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INTRODUCTION -1

INTRODUCTION

Welcome to Can-Pay's GrandMaster Suite Human Resources Module. The Human
Resources Module is a user-friendly system. The Human Resources Module is a
Windows/OS2 program, and uses the standard Windows features which make it
simple to learn and use.

The system is flexible with user defined options. These options allow users to set up
their own database with variable information about each category of information
within the database. The data input screen and report layouts are also fully user
defined.
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The user would choose a category of information which they require such as
education. They would then determine what information they would like to keep
regarding education, such as the year of graduation, courses taken, place of instruction
etc. This would all be defined by the user, using simple point and click menus.

Human Resources Module

The Human Resources Module provides the facilities to record and administer
employee and position information.

The Human Resources Module shares the ability with the Schedule Module to record
leave time for employees. The leave time recorded through the Human Resources
Module is available to the Schedule and Payroll Modules for processing.

The standard data fields requested by the Human Resources Module may be extended
by user defined data fields attached to the system data categories.

Can-Pay Computer Software 1




1-INTRODUCTION

Employee Data

Standard Data

The Standard Employee Data recording functions are:
= Name and address data.

m Leave Time - inclusive vacation, sick time, training, time off in lieu, and other
time off.

m Incidents - includes accidents,union grievances, labour board disputes, and
other incidents.

= Availability - time available for work.
m SKkills - records skills and certifications.

» Equipment Assignments - includes tool kits, safety equipment, and other
company owned equipment.

m Automotive - includes parking spaces, and company vehicle assignments

m Company Plans - includes profit sharing, share purchase, and saving bond
plans.

m Position Assignments - employee job assignments.

» Evaluations - employee performance evaluations.

User Defined Employee Data

The Human Resources Module provides the facilities to define any number of
additional data categories for employees. Each data category may contain up to 100
data fields.

Each defined data category has an individual update screen.

Additional screens may be defined that incorporate data from several data categories
including system defined data categories.

Can-Pay Computer Software
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Inserting a New Payroll

The Insert option from the select payroll program will allow you to create a new
payroll. The following dialog box appears:

= Insert New Payroll
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Payroll Name: PLANT]

| 0K I | Cancel

Type in the name of the new payroll and select the OK button.

The GrandMaster payroll file update dialog box will appear as follows:

g4 Grandtdaster Payroll File Update
File Help
Payroll Hame: [PLANT
Description: ||
Path to Payroll: |5:\LEDMA\PAYRDLL‘\PLAMT

[_i Enable Password Sl Pangwsard

’rPagrull Password

0K | Cancel |

Type in the payroll name, description, and path to the payroll and select OK from the
file menu.

&~  Click on the box to the left of the enable password if you wish to password protect the
payroll.

Can-Pay Computer Software 3
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Passwords

If you have selected ENABLE password the following dialog will appear:

3 GrandMaster Payroll Password

Password: | |

Confirm: | |

| Ok I | Cancel |

Enter your desired password and then retype the password again in the confirm field.

&~  The password will be shown as *'s on the screen as you are typing for security reasons.

Please refer to the Administration manual for additional information concerning
passwords, security and entitlements.
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Set Search Technique

Once you have chosen the payroll that you wish to work with you may prefer to set an
alternate search technique for accessing employees within the selected payroll. The
system default search technique is alphabetic surname search.

Z

@)

Ifthe Set Search Technique option is selected from the File menu, then the following =
screen will appear: 8
’ a

.4 Employee Search Settings ﬂ O @)

: — 4

File Help [

&

(#) Hame Search
{3 Number Search
() Badge Search

' Default | | Exit |

Employees on the system may be accessed through three different techniques:

» Employee Name The employee name or a portion of the employee name may
be entered. The system will provide a list of the names that match the portion
entered. The name matching process requires thatthe last name be entered first,
given name last. When aname is entered the name must be preceded by the “%”
character, or the system option for employee search must be set for employee
name search.

m Badge Number- The employee badge number may be used to locate an
employee. The badge numberis aleftjustified 10 character alphanumeric field.
When a badge number is entered the number must be preceded by the “@”
character or the system option for employee search must be set for badge
number search.

m Employee Number - The employee number may be used to locate an
employee. The employee number search may only be used when a payroll has
been selected. When an employee number is entered the number must be
preceded by the “#” character or the system option set for employee search must
be set for employee number search.

Can-Pay Computer Software 5
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When employee group is in effect the search for an employee is restricted to the
selection group.

Each user may save their preference for a search technique.
When the preferred search is employee number the system will require the selection of
a payroll to search for employees.

When a function offers a next employee or prior employee option the order of
presentation for the employees will depend on the search technique in effect.
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MANAGING EMPLOYEE GROUPS

The Main Human Resource menu provides facilities that operate on a group of
employees. The group may be all employees known to the system, all employeesin a
particular payroll, or an employee selection group.

All operations regarding the management of employee groups are available in the
Group Management menu from the main menu bar. The Group Management menu
appears as follows:

B Grandtaster Human Resources Lz I |
Iiﬂ Employee Compensation Position Definition Reports Help
Set Search Technique

Group Management 3
Enable Employee Group
Disable Employee Group

Select Payroll

Deselect Payroll

System Options

exXit Esc

[
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The options available to the user are:
m define and maintain employee selection groups

m enable/disable an employee group for scheduling use

Can-Pay Computer Software 7




2 - MANAGING EMPLOYEE GROUPS

Selection Groups

A selection group is a list of employees that may be used to control processing in the
Payroll, Human Resources, Scheduling, and Time Keeping modules.

A selection group is created through the Group Management option.

A selection group may be a dynamic or a fixed group.

Dynamic Groups

A dynamic group is defined by a set of conditions that determine the employees that
are members of the group.

Each time the group is loaded the load process scans the employee data to determine
the eligibility. Once loaded the group of employees is static until the group is refreshed
or loaded again.

When a dynamic group is saved only the data conditions for the list are stored.
One dynamic group definition utility is provided:

m Payroll Data Conditions - The Payroll Data Condition is used to define a
selection group within a particular payroll. The definition uses a fixed set of
payroll data fields to determine membership in the group.

Fixed Groups

A fixed group is defined as a list of specific employees.
When the group is loaded the list is loaded from the storage area.

Fixed group definitions are determined by selecting employees from a list of eligible
employees. The list of employees may be from an existing group selection, all
employees, or employees in a particular payroll.

8 Can-Pay Computer Software




MANAGING EMPLOYEE GROUPS -2

Defining Employee Selection Groups

Employee Selection Groups may be defined in two ways:

1. Picking employees from a list of all employees known to a single payroll on
the system.

2. Selection of employees from a single payroll by setting conditions that payroll
data items for the employees must match.

The first type of selection group is a fixed list, thus a list must be maintained by the
user. A maximum of 1000 employees may be present in a fixed list. The last type of
selection group is a dynamic list, therefore each time the list is loaded the employee
data is compared to the conditions that define the selection. A dynamic list may
contain any number of employees.

The system provides for saving and loading any number of the selection group types.
Only one selection group may be active at a time.
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Selection Group Restrictions

A user ID may be restricted to the use of a single selection group. The restriction and
name of the selection group are set through the System Administration functions.

The selection group restriction feature allows the System Administrator to control
any user’s access to employees or to an arbitrary sub-set of employees on the system.

When a user ID is restricted to a particular selection group only the employees in that
selection group are visible to the user. When restricted, the user ID does not have
access to the functions that allow maintenance of the selection group definitions.

The user may remove employees from the selection group but this modification is
discarded the next time the user refreshes the selection group or logs off the system.

Can-Pay Computer Software 9
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Selection Group Processing

System functions that process more than one employee at a time will use the current
selection group (loaded and enabled) to determine the employee to process.

When a screen offers a next employee option, the next employeeis always provided in
the order of the current selection group. The sort order of the current selection group
may be changed through the sort selection option.

When a report is generated by the report writer or any other reporting function the
employees included in the report are restricted to the current selection group (loaded
and enabled). This feature allows for easy production of sub-set reports.

Data Conditions for Selection Groups

A dynamic selection group definition is composed of three parts:

m Include Conditions - these conditions describe the data values that the
employee must have to be considered in the selection group.

m Exclusive Conditions - these conditions describe the data values that will result
in the employee being dropped from the selection group if the included
conditions are satisfied.

m Sort Order - these data fields are used to provide the initial sort order of the
selection group.

10 Can-Pay Computer Software




MANAGING EMPLOYEE GROUPS -2

Employee Group Management

When the Group Management option is selected the following submenu will appear:

4 GrandMaster Human Resources HE'

File Employee Compensation Position Definition Reporis Help

Set Search Technique

| Group Management + || Select Employee Group
Enable Employee Group Load Employee Group
Disable Employee Group Refresh Selection Group
Select Payroll Modify Current Group
Deselect Payroll Sort Selection Group
System Options
eHit Esc

Selecting an Employee Group

This menu option will start up the Employee Group Selection Screen. This screen
provides the user with the facilities to define and maintain Employee Groups. The
following dialog box will appear.

4 Employee Group Selection HE.

File Selection Method Help

~Current Selection

Name: Ho Group Selection
Employees: 0 Type:

Status: Disabled

Can-Pay Computer Software 11
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Once the Employee Group Selection dialog box appears choose the method of
selection by clicking on the Selection Method option in the menu bar the following box
will appear.

&4 Employee Group Selection [z N N |

Selection Method 5

Employee List F2

Payroll Data Conditions ~ F5
Hame: funtitled} Employee Selection Group
Employees: 2 Type: Temporary

Status: Disabled

o]

Afterthis has been done an employee selection list will appear. The employees that are
contained in the list will depend on the method of selection chosen (see section on
selection lists below).

Select all the employees to be in the new selection group and press the OK button.
Next, select the Save Current Selection option from the File menu. The following

dialog box will appear:

Selection Group Save
File Help

Group Code: |B

Description: |Ward B Employees

‘m Cancel I

Both the group code and the description must be entered into the fields to save the
group . Then select the OK button.
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MANAGING EMPLOYEE GROUPS -2

When you are defining and maintaining Employee Group the following pull down
menu is available from the File option in the menu bar to view, clear, modify, and save

employee group. The following dialog box will appear:

Employee Group Selection
File Selection Method Help

Exit

Load Selection Group
¥iew Current Selection
Clear Current Selection
Modify Current Selection
Save Current Selection
Enable Use of Selection
Disable Use of Selection

Fa
F7

F&
Fa

Esc

Employee Selection Group

Type: Temporary

View - to view the employee in the current group select the view current selection
from the File menu. The following box dialog box will appear:

Clear - to clear the current group select CLEAR CURRENT SELECTION from the
File menu. The employee group selection screen will now show no current groups.

Modify - to add or delete an employee from you current group select MODIFY

E View Group: {untitled} Employee Selection Group = o
File Help
[ EWANS DALE 287 j
ROGERS ROY 236
&

Total Entries: 2

CURRENT SELECTION from the File menu.

Can-Pay Computer Software

[
0
>
o
:
5
2
@
z
<€
=




2 - MANAGING EMPLOYEE GROUPS

Employee Selection List

The employee selection list screen is presented when the selection of an employee is
required. The employees that appear in the list are subject to anumber of conditions.

m Current Selection Group in Effect - When a selection group is loaded and
enabled only those employees in the selection group may appear in the list.

m Current Payroll Selected - When a payroll is selected only those employees that
are assigned to that payroll may appear in the list.

&~  When both a selection group is present and a payroll is selected only the employees
that are present in both the selection group and the payroll may appear in the list.

The order of the employees in the list is dependent on the search technique in effect for
the user.

m Search by name will present the employees in alphabetic sequence by surname
and given name.

m Search by employee number will present the employees in employee number
sequence.

m Search by badge will present the employees in badge number sequence

&~ The employees without a badge number will not appear in the list when the search by
badge technique is in effect.

The employeesinthelistare restricted by the value entered to search for an employee.

m Name Search will restrict the list to those employees whose last name
corresponds to the last name portion entered for the search.

m Employee Number will restrict the list to those employees whose employee
numberis equal to or greater than the employee number entered for the search.

m Badge Number will restrict the list to those employees whose badge number
corresponds to the badge number portion entered for the search.

Loading an Employee Group

The Load Employee Group menu option will display a list of the Employee Groups
available to the user. One of these groups may be selected for further operations. The
list will appear as follows:

14 Can-Pay Computer Software




MANAGING EMPLOYEE GROUPS -2

B SelectonGrowplist @
File Help

L ADMIN GRP F Administration staff |8

I 0K | | Cancel | | Insert | | Update | | Delete |

By double clicking on the name of a group the user can load the group.

Inserting a new  If the INSERT button is selected a new dialog box will appear that allows the user to
group define a new employee selection group. The dialog box appears as follows:

Insert Hew Selection Group

Group Code: |

| 0Ok I | Cancel |

Removing a Selecting the DELETE button will remove the highlighted employee group from the
group list.
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Refresh Selection Group

The Refresh Selection Group option reloads the last selection group loaded. This
option is used when the selection group has been modified and the user wants to reload
the group to eliminate any modifications.

To refresh a selection group the user simply selects the Refresh Selection Group
option in the Group Management sub menu under the File menu.

Modifying the Current Group

An existing employee selection group may be temporarily modified by adding or
deleting employees in the group.

When the initial group is a dynamic group the modifications will be retained until the
group is loaded again or refreshed.

The Modify Current Group option will bring up the Employee Selection Group
Modification dialog box. This option can be found on two different menus but the
results are the same.

The option is available in the File menu under the Group Management sub menu.

It is also available if the user selects the Select Employee Group option under the
Group Management sub menu, and in the Employee Group Selection dialog box the
user pulls down the File menu.
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The screen will appear as follows when either option is selected.

B Employee Selection Group Hodification [z RE |
File Help
EVANS DALE
ROGERS ROY 236
@
@
>
@)
:
@
Z
1 E
| Ok I | Cancel | | Add | | Remove | Z,
<
p=

The dialog box contains a list of the employees in the currently selected employee
group.

To delete an employee, select that employee by clicking on it once with the mouse then
select the REMOVE button.

To insert an employee into the list select the ADD button, a new dialog box will appear
that asks for the name of the employee. Type in the last name of the employee and
select OK.

Ifthe user does not know the last name of the employee to be added then the user can:

m select thevEXT button to go to the following employee in the employee group
list, or

m select thePREVIOUSbutton to go to the previous employee on the employee
selection list, or

m select thelist option from the File menu which will create a list of all the
employees in the current employee group, from which the user can select an
employee.
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Enabling an Employee Group

The Enable Employee Group option will turn on the current employee selection
group for processing. If the group is not enabled the system will not use the group for
processing.

When the selection group is enabled the system will limit access to the employees in
the selection group. Thislimitapplies to both update functions and report functions.

The Enable Employee Group option is available in two different menus and this can
be done either way. The user only needs to select the option to enable the current
selection group.

This option is available in the File menu under the Group Management sub menu.

It is also available if the user selects the Select Employee Group option under the
Group Management sub menu, and in the Employee Group Selection dialog box the
user pulls down the File menu.

Disabling an Employee Group

18

The Disable Employee Group option in the File menu will turn off the current
employee selection group. User ID's that are forced to use a selection group cannot
access this menu choice.

The Disable Employee Group option is available in two different menus and this can
be done either way. The user only needs to select the option to disable the current
selection group.

The option is available in the File menu under the Group Management sub menu.

It is also available if the user selects the Select Employee Group option under the
Group Management sub menu, and in the Employee Group Selection dialog box the
user pulls down the File menu.
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Selecting/De-selecting a Payroll

The Select Payroll option from the File menu is used to select the payroll for
processing. Selecting this will result in a dialog box which displays a list of all the
available payrolls:

GrandMaster Payrolls - List

1 e Payra

Plant Yorkers
Commission on Sales
Temporary Staff
Administration Payroll

I | Cancel I | Insert I | Update I | Delete I

[
0
>
o
:
5
Z
@
z
<€
=

One of these payrolls must be selected for scheduling. The payroll is selected by
placing the cursor over the payroll and clicking the left-hand mouse button. The
payroll selected will appear in the main menu screen.

The De-select Payroll option from the File menu is used to de-select the currently
selected payroll. Selecting this will result in no payrolls being selected.
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EMPLOYEE INFORMATION

The Employee menu from the main menu bar provides facilities that operate on a

single employee in the GrandMaster Suite Human Resources system.

The Employee menu appears as follows:

£ Grandtiaster Human Resources (i N |

File [E iGN Compensation Position Definition Reports Help

Employee Update

Employee Menu

CHeck Lists

Incidents

Leave Schedule

Eenefits

Evaluations

Skill Assignments
Availability Assignments
Default Employee Availahility
Position Assignments
Automotive Assignments 3
Job Related Equipment I+
Company Plans J+

- W W

These facilities include all employee data entry functions that are available on the

main menu of Human Resources.
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Employee Update

&

Next Employee

Previous
Employee

22

The Employee Update option is used to insert and update an employees' master data
such as address, ID, medical, personal information and category.

When the Employee Update option is selected a dialog box appears as follows
prompting the user to select an employee:

&4 Employee Hame Selection [z N |
File Help

Hame: |5 000000

123 MAPLE STREET
RR 345
Winnipeg, MB
[204] 123-3879
2

| OK I | Ezxit | | Hext | | Previous

To select an employee, type in your choice of the last name, employee number, or the
badge number in the name data field. The data entered must correspond to the type of
search technique that has been set.

The employee number can only be used if a payroll has been selected.

The NEXT EMPLOYEE button, or the Next Employee option from the File menu will
bring up the next employee in the list.

The PREVIOUS EMPLOYEE button, or the Previous Employee option from the File
menu will go back to the previous employee in the list.
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F8 (list) The F8 key, or the List option in the File menu will bring up a list of employees. The
screen will appear similar to the following:

= 4
File Help
EVANS DALE 2 £
ROGERS ROY 1
W
| 0K | | Cancel | | Insert | | Update | Lgeleteél

EMPLOYEE
INFORMATION

&~  To have the list start somewhere other than the beginning simply type in the letf
corresponding to where you would like the list to begin before selectingstkey.

&~ This list will vary depending on whether or not a payroll has been selected. If no
payrollis selected all employees will appear in the list. However if a payrollis selected
only the employees in that payroll will appear in the list.

&~  The search technique and whether or not an employee group has been selected will
affect the order that the employees appear in the list .

From the list dialog box the user can insert new employees and update or delete
existing employees.

Search Technique The search technique gives the user several ways of searching through the employee
list. Thetypes of searches available are name, employee, number, and badge number.
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OK The OK button will select the employee entered into the name data field and move to
the Employee Update screen where the employee information can be updated. The
screen will appear as follows:

E8 Employee Update Screen 1z NN |
File Help
I
=3
3 Surname: [Evans Address
$ Given Hame: |DALE ID
3 Address 1: |123 MAPLE STREET Medical
3 Address 2: |RR 345 Personal
i City: |Winnipeg Category
=3
i Province: IF Postal Code: I—
=3
=
T (el
Cancel I
See page 30 - 36 for further information about this screen.
Esc (exit) The ESC key, the CANCEL button, or the Exit option in the File menu will exit the user

from the current screen.
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Inserting an Employee

To insert a new employee do the following:

1. Select theEmployee Updateoption from the Employee menu. The Employee
Name Selection dialog box will appear:

Employee Hame Selection ﬂE

File Help

Hame: || |

| OK | | Exit | | Hext | | Previous |

2. Select the=skey or thelist option in the File menu. The Employee Name
Order dialog box will appear:

E4 Employee Hame Order [z NN |

File Help

48
> <
=2
4

EVANS DALE

EVANS DALE
123 MAPLE STREET
RR 345
Winnipeq, MB
(204]) 123-3879 1D: 287

Badge: 2 Humber:

| 0K I | Cancel I | Insert | | Update | | Delete I

3. Select theNsERT button. A dialog box will appear which contains four tabs:
address, ID, medical, and personal (these screens are defined below).

4. Enter in the required information and selectdebutton.
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The Address page of the notebook appears as follows:

B EmployeeUpdatesceen . [HEEs
File Help
|
:ﬁ
:f_:' Surname: Aardvar Address
:[—:I
:I_:' Given Hame: Fred
:ﬁ
3 Address 1: |123 Any Street Medical
3 Address 2: [Suite 102 Personal
3 City: |Winnipeg
:ﬁ
3 Province: IMB Postal Code: IRZJdHB
:ﬁ
:[—:I
Cancel I

The following table contains a description of the fields in the screen:

Field Description

Surname This field contains the surname of the employee.

Given Name |The given name of the employee is entered into this field.

Address 1 |The Address 1 field is used to enter in the address of the employee.

Address2 | Address 2 is used as an extra address if the space is needed.

City This field contains the city in which the employee lives.

Province The province of the employee should be entered into this field.

Postal Code |This ficld is for entering the employee's postal code.
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The ID page of the notebook appears as follows:

2 28 ]
File Help
|
3 ID Humbers
= | SN [123456789
:ﬁ
= | Badge: |1234 -'
- Medical
:ﬁ
3 Personal
= Treaty: IASDDF C
:|_:| ategory
=2 Band: [sADFAF
:ﬁ
:ﬁ
:ﬁ
:ﬁ
:l-:l ||
Cancel I
The following table contains a description of the fields in the screen:
Field Description
S.LN. The employee's social insurance number is entered into this field.
Badge Number | The badge number of the employee is contained in this field. Using a badge
number is optional.
Treaty Number |If the employee has a treaty number it may be entered in this field.
Band Name |If the employee has a band name it may be entered in this field.

Can-Pay Computer Software
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The Medical page appears as follows:

Bl Eroployee Update sareen R
File Help
[
=
= Medical Information
:|-:I Medical Humber: 9876777
:ﬁ
3 Family Number: |sadfasdf
mS Reference Humber: sdfa Personal
:ﬁ
3 Category
=
=
:ﬁ
T [#l#]
Cancel I

The following table contains a description of the fields in the screen:

Field Description
Medical This field contains the medical number of this person only.
Number
Family The family medical number for the entire family is put in this field.
Number

Reference | This is an additional medical reference number used by some provinces.
Number
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The Personal page appears as follows:

i Ersiovec e scizen TR
File Help

Birth Date: |194|].f|]51'|]5
Sex: IF - Female =l

Phone Information
Home: |[2I]4]245—2458

Alternate: |[2ua]354-3542

i A A

Cancel I

Z
The following table contains a description of the fields in the screen: é g
<€
Field Description 8 5
Birth Date | The birth date of the employee should be entered into this field in % O
YYYY/MM/DD format. = %

Sex Either “M” for male, or “F” for female is used to enter in the employee's sex in

this field. Data can be entered into this field using the pull down menu.

Home The home phone number of the employee can be entered into this field.

Alternate | An alternate phone number used to reach the employee may be placed in this
field.
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The Category page appears as follows:

Fila  Help
S| .
2 Hreos
=];_ | [0}
=y | il
=% | Prssanal
= !
| Caterry
=t_ |
=g |
Sl |

11-
\H..
[ox] | coscet|

The category page of the notebook contains the following data fields:

m The screen contains 10 fields that contain 10 character code.

m These codes are defined inthe code validation update with the description of the

user defined code.

m These can be any codes that you want to use to sort or categorize your group of

employees.

For all the notebook pages the following functions are possible:

Save The OK button or the Save option from the File menu will save any changes made

within the Main Employee Data screen.

Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the

screen without saving any changes.
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Deleting Employees

To delete an existing employee follow these steps:

1. Select theEmployee Updateoption in the Employee menu.

2. When the Employee Name Selection dialog box appears selestkeg, or
theList option in the File menu to obtain a list of employees.

3. Move the selection bar to the employee to delete.

4. Select theDELETE button at the bottom of the Employee Name Order dialog
box.

5. A message will appear asking you to confirm the deletion. SeleeEthe
button to delete, or theo button to cancel the deletion process.

&~  An employee with current year records will not be deleted but will be disabledggad
will not appear on any current lists of employees. To view any disabled empld
select show deleted employees under the file menu option.

EMPLOYEE
INFORMATION
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Employee Menu

32

The Employee Menu is used to access functions that are restricted to a single
employee. Any changes made through options inthe H/R Employee Menu screen will
only apply to the currently selected employees. The functions on this menu are

identical to the functions on the main menu.

H/R Employee Menu - AARDVARK FRED o

L
File Profile Update Employee Data Update Reports  Help
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Profile Query

The Human Resource Profile is a way to display all the Human Resource information
known on an employee in one notebook. The advantage of using this program is that
you may view the information in one spot rather than accessing several items of the
menu to obtain the same information.

You may select different employees, print a report of the employee or change the date
range you are viewing or the payroll sequence.

When the address tab of the Profile notebook is chosen the following screen will

appear:
| hefle o dAmvaakROD ]
File  Hedp
From BWTA0AA20 Te 19804ESSE Ui | =
= Emnpd s Inbrameadbon
lame  AARTIYASE FRED Crrai Z,
" Tamrswrec
: Tl s 5 g
= | ddrees: 170 Sy More STeeet Finriisl >“ <
; Euita 102 . o
Wirripeeg Lo, — 5
- TR [= BT T ¥
3 Emp % O
Mo 20402 46~ PAGR Eludge: 1274 bl H %
At |2D4HES-BEAE Hitle  1840/05/05
4 Haaink A B LR 12345E/07 | .
- Timitg  GRIWEF Bmz  F-Famale Paginil
f s
The following table gives a description of the data fields:
Field Description
Name This field contains the first name of the employee.
Surname This field contains the last name of the employee.
Given Name This field contains the given name of the employee.
Address This field contains the address of the employee.
Phone This field contains the phone number of the employee.
Alternate Phone | This ficld contains an alternate phone number of the
Number employee.
Badge This field contains the badge number of the employee.
Birth Date This field contains the birth date of the employee.
Band If the employee has a band name it will appear in this
field.
Treaty If the employee has a treaty number it will appear in this
field.
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Update

Update

34

S.LN. This field contains the social insurance number of the
employee.
Sex This field contains the sex of the employee.

The update button will take you to the Employee Update screen and upon exiting the

update you will be returned to the Employee profile.

When the Contact tab is chosen the following screen will appear:

- 7 o [

File Hel,

r Help

::El | Hext Kin | | Next Emergency | | Update |

E ~Mext Of Kin Address

== Type: MOTHER - Mother Kin: 1 of 1 P
Mom Aardvark ¢ Contact |

=3 ! ;

:ﬁ more of the same _

:ﬁ live in mother Medical ‘

== | winnipeg -

= |mb RZ2HM 2M1 From: 1990/01/01 To: 1999712731 Marital

=7 | Phone: 204-655-4444 Alt:204-555-5555

3 ~Emergency

3 Type: Emer: of Emp

E Assign ‘

:ﬁ

- From: To: Cat.

3 Phone: Alt: Payroll

- IS

—_—————————————————————————

The following table gives a description of the data fields:

Field Description
Next of Kin This field contains the name of the employees next of kin.
Address This field contains the address of the next of kin.
Phone This field contains the phone number of the employees’ next of kin.
Alternate Phone This field contains an alternate phone number of the employees
number next of kin.

The Update button allows you to update a list of people to contact in case of an

emergency.
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When the Medical tab is chosen the following screen will appear:

o RO TR T T T TR O =
File  Help
. Medical Contack: om0 M | Updais |
= Eddharuy
s Mrdical liember: ABFETTT
& Crariact
: I'H'rll‘ L o = P T a
T P T a— wiila s
S Physicin il
2 | Tue DOCTER - Physicias al mesnd D
Hami: [Dr. 1P Besskbamn
hikde Emg
= hgsage
= Cak
= P [znaj #=a-311 Fiere 185847590
: Al Fhone: |304] E=38-3011 I Payell
o L

The following table gives a description of the data fields: Z
ahs
Field Description é <
Medical Number This field contains the medical number of the employee. g %
Family Medical This field contains the family medical number of the employee. ) %
Medical Reference | This field contains the medical reference number of the
employee.
Physician This field contains the physician name of the employee.
Address This field contains the employees physicians address.
Phone This field contains the employees physicians phone number
Alternate This field contains an alternate phone number of the employees
physician
Update The update button allows you to update a list of people to contact in case of an

emergency.
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When the Marital tab is chosen the following screen will appear:

-l KPR = 100111511 TLT 10 01 T T 1 )
File Help
, Mor it e tom2 Bewt| ot |
= i
:' Mapinal lalirmation Coqyiact
= | Tuyp MARTED - Morrimd Hadcal
= Heamaz Sally Aarduwk |rme Flabisn) .
H B Bl
o A nEwr wide
Piplods Wil wits Dep.
w inniigey
mh HIH 12 Emp
Miamiz 20d- 53-S9 5 Slarlingg: 1890705511
Alk 204 - 555 BSGE Lading Aatign
Mty 155 ,01401 Ll
= | DEM F Famalr Crrennind by Barmlita B
F Pagoll
<9 - . |

The following table gives a description of the data fields.

Field Description

Type This field contains the marital information of the employee. For example
married or single.

Name This field contains the employees’ spouse’s name.

Address This field contains the address of the employees spouse.

Phone This field contains the phone number of the employees spouse.

Alternate | This field contains an alternate phone number of the employee.

Birth date | This field contains the birth date of the employees spouse.

Sex This field contains the sex of the employees spouse.

Update The update button allows you to update the marital status of the employee.
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When the Dependant tab is chosen the following screen will appear:

& Piofile - AARDVARKFRED _ [HENs
File Help

Dependant: 1 of 2 Hext I Update I E
ress

~Dependant Information

Contact
Type: CHILD - Child
Medical
Hame: Jeff Botten
Addr: 123 street Marital
box 456

Winnipeg Manitoba

mb R2H 1E1
Phone: 204-555-6666 Starting:  1990/08/14
Alt: 204-555-7777 Ending: Assign
Birth: 1990/08/14 .
Sex: M-Male Covered by Benefits

AR A A A A A A

Z
The following table gives a description of the data fields: é é
@)
Field Description g %
Type This field contains the dependant information of the employee. 0 %
Name This field contains the dependants name of the employees’ dependant.

Address This field contains the address of the employee’s dependant.

Phone This field contains the phone number of the employee’s dependant.

Alternate | This field contains an alternate phone number of the employee’s dependant

Birth date | This field contains the birth date of the employee’s dependant.

Sex This field contains the sex of the employee’s dependant.

Update The update button accesses the function to update the employee’s dependants.
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When the Employment tab is chosen the following screen will appear:

W Fiotie canovarreep TR R
File Help
I

3 Employement: 1 of 1 ’E @ A

ress
:ﬁ
3 -Employement Information Contact
i Type:  FULLTIME - Full Time Medical
:ﬁ
3 Hiring Date: 1996/01/13 Marital
== Review Date: 1996403713
= Term. Date: 1998701701 Dep.
= Recall Date: 1998702702

Emy

:ﬁ Position: AIDE NUrSES Aide .................... p ...........
:ﬁ i
3 Pay Rate: 13.50 Assign ]
=2 | Term. Reason:  FRAUD Cat. ‘
== | Ho Rehire: ¥ BAD
3 Payroll ‘
: e

The following table gives a description of the data fields:

Field

Description

Type

This field contains the type of employment either full
time or part time.

Hiring Date

This field contains the date the employee was hired.

Review Date

This field contains the review date of the employee.

Termination Date

This field contains the date the employee was
terminated.

Recall Date

This field contains the date the employee was
recalled.

Position

This field contains the position of the employee.

Pay Rate

This field contains the rate of pay for the employee.

Term. Reason

This field contains the reason the employee was
terminated.

No Rehire

When this field has a Y beside it do not rehire.

Update The update button allows you to update the employment period.

38
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When the Assignment tab is chosen the following screen will appear:

= 2 | E

File Help

T

= | Update Assignments |

3 ~Assignments Address

:ﬁ Positions EXECDIR  -Executive Director

=3 || $SKILLS  GERMAM - German Language Contact

== SCHECKLST LATES - Late Incidents .

= Evaluate - Employee Evaluation Type Codes Medical

== STOOLKIT WRENCH - Wrench Kit .

=2 || $SAFETY  HAT1 - Hard Hat 1 Marital

3 $OTHEQUIP CALC - Calculator Dep
4 i E N

:ﬁ

:|EI (@ Latest one of Each Type () Yacation (J Parking Emp J

:|EI ([ Accident () Dental (J Sick 7 ¥ehicle =

:|EI ) Human [ Vision (J Training (7 Evalute

:|EI () Labour (J Health 7 InLieu {7 Revue

:|EI J Union [JLTD [ Other Leave (7 Toolkit Cat.

3 {J Positions [ STD () Company () Safety

— 21 Availability 7 Skills (7 Checklists ) Equipment Payroll

%

x
=¥
22

When the notebook page is called up it will show you the latest assignment of each
type and what radio button will be selected.

When selecting the other radio buttons the screen will show all the assignments of that
type.

When you have a type selected you may use the update button to add change or delete
the assignments.

The information shown for each assignment is the type of assignment, the assignment
code and the description.
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When the Category tab is chosen the following screen will appear:

Profile - AKREEVAKE RLD

Fis  Relp

7 it |
5 Employos Categoring

. | MO dceount

- CAGE Caga

3| CUBICAL Cubical

| DEPARTHENT Deparimast Coses
4| Division Désislon

= [ 1] iGrid Co- ordimstin
= ROUTE Fimaitn

3 | WEB SITE Wk Site

S| WORK GO Wark Group

| zome Zarm Codn

o

b

The following table gives a description of the screen:

Field

Description

Employee Categories

The employee level category is a user defined set of
data items which pertain to a particular employee or a
predefined set of data items which are shared by
several employees. This set of data items assists in
identifying other pertinent information that the
company may wish to track within their employee

data base.

Update The Update button will bring up the Employee Update screen.
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When the Payroll tab is chosen the following screen will appear:

L S WA et i s Pt P s RS
Fila Hudp
= Uptie Praprll Sgecilic Indanmation J
=] Al
= Payult  DED-TEST =| dederiion ies e
= Pagolll Date, FPerisd and Type
-;. Endling REETEI TR N (1 1 ] H a i el
S | Pl |
- 5::-?1:;“ 25127180 WTO: 26871100 | Do
= Mal Pap TEI23E2 Tk 1905 1.06 | Emg
: e Fhares ITEd47_38 Wik 190077.08 fmign
: Bemalits: kLT g W 1N4E7.AY Caa
= Kitees i Fapnll
= o ¥k i
mil= .ol Wik .3
; Py Gummarg 1 01 @ =
e | Pay Datail Hintan D1l Accum

_ = |

The Payroll tab displays the results of a payroll calculation for an employee. The file

menu contains a choice that can be used to scan through the employees pay history.

The “Payroll” list box can be used to select the payroll to view for the employee.
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When the Pay Detail tab is chosen the following screen will appear:

8 Profile - AARDVARKFRED _________________________|Es
File Help
I
Payroll: =
= P -
3 ~Pay Detail Contact
3 ﬂ Medical
3 Marital
3 Dep.
3 Emp
:ﬁ
= | Assign
= |I= =
i Cat.
. ”Pa roll ;
ay Detail 2 of 7|«|» ]
Pay Detail Rates Deduction Accum 1%
>

&~ The Pay Details Tab shows the detail transactions for the pay run selected.

When the Rate tab is chosen the following screen will appear:

File Help

: Lyptae | —
= Papdk L
:_ F'aij Hansg il
= - Hedial
= il
2 Dep.
=
=5 Ermps
= . Fauiga
8 | == cat
= -
=3 Farall
— Pay Habes 1 of I.* -
-

| Py Dafudl skt Diedutinn ALLiEm

&~ The Rates Tab shows the employee earnings and the pay rates associated with those
earnings.

Update The Update button will display the list of employee earnings that allows you to update
or insert new earnings for the employee.
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When the Deduction tab is chosen the following screen will appear:

| Pnlle . AROVARXERED
Eite Linlp
5 gt
? Pogroll: Adrass
J. Dindwtions L Conlam1
3 g Misdical
J: Bl i 1
- e
. ey
- o Anchen
= = =  cat
=JI l:l'h,rﬂ.
. Dgihictions List 4 of ¥ g
l“._ [y Pk [hadun: 1ian Brcam a
Z
: : B9
&~  The Deduction Tab shows the deductions that are set up for the employee E =
o
. . . —
Update The Update button is used to update the employees deduction settings. % %
When the accumulator tab is chosen the following screen will appear: H %
& Puofile - AARDVARKFRED ________ [EEs
File Help
[
Update I
3 Payroll: Address
3 ~Accumulators List Contact
3 | Medical
:ﬁ
:ﬁ
:ﬁ
:ﬁ
:ﬁ
:ﬁ
:ﬁ
T f
:? T =l
=S
=
as osumiatar List 5 of 7]agal] -
% Pay Detail ﬁ Rates ﬁ Deduction ||  Accum o

&~  The Accumulator tab shows the accumulators that are set up for the employee.

Update The Update button is used to update the employee accumulators set up
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When the Federal tab is chosen the following screen will appear:

B Erofle - SBRDARRICERER R e S
File Help
T
:ﬁ
:Ia Address
3 Payroll

Contact
2 ~Tax ~CPP E.L ontac
3 Amount: Medical
= YTD:
:la ) Marital
= Earning;
== Benefit
3 Union:
:Ia Pension:
:|a : Assign
2 Alimony;
:ﬁ
:ﬁ
3 Payroll

Federal Tax 6 of T|£||i|||
(]

&~ The Federal Tab shows a summary of federal payroll deductions.

When the Quebec tab is chosen the following screen will appear:
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&~  The Quebec Tab shows a summary of Quebec payroll deductions
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Name & Address Personal Information

The Name & Personal Information menu from the Human Resources Employee Menu
is used to update an employees personal information..

E4 H/R Employee Menu - Ho Employee Selected
File Profile gUssEIGCHINWGNEEN Data Update Reports Help

Hame & Personal Information » ™ Employee Update

Employment Information Marifal Status Information
Employee Compensation P | Dependant Information

CHeck Lists Emergency Confacts
Incidents

Leave Data

Benefit Data
Evaluations

Skill Assignments
Availability Assignments
PosiTion Assignments

7| el

- v v W

aUtomotive »
Job Related Equipment 3
Company Plans 2
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This option allows the user to assign the following information for employees:

m Update an employees address, ID, medical and phone number
» Marital Status
» Dependant Information

m Emergency Contacts

Employee Update

Please refer to page 26-30 for more information on Employee Updates
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Marital Status

Set Date Range

Insert

Additional

Update

Delete

Esc (exit)
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When the Marital Status option from the Name & Personal Information is selected the
following screen will appear:

B ‘aaistaes evansoae B
File Help

From: 1997710722 To:  1997/11/21

~Spouse List

T T = P ————

| i

| Exit | | Insert | | Additional | | Delete |

I_deate I

The following table gives a description of the data fields:

Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.
Spouse List | This field will display a list of spouse/s.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.
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When the Marital status item is inserted or updated the following dialog box will

appear:
Spmine Wl - FWAHS DAL
File Halp
et Im ajpEnme ol ol iges
Strt (ote: [0bBSOOSO0 Errl Oate:  [00007D0/00
Pharsar [Fizalmth Frms
Addiess 1 IET Mapla Bineit
Bddress 2 Hy ot
Cihg I
Pacrwissi: I:_J P ks IF!?'ITF‘W
Plhassi 1 FOA-311-1171 Pheama F: md-ﬂll-!!!:
Hirth Dl BRSO i F Furiia =
+# Crrvveesd by Benedit Plan
Cnizsl

The following table gives a description of the data fields:

Field Description
Status This field is used to enter the status of the employee. For
Example single, married, divorced.
Start Date This field is used to enter the start date of the person’s
relationship to the employee.
End Date This field is used to enter the end date of the person’s
relationship to the employee.

Name This field contains the name of the employee’s spouse.
Address 1 This field contains the address of the employee’s spouse.
Address 2 This field contains an alternate address of the employee’s

spouse.
City This field contains the city the employee’s spouse lives in.
Province This field contains the province the employee’s spouse lives
in.
Postal This field contains the employee’s spouses postal code.
Phone 1 This field contains the phone number of the employee’s
spouse.
Phone 2 This field contains an alternate phone number of the
employee’s spouse.
Birth Date This field contains the birth date of the employee’s spouse.
Sex This field contains the sex of the employee’s spouse.
Covered by Benefit | When this field is checked the employee’s spouse is covered
Plan under the employees’ benefit plan.
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When you press the F8 key in the status field of the spouse status screen the following
screen will appear:

File Help

B4 Grandmaster Object Listing - Marital $tatus Type Codes = o =

spouse of employee

I OK I | Cancel | | Insert | | Update | | Delete |
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Dependant Status Information

Set Date Range

Insert

Additional

Update

Delete

Esc (exit)

When the Dependant option from the Name & Personal Information is selected the
following screen will appear:

&) Dependants -EVANSDALE ______ j=m
File Help

From: 1997/10/22 To: 1997711721

~Dependants

DAUGHTER  1980/01701 First Born
DAUGHTER  1985%/017/01 Second Born

il mn
I_Exit I | Insert | | Additional | | Update | | Delete |
The following table gives a description of the data fields:
Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.
Dependent List | This field lists the dependants on file.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.
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When the dependant status item is inserted or updated the following dialog box will

appear:
= 7 o
File Help
Type: DAUGHTER DAUGHTER
Start Date: [Magos01/01 End Date: W
Hame:
Address 1: [123 Maple Street
Address 2: |
City: |Winnipeg
Province: MB Postal: RZR2ZR2
Phone 1: 204-555-5535 Phone 2:
Birth Date: W Sex: |F - Female =]
¥ Covered by Benefit Plan

The following table gives a description of the data fields:

Field Description

Type This field is used to enter the type of the dependant. For
Example children, wife or husband.

