f

| Qack ~ &« 1] 2] (8] Fsearch Soravorites | (37 in B E 3 [ tinks >
r_- David ArrovwsmithGB's Profile  Home
L@ysmary Planning Save | Upskte Payroll |
E HCM Manager - ncrease . npph |
Search | El Increase Date | | | Salary Increase Percent [ | Bonus Increase Percent |

=/ HCM Manager Reparts To Postion |54 Praject Manager =1 Inirect Report [ Refresh Fosiions | Show Buspst |

/{7 Postion Cortrol
[#{_7) Hiring Reguisitions

Positions

:

[

[ {_) Applicant Management Postion 6ASITE001 Emploves JohnPaul DeMelo Increase Date 191 EVAug gnnsﬂ

[ {_) Warkforce Planning

‘,J - 4 Current Salary 57 20000 Current Honus 000 Current Tatal 5720000 ™ appiy

[#{_) Training s T -

[#{_) Performance Management Increase Percent 5 Increase Percent Increase Amount 2,860.00

(= Compensation Managemerit . — I Update Payrol
L] Salary Plarning Proposed Salary i 60,060.00) Proposed Bonus 0.00 Proposed Total 60,080.00

Salary History
{_) Salary Surveys
#{ File Maintenance

) Security

B E
|&] pone [T T | | meernet

NN

Salary Planning Initial Display

Salary Planning allows updates to Payroll or just to the Budgeted payroll amounts. Checking the Indirect
Reporting option allows specification of employees that do not directly report to the supervising position as
selected (this value defaults the current users position). The Refresh Positions button is used to display a list of
positions that reports to the “Reports to Position” in the top section of the screen. If the “Indirect Report” flag is
checked, the list in the Positions section of the screen will include indirect reports.

To apply a Salary Increase Percent and a Bonus Increase Percent to positions, enter the increase in the top
section and check the Apply checkboxes for all the positions that this increase will be applied to. Then click on
the Apply link at the top of the Increase section. This will update all positions with the Apply flag checked with
the increase percent amounts. Alternatively, the user can enter different increase percent amounts in each
position.

intest2006.cmic.ca:7779 - Budget - Microsoft Internet Explorer L 10l x|

Budget Estimation u
From Date (01 [Jan [2008 &) To Date [31 [ec [2008 B Recalculte | Close |

Current Salary Total a7 ,200.00 Current Bonus Total 0.00 Current Total a7 ,200.00
Increase Percent 5.00 Incresse Percent 0.00 Increase Percent 5.00
Proposed Salary Total B0 06000 Propoged Bonus Total 0.00 Propoged Total B0 06000

Budget Total: 58,398.85

N

|&] Dene |_|_|_|_|_|ﬂ Inkernet
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Salary History

3 Human Capital Management - Microsoft Internet Explorer . 5% |E| ﬂ
J File Edit View Favorites Tools Help | ,'f
J Qeack - &) - ] 2] @& | - Search 7 Favorites 4% | = a3 “ Links **
? . David ArrovesmithGE's Profile  Home:
L iys«aulary Planning Save | Usaste Payral |
o HCM Manager ZI-9m John Jackson Vice President - Marketing ;I
T = BA-NAPDITANH JohnPaul Debelo Ba Site Marager 001
Search | | GOI i
L | PY-899 Maheen Jafari Customer Support Rep
=175 HCM Manager BA-MAPDOTNH Michael Anderson B General Labour Monunion
FJ-"_'] Posttion Cordrol IZ00 Pstrick Peterson Vice President - Sales
[ Hiring Requisitions ZZ-500 Sandy Sancerson Wice President - Construction
M Applicant Management Z7-800 Sandy Sanderson Site Supervisor J
[#{_]) Warkforce Planning IZ-300 Sue Christensen Presidert LI
[£{_]) Training — N = = -
5' lary Hist: ‘I
[#{_) Perfarmance Management - - R
57 Compensstion Management Effective Date Action Annual Salary Hourly Rate
Salary Planning 014)an/1999 Mewy Hire 13453
£ Salary Histar: 01iJan/2001 Incremenit 47.00
_] Salary Surveys
[#{_7) File Maintenance
[F_) Security
= =
Ig"l javascriptilaunchUel( . HrSalaryHistory !, 'contentFrame', False); | | | | ‘ ,ﬂ Inkernet 4

Salary Planning History Default Screen Example

The Salary History option will display records from Payroll Employee History where the change type was either
New Hire, Re-Hire or Increment.

NOTE: Only pay changes made using the update type of “Increment” will be displayed.

Salary Surveys

tWHuman Capital Management

i HCM Manager -

Search |

[EH_Z HCM Manager

[ Position Cantral

{7 Jok Classifications

-{_) Posttions
-/ ] Organizational Chart
[#4_7) Hiring Requistions
- Applicant Management
[#4{_) Warkforce Planning
E_] Training
[} Performance Management

-{_) Job Classification Performance Stand

-{_) Emplovee Performance Plans

{_) Maotable Incidents

-{_) Interim Evaluations

-] &Annual Evaluations
- Compensation Management

-] Salary Planning

| ] Salary History

-{_) Salary Surveys
+{__) File Maintenance
[#4{_) Security

o

1.

Sue Christensen's Profile Home

Save | Cancel

Survey Mame
Region
Loy Salary 5
Median Salary

Market Rate |

oae | £l

‘ Job Classification A

High Salary
Average Salary :_

Cast Of Living Adiustment |

Salary Surveys are for reference only. They allow you to record results from different external surveys by
position. This information can then be used via 3" part reporting tools compare your own salary ranges to that

of surveys.

There are no required fields on this page. But we recommend that a name and date at least be entered.
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Salary Increase

This program allows user to increase salary of employees.

