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HR Overview

The HR Main Menu

The Human Resources (HR) main menu bar contains the following options:
Setup — Define codes and tables of values that change infrequently.
Personnel — Maintain and issue queries for information about employees.
Benefits Administration — Maintain employee benefits and deductions.
Applicants — Track job applicants.
Training/Certification
Medical — Track medical checkups and work modifications.

Safety— Track incidents related to safety and manage a safety award system based on safe
hours.

Reports — Print, display, and/or export to a spreadsheet various reports.

Utility — Various programs that are not used on a regular basis.
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Menu Groupings

Setup Personnel Benefit Administration Applicants  Training/Cedification Medical Safety REeports  WMility Customn Programs  Window

'@CMiC ¥w10-TEST¥I0_%  Human Resources Main Menu o ] 4

ﬁ ? Human Resources

Pgm: HR_MNU - HR Main Menu

The Human Resource Menu options are grouped by functionality. Some menus include the setup of codes
that are related to the functions contained in that menu.

Personnel — Menu

This menu is divided into 4 sections. The first section lists programs used to specify information about
employees. The second section lists programs used to specify the relatives/dependants of employees. The
third section is used for asset management (i.e. keeping track of equipment and supplies issued to
employees.) The final section is used for ongoing management. For details, see the descriptions of the
individual modules accessed by the specific menu items later in this manual.

Benefits Administration — Menu

The Benefits Administration menu contains modules used to manage benefit, deduction and pension
information. Many menu items are identical to those contained in PY. However, Benefit and Deduction
Administration can be performed by the application of eligibility Rules in HR, a more advanced system
than that contained in PY.

Applicants — Menu

This menu is used to track job applicant information. Applicants can also be existing employees who are
applying for new positions within the organization.
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Training/Certification — Menu

This menu is used to define courses and the modules into which they may be broken up. It then allows
employee course information to be entered either by course (i.e. enter all the employees or applicants that
took or will take a course and, if appropriate, module.) or by employee (i.e. enter all courses and modules
taken by a single employee or applicant.)

This menu is also used to define types of licenses and professional certifications and to specify which of
these are held by each employee.

Medical — Menu

This menu is divided into 4 sections.

The first section is used to record the results of these checkups for each employee or applicant. It is
possible to enter the results by employee or applicant (i.e. all results for a single person) or by checkup and
test (e.g. enter the results of blood tests given to a number of employees.)

The second section is used to enter work modifications and print out agreement documents that employees
and their managers can sign.

The third section is the Environmental Conditions submenu.

The last section is used to define individual medical tests and group these tests into types of checkups

Safety — Menu

The safety menu is used to enter incidents related to safety. It is also used to performs queries and maintain
the record of safe hours by employee and job, and to print and track safety rewards. The lower section is
used to maintain a series of codes used when entering incidents.

Reports — Menu

The reports menu is used to access all built-in reports. It is used to access a series of submenus that group
related reports.

Utility — Menu

The following items are found on the utility menu:

Copy Trades to Positions is used to copy the Trades defined in Payroll to the Positions used in HR. This
allows HR to use separate codes from payroll while not requiring it to. Note that until Payroll is modified
to record positions in employee history, EEO reporting requires that positions be the same as trades, so this
program should be used.

Processing Eligibility is used to update the checkbox that indicates which employees are eligible for
pension deductions and credit. The results can be seen in the Benefit Admin > Eligibility Audit report.
This utility may require some enhancement or customization for new users.

Benefit and Deduction Export is used to create a standard CSV (comma-separated variable) file containing
all benefit and deduction information for one or more employees.

Year-end Update is used to update vacation days available, including rolling forward unused vacation,
updating years of service if it depends on hours worked in the previous year, and updating pension
eligibility. This utility may require some enhancement or customization for new users.
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Plan Conversion from Payroll to Human Capital is used to convert payroll benefits/deductions (defined
with a vendor at the company level) to HR benefits/deductions by applying a specified HR rule and HR
eligibility table.
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Personnel
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Pgm: HREMPQRY — HR Employee Query

This screen provides a single source for a variety of information that a human resources officer may need to
know about an employee. It provides only querying and retrieval capability.

Main Employee Query Screen

The main screen shows the commonly required employee profile information along with selected other
information. The following is a summary of the fields whose meaning is not immediately obvious:

SSN/SIN

Only the last 4 digits of the social security number are shown. Access may be given to a group of
employees who need to see employee information (and not the employees’ SSN) without altering the field
security settings on the Employee Profile.
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Date in Position
This is the most recent promotion date — a hidden column in the employee profile.
Payment Method

The value of this field can be one of Direct Deposit, Check, and Both. It is based on the setup defined in
the Direct Deposit form in Payroll (Setup > Employee > Direct Deposit).

Job

The Job field displays information only for the Job code assigned in the Employee Profile; no information
is related to jobs on which employees have entered time for work.

The buttons on this screen either cause additional information to overlay the address and phone number
information at the bottom of the screen, or they call up other forms to display additional information.

Contact

The [Contact] button removes all overlaid information to expose the addresses and phone numbers.

Leaves

The [Leaves] button overlays a list showing for each leave the leave code, description, hours available, hours
used, and hours remaining.

Safe Hrs

The [Safe Hrs] button displays in an overlay the date the last reward was issued, the hours earned toward the
next reward, the total contiguous hours earned to date, and the total hours lost.

Job Sites

The [Job Sites] button shows a history of all of the sites at which the employee has worked.

Assets

The [Assets] button overlays a list of items recently permanently issued to the employee or currently on loan to
the employee.

Medical

The [Medical] button calls up the same Medical Query screen that can be obtained using the Medical >
Medical Query option on the Main Menu. However, when invoked from here the screen shows medical
information only for the employee currently displayed.

Benefits

The [Benefits] button calls up the same Benefits Query screen that can be obtained using the Benefits
Administration > Benefit Query option on the Main Menu. However, when invoked from here the screen
shows benefits and deductions only for the employee displayed on the main Employee Query form.

Wrk Hst (Work History)

The [Work History] button calls up the same Work History screen that can be obtained using the Personnel >
Work History Query option on the Main Menu. However, when invoked from here the screen shows employee
history and performance review information only for the employee currently queried on the main form.
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Employee Profile

This is the same screen that is accessed in the CMiC Payroll Application using menu option Setup > Employees
> Employee Profile. Please refer to the Payroll V10X Manual for details.

The following items are required by the Human Resources application but not by Payroll.

Employee Personal Details Tab
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Pgm: PYEMPLOY - Employee Profile Personal Tab

Work Status

Also called “sub-status”, this field is visible only for active employees and is used to record whether the
employee is actually working (Working), on temporary layoff (Temporary Layoff), or on leave of absence
(On Leave). New employees are created with work status of “Working”. Update this field using the
Employee History screen.

Years of Service

This field is used to record the years of service credited to this employee. You can set it manually or the
year-end program (Utility > Year-End Update) can automatically update it.

[License / Cert] Button

Clicking on this button calls up a separate screen that is used to maintain the list of licenses and
certifications of the displayed employee. This is the same screen that is accessed using the Setup >
Training/Certification > Employee Certification / License (except that here you must change the employee
queried on the main Employee Query window to view the Certifications/Licenses for another employee).
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Before you can enter anything on the screen you must have defined licenses and certifications under Setup
> Training/Certification > Types of Certification / Licenses.

[Skills] Button

Clicking on this button pops up a window that is used to maintain the list of the employee’s skills. Before
you can enter anything on the screen you must have defined licenses and certifications using the Setup >
Local Tables > Skill Definitions > Skills screen.

HR Information Tab
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Pgm: PYEMPLOY - Employee Profile HR Information

Site Address

The current job site address where the employee that you are defining is working. The address must have
been set up previously within the Address Maintenance screen within the Global Tables. This field is
optional here but required if you expect to obtain meaningful safety and EEO reports. There is an optional
update program in Payroll that automatically sets this field based on the most recent timesheet for the
employee.

Region Code

Enter the Region Code associated with the employee. This should be consistent with the employee’s job
Site Address. The region code must have been set up previously within the Region Maintenance screen
within the Global Tables. This field is optional here but required if you expect to obtain meaningful safety
and EEO reports. There is an optional update program in payroll that automatically sets this field based
on the most recent timesheet for the employee.
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Disability Code

(Optional) The disability code for the employee that you are defining. The disability code must have been
set up previously using the Setup > Codes > Disability Codes screen.

Ability to Travel

Check this box if the employee that you are defining can travel.
Enter the Distance

(Optional) If the above box is checked enter the maximum distance that the employee can travel.
Preferred Language

(Optional) The preferred language for the employee. The language option must have been set up
previously within the Human Resources application.

System User

(Optional) A valid system user ID for the employee. This is used to set the default employee number for
the supervisor giving performance reviews.

Yearly Salary
Enter the Yearly Salary amount for the employee.
Benefit Type
Select Benefit type from the following options: Full-Time, Salaried, Hourly and N/A.
Sex
Select "Male” or "Female"
Marital Status

There are 7 selection for Marital Status: Single, Married, Widowed, Divorced, Common Law, Separated,
Domestic Partnership.

Ethnic Code

There are 8 selection for Ethnic Code: White, Black/African American, Hispanic/Latino, Asian, Native
Hawaiian/Pacific Islander, American Indian/Alaskan Native, Two or more Race, NA.

Military Status

Select the appropriate military status for the employee that you are defining. The system allows you to
select one of the following options: Not Veteran, Veteran, Disabled Veteran, Vietham Veteran, Inactive
Reserve and Ready (Drilling) Reserve.

Military Separation Date
Enter the date when employee ended the military service.
Dominant Hand

Select the dominant hand option for the employee that you are defining. The system allows you to select
one of the following options: Left, Right, Ambidextrous, or Unknown.

Calculate Accrued Leave From

Select one of the dates specified on the list. The specified date will be used in the calculation of leave
accrual for an employee. The options are: Re-Hire Date, Hire Date, Seniority Date and Adjusted Service
Date.
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Calculate Burdens From

Select one of the dates from the list. The specified date will be used to determine when to start calculation
of burdens (e.g. benefits and deductions) for an employee. The options are: Re-Hire Date, Hire Date,
Seniority Date and Adjusted Service Date.

Employee History

This is the same screen that is used in the CMiC Payroll application. Please refer to the Payroll manual for
details.

A feature that was added to this screen specifically for HR is the popup window that is displayed when an
employee is terminated (or deceases). This window is used to specify end dates for elected and overridden
benefits and deductions, and appears after you commit the termination. The End Date is set to the termination
date by default but it can be changed if eligibility is to continue under COBRA (Consolidated Omnibus Budget
Reconciliation Act). The [Cancel] button on the popup cancels the setting of benefit and deduction end dates,
but does not cancel the employee’s termination.

Education
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Pgm: HREMPEDU - Employee/Applicant Education

This screen is used to record and query the education history of employees or applicants.

The Education screen is also accessible for applicants via a button on the Applicants screen. It is used to enter
the educational background of an applicant.
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Company Code - Block

In this block specify the company and whether you are entering/updating/querying the educational background
of an employee or applicant. When called from the Personnel menu the radio button defaults to Employee, but
it can be changed.

Employee Detail — Block

Although the block title does not change, when Applicant is selected in the Company Block, the label on the
first field changes to “Applicant #” and the LOV selects applicants rather than employees. Only the Employee
# / Applicant # field and the Sort Order radio group will accept user input.

Education Detail — Block

Enter the following information in this block:
Institution

Optionally select an educational institution that was created in Setup > Local Tables > Organizations.
Course/ Degree

Use the LOV to select an Education Course Code created in Setup > Codes > Education Course Codes
and a degree created in Setup > Codes > Educational Degree Codes.

Years

Optional. Enter the number of years spent on the course or degree.
Completed

Check this box if the course was completed or the degree was granted. Otherwise leave it unchecked.
Year Completed

Optionally specify the year in which the employee or applicant left the course, whether complete or not.
GPA

Enter a Grade point average (format 9.99).
Institution Name, Course Name, Degree Name

Display fields for the current education record.
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Membership
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Pgm: HREMPMEM - Memberships

Use the membership screen to record the organizations or societies to which an employee or applicant belongs.

The Memberships screen is also accessible for applicants via a button on the Applicants screen.

Company Code — Block

In this block specify the company and whether you are entering/updating/querying the memberships of an
employee or applicant. When called from the Personnel menu the radio button defaults to Employee, but it can
be changed.

Employee Detail — Block

Although the block title does not change, when Applicant is selected in the Company Block, the label on the
first field changes to “Applicant #” and the LOV contains applicants rather than employees. Only the Employee
# / Applicant # field will accept user input.

Membership Detail — Block

Enter the following information in this block:
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Organization Code

Required. Use the LOV to select an organization that was created in Setup > Local Tables >
Organizations.

Type Code

Required. Use the LOV to select a membership type that was created in Setup > Codes > Membership
Type.

Membership No.
Required (use N/A if there is none). Enter an alphanumeric membership number.
Start Date

Required. Enter the date when the employee became a member, if known. If this date is not known just
enter a default date.

Renewal Date
Enter a valid date as the date when the employee must renew the membership, if applicable.
Renewal Cost

Enter the cost of the renewal. This could be used to budget for renewals when the employer pays for
certain memberships. Leave as .00 if not applicable.

Membership Type, Organization

Display fields of membership type and organization for the current record (the one with the cursor).
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Documents
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Pgm: HREMPDOC - Employee/Applicant Documents

The Documents screen is used to enter and query information about documents related to an employee or
applicant. The Documents screen is also accessible from the Applicants menu.

Company — Block

In this block specify the employee (or applicant) company.

Employee — Block

The block title and the label on the first field change depending on the menu from which this screen is called up.
When called from the Personnel menu the block title and field prompt say “Employee”; when called from the
Applicant menu they say “Applicant”. In addition, the LOV contains either employees or applicants depending

on the menu from which this was called up.

This block is used to specify the employee or applicant for whom a document is being entered, updated, or
queried. Only the Employee # / Applicant # field will accept user input.

Documents — Block

Enter the following information in this block:
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Code

Required. Use the LOV to select one of the document codes set up in Setup > Local Tables > Documents
> Documents.

Document Number
Optional. A user-defined number or code identifying the document.
Organization

Optional. Use the LOV to select an organization code that was set up in Setup > Local Tables >
Organizations. This is normally the organization issuing the document.

Date Issued

Optional. Enter the date when the document was issued, if known.
Expiration Date

If the document has a limited validity, enter the date it expires here.

Renewal Date

If the document must be renewed, enter the date when this must be done.
Location of Paper Document

Optional. Enter a free text description of the location of a paper copy of the document.
Document Name

Display only. This is the name associated with the code in the current row in the table.
Organization Name

Display only. This is the name associated with the organization code in the current row in the table.

[Attachment] — Button

Clicking on the [Attachment] button will open a dialog allowing the user to upload electronic copies of the
documents for storage and retrieval. For more information, see the Addendum on 'Attachments'.
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Employee Relatives
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Pgm: HREMPREL — Employee Relatives

This program is used to enter information about an employee’s relatives, for the purposes of assigning eligible
benefits and deductions.

Note that the benefit and deduction enrollment programs (HRDEPBEN, HRDEPDED) in the Benefits
Administration menu contain fields which can be used to input required information about relatives. These
programs are also available from the Employee Benefits and Employee Deduction programs via a button called
[Enroll Dependents].

Employee — Block

The form opens in query mode in this block. Enter any of the employee number, last name, first name, or SSN
of the employee for which you wish to enter dependent information. LOVSs are available on the employee
number, last name, and SSN fields.

Relative — Block

Enter the last, first, and middle name of the relative. All of these fields are system optional, although this will be
required information for the company benefit provider.
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Address — Tab

Enter the relative’s address, including references to the country, state, county, and city (maintained in Payroll
Setup > Local Maintenance > Geographies > Countries|States|Counties|Cities). All the fields on this tab are
optional but may be required by the company benefit provider.

Contact Info. — Tab

Enter phone, fax, pager numbers and an e-mail address on this tab. All of these fields are optional.

Personal Info. — Tab

Male/Female

Specify the relative’s sex using this radio group.
Place of Birth

Optional. Free text field for entering the place of birth.
Date of Birth

Specify a date of birth with a four digit year format. Although this field is optional, it may be required by
the company benefit provider for eligibility determination, and particularly for determining
benefit/deduction eligibility or calculation using the Spouse Age table base.

Working As

Optional. If the relative is also an employee select his or her employee number from the LOV in this field.
The first and last name of the employee appears in the display fields to the right of the selection.

Relationship

Optional. Enter or select a relationship code created in Personnel > Relative Relationship Codes. If using
the Spouse Age table base, the relationship code with relation type Spouse must be entered for the
employee whose benefit/deduction will be determined.

Priority

Not currently used. You can attach whatever meaning is convenient to this field, for example the priority
for contacting in case of an accident.

Emergency Contact
Not currently used.
SSN/ SIN
Enter the relative's Social Security Code (US residents) or Social Insurance Number (Canadian residents.)

The prompt and format depend on the country code set on the address tab.

Benefits — Block

The fields contained on this tab will determine the eligibility of the employee’s relative for certain benefits and
deductions. The provisions of a company’s benefit provider will determine who is eligible and hence how
benefits and deductions are set up. See Benefit Administration > Benefits submenu items and Benefit
Administration > Deductions submenu items for more information.
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Relative Relationship Codes

Action Edit Block FEield Becord Query Wility Help Window
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Uzer Extensiont

Uzer Extension2
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Uzer Extensziond
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Short
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EROTHER | [Brother | [Erother | [others
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FATHER | [Fatrer | [Father | fothers
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HR. Main Menu

Related Screen 2
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| 4

Identify The Relation
Record: 115

Pgm: HRRELATN - Relative Relation Codes

=05C=

These codes are used to specify the type of relationship between an employee and a relative. This screen is used
to specify the relationship codes that can be used to classify relatives on the Personal Info tab of Employee

Relatives.

Select Child from the drop-down list if the code denotes an employee-child relationship. This is used to
determine whether or not an end date is automatically set for dependent benefits and deductions, based on the
age of the dependent. Select Spouse if the code denotes and employee-spouse relationship. This is used in HR
eligibility and benefit /deduction calculation based on the Spouse Age table bases.

Code

Enter a code to be used to identify this type of Relative.

Description / Short Description

Enter a description for this relative type.

Child

Identify if this type of relative qualifies as a Child, Spouse or Other.
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Asset Tracking
This submenu contains the following 5 menu items:
Items Issued to Employee — Record and display all of the items issued to a single employee.
Items By Employee — Record and display all items assigned to a particular employee.

Employees by Item — Record and display all of the employees who have been issued a particular
kind of item.

Maintain Asset Items — Maintain the master list of items that may be permanently issued or loaned
to employees.

Asset Class Codes — Maintain a set of codes that can be used to classify items issued to employees
for reporting purposes.

Items By Employee/Applicant

Action Edit Block Field Record Query LUHility Help Window

FEEPOR AV AEGE2EBRSY+ > Lap TV 203R8

'@Human Resources - TESTVI0_X  Items by Employeeffpplicant | ﬂ
Conmpany
= ) User Extensions +
Codle |CCC ||Cru1iC Test Construction Co | (¥ Employes F Applicant
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Select E_mEluyee Uzer Extenszion2
Employee |CCC-AWH-HRZ hlame |Ric:hard || ||Sherman | |ger Extensiona
TS [WICC-X0-5640 Statuz |Active hd Substatus Working b Jzer Extensiond
Trade 1610 ||Architect |

Uzer Extenszions

Site Address | || | U=zer Extensiong

tems Iesued to Employee lUser Extenzion?
Site Expected Actual Exp. More Extensions ...

Cotnp kem Code Date lzzued Address Gty Loan Return Date Return Date Life  Comment

lcce ||ceLLpHonE  [jo1-01-2013 lccct [ 100 ¥ prazems || 24 Jlonioan | -]

I | | —1® | | I | Rewedseree

Ll | | 1 | | Ll | Felated Sereen |
r Related Screen 2
[ Related Screen 3
u Relsted Screen 4
u Related Screen 5

Ll | | 1 | | ]l | Related Screen &

| ” ” ” ” | r | ” ” ” | Related Screen 7

Ll | | 1 | | Il |-]  More Related

tem Mame | | Site Matme | |
Record: 252 ... |List ofvalu... =08C

Pgm: HREMPITM - Items Issued to Employees

This program is used to record and display issued items grouped by employee. Items can include Fixed Assets,
Inventory Items, Preventive Maintenance Items, or other items defined solely within HR. Assets can be
assigned to an employee regardless of the company the asset is assigned to.
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Company — Block

Select the company and whether you want to enter items for an employee or an applicant who has been hired
but for whom no employee record yet exists. If you enter the information for an applicant it will later be
available for them as an employee because the applicant number becomes the employee number.

Select Employee — Block

Select either the employee or applicant for whom you want to enter or view issued items. You can select using
a LOV in the Employee/Applicant code field or by issuing a query on any of the enterable fields in this block
(e.g. by name.) Only applicants with an Application Status of “Application Pending” may be specified here.

Items Issued to Employee — Block

Enter and view the items issued to the employee in this block. The meanings of the columns are described
below.

Item Code

An asset item code selected from an LOV or typed in. Only asset codes defined using the Personnel >
Asset Tracking > Maintain Asset Iltems may be entered. The name or description of the item in the current
row is displayed at the bottom of the block.

Date Issued
The date the item was issued to the employee.
Site Address

The job site at which the item was issued. This column defaults to the employee’s current site address but
it may be changed. Only address codes defined in the global Address table may be entered. The name of
the site address in the current row is displayed at the bottom of the block.

Quantity
The quantity issued in the default unit of measurement specified for this item when it was defined.
Loan
Check this box if the item is on loan and leave it unchecked if it is a permanent issue.
Expected Return Date
For loans only, enter the date that the item is expected to be returned by.
Actual Return Date
For loans only, enter the date the item was returned.
Exp. Life

(Expected Life) Display only. This is the number of months that the item is expected to last. Its main
purpose is to determine when a permanent issue may be repeated without penalty. Defined in Personnel >
Asset Tracking > Maintain Asset Items.

Comment

Add any additional relevant information.
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Items By Employee

Action Edit Elock FEield Eecord Query Uility Help Window
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l:“ I I I | ™ I | | Related Screen 7
l:“ I I I | = I I I ] More Related ...

ftem Mame [Cell phone | Site Mame [CCC1 Address |

Enter Identification Mumber - List Availakle
Record: 101 =05C=

Pgm: HREMPASSET - Items Issued to Employees

This program is used to record assets that are assigned to a company even if that company is different from the
payroll company that the employee is assigned to, i.e. if the employee has changed companies.
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Employees by Item

Pgm: HRITMEMP - Employees by Item

Action Edit Block Field Record Guery Uility Help Window
FEEPOUR YA 2LE2S9+ > L ap ¥V ?703RE
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Lompany User Extensions ﬂ
Code [CCC_||CMIC Test Construction Co .
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Select Asset Uszer Extension2
Assettem (-5 | pronE Expected Life Uzer Extension3
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Issued to Employees Uszer Extensions
Employes Site Expected Actual Lser Extensions
Mumber Drate |zsued Address Gty Loan Return Date Return Date Comment
[cccwacrz |pr-or2m] |fecc [ 1m0 & [Eazemes [[on ioan -] User Extension?
| || I || || B[ e
| | | I | | |
| | | | | | | Related Sereens _+ |
r Related Soreen 1
= Felated Screen 2
I Felated Soreen 3
| | | | | | |1l Reisted Soreens
| | | [ | | [ |
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Date The ltem'Was lssued
Record: 171 =050C=

This program displays the same information as HREMPITM except that it groups information by item code

rather than by employee.

Company — Block

Select the company and whether you want to enter items for an employee or an applicant who has been hired
but for whom no employee record yet exists. If you enter the information for an applicant it will later be
available for him as an employee because the applicant number becomes the employee number.

Select Asset — Block

Select the item for which you want to enter or view the employees who were issued this item. You can select
using a LOV in the Asset Item Code field or by issuing a query on either the item code or description.

Issued to Employees — Block

Enter and view the employees to whom this item was issued in this block. The meanings of the columns are

described below.

22 -

Personnel

User Reference Human Resources v10x



Employee Number

An employee number selected from an LOV or typed in. Only valid employee numbers or pending
applicant numbers may be entered. Detailed information about the employee or applicant specified in the
current row is displayed at the bottom of the block.

Date Issued
The date the item was issued to the employee.
Site Address

The job site at which the item was issued. This column defaults to the employee’s current site address (as
on the Employee Profile HR Info tab) but may be changed. Only Address Codes from the global Address
table may be entered. The name of the site address in the current row is displayed at the bottom of the
block.

Quant
The quantity issued in the default unit of measurement specified for this item when it was defined.
Loan
Check this box if the item is on loan and leave it unchecked if it is a permanent issue.
Expected Return Date
For loans only, enter the date that you expect the item to be returned.
Actual Return Date
For loans only, enter the date the item was returned.
Exp. Life

Display only. This is the number of months that the item is expected to last (defined in Maintain Asset
Items). Its main purpose is to determine when a permanent issue may be repeated without penalty.

Comment

Any additional information.

User Reference Human Resources v10x Personnel - 23



Maintain Asset ltems

Action Edit Block Field Record Query Utility Help Window
& & e
@Human Fesources - TESTWI10_X  Assets Issued to Employees

Company
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Assets

Azzet bem Code CELLPHONE
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Espected Life in Manths
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Bar Code
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User Extensions +

Uzer Extenzion?
Uzer Extenzion2
Uzer Extensziond
Uzer Extenziond
Uzer Extenzions
Uzer Extenziond
Uzer Extenzion?

haore Extensions ..

Related Screens +

Related Screen
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Related Screen 3
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Felated Screen S
Related Screen 6
Felated Screen 7
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Code Used In Issuing The Item
Record: 11 =Q5C=

Pgm: HRASSETS — Asset Items Maintenance

This program is used to maintain the master list of items that may be issued to employees. These items may be
associated with inventory items, fixed assets, maintenance tools, and equipment in other Enterprise modules or

they may be unique to the HR application.

Company — Block

Select the company to which this item belongs.

Assets — Block

Asset Item Code

An alphanumeric code of up to 10 characters. Combined with the company code this uniquely defines the

item.
Item Type
Choose one of the following options from the pop-list:
Fixed Asset — an asset from the Fixed Asset (FA) application

Inventory Item — an item from the Inventory (CI) application.

PRM Tool - a tool from the Preventive Maintenance (PRM) application.
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Equipment — a piece of equipment from the Equipment Costing (EM) application.
Other — The item is defined only in HR.
Referenced Item Code

If the item type is anything but Other, specify the item code in the other application by selecting from an
LOV. This field is not enterable if item type is Other.

Description

If the item type is not Other this defaults to the name or description of the referenced item, but can be
overridden. If the item type is Other, enter a name or description here.

Item Class

Optional. Select an asset class that has been previously defined using the Personnel > Asset Tracking >
Asset Class Codes option.

Unit of Measurement
Select a weight and measure code from the global Weights and Measures table.
Expected Life in Months

Specify the number of months you expect one of these items to last. This is intended to provide an
indication of when it is okay to reissue the item without penalizing the employee.

Unit Value

The value of the item.
Fine

The file to be levied for loss of loaned items or premature replacement of permanently issued items.
Bar Code

Currently, memo only. A UPC bar code used to identify this kind of item. Note that it is not a serial
number since all items of this kind share the same code.

Active

This defaults to Active (checked). If you uncheck this field, the item will no longer appear in the list of
values used when issuing items.
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Asset Class Codes

Action Edit Block Field Record Query Utility Help Window
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Pgm: HRISUTYP — Asset Classification Codes

This screen is used to maintain codes that may be used to classify items. These codes are available to all
companies.

Discipline Tracking

This screen is used for tracking disciplinary action taken against an employee: HR > Personnel > Employee
Discipline.

All fields are mandatory.
The Closed Date is calculated as the Effective Date + 365 days.

Note that there are no reports provided with this function and it is for use in HR Forms only for entry and query
purposes only.
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Performance Review

Action Edit Block Field Eecord GQuery LHility Help ‘Window
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Recaord: 11 =08C=

This screen is used to record the results of employee performance reviews.

Company — Block

This block specifies the employee company and whether you want to filter the employee selection to active
employees only. You would normally restrict it to active employees, but you would remove the check from the
Active Employees box if you want to query historical information on an inactive employee.

Employee — Block

The upper part of this block is query only, used to locate and identify the correct employee to be reviewed. This
is the only program where the planned review date is available.

The review information is maintained on the two tabs. There may be several records for each employee (i.e.
one for each review that has been performed) distinguished by the review date.
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Review — Tab

Action Edit Block Field Eecord GQuery LHility Help ‘Window
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Enter Review Date
Recaord: 11

Pgm: HRPERF — Performance Review

=08C=

Review Date

Required. The date the review was carried out. It defaults to today’s date.

Evaluated as Position
Optional. The position currently occupied by the
Site Address

employee being reviewed.

Optional. The address code of the job site where the review was carried out, or the site the employee was

working at the time of the review.

Reviewed By

Required. The employee who carried out the review. If the information is on file this defaults to the

employee having the User Id to which the current

session belongs. However, this can be overridden by

typing in another employee number or by selecting it from the LOV.

Achievements

Required. A free form description of the reviewed employee’s achievements.

Strengths

Required. A free form description of the reviewed employee’s strengths.
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Areas of Improvement
Required. A free form description of areas where the reviewed employee needs to show improvement.
Grade code and meaning

Required. Select the letter grade from a list of values. The grades and their meanings are user-defined in
the Setup > Codes > Performance Grades program.

Next Review Date

Optional. If this is specified it is used to update the Employee’s planned review date when the review is
committed. However, you will have to re-query the Employee Block to see it.

Career — Tab

Action Edit Block Field Record Query Wility Help YWindow
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Pgm: HRPERF — Performance Review Career Tab

Career Development Plan

Required. A free form description of career development goals agreed to by the reviewer and the
employee being reviewed.

Career Plan
Required. A code defined in the Setup > Codes > Career Plan Codes screen.
Objectives

Optional. Any relevant objectives that the employee has.
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Desired / Recommended Positions

Optional. Select using an LOV a position that the employee or reviewer believes the employee should be
working in.

Requested Pay

Optional. Enter a new pay rate as requested by the employee being reviewed.
Offered Pay

Optional. Enter a new pay rate that the reviewer is approving.
Effective Date

Optional unless Offered Pay has been specified, in which case it is mandatory. The date a pay increase or
change in position takes effect.

Reason Code

Hidden unless Offered Pay has been entered, in which case it is visible and required. The Reason Code
will be incorporated into a new Employee History record that specifies this pay increase. The codes are
defined in Setup > Global Tables > Text Type and Setup > Global Tables > Text Code, with the Text
Type entered into the Payroll control program (Setup > Company > Control /General /Text Type).

When a change in pay has been specified here (Offered Pay > 0) committing the record results in records being
added to the employee history and employee pay rates tables to record the change.

The [Find Suitable Positions] button is used to search automatically for suitable positions based on the
employee’s skills and the skills required for position. Clicking on this button brings up a popup window in
which all positions for which the employee is suited are listed in order of suitability.

You can select the position that you want to recommend by moving the cursor to the line containing that
position and then clicking on the [Select Position] button. This closes the window and fills the selected
position into the Recommended Position field on the main screen. To close the window without selecting any
of the displayed positions (or if there are no positions displayed) click on the [Close] button.