Start Date This field is used to enter the start date of the person’s
relationship to the employee.

End Date This field is used to enter the end date of the person’s
relationship to the employee.

Name This field contains the name of the employees dependant

Address 1 This field contains the address of the employees dependant.

Address 2 This field contains an alternate address of the employees
dependant.
City This field contains the city the employees dependant lives in.
Province This field contains the province the employees dependant lives
in,
Postal This field contains the employees dependants postal code.
Phone 1 This field contains the phone number of the employees’
dependant.
Phone 2 This field contains an alternate phone number of the

employees’ dependant.

Birth Date This field contains the birth date of the employees’ dependant.

Sex This field contains the sex of the employees’ dependant.

Covered by Benefit| When this field is checked the employees” dependant is
Plan covered under the employees’ benefit plan.
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When you press the F8 key in the status field of the dependant status screen the
following screen will appear:

Caandemasier Ohjed Listing = Empleyee Depenidaal Cades

Ella  Heip
(T I -
CHILD CHILOREN

Cancel | msert | Update | Delete |
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Emergency Contacts

Set Date Range

Insert

Additional

Update

Delete

Esc (exit)
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When the Emergency contacts option from the Name & Personal Information is
Selected the following screen will appear:

&) Emergency Contacts -EVANSDALE_____________________________ j&E
File Help
From: 1997/10/22 To: 1997711721
~Contacts

E] DOCTOR 000000700 Dr. Goodbones

[K] DAYTIME 0000/00/00 Heighbour

[(M] DOCTOR 0000/007/00 Mr Doctor

| i

|_Exit I | Insert I | Additional | | Update I | Delete |

The following table gives a description of the data fields:

Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.
Contacts List | The list of emergency contact person will display.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.
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When the Emergency contact is inserted or updated the following dialog box will

appear:
B trewency Contac -tvamsoalE —EIENe
File Help
Type: |DOCTOR Doctor
Hame: |Dr. Goodbones
Address 1: Downtown
Address 2:
City: Winnipeg
Province: MB Postal: [R2R 2 N2
Phone 1: |2I]4—555—EEEB Phone 2: |2I]4—555—BEE?
Start Date: II]I]I]I]!I]I]!I]I] End Date: II]I]I]I]!I]I]II]I]
[ Hext of Kin ¥l Emergency Contact
Cancel I

The following table gives a description of the data fields:

Field Description
Type This field is used to enter the type of the dependant. For
Example children, wife or husband.

Name This field contains the name of the employee’s dependant
Address 1 This field contains the address of the employee’s dependant.
Address 2 This field contains an alternate address of the employee’s

dependant.
City This field contains the city the employee’s dependant lives in.
Province This field contains the province the employee’s dependant lives
in,
Postal This field contains the employee’s dependants’ postal code.
Phone 1 This field contains the phone number of the employee’s
dependant.
Phone 2 This field contains an alternate phone number of the employees
dependant.
Start Date This field is used to enter the start date of the person’s
relationship to the employee.
End Date This field is used to enter the end date of the person’s
relationship to the employee.
Medical Contact |When this field is checked the medical contact will be
displayed.
Next o f Kin When this field is checked the employee’s next of kin will be
displayed.
Emergency When this field is checked the employee’s emergency contact
Contact will be displayed.
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When you press the F8 key in the status field of the Contact Type screen the following
screen will appear:

ile Help

1 |1 s

MED | CAL Family Doctor
PARENT 2nd contact
SPOUSE 1st person to contact

| 0K I‘ Cancel |‘1nsert| ‘ Update || Delete
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Employment Information

The Employment information sub menu appears as follows:

H{R Emphaver Fesa - BUTLER VIRGIHLG
File Profile DEECEEINEGY Pata Update  Reports  [Belp
Harmse ik Persanal infomatios | |

| Employment Fenods
| Em nrgens atlon b Pasibien Assignmsnis

CHeth Lindy

incidents

Leave Data

Eenclit Data
Evalsalinns

Skill Axsignmenats
Availahiliny Assigamesrs
PesiTinn Assigaments
allinmetive b
Inh Belated Caaiprment !
Comgany Flans b

-

The following Employment information is available:
m Employment Periods

» Position Assignments
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Employment

INSERT

ADDITIONAL

UPDATE

DELETE

EXIT

56

When the Employment Assignment option from the Employment information menuis

selected the following screen will appear:

B troioyment periods -Evansoae oI
File Help

From: 1997/10/22 To: 1997711721

~Employment Periods

| i

I_Exil I | Insert | | Additional | | Update | | Delete |

The following table gives a description of the data fields:

Field Description
From This field is the starting date of the employment
assignment..
To This field is the ending of the employment
assignment.
Employment |This field will display the employment periods on
Periods file.

The INSERT button allows you to insert employment status

The ADDITIONAL button allows you to add an additional employment status
The UPDATE button allows you update an existing employment status

The DELETE button allows you to delete an existing employment status

The EXIT button allows you to exit the employment status
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When an employment period is inserted or updated the following dialog box will
appear:

B LD H ol - ERRAHT Ll

Fila ol

Ty [ B bos
Hiring

Hem Dot [1975/00701

Fusilisn:  [BOGS fn boss

[ —— EEE Pag Raet [ amoooo
Termasatisn

Dtz [oooosooson

Hiassi [

ol Datic [oooosooson

] DD HOT Ak [

[o]  cascel|

The following table gives a description of the data fields:
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Field Description

Type This field contains the type of employment.

Hire Date |This field contains the date the employee was hired.

Position This field contains the position of the employee.

Review This field contains the review date of the employee.

Pay Rate This field contains the employees rate of pay.

Date This field contains the termination date of the
employee.

Recall This field contains the recall date of the employee.

Reason This field contains the reason the employee was
terminated.

Do Not Rehire | When this field is checked do not rehire the employee.
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Position Assignment

When the Position Assignment option from the Employment Information menu is
selected the following screen will appear:

4 Employee - EVAHS DALE i NG

File Help

From: 1997/10722 To: 1997711721
~Positions

19957 05/05 BOSS

il 1

| Exit | | Insert | | Additional | | Update | | Delete |

The following table gives a description of the data fields:

Field Description
From This field is the starting date of the position
assignment..
To This field is the ending of the position assignment.
Positions This field will display the positions on file for the
employee.
INSERT The INSERT button allows you to insert a position

ADDITIONAL The ADDITIONAL button allows you to add an additional position

UPDATE The UPDATE button allows you update an existing position
DELETE The DELETE button allows you to delete an existing position
EXIT The EXIT button allows you to exit the position
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When a Position is inserted or updated the following dialog box will appear:

= 7 Nl
File Help

Position: Im the boss

Employee: Iiﬁ??ﬁ?ﬁi BALE

Start Date: |1995n15mﬁ

End Date: |I]I]I]I]fl]l]fl]l]

| 0K I | Cancel |

The following table gives a description of the data fields:

Field Description 5 é
Position This field contains the position of the employee. é <
Employee This field contains the employees name. g %
Start Date This field contains the starting date of the 28] %

employee for this position assignment.

End Date This field contains the ending date of the employee
for this position assignment.

When the F8 key is press in the Position field of the Employee Position Assignment
screen the following screen will appear:

Posifion List Screen 7 el [
|

o
File Help
B e e a

Ok | Cancel | | Insert | | Update | ‘ Delete
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Employee Compensation

When the user selects the Employee Compensation sub menu from the Update
Employee menu the following screen will appear:

B4 H/FR Employee Menu - EVAHS DALE 1z N N

File Profile J[UGEICHE0NIONEEY Data Update Reports Help

Hame & Personal Information )
Employment Information ]

Employee Compensation b I Employee Eamings

Employee Entitlements P | Employee Position Earnings
CHeck Lists Employee Deductions
Incidents J Employee Accumulators
Leave Data b

Eenefit Data I+

Evaluations b

Skill Assignments

Availability Assignments
PosiTion Assignments
altomotive 3
Job Related Equipment I
Company Plans

The Employee Compensation menu allows the user to set up all types of:
= Employee Earnings
m Employee Position Earnings
m Employee Deductions

» Employee Accumulators
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Employee Earning

When the user selects Employee Earnings from the Update Employee menu the

following screen will appear:

&) EamningsforEvabsDate __________ |[EENs
File Help

4] 1

| 0K I | Cancel I | Insert I | Additional I | Update I Delete I

Insert The Insert button allows the user to insert a new earning.

Additional The Additional button allows the user to add an additional effective date range for an

existing earning.
Update The Update button allows the user to update an earning.

Delete The Delete button allows the user to delete an earning.

Can-Pay Computer Software

61

48
> <
=2
4




3 - EMPLOYEE INFORMATION

When the user selects the update button from the Employee Earning screen the
following screen appears:

= 7| o
File Help
3 Earning: 1
= b T Desc
escription: SALARY
3 Rate
:ﬁ
:ﬁ
3 -Effective Date
3 From: IF]I]I]I]!I]I]II]I] Until: I
3 ~Earning Usage Control
3 (@ Turn On (J Turn Off
:ﬁ
:ﬁ
:?Page 1 of 2
[[ox ][ cancet |
The following table gives a description of the data fields:
Field Description
Earning This field contains the code number of the earning.
Description This field is used for describing the earning pop-up lists for reports.
From This field is used to set the starting date of the effective data range
for the carning.
Until This field is used to set the ending date of the effective date range
for the carning.
Earning Usage Control |If the earning enabled box is checked the earning is enabled. If the
earning disabled box is checked the earning is disabled.
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When the user selects the rate tab the following screen will appear:
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The following table gives a description of the data fields:

Field

Description

Use Set Rate

This field contains the values entered in the Rate field and the setting if
the Rate Units buttons to sct a pay rate of the earning. When the
annual button is pressed the value in the units field is treated as an
amount of pay for each pay period. The value in the Rate field is
treated as an amount of pay for each pay period, the value in the units
field is treated as the standard number of hours worked in the pay
period. When the hour button is pressed the value in the Rate field is
treated as a rate per hour. The value in the hours field is treated as the
standard number of hours worked per pay period. When the Piece Rate
button is pressed the value in the field is the standard rate per piece.

Use Multiplier

This field contains the value in the multiplier field and the rate for the
base rate earning to determine the rate for the earning. The rate for the
earning is the product of the value in the multiplier field and the
resolved rate for the earning type selected as the base earning.

Use Rate Table

This field contains a rate table to determine the rate value for the
earning. The row and column fields can be used to determine the
location in the rate table that has the rate value to use. The Table field
allows the entry of the Rate table name to use. Note - the system
supports any number of different rate tables.

Rate Units

This field contains a set of radio buttons that determine the period that
the rate applies to. These buttons are “Pay Period”, “Hour”, “Annual”
and “Piece”. The rate unit selected will be used to determine the
processing used when evaluating the rate of the pay calculation.

Set Rate Parameters

This field contains the field that is used when the “Use Set Rate”
method is in use.

Multiple Parameters

This field contains fields that are used when the “Use Multiple”
method is in use.

Rate Table
Parameters

This field contains the fields that are used when the “Use Rate Table”
method is in use.

Accumulator

This field contains the accumulator which affects the earning.
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Employee Position

When the user selects Employee Position Earnings from the Update Employee menu
the following screen will appear:

B8 Eamnings for EVAHS DALE (BOSS ) Lz T N |
File Help

=]

&l
il LI} 1 _’I
|i| | Cancel | | Insert I | Addition | | Update | | Delete |
Insert The Insert button allows the user to insert a new position earning.
Additional The Additional button allows the user to add an additional effective date range for an

existing position earning.
Update The Update button allows the user to update a position earning.

Delete The Delete button allows the user to delete a position earning.
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When the user selects the update button from the Position Earning for the Employee
screen the following screen will appear as follows:

| mwoyea Posiion: B85 theboss |
Pie el

Emromgg 1
Dhecarip e AL AR

Elfmctive Datn
Fram  fREEOZ0E usiit  [1amrEm

POV AT R Ty

| Laming Usage Cosirel
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Page 1 af 2
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The following table gives a description of the data fields:

Field Description

Earning This field contains the code number of the position earning.
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Description This field is used for describing the position ecarning.

From This field is used to set the starting date of the effective date range
for the carning.

Until This field is used to set the ending date of the effective date range
for the carning.

Earning Usage |If the earning enabled box is checked the earning is enabled. If the
Control earning disabled box is checked the earning is disabled.

Can-Pay Computer Software 65




3 - EMPLOYEE INFORMATION

When the user selects the rate tab the following screen will appear:

B4 Employee Position: BOSS - the boss 1Z3 NN |

File  Help

= @ Use Set Rate ) Multiple

—

Rate Units
’7 (@ Pay Period

Multiple Parameters

I Base:

Rate Table Parameters

(J Rate Table

—

(J Piece

Rate: Units:

(J Hour () Annual

Multiplier:

A EH

=
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=
=
®
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]
g
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Accumulator:
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The following table gives a description of the screen:

Field

Description

Use Set Rate

This field contains the values entered in the Rate field and the setting if the Rate
Units buttons to sct a pay rate of the carning. When the annual button is pressed
the value in the units field is treated as an amount of pay for each pay period.
The value in the Rate field is treated as an amount of pay for each pay period,
the value in the units field is treated as the standard number of hours worked in
the pay period. When the hour button is pressed the value in the Rate field is
treated as a rate per hour. The value in the hours field is treated as the standard
number of hours worked per pay period. When the Piece Rate button is pressed
the value in the field is the standard rate per piece.

Use Multiplier

This field contains the value in the multiplier field and the rate for the base rate
earning to determine the rate for the earning. The rate for the earning is the
product of the value in the multiplier field and the resolved rate for the earning
type selected as the base earning.

Use Rate Table

This field contains a rate table to determine the rate value for the earning. The
row and column fields can be used to determine the location in the rate table that
has the rate value to use. The Table field allows the entry of the Rate table name
to use. Note - the system supports any number of different rate tables.

Rate Units

This field contains a set of radio buttons that determine the period that the rate
applies to. These buttons are “Pay Period”, “Hour”, “Annual” and “Piece”. The
rate unit selected will be used to determine the processing used when evaluating
the rate of the pay calculation.

Set Rate
Parameters

This field contains the field that is used when the “Use Set Rate” method is in
use.

Multiple
Parameters

This field contains fields that are used when the “Use Multiple” method is in
use.

Rate Table
Parameters

This field contains the fields that are used when the “Use Rate Table™ method is
in use.

Accumulator

This field contains the accumulator which affects the earning.
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Employee Deductions

When the user selects Deductions from the Employee Compensation menu the

following screen will appear:

&4 Deductions for EVAHS DALE = o =

File Help

FIXED AMT
PERC #2

RATE/HR #3
HRS X RATA
PERC-MAX &
% MAX EE 9
RATE-AC 10
RATE-HRS11

0O "= N In Lo PO =

|

| 0K | | Cancel | | Insert | | Additional | I _!._deate§| | Delete |

Insert The Insert button allows the user to insert a new deduction

Additional The Additional button allows the user to add an additional effective date range for an

existing deduction.
Update The Update button allows the user to update a deduction.

Delete The Delete button allows the user to delete a deduction.
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When the user

selects the update button from the Employee Deduction screen the

following screen will appear as follows:

| brpirgen Medpctonipelate |
Fite bdp
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The GENERAL page contains fields for describing the deduction and setting the
effective date range of the deduction type.

The following table gives a description of the data fields:

Field

Description

Deduction

This field contains the code number of the deduction.

From

This field is used to set the starting of the effective date range for the deduction.

Until

This field is used to set the end date of the effective date range for the deduction.

Deduction Usage
Control

This field contains two buttons that are used to Enable or Disable the uses of the
deduction type. When the deduction type is disabled the deduction will not be
used for the pay process.
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The Fixed Page contains fields that are used to input fixed amounts that are used to
input fixed amounts for the deduction process. When you select the Fixed tab on the
Deduction Update the following screen will appear:

| Gmobkrpes Deductionipedale |
Filo Help
¥ Fimial Deslies |
R Cimrassl
Unil | . s Fisnd
®  Fisul Banallt Calculetn
'. Arrerunt: |
* Uniex | 0.00a0
= \en Fieed Bmaunis
~Fage Z ol 3 o
I ,
ale
The following table gives a description of the data fields: — <HC
@)
= 2
Field Description % o)
Amount This field contains the value that should be deducted for an 53] %
employee for each period based on the values in the
Evaluation box.
Unit This field contains the values that should be deducted for
an employee for each period based on the values in the
Evaluation box.
Evaluation Box This field contains the Use Fixed Values check box.
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The Calculate page is used to set the values for the calculation that will be used to
determine the amounts to be added tothe deduction. When you select the Calculate tab
on the Deduction update the following screen will appear:

B8 Employee Deduction Update = o F
File Help

[
3 Calculation Code: ooo1 Fixed dollar amount G .
3 Parameter Table: Base Custom enera
=2 Parameter Group: 1 [Li Custom Parameters Fized
3 Parameter List: Ded Amount 12.0000 - Calculate ]
:ﬁ P - Ben Amount 13.0000 ;
= Parameters I
:|El  Earning O Derbunthon 0 Aorurradntiny O He Helpotion
<
:? Selected List: é
= f
= = =
==Page 3 of 3 [E355
I OK I | Cancel |

The following table gives a description of the data fields:

Field

Description

Calculation Code

This field is used to enter the number of the calculation code that will be
used to calculate the value to add to the deduction. A list of calculation
codes can be displayed be pressing the F8 key when the Calculation code
field is selected.

Parameter Table

This field is used to enter the name of a parameter table. A list of the
tables already defined can be obtained by pressing the F8 key when the
Parameter field is selected.

Parameter Group

This field is used to enter the default group (row) for the deduction type.

Custom Parameters

This field is used to enter the default group (row) for the deduction type.

Table Parameters

This field is used to call up a screen that is used to enter the custom table
parameters.

Item Parameters

This field is used to update the values.

Selection

This field is used to call up a screen that can be used to select the carning,
deduction, or accumulators that will be summarized for this calculation
code.
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Employee Accumulators

When the user selects Accumulator from the Employee Compensation menu the
following screen will appear:

B8 Accumulators for EVAHS DALE = e (=]
File Help

|
Ll i l _.I
| 0K I | Cancel | | Insert | | Additional | | Update | | Delete |
S
o=
Insert The Insert button allows the user to insert a new accumulator. é %
.
Additional The Additional button allows the user to add an additional effective date range for an % o
existing accumulator. a %
Update The Update button allows the user to update an accumulator.
Delete The Delete button allows the user to delete an accumulator.
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When the user selects the update button from the Accumulator for the Employee
screen the following screen will appear:
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The GENERAL page contains fields for describing the accumulator and setting the
effective date range of the accumulator type:

The following table gives a description of the data fields:

Field Description
Accumulator This field contains the code number of the accumulator.
From This field is used to set the starting date of the effective date range

for the accumulator.

Until This field is used to set the end date of the effective date range for
the accumulator,

Accumulator Usage Control | This ficld contains two buttons that are used to Enable or Disable the
uses of the accumulator type. When the accumulator type is disabled
the accumulator will not be used for pay processing.
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The Fixed page contains fields that are used to input fixed amounts for the accumulator
processing. When fixed amounts are used the amounts given will be processed for
each pay period. When you select the Fixed tab on the Accumulator Update the
following screen will appear:

2 7 o
File Help
:;5 Fixed Values
:|El Amount: Units: General
=
:|El [ Use Fixed Amounts |2 Pay Out Accumulator E
3 Maximums Calculate j
% Amount: I— Units: |
:|El ~¥YTD Maximums
=
3 Amount: I Units: I
=
EPage 2of 3 [ESES
Z
@)
=g
OK I | Cancel é <€
=2
S$3
&
The following table gives a description of the data fields:
g g P
Field Description
Amount This field contains the values that should be accumulated for an employee for
each period.
Unit This field contains the values that should be accumulated for an employee for
each period.
Maximum This field contains fields that can be used to restrict the maximum values that
can be accumulated with the accumulator type.
Amount This field restricts the amounts accumulated to the maximum value in the field.
If the field contains zero (blank) the accumulator is not restricted to a
maximum value.
Unit This field restricts the units accumulated to the maximum value in the field. If
the field contains zero (blank) the accumulator is not restricted to a maximum
value.
Use Fixed Amounts | When this field is ticked the fixed value amounts will calculate at each pay
period.
Payout When this field is ticked the accumulator will pay out after each calculation
Accumulator during each pay period.
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The Calculate page is used to set the values for the calculation that will be used to
determine the amounts to be added tothe deduction. When you select the Calculate tab
on the Accumulator Update the following screen will appear:

- = e
File Help
[
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=  Parameter Table: enera
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:|-:l H
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:|-:l 2
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The following table gives a description of the data fields:

Field

Description

Calculation Code |This field is used to enter the number of the calculation code that will be used it

calculate the value to add to the accumulator. A list of calculation codes can be
displayed by pressing the F8 key when the Calculation code field is selected.

Parameter Table |This field is used to enter the name of a parameter table. A list of the tables

already defined can be obtained by pressing the F8 key when the Parameter
field is selected.

Parameter Group |This field is used to enter the default group (row) for the deduction type.

Custom
Parameters

This field is used to determine if a Named table or a Custom Parameter table
will be used in the calculation for the deduction type.

Parameters

This field is used to call up a screen that is used to enter the custom parameters.

Selection List

This field is used to call up a screen that can be used to select the earnings,
deductions or accumulators that will be summarized for this calculation code.
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Leave Reports

The Leave Data menu from the Employee menu bar is used to print Leave Data from
the related data.

The Leave Data menu appears as follows:

0 8
| - &
: o
=2
S0
[
The Leave Data menu allows you to schedule the employee for the following %
schedules:
= Vacation
m Sick Leave

m Time of in Lieu
= Training

m Other Leave
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Vacation Leave

Set Date Range

Insert

Additional

Update

Delete

Esc (exit)
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When the Vacation option from the Leave Time sub menu is selected the following
screen will appear:

E4 Schedule - Yacation Time [z

File Help

EVANS DALE
123 MAPLE STREET
Winnipeg, MB

From: 0000/00/00 ta: oooo/s00/00

Records List

1997/05/03 1997/05/03 09:00 10:00

< it

| E=xit I | Insert | | Update | | Delete |

The Schedule - Vacation Time dialog box contains the following data fields:

Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Leave | The list contains all the vacation leaves that have been scheduled within the
List date range. From left to right the list contains: starting date, ending date,
starting time, ending time, and the employee.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.

Can-Pay Computer Software




EMPLOYEE INFORMATION - 3

Set Date Range The Set Date Range option from the File menu will allow the user to change the date
range.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Additional The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

Update The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current
information.

Delete The DELETE button, or the Delete Entry option from the File menu will delete the
item of the list which is selected by the selection bar.

Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the
function.

Sick Leave Entry
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When asick leave item is inserted or updated the following dialog box will appear:
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The following table contains descriptions of the fields within the Sick Schedule Entry
dialog box:
Field Description

Employee | This field contains the employee currently being scheduled for leave. This field
is for display only.
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F8 (list)

Save

Esc (exit)
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Field Description
Replacement |The employee that will replace the employee on leave is entered into this data

field.

Start Date | This ficld contains the starting date for the leave entry date range.

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time | The stopping time for the leave entry time range is entered into this field. When
the 'overlay processing only' is in effect this field may be zero.

Type This field is used to enter the user defined type code. A list of the defined codes
can be generated by selecting the F8 key. The description of the type code will
appear to the right of this field after a type has been selected.

Iliness This field is used to enter the user defined illness code. A list of the defined
codes can be generated by selecting the F8 key. The description of the illness
code will appear to the right of this field after an illness has been selected.

Overlay The Overlay check box turns on the overlay option.
Description | This field is a free form multi-line text field that may be used for additional
descriptive information.
Processed by |The Processed by schedule check box turns on the processed by schedule option.
Schedule
Processed by |The Processed by payroll check box turns on the processed by payroll option.
Payroll

The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursor is placed. The only fields which will contain
lists are: replacement, type and illness.

The OK button, or the Save option in the File menu will save any changes made in the

dialog box.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.
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Time Off in Lieu

Set Date Range

Insert

Additional

Update

Delete

Esc (exit)

When the Time Off in Lieu option from the Leave Time sub menu is selected the
following screen will appear:
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The Schedule - In Lieu Time dialog box contains the following data fields:
Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Items | The list contains in lieu times that have been scheduled within the date range.
List From left to right the list contains: starting date, ending date, starting time,
ending time, and the employee.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.

Can-Pay Computer Software 79

2 <
=2
g




3 - EMPLOYEE INFORMATION

Time Off in Lieu Leave Entry

When a time off in lieu leave item is inserted or updated the following dialog box will

appear:
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The following table contains descriptions of the fields within the Time Off in Lieu
Schedule Entry dialog box:

Field

Description

Employee

This field contains the employee currently being scheduled for leave. This
field is for display only.

Replacement

The employee that will replace the employee on leave is entered into this data
field.

Start Date

This field contains the starting date for the leave entry date range.

End Date

This field contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time

The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time

The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Reason

This field is a validated code entry from a reason table for the leave type.

Days

This field contains the days of the week that the leave entry may affect. This
field is ignored for a one day date range.

Overlay

The Overlay check box turns on the overlay option.

Description

This field is a free form multi-line text field that may be used for additional
descriptive information.

Processed by
Schedule

The Processed by schedule check box turns on the processed by schedule
option.

Processed by
Payroll

The Processed by payroll check box turns on the processed by payroll option.
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F8 (list) The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursor is placed. The only fields which will contain a
list are: replacement and reason.

Save The OK button, or the Save option in the File menu will save any changes made in the
dialog box.
Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the

dialog box without saving any changes.
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Training

Set Date Range

Insert

Additional

Update

Delete

Esc (exit)
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When the Training option from the Leave Time sub menu is selected the following
screen will appear:
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The Schedule - Training Time dialog box contains the following data fields:
Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Items | The list contains training times that have been scheduled within the date range.
List From left to right the list contains: starting date, ending date, starting time,
ending time, and the employee.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.
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Training Leave Entry

When atraining leave item is inserted or updated the following dialog box will appear:
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The following table contains descriptions of the fields within the Training Schedule
Entry dialog box:
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Field Description

Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.

Replacement |The employee that will replace the employee on leave is entered into this data
field.

Start Date | This ficld contains the starting date for the leave entry date range.

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Course This field is used to enter the user defined course code. A list of the defined
codes can be generated by selecting the F8 key. The description of the course
code will appear to the right of this field after a course has been selected.

Days This field contains the days of the week that the leave entry may affect. This
field is ignored for a one day date range.

Generate | The Generate check box turns on the segment generation option.

Holidays The Holidays check box determines if the leave entry generation option is in
effect for holidays registered in the system calendar.

Overlay The Overlay check box turns on the overlay segment processing option.

Replace The Replace check box turns on the replace segment processing option.

Can-Pay Computer Software 83




3 - EMPLOYEE INFORMATION

Field Description
Weekends | The Weekends check box determines if the leave entry generation option is in
effect for weekend days.
Extend The Extend check box turns on the extend segment processing option.

Overlap The Overlap check box turns on the overlap processing option.

Description | This field is a free form multi-line text field that may be used for additional
descriptive information.

Processed by |The Processed by schedule check box turns on the processed by schedule
Schedule option.

Processed by |The Processed by payroll check box turns on the processed by payroll option.
Payroll

F8 (list) The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursor is placed. The only fields which will contain a
list are: replacement and course.

Save TheF10 key, OK button, or the Save option in the File menu will save any changes made
in the dialog box.

Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.
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Other Leave

Set Date Range

Insert

Additional

Update

Delete

Esc (exit)

When the Other Leave option from the Leave Time sub menu is selected the
following screen will appear:
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The Schedule - Other Leave Time dialog box contains the following data fields:
Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Items | The list contains other leaves that have been scheduled within the date range.
List From left to right the list contains: starting date, ending date, starting time,
ending time, and the employee.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.
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Other Leave Entry

When an other leave item is inserted or updated the following dialog box will appear:

4 Other Leave Schedule Entry |z N |
File Help

Employee: EVANS DALE

Replacement:

Start Date: End Date: |199N 05705

Start Time: End Time: I

Reason: IMATERNITY maternity leave

~Options

[ Generate
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(7 Replace () Owerlap

~Description

JE3 |

Cancel I
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The following table contains descriptions of the fields within the Other Leave

Schedule Entry dialog box:

Field

Description

Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.

field.

Replacement |The employee that will replace the employee on leave is entered into this data

Start Date | This ficld contains the starting date for the leave entry date range.

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Reason This field is used to enter the user defined reason code. A list of the defined
codes can be generated by selecting the F8 key. The description of the reason
code will appear to the right of this field after a reason has been selected.

Days This field contains the days of the week that the leave entry may affect. This
field is ignored for a one day date range.

Generate | The Generate check box turns on the segment generation option.

Holidays The Holidays check box determines if the leave entry generation option is in
effect for holidays registered in the system calendar.

Overlay The Overlay check box turns on the overlay segment processing option.
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Field Description
Replace The Replace check box turns on the replace segment processing option.
Weekends | The Weekends check box determines if the leave entry generation option is in
effect for weekend days.
Extend The Extend check box turns on the extend segment processing option.
Overlap The Overlap check box turns on the overlap processing option.
Processed by |The Processed by schedule check box turns on the processed by schedule
Schedule option.
Processed by |The Processed by payroll check box turns on the processed by payroll option.
Payroll
Description | This field is a free from multi-line text field that may be used for additional
descriptive information.
F8 (list) The F8 key, or the List option in the File menu will bring up a list of available options

relating to the field in which the cursor is placed. The only fields which will contain a

list are: replacement and reason.

Save The OK button, or the Save option in the File menu will save any changes made in the

dialog box.

Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the

dialog box without saving any changes.

Can-Pay Computer Software
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Company Plans
The following sub menu will appear when the Company Plans option is selected:
2 N

File Profile EULECHSNWGIEE Data Update Reports  Help
Hame & Personal Information |
Employment Information 3
Employee Compensation I
Employee Entitlements I
CHeck Lists
Incidents 3
Leave Data 3
Benefit Data 3
Evaluations 3
Skill Assignments
Availability Assignments
PosiTion Assignments
alltomotive 3
Job Related Equipment I

W SR
Savings Bond Purchase
sHare Purchase
The company plans available to the user are:

= Profit Sharing

m Saving Bond Purchase

= Share Purchase
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Reports

The reports menu from the Employee menu bar is used to print reports containing the
data from the GrandMaster Suite Human Resource System.

The reports menu appears as follows:

| £4 H/R Employee Menu - Ho Employee Selected [z N |

L
File Profile Update Employee Data Update Help

Printer Setup

LCustom Reports

Incident Reports

Leave Reports

POsition Reports
Evaluations Reports
Employee Payrate Reports
Skills Report

HR. Employee Profile Report
altomotive Reports 3
Job Equipment Reports Jr

4
2
b
b
2
4

The report generation process will only include those employees that are part of the
current employee group.
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The date range entered limits the range of the report to only those records that fall
within the selected date range.

The Human Resource Module provides two classes of reports, system defined reports,
and custom reports.

Custom Reports are discussed in the section on custom reports definition and
generation.

System defined reports have a standard format. The data field included in the report
may be modified by the user to eliminate any that are not being used.
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Printers

Please refer to page 3-7 for more information on printers.

Incident Reports

90

The Incident Reports menu from the Reports menu bar is used to print incident reports
from the Incident data.

Please refer to page 245 for more information on Incident Reports.

Accident Report

The Accident Report option presents a listing of the accident incidents for each
employee.

Please refer to page 246 for more information on Accident Reports.

Human Rights Report

The Human Rights Report option presents a listing of the human rights incidents for
each employee.

Please refer to page 249 for more information on Human Rights Report.

Labour Board Report

The Labour Board Report option presents a listing of the labour board incidents for
each employee.

Please refer to page 252 for more information on Labour Board Reports.

Union Grievances Report

The Union Grievances Report option presents a listing of the union grievances
incidents for each employee.

Please refer to page 255 for more information on Union Grievances Reports.
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Other Incidents Report

The Other Incident Report option presents a listing of the other incidents for each
employee.

Please refer to page 258 for more information on Other Incident Reports.

Leave Reports

Please refer to page 261 for more information on Leave Reports.

Vacation Report

Please refer to page 262 for more information on Vacation Reports

Sick Leave Report

The Sick Leave Report option prints a listing of the sick leave reasons for each
employee.

Please refer to page 265 for more information on Sick Leave Reports.

Training Report

The Training Report option prints a listing of the training reasons for each employee.

Please refer to page 269 for more information on Training Reports.

In Lieu Report

The In Lieu Report option prints a listing of the in lieu reasons for each employee.

Please refer to page 272 for more information on In Lieu Reports.

Can-Pay Computer Software 91

3 8
>
=2
2




3 - EMPLOYEE INFORMATION

Other Leave Report

The Other Leave Report option prints a listing of the other leave reasons for each
employee.

Please refer to page 275 for more information on Other Leave Reports.

All Leave Report

The All Leave Report option prints a listing of the All Leave reasons for each
employee.

Please refer to page 278 for more information on All Leave Reports.

Position Assignments

The Position Assignments option prints a listing of positions for each employee.

Please refer to page 296 for more information on Position Assignments.

Evaluations

Please refer to page 305 for more information on Evaluation Reports.

Evaluations Required

The Evaluations Required option presents a listing of required evaluation for each
employee.

Please refer to page 306 for more information on Evaluations Required

Evaluations Completed

The Evaluation Completed Report option presents a listing of other completed
evaluations for each employee.

Please refer to page 309 for more information on Evaluations Completed.
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Skills Report

The Skills Report option prints a listing of the skills for each employee.

Please refer to page 312 for more information on Skills Reports.

Employee Profile Report

Please refer to page 322-330 for more information on Employee Profile Reports.

Automotive Reports

Please refer to page 331 for more information on Automotive Reports.
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Parking Report

The Parking Report option presents a listing of other parking assignments for each
employee.

Please refer to page 332 for more information on Parking Reports.

Vehicle Assignment Report

The Vehicle Assignment Report option presents a listing of vehicle assignments for
each employee.

Please refer to page 335 for more information on Vehicle Assignment Reports.

Job Equipment Reports

Please refer to page 338 for more information on Job Equipment Reports.
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Toolkits Report

The Toolkits Report option presents a listing of the tool kits for each employee.

Please refer to page 339 for more information on Toolkit Reports.

Safety Equipment Report

The Safety Equipment Report option presents a listing of the safety equipment for
each employee.

Please refer to page 342 for more information on Safety Equipment Reports.

Other Equipment Report

The Other Equipment Report option presents a listing of other equipment assignments
for each employee.

Please refer to page 345 for more information on Other Equipment Reports.
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Check Lists

INSERT

ADDITIONAL

UPDATE

DELETE

EXIT

The Checklist option from the employee menu allows you to add or update check list
information.

A Check List is defined using the checklist definition function. These lists are used to
define a set of incident types that are reported as a collection of incidents.

A list of all the check lists items that have all ready been set up will be displayed. You
may select a date range to limit the checklist information.

The checklist screen appears as follows:

E4 Employee Checklist Records = o £

File Help
From: 1997/10/23 To: 1997/11/22

Checklist: INEW HIRE new hire check list

~Checklists

&l

| Exit | | Insert I | Additional | | Update | | Delete |

The following table gives a description of the data fields:

Field Description

From This field is the starting date range of the checklist.
To This field is the ending date range of the checklist.

Checklist This field will display a list of items on file as
checklists.

The INSERT button allows you to insert a new checklist.

The ADDITIONAL button allows you to add an additional checklist.
The UPDATE button allows you update an existing checklist.

The DELETE button allows you to delete an existing checklist.

The EXIT button allows you to exit the checklist.
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When you are updating employees to the checklist the following screen will be shown:

Fila Hep )

Btarl Dt Dl A0S DR Einl Dhabic |HI]|J.'II].I'H

Esipl iy js: |

1Ak Ualaiie |
(o] e

The following table gives a description of the data fields:

Field Description
Start Date This field is the starting date of the checklist item.
End Date This field is the ending date of the checklist item.

Employee You may enter an employee’s name to be updated to
the checklist.

When you have selected update on the desired checklist the screen will be displayed.

Each incident type defined in the check list beside the name of the incident type the
date of the most recent incident appears and the total number of that type of incident on
file.

Update The Update button can be used to update the list of incidents for the incident type.
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Incidents

The Incidents sub menu from the Employee menu is used to print incidents from the
related data.

Anincident can be anything that happens to an employee or any document filed for an
employee.

The Incident Sub menu appears as follows:

[l
Ed H/R Employee Menu - EYAHS DALE {2 i |

File Profile [EGECHEOTEE Data Update Reports  Help

Hame £ Personal Information )
Employment Information I

Employee Compensation e

Employee Entitlements b

CHeck Lists

I )

Leave Data P | Human Rights Complaints

Benetit Data P | Labour Board Disputes .

Evaluations P | Union Grievances m o

Skill Assignments Other Incidents m =

Availability Assignments >_‘ =

PosiTion Assignments O <C

altomotive 3 ) 5

Job Related Equipment I

Company Plans P % (@)
o

The Incidents sub menu allows for record keeping of the following:

m Accidents

Human Rights Complaints

Labour Board Disputes

Union Grievances

Other Incidents
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Accidents

Date Range

Insert

Update

Delete

Esc (exit)
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The Accidents option allows the user to keep track of accidents in the work place.

The following dialog box will appear when this option is selected:

b4 Accident Incident Listing
File Help
Start Date: 1995701720 End Date: 1996710710

~Incidents List

1995/04/09 ARTHUR EL|ZABETH

1995/05/30 AARDVARK FRED 08:00
1995709430 AARDVARK FRED 06:00
1995710415 ANDERSON JOHH ANTHONY fell down stairs

1995/11412 APPLE GREEM

1995/11426 ALKSHE ROMAN

1996/01/25 ALKSNE ROMAN
|

| Exit | | Insert I | Update I | Delete I

The dialog box contains the following data fields:

Field Description

Start Date | This field contains the starting date of the date range. Only
accidents occurring after the start date will appear in the list.

End Date |This ficld contains the ending date of the date range. Only
accidents occurring before the end date will appear in the list.

Incident List |The list contains all the accidents within the date range selected.
Each accident may list from left to right: the date of the accident,
the employee name, start time, and description of the accident.

The Date Range option in the File menu allows the user to change the date range of the
incident list. Only the incidents that fall within the date range will appear in the
incident list. The date range can be set to zero to include all incidents on record.

The INSERT button allows the user to insert a new accident incident.

The UPDATE button allows the user to update the accident currently selected by the
selection bar.

The DELETE button allows the user to delete the accident currently selected by the
selection bar.

The ESC key, EXIT button, or Exit option in the File menu will exit the dialog box.
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When the user selects one of the listed entries, by double clicking on the highlighted
item or pressing the insert button, the Accident Incident Entry will appear as follows:

£4 Accident Incident Entry = | O
File Help e
Employee: AARDYARK FRED

Start Date: 1995/02730 End Date: 1995712730
Start Time:  [0800 End Time:

Type: back injury of any nature
Area: test code for area
Activity: General Office Duties
Claim:  [[FEEL] Date:

Direct Costs: | |

Indirect Costs: | |
Description

-
[< _Ij
The screen requests the entry of the following data fields:
Field Description
Employee This field contains the employee name for the Accident Entry.
Date This field contains the date of the Accident Entry.
Time This field contains the starting and ending time of the Accident
Entry.

Type This field contains the type of accident for the Accident Entry.
Area This fields contains the area of the Accident Incident Entry.
Activity This field contains the activity being performed at the time of

the Accident Incident Entry.
Claim This field contains the claim number for the Accident Incident
Entry.

Direct Cost This field contains the direct cost of the Accident Entry.

Indirect Cost | This field contains the indirect cost of the Accident Entry.

Description This field contains the description of the Accident Entry.

F8(List) When the F8 key, or List option from the menu is pressed a list of the options for the
field where the cursor is placed will appear. This function will allow you to insert,
update or delete an incident entry.

Save To save any changes made select the Save option from the File menu. The OK button,
will have the same effect.
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Esc (exit)

To exit the screen without saving any changes select the Exit function from the File

menu. The CANCEL button, or the ESC key will have the same effect.

Detail Cost

File Help

Incident Costs Listing

When the user selects the DETAIL COST button the screen will appear as follows:

Start Date:

AARDVARK FRED
123 Any Street
Winnipeqg, MB

~Incident Cost Records
1995/06/30

1995701720

End Date:

1996710710

100.00 200.00

| Exit | | Insert |

| Update | | Delete |

The screen requests the entry of the following data fields:

Field

Description

Start Date

This field contains the starting date of the incident cost listing.

End Date

This field contains the ending date of the incident cost listing.

Employee

This field contains the employee name of the incident cost
listing.

Incident Cost Records

This field contains the costs of the Incident Cost Listing.

Insert
Update
Delete

Esc (exit)

The INSERT button allows the user to insert an incident costs listing
The UPDATE button allows the user to update an incident costs listing
The DELETE button allows the user to delete an incident costs listing

To exit the screen without saving any changes select the Exit function from the File

menu. The CANCEL button, or the ESC key will have the same effect.
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When the user selects the UPDATE button of the Incident Costs listing screen the
following screen will appear:

4  Accident Incident Entry =0
File Help
Employee: AARDVARK FRED
Date: 11996701730 |
Direct Costs: | 100.00 |
Indirect Costs: | 200.00 |
Description
&
[~
[ [>] |
| 0K I | Cancel | z
ake
. > <
The screen requests the entry of the following data fields: 8 5
Field Description % %
Employee This field contains the name f the employee involved in the
accident.
Date This field contains the date of the Accident Entry.