Year 2013 Page: 123456769 10 1112 13 14 16 16 17 18 19 20 Next Records Display Per Page ZDE‘
i‘\eia S — gy — — Forced | Foroed Rank Basic Wages - Enterprise Bonus - Enterprise Deferred Com
0 No. Rating  Percentle Previous | Cument Percentage  Proposed | Previous| Cument Percentage Proposed | Previous Curren
[ 01012012 smith hugo [~Select- |+ [~Select— =] [~Select- =] —Select—- B
=]} 01234 Employee Test [NewHire [+ [Medium Potential[+] [Medium Vulnerability [+'] Mid B 0 28846 [ 2000 0 0 o 0 0
=] 1 DamenBilings [Select- |~ [“Select— [=] [Sselect— =1 ]
= 100017 Leave Accrued [-Select— [+ [-Selest— [=] [-Select— =] ﬂ 0 1800 ] 0 0 0 0 (]
B 1001 Peterson Gerald [—Select- [+ ] [-Select— [x] [-setect- =1 B 5240 0 -100 i 0 0 0 0
=] 1002 tezstest [Select— [+ [“Select [=] [“select— =1 L]

[ 100200 TESTTEST [-Select- [+ [~Select- =] [~Select- -] B 0 490386 0 0 0 ] 0 ]
=]} 1011 Mary Gary [--Select- [+ [-Select- [=] [-seleci— =1 ] 0 78923 [ 0 0 o 0 0
= 1012 testtest [-Seleot— [~ | [-Select— [=] [-Select— =] g 0 57730.74 ] 0 0 0 0 (]
= 1013 testtest [-Select- [~ | [-Select— [=] [-Select— =] ﬂ 0 5846148 ] 0 0 0 0 (]
B 1021 Lisa Hey [-Select- [+ [-Setect— [x] [-setect- =1 B 153846 615384 300 0 0 0 250 250
1} 10220 BaMl [~Select- [+ [~Select- [=] [-select- =] B 0 653343 0 0 0 0 0 8550
[T 1044214 Jeremy Fomester [-Select— [+ [~Select- =] [~Select- -] B 2s462 ] -100 0 0 ] 0 ]
[C] 1044217 Antonio Banderas [--Select- [+ [-Select- [=] [-seleci— =1 | 170866 573276 49254 0 0 o 750 1250
[ 1044220 Jared Cooper [—Select— [~ ] [-Seleat— [=] [-Select— =] g 2204388 1049425  -52394 0 0 0 500 250
O 1044221 Daniel Rock [-Select- [~ ] [-Select— [=] [-Select— =] ﬂ 1910769 176538 -7.608 0 0 0 500 750
[ 1084222 Lantem Green [—Select— [+ [“Select [=] [Cselect— =] =

[ 1044223 Dean Hamis [-Select- [~ [-Select- [=] [-select- =] B

7] 1044226 Wiest Jeremy [~Select~ [ ] [-Select- =] [~Select- ~] B 0 208333 0 0 0 ] 0 ]
=] 10445 Jina Gold [~Select— [ ] [~Select— [=] [-Seleci— =1 ] 0 9000 [ 0 0 0 0 250
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File Maintenance

Overview — File Maintenance

The tables included in HCM module include tables that in some cases can also be maintained within the
Forms HR or Payroll Modules. For the purpose of this manual only the file that can be updated via the
HCM system will be discussed.

Application Questions

- Demo Arrowsmith's Profile Ho
1 - . -
Lﬁ ? Hr Application for Employment Questions =SS S S
=15 File Maintenance o &
-_JJ ‘Appiication Questions Display Order™ Question™ i
L1 Applcation Status. Display Order Question Delete

[ ] Area of Interest

[ Applicant Rating

.[] Attendee Status

[ Certifications and Licenses
-1 Class Status

] Course Types

~{ ] Cerporate Performance Standards
] Degrees

-[] Education

"] Frequency Status

- ] Geographical Area

(] Hiring Actions

-[] HR Recruiters

"] HRRegions

.1 Membership Type

[ Menu Maintenance

.1 Organization Type

[ Physical Demands

.. ] salary Grade

[ skils

[ Trainers

(] Training Teams

-.[_] Trainer Evaluation Questions
[_] Trainer Evaluation Ratings
-1 User-Defined Log Types
[ UserDefined Logs.

Why do you wish to join our team?
Why should we hire you?

Describe your ideal postion

What specific skils makes you appropriate for this position for which you are applying?

O
KX XX

m

% Wnrl Enuirnnment
< T 3 i

Application Questions are used on the Self Service Applicant Screen. They allow you to customize your
application form.
Adding New Questions

To add a new record use the [Add] button at the top of the screen. This will open up two new fields
above the list of actions already defined.

Both fields the Display Order and Question are required fields. Enter the new information and then
when done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel]
button.

Use the [Check Spelling] button to initiate Spell Checker on the Question field.
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Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the data can be
changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.

Application Status
r N Demo Arrowsmith’s Profile  Home
tﬁyApplication Status Maintenance [Save | [canc:

1

B :an Maintenance - Application Status Maintenance
[ Application Questions Code™
i ] Application Status
-] Area of nterest Code Description Delete

Description

Applicant Rating APPLIED Applied x
Attendee Status CLOSED Closed x
Certifications and Licenses HRED Hired x
x
x

Class Status oPEN
Course Types

Corporate Performance Standards
Degrees

Education

Open
REJECTED Rejected

i1 Freguency Status
A Rannranhiral Ara;

The Application Status is used to enter the status of any application entered in HCM. This application
status can be entered in an action on the application of the applicant. There will already be a status of
‘Applied’ in this table.

Adding a New Application Status

To add a new status, click on the [Add] button at the top of the screen. This will open up two new
fields above the list of actions already defined.

The Code is a required field but the Description is not. Enter the new information and then when done
use the [Save] button. To exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record, select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the Description
can be changed.

Enter the new information and when done use the [Save] button. To exit Add Mode without saving
any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Area of Interest

L‘ﬁ ? Area of Interest

Demo Arrowsmith's Profile Home

Save || Cancel

(=} File Maintenance
-[] Application Questions
T Application Status
-] Area of Interest
[ Applicant Rating
.[] Attendee Status
[ Certifications and Licenses
-1 Class Status
] Course Types
~{ ] Cerporate Performance Standards
] Degrees
-[] Education
"] Frequency Status
- ] Geographical Area
(] Hiring Actions
-[] HR Recruiters
"] HRRegions
.1 Membership Type
[ Menu Maintenance
.1 Organization Type
[ Physical Demands
.. ] salary Grade
[ skils
[ Trainers
(] Training Teams
-.[_] Trainer Evaluation Questions
[_] Trainer Evaluation Ratings
-1 User-Defined Log Types
[ UserDefined Logs.

% Wnrl Enuirnnment
< T

b

m

Area Of Interest Code ™

Area Of Interest Code

Area Of Interest
Area OF Interest Name™

Area Of Interest Name Delete

ADMIN
ARCHT
CARP
ELECTR
FINANC
HVAC
P
SUPERV

Administration
Architecture and Planning
Carpentry

Electrical

Financials Postion

HWAC Specialization
Project Management
Supervisor

KXXXXKXNX

The Area of Interest is used to enter preferences on areas of interest. These will be used in the Applicant
Self-Serve screen when the applicant applies for a requisition as well as the Applicant screen when a new

applicant is created.

Adding a New Area of Interest

To add a new Area of Interest, click on the [Add] button at the top of the screen. This will open up
two new fields above the list of actions already defined.

The Area of Interest Code and Area of Interest Name are required fields. Enter the new information
and when done use the [Save] button. To exit Add Mode without saving any changes use the
[Cancel] button.