For this popup to contain any information it is necessary to have previously set up the following information:

Using Setup > Local Tables > Skills > Skill Requirements specify for each skill the positions for
which it is required or desired. The rank column is used to indicate how important each skill is to
a position.

On the Personnel > Employee Profile screen click the [Skills] button on the Personal tab to open
the popup window in which the employee’s skills can be entered. The rank column is used to
specify how qualified the employee is in that skill or how important it is to him or her to use that
skill.

30 -

Personnel User Reference Human Resources v10x



Staffing Inquiry
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Pgm: HRSTAFF - Staffing Inquiry
This is used to find employees or applicants that meet specific requirements, when seeking to fill a position.

Search Criteria — Block

Enter into this block the unique criteria that must be matched by employees and/or applicants. Any text and
number field except Company can be left blank to match all employees. It is not possible to match more than
one value of each of these criteria at a time. These criteria are saved by user between searches and between
uses of this screen, so you can come back later and make changes to a previously specified query.

Popup Criteria Windows

For Trades, Skills, and Licenses and Certifications it is possible to specify several different values, any one of
which will result in a match. To enter these it is necessary to click on one of the buttons at the bottom to access
a popup window in which you can enter a list of possible values. If such a list has been entered, the number of
items in that list is shown within brackets on the corresponding button on the main window.

These multiple-choice criteria are also saved by user between sessions.

Other Buttons

The [Clear] button is used to reset the search criteria for a new search.
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The [Search] button initiates the search. This results in the display of a popup window listing all employees
matching the specified criteria.
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Pgm: HRSTAFF - Staffing Inquiry — Results Display
Except for the Output File field, all fields on this window are display only. The columns in the table have the
following meanings for each record:
Number
The employee or applicant number.
Name
The employee or applicant name.
Employee?
Checked, if this record represents an employee.
SSN
The Social Security Number of the matched employee or applicant.
Trade
The trade of a matched employee or applicant.
Match Pct

This column indicates how well the employee or applicant matched the specified skills and licenses and
certifications. The percentage represents the number of skills, etc. possessed by the employee divided by
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the total number that were specified on the popup. The list is sorted in descending order based on this
column.

The four buttons on this window do the following.

- The [View Skills] button pops up a window displaying the skills possessed by the currently
selected employee or applicant

- The [View Lic/Cert] button pops up a window displaying the licenses and certifications possessed
by the currently selected employee or applicant.

- The [Close] button closes this window so you can modify the query or enter a new one.

- The [Export] button creates a CSV (comma separated variable) file containing more detailed
information about the employees that were matched. This information is written to the file
specified in the Output File field. Note that the export may take a significant amount of time to
complete because it is pulling together and summarizing information from a variety of sources.
If you just want to see a few pieces of information or information about a few of the employees
found you might be better off using one of the other forms in HR or Payroll. This is especially
true if your search matched a large number of employees.

Work History Query

Action Edit Block Field Record Guery Utility Help Window

BEHPOR Y RAARE LIRS+t r LAV 2 HBRE

@Human Resources - TESTW10_X  Employee Work History -0 ﬂ

Select Emeloyee

User Extensions +

Employes Mo [CCC-wi-HRZ] ] SSN [ KK-5640 Company Lser Evtensiont

User Extenzions

Position and Pay Rates

Uzer Extenziond

Reazon Trade Fte _
Action Effective Date  Code Reason Code  Trade Description  Type Rate User Extensions
Mew Hire |lot-mi-2005 | i [eto [[architect [H] 25.000] - User Extensions
[Terminated  |[04-02-2013  |[TERM  |[Termination [[1610 |[architect |[H][  50.000] User Extension?
[Re-hire |[bs-022013 | Il [[1510 |[arcritect |[H][  s0.000] Miore Extensions
Increment  |[os-022013 PR | [Promation [[1510 |larchitect [[H][  52.000
Increment  |os-022013 PR | [Promation 1510 |larchitect [HI 52000 - |  perated Sereens + |
Related Screen 1
Performance Reviews
Related Screen 2
Carger
Review Date Reviewer Mame of Reviewer Rating Plan  Career Plan Description Felated Screen 3
01012013 ||ccCvwk-HR1lsabella Lincoln |l - Related Screen 4

” Felated Screen 5
| ” ” ” ” ” | Related Screen B
| ” ” ” ” ” | Felated Screen 7
| ” ” ” ” ” - More Related ...

Enter Employee Mumber
Record: 171 =05C=

Pgm: HRWRKQRY — Work History Query

This program is used to view a summary of employees’ promotion/pay increase history and performance
reviews. This screen is generally given a higher level of security than the Employee Query because it shows
pay rates and confidential performance review information.
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Select Employee — Block

Issue a query to select one or more employees. As you browse through the retrieved employees the contents of
the other two blocks change to show the history of the employee currently displayed in this block.

Position and Pay Rates — Block

Only significant changes in the employee history are shown. Thus, changes and transfers are not displayed. As
well, changes to an employee’s pay via Employment History must have been done with ‘Increment’ as the
‘Action’ in order to appear as part of these records.

Performance Reviews — Block

The highlights of the performance reviews are shown. For more detail you would use the performance review
program.

Suitable Positions for Employees

Action Edit Block Field Eecord Query Utility Help Window

FEEPUIR VYA *EIAEBRGE+ T FapV ?203KE
@Human Resources - TESTY10_X  Positions Suitahle far Employees -0 ﬂ
Company

User Extensions +
Compary [C2C |[emic: Test Construction co Leer Exdension

Uzer Extenszion2

Employees and Positions User Extension3

Fiank Mo of  Gualified Uzer Extensiond
Employes Ma. Order Position Code  Position Description Years Fat Desired
[cocmm-HR2 I 2|joooss500  ||Mechanical Engineering || 4

Uzet Extenzions

-~ Uszer Extenziont

Uzer Extension?

hdare Extensions ..

Related Screens  +

Related Screen 1

Related Screen 2

Related Screen 3

Related Soreen 4
Related Screen 5

L N N N N R N IR S N

ISR SR s SR

Related Screen &

Related Screen 7

Employes Name |Ric:hard Sherman | ] |EID?—31 -5640 | ore Related .

Check If The Employee s Qualified For This Position
Record: 11 =05 C=

Pgm: HREMPPOS - Suitable Positions for Employees

This program is used to record the positions either that employees are qualified for or positions that the
employees want to occupy. This information is not currently used elsewhere in the system. The Rank Order
column is meant to define a preference for the employee.
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Benefit/Deduction Administration

Benefit Query

Action Edit Block FEield Eecord Query Utility Help ‘Window

0¥ 7 - e o by =h L]
DEEHPOUR Y aEEr2SB5S9 1Tt Lap¥W 703RE
’@Human Resources - TESTV10_X  Benefits and Deductions Query -0 x|
Select Employee .
User Extensions +
COC-AAK-HR2 WH-X-5640 CCC
U=zer Extension2
Statuz |Active - Substatus Eﬁorking - Type [Hourly hd )
U=er Extension3
Pay Group Address Company Site Sddress [SCC1 _
Uszer Extensiond
Effective Date Uszer Extensions
Uzer Extensiont
Effective Date [13-09-2013 Company |00 Vear 2013 Period 7 zer Extension
Pay Group Onverride Pay Run |CCCW Fram |1 0-09-2013 To |1 §-09-2013 Hser Extension?

fdare Extensions ..
Benefits and Deductions

Effective Employer Employee Target Related Screens ﬂ

Typ Code Elect Flan Code Date Contributn Prammiutn Armourt Endd Date

B Jmec | Jperau Jm-mzorz [ 12000 0.00]| I | - Fslated Soreen |
B JFen v JpeFaut Jortorzot || zeoood) 0.00|| |[1-12-2025 | Relstec Screen 2
b Jure v |peraut 01-01-2012 20,00 25.00 Related Screen 3
CAR |0 |[DEFALLT 01-01-2010 0.00 0.00 Related Screen 4
B Joent Jo JpEraut Jmt-mizoin | 25.00]| 0.00|| [ | Related Screen 5
PEN o |[pEFauLT 01-01-2011 2,600.00 0.00 31-12-2025 Relsted Screen &
b etk o |pEraucT 01-01-2011 750 520.00 122015 | Relsted Screen 7
[ JEoF M Jperat | [ 2e5.00] 0.00]| [p11z2m4 |- More Related ..

Description [Medical Benefits | | see92s] s45.00|

Enter Employee Mumber
Record: 111 =08C=

Pgm: HRBENQRY - Benefits Query

This screen provides a summary of the benefits and deductions in effect on a specified date for an employee. It
shows both default (company-level) and elected (employee-level) benefits and deductions. Note that the
Benefits and Deductions block provides a summary of Percent, Lump Sum and Hourly Type of Benefits and
Deductions. In the above example, the first line of the Employer Contribution represents a dollar amount for a
Benefit of type Lump Sum; on the second line the Employer Contribution represents a percentage that matches
the employee’s contribution to a Deduction of type Percent.
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Select Employee — Block

Perform a query to select one or more employees. The query can be based on any of the displayed fields except
for SSN.

Effective Date — Block

The Effective Date defaults to today’s date but may be overridden. The display-only fields show the
employee’s company and pay run in effect on that date. The benefits and deductions shown in the next block
depend on these as well as the pay group.

If you do not enter anything in the Pay Group Override field the employee’s pay group on the effective date
will be used in retrieving the benefits and deductions. However, you can enter another pay group code if you
want to see what the benefits and deductions would be with a different pay group (e.g. after the employee meets
minimum hours worked requirements.)

Benefits and Deductions — Block

This block shows the following information.
Type

D for Deduction and B for Benefit.
Code

The benefit or deduction code.
Elect

Y for employee elections, N for a benefit or deduction inherited from the company level, O for a benefit or
deduction defined at the company level but overridden at the employee level.

Plan Code

The plan code for this instance of the benefit or deduction.
Effective Date

For elected and overridden benefits and deductions only, this is the date specified at the employee level.
Employer Contribution

For deductions this is the employer contribution; for benefits it is the amount of the benefit.
Employee Premium

For deductions this is the employee’s contribution; it is not applicable to benefits.
Target Amount

For deductions such as spending accounts and garnishments this is the amount that must be repaid by the
employee. It is not applicable to benefits.

End Date

The planned end date for a benefit or deduction that is currently in effect. If the end date has passed, the
benefit or deduction will not appear in this list.
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These records are ordered so that all elected benefits and deductions come first, followed by all overridden
benefits and deductions, and then all inherited benefits and deductions. Within these groupings benefits
precede deductions. Benefits and deductions are ordered by their codes.

Benefits and deductions do not appear in this list if:

their amounts are all zero, or

- the print box for the benefit or deduction has been left unchecked at the company level (see
Company Benefits and Company Deductions) for all entries with matching company, pay group,
and pay run. If this box is checked for even one effective date range or plan/option selection the
benefit or deduction will appear.

Benefits

Use this submenu to set up benefits. The options for Master Benefits, Company Benefits, Union Benefits, and
Employee Benefits are the same as in the Payroll Application. For an alternative method of handling Benefits
and Deductions, see Eligibility Administration.

Master Benefits

Action Edit Block Field Record GQuery Wility Help Window

FEEPOR LY A 2239+ T «r Fap¥V 270K E
P Fayrall- TESTVI0_X  Eenefits Master Maintenance =] =]
Benefit Details
Code [MED User Extensions ﬂ
Dezcription Medical Benefits Uzer Extenziont
Short Description Medical Benefits User Extenszionz
Reporting Group [BEN ||Eienef'rts Lzer Extension3
[ Prevailing Waoe Llzer Extensiond
Type |Lump Zum ﬂ User Extensions
Baze Code |NONE ||None | Lizer Extensions
Amournt Uzer Extenziony
I Paid in Cash I Calculation Benefit More Extenzions ..
' Job Allocation I wvork Location Allocation
[ Department Allocation [ Caloulate Overhead Related Screens ﬂ
™ Allocate Mon Prevailing Wage Benefits to Prevailing Wage Jobs
[ Dependent Enrollment Allowed [ Exclude Without Wiages Fielated Sereen 1
[ Process Separate Check For This Benefit [ Print Check Cnly Relsted Scresn 2
[+ Creste Youcher For Accourts Payable I Include In Salary In GC Monitor Related Screen 3
Job Allocation Based On |Defautt Method = [ Job Allocate Using User-Defined Base Code Related Soresn 4
Temporary Check Mumber l:l Related Soreen 5
Calculation Sequence Relsted Screen &
Effected Deduction | I | Relsted Screen 7
Print Orcer l:l More Related ..
Maimum Limit Groug Code | || |
Enter Benefit Code
Record: 11 =05C=

Pgm: PYBENFIT — Master Benefits

This is the same screen as can be accessed from Payroll menu item Administration > Benefits > Master. All
benefits available to any company on the system must be defined here. See the Payroll manual for details. The
Dependent Enrollment Allowed checkbox is used to indicate that this benefit is available to qualified
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dependents. For example, you might check this box for medical benefits (depending on the provisions of the

benefit provider), but not for car allowances or bonuses.

Company Benefits

Action Edit Block Field Record Query Utility Help Window

@ Payrall - TESTW10_X  Company Benefits Maintenance
Select Company

POR DV AHGEAFFIAEERSHGYE+ T «r» L apV 7033KRE

=3l

Company [CCC ||CMIC Test Construction Co

Pay Group [MOME Mo Groups

Pay Run [CCOW | |CCC Wyaekly Pay Run

Benefit Details

User Extensions ﬂ
zer Extenziont
l=zer Extension2
=zer Extenzions

Uzer Extenziond

Basic l Pay Fregquency l Addvanced l

Uzer Extenzions

U=zer Extensiont

Benefit Code MED] || Medical Benetits

| [ cazh Iser Extenzion?

| Mare Extensions ...

Related Screens  +

Felated Screen 1

Related Screen 2

Pian Code [DEFALULT |[pEFALLT PLAN
Plan Option |DEF&LLT |[pEFaLLT |
Start Date Engoate ]
Beneft Type [Lump Sum =]
Dehit Dept. Code |DEI ||Cc-mpan\,f Lewvel
Debit #ccount Code (5400550 |[Benefit DR

Related Screen 3

Credit Dept. Cade 00 [

|
|
| Related Screen 4
| Related Screen 5

Pgm: PYCOMBEN — Company Benefits

Credit Aocount Code [5400.551 |[Benetit cr
Related Screen &
Employvees | Tax Element= Related Screen T
Mare Related ...
Eienefit [MED | Mestical Benetits |
Enter Benefit Cade
Recard: 113 =0SC=

This is the same screen as can be accessed from Payroll menu option Administration > Benefits > Company.
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Action Edit EBlock Field Eecord GQuery Ulility Help YWindow

DEEPOUR YA F 2B+t ar L ap¥V 20K E
'@F’aymll—TEST\HD_}( Company Benefits Maintenance -0 ﬂ
Select Company

User Extensions +
Company |CCC ||CMiC Test Construction Co |
| Uszer Extenszion

Pay Group |NONE ||No Groups

Pay Run [CCOW |[CCC iweskly Pay Run | User Extension2
User Extension3

Benefit Details Uzer Extensziond
Baszic Pay Frequency Advanced l User Extensiond

User Extensiond
Uzer Extensiony

hare Extensions ...

Base Code | ||

Related Screens  +

Eligikile Eaze |=5E
Related Screen 1
Bligible: Amaurit l:l Related Screen 2
I Benefits Print Flan Relsted Screen 3
[¥ Benefits Secure Flag Related Screen 4
™ Caleulate Cnly Cn First Check Related Soreen 5

Felated Screen G
Related Screen 7
hore Related ..

Benefit |MED ||Medical Benefits

Select A Required Eligibility Base Cption From The Pull Down List If Applicable
Record: 173 =08C=

PYCOMBEN showing Advanced Tab with Benefits Print Flag

NOTE: Benefits for which the Benefits Print Flag is unchecked will not appear on the Benefit Query screen.

Union Benefits

This is the same program as can be accessed from Payroll menu option Administration > Benefits > Union.
Benefits can be set up according to union, and specific trades within a union. Note: In order to set up a union
benefit, the benefit code must be defined at the company level for a Pay Group of ‘“NONE’.

Employee Benefits

This is the same screen as can be accessed from Payroll menu option Administration > Employee > Benefits.
See the Payroll manual for details. The Out of Area checkbox is used only by HR and is used to indicate that
the employee is living outside of the area normally serviced by the benefit plan’s service provider. The Vendor
Code is not actually used by HR but can be used as a memo field to record an alternate service provider for out
of area employees.

The [Dependent Enrollment] button is used as a short cut to access the Dependent Benefits screen, described
below. This button is enabled only if the current benefit has been defined at the Master benefit level as
available to dependents.
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Dependent Benefits

Action Edit Block Field Record GQuery LUHility Help Window
g1 7 - - - —_ = A
DREEPLOLRY A EIAEBSGE T > LAV 7H0RKE
¥ Hurnan Resources - TESTVA0 X Dependent B{Frintto Spreadsheet o [=] 3|
EmEIEEe and Plan .
User Extensions  +
Company [CCC |[cmic Test Construction Co | Pan |
- User Extension]
Employee [CCCMH-HR2 [[Fictara Sherman | Mexaoenoschoo| |
U=zer Extension?2
Benefit Code |MED ||Medical Benefits | Mz Age in School l:l SErEAEnEnn
User Extension3
Dependents Uzer Extensiond
MName: Last [Sherman | First [Elizabeth | Wictate | | User Extensions
™ Male (+ Female [v Depencert |Uger Extensions
Place ofBith| | Date of Birth [12-05-1998 ¥ In Schaal User Extension?
WWiorking .&.Sl || " hore Extensions ...
S5 [241-77-5454 Priority Mormal -
Relationzhip |CHILD ||Child | [ Emergency Contact Related Screens ﬂ
Coverage Related Screen 1
Related Screen 2
Effective Date |01-01-2012 End Date l:l Related Screen 5
Related Screen 4
[~ Cowvered under another Policy Related Soreen 5
(G | ” | Related Screen &
IRy (MR Related Screen 7
PolcyHoler || P
EifoctiveDate |
If¥es The Dependent Live Out Of The Palicy's Coverage Area
Record: 171 =08C=

Pgm: HRDEPBEN - Dependent Benefits

The Dependent Benefits screen is the only screen in the Benefits submenu that is unique to the HR menu. For
benefits available to dependents (i.e. the Dependent Enrollment Allowed box is checked at the Master benefit
level) this screen is accessible in Payroll via a button on the Employee Benefits screen. It is used to specify the
benefits that are applicable to each of an employee’s qualified dependents.

Employee and Plan — Block

Specify in this block the company, employee, and benefit that you are enrolling the employee’s dependents in.
The LOV for the benefit code is filtered to only display benefits that are applicable to dependents of this
employee. That means that the Dependent Enrollment Allowed checkbox is checked at the Master Benefit level,
and the employee has elected or inherited these benefits with the appropriate plan code.

The Plan and Max Age fields are for reference purposes and cannot be changed. They are blank except when
you are working in the Coverage block.

Dependents — Block

You can either query up existing dependents or enter new ones in this block. This is the same information as
entered in the Personnel > Employee Relatives screen, except that unneeded items are not shown. The In
School checkbox is the same as the Full Time Student checkbox on the Employee Relatives screen.
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Coverage — Block

This block is used to enter the details of the dependents’ coverage. The following information can be entered.
Effective Date

Required. This is the only required field.
End Date

Enter an end date if the dependent leaves the plan for any reason (e.g. children reaching 19 years of age,
divorced spouses.) For dependent children this date is automatically set to the earlier of a manually
entered date or the date that the dependent reaches the cut-off age for the plan. There are two separate cut-
off dates per plan, one for use if the child is in school and one for use if he or she is not in school. These
ages are retrieved from the Plan Codes table, for the plan currently in effect for the employee. This plan
code and the two ages are shown in the top block.

Out of Area

Check this box if the dependent is allowed to see doctors outside of those normally associated with this
plan.

Covered under another plan

Check this box if the dependent is covered under another plan (i.e. a spouse’s group insurance). The
remaining fields are applicable only if this box is checked.

Carrier
The name of the other insurance carrier or a vendor code.
Policy Number
The policy number of the other insurance.
Policy Holder
Free text name of the primary insured (usually the spouse) of the other insurance.
Effective Date

The date the other insurance came into effect.

Deductions

The programs for master deductions, company deductions, union deductions, and employee deductions are the
same as found in the CMIiC Payroll Application.
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Master Deductions

Action Edit Block Field Record Query Utility Help Window
1 POR LS EEFALEESA+ > Fap T 2700838

'@Pavmll -TESTY 0 %  Deductions Master Maintenance -0 ﬂ
Deduction Details

Code User Extensions ﬂ
Diescription |Life Insurance| | UUser Extensioni
Short Description |Life Insurance | |zer Extension2
Reporting Group | || | lzer Extension3
Type |Lump Sum ﬂ lUser Extensiond
Bazed On |NONE ||None | Uszer Extensions
Amount l:l lUzer Extenziong
IV Mandatary Uiser Extension?

I¥ Employer Contribution
[~ Joh Alocation
I wviork Location &llocation

More Extenszions ...

[ Departmert Slocation Related Screens ﬂ
[ Automatic Carry Farvward Comp Deduct Maint
I Inchude on Invaices Related Screen 2

[+ Dependert Enealmert Allosweed
¥ Create Voucher For Accounts Payakle

Relsted Screen 3

Related Screen 4
[ Exclude without Wages
Related Screen 3
Job Allocation Bazed On [Cefault Method - [ Job &llocate Using User-Defined Base Code
Related Screen B
Calculgtion Seguence

Relsted Screen 7

Priority 1

. More Relsted ..
Print Order 1

Maximum Limit Group Code | ||

Enter Description Far Deduction
Record: 111 =08C=

Pgm: PYDEDUCT - Master Deductions

This is the same screen as can be accessed from Payroll menu option Administration >Deductions > Master.
See the Payroll manual for details.

The Include on Invoices checkbox is only applicable when you have checked the Auto Carry Forward box in
the previous field. Check the Include on Invoices box when you want to invoice the employee for any
outstanding carry forward amounts paid on behalf of the employee from the calculation of this deduction. This
is used by the Employee Receivables function of HR

The Dependent Enrollment Allowed checkbox is used only by HR and is used to indicate that this deduction is
available to dependents. For example, you might check this box for elected medical benefits, but not for union
dues or garnishments.
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Company Deductions

Action Edit Block Field Record GQuery Hility Help Window
B B
@Payroll-TEST\ﬂD_}( Company Deductions Maintenance

Select Company

PUREY AR ANBSY + 1

r 1P AV 20 RE
=10

ons ﬂ

User Ext

Company [CCC |[oMIC Test Construction Co

Lzer Extension

Pary Graup |NONE ||No Groups

Pay Run [CCOw [CCC weskly Pay Run

| Uzer Extenszionz

Deduction Details

Uzer Extension3

Uzer Extensiond

Basic Pay Frequency ] Emplayer Contribution Advanced

Uzer Extensions
Uzer Extenszions

Uzer Extensiony

Deduction Cade [DENT  |[Dental Deduction

| Mare Extensions ..

Plan Code [FAMLY] |Emiploves and Famiy

Plan Cption |T-FREE ||Tc-bac:c:-: Free

| Related Screens ﬂ

Start Date (02-01-2012

Deduction Type [Lump Sum =l

Egpste |

Felated Screen 1
Related Screen 2

Credit Dept. Code |DD ||C0mpany Level

| Related Soreen 3

Credit GL Account Cade [5300.101 |[Hhto Deductions (cR)

[+ Employer Contribution In The Advanced Tak

Employees Jobs

| Felated Screen 4
Related Screen &

Related = [
| Tax Elements | elated Zcreen

Related Screen 7

Deduction [DENT | [Dertal Deduction

hore Related ..

Enter Aalid Plan Code
Record: 313

Pgm: PYCOMDED - Company Deductions

=05C=

This is the same screen as can be accessed from Payroll menu option Administration > Deductions > Company.

NOTE: Deductions for which the Print box is unchecked will not appear on the Deduction Query screen.

Union Deductions

This is the same screen as can be accessed from Payroll menu option Administration > Deductions >Union. As
in Union Benefits, a Union Deduction can only be defined for a deduction that has been defined at the Company

level with Pay Group assigned as ‘NONE’.

Employee Deductions

This is the same screen as can be accessed from Payroll menu option Setup > Employee > Deductions. See the
Payroll manual for details. The Out of Area checkbox is used only by HR and is used to indicate that the
employee is living outside of the area serviced by the medical plan’s normal service provider. The Vendor
Code is not actually used by HR but can be used as a memo field to record an alternate service provider for out

of area employees.

The [Dependent Enrollment] button is used as a short cut to access the Dependent Deductions screen,
described below. This button is enabled only if the current deduction has been defined at the Master Benefit

level as applicable to dependents.
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Dependent Deductions

Action Edit Block Field Record Query Utility Help Window

PURLY A *F2EESY+ T r» L ap TV 2088

Y Human Resources - TESTVIO_ ¥ Dependent Deductions Previous Block -3l x|
Employee and Plan
- - User Extensions +
Company [CC |[=mic Test canstruction co | Pan| ] J
Employes [CCCAm-HR2 |[Richard Sherman | Max Age na School l:l User Edension
Deduction Coce |LIFE ||Life Insurance | hdae Age in Schoal l:l User Extension?

Uzer Extension3

flependans Uzer Extensiond
MName: Last [Sherman | First [Eizabeth | Midale | | User Extensions
" Male (* Female [v Depencert Uszer Extensions
Place ofBith| | DateofBith ¥ In School User Extension?
Working As | ” || Mare Extenzions ..
Relationship |CHILD ” | [ Emergency Contact Related Screens ﬂ
Coverage Related Soreen 1

Related =creen 2
Etfactive Date [11-01-2012 EndDate| ] [~ Out of Area Related Soreen 3

Related Screen 4

[ Covered under ancther Policy
Related Screen 5

Carrier | || | Related Screen &
Polcytumper [ | Relata Screen 7
Poicyrorer [ | More Reated
Effective Date

Enter End Date
Recard: 11 =05

Pgm: HRDEPDED - Dependent Deductions

The Dependent Deductions screen is the only screen in the Deductions submenu that is unique to the HR menu.
For deductions applicable to dependents (i.e. the Dependent Enrollment Allowed box is checked at the Master
Deduction level) this screen is accessible in Payroll via a button on the Employee Deductions screen. It is used
to specify the deductions that are applicable to each of an employee’s qualified dependents.

Employee and Plan — Block

Specify in this block the company, employee, and deduction that you are enrolling the employee’s dependents
in. The LOV for the deduction code is filtered to only display deductions that are applicable to dependents of
this employee. That means that the Dependent Enrollment Allowed box is checked at the Master Deduction
level, and the employee has elected or inherited these deductions with the appropriate plan code.

The Plan and Max Age fields are for reference purposes and cannot be changed. They are blank except when
you are working in the Coverage block.

Dependents — Block

You can either query up existing dependents or enter new ones in this block. This is the same information as
entered in the Personnel > Employee Relatives screen, except that unneeded items are not shown. The In
School checkbox is the same as the Full Time Student checkbox on the Employee Relatives screen.
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Coverage — Block

This block is used to enter the details of the dependents’ coverage. The following information can be entered.
Effective Date

Required. This is the only required field.
End Date

Enter an end date if the dependent leaves the plan for any reason (e.g. children reaching 19 years of age,
divorced spouses.) For dependent children this date is automatically set to the earlier of a manually
entered date or the date that the dependent reaches the cut-off age for the plan. There are two separate cut-
off dates per plan, one for use if the child is in school and one for use if he or she is not in school. These
ages are retrieved from the Plan Codes table, for the plan currently in effect for the employee. This plan
code and the two ages are shown in the top block.

Out of Area

Check this box if the dependent is allowed to see doctors outside of those normally associated with this
plan.

Covered under another plan

Check this box if the dependent is covered under another plan (i.e. a spouse’s group insurance).The
remaining fields are applicable only if this box is checked.

Carrier
The name of the other insurance’s carrier or a vendor code.
Policy Number
The policy number of the other insurance.
Policy Holder
Free text name of the primary insured (usually the spouse) of the other insurance.
Effective Date

The date the other insurance came into effect.

Minimums and Maximums

These screens can also be found in the CMiC Payroll application.
Company Min/Max Values is the same as Payroll menu item Setup > Company > Min/Max Values.

FEIN Min/Max Values is the same as Payroll menu item Setup > Company > FEIN Min/Max Values.
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Benefit and Deduction Plans

Action Edit Block Field Eecord Guery Wility Help ‘Window

. 7 e e - = [
FEEHPUR Y AR LRS- T » L AT ?2R0BRE
[Enterbyron- TESTVI0 X Benefits Deduction Plans =10
Plan Detail User Extensions +
Dependent Maximum Sge U=zer Extensiont

Plan Code Dezcription Short Description Coverage in Schi no Schl Lzer Extension?
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Pgm: PYBDPLAN - Benefit/Deduction Plans screen

The Benefit and Deduction Plans screen is used to set up the health coverage plans available to the employees
within your company. These plans are then assigned the specific options that are associated with the plan.
Once you have defined both the plans and the associated options, these items can then be applied to benefit and
deductions at the company level allowing for the individualization of benefits and deductions on a plan or plan
option basis.

The plan field is a mandatory field within the Company Benefit and Company Deductions programs. For this
reason the system comes with a 'Default’ plan that can be utilized when you are not associating a plan with a
company benefit or deduction.

This screen is also accessible from the Payroll menu using the Administration > Benefits/Deductions > Plans.
See the Payroll manual for further details.

The Dependent Coverage column is used in reports and utilities such as the Benefit and Deduction export and
the COBRA export.

The Maximum Age columns are used to specify the ages at which children cease to be covered as dependents.
There are two ages — in Schl applies to children who are still attending school and no Schl applies to children
who are not attending school. This information is used by the dependent enrollment screens to determine the
end date for dependent benefits and deductions.
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Benefit and Deduction Plan Options
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Pgm: PYBDPOPT - Benefit/Deduction Plan Options screen

The Benefit and Deduction Plan Options screen is used to enter the different options that are available under the
plans defined within the Benefit and Deductions Plans screen.

Once you have defined both the plans and the associated options, these items can then be applied to benefit and
deductions at the company level allowing for the individualization of benefits and deductions on a plan or plan
option basis.

The plan option field is a mandatory field within the Company Benefit and Deductions screen. For this reason
the system comes with a 'Default’ option that can be utilized when you are not associating an option with a
company benefit or deduction.

This screen is also accessible from the Payroll menu using the Administration > Benefits/Deductions > Plan
Options menu item. See the Payroll manual for further details.

Benefit and Deduction Bases

The following three programs are also available in the CMiC Payroll application.
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Benefit and Deduction Base Elements
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Pgm: PYCBDELM - Company Benefits/Deductions Elements

This program makes use of previously defined benefit and deduction bases and optional table bases to define
custom calculations of benefits and deductions. Above, 401k wages are being defined as the sum of regular
hours, overtime hours times 1.5, double time hours times 2 and vacation hours times the employee’s hourly rate.
The table base used here determines eligibility — here, it is eligibility after three months. See Benefits and
Deductions Table Bases.

This program is also accessible from the Payroll menu using Administration > Benefits/Deductions > Bases.
More complete documentation can be found in the Payroll manual.