Direct Cost This field contains the direct cost of the Accident Entry.

Indirect Cost | This field contains the indirect cost of the Accident Entry.

Description This field contains the description of the Accident Entry.

F8(List) When the F8 key, or the List option from the menu is pressed a list of the options for the
field where the cursor is placed will appear. This function will allow you to insert,
update, or delete an incident entry.

Save To save any changes made select the Save option from the File menu. The OK button.
will have the same effect.

Esc (Exit) To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button, or the ESC key will have the same effect.
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Human Rights Complaints

Date Range

Insert
Update
Delete

Esc (exit)
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The Human Rights option allows the user to keep track of the human rights
complaints in the work place.

The Human Rights complaints screen appears as follows:

t£4 Human Rights Complaints Listing ﬂE
File Help
Start Date: 1995701701 End Date: 1996/12/31

~Incidents List

1995703730 AARDVARK FRED
1995710730 ALKSNE ROMAN

Exit I | Insert I | Update | | Delete |

The screen displays the following data fields:

Field Description

Start Date This field contains the starting date of the date range. Only human
rights complaints occurring after the start date will appear in the list.

End Date This field contains the ending date of the date range. Only human
rights complaints occurring before the end date will appear in the
list.

Incident List The list contains all the human rights complaints within the date
range selected. Each complaint may list from left to right: the date
of the complaint, the employee name, start time, and description of

the complaint.

The Date Range option in the File menu allows the user to change the date range of the
incident list. Only the incidents that fall within the date range will appear in the
incident list. The date range can be set to zero to include all incidents on record.
The INSERT button allows the user to insert human rights complaints listing

The UPDATE button allows the user to update human rights complaints listing

The DELETE button allows the user to delete human rights complaints listing

To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button, or the ESC key will have the same effect.
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When the user selects one of the list entries the Human Rights incident entry will

appear:
4 Human Rights Incident Entry ﬂE
File Help
Employee: AARDYARK FRED
Start Date: 1995703730 End Date: 1996/01/30
Start Time: 0800 End Time: 1400
Description
[~
[~}
[< > ]

The screen requests the entry of the following data fields:

Field Description

Employee | This field contains the employee name of the incident
entry.

Start Date | This field contains the starting date of the incident entry.

End Date This field contains the ending date of the incident entry.

Start Time |This field contains the starting time of the incident entry.

End Time |This field contains the ending time of the incident entry.

Reason This field contains the reason for the Human Rights
Incident Entry.
Description | This field contains the description of the Human Rights
Incident Entry.
F8(List) When the F8 key or, the List option from the menu is pressed a list of the options for the

field where the cursor is placed will appear. This function will allow you to insert,
update or delete an incident entry.

Save To save any changes made select the Save option from the File menu. The OK button,
will have the same effect.

Esc(Exit) To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button or ESC key will have the same effect.
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Labour Board Disputes

Date Range

Insert
Update
Delete

Esc (exit)
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The Labour Board Disputes appears as follows:

Labour Board Disputes Listing
File Help

Start Date: 1995701730 End Date: 1996710710

~Incidents List

1995701130 AARDVARK FRED 08:00
1996/01701 AARDVARK FRED SMOK I NG 08:00 1

| Exit | | Insert I | Update | | Delete |

The screen displays the following data fields:

Field Description

Start Date | This field contains the starting date for the disputes listing.

End Date This field contains the ending date for the disputes listing.

Incident List | The list contains all the incidents within the date range that have been
previously defined.

The Date Range option in the File menu allows the user to change the date range of the
incident list. Only the incidents that fall within the date range will appear in the
incident list. The date range can be set to zero to include all incidents on record.
The INSERT button allows the user to insert labour board disputes listing

The UPDATE button allows the user to update labour board disputes listing

The DELETE button allows the user to delete labour board disputes listing

To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button, or the ESC key will have the same effect.
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When the user selects the list entries the labour board dispute entry screen will appear:

4 | abour Board Dispute Entry HE
File Help
Employee: AARDVARK FRED
Start Date: 1995701730 End Date: 1996701730
Start Time: 0900 End Time:
Type: SMOKING Mot a smoke free office
~Description
=
[~ |
[ [>]] |

The screen requests the entry of the following data fields:

Field Description

48
> <
=2
4

Employee This field contains the employee name for the dispute entry.
Start Date | This ficld contains the starting date for the dispute entry.

End Date This field contains the ending date for the dispute entry.

Start Time | This ficld contains the starting time for the dispute entry.

End Time This field contains the ending time for the dispute entry.

Type This field contains the type of dispute for the dispute entry.

Description |This field contains the description of the dispute entry.

F8(List) When the List option from the menu is pressed a list of the options for the field where
the cursor is placed will appear. This function will allow you to insert, update or delete
an incident entry.

F10(Save) To save any changes made select the Save option from the File menu. The OK button,
or F10 key will have the same effect.

Esc(Exit) To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button, or ESC key will have the same effect.
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Union Grievances

The Union Grievances screen appears as follows:

< =N
File Help
Start Date: 1997/09/23 End Date: 1997710723

~Incidents List
0000/00/00 Ho Records Present

il LI
| Insert | | Update | | Delete |
The screen displays the following data fields:

Field Description
Start Date This field contains the starting date of the union grievance entry.
End Date This field contains the ending date of the union grievance entry.

Incident List | This field contains all union grievances incidents within the date range
selected. Each union grievance may list etc.

Date Range The Date Range option in the File menu allows the user to change the date range of the
incident list. Only the incidents that fall within the date range will appear in the
incident list. The date range can be set to zero to include all incidents on record.

Insert The INSERT button allows the user to insert the union grievance entry

Update The UPDATE button allows the user to update the union grievance entry

Delete The DELETE button allows the user to delete the union grievance entry

Esc (exit) To exit the screen without saving any changes select the Exit function from the File

menu. The CANCEL button, or the ESC key will have the same effect.
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When the user selects one of the list entries the union grievance entry screen will
appear as follows:

™ Union Grievance Entry =]

File Help
Employee: AARDVARK FRED

Start Date: 1995701730 End Date:  [1996/01/30
Start Time:  |0800 End Time:

Reason: MOHEY More money required for smoking
~Description
]
|
= [>] |

| 0K I | Cancel |

EMPLOYEE
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The screen requests the entry of the following data fields:

Field Description

Employee |This field contains the employee name of the union grievance entry.

Start Date |This field contains the starting date for the union grievance entry.

End Date |This field contains the ending date for the union grievance entry.

Start Time |This field contains the starting time for the union grievance entry.

End Time |This ficld contains the ending time for the union grievance entry.

Reason This field contains the reason for the union grievance entry.

Description |This ficld contains the description of the union grievance entry.

F8(List) When the F8 key, or the List option from the menu is pressed a list of the options for the
field where the cursor is placed will appear. This function will allow you to insert,
update or delete an incident entry.

F10(Save) To save any changes made select the Save option from the File menu . The OK button,
or the F10 key will have the same effect.

ESC(Exit) To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button will have the same effect.
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Other Incidents

The Other Incidents screen appears as follows:

& Otherincidentstisting [z
File Help

Start Date: 1997/09/23 End Date: 1997710723

EVANS DALE
123 MAPLE STREET
Winnipeg, MB

~Incidents List

0000;00/00 Ho Records Present

| i

| Exit I | Insert | | Update | | Delete |

The screen displays the following data fields:

Field Description

Start Date | This field contains the starting date for the other incident listing.

End Date This field contains the ending date for the other incident listing.

Incident List | The list contains all the incidents within the date range that have been
previously defined.

F8(List) When the F8 key, or the List option from the menu is pressed a list of the options for the
field where the cursor is placed will appear. This function will allow you to insert,
update or delete an incident entry.

Save To Save any changes made select the Save option from the File menu. The OK button,
will have the same effect.

Exit To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button will have the same effect.
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When the user selects one of the list entries the screen will appear as follows:

B Otherincidentbtry [N
File Help
Employee: EVANS DALE

Start Date: I End Date: I
Start Time: I End Time: I

Reason: MEDICAL medical checkup
~Description
b
=1 =5

Cancel |

Z

aks

The screen requests the entry of the following data fields: S Q
@)

Field Description g %

Employee This field contains the employee name for the other incident entry. 0 %

Start Date This field contains the starting date for the other incident entry.

End Date This field contains the ending date for the other incident entry.

Start Time This field contains the starting time for the other incident entry.

End Time This field contains the ending time for the other incident entry.

Reason This field contains the reason for the other incident entry.

Description This field contains the description for the other incident entry.

Date Range The Date Range option in the File menu allows the user to change the date range of the
incident list. Only the incidents that fall within the date range will appear in the
incident list. The date range can be set to zero to include all incidents on record.

Insert The INSERT button allows the user to insert the other incident entry
Update The UPDATE button allows the user to update the other incident entry
Delete The DELETE button allows the user to delete the other incident entry

When the user selects one of the list entries the screen will appear as follows:
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Leave Schedule

The Leave Schedule option contains the following sub menu:

Grandaster Human Resources [z N N |

L
1 File EEyiGIEEN Compensation Position Definition Reports Help

Employee Update
Employee tenu

CHeck Lists
Incidents

Leave Schedule

Eenefits

Evaluations

Skill Assignments
Availability Assignments
Default Employee Availability
Position Assignments
Automotive Assignments
Job Related Equipment
Company Plans

I
3
b

Sick Leave
Time off In Lieu
Training

Other Leave

The Leave Data option supports five major divisions of leave time:

= vacation

m sick leave

m time off in lieu
m training

m other leave

Each major type of leave time has an associated set of reason codes. The reason codes
are used to describe the purpose for the leave time. The system user may define any

number of reason codes for each type of leave.

Each major type of leave may have an associated payroll earning code that is used to
allocate the time granted for the leave. This earning code is normally associated with a
payroll accumulator that is used to track the employee's entitlement for the leave time.

When leave time is scheduled for an employee that is assigned to a standard shift
rotation, the standard shift assignments in the date range scheduled for leave for that
employee are replaced by the system defined shift code for the leave type.

&~  For the standard shift assignments to be replaced by the system defined shift code itis
required that no start and stop times are assigned for the leave schedule.
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Example: Fred Johns works the following rotation:

Janl |2 3 4 5 6 7 8 9 10 11
DAY DAY |DAY NIGHT NIGHT |NIGHT EVENING

When Vacation is scheduled for Jan. 2 through Jan. 7 inclusive, the six days vacation
time span would have an affect on only the four standard work days in the date range
requested for vacation therefore the shift assignments would become:

Jan1 |2 3 4 5 6 7 8 9 10 11
DAY $VAC [$VAC $VAC |$VAC |NIGHT EVENING

All leave types may have a date range and a start and stop time. When the date range
contains more than one day the same start and stop time are assigned for each day.

Example:  Time off in lieu - July 4 through July 7
Start Time - 13:00 Stop Time- 17:00

EMPLOYEE

Would result in 4 hours time off allocated for each of the days in
the range for a total of 16 hours.

g
=
2
o
z

Leave schedule with a start and stop time will partially replace work shift assignments.
When a work shift assignment is not present for a date in the range no leave time
assignment is made for that day.

When leave time is scheduled for an employee who does not work a scheduled
position the payroll system uses the scheduled date range to assign vacation days in
place the employee's standard work days.

Example: Sharon Silver works Monday thru Friday each week except Statutory
holidays.

Vacation days - June 26, 1995 thru July 14, 1995
Statutory holiday - July 1, 1995
This results in 14 days vacation taken and 1 statutory holiday.

Can-Pay Computer Software 111




3 - EMPLOYEE INFORMATION

Leave Time Processing

When Leave Time s entered for an employee that is scheduled, the system will update
the work time segments to reflect the Leave Time Entry. Leave Time Entries provide
several processing options. These options control the way that the Leave Time Entry
segments substitute for existing work segments.

m Generate- This option causes the Leave Time Entry to generate new Leave
segments on days that do not have an existing work segment. The new segment
uses the Leave Entry start and stop times.

m Overlay - This option causes the Leave Time Entry to overlay only existing
work time segments using the work segment start and stop times.

m Replace- This option causes the Leave Time Entry to replace work segments
with a leave segment that uses the Leave Entry start and stop times.

m Extend - This option causes the Leave Time Entry to extend existing work
segments to the Leave Entry start and stop times. Overlapping time periods are
overlaid with the Leave Entry.

m Overlap - This option causes the time entry generation to insert new segments
that overlap existing work segments. The existing work segmentis not affected
by the new segment.

The generate option may be combined with any one of the other four options.

The overlay, replace, overlap, and extend options are mutually exclusive.

&~ The default of Leave Processing is therlay option.
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When the Leave Time Entry is a portion of a work time segment will be split into two
or three segments to reflect the Leave Time Entry. If the Leave Time Entry is
subsequently modified the work segment split will be restored to the original.

Example:
Original:

Work Segment 1995/05/04 8:00 16:00
Sick Leave Time 1995/05/04 12:00 14:00

Will result in:

Work Segment 1995/05/04 8:00 12:00
Sick Segment 1995/05/04 12:00 14:00
Work Segment 1995/05/04 14:00 16:00
g
m =
> &
When a Leave Time Entry is made with only a starting time specified the system will 8 5
replace all work time segments after that time with Leave Time segments. If the % O
Leave Time Entry specifies a date range, the same starting time will be used for each [ %
day in the date range.
Example:
Original Work 1995/05/04 8:00 16:00
Segments 1995/05/05 8:00 16:00
1995/05/06 8:00 16:00
1995/05/07 8:00 16:00
In Licu Time 1995/05/04 to 1995/05/06 12:00
Will result in:
Work 1995/05/04 8:00 12:00
In Licu 1995/05/04 12:00 16:00
Work 1995/05/05 8:00 12:00
In Licu 1995/05/05 12:00 16:00
Work 1995/05/06 8:00 12:00
In Licu 1995/05/06 12:00 16:00
Work 1995/05/07 8:00 16:00
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A Leave Time Entry may optionally generate new schedule entries and replace
existing work segment entries.

Example:
Original Work 1995/05/08 8:00 16:00
Segments 1995/05/10 8:00 16:00
Training Entry with 1995/05/08 to 8:30 15:00
Generate Option 1995/05/11
Will result in:
Training 1995/05/08 8:30 15:00
1995/05/09 8:30 15:00
1995/05/10 8:30 15:00
1995/05/11 8:30 15:00

A Leave Time Entry may optionally replace existing work segments with a Leave
Time Segment. The Leave Time segment will use the start and stop time for the Leave
Time entry only, rather than overlaying a portion of the work time segment.

Example:
Original Work 1995/05/15 8:00 16:00
Segments 1995/05/17 8:00 16:00
Leave Time Entry 1995/05/14 to 9:00 15:00
1995/05/18
Will result in:
Leave 1995/05/15 8:00 15:00
1995/05/17 9:00 15:00
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A Leave Time Entry may optionally generate new Leave Time segments and extend
existing work time segments. The new time segments will use the Leave Entry start
and end time. The existing work segments will be extended to the Leave Time entry
start and end time with any overlap being overlaid with the Leave Time.

Example:
Original Work 1995/05/18 7:30 15:30
Segments 1995/05/19 11:00 14:00

1995/05/20 12:00 20:00
Leave Time Entry 1995/05/18 to 8:30 15:00

1995/05/21
The result will be:
Work Segment 1995/05/18 7:30 8:30 Z
Leave Segment 1995/05/18 8:30 15:00 5 9
Work Segment 1995/05/18 15:00 15:30 é <Hc
Leave Segment 1995/05/19 8:30 15:00 = 5
Leave Segment 1995/05/20 8:30 15:00 % %
Work Segment 1995/05/20 15:00 20:00
Leave Segment 1995/05/21 8:30 15:00
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A Leave Time Entry may optionally extend existing work time segments. The work
time segments will be extended to the Leave Time entry start and stop time with any

overlap being overlaid with the Leave Time.

Example:

Original Work 1995/05/23 8:30 16:30
Segments 1995/05/25 8:30 16:30
Leave Time Entry 1995/05/23 to 13:00 17:30

1995/05/26

This will result in:

Work Segment 1995/05/23 8:30 13:00
Leave Segment 1995/05/23 13:00 17:30
Work Segment 1995/05/25 8:30 13:00
Leave Segment 1995/05/25 13:00 17:30

A Leave Time Entry may optionally insert overlap time segment for days with existing

work time segments.

Example:

Original Work 1995/05/21 8:00 16:00
Segments 1995/05/23 8:00 16:00
Leave Entry 1995/05/20 to 11:00 14:00

1995/05/24

This will result in:

Work Segment 1995/05/21 8:00 16:00
Leave Segment 1995/05/21 11:00 14:00
Work Segment 1995/05/23 8:00 16:00
Leave Segment 1995/05/23 11:00 14:00

116
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A Leave Time Entry may optionally generate new time segments for days without
existing work segments and insert overlap time segments for days with existing work

segments.

Original Work 1995/05/21 8:00 16:00
Segment 1995/05/23 8:00 16:00
Leave Segment 1995/05/20 to 11:00 14:00

19995/05/23

This will result in:

Leave Segment 1995/05/20 11:00 14:00
Work Segment 1995/05/21 8:00 16:00
Leave Segment 1995/05/21 11:00 14:00
Leave Segment 1995/05/22 11:00 14:00
Work Segment 1995/05/23 8:00 16:00
Leave Segment 1995/05/23 11:00 14:00

x
=¥
22
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118

A leave processing entry may contain the following data fields. The type of leave will
determine if all the fields are available.

Field Description
Start Date Starting date for the leave entry date range.
-all
End Date Ending date for the leave entry date range. When this field is not
-all entered it is assumed to be identical to the start date.
Start Time Starting time for the leave entry time range. When overlay processing
-all only is in effect this field may be zero.
Stop Time Stop time for the leave entry time range. When overlay processing
-all only is in effect this field may be zero.
Days of Week This field contains the days of the week that the leave entry may
- vacation affect. The field is ignored for a one day date range.
- training
-in licu
- other
Holiday Option This check box determines if the leave entry generation option is in
- vacation effect for holidays registered in the system calendar.
- training
- other
Weekend Option This check box determines if the leave entry generation option is in
- vacation effect for weekend days.
- training
- other

Generate Option This check box turns on the segment generation option.
- vacation
- training

- other

Overlay Option This check box turns on the overlay segment processing option.
-all

Replace Option This check box turns on the replace segment processing option.
- vacation
- training

- other

Extend Option This check box turns on the extend segment processing option.
- vacation
- training

- other

Overlap Option This check box turns on the overlap processing option.
- vacation
- training

- other

Reason This field is validated code entry from a reason table for the leave
-all type.

Description This field is a free form multi-line text field that may be used for
-all additional descriptive information.
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Benefits

The Benefits menu from the Employee menu bar is used to print benefits from the
related data.

The Benefits menu appears as follows:

;flln m Compasgation  Positien  Dedinition  Foperts  Hely

The type of benefits available are:

48
> <
=2
4

m Dental Claims

= Health Claims
m Long Term Claims

m Short Term Claims
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Dental Claims

When the Dental Claim option from the Benefit sub menu is selected the following

screen will appear:

4 Dental Claims Listing 7
File Help

e [

Start Date: 1997/09/23 End Date: 1997710723

EVANS DALE
123 MAPLE STREET
Winnipeg, MB

~Claims List

4] il

000 (00700 No fecords Present

| Exit I | Insert | | Update | | Delete |

The following table gives a description of the data fields:

Field Description
Start Date This field contains the starting date of the dental
claim.
End Date This field contains the ending date of the dental
claim.
Claims List This field contains a list of dental claims on file.

The INSERT button, or the Insert Item option from the File menu is the option used to

The UPDATE button, or the Update Entry option from the File menu will call up the

item selected by the selection bar so that changes can be made to the current

The DELETE button, or the Delete Entry option from the File menu will delete the item

of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.

Insert
add a new item to the list.
Update
information.
Delete
Esc (exit)
120
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When a new dental claim is inserted the following dialog box will appear:

= | o Fl
File Help

Employee: EVANS DALE

Start Date: IF]I]I]I].'I]I].’I]I] End Date: I

Type: |

Claim: | Date: Il]l]l]l].'l]l].o'l]l]

Direct Costs: |

Indirect Costs: I

Description
E
JET | |
[0€] (comesl| [DowilCosts] z
€
The following table gives a description of the data fields: C:S %
Field Description % %
Employee This field contains the employees name.
Start Date This field contains the starting date of the dental
claim.
End Date This field contains the ending date of the dental claim.
Type This field contains the type of dental claim.
Claim This field contains the claim number.
Date This field contains the date of the claim.
Direct Cost This field contains the direct cost of the dental claim.
Indirect Cost This field contains the indirect cost of the dental
claim.
Description This field contains a description of the dental claim.
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Detail Cost

File Help

Incident Costs Listing

When the user selects the DETAIL COST button the screen will appear as follows:

Start Date:

AARDYARK FRED
123 Any Street
Winnipeqg, MB

~Incident Cost Records
1995/06/30

1995701720

End Date: 1996710710

100.00 200.00

| Exit | | Insert I

| Update | | Delete |

The screen displays the following data fields:

Field

Description

Start Date

This field contains the starting date of the incident cost listing.

End Date

This field contains the ending date of the incident cost listing.

Employee

This field contains the employee name of the incident cost
listing.

Incident Cost Records

This field contains the incident cost records on file.

Insert
Update
Delete

Exit

122

The INSERT button allows the user to insert an incident costs listing
The UPDATE button allows the user to update an incident costs listing
The DELETE button allows the user to delete an incident costs listing

The ESCkey, EXIT button, or the Exit option from the file menu will exit the function.
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Health Claims

When the Health Claim option from the Benefit sub menu is selected the following
screen will appear:

g Health ClaimsListing el
File Help

Start Date: 1997709723 End Date: 1997710723

EVANS DALE
123 MAPLE STREET
Winnipeg, MB

~Claims List

Z
3| i 5 9
z =
| Insert I | Update | Delete I = 5
S$3
ar-
The following table gives a description of the data fields:
Field Description
Start Date This field contains the starting date of the health
claim.
End Date This field contains the ending date of the health
claim.
Claims List This field contains a list of claims on file.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Update The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current
information.

Delete The DELETE button, or the Delete Entry option from the File menu will delete the item

of the list which is selected by the selection bar.

Esc (exit) The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.
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When a new health claim is inserted the following dialog box will appear:

Direct Costs:

Indirect Costs:

B teathcameny [l
File Help

Employee: EVANS DALE

Start Date: IF]I]I]I]!I]I]:’I]I] End Date: I

Type: |

Claim: | Date: II]I]I]I]!I]I]!I]I]

Description

|

| 0K I | Cancel | Detail Costis |

The following table gives a description of the data fields:

Field

Description

Employee

This field contains the employees name.

Start Date

This field contains the starting date of the health
claim.

End Date

This field contains the ending date of the health claim.

Type

This field contains the type of health claim.

Claim

This field contains the health claim number.

Date

This field contains the date of the claim.

Direct Cost

This field contains the direct cost of the health claim.

Indirect Cost

This field contains the indirect cost of the health
claim.

Description

This field contains the description of the health claim.

124
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Detail Cost When the user selects the DETAIL COST button the screen will appear as follows:

Incident Costs Listing
File Help

Start Date: 1995701720 End Date: 1996710710

AARDYARK FRED
123 Any Street
Winnipeqg, MB

~Incident Cost Records
1995/06/30

100.00 200.00

| Exit | | Insert I | Update | | Delete |

. . S
The screen displays the following data fields: =
2 <
Field Description 8 5
Start Date This field contains the starting date of the incident cost listing. % o
End Date This field contains the ending date of the incident cost listing. = %

Employee This field contains the employee name of the incident cost

listing.
Incident Cost Records |This ficld shows a list of incident cost records on file.

Insert The INSERT button allows the user to insert an incident costs listing

Update The UPDATE button allows the user to update an incident costs listing

Delete The DELETE button allows the user to delete an incident costs listing

Esc (exit) The ESCkey, EXITbutton, or the Exit option from the File menu will exit the function
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Vision Claims

When the Vision Claim option from the Benefit sub menu is selected the following
screen will appear:

g4 Vision Claims Listing 7 o T

File Help

Start Date: 1997/09/23 End Date: 1997710423

EVANS DALE
123 MAPLE STREET
Winnipeg, MB

~Claims List
0000/00/00 Mo Records Present

4 1

Exit | Insert | | Update | Delete I

The following table gives a description of the data fields:

Field Description

Start Date This field contains the starting date of the vision
claim.

End Date This field contains the ending date of the vision
claim.

Claims List This field contains a list of claim on file.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Update The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current
information.

Delete The DELETE button, or the Delete Entry option from the File menu will delete the item

of the list which is selected by the selection bar.

Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the function.
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When a new vision claim is inserted the following dialog box will appear:

B Visondameny [
File Help

Employee: EVANS DALE

Start Date: [pooo/00/00 End Date: |

Type: |

Claim: | Date:  [0000/00/00

Direct Costs: |

Indirect Costs: |

Description
&
| JEN
| 0K I | Cancel | Detail Costs I

The following table gives a description of the data fields:

Field Description
Employee This field contains the employees name.
Start Date This field contains the starting date of the vision
claim.
End Date This field contains the ending date of the vision
claim.
Type This field contains the type of vision claim.
Claim This field contains the vision claim number.
Date This field contains the date of the claim.
Direct Cost This field contains the direct cost of the vision claim.
Indirect Cost This field contains the indirect cost of the vision
claim.
Description This field contains the description of the vision claim.
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Detail Cost

File Help

Incident Costs Listing

When the user selects the DETAIL COST button the screen will appear as follows:

Start Date:

AARDYARK FRED
123 Any Street
Winnipeqg, MB

~Incident Cost Records
1995/06/30

1995701720

End Date: 1996710710

100.00 200.00

| Exit | | Insert I

| Update | | Delete |

The screen requests the entry of the following data fields:

Field

Description

Start Date

This field contains the starting date of the incident cost listing.

End Date

This field contains the ending date of the incident cost listing.

Employee

This field contains the employee name of the incident cost
listing.

Incident Cost Records

This field shown a list of incident cost records on file.

Insert
Update
Delete

Esc (exit)

128

The ESC key, EXIT button,

The INSERT button allows the user to insert an incident costs listing
The UPDATE button allows the user to update an incident costs listing

The DELETE button allows the user to delete an incident costs listing

or the Exit option from the File menu will exit the function.
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Long Term Claims

When the Long Term Claim option from the Benefit sub menu is selected the
following screen will appear:

& tongtemltisting [N
File Help

Start Date: 1997709723 End Date: 1997710723

EVANS DALE

123 MAPLE STREET

Winnipeg, MB

~Claims List

0000/00/00 Ho Records Present

| i

I_Exit I | Insert I | Update I Delete I
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The following table gives a description of the data fields:

Field Description

Start Date This field contains the starting date of the long
term claim.

End Date This field contains the ending date of the long term
claim.

Claims List This field contains a list of claims on file.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Update The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current
information.

Delete The DELETE button, or the Delete Entry option from the File menu will delete the item

of the list which is selected by the selection bar.

Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the function.

When a new long term claim is inserted the following dialog box will appear:
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& LongTermClaimEnty [N
File Help

Employee: EVANS DALE

Start Date: [pooo-00/00 End Date: |

Type: |

Claim: | Date:  [0000/00/00

Direct Costs: |

Indirect Costs: |

-Description
|
i 3
| Ok I | Cancel | Detail Costs I
The following table gives a description of the data fields:
Field Description
Employee This field contains the employees name.
Start Date This field contains the starting date of the long term
claim.
End Date This field contains the ending date of the long term
claim.
Type This field contains the type of long term claim.
Claim This field contains the long term claim number.
Date This field contains the date of the claim.
Direct Cost This field contains the direct cost of the long term
claim.
Indirect Cost This field contains the indirect cost of the long term
claim.
Description This field contains a description of the long term
claim.
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Detail Cost When the user selects the DETAIL COST button the screen will appear as follows:

Incident Costs Listing
File Help

Start Date: 1995701720 End Date: 1996710710

AARDYARK FRED
123 Any Street
Winnipeqg, MB

~Incident Cost Records
1995/06/30

100.00 200.00

| Exit | | Insert I | Update | | Delete |

. S
The screen requests the entry of the following data fields: =
2 <
Field Description 8 5
Start Date This field contains the starting date of the incident cost listing. % o
End Date This field contains the ending date of the incident cost listing. = %

Employee This field contains the employee name of the incident cost

listing.
Incident Cost Records |This ficld contains a list of incident cost records on file.

Insert The INSERT button allows the user to insert an incident costs listing

Update The UPDATE button allows the user to update an incident costs listing

Delete The DELETE button allows the user to delete an incident costs listing

Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the function
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Short Term Claims

Insert

Update

Delete

Esc (exit)

132

When the Short Term Claim option from the Benefit sub menu is selected the
following screen will appear:

&4 Short Term Listing Z

File Help
Start Date: 1997/09/23 End Date: 1997710723

EVANS DALE
123 MAPLE STREET
Winnipeg, MB

~Claims List
00000000 Ho Records Present

il mi

I_Exit I | Insert | Update I Delete I

The following table gives a description of the data fields:

Field Description
Start Date This field contains the starting date of the short
term claim.
End Date This field contains the ending date of the short
term claim.
Claims List This field contains a list of short term claims.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function.

When a new Short Term claim is inserted the following dialog box will appear:

Can-Pay Computer Software




EMPLOYEE INFORMATION - 3

= 2 o |
File Help

Employee: EVAHS DALE

Start Date: IF]I]I]I]II]I]!I]I] End Date: I

Type: |

Claim: | Date: II]I]I]I]!I]I]II]I]

Direct Costs: |

Indirect Costs: |

Description
]
&l
T is]
| OK I | Cancel | Detail Costs I -
ahs
The following table gives a description of the data fields: é <
F
Field Description % @)
Employee This field contains the employees name. = %
Start Date This field contains the starting date of the short term
claim.
End Date This field contains the ending date of the short term
claim.
Type This field contains the type of short term claim.
Claim This field contains the short term claim number.
Date This field contains the date of the claim.
Direct Cost This field contains the direct cost of the short term
claim.
Indirect Cost This field contains the indirect cost of the short term
claim.
Description This field contains a description of the short term
claim.
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Detail Cost

File Help

Incident Costs Listing

When the user selects the DETAIL COST button the screen will appear as follows:

Start Date:

AARDYARK FRED
123 Any Street
Winnipeqg, MB

~Incident Cost Records
1995/06/30

1995701720

End Date: 1996710710

100.00 200.00

| Exit | | Insert I

| Update | | Delete |

The screen requests the entry of the following data fields:

Field

Description

Start Date

This field contains the starting date of the incident cost listing.

End Date

This field contains the ending date of the incident cost listing.

Employee

This field contains the employee name of the incident cost
listing.

Incident Cost Records

This field contains a list of the Incident cost records on file.

Insert
Update
Delete

Esc (exit)

134

The ESC key, EXIT button,

The INSERT button allows the user to insert an incident costs listing
The UPDATE button allows the user to update an incident costs listing

The DELETE button allows the user to delete an incident costs listing

or the Exit option from the File menu will exit the function
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Evaluations

The Evaluations menu from the Employee menu bar is used to print evaluations from
the related data.

The Evaluations menu appears as follows:

Grandtdaster Human Resources Lz T |

*
File EEpNGTE Compensation Position Definition Reports Help

Employee Update
Employee Menu

CHeck Lists

Incidents I
Leave Schedule I
Eenefis I

Evaluations > I Evaluations Required
Skill Assignments Evaluations Completed
Availability Assignments

Default Employee Availability
Position Assignments
Automotive Assignments 3
Job Related Equipment I
Company Plans I

48
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There are two types of evaluations:

m Evaluations Required

m Evaluations Completed
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Evaluation Required

The Evaluations Required option provides the facility to evaluate an employee.

The Evaluations Required screen appears as follows:

B tvalaonsrequred [
File Help

Start Date: 1997709723 End Date: 1997710723

EVANS DALE

123 MAPLE STREET
Winnipeg, MB

~Evaluations List
ST TN TR e ————

=]

=i

| Exit I | Insert | | Update | | Delete |

The list displayed
range displayed m
menu.

is restricted to assignments that fall within a date range. The date
ay be modified through the Set Date Range choice under the File

The screen requests the entry of the following data fields:

Field

Description

Start Date

This field contains the starting date of the evaluations required.

End Date

This field contains the ending date of the evaluations required.

Evaluation List

The list contains all the evaluations within the date range that have been
previously defined.

Insert The INSERT button allows the user to insert a new employee and evaluation.
Update The UPDATE button allows the user to update an employee and evaluation.
Delete The DELETE button allows the user to delete an employee and evaluation that is

currently selected.

136
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F8(List)

Save

Esc(Exit)

When the user selects one of the list entries the Employee Evaluation Entry screen will
appear as follows:

| Ernployms Daogionfnir |
Fim  Hdp
T el EVERE DALE
Tl o
I 'EI’H.I'EI'IH'II T |
. Tl pbesd el R bame | AL
Tigmr:
Ponitam
Py bt v i |
Feting:
R b
Cormapanli
o
=l
L i
caf

The screen requests the entry of the following data fields:

Field Description

Employee |This field is used to enter the employee name for the evaluation entry.
Start Date |This field is used to enter the starting date for the evaluation entry.

End Date |This field is used to enter the ending date for the evaluation entry.

Next Review | This field is used to enter the next review date for the evaluation entry.

Type This field is used to enter the type code for the evaluation entry.

Position | This ficld is used to enter the position of the employee for the evaluation
entry.

Performance | This field is used to enter the performance of the employee for the
evaluation entry.

When the F8 key, or the List option from the menu is pressed a list of the options for the
field where the cursor is placed will appear. This function will allow you to insert,
update or delete an incident entry.

To save any changes made select the Save option from the File menu. The OK button
will have the same effect.

To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button, or the ESC key will have the same effect.
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Evaluation Completed

Insert
Update

Delete

138

The Evaluations Completed menu from the Employee menu bar is used to print
Evaluations Completed from the related data.

The Evaluations Completed menu appears as follows:

File Help

g4 Evaluations Completed AR |

Start Date: 1997/09/23 End Date: 1997/10/23
EVANS DALE

123 MAPLE STREET

Winnipeg, MB

~Ewvaluations List

0000/00/00 0000/00/00 Ho Records Present

el

| Exit I | Insert | | Update | | Delete |

The list displayed is restricted to evaluations that fall within a date range. The date
range displayed may be modified through the Set Date Range choice under the File

menu.

The screen requests the entry of the following data fields:

Field Description

Start Date This field contains the starting date of the evaluations completed.

End Date This field contains the ending date of the evaluations completed.

previously defined.

Evaluation List |The list contains all the evaluations within the date range that have been

The INSERT button allows the user to insert a new employee and evaluation.
The UPDATE button allows the user to update an employee and evaluation.

The DELETE button allows the user to delete an employee and evaluation that is

currently selected.
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When the user selects one of the list entries the Employee Evaluation Entry screen will
appear as follows:

Fila Helg
Empl ongiriz AKRITV AR FRED

Evalusiion
Feramr D0/ nasnn I

Complesad Hirsst e (090 0T

Tipe:
Positioe

P frmrmemcic
Tl s

The screen requests the entry of the following data fields:

Field Description

Employee |This field is used to enter the employee name for the evaluation entry.

48
> <
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Start Date |This field is used to enter the starting date for the evaluation entry.

End Date |This field is used to enter the ending date for the evaluation entry.

Next Review | This field is used to enter the next review date for the evaluation entry.

Type This field is used to enter the type code for the evaluation entry.

Position | This ficld is used to enter the position of the employee for the evaluation
entry.

Performance | This field is used to enter the performance of the employee for the
evaluation entry.

F8(List) When the F8 key, or the List option from the menu is pressed a list of the options for the
field where the cursor is placed will appear. This function will allow you to insert,
update or delete an incident entry.

Save To save any changes made select the Save option from the File menu. The OK button
will have the same effect.

Esc(Exit) To exit the screen without saving any changes select the Exit function from the File
menu. The CANCEL button, or the Esc key will have the same effect.
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Skills Assignments

140

The Human Resources Module provides facilities to assign skills to employees and
skill requirements to positions.

The Human Resources main menu has a selection under Employee that allows the
assignment of skills to the employees in the current group.

The Human Resources Employee menu has a selection under Update Employee that
allows the assignment of skills to the selected employee.

The Human Resources Position menu has a selection under Position that allows the
assignment of skills requirements to the selected position.

The skills are contained in the system general purpose code table in the group
“$SKILLS”. This code table may be updated through the “code” validation update" or
through the “on the fly” update through the code list.

Any number of skills may be assigned to each employee. The skill assignment uses a
start and end date to indicate the date span the skill is in effect.

Any number of skill requirements may be assigned to a position. The skill
requirements may be assigned to a position. The skill requirements uses a start and end
date to indicate the date span the requirement is in effect.
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Employee Skill Assignment

Insert

Additional

Update

Delete

The Employee Skill Assignment option provides the facility to assign skills to an

employee. This function displays a list of existing skill assignments.

g Employee - EvAWSDALE _ [EENs
File Help
From: 1997/10/23 To: 1997711722

~Ski

<] 1

| Exit I | Insert | | Additional | | Update | | Delete |

The list displayed is restricted to assignments that fall within a date range. The date
range displayed may be modified through the Set Date Range choice under the File

Menu.

This button allows the user to insert a new employee and skill combination.

This button allows the user to insert a new skill for the same employee as the item

currently selected.

This button allows the user to update the employee and skill item currently selected.

This button allows the user to delete the employee and skill item currently selected.

This function button is controlled through the User Privilege Settings in the

Administration Module.
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Employee Skill Assignment Update

This function allows the user to input the employee skill assignment.

4 Employee Skills Assignment ﬂﬂl
File Help

Skill: GERMAN German Language

Employee: |AARD‘-’ARK FRED

Start Date: nDoooso0s00
End Date: 0000/00/00
Skill Levelt: | |

I 0K I | Cancel |

The function provides the following input fields:

Field Description
Skill This field is used to input the skill code. This must be a valid code
from the skill table.
Employee This field is used to input the employee for the skill assignment.
Start Date This field is used to input the starting date of a date range that the skill
is in effect.
End Date This field is used to input the ending date of a date range that the skill
is effect.

&~  The date range may have a zero end date to indicate that the skill does not expire. The
startdate may be zero to indicate that the skill is in effect from the start of employment.
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Availability Assignments

Employee Availability option allows the user to specify the days of the week and the
time of day that the employee is available to work.

B4 Employee Availability - EVAHS DALE [z N N |

File Help

EVANS DALE
123 MAPLE STREET
Winnipeg, MB

~Records List

1997/01/01 0000/00/00 Days: 1234567 Hours:

PN [ T

I OK I | Cancel | | Insert | | Update | | Delete |

Set Date Range A daterange can be specified through the Set Date Range option in the File menu.
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Two groups of fields may be input through the Employee Availability function. The
first group is used for the days of the week, hours per week, and the times of day that
the employee can be available for work. The second group of fields can be used to
input the days and times that the employee would prefer to work.

Insert Item The INSERT ITEM button can be used to insert new data into the list of employee
availability.

Update Entry When one of the items in the list is highlighted, pressing the UPDATE button will
allow the user to update an item that has already been entered.

Delete Entry The DELETE ENTRY button will clear the highlighted item from the list.

Additional Additional fields are available that may be used to enter descriptive and coded data
concerning availability through the Additional for Employee option in the File menu,
or the Additional button.

A special system shift definition named SNOTAVAIL" may be used to specity specific
dates and times that the employee will not be available for work.

The availability data for an employee is used to test any shift schedule data input.
warning messages will be produced when scheduled dates and time produce conflict
with the employee availability data input.
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Position Assignment

The Position Assignments option allows the user to assign employees to the current
selected position.

B Erpoyee- tvamspae N
File Help

From: 1997/10/23 To: 1997711722

~Positions

e T T

i i

| Exit I | Insert | | Additional | | Update | | Delete |

The function scans the employee assignments table for the position and presents a list
of the assignments that are on file. The scans uses a date range to restrict the
assignment presented. The default date range is from the current system date to a date

30 days after the current date. The user may select a different date range from the
function menu.

The user may select to insert new assignments, update existing assignments, or delete
existing assignments by pressing one of the function buttons.

The data for each assignment consists of the following elements:

Field Description
Position This field contains the position for the assignment.
Employee This field contains the name of the assigned to the position.

Start Date This field contains the starting date for the assignment.

End Date This field contains the ending date for the assignment.
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Automotive Assignments

The Automotive menu from the Employee menu bar is used to print the automotive
from the related data.

The Automotive menu appears as follows:

= 7| = |F
File Profile Data Update Reports Help
Hame & Personal Information |
Employment Information 3
Employee Compensation 3
Employee Entitlements 3
CHeck Lists
Incidents
Leave Data
Benefit Data
Evaluations
Skill Assignments
Availability Assignments
PosiTion Assignments

altomative » I parking Space Assignments
Job Related Equipment F |~ vehicle Assignments
Company Plans L

3 8
>
=2
2

This option allows the user to assign the following to employees:

m Parking Spaces

= Vehicle Assignments
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Parking Space Assignment

The Parking Space Assignments option isused to assign parking spots to employees.

When the user selects this option, the following dialog box will appear:

&) Parking: Employee - EVANSDALE [N
File Help
From: 1997/10/23 To: 1997711722

~Assignments

|

3 (L1111}

| Exit I | Insert | | Additional | | Update | | Delete |

The screen contains the following data fields:

Field Description
Start Date This field displays the starting date for the parking assignment.
End Date This field displays the ending date for the parking assignment.
Employee This field displays the employee name for the parking assignment.
Parking Spot This field displays the parking spot for the parking assignment.