Update or Delete an Existing Record

To update an existing record, select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the Area of
Interest Code and Name can be changed.

Enter the new information and when done use the [Save] button. To exit Add Mode without saving
any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Applicant Rating

e Demo Arrowsmith's Profile Home
Lﬁ ? HR Applicant Rating save [ Cancel
1 Fik Waintenance - Applicant Rating .

j :DP:‘DE:M S'UTSW"S Applicant Rating Code ™ Applicant Rating Value™ Applicant Rating Description™

-] Application Status

.3 Area of interest Applicant Rating Code Applicant Rating Valus Applicant Rating Name: Delete

-1 Applicant Rating POOR 1 Foor x

-] Aftendee Status AVERAGE H Average x

-] Certifications and Licenses GooD 3 Good x

-] Class Status EXCELLENT 4 Excellent x

-] Course Types

-] Corporate Performance Standards
-] Degrees

-] Education

-] Frequency Status

-] Geographical Area

-] Hiring Actions.

-] HR Recruters

-] HRRegions

-] Membership Type

-] Menu Maintenance

] Organization Type

"] Physical Demands.

] Salary Grade

] skils

7] Trainers

] Training Teams

7] Trainer Evaluation Questions
] Trainer Evaluation Ratings.
] User-Defined Log Types.
[ User-Defined Logs

5 Winek Ersviennment
« T b i

m

Applicant Ratings are used in the References Tab of the Applicant screen.

Adding New Ratings

To add a new record use the [Add] button at the top of the screen. This will open up three new fields
above the list of actions already defined — Applicant Rating Code, Applicant Rating Value and
Applicant Rating Description.

All the fields are required fields. Enter the new information and then when done use the [Save]
button. To exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the data can be
changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted
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Attendee Status

(T3 Demo Arrowsmith's Profie Home
Lﬁ ? HR Attendee Status Maintenance e
[EHC3 File Maintenance g ERRECEaE M
L] Application Questions Attendee Status Code™ Attendee Status Description™
Application Status
ﬂ Area of Inlerest Attendee Status Code: Atendee Status Description Delete
[ Appicant Rating ABSENT Absent from class x
] Attendee Status ENROLLED Enrolled x
-[] Certifications and Licenses PRESENT Present for class x

-[] Class Status
[] Course Types
] Corporate Performance Standards
[ Degress
[ Education
[ Frequency Status
-[ ] Geographical Area
~[] Hiring Actions
|] HR Recruiters
] HR Regions
| ] Membership Type
[ Menu Maintenance
] Organization Type
-/ Physical Demands
~{] Salary Grade
-[] skits
L] Trainers
| Training Teams
[ Trainer Evaluation Questions
(] Trainer Evaluation Ratings
-[] User-Defined Log Types
-[ ] User-Defined Logs
% tinrt £

I

< i1 b —

This screen allows add/delete different Course Attendees statuses.

Certifications and Licenses

T‘ Demo Arrowsmith's Profile Home
LWCertification Maintenance Save |[ Cancel

=]

) Fils Maintenancs. Certification Maintenance

~.1 Application Questions Code™ Description™ Basic Forkiift Cost 250 Validity 1| vears
T Application Status

-] Area of Interest Code Description Cost Validity Period Delste
[ Applicant Rating FORKLIFT Basic Forkift 350.00 1 Years X

-] Attendee Status PP Project Management Certificate 2,000.00 5 Years x
_] Certifications and Licanses SMIoD2 Smith Certification - 4 YR 0.00 4 Years x

~{] Class Status ZZ-SAFETY1 Basic Safety Training 100.00 1 Years x

] Course Types

~{ ] Cerporate Performance Standards
] Degrees

-[] Education

"] Frequency Status

- ] Geographical Area

(] Hiring Actions

-[] HR Recruiters

"] HRRegions

.1 Membership Type

[ Menu Maintenance

.1 Organization Type

[ Physical Demands =
.. ] salary Grade

[ skils

[ Trainers

(] Training Teams

-.[_] Trainer Evaluation Questions
[_] Trainer Evaluation Ratings
-1 User-Defined Log Types

[ UserDefined Logs.

% Wnrl Enuirnnment
< T 3 L

Certifications and Licenses can be created either via HCM or via the Enterprise HR Module. This means
that when this program is first entered, there may already be data defined if the Enterprise HR Module has
been utilized in the past.

Certifications and Licenses are one of the attributes that can be applied to Job Classifications, and are used
by the applicants programs. For example an ‘Accountant’ Job Classification may have certification
requirement such as a Certified Payroll Accountant.

When this program is first opened it will display all records previously defined.

Adding New Certifications/Licenses

To add a new record use the [Add] button at the top of the screen. This will open up four new fields
above the list of degrees already defined.
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Both fields the code and the description are required fields. The Cost and Validity Period fields are
optional and are currently for reference only. Enter the new information and then when done use the
[Save] button. To exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update the description, Cost or Validity period of an existing record select the record from the list
by clicking on the code field. This will highlight the complete line and place the info into an area at

the top of the list where all fields except the code can be edited.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.

Class Status
ﬁyHR Class Status

Demo Arrowsmith's Profile Home:

save || Cancel

115 File Waintenance,
(] Application Questions.
[ Application Status
[ Area of Interest
[ Applicant Rating
-[7 Aftendee Status
[ 7 Certifications and Licenses
-] Class Status
~[] Course Types
-] Corporate Performance Standards
[ ] Degrees.
(] Education
[ Frequency Status
] Geographical Area
[ Hiring Actions
(] HRRecruiters
(] HRRegions
] Membership Type
] Menu Maintenance
(] Organization Type
(] Physical Demands
-7 salary Grade
-[7 skils
-[7 Trainers
L7 Training Teams.
-.[ 7 Trainer Evaluation Questions
~[] Trainer Evaluation Ratings
~[] User-Defined Log Types
[] User-Defined Logs

5 \inrk Emuirnnment
< .

b

Maintenance

.

Class Status Code™ RESCHED

Class Status Code

Class Status
Class Status Description™ Rescheduled|

Class Status Description

Delete

CANCELLED
DONE

I PROG
NOSTART

Cancelled
Class has ended
In progress

Hot yet started

This screen allows to Add/Delete different Courses Statuses.

XX X X

viaintenance

Course Types

Course Type Code

‘Course Type Description

R

Elementary or grade school
High school

Apprentice business or vocational
Undergraduate college

Masters degree

Doctorate

Other

Course Type Display Order

EO T PR

This screen allows user to add and delete different types of courses.