Company — Block

In this block select a company and a base code. The base code is really the name of the calculation being
defined. You must select the base code from a defined list of base codes created using the Benefits
Administration > Ben./Ded. Base program. If the code has not been defined you can access the same screen by
clicking on the Create Base Code button.

Base Elements — Block

This block contains the definition of the calculation. Each row in the table is a term in an expression. That is,
the results of the computations described by the rows are added together. The meanings of the column are as
follows:
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Trans Type
The transaction type selected from a LOV. See below for a description of the transaction types.
Code

The possible values of this code depend on the transaction type, with some types not requiring a code at
all. See below for a description of the possible codes.

Hour Type

This is applicable only to the Base Wage transaction type. The following options are available: Actual,
Premium or Total.

Factor
This number is used to multiply the value defined by the first 3 columns.
Threshold

This amount is subtracted from the result of the first 4 columns, with negative numbers replaced by zero.
An exception is made for transaction code “Average Wage”, where this number is used to define the
number of periods over which to take the average.

Ceiling

The maximum value for this base element. The ceiling value replaces the result of the first 5 columns if
that result is greater than the ceiling.

Round Direction

This specifies how the result of the first 6 columns is to be rounded. The options are (always) Up,
(always) Down, True (closest of up and down), and None (no rounding.)

Round To
This number specifies the precision to which the result of the first 6 columns is to be rounded.
Table Base

This is an optional reference to a lookup table indexed by age that is used to introduce an additional factor
to be multiplied by between columns 3 and 4. The lookup table selected via an LOV is defined using the
Benefits Administration > Ben. Ded. Table Bases screen, which can also be accessed by clicking on the
Table Base button on this screen.

Transaction Types and Codes

The base value is the result derived from the first three columns in the base element definition.
Transaction Type

Transaction Codes Available and How the Base Value is Derived
Base Wage (BW)

Types of wages, such as NWHR, OTHR, DTHR. The base value is taken from the current period wages
of the specified type of hours.

Benefit (BN)

A user-defined benefit code. The base value is taken from the amount calculated in the current period for
the specified benefit.
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Deduction (DE)

A user defined deduction code. The base value is taken from the amount calculated in the current period
for the specified deduction

Leave (LE)

A user defined leave code. The base value is the number of hours claimed in the current period for the
specific type of leave.

Tax (TX)

A tax code. The base value is the amount of the specified tax in the current period.
Expense (EX)

An expense code. The base value is the amount of the specified expense in the current period.
Annual Salary

ANNL (Annual Salary): The base value is the employee’s salary, which is obtained from the employee
history unless the employee history contains no salary records with a past or current effective date. In that
case it is obtained from the employee profile.

ANZD (Annualized Wages): The base value is the employee’s pay rate, which is taken from the employee
pay rates table unless this table contains no records with a past or current effective date for ALL trades or
the employee’s current trade and a past or current effective date. In that case the pay rate is taken from the
employee profile. Then the rate is multiplied by the number of hours in the year as specified in the
employee profile or, if none are specified, the company profile.

Average Wage

The same codes as for Transaction Type BW. The base value is the employee’s actual average wage,
based on the employee pay history gross pay amounts for the specified wage code, averaged over a
number of preceding pay periods for the current pay run. The number of periods used for this averaging is
taken from the Threshold column.

Years of Service

The transaction code is not used. The base value is taken from the Service Years column of the employee
profile, which is updated by a year-end processing program.

YTD Earnings

The same codes as for Transaction Type BW. The base value is the employee’s actual earnings, based on
the employee pay history gross pay amounts for the specified wage code. This is based on pay date rather
than period and includes all pay runs.

Example 1: Non-Taxable Life Insurance Benefit

To define a non-taxable benefit with coverage equal to twice the employee’s annual salary rounded to the next
higher multiple of 1000, with premium rates based on a table giving factors that depend on the employee’s age
follow the following steps in setting up a Base Element.

Transaction Type = Annual Salary
Factor = 2

Round Direction = Up

Round To =1000

Ceiling =50,000
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Threshold = 0 (i.e. There is no threshold.)

The compute the benefit follow the following steps.

Coverage is a Function of Transaction Type = Annual salary from employee profile in this case;

Coverage = Round (Coverage * Factor) in the Round Direction to the nearest multiple of Round
To;

Coverage = Maximum (0,Coverage — Threshold);
If Ceiling > O then
Coverage = Minimum (Coverage, Ceiling);
End if;
5. If Table Base Code is not null then
Index = Round (Current Date - Employee Birth Date) down to the nearest year;
Multiplier = Lookup (Table Base Code, Index);
Else
Multiplier =1
End if;
6. Premium = Multiplier * Coverage;

This base element is then referenced by a benefit definition that has been marked as non-taxable.

Example 2: Taxable Life Insurance Benefit

To define a taxable benefit with coverage equal to twice the employee’s annual salary rounded to the next
higher multiple of 1000, starting after this value reaches 50,000 and with premium rates based on a table giving
factors that depend on the employee’s age, follow the same steps as above in setting up a Base Element, except
that

Ceiling = 200,000 (Maximum coverage), and
Threshold = 50,000.

The calculation is exactly the same. If there were no maximums, the ceiling would be set to zero and the Min
function in step 1 would be skipped.

This base element is then referenced by a separate benefit definition that has been marked as taxable.
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Benefit and Deduction Table Base
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Pgm: PYBDTAB - Benefit/Deduction Table Base

The Benefit and Deduction Tables Bases screen is used to define table lookups for the purposes of calculating

base elements, or simply to determine benefit/deduction eligibility. It is also accessible from the Payroll menu
using the Administration > Benefits/Deductions > Table Bases. More complete documentation is provided in

the Payroll manual.

Ben./Ded. Table Base — Block

In this block you define the lookup tables.
Table Code

The (mnemonic) code used to refer to the lookup table.
Table Description

The description of the purpose of the lookup table.
Table Type

The type of table base: Others, Leave or HR Eligibility.
Effective Date

The effective date makes it possible to have several versions of a table.

User Reference Human Resources v10x Benefit/Deduction Administration - 53



Based On

Specify whether this table is indexed by Age, Years of Service, Spouse Age, Salary or Original Hire Date.
Term

Specify the term of the table: Weeks, Months, Years or Not Applicable.
Retrieve

Options of Single Row and From First Row. The latter returns the sum of values for all rows up to the
row matched by the index.

Apply to Base
Specifies whether the values entered should be treated as factors or percentages. In the latter case, the
result of multiplying by the value will be divided by 100.

Ben./Ded. Table Rows — Block (Details)

In this block you define the values returned for each range of index values. The first column is derived from the
second column. The third column contains the value returned if the index lies between the values in the first
two columns in that row.

Pension Information
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Pgm: HREMPELG - Pension Information
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The Pension Information screen is used to control the settings of two checkboxes that are used in exporting data
to external pension management provider. These checkboxes are currently used only by the custom Fidelity
Export function.

All of the information on this screen is display only except for the two checkboxes. However, all columns can
be used for entering queries.

Checkbox Meaning Description

Check this box for an employee who requests that no pension contributions be
Susp. Hardship Suspension deducted even though he is eligible. An employee might make such a request
if he is having financial difficulties and needs the extra income.

Normally this checkbox is checked automatically when an employee becomes
Elig. Eligible for Pension eligible to join the pension plan. This update is performed by the Utility >
Processing Eligibility menu option.

When an employee is created both of these boxes start off as unchecked.

COBRA and Receivables Parameters
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Pgm: HRCBPMNT — COBRA and Receivables Parameters

This parameter screen is used to specify standard values that are required to create the form letters to be sent out
for COBRA notification and employee receivable invoices.
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The meanings of the parameters are as follows:
Company

Company code that these parameters apply to.
Termination Reason code

Reason for termination.
Days to Deadline

Days to Filing Deadline.
Medical Deduction Code

Medical deduction code. The [More] button allows specification of additional codes.
Dental Deduction Code

Dental deduction code. The [More] button allows specification of additional codes.
Vision Deduction Code

Vision deduction code. The [More] button allows specification of additional codes.
HCS Deduction Code

Health Care deduction code. The [More] button allows specification of additional codes.
Dependent Life

Dependent Life deduction code. The [More] button allows specification of additional codes.
Basic Life

Basic Life benefit code. The [More] button allows specification of additional codes.
Supplemental Life

Supplemental Life deduction code. The [More] button allows specification of additional codes.
Supplemental STD

Supplemental Short Term Disability deduction code.
Wage Multiplier

Multiplier applied to a weekly rate to get the monthly premium. Note that the prompt naming this
parameter should be “Premium Multiplier”.

Admin. Markup

Percentage markup to cover administration. Enter 105 with no decimal place to achieve a 5% markup.
Months for Certificate

Months of coverage to qualify for a COBRA certificate.
Max Days for Break

Maximum allowed break in service to qualify for a COBRA certificate.

56 -

Benefit/Deduction Administration User Reference Human Resources v10x



COBRA Mail-Merge

This screen is used on a regular basis to generate the COBRA notification letters and enrollment forms. It pulls
together the necessary information into a CSV file that is then passed to Microsoft Word as a merge file to be
used with a form letter providing the notification. For the mail merge to work you or your system administrator
must have specified the location of MS Word in the Preference > Host Program Locations option of the System
Data Application.

The meanings of the run-time parameters are as follows:
Company
The company for which the COBRA notification is being done
Current Date
The current date to appear on the notification letters
Pay Run
The pay run from which employees will be selected.
Start Date
The program selects employees who terminate between this date and the specified end date.
End Date
The program selects employees who terminate between the specified start date and this date.
Mail Merge CSV File Name

The output file produced by this program and fed into Word as a merge file. You can use the browse
button to locate an existing file or the directory into which you want to save a new file.

COBRA Document File

The path and name of a MS Word DOC file containing the form letter into which the COBRA information
is to be merged. You can use the browse button to locate this file. This file will be read, not written,
unless you save it within Word.

The [Process] button causes the CSV file to be created and then loads Word so you can merge in the CSV file.

The [View] button loads your spreadsheet program so that you can examine the CSV file.

Employee Receivables Mail-Merge

This screen is used to create CSV files that can be used in a mail-merge to create invoices to be sent to
employees who are on leave or temporary layoff but are maintaining their elected benefits.

This program looks at all outstanding carry-forwards between the specified dates to determine what the
employee owes. It uses the deduction codes specified in the parameter screen to determine the deductions to be
included in the CSV file. The following deduction types are included in the CSV file:

Medical
Dental
Vision

Supplemental Life
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Supplemental STD
Dependent Life

Other — the sum of all other deductions

Employee Receivables Parameters

Company
The company to which the receivables are owed.
Current Date

The effective date of this set of invoices. Note that the year of this date is used to select carry-forwards
from the salary adjustment table.

Pay Run
The pay run for which data is being extracted.
Start Date and End Date

Invoices will be created for employees whose status changed to terminated, retired, on temporary layoff,
or on leave during this period.

CSV Export File
The full path and file name of the file that will be written by the export program.
Mail Merge Document File
The full path and file name of a Microsoft Word document into which the data extracted here will be

merged.

Employee Receivables Buttons

The [Export Invoices] button creates the CSV file and then asks you if you want to merge it with the master
invoice document file. To merge it you must have specified a word processor in the Preferences > Host
Program Locations option of the System Data Application.

The [Merge Invoices] button assumes that the file has already been created and just invokes the merge. This
saves time when, for whatever reason, the merge failed and you want to try again.

The [Export Report] button creates a different format of .CSV file suitable to be loaded into a spreadsheet
program to provide a summary of the invoices.
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Eligibility Administration

Overview of Benefit and Deduction Eligibility

This module provides a wide range of functionality to the user to administer benefit and deduction plans. The
system allows for eligibility rules, coverage areas, importing coverage area data, a one-stop create benefit or
deduction screen, and an employee election screen. Benefit and Deduction Administration begins with
Eligibility Administration.

Eligibility Rules
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Pgm: HRRULADM - Rules Administration

Rules are built in a similar fashion to Pick Lists. The Rules block allows you to define a Rule 1D and
Description. The Status Field is initially blank, but will contain the Rule Last Processed Date. Page Down or
Next Block navigation allows the definition of Criteria. The Rule to which the Criteria apply will highlight; the
allowable eligibility criteria can be selected from an LOV containing fields from the Employee Table. Select
the field you wish to use as a criterion. Tab to the next field, defining the relationship as ‘=", ‘<>’, etc. from the
drop list. The allowable values of the criteria fields can be entered or selected in the final column.
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In the example above, the Rule ID ‘CCDENTAL’ uses three criteriaz EMP_PYG_CODE = SAL,
EMP_STATUS = A and EMP_COMP_CODE = CC, or, Employee Pay Group = SAL (Salaried) AND
Employee Status = A (Active), AND Employee Company Code = CC (CMiC Construction). If an ‘OR’
condition is needed, this can be specified in the Static VValues block. For example, if the intent of the rule is to
include hourly paid employees and salaried employees, but not, for instance, contractors, move from the
EMP_PYG_CODE line (Page Down/Next Block) to the Static VValues Block and enter/select from the LOV the
value ‘HOUR’. The rule part which includes this criterion can be phrased as ‘Employees who belong to the
Salaried OR Hourly Pay Groups’. Rules can contain as many conditions and values of conditions as required.

Rules are applied to benefits and deductions to determine employees’ eligibility. The application of Rules, and
the role of the [Process] button and ‘Apply Rule’ checkboxes will be explained in the ‘Benefit and Deduction
Setup’ section.

The [Show Audit] button gives a history of the rule and changes applied to it, including the User and Machine
values for Insert and Edit Rule events.

Coverage Area Administration
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Pgm: HRZIPADM - Coverage Areas

This program allows the setup of coverage areas for Benefit and/or Deduction Plans by Zip Code and/or
specific Vendors. The data can be manually entered or imported from an ASCII file. The Coverage Area is an
optional criterion for employee eligibility, usually specified by the plan vendor. The Zip Codes are contained in
the Employee Table, defined on the Employee Profile.
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Account Maintenance

Action Edit Block Field Record Query Utility Help Window
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Pgm: HRACTADM - Accounts Administration

General Ledger accounts are needed to track the financial data related to Benefit and Deduction Plans. The
Benefit or Deduction must have been created prior to specifying account information (see Benefit and
Deduction Setup). This program must be used to enter account information before using the Employee
Eligibility program. Note that the department values are optional and will default from the employee profile if
left blank.
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Benefit and Deduction Setup

Action Edit Elock Field Eecord Query Wility Help Window

PURLY DA R E LB + T o

r 4+ a4V 27003 &KE

’@Human Resources - TESTW10_ %  Benefit And Deduction Setup -8 ﬂ
Master
Type Deduction Code  “Yendor “Yendor Mame Deduction Long Code Description
“Ipeduction ~][z210 |lzz-BcES |[Biue cross Blue Shield |[zz10-HMO |Emplavee Group HMO |
[Beret  =|[ZZ15 |[zz-coRre | ctigroup |[zz15 |[roup Term Lite |
~Beneit  ~][zz15 |lzz-BCBS |[Bue cross Blue skieg |zz-16 61U |Impnted Graup Term Lite |
Copy Master Setup |
Detail
Setup l Avance l AP Setup ] Health Care ]
Plan Code Plan Cption Effective Date  Deduction Type Deduction Amourt  Remittance Amt.
|SINGLE |[7-FREE |[Btiorzons [jLume Sum I I 700.000|
[SINGLE |[T-zmonE |[o1012004 | [Lump Sum I | 1,000.000]
| | | | | | |
| | | | | | |
| | | | | | |
Rules Detail
Luto
Fule D Rule Description Eligiibility Takle Takle Dacription Coverage Area Ares Description Elect
= |PEFAULT  |[Detaut |[pEFauLT |[petaut I [ Eect
SWIC-EMPS [|SWC Select Emplovess AGE Ace Eligiblity Table CHICAGD [~ Elect
B [T Elect
Plan Option |T0bacco Free |
Flan Code |Single | Tax Elements Emplayer Rules Accounts | Coverage Ares
Enter Benefit Or Deduction Code. This Code Will Be Used In Payroll
Record: 89100 =08C=
Pgm: HRBDADM - Benefit and Deduction Setup screen; standard Treeview path: HR > Benefit Administration >
Benefit/Deduction Administration > Benefit/Deduction.
Benefits and Deductions are created using this screen, as described by the follows subsections.
Master — Block
Master
Topne Deduction Code  Wendar YWendor Name Decuction Long Code Description
“peduction  =|[zz10 |[zz-BCES |[Biue cross Blue Sield |[zz10-Hmo |Emploves Group HMO |
[Berett  -|[ZZ15 |[zz-care ||citigraug |[zz15 |[Group Term Lite |
~gerert  ~][zz18 |zz-EcES |Bue cross Blue shis |[zz-16 GTU |Impted Groug Term Lite |
Copy laster Setup |

Sample of Master block on screen.

In the Master block, choose Benefit or Deduction for the Type. Enter a code for the Benefit or Deduction.
Select a Vendor from the LOV. The Vendor must have been defined, usually through Accounts Payable. Type
in the Deduction Long Code (same field in Payroll as Short Description). Enter a Description for the Benefit or
Deduction. Page Down/Next Block navigation causes the system to create the Master record, which is displayed
for editing. Alter any parameters suitable for the Benefit or Deduction.
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[Master Setup] — Button (Benefit/Deduction Master Setup)

¥ Hurman Resources - TESTWIO X BenefitDeduction Master Setup
Code [ZZ10
Laong Descrigtion [Employes Graup HMO |
Shart Descrigtion [Group HMO |

Type |Lump Sum ¥
Calculation Sequence 20013
Print Order

[ Jak Allocation

[ Waork Location Allocation

[+ Dependert Enrollment Sllcwed

[ Create “oucher For Accounts Payakle

Deduction Cpen Enrollment l

™ wiew on Self Service
[ Allowe Open Enrollment
[ Passive Enrolimert

[ &llowy Employes To Override Eligible Amourt In Open Enrallment

Attachments | Close |

Click the [Master Setup] button to launch the Benefit/Deduction Master Setup popup, shown above.
Job Allocation — Checkbox

If checked, Deduction is job allocated.
Work Location Allocation — Checkbox

If checked, Work Location Allocation is required for the Deduction (for GL Line only).
Dependent Enrollment Allowed — Checkbox

If checked, Benefit is available to qualified dependents.
Create Voucher for Accounts Payable — Checkbox

If checked, the Payroll module will generate an AP Voucher for this Benefit/Deduction.
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Health Care Insurance — Checkbox
If checked, the Benefit/Deduction is for Health Care.

For United States clients, it will be used by the Affordable Care Act Reporting functionality, and the
Health Care tab will be visible in the Detail section of the Benefit and Deduction Setup screen (shown
below) for users to assign ACA Code Series 1 codes to the Heath Care Benefit.

Deduction — Tab
Mandatory: If checked, the Deduction is mandatory.
Employer Contribution: If checked, the Deduction is associated with the employer contribution.

Automatic Carry Forward: If checked, the Deduction is automatically carried forward to the next
period.

Include on Invoices: This checkbox is only applicable when the Auto Carry Forward checkbox is
checked. Check this box to invoice the employee for any outstanding carry forward amounts paid on
behalf of the employee from the calculation of this deduction. This is used by the Employee Receivables
function of HR.

Exclude Without Wages: If checked, the system excludes the employer paid deduction when no basic
wages exist.

Priority: Priority for the Deduction.
Open Enrollment — Tab
This tab has four checkboxes that are relevant to the Employee Self Service module.

If the View on Self Service checkbox is checked, this benefit or deduction will be displayed in Employee
Self Service programs, except in Open Enrollment. It will be displayed in Open Enrollment if the Allow
Open Enrollment checkbox is checked.

The Passive Enrollment checkbox determines if the benefit/deduction is passive or non-passive in
Employee Self Service. This record can later be modified via this popup.

When the Allow Employee to Override Eligible Amount in Open Enrollment checkbox is checked,
employees can override the benefit/deduction amount.

@Human Resources - DEVWY10X  Benefit And Deduction Setup -0l x|
Master
Type Benefit Code “endor “Yendar Name Eenefit Long Code Description
= lBeneft - |[BMD2 0001 The &tlas Carparation The A4 BHO2 |[Een=tite 2
4|Beneﬁt ﬂ Er03 000 The Atlas Corporation The At {DED ”Benef'rt#S
- [Benert  +|[Bro3 |[zz-acmE |[zz-8cme Suppty | |[Benetites |
Copy Master Setup |
Detail
Setup ] Advance ] AR Setup | Health Care |
Afforcable Care Act (ACA)
Plan Code Flan Option Health Care Coverage Type
[pEFaLLT |[oEFaLLT [[re [ timimum e==ertial with minimum walue far employee. [

64 -

Eligibility Administration User Reference Human Resources v10x




Detail — Block

etail
Setup I Advance ] AP Setup ] Heafth Care l
Plan Code Plan Option Effective Date  Deduction Type Deduction &mourt  Remittance Amt.
[SINGLE ||T-FrREE [[o1o12004  |lLump Sum I [ 700.000]
[SINGLE |[T-sMoKE |loto1z004  ||Lump Sum I [ 1,000.000|

Sample of Detail block on screen.

Setup — Tab

On the Setup tab, specify the Plan and Plan Option(s) previously defined, and enter the Effective Date and
associated costs.

Advance — Tab

The Advance tab has fields for specifying Remittance Frequency, Processing Frequency, Base Element Code,
Valid Days and End Date.

AP Setup — Tab

On the AP Setup tab, enter a Vendor Comment, which will appear as the Description field on an automatically
created AP VVoucher. There is a checkbox to enable this option, or it could have been enabled via the Master
record.
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Health Care — Tab

Y Hurnan Resources - TESTV0_ X Benefit And Deduction Setup =10l =|
Master
Type Deduction Code  Yendor “Yendor Mame Deduction Long Code Description
~peduction ~|[Zz10 |zz-BCBS |[Bue cross Biue Shield |[zz10-HMo | Emplovee Group HMO |
[Beneft = |[ZZ15 |lzz-cere |Icitigroup llzz15 |[roup Term Lite |
J|Benem ~lzzs |lzz-BCBS |[Biue cross Blue shield  |[zZ-15 6T |[mputed Group Term Lite |
Copy Master Setup |
Detail
Setup l Advance l AP Setup
Affordable Care Act (ACA) Emplayer provides
Plan Code Plan Ciption Health Care Coverage Type Self-Inzured Heatth Coverage
- |SINGLE ||T-FREE ||1 B ||Minimum eszential with minimum value for employee, | v
|SINGLE ||T-SMOKE ” 1 ||Minimum eszential with minimum value for employee. | v
| | !! ‘,{ =
Affardable Care Act (ACA) Health Care Coverage Types ﬂ
Rules Detail Find|1 %, =
Rule D Ruls | covera.. |Description
- @ Affordable minimurm essential minimurm value for employee, s
SWIC-EMPS @ 18 minimum essential with minimum value far employee.
© |: 1C minimum essential with minimum value for employee and dependents.
Plan Option (Tobacco F {10 Winimum essential with minimurm value for employee and spouse.
Plan Code @ 1E minimum essential with minimum value for employee, spouse and dependents.
1F minimum essential MOT minimum value for employee andfor spouse and/or dependents.
TH Health care thatis MOT minimum essential coverage.
1J minimum essential with minimum value for employee and spouse {conditionally).
Tk Winimum essential with minimurm value for employee, spouse {conditionally) and dependents.

This tab, framed above, is visible if the Benefit/Deduction has the Health Care Insurance checkbox checked
on the Benefit/Deduction Master screen or popup. The popup is launched by clicking the [Master Setup]
button.

Affordable Care Act (ACA) Health Care Coverage Type
The Code Series 1 code (e.g., 1A, 1B...) for the Affordable Care Act (ACA) health care coverage type.
Employer Provides Self-Insured Health Coverage — Checkbox

If checked, the employer provides self-insured health coverage.

Rules Detail — Block

Page Down/Next Block navigate to the Rules Detail block to provide a Rule 1D and Eligibility Table for each
Plan/Option combination. Multiple Rule IDs, Eligibility Tables and Coverage Areas for each Plan/Option may
be specified. Coverage Area is optional.

Tax Elements (taxability of the Benefit/Deduction) can be assigned from the [Tax Elements] button. For
deductions which have ‘Employer Contribution’ checked on the Master record, the details of this contribution
can be entered on the popup form accessed by the [Employer Rules] button.

Employer contributions can be defined to be ‘Flat’ type or ‘Factor’ type. Flat type contributions are a specific
dollar amount. Factor type contributions represent the portion of the employee contribution to be paid by the
employer.
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Example:

The Remittance Amount of the CDEN is $50.00. If the Employer Contribution Type is set to Factor, and
the Employer Amount is entered as 0.5, this means that half of the employees’ contribution will be paid by
the employer. If the Remittance Frequency is Monthly, and the Process Frequency is set to Pay Run, and
an employee who has this deduction elected is on a Bi-Weekly pay run, then the employer’s contribution
is calculated as ( $50 [per month] * 12 [months] / 26 [pay periods] ) * 0.5 [factor] = $11.54 per period.

Each rule can be optionally checked as ‘Auto Elect’” — this means that new hires that meet the rule requirements
will automatically be assigned the benefit or deduction.

When setting up the rule, you can have the system automatically apply the benefit or deduction to employees
who are eligible by using the [Elect] button. For manual election by employee, use Eligibility Administration.

In order to apply the specific rule that was previously created for specific company, user goes back to Rules
Administration screen, check the checkbox Apply Rule and click on [Process] button.

Action Edit Block Field Record GQuery Utility Help Window

HEEPOR LY DEEEFAXEBLHSY T > L ap T 703K E

Y Human Resources - TESTYI0_¥  Rules Administration = Ol x|
Rules
Appby User Extensions ﬂ
Rule 0 De=cription Status Fule
[cocamEERLY |[ecc weekty empioyes |[Rule Last Processed Date 13-GEP-2013 |V § - User Extensiont
| I I [ User Extension2
| ” || | - Usger Extensions
MessagelProcessing Cotpleted .. | Showy Aucit Process | User Extensziond
Criteria Uszer Extenszions
Uzer Extenzions
ErdP_PRM_CODE | [Employee Pay Run = ﬂ OO - User ExtensionT
| ﬂ Mare Extenzions ...
—] — :
= +
— E— | i
| ” ” ﬂ| | Related Scoreen 2
Static Values Felated Screen 3
Code Description Related Screen 4
| ” | Felated Screen 5
| ” | Related Screen 6
| ” | Felated Screen 7
| ” | hore Related
Enter List Code
Record: 11 =05C=
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Eligibility Administration

Action Edit Block Field Eecord Query Utility Help Window

DEEPUR Y RAAEAAF I IELSGIY+ T «» LapV 720K E
'@Human Resources - TEETVIO X Eligihility Administration o ] B
Employee
Employee [(CCC-AMK-HR2 ||Richard Sherman |
Eligible Plani{s}
Pary Remittance Eligikle Employees
Code  Wendor Comp. Pay Run GRP.  Type Eligibilty Date  Plan Code Plan Option Frequency Amournt Amount
- |mED |[aETRA lcce Jjccew R |BN |ps-nzamia |[Famiy |[r-FrEE | Bi-wieekty || [ 12000~
L] | | |l | | | | | I~
L | | | | | I~
Ll | | | | | I~
L] | | ] r
g (I Il | ] -
Description [Medical Benefits | Type [Lump Sum Show Elgile History | Elect |
Elected Planis)
Eligible
Code Wendar Description Plan Code Plan Cption Effective Date Amount Amount
| | | I | | | | |
I | | I | | | | |
-l | | I | | | | |
Type | | Entoll Dependents o | ﬂ
Recard: 171 =08C=

Pgm: HRELGADM - Eligibility Administration

The Eligible Plan(s) section of the screen shows which benefits or deductions the employee is eligible for but
has not elected. The system will allow you to check multiple items. Pressing the [Elect] button will apply the
selected benefit(s)/deduction(s) to the employee.

The Elected Plan(s) section of the screen shows all employee elected items. If an item is no longer valid
according to the rules, the record will be shown in red. This can happen for several reasons: an employee may
have moved out of the coverage area, or the Plan may have ended and been replaced by another Plan with
different coverage (a different Plan Option) or the company may have changed vendors for the Plan.

Once any employee has elected a benefit or deduction plan, the terms of the plan cannot be changed. Instead,
the existing Plan/Plan Option must be ended by entering an end date in the Details block of the Benefit and
Deduction Setup program. A new Plan/Plan Option can be entered in the same Details block which can start the
following day to the Plan which has been ended.

If the employee specified in the Employee block has dependents, they may be enrolled into a Deduction,
provided that the appropriate option has been checked for that Deduction in the Master setup. The employee
must have had dependents set up previously in the Employee Relatives program (Personnel > Employee
Relatives).

Plan Administration is also available. Specifying a benefit or deduction with the appropriate Plan and Plan
Option will show eligible employees in a similar manner as seen above.
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Action Edit Block Field Becord Query Utility Help Window

DEEPUR-CYAAXETLEBSI+ T «» Lap ¥V 20a&KEE
i Hurman Resources - TESTYIO_ X Eligibility Adrinistration =13
Employee
Employes [CCC-WH-HR2 |[Richard Sherman
Eligible Plan(s})
Pay Remitance Eligitale: Employee
Code  “endar Comp. Pay Run GRP. Type Eligibilty Date Plan Code Plan Optian Freguency AmaLrt AmoLrt
- |mED|[aETRA cec |[ccow |pr - JBn josozamz |[Famiy |[r-Free |Eidveekty || [ 12000
-
[ ] r
[ ] r
Ll [ | ] r
L 1 | ] | | | | | I
Description Mecical Benefits | Type [Lump Sum | St Eligible Hismry| Elect |
Elected Pllnl:s)
Eligitgle:
Codde “endor Description Plan Code Plan Option Effective Date Armount Aot
- |mED  |[aETRA | Medical Beretits | [FamLy |[r-FreE |los-ozzms || I 120.00|

[
[
[
[
[

Type | Enroll Dependents |

2l

Recard: 171 =05C=

Pgm: HRELGADM - Eligibility Administration

Here, the MED benefit has been selected; the same employee seen in the Eligibility Administration program is
shown here, with the deduction eligible and elected. Dependent enrollment is available here as it was in

Eligibility Administration.
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Plan Administration

Action Edit Block Field RBecord GQuery LHility Help ‘Window

FEEPOUR LS AHEAEF2L2ERHGY+T o LAV 7203 RE

@Human Resources - TESTVW10_¥  Eligibility Administration -0 x|
Employee
Employee [CCCWH-HRZ ||Richard Sherman
Eligible Plan{s}
Pary Remittance Eligihle  Employee
Code  Wendor Comp. Pay Run GRP. Type Eligikility Date Plan Code Plan Qption Frequency Amourit Amourit
- |[MED " [2ETHA [ccc Jccow |HR |Bn Jjps-oz2m3 |[Famuy |T-FREE | Bidnizenty || [ 12000
| | | | | | I~

C I I I I I =
[ =
]

-
2 L] | | | | | I~
Description [Medlical Benefits | Type [Lump Sum | Show Eligible History | Elect |
Elected Plan(s)
Eligible
Code Yendor Description Flan Code Flan Cption Eftective Date Arhiourt Aot
- ||WED AETHA Medical Benefits FARILY T-FREE 0:3-02-2013 120000 [
| | | I | | | | [
| | | I | | | | [
-l | | I | | | | [
Typel | Enroll Dependents | | ﬂ

Recard: 171 =0SC=
Pgm: HRPLNADM - Plan Administration

Plan Administration is also available. Specifying a benefit or deduction with the appropriate Plan and Plan
Option will show eligible employees in a similar manner as in eligibility administration screen above.
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Applicants

Applicant Information

Action Edit Block Field Eecord Query Mility Help Wwindow
DREBPUR-Y AR ELEZESGE+ T L apV 20 RKRE

’@Human Resources - TESTVW10_X  Applicant Infarmation -0 ﬁ

Applicant

User Extensions +
Company [oce |lomic: Test construction co | applcation Date [13-09-2013 O
Number [cC012 SN [324-57-4112 EmloyedAs| ] [

Last Mame h’\farter |First |Dana | Status User Extensions
. Application A o
Miclclle Mame | | —— | pplication Pending ﬂ| || | Lser Extensiond
Skillz | Educ:ation | Positions | Membetzhigp | References | Em. Histaory | LicernzeiZett. | User Extenzions
Uzer Extensziong
Address l Contact l Personal ] Miscelaneaus l Interviewn: ] User Extension?
hdare Extensions ...
Mailing Address Phyzical Address

[123 shady Lane | [ |

Related Screens +

Chicago Related Screen 1

Tip Code (0617 Tpcode ] Relsted Soreen 2

Related Screen 3

- - REEIFENEE Relsted Screen 4
Country |US ||Unrted States of America | Latituce

— Felated Screen &
State |IL ||III|n0|s | Longitucde l:l

Courty SO0, (|Cook Courty Related Screen G
City [CHI Chicago

Related Screen 7

flare Related ...