Insert The INSERT button allows the user to insert a parking assignment for employees.

Additional The ADDITIONAL button allows the user to add an additional parking assignment to
employees.

Update The UPDATE button allows the user to update a parking assignment for an employee.

Delete The DELETE button allows the user to delete a parking assignment for an employee.

Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the function
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When the user selects one of the list entries the Parking Assignments screen will
appear as follows:

Employee Parking Assignment HE

File Help

Object: || | Parking Assignments

Employee: | Unassigned Employee

Start Date: goooso0/00
End Date: 000000400

| 0K I | Cancel |

The screen requests the entry of the following data fields:

Field Description
Object This field is used to enter the object name for the parking

assignment.

Employee This field is used to enter the employee name for the
parking assignment.

Start Date This field is used to enter the starting date for the parking
assignment.

End Date This field is used to enter the ending date for the parking
assignment.

F8(List) When the F8 key is pressed a list of the options for the field where the cursor is placed
will appear. This function will allow you to insert, update or delete a parking
assignment.

Save To save any changes made press OK button will have the same effect.

Esc (Exit) To exit the screen without saving any changes press the ESC key. The CANCEL

button will have the same effect.

Example:

Object - Spot 3

Employee - Fred Aardvark

Start Date - April 30, 1996

End Date - October 3, 1996
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Vehicle Assignments

Insert

Additional

Update
Delete

Esc (exit)
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The Vehicle Assignments option is used to assign a vehicle to employees.

When the user selects this option the following dialog box appears:

& vehicle: Employee - EVANSDALE |z
File Help
From: 1997/10/23 To: 1997711722

-Assignments

4] i

I_Exit I | Insert | | Additional | | Update | | Delete |

The screen contains the following data fields:

Field Description

Start Date This field is displays t he starting date for the vehicle
assignment.

End Date This field is displays the ending date for the vehicle
assignment.

Employee This field is displays the employee name for the vehicle
assignment.

Vehicle This field is displays the make of the vehicle for the

vehicle assignment.

The INSERT button allows the user to insert a vehicle assignment for employees.

The ADDITIONAL button allows the user to add an additional vehicle assignment for an
employee.

The UPDATE button allows the user to update a vehicle assignment for an employee.
The DELETE button allows the user to delete a vehicle assignment for an employee.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function
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When the user selects one of the list entries the Vehicle Assignment screen will appear

as follows:
= Z)
File Help
Object: || VYehicle Assignments
Employee: |§ii¥?a?éi§ BALE

Start Date: |uunumufuu

End Date: II]I]I]I]II]I]!I]I]

| Ok I | Cancel |

vehicle assignment.

Z

The screen requests the entry of the following data fields: é g
<

Field Description 8 5
Object This field is used to enter the object name for the % o

o=

Employee This field is used to enter the employee name for the
vehicle assignment.

Start Date This field is used to enter the starting date for the
vehicle assignment.

End Date This field is used to enter the ending date for the vehicle

assignment.

F8 (List) When the F8 key is pressed a list of the options for the field where the cursor is placed
will appear. This function will allow you to insert, update or delete a vehicle
assignment.

Save To save any changes made press the F10 key. The OK button will have the same effect.

Esc (Exit) To exit the screen without saving any changes press the ESC key. The CANCEL button

will have the same effect.

Example:

Object - GMC Sierra
Employee - Fred Aardvark
Start Date - April 30, 1996
End Date - October 3, 1996
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Job Related Equipment

The Job Related Equipment menu from the Employee menu bar is used to print Job
Related Equipment from the related data.

The Job Related Equipment menu appears as follows:

Bl W/Remploeetenu - EvamsDAE [N
File Profile ENECHSSINTETE Data Update Reports  Help

Hame & Personal Information |

Employment Information
Employee Compensation
Employee Entitlements
CHeck Lists

Incidents

Leave Data

Benefit Data

Evaluations

Skill Assignments
Availability Assignments
PosiTion Assignments
alltomotive

Job Related Equipment

Company Plans

)

Toolkits
Safety Equipment
Other Equipment

This option allows the user to assign the following equipment to employees:

m Toolkits

m Safety Equipment

n Other Equipment
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Toolkit Assignment

Insert

Additional

Update
Delete

Esc (exit)

The Toolkit Assignment option is used to assign tools to employees.

When the user selects this option, the following dialog box will appear:

R |
File Help
From: 1997710723 To:  1997/11/22

~Assignments

=

il min
|_Exit I | Insert | | Additional | | Update | | Delete |
The screen contains the following data fields:

Fields Description

Start Date This field displays the starting date for the toolkit assignment.

End Date This field displays the ending date for the toolkit assignment.

Employee This field displays the employee name for the toolkit assignment.
Toolkit This field displays the tool for the toolkit assignment.

The INSERT button allows the user to insert a toolkit assignment for employees.

The ADDITIONAL button allows the user to add an additional toolkit assignment to
employees.

The UPDATE button allows the user to update a toolkit assignment for an employee.
The DELETE button allows the user to delete the toolkit assignment for an employee.

The ESCkey, EXIT button, or the Exit option from the File menu will exit the function
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When the user selects one of the list entries the toolkit assignment screen will appear as

follows:
24 Employee Toolkit Assignment
File Help
Object: | | Toolkit Assignments
Employee: | Unassigned Employee

Start Date: | 0000/00/00 |

End Date:  |0000/00/00 |

| 0K I | Cancel |

The screen requests the entry of the following data fields:

Field Description
Object This field is used to enter the object name for the toolkit assignment.
Employee This field is used to enter the employee name for the toolkit
assignment.
Start Date This field is used to enter the starting date for the toolkit assignment.
End Date This field is used to enter the ending date for the toolkit assignment.

F8 (List) When the F8 key is pressed a list of the options for the field where the cursor is placed
will appear. This function will allow you to insert, update, or delete a toolkit
assignment.

Save To save any changes made pressing the OK button will have the same effect.

Esc (exit) To exit the screen without saving any changes press the ESC key. The CANCEL button

will have the same effect.

Example:

Object-  Wrench
Employee - Fred Aardvark
Start Date - April 30, 1996
End Date - October 3, 1996
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Safety Equipment

The Safety Equipment option is used to assign safety equipment to employees.

The Safety Equipment option brings up the following dialog box:

B Satety: tmployee - evansoale [
File Help
From: 1997/10/23 To: 1997711722

- Assignments

L

3| It

| Ezxit I | Insert | | Additional | | Update | | Delete |

The screen contains the following data fields:

48
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Fields Description

Start Date This field displays the starting date for the safety equipment

assignment.
End Date This field displays the ending date for the safety equipment
assignments.
Employee This field displays the employee name for the safety equipment
assignment.
Safety This field displays the equipment for the safety equipment
assignment.
Insert The INSERT button allows the user to insert safety equipment assignments for
employees.
Additional The ADDITIONAL button allows the user to add safety equipment assignments to
employees.
Update The UPDATE button allows the user to update safety equipment assignments to
employees.
Delete The DELETE button allows the user to delete safety equipment assignments for an
employee

When the user selects one of the list entries the Safety Equipment assignment screen
will appear as follows:
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4 Employee Safety Equipemnt Assignment ﬂE

File Help
Object: || | Safety Equipment Assignments
Employee: | Unassigned Employee

Start Date: gooo/s00/00
End Date: 0o0o0s00/00

| Ok I | Cancel |

The screen requests the entry of the following data fields:

Field Description
Object This field displays the object name for the safety

equipment.

Employee This displays the employee name for the safety equipment
assignment.

Start Date This field displays the starting date for the safety
equipment assignment.

End Date This field displays the ending date for the safety
equipment assignment.

F8 (List) When the F8 key is pressed a list of the options for the field where the cursor is placed
will appear. This function will allow you toinsert, update or delete a safety equipment
assignment.

Save To save any changes made press the OK button.

Esc (Exit) To exit the screen without saving any changes press the ESC key. The CANCEL button

will have the same effect.

Example:

Object - Hard Hat
Employee - Fred Aardvark
Start Date -  April 30, 1996
End Date -  October 3, 1996
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Other Equipment

The Other Equipment option is used to assign equipment to employees.

When the user selects this option, the following dialog box will appear:

B foioment fployee _Evarsoale NN
File Help
From: 1997/10/23 To: 1997/11/22

- Assignments

|

| T

| Exit I | Insert | | Additional | | Update | | Delete | m %
m e
S~ —
8 g
The screen contains the following data fields. % 3
aY-
Field Description
Start Date This field displays the starting date for the other
equipment assignment.
End Date This field displays the ending date for the other
equipment assignment.
Employee This field displays the employee name for the other
equipment assignment.
Toolkit This field displays the tool for the other equipment
assignment.
Insert The INSERT button allows the user to insert an other equipment assignments for
employees.
Additional The ADDITIONAL button allows the user to add other equipment assignments to
employees.
Update The UPDATE button allows the user to update other equipment assignments to
employees.
Delete The DELETE button allows the user to delete other equipment assignments to
employees.

Can-Pay Computer Software 155




3 - EMPLOYEE INFORMATION

When the user selects one of the list entries the other equipment assignment screen will

appear.
w4 Employee Other Equipment Assignment
File Help |
Object: || | Other Equipment Assignments
Employee: | Unassigned Employee

Start Date:  |0000/00/00 |

End Date:  |0000/00/00 |

I 0Ok I | Cancel |

The screen requests the entry of the following data fields:

Field Description
Object This field displays the object name for the other equipment
assignment.
Employee This field displays the employee name for the other
equipment assignment.
Start Date This field displays the starting date for the other equipment
assignment.
End Date This field displays the ending date for the other equipment
assignment.

F8 (List) When the F8 key is pressed a list of the options for the field where the cursor is placed
will appear. This function will allow you to insert, update or delete a toolkit
assignment.

Save To save any changes made press the F10 key. The OK button will have the same effect.

Esc (Exit) To exit the screen without saving any changes press the ESC key. The CANCEL button

will have the same effect.

Example:

Object - Cell Phone
Employee - Fred Aardvark
Start Date - April 30, 1996
End Date - October 3, 1996
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COMPENSATION

The Compensation menu from the main menu bar is used for compensation in the
GrandMaster Suite Human Resource module.

The Compensation menu appears as follows:

w4 GrandMaster Human Resources ﬂE

File Employee | Compensation Position Definition Reports Help
| Global Rates =+
Payroll Rates =

Plant Employe Employee Rates
Rate Tables =

The Compensation menu of the Human Resource module allows the user to set up all
types of:

m Global Earnings
m Payroll Earnings
m Employee Rates

m Rate Tables
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Global Rates

The following submenu appears when the user selects the Global Rates option:

© T -
File Employee | Compensation Position Definition Reports Help
| Global Rates  # | Global Earnings

Payroll Rates  + | Global Position Earnings
Plant Employes Employee Rates+ | Global Deductions
Rate Tables #  Global Accumulators

The Global Rates options available to the user in this sub menu are:
m Global Earnings
m Global Position Earnings
» Global Deductions
m Global Accumulators

(&~ Global Rates pertain to all Earnings, Positions, Earnings, Deductions and
Accumulators setup in the system cross referencing between payrolls.
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Global Earning Types

Global Earning Types are used to define the categories of earnings that will be
reported for employees.

The earning categories defined must adhere to the Revenue Canada and Human
Resources Canada requirements for assessment of employee source deductions.

An Earning Types will have to be present to provide pay rates for regular time, over

time, and double time.

Earning types also have to be defined for those amounts that are paid out as a result of

Accumulator Type processing.

The following table outlines some common Earning Types:

Earning Type

Description

Regular Hours

Earning type used for hours worked at the employee regular rate of pay. This
earning is subject to taxes, CPP and EI

Over time
Hours

Earning Type used is hours worked at the employees over time rate of pay. This
earning is subject to taxes, CPP and EI

Double Time
Hours

Earning type used for hours worked at the employees double time rate. This
earning is subject to taxes, CPP and E.I.

Vacation Taken

Earning Type used for earnings that occur when an employee takes vacation. This
earning has insurable dollars and hours for EI purposes as well as being subject to
taxes and CPP.

Vacation Paid
Out

Earning Type used for earnings that occur when an employee has vacation paid
out. This earning has insurable dollars only for EI purposes as well as being
subject to taxes and CPP.

Travel Expense

Earning Type used for reimbursement of travel expenses for an employee. This
earning is not subject to taxes, CPP or EI

Sick Pay

Earning Type used for payment of sick pay. This earning is subject to taxes, CPP
and EL

Can-Pay Computer Software
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Earning Types and Effective Dates

The Suite H/R provides support for effective dates on earning types. This allows the
changes made to earning type definitions to have a start date and an end date that
specify the effective date range for the earning type occurrence.

An example of this would be the overall over time rate for the company is being
changed from a rate that is 1.4 times the employees regular rate of pay to 1.5 times the
employees regular rate of pay effective June 17, 1997. A new occurrence of the over
time earning type would be set up with an effective date of June 17, 1997 with the new
multiplier for the over time rate. If this date falls in the middle of a pay period the over
time hours worked prior to June 17, 1997 would be paid at 1.4 times rate, the over time
hours worked on and after June 17 would be paid 1.5 times rate.

The effective date range for the different occurrence of an earning type may not
overlap. The update process will not allow the entry of a date range that will resultin an
overlap.
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Global Earnings

The Global Earnings option is used to assign global earnings to employees.

When the user selects this option, the following screen will appear:

=4 Global Earnings - from 1996701/01 to 1996/12/31 ﬂE

File Help

1 1996701701 1996/06/14 Regular &
1 199640615 0000/00/00 Reqular

2 1996/01701 1996701430 Overtime Earnings
2 1996/01f31 0000/00/00 Overtime Earnings
3 D 00O0D0SOOSO0 19967067429 Double Time

3 D0000/00f00 1996/06/29 Double Time

3 1996/06/30 0000/00/00 Double Time

| 0K | | Cancel | | Insert | | Update I | Delete |

The list may contain from left to right the earning code, the letter “D” if the earning
code has been deleted, date effective from, date effective until, and a description of the
earning code.

Set Date Range  The Set Date Range option in the File menu allows the user to change the date range in
order to narrow the number of earnings which appear in the list. If a date range has
been set, the range selected will appear in the title bar of the dialog box.
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Show Dates If the Show Dates option in the File menu is selected the date range when each earning
is effective will appear in the list.

Show Deleted If the Show Deleted Earnings option in the File menu is selected the earnings that
Earnings have been deleted will appear in the list. The letter “D” will appear to the left of the
deleted earnings.

OK The OK button will save any changes made in the dialog box.

Esc (exit) The ESC key, CANCEL button, or the Exit option from the File menu exit the dialog box
without saving any changes.

Insert The INSERT button allows the user to insert a new global earnings.
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The Insert Button is used to insert anew earnings in the payroll. The insert button will
display a dialog box that requests the new earning type number., If the number of an
existing earning type is entered in the earning type field the function will retrieve the
latest version of that earning type for update.

The Insert New Earning screen appears as follows:

Insert Hew Earning

Earning Type:

| Cancel

Global Earning Update

162

The Earning Update screen contains a notebook with four pages. Each of these pages
contains information that is used for processing the earnings. The Payroll Level
earnings data is used in conjunction with the employee earnings rates and hours
worked to determine the employees pay.

The values set in the Master Earning Rate page are used as the default values for the
employee level earning rates. The employee level rates can change any of the rate
evaluation data.
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The Description page contains fields for describing the earnings and settings the
effective date range for the earning type.

When you select the description tab on the Global Earning update the following screen
will appear:
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The following table gives a description of the data fields:

Field Description Z

Earning This field contains the code number of the earning. 9

.. . . . H

Description |The description field is used for describing the earning <

on pop-up lists and for reports. (£

Short The short description field is used for printing a =

description on pay statements. %

Alternate This field contains an alternate description of the @)
earning.

From Date |This field is used to set the starting date of the effective
date range for the earning.

Until This field is used to set the ending date of the effective
date range for the earning.

Earning If the carning enabled box is checked the earning is

Usage enabled. If the earning disabled box is checked the

Control earning is disabled.

&~ Normally only the starting date is entered when entering an earning. The function
automatically sets the end date of the earning type when a new entry for the earning
type is made with a start date thatis later than the start date on an existing earning entry.
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The Rate page contains data fields that are used to set the default page rate treatments.
These values may be changed for the individual employee when setting up the

Employee pay rates.

When you select the rate tab or the Global Earning update the following screen will

appear:

=
o

Help

Global Earnings Update 124 RN

Rate Evaluation Method

(@ Use Set Rate

[J Use Multipler

() Use Rate Table

| Desc

1~ 1 [ _ 1

Rate Units

(e Pay Period ) Hour () Annual () Piece ‘ Rate
Rate Units El parm Flags
I I I Control

~Multiplier Parameters

Multiplier:

I Base:

Rate Table Parameters

Table: I

I Column:
Accumulator: |

Page 2 of 4

Row:

A A A A A A

—

[E1]E]

I 0K || Cancel
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The following table gives a description of the data fields:

Field

Description

Use Set Rate

This field contains the values entered in the Rate field and the setting if the
Rate Units buttons to set a pay rate for the earning. When the pay period is
pressed the value in the Rate field is treated as an amount of pay for each pay
period and the value in the units field is treated as the standard number of
hours worked in the pay period. When the annual button is pressed the value
in the units field is treated as an amount of pay for the year and the number
of hours in the year. When the hour button is pressed the value in the Rate
field is treated as a rate per hour. The value in the hours field is treated as
the standard number of hours worked per pay period. When the Piece Rate
button is pressed the value in the rate field is the standard rate per piece.

Use Multiplier

This field contains the value in the multiplier field and the rate for the base
rate earning to determine the rate for the earning. The rate for the earning is
the product of the value in the multiplier field and the resolved rate for the
earning type selected as the base Earning.

Use Rate Table

This field contains a rate table to determine the rate value for the earning.
The row and column fields can be used to determine the location in the rate
table that has the rate value to use. The Table field allows the entry of the
Rate Table Naine (o use. Note- the system supports any number ol diflerent
rate tables.

Rate Units

This field contains a set of radio buttons that determine the period that the
rate applies to. These buttons are “Pay Period”, “Hour”, “Annual” and
“Piece”. The rate unit selected will be used to determine the processing used

when evaluating the rate of the pay calculation.

Set Rate
Parameters

This field contains the field that arc used when the “Use Set Rate” method is
in use.

Multiple
Parameters

This field contains fields that are used when the “Use Multiplier” method is
in use.

Rate Table
Parameters

This field contains the fields that are used when the “Use Rate Table”

method is in use.
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The Flags page

contains fields that indicate whether or not the earning type is subject

to the various payroll source deductions and taxes.

When you select the flag tab on the Global Earning update the following screen will

appear:

le

A A A g
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Global Earnings Update 1z RN |
Help
~Earnings Dollars and Hours Subject to
Desc

+Dollars Hours
[+ Federal Tax [ Federal Tax Rate
[+ C.P.P. beppr. | s
i E.L MMEL
[+ Quebec Tax [ Quebec Tax Control
2 Q.P.P. [ Q.P.P.
¥ WCB LI WCB

~Pay Period Allocation (EI)

(J For Which J In Which (J Last

[Z] Process for Statutory Holiday only

]
w
=X
I

[ ok ||

Cancel

The following table gives a description of the data fields:

Field

Description

Earning Dollars

If the box is checked the earnings are subject to Federal tax, CPP
E.I., Quebec Tax, QPP, WCB.

Earning Hours

If the box is checked the earning hours are subject to federal tax,
CPP, E.I. Quebec Tax, QPP, WCB.

Pay Period The Pay Period Allocation buttons affect the treatment of the
Allocation (E.L) 'hours in the earning when preparing Record of Employment
forms. Please refer to the Human Resource Canada documents to
determine the treatment for the pay period allocation of insurable
hours.
Process When this button is pressed the earning being set up will process
Statutory for statutory holidays only.
Holiday
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The Control page contains anumber of options for the processing of the earning type.

When you select the control tab on the Global Earning update the following screen will
appear:

E4 Global Eamnings Update = o =
File Help
[
3 ~Earning Usage Control Desc
3 (#) Must Turn On for Employee Rate
3 () Always On for Employee Flags
- () May Turn Off for Employee
= Control |
3 [+ Allow Modification at Employee Level
3 ~Contra Earning Settings
3 @ Ho Contra () Employee Base () Other
3 Other Earning: I
:ﬁ
:|—:I
~~Page 4 of 4 |l
I 0K | | Cancel
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The following table gives a description of the data fields:

Field Description
Earning Usage This field contains buttons that determine how the earning will be
Control treated at the employee level..
Must Tarn On for When this field is pressed, the earning will only be used for an
Employee employee when the earning is specifically set for an employee.
Always On for When this field is pressed, the earning will always be available for all
Employee employees. This button will always prevent employee level

modifications of the earning rate settings.

May Turn Off for When this field is pressed the earning is normally available for all
Employee employees. In order for an employee not to have access to the earning
type it must be specifically disabled for the employee.

Allow Modification at | This field is used to determine if a rate settings can be modified for the
Employee Level employee. When this box is checked the employee may have
modifications to the rate settings. Note - this check box has no effect
when the “Always on for Employee™ button is pressed.

Contra Earning This field contains fields that are used to determine if hours worked for

Setting the earning type will automatically create a transaction that subtracts the
equivalent hours worked and amount from another earning type.

No Contra This field turns off any automatic processing.

Employee Base This field will result in the employees declared base earning (please

refer to the Employee Payroll Specific information settings) being used
for the automatic processing.

Other This field uses the earning specified in the “Other Earning “ field for the
automatic processing.
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The dialog box allows the following data fields to be input:

Field Description

Earning When this field is checked the dollar amount is subject to federal tax, CPP,
Dollars UIC, Quebec Tax, QPP and WCB.

Earning Hours | When this field is checked the earning hours are subject to federal tax, CPP,
UIC, Quebec Tax, QPP and WCB.

Pay Period
Allocation
(UICO)

1. Choose the Accounts tab and fill in the appropriate information:

= Earning Insert for AIDE o | O]
File Help
- _
3 GAL Distribution Table Desc
3 Code: Rate
= Flags
&
i Accounts
i Control
:ﬁ
:ﬁ
=
:E-|Page 4 of 5 ——
| 0K I | Cancel |

The dialog box allows the following data fields to be input:

Field Description

General Ledger
Distribution Table
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2. Choose the Control tab and fill in the appropriate information:

=) Earning Update for AIDE = | O]

File Help

I
T _
3 ~Earning Usage Control Desc
3 (») Enable at Employee Level Rate
i () Always Enabled Flags
—T:' () Disable at Employee Level
/3 Accounts
:ﬁ

Control

nS Allow Modification at Employee Level oo
=
#
:ﬁ
:ﬁ
:|—:l
E‘F‘age Jof5 [

I OK I | Cancel |

The dialog box allows the following data fields to be input:

Field Description
Earning Usage |This field is used to used to control the earning usage. The earning can be
Control enabled at lower level, always enabled or the earning can be disabled at a
lower level.
Allow
Modification at
Employee Level

3. Select theok button.
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Global Deductions

Global Deduction Types

What Deduction Types do I need?

Global Deduction Types are used to define the categories of company deductions and
benefits that will be included in the calculation of an employees pay.

A Deduction Type defines the calculation that will be used to determine the deduction
and benefit amounts that apply to the deduction. The Deduction Type can also define
the list of earnings, other deductions, or accumulators that will be included in the
calculation.

What decides how the calculation is done?

The Suite H/R module and payroll provide over a hundred calculation formulas that
can beused to calculate a deduction and/or benefit. Each deduction formula provides a
number of parameters that can be used to determine the results of the calculation.

Alternatively, the deduction and/or benefit can be setup as a fixed amount to deduct for
each pay. The method can be used when the actual amount is decided independently of
the values processed in the pay calculation.

Examples of Deduction Types

Field Description

Union Dues This deduction is used to calculate union dues. Normally this deduction type
will require a calculation code that will calculate some percentage of the
employee earnings that are subject to the union dues deduction.

Calculation would be a percentage of earnings. The list of earnings would
include regular and overtime wages but would not include expense
reimbursement

Registered This Deduction is used to calculate the employee contribution to a pension
Pension Plan plan. The deduction type will require a calculation code that uses a list of
earnings that are subject to the deduction. The calculation code used may also
calculate a benefit for the employee that is the company portion of the
contribution.

Health This Deduction is used to calculate the employee Heath Insurance premium.
Insurance Plan |The calculation may be based on a base rate depending on the employees’ age
and additional premiums based on the number of dependants that the
employee has.

The employees earnings do not have to be entered into a deduction
calculation.
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Creating The Master Deduction Types

Grand Master Suite Human Resources or payroll allows you to have up to 200
different deduction types. Each type determines a category of deductions for an
employee. The DEDUCTIONS choice on the DATA menu is used to access the
deduction update function.

Because the Grand Master Suite Human Resources supports date sensitive processing
several deductions of each type may be present. Each one will cover a particular date
range. When you insert a new deduction with the same number as an existing one you
must specify a date range for the new deduction that is later than the date range in use
for the existing deduction.

The Deduction List screen is displayed when you select the menu choice. The
deduction list screen appears as follows:

| Payroll Deductions st |
File  Help

Mo [t lors Présent =

Cancel | Insert |  Update | Delete

The window title may be either Payroll Deduction List or Global Deduction List
depending on whether or not you are sharing the deduction with other payrolls.
(Global Deductions are shared between payrolls, Payroll Deductions are not shared).

OK The OK button, or the Save option in the File menu will save any changes made in the
dialog box.
Cancel The CANCEL button, or the Exit option in the File menu will exit the dialog box without

saving any changes.

Insert The INSERT button is used to insert a new deduction list.
Update The UPDATE button is used to update an existing deduction.
Delete The DELETE button is used to delete an existing deduction.
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Global Deductions

Set Date Range

Show Dates

Show Deleted
Deductions

OK

Esc (exit)

Insert

Update

The Global Deductions option is used to assign global deductions to employees.
When the user selects this option the following screen will appear:

24 Global Deductions — from 1996/701/01 to 1996/12/31 ﬂg
File Help

1 A 1996/01/01 0000/00/00 Ded. One ~
0000/00/00 00000000 Ded. Two
0000700700 00000000 Ded. Two

2D

2 A

3 D 0000700700 0000400700 Ded. Three
3 A 0000700700 0000/00700 Ded. Three
4 A 0000/00700 0000/00/00 Ded. Four
8 A 0000/00/00 0000700700 Ded. Eight
9 A 0000/00/00 0000700700 Ded. Nine ~

| | >

| 0Ok | ‘ Cancel | ‘ Insert | Update | Delete |

The list may contain from left to right the deduction code, the letter “D” if the
deduction code has been deleted, date effective from, date effective until, and a
description of the deduction code.

The Set Date Range option in the File menu allows the user to change the date range in
order to narrow the number of deductions which appear in the list. If a date range has
been set, the range selected will appear in the title bar of the dialog box.

If the Show Dates option in the File menu is selected the date range when each
deduction is effective will appear in the list.

Ifthe Show Deleted Deductions option in the File menu is selected the deductions that
have been deleted will appear in the list. The letter “D” will appear to the left of the
deleted deductions.

The OK button will save any changes made in the dialog box.

The ESC key, CANCEL button, or Exit option in the File menu will exit the dialog box
without saving any changes.

The INSERT button allows the user to insert global deductions. A description of how to
insert new global deductions begins on page 245 .

The UPDATE button allows the user to update global deductions. The following dialog
box will appear when the UPDATE button is selected:
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The INSERT button is used to add a new deduction type to the list. When this button is
pressed a dialog box will appear that asks for the deduction type number. The Insert
New Deduction screen appears as follows:

g4 Insert New Deduction
Number: I o

| 0K I | Cancel |

Ifyou enter the number of an existing deduction type that deduction will be retrieved to
be updated.

The Global Deduction Update screen contains a notebook with seven pages. Each of
these pages contains information that is used for processing deductions.
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The GENERAL page contains fields for describing the deduction and setting the
effective date range of the deduction type.

When you select the General tab on the Global Deduction Update the following screen

will appear:

BT I T e e e e S
Fila Huip

-: Isshictinem 1

1 D |t hees Lile |psurssce -

S Seen Lile Finad

-_: Laiculsin

3 Etfmctive Dot

SES O r

4 | Feem [TEE7IZP00 Uit [T577 1231 -

= Cassiliol

! Dsderifon Lksage Cosvised -

J EFT D

—| & Deahiciion [nabded Diedixgian [lgablesd

g IFT Hen

. Sadin1 s

P 1 ol A - .
[ o ]| twesi |

i

The following table gives a description of the screen:

Field Description
Deduction This field contains the code number of the deduction.
Description The long description is used for report and for descriptions for

screen displays.

Short The short description is used on pay statements.

From This field is used to set the starting date of the effective date range
for the deduction.

Until This field is used to set the end date of the effective date range for

the deduction.

Deduction Usage
Control

This field contains two buttons that are used to Enable or Disable
the uses of the deduction type. When the deduction type is disabled
the deduction will not be used for pay processing.
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The Fixed page contains fields that are used to input fixed amount that are used to input
fixed amounts for the deduction processing. When you select the Fixed tab on the
Deduction Update the following screen will appear:

i LS

Cabnal il Dok Son s L v

Calealal
Fhued Donalii : =
LT TN | Flagpi
' e [ i.0an0 0 Coniid
y EF 1 Li=d
\ [ Use Fised Yalues .
-f EFT B
T e
<iFage 7 al B .=

The following table gives a description of the screen:

Field Description
Amount This field contains the values that should be accumulated for an employee
for ecach period based on the values in the Evaluation box.
Unit This field contains the values that should be accumulated for an employee
for each period based on the values in the Evaluation box.
Evaluation |This field contains the Use Fixed Values check box.
Box
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The Calculate page is used to set the values for the calculation that will be used to
determine the amounts to be added tothe deduction. When you select the Calculate tab
on the Global Deduction Update the following screen will appear:

il b 5 3 1 B L S S T R TR
Eiln  Heolp
= Caleslation Coshi: 1] .
+ Parameser Toble: lameral
* Parametssr G o i Cusinm Parameiers [ Fhosd
Tat Barmeters || = aoa
Flaas
Dain Pasmtors | | FRle
" e Coavirad
+ R d i " OFT Ded
: i Extclinh Lis8 = EFT Ban
= St tian | = H Solist i
=#uge ] ol B -
"
o] gwon |

The following table gives a description of the screen:

Z
=
Field Description g
Calculation This field is used to enter the number of the calculation codes that will be used ‘£
Code to calculate the value to add to the deduction. A list of calculation codes can m
be displayed by pressing the F8 key when the Calculation Code field is %
selected. o
Parameter This field is used to enter the name of a parameter table. A list of the tables O
Table already defined can be obtained by pressing the F8 key when the Parameter
field is selected.
Parameter This field is used to enter the default group (row) for the deduction type.
Group
Custom This field is used to determine if a Named Table or a Custom Parameter table
Parameters will be used in the calculation for the deduction type.
Table This field is used to call up a screen that is used to enter the custom table
Parameters parameters.
Item This field is used to update the values.
Parameters
Selection This field is used to call up a screen that can be used to select the earning,
deductions, or deduction that will summarized for this calculation code.
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The TABLE PARAMETERS button is used to call up a screen that is used to enter the

custom table parameters. The screen shows a list of the values in the parameter table.

The Custom Deduction Parameter Table appears as follows:
File

Culosiniiay Cadee ] il = il il Famii

HEarame=1#s aael

L]

“Bed rlu tam raba

3
0000 0
0. 0 g
O0e G
ome  10am
00000 G
o.mee  _0am .
- '] ¥
(2] s |

The values in a row of the list are updated by double-clicking on the row. This will
display a screen that is used to update the individual parameters in the row. The
employee deduction set up will select a particular Group (row) in the table to use for
the employee calculation.

The SELECTION button is used to call up a screen that can be used to select the
earnings, deductions, benefit or accumulators that will be summarized for this
calculation code. The Payroll Earnings Selection screen appears as follows:

file  fieip

0071 Resgilan
BT Sick Pay Trom regalar

LE.

gancel| Clear Setections| & nclude ) Exclsde

The calculation code requirements decides the type of list that will be displayed. Items
inthe list are selected by clicking on them with the mouse. Any number of items can be
selected from the list. You may also use the Include/Exclude buttons to indicate an
exclude list rather than an include list. An exclude list selects only the items that are
NOT to be included for the calculation.
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The Flags page contains settings that are used to control the use of the deduction type.
When you select the Flag tab on the Global Deduction Update the following screen
will appear:

ool g — 122 e ] i 32 e 5 2
Fllg  Hap
-: Neneile SbEst Ta Madiszilea Chssen Fr—
. I Tam i Pl Applicalls )
i | Gepp Bavhiter Pasain Fa.
- dEL Liriican [besduc 1o CHE R
_' 2] W I rmmay D iy ; Flags
] | Qb e
- | PP, | Disiritans Bussin -
_' EFT Led
- EFT Bun
': - Sl T
.'I-'w- 1al B + &
_ gt |
The following table gives a description of the screen:
Field Description
Benefit This field is used to indicate what statutory deductions that the benefit
Subject To calculated by this deduction type is subject to.
Deduction This field is used to indicate the class of the deduction for Revenue

Class Canada tax treatment.

Distribute | This field allows you to distribute a benefit
Benefit

Z
=
<
z
-
O
O
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The Control page is used to set the conditions for the use of the deduction type by
employees. When you select the Control tab on the Global Deduction Update the
following screen will appear:

Db O pci baen Lgdre

Fils Help

‘R g

5 Dsdhaztine Uksagn Cimtrel P

% bt Turs On for Emplogse Find
Alwaga On for Emplogi " Coteudme

Mayy Tarn O o Emplayes Flags

3 Allrw Ml caiien al Emploges Lavel i

FFT Died

EIT s
.Eﬂ.ﬁltinr\-

The following table gives a description of the screen:

Field

Description

Deduction Usage
Control

This field contains three buttons that determine the default
processing of the deduction for the employee.

Requires Enable for
Employee

This field sets the option that requires that the deduction be
enabled at the employee level before the deduction will affect
the employee’s pay.

Always Enabled for
Employee

This field sets the option that the deduction will always affect all
employees pay. This option prevents the deduction from being
tuned off for an employee.

Required Disable for
Employee

This field sets the option that the deduction will affect the
employees pay unless the deduction is disabled at the employee
level.

Allow Modification
at Employee Level

This field allows the selection of or changes to parameter values
for the calculation of the deduction. If this is not turned on no
changes to the default parameters are allowed at the employee
level.
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The EFT Deduction page allows the entry of data used for processing of the deduction
amounts by the Electronic Funds Transfer module. When you select the EFT Ded tab
on the Global Deduction Update the following screen will appear:

Ela  Hap
3| Devhuction Payabis ;
o Imesdite i lmy of menth tmp [ dipreal
~ 1 Lnd #f momth Uhiys. alver P " Fiwd
~ -~ Hank = |
- Arcaurt [ Calnain
3 Hame | . =
g Atk .
Cing Cmiral
Provinee: [ Peset [ EFT Ded
LI'J‘: | EFT Fan
Rrtwrmece | Gelactiom
Waga 6 ol 8 -

i

The following table gives a description of the screen:

processing will occur for the deduction.

Z

=

Field Description g
Deduction This field is used to indicate that the deduction amount may be processed with N
Payable the Electronic Funds Transfer module. If this box is not checked no EFT E
O

@)

Immediate This field is used to determine the date to pay out the amounts.

End of Month This field is used to determine the date to pay out the amounts.

Day of Month This field is used to determine the date to pay out the amounts. When the
Day of Month button is selected the day field must contain a value to use for
the number of days or the day of the month.

Days after Pay This field is used to determine the date to pay out the amounts. When the
Days after Pay button is selected the day field must contain a value to use for
the number of days or the day of the month.

Bank This field contains the bank account number and the name and address of the
bank that will receive the funds transfer. If these fields are not present no
deposit will be prepared.

Payee This field contains the name of the payee for the amount and a reference for
the deposit.
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The EFT Benefit Page allows the entry of data used for the processing of the benefit
amounts by the Electronic Funds Transfer Module. When you select the EFT Ben tab
on the Global Deduction Update the following screen will appear:

Eka  Help
| Barsll 0 mpasln
TR RN Diag F #oam (BT | ki
End af menih g Al e pag Fi i
Baik
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Hignn: I
Fligs
Adirees |
CRy I Loivindl
Province: | Paskal IFT G
s - Pmges
Harrs I EFT Ben
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The following table gives a description of the screen:

Field Description

Benefit Payable | This field is used to indicate that the benefit amount may be processed with
t he Electronic Funds Transfer module. If this box is not checked no EFT
processing will occur for the deduction.

Immediate This field is used to determine the date to pay out the amounts.

End of Month This field is used to determine the date to pay out the amounts.

Day of Month This field is used to determine the date to pay out the amounts. When the
Day of Month button is selected the day field must contain a value to use for
the number of days or the day of the month.

Days after Pay This field is used to determine the date to pay out the amounts. When the
Days after Pay button is selected the day field must contain a value to use for
the number of days or the day of the month.

Bank This field contains the bank account number and the name and address of the
bank that will receive the funds transfer. If these fields are not present no
deposit will be prepared.

Payee This field contains the name of the payee for the amount and a reference for
the deposit.

&~ When the benefit bank account and payee information is blank the benefit deposit will
be made using the information from the EFT Ded page.
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The Selections tab allows you to Select Positions, Categories, Provinces for the Global

Deduction Update.

When you select the Selections tab on the Global Deduction Update the following

screen will appear:

| UstalDadecimbiniale ]
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Select Position  The select position button allows you to select a position.
Select Categories The select categories button allows you to select a category.
Select Provinces The select provinces button allows you to select a province
Include When the include check box is checked it will be included in the update.
Exclude When the exclude check box is checked it will be excluded in the update.
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Global Accumulators

Global Accumulator Types

What is an Accumulator used For?

Accumulator types are used to define the method used to accumulate values based on
other values processed during the payroll calculation.

Examples of Accumulator Types

Value to Accumulate Description

Vacation Entitlements Vacation entitlements are commonly calculated at a percentage of
the earnings that are subject to vacation pay. Different base rates
apply in different provinces. For example: in Manitoba vacation
entitlements are accumulated at a rate of 4% on regular carnings.

Sick Pay Sick pay entitlements may be calculated as a percentage of the
total amount of a selected list of earnings.

Seniority Seniority is commonly calculated as the total hours worked for a
selected list of earning types.

Creating the Master Accumulator Types

GrandMaster Suite Payroll allows you to have up to 200 different accumulator types.
Each type determines a category of accumulator for an employee. The
ACCUMULATORS choice on the DATA menu is used to access the accumulator
update function.

Because the GrandMaster Suite payroll supports date sensitive processing several
accumulators of each type may be present. Each one will cover a particular date range.
When you insert a new accumulator with the same number as an existing one you must
specify a date range for the new accumulator that is later than the date range in use for
the existing accumulator.
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Global Accumulators

The Global Accumulators option is used to assign global accumulators to
employees.

When the user selects this option the following screen will appear:

Global Acowmilators - froin 1396001501 1o 199641 24/31
Elle Help
1 & 1995/01 /01 1996512131 Wacalion
2 [0 N0Dn o0 on anoariorng Fix Ascaondt Accwualat lon

0K | | Cancel | insert | Update | | Delee i

The list may contain from left to right the accumulator code, the letter “D” if the
accumulator code has been deleted, date effective from, date effective until, and a
description of the accumulator code.

Set Date Range  The Set Date Range option in the File menu allows the user to change the date range in
order to narrow the number of accumulators which appear in the list. If a date range
has been set, the range selected will appear in the title bar of the dialog box.

z
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Show Dates If the Show Dates option in the File menu is selected the date range when each
accumulator is effective will appear in the list.

Show Deleted If the Show Deleted Accumulators option in the File menu is selected the
Accumulators accumulators that have been deleted will appear in the list. The letter “D” will appear
to the left of the deleted accumulators.

OK The OK button will save any changes made in the dialog box.

Esc (exit) The ESC key, CANCEL button, and Exit option from the File menu will exit the dialog
box without saving any changes.

Insert The INSERT button allows the user to insert global accumulators.

Update The UPDATE button allows the user to update global accumulators. The following
dialog box will appear when the UPDATE button is selected:

Delete The DELETE button allows the user to delete global accumulators.
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OK

Cancel

Insert
Update

Delete

186

The Accumulator List screen is displayed when you select the menu choice. The
Accumulator list screen appears as follows:

Fle  Help

Ko Accumplators Present |

| - [ k|

Cancel | Wsert | Update | Delete

The window title may be either Payroll Accumulators List or Global Accumulators
List depending on whether or not you are sharing the accumulators with other payrolls.
(Global Accumulators are shared between payrolls, Payroll Accumulators are not
shared).

The OK button, or the Save option in the File menu will save any changes made in the
dialog box.

The CANCEL button, or the Exit option in the File menu will exit the dialog box without
saving any changes.

The INSERT button is used to insert a new accumulator list.
The UPDATE button is used to update an existing accumulator list.

The DELETE button is used to delete an existing accumulator list.
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The INSERT button is used to add a new accumulator type to the list. When this button
is pressed a dialog box will appear that asks for the accumulator type number. The
Insert New Accumulator screen appears as follows:

B8 Insert Hew Accumulator
Number: I [

| 0K I ‘ Cancel |

If you enter the number of an existing accumulator type that accumulator will be
retrieved for update.

The Accumulator Update screen contains a notebook with six pages. Each of these
pages contains information that is used for processing of accumulators.

The General page contains fields for describing the accumulator and setting the
effective date range of the accumulator type.