Delete

XX XXX XX
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Corporate Performance Standards

2} Human Capital Management - Microsoft Internet Explorer &) x|
J Fle Edit Wew Favortes Tools  Help | ,'f |
..I- - Sue Christensen's Profile  Hame
L ? Corporate Performance Standards
% HCM Manager R
sk | EI Categary Title™ [alues and Individuzl Behaviors | weight | 20| Display Order | 1] 'zave Cance|_|
E1{75 HCM Manager Category Titls | Whigighit | Display Crdet | Action
{7 Pasition Corntral alues and Individual Behaviors 20 1 X
{7 Hiring Requistions Learning and Growth 25 2 *®
B2 Applicant Management Demaonstrated Professional Skills 30 3 x
47 Warktfarce Planning Superior Construction Processzes 15 4 X
E1{] Training Others 30 5 x
B4 Performance Management
B4 Compensation Management ;I
e Mo frsico
[ Skills ey e
- ] Degrees = I|
- ] Education 7 Display
- ] Certifications and Licenses AR —— Orcler e
- ] Hiring Actions Displays behaviors that embody integrity, listening skills, ethical negctistion and ather fair and equitable
j Trainers e buginess practices, and treats others with respect. Also recongnizes the walue in donsting time and talent 1|
j Trainer Evaluation Ratings to charitable, civic and other organizations in a way that enhances the individual, supports the community
] Trainer Evalustion Questions and furthers the goals of Supetior Construction Inc.
J Corporste Performance Standards Warks in & organized, productive wary that helps maintain proper balance between work priorities and
|1 HR Regions Work Ethic personal priovities. Through planning and teamasaork is able o accomplish tasks expeditiously and accept 2 X
J Salary Grade additionsl responsivilties and assignments that develop neww skils and abilties.
-] Membership Type Demonstrates understanding of the value of diversity in all ts forms inthe workplace and helps promote
o ization T Support for Diversity diversity internally including managing in 2 fair and objective mannet. Shows senstivity to public 3 X
ﬂ ArngaZt 'D; Vg:'_' perceptions, sttitudes and concerns akbout diversity.
- phlication Guestions
-{_) Log Buildsr
-{_) Default Fitters
B4 ) Security

The corporate performance standards are the base from which all performance standards for the
organization are created. Performance standards are broken into two areas, the category which carries a
weighting factor and sections which are the required standards by category.

The structure of the performance plan created here cannot be changed at the Job Classification or Employee
Level. This means the Categories and Section Titles and Order of the Standards cannot be changed. The
only part that may be changed is the text of a section.

Adding New Performance Categories

To add a new Performance Category use the [New] button at the top of the screen. This will open up
an area above the list of already defined categories.

The Title is the only required field. The weight, is the importance of this category compared to the
others.  Enter the new information and then when done use the [Save] button. To exit Add Mode
without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where all fields except
the Code may be changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
Adding Sections to Performance Categories

To add a section to an existing Category use the [New] button at the top of the Sections area of the
screen. This will open up multiple fields at the top of the region area.
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The only required field is the Section Title. Use the [Check Spelling] button to initiate Spell Checker
on the Text field. Once done use the [Save] button. To exit Add Mode without saving any changes
use the [Cancel] button.

Update or Delete an Existing Section

To update an existing record select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where all fields
changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button. To delete the record, use the Delete Icon to remove the
highlighted record.

; Human Capital Management - Microsoft Internet Explorer 18] x|
Fie Edt WYiew Favortes Took Help |Jemis = | s -] 2
Zue Christensen's Profile  Home
L@ Degrees Maintenance Save | Cancel |
HCM Manager Degrees <
Search ] Gol Degree Code i Degree Description 3 |
B4 HCM Manager Degree Code | Degree Description Delete |
[ Postion Certrol BA Bachelor of Arts X
[#{_) Hiring Requisitions BZC Bachelor of Science X
[ Applicant Management DoC Doctorate X
(3 ¥orkforcs Pianning HIGH High School Diploma b
3 ;'3'1”'”9 ? 5 A Master of Arts x
28]
50 oo MBA, Masters of Business Admin x
[#1{_) Compenssation Management
[=1{ File Msintenance
- ] Skills
- ] Degrees
-+ Ecuecation
-+ ] Cerfifications and Licenses

Degrees can be created either via HCM or via the Enterprise HR Module. This means that when this
program is first entered, there may already be data defined if the Enterprise HR Module has been utilized in
the past.

Degrees are one of the attributes that can be applied to Job Classifications. For example an ‘Engineer’ Job
Classification would probably have a Degree requirement of a BSC.

When this program is first opened, it will display all ‘Degrees’ previously defined.
Adding New Degrees

To add a new Degree use the [Add] button at the top of the screen. This will open up two new fields
above the list of degrees already defined.

Both fields the degree code and the description are required fields. Enter the new information and
then when done use the [Save] button. To exit Add Mode without saving any changes use the
[Cancel] button.

Update or Delete an Existing Degree

To update the description of an existing degree, select the record from the list by clicking on the
Degree code field. This will highlight the complete line and place the info into an area at the top of
the list where the Description can be edited. The Code cannot be changed.

Enter the new description and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, instead of changing the description at the top of the screen use the Delete Icon to
remove the highlighted record.
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Education

| o Suzette Watson's Profile  Home
Lﬁ ? Education Maintenance aad
H # FESBIFEE SEnEating B Code Name Level | Delete I;I
B3 Training GRADET3 Aebvanced High School High school x
() Courses and Modules :
) Chasses GRADE12 Basic High School High school x
-[] Training Nominations COLLEGE College One Year Uneiergracuste college x
- Class Enroliment COLLEGE-3 College Three Year Uncergracuate college X
{_) Review Self-Service Enrolmert COLLEGE-2 College Two Year Undergraduate college x
[_] Training Records PHYSICS Physics Unelergraduate college X
~{_] Trainer Evalustions PROGRMANGY Programming Apprertice business or vocational x
31 fT'ai”E’ E";‘“"“D"S R;‘”EW PROMNG Programming Undergracuate collsge x
{3 Performance Managsmel PSYCH Payihology Uncergracuate college X
{_) Job Classification Performance Stand x
) Emplayes Performance Plans GENERAL T Science Tech and Trades High school
[ Notable Inciderts WOCATIONAL Trade Apprertice business ar vocational x
() Interim Evalustions UNI-3 University 3 Year Uncergraduate college x
() Annual Evaluations UMLS University 5 Year Masters degres x
=M Compensation Management Ukll-7 University 7 ear Doctorste x
+{_] Salary Planning UNL4 Universtiy 4 year Undergraduate college x

-[] Salary Histary

() Salary Surveys

{2 File Maintenance

~_] Menu Maintenance

- Shils

] Degress

~_] Education

- ] Certifications and Licenses
- Hiring Actionss

L] Trainers

j Trainer Evaluation Ratings
~{_] Trainer Ewvalustion Questions
- ] Corporate Performance Standards
] Physical Demands

|_] Work Environment

] Application Status

-] Area of Interest

|_] Geographical Area

|_] HR Regions

- ] Salary Grade

-[] Membership Type

] Organization Type

1 ILILI |

Education is one of the attributes used in the Applicant and Applicant Self-Serve screens. When this screen
is first opened, it will display all records previously defined.