Enterwalue For Apl Ph Address?
Record: 11 =05C=

Pgm: HRAPLCNT - Applicant Information - Address Tab

Use this screen to enter information about job applicants.

Applicant — Block

Company
The company to which the person is applying.
Application Date

Required. The date when the application was either submitted or processed.
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Number

Depending on a setting of user DA’s Default Company screen in CMiC Payroll, the applicant number
may be enterable, in which case it is required, or automatically generated when you commit a new record.
If you enter your own applicant numbers they must be different from existing employees, as well as,
applicant numbers.

SSN

If the SSN matches that of an existing employee that employee’s information will be copied to the new
applicant record. It is not possible to change an applicant’s status to Hired until a SSN has been specified.
If the SSN matches an earlier application, that information such as Name/Address will be copied into the
new record if requested. (Multiple Applicant Records may exist with the same SSN)

Name
The first and last names are required. The middle name is optional.
Application Status

Possible values of this unlabeled status LOV are Application Pending (the default), Hired, and Rejected.
When you change this to Hired the applicant information, including detail tables, is automatically copied
to the Employee Profile and Employee History.

Status
The Status acts as a modifier to Application Status. The values in this optional LOV are user-defined in
Setup > Codes > Status Codes using the Screen Title *Applicant’.

Address — Tab

This tab contains the address of the applicant. None of this information is system required until an applicant is
hired, so information should be entered according to company policy. The Country, State, County, and City
fields are references to tables in CMiC Payroll and have LOVs to assist in the selection of a valid value. There
is no validation of the other fields.
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Contact —Tab

Action Edit Block Field Record Query Wility Help YWindow
BREEHPOREYDREFIABRSY 2 apV 2 HBRE

@Human Resources - TEETV10_X  Applicant Information i m ﬂ

Applicant

User Extensions +
Company [cCC ||emtic: Test construstion co | mpplication Date [13-08-2013 eer Exteresiont
humber [oC01 2 S [324-57-4112 Emloyedas| | oot Etoneions

Last Mame Miater .|Fir.st Dana | Status User Extension?
il Mame | |Appl§t§1|32 |Applicaﬁ0n Fending ﬂl ” | U=er Extensiond
Skill= | Education | Positions | Memberzhip | References | Emp. Histaory | Licenserlert. | Uzer Extensions

U=er Extensiont

Address Contact l Perzonal l Miscellaneoua] Irterview l User Extension?

dare Extensions ..

Home Phone Mumkber |31 25551112
Work Phone Mumber |
Cell Phone Mumber |??3 2aa1212

Related Screens  +

Related Screen 1

Related Screen 2

Pager |
Hamie Fax | Related Screen 3
Wark Fax | Felated Screen 4
Email Address |Walter .dana@hutmail.cc-m| | Related Screen 5
Related Screen &
Related Screen 7
dare Related ...
Email Address Of The Applicant
Record: 111 =08C=

Pgm: HRAPLNT — Applicant Information - Contact Tab

Enter telephone, fax, and pager numbers, as well as an email address on this tab. All fields are system optional,
so entry of data would be according to company policy on applicants.
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Personal — Tab

sction Edit Block Field Record Guery Utility Help Window
I PURLIYS DA FILEBRHY+1T » FawVW 7203RE

¥ Human Resources - TESTY10_X  Applicant Infarmation -0 x|

Applicant

User Extensions +
Company |CCC |lemic Test construction co | mpplicstion Dete [13-09-2013 e Extonaiont
Murmber [cc012 s [324-87-4112 Empioyedas| | oot B

Last Mame [alter |First |Dana | Status Lser Extension
) Application _— "
ticlclle: hame | . | pplication Pending ﬂ| || | Lzer Extensiond
Skillz | Eclucation | Positions | Membership | References | Ettipr. History | LicensefCert. | Uzet Extensions
Uzer Extension
Aduress ] Contact Perzonal l Mizcelaneous ] Irterview l User Extension?
More Extenszions ..
Gender |Female ﬂ Ethnic Group |L|nknown ﬂ
Military Status [Ny | mitary Separation Date | | Related Sereens  +

Warital Status Married - Crominant Hand |Unknosn h Related Screen 1
Residert Status |Citizen - Felated Screen 2

Date Of Birth |12-03-1975 Related Screen 3
i Related Screen 4
Place of Birth | |
Related Screen S
Dizability [NOME |[Mo Disabiity |
Felated Screen &
r Distance l:l Related Screen T
More Relsted ..
Checked: The Employee s Willingfable Ta Travel
Record: 111 =08C=

Pgm: HRAPRCNT - Applicant Information - Personal Tab

This tab is used to enter personal information about the applicant.
Sex

Required.
Ethnic Group

Optional. Possible values are White, Black, Hispanic, Asian/Pacific Islander, American Indian/Alaskan
Native

Military Status

Required. Possible values are Not Veteran (the default), Veteran, Disabled Veteran, and Vietham
Veteran, Inactive Reserve or Ready (Drilling) Reserve

Marital Status

Required. Possible values are Single, Married, Separated, Divorced, Common Law.
Resident Status

Required. Possible values are Citizen (the default), Immigrant, Refugee, Work Permit.
Dominant Hand

Required. Possible values are N/A (the default), Right Handed, Left Handed, and Ambidextrous.
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Date of Birth and Place of Birth
Optional.
Disability

Optional. Select this from the LOV based on the Disability Code table defined in the Setup > Codes
menu.

Able to Travel
Check this if the applicant is able and willing to travel.
Distance

Optional. If the above box is checked enter the maximum distance the applicant is willing to travel.

Miscellaneous — Tab

Action Edit Block Field Record Guery Utility Help Window

PORCVY2EHE22ERHGE+ T AV 70983RE

@Human Fesources - TESTY0_X  Applicant Infarmation -0 ﬂ
Applicant
User Extensions +
Campany [CCC [=micc Test construction Ca | Application Dete [13-00-2013 e Exteneiont
Number [c012 S0 [324-57-4112 Employedas| | oot Etemsions
Last Mame [(#after |First |Dana | Status Lser Extension
. Application _— "
Micllle Mame | " | & pplication Pending ﬂ| || | Lzer Extensiond
Skills | Eclucation | Positions | Member shig | References | Emp. Histary | LicenseiCett, | Uzetr Extenzions
Uszer Extenziond
Address ] Contact ] Perzonal Mizcellaneous l Interviesn ] User Exdension?
hare Extensions ..
Source Of

|CST ||Chiu:agc- =un Times | Type |Salaried -

Applicant
Related Screens +

Related Screen 1

e English ety | | Fee | | Fes | Related Screen 2
Language Days Type
Expected 0,000 Expected o0l e | J Related Screen 3
Hourly Rate : Salary |—| er JHour ¥ Related Screen 4
Avai,[;:ﬁz [ ] Apf!g::g: oo |lccct address | Relsted Screen 5
Related Screen B
Poszition
47173 P Il Clerk
Applied For | | ” ayrol Ler | Related Screen ¥
More Relsted ..

|dentify The The Offered Position
Record: 11 ... |List ofWalu... =08C=

Pgm: HRAPRCNT - Applicant Information - Miscellaneous Tab

This tab is used to enter additional information about the applicant and application.
Source of Applicant

Optional. A reference to the Referral Sources table defined in the Setup > Local Tables menu.
Type

Optional. Choices are Salaried (the default), Hourly, Commission, Piecework, Student, and Co-op.
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Previously Employed as

If this applicant is a former employee, use this field to insert a reference to the applicant’s former
employee number. This will happen automatically if the SSN causes the existing employee information to
be copied to this applicant.

Referring Employee

Optional. These fields are visible only if the Source of Applicant has a value that specifies that the source
is an employee referral. Setting the Employee Referral checkbox on the Referral Sources maintenance
screen accomplishes this.

Preferred Language
Optional.

Expected Hourly Rate
Optional.

Expected Salary
Optional.

Per

Optional. For use with expected salary, this specifies that the salary is to be interpreted as per Year,
Month, Week, or Day.

Date Available

Optional.
Application Location

Optional. A reference to the site address table maintained in Setup > Global Tables > Address.
Position Applied For

Optional. A reference to one of the positions defined on the Setup > Local Tables > Position/Occupation
Info. > Positions screen.
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Interview — Tab

Action Edit Block Field Record Query Utility Help Window

PUORLY P+ 2SB89+ 1T L apVW 2003388

'@Human Resources - TESTV10_X  Applicant Information -0 ﬂ
Applicant
User Extensions +
Campany [CCC |f=mic Test construction co | appication Date [13-09-2013 e Extonsion
Number [cC012 S [324-57-4112 Employed s ] oo Bt
Last Mame bNaIter Appﬁ!l;:?ﬂbana | Status Lzer Extensions
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Pgm: HRAPRCNT - Applicant Information - Interview Tab

This tab is used to enter information about the applicant’s job interview. Note that the system currently
supports only a single interview, but additional interviews can be managed as references. All fields are optional
and their meaning is obvious.

Detail Buttons

In addition to the tabs there are a set of buttons used to enter additional detailed information (i.e. where several
values may be associated with each applicant.) Some of these buttons invoke popup windows and other call up
complete screens that are also available on the Personnel menu. The buttons that call up screens are Education
and Membership. Refer to the Personnel section for a description of these screens. The popup windows are
described below.

Skills Popup

Enter the applicant’s skills by selecting them from an LOV based on the values defined on the Setup > Local
Tables > Skills > Skills (or Required Skills) screen.

Experience and Rank both default to zero. The value of experience is the number of months of experience
using this skill. The rank is used to indicate either the applicant’s relative expertise in each of the specified
skills or his or her preferences to use the skills.
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Positions Popup

Enter the positions that the applicant would like to occupy by selecting them from an LOV based on the values
defined on the Setup > Local Tables > Position/Occupation Info. > Positions screen.

Experience and Rank both default to zero. The value of experience is the number of years of experience in this
or a similar position. The rank is used to indicate the applicant’s preferences to fill the positions.

References Popup

This popup is used to record the contact information for references and to later enter the results of contacting
the references.

Employment History Popup

This popup is used to record the applicant’s previous employment history.

Applicant Documents
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Record: 111 =05C=

Pgm: HREMPDOC - Applicant Documents

This is the same program that can be accessed from Personnel > Documents. The Code field is from values
defined in Setup > Local Tables > Documents > Documents. Document Number is a free-form field. The
Organization field is from values defined in Setup > Local Tables > Organizations.
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Training and Certifications

Training Courses and Modules

This screen is used to define the courses and, if relevant, the modules within the courses that are to be tracked.

Training courses can be delivered as a unit or they can be broken up into modules. This screen allows you to
define either type of course. The course is defined in the first block and its component modules in the second
(detail) block. Modules cannot exist independently of the course to which they belong.

Training Course and Module — Block
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Pgm: HRTRAING - Training Courses and Modules

Code

Required. The course code.

Name

Required. A descriptive name for the course.

User Reference Human Resources v10x

Training and Certifications - 79




Short Name
Required. An abbreviated name for use where there is no room for the normal name.
Description

Optional. A more detailed description of the course, including the possibility of entering the entire
syllabus.

Desc Updated

Display only. This shows when the description of the course was last updated.
Prerequisite

Optional. Specifies a course that must be completed prior to taking this one.
Duration

Optional. The length of the course and units for the length.
Cost

Optional. The cost of (usually an external) course.
Credit Hours

Optional. The number of hours to be credited to employees completing this course.
Frequency

Optional. A reference to the Frequency codes set up using the Setup > Codes > Frequency screen. This
specifies how frequently this course needs to be repeated.

Internal

Check this if this is an internal course (i.e. given by your own staff) and leave it unchecked if employees
are sent to an outside trainer.

Sticker

Check this if a helmet sticker is issued following successful completion of this course.

Course and Module Detail — Block

Enter details of all modules for the course displayed in the first block. Although only two modules at a time are
displayed, any number of modules can be entered.

The fields in this block have the same meaning as the similarly named fields in the Training Course Block.
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Training by Course

Company Code

Action Edit Block Field Record Query Mility Help Window
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Pgm: HREMPITR- Training By Course
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This screen is used to enter all the students for a specific course or module and to enter the results for these

students.

Company Code — Block

Enter the company used to filter the employees.

Course Code — Block

This block will filter the information to the entered/selected Course and Module.

Employee/Applicant — Block

This field allows display and entry of Applicants and Employees attending or previously attending the specified

Course and Module.
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Training by Employee
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Pgm: HREMINTR- Training By Employee

This program is used to enter, update and review for a specific employee or applicant, all of the courses that he
or she has taken or is scheduled to take.

Company Code — Block

Enter the company used to filter the employees.

Employee — Block

You can either execute a query to scroll through several employees or you can use an LOV to select a single
employee or applicant. However, you can enter query information only in the employee number field.

Course Detail — Block

The following table shows all of the columns that can be entered, not just those visible without scrolling
sideways.

Course

A course code. While the cursor is in this column, the name of the current course is displayed at the
bottom of the screen.

82 - Training and Certifications User Reference Human Resources v10x



Module

Optional — even if the course definition includes modules. A module code. While the cursor is in this
column, the name of the current module is displayed at the bottom of the screen.

Start Date
The date the course or module started or is scheduled to start.
Date Complete
Optionally enter the date the course or module was completed if it was completed.
Grade
Optionally enter a letter or number grade.
Status

Optionally enter/select a user-defined code from the table maintained by the Setup > Codes > Status
Codes screen. While the cursor is in this column, the description of the current status is displayed at the
bottom of the screen.

Duration

Optional. In the first column enter a number. In the second select the units for that number (e.g. 2 days, 3
hours, 1 week.) The units default to days.

Org. Req.

Optionally enter or select from the LOV the code of an organization that requires this training to be
performed. While the cursor is in this column, the name of the current organization is displayed at the
bottom of the screen.

Goal

Optionally enter or select from the LOV the code of a position that this training will help qualify the
student for. While the cursor is in this column, the name of the position that is the current goal is displayed
at the bottom of the screen.

Written Rating

Optionally provide the rating on written work done in the course. A user-defined code from the table
maintained by the Setup > Codes > Rating Codes program. While the cursor is in this column, the
description of the current rating is displayed at the bottom of the screen.

Perf. Rating

Optionally provide the rating on the student’s practical performance in the course. A user-defined code
from the table maintained by the Setup > Codes > Rating Codes screen. While the cursor is in this column,
the description of the current rating is displayed at the bottom of the screen.

Cost

Optionally specify the cost of the course or module for this employee.
Retrain on

Optionally enter the date when the course or module must be repeated.
Memo

A free text field to enter any other information.
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Maintain and Schedule Classes
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Record: 11 =08C=
Pgm: HRCLASS — Maintain and Schedule Classes

This screen is used to schedule classes and employee/applicants that will be attending.

Enter or query training class information in this program. Enter a class Code (free-form), Description, Short
Description, Course (Training and Certifications > Training Courses and Modules), Trainer (optional), Start
Date, Completion Date, and Status (Setup > Codes > Status Codes, type=Training) and any of the other optional
fields.
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Types of Certification or Licenses
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Pgm: HRCERT - Types of Certifications and Licenses

This screen is used to define the various licenses and certifications that employees or applicants may acquire.

This screen serves two purposes. The first block is used to define the types of licenses or certifications
available. The use of this block is required if any licenses or certifications are to be recorded for employees or
applicants. The second block is used to specify why the certification or license is required. This information is
optional.

Certification or Licenses — Block

Enter the following information:
Code

Code used to identify this license or certification.
Name

Name of the license or certification.
Short Name

Short name used where space is prohibitive.
Cost

Annual renewal cost. Value defaults to zero.
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License
Check this if this is a license and leave unchecked for a certification.
Issue Sticker

Check this if a sticker should be issued to holders of this certification or license.

Employee Certification / Licenses
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Pgm: HREMCERT - Types of Certifications and Licenses by Applicant/Employee

This screen is used to record what licenses and certifications an employee or applicant has.

Company — Block

Specify the company used to filter the employees. Also use the radio buttons to specify whether you want to

enter licenses and certifications for employees or applicants.

Employee — Block

Enter a query to select one or more employees or applicants, use the LOV to select a single employee or
applicant. By using a query you can browse through the licenses and certifications of all employees or

applicants that matched the query.
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Certification or License — Block

Enter the following information for each certification or license.
Certification / License

Required. The certification or license code.
Effective

Required. The date that the certification of license became effective or was issued.
License Class

Optional. This can only be entered for licenses and is a free format alphanumeric code.
License Number

Optional. This can only be entered for licenses and is a free format alphanumeric code.
State

Optional. This can only be entered for licenses and is a reference to the Payroll State table. There is an
LOV that can be used to enter valid codes.

Requalify / Renew on

Optional. The date when the license or certification must be renewed either by paying the renewal fee or
taking a test or both.

Supervising Employee

Optional. The employee number of a staff member who supervised a test taken to qualify for a
certification.
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Skills Achieved by Certifications
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Pgm: HRCERSKL - Skills by Certifications

This form is used to specify by Certification the skills that employees or applicants would have by achieving the

specified Certification.
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Courses Required by Positions

Action Edit Block Field Record Guery Ulility Help Window
DEEPOR Y AEAEIEBRSS + T 4

Y Human Resources - TESTYI0_X  Courses Reguired for Positions

Positions

» LAV 2083 RE
m=1ES

User Extensions +

Position [PRMG ||Pr0jel:1 Manager

Uzer Extensiont

Poszition Requirements

Uszer Extensionz
Uzer Extenszions

Uzer Extenziond

Course hadule

Uszer Extenzions

Uzer Extensziong

~|[prar |Project Manager Training [[PraniTRO | Introcuction to Pht

Uzer Extensiony

Waore Extensions ...

Related Screens +

Related Screen 1

Related Screen 2

Related Screen 3

Related Screen 4

Related Screen 5

Felated Screen &
Felated Screen 7
Wore Related ..

Record: 171 ... |List of¥alu... 20SC=
Pgm: HRCRSPOS - Courses Required for Positions

This form is used to specify Courses and Modules that employees and applicants are required to possess for the

position specified in the header block.
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Medical

Medical Results by Employee or Applicant

This screen is used to enter a set of medical results for a single employee. It would typically be used when the
results of a comprehensive checkup are received. Before you can use this screen you must have set up the
codes describing medical tests and checkups using the Medical Test Descriptions and Medical Checkup Types
options at the end of the Medical menu.
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Pgm: HREMPMED - Medical Results by Employee or Applicant

Company Code — Block

Specify the company used to filter the employees. Also use the radio buttons to specify whether you want to
enter medical results for employees or applicants.

Employee Medical Detail — Block

Use the LOV to select an employee or applicant. You cannot use a query here.
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General Info — Tab

On this tab enter the following general information about the checkup.
Examination Date

Required. Enter the date of the examination.
Medical Type

Required. There is an LOV to assist you in selecting a valid type code (defined in Medical > Medical
Checkup Types).

Incident

Optional. If this checkup was the result of a safety incident, enter a reference to the incident that prompted
the checkup. There is an LOV to assist you. Incidents are defined in the Safety > Enter Incidents screen.

Examination Performed by

Optional. Enter a reference to the organization (e.g. hospital, clinic, etc.) that performed the checkup.
There is an LOV to assist you.

Examination Required by

Optional. Enter a reference to the Organization that required this checkup (e.g. to qualify for a
certification or work at a specific job site.) There is an LOV to assist you.

Position for which the Medical is Required

Optional. If the medical was required in order for the employee to work in a specific position, enter a
reference to that position (defined in the Setup > Local Tables > Position / Occupation Info > Positions
program). There is an LOV available.

Status

Optional. A reference to a user-defined status code defined in the Setup > Codes > Status Codes program.
Reason Code

Optional. A reference to a user-defined text code defined in the Setup > Global Tables > Text Codes

program (the same Text Type as defined in the HR Control File). There is an LOV available.

Comments — Tab

This tab contains a single large multi-line text field suitable for entering a detailed free text description of the
findings of the checkup.

Details — Tab

This tab is where you enter the information about the individual tests that were performed as part of the
checkup.

Medical Test
Required. Select or enter one of the medical test codes.
Result

Required. Enter or use the LOV to select a qualitative rating code that was defined using the Setup >
Codes >Rating Codes program.
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Numeric Result
Optional. Enter a numeric result where applicable.
Follow up on
Optional. Enter a date when a follow-up examination is required or recommended.
Cost
Optional. Enter the cost of this test.
Comment

Optional. Enter a comment that is specific to this test.

Medical Results by Test

This screen is used to enter a set of results for a single test performed on several employees or applicants. It
would typically be used when the results of a test are received back from a laboratory (e.g. blood tests.) Before
you can use this screen you must have set up the codes describing medical tests and checkups using the Medical
Test Descriptions and Medical Checkup Types options at the end of the Medical menu.
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Pgm: HREMPMDT - Medical Results by Test
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Company Code - Block

Specify the company used to filter the employees. Also use the radio buttons to specify whether entering
medical results for employees or applicants.

Medical Results — Block

Type

Enter or select a Checkup Type from the LOV.
Test

Enter or select a Medical Test from the LOV.
Employee

Enter or select a valid employee or applicant number from the LOV. The name of this person will be
displayed at the bottom of the screen.

Examination Date
Required. Enter the date when the test was performed.
Result

Select or use the LOV to enter a qualitative rating code that was predefined using the Setup > Codes
>Rating Codes screen.

Numeric Result

Optionally enter a numeric result where applicable.
Follow up on

Enter an optional date when a follow-up examination is required or recommended.
Cost

Enter the cost of this test if applicable.
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Medical Query
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| ” ” ” ” ” ” |'_ Felated Screen 4
Related Screen 5
Felated Screen &

Employee [ Applicant Mame |Ric:hard Sherman (Employee) |

Test Descrigtion |E\,fe Exam | Related Screen 7
More Related ...
Checkup Coe [EYEEXM Description [Eye Exam |
Enter Comment
Record: 101 =03C=

Pgm: HRMEDQRY - Medical Query

Use this screen for flexible queries of the medical test information entered on the preceding two screens. This
screen “flattens” the data so that it can be searched by a combination of any of the columns in the table as well
as the checkup code at the bottom of the screen.

This screen can also be called from the Employee Query screen (Personnel > Employee Query). However,
when called that way it shows information only for the employee currently displayed on the Employee Query
screen. When called directly it may show the medical test history of all employees — even those that the user
cannot see on the Employee Query screen.

Follow-up dates are highlighted in red if they are in the past.
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Work Modifications

Action Edit Block Field Eecord Query Utility Help Window

a3 o ] e e =h R
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Comeam; Code
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Uzer Extenszion3
Employes [COCWM-HRZ  |[Richard Sherman | Dominant Hand |Right - User Extensiond
Effective Date [13-09-2013 End Date Re-evaluate Date [23-09-2013 Uszer Extenszions
Info Source Medical hd Caze Mo | || Uzer Extensiond
Medical |EYEE}(M ||EYB Exam | Effective |13-09-2013 Lzer Extension?
Status |Grarted - Mare Extensions ...
Addr Company [CCC [Site Address[CCC |lccet sodress |
I REETEm | I | Related Screens  +
Lest RE\;:; L 1 Last AgreementDate| | pa 56t Up Related Screens
Comments | |
End Wiark Mocifications | Related Screen 2
Related Screen 3
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Related Screen ¢
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Mare Relsted ..

Enter Specific Limit For The Restriction
Record: 171 =08C=

Pgm: HREMPWMD - Employee Work Modifications

This screen is used to specify what activity employees or applicants either should not be asked to do or should
not be asked to do frequently. These work modifications are typically the result of a medical problem. Several
sets of work modifications may be in effect at the same time.

Company Code — Block

Specify the company to be used to filter the employee list. Also use the radio buttons to specify whether you
are entering/querying information on employees or applicants.

Employee Detail — Block (Work Modification)

Enter general information about a set of work modifications here.
Employee

Required. Enter or select from the LOV an employee or applicant.
Dominant Hand

Optional. Select a value from the LOV.
Effective Date

Required. The date the work modifications come into effect.
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End Date

Optionally enter the date when the work modifications expire.
Re-evaluate Date

Optionally specify the date when the work modifications should be re-evaluated.
Information Source

Optionally enter the source of the information that motivated or justified the work modifications. Possible
values are Pre-placement, Physical, Medical, Injury/Iliness, and Other.

Case No.

Optional. If the information source is Injury/lliness (or even if it is not) use this field to enter or select
from an LOV the number of the incident recorded in the safety menu that resulted in the injury or
describes the illness.

Medical

Optional. Use this field to enter or select from an LOV the medical test performed on this employee that
justifies the work modification.

Status

Required. Select one of the following codes from the LOV: Pending (the default), Denied, Granted,
Alternate, Cancelled, Expired. Most of these are self-explanatory. “Alternate” means that this
modification was denied, but another was granted in its place.

Site Address

Optional. Enter or select the work site where these modifications are in effect. This field may be updated
automatically when a work modification agreement is printed after transfer to a new job site. The codes
accepted here are entered on the Setup > Global Tables > Address screen.

Regional Office

Optional. Enter or select a region code.
Last Review Date

Optional.
Last Agreement Date

Optional. This will normally be updated automatically each time a work modification agreement is
printed.

Comments

Optional. Free text comments.

Work Restriction — Block (Work Modification Details)

Enter detailed information about the work modifications here. Work modifications fall into two categories.
The first of these are activities, such as lift with the right hand, lift with the left hand, climb stairs, and bend
down. These must be associated with a frequency that specifies how often the activity can be performed. The
second category consists of quantifiable limitations such as the maximum weight that can be lifted or the
temperature of the workplace.

Work Modification

Enter or select from the LOV a work modification.
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Frequency

Optionally enter or select from the LOV a work modification frequency that was defined using the Setup >
Codes > Work Modification Frequencies program. These codes classify how often the activity specified
in the work modification can be performed.

End Date

Specify the date when this work modification expires. This date is optional and overrides the end date in
the general block if it precedes it.

Limit
An optional humeric limit that is applicable to some work modifications (e.g. temperature of the
workplace, maximum weight that can be lifted).

Comments

Optionally enter free text comments specific to this work modification.

Canceling Work Modifications

'@End All'Wwark mModifications

Employes !
Applicart Effective Date
CCCAk-HR2  |[Richard Sherman ||13-03-2013

End Date

End Modifications | Do Mot End Modifications

Pgm: HREMPWMD - Employee Work Modifications Cancellation Popup

It is possible to simply enter end dates and allow work modifications to end on their own. This typically does
not result in a change to the status field, but does ensure that the work modification no longer appears on printed
work modification agreements.

Clicking on the End Work Modifications button causes an immediate cancellation of the entire set of work
modifications. It pops up a window on which you can change the end date before accepting.
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Print Work Modification Agreement

Action Edit Block Field Eecord Query Utility Help window
HEEPUR VYA +32EBRGIE+ T d ap¥W 70a3&KE

Vi Human Resources - TESTVI X Work Modification Agreement -0l =|

‘Work Modification ﬁgreemem

User Extensions +

' Employes I=er Extensziond
e Liser Extension2
£ Employes Pick List User Extenziond
" Employee Import File e Extension
Company [CCC|[CMIC Test Canstruction Co User Extensions
Agreement Date User Extenziont
Supervisar U=zer Extenzion?
Safety Specialist More Extensions ...
Employes [CCCH-HR2 |[Fictard Sherman
Employee Pick List || Edit Pick List Related Screens ﬂ
Impart File Mame Brovae Related Screen 1
Addr. Campany [CCC [|ChiC Test Construction Co Relsted Screen 2
Site Address (CCC1 CCCT Address Relsted Screen 3
Job Code Relsted Screen 4
[+ Prirt for Signature Related Screen 3

Related Screen &
Related Screen 7

Print More Related ...

Enter Job Code
Record: 11 ... |Listofvalu... =05C=

Pgm: HRWMDAGR - Print Work Modification Agreement

The Work Modification Agreement is a document that is printed out at the job site and signed by the employee
and his or her supervisor. This document lists all of the employee’s current work modifications and formally
records the agreement of the employee and supervisor to abide by these modifications.

Work Modification Agreement — Block

Enter the following parameters to determine what should appear in the printout.
Company

Required, defaults to the user’s current company.
Agreement Date

Required, defaults to today’s date. This date is used to determine which work modifications will be
included on the printout. Only agreements that start before this date and end after it (or have no end date)
will be included.

Supervisor

Optional. If it is included the name of the supervisor will appear on the printout; otherwise it will have to
be entered by hand. Enter an employee number or select it from the LOV.
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Safety Specialist

Optional. If it is included the name of the safety specialist will appear on the printout; otherwise it will
have to be entered by hand. Enter an employee number or select it from the LOV.

Employee

Required. All work modifications currently in effect for this employee will be included on the printout
along with the employee’s name. Enter an employee number or select it from the LOV.

Site Address

Optional. The job site where the agreement is being signed. The site address name will appear at the top
of the printout. If the Print for Signature box has been checked this code will be stored in the employee
work modification to record where the work modification was last in effect.

Job Code

Optional. The job site where the agreement is being signed. If the Print for Signature box has been
checked this code will be stored in the employee work modification to record where the work
modification was last in effect. Note that this information is not visible on the Work Modifications screen.

Print for Signature

Defaults to the checked state. Uncheck this box if you are printing the agreement for reference purposes
and not to be signed. If you later decide to sign it you can either print another one or manually update the
site address using the work modification screen. The latter option is error-prone, however.

When the [Print] button is clicked the report is printed and the employee work modifications table is updated
(if the box was checked.)

Environmental Conditions

The Environmental Conditions submenu contains the setup, data entry, query, and report options for recording
and reporting on environmental conditions.

Environmental Conditions Setup Screens

Contaminants

Use this screen to define codes for contaminants being monitored. If you are no longer interested in monitoring
a specific contaminant, uncheck the Active box to hide it in the lists of values and validation.

Sampling Types

Use this screen to define codes for sampling types. If you are no longer using a sampling type, uncheck the
Active box to hide it in the lists of values and validation.