When you select the General tab on the Global Accumulator Update the following
screen will appear:
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The following table gives a description of the screen:
Field Description
Accumulator This field contains the code number of the accumulator.
Description The long description is used for report and for descriptions for
screen displays.
Short The short description is used on pay statements.
From This field is used to set the starting date of the effective date range
for the accumulator.
Until This field is used to set the end date of the effective date range for
the accumulator,
Accumulator This field contains two buttons that are used to Enable or Disable
Usage Control the uses of the accumulator type. When the accumulator type is
disabled the accumulator will not be used for pay processing.
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The Fixed page contains fields that are used to input fixed amounts for the accumulator
processing. When fixed amounts are used the amounts given will be processed for
each pay period. When you select the Fixed tab on the Global Accumulator Update the
following screen will appear:
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The following table gives a description of the screen:

Field Description

Amount This field contains the values that should be accumulated for an
employee for each period based on the values in the Evaluation box.

Unit This field contains the values that should be accumulated for an
employee for each period based on the values in the Evaluation box.

Evaluation Box This field contains the Use Fixed Values check box. When this box
is checked the payroll will process the fixed amounts for the
accumulator according to the Per Pay, Per Month, per Quarter or Per
Year button settings.

Force Balance to | When this check box is “ticked” the balance of the accumulator is
Result set to the values in the fixed value fields. This option is normally
used when the accumulator is set to some value at the start of a
period. (i.e.. Sick entitlement of 2 days/quarter).

Maximum Values |This field contains ficlds that can be used to restrict the maximum
values that can be accumulated with the accumulator type.

Amount This fields restricts the amounts accumulated to the maximum value
in the field. If the field contains zero(blank) the accumulator is not
restricted to a maximum value.

Unit This field restricts the units accumulated to the maximum value in
the field. If the field contains zero (blank) the accumulator is not
restricted to a maximum value.
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The Calculate page is used to set the values for the calculation that will be used to
determine the amounts to be added tothe deduction. When you select the Calculate tab
on the Global Accumulator Update the following screen will appear:

Clie  Help
' Calculatson Code: | 1 I

. Gemveral
| Parameter Tables [ !

= Parameter Groug: [0 Custom Paramarers Flien
+ Paramater List = Lalcuate
- Paeameters Ay

- mrming [ [Fa| L cLomslatos & Har Camiral

| Ermciuche List |:' Earmings

= _2alection | 5 Gelections
] ]

“Page 3 of B =

[ o= | Camtal |

The following table gives a description of the screen:

Field Description

Calculation Code |This field is used to enter the number of the calculation code that will be
used to calculate the value to add to the accumulator. A list of calculation
codes can be displayed by pressing the F8 key when the Calculation Code
field is selected.

z
2
<
N
z
S
o
@)

Parameter Table | This ficld is used to enter the name of a parameter table. A list of the
tables already defined can be obtained by pressing the F8 key when the
Parameter field is selected.

Parameter Group |This ficld is used to enter the default group (row) for the deduction type.

Custom This field is used to determine if a Named Table or a Custom Parameter

Parameters table will be used in the calculation for the deduction type.

Parameters This field is used to call up a screen that is used to enter the custom
parameters.

Selection This field is used to call up a screen that can be used to select the earning,
deductions and benefit accumulators that will summarized for this
calculation code.
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The TABLE PARAMETERS button is used to call up a screen that is used to enter the
custom table parameters. The screen shows a list of the values in the parameter table.
The Custom Deduction Parameter Table appears as follows:

| Ciminm Cpducion Parmmies Tahe |
Lita

Lk Cede i Rals & gelecned heiws

Fow pdin i i

| Desd rate Ben rake -

0, 3 1 BECL

LR ] 7 BEEE
1 ming
§ BIEL
1 BECED
7 BECE "

s

The values in a row of the list are updated by double-clicking on the row. This will
display a screen that is used to update the individual parameters in the row. The
employee deduction set up will select a particular Group (row) in the table to use for
the employee calculation.

The SELECTION button is used to call up a screen that can be used to select the earnings,
deductions, and benefits or accumulators that will be summarized for this calculation
code. The Payroll Earnings Selection screen appears as follows:

Fayraoll Earnings Sedection

Eite - Hiedp

000 Reqular
D011 Sick Pay Trom reguiar

E

IE Em:d_ ﬂm Seleclions. @ Include ) Exclusde

The calculation code requirements decides the type of list that will be displayed. Items
inthe list are selected by clicking on them with the mouse. Any number of items can be
selected from the list. You may also use the Include/Exclude buttons to indicate an
exclude list rather than an include list. An exclude list selects only the items that are
NOT to be included for the calculation.
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The FLAGS page contains settings that are used to control the use of the accumulator
type. When you select the Flag tab on the Global Accumulator Update the following
screen will appear:

| Cobad pwcuemslates pedne |
Ede  Help
J Jdmeralize Accunmsdafor General
| Print dccumulaber o chagua Flesd
| Aubomatis Fagout Calouatn
| dlliniat Hijalive Accusulalis .I logs
\ - dpcuml aboer Uee Copiniod
W' mrak o hick Fauyp Falirdmny & Hidh Exnrnings
Salncilon
o Py A ol i i
ganct |
The following table gives a description of the screen:
0 0 0 Z
Field Description g
Journalize This field is used to indicate that you want the values added to our <
Accumulator subtracted from the accumulator type to be included in the payroll ‘£
journal entry. 0
Print Accumulator | This field is used to indicate that you want the value of the %
on cheque accumulator to be printed on the cheque stub. 8
Automatic Pay This field is used to indicate that you want any amounts added to the
Out accumulator during the pay calculation to be immediately paid out
using the prime earning set on the Earnings Page.
Allow Negative This field indicates that you want the accumulator to be allowed to
Accumulator be negative when subtracting amounts from the accumulator.

Accumulator Use |This set of radio buttons allows you to indicate the primary purpose
of the accumulator. The value set is used by the Human Resource
system to determine which accumulators contain entitlements data.
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The Control Page is used to set the conditions for the use of the deduction type by
employees. When you select the Control tab on the Global Accumulator Update the

following screen will appear:

B4 Global Accumulator Update = = £
File Help
I

:|—:l

i Accumulator Usage Control General

$ (® Must Turn On for Employee

$ [ Always On for Employee Calculate

:P [ May Turn Off for Employee

=

- o Contral |
ow Modification at Employee Leve ;

= [ Allow Modificat t Empl Level ;

i Earnings ‘

:|—:l

:|—:l

Page 5 of 7

Selections
L33

Cancel |

=]
=

The following table gives a description of the screen:

Field Description
Accumulator Usage | This field contains three buttons that determine the default
Control processing of the deduction for the employee.

Employee
employee’s pay.

Requires Enable for| This ficld sets the option that requires that the deduction be
enabled at the employee level before the deduction will affect the

Always Enabled for | This ficld sets the option that the deduction will always affect all

level..

Employee employees pay. This option prevents the deduction from being
turned off for an employee.

Required Disable | This field sets the option that the deduction will affect the

for Employee employees pay unless the deduction is disabled at the employee
level.

Allow Modification |This ficld allows the section of or changes to parameter values

at Employee Level |for the calculation of the accumulator. If this is not turned on no

changes to the default parameters are allowed at the employee

Can-Pay Computer Software




COMPENSATION - 4

The Earnings page contains fields that are used to set the Prime Earning for an
accumulator type and to set up a list of additional earnings for an accumulator type.
When you select the Earnings tab on the Global Accumulator Update the following
screen will appear:

£ Global Accumulator Update = o =
File Help
I
D .. :
3 Prime Earning: I General
:|§| ~Additional Earnings
= B Fixed
Update | o
E | = Calculate
:ﬁ
:ﬁ
3 E
3 Pl T I o Control
- ings_
:? §
3 Selections
=2Page & of 7 |£"2|JJ
OK I | Cancel

The following table gives a description of the screen: %
=
Field Description <£
Prime Earning This earning number is used for automatic payout of the 83
accumulator. %
Additional Earnings Any earnings in this list will decrement the accumulator 8

when amounts are paid using the earnings.

Update The Update button displays an earning selection list that allows you to make changes
for the additional earnings.
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When the selections tab is chosen the following screen will appear:

il Holy
* Pimities Belictlons
Baelect Pesdifons |
" Aty S iciule
3 Calmgedy Sole e
- Solect Cotegories |
= & Inclsls
= HFrwince Ssleciions
- Splncl Pravinces |
= o T

“Foage T ol 7

Ewclipie

F i somdl
. Calculate
Floga
Corhid
Eatninga
Tl Eiorn

[ (S

The selections set up with this screen will limit the application of the accumulator to
the employees that match the selections made.

If a province list containing “AB, BC, SK” is selected only the employees with a
province matching one in the list will have the accumulator evaluated.
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Payroll Rates

Selecting the Payrolls Rates option causes the following submenu to appear:

84 Grandbdaster Human Resources [z NGl

File Employee [ENEIECULUN Position Definition Reports Help
Global Rates F

PayrollRates » WI™ payroll Eamnings
XX Employee Rates | | ™ payoll Position Eamnings

RateTables b | payroll Deductions
Payroll Accumulators

The options available to the user in the Payroll Rates sub menu are:
m Payroll Earnings
= Payroll Position Earnings
m Payroll Deductions
m Payroll Accumulators

Please refer to pages 159-194 for more information on Payroll Earnings, Position
Earnings, Deductions and Accumulators.

x COMPENSATION

&~ Ppayroll Rates pertain to all Earnings, Positions, Earnings, Deductions al
Accumulators setup in a specific payroll.
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Employee Rates

The types of Earning Rates will be displayed in the sub menu when this option is
selected:

w48 GrandMaster Huoman Resources HE'

File Employee | Compensation Position Definition Reports Help
Global Ratezs =+
Payroll Rates =
Plant Employed] Employee Rates + | Employee Earnings

Rate Tables + | Employee Position Earnings
Employee Deductions
Employee Accumulators

The Employee Rates options available to the user are:
m Employee Earnings
m Employee Position Earnings
= Employee Deductions
m Employee Accumulators

Please refer to pages 159-194 for more information on Employee Earnings, Position
Earnings, Deductions and Accumulators.

&~ Employee Rates pertain to all Earnings, Positions, Earnings, Deductions and
Accumulators setup for a specific employee.
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Rate Tables

When the Rate Tables option is selected the following sub menu will appear:

File Employee | Compensation Position Definition Reports Help

4 GrandMaster Human Resources ﬂﬂl

Global Rates =
Payroll Rates =+
Plant Employeq Employee Rates +

| Rate Tables 4 [ Global Earning Rate Tables
Payroll Earning Rate Tables

The option available to the user in the Rate Tables sub menu are:
m Global Earning Rate Tables

m Payroll Earning Rate Tables

Can-Pay Computer Software
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Global Earning Rate Tables

Rate tables set up in the Global Earning Rate Tables option will apply to all payrolls
in the GrandMaster Suite system.

When the Global Earning Rate Tables option is selected the following dialog box
will appear:

S Global Earning Tables = | O]
File Help |
oool Regular salary rates [~
oom Overtime
ooo2 Overtime Salary Rates
0o0% dsfaf
|
| 0Ok I | Cancel | ‘ Insert | | Additional | | Update | | Delete |

&~  Ifnoglobalrate table codes have been previously defined the list will appear empty.

Thelist contains the global earning table code and a description of the code to the right.
OK The OK button will save any changes made in the dialog box.

Esc (exit) The ESC key, CANCEL button, or Exit option from the File menu will exit the dialog
box without saving any changes.

Insert The INSERT button allows the user to insert a new global earning rate.

Additional The ADDITIONAL button allows the user to insert another global earning rate for the
currently selected code.

Update The UPDATE button allows the user to update the global earning rate currently selected
by the selection bar.

Delete The DELETE button allows the user to delete the global earning rate currently selected
by the selection bar.
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Defining a Global Earning Rate Table

When the user inserts a new rate table or update an existing rate table the following
screen will appear:

File Help |
P1 Rate Limit
Step 1: | | 1230000 | |  90.00000 |
Step 2. | | | 1245000 | | 365.00000 |
Step 3 | | | 13.00000 | | 9999999.00000 |
Step 4. | || || |
Step 5 | || || |
Step 6: | || || |
Step 7: | || || |
Step 8: | || || |
Step 9: | || || |
Step 10: | | | | | |
| 0K I | Cancel | Table Row #: i
Z
=
. . . . . . H
The following table contains descriptions of the data fields in the dialog box: g
Z
Field Description g
Code The rate code is entered in this field. o
Q

Description | A description of the rate code must be entered into this field.

Date Range |This field is used to indicate the effective start date of the rate table.
From

Date Range To | This field is used to indicate the effective end date of the rate table.

Table If this field is checked the rate table entries will override an existing employee
Overrides Base |rate if the coordinates of the rate table also exist on the employee record.
Rates

Rate Table List |Up to 200 can be set up. To the right of each row number may be up to 10
rates. Highlight the row to be completed or updated and double click to call up
the entry screen for the insertion of rates.
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Setting Up Rate Tables

Up to 200 different rate tables can be set up for each type of pay rate.

When the user double clicks on a row on the rate table list the following screen will

appear:

4 Step Entry Screen

File Help |
Pi Rate Limit

12.30000
12.45000
13.00000

90.00000
365.00000
9999999.00000

e
~
I

ancel | Table Row it: i

The following table describes the data fields within the dialog box:

Field

Description

P1

This field is used for special earnings processing not implement for future
development)

Rate

This field is used to input the hourly rate.

Limit

This field is used in conjunction with an earning type accumulator. To resolve an
employee’s rate depending on. For example seniority, if the accumulator is set to
accumulate hours and if the limits on the rate table are set for each hourly rate the
system will resolve the actual hourly rate of pay based on the hours in the accumulator
compared against the limits set in the rate table.

Step #

This field is to indicate the column number that the rate will appear in on the rate
table.

Table Row #

The number in the bottom right hand corner indicates the table row currently selected.
This number is for display only.

200
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POSITION DATA

The Position menu from the main menu bar provides facilities that operate on a single
position in the GrandMaster Suite Human Resource system.

The position menu appears as follows:

GrandMaster Human Resources o |g
ile Employee Compensation | Position Definition Reports Help
| Position Update

Position Menu

I <

These facilities include all position data entry functions that are available in the main
menu of Human Resources.

Z
S
=
7
o
=
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Position Update

Selecting the Position Update option brings up the Position Master Update Selection
screen. This screen appears as follows:

4 Position Master Update Selection ﬂﬂ'

File Help

Position Hame: | |

OK ' Exit |

The position name must be entered into this dialogbox. This can be done by typing the
position name in or selecting it from a list of position names.

F8 (list) Selecting the F8 key, or the List option from the File menu will bring up a list of all the
defined position names. The list will appear similar to the following:
e Grandmaster Position List Screen HE-
File Help
AlDE Nurses Aide
COO0K Cook
DIR Director
DOODA DooDad
EXECDIR Executive Director
FULLWORK.  Full Time Worker
LABOURER  General Labour
HURSE 1 Nurse 1
_HNIIRSE 2 A Nurse
| Ok I | Cancel | | Insert | | Update |
If no position codes have been previously defined the list will be empty.
The screen will list the position codes with their description to the right.
From this screen the user can insert new position codes (using the INSERT button),
update defined position codes (using the UPDATE button), or delete defined position
codes (using the DELETE button).
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Update The Update button is used to make changes in previously defined position codes. The
position code must first be entered into the position code field. The dialog box will

appear as follows:

i
File Help

Position Update = o E

Code:
Description:
Class:

Pay Table:
Start Date:

Distribution:

|EXECDIR

|
|
|
I End Date:
|

| 0K I ‘ Cancel |

The following data fields require input:

Field Description
Code This field contains the code name of the position
Desc. This field contains the description of the position.
Class This field contains the class code of the position.

Pay Table | This field contains the pay table used for the position.

Start Date | This field contains the starting date used for the position.

End Date | This ficld contains the ending date used for the position.

Distribution |This field contains the G/L distribution of the position.
Esc (exit) The ESC key, CANCEL button, or the Exit option from the File menu will exit the dialog

box.
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Defining a New Position Code

To create a new position code follow these steps:

1. Select thdPosition Updateoption in the Position menu. The Position Master
Update Selection screen will appear as follows:

4 Position Master Update Selection ﬂE'
File Help

Position Name: || |

0K | Exit |

&~ If the user already knows the position code to be defined has not been done so
previously, then he/she can enter the position code directly into the Position Master
Update Selection dialog box, thipdate option from the File menu. This action will
bypass the Position List Screen and bring up the Position Update dialog box, therefore
skip to step five of this section. Otherwise carry on with step two.

2. Select the=s key, or theList option from the File menu to obtain a list of all
the previously defined position codes. The list will appear similar to the

following:
w4 Grandmaster Position List Screen HE'
File Help

AIDE Hurses Aide

COOK Cook

DIR Director

DOODA DooDad

EXECDIR Executive Director
FULLWOREK Full Time Worker
LABOURER General Labour
NURSE 1 Nurse 1

__HIIBSE 2 A Hurse

I 0K | | Cancel | | Insert | | Update I

204 Can-Pay Computer Software




POSITION DATA -5

3. Select theNsSERTbutton at the bottom of the dialog box.

Position Code: | |

OK ‘ Cancel |

4. Enter the name of the new position code into the Insert New Position dialog
box, then select thek button. The Position Update screen will appear:

B4 Position Update 7l o [

File Help

Code: [EXECDIR

Description: |

Class: |

Pay Table: |

Start Date; | End Date: I

Distribution: |

I&I | Cancel |

5. Enter the information needed to define the position code that appears in th
dialog box.

6. Save the data by selecting the OK buttortherSave option from the File
menu when all the information has been entered correctly.
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Deleting an Existing Position Code

To delete a previously defined position code follow these steps:

1. Select thdPosition Updateoption in the Position menu.

2. When the Position Master Update Selection dialog box appears selegt the
key, or theList option in the File menu to obtain a list of all defined calendar
dates.

3. Move the selection bar to the position code to delete.
4. Select theoELETE button at the bottom of the Position List Screen.

5. A message will appear asking you to confirm the deletion. SeleeEthe
button to delete, or theo button to cancel the deletion process.
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Position Menu

The Position Menu option allows the user to access functions that operate on a single
position. Selecting this option will bring up a screen with a new menu bar, the menu
bar will appear as follows:

Position Menu - EXECDIR  Executive Director

|| ¢

ile Position Reports Help |

(&~ The name of the currently selected position will be displayed in the title bar of the
dialog box.

The Position Menu option allows the user to:

m select a position

update the master file for the current position

update global pay rates or individual payroll rates for the current position

update the skills required for the current position

Z
S
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update the employees assigned to the current position

update the data tables for the current position
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Select Position

F8 (list)

Esc (exit)

208

The Select Position option, available in the File menu, allows the user to select a
position for the menu functions to operate.

vl Position Selection Screen ﬂﬂ.
File Help

Position Hame: | |

OK | Exit |

The F8 key, or the List option in the File menu will bring up a list of the previously
defined positions. The dialog box will appear similar to the following:

File Help
COOK Cook
DIR Director
DOODA, DooDad

EXECDIR Exzecutive Director
FULLWORK Full Time Worker
LABOURER General Labour
HURSE 1 Hurse 1

__HIIRSE 2 A Hurce

0K | Cancel | | Insert | Update I

From this dialog box the user can also insert new positions (using the INSERT button,
see page 204 ), update existing positions (using the UPDATE button, see page ), and
delete existing positions (using the DELETE button, see page 206 ).

The ESC key, CANCEL button, or the Exit option in the File menu will exit the dialog
box without selecting a position.
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Position

The Position sub menu appears as follows:

st

ile m Reports  Help
Pay Rates J
Skills Requirements
Employee Assignments
Data Update

I U=

The following options are available:

m Position Update

Pay Rates

Skills Requirements

Employee Assignments

Data Update

Z
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Position Update

The Position Update option in the Position menu allows the user to update the data for
the current position master record.

The following
option:

dialog box will appear when the user selects the Position Update

-
File Help

Position Update [ N

Code:
Description:
Class:

Pay Table:
Start Date:

Distribution:

|EXECDIR

|
|
|
I End Date:
|

—

[oK]

| Cancel |

This dialog box contains the following data fields:

Field

Description

Code

This field contains the code name of the position.

Name

This field contains the description of the position.

Type

This field contains the type code of the position.

Class

This field contains the class code of the position.

Pay Table

This field contains the pay table used for the position.

Start Date

This field contains the starting date for the position.

End Date

This field contains the ending date for the position.

Distribution

This field contains the general ledger distribution of the position.

Hour
Allocation

This field contains the hour allocation of the position.

210
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Pay Rates

The Pay Rates option in the Position menu option allows for the selection to enter the
global pay rate or individual payroll rate.

The following dialog box will appear when the user selects the Pay Rates option:

£4 Position Menu % o |
File m Reports  Help

Position Update

Pay Raes » I clobal Pay Rates

Skills Requirements Pavioll Rates

Employee Assignments =

Data Update

The following pay rates are available:
» Global Pay Rates

m Payroll Rates
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Skills Requirements

The Skills Requirements option in the Position menu allows the user to update the
skills table for the current position.

The following dialog box will appear when the user selects the Skills Requirements

option:

Position - EXECDIR  Executive Director
File Help
From: 1996/12/12 To: 1997/01/11
~Skills

1995/01701 1997712131 SALES Sales Representative

v
3

Exit ‘ Insert | | Additional | | Update | ‘ Delete |

&~  The list will appear empty if no skills have been previously defined for the selected
date range.

The list contains from left to right the start date, end date, skills code, and description
of the skill code.

Set Date Range  The Set Date Range option in the File menu allows the user to change the date range in
order to change the skills that appear in the list.
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Insert Iltem

Update Entry

Delete Entry

Esc (exit)

The INSERT button, or Insert Item option in the File menu allows the user to insert a
new skill. The dialog box will appear similar to the following:

4 Position Skills Assignment ﬂg

File Help
Skill: ‘ | Human Resources Skill Codes
Position: \%:’:’Xi’:’:'{.‘,i}%%i% | Executive Director

Start Date: 0000/00/00
End Date: |0000/00/00
Skill Level: | |

0K | Cancel |

The following table gives a description of the data fields within the dialog box:

Field Description
Skill This field contains the code name of the skill.

Position This field contains the position code of the position for the skill
Start Date | This field contains the starting date of the skill for this position.
End Date |This ficld contains the ending date of the skill for the position.
Skill Level |This field contains the level of the skill for this position.

The UPDATE button, or Update Entry option in the File menu allows the user to update
the information for the skill currently selected with the selection bar. The dialog box
will appear similar to the dialog box that appears for inserting a new skill requirement.

Z
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The DELETE button, or Delete Entry option in the File menu will delete the skill
currently selected with the selection bar.

The ESC key, EXIT button, or Exit option in the File menu will exit the dialog box.
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Defining Skill Requirements

To define a new skill requirement for a position do the following:

1. In the main menu screen select Basition Menuoption in the Position
menu.

2. In the position menu screen select 8kdls Requirementsoption in the
Position menu. A dialog box similar to the following will appear:

k4 Position - EXECDIR  Executive Director ﬂg
File Help
From: 1996412412 To: 1997/01411
—Skills

1995401101 ORG-TIME Organization and Time Management [~

1995/01/01 1997112131 SALES Sales Representative

[~
|
Exit ‘ Insert | ‘ Additional | | Update | ‘ Delete |

3. Select theNsERT button, or thdnsert Entry option in the File menu. The
following dialog box will appear:

4 Position Skills Assignment ﬂg

File Help

Skill: ‘ | Human Resources Skill Codes

Position: ‘?:':'.}{?:':'{‘,{}éi% | Executive Director
Start Date:

End Date:

Skill Level:| |

| 0K I ‘ Cancel |

4. When the appropriate information has been entered selected théton.
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Employee Assignments

The Employee Assignments option in the Position menu allows the user to update the
table of employees that have been assigned to the current position.

The following dialog box will appear when the user selects the Employee
Assignments option:

B rositon Eoss_theboss [N
File Help

From: 1997711710 To: 1997712710

~Employees

4] i

| Exit I | Insert | | Additional | | Update | | Delete |

&~  The list will appear empty if no employees have been previously defined in the
selected date range.

The list contains from left to right the start date, end date, and the name of the
employee.
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Set Date Range  The Set Date Range option in the File menu allows the user to change the date range in
order to change the employees that appear in the list.

Can-Pay Computer Software 215




5-POSITION DATA

Insert Iltem

Update Entry

Delete Entry

Esc (exit)

216

The INSERT button, or Insert Item option in the File menu allows the user to assign a
new employee to the position. The dialog box will appear similar to the following:

»4 Employee Position Assignment

File Help

Position: |§':':'X§:’:’.{':§'>E§3% | Executive Director
Employee: |

Start Date: |0000/00/00 |

End Date: |0000/00/00 |

OK | Cancel

The dialog box contains the following data fields:

Field Description

Position This field contains the position code of the position.

Employee |This ficld contains the employee assigned to the position.

Start Date | This ficld contains the starting date of the employee in the position.

End Date |This ficld contains the ending date of the employee in the position.

The UPDATE button, or Update Entry option in the File menu allows the user to update
the information for the employee currently selected with the selection bar. The dialog
box will appear similar tothe dialog box that appears for assigning a new employee.

The DELETE button, or Delete Entry option in the File menu will remove the
employee currently selected with the selection bar from the position.

The ESC key, EXIT button, or Exit option in the File menu will exit the dialog box.
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Assigning an Employee

To assign an employee to the position do the following:

1. In the main menu screen select Basition Menu option in the Position
menu.

2. In the position menu screen select Hmployee Assignment®ption in the
Position menu. A dialog box similar to the following will appear:

& Position-BOSS theboss [N
File Help

From: 1997/11/10 To: 1997712710

~Employees

=]

| Exit I | Insert | | Additional | | Update | | Delete |

3. Select theNsSERT button, or thdnsert Entry option in the File menu. The
following dialog box will appear:

4 Employee Position Assignment Z,

File Help o

H

—

Position: ‘§11X§::.{,§>§§'§ | Executive Director 8
Employee: ‘

Start Date: |0000/00/00
End Date: (0000/00/00

0K | Cancel |

4. When the appropriate information has been entered selected theton.
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Data Update

The Data Update option in the Position menu allows the user to update the data tables.

The following dialog box will appear when the user selects the Data Update option:

B Position Datapdate ______________ KNI
File Help

Position: |[EXECDIR | Executive Director
Category: ‘ ‘

| 0K I | Cancel |

The following table contains descriptions of the fields within the dialog box:

Field Description

Position This field contains the code of the position in the data update.

Category This field contains the code of the category in the category update

F8 (list) The F8 key, or the List option in the File menu will bring up a list of positions or data
groups depending on which field the cursor is placed.

Esc (exit) The ESC key, CANCEL button, or Exit option in the File menu will exit the dialog box
without saving any changes.

OK The OK button will save any changes made in the dialog box.
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Reports

All reports made from the Position Menu screen, Reports menu will pertain only to the
currently selected position. If a position has not been selected yet, the user will be
prompted to select a position for the report.

£ Position Menu |z NN
File Position Help

Printer Setup

Assignments Report
Skills Report
Position Table Report

The reports available to the user in the Position Menu screen are:
m Assignments Report
m Skills Report

m Position Table Report

Printer Setup

The Printer Setup option in the Reports menu of the Position Menu screen is also
available in the Reports menu of the Main Menu screen.

Z
S
=
7
o
=

Can-Pay Computer Software 219




5-POSITION DATA

Single Position Assignments

The Single Position Assignments option prints a listing of positions for each

employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the positions toinclude

or exclude in the report.

When a single position is selected before running this program only employees with
these positions will be printed. The name of the position will be shown after the report
name at the top of the window when a single position has been selected.

The dialog box for the Single Position Assignments option in the Report menu

appears as follows:

&
File Help

single Position Assignment Eeport - Aide =l o

-Date Range

Start: 1997708720 End:

|1HH?IHHI1H

-Report Fields

[+i Employee [+ Start Date
[+fi Position [+fi End Date

[_i Badge

-Sort Order
(®! Employee () Position

Print Report I | Cancel I

Saving... The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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Date Range
Selection

Report Fields
Selection

Sort Order
Selection

To limit the range of the report you may enter the starting and ending date. If both dates
are zero the entire report will be printed. If only the ending date is zero the report will

print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The report field selection allows for the inclusion of the following data fields.

Field Description
Employee |When this field is checked the name of the employee having position will be
printed on the report.
Position When this field is checked the description of the position will be printed on the
report.
Start Date | When this field is checked the starting date for the employee in that position
will be printed on the report.
End Date | When this field is checked the ending date for the employee in that position
will be printed on the report.
Badge When this field is checked the badge number of the employee having the
position will be printed on the report.

The sort order selection for the report allows the following sort order selections:

= Employee - Employee Name

m Position - User Defined Position Code
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Single Position Skills Report

The Single Position Skills Report option prints a listing of skills equipment for each

position.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the skills to include or
exclude in the report.

When a single position is selected before running this program only that position will
be printed. The name of the position will be shown after the report name at the top of
the window when a single position has been selected.

This dialog box for the Single Position Skills Report option in the Reports menu

appears as follows:

58 selected Position Skills Report - Aide [z Nl
File Help
-Date Range

Start: 1997708720 End: |199?II]9!1EI

-Report Fields

[+ Position [+] Start Date
[+ Skill [+ End Date
[ Skill Level

~Sort Order

(% Position (7 5kill

| Select Skills |

Print Report | | Cancel |

Saving... The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report

will print from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check

Selection mark.

The report field selection allows for the inclusion of the following data fields.

Field Description
Position When this field is checked the description of the position will be printed on the
report
Skill When this field is checked the description of the skill will be printed on the
report.
Start Date | When this field is checked the starting date of the skill for the position will be
printed on the report.
End Date | When this field is checked the ending date of the skill for the position will be
printed on the report.
Skill Level |When this field is checked the skill level for the position will be printed on the
report.
Sort Order The sort order selection for the report allows for the following sort order selections:

Selection

m Position - User Defined Position Code
m Skill - User Defined Skill Code
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Select Skills
Selection

Description Field
Selection

224

To choose skills for the Position Skills Report select the Select Skills object.

If you have selected positions the message Exclude Selections or Include Selection
will be displayed beside the selection button when you return to the select report object
dialog box.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Single Position Table Report

The Single Position Table Report option prints a listing of Position Information.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the object to include or
exclude in the report.

When a single position is selected before running this program only that position will
be printed. The name of the position will be shown after the report name at the top of
the window when a single position has been selected.

The dialog box for the Single Position Table Report option in the Reports menu
appears as follows:

& Position Tableeport -aide  [FENN
File Help
~Date Range

Start: 1997/08/20 End: I199?.¢'I]EI."19

~Report Fields

[+ Position [+ Start Date [+fi Description

¥ Type [+ End Date [+ Distribution

[+ Class [+ Pay Table [+ Hour Allocation
~Sort Order

® Position Code () Position Description

| Print Report I | Cancel
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Saving... The selections made by the user can be saved by selecting the Save Parameters in the
File menu.
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Date Range
Selection

Report Fields
Selection

Sort Order
Selection

226

To limit the range of the report you may enter the starting and ending date. If both dates
are zero the entire report will be printed. If only the ending date is zero both the report
will be printed from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The report field selection allows for the inclusion of the following nine data fields.

Field Description

Position When this field is checked the position will be printed on the report.

Description |When this field is checked the description of the position will be printed on the

report.
Type When this field is checked the position type code will be printed on the report.
Class When this field is checked the position class code will be printed on the report.
Start Date | When this ficld is checked the starting date of the position will be printed on
the report.

End Date | When this field is checked the ending date of the position will be printed on the
report.

Pay Table | When this field is checked the pay table will be printed on the report.

Distribution |When this field is checked the distribution will be printed on the report.

Hour When this field is checked the position hour allocation will be printed on the
Allocation  |report.

The sort order selection for the report allows for the following sort order selections:

m Position Code - User Defined Code

m Position Description - User Defined Description
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REPORTS

The Reports menu from the main menu bar is used to print reports containing the data
from the GrandMaster Suite Human Resource system.

The Reports menu appears as follows:

&4 Grandiaster Human Resources 7 NN

File Employee Compensation Position Definition Help

Work Time Reports I
Incident Reports I
Leave Reports 3
J

r

]

Benefit Reports

Position Reports
eValuation Reports

Skills Report

Hame and Address
Employee Profile Report
alltomotive Reports |
Job Equipment Reports |
pAyioll Payrate Reporis |
Global Payrate Reports |
Haster File Reports I
Custom Reports I+

The report generation process will only include those employees that are part of the
current employee group.

The date ranges entered limit the range of the report to only those records that fall with
the selected date range.

The Human Resources Module provides two classes of reports, system defined
reports, and custom reports.

Custom reports are discussed in the section on custom report definition and
generation.

System defined reports have a standard format. The data field included in the report
may be modified by the user to eliminate any that are not being used.
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Standard Reports

Accident Reports This report is used to print the Accident Reports
Human Rights Report | This report is used to print the Human Rights Reports
Labour Board Report | This report is used to print the Labour Board Reports

Union Grievance Report

This report is used to print the Union Grievance Reports

Other Incidents Report |This report is used to print the Other Incidents Reports
Vacation Report This report is used to print the Vacation Reports
Sick Leave Report This report is used to print the Sick Leave Reports
Training Report This report is used to print the Training Reports
In Lieu Report This report is used to print the In Licu Reports
Other Leave Report This report is used to print the Other Leave Reports
All Leave Report This report is used to print the All Leave Reports
Position Assignments | This report is used to print the Position Assignments Reports
Report
Position Skills Report | This report is used to print the Position Skills Reports
Position Table Report | This report is used to print the Position Table Reports

Evaluations Required

This report is used to print the Evaluation Required Reports

Evaluations Completed

This report is used to print the Evaluations Completed
Reports

Skills Report This report is used to print the Skills Reports
Parking Spaces Report |This report is used to print the Parking Spaces Reports
Vehicle Assignments | This report is used to print the Vehicle Assignments Reports
Report
Toolkits Report This report is used to print the Toolkits Reports
Safety Equipment Report | This report is used to print the Safety Equipment Reports
Other Equipment Report |This report is used to print the Other Equipment Reports
User Defined Code Report | This report is used to print the User Defined Codes
Position Table Report | This report is used to print the Position Table Report
Calendar Report This report is used to print the Calendar Report
Availability Report This report is used to print the Availability Report
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General Operation

The report program presents the user with a data selection screen that shows the data
fields selected according to the default parameters saved for the report.

The user may change the data field selection for the report. These changes may be
saved as the default selection for the report with the Save Parameters menu choice.

The user may select a subset of the user defined items in the system for inclusion or
exclusion in the report. A maximum of one hundred items may be included in the
subset.

After the appropriate selections are made the user can print the report by pressing the
Print Report button.

Printer Support

The GrandMaster Suite accepts the printer setup from the operating system (Windows
or OS/2). Prior to printing a report you should check or be aware of your “DEFAULT”
printer settings. The wrong settings could cause your columns notto line up, orlines to
wrap (over flow to the next line).

The best font for report printing is a monospaced font such as courier. Proportional
fonts will distort the alignment of the columns in the reports.

Example:

Monospaced font:
(courier)

Proportional font: iiiiiiiiiiiiiii
(arial) WWWWWWWWWWWWWWW

The user may set the preferred paper orientation and font through the printer setup
dialog from the report menus. The user may also use this dialog to force the
GrandMaster Suite to ask for printer and/or font selection each time a report is printed.

If you have problems with the printing of reports please ensure that you have the
correct printer driver installed for your printer. The use of an incorrect or outdated
printer driver can cause problems with the appearance and content of the reports.

Can-Pay Computer Software
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Printer Setup

Saving...

Use...

Esc (exit)

230

The Printer Setup option allows the user to select a printer, select different fonts,

point size, and select the orientation for the print job.

The following dialog box appears when the Printer Setup option is chosen:

£ Printer Setup Parameters 1z NN |
File Help

~Printer and Font Setup
{J Use Default Printer
() Uge Default Font

(® Select Printer
(# Select Font

[Z] Use Report Yiewer

~Default Print Settings
() Portrait
Font:

(@) Landscape

ICuurier
Ill]

Point Size:

Printer: |

Form: |

| §a'.re| | Use | | Cancel |

If the gray circle to the left of the choice is highlighted, that indicates the choice is
currently selected. Only one choice for each type of parameter may be selected at any

time.

The parameters are saved by pressing the SAVE button with the cursor or selecting the

Save option in the File menu.

The parameters are used by pressing the USE button with the cursor or selecting the
USE button with the cursor or selecting the Use option in the File menu. This will bein

effect only while you are currently logged on.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the

screen without saving any changes.
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Report Viewer

The Report Viewer is a general purpose utility that allows the user to view reports on
the screen instead of printing the report on hard copy.

The printer setup screen can be used to turn on the report viewer for all reports. When
the “Report Viewer” check box is checked reports will be routed to the report viewer.

The Report viewer screen displays the report as it is generated the first (5) or nine (9)
lines of the screen are used to display the report heading. (nine lines are used when the
report width is less than eighty (80) characters).

B Vicuing - Homecare tient week [N
File Help

AN-PAY COMPUTER SOFTWARE LTD

iroup: All Employees Homecare Client Week
Date: 1997702117 Period From: 1996/11/21
ime: 10:04 Schedule by Client

AARDVARK FRED

----Thursday 1996/11/21

05:00 to 06:00 1.00 ANDERSON JOHN ANTHOMY
12:00 to 12:30 0.50 APPLE GREEM

----Saturday 1996/11/23
11:30 to 12:30 1.00 ANDERSON JOHW ANTHONY

=% Page Break ==
AARDVARK FRED

- - - -Sunday 1996411724

The report viewer title bar shows the report title prefaced by the current activity. The
activity may be one of three values:

m Preparing - This value indicates that the report program is processing data and
creating the report.

m Viewing - This value indicates that the report program has completed i
processing and the complete report is available.

m Printing - This value indicates that the program is printing the report to
printer.

REPORTS
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The Report Viewer menu bar has three menu selections under the “File” choice:

B4 Viewing - Homecare Client Week oz N |

ile
B fo Defaull__F10 | TWARE LTD
Print to Selected  F9 Homecare Client Week
Locate Period From: 1996711421
Schedule by Client

----Thursday 1396/11/21

05:00 to 06:00 1.00 AMDERSON JOHW ANTHONY
12:00 to 12:30 0.50 APPLE GREEN

----Saturday 1996711723

11:30 to 12:30 1.00 ANDERSON JOHN ANTHONY

<* Page Break ==
AARDVARK. FRED

- ---Sunday 1996711424

m Print To Default - This option will print the report in the viewer to the
workstations default printer using the default font from the printer setup screen.

m Print To Selected - This option will print the report after allowing the user to
select the printer and font.

m Locate - This choice allows you to search for specific text in the report.

When the user selects locate from the file menu the following screen will appear:

Locate Text

Text |emplugeq

| Locate | | Next | Cancel I

m Exit- This option is used to exit the report viewer. When the viewer is showing
the generating activity the report program will be canceled and the viewer
window will close down. When the viewer is showing the printing activity the
report printing will be canceled but the viewer window will remain open.

When viewing the report the heading lines will remain at the top of the screen and the
report body will scroll in the lower portion of the window. The window may be sized
to show more of the report data.
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The report body is presented without any page breaks unless the program generating
the report has requested a new page for some logical subdivision of the report. The
page break is represented by a “page break” line in the report body.

Limitations

When the program generating the report uses dynamic page formatting based on the
printer, font, and paper type selected by the user, the printing of the report from the
page viewer may not duplicate the results obtained when the reportis printed directly.

The report viewer obtains the page formatting information by assuming the report will
be printed on the workstation default printer using the default font.

If the printer setup screen has the select printer and select font options turned on the
report viewer will request a printer and font selection at the start of the report
generation activity. The choices made will determine the page formatting used by the
report viewer.

The choices made for the printer and font are not preserved for the printing of reports
by the report viewer. They are only used to determine the page format for the
on-screen display of the report
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Work Time Report

234

Grandtaster Human Resources 2 NN |

”
File Employee Compensation Position Definition Help

UL

Employee Time Report

Employee Eamnings Report
Standard \Work Week Report

Printer Setup

‘W ork Time Reports
Incident Reports

Leave Reports

Benefit Reports

Position Reports
eValuation Reports
Skills Report

Hame and Address
Employee Profile Report
altomotive Reports I
Job Equipment Reports |
paAyroll Payrate Reports )
Global Payrate Reports |
Master File Reports ]
Custom Reports 3

&~  Work Time Reports

m Employee Time Report

m Employee Earnings Report
» Standard Work Week Report
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Employee Time Report

The Employee Time Report option presents a listing of the detailed time for each
employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the objects to be
included or excluded in the report.