Adding Education

To add a new record use the [Add] button at the top of the screen. This will open up three new fields
above the list already defined.

The Code, Name and Level are required fields. The Level field provides a drop-down list with pre-
defined values. Enter the new information and then when done use the [Save] button. To exit Add
Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update the Code, Name or Level of an existing record, select the record from the list by clicking
on the code field. This will highlight the complete line and place the info into an area at the top of the
list where all fields except the code can be edited.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.

Frequency Status

ntenance (Add
Frequency Code Frequency Description Frequency Days Delete
3YEAR 3 Year 1095 x
S-YEAR 5 Year 1825 x
MONTHLY Monthly 30 x
YEARLY Yearly 365 x
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Geographical Area

T‘ Suzette Viatson's Profile Home
Lﬁ ? Geographical Area v

;I a0 Area Code Geo Area Name I;I
CALIF Californiza

[=]

XX XXXXXXE

o

| Training Records
-] Trainer Evaluations
-] Trainer Evaluations Review L Floricia
[=HE Performance Managsment GTA Greater Toronto Area
~{_) Job Classification Performance Stand MIDAES Michwest LISA
-7 Employee Performance Plans NORTHE Northeast USA,
(2 Motable Incidarts NORTHYY Northwest US4,
(3 Interim Evaluations e
[ Annual Evaluations
5 Compensation Management
|_] Salary Planning
| ] Salary History
[ Salary Surveys
[ File Mairtenance
~{ ] Menu Maintenarce
~[ ] skils
~|{ ] Degrees
| ] Education
~|[ ] Certifications and Licenses
| ] Hiring Actions:
| ] Trainers
_“ Trainer Evaluation Retings
-] Trainer Evaluation Guestions
j Corporste Performance Standards
| ] Physical Demands
[ wiork Environment
[ spplication Status
[ Ares of Inferest
|1 Geographical Area
|_] HR Regions
| ] Salary Grade
|_] Membership Type
| Organization Type
j Application Guestions
[ Log Builder
-{_) Detault Fiters
[ Security

Mevy York City and Ares
SV Southvvest USA

m
i}

4 |_>|; =l

The Geographical Area is used to enter geographical areas where the applicant would be willing to work. It
is used in the Applicant Self-Serve screen when the applicant applies for a requisition as well as the
Applicant screen when a new applicant is created.

Adding a New Geographical Area

To add a new Geographical Area, click on the [Add] button at the top of the screen. This will open up
two new fields above the list of actions already defined.

The Geographical Area Code and Geographical Area Name are required fields. Enter the new
information and when done use the [Save] button. To exit Add Mode without saving any changes use
the [Cancel] button.

Update or Delete an Existing Record

To update an existing record, select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the Geographical
Area Name can be changed.
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Hiring Actions
Lwy Hiring Actions i

T ranng Records LI
1] Trainer Evalustions
.09 Trainer Evalustions Review Description Action Group
Pertormance Management APPLIED Applied Application Action
+{_) Job Classification Performance Stand COMPLETED Caompleted Requisition Action
--{2) Employes Performance Flans CREATEPOS Crestion of Position Requisition Action
;- Motable ncidents HIRE Hired application Action
¢ Intexim EVEIUE‘I_EHS INTER'IEW Interviews Application Action
£+ Annual Evalustions . o B
OFFER Offer Sent to Applicant Application Action
[=1{_ Compensation Management . —— -
_a‘ Salary Planning PEMDING Pending Reply from Applicant Application Action
"7 Salary Histary PLACED AD Placed Advertisement Requisition Action
) Salary Surveys SRCH FIRM Engage a 3rd Party Search Firm Reuisition Action
{3 User-Defined Logs TERMIMNATED Terminated Position Opening Requisition Action
1 File Maintenance TESTING Underaoing Testing Application Adtion
[ ] skills
-] Dedgrees
[ Education
| ] Certifications and Licenses
-] Hiring Actions
-] Trainers
| ] Trainer Evalustion Ratings
-] Trainer Evaluation Questions
_“ Corporate Performance Standards
| ] Physical Demands
-] wiork Environment
-] Application Status
[ Ares of Interest
| ] Geographical Area
-] HR Regions
] Salary Srade

XX KKK KKK KX XT

|1 Membership Type

-] Organization Type

-] Application Questions:
| ] User-Defined Log Types
-] User-Defined Logs

) Log Builder

[ Default Fiters

(4] Security

4 |_>IL =

Hiring actions are used by Hiring Requisitions and Applications to record the different actions taken during
the process of filling a position. An Action can be recorded against the requisition along with descriptive
fields such as associated cost, who completed the action and when. An Action can also be recorded against
an application to track the status of the application with action name, action date, action taken by whom
and notes. Requisition actions will be displayed for Requisitions and Application Actions will be displayed
for Applications.

Adding New Hiring Actions

To add a new record use the [Add] button at the top of the screen. This will open up three new fields
above the list of actions already defined.

The code, description and action group fields are required fields. Enter the new information and then
when done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel]
button.

Update or Delete an Existing Record

To update the description of an existing record select the record from the list by clicking on the code
field. This will highlight the complete line and place the info into an area at the top of the list where
the description can be changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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HR Recruiters

twm Recruiter Maintenance save | concel

Search Go Recruiter Code ™ Recrutter Shott Mame Recruter Long Name

=5 HCM Manager
[ Position Control
[ Hiring Reguisitions
--_, Applicant Management

Recruiter Description

Recruiter Oraseq | Recruiter Code Recruiter Short Name Recruiter Long hName Recruiter Description | Delete |
+ ikt Fanri 233344 EP E. Phillipzon Eclith Philipzon Eclith Philipzon - Recruiter 55
E--_jJDVREZ;t;t’;caﬁ;z:agduung 233341 JD J. Drake Jermaine Drake Jermaing Drake - Recuiter 55 X
[ Training 233343 KH K. Heigel Katherine Heigel Katherine Heigel - Recruter S5 X
[#{_]) Performance Management
[#4{_]) Compensation Management
(5 User-Defined Logs
=5 File Maintenance
| ] Application Questions
-~ ] Application Status
-~ ] Areaof Interest
-~ ] Attendee Status
~|_] Certifications and Licenses
| ] Class Status
- ] Course Types
j Corporate Performance Standards
| ] Degrees
| ] Education
| ] Frequency Ststus
-~ ] Geographical Area
- ] Hiring Actions
-/ ] HR Recruiters
~|_] HR Regions
| ] Membership Type
~|_] Organization Type
| ] Physical Demands
| ] Salary Grade
[ Skils
-~ ] Trainers -
-4 ] Training Teams
«4_] Trainer Evaluation Guestions
j Trainer Evaluation Ratings

«|_] User-Defined Log Types :
- 1 User-Defined Logs Jid | 1 .