Sampling Tools

Use this screen to define codes for sampling tools. If you are no longer using a sampling tool, uncheck the
Active box to hide it in the lists of values and validation.

Engineering / Admin Controls

Use this screen to define codes for engineering and administrative controls. If you are no longer using a control,
uncheck the Active box to hide it in the lists of values and validation.
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Personal Protective Equipment

Use this screen to define codes for Personal Protective Equipment. If you are no longer using a type of
equipment, uncheck the Active box to hide it in the lists of values and validation.

Exposure Groups

Use this screen to define codes for exposure groups and to assign employees to these groups. This information
is used for the Employee Exposure Report.

Exposure Group

Enter the code and name of the exposure group. If you are no longer using an exposure group, uncheck the
Active box to hide it in the lists of values and validation.

Employees in Exposure Group

Select one or more employees or enter their employee numbers in this list.

Environmental Conditions Entry

G-y .

Company

Action Edit Block Field Record Guery Utility Help Window
PUR-Y BAREASBSY + T
¥ Hurman Resources {Duplicate Field |Enyvironmental Condition Rep

P L AP Y ? Q@3

Camipanty |CCC

|[emtic: Test Construction co

Sample Report Header

Sample Cade [20050722-AIR

Date of Sampling [13-09-2013

Site Address |CCC1

|lccet address

Temperature | 84.EID|
WWind Speed | 22.00]
Atmospheric Pressure 1041 D|

37.00]

=

Hurmiciity |
Direction |South East

Location of Sample

Sampling On % Exposure Groug © Employes

Exposure Group |CHEM

||Harmfu| Chemicalz

Y

K&
S=E

User Extensions +

Izer Extenziont
zer Extenszion2
Uzer Extensziona
Izer Extensiond
Uzer Extenszions
lzer Extensiont
Uzer Extenszion?

Mare Extensions ...

Related Screens +

Related Screen 1

iy

Pgm: HRENVRPT - Enter Environmental Conditions

This screen is used to enter environmental condition reports.

Shift Duration | |
e | | Related Screen 2
Related Screen 3
Measurments Tools Used | Protective Egp | Encifdscmin Ctis | Felated Screen 4
Related Screen 3
Cortaminant  Mame Sampling Type Unit = Resul FEL TiA Action Lewel
[asEESTOS  |[Asbestos [[ere e ] 77| 101 I .| Feleted Screen
| n n [ I u I | retes ereen
Mare Related ...
1| =
Enter Activity Level
Record: 171 =05C=
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Company — Block

Enter or select the company code.

Sample Report Header — Block

In the Sample Report block enter the general information about a sample report. Associated with each report
there can be four lists of details. The most important of these are the contaminant measurements that are
entered and displayed in the Measurements (third) block. The other lists of details are accessed via the three
buttons located between blocks 2 and 3.

Measurements — Block

Select one or more contaminants from the list of values. For each contaminant, specify the following

information:
Column Meaning Description
Sampling Type Sampling Type (Optional) A valid value from the Sampling Types table.
Unit Unit of measurement (Optional) A valid value from the global Weight and Measures table.
< Relationship ‘=7 or ‘<’, indicating whether the reading is exact or an upper limit.
The value of the measurement reading in the unit of measurement
ezl S specified under Unit.
- ... (Optional) The permissible exposure limit is also expressed in the
HE5 FETES B oETe T unit of measurement specified under Unit.
TWA Time weighted average (Optional) The time-weighted average is also expressed in the unit of
measurement specified under Unit.
Activity Level Activity level (Optional) The activity level is also expressed in the unit of

measurement specified under Unit.

Sampling Tool

Enter in the popup list one or more sampling tool codes, selected from or validated against the table of valid
sampling tools.

Protective Eqgp

Enter in the popup list one or more codes for protective equipment, selected from or validated against the table
of protective equipment.

Eng/Admin Ctls

Enter in the popup list one or more codes for engineering / administrative controls, selected from or validated
against the table of engineering / administrative controls.

Environmental Conditions Query

This screen is used to formulate complex queries and display the results on the screen.

To use this screen, enter one or more query parameters and click on the [Search] button. A list of matching
environmental condition reports is displayed in a popup window.

102 - Medical User Reference Human Resources v10x



The query results popup window includes the following information:
Sample Code
Date
Site Address
Exposure Group
Temperature and Humidity
Wind Speed and Direction
Pressure
Location (free text)
Comments

On this popup window there are two buttons. The [Close] button closes the window. The [Export] button
allows you to write the results of the query to a CSV file.

When you click on the [Export] button a dialog box is displayed so you can enter the path and name of the file
you wish to write the information to.

This dialog box has two buttons, one to proceed with the export and one to close the window without writing
the file.

Employee Exposure Report

This report is a list of all employees in exposure groups that have environmental condition reports that meet the
criteria specified on the parameter screen.
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Medical Test Descriptions

Action Edit Block Field Record Query Utility Help Window
GEEPOR LY 2Ex*32ERGY+ T L ap¥W 70cRE

¥ Human Resources - TESTY10_X  Medical Test Descriptions =

User Extensions +

Medical Test
Uzer Extensiont

Shart Range
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lanmal | [annusl Prysical | [ oo ooffannual Physical |- User Extensiond
EYES Eve Exam Eve Exam oo 2D.DD||Eye Exam User Extenziond
HEARIMG Hearing Test Hearing ] ED.DEI”Hearing Test User Extensions
|LUNG ||Lung and Breathing Test ||Lungs || .EIEI” .DEI”Lung and Breathing Test | User Extensions
|‘Z-'3PHY ||th3i-:a| ||th3i-:a| ” ” ” | User Extension?

hore Extensions ...

” ” | Related Screens j

Related Screen 1
Related Soreen 2

| ” ” || || ” | Related Soreen 3

| ” ” ” || ” | Related Screen 4
| | I I I I |- Related Screen 5
Felated Soreen 6

SecUrity Related Screen 7

Mare Related ..

Enter Medical Test
Record: B/6 ... |List ofwalu... =08C=

Pgm: HRMDFACT - Medical Test Descriptions

This screen is used to define the basic tests that can be grouped into checkups.

Medical Test — Block (Types of Tests)

Code

A mnemonic code identifying the test.
Description and Short Description

The usual name of this test or procedure, and a Short Description for use where space is limited.
Range — Minimum

Optional. For tests with a single numeric result this is the minimum value for a normal result.
Range — Maximum

Optional. For tests with a single numeric result this is the maximum value for a normal result.
Long Description

Optional. A detailed description, possibly including instructions on how to administer the test.
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Medical Checkup Types

Action Edit Block Field Eecord GQuery LHility Help Window
HEEPOUR YA+ 2EREY+ T b ap VW 20 aRE
@esuurces-TEST\MD_}{ Medical Checkup Types O x|

User Extensions +

Medical Test
Type Descriptian Shart Description User Exdension
ANMUAL |[&nrust Prysical ¢ Generan |[&nnual Physical User Extension2
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Medical Type zer Extenziond
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EYES Evye Exam Eve Exam - User Extensziont
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” | Related Screen 1

” | Related Screen 2
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|7 Related Screen &
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Pgm: HRMEDTYP- Medical Checkup Types

This screen is used to define the types of checkups that may be administered. Each checkup will consist of one
or more of the basic tests defined in the Medical Test Descriptions screen.

Medical Test — Block

Enter a new checkup type code and descriptions or query up an existing one. All fields are required.

Medical Type — Block

Select the tests (defined in Medical Test Descriptions) that are to be administered as part of the above
checkup.
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Safety Menu

Entering Incidents

Action Edit Block Field Eecord Query Ulility Help Window

PO D+ 2B + 1T 4

r LAV 208 RE

Pgm: HRINCDNT - Incident Entry — Incident Tab

@Human Fesources - TEETY10_X  Employer's First Report of Incident -0 ﬂ
Company Code
Type [Employes -
Incident
Inciciert l Classify l Description l Medical Attention General ] Classifiers ] Lishility Info ] Lishilty Reserves l WC Reserves ]
Incidert Mumber Employes | Date of Birth Sex  Tvpe
[ | [cccowk-HR2 |[Richard Sherman | pozsissan | [ot197s M B ] [ Closed
Company  Claim Type Claim # Policy #
coc [Libitty ~| [poz3m | [4ET-H-IL-1000 |
Incidert Type Dezcription
|SPRAIN ||rv1uscle Sfrain | |Musc:|e sprsin |
Feport Date Dete of Occurrance Tirne: Titme Emploves Began Work  Crew Type  Cresw Name
[13-09-2013 |[13-09-2013 |[Frictay I | | I |
Comp Site Addr. Regional Office
fccc || Il | [zcH |[comparey 27 - Chicagn Region |
Joh Country State Operator
[Jooo131.00 |[son0131.00 [os far ] | I |
Ewert Ccourred
Witness Mathe Witness Description of Incident
| [l Al
Witness Caontact Info
| | Print Claim Form
EnterWithess Description
Record: 11 205G

This screen is used to record or view any incident that may affect safety or employees’ health.

Incident — Tab

Incident Number

Not enterable. An automatically generated sequence number that may also be referred to as the case

number elsewhere in the system.

Closed

Check this when the incident is closed and uncheck it if the incident is reopened. Each time this box

changes an audit record is saved.
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Audit Button
Click on this to review the audit records resulting from closing and reopening this incident.
Incident Type

Required. Enter or select from the LOV one of the user-defined incident types. These incident types are
defined using the Incident Types maintenance screen on the Safety menu.

Description

Optional. A brief description of the incident. You can enter a much longer description on the Description
tab page.

Report Date

Optional. The date that the incident was reported.
Date of Occurrence

Optional. The date that the incident occurred.
Time of Occurrence

Optional. The time of day that the incident occurred.
Safety Appliance

Select one of “None available”, “Available but not used”, and “Available and in use”.
On Site

Check this box if the incident occurred at the job site.
Site Address

Optional. Enter or select from the LOV the address denoting the job site where the incident occurred or
the employee was working at the time of the incident. If the site address has associated with it a region,
country, and state, these will be filled in automatically when the site address is validated.

Regional Office

Optional. Enter or select from the LOV the region where the incident occurred. A default value may be
obtained from the site address but this can be overridden.

Job
Optional. Enter or select from the LOV the job on which the employee was working.
Country of Occurrence

Required. Enter or select from the LOV the country (as defined in the payroll Country table) in which the
incident occurred. A default value may be obtained from the site address but this can be overridden.

State

Required. Enter or select from the LOV the state or province (as defined in the payroll State table) in
which the incident occurred. A default value may be obtained from the site address but this can be
overridden.
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Classify — Tab

Action Edit Block Field Record Query Ulility Help Window
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Checked: Reason \Will Be Recordahle
Record: 11 =05C=

Pgm: HRINCDNT - Incident Entry — Classify Tab

Contributing Factor

Required. Select from the LOV one of the user-defined contributing factors. These contributing factors
are defined using the Contributing Factors maintenance screen on the Safety menu.

Recordable

Check this box if this incident is to be included in the total Recordable column of the Injury Analysis
(545) Report.

Reason

This field cannot be entered unless the Recordable box is checked, in which case it is required. Select
from the LOV a text code (defined in the global text code table.) Only codes having the text type
specified on the Safety tab of the HR control file (Setup > Local Tables > Control) are valid here.

Work Related

Check this if the incident is to be included in the Total Injuries column of the Injury Analysis (545)
Report. If the Recordable box is checked the incident is assumed to be work related, this box is
automatically checked, and it cannot be unchecked.

Severity

Select one of Minor, Moderate, Severe, and Fatal.
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Date of Death
Cannot be entered unless the Severity is Fatal, in which case it is required.
Affects Safe Hours

Check this box if this incident should result in the employee and job losing accumulated safe hours. If this
box is checked, the Job field on the Incident tab and the Effective Date on this tab are required.

Effective Date

Cannot be entered unless Affects Safe Hours is checked, in which case it is required. All hours
accumulated by the employee and this job before this date will be deducted from the safe hours
accumulators.

May do Regular Duty

Not currently used.
Lost Time: Workers’ Compensation.

Check this box if the employee lost time that was compensated for by workers’ compensation.
Lost Time: OSHA

Check this box if the employee lost time that had to be reported to OSHA. Incidents for which this box is
checked are counted as Lost Time incidents on the EEO 545 and EEO 510 reports.

Lost Days

Optional. Number of days lost by this employee due to this incident.
Last Day of Work

Optional. Last day worked by this employee before lost time that resulted from this incident.
Restricted Duty

Check this box if work modification resulted from this incident. There is currently no validation that this
checkbox is consistent with the employee work modifications that have been recorded.

Restricted Days

Optional. The number of days that the resulting work modifications were or are expected to be in effect.
This is used in EEO and OSHA reporting.

First Date of Disability

Optional. The first day that the work modifications were in effect. This is not used or validated against the
employee’s work modifications, but is for memo purposes only.

Last Date of Disability

Optional. The last day that the work modifications were in effect. This is not used or validated against the
employee’s work modifications, but is for memo purposes only.

Description — Tab

This tab contains two multi-line text fields to be used for entering detailed descriptions of the sequence of
events and the activity the employee was engaged in at the time of the incident.
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Medical Attention — Tab

Action Edit Block Field Record Query Ufility Help Window
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injury Type | | |
linesz Type | || |
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Record: 1/1 ... |List of Walu... =08C=
Pgm: HRINCDNT - Incident Entry — Medical Attention Tab
Injury Type
Optional. Select from the LOV one of the injury types previously defined on the Safety > Injury Types
screen.
lliness Type
Optional. Select from the LOV one of the illness types previously defined on the Safety > Iliness Types
screen.
Body Part

Optional. Select from the LOV one of the body parts previously defined on the Safety > Body Parts
screen. Note that summaries of body parts are included in the Injury Analysis (545) report, so entering
this information, when relevant, can be useful.

Treatment Type

Optional. Select from the LOV one of the treatment types previously defined on the Safety > Treatment
Types screen.

Treating Organization

Optional. Enter the name or description of the institution or person who treated this injury or illness. No
validation is performed.
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Prescription Med.
Optional. Enter a free text description of the medicines that were prescribed as a result of this treatment.

Non-Prescription Med.

Optional. Enter a free text description of any over-the-counter medication that was recommended as a
result of this treatment.

General — Tab

Action Edit Block Field Record Query Utility Help Window
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Pgm: HRINCDNT - Incident Entry — General Tab

Supervisor

Optional. Enter or select from the LOV the employee who is the supervisor of the employee for whom
this incident is being recorded.

Safety Manager

Optional. Enter or select from the LOV the employee who is the safety manager for the job site where the
incident occurred.

Superintendent

Optional. Enter or select from the LOV the employee who is the superintendent for the job site where the
incident occurred.
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Regional Manager

Optional. Enter or select from the LOV the employee who is the region manager for the region where the
incident occurred.

Country of Compensation
Optional. Enter or select from the LOV a valid country code. This information is not currently used.
State of Compensation

Optional. Enter or select from the LOV a valid state code for the country code specified above. This
information is not currently used.

Sponsoring Organization

This information is not currently used.

Liability Info, Liability Reserves, WC Reserves — Tabs (Incident
Claim Reserves)

mgdoyar's First Report of Incident

Comparny Code
Typé PﬂmEnﬂw\u -
Employes
Ermpieryes 25003 | | |ptaetin |
Company [10_ ] sen 0231200 Date of Birth 127121 564 Sexfpse x| TypefHoury =]
Incident
mcident | Classity | Descrigtion | Medical attertion |  Genersl | Classifiers | Lisbity into | Lisblty Reserves [ic feseres |
Rasaives By Propery
Date ey Damage Espenze TobslBsich Pod Dabe
=|ornozoos ][ 1oo000.00] 10000000 100.000.00) 300,000 0050 0732008 | Disirbution|  Post
fprr1zoos || 1e000000] 145.00000)  156,000.00)  a39,000.00]508 TEa] | pistrieadion | post
[EEErE | tssooooo| 1ssoooo0) 1e0po0mo)  a73.000.00)s0m | pistribution | post
= J } ] | [ | strintion|_Fon
wepo000|| 403000l  41ap00n00) 121200000
Tranesctions
Doade Bodly Inpry  Property Damage Expense RisCorsesry Total
= | joi a0 § 550,00 | [ | £ 550.00]
l I I |
Ol | |
I | | |
i 00| 0 o[ 5.500.00|
tecard: 3 [srmc=

Most claims have costs associated with them, whether it is a Workers Compensation or Liability claim. These
costs are initially set up as “Reserves” (allocations) and entered in CMIC. Reserves are simply estimates as to
potential charges that may accrue during the life of the claim. For example, the project or job on which an
incident occurred may be charged with the costs of medical treatment for an injured employee and possible

legal expenses.

associated with the service.
information is received. The main purpose of capturing these charges is to keep the project team and financial
operations aware of the costs allocated to their projects and track paid amounts up to the insurance deductible.

If the insurance carrier is involved with the investigation of the claim, there is a charge
The reserves and paid amounts are updated as expenses are realized or new
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In order for CMIC to be able to track the individual cost components of an Incident (either WC or Liability), the
Liability Info, Liability Reserves and WC Reserves tabs are used. The setup required to use this feature is
detailed in the Reserves versus Actual Costs — Setup & Processing section further below. Also see the Incident
Claim Local Tables and Incident Claim Maintenance sections.

Liability Info — Tab

This tab is enabled when the Claim Type = Liability
Liability Reserves — Tab

This tab is enabled when the Claim Type = Liability
WC Reserves — Tab

This tab is enabled when the Claim Type = WC.

Transactions — Section

These are all the transactions posted to the ‘MASTER CLAIM’ job where the Phase Code = the Incident #
and the Category Code is the Claim Category.

Reserves versus Actual Costs — Setup & Processing

The following describes the steps required for setting up and processing Reserves and Costs related to Incident
Claims.

Set the Incident Number mask on the HR Control - Safety tab. If no mask is set, the next sequential
number is used from the system, when the incident is saved on creation.

Complete the data for the following related Local Tables:

Accident Types, Auto Claim Types, Liability Claim Types, Claim Policy Numbers, Coverage Types,
Utility Types and Treating Organizations.
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Complete the Incident Claim Maintenance form setup

Action Edit Block FEield Eecord Query Utility Help Window
HEED PR TSN IEGHEAEESY a2 L ap T 2R

*EEI Human R

Incider 1 Maintenance

Incident Claim Maintenance

User Extensions  + |

Master Claim Jab [10] |[B15998 |l ciaims Master Job | .
Closed Job [315396 || caims Master Jab R
epertmert B0 ||Company e Izer Extension3
Jaurnal |GJ ||General Journal Detautt Claim Type W .
Lishility Claim U=zer Extensiond
Bodily Injury Categary [33.1 GL - Bodily Injury |ser Extensions
Propetly Datmage Category (33.2 GL - Property Damage |User Extensionf
Expenze Categary |43 3 ||G|- - Expenze | |Izer Extension?
Recovery Category 334 [[sL - Recovery hore Extensions ..
Reserve Phaze (110614000 ”GEN LIABILITY CLAIMS
Reserve Category |D4 1 ||Supplies & Services | Related Sereens l|
Lisbility Claim Account [2430.000 |[&corued Genersl Lisbilty |
Related Screen 1
mﬁgﬁ: Medical Category [41.1 |l - Internal Medical | Related Screen 2
Insurance Mesical Categary [41.2 [[iwic - msurance mesica | Related Screen 3
WC Expense Category (413 W - Expense Relsted Screen 4
Inclemnity Category (314 W - Inclemnity Relsted Screen S
Reserve WC Phase (010613000 | iorsc come cLamS | Relsted Screen 6
Reseryve WC Category (341 ||Supplies & Services Relsted Screen 7
W Claitn Account [2410.000 ||Accrued \Workers Compensation Mare Felated ...

Master Claim Job — This is the Master Job against which the claims will be maintained.

Closed Job - Used as the incident claim job if the actual incident claim job is
closed at the time of closing the incident claim.

The Phases, Categories, Accounts are pre-defined in the appropriate Local Tables in the Job
Costing and General Ledger modules.

The Reserve Category (WC and Liability) must be assigned to the Reserve Phase (WC and
Liability).

In order for CMIC to be able to track the individual cost components of an Incident (either WC or
Liability) there will need to be unique Categories defined for each of the cost elements.

Complete the Incident Claim Entry screen tabs, including the Reserves tab. The Reserve
Amount may be adjusted many times during the life of the project. Each reserve adjustment
should be entered as the adjustment amount not the new total reserve amount. The Incident
Number is generated as per the HR Control mask.

Create a MASTER PHASE using the Incident Number as the phase code in the same
company as the MASTER CLAIM JOB.

Click the [Distribution] button prior to posting and it will show that the Reserve Phase/Reserve
Category have been automatically assigned to the Incident Claim Job. It also shows the Batch
Number for the batch that has automatically been created for the reserves posting.

Distribution — DR (J-line) incident claim job (uses reserve claim phase/category),

CR (G-line) master claim liability account (master claim dept/claim liability
account). Changes can be made before posting, but are revalidated prior to
posting.
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Post Reserves. The following occurs when Reserves are posted:
@ the Posting Date is populated in the Reserves screen

@ the MASTER CLAIM JOB is updated with the Reserve Claim Categories for the
claim type (WC or Liability). The Incident Number is the phase for these.

@ the budget per reserve claim category of the MASTER CLAIM job is adjusted via a
posted Internal PCI which is auto-created during posting (The CM Control File
checkbox ‘Internal Change Orders Update Budget’ must be checked).

@ the Reserve Phase/Category for the Incident Job has the Projected Final Amount
updated as per the Total Reserve Amount

@ review the JC query for the J-line transaction created for Incident Claim Job

@ review Assign Phases and Forecasting screens for MASTER CLAIM JOB, and GL
Query for the claim liability account

@ review Change Management Query for internal PCI for MASTER CLAIM JOB
@ review Posting Reports (JC): JC > Utilities > Posting Reports

Post Incident Claim Cost transactions against the MASTER Claim job using the phase code
= the Incident Number. This is most likely done via AP invoices. The distribution of the invoice
will be a J line to the MASTER CLAIM JOB with the Phase = the Incident # and the Category =
the Claim Type category.

Closing Out an Incident Claim

When a claim is closed, there is a requirement to ensure that the job has not been over/under charged.

To close out the claim, check the Closed checkbox on the Incident tab. On committing the update the following
happens:

Comparison of Total Reserve Amount against Total Actual Costs, per claim category (WC or Liability
types) within the claim, to determine whether a DR or CR should be made to the job.

A Batch is automatically created with distribution...adjustments can be made if
necessary....revalidation is carried out on committing. This transaction will be:

DR/CR JC - Incident Claim job with Reserve Phase/Category (Total Reserve minus Actual
Cost Amt)

CR/DR GL - Claim Liability Account (Total Reserve minus Actual Cost Amt)
a line showing the closing reserve entry with the updated balance will be displayed in the Reserves tab

the budget on the Master Claim Job will be updated to equate to the Actual Cost for that Incident #, per
claim category

the Projected Final Amount on the Incident Claim Job (Reserve Phase/Category) is updated to be the
Total Actual Cost for the reserve category

review the Forecast, Assign Phases, JC Detail Query (to see the opposite transaction for the close-out),
General Ledger

review the Posting Reports (JC): JC > Utilities > Posting Reports
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Action Edit Block Field Eecord @uery Utility Help Window

HPOR - D2 259+t 2L apV 2R

’Efl Human Resources - PRODWID  Employer's First Report of Incident

Company Code
Type IEmpIo\;ee hd I
Incident

Incident | Classify | Description | Medical Attentionl General | Classifiers | Liahility Info -~ Lishilty Reserves |WCReserveS

Reserves Bodily Property
Diate Imjury Camage Expense Recovery Total Batch Post Date
| 70000 zpoooo||  sooooo|]  4p00000| 10000004501 |[17-dan-2012 | pistrioution | post
[r7o112 | -toomo|| -zpoooo|| -3poooo|| sseroo||  -ope7.oofssos |[17-dan-2012 | pistrioution | post

| | I I I I I I | Distrioution |_Post
| | I I I I I I | Distrioution |_Post

Ll

[ aoo| 00| 00| 33.00]| 533.00]
Transactions
Date Bodily Injury  Property Damage Expensze Recavery Tatal
2 [rr-anzmz || 800.00]| 00| 00| 33.00]| 833.00]
| | | I | | |
l | | I | | |
-l | | | | | |
| 50000 | | 33.00] g33.00|

NOTE: If the Incident Job is closed, the system will substitute the ‘Closed Job’.

Re-opening an Incident Claim

Re-open a closed incident by un-checking the Closed checkbox. All transactional history is retained.
Reserves posting and cost postings can proceed again.
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Safe Hours by Employee

Action Edit Block Eield Record GQuery Utility Help Window

DEEPUR Y DAXEILEBRSY T > L ap¥V 70 RE

@Human Resources - TESTVW0_X  Safe Hours _|EI|5|
Safe Hours by Employee User Extensions + |
Hours: |Jzer Extensiont
Lost on _
Employees Mame S5 Earned Lsed Lozt Last Reset User Extensionz
[cccvm-HR2 |[Richard Sherman [[xce--gma0 || soo0 [ oo 0| 0d] = | User Extensions

U=zer Extensiond

U=er Extenzions

U=er Extensiony

More Extensions ..

|
|
” ” ” ” ” ” | User Extenziont
|
|
|

Related Screens  + |

Related Screen 1

| | Related Screen 2
| ” ” ” || || || | Related Screen 3
' |
| |

Related Screen 4

= Related Screen 3
Related Screen &

Felated Screen 7
hare Related ...

Record: 171 | | ] | |=050> |
Pgm: HREMPSFH - Safe Hours By Employee

This screen can be used to inquire about an employee’s Safe Hours accumulation and to make adjustments to it.
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Safe Hours by Job

Action Edit Block Eield Becord Query Utility Help Window
DEEPOUR Y EAFA LB+t LAV 70 3KE
¥ Human Resources - TESTVI0_X  Safe Hours =]
Lompany User Extensions ﬂ
Cade [CCC ||oMIC Test Construction Co ey Evtension
U=zer Extension2
Safe Hours by Job Uzer Extensions
Hours Uzer Extensiond
Lost on User Extersions
Code Mame Earned Used Lost Last Reset .
1000 Project 1000 With Job Series 1000 (Forecast with ADF O] 50.00 [ 0 oo+ | Ueer Bdensions
Uzer Extension?
| ” ” ” ” ” | More Extenszions ...
| | | | | | |
| | | | | [ | | Retated soreens + |
| ” ” ” ” ” | Related Soreen 1
| ” ” ” ” ” | Related Screen 2
Related screen 3
| | FRelated Screen 4
—1  Related Screen o
Related Screen &
Related Soreen 7
More Related ...
Record: 101 =08C=

Pgm: HRJOBSFH - Safe Hours By Job

This program can be used to inquire about a job’s Safe Hours accumulation and to make adjustments to it.
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Safe Hours Processing

Action Edit Block Field Record GQuery Ulility Help Window
I PO R Y G EFALEBRESY Tt Fap TV 703K

’@Human Fesources- TESTY10_X  Safe Hours Processing Parameters -3 ﬂ

User Extensions +
Parameters

Uzer Extensiont
Uszer Extenszion2
Uszer Extenszion3

Uszer Extenziond

Company Eﬂcwc Test Construction Co | User Extensions
Pay Run [CCOW ||CCC Wieekly Pay Run | User Extensions
Farms x| Uzer Extension?
Pay “ear -201 3 .
Processing Safe Hours Completed. tare Extenzions ...

Period - E

Related Screens  +

Related Soreen 1
Related Soreen 2
Felated Screen 3
Felated Screen 4
Related Screen 5
Process Related Soreen &
Felated Screen 7
ore Related .

Entar Company Code
Recard: 111 ... |ListofWalu... =08C=

Pgm: HRSFHRS - Safe Hours Processing

This screen calls the program that updates the Safe Hours accumulators with the information in the timesheets
for the current pay period.

Before processing the Safe Hours from HR menu in order to accumulate them user has to go through following
steps:
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Check Safety Certificate Flag for HR Position

Action Edit Block Field Record Query Utility Help Window

DREEPOR YA 2EBHHY + T 4

r L apV 203K E

§5 Hurnan Resources - TESTV0_X =1Ol =l
ot User Extensions ﬂ
e izl Uszer Extension
Code Description Description Training Type Cedificate EEQ Class
0055500 ||Mechanical Engineering MECHENG [Reguiar Empioyes »| I [os7 .| WEerEensionz
100 Presidert Presidert [eauar Employes. | W 037 User Extension3
1001 ice Presidert Vice President  |[Requiar Emplayes  w| 037 User Extension4
111 Truck Driver Trk Driver [Reguiar Emplovee. »| W [504 User Extensiond
1412 &coountant Acoountant |Regular Employes ﬂ I |23 Uzer Extenziont
142 hanagement Analyst tngmt Analyst |Regular Erployes ﬂ ¥ 026 User Extenzion?
1610 nrchitect A rchitect [reguier Employee | W [043 More Extensions ...
1611 Wiarine Lrchitect Marine Architect | [Requiar Emplayes =] ¥ [058 |
1628 Civil Engineet Civil Enginest [Reguiar Employee ~| W [053 Related Screens ﬂ
1634 |[mctustrial Engineer Incust Eng |[Feauar Employee  =| |56 it Sereen 1
164 Surveyors Surveyors [reguiar Employee. »| W [083 et S o
326 Photographers Photographers |Regular Employee ﬂ IV 189
350 Tin Smith Tin Smith eEpr=——— I Felated Screen 3
T2 Draftsman Draftsman |Regular Employes ﬂ ¥ 217 Related Scresn 4
4645 Receptionists Receptionists |Regular Emplayee ﬂ vV |39 Related Screen S
4713 Payrall Clerk Payroll Clerk [Requier Employes. ~| 2 [338 S Feeted Sersen®
Felated Screen 7
fiore Related ..
Record: 01 =05C=

In order to setup Safe Hours accumulation user has to follow a few steps:

1.

Go to HR->Setup-> Position/Occupation Info -> Positions. On this screen, check the Safety

Certificate checkbox against the position which will be accumulating Safe Hours.

2. Assign flagged position from this list to employee when creating a new employee in HR/HCM Tab of

3.

Employee Profile or by changing the position in Employee History.

Enter Timesheet Entry hours -> Post timesheet and Run the Payroll Processing.

After running the payroll processing, user has to run Safe Hours Processing for the same period as he's run the
payroll. The accumulated safety hours can be seen in Safe Hours By Employee screen and/or Safe Hours by

Job.
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Print Safety Certificates

Action Edit Block FEield Record Query UHility Help ‘Window
HEEPUR Y AEEF 2B+ > L ap¥W ?20aRE

¥ Human Resources - TESTVI O Print Safety Cerficates -0 x|

User Extensions +
Parameters

Uzer Extensiont

Uzer Extension2

Uzer Extenszion3

Uszer Extensiond

Uzer Extensions

i Uzer Extensions

Pay Year (2013 Period

Uzer Extensziony

Waore Extensions ...

Related Screens +

[ Reprint Safety Cerlificates!

Felated Screen 1
Felated Screen 2
Felated Screen 3
Related Screen 4
Felated Screen 5
Brint Felated Screen &
Felated Screen 7
hare Related ...