The following dialog box appears when the Employee Time Report option is chosen:

E4 Employee Time Report = o ]
File Help

~Date Range
Start  [[EE[FANFAE = End: |1995/12/|]2 Fields

~Report Fields Sort ]
[¥] Employee Selects ]
[ Shift [l Badge
[+ Date [+ Start Time
[+ Reason [¥1 End Time
[+ Hours [+ Position
[+ Area 2 Sub Area
[+ Activity [] Sub Activity

AU L)

| Print Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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Date Range
Selection

Report Field
Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The Report field selection allows for inclusion of the following data fields:

Field Description
Employee When this field is checked the name of the employee having the
employee time will be printed on the report.
Date When this field is checked the date for the employee time will be printed
on the report.
Start Time When this field is checked the starting time for the employee time will be
printed on the report.
End Time When this field is checked the ending time for the employee time will be
printed on the report.
Area When this field is checked the area for the employee time will be printed
on the report.
Sub Area When this field is checked the sub area for the employee time will be
printed on the report.
Activity When this field is checked the activity for the employee time will be
printed on the report.
Sub Activity When this field is checked the sub activity for the employee time will be
printed on the report.
Badge When this field is checked the badge number of the employee having the
employee time will be printed on the report.
Hours When this field is checked the hours for the employee time will be
printed on the report.
Position When this field is checked the position for the employee time will be
printed on the report.
Reason When this field is checked the reason for the employee time will be
printed on the report.
Shift When this field is checked the shift for the employee time will be printed
on the report.
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The following dialog box appears when the sort tab is chosen:

g4 Employee Time Report |z NN |

File Help

~Sort Order Selection

© Emploges Page Break Surt
N

@ Area i@ No Selects

[ Position O Yes

() Area, Position
(7 Position, Area

A At

I Print Report | | Cancel |

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
= Employee - Employee Name

m Area - User defined area code & employee name
m Position - User defined position & employee name
m Area, Position - User defined area, position code & employee name

m Position, Area - User defined position code & area code & employee name

Page Break The page break selection for the report allows for the following page break options:

= NO

m Yes

REPORTS
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The following dialog box appears when the select tab is chosen:

| Employee fnefepet |}
E

=. Gelnct Hopord Objecis BT
g I " Bon
=| Szl Poii i ons | | Slh'h.'l.'-l'ﬁ

] |

]

P Select Sub Armas |

T Select Activitios

S Select Sub dctivities

3 &)

"

[ Prim Rapont | Cancal |
Select Report The Select Report Objects selection for the report allows for the following selection

Objects options:

» Shift - User defined shift code

m Position - User defined position code

m Reason - User defined reason code

m Area - User defined area code

m Sub Area - User defined sub area code

m Activity - User defined activity code

m Sub Activity - User defined sub activity code

238
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Select Report
Objects

Shift

Position

Sub Area

Activity

Sub Activity

The Select Report Objects selection for the report allows for the following selection
options:

Forinstructions on how to select shifts refer to page 11 of the common selection screen
chapter. If you have selected shifts the message Exclude selections or Include
selections will be displayed beside the SELECT SHIFTS button when you return to the
select report objects dialog box.

For instructions on how to select positions refer to page 9 of the common selection
screen chapter. If you have selected positions the message Exclude selections or
Include selections will be displayed beside the SELECT POSITIONS button when you
return to the select report objects dialog box.

For instructions on how to select reasons refer to page 10 of the common selection
screen chapter. If you have selected reasons the message Exclude selections or Include
selections will be displayed beside the SELECT REASON button when you return to the
select report objects dialog box.

For instructions on how to select area refer to page 5 of the common selection screen
chapter. If you have selected area the message Exclude selections or Include
selections will be displayed beside the SELECT AREA button when you return to the
select report objects dialog box.

For instructions on how to select sub area refer to page 16 of the common selection
screen chapter. If you have selected sub area the message Exclude selections or
Include selections will be displayed beside the SELECT SUB AREA button when you
return to the select report objects dialog box.

For instructions on how to select activity refer to page 4 of the common selection
screen chapter. If you have selected activity the message Exclude selections or Include
selections will be displayed beside the SELECT ACTIVITY button when you return to the
select report objects dialog box.

Forinstructions on how to select sub activity refer to page 15 of the common selection
screen chapter. If you have selected sub activity the message Exclude selections or
Include selections will be displayed beside the SELECT SUB ACTIVITY button when
you return to the select report objects dialog box.
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Employee Earning Report

The Employee Earning Report option presents a listing of the detailed time for each
employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the objects to be
included or excluded in the report.

The following dialog box appears when the Employee Earning Report option is

chosen:

&4 Employee Eamnings Report - LORHE = o =
File Help
::-Zl ~Date Range
3 Start:  ([EEAREE ~ End: |1995;12mz Fields
3 ~Report Fields Sort
:[_:' [+ Employee |1 Department
:ﬁ
[ Earnings [] Badge
:ﬁ
E [+ Rate ¥ Amount
= i Date [Ci Start Time
E [_i Reason [ End Time
3 [+ Hours [Zi Position
:|—:I [1 Area 2] Sub Area
3 [ Activity 1 Sub Activity
3 [0 Account [ Sub Account
:ﬁ
:ﬁ
I Print Report I | Cancel |
Saving... The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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Date Range
Selection

Report Field
Selection

To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The Report field selection allows for inclusion of the following data fields:

Field

Description

Employee

When this field is checked the name of the employee having the employee earning will be printed
on the report.

Date

When this field is checked the date for the employee earning will be printed on the report.

Start Time

When this field is checked the starting time for the employee earning will be printed on the
report.

End Time

When this field is checked the ending time for the employee earning will be printed on the report.

Area

When this field is checked the area for the employee earning will be printed on the report.

Sub Area

When this field is checked the sub area for the employee earning will be printed on the report.

Activity

When this field is checked the activity for the employee earning will be printed on the report.

Sub Activity

When this field is checked the sub activity for the employee earning will be printed on the report.

Badge

When this field is checked the badge number of the employee having the employee earning will
be printed on the report.

Hours

When this field is checked the hours for the employee earning will be printed on the report.

Position

When this field is checked the position for the employee earning will be printed on the report.

Reason

When this field is checked the reason for the employee earning will be printed on the report.

Shift

When this field is checked the shift for the employee earning will be printed on the report.

Earnings

When this field is checked the earnings for the employee earning will be printed on the report.

Rate

When this field is checked the rate for the employee earning will be printed on the report.

Department

When this field is checked the department for the employee earning will be printed on the report.

Account

When this field is checked the account for the employee earning will be printed on the report.

Sub Account

When this field is checked the sub account for the employee earning will be printed on the report.

Amount

When this field is checked the amount for the employee earning will be printed on the report.
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The following dialog box appears when the sort tab is chosen:

&4 Employee Earnings Report - LORHE {7 B N |
File Help

~Sort Order Selection————— m Fields

(s} Employee Page Break

T R :
(J Area @ No Selects
(J Position @ Yes

() Area, Position
() Position, Area

-l

I Print Report I |§ancel

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
» Employee - Employee Name

m Area - User defined area code & employee name
m Position - User defined position & employee name
m Area, Position - User defined area, position code & employee name

m Position, Area - User defined position code & area code & employee name

Page Break The page break selection for the report allows for the following page break options:
= NO

m Yes
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The following dialog box appears when the select tab is chosen:

E4 Employee Earnings Report - LORHE i NN ]

File Help

Select Report Objects
Fields

Select Earnings

Sort

Select Positions

Selects j

Select Reasons

Select Areas

Select Sub Areas

Select Activities

Select Sub Activities I

rdAiAr A A il

urint Report I |Qancel

Select Report The Select Report Objects selection for the report allows for the following selection
Objects options:

m Earning - User defined earning code

m Position - User defined position code

m Reason - User defined reason code

m Area - User defined area code

m Sub Area - User defined sub area code
m Activity - User defined activity code

m Sub Activity - User defined sub activity code
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The Select Report Objects selection for the report allows for the following selection
options:

Forinstructions on how to select shifts refer to page 11 of the common selection screen
chapter. If you have selected shifts the message Exclude selections or Include
selections will be displayed beside the SELECT SHIFTS button when you return to the
select report objects dialog box.

For instructions on how to select positions refer to page 9 of the common selection
screen chapter. If you have selected positions the message Exclude selections or
Include selections will be displayed beside the SELECT POSITIONS button when you
return to the select report objects dialog box.

For instructions on how to select reasons refer to page 10 of the common selection
screen chapter. If you have selected reasons the message Exclude selections or Include
selections will be displayed beside the SELECT REASON button when you return to the
select report objects dialog box.

For instructions on how to select area refer to page 5 of the common selection screen
chapter. If you have selected area the message Exclude selections or Include
selections will be displayed beside the SELECT AREA button when you return to the
select report objects dialog box.

For instructions on how to select sub area refer to page 16 of the common selection
screen chapter. If you have selected sub area the message Exclude selections or
Include selections will be displayed beside the SELECT SUB AREA button when you
return to the select report objects dialog box.

For instructions on how to select activity refer to page 4 of the common selection
screen chapter. If you have selected activity the message Exclude selections or Include
selections will be displayed beside the SELECT ACTIVITY button when you return to the
select report objects dialog box.

Forinstructions on how to select sub activity refer to page 15 of the common selection
screen chapter. If you have selected sub activity the message Exclude selections or
Include selections will be displayed beside the SELECT SUB ACTIVITY button when
you return to the select report objects dialog box.
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Incident Reports

The Incident Reports menu from the Reports menu bar is used to print incident reports
from the Incident data.

The Incident Reports menu appears as follows:

B4 Grandtaster Human Resources = o =l

File Employee Compensation Position Definition Help
Printer Setup
‘Wwork Time Reports

Accident Report Incident Reports

Human Rights Report Leave Reports
Labour Board Report Eenefit Reports
Union Grievance Report Position Reports

Other Incidents Report eValuation Reports
Skills Report

Hame and Address
Employee Profile Report
aUtomotive Reports

Job Equipment Reports
Employee Payrate Reports
pAyroll Payrate Reports
Global Payrate Reports
Master File Reports
Custom Reports

&~  Incident Reports

There are five types of Incident Reports
m Accident Reports
Human Rights Report
Labour Board Report
Union Grievance Report

Other Incidents Report
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The Accident Report option presents a listing of the accident incidents for each
employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the incident types tobe
included or excluded on the report.

The following dialog box appears when the accident report is chosen:

< 2 d Fl
File Help
-Date Range

Start: 1997708708 End: I'IHH?II]EIII]?

~Report Fields
[+ Employee [+ Start Date [+ Start Time
[+ Incident Type [+ End Date [+ End Time
[Z] Area [Z] Sub Area [_i Description

[ Activity [] Sub Activity [_| Badge

[Z] Direct Cost [Z] Indirect Cost

[ WCB Claim 1 WCB Claim Date

—SgtE(rl::eruee Description Field
{7 Type {® Full Description
{7 Claim {J First Paragraph

| Select Types |

| Print Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

Data Field A datafield selected for the report when the box to the left of the field has a check mark.
Selection

The report field selection allows for the inclusion of the following data fields.

Field Description

Employee When this field is checked the employee name having the accident incident
will be printed on the report.

Incident Type |When this field is checked the type description in for the accident incident
will be printed on the report

Start Date When this field is checked the starting date for the accident incident will be
printed on the report.

End Date When this field is checked the ending date for the accident incident will be
printed on the report.

Start Time When this field is checked the starting time for the accident incident will be
printed on the report.

End Time When this field is checked the ending time for the accident incident will be
printed on the report.

Badge When this field is checked the badge for the accident incident will be
printed on the report.

Area When this field is checked the area for the accident incident will be printed
on the report.

Sub Area When this field is checked the sub arca for the accident incident will be
printed on the report.

Activity When this field is checked the activity for the accident incident will be
printed on the report.

Sub Activity When this field is checked the sub activity for the accident incident will be
printed on the report.

Description When this field is checked the description for the accident incident will be
printed on the report.

Direct Cost When this field is checked the direct cost field for the accident incident will
be printed on the report.

Indirect Cost When this field is checked the indirect cost field for the accident incident
will be printed on the report.

WCB Claim When this field is checked the wcb claim for the accident incident will be
printed on the report.

WCB Claim Date | When this field is checked the wcb claim date for the accident incident will
be printed on the report.
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The sort order selection for the report allows for the following sort order selections:

= Employee - Employee Name

= Type - Type of accident incident

To choose accident incident types for the report select the Select Types option object.
A list of all defined types will appear as follows:

v Select - Accident Type Codes ﬂE.
File Help
: BACK back injury of any nature =]
FALL Slip. fell or tumbled
FORK LIFT Operatiny or standing
HAMD Includes hand and fingers
| 0K I | Cancel |

The types are selected by clicking on the desired types with the mouse once, this
incident type will now be highlighted. Any number of types may be selected by
repeating this procedure.

When all the desired types are selected press the OK button.

To de-select a single type simply click on the highlighted area and it will no longer be
selected. To de-select all the selected types select the Clear Type Selection option in
the File menu.

When you are selecting certain incident types you may include or exclude all the
selected incident types inthe report. Thisis done by clicking on the Include or Exclude
object.

If you have selected incident types the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Types object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up to 8,000 characters and you may not want to see the
entire description printed in all cases. If you select the First Paragraph option the
report will print all the description information up to the first time you pressed the
ENTER key.
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Human Rights Report

The Human Rights Report option presents a listing of the human rights incidents for
each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the incident types tobe
included or excluded on the report.

The following dialog box appears when the Human Right Report is chosen:
< % =

File Help

~Date Range

Start: 1997 /08/08 End: |199?II]9!I]?

~Report Fields

[¥1 Employee
[# Incident Type

[+ Start Date
[# End Date

[+ Start Time
# End Time

[Z] Area
[ Activity

] Sub Area

[ZJ Description

[2] Sub Activity

[Z] Direct Cost

2] Indirect Cost

[] Badge

~Sort Order
(@) Employee

{2 Type
[J Claim

Description Field
(@ Full Description
{J First Paragraph

Select Types |

Print Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report

will print from the starting date until the end of the report.

A report field is selected for the report when the box to the left of the field has a check

mark.

The report field selection for the report allows for the inclusion of the following data

fields.
Field Description
Employee When this field is checked the name of the employee having the human
rights incident will be printed on the report.
Incident Type | When this field is checked the description of human rights incident will
be printed on the report.
Start Date When this field is checked the starting date for the human rights incident
will be printed on the report.
End Date When this field is checked the ending date for the human rights incident
will be printed on the report.
Start Time When this field is checked the starting time for the human rights incident
will be printed on the report.
End Time When this field is checked the ending time for the human rights incident
will be printed on the report.
Badge When this field is checked the badge number for the employee having
the human rights incident will be printed on the report.
Area When this field is checked the area for the human rights incident will be
printed on the report.
Sub Area When this field is checked the sub area for the human rights incident will
be printed on the report.
Activity When this field is checked the activity for the human rights incident will
be printed on the report.
Sub Activity When this field is checked the sub activity for the human rights incident
will be printed on the report.
Description When his field is checked the description for the human rights incident
will be printed on the report.
Direct Cost When this field is checked the direct cost for the human rights incident
will be printed on the report.
Indirect Cost | When this field is checked the indirect cost for the human rights incident
will be printed on t he report.

The sort order selection for the report allows for the following sort order selections:

m Employee - Employee Name

= Type - type of human rights incident
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Select Types
Selection

Description Field
Selection

To choose human rights incident types for the report select the Select Types object. A
list of all defined types will appears as follows:

4 Select - Human Rights Type Codes ﬂE

File Help

No Objects Present i~

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The incident types are selected by clicking on the desired incident types with the
mouse once, this incident type will now be highlighted. Any number of incident types
may be selected by repeating this procedure.

When all the desired types are selected press the OK button.

To de-select a single incident type simply click on the highlighted incident and it will
no longer be selected. To de-select all the selected types select the Clear Selection
option in the File menu.

When you are selecting certain incident types you may include or exclude all the
selected incident types inthe report. Thisis done by clicking on the Include or Exclude
object.

If you have selected incident types the message EXCLUDE or INCLUDE
SELECTIONS will be displayed beside the Select Types object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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The Labour Board Report option presents a listing of the labour board incidents for
each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the incident types tobe
included or excluded on the report.

The following dialog box appears when the Labour Board Report is chosen:

< ) =
File Help
-Date Range

Start: 1997708708 End: I'IHH?II]EIII]?

~Report Fields
[+ Employee [+ Start Date [+ Start Time
[+ Incident Type [+ End Date [+ End Time
[Z] Area [Z] Sub Area [_i Description

[ Activity [] Sub Activity [_| Badge

[Z] Direct Cost [Z] Indirect Cost

—SgtE(rl::eruee Description Field
{7 Type {® Full Description
{7 Claim {J First Paragraph

| Select Types |

| Print Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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Date Range To limit the range of the report starting and ending dates may be entered. If both dates
Selection are zero the entire report will be printed. If only the ending date is zero the report will
print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection for the report allows for the inclusion of the following data
fields.

Field Description

Employee When this field is checked the employee name for the employee having
the labour board incident will be printed on the report.

Incident Type |When this field is checked the type description of the labour board
incident will be printed on the report.

Start Date When this field is checked the starting date for the labour board incident
will be printed on the report.

End Date When this field is checked the end date for the incident will be printed on
the report.

Start Time When this field is checked the starting time for the labour board incident
will be printed on the report.

End Time When this field is checked the ending time for the labour board incident
will be printed on the report.

Badge When this field is checked the badge for the labour board incident will be
printed on the report.

Area When this field is checked the area for the labour board incident will be
printed on the report.

Sub Area When this field is checked the sub arca for the labour board incident will
be printed on the report.

Activity When this field is checked the activity for the labour board incident will
be printed on the report.

Sub Activity When this field is checked the sub activity for the labour board incident
will be printed on the report.

Description When this field is checked the description for the labour board incident
will be printed on the report.

Direct Cost When this field is checked the direct cost for the labour board incident
will be printed on the report.

Indirect Cost When this field is checked the indirect cost for the labour board incident
will be printed on the report.

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection

REPORTS

m Employee - Employee name

= Type - Type of labour board incident
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To choose labour board for the Report select the Select Types option object. A list of all
defined types will appear as follows:

4 Select - Labour Board Type Codes ﬂE'
File Help
No Objects Present i

| OK I Cancel | | Clear Selections | {®) Include () Exclude

Theincident types are selected by clicking on the desired incident type with the mouse
once, thisincident type will now be highlighted. Any number of incident types may be
selected by repeating this procedure.

When all the desired types are selected press the OK button.

To de-select a single incident type simply click on the highlighted incident type and it
will no longer be selected. To de-select all the selected incident types select the Clear
Selection option in the File menu.

When you are selecting certain incident types you may include or exclude all the
selected incident types inthe report. Thisis done by clicking on the Include or Exclude
object.

If you have selected incident types the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Types object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Union Grievances Report

The Union Grievances Report option presents a listing of the union grievances
incidents for each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the incident types tobe
included or excluded on the report.

The following dialog box appears when the Union Grievances Report is chosen:

Union Grievance Report Z| o £

=
File Help

-Date Range
Start: 1997708708 End: |199?II]EI.-'I]?

~Report Fields
[+ Employee [+ Start Date [+ Start Time
[+ Incident Type [+ End Date [+ End Time
[Z] Area [Z] Sub Area [_i Description

[ Activity [] Sub Activity [_| Badge

[Z] Direct Cost [Z] Indirect Cost

~Sort Order
(#) Employee

{0 Type
(J Claim

Description Field
(®! Full Description
() First Paragraph

Select Types |

Print Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following data fields.

Field Description

Employee When this field is checked the name of the employee having the union
grievance incident will be printed on the report.

Incident Type |When this field is checked the type description for the union grievance
incident will be printed on the report.

Start Date When this field is checked the starting date for the union grievance incident
will be printed on the report.

End Date When this field is checked the ending date for the union grievance incident
will be printed on the report.

Start Time When this field is checked the starting time for the union grievance incident
will be printed on the report.

End Time When this field is checked the ending time for the union grievance incident
will be printed on the report.

Area When this field is checked the area for the union grievance incident will be
printed on the report.

Sub Area When this field is checked the sub area for the union grievance incident
will be printed on the report.

Activity When this field is checked the activity for the union grievance incident will
be printed on the report.

Sub Activity When this field is checked the sub activity for the union grievance incident
will be printed on the report.

Description When this field is checked the description for the union grievance incident
will be printed on the report.

Indirect Cost | When this field is checked the indirect cost for the union grievance incident
will be printed on the report.

Direct Cost When this field is checked the direct cost for the union grievance incident
will be printed on the report.

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
m Employee - Employee Name

= Type - Type of union grievance incident
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Select Types
Selection

Description Field
Selection

To choose union grievance incident types for the report select the Select Types option
in the File menu. A list of all defined types will appear as follows:

Select - Union Disputes Type Codes

No Objects Present

| OK I Cancel | | Clear Selections | {®) Include () Exclude

Theincident types are selected by clicking on the desired incident type with the mouse
once, thisincident type will now be highlighted. Any number of incident types may be
selected by repeating this procedure.

When all the desired types are selected press the OK button.

To de-select a single incident type simply click on the highlighted incident type and it
will no longer be selected. To de-select all the selected incident types click on the
Clear Selections object.

When you are selecting certain incidents types you may include or exclude all the
selected incident types inthe report. Thisis done by clicking on the Include or Exclude
object.

If you have selected incident types the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Types object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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The Other Incident Report option presents a listing of the other incidents for each
employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the incident types tobe
included or excluded on the report.

The following dialog box appears when the Other Incidents Report is chosen:

< ) =
File Help
-Date Range

Start: 1997708708 End: I'IHH?II]EIII]?

~Report Fields
[+ Employee [+ Start Date [+ Start Time
[+ Incident Type [+ End Date [+ End Time
[Z] Area [Z] Sub Area [_i Description

[ Activity [] Sub Activity [_| Badge

[Z] Direct Cost [Z] Indirect Cost

—SgtE(rl::eruee Description Field
{7 Type {® Full Description
{7 Claim {J First Paragraph

| Select Types |

| Print Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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Date Range
Selection

Report Field
Selection

Sort Order
Selection

To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A report field is selected for the report when the box to the left of the field has a check

mark.

The report field selection allows for the inclusion of the following data fields.

Field

Description

Employee

When this field is checked the name of the employee having the other
incident will be printed on the report.

Incident Type

When this field is checked the type description for the other incident will be
printed on the report.

Start Date

When this field is checked the starting date for the other incident will be
printed on the report.

End Date

When this field is checked the ending date for the other incident will be
printed on the report.

Start Time

When this field is checked the starting time for the other incident will be
printed on the report.

End Time

When this field is checked the ending time for the other incident will be
printed on the report.

Badge

When this field is checked the badge for the other incident will be printed
on the report.

Area

When this field is checked the area for the other incident will be printed on
the report.

Sub Area

When this field is checked the sub area for the other incident will be printed
on the report.

Activity

When this field is checked the activity for the other incident will be printed
on the report.

Sub Activity

When this field is checked the sub activity for the other incident will be
printed on the report.

Description

When this field is checked the description for the other incident will be
printed on the report.

Indirect Cost

When this field is checked the indirect cost for the other incident will be
printed on the report.

Direct Cost

When this field is checked the direct cost for the other incident will be
printed on the report.

The sort order selection for the report allows for the following sort order selections:

m Employee - Employee Name

= Type - Type of other incident
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To choose incident types for the Other Incident Report select the Select Incident
Types option in the File menu. A list of all defined types will appears as follows:

4 Select - Other Incidents Type Codes ﬂE'
File Help
TARDY Late for work &
|
I 0K | | Cancel | | Clear Selections | () Include () Exclude

The types are selected by clicking on the desired types with the mouse once, this
incident type will now be highlighted. Any number of types may be selected by
repeating this procedure.

When all the desired types are selected press the OK button.

To de-select a single type simply click on the highlighted area and it will no longer be
selected. To de-select all the selected types select the Clear Selection option in the
File menu.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Leave Reports

The Leave reports menu bar appears as follows:

&4 GrandHaster Human Resources {2 N |

File Employee Compensation Position Definition Help
Printer Setup

Work Time Reports
Incident Reports

fefiat o

Sick Leave Report Eenefit Reports

Training Report Position Reports

In Lieu Report eValuation Reports

Other Leave Report |  SKills Report

all Leave Report Hame and Address
= Employee Profile Report
alttomaotive Reports I
Job Equipment Reports |
payioll Payrate Reports |
Global Payrate Reports |
HMaster File Reports J
Custom Reports [

The following leave reports are available:
m Vacation Report
Sick Leave Report
Training Report
In Lieu Report
m Other Leave Report

m All Leave Report
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Vacation Report

The Vacation Report option prints a listing of the vacation reasons for each

employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or

exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the

window when a single employee has been selected.

The dialog box for the vacation report option in the reports menu appears as follows:

File Help

4 VYacation Report HE-

-Date Range

Start:  |[EEITIFE End: |1996/05/25 |

-Report Fields

[¥] Employee [] Start Date [[] Start Time
[+] Reason [+l End Date [JEnd Time
[[] Badge [[] Description

~Sort Order

() Employee () Date () Reason

~Description Field

() Full Description () Part Description

| Select Reasons |

| Print Report I | Cancel

Saving.. The selections made by the user can be saved by selecting the Save Parameters option

in the File Menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection for the report allows for the inclusion of the following data
fields.

Field Description

Employee When this field is checked the name of the employee having the vacation
leave will be printed on the report.

Reason When this field is checked the vacation leave reason will be printed on the
report.

Start Date When this field is checked the start date for the vacation leave will be
printed on the report.

End Date When this field is checked the ending date for the vacation leave will be
printed on the report.

Start Time When this field is checked the starting time for the vacation leave will be
printed on the report.

End Time When this field is checked the end time for the vacation leave will be
printed on the report.

Description When this field is checked the vacation leave description will be printed on
the report.

Badge When this field is checked the badge number of the employee having the
vacation leave will be printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection
m Employee - Employee name

m Date - Starting date of the vacation

m Reason - Vacation reason
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Selection
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To choose vacation reasons for the report select the Select Reasons object and a list of
all defined reasons will appear as follows:

4 Select - Vacation Reason Codes ﬂE'

File Help

CTNPATD linpaid Vacation i~

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons click on the Clear Selections
button.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Sick Leave Report

The Sick Leave Report option prints a listing of the sick leave reasons for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons and include
illnesses to include or exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the Sick Leave Report option in the reports menu appears as
follows:

EJ Sick LeaveReport ____________________HE
File Help
~Date Range
Start: 1996704725 End: |1HEIE:'I]5!25

-Report Fields
[+ Employee ] Start Date [[]Start Time
[+] Reason [ End Date [CJEnd Time
[[] Badge 1 Description [] IUness

~Sort Order
() Employee ) Date () Reason (2 Ilness

~Description Field
() Full Description () Part Description

Select Reasons

|
Select Ilinesses |
|

Print Report | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check

Selection mark.

The report field selection allows for the inclusion of the following data fields.

Field

Description

will be printed on the report.

Employee When this field is checked the name of the employee having the sick leave

Reason When this field is checked the sick leave reason will be printed on report.
Iliness When this field is checked the sick leave illness will be printed on the
report.

on the report.

Start Date When this field is checked the starting date for the sick leave will be printed

on the report.

End Date When this field is checked the ending date for the sick leave will be printed

printed on the report.

Start Time When this field is checked the starting time for the sick leave will be

on the report.

End Time When this field is checked the ending time for the sick leave will be printed

on the report.

Description When this field is checked the description for the sick leave will be printed

Badge When this field is checked the badge number of the employee having the
sick leave will be printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:

Selection
m Employee - Employee name

m Date - Starting date of sick leave
m Reason - sick leave reason

m lliness - sick leave illness

266
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Select Reason
Selection

Description Field
Selection

To choose sick leave reasons for the report select the Select Reasons object and alist of
all defined reasons will appear as follows:

4 Select - Sick Leave Reason Codes
File Help

: DOCTOR Doctor's Appointment
FAMILY Family Sick
PERSOMAL  Personal Sick Leave

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons select the Clear Selections
option in the file menu.

When you are selecting certain reasons you may include or exclude all the selected
reasons in the report. This is done by clicking on the Include or Exclude object.

If you have selected reasons the message EXCLUDE SELECTIONS or INCLUDE
SELECTIONS will be displayed beside the Select Reasons object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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[llness Selection

Description Field
Selection
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To choose illnesses for the Sick Leave Report select the Select Illnesses object. A list
of all defined illnesses will appear as follows:

&4 Select - Illness Types ﬂE'

File Help

CFLD influenza &
OPER Operation

| OK I Cancel | | Clear Selections | (®) Include ) Exclude

Theillnesses are selected by clicking on the desired illnesses with the mouse once, this
illnesses will now be highlighted. Any number of illnesses may be selected by
repeating this procedure.

When all the desired illnesses are selected press the OK button.
To de-select a single illness simply click on the highlighted illness and it will nolonger
be selected. To de-select all the selected illnesses select the Clear Illnesses object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Training Report

The Training Report option prints a listing of the training reasons for each employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or
exclude in the report.

When this is run from the employee menu before running this program only that
employee will be printed. The employee name will be shown after the report name at
the top of the window when a single employee has been selected.

The dialog box for the Training Report option in the reports menu appears as follows:
) Training Report = [O]
File Help
-Date Range
Start: 1996/04/25 End: |199Ei:'l]5!25

-Report Fields
] Employee ] Start Date [[]Start Time
[+] Reason ¥ End Date [J1End Time
[[] Badge ] Description

-Sort Order
(#) Employee () Date () Reason

~Description Field
(3 Full Description (3 Part Description

Select Reasons

Print Report | | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
Selection

Report Field
Selection

Sort Order

Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A report field is selected for the report when the box to the left of the field has a check

mark.

The report field selection allows for the inclusion of the following data fields.

Field Description
Employee When this field is checked the name of the employee having training leave
will be printed on the report.
Badge When this field is checked the badge number of the employee having the
training leave will be printed on the report.
Reason When this field is checked the reason for the training leave will be printed
on the report.
Start Date When this field is checked the starting date for the training leave will be
printed on the report.
End Date When this field is checked the ending date for the training leave will be
printed on the report.
Start Time When this field is checked the starting time for the training leave will be
printed on the report.
End Time When this field is checked the ending time for the training leave will be
printed on the report.
Description When this field is checked the description of the training leave will be
printed on the report.

The sort order selection for the report allows the following sort order selections:

m Employee - Employee Name

» Date - Starting date of the training

m Reason - Training reason
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Reason Selection To choose training reasons for the report select the Select Reasons object a list of all

Description Field
Selection

defined reasons will appear as follows:

Select - Training Course Codes

Windows 95 Training

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons select the Clear Selections
option in the file menu.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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In Lieu Report

The In Lieu Reportoption prints a listing of the in lieu reasons for each employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or

exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the

window when a single employee has been selected.

The dialog box for the In Lieu Report option in the reports menu appears as follows:

File Help

4 In Lieu of Overtime Report ﬂE.

-Date Range

Start:  [[1996/04/25 End: |1996/05/25 |

-Report Fields

(#) Employee () Date () Reason

] Employee ] Start Date [[]Start Time
[+] Reason ¥ End Date [J1End Time
[[] Badge ] Description

-Sort Order

~Description Field

(3 Full Description (3 Part Description

| Select Reasons |

| Print Report | | Cancel

Saving.. The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field The report field selection for the report allows for the inclusion of the following data
Selection fields.

Field Description

Employee When this field is checked the name of the employee having the in licu
leave will be printed on the report.

Badge When this field is checked the badge number of the employee having the in
licu leave will be printed on the report.

Reason When this field is checked the reason for the in licu leave will be printed on
the report.

Start Date When this field is checked the starting date for the in licu leave will be
printed on the report.

End Date When this field is checked the ending date for the in licu leave will be
printed on the report.

Start Time When this field is checked the starting time for the in licu leave will be
printed on the report.

End Time When this field is checked the ending time for the in lieu leave will be
printed on the report.

Description When this field is checked the description for the in licu leave will be
printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection

= Employee - Employee name

m Date - Starting date of the in lieu leave

m Reason - In lieu leave reason
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Reason Selection To choose reasons for the In Lieu Report select the Select Reasons option in the file

Description Field
Selection
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menu a list of all defined reasons will appear as follows:

& Select - Time Off In Lieu Codes ﬂE'
File Help

Mo Objects Present i~

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons select the Clear Selections
option in the file menu.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Other Leave Report

The Other Leave Report option prints a listing of the other leave reasons for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or
exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected

The dialog box for the Other Leave Report option in the reports menu appears as
follows:

8 Other Leave Report HE.
File Help
-Date Range

Start: 1996/04/25 End: |1!:'IEIE:"I]5!25

~Report Fields
] Employee ] Start Date [[]Start Time
[+] Reason [+ End Date [[JEnd Time
[_| Badge | Description

~Sort Order
(#) Employee () Date (i Reason

~Description Field
{2 Full Description () Part Description

Select Reasons

Print Report | | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
Selection

Report Field
Selection

Sort Order
Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A report field is selected for the report when the box to the left of the field has a check
mark.

The report field selection for the report allows for the inclusion of the following data
fields.

Field Description

Employee When this field is checked the name of the employee having the other
leave will be printed on the report.

Badge When this field is check the badge number of the employee having the
other leave will be printed on the report.

Reason When this field is checked the other leave reason will be printed on the
report.

Start Date When this field is checked the starting date for the other leave will be
printed on the report.

End Date When this field is checked the ending date for the other leave will be
printed on the report.

Start Time When this field is checked the starting time for the other leave will be
printed on the report.

End Time When this field is checked the ending time for the other leave will be
printed on the report.

Description When this field is checked the description for the other leave will be printed
on the report.

The sort order selection for the report allows the following sort order selections:

= Employee - Employee name
m Date - Starting date of the other leave

m Reason - Other leave reason
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Reason Selection To choose other leave reasons for the report select the Select Reasons object alist of all

Description Field
Selection

defined reasons will appear as follows:

4 Select - Other Leave Type Codes ﬂE'

File Help

i GRAND Grandmother Passed Away i~ |
YHOT Why Mot Leave

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons select the Clear Selections
option in the file menu.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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All Leave Report

The All Leave Report option prints a listing of the All Leave reasons for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or
exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the All Leave Report option in the reports menu appears as

follows:
4 All Employee Leave Types Report HEI
File Help
~Date Range
Start:  [[1996/04/25 End: |1996/05/25
~Report Fields
1 Employee [] Start Date [[] 5tart Time
[ Reason /] End Date [[JEnd Time
[[] Badge [[] Description
~Sort Order
{#) Employee () Date
~Description Field
{J Full Description () Part Description
Print Report | | Cancel
Saving.. The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field The report field selection for the report allows for the inclusion of the following data
Selection fields.

Field Description

Employee When this field is checked the name of the employee having the leave will
be printed on the report.

Badge When this field is checked the badge number of the employee having the
leave will be printed on the report.

Reason When this field is checked the reason for the leave will be printed on the
report.

Start Date When this field is checked the starting date for the leave will be printed on
the report.

End Date When this field is checked the ending date for the leave will be printed on
the report.

Start Time When this field is checked the starting time for the leave will be printed on
the report.

End Time When this field is checked the ending time for the leave will be printed on
the report.

Description When this field is checked the description for the leave will be printed on
the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection
» Employee - Employee name

m Date - Starting date of the leave

Description Field The description field selection for the report allows for the following field options:
Selection

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Benefits
- 20 B
File Employee Compensation Position Definition Help
Printer Setup
work Time Reports I
uy Incident Reports I
Leave Reports I
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Long Term Report | Skills Report
short Term Report Hame and Addiess
= Employee Profile Report
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payroll Payrate Reports )
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(&~ Benefit Reports
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= Health Report
= Vision Report
m Long Term Report
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Dental Report

The Dental Report option presents a listing of the Dental Report for each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the benefit types to be
included or excluded on the report.

The following dialog box appears when the Dental Report is chosen:
&) DenfalRepot  [ZENN

File Help

~Date Range

Start: 1997704701 End: |1997/l]5/l]1

~Report Fields
[+i Employee [l Start Date [ Start Time
[ Type [+ End Date [ End Time
|21 Description |_] Badge ] Area
[_i Direct Cost 2] Claim L] Sub Area
2 Indirect Cost [z Claim Date [ Activity
|21 Sub Activity

~Sort Order
®) Employee

(7 Type
[J Claim

Description Field
® Full Description
{J First Paragraph

Select Types I

Print Report l | Cancel |
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

The following table gives a description of the fields within the screen:

Field Description
Employee When this field is checked the employee name will be printed.
Type When this field is checked the type of benefit will be printed.
Description When this field is checked the description of the report will be
printed.
Direct Cost When this field is checked the direct cost of the benefit will be
printed.
Indirect Cost When this field is checked the indirect cost of the benefit will be
printed.
Start Date When this field is checked the starting date of the report will be
printed.
End Date When this field is checked the ending date of the report will be
printed.
Badge When this field is checked the badge number of the employee
will be printed.
Claim When this field is checked the claim number of the benefit claim
will be printed.
Claim Date When this field is checked the date of the claim will be printed.
Start Time When this field is checked the starting time of the report will be
printed.
End Time When this field is checked the ending time of the report will be
printed.
Area When this field is checked the area of the report will be printed.
Sub Area When this field is checked the sub area of the report will be
printed.
Activity When this field is checked the activity for the report will be
printed.
Sub Activity When this field is checked the sub activity for the report will be
printed.
Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
= Employee
= Type
= Claim
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Description Field The description field selection for the report allows for the following field options:
Selection
m Full Description - Entire description entered

m First Paragraph - First paragraph entered

The description area can be up to 8,000 characters and you may not want to see the
entire description printed in all cases. If you select the First Paragraph option in the
report it will print all the descriptions information up to the first time you print pressed
the enter key.
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Health Report

The Health Report option presents a listing of the Health Report for each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the benefit types to be
included or excluded on the report.

The following dialog box appears when the Health Report is chosen:

B veathrepot
File Help
-Date Range

Start: 1997704701 End: |199?.'I]5."I]1

~Report Fields

[ Employee [#1 Start Date [+ Start Time
¥ Type [¥1 End Date [+ End Time
[ Description [Zi Badge [Z] Area

[_] Direct Cost 2] Claim 2] Sub Area

[ Indirect Cost 2 Claim Date [ Activity
[Z] Sub Activity

-S%tE(r:anruee Description Field
{7 Type {® Full Description
{7 Claim (7J First Paragraph

Select Types |

| Print Report I | Cancel |
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Date Range

To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

The following table gives a description of the fields within the screen:

Field

Description

Employee

When this field is checked the employee name will printed on the
report.

Type

When this field is checked the type of health claim will be printed.

Description

When this field is checked the description of the report will be
printed on the report.

Direct Cost

When this field is checked the direct cost of the health claim will
be printed.

Indirect Cost

When this field is checked the indirect cost of the health claim
will be printed.

Start Date

When this field is checked the starting date of the report will be
printed.

End Date

When this field is checked the ending date of the report will be
printed on the report.

Badge

When this field is checked the badge number of the employee will
be printed on the report.

Claim

When this field is checked the health claim number will be
printed.

Claim Date

When this field is checked the date of the claim will be printed on
the report.

Start Time

When this field is checked the starting time for the report will be
printed on the report.

End Time

When this field is checked the ending time for the report will be
printed on the report.

Area

When this field is checked the area for the report will be printed
on the report.

Sub Areca

When this field is checked the sub area for the report will be
printed on the report.

Aclivily

When this field is checked the aclivity for the report will be
printed on the report.

Sub Activity

When this field is checked the sub activity for the report will be
printed on the report.
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Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
= Employee
= Type
= Claim

Description Field The description field selection for the report allows for the following field options:
Selection
m Full Description - Entire description entered

m First Paragraph - First Paragraph entered

The description area can be up to 8,000 characters and you may not want to see the
entire description printed in all cases. If you select the First Paragraph in the report it
will print all the description information up to the first time you pressed the enter key.
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Vision Report

The Vision Report option presents a listing of the Vision Report for each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the benefit types to be
included or excluded on the report.

The following dialog box appears when the Vision Report is chosen:

E4 Vision Report Lz Nl

File Help

~Date Range

Start: 1997704701 End: |199?.v'l]5.v'l]1

~Report Fields
[+i Employee [+ Start Date [+ Start Time
[+ Type [+ End Date [+ End Time
[_i Description [_I Badge [Z] Area
[ Direct Cost [ Claim [ Sub Area
[ Indirect Cost [_] Claim Date [ Activity
[] Sub Activity

~Sort Order
{(®) Employee

() Type
{J Claim

Description Field
{#] Full Description
) First Paragraph

select Types |

Print Report I | Cancel
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Date Range

Sort Order
Selection

Description Field

Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report

will print from the starting date until the end of the report.

The following table gives a description of the fields within the report:

Field Description

Employee When this field is checked the employee name will be printed

Type When this field is checked the type of vision claim will be printed.

Description When this field is checked the description of the report will be printed.

Direct Cost When this field is checked the direct cost of the vision claim will be printed.

Indirect Cost When this field is checked the indirect cost of the vision claim will be printed.

Start Date When this field is checked the starting date of the report will be printed.

End Date When this field is checked the ending date of the report will be printed.

Badge When this field is checked the badge number of the report will be printed.

Claim When this field is checked the claim number will be printed.

Claim Date When this field is checked the date of the claim for the report will be printed
on the report.

Start Time When this field is checked the starting time for the report will be printed on
the report.

End Time When this field is checked the ending time for the report will be printed.

Area When this field is checked the area for the report will be printed.

Sub Areca When this field is checked the sub area for the report will be printed.

Activity When this field is checked the activity for the report will be printed on the
report.

Sub Activity When this field is checked the sub activity for the report will be printed on the
report.

The sort order selection for the report allows for the following sort order selections:

= Employee
= Type

= Claim
The description field selection for the report allows for the following field options:

m Full Description - Entire descriptions entered
m First Paragraph - First paragraph entered

The description area can be up to 8,000 characters and you may not want to see the
entire description printed in all cases. If you select the First Paragraph option in the
report it will print all the description information up to the first time you pressed the
enter key.
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Long Term Report

The Long Term Report option presents a listing of the Long Term Report for each
employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the benefit types to be
included or excluded on the report.