HR Recruiters is used to enter a recruiter on the hiring requisition.

Adding a New HR Recruiter

To add a new HR Recruiter, click on the [Add] button at the top of the screen. This will open up four
new fields above the list of recruiters already defined.

The HR Recruiter Code is a required field. Enter the new information and when done use the [Save]
button. To exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record, select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the Recruiter
information can be changed.
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HR Regions

} Human Capital Management - Microsoft Internet Explorer I 2] x|
“ File Edit visw Favortes Tools  Help H Links > J & - | ,’f |
| o Sue Christenzen's Profile  Home

L@ Region Maintenance Save | Cancel
[ HCM Manager Region Maintenance u

Search Go Region Code™ Name™ |
B HCM Manager Region Code ‘ hlame ‘ Delete ‘
{7} Position Cortral CHI Greater Chicago Ares b 4
i) Hiring Reguisitions My Morth West USA xX
) Applicart Management W Greater Mew York Arsa x
() Workforce Planning E South East LS »

) Training

Performance Management
Compensation Management
File Mairtznance

-{ ] Skils

-1 1 Degrees

Education

d

d

] Hiring Actions

] Trainers
-1l

4

d

Certifications and Licenses

Trainer Evaluation Ratings
Trainer Evaluation Guestions
Corporste Performance Standards

HR Regions are used in conjunction with salary grades, allowing the same salary grade to be different by
physical region. This allows for the differences in pay scales between different regions of the country.

HR Regions are also used in the Enterprise HR System.

Adding New Regions

To add a new record use the [Add] button at the top of the screen. This will open up two new fields
above the list of actions already defined.

Both fields the Region Code and Name are required fields. Enter the new information and then when
done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the Name can be

changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Membership Type
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Membership types are used along with Organizations to describe the type of membership an employee or
applicant has with an organization.

Adding New Membership Types

To add a new record use the [Add] button at the top of the screen. This will open up three new fields
above the list of Membership types already defined.

All 3 fields are required. Enter the new information and then when done use the [Save] button. To
exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the data can be
changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Organization Type
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Organization Types are used in both HCM and Enterprise HR. Organization Types allow for the grouping
of different organizations by organization type. For example an organization Type might be ‘Associations’
and under Associations you may have the American Payroll Association and the Canadian Payroll
Association.

Adding New Organization Types

To add a new Organization Type use the [Add] button at the top of the screen. This will open up an
area above the list of types defined.

The Code, Description and Short Name are required fields. The other check box fields should be
checks as required for the organization type. Enter the new information and then when done use the
[Save] button. To exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will

highlight the complete line and place the info into an area at the top of the list where all fields except
the Code may be changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Linking an Organization to an Organization Type

To add an Organization to an existing type use the [New] button at the top of the Organization
Maintenance section of the screen. This will open up multiple fields at the top of the region area.

The only required fields are Organization Code, Name and Short Name, the address info is not
required... Once done use the [Save] button. To exit Add Mode without saving any changes use the
[Cancel] button.

Physical Demands
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Physical Demands are used to enter the physical requirements of a job classification. It is used in Job
Classification creation.

Adding a New Physical Demand

To add a new Physical Demand, click on the [Add] button at the top of the screen. This will open up
three new fields above the list of Physical Demands already defined.

The Code and Name are required fields but the Description is not. Enter the new information and then
when done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel]
button.

Update or Delete an Existing Record

To update an existing record, select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the Name and
Description can be changed.

Enter the new information and when done use the [Save] button. To exit Add Mode without saving
any changes use the [Cancel] button. To delete the record, use the Delete Icon to remove the
highlighted record.
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Salary Grade
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Salary Grades are used in conjunction with HR Regions, allowing the same salary grade to be different by
physical region. This allows for the differences in pay scales between different regions of the country.
Once salary grades have been defined, they can be applied to Job Classifications.

Salary Grades are also used in the Enterprise PY System.

The screen is split into two sections. The first is where the Salary Grade is defined, the 2" matches regions
and salary ranges to the salary grade.

Adding New Salary Grades

To add a Salary Grade use the [Add] button at the top of the screen. This will open up two new fields
above the list of Salary Grades already defined.

Both fields the Code and Name are required fields. Enter the new information and then when done
use the [Save] button. To exit Add Mode without saving any changes use the [Cancel] button.

Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will

highlight the complete line and place the info into an area at the top of the list where the Name can be
changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.
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To delete the record, use the Delete Icon to remove the highlighted record.
Linking a Region to a Grade

To add a Region to an existing Salary Grade use the [New] button at the top of the region section of
the screen. This will open up five new fields at the top of the region area.

All the fields are required fields. Enter the Region Code, the applicable salary range, the currency
and the effect date of this salary range. Once done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

Skills
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Skills can be created either via HCM or via the Enterprise HR Module. This means that when this program
is first entered, there may already be data defined if the Enterprise HR Module has been utilized in the past.

Skills are one of the attributes that can be applied to Job Classifications. For example an ‘Administrative
Assistant’ Job Classification would probably have a skill requirement of Basic MS Office Skills.

When this program is first opened it will display all “Skills’ previously defined.

Adding New Skill

To add a new Skill use the [Add] button at the top of the screen. This will open up two new fields
above the list of skills already defined.
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Both fields the skill code and the skill description are required fields. Enter the new skill information
and then when done use the [Save] button. To exit Add Mode without saving any changes use the

[Cancel] button.
Update or Delete an Existing Skill

To update the description of an existing skill, select the skill from the list by clicking on the Skill
Code field. This will highlight the complete line and place the info into an area at the top of the list

where the Description can be edited. The code cannot be changed.
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Enter the new skill information and then when done use the [Save] button. To exit Add Mode

without saving any changes use the [Cancel] button.

To delete the skill, instead of changing the description at the top of the screen use the Delete Icon to

remove the highlighted record.
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Trainers are used when building courses and creating classes. Trainers are not linked to employees

directory, as a trainer may not be one of your employees. This allows trainers to be anyone, but it is still
possible to track evaluations by trainer.

Adding New Trainers

To add a new record use the [Add] button at the top of the screen. This will open up two new fields
above the list of actions already defined.