Count Hits
Recard: 14 =05C=

This screen creates reward certificates for employees who have reached certain threshold accumulations of safe
hours, according to parameters currently found in the HR control file.
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Reconcile Safety Certificates

Action Edit Elock Field Eecord Query Wility Help Window
DEE PO Y AEAELEESY + T

Y Human Resources - TESTWIO_X  Reconcile Safety Cerificates

r LAV 2003 RE

=18l x]

User Extensions +

Safety Certificates
Mumber Employee Mumber Amount Used  Amount Left  lssue Date Last Used Date “ear  Period
& |eccanmtrz | [ tpoooofra-os201z | [ z013][ 7] -

N

L]

N

L]

L]

L]

N

L]

]

[ 1]

Employes MName |Richard Sherman

Uzer Extensiont
=er Extension2
Uzer Extensiond
zer Extensziond
lzer Extenszions
=er Extenszions
Uzer Extension?

fdare Extensions ..

Related Screens  +

Related Screen 1
Relsted Soreen 2
Relsted Screen 3
Felsted Screen 4
Relsted Screen
Relsted Screen &
Felsted Screen 7
ore Related ..

Entar SC Mumber
Recard: 11

=08C=

Pgm: HRSFCERT - Reconcile Safety Certificates

This screen keeps track of the usage of the safety certificates (i.e. which ones have been used and, if they are
merchandise vouchers) how much of their value remains.
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Safety Audit by Employee

@Human Resources - TESTWIO_X  Safety Audit History

Action Edit Block Field Eecord Guery Ulility Help Window

POUOR VP HEAFFTIEBRBSZSE+ T L ap T 720K

=10l

User Extensions +

Uzer Extensiont

Uszer Extensionz

Uszer Extension3

Employee
Employes [CCCWACHRZ | [Richard Sherman
Safety Audit History
Crate Jok Final Score Auditor Employes
13-09-2013 CCC|[1000 20| | CCCAAK-SALT |Mark Reynolds 2

Uzer Extensiond

Uszer Extensiona

Uszer Extensiont

Uzer Extension?

|
|
I fare Extensions ...
|
|

. Related Screens +

Compary Mame  [CMIC Test Construction Co

Jok Mame |Pr0ject 1000 VWith Job Series 1000 (Forecast with A|

Related Screen 1
Related Screen 2

Commerts |

Felsted Screen 3
Relsted Screen 4
Relsted Screen 5
Felsted Screen &
Related Screen 7

fdare Related ...

Enter The Comments For The Audit
Record: 1711

=08C=

This screen is used to enter safety audit information and includes the employee being audited, the date of the

audit, the job code, the final (safety) score, auditor and comments.

The final score is a non-decimal number up to a maximum of 100 and can also be negative.

Safety Codes

All of the screens on the lower section of the Safety menu are used to maintain the codes that are used in
reporting incidents. In each of these tables there is a Code to be used for selecting the item, a Description and a
Short Description to be used where space is prohibitive.

Contributing Factors

One of these codes is required for each incident. They provide a classification of the causes of incidents.

Treatment Types

Use these codes to classify treatments.

Body Parts

These codes are used by the Injury Analysis (545) Report.
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Incident Types

One of these codes is required for each incident. They provide a general classification of incidents.

Injury Types

Use these codes to classify injuries. These are used in the OSHA reports. To appear in the correct columns on
the OSHA Report, specify the Injury Types from the options of:

Injury

Skin Disorders
Respiratory Conditions
Poisoning

Hearing Loss

Other lllnesses

lliness Types

One of these codes is required for each incident to reflect correctly on the OSHA 300 Report. They provide a
general classification of illnesses. To appear in the correct columns on the OSHA Report, specify the Iliness
Types from the options of:

Injury

Skin Disorders
Respiratory Conditions
Poisoning

Hearing Loss

Other llInesses

Incident Claim Local Tables

These following screens are to be populated with data that are then required by the Incident Entry screen for
claim processing:

Accident Types Liability Claim Types Claim Policy Numbers
Auto Claim Types Coverage Types Utility Types

Treating Organizations
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Incident Claim Maintenance

Action Edit Block FEield Eecord Query Ulility Help “Window

- D e e - — ]
DEEDPOUR Y AAEAHXE2LEBISY T «» L ap T 20K E
@Human Resources - TESTVI0_K  Incident Claim Maintenance -0 ﬂ
Incident Claim Maintenance
User Extensions +
Master Claim Job [E_|[515396 I | e Bt
515998
Clased Job | ” | Uzer Extenszionz
Department |DD ||Company Level | _
Uzer Extension3
Jaurnal [P [P Default Claim Type [not Lpplicable _
Liakility Claim User Extensziond
Bodily Injury Category |43.'I ||GL—BDdy InjLiry | Uzer Extensions
Properly Damage Category |43.2 ||GL-Pr0perty Damage | User Extensions
Expenze Category |43-3 ||GL-E><tJBnSB | User Extension?
Recovery Category 434 |[oL-Recovery Mare Extensions ...
Reserve Phase [010514000 |[=En LIABILITY CLAMS
Reserve Category |D4.1 ||Suppl|es & Services | Related Screens  +
Lishility Claim Account [2430.00 ||[&ccrued Genersl Lisbiity |
Phase Master
WiZ Claim
Internal Medical Categary [41.1 |peic-Internal Medical | Related Screen 2
Insurance hMedical Category |41 2 |h’\fC-Insurance Medical | Relsted Screen 3
WiC Expenze Category |41 3 ”WC-Expense | Related Screen 4
Inclemnity Category (41.4 |h’\fC-Indemnﬂy Related Screen 5
Reserve Wi Phaze 011051 3000 |M‘ORK COMP CLAIMS Relsted Screen &
Reserve WC Categary [04.1 ||supplies & services | Related Screen 7
W Claitm Account |241 0.000 ||Acc:rued ‘Warker Compensation | hore Related ...

EnterValid Master Claim Company Code
Recard: 11 ... List of¥alu... =050C=

In order for CMIC to be able to track the individual cost components of an Incident, this screen is used to define
the parameters of the MASTER CLAIM Job (the job is created for all claims). These parameters must be
defined before posting of reserves in the incident claim can occur. A print of sample setup is shown below:

Master Claim Job
This is the Master Job against which the claims will be maintained.
Closed Job

This will be used as the incident claim job if the actual incident claim job is closed at the time of closing
the incident claim.

The Phases, Categories, Accounts are pre-defined in the appropriate Local Tables in the Job Costing and
General Ledger modules.

The phases and categories used must be defined for the same company as the Master Claim Job.

In order for CMIC to be able to track the individual cost components of an Incident (either WC or Liability)
there will need to be unique Categories defined for each of the cost elements.
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Reports

Report Menu Structure

Reports are grouped under submenus according to general function.

EEO Reports

EEO 257 (Employee Utilization Report)

This report is normally produced by job site, but it is possible to also produce summaries by region or state.

Parameters for this report are:
Company

Required.
Date From

Required. The earliest date for which pay history data will be included.
Date To

Required. The last date for which pay history data will be included.
Report Class ID

Required. Enter or select from the LOV one of the report 1Ds defined in the top block of the Setup >
Local Tables > Position/Occupation Info > Map Positions to EEO Classifications screen.

Address

Optional. Enter or select from the LOV the site address of a specific job site. Only hours worked or
employees working at this site will be included in the report. If a site address is specified here nothing can
be entered in the Job, Master Job, State, and Regions fields. These fields are all mutually exclusive.

Job

Optional. Enter or select from the LOV a specific job. Only hours worked and employees working on
this job will be included in the report. If a job is specified here nothing can be entered in the Address,
Master Job, State, and Region fields. These fields are all mutually exclusive.

Master Job

Optional. Enter or select from the LOV a master job. Only hours worked and employees working on sub-
jobs of this job will be included in the report. If a master job is specified here nothing can be entered in
the Address, Job, State, and Region fields. These fields are all mutually exclusive.
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Unlabelled LOV

Use this LOV to specify whether the report is to include just J-type hours (i.e. hours charged to jobs), just
G-type (overhead) hours, or both. Clearly filtering by job or master job makes no sense if you select
Overheads only here.

State

Optional. Enter or select from the LOV a specific state. Only hours worked or employees working in this
state will be included in the report. If a state is specified here nothing can be entered in the Address, Job,
Master Job, and Region fields. These fields are all mutually exclusive.

Region

Optional. Enter or select from the LOV a specific state. Only hours worked or employees working in this
region will be included in the report. If a region is specified here nothing can be entered in the Address,
Job, Master Job, and State fields. These fields are all mutually exclusive.

Summarize by

Options are to summarize by Site Address (the default and what is normally submitted to the government),
State, or Region.

Note that for this report to be complete and meaningful you must have previously

entered heading information using the Setup > Local Tables > Position/Occupation Info > EEO
Job Site Address Information screen,

defined EEO classifications using the Setup > Local Tables > Position/Occupation Info > EEO
Classifications screen, and

for the specified Report ID, mapped positions to the EEO classifications using the Setup > Local
Tables > Position/Occupation Info > Map Positions to EEO Classifications screen.

- mapped jobs to locations, and mapped departments and locations to (site) addresses.

EEO 1391 (Federal Aid Contractors Annual Report)

This report is produced for each job site.

The parameters are:
Company

Required.
From Date

Required. The first date in the pay period being reported on.
To Date

Required. The last date in the pay period being reported on.
Report Class ID

Required. Enter or select from the LOV one of the report IDs defined in the top block of the Setup >
Local Tables > Position/Occupation Info > Map Positions to EEO Classifications screen.

Address

Optional. Enter or select from the LOV the site address of a specific job site. Only employees working at
this site will be included in the report.
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Region

Optional. Enter or select from the LOV a region to which the report is to be restricted. Only site

addresses in the specified region will be included in the report.

Note that for this report to be complete and meaningful you must have previously

entered heading information using the Setup > Local Tables > Position/Occupation Info > EEO

Job Site Address Information screen,

defined EEO classifications using the Setup > Local Tables > Position/Occupation Info > EEO

Classifications screen, and

for the specified Report 1D, mapped positions to the EEO classifications using the Setup > Local
Tables > Position/Occupation Info > Map Positions to EEO Classifications screen.

mapped jobs to locations, and mapped departments and locations to (site) addresses.

EEO 1 (or EEO 100) Employee Status Report

¥Human Resources - FTRVI0X  EEO Status Report (EED 100

Printing Options

EEQ-1 Report Type S0t N0 WL W

Company {EEC-1 Report Without Pay Bands |

Report Cla

Address Code

Region I

Frarm Date:

To Date

I An EEO-1 report was previously filed far this establishment

I This company has at least 100 erployees in the reporting payrall period

I Adfiliated in an enterprise with total employment of 100 or more

I This company ar ane of its establishments fulfills conditions from section G - 3

Duns Mumber |
hdajor Activity |
wnual Pay Based On IPayroll Year Setup on Pay Periad... x|

Print

=0l x|

Iser Extensions _+

Uzer Extensiont
Uzer Extension2
Uzer Extensions
zer Extensiond
User Extensiond
Uzer Extensziont

Uzer Extenszion?

haore Extensions ..

elated Screens _*

Hew Payroll
Related Screen 2
Related Screen 3
Related Screen 4
Related Screen S
Related Screen B
Related Screen 7
hore Related ..

This is a consolidated report for the entire company, but it is possible to restrict it to include information for a

single region, thereby obtaining a report for the region.

The parameters are:
EEO-1 Report Type
EEO-1 Report Without Pay Bands

Expanded EEO-1 Report with Pay Bands (pay bands and hours worked for reporting year)

From Date, To Date

The first and last date in the range being reported on.
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Report Class ID

Enter or select from the LOV one of the report 1Ds defined in the top block of the Setup > Local Tables >

Position/Occupation Info > Map Positions to EEO Classifications screen.

Region

Optionally enter or select from the LOV a region to which the report is to be restricted. Only employees
who worked in the specified region during the specified period will be included in the report.

Note that for this report to be complete and meaningful you must have previously

entered heading information using the Setup > Local Tables > Position/Occupation Info > EEO
Job Site Address Information screen,

defined EEO classifications using the Setup > Local Tables > Position/Occupation Info > EEO
Classifications screen, and

for the specified Report 1D, mapped positions to the EEO classifications using the Setup > Local
Tables > Position/Occupation Info > Map Positions to EEO Classifications screen.

For the region filter to work you must also have mapped jobs to locations, and mapped departments and

locations to

EEO-1 (EEO

(site) addresses.

100) Report Setup

EEO Classifications are set up in the EEO Classifications screen (HR > Setup > Local Tables >
Position/Occupation Info > EEO Classifications):

@F‘aymll -FTFW10x  EEQ Classification Maintenance
EEQ Details

Caode  Description Short Description
130 Architects Architect -
131 Sureeyors Surveyors
136 Civil Engineers Civil Engineer
141 Electrical Engineer Elect Enginger
[142  |[Erwironemental Engineers |[Erwir Engineer
146 hlechanical Engineer Wech Engineer
154 Drafters Drafters
185 Engineering Technicians Eng Tech
156 Sureeying and Mapping Tech Survey Tech
184 Urban and Reginal Planners Urban Planner
192 Cherical Technicians Chem Tech
193 Geological and Petroleum Tech Geological Tech
2122 ||Testing JC Testing JC
263 Designer Designer
500 Office Manager/Admin Support Office -

=loix|

Iser Extensions ﬂ
Uszer Extenziont
Uszer Extension2
Uszer Extension3
Uszer Extensziond
Uszer Extenszions
Uzer Extensions
Uzer Extension?

More Extenszions ..

elated Screens ﬂ
Company Pay Periods
Payroll Processing
Related Screen 3
Related Screen 4
Relsted Screen S

Positions are set up and assigned EEO Classifications in the Positions screen (HR > Setup > Local Tables >
Position/Occupation Info > Positions). Positions may be created using the Copy Trades To Positions utility in

HR.
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@Hurman Resources - PTFVI0X  Positions
Detail
Shart Safety
Code Description Description Training Type Certificate EED Class
o002 |[Electrical Engineer | [0z [[reqular Empla... =l & [141 E
Doz Electrical Engineer Doz [reqular Empla... x| # [141
100 President Fresident [Reqular Emplo... x| #  [MA
101 ‘ice President vice President |[Reqular Empla.. x| ™ [M&
11-1011 Chief Executives CEOD [Reqular Emplo... x| #  [MA
11-3121 HR Managars HR Mgr [Reqular Empla... x| ™ [M&
A A 1 IReqular Empla.. ~|  [BBB
1221 Administrative Officer 1221 [Reqular Empla... x| ™ [M& a
13-1051 Cost Estimators Estimatars [Reqular Emplo... =]  [500
140 Accauntant Accaountant [Reqular Empla... x| ™ [510
160 Architectural Drafters Arch Drafter [reqular Emplo... =l I [154
161 Civil Engineer Civil Eng [Reqular Empla... x| ™ [136
17-2071 Electrical Engineers Elect Eng [reqular Empla.. = #  [141
170 Surveyor Surveyor |[Reqular Empla... >l & [131
200 Receptionist Receptionist  ||Reqular Empla... =] # [540
[205-2 |[&ccounting Clerk |l208-2 [[reqular Emple.. =]  [NA -

A Report 1D should be created for the type of report that you will be running in the Map Positions To EEO
Classifications screen (HR > Setup > Local Tables > Position/Occupation Info > Map Positions To EEO

=lalx]

Iser Extensions _¥

Uszer Extensziont
Uszer Extension2
Uzer Extensions
Uzer Extensiond
Uszer Extensions
Uzer Extensiont
Uszer Extension?

More Extensions ..

elated Screens ﬂ
Company Pay Periods
Payroll Processing
Felated Screen 3
Felsted Sorean 4
Felated Screen S
Felsted Screen G
Felated Screen 7
Maore Related ..

Classifications). This Report ID determines which positions and EEO classifications will be considered when
running the EEO report. The Report ID is one of the parameters that must be specified when printing the EEO
100 report. Enter a Report ID, Name and Short Name for the Report. In the 2™ block, each position that will be
considered in the report must be mapped to an EEO Classification.

¥Human Resources - PTEV0X

Report ID

EEQ Classifications

Report ID

Occupatiunal Groups

| Mame [Survey Joh Classification List

| Short Mame [EED Report

EEOQ Class Class Description Fuosition Position Name

130 Architect 160 Architectural Drafters

131 Surveyors 170 Surveyor

136 Civil Engineer 161 Civil Engineer

144 Drafters 310 Draftsman

193 Geological Tech 300 Photographer

2122 Testing JC 2122 Testing Job Classification
510 Billing Collect 140 Accountant

514 Payrall Clerks 400 Payroll Clerk

540 Reception 200 Receptionist

523 Carpenters 500 Carpenter

633 |[DrywalliCeiling |l |[Drywall & Ceiling Tile Instal
566 |[Helper | ] |[5tonemason

|-

=l0j x|

Iser Extensions ﬂ
Uzer Extension
Uszer Extensionz
Uszer Extension3
Uzer Extensiond
Uszer Extensions
Uszer Extensiong
Uszer Extension?

hare Extensions ...

elated Screens _+

Company Pay Periods
Payroll Processing
Related Screen 3
Felated Screen 4
Felated Screen S
Related =creen 6
Felsted Screen 7

hore Related ..
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Address Codes should be defined in Global Tables > Address Codes:

@System Tables Maintenance - PTFY10x  Address Maintenance =10l
Company Code

Iser Extensions _*

Uzer Extensioni

Company [PYUS___[Marjan PYUS COMPANY |

Address Detall Uzer Extension2
Address Code 001 |[LOFT Head Office | User Extension3

Street [750 Rodeo Drive Lzer Extenzions

Suite [# 1202 Uszer Extensions

City [Beverly Hills Uzer Extensions

State/Province [CA ||Ca|ifl:|rnia U=zer Extension?

Country [J5 Zin/Postal Code 90210 More Extensions ..

Contact Mame |Mr. Richard Pattingon
Phone Murmber | FaxNumberl ] olated Screens + |
E-Mail |

Territory | Payroll Processing
HR Region | | |

Related 5 3
Company Marne |LOFT Construction USA, | ed Screen

. Related Screen 4
Logo File Path On Wb/ |
Related Soreen 5

Felsted Screen &
Related Screen 7
More Related ..

| Company Pay Periods

Job information should also be created in the Setup > Local Tables > Position/Occupation Info -> EEO Job Site
Address Information screen:

@Human Resources - FTFY10%  Joh Information for EEC Reparting H=]p3
Company Iser Extensions ﬂ
Company [PYUS_|[Marjan PYUS COMPANY User Extension]
Uszer Extensionz
Job Information User Extension3

Uszer Extensziond

Uszer Extensions

Address Code m ”LOFT hiaees Uzer Extensiong
Federal Funding Agency ’ES Federal Funding | U .
zer Extension?
Minority Employment Goal 45.00 More Edensions
Fermale Employment Goal 45.00
fonth of Peak Employment £, +
Year of Peak Employment 2016 elated Screens J
Expected Peak Employment 3,500 Company Pay Periods
I” Subcontract Payroll Processing
Type of Construction [Hospital Building Related Screen 3
Fedaral Aid Project Mumber 4887830 Related Scresn 4
Beginning Construction Date (11032017 Relsted Screen S
Dollar Armount Of Contract | 100,000,000,000.00 Related Screen 6
FPercent Complete E5.0000 Related Screen 7

fore Related ..
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Location Codes must also be defined in the Global Tables > Location Codes screen and mapped to address
codes. These location codes will be assigned to the jobs in the Job Setup screen, if there is pay history data

related to those jobs in the time frame that the report is being run in.

'@System Tables Maintenance - PTFY 10X

Company Code

Location Ma

intenance

Company [PYUS_|[Marjan PYUS COMPANY

L ocation Detail

=1alx]

Iser Extensions _+

Uszer Extension
Uszer Extension2
Uzer Extensions
Uzer Extensiond
Uzer Extensions
Uzer Extensions
Uszer Extension?

More Extensions ...

lated Screens _+

Location Default Appraver
Code Mame Address Code ApprovUser [D Marme APT
s U |[Main Location |[oo1 | m | I I
| | | | | |
| | | | | |
| | | | | |
I~
I
I
[
[
N
: | | || | |
4 »

The location code(s) must be assigned to the jobs in the Job Setup screen in Payroll:

@ Joh Costing - FTFV10X
Company Code

Job Setup

Carmpany [PYU{Marjan PYUS COMPANY |

Job Detail

Job Detail lAccountsl AP Taxesl Joh Billing] WIF'] F'ayroll] Eiankl Security] Equipme... ] Complian... ]

Job Code [EEIE =g

ame [Bridges Project

Control Job |ALL

Billing Method lJob Billing

=l

™ Bid Job Bid Date |

Contract [BRIDGE-PRJ

Status/Pending

Custarner [JDEERE

[John Deere

Project Manager| ||

“alid |1
|

|0ntact Name|

ginal

s [MET30 [Met 30
| Location

SMAIN [Main Location

rrent

Warehouse |

wcounting Method IBilling & Costs

=l

wenue Generation |AS Costs Incurred L'Without...ﬂ

Market Sector

COMMERCIAL[General Commercial |

Inter-Branch
Zxpense Category
[ Use Multiple Overhead Per. .
IV Allow Transactions
¥ Use Equipment Bill Ra...
[ Show CPR As Cost ...
[~ Phase Type Req...

Juoint Travel Regulations
lead Frr Fynancac

[ Allow Inter-Branch Ch...

[ Allow Phase Gty Fact..
[ Unit Priced Cont. .

COl

Caontract Amount 15,000,000.00

Caontract Amount 12,000,000.00

Original Earnings

Default Department 0d

Estimated Start Date [15012016

Estimated End Date

Spread Rule Code

Effective Date

Project Start Date

Prajection Threshald % 0.00

Equipment Max. Charge Out%

Dd™ lat Allow Units Complete
faragtar Than Currant Fodaat
Showy Gr...1 WWBS [ Motes

Company Pay Periods
Paytoll Processing
Related Screen 3
Felated Screen 4
Felated Screen 5
Felated Screen 6
Felated Screen 7

Mare Relsted .

=Bl ]

Iser Extensions _t
Estimate Management

Inurgcodej
whbstbr

Uszer Extensziond
Uszer Extenszions
Uzer Extensziong
Uszer Extension?

Mare Extenzions ..

elated Screens _+

Company Pay Periods
Payroll Processing
Related Screen 3
Location Maintenance
Felated Screen 5
Related Screen 6
Related Screen 7

fore Related ...
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Also, departments should be mapped to site addresses in the Setup > Local Tables > Department Setup screen in
GL:

@ General Ledger - PTFVI0X  Department Maintenance =10l

CnmEanv Code
Company Code [PYUS [[Marjan PYUS COMPANY

Iser Extensions _*
Inurgecoded
Department Detail User Extension2

Uszer Extenszion3

Department Code (00 Company Level
Controlling Dept

Uzer Extensziond

Uzer Extenszions

Business Unit |DD ||Cnmpan3r Level | Liser Extensions
S"E_Etl | User Extension?
Su|te| | More Extensions ...
City ! |
StatefP(:rE\;lrr:;: elated Screens ﬂ
Zip/Postal Code_____ | Company Pay Periods
Phane Nurber| | | | Payroll Processing
Fax Mumber| | [ | Related Screen 3
| Address Code oot ”LOFT Head Office | Location Maintenance
Current Year|2017 Period Income Cloging Account (0] |l2000. 100 Relsted Screen S
Closed Year I" Sel-Balancing Inter Dept Clearing Account Related Scresn &
Inter-Branch Revenue Account l:l Related Screen 7
I¥ Recalculate Salary Charge Rates On Overh. AP Tares | Access Sroups | Mare Related .

To run the report, there must be pay history data for the period that the report is being run in, and those
employee’s positions/trades should be in the “Map Positions To EEO Classification” screen.

VETS 100 (Veterans’ Employment Report)

This report is a consolidated report for the entire company.
The parameters are:
Company

Required.
Date From

Required. The first date in the pay period being reported on.
Date To

Required. The last date in the pay period being reported on.
Report Class ID

Required. Enter or select from the LOV one of the report 1Ds defined in the top block of the Setup >
Local Tables > Position/Occupation Info > Map Positions to EEO Classifications screen.

Note that this report includes information about both a specific pay period and the year ending with that
pay period. The dates entered on the parameter form identify the pay period. The year is defined
implicitly as the year ending on the last date of the pay period.

Note that for this report to be complete and meaningful you must have previously:

entered heading information using the Setup > Local Tables > Position/Occupation Info > EEO
Job Site Address Information screen,
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defined EEO classifications using the Setup > Local Tables > Position/Occupation Info > EEO
Classifications screen, and

for the specified Report 1D, mapped positions to the EEO classifications using the Setup > Local
Tables > Position/Occupation Info > Map Positions to EEO Classifications screen.

EEO Classification Assignment Listing

This is a listing of the mapping from positions to EEO classifications for a single report 1D.

Benefit Administration Reports

Job Change Report

The benefits and deductions specialist uses this report to determine which employees have moved between jobs
that have different contractual benefits and deductions requirements. Typically, this involves a move between a
prevailing wage (Davis-Bacon) job and a regular job. All fields are required for generating this report.

Company

Enter or select a company code.
Year

Defaults to the current year. Enter a payroll year.
Period

Defaults to the current period. Enter a period number.
Pay Run

Enter or select a pay run code.

The report lists all employees who worked on the last job in the previous period that was different than the first
job worked in the specified period. For each employee it includes the following:

Original and new job codes, with a checkbox indicating whether they are prevailing wage jobs
Original and new site address codes
The employee’s pay group code

The employee’s years of service

Paid Non-working Employees Report

This program does not actually print a physical paper report. Instead it creates a CSV (comma separated
variable) export file. Users can use their spreadsheet program to perform further custom data manipulation and
formatting before printing out a hard copy report.

The report lists all employees who were paid but had no hours recorded in timesheets.
Parameter

Enter or select a company code.
Pay Run

Enter or select a pay run code.
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Year

Defaults to the current year. Enter a payroll year.
Period

Defaults to the current period. Enter a period number.
File Path and Name

A valid path to a writeable folder and the name of a file to be written in that folder. A default value of
C:\hr4003.csv is provided. We recommend that you retain the CSV extension so that your spreadsheet
knows that this is a CSV file and decodes it accordingly.

Eligibility Audit

This report lists all employees who became eligible for pension benefits in the specified range of dates.
From

The earliest date in the range of interest
To

The last date in the range of interest

Safety Reports

Injury Analysis (545) Report

This is a consolidated report for the entire company.
Company

Enter or select the company to be reported on.
From Date

The earliest date in the range of interest. Its default value is the first day of the current year.
To Date

Enter the last date in the range of interest. The default value is today’s date.
Region

Optionally enter or select from the LOV a specific Region to restrict the report to.
State

Optionally enter or select from the LOV a specific State to restrict the report to.

Note that this report prints data for the current year specified and the previous year.

In order for this report to be complete and meaningful you must have previously:

Set up address codes in Global Tables -> Address Code with an HR Region. Location codes must also be
set up in Global Tables -> Location Code. The location code must be mapped to the address code and the
address code should be included on the Safety Incident. The jobs specified on the incident must have the
Location field on the Job Detail tab of the Job Setup screen. Jobs on incidents should have hours worked
that are charged to the job in the year in which the report is being run. If the Recordable checkbox is
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checked on the incident, then the incident will be included in the total Recordable Injuries column on the
report. Also, Body Part on the Incident is listed on the report.

OSHA 300 Report

This is a consolidated report for the entire company.
Company

Enter or select the company to be reported on. Optionally enter or select the Site Address to be report on.
From Date

The earliest date in the range of interest.
End Date

Enter the last date in the range of interest.
HR Region

Optionally enter or select from the LOV a specific Region to restrict the report to.
Country

Optionally enter or select from the LOV a specific Country to restrict the report to.
State

Optionally enter or select from the LOV a specific State to restrict the report to.

If no Site Address is entered, the hours printed on the report are Base Wage hours worked between the
From/To Dates for the company specified on the parameter screen. If a Site Address is entered, then you
must have previously:

Set up address codes in Global Tables -> Address Code. Location codes must also be set up in Global
Tables -> Location Code. The Location Code must be mapped to the Address Code and the report will be
based on jobs whose job location is at the Site Address. The report then sums the Base Wage hours
worked between the From/To Dates across the payroll company with the above jobs. The Injury Type,
Iliness Type, Body Part and Treatment Type from the Incident are printed on the report.

OSHA 300A Report

This is a consolidated report for the entire company.
Company
Enter or select the company to be reported on.
Address
Optionally enter or select the Company and Site Address to be reported on.
From Date
The earliest date in the range of interest.
End Date
Enter the last date in the range of interest.
HR Region

Optionally enter or select from the LOV a specific Region to restrict the report to.
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Country

Optionally enter or select from the LOV a specific Country to restrict the report to.
State

Optionally enter or select from the LOV a specific State to restrict the report to.
Hours Worked By “Non-Employees”

Optionally enter the number of hours worked by non-employees.

Note that if no Site Address is entered, the hours printed on the report are Base Wage hours worked
between the From/To Dates for the company specified on the parameter screen. If a Site Address is
entered, then you must have previously:

Set up address codes in Global Tables -> Address Code. Location codes must be set up in Global Tables -
> Location Code. The Location Code must be mapped to the Address Code and the report will be based on
jobs whose job location is at the Site Address. The report then sums the Base Wage hours worked between
the From/To Dates across all payroll companies with the above jobs. Hours Worked by Non-Employees
on the parameter screen is also included in the “Total Hours Worked” on the report whether or not the Site
Address is specified.

OSHA 301 Report

This is a consolidated report for the entire company.
Company

Enter or select the company to be reported on.
From Date

The earliest date in the range of interest.
End Date

Enter the last date in the range of interest.
HR Region

Optionally enter or select from the LOV a specific Region to restrict the report to.
Country

Optionally enter or select from the LOV a specific Country to restrict the report to.
State

Optionally enter or select from the LOV a specific State to restrict the report to.

The report prints incidents for each employee in the Company specified.

Other Reports

Earnings Breakdown by Period Report

This program produces for one employee at a time a breakdown of all of his hours and earnings by period and
type of hours. Because the number and nature of the columns depends on what types of pay each employee
actually earned this cannot be presented on a standard report. Thus, this program does not actually print a
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physical paper report. Instead it creates a CSV (comma separated variable) export. Users can use a spreadsheet
program to perform further custom data manipulation and formatting before printing out a hard copy report.
Company

Enter or select from the LOV the company for which the employee works.
Employee Number

Enter or select from the LOV the employee to be reported on.
Pay Run

Optional. Enter or select from the LOV a pay run that is used to determine the period breakdown for the
year.

Start Date

The earliest date in the range of interest. Its default value is the first day of the year containing the last
pay period.

End Date

The last date in the range of interest. Its default value is the last day of the year containing the last pay
period.

Include all companies

Check this box if you want the output to include earnings from all companies that the employee worked
for in the specified date range.

Include other Pay Runs
Check this box if you want to display all pay runs in the specified date range.
Output File Name

A valid path to a writeable folder and the name of a file to be written in that folder. A default value of
C:\hr4003.csv is provided. We recommend that you retain the CSV extension so that your spreadsheet
knows that this is a CSV file and decodes it accordingly.

This report does not directly use the period numbers recorded in the pay history file. Instead it uses the
specified pay run, or if that is null the employee’s current pay run, to determine the period based on the date the
pay was processed. This allows it to combine earnings from several different pay runs — even if the pay runs
have different periods (e.g. weekly pay runs and annual bonus pay runs.)
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Utility Functions

Overview — HR Utilities

There are several Utility functions in Human Resources that include functions to update Positions, Pension
Eligibility, as well as exporting data such as Benefit/Deduction data, and the Year-End update to adjust Years of
Service, Pensions and Leave information.