The following dialog box appears when the Long Term Report is chosen:

Long Term Report 2| d [

o
File Help

~Date Range

Start: 1997704701 End: Il!]!]?fl]ﬁllﬂ

~Report Fields
[¥1 Employee [+ Start Date [+ Start Time
[+ Type ¥ End Date ¥ End Time
[Z] Description [Z] Badge [1 Area
[ Direct Cost [ Claim [ Sub Area
[ Indirect Cost 21 Claim Date [ Activity

[ Sub Activity

~Sort Order
(#] Employee

() Type
{2 Claim {J First Paragraph

Description Field
(® Full Description

Select Types |

Print Report I | Cancel |
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Date Range
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

The following table gives a description of the fields within the screen:

Field Description

Employee When this field is checked the employee’s name will be printed on the report.

Type When this field is checked the type of long term claim will be printed.

Description When this field is checked the description of the report will be printed on the
report.

Direct Cost When this field is checked the direct cost of the long term claim will be printed.

Indirect Cost When this field is checked the indirect cost of the long term claim will be
printed.

Start Date When this field is checked the starting date of the report will be printed.

End Date When this field is checked the ending date of the report will be printed.

Badge When this field is checked the badge number of the employee will be printed
on the report.

Claim When this field is checked the long term claim number will be printed.

Claim Date When this field is checked the date of the claim for the report will be printed
on the report.

Start Time When this field is checked the starting time of the report will be printed on the
report.

End Time When this field is checked the ending time for the report will be printed on the
report.

Area When this field is checked the area for the report will be printed on the report.

Sub Areca When this field is checked the sub area for the report will be printed on the
report.

Activity When this field is checked the activity for the report will be printed on the
report.

Sub Activity When this field is checked the sub activity for the report will be printed on the
report.
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Sort Order The sort order selection for the report allows for the following sort order selections
Selection
= Employee

= Type
m Claim

Description Field The description field selection for the report allows for the following field options
Selection

m Full Description - Entire description entered

m First Paragraph - First paragraph entered

The description can be up to 8,000 characters and you may not want to see the first
paragraph option in the report it will print all the description information up tot he first
line you pressed the enter key.
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Short Term Report

292

The Short Term Report option presents a listing of the Short Term Report for each
employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the benefit types to be
included or excluded on the report.

The following dialog box appears when the Short Term Report is chosen:

&) shortTemRepott [N
File Help
~Date Range

Start: 1997704701 End: I'IQEI?II]S.’I]'I

~Report Fields

[+ Employee [+ Start Date [+ Start Time
[ Type [+ End Date [+ End Time
[ Description [i Badge [ Area

[ Direct Cost [ Claim [ Sub Area

1 Indirect Cost 21 Claim Date [ Activity
[2] Sub Activity

_SgtE(r:pdﬂuee Description Field
{7 Type {® Full Description
7 Claim {7 First Paragraph

| Select Types |

| Print Report I | Cancel
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Date Range To limit the range of the report the starting and ending date may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print the starting date until the end of the report.

The following table gives a description of the fields within the screen:

Field Description

Employee When this field is checked the employee’s name will be printed on the
report.

Type When this field is checked the type of short term claim will be printed.

Description When this field is checked the description of the report will be printed on
the report.

Direct Cost When this field is checked the direct cost of the short term claim will be
printed.

Indirect Cost When this field is checked the indirect cost of the short term claim will be
printed.

Start Date When this field is checked the starting date for the report will be printed
on the report.

End Date When this field is checked the ending date for the report will be printed on
the report.

Badge When this field is checked the badge number for the report will be printed
on the report.

Claim When this field is checked the short term claim number will be printed.

Claim Date When this field is checked the date of the claim will be printed on the
report.

Start Time When this field is checked the starting time of the report will be printed on
the report.

End Time When this field is checked the ending time of the report will be printed on
the report.

Area When this field is checked the area of the report will be printed on the
report.

Sub Areca When this field is checked the sub area of the report will be printed on the
report.

Activity When this field is checked the activity of the report will be printed on the
report.

Sub Activity When this field is checked the sub activity of the report will be printed on
the report.

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection

REPORTS

= Employee
= Type

m Claim
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Description Field The description field selection for the report allows for the following field options:
Selection
m Full Description - Entire description entered

m First Paragraph - First paragraph entered

The description area can be up to 8.000 characters and you may not want to see the
entire description printed in all cases. If you select the first paragraph option in the
report it will print all the descriptions information up to the first time you pressed the
enter key.
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Position Reports

The Position Reports sub menu appears as follows:

= = o
File Employee Compensation Position Definition Help
[ Printer Setup
Work Time Reports
Incident Reports
Leave Reports
Eenefit Reports

Position Assignments Position Reporis

Position Skills Report eMaluation Reporis

Position Table Report Skills Report
Hame and Address

Employee Profile Report
altomotive Reports
Job Equipment Reports
pAyroll Payrate Reports
Global Payrate Reports
Haster File Reporis
Custom Reports

The following position reports are available:
m Position Assignments
m Position Skills Report

m Position Table Report

REPORTS
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Position Assignments

Saving...

296

The Position Assignments option prints a listing of positions for each employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the positions toinclude
or exclude in the report. If a single employee was selected before running this program

only that employee will be printed.

If a single position was selected before running this program only employees with
these positions will be printed. The name of the position will be shown after the report
name at the top of the window when a single position has been selected. The Select
Positions option will not be available if a single position has been selected.

The dialog box for the Position Assignments option in the Report menu appears as

follows:

Position Assignment Report
le Help

Fi

-Date Range

Start: 1996/08/15 End: |1EIEIEII]EIH='-I

-Report Fields

[+] Employee [#f] Start Date [+l Badge
[+] Position ¥ End Date

-Sort Order
(#) Employee {J Position

| Select Positions |

Print Report | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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Date Range
Selection

Report Fields
Selection

Sort Order
Selection

To limit the range of the report you may enter the starting and ending date. If both dates
are zero the entire report will be printed. If only the ending date is zero the report will
print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The report field selection allows for the inclusion of the following data fields.

Field Description

Employee |When this field is checked the name of the employee having position will be
printed on the report.

Position When this field is checked the description of the position will be printed on the
report.

Start Date | When this field is checked the starting date for the employee in that position
will be printed on the report.

End Date | When this field is checked the ending date for the employee in that position
will be printed on the report.

Badge When this field is checked the badge number of the employee having the
position will be printed on the report.

The sort order selection for the report allows the following sort order selections:

m Employee - Employee Name

m Position - User Defined Position Code
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Select Positions
Selection

Description Field
Selection
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To choose selected positions for the Position Assignment Report select the Select
Positions object.

For instructions on how to select positions refer to page 6 of the common selection
screen chapter.

If you have selected positions the message Exclude Selections or Include Selections
will be displayed beside the selection button when you return to the select report object
dialog box.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Position Skills Report

The Position Skills Report option prints a listing of skills equipment for each
position.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the skills to include or
exclude in the report.

If a single position was selected before running this program only that position will be
printed. The name of the position will be shown after the report name at the top of the
window when a single position has been selected.

This dialog box for the Position SKkills Report option in the Reports menu appears as
follows:

4 Fosition Skills Report
File Help

-Date Range
Start: |[EE[FIEMFE] | End:  |1996/05/29 |

~Report Fields
[+ Position ] Start Date
] Skill ¥|End Date
[1Skill Level

~Sort Order
(#) Position

Select Skills

Print Report | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
Selection

Report Fields
Selection

Sort Order
Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The report field selection allows for the inclusion of the following data fields.

Field Description
Position When this field is checked the description of the position will be printed on the
report
Skill When this field is checked the description of the skill will be printed on the
report.
Start Date | When this field is checked the starting date of the skill for the position will be
printed on the report.
End Date | When this field is checked the ending date of the skill for the position will be
printed on the report.
Skill Level |When this field is checked the skill level for the position will be printed on the
report.

The sort order selection for the report allows for the following sort order selections:

m Position - User Defined Position Code
m Skill - User Defined Skill Code
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Select Skills
Selection

Description Field
Selection

To choose skills for the Position Skills Report select the Select Skills object.

Forinstructions on how to select skills refer to page 14 of the common selection screen
chapter.

If you have selected positions the message Exclude Selections or Include Selection
will be displayed beside the selection button when you return to the select report object
dialog box.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered

m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Position Table Report

The Position Table Report option prints a listing of Position Information.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the object to include or
exclude in the report.

If a single position was selected before running this program only that position will be
printed. The name of the position will be shown after the report name at the top of the
window when a single position has been selected. The Select Positions option will not
be available when a single position has been selected.

The dialog box for the Position Table Report option in the Reports menu appears as
follows:

4 Position Table Report
File Help |

-Date Range
Start:  |[EEFIIHE End: 1996709714 |

-Report Fields
[ Position [l Start Date [+l Description

] Type [ End Date [/] Distribution

[¥f] Class [+1 Pay Table [#1 Hour Allocation
~Sort Order

() Position Code () Position Description

| Select Positions |

| Print Report I | Cancel |

Saving... The selections made by the user can be saved by selecting the Save Parameters in the
File menu.
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Date Range To limit the range of the report you may enter the starting and ending date. Ifboth dates
Selection are zero the entire report will be printed. If only the ending date is zero both the report
will be printed from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following nine data fields.

Field Description

Position When this field is checked the position will be printed on the report.

Description |When this field is checked the description of the position will be printed on the
report.

Type When this field is checked the position type code will be printed on the report.

Class When this field is checked the position class code will be printed on the report.

Start Date | When this ficld is checked the starting date of the position will be printed on
the report.

End Date | When this field is checked the ending date of the position will be printed on the
report.

Pay Table | When this field is checked the pay table will be printed on the report.

Distribution |When this field is checked the distribution will be printed on the report.

Hour When this field is checked the position hour allocation will be printed on the
Allocation  |report.

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection

m Position Code - User Defined Code

m Position Description - User Defined Description
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Select Positions
Selection

Description Field
Selection
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To choose selected positions for the Position Assignment Report select the Select
Positions object.

For instructions on how to select positions refer to page 6 of the common selection
screen chapter.

If you have selected positions the message Exclude Selections or Include Selections
will be displayed beside the selection button when you return to the select report object
dialog box.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Evaluation Reports

The Evaluation Reports sub menu appears as follows:

B8 Grandiaster Human Resources |2z O

File Emplogyee Compensation Position Definition Help

Printer Setup

Wwork Time Reports

Incident Reports

Leave Reports

Benefit Reports

Position Reports
Evaluations Required eV aluation Reports

Evaluations Completed Skills Report
Hame and Address

Employee Profile Report
albtomotive Reports
Job Equipment Reports
payroll Payrate Reports
Global Payrate Reports
haster File Reporis
Custom Reporls

The following evaluation reports are available:
» Evaluations Required

m Evaluations Completed
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Evaluations Required

The Evaluations Required option presents a listing of required evaluation for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the evaluation types to
be included or excluded in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the evaluations required option in the reports menu appears as

follows:
=4 Evaluations Required Report HE'

File Help
~Date Range
Start:  |[1996/04/25 | End: |1996/05/25 |
~Report Fields
[] Employee [l Comments ] Review Date
[f] Evaluation Type ] Badge ] Start Date
[] Performance ] Position ] End Date
~Sort Order Comments Field
{#) Employee {J Full Comments
{J Evaluation Type {_J First Paragraph

| Select Types |

Print Report | Cancel |
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Date Range To limit the range of the report the starting and ending date may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

The data field selection for the report allows for the inclusion of the following 9 data
fields.

Field Description

Employee When this field is checked the name of the employee for the required
evaluation will be printed on the report.

Evaluation Type |When this field is checked the evaluation type of the required evaluation
will be printed on the report.

Start Date When this field is checked the starting date for the required evaluation will
be printed on the report.

End Date When this field is checked the ending date for the required evaluations will
be printed on the report.

Review Date When this field is checked the review date for the required evaluations will
be printed on the report.

Performance | When this field is checked the performance of the employee for the
required evaluation will be printed on the report.

Position When this field is checked the position comments for the required
evaluation will be printed on the report.

Badge When this field is checked the badge number for the requiring evaluation
will be printed on the report.

Comments When this field is checked the comments for the required evaluation will be
printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection

m Employee - Employee Name

» Evaluation Type - Type of evaluation
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Select Types
Selection

Description Field
Selection
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To choose selected evaluation types for the Evaluation Required, push the select types
button. A list of all defined types will appear as follows:

4 Select - Employee Evaluation Type Codes ﬂE'
File Help
| ANNUAL Annual Revue i~

SPECI AL Special Review

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The evaluation types are selected by clicking on the desired evaluation types with the
mouse once, this evaluation type will now be highlighted. Any number of evaluation
types may be selected by repeating this procedure.

When all the desired evaluation types are selected press the OK button.

To de-select a single evaluation type simply click on the highlighted evaluation types
and it will no longer be selected. To de-select all the selected evaluation type push the
Clear Selections button.

When you are selecting certain evaluation types you may include or exclude all the
selected evaluation types in the report. This is done by clicking on the Include or
Exclude objects.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Evaluations Completed

The Evaluation Completed Report option presents a listing of other completed
evaluations for each employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the object to include or
exclude in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the Evaluations Completed option in the reports menu appears as
follows:

4 Evaluations Completed Report ﬂE'

File Help

~Date Range
Start:  [1996/04/25 | End: |1996/05/25 |

~Report Fields
] Employee ] Comments [l Review Date
[¥f] Evaluation Type ] Badge [+] Start Date
] Performance ] Position [ End Date

~Sort Order Comments Field

{«) Employee {J Full Comments

{J Evaluation Type {J First Paragraph

Select Types

Print Report | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Report Fields
Selection

Sort Order
Selection
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A data field is selected for the report when the box to the left of the field has a check
mark.

The report field selection for the report allows for the inclusion of the following 9 data
fields.

Field Description

Employee When this field is checked the name of the employee for the completed
evaluation will be printed on the report.

Evaluation Type |When this ficld is checked the type of evaluation for the completed
evaluation will be printed on the report.

Start Date When this field is checked the starting date for the completed evaluation
will be printed on the report.

End Date When this field is checked the ending date for the completed evaluation
will be printed on the report.

Performance | When this field is checked the performance for the completed evaluation
will be printed on the report.

Position When this field is checked the position of the employee for the completed
evaluation will be printed on the report.

Badge When this field is checked the badge number for the completed evaluation
will be printed on the report.

Description When this field is checked the description for the completed evaluation will
be printed on the report.

The sort order selection for the report allows the following sort order selections:

= Employee - Employee Name

m Evaluation Type - Type of Evaluation
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Select Types
Selection

Description Field
Selection

To choose selected Evaluation Types for the report click on the Select Type button. A
list of all defined types will appear as follows:

4 Select - Employee Evaluation Type Codes
File Help

i ANNUAL Annual Revue
SPECI AL Special Review

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The Evaluation Types are selected by clicking on the desired evaluation type with the
mouse once, this evaluation type will now be highlighted. Any number of evaluation
types may be selected by repeating this procedure.

When all the desired evaluation types are selected press the OK button.

To de-select a single evaluation type simply click on the highlighted evaluation
typeand it will no longer be selected. To de-select all the selected evaluation type push
the Clear Selections button.

When you are selecting certain evaluation types you may include or exclude all the
selected evaluation types in the report. This is done by clicking on the Include or
Exclude objects.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.

Can-Pay Computer Software

REPORTS




6 - REPORTS

Skills Report

The Skills Report option prints a listing of the skills for each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the skills tobe included
or excluded in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report title at the top of the
window when only one employee is selected.

The dialog box for the Skills Report option in the reports menu appears as follows:
™ Skills Report o [Of
File Help
-Date Range
Start: 1996704725 End: [1996/05/25

-Report Fields
] Employee [f] Start Date ¥ skill
[_| Badge | End Date ] Skill Level

-oort Order
(¢) Employee (2 skill

Select Skills

Print Report | Cancel

Saving... The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range To limit the range of the report the starting and ending date may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection for the report allows for the inclusion of the following 6 data
fields.

Field Description

Employee When this field is checked the employee having skill will be printed on the
report.

Badge When this field is checked the badge number of the employee having the
skill will be printed on the report.

Start Date When this field is checked the starting date of the skill will be printed on
the report.

End Date When this field is checked the ending date of the skill will be printed on the
report.

Skill When this field is checked the skill description will be printed on the
report.

Skill Level When this field is checked the skill level for the skill will be printed on the
report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection
m Employee - Employee Name

m Skill - Skill code of user defined skills

Select Skill To choose skills for the Skills Report select the Select Skills object.
Selection
Forinstructions on how to select skills refer to page 14 of the common selection screen
chapter.

If you have selected positions the message Exclude Selections or Include Selections
will be displayed beside the selection button when you return to the select report object
dialog box.
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Name and Address Report

Saving...
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The Name and Address Report option prints a listing of the Employee name and

addresses.

This function allows the user to select the data fields to include in the report, the name
and address layout, and to select a single employee for the report.

The dialog box for the Name and Address Report option in the report menu appears as

follows:

File

E4 Hame and Address Report

Help

ZaE|

U A A A A A

~Report Fields

[+ Hame

[+ Surname

[+ Given Hame
[+ Start Date
[+ End Date

[+ Birth Date
[+ Home Phone
[+ Alt Phone

[+ Address 1
[+ Address 2
[+ City

[+ Province

[+fi Postal Code
[+ Med. Ref.

[+ Family Med.

[+ Medical

[ Catagory
[+ Humber
[ 5.LH.

[+ Sex

[+ Treaty
[+ Band

Fields 1

Layout1 ]

Layout 2
Sizes

Labels

I Print Report I

| Cancel |

The selections made by the user can be saved by selecting the Save Parameters in the

File menu.
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Report Fields

Selection

A data field is selected for the report when the box to the left of the field has a check
mark.

The report field selection allows for the inclusion of the following data fields:

Field

Description

Name

When this field is checked the name of the employee in the name and address report will be printed.

Surname

When this field is checked the surname of the employee in the name and address report will be printed.

Given Name

When this field is checked the given name of the employee in the name and address report will be
printed.

Start Date

When this field is checked the starting date of the name and address report will be printed.

End Date

When this field is checked the ending date of the name and address report will be printed.

Birth Date

When this field is checked the birth date of the employee for the name and address report will be printed.

Medical Ret.

When this field is checked the medical ret. of the name and address report will be printed.

Medical

When this field is checked the medical of the name and address report will be printed.

Family Med.

When this field is checked the family med. of the name and address report will be printed.

Home Phone

When this field is checked the home phone number of the name and address report will be printed.

Address 1

When this field is checked the address 1 of the name and address report will be printed.

Address 2

When this field is checked the address 2 of the name and address report will be printed.

City

When this field is checked the city of the name and address report will be printed.

Province

When this field is checked the province of the name and address report will be printed.

Postal Code

When this field is checked the postal code of the name and address report will be printed.

Alt. Phone

When this field is checked the alt. phone number of the name and address report will be printed.

Badge

When this field is checked the badge number of the name and address report will be printed.

Number

When this field is checked the number of the name and address report will be printed.

S.LN.

When this field is checked the S.IN. of the name and address report will be printed.

Sex

When this field is checked the sex of the name and address report will be printed.

Category

When this field is checked the category of the name and address report will be printed.

Treaty

When this field is checked the treaty of the name and address report will be printed.

Band

When this field is checked the band of the name and address report will be printed.
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Layout 1 The dialog box for the name and address report layout appears as follows:
Selection

Hame and Address Report = o

Help

—_—
o

~Off-set, Column, Field Length

Number |1_ IT IW Address 1
Name |1_ IT IW Address 2
Surname |2_ IT IW City
Given |3_ IT IW Province

Postal Cd

EEEEE
EEEEE
BREEE

Ul b b A i s

I Print Report I | Cancel |

Defaults The default selections can be re-displayed by selecting the default selections in the file
menu. If you wish to always use the defaults select the Save Parameter option in the
file menu.
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Layout 2 The second dialog box for the name and address report layout appears as follows:
Selection

E4 Hame and Address Report 1z N

File Help
Fields 1

~Off-set, Column, Field Length
S.LN. | Start Date 2
| |

Sex |4_ End Date |3_
Cat. [6 Birth Date [ 1

Phone |1— Medical |2_

Alt Ph. Fam Med. I 3

Med. Ref. |4_

EREEE
EEERCEE

=y
=2
@

—_
=2
@

Treaty
Band

EEEEREEE

A A A A AR

I Print Report | | Cancel |

Defaults The default selections can be re-displayed by selecting the default selections in the file
menu. If you wish to always use the defaults select the Save Parameter option in the
File menu.

w2
=
o
[
=
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Off-Set

Column

Field Length
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In order to design a report layout you must specity the following 3 things:
n Off-Set
= Column
» Field Length

This is the line offset used for printing the name and address information. Eg) If you
want this field to print on the first line of this name and address information use an
oft-set of zero. Ifitis to follow on the second line use off-set of 1. You may have as
many off-sets as you need to print all the fields you have selected.

This is the character position on the print line for the name and address information.
Eg) Ifthe field is to start 5 spaces in from the left hand margin enter a 6 in the column
field. The column numbers are only limited by the number of characters you can print
on each line of your selection page.

This is the number of characters that make up the field. Eg) Employee numberis 10
characters long. If you want to see the entire employee number enter 10 in the field
length. If you are doing the date which is 10 characters you may choose to print only
the last 5 giving you mm/dd. The date field is the only field that takes the characters
from the right hand side.
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Sizes Selection  The following dialog box for the name and address report appears as follows:
| Hameand AddressRepot __________ [EEN

Help

—
-]

~Report Field Sizes
Employee Humber Address Line 1 Fields 1

Employee Mame Address Line 2
Surname City
Given Province

Postal Code

Social Insurance Start [9999/99/99]

Sex [M/F) End [9999/99/99]
Per Category Birth [9999/99/99]

Home Phone Medical Humber
Alt. Phone Family Medical
Treaty Med. Reference
Band Humber

A A A A A A A A S

Cancel |

This screen shows the standard length of the data fields that can be printed.

REPORTS
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Label Selection
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The following dialog box for the name and address report appears as follows:

7
!‘

=4 M

L Label Indermation Fiolds 1
- Bhpmher af Lines an ke Labol W Lt 1
" Starl Printsag of Ling Himbe Iﬁ

3 Lajjout 2
= Lated Logesd .-

: Print Prxilinn o
= | 2l Wi = b = Slrew U Lk Lz

- i

i Hepuari

— |

- Print Sonple Labed |

i

3

|

u =

..-'

[EiBopwi] oo |

This screen is used to set the values for printing employee labels.

The following table gives a description of the screen:

Field Description

Number of Lines on the Label This field contains the physical length of the label in print lines.

Start Printing on Line Number This field contains the first physical line to print on the label.

Label Legend

This button allows you to print filed names on the label.

Position

This button is used to position the field names to the left of the date
or above the data.
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Select Report The dialog box for the name and address report appears as follows:
Selection

Hame and Address Report Zl 0 F

Help

==
-]

Fields 1

~Report Selections

Layout1

| Select Employee Layout 2

Sizes

~Page Break for Report

Label
@ Yes @ Mo abets

Report

~Print To
(® Printer [J Screen

v 11 i i i i e i RS

Cancel_|

Single Employee To choose a single employee option for the Name and Address report select the Single
Option Employee object.

For instructions on how to select a single employee option refer to page 13 of the
common selection screen chapter.

This report allows you the option to print each employee on a separate page. Select the
pagebreak yes. When thisis selected the box to the left of the field has a check mark.

REPORTS
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Employee Profile Report

Date Range
Selection

Sort Order
Selection

Page Break
Selection

Print To Selection

Select Employee

Selection

322

When the user selects Employee Profile the following screen will appear:

8 Employee Profile Report = o
File Help
::—:l Date Range
3 ’V From 0000700700 To II]I]I]I]II]I]!I]I] Select
$ Sort Order Employee ]
:l-;| { (® Hame (J Humber ‘
HR ]
i Page Break on Hew Employee
@ Yes J Ho Personal
:
=2 Print To Contact
= IV (7 Screen 7 Printer ‘
= Comp.
i Select Employee | I
:I_:'
T @]
_—
I Print Report I | Cancel

To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

The sort order selection for the report allows for the following sort order selections:

= Name

= Number
The page break selection for the report allows for the following report to be printed to
the report or on the screen

= Yes

= No
The Print to Selection for the report allows for the following report to be printed to the
printer or on the screen

» Printer

= Screen

To choose a single employee option for the Employee Profile Report select the Select
Employee Option.
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For instructions on how to select an employee refer to the common selection screen
chapter in the common manual.

The employee tab from the Employee Profile Report appears as follows:

Employee Profile Report |2z N |

le Help

~Employee Report Fields
) Select
|21 Humber 1 Address 1 [_i Birth

[z Home Phone [0 Address 2 1 S.LH. . Employee
. Att Phons o citg o Sox
2] Medical 21 Province [Zi Treaty
[—i Fam. Medical [_i Postal Code |_i Band
2 Med. Ref. [_] Categories Contact ]
)

Personal ]

Comp.

A A A A

| Print Report I | Cancel

REPORTS
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Data Field
Selection

All

None
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A data field is selected when the box to the left of the field has a check mark.

The data field selection for the report allows for the inclusion of the following data
fields:

Field Description

Number When this field is checked the employee number will be
printed.

Phone Number When this field is checked the employee’s phone number
will be printed.

Alt Phone When this field is checked an alternate phone number will
be printed.

Medical When this field is checked the medical number of the
employee will be printed.

Fam. Medical When this field is checked the family medical number will
be printed.

Med. Ref. When this field is checked the employee’s doctor’s name
or any other care giver will be printed.

Address 1 When this field is checked the address of the employee
will be printed.

Address 2 When this field is checked an alternate address for the
employee will be printed.

City When this field is checked the city of the employee will
be printed.

Province When this field is checked the province of the employee
will be printed.

Postal Code When this field is checked the postal code of the
employee will be printed.

Categories When this field is checked the category you want to sort
employee’s by such as by union will be printed.

Birth When this field is checked the birth date of the employee
will be printed.

S.ILN. When this field is checked the social insurance number of
the employee will be printed.

Sex When this is checked the sex of the employee will be
printed .

Treaty When this field is checked the treaty number of the
employee will be printed.

Band When this field is checked the band number of the
employee will be printed.

The All button will flag all the fields on the screen for printed on the report.

The None button will remove all the flags on the fields on the screen so they will not
print on the report.

Can-Pay Computer Software




REPORTS - 6

When the HR tab is chosen for the Employee Profile the following screen will appear:
7\

le Help
Select

~Human Resource Assignments

[Zi Check Lists
[ Incidents

[Z] Leave Data
[_i Benefit Data
[Z] Evaluations

[ Availablity

[Z1 Positions

L] Automotive

[Zi Job Equipment
|21 Company

Employee

Personal

Contact
[ Skills ontac

’E Hone |

A A i

| Print Report I | Cancel

Data Field A data field is selected when the box to the left of the field has a check mark.
Selection
The data field selection for the report allows for the inclusion of the following data

fields:

Field Description
Check List
Incidents When this field is checked the incident assignment will be printed.

When this field is checked the check list assignment will be printed.

Leave Data When this field is checked the leave data assignment will be printed.

Benefit Data When this field is checked the benefit data assignment will be printed.

Evaluations
Skills When this field is checked the skills assignment will be printed.
Availability
Positions When this field is checked the position assignment will be printed.

When this field is checked the evaluations assignment will be printed.

When this field is checked the availability assignment will be printed.

Automotive When this field is checked the automotive assignment will be printed.

Job Equipment When this field is checked the job equipment assignment will be printed.

Company When this field is checked the company assignment will be printed.

&~ For each assignment the code name and description as well as the starting and e
date will be printed.

The All button will flag all the fields on the screen for printing on the report.

REPORTS

The None button will remove all the flags on the fields on the screen so they will not
print on the report.
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When the Personal tab for the Employee Profile Report is chosen the following screen

will appear:

2 7| o [
File Help
::EI ~Marital ~Dependent ~Employment
:r:l [Z1 Name [_1 Hame |1 Hire Date Select l
3 [ Address [ Address -1 Position —
:|5 [Zi Phone [_i Phone [_I Review Date mproyee ]
3 [Zi Birth [Zi Birth [L Pay Rate HR
E [ Sex [ Sex 21 Term. Date Personal
5 | [ Start i Start " Reason
Contact
3 [ End I End [ Recall Date ontac
3 [i Benefits [i Benefits [ Mo Rehire Comp.
E All Hone |
- [l
| Print Report l | Cancel |
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Data Field A data field is selected when the box to the left of the field has a check mark.
Selection
The data field selection for the report allows for the inclusion of the following data
fields:

Field Description
Marital

Name When this field is checked the employee spouse’s name will be printed.

Address When this field is checked the address of the employee’s spouse will be printed.

Birth when this field is checked the birth date of the employee’s spouse will be printed.

Sex When this field is checked the sex of the employee’s spouse will be printed.

Start When this field is checked the day the employee got married will be printed.

End When this field is checked the day the employee got divorced will be printed.

Benefits When this field is checked the employee’s spouse is entitled to benefits.

Dependant

Name When this field is checked the employee’s dependants will be printed.

Address When this field is checked the address of the employee’s dependant will be printed.
Birth When this field is checked the birth date of the employee’s dependant will be printed.

Sex When this field is checked the sex of the employee’s dependant will be printed.

Start When this field is checked the start date of the employee’s relationship with the
dependant will be printed.

End When this field is checked the end date of the employee’s relationship with the
dependant will be printed.

Benefits When this field is checked the dependant is entitled to benefits.

Employment

Hire Date When this field is checked the date the employee was hired will be printed.

Position When this field is checked the position of the employee will be printed.

Review Date When this field is checked the employee’s review date will be printed.

Pay Rate When this field is checked the payrate of the employee will be printed.

Term Date When this field is checked the employee’s termination date will be printed.

Reason When this field is checked the reason the employee was terminated will be printed.
Recall Date When this field is checked the date the employee will be recalled will be printed.
No Rehire When this field is checked the employee will not be rehired.

The All button will flag all the fields on the screen for printing on the report

The None button will remove all the flags on the screen so the fields will not print on
the report.

REPORTS
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Data Field
Selection

328

When the contact tab is chosen for the Employee Profile the following screen will
appear:

&4 Employee Profile Report |z Nl
File Help
[
=
Select
=§ ~Medical ~Next of Kin ~Emergency elec
; [Z1 Hame [Z1 Hame [Z1 Hame Employee
2] Address [ Address 2] Address
T HR
; i Phone [_i Phone [_i Phone
P L
3 [] Start [ Start [] Start ersona
3 =1 End [ End =1 End
:|—:l
3 All Hone I
:|—:l
- ]
I Print Report I | Cancel |

A data field is selected when the box to the left of the field has a check mark.
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The data field selection for the report allows for the inclusion of the following data
fields:

Field Description
Medical

Name When this field is checked the name of the doctor of the employee will be
printed.

Address When this field is checked the address of the doctor will be printed.
Phone When this field is checked the phone number of the doctor will be printed.

Start When this field is checked the starting date of the employee’s relationship with
the doctor will be printed.

End When this field is checked the ending date of the employee’s relationship with
the doctor will be printed.

Next of Kin
Name When this field is checked the next of kin of the employee will be printed.

Address When this field is checked the address of the next of kin of the employee will
be printed.

Phone When this field is checked the phone number of the next of kin will be printed.

Start When this field is checked the starting date of the employee’s relationship with
the next of kin will be printed.

End When this field is checked the ending date of the employee’s relationship with
the next of kin will be printed.

Emergency

Name When this field is checked the name of the person to contact in the case of
emergency will be printed.

Address When this is checked the address of the person to contact in case of emergency
will be printed.

Phone When this field is checked the phone number of the person to contact in the
case of emergency will be printed.

Start When this field is checked the starting date of the employee’s relationship with
the person to contact in a case of an emergency will be printed.

End When this field is checked the ending date of the employee’s relationship with
the person to contact in a case of an emergency will be printed.

The All button will flag all the fields on the screen for printing on the report.

The None button will remove all the flags on the fields on the screen so they will not
print on the report.
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Earnings

Deductions

Accumulators
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When the compensation tab is chosen for the Employee Profile report the following
screen will appear:

2 7 NN
File Help
::—:l ~Earning Information Shown
=7 | Rates = Fixed, Multiple or Rate Table Select ]
Units = Hours, Piece, Annual, Pay Period
i y
= EXD
=7 -Deduction Information Shown mpioyee
3 Fixed Amounts or Calculation Codes HR ]
:l_:l ~Accumulator Information Shown
. P L
:|-:| Fixed Amounts or Calculation Codes ersona
:ﬁ
:I-:l . Contact
=3 All Show The Date Ranges, Description
:I_:, and the Enable or Disable Status as well
he payrolls the employee is on.
:I-:l as the pay ploy
3 [+ Earnings [+ Deductions +# Accumulators
| Print Report I | Cancel |

Ifthe earning flag s set the following information for the earning code will be printed.

» All show the date ranges, description and the enable or disable status as well as
the payrolls the employee is on.

m Rates = Fixed, Multiple or Rate Table

» Units = Hours, Piece, Annual, Pay Period
If the deduction flag is set the following information for the deduction code will be
printed.

m All show the date ranges, description and the enable or disable status as well as
the payrolls the employee is on.

» Fixed amounts or Calculation Codes
If the accumulator flag is set the following information for the accumulator code will
be printed.

= All show the date ranges, description and the enable or disable status as well as
the payrolls the employee is on.

m Fixed Amounts or Calculation Codes
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Automotive Reports

The Automotive Reports menu bar appears as follows:

Elle Emplnpes  Compenaailes Posliles Dellnicin |EFTTEN] Help

M

Pabas Tpsom B ppod
ik e i

The following Automotive Reports are available:
m Parking Spaces Report

m Vehicle Assignments Reports

Can-Pay Computer Software
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Saving...
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Parking Report

The Parking Report option presents a listing of other parking assignments for each

employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the parking assignments

to include or exclude in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the

window when a single employee has been selected.

The dialog box for the Parking Report option in the reports menu appears as follows:

4 Parking Report
File Help

=

-Date Hange
Start: 1996708715 End:

11996709714 |

-Report Fields
[] Start Date
[] End Date

[¥] Employee
[ Object
[| Badge

[] Start Time
[+ End Time

~Sort Order

{¢) Employee ) Object

| Select Objects

| Cancel

Print Report

in the File menu.

The selections made by the user can be saved by selecting the Save Parameters option
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Date Range To limit the range of the report you may enter the starting and ending dates. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection for the report allows for the inclusion of the following 7 data
fields.

Field Description

Employee When this field is checked the employee having the parking assignment
will be printed on the report.

Object When this field is checked the description of the parking assignment will be
printed on the report.

Badge When this field is checked the badge number of the employee having the
parking assignment will be printed on the report.

Start Date When this field is checked the starting date for the parking will be printed
on the report.

End Date When this field is checked the ending date for the parking assignment will
be printed on the report.

Start Time When this field is checked the starting time for the parking assignment will
be printed on the report.

End Time When this field is checked the ending time for the parking assignment will
be printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection

= Employee - Employee Name

m Object - User defined parking codes

REPORTS
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Select Objects
Selection
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To choose parking assignments for the report push the Select Objects button. A list of
all defined objects will appear as follows:

4 Select - Parking Assignments ﬂE'
File Help
CSpOTI Spot One i~
SPOT2 Parking Spot 2
SPOT3 Parking spot 3

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The parking assignments are selected by clicking on the desired assignments with the
mouse once, this assignment will now be highlighted. Any number of assignments
may be selected by repeating this procedure.

When all the desired assignments are selected press the OK button.

To de-select a single parking object simply click on the highlighted assignment and it
will nolonger be selected. To de-select all the selected assignments click on the Clear
Selections button.

When you are selecting certain assignments you may include or exclude all the
selected parking assignments in the report. This is done by clicking on the Include or
Exclude object.

If you have selected assignments the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Objects button.
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Vehicle Assignment Report

The Vehicle Assignment Report option presents a listing of vehicle assignments for
each employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the vehicle assignment
to be included or excluded in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report names at the top of the
window when a single employee has been selected.

The dialog box for the Vehicle Assignment Report option in the reports menu appears
as follows:

4 Yehicle Report o]
File Help |
~Date Range

Start:  |[EE[IIINE End: |1996/09/14 |

-Report Fields
[¥] Employee [] Start Date [+l Start Time
[¥] Object [+ End Date [+1End Time

[¥| Badge
~Sort Order
{#) Employee

Select Objects

Print Report | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.

REPORTS

Can-Pay Computer Software




6 - REPORTS

Date Range
Selection

Report Fields
Selection

Sort Order
Selection
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To limit the range of the report enter the starting and ending dates may be entered. If

both dates are zero the entire report will be printed. If only the ending date is zero the
report will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The report field selection allows for the inclusion of the following 7 data fields.

Field Description
Employee When this field is checked the employee having vehicle assignment will be
printed on the report.
Object When this field is checked the description of the vehicle assignment will be
printed on the report.
Badge When this field is checked the badge number of the employee having the
vehicle assignment will be printed on the report.
Start Date When this field is checked the starting date for the vehicle assignment will
be printed on the report.
End Date When this field is checked the ending date for the vehicle assignment will
be printed on the report.
Start Time When this field is checked the starting time for the vehicle assignment will
be printed on the report.
End Time When this field is checked the ending time for the vehicle assignment will
be printed on the report.

The sort order selection for the report allows the following sort order selections:

m Employee - Employee Name

m Object - User defined vehicle assignment
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Select Objects
Selection

To choose Vehicle Assignment for the report push the Select Objects button. A list of
all defined objects will appear as follows:

4 Select - VYehicle Assignments ﬂE'

File Help

CTRUCKT Chevy Beater i~ |

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The Vehicle Assignment are selected by clicking on the desired vehicle assignment
with the mouse once, this assignment will now be highlighted. Any number of vehicle
assignments may be selected by repeating this procedure.

When all the desired vehicle assignments are selected press the OK  button.

To de-select a single assignment simply click on the highlighted vehicle assignment
and it will no longer be selected. To de-select all the selected assignments click on the
Clear Selections button.

When you are selecting certain assignments you may include or exclude all the
selected assignments in the report. This is done by clicking on the Include or Exclude
object.

If you have selected assignments the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Objects button.

Can-Pay Computer Software
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Job Equipment Reports

The Job Equipment Reports menu bar appears as follows:

Fiia Ermploges  Compmuation Pradties Definitie [ITTTE] Heip
) Puinde et
itk Tiree Repor
i e BFpoai

-

¥
mrw_m-
ol Fa ale Regads |
Ut Ll K T

Esyrmln ]
Ll e e k

The following Job Equipment Reports are available:

m Toolkits Report

m Safety Equipment Report

m Other Equipment Report

338
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Toolkits Report

The Toolkits Report option presents a listing of the tool kits for each employee.

This function allows the user to select the date range for the report, the data fields to
included in the report, the sort order for the report, and to select the toolkits to be
included or excluded in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the Toolkits Report option in the reports menu appears as follows:

= Toolkit Report =] O]
File Help

-Date Hange
e 1996 /08715 End: |1996/09/14 |

~Report Fields
[| Employee [f] Start Date [] Start Time
[ Object [] End Date [+ End Time
[f| Badge

~Sort Order

(¢) Employee

Select Objects

Print Report | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.

REPORTS
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Date Range
Selection

Report Fields
Selection

Sort Order
Selection

340

To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A report field is selected for the report when the box to the left of the field has a check

mark.

The report field selection allows for the inclusion of the following 7 data fields.

Field Description
Employee When this field is checked the name of the employee having tool kit will
be printed on the report.
Object When this field is checked the description of the tool kit assignment will be
printed on the report.
Badge When this field is checked the badge number of the employee having the
tool kit assignment will be printed on the report.
Start Date When this field is checked the starting date for the tool kit assignment will
be printed on the report.
End Date When this field is checked the ending date for the tool kit assignment will
be printed on the report.
Start Time When this field is checked the starting time for the toolkit assignment will
be printed on the report.
End Time When this field is checked the ending time for the toolkit assignment will
be printed on the report.

The sort order selection for the report allows the following sort order selections:

m Employee - Employee Name

m Object - User defined toolkit
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Select Objects
Selection

To choose toolkit assignments for the report click on the Select Objects button. A list
of all defined objects will appear as follows:

4 Select - Toolkit Assignments
File Help

i THING Another Wrench Kit
WRENCH Wrench Kit

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The toolkit objects are selected by clicking on the desired assignment with the mouse
once, this assignment will now be highlighted. Any number of assignments may be
selected by repeating this procedure.

When all the desired assignments are selected press the OK button.

To de-select a single assignment simply click on the highlighted assignment and it will
no longer be selected. To de-select all the selected assignments click on the Clear
Selections button.

When you are selecting certain toolkit assignments you may include or exclude all the
selected assignments in the report. This is done by clicking on the Include or Exclude
objects.

If you have selected assignments the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Objects button.

Can-Pay Computer Software
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Safety Equipment Report

The Safety Equipment Report option presents a listing of the safety equipment for
each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the object to be
included or excluded in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the Safety Equipment Report option in the reports menu appears
as follows:

4 Safety Equipment Report o]

File Help |

~Date Range
Start:  |[EE[IIINE End: |1996/09/14 |

-Report Fields
[¥] Employee [] Start Date [+l Start Time
[¥] Object [+ End Date [+1End Time

[¥| Badge
~Sort Order
{#) Employee ) Object

| Select Objects

Print Report | Cancel

Saving... The selections made by the user can be saved by selecting the save parameters option
in the File menu.
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Date Range To limit the range of the report the starting and ending date may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Fields A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following 7 data fields.