Both fields the Trainer Code and Name are required fields. Enter the new information and then when
done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel] button.
Update or Delete an Existing Record

To update the description of an existing record select the record from the list by clicking on the code

field. This will highlight the complete line and place the info into an area at the top of the list where
the Name can be changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Training Teams are used when building courses and creating classes. Training Teams can consist of any of
the Trainers already defined.
Adding New Training Teams

To add a new record use the [Add] button at the top of the screen. This will open up two new fields
above the list of actions already defined.

The Team Code and Team Name are required fields. Enter the new information and then when done
use the [Save] button. To exit Add Mode without saving any changes use the [Cancel] button.

To add Trainers to a team, select a Team Code and then New. This will provide a list of Trainers.
Choose the Trainers to be assigned to this Training Team and save.

Update or Delete an Existing Record

To update the description of an existing record select the record from the list by clicking on the code
field. This will highlight the complete line and place the info into an area at the top of the list where
the Name can be changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Trainer Evaluation Ratings
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Trainer Evaluation Ratings are utilized during the Trainer Evaluation process that is available to all
attendees of a particular class. The Ratings are used in conjunction with Trainer Evaluation Questions.

Adding New Ratings

To add a new record use the [Add] button at the top of the screen. This will open up two new fields
above the list of actions already defined.

Both fields the Rating VValue and Description are required fields. Enter the new information and then
when done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel]
button.

Update or Delete an Existing Record
To update the description of an existing record select the record from the list by clicking on the code
field. This will highlight the complete line and place the info into an area at the top of the list where
the Name can be changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without
saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Trainer Evaluation Questions
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Trainer Evaluation Questions are the questions that class attendees will answer during the Trainer
Evaluation process. These questions and their ratings are the evaluation data. As Evaluation Questions are
applicable to all classes we recommend that the questions be generic in nature.

Adding New Questions

To add a new record use the [Add] button at the top of the screen. This will open up two new fields
above the list of actions already defined.

Both fields the Display Order and Question are required fields. Enter the new information and then
when done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel]

button.

Use the [Check Spelling] button to initiate Spell Checker on the Question field.

Update or Delete an Existing Record

To update an existing record select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the data can be

changed.

Enter the new information and then when done use the [Save] button. To exit Add Mode without

saving any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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L‘ﬁ Work Environment Maintenance
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Work Environment is used to enter the work environment of a job classification. It is used in Job

Classification creation.

Adding a New Work Environment

To add a new Work Environment, click on the [Add] button at the top of the screen. This will open
up three new fields above the list of Work Environments already defined.

The Code and Name are required fields but the Description is not. Enter the new information and then
when done use the [Save] button. To exit Add Mode without saving any changes use the [Cancel]

button.

Update or Delete an Existing Record

To update an existing record, select the record from the list by clicking on the code field. This will
highlight the complete line and place the info into an area at the top of the list where the Name and

Description can be changed.

Enter the new information and when done use the [Save] button. To exit Add Mode without saving
any changes use the [Cancel] button.

To delete the record, use the Delete Icon to remove the highlighted record.
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Profile Change Request Approval
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Submitted Profile requests can be approved in this screen. Upon selecting an employee, the Approval
screen is displayed.

=10lx|

Edi | pprove | Rejet | cmsm

i Transcation Mo M0 Effective Dete 20049,

1118

Comments.

B
|

Personal information
Last Name ™ Hubhard
Miclclle: Name |Rase
Prefix Title Ms

Marital Status | Sinle st

Deteof Bith 01011878 |

SN (o spal

First Name™ [Shetry

Buffic to Mame &

cehyphen) (529674615

Personal information
Last Name ™ Hubhard
Midldlle Name |Rase
Prefix Title Ms

Marital Status | Sincle st

Date of Bith 01011973 @

Suffix to Name

SSN (o spacehyphen) (529674615

First Mame™ Shetry

Mailing Address

Mailing Address

Address Line 1 P.O Box 908 Address Line 1 P.O Box 908
Address Line 2 Clearwater Address Line 2 Clearwater
Address Line 3 Buffalo Address Line 3 Buffalo

IIP 10001 IIP (10001

Physical Address Physical Address

Address Line 1 |5 Wynter Lane Address Line 1 |5 wWynter Lane
Address Line 2 Suts 908 Address Line 2 Suits 908
Address Line 3 Brooklyn MY Address Line 3 Brooklyn MY

ZIP 10001 ZIP 10001

City WY City State Mew York City MY City State Mew York

Conntry [oried Sites of frerea B Contry [oried Sites of Amerea B

Contact
Home Phone 24 25552223566

Wiork Phane
Cell Phone (212) 555-8888

E-Mail Address suzette watson@omic .ca

Home Fax 212 555-5555
Work Fax
Pager

Contact
Home Phone |21 25552222-222

Wiork Phane
Cell Phone (212) 555-8888

E-Mail Acdress suzette watson@omic .ca

Horme Fax 212 555-5555
Work Fax

Pager

Attachment

Uplozd

File Mame:

Uplozd Dste

MNote

Action

Mo Records Found

Editing a Profile Request

To edit a profile request, use the [Edit] button at the top of the screen. This will make the Personal
Information record on the left available for editing. Changes submitted on the Current Profile will be
highlighted in orange on this screen. The Personal Information record on the right is the Current
Profile and cannot be edited. Enter the changes and press [Save]. To exit Save Mode without saving

use the [Cancel] button.
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Approving and Rejecting Profile Requests

If the user has Approve and Reject privileges, then the Approve and Reject buttons will be available.
To approve the Profile Information request, press the [Approve] button. The changed record will
become the Current Profile and a new employment history record will be created in Payroll with the
effective date specified on the record. The status on the changed record will be changed from
Submitted to Approved in the Profile Information screen.

To reject a Profile Information request, press [Reject]. The rejected record will be available for
updates and re-submission in the Profile Request screen.

An attachment can be uploaded using the [Upload] button.

Employee Maintenance

=
0y - a
Employee Self Service Maintanance Gl | Semrch | Uit |
Employee Self Service Maintenance
Employee Number First Name Last Mame
Employee Type |-Select- ¥ Payroll Company - Payroll Department -
Pay Group - Pay Run - Union -
Trade -
Emplovee Mo Fir st Name Last Name Company Code Campany Access To Self Service [ Select Al
100 Glen Marus Iz CMC ZZ Test Company W
121212 Jack Feport 1z CMIC 77 Test Company r
123456739 Andrea Jones Ir CMIC T Test Company i~
123456789012346 Beth Adams WH Wincksor-Harrison Connection i
123456789012348 Samuel Jones =2 S2Construction Company r
123456789012355 Wayne Brody S5 S5Construction Comparry r
123456783012359 Charlie Lexington == SSConstruction Comgany r
123456789012361 Berry Lucas S5 FSCanstruction Company r
157468521 Marton Kondrackie ME MZ2006 W~

Access to the HR Self Service application can be provided to employees in the Employee Maintenance
screen. Use the search criteria at the top to select the employees that will be given access to HR Self
Service. Check the Access to Self Service flag beside any employee that will be using HR Self Service.
This is one of the steps required to set up an employee to use HR Self Service. When the employee
registers for HR Self Service, an email is sent to the email address specified on the employee profile with a
new PIN.