Copy Trades to Positions

Action Edit Block Field Eecord Query Uility Help Window
HEEPUR YAl ALERBSY+ T > L ap ¥V 70a3RE

'@Human Resources- TESTY10_X  Copy Trades to Positions | ﬂ

User Extensions +

U=zer Extensiont

Copy Trades

Uzer Extension2

Copy Trades Io Position Cancel

Uszer Extensiond

U=zer Extensiond

U=zer Extensions

U=zer Extensiond

Uszer Extensiony

More Extensions ...

Related Screens +

Related Screen
Relsted Soreen 2
Relsted Soreen 3
Relsted Soreen 4
Relsted Screen S
Felsted Screen &
Relsted Soreen 7
More Related ..

Frewious Black
Recard: 111 . =08C=

Pgm: HRCOPY - Copy Trades to Positions

This screen contains only two buttons. Click on the [Copy Trades to Position] to copy newly entered trades to
positions having the same codes and descriptions. Click on the [Cancel] button to exit without copying.
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Processing Pension Eligibility

Action Edit Block Field Eecord Guery Utility Help Window
DA POR LY A FILEBRBLHY T L ap TV ?20a3RE

@Human Resources - TESTW10_X  Eligibility Process = m| ﬂ

User Extensions +
Parameters J

Uzer Extensziont
Uzer Extension2
Uszer Extensions

Uzer Extensiond

Company |CCC ||CMiC Test Construction Co

Uzer Extensions

Uzer Extensions
Gualifying Hours 500,00 FEF EXTENEI0N
Uzer Extension?
Minimum Waore Extensions ...
Gualifying Maonths

-
2
o
=]

Related Screens  +

Related Screen 1

aximum

Related Screen 2
Related Screen 3
Related Screen 4
Felated Screen 5
Process Felated Screen &
Related Screen 7
hare Related ...

Select Company Code
Record: 111 ... |List ofWalu... =05C=

Pgm: HRELGPRO - Eligibility Process

This screen allows you to select the company for which the update is to be done. It also displays the parameters
from the control file that are used by this update. When you click on the [Process] button the employees in the
selected company that meet the eligibility criteria have their Pension Eligibility checkbox checked. This can be
seen in the Benefits Administration > Pension Information screen as the Eligible checkbox. You can also run
the Eligibility Audit Report to see the employees who became eligible in a given period.

This update should be run after each pay run is completed if you send regular updates to a pension plan
operator.
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Benefit or Deduction Export

Action Edit Block Eield Eecord Query Wility Help Window

QEHPUR-Y DAA LIRSV T P APV 2 RBRE
Y Human Resources - TESTY10_%  Benefit and Deduction Export Ol x|
Exporting Options User Extensions ﬂ

Uzer Extensiont

Company [CoC] |[cmic Test Construction Co | User Extension2

Pay Run [CCOW |[ccc wisekty Pay Run | User Extenzion3

ear |2EI1 3 | Uzer Extenziond

Period [47 Start Date [19-11-2013 End Date [25-11-2013 | User Extensions

Employee kumber |CCC-AK-HR2 |Richard Sherman | Uzer Extensiong

User Extenzion

hare Extensions ...

Related Screens  +

Related Screen 1

CEV Expart Files:- Related Screen 2
Path (o2 Related Screen 3
Employee Information [EMPINFO CEY Related Screen 4
Dependert Information [CEPIMFO.CEY Related Screen 5
Related Screen B
(Bl Felated Screen 7
lare Related ...
Enter Company Code
Recard: 171 ... |List ofwalu... =0SC=

Pgm: HRBDINFO - Benefit and Deduction Export
This screen is used to write two CSV (comma separated variable) files containing detailed information about the
benefits of one or all employees and his/her/their dependents.
Company
Required. Enter or select from the LOV the company for which the export is being performed.
Pay Run

Required. Enter or select from the LOV the pay run for which the export is being performed. This is used
to select a subset of employees.

Year

Required. The information will be that which is in effect at the time determined by the year and period.
This defaults to the year of the most recent pay run.

Period

Required. The information will be that which is in effect at the time determined by the year and period.
This defaults to the period of the most recent pay run.

Employee Number

Optional. If you want to get the information for only one employee enter his or her employee number
here.
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Path
Required and defaults to “C:\”. The folder or directories into which the export files are written.
Employee Information

Required and defaults to EMPINFO.CSV. The name of the output file containing details of the
employees’ benefits and deductions.

Dependent Information

Required and defaults to DEPINFO.CSV. The name of the output file containing details of the employees'
dependents benefits and deductions.

Year-End Update

Action Edit Block Field Record Guery Utility Help Window

oo, . o s - _ R
TREEPUR -V DEAFFIEEBSHSE+ T (> L apV 70 KE
@Human Resources - TEETWID_X  Year-end Update = || ﬂ
Update Parameters User Extensions +
Uzer Extensiont
Lzer Extension?
@ |CM'C Toet Cormstraction C. Uszer Extensions
Compan iC Test Construction Co
LIy Lzer Extensiond
Mewe Year (2013
Uzer Extensiona
[ Profit Sharing in Mew vear Liser Extensions
[ Increment the vears of Service Court Uszer Extension?
I Set the Basic and Carried Forward Yacation Hours More Extenzions ..
[¥ Set the Penzion and Deferred Compensation Flags
Run this program at the beginning of each year to do the following: Related Screens  +
1. Increment the years of service count.
2. 2et the hasic and carried farward vacation hours. Related Screen 1
3. Set the Pension and Deferred Compensation flags. Related Screen 2
Felated = 3
Start Update Cancel Update FIRIEn SErEen
Related Screen 4
Felated Screen 5
Related Screen 6
Felated Screen 7
More Related ...
Enter Company Code
Record: 141 ... |Listofvalu... =0SC=

Pgm: HRVACUPD - Year-End Update

Run this program after the last pay run of the year to do the following:

If applicable, it updates the years of service count for employees who have met the criteria of
working enough hours to be credited with a year of service.

It updates vacation hours based on the parameters specified in the Control file and Vacation Update
Parameters.

It sets the Pension and Deferred Compensation checkboxes that are used in printing W2 forms.

144 - Utility Functions User Reference Human Resources v10x



The checkbox “Increment Years of Service Count” is disabled if the years of service update
method selected in the HR Control is not option 1 (HR Year-End Utility).

You must specify the new year and the program will not process the same year twice.

The Profit Sharing in New Year box is checked if you know that there will be profit sharing distributed in the
new year.

Plans Conversion from Payroll to Human Capital

Action Edit Block Field Record Query Ulility Help Window

POUOR YDA FIXEEBESE+ T b awp¥V 70KE

& Payroll- TESTYI0_X  Canversion Ta HR = =1kS

Conversion

User Extensions +
Uzer Extensionl
Uszer Extension2

Uzer Extensions

Uzer Extensiond
Type |Deduction hd

Uszer Extensiond

To Code | I | User Extensions
From Code | || | Uszer Extensiony
Rule D | || | hare Extensions ...
Eligible I | I |

Related Screens  +

Related Screen 1
Related Screen 2
Related Screen 3
Mezzage | ﬂ Related Screen 4
Related Screen S
Felated Screen B
Felated Screen 7
lore Related ..

Enter Ta Caode
Record: 111 ... |List of valu... =08C=

This screen allows you to convert Benefits/Deductions from Payroll module to HR module.
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HR Setup

Codes

The Codes submenu defines global (non company-specific) values that are used in various HR type records.

Status Codes

r LAV 200 RE

=10] %]

User Extensions +

U=zer Extensian
=er Extensionz
Uszer Extensions
U=zer Extensiond
U=er Extensions
Uszer ExtensionG
U=zer Extensiony

hdare Extensions ...

Related Screens  +

Related Screen 1
Related Screen 2
Felated Screen 3
Relsted Screen 4
Related Zcreen 3
Felated Screen 6
Related Screen 7
More Related ...

Pgm: HRSTATUS — HR Status Codes

action Edit Block Field Record Query Utility Help YWindawr
I PRI A2 2EBSY + T 4
'@Human Resources- TESTY0_x  EmployeefApplicant Status Code Maintenance
Status Codes
Shart Active

Code Description Description Flag Screen Title
[4BSENT ||&zert from class I | T [eppicant ~| -
EnROLLED  |[Envolied] I | T Jappiicant ~|
FRESENT  |[resent for class I | T [epplicant =l
Lviipazs  |[Level One Pass |eatrass | [applicant ~]
Lvizrazs  |[Level Two Pass |eazrass | [applicant ~]
[24H |24 Hr cancelition I | T Jappiicant ~|
[CANCELLED  |[cancefied I | T Jappiicant ~|
[porE |[c1as= has ended I | T Jappiicant ~|
I PROG | progress I | ™ |2 ppiicant ~|
MOSTART  |[mot vet started I | T [applicant =l
[COMPLETE  |[Complete |[completed | ¥ [training =l
|RE\-’IEIN ”Llnder Feview ||Review | v |Training ﬂ
[SCHEDULE  |[scheduls |lschedue | ¥ [training =l
Lo ||Long Term Disabiity LD | ¥ |Medical =l
|PASS ”Pass ||Pass | 3 |Medic:al ﬂ :

Description Of The Status

Record: 21145 =05C=

Status Codes are used by the Applicant, Employee Profile, Employee Medical, Employee Training, and Items
Issues to Employees screens in the HR system to classify information. The codes set up here specify which
screen(s) they apply to.

Code

The code to be used to identify a status.

Description

The meaning of this status code.
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Short Description
Enter a short description to be used throughout the HR system where the field space is limited.
Active Flag

Remove the check mark if you no longer want this status code to be available (i.e. visible in the LOVs for
the status field) but do not want to remove this status code from existing records.

Screen Title

Select from the LOV the screen or screen family for which this code is applicable. Note that no two
screens can have the same code.

Disability Codes

Action Edit Block Field Record Query Utility Help Window

DEEHPOIR Y AREFLEBHY T LAV TRHERE

'@Human Resources - TESTW10 X Disability Code Maintenance O x|
Show Attachments
Disability Codes User Extensions +
U=zer Extensiont
Short Modify .
Code Description Dezcription Wyork User Extension2
[UFT <50 |[Litting Less than 50 Ibs. ||Litt = 50 | = -] User Exterrsion3
[UFT =50 |[Lifting More Than 50 Ibs. |ILift = 50 | & User Exterssiond
[moLFT | Mo Litting |[Mo Lifting | User Extensions
[momE |[mo Dissbitty |[mome | ™ Uzer Extenzsiont
|ST"E'ND ||Standing ||Standing | d |User Extension?
[vizion |[wision issues |[wision | = More Exdensions .
|EIACK ||Elau:k Injury ||Elack Injuree | v
DEAF Deaf Deaf =
Related Screens  +
DIAEETIC Diabetic Diabetic I §
| ” ” | r Related Screen 1
r Related Screen 2
r Related Soreen 3
| || || | r Related Screen 4
r Felsted Screen S
- - Related Screen B
Related Screen 7
Mare Related .

Checked: Work Modification 1s Required
Record: 959 =08C=

Pgm: HRDISABL — HR Disability Codes

Disability Codes are used in the Applicant and Employee Profile screens to specify the nature of possible
disabilities that a person may have. The Disability Codes can be used as well in the Payroll application on the
HR Info Tab when creating/editing Employee Profile in Payroll. The purpose of these codes is to provide
reference to any medical or other types of disabilities that an employee may have.

Code

The Disability Code will be used in the forms to select a Disability when adding to an Employee or
Applicant profile. This may be up to 10 characters in length.
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Description

This is the long description for the Disability Code being defined.

Short Description

This is the Short Description that may be used where space is prohibitive.

Modify Work

This checkbox is used to identify disabilities that may impact what/where an employee or applicant may

be able to work.

Rating Codes

Action Edit Block Field Record Query Wility Help Window
DEEPOR Y AT RAERSE T

B Human Resources - TESTYI0_X  Rating Code Maintenance

r L ap ¥V ?200RE

=13l x|

Pgm: HRRATING - Rating Codes

Dutlg Sodoe User Extensions ﬂ
Short Active Lzer Extenzion
Cocle “alue Description Description Flag Screen Title .
[averace || 2|[average [[everage | @ [appicant =] - User Edensionz
[ExcELLENT || 4| [Excellert |Excenent | ¥ [opplicart =] Heer Eensions
[zoon I 3/@acs |[zeod | ¥ [opplicart =] Heer Ensiong
POOR 1{|Poar Poor d |App|ic:ant ﬂ Hser Bxdensions
FAILED 3|[Fail Fai Vo edica <] Hzer Exension®
PASSED 1|Pass Pass Vo |vedical x| Hser Exdension?
RESTRICT 2ok With Restrictions Restrict MV |medical | hlore Extensions ...
FaL 2|[Fail F il Vo training x|
PASS 1||Pass Pass ¥ |Training | Related Screens ﬂ
u | ﬂ Related Soreen 1
| ” ” ” | B | ﬂ Related Screen 2
| ” ” ” | I | ﬂ Relsted Screen 3
| ” ” ” | = | ﬂ Related Screen 4
I ” ” H I :: | ﬂ — Related Screen 5
| ﬂ = Related Soreen B
Related Screen 7
fore Related .
Enter A Rating YWalue Relative To Other Like Codes
Record: 1/9 =05C=

Rating Codes are used to define standard ratings for applicants, medical ratings for test results for employees,
and ratings for employee training.
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Languages

Action Edit Elock Eield Becord Query WMility Help Window
DEEH PR Y AR E2LEBEIHSO+ T > L ap T 23K E
'@Human Resources - TESTY10_X  Languages =10 ﬂ

Detalls

User Extensions +
Us=er Extensiont
rabic o =er Extension2

riclish User Extension3

U=zer Extensiond

panish U=er Extensiont

U=zer Extension?

hiare Extensions ..

French

German U=er Extensions
Chinese

ftalian

Russian Related Screens  +

Related Screen 1

Related Screen 2

Related Screen 3

B Related Screen 5

Related Screen G
Related Screen 7
llare Related ...

Mame Of The Language
Recaord: 11711 =08C=

Pgm: HRLANG - Language Codes

Languages are used in the Applicant and Employee Profile screens to identify preferred languages.
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Frequency Codes

Freguency Codes

Frequency Code Maintenance

Action Edit Block Field Record Query Ulility Help ‘Window
DEEPOR S A EIAEBLSY + T

@Human Resources - TESTV10_X

r 4+ apV 280083 RE

Code

Drescription

Short
Description

Days

Priority

[3-vEAR

||3 Year

||3 “ear

1095]|

[s-vEAR

||5 YWear

||5 Year

1825

[vEARLY

||‘r‘early

||Yearlv

£

MICMTHL Y

hdorthly

fonthly

30

=10l x|

User Extensions ﬂ
zer Extensiont
Uszer Extension2
Uzer Extension3
U=zer Extensiond
User Extenszions
U=zer Extensiont
User Extension?

fdare Extensions ...

Related Screens  +

Related Screen 1
Related Screen 2
Related Screen 3
Related Screen 4
Related Screen 5
Related Screen 6
Felated Screen 7
fdare Related ..

ldentify The Frequency
Record: &

Pgm: HRFRQNCY - Frequency Codes

=03C=

Frequency is used where there is a need to specify some recurring requirement such as license or document

renewals. Typical values would include monthly and annually.
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Work Modifications

Action Edit Block Field ERecord Query Wility Help Window

DEEHPOR Y aEAAFT2LEBSO9+ T > b ap TV 20K E

'@Human Resources - TESTY10_X  Work Modification Code Maintenance

Work Modification Codes

=alx]

User Extensions +

U=zer Extensiont

Shart Standard
Code Description Description Frequency Uszer Extensionz
[ErD | Mo Bending |MoBerding | ¥ <] User Extension3
|DESK ||Deskwork ||Deskwork | [ Lzer Extensiond
HOME Hame Rest Home Rest rd User Extensions
LIFT-10 Mo Litting Ower 10 Lbs. Mo Lifting [v Liser Extensions
[moLIFT [[Mo Litting |[mo Litting | = User Etension?
" ” ” | o hdare Extensions ..
—
-
| ” ” | - Related Screens j
r Related Screen i
o Related Screen 2
[ [ I | ™ Relsted Screen 3
| || || | o Related Screen 4
| ” || | ™ Relsted Screen 5
| ” || | n E Related Screen &
Related Screen 7
fdare Related ...
|dentify The YWork Modification
Recard: GG =Q5C=

Pgm: HRWRKMOD - Work Modifications

Work Modifications are standard codes used to specify work restrictions. They are used by the Employee Work
Modifications screen and displayed in the Work Modification Agreement documents.

Code

The identifying code for this work modification type.

Description / Short Description

Enter the descriptions for this modification type. The Description may contain 30 characters, while the
short description will allow only 16 and is only used where space is prohibitive.
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Work Modification Frequencies

Action Edit Block Eield Eecord Query Uility Help ‘Window

HEEPOR Y RAEREFIEEBGI+ T (> L ap¥V ?270a3RKE

'@Human Resources- TESTW0_X  Wark Modification Frequency Maintenance =10 ﬂ
Work Modification Fregquencies User Extensions ﬂ
U=zer Extenszion
Code Description Short Description User Extension?
IE| Marithly Morttly =l
El Diaily Daily Uzer Extenzions
[l " ok Uzer Extengiond
3 Days 3 Days User Extensions
|2 Days |[z Days | User Extensiont
|To be Determined ”To Ee Determined | Liser Extensiony?
[I:H I | More Extensions ..
[ | |
l:” ” | Related Screens ﬂ
l:” ” | Felated Screen 1
l:” ” | Felated Screen 2
l:” ” | Related Screen 3
%I ” I Felated Screen 4
l:” ” — Felated Screen 5
- Related Screen B
Felated Screen 7
hore Related ..

Enter 1 Character Code To Represent The Freguency
Recard: 7iT 205C=

Pgm: HRWMFREQ - Work Madification Frequencies

Work Modification Frequencies are standard codes used in defining work modifications. They specify how
frequently during a workday an employee may perform a restricted task. Typically they express concepts such
as never, infrequently, occasionally, or ‘to be determined’.
Code

The identifying code for this work modification frequency can be 1 alphanumeric character.
Description / Short Description

Enter the descriptions for this modification frequency. The Description may contain 30 characters, while
the short description will allow only 16 and is only used where space is prohibitive.
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Membership Types

Action Edit Block Field RBecord Guery Utility Help ‘Window

HEEPOR VAR ALERSGY T LAV 7R KRE

'@Human Reso

MemhershiE Tﬂ

- TW10_%  Membership Type Maintenance

Count Hits
pe Naintenance

=10l x|

Type Code

Type Description

Short Description

[pRECTOR

Directar

||Direct0r

[FuLLNEN

Full Member

[ [Frmazm

[rEGULAR

Fegular Member

||Regular

TEMP

Temparary Member

Temporary

User Extensions ﬂ
Uszer Extensiond
U=zer Extension2
User Extenszion3
Uzer Extensiond
User Extenszions
zer Extensiont
Uszer Extension?

dare Extensions ...

Related Screens  +

Related Screen 1
Relsted Screen 2
Felsted Screen 3
Relsted Screen 4
Felsted Screen 5
Relsted Screen &
Felsted Screen 7
tlore Related ..

Identify The Membership Type

Record: 558

Pgm: HRMEMTYP — Membership Types

=Q5C=

Membership Types are used to describe Employee Memberships and Applicant Memberships.

Type Code

The identifying code for this work modification frequency can include up to 10 characters.

Type Description / Short Description

Enter the descriptions for this membership type. The Description may contain 30 characters, while the
short description will allow only 16 and is only used where space is prohibitive.
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Education Course Codes

Pgm: HREDUCAT — Education Course Codes

Action Edit Block FEield Eecord Query Utility Help Window
FEEPUR S A 2SB89+ T «» P ap¥V 70aRE
§BHuman Resq Sount Hits fnvi0_x Education Code Maintenance - O] =/
Education Codes
User Extensions + |
Code Mame Shaott Mame Level Wszr Bxdensiont
s | High Schoal | High Schoal |IHigh schoal ] Lser Extenzion2
[co |[Techrical colegs |[Tech College |[2pprertice business or vocationsl ) Lser Extension3
IC Industry Course Ind Course Apprertice business o vocational v User Extensiond
BS Business School Business School Apprentice business or vocational x| Uszer Extensions
| || || | Elemertary or grade school j User Extensiont
| ” ” | ﬂ Uszer Extension?
= More Extensions ..
=
| ” ” | j Related Screens + |
-
T Related Screen 1
T Related Screen 2
” ” g Related Soreen 3
- Felated Screen 4
T Related Soreen s
= Related Screen &
Felated Screen 7
Maore Related ..
Record: (/1 | | A | |<ogc=

Education Course Codes are used to define specific courses of study. They are used in the Employee and
Applicant Education screen.
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Education Degree Codes

Action Edit Block Field Record Guery LHility Help ‘Window

DEEDPOR Y2 AERESY Tt LapV T EE

@Human Resources - TESTV10_¥  Educational Degrees i ] 1
Enter Educational D
er Educational Degrees User Ext e ﬂ
Code Iame Shaort Mame Lewel Active bser Extensiont
|NIA ||Not Applicable ||Ncrt Applicable ||N01 Applicable ﬂ W= User Extension?
SAFECERT Safety Cerificate afeCert |#pprertice business or vacational v | ¥ Uzer Extensiond
TECHCERT Technical Cerification Tech Cert |Apprentic:e husiness of vocational ﬂ [V Uszer Extensiond
|GRADE ||Grade Schoaal ||Grade Schoal ||Elementary of grade school ﬂ [ =zer Extenzions
[ELEC TRDE  |[Electrical Trades |Erectrical |[4pprentice business or vocational | ¥ User Extensions
ERGIMEER M Master of Engineering h=sster Engineer |Mas‘ters degres ﬂ [V Uszer Extenzion?
| |Not Applicakble ﬂ [v More Extensions ...
| | | I =
| I I |I ﬂ r Related Screens ﬂ
-
-
Related Screen 1
-
| ” ” |I ﬂ - Related Screen 2
-
| ” ” | B Related Screen 3
I i — Related Screen 4
| ﬂ r Related Screen 5
. Related Screen 6
| | | I E| = H

Related Screen 7
hare Related ...

Uniguely Identify The Degree
Recard: 7i7 =05C=

Pgm: HRDEGREE - Education Degree Codes

Education Degree Codes are used to define specific degrees earned by Employees and Applicants. They are
used in the Employee and Applicant Education screen.
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Career Plan Codes

Plan Codes

Action Edit Block FEield Record Query UHility Help Window
DREPUR YDA REILEBHHGY + T 4

’@Human Resources - TESTW10_X  Career Plan Code Maintenance

o]

ode Description

Short Description

Accounting Lewvel 1 Acctng Ll 4
Clerical Lewel 1 Clerical Lyl 1
Clerical Lewvel 2 Clerical Lvl 2
Management level 1 gt Ll 1

m

Electrical Management

Electrical Maste

|General Contractor

General Contrac

[

[

[

[

[

[

[

]

r4+ap ¥V ?20a3&E8

=alx

User Extensions +

U=er Extensiont
=er Extension2
U=er Extenszion3
User Extenziond
U=zer Extensiond
=zer Extenziong
U=zer Extenzion?

fore Extensions ...

Related Screens +

Related Screen 1
Related Screen 2
Related Screen 3
Related Screen 4
Related Screen S
Related Screen G
Related Screen 7
Mare Related ..

Enter Career Plan Code

Pgm: HRCARPLN - Career Plan Codes

Recard: 7i7 ... Listofvalu..

=03C=

Career Plan Codes are used in the Performance Review screen. These codes may be used in identifying a path

employees may be taking for future development and movement.

User Reference Human Resources v10x

HR Setup - 157




Performance Grades

Action Edit Block Eield Eecord Query Wility Help Window

HEEPOR Y A F ARG+ T > L ap ¥V 70a3&KE
'@Human Fesources- TEETWI0_X  Grades for Performance Reviews -0 ﬂ

User Extensions +

=er Extensiont

Performance Grades

U=zer Extenzion2
Grade Meaning

U=er Extenzions
|A ”Superior

Uzer Extenziond

|B ||Ah0ve Average

|C ”Average

I U=er Extenzions
| U=zer Extenziont

|D ||Eie|ow Average
E ||Poor -
F ||unacceptable] More Extensions ...
Ll |
| ” | Related Screens ﬂ
| ” | Refated Screen 1

Related Screen 2

U=zer Extenziony

Related Screen 3
= Related Screen 4

Related Screen 3
Related Screen B
Related Screen 7
Mare Related ..

The Meaining Of The Grade (Up Ta 16 Characters)
Record; 66 =05C=

Pgm: HRPRFGRD - Performance Grades

This screen is used to define grades for performance reviews. By default the codes A through F are supported.
Users can change the meanings attached to these default codes, create new codes and associated meanings, and
delete any of the default codes. The codes are limited to a single character; meanings can be up to 16
characters.
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Requisition Type

Requisition Type Detail

Action Edit Block FEield Record Query Uility Help Window

HEEPOR S I E2EEBEHSE + T ¢

@Human Resources - TESTY 0_X  Reqguisition Type

r L aw VW 203 RE
=0 x|

Code

Description

Short Description

INTERMAL

Iritermial

Irternal

REFERRAL

Employes Referral

Referral

User Extensions + |

Uszer Extenziar
Uzer Extension2
User Extension3
User Extensiond
Uszer Extenzions
Uszer Extenziont
Uzer Extensiony

More Extensions ...

Related Screens + |

Felated Scraen 1
Related Screen 2
Related Screen 3
Related Screen 4
Felated Screen 5
Felsted Screen B
Related Screen 7
More Related ..

Enter The Reguisition Type

Record: 3¢3 | |

|z05¢=

This screen is used to maintain the Requisition Types.
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Local Table Setups

Control File

Action Edit Block Field Record Query LUHility Help wWindow
T B
'@Human Resources - TESTY10_¥  Human Resources Control

Control Parameters

Company |CCC ||CMiC Test Construction Co

General l Safety l Pension] OSHA l

Format hMazk For SSN [399"-"339"-"3985

Leave Code For Yacations |\-"-1‘-C ||Vaca1i0n |

Hours To Quality For Wacation
Ldlate Method Faor vears Of Service |2_ Digily Process Bazed On Seniority Date j

Hours To GQualify For Years Of Service

[ Display Warning for Duplicate Course or Certificate/License

Penszion Eligikility Parameters

Cuialifying Hours 500,00
Miimm

Gualifying Maonths
M aximum 1200

HPoR2P 28+ 232m8359 -+t b apV 70RKE

=10] x|

User Extensions ﬂ
Uzer Extensziont
Uzer Extension2
Uzer Extension3
Uzer Extensziond
U=er Extensions
Uzer Extensiong
U=zer Extension?

Mare Extenzions ..

Related Screens  +

Felated Screen 1
Related Screen 2
Felated Screen 3
Felated =creen 4
Felated Screen 5
Felated =creen &
Felated Screen 7
More Related ..

Employvees Must Have Worked This Many Hours In The Previous Year To Qualify For Yacation
Record: 111 =205C=

Pgm: HRCTRLFM — HR Control General Tab

The Control program is used to store company-specific default information used by HR. There are linkages
between HR and the Enterprise Payroll (PY) programs; as a stand-alone module, some values in the HR Control
program may be left blank because they are set up only in PY. An example of this is shown above: ‘Leave

Code for Vacations’ is left blank.

General — Tab

Format Mask for SSN

To allow both US social security numbers (SSN) and Canadian social insurance numbers (SIN) to be
formatted correctly, this field can be modified to the correct format. It defaults to the SSN format.
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Leave Code for Vacations

This is used by queries and reports (e.g. staffing query) to determine which hours and pay are for vacation.
It is also used by the year-end program to determine which leave type to reset and roll forward.

Hours to Qualify for Vacation
The year-end program uses this to determine which employees qualify for vacation in the next year.
Update Method For Years Of Service

The drop-down list “Update Method For Years Of Service” allows selection of the method to be used
for updating or increasing employees’ years of service. There are two options:

a) using the HR Year —End Utility (which is the original method) or

b) by Seniority Date via the new Nightly Years of Service Update Process (Years of Service is increased
based on seniority date and hours worked in the prior 12 months as of a given date — intended to be the
current date, used by the nightly run).

Hours to Qualify for years of Service

This field is to be used to specify the number of hours required to qualify for years of service increase. It
is mandatory when option 2 is selected from the ‘Update Method For Years Of Service’.

Display Warning for Duplicate Course or Certificate/License

When this checkbox is checked, a warning is displayed when a duplicate course or certificate/license is
entered in the Training by Course and Employee Certification/Licenses screens for the same employee.

Pension Eligibility Parameters

The following parameters are all used by the Utility > Processing Eligibility program.
Qualifying Hours

The number of hours an employee must work to be eligible to be enrolled in the company pension plan.
Minimum Qualifying Months

The number of months an employee must work to be eligible to be enrolled in the company pension plan.
Maximum Qualifying Months

The maximum number of months that the employee may work to accumulate the qualifying hours.
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Safety — Tab

Action Edit Block Field Record Query Utility Help Window
PO R S DA LEELS T LAV 70 RE

@Human Resources - TESTWI0_X  Human Resources Contral = ﬂ

Control Parameters User Extensions +

Uzer Extensiont

Company |CCC ||CM|C Test Construction Co User Extension?

Uzer Extension3
General  Safety ] Penzion l CSHA, ] Uzer Extensiond
zer Extensions

Uzer Extensiont

Erter Text Type For Incident Reason{Cades) [CCC-HR ||Hr Reazon codes User Extension?
More Extensions ...

Incidert Mumber Mask | ||

Mumber Of Hours To lesue Safety Certificate 10.00 Related Screens  +
Safety Cetificate Dollar Walue 1,000.00 Relsted Screen 1
Safety Certificate s Valid For Morths Felted Sereen 2

Relsted Screen 3
Relsted Screen 4
[ Safety Bazed On Controling Job Felated Screen 5
Relsted Screen &
Felsted Screen 7

fdare Related ..

Enter The Cedificate Dollar Walue
Record: 11 =08C=

Pgm: HRCTRLFM - HR Control Safety Tab

Programs in the Safety menu use these parameters.
Text Type for Incident (Reason) Codes

The Safety tab allows entry of a previously defined Text Type for Safety Incidents (Setup > Global Tables
> Text Type). The associated Text Codes (Setup > Global Tables > Text Code) for the Text Type are
used as values in the Reason field when entering an Employer’s First Report of Incident (Safety > Enter
Incidents).

Incident Number Mask
Set up the incident number format mask.
Number of Hours to Issue Safety Certificates

This parameter is used by the Safety > Print Safety Certificates program to determine the employees who
should receive safety certificates and by how much to reduce their unused accumulation of safe hours.

Safety Certificate Dollar Value

This parameter is used by the Safety > Print Safety Certificates program to determine the value that should
be printed on the certificate and stored in the database with the record of that certificate.

Safety Certificate is Valid for

This parameter is used by the Safety > Print Safety Certificates program to determine the value that should
be printed on the certificate.
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Safety based on Controlling Job

This parameter is used by the Safety > Process Safe Hours program to determine whether safe hours
should be accumulated by sub-jobs or their master jobs.