HR Role Maintenance

| Add

HR Roles
Code Descriptian D
DA Database Administrator
APPR Approver Role
SEMF Employee Role (view/Exit)

&

® X XT

HR Roles for HR Self Service are defined in the HR Role Maintenance screen. The role that is assigned to
the user must be set up on the user’s contact code. This will determine the functions they can perform in
HR Self Service.

Adding New Roles

To add a new record use the [Add] button at the top of the screen. This will open up two new fields
above the list of actions already defined — Code and Description.

The Code field is a required field. Enter the new information and then when done use the [Save]
button. To exit Add Mode without saving any changes use the [Cancel] button.
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Save | Cancel

Code™ [APPR Description [&pprover Role

elect &l Privieges ¥

¥ Employes Frofie [¥ Employes Direct Depost

¥ Employee ‘aoation Balance ¥ Employes Pay Stub

Object { W Select A1 Objects) Wiew ¢ ¥ Select All) Edit ¢ ¥ Select Al Reject ( ¥ Select 41 Approve (¥ Select Al

I Profie =4 2 = 4

¥ Emergency Contact ~ M ~ ~

[ Direct Deposit ~ ~ ~ ~

¥ siils =4 2 F F

I Education 3 2 = =

I wemiserstip 4 =4 = =

HR Roles
Code Description Delete

D Dstabase Administrator *®
APPR: Approver Fole x
SEMP Employes Role (View Edi) x

This screen is displayed after clicking on the Role code. The user can check the privileges and functions

applicable to the role assigned to the user. When done, press the [Save] button. To exit Add mode without
saving, press the [Cancel] button.

HR Documents

This can be used to define document folders to which document attachments can be uploaded. The user
can indicate whether these attachments are available in the HR Documents tab of the Applicant screen.

The right-mouse click on any node will show the actions that can be performed:

HR. Documents

—JDocument Root
Jincideqts

et Add folder
Upload file
B

Delein play [Qrder For Applicant 2
JResur
j resume? ¥ Display Order For Applicant 1
_1 resume! [
JReferences
j referencel ¥ Dizplay Order For Applicant 3

The check-box is used to indicate whether the document will be shown in the Applicant HR Documents
screen or not, and the Display Order box is used to indicate the order in which the documents are displayed
in the HR Documents tab of the Applicant screen.

L[J]’ Applicants

¢ HCM Manager Applicant. Semus Merrick
Search EI General I’ Personal r Miscellaneous { Atributes. ( Emp History I’ Attachments I’ References { Notes r Application History HR Documents
[={_ HCM Manager Name Description

[+ Position Control picture-upload2 upload of pictura-2

{1 Hiring Requisttions doct

doct
13 Appicant Management

mydoc2 my document - #2
L] Appiicant Self-Service submission 1 resume
B0 Applcants maint1 maint1

] Semus A Merrick
(1) Hired Applicants
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The documents are shown in a display-only mode of the Forms Request node in Employee Self Service:

LV Employee Self Service

] Employee Self Service E HR Documents I=]
) ) Drakestorever
=5 Employee Self Service Demphyes docs
1) Personal nformation o
(1) Payment Administration - submission 1
(1) Corporate Learning Dmavagan
(1) Recruiting [IHR mages
1) Corporate Information [ image - 01
L3 SRR _—-—* L3 another -3
] Company Events
0 Secarty 1 picture-uploadz
1) Manager Self Servics [Iniscelaneous - Documents.
Owvord-documents
mydoc2
[ et
Dspreadshests
fie1
[Daintenance fies
maint1
nagement Show Fiter | Send To Spreadshect | Enter Query |
Transaction Ho Request Description Employee No Employee Name Creation Date Detail nformation Number of requests
564 Skill 595959 Suzefte Watson Apridsi2011 1
248 Profile SSWK-HR3E Sherry Hubbard Sep/03/2010 1
249 Profile S5 WK-SAL4E Natalc Steeles Sep/10/2010 1
377 Skl SSWK-SAL4E Natalie Steeles Now1212010 1
264 Profile SS-WHK-SAL3S Mickey Rooney Sep/21/2010 1
435 S5-WHK-SAL4Y Julian Brighton Nov/16/2010 1
426 Education S5WK-5AL4D Julian Brighton Now/16/2010 1
258 Profie SSWK-SALSZ Josh Brown Now/08/2010 1
224 Profile SSWK-HRIT Jessica Lange Sep/012010 1
383 Emergency Contact S5-WHK-SALSD Jack Shaw Nov/12/2010 1
281 Profie SSWK-SAL4D Hazel Patton Nowi0212010 1
573 Profile SSENPPER2 Harry Perry Aprizii2ot 1 1
23 Profile Under Review SSWK-HRIE Fiona Edwards Sep/0812010 1
516 ™ SSWK-SAL2S Ela Brown Mar/172011 1
265 Profile. S5-WHK-SAL4E Elizabeth Rivers Sep/21/2010 1
209 W S5WK-5AL30 Ed Knight Now/03/2010 1
268 Profile S5 WK-SALE Darrel Wanson Sep/2122010 1
454 Emergency Contact SSWK-SALAT Alfred Jonas Now/1812010 1
245 Profile S5-WHK-SAL4S Abigail Shields Sep/09/2010 1
Total (13 rows)

The Employee Request Log displays all submitted requests except Open Enrollment requests. The user can

only see requests for objects that the user has access to in HR Role Maintenance.

Employee Self Service Control

Gare

Employee Self-Service Setup

Profile | V] Enable Workflow
Wi Enable Warkflow
Contact | V| Enable Workflow

Skills V| suto Approval
Cerificate/License [¥] auto Approval
Education [V] auto Approval
Membership [V] autn Approval

[C] Enable Workdiow
[C] Enable Workdiow
|:| Enable Workflow
[ Enable Werkdfiow

In this screen the user puts setups for Employee Self Service Control.
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Performance Plan Type

tenance

Code

Performance Plan Types
MONTHLY

Monthly Pian Wonthly Fian Monthiy
YEARLY ‘early Plan Yearly Plan

Description Tem

early

In this screen user adds /deletes Performance Plans Types for Performance Management program.
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