Pension — Tab

Action Edit Block Field Record Query Utility Help wWindow

HFEEPEPUR Y HEEF 2B+ L ap¥W 7 RE
’@Human Resources - TESTWI0_X  Human Resources Control -0 ﬂ
Control Parameters User Extensions j

U=zer Extensiont

Compsny |CCC ||CMiC Test Construction Co

U=er Extenszion2
U=zer Extenzion3
Genetal | Safety Pensionl OSHA, l zer Extenziond
U=zer Extenziond

Uszer Extenziont

U=zer Extenzion?
401K Deduction Code [401K Loan 1 Deduction Code | | serEEnsen
hare Extensians ...
Profit Sharing Benefit Code l:l Loan 2 Deduction Code l:l
Related Screens  +
Construct Benefit Code l:l Loan 3 Deduction Code l:l

Relsted Screen 1
Related Screen 2
Related Screen 3
Relsted Screen 4
Related Screen 5
Felsted Screen 6
Relsted Screen 7
hore Related ..

401 K/Profit Sharing Earnings Base Code 401K |[401k Wages

Benefit Hours Base Code |EIASE ||Elase VWage

Enter Deduction Code For Loan 1
Record: 111 ... Listofvalu... =05C=

Pgm: HRCTRLFM — HR Control Pension Tab

164 - Local Table Setups User Reference Human Resources v10x




OSHA —Tab

Action Edit Block Field ERecord Query Wility Help ‘Window
- : o e SNEC R T B
FEEPOR Y AAA IS+ T r P ap¥ 7R E
’@Human Resources - TEBTWIO_X  Human Resources Contral -0 x|
Control Parameters User Extensions _+
Uzer Extenszionl
Cotnpany |CCC ||CMiC Test Construction Co User Extension?
Uszer Extenzion3
Generall Safety l Pension  OSHA l User Extensiond
Uzer Extenzions
Report JOSHa 300 :|' Uszer Extenziond
Iteater e U=zer Extenzion?
Moare Extensions ...
Aftertion Note Related Screens  +
Related Screen 1
Related Screen 2
Foaoter Mote Related Screen 3
Related Screen 4
Related Screen 5
Hiour s Wiorked By I:I Related Screen &
S plEEEs” Related Screen 7
More Related ...
Enter Header Mote For OSHA Reports
Record: 111 <05C=

Pgm: HRCTRLFM — HR Control OSHA Tab

The Control File OSHA (Occupational Safety and Health Act) tab contains fields to hold default values used in
OSHA safety reports. There is a dropdown list containing three OSHA reports, and fields to enter text for
Header Note, Attention Note, and Footer Note which will be displayed on the corresponding OSHA report. The
last field is a default for Hours Worked by Non-Employees.

Skill Definitions

This submenu includes two options — Skills and Required Skills. This enables use of Skills when added to
employee and applicant profiles to be considered when reviewing applicants for suitable positions.
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Skills

Action Edit Block FEield Becord Query Utility Help YWindow
HERBPUIKLS2EE*2BSY+ 1T > 4 4

B Human Resources - TESTVI 0_x

Skill Code Maintenance

PV 2R &KRE

Skill Codes
Shart
Code De=cription Description Frate vyt
”v\ﬁring Apprentice ”App Wir ” ” |-_
[cABLER |[catling |[catsing I (I
|CRANE ”Crane COperator ”Crane Operator ” ” |
[pRrvER |[rruck Driver |[priver I (I
[pRvwiaLL | [Prysasai, Mueting and Piasterin |[rsysnezn I srooHr |
[ELECTRICAL  |[BIectrician |[Erectrician I (I
[FoRKLIFT |[Farkitt |[Farkitt I (I
GLAZIER Glazier Glazier
GROUNDS Groundskeeper Groundskeeping —
HYVAC H' AC Installer HAC Installer
MECHAMIC hechanic riechanic 27 75(HR:
[P2mTERS |[psirters |[psinters I (I
[PLUMBING | [Promising | [Frumbing I (I
[ROOFING |[Rooting |[Roofing I 40.00HR |
[Rv-oI |[Fr-oiL mechanic |[Fre-on I 45.00HR |
|SUF‘ERVISOR ”Supervisor ”Supervisor ” ” |
|SURVEYOR ”S'rte Surveyor ”S'rte Surveyor ” ” | -

=18l x|

User Extensions +

User Extenzionl
U=zer Extension2
User Extenzions
Uszer Extensiond
Uzer Extensions
Uzer Extensiont

U=zer Extensziony

Mare Extensions ...

Related Screens  +

Related Screen 1
Related Screen 2
Related Screen 3
Related Screen 4
Felated Screen 5
Related Screen &
Related Screen 7
Mare Related .

Enter Skill Cade
Record: 1r?

Pgm: HRSKILLS - Skills

=035C=

Skill Codes can be attached to an applicant or employee directly in the Employee Profile or Applicant
Information, and can be defined in as much detail as needed to support Company policy.

Code

Enter the Code to be used when referencing the skill being added/edited.

Description and Short Description

Enter a description and for use in limited space areas, the short description of this skill.

Rate

Enter an optional rate to be used for description and when entering Work Orders related to this skill.

WM

Enter an optional Weight/Measure code. Note that this will be used in Preventive Maintenance when
recording work orders.
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Required Skills

Action Edit Block Field Record Query Ulility Help ‘Window

DEEHPOR Y 2EAAFIEBRSY T > LAV 7HIEE

’@Human Resuurctl_x Skill Requirement Maintenance ;lglﬂ
Skill Codes
F— User Extensions ﬂ
Code Description Description User Extensiont
|MASONRY ||Masonry-Brick ||Masonry |J Uzet Extenzion?
[MECHAMEC —|[Mechanic | Mechanic |, User Extensions
[amTers  |[Pairters |Pairiters | -] User Extensiond
Uszet Extenziond
Skill Requirments User Extension
Uszer Extensiony
Rank Position Description Trade Description .
|B41 3 ||Stonemasons ||541 3 ||Stonemasons |‘_ Mers Bxdensions ...
%| ” ” ” | Related Screens ﬂ
I:I Related Soreen 1
I:H || ” || | Related Screen 2
I:I Related Screen 3
I:l Related Soreen ¢
I:“ ” ” ” | Felated Screen S
I:” ” ” ” |_ Relsted Screen &
I:“ ” ” ” |'— Related Screen 7
dore Related ...

Mumber Used To Rank Skills By Importance
Record: 212 =08C=

Pgm: HRREQSKL — Required Shills
Required Skills define the relationship between Skill Codes and HR Positions as well as PY Trades.

Skill Codes — Block

The Skill Codes Block in the header will display all trades that have been setup in Payroll or HR.

Skill Requirements — Block

The Performance Review screen uses this information to match reviewed employees with positions that they are
qualified to occupy.

Rank

Optionally enter a number defining the relative importance of each requirement entered.
Position

Enter or select from the LOV a position for which the current skill is required.
Trade

Enter or select from the LOV a trade for which the current skill is required or just “ALL”.
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Documents

The Documents sub-menu includes two menus — Document Type and Documents. This enables defining
various types of Documents as well as maintaining data related to those documents.

Documents — Document Type

@Human Resources - TEETWI0_¥  Document Type

Document TzEe Detail

Action Edit Block Eield Eecord Guery Utility Help Window

HFEEPOR LY DEAEFEFAXEBRLSY T > LAV 703K E

Bi=id

Code De=cription Short Description
[CERTIF| |[certitication |[certitication |
I8 |[-3 documertation [[-= |
LLicENSE ||[Licenze ||[Licenze |
[REFERRAL |[Rererral Letter |[Reterra |
|RESUME ||Applicant Resume ||Resume |
LITEST UIRurtime Test UITEST

User Extensions +

Uszer Extensiond
Uzer Extension2
Uszer Extensions
Uzer Extensziond
Uszer Extenszions
Uzer Extensions
Uszer Extenszion?

hare Extensions ...

Related Screens  +

Felated Screen 1
Felated Soreen 2
Felated Soreen 3
Related Soreen 4
- Felated Soreen 5

Related Screen 6
Felated Screen 7
More Related ...

|dentify The Document Type
Record: 1/6

Pgm: HRDOCTYP — Document Types

=05C=

Document Types define codes for generic document descriptions and parameters attached to specific document

types that are defined in the Document module.

Code

The identifying code for this document type, which can be up to 10 alphanumeric characters.

Description / Short Description

Enter the descriptions for this document type. The Description may contain 30 characters, while the short
description will allow only 16 and is only used where space is prohibitive.
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Documents — Documents

gction Edit Block Field Record Query Utility Help ‘Window
DERDPOR YA 2EBSY T LAV 203K
¥ Human Resources - TESTYI0_X  Documents =] S
1] nt Detail
L = User Extensions ﬂ
Short Reneswwal Exat LUser Extensiont
Code Freguency Type Mame Renewable Cost Regui .
[crp |lz-vesr lcErTFY — Jssor jcre | = Vo] Maer Extension2
I8 |[vEaRLY |2 | [E | & v Iser Extensiond
[SaFETY [[vEaRLY cerTFy ] |[satety | = g User Extensiand
FKL 3-YEAR LICENSE Forkii g 10000 User Extensions
r - Uszer Extensiont
| I I | I |- [ ]r Lser Extension?
| ” ” | ” | r l:l I More Extensions ...
u ™
r o Related Screens ﬂ
I I Felated Screen i
I ” ” I ” I :: % E Felated Soreen 2
- - Felated Screen 3
Felated Soreen 4
I [
| ” ” | ” | r |:| r Related Screen S
| ” ” | ” | r |:| T Related Screen §
— Related Screen 7
j | ﬂ hore Related ..
Record: 071 =0SC=

Pgm: HRDOCMNT - HR Documents
This form is for maintaining a list of Documents that may be used with respect to Employees and Applicants.
Examples include Medical Records, Resumes etc.
Code
Enter the code identifying the document.
Frequency

Optionally enter or select from the LOV one of the codes defined on the Setup > Codes > Frequency
screen. This describes how often the document needs to be reissued.

Type

Enter or select from the LOV one of the available document types.
Name

Optional but recommended. The name of this document.
Short Name

Optionally enter an abbreviated name for the document.
Renewable

Identify if this is a renewable document (such as a license or membership).
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Renewal Cost

Enter the renewal cost for this document.

Exam Required

Identify if there is an exam required for this document or a renewal of it.

Organizations

[ ]

% @

Organization

¥ Human Resources - TESTYI10_X  Organizations

Action Edit Block Field Record Query Utility Help VWindow

POR2YDEE*F LB + T

Mext Record

Type |JNIVERSITY

Dezcription |L|niver3'rty|

| Shart Description

[ Educationsl Institution
[ lzzues Memberships
[+ lzzues Documerts

[ Reqguires Certification

[ Reqguires Training
[ Requires Medical
[ Performs Medical

rdar¥V 2R &KE

=13l

User Extensions +

=zer Extenziont
zer Extenzionz
=er Extensions
zer Extensziond
l=zer Extenszions
=zer Extenziont

Uszer Extenzion

Pgm: HRORGANS - Organizations

The Organizations module can be used to define Educational Institutions (e.g. Applicant Information),
Professional Associations (e.g. Applicant or Employee Memberships), Standards Bodies (e.g. Applicant
Certifications), etc. The availability of the Organization entries in particular modules is defined in the upper
Organization block. For instance, those entries checked as ‘Educational Institution’ would be available in
LOVs such as Applicant Information/Education. The Organizations module is flexible in that the upper and
lower blocks can be used to define Organization/Sub-organization hierarchies.

Organization — Block

w
more Extenszions ...
Code l:l Name | Short Name I:I Related Screens ﬂ
Related Screen 1
Addrezs Related Screen 2
| | Country | " | Related Screen 3
StatesProv Related Screen 4
Courtty Related Screen 5
IPPostalCoce| | ciy| | | Related Screen 6
Related Screen 7
hore Related ..
Mext Recaord
Record: 57 =03C=

Use this block to define either a type of organization (e.g. educational institution, hospital, professional
associations, standards association) or an actual organization (e.g. professional association) for which you want
to track departments or committees. The code and description are required; the short name is optional.
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Detail — Block

If the Organization Block contains an organization type, enter the information describing the organizations of
that type here. If the Organization Block identifies a specific organization, enter the information describing its
departments or committees here (e.g. technical committees of a professional association that employees may
belong to.) The code and description are required; the remaining information is optional.

Position/Occupational Information Menu

This submenu relates to the maintenance of Positions and Trades as well as information related to the EEO
Classifications and Reporting.

Positions

Use the Position Occupation Info > Positions screen to define positions that employees may occupy. This form
is available in both HR and Payroll.

Pgm: HRPOSITN - HR Positions

Action Edit Block Field Eecord Query WHility Help ‘Window
a1 - - b = i1
DREPURKZ2Y AR LERHY+ T r» L ap TV 703 RE
¥ Human Resources - TESTWIO_X  Pasitions = (O]
Detail
— User Extensions +
=Shart Safety Izer Extensiont
Code De=cription Description Training Type Cerificate EEC Claszs .
0055500 |[Mechanical Engineering |[MECHENG |Reuier Empioyes. »] W [os7 | Mesr Etensionz
100 Fresident President [Reguiar Employes »| 7 [037 User Extension3
1001 “ice Presidert \vice President [Regular Employee =] B [037 User Extensiond
111 Truck Driver Trk Driver [Requiar Employee =| ¥ [504 Uzer Extensions
1205 Marketing Manager MARKETIMGMANAG |Regu|ar Employes ﬂ v |nz2 Uszer Extensions
|1 412 ||Ac:countant ||Au:c:ourrtant ||Regular Employes ﬂ v |023 Uzer Extenzion?
142 fanagement Analyst Mngmt Analyst |Regular Employee ﬂ IV |026 Waore Extensions ...
1E10 architect architect |Reguiar Employee x| [ 043
[1611 | Marine Architect |Marine architect  |[Reguiar Employee  »|  [058 Related Screens  +
1625 Civil Engineer Civil Engineer v 053
I ” ] ” jE] I|Regular Employee ﬂ F Felated Screen 1
1634 Industrial Engineer Inclust En v |056
] ] |Regular Employee ﬂ Related Soreen 2
164 SuUrveyors SUPveyors |Regular Employee ﬂ [+ 083
Related Screen 3
526 Photographers Photographers |Regular Employes ﬂ v [189
Related Screen 4
350 |[in smith |[Tin Smith |[Requar Emplovee =] & [g68
|3?2 ||Draﬂsman ||Draﬂ3man ||Regu|ar Employee ﬂ MV |17 Felated Screen 5
lagas |[Receptionists [Receptionists|[Reguiar Employee =] I [313 o Feteted Screen®
Related Screen 7
Ware Related ...
Recard: 071 =05Cs

The HRPOSITN program allows definition of company positions (although the definitions are not company-
specific). While the codes and descriptions are specified by a company’s HR policies, each position must be
related to an EEO (Equal Employment Opportunity) class for reporting purposes. Typically, if the Payroll (PY)
modules are used in conjunction with HR, the Position Codes are actually Trade Codes defined in PY.
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Code
The alphanumeric code identifying this position.
Description
Enter the full description of this position.
Short Description
An abbreviated description of the position used where space is prohibitive.
Training Type
For use in some EEO reports (e.g. EEO 257), specify whether this position is occupied by a regular
employee, apprentice, trainee, or student.
Safety Certificate
Check this to indicate that occupants of this position are eligible to receive safety awards.
EEO Class

Required but not used. Make sure that EEO class N/A (not applicable) is defined using the Setup > Local
Tables > Position/Occupation Info > EEO Classifications screen, and use this here. This information has
been superseded by the more flexible report-dependent mapping of positions to EEO classes that is
defined using the Setup > Local Tables > Position/Occupation Info > Map Positions to EEO Classes
program.
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EEO Job Site Address Information

Action Edit Block Field Record Query Ulility Help ‘Window

POR 2V DEARFILEEBRESY+ Tt ar P ap TV 27083RE8

@Humaurces -TESTYM0_X  Job Information for EED Reporting = | ﬂ
Save
Lompany Uger Extensions  +

Company |CCC ||CMiC Test Construction Co User Extensiont

Uszer Extension2

Job Information zer Extension3

U=zer Extensiond

Uzer Extensions
Address Code [CCCT |lccet sddress

Federal Funding Agency [Housing and Urban Development

U=zer Extensiont

User Extension?

Minotity Employment Goal 5.00 _
Female Employment Goal pore Bensons
Month of Peak Employment l:l
ear of Peak Employment Related Screens ﬂ
Expected Peak Employment - Related Screen 1
[ Subcortract Felated Screen 2
Type of Conatruction (Site Developmert Related Screen 3
Federal Aid Project Mumber (HIDOOO1 Related Screen 4
Bredinning Construction Date |D1 -01-2013 Relsted Screen 5
Dollar Amount Of Contract Related Screen 6
Percent Complete

Related Screen 7
More Related ..

Enter Expected Peak Employment.
Recard: 151 =05C=

Pgm: HREEOJOB - EEO Job Work Location

This information is used in the headings of the EEO reports. This program allows for the entry of parameters
associated with EEO-type jobs. The Address Code is defined in Setup > Global Tables > Address Code, and
the rest of the fields are free-form. The same Address Code can be entered on to an employee’s profile on the
HR Info tab, thus linking employees to EEO information. The information entered through this program will be
used in EEO Reporting (EEO 257, 1391, 100; see Reports Menu).
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EEO Classifications

Action Edit Block Field Record @uery WHility Help Window
HREEPURLYAEGHE LRSI+ T > b ap VW 270 aaRRE

’@Payroll- TESTWI0_® EEOQ Classification Maintenance - |0 ﬂ

EEQ Details User Extensions +

U=zer Extensiond

Code Description Shaort Description \ser Extension2
IEHPersnnnel & Labot Relation Mar ||Labor Relations ~ User Bxtensions
015 Property Manager Property Manager .

U=zer Extenziond
022 hanagers and Administrators hanager/Admin

U=zer Extenzions
|l323 ||Au:u:ourdammudi‘tor ||Accourrtant3 |

" - " " - " Uzer Extenziong

025 Cther Financial Officers Financial Office

U=zer Extenzion?
026 hanagement Analyst hgmt Analyst SerEAensn
|l327-r ||Per30nnel, Trainers ||Trainer3 | More Bxdensions ..
037 Management Mansgement b
043 |[architacts Srchitect Related Screens  +
|l353 ||Civi| Enginesr ||Civi| Engy | Felated Screen 1
036 Inclustrial Engineer Incluztrial Eng Relsted Screen 2
057 hechanical Engineer MMech Engineer Relsted Screen 5
|l358 ||Marine and Maval Architects ||Marine Architect | Felated Screen 4
|Dl33 ||Surveyor3 ||Surve\,fc-r3 | Related Scresn 5
o7s |lceciogists |[sentogists - T ——

Related Screen 7
Mare Related ..

Enter The Reguired EEQ Class
Record: 107 =05C=

Pgm: PYEEOCLS - EEO Classifications

This program accepts Codes (defined by the EEOC) plus Description and Short Description parameters for EEO
positions. The codes are used in the HR Positions program (HRPOSITN).
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Map Positions to EEO Classifications

Action Edit Block FEield Eecord Guery WUility Help Window
FEEDPOR Y AEAAF2ERSED+ 1 L apV 20aRE
’@Human Fesources- TESTVI0_X  EEQ Classifications -0 ﬂ

Report 1D

User Extensions +

Report ID Matme [Survey Job Classification List Shiart Name [EEC 96 Report Uiser Extensiont

U=er Extenszion2

U=zer Extenzion3

Occupational Groups User Extenziond

U=er Extenzions

EEQ Claz= Clazs Description Pazttion Pazition Mame Uzer Extenzions
[oz3 |[&ccourtarts [[1412 |[accountart E e ExtensionT
026 Mgt Analyst 142 Management Analyst More Extensions
043 Architect 1610 Architect

[os3 |[cieit Engy |[1528 |[civil Enginesr |

[os8 [[maustrial Eng |[re3s | [ncustrial Engineer | Related Screens_+ |
=7 mech Engineer 003 Mechanical Engineering Relsted Screen 1
0B Surveyors 164 Surveyors Related Screen 2

|1 a9 ||Photographers ||325 ||Photographers | Related Screen 3
|SB? ||Carpenter ||I351 a ||Carpenter | Relsted Screen 4
L] Drywvall Install 5424 Drywealler Relasted Screen 5
575 Electrician E4.32 Electrician Related Screen B
|8l34 ||Truck Crivers ||TRLIC ||Truck Drriver |: Relsted Screen T

Mare Related ...

Mame OfA Group Used For EEQ Repotting
Record: 111 =05C=

Pgm: HRPOGRPT - EEO Position Mapping

This program is used to specify how to group employee occupations in the various EEO reports.

For each report ID this screen creates a separate mapping of positions to EEO Classifications. All fields in both
blocks are required.

For any report ID each position may appear at most once. However several positions may be mapped to the
same EEO Classification.
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Vacation Update Parameters

Action Edit Block Eield Record Query Wility Help Window

Y Human Resources - TESTVI0_X  Year-end Vacation Update Parameters

HFREPOR LY AR FIAEBELHED - T ¢

Company
Company [CCC |[cmic Test Construction Co
Yacation Update Parameters
Employes IfirirriLa Hours of Mzcirmm
Tvpe Pay Group  Pay Group Name Years Yacation Carry Fued
Hourly HF: HCURLY EMPLOYEES 1 g0 5 -

r4+apV ?2RB&KEE

=13l x|

User Extensions *

Uzer Extensiont
User Extension?
U=er Extension3
User Extensiond
Uzer Extensions
Uzer Extensions
Uzer Extension?

fdare Extensions ...

Related Screens  +

Related Screen 1
Related Screen 2
Related Screen 3
Related Screen 4
Related Screen 3
Related Screen &
Related Screen 7
dare Related ..

Specify ALL, Hourtly, Or Salaried
Record: 22 ... |Listofvalu... =08C=

Pgm: HRVACHRS - Vacation Update Parameters

This screen is used by the year-end update program (Utility > Year-End Update) to determine how many hours
of vacation to give to each employee for the next calendar year based on a combination of one or more of

company, employee type (hourly or salaried), pay group (user-defined), and years of service.

If the employee has met the vacation eligibility requirement given in the Control screen, the Hours of Vacation
value that corresponds to his or her employee type, pay group, and years of service will be assigned to the

vacation allocation for the next year.

For all employees, unused vacation up to but not exceeding the value in the Maximum Carry Forward column

will be carried forward to the next year.
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Regions

Action Edit Block Field Record Query Utility Help Window
HHE PO LY DA *F2AEBRH59 + 1 4

Vi Human Resources - TESTVIO_X  HR Region Maintenance

Regions
Code Region Mame
|ZCHI| ||C0mpany I7 - Chicago Region =
[FL |[Fiarida Region |
MY Meswy Y ork Region
oL Colorado Region

r a4V 2K E

=13l

User Extensions +

=er Extensiond
Uzer Extension2
zer Extension3
=zer Extensiond
zer Extenszions
=er Extensions

U=er Extension?

fore Extenszions ..

Related Screens  +

Related Screen 1
Felsted Screen 2
Relsted Screen 3
Relsted Screen 4
Relsted Screen 5
Relsted Screen &
Felsted Screen 7
ore Related ...

Enter a1 To 4 Character Region Code.
Record: 1/4 =05C=

Pgm: HRREGION - HR Regions

Use this screen to define the regions used in Human Resources Reporting. These regions are used in EEO
reporting and can be used to qualify benefit coverage by area. They are referenced in the Employee Profile (HR

Info tab), the global (Site) Address table, and Incident reports.
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Referral Sources

Action Edit Block Field Record GQuery WHility Help Window

HEE PO LY BER *

XAEERSE + T

i Human Resources - TESTVIO X Referral Soutce Maintenance
Referral Sources
Recruter Recruiter Preferred Employee
Code Description Fee Type FeePercent Source  Referral  Warranty
|CST| ||Chicag0 Sun Titmes || ﬂ [ [ l:l =
|EC ||Eag|e Consulting ||Percerrtage | 030 ¥ ¥
|Eh-1P ”Employee Reterral ||Fee ﬂ [+ r l:l
|ru1P ||Man Paviver ||Percerrtage ﬂ 035 [ [
MYT |[bew vork Times [Fee =l 40000 IV &0
PPS ||People Search |F‘erc:errtage ﬂ 0.25 [v [v 30
[rH |[Fabert Hait |[Fee ~] woo] @ -
[ | r r
| =] r r
| | | = - [ ]
[ | r r
| =] r r
| | | = - [ ]
| | I = B -]
| I [ = w5

r L APV 20 RE

=13l

User Extensions T

zer Extensziont
=er Extenszion2
zer Extenszion
zer Extenziond
l=zer Extenzions
=er Extenziont

U=zer Extensiony

More Extensions ...

Related Screens  +

Related Soreen 1
Relsted Soreen 2
Felsted Screen 3
Relsted Screen 4
Relsted Soreen S
Relsted Soreen
Felted Screen 7
More Related ..

Enter Up To 4 Character Code To Represent Referral Source

Recard: 17

Pgm: HRAPSRC — Applicant Referral Sources

=05C=

‘Referral Sources’ are records that define how an applicant came to the attention of the HR department, and are

Code / Description

used in the Applicant Information program.

Enter a referral code of up to 4 characters, and a free format name or description for the source.

Recruiter Fee Type

Indicates how you compute the finder’s fee if you hire an applicant from this source. It may be null (no

fee), 'Fee' if you pay a flat fee, or 'Percent' if paying a percentage of applicant wages.

Recruiter Fee / Percent

The amount (if the fee type is Fee) or percent of applicants wages (if the fee type is Percent) to be paid to

the person or company that referred this applicant to you.

Preferred Source

Check this box if this source is a preferred source to use.

Employee Referral

Check this box if this source is an employee referral.
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Days to Bonus

Applicable only if the Employee Referral box is checked. This is how long the applicant must remain on
staff before you pay the referring employee his/her finder’s fee.

Classifiers

Objects

Action Edit Block Field Record Query Utility Help Window
mEE PO =% 5

@ Proje lc gement- TESTVIO_X  Classifiers

*rIxEBESHSE

- 1

«r» 4L aw¥V 2033RE

Project Management Ohject

Incident

Display Date Format |DD Mo, Y

|[13 ep, 2013

Classifiers

Uzer Extenziont
Uszer Extension2
Uzer Extensziond
Uszer Extensziond
Uzer Extenszions

Uzer Extensiont

SHSE OFHERE Uszer Extension?

=8l

User Extensions +

More Extensions ..

Default Walue

Clagsifier 1 [EMP_NUM

||Emp|0yee Mumber

|[cccwm-HR2 |[Richard Sherman |

Related Screens  +

Pgm: PMCLSFM

Felated Screen i
Clagzsifier 2 | || ”] ” | Felated Soreen 2
Felated Screen 3
Classifier 3 | I I | |
Related Screen 4
Classifier 4 | ” ” ” | Related Screen 5
Related Screen &
Classifier 3 | ” ” ” | Related Screen 7
Wore Related ..
Classifier 6 | I I | |
Record: 1/1 .. |Listofvalu... =08C=

This program was created for the Project Management module and allows the definition of extra fields to be
associated with particular forms. Here, the form says that the field EMP_NUM (Employee Number) is to be
associated with the Incident form in HR (Safety > Enter Incidents). That form will then contain the Employee
Number field in the Classifiers tab of the form.
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Global Tables

Note the special relevance of three of these global tables to the Human Resources application.

Address Code

Action Edit Block Field Record Query Utility Help Window

HEEPOR VY2 F 2B+t > L ap ¥V 2700 a3&KE8
{19 Systern Tables Maintenance - TESTVIO X Address Maintenance =g
N User Extensions ﬂ
Company |CCC ||CMiC Test Construction Co | e Extonsiont
Address Detall =zer Extension2
Address Cade [CCC1T [[cect sadress | User Extension3
Street [456 Constructions Ste Boulsvard | User Extensiond
Suite | | Izer Extensions
City [Chicago | Uszer Extensions
StateProvince L |[linois | User Extension?
Country ZipPostal Code (50609 More Extensions ..
Contact Mame |S'rte Manager
Phone Number [B00-555-1535 Faxhumoer[ ] Related Screens + |

E-Mazil [site manager@oce.com |

| Related Zoreen 1
| Related Screen 2

Territary | ”
HR Region | ”

Related Soreen 3
Related Screen 4

Company kame [CMIC constructions
Logo File Path On ek

Related Screen 5
Related Zcreen &
Related Screen 7
Moare Related ...

Company Logo File Path - Only Applicahle To JB/PM Reports. [t Uses The Correspondence Address On The Project If It Exists
Record: 1/1 =05C=

Pgm: ADDRESS

This is referred to as Site Address in HR and is used to specify the work site of each employee. Safety and EEO
reporting are done according to site address, rather than by job because several jobs/sub-jobs may be in progress
at a single site.
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Region

Action Edit Block Field Record GQuery Utility Help Window
DEEPUR VY EAAEARETIAEBESIYE+ T+ ap¥V 70a&KE

’@Svstem Tahles Maintenance - TESTW 0 ProvinceSState Maintenance o ] 4|

Province State Codes

User Extensions +

Province/State Code Mame Compliance Code User Extension
|EIC ||Elri‘tish Columbia || | J User Extension2
B Eaj=s California User Extension3
BCS Eaja California del Sur J L=er Extenziond
= |[zaitarnia I | User Exterssions
CAM Campeche IUzer Extensions
CHH Chihuahua Uzer Extension?
|CHP ||Chiapas ” j tore Extensions ..
Jurisdictions Related Screens  +
Related Soreen 1
Code Description Type Tax Percent Related Screen 2
- |caamy lca-cmy oty Ta ~l 1750 Rt Soreen s
[ca-counTy |[ca-counTy |[istrict Tecx |- | I

[ca-scHooL |[ca-scrooL |Fchon Tax =l 1500 s

[ca-sTaTE |[ca-sTate |[school Tax =l esof Felated Sereen 6

- | ” H ﬂ I—”: Relsted Screen 7
| 2

4

Mare Related ..
Updste Tax Rates | Jurisdiction Types |

Enter Region Code
Recard: 1 067 =08C=

Pgm: REGFM - Region

Do not confuse this Region Module with the Region located in HR Setup > Local Tables > Regions. This table
is actually one of two (see PY Manual) used to set up States/Provinces.
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Territory
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fdore Related ...

Enter The Tarritory's Caontrolling Territary.
Recaord: 353 =08C=

Pgm: TERRFM - Territories

Territories are another HR classification present as a field on the Employee Profile. One place that territories
can be used is in Benefit Administration Coverage Areas (Benefit Administration > Benefit and Deduction
Administration > Coverage Areas).
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Frequently Asked Questions

Benefits and Deductions

Is Payroll or Human Resources preferred for the setting up of Benefits and Deductions?

The primary Benefits and Deductions setups are identical in both the HR and Payroll modules. There
is however, an additional system in HR for the setting up of Benefits and Deductions commonly
referred to as the Benefit/Deduction Eligibility System. This version is more along an automated

election system though the support tables are similar, and items in both systems are frequently
interchangeable in administration.

Applicants and Employees
Are Applicant Entries required for Employees?

Depending on your company procedures, there may be a requirement that all applicants are entered
into the HR Application and converted to Employees when hired. However, this is optional from a
system aspect, and Employees can be created without Applicant entry in either HR or Payroll.
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