Field Description

Employee When this field is checked the name of the employee having the safety
equipment assignment will be printed on the report.

Object When this field is checked the description of the safety equipment will be
printed on the report.

Badge When this field is checked the badge number of the employee having the
safety equipment will be printed on the report.

Start Date When this field is checked the starting date for the safety equipment
assignment will be printed on the report.

End Date When this field is checked the ending date for the safety equipment
assignment will be printed on the report.

Start Time When this field is checked the starting time for the safety equipment
assignment will be printed on the report.

End Time When this field is checked the ending time for the safety equipment
assignment will be printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection

m Employee - Employee Name

m Object - User defined safety equipment

REPORTS
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Select Objects
Selection

344

To choose safety equipment assignments report click on the Select Objects button. A
list of all defined objects will appear as follows:

4 Select - Safety Equipment Assignments ﬂE'

File Help

Mo Objects Present i~

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The safety equipment assignments are selected by clicking on the desired assignment
with the mouse once, this assignment will now be highlighted. Any number of safety
equipment objects may be selected by repeating this procedure.

When all the desired assignments are selected press the OK button.

To de-select a single assignment simply click on the highlighted assignment and it will
no longer be selected. To de-select all the selected assignments click on the Clear
Selections button.

When you are selecting certain safety equipment assignments you may include or
exclude all the selected assignments in the report. This is done by clicking on the
Include or Exclude objects.

If you have selected assignments the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Objects button.
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Other Equipment Report

The Other Equipment Report option presents a listing of other equipment
assignments for each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the other equipment to
be included or excluded in the report .

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the Other Equipment Report option in the reports menu appears
as follows:

w4 Other Equipment Report
File Help

~Date Range
Start:  |[EE[IIINE End: |1996/09/14 |

-Report Fields
[¥] Employee [] Start Date [+l Start Time
[¥] Object [+ End Date [+1End Time
[¥| Badge

~Sort Order

{#) Employee

Select Objects

Print Report | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.

REPORTS
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Date Range
Selection

Report Fields
Selection

Sort Order
Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A report field is selected for the report when the box to the left of the field has a check
mark.

The report field selection for the report allows for the inclusion of the following 7 data
fields.

Field Description

Employee When this field is checked the name of the employee having other
equipment assignment will be printed on the report.

Object When this field is checked the description of the other equipment will be
printed on the report.

Badge When this field is checked the badge number of the employee having the
other equipment will be printed on the report.

Start Date When this field is checked the starting date for the other equipment
assignment will be printed on the report.

End Date When this field is checked the ending date for the other equipment
assignment will be printed on the report.

Start Time When this field is checked the starting time for the other equipment
assignment will be printed on the report.

End Time When this field is checked the ending time for the other equipment
assignment will be printed on the report.

The sort order selection for the report allows the following sort order selections:

= Employee - Employee Name

m Object - User defined other equipment
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Select Objects
Selection

To choose other equipment assignments for the report click on the Select Objects
button. A list of all defined objects will appear as follows:

Select - Other Equipment Assignments

No Objects Present

| OK I Cancel | | Clear Selections | {®) Include () Exclude

The other equipment assignments are selected by clicking on the desired assignment
with the mouse once, this assignment will now be highlighted. Any number of
assignments may be selected by repeating this procedure.

When all the desired assignments are selected press the OK button.

To de-select a single assignment simply click on the highlighted assignment and it will
no longer be selected. To de-select all the selected assignments click on the Clear
Selections button.

When you are selecting certain assignments you may include or exclude all the
selected assignments in the report. This is done by clicking on the include or exclude
objects.

If you have selected assignments the message EXCLUDE SELECTIONS or
INCLUDE SELECTIONS will be displayed beside the Select Objects button.
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Payroll Payrate Reports

The Payroll Payrate Reports menu from the menu bar is used to print payrate reports
from the payroll data.

The Payroll Payrate Reports menu appears as follows:

2 7 o [
File Employee Compensation Position Definition Help
Printer Setup
Work Time Reports
Incident Reports
Leave Reporis
Eenefit Reports
Position Reports
eValuation Reports
Skills Report
Hame and Address
Employee Profile Report
aUtomotive Reports [
Job Equipment Reports [
Employee Payrate Repoits b

Payroll Earning Report pAyioll Payrate Reports

v W W W W

Payioll Deduction Report Global Fayrate Repots
Payioll Accumulator Report | Haster File Reporfs k
7 Custom Reports (]

&~ Payroll Payrate Reports

Payroll Earning Report

Payroll Deduction Report

Payroll Accumulator Report

Payroll Earning Report
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Payroll Earning Report

The Payroll Earning Report option prints a listing of the Payroll Payrates for each
employee and payroll depending on the menu choice.

This function allows the user to select the date range for the report, the data fields to be
included in the report, when to page break, and to select the earning & position to be
included in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report title at the top of the
window when only one employee is selected.

The dialog box for the Payroll Earning Report option in the reports menu appears as
follows:

Payroll Earning Report - Y'Y [z NN |

RIS
File Help
-Date Range

Start: IHH?II]BIIJB End: IIQEI?."l]!].fI]?

~Report Fields
[ Earning [#i Date From [ Control Flag
[+ Position [+ Date Until [ Mod. Employee
[+ Desc. [+#] Short Desc [+ Contra Settings
[+ Rate [+ Unit Amount [+ Taxable Amts.
[#i Units [¥1 Base [+ Taxable Hours
[+l Usage [+ Multiplier [+ Rate Table
[+ E.l. Flags

~Selection Options Print To

Earnings | ® Printer
Positions I © Screen

| Print Report I | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
Selection

Report Fields
Selection
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To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will print from the starting date until the end of the

report.

A data field is selected for the report when the box to the left of the field has a check

mark.
Field Description
Earning When this field is checked the earning code for the payroll earning will
be printed.
Position When this field is checked the position for the payroll earning will be
printed.
Description When this field is checked the long description for the payroll earning
will be printed.
Status When this field is checked the status for the payroll earning will be
printed.
Rate When this field is checked the rate for the payroll earning will be
printed.
Usage When this field is checked the usage for the payroll earning will be
printed.
E.L Flags When this field is checked the E.I. For the payroll earning will be
printed.
Date From When this field is checked the date the earning is effective from for the
payroll earning will be printed.
Date Until When this field is checked the date the earning is effective until for the
payroll earning will be printed.
Short Desc. When this field is checked the pay statement description for the payroll

carning will be printed.

Unit Amount

When this field is checked the earning unit amount for the payroll
carning will be printed.

Base When this field is checked the base earning to calculate multiples on or
for the payroll earning will be printed.
Multiplier When this field is checked the multiplier for the payroll earning will be
printed.
Control Flag When this field is checked the control flag for the payroll earning will be
printed.
Mod. Employee | When this field is checked the message if the earning is modifiable
employee for payroll earning will be printed.
Contra Settings | When this field is checked the contra setting for the payroll earning will
be printed.
Taxable Amounts | When this field is checked the taxable amount for the payroll earning

will be printed.

Taxable Hours

When this field is checked the taxable hours for the payroll earning will
be printed.

Rate Table

When this field is checked the rate table for the payroll earning will be
printed.

Can-Pay Computer Software




REPORTS - 6

Page Break
Selection

Select Earnings
Selection

Select Positions
Selection

Ifthe box tothe left of yes has a check mark the report will start each earning object.

To choose earnings to the Payroll Earning Report select the select earnings object.

For instructions on how to select earnings refer to page 6 of the common payroll
selection screen chapter.

To choose selected positions for the Position Assignment Report select the Select
Positions object.

For instructions on how to select positions refer to page 9 of the common payroll
selection screen chapter.

If you have selected positions the message Exclude Selections or Include Selections
will be displayed beside the selection button when you return to the select report object
dialog box.
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Payroll Deduction Report

The Payroll Deduction Report option prints a listing of the Deduction Payrates for
each employee, payroll or global payroll depending on the menu choice.

This function allows the user to select the date range for the report, the data fields to be
included in the report, when to page break, and to select the deduction to beincluded in

the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report title at the top of the
window when only one employee is selected.

The dialog box for the Payroll Deduction Report option in the reports menu appears

as follows:

B4 Payroll Deduction Repori - YY Z| el [

File Help

—-Date Range

Start: ||1 997/08/11  End: |1 997/09/10

—Report Fields
¥ Deduction [¥ Date From [ Mod. Employee

[¥| Description [ Date Until ¥ Ben. on Cheque

¥ Short Desc [¥ Parameters [¥] Benefit Subject To
¥ Class [V Selections [¥ Distribute Benefit
¥ Usage ¥ Fixed Amts ¥ EFT Deduction

¥ Calc Code [V Journalize (¥ EFT Benefit

Deductions I Print To

(® Printer

(J Screen

Print Report | Cancel |

Saving... The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
Selection

To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will print from the starting date until the end of the
report.

Report Fields A data field is selected for the report when the box to the left of the field has a check

Selection

mark.

Field

Description

Deduction

When this field is checked the deduction for the payroll
deduction will be printed.

Description

When this field is checked the description for the payroll
deduction will be printed.

Short Desc.

When this field is checked the short description for the payroll
deduction will be printed.

Class

When this field is checked the class for the payroll deduction
will be printed.

Usage

When this field is checked the usage for the payroll deduction
will be printed.

Cal Code

When this field is checked the calculation code for the payroll
deduction will be printed.

Date From

When this field is checked the date the deduction is effective
from for the payroll deduction will be printed.

Date Until

When this field is checked the date the deduction is effective
until for the payroll deduction will be printed.

Parameters

When this field is checked the parameters for the payroll
deduction will be printed.

Selections

When this field is checked the selection for the payroll
deduction will be printed.

Fixed Amount

When this field is checked the fixed amount for the payroll
deduction will be printed.

Journalize

When this field is checked the journalize for the employee
deduction will be printed.

Mod. Employee

When this field is checked the modify Employee for the
employee deduction will be printed.

Benefit on cheque

When this field is checked the employee benefits will printed.

Benefit Subject To

When this field is checked the benefit is subject to the
information will be printed.

Distribute Benefit

When this field is checked the distribution of the benefit will be
printed.

EFT Deduction

When this field is checked the EFT deduction information will
be printed.

EFT Benefit

When this field is checked the EFT benefit information will be
printed.
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Page Break If the box to the left of yes has a check mark the report will start a new page for each
Selection deduction object.

Select Deductions To choose deductions for the Payroll Deduction report select the select deduction
Selection object.

For instructions on how to select deduction refer to page 3 of the common payroll
selection screen chapter.
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Payroll Accumulator Report

The Payroll Accumulator Report option prints a listing of the Accumulator Payrates
for each employee, payroll or global depending on the menu choice.

This function allows the user to select the date range for the report, the data fields to be
included in the report, when to page break, and to select the accumulator to be included
in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report title at the top of the
window when only one employee is selected.

The dialog box for the Payroll Accumulator Report option in the reports menu appears
as follows:

Payroll Accumulator Report - Y'Y [z N |

i
File Help
~Date Range

Start:  [RkFFLEEAT End: I1EIEI?II]H:’I]?

-Report Fields
¥ Accumulator [+ Date From [+ Control Flag

[ Description [+ Date Until [+ Mod. Lower Level
[ Short Desc [+ Payout Flag [+ Journalize Flag
[ Evaluation [+i Cheque Flag [/i Negatives Flags
¥ Max. Values [+ Parameters [+ Calculation Code
[+ Fized Values [+ Selections [+i Prime Earning

Print To
® Printer

| Print Report | | Cancel | (J Screen

Accumulators

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range To limit the range of the report the starting and ending date may be entered. If both
Selection dates are zero the entire report will print from the starting date until the end of the
report.
Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.
Field Description
Accumulator When this field is checked the accumulator code for the payroll
accumulator will be printed.
Description When this field is checked the description for the payroll accumulator
will be printed.
Short Desc. When this field is checked a short description for the payroll
accumulator will be printed.
Evaluation When this field is checked the evaluation for the payroll accumulator
will be printed.
Max. Values When this field is checked the maximum values for the payroll

accumulator will be printed.

Fixed Values When this field is checked the fixed values for the payroll
accumulator will be printed.

Date From When this field is checked the date the accumulator is effective from
for the payroll accumulator will be printed.

Date Until When this field is checked the date the accumulator is effect until for
the payroll accumulator will be printed.

Payout Flag When this field is checked the payout flag for the payroll
accumulator will be printed.

Cheque Flag When this field is checked the cheque flag for the payroll
accumulator will be printed.

Parameters When this field is checked the parameters for the payroll
accumulator will be printed.

Selections When this field is checked the selection flag for the payroll
accumulator will be printed.

Control Flag When this field is checked the control flag for the payroll
accumulator will be printed.

Mod. Lower When this field is checked the message if the accumulator is
Level modifiable at a lower level for payroll accumulator will be printed.

Journalize Flag | When this field is checked the Journalize flag for the payroll
accumulator will be printed.

Negative Flag When this field is checked the accumulators that allow negatives will
be printed.

Calculation Code | When this field is checked the calculation code for the payroll
accumulator will be printed.

Prime Earnings | When this field is checked the prime earnings for the payroll
accumulator will be printed.

356 Can-Pay Computer Software




REPORTS - 6

Page Break If the box to the left of yes has a check mark the report will start each accumulator
object.

Select To choose accumulators to the Payroll Accumulator Report Select the Select
Accumulator  Accumulator object.
Selection
For instructions on how to select accumulators refer to page 2 of the common payroll
selection screen chapter.
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Global Payrate Reports

The Global Payrate Reports menu from the menu bar is used to print payrate reports
from the payroll data.

The Global Payrate Reports menu appears as follows:

¥ Grandkiaster Human Resources E [ ﬂ

-
File Employee Compensation Position Definition Help

Printer Setup
Wwork Time Reports
uy Incident Reports
Leave Reporis
Eenefit Reports
Position Reports
eValuation Reporis
5kills Report
Hame and Address
Employee Profile Report
alttomotive Reports I
Job Equipment Reports )
pAyroll Payrate Reports |

Global Eaming Report Global Payrate Reports |
tlobal Deduction Report Master File Reports 3
Global Accumulator Report Custom Reports 3

w W v v v v

&~ Global Payrate Reports
m Global Earning Report
» Global Deduction Report

m Global Accumulator Report
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Global Earning Report

The Global Earning Report option prints a listing of the Earning Payrates for each
employee, payroll or global payroll depending on the menu choice.

This function allows the user to select the date range for the report, the data fields to be
included in the report, when to page break, and to select the earning & position to be
included in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report title at the top of the
window when only one employee is selected.

The dialog box for the Global Earning Report option in the reports menu appears as
follows:

B4 Global Earning Report [z N N |

File Help
~Date Range

Start: 199?!03!03 End: I199?fl]9fl]?

~Report Fields
[ Earning [+ Date From [ Control Flag

[+ Position [+ Date Until ¥ Mod. Employee
[+ Desc. [+#] Short Desc [#i Contra Settings
[+ Rate [+ Unit Amount [+f] Taxable Amts.

[+ Units [+f] Base [+f] Taxable Hours

¥ Usage [+ Multiplier [+ Rate Table

¥ E.l. Flags

~Selection Options Print To

Earnings I # Printer
Positions | @ Screen

| Print Report I | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
Selection

Report Fields
Selection
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To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will print from the starting date until the end of the

report.

A data field is selected for the report when the box to the left of the field has a check

mark.
Field Description
Earning When this field is checked the earning code for the global earning will
be printed.
Position When this field is checked the position for the global earning will be
printed.
Description When this field is checked the long description for the global earning
will be printed.
Rate When this field is checked the rate for the global earning will be printed.
Units When this field is checked the units for the global earning will be
printed.
Usage When this field is checked the usage for the global earning will be
printed.
Date From When this field is checked the date the earning is effective from for the
global earning will be printed.
Date Until When this field is checked the date the earning is effective until for the
global earning will be printed.
Short Desc. When this field is checked the pay statement description for the global
carning will be printed.
Unit Amount When this field is checked the earning unit amount for the global
carning will be printed.
Base When this field is checked the base earning to calculate multiples on or
for the global carning will be printed.
Multiplier When this field is checked the multiplier for the global earning will be
printed.
Control Flag When this field is checked the control flag for the global earning will be
printed.
Mod. Employee | When this field is checked the message if the earning is modifiable at an
employee level for global earning will be printed.
Contra Settings | When this field is checked the contra settings for the global earning will
be printed.
Taxable Amounts | When this field is checked the taxable amount for the global earning will
be printed.
Taxable Hours When this field is checked the taxable hours for the global earning will
be printed.
Rate Tables When this field is checked the rate tables for the global earning will be
printed.
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Page Break
Selection

Select Earnings
Selection

Select Positions
Selection

Ifthe box tothe left of yes has a check mark the report will start each earning object.

To choose earnings to the Global Earning Report select the select earnings object.

For instructions on how to select earnings refer to page 6 of the common payroll
selection screen chapter.

To choose selected positions for the Position Assignment Report select the Select
Positions object.

For instructions on how to select positions refer to page 9 of the common payroll
selection screen chapter.

If you have selected positions the message Exclude Selections or Include Selections
will be displayed beside the selection button when you return to the select report object
dialog box.
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Global Deduction Report

The Global Deduction Report option prints a listing of the Deduction Payrates for
each employee, payroll or global payroll depending on the menu choice.

This function allows the user to select the date range for the report, the data fields to be
included in the report, when to page break, and to select the deduction to beincluded in
the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report title at the top of the
window when only one employee is selected.

The dialog box for the Global Deduction Report option in the reports menu appears

as follows:
£ Global Deduction Report = o E
File Help
-Date Range
Start:  [LREFESAEEAL End: |1EIHHI]9.-’I]?
~Report Fields
[+ Deduction [+ Date From [ Mod. Employee
[+i Description [+ Date Until [#] Ben. on Cheque
[+] Short Desc [+ Parameters [+ Benefit Subject To
[+ Class [+] Selections ¥ Distribute Benefit
[+i Usage [+ Fized Amts [+ EFT Deduction
[+ Calc Code [+ Journalize ¥ EFT Benefit
Deductions I Print To
(®] Printer
| Print Report I | Cancel @ Screen
Saving... The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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Date Range
Selection

To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will print from the starting date until the end of the
report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

Field

Description

Deduction

When this field is checked the deduction for the global deduction will
be printed.

Description

When this field is checked the description for the global deduction will
be printed.

Short Desc.

When this field is checked the short description for the global
deduction will be printed.

Class

When this field is checked the class for the global deduction will be
printed.

Usage

When this field is checked the usage for the global deduction will be
printed.

Calculation Code

When this field is checked the calculation code for the global deduction
will be printed.

Date From

When this field is checked the date the deduction is effective from for
the global deduction will be printed.

Date Until

When this field is checked the date the deduction is effective until for
the global deduction will be printed.

Parameters

When this field is checked the parameters for the global deduction will
be printed.

Selections

When this field is checked the selections for the global deduction will
be printed.

Fixed Amts

When this field is checked the fixed amounts for the global deduction
will be printed.

Journalize

When this field is checked the journalize for the global deduction will
be printed.

Mod. Employee

When this field is checked the modify employee for the global
deduction will be printed.

Ben. On cheque

When this field is checked those benefits that are printed on a cheque at
the global level will be printed.

Benefit Subject To

When this field is checked the global benefit is subject to information
will be printed.

Distribute Benefit

When this field is checked the global distribution of benefits will be
printed.

Eft Deduction

When this field is checked the Global EFT Deduction information will
be printed.

EFT Benefit

When this field is checked the global EFT benefit information will be
printed.
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Page Break If the box to the left of yes has a check mark the report will start a new page for each
Selection deduction object.

Select Deductions To choose deductions for the Global Deduction report select the select deduction
Selection object.

For instructions on how to select deduction refer to page 3 of the common payroll
selection screen chapter.
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Global Accumulator Report

The Global Accumulator Report option prints a listing of the Accumulator Payrates
for each employee, payroll or global depending on the menu choice.

This function allows the user to select the date range for the report, the data fields to be
included in the report, when to page break, and to select the accumulator to be included
in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report title at the top of the
window when only one employee is selected.

The dialog box for the Global Accumulator Report option in the reports menu
appears as follows:

&4 Global Accumulator Report = o

File Help
Start:  [[REFFALEAL End: |199?.o'l]9.’l]?

-Date Range

~Report Fields
[+ Accumulator [+ Date From [ Control Flag

[+ Description [+ Date Until [+ Mod. Lower Level
[+ Short Desc [+ Payout Flag [ Journalize Flag
[+i Evaluation [+i Cheque Flag [#i Hegatives Flags
[+ Max. Values [+ Parameters [+ Calculation Code
[+ Fixed ¥alues [+ Selections [#i Prime Earning

Accumulators I Print To———

(® Printer

| Print Report | | Cancel | () Screen

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
Selection

Report Fields
Selection
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To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will print from the starting date until the end of the

report.

A data field is selected for the report when the box to the left of the field has a check

mark.
Field Description
Accumulator |When this field is checked the accumulator code for the global accumulator
will be printed.
Description | When this ficld is checked the description for the global accumulator will be
printed.
Short Desc. | When this field is checked a short description for the global accumulator will
be printed.
Evaluation When this field is checked the evaluation for the global accumulator will be
printed.
Max. Values |When this field is checked the maximum value for the global accumulator
will be printed.
Fixed Values |When this field is checked the fixed values for the global accumulator will be
printed.
Date From When this field is checked the date the accumulator is effective from for the
global accumulator will be printed.
Date Until When this field is checked the date the accumulator is effective until for the
global accumulator will be printed.
Payout Flag | When this field is checked the payout flag for the global accumulator will be
printed.
Cheque Flag | When this field is checked the Cheque flag for the global accumulator will
be printed.
Parameters | When this field is checked the parameters for the global accumulator will be
printed.
Selection When this field is checked the selection for the global accumulator will be
printed.
Control Flag | When this field is checked the control flag for the global accumulator will be
printed.
Mod. Lower |When this field is checked the message if the accumulator is modifiable at a
Level lower level for global accumulator will be printed.
Journalize Flag | When this field is checked the journalize flag for the global accumulator will
be printed.
Negative Flag | When this ficld is checked the negative flag for the global accumulator will
be printed.
Calculation Code| When this field is checked the calculation code for the global accumulator
will be printed.
Prime Earning | When this ficld is checked the prime earning for the global accumulator will
be printed.
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Page Break If the box to the left of yes has a check mark the report will start each accumulator
object.

Select To choose accumulators to the Global Accumulator Report Select the Select
Accumulator  Accumulator object.
Selection
For instructions on how to select accumulators refer to page 2 of the common payroll
selection screen chapter.
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Master File Reports

368

The Master File Report menu from the menu bar is used to print reports from the
human resource data.

The Master File Reports menu appears as follows:

= 7 d [
File Employee Compensation Position Definition Help

Printer Setup

‘Work Time Reports

uy Incident Reports

Leave Reporis

Benefit Reports

Position Reports
eValuation Reports
Skills Report

Hame and Address
Employee Profile Report
alttomotive Reports 3
Job Equipment Reports )
payioll Payrate Reports
Global Payrate Reports )

- T v W W W

User Defined Code Report || Master File Reports

Position Table Report Custom Reports r
Lalender Report

Availability Report

Payroll Earning Table Report
Global Earning Table Report

&~ Master File Report
m User Defined Code Report

m Position Table Report

Calendar Report

Avalilability Report

Payroll Earning Table Report
» Global Earning Table Report
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User Defined Code Report

The User Defined Code Report prints a listing of the user defined codes information
for the code group. This function allows the user to select a desired code group for the
report if no group was selected all groups will be printed.

Forinstructions on how to select group codes refer to page 34 of the common selection
screen chapter.

If you have selected groups the message Exclude Selections or Include Selection will
be displayed beside the selection button when you return to the place where the select
option was required.

The dialog box appears as follows:

User Defined Code Report
ile Help

Select Codes

Print Report Cancel

Report Fields

Fields Description

Code Name This field prints the name of the code.

Code Description | This field prints the description of the code.

&~ All groups will print on a separate page. The group name and description will print
before all the code names, and if the code has data records enabled that message will
print after the description.
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Position Table Report

The Position Table Report option prints a listing of Position Information.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the object to include or
exclude in the report.

If a single position was selected before running this program only that position will be
printed. The name of the position will be shown after the report name at the top of the
window when a single position has been selected. The Select Positions option will not
be available when a single position has been selected.

The dialog box for the Position Table Report option in the Reports menu appears as
follows:

4 Position Table Report
File Help |

-Date Range
Start:  |[EEFIIHE End: 1996709714 |

-Report Fields
[ Position [l Start Date [+l Description

] Type [ End Date [/] Distribution

[¥f] Class [+1 Pay Table [#1 Hour Allocation
~Sort Order

() Position Code () Position Description

| Select Positions |

| Print Report I | Cancel |

Saving... The selections made by the user can be saved by selecting the Save Parameters in the
File menu.
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Date Range
Selection

To limit the range of the report you may enter the starting and ending date. If both dates
are zero the entire report will be printed. If only the ending date is zero the report will
be printed from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following nine data fields.

Field Description

Position When this field is checked the position will be printed on the report.

Description

When this field is checked the description of the position will be printed on the
report.

Type

When this field is checked the position type code will be printed on the report.

Class

When this field is checked the position class code will be printed on the report.

Start Date | When this ficld is checked the starting date of the position will be printed on

the report.

End Date | When this field is checked the ending date of the position will be printed on the

report.
When this field is checked the pay table will be printed on the report.

Pay Table
Distribution |When this field is checked the distribution will be printed on the report.

Hour When this field is checked the position hour allocation will be printed on the
Allocation  |report.

REPORTS
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Select Positions
Selection

Description Field
Selection

Sort Order
Selection

372

To choose selected positions for the Position Assignment Report select the Select
Positions object.

For instructions on how to select positions refer to page 6 of the common selection
screen chapter.

If you have selected positions the message Exclude Selections or Include Selections
will be displayed beside the selection button when you return to the select report object
dialog box.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.

The sort order selection for the report allows for the following sort order selections:

m Position Code - User Defined Code

m Position Description - User Defined Description
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Calendar Table Report

The Calendar Table Report prints a listing of calendar holiday information. This
function allows the user to select the date range for the report.

The dialog box for the Calendar Table Report option in the Master File Report menu
appears as follows:

Calendar Table Report % o £
|

&
File Help

Date Range

Start: |1995!11:"I]2 End: [RRk]ra N FE]

Print Report I | Cancel |

Date Range To limit the range of the report the starting and ending date may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Fields

Field Description

Calendar Date This ficld contains the calendar date.

Statutory Holiday This field contains the message statutory if it is a statutory
holiday.

Calendar Holiday This field contains the message calendar holiday if it is a
calendar holiday.

Description This field contains the user defined description of the
calendar holiday when available.

Included This field is a list of user defined codes to be included.
Excluded This field is a list of user defined codes to be excluded.

&~  The user defined codes allows up to 100 characters these codes are used in sc
generation to determine if the calendar date is included or excluded.
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Availability Report

The Availability Report prints a listing of the available time for each employee. This
function allows the user to select the date range for the report.

The dialog box for the Availability Report option in the Master File Report appears as
follows:

Employee Availablity Report Z el

7
File Help

Date Range

Start: IDBGGIGUIBU End: IBGBB:’UO:"UB

| Print Report I |Qancel|

Date Range To limit the range of the report the starting and ending date may be entered if both dates
Selection are zero the entire report will be printed. If only the ending date is zero the report will
print from the starting date until the end of the report.
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Report Fields

Field

Description

Employee Name

This field is the name of the employee.

Start Date

This field is the starting date of this availability
information.

End Date

This field is the ending date of this availability
information.

Weeks

The number of weeks in the cycle is entered in this field.

Week-1

This field is used to show the day number of the week
when an employee is available to work in week one.

Week-2

This field is used to show the day number of the week
when an employee is available to work in week 2.

Week-3

This field is used to show the day number of the week
when an employee is available to work in week 3.

Week-4

This field is used to show the day number of the week
when an employee is available to work in week 4.

Available Hours

This field is used to show the number of hours the
employee is available to work in the week.

Day of Week

This field is the day of week specified by the day
number.

Starting Time

This field is the starting time that the employee is
available on this day.

Ending Time

This field is the ending time that the employee is
available on this day.

Preferred Days

This field is used to show the day number of the week
that an employee prefers to work.

Preferred Hours

This field is used to show the number of hours the
employee prefers to work in the week.

Starting Time

This field is used to show the starting time the employee
prefers to work.

Ending Time

This field is the ending time the employee prefers to
work.

Can-Pay Computer Software

REPORTS




6 - REPORTS

Payroll Earning Table Report

The Payroll Earning Report prints a listing of the earnings for each employee. This
function allows the user to select the date range for the report.

The dialog box for the Payroll Earning Table Report option in the Master File Report
appears as follows:

¥ Earning Table Report - DED-TEST [ N

File Help

-Date Range

atart: |1HH?J'I]5!I]5 End: |.|1HH?I11II]1

Print Report I | Cancel

Date Range To limit the range of the report the starting and ending date may be entered if both dates
Selection are zero the entire report will be printed. If only the ending date is zero the report will
print from the starting date until the end of the report.
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Global Earning Table Report

The Global Earning Table Report prints a listing of the earnings for each employee.
This function allows the user to select the date range for the report.

The dialog box for the Global Earning Table Report option in the Master File Report
appears as follows:

Global Earning Table Report Z = 2

-
File Help

Date Range

Start: |1EI!]E!11!02 End: I|11EIEI11!30

| Print Report I ‘Qancell

Date Range To limit the range of the report the starting and ending date may be entered if both dates
Selection are zero the entire report will be printed. If only the ending date is zero the report will
print from the starting date until the end of the report.
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8 - Common Selection Screens

Accumulators

The Payroll Accumulator Selection screen allows you to select accumulators from the
list of activities displayed.

The dialog box for the Payroll Accumulator Selection appears as follows:

£ Fayroll Accumulator Selection - 0000070908 = =
File Help
.0001 VACATIOM j

0002 HOL PAY
0003 SICK TIME

I Ok I | Cancel I | Clear Selections I @ Include (J Exclude

The accumulators are selected by clicking on the desired accumulator with the mouse
once, this accumulator will now be highlighted. Any number of accumulators may be
selected by repeating this procedure.

When all the desired accumulators are selected click on the OK button.

To de-select a single accumulator simply click on the highlighted accumulator and it
will nolonger be selected. To de-select all the selected accumulators click on the Clear
Selection object.

When you are selecting certain accumulator you may include or exclude all the
selected accumulators in the report. This is done by clicking on the Include or Exclude
object.
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Deductions

The Payroll Deduction Selection screen allows you to select deduction from the list of
deductions displayed.

The dialog box for the Payroll Deduction Selection appears as follows:

Fanoll Dedarian belerfim - DTRHE] ST

Ea: Heip

DDEE PEMETOH - |
e Sl

DDEI Lid.
ODRA Fami Iy
n0bs 110w

|Tt| _E—i (hawr Selecilons | inchde F st

The deductions are selected by clicking on the desired deductions with the mouse
once, this deduction will now be highlighted. Any number of deductions may be
selected by repeating this procedure.

When all the desired deductions are selected click on the OK button.

To de-select a single deduction simply click on the highlighted deduction and it will no
longer be selected. To de-select all the selected activities click on the Clear Selection
object.

When you are selecting certain deductions you may include or exclude all the selected
activities in the report. This is done by clicking on the Include or Exclude object.
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Select Activity Selection

The Select Activity Selection screen allows you to select activities from the list of
activities displayed.

The dialog box for the Activity Selection appears as follows:

eal Select - Activity Codes
File Help
: GEN OFFICE General Office Duties 1=
INSULIH Insulin Injections
LUKCH meal prep for lunch
PLANT Plant area
SHIPPING Shipping and Receiving area
SHOP Machine Shop
|
| OK I | Cancel | | Clear Selections | (#) Include ) Exclude

The activities are selected by clicking on the desired activities with the mouse once,
this activity will now be highlighted. Any number of activities may be selected by
repeating this procedure.

When all the desired activities are selected click on the OK button.

To de-select a single activity simply click on the highlighted activity and it will no
longer be selected. To de-select all the selected activities click on the Clear Selection
object.

When you are selecting certain activities you may include or exclude all the selected
activities in the report. This is done by clicking on the Include or Exclude object.
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Select Area Selection

The Select Area Selection screen allows you to select areas from the list of areas

displayed.
The dialog box for the Area Selection option appears as follows:
) Select - Area Codes ﬂE'
File Help
i BEW¥ TEST  test code for area i~ |
EAST East End
HOME1 Home Care Area 1
NORTH North Wing
SOUTH South Fork

| Ok I Cancel | | Clear Selections | (#) Include ) Exclude

The areas are selected by clicking on the desired area with the mouse once, this area
will now be highlighted. Any number of areas may be selected by repeating this
procedure.

When all the desired areas are selected click on the OK button.

To de-select a single area simply click on the highlighted area and it will no longer be
selected. To de-select all the selected areas click on the Clear Selections object.

When you are selecting certain areas you may include or exclude all the selected areas
in the report. This is done by clicking on the Include or Exclude object.
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Select Earnings Selection

The Select Earnings selection allows you to select earnings from the list of earnings
displayed.

The dialog box for the Earnings Selection appears as follows:

b4 Global Earnings Selection Screen HE-

File Help

: 0001 Reqular Earnings [~
0002 Overtime Earnings

| 0K I | Cancel | | Clear Selections | (®) Include () Exclude

The earnings are selected by clicking on the desired earnings with the mouse once, the
earning will now be highlighted. Any number of earnings may be selected by
repeating this procedure.

When all the desired earnings are selected click on the OK button.

To de-select a single earning simply click on the highlighted earning and it will no
longer be selected. To de-select the all selected earnings click on the Clear Selection
object.

When you are selecting certain earnings you may include or exclude all the selected
earnings in the report. This is done by clicking on the Include or Exclude object.
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Select Grand Master Payroll File

One of these payrolls must be selected for scheduling. The payroll is selected by
placing the cursor over the payroll and clicking on the left-hand mouse button. The
payroll selected will appear in the main menu screen.

The following dialog box appears:

& Select Grandtaster Payroll File El e =

File Help

DED-TEST deduction tes

0K | Cancel | | Insert | | Update | | Delete |

Inserting a New Payroll

The INSERT button will allow the user to add a new payroll to the list of available
payrolls. To insert a new payroll the following steps should be taken:

1. Select theNSERT button.

2. Type in the name of the new payroll in the dialog box that appears and select
the OK button.

3. In the new dialog box type in the name, description, and path to payroll in the
proper fields.

4. In the payroll password if you click on the enable password the set passwo
button will be available.

5. Select thésaveoption from the~ile menu and then select tb& button.
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6. Your new payroll will now be displayed on the screen.
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VIII

Updating an Existing Payroll

If the UPDATE button is selected the user will be able to update the name, description,
and/or path to the payroll. To update the payroll follow these steps:

1. Select theJPDATE button.

2. A dialog box will appear which displays the name, description, and path to
payroll. Make changes to the necessary fields.

3. Select the Save option from the File menu and then seleokthatton.

4. In the payroll password if you click on the enable password the set password
button will be available.

Deleting an Existing Payroll

If the DELETE button is selected the user will be able to delete the payroll.
To delete the payroll follow these steps:
1. Select the DELETE button.
2. You are asked to confirm the delete. Click on yes to delete the payroll.
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Select Positions Selection

The Select Positions Selection screen allows you to select positions from the list of
positions displayed.

The dialog box for the Position Selection appears as follows:

Report Multiple Position Selection

File Help

CAIDE Nurses Aide |
COOK Cook
DIR Director
DOODA DooDad

EXECDIR Executive Director
FULLWORK Full Time Worker
LABOURER General Labour
HURSE 1 Nurse 1
_HIBSE 2 A Hurse

| 0K I | Cancel | | Clear Selections I (#) Include () Exclude

The positions are selected by clicking on the desired position with the mouse once, this
position will now be highlighted. Any number of positions may be selected by
repeating this procedure.

When all the desired positions are selected click on the OK button.

To de-select a single position simply click on the highlighted position and it will no
longer be selected. To de-select all the selected positions click on the Clear Selections
object.

When you are selecting certain positions you may include or exclude all the selected
positions in the report. This is done by clicking on the Include or Exclude object.

Can-Pay Computer Software IX

z &
SE
%o
=
o H




8 - Common Selection Screens

Select Reasons Selection

The Select Reasons Selection screen allows you to select reasons from the list of
reasons displayed.

The dialog box for the reason selection appears as follows:

3 Select - Reason Codes Bl=l
File Help
i LOST Lost in space ]
|
| Ok I | Cancel | | Clear Selections | () Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, the
reasons will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected click on the OK button.

To de-select a single reason simply click on the highlighted reason and it will no longer
be selected. To de-selectall the selected reasons click on the Clear Selection object.

When you are selecting certain reasons you may include or exclude all the selected
reasons in the report. This is done by clicking on the Include or Exclude object.
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Select Shifts Selection

The Select Shifts Selection screen allows you to select shifts from the list of shifts
displayed.

The dialog box for the Shift Selection appears as follows:

¥ Multiple Shift Selection =[O
File Help

. SVACATION Vacation
SSICK Sick Leave
SIHLIEU Time Off In Lieu
STRAINING Training
SOTHER Other Leave
SHOTAVAIL HNot Available
SOMCALL On Call

DAY Day Shift
FYEH Fyenino Shift
I 0K I | Cancel I | Clear Selections | ) Include ) Exclude

The shifts are selected by clicking on the desired shifts with the mouse once, the shift
will now be highlighted. Any number of shifts may be selected by repeating this
procedure.

When all the desired shifts are selected click on the OK button.

To de-select a single shift simply click on the highlighted shift and it will no longer be
selected. To de-select the all selected shifts click on the Clear Selections object.

When you are selecting certain shifts you may include or exclude all the selected shifts
in the report. This is done by clicking on the Include or Exclude object.
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Select Single Client Selection

The Select Single Client Selection screen allows you to choose to select only one client
from the list of clients displayed.

The dialog box for the client selection appears as follows:

Lils Eip
| - Salnci Dplim
Galpen Eres

: Fiun (b

i Umpars Oyliors
3 o Twaw Apilainy Sohskiss
o e F ol Sl i

i
i Hripl o
& Frlnim

Seresn

™

Next Client Pressing the next button or selecting the next client option from the File menu will
bring up the next client in the list.

Previous Client  Pressing the previous client button or selecting the previous client option from the File
Menu will go back to the previous client in the list.

F8 (List) Pressing the F8 key or selecting the list client option from the file menu will bring up a
list of clients.

ESC (Exit) The ESC key will exit the user from the current screen.
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Select Single Employee Selection

The Select Single Employee Selection screen allows you to select only one employee
from the list of employees displayed.

The dialog box for the employee selection appears as follows:

4 Employee Hame Selection ﬂﬂ.
File Help

Hame: | |

| Hext | | Previous

Next Employee  Pressing the Nextbutton or selecting the next employee option from the File menu will
bring up the next employee in the list.

Previous Pressing the Previous button or selecting the previous employee option from the File
Employee Menu will go back to the previous employee in the list.
F8 (List) Pressing the F8 key or selecting the list employee option from the file menu will bring

up a list of employees. The list will vary depending on whether or not a payroll has
been selected. If no payroll is selected all employees will appear in the list. However
if a payroll is selected only the employee in that payroll will appear in the list.

ESC (Exit) The ESC key will exit the user from the current screen.

The search technique that is set will change the order that the employees appear in the
list.
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Select Skill Selection

The Select Skills Selection screen allows you to select skills from the list of skills
displayed.

The dialog box skill selection appears as follows:

-4 Select - Human Resources Skill Codes ﬂE'

File Help
: B0-UWPM 80 Yords per Minute Typing 1=
GERMAN German Language

TELEPHOME Answer 20 line phone and direct calls
WELDI NG Journeyman Welding

OK | Cancel | | Clear Selections | {#) Include () Exclude

The skills are selected by clicking on the desired skill with the mouse once, this skill
will now be highlighted. Any number of skills may be selected by repeating this
procedure.

To de-select a single skill simply click on the highlighted skill and it will no longer be
selected. To de-select all the selected skills click on the Clear Selections button.

When you are selecting certain skills you may include or exclude all the selected skills
in the report. This is done by clicking on the Include or Exclude objects.
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Select Subactivity Selection

The Select Subactivity Selection screen allows you to select subactivities from the list

of sub activities displayed.

The dialog for the Subactivity selection appears as follows:

Select - Subactivity Codes
ile Help

I

No Objects Present i~ |

| Ok I Cancel | | Clear Selections | (#) Include ) Exclude

The subactivities are selected by clicking on the desired subactivity with the mouse
once, this subactivity will now be highlighted. Any number of subactivities may be

selected by repeating this procedure.

When all the desired subactivities are selected click on the OK button.

To de-select a single subactivity simply click on the highlighted subactivity and it will
now longer be selected. To de-select all the selected subactivites click on the Clear

Selections object.

When you are selecting certain subactivities you may include or exclude all the
selected sub activities in the report. Thisis done by clicking on the Include or Exclude

object.
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Select Subarea Selection

The Select Subarea Selection allows you to select sub areas from the list of sub areas

displayed.
The dialog box for the Subarea selection appear as follows:
B Select SwareaCodes ]
File Help
Ho Objects Present |
|
IQ_KI ’W | Clear Selections | (#) Include () Exclude

The subareas are selected by clicking on the desired subareas with the mouse once, this
subarea will now be highlighted. Any number of subareas may be selected by
repeating this procedure.

To de-select a single subarea simply click on the highlighted subarea and it will no
longer be selected. To de-select all the selected subareas click on the Clear Selections
object.

When you are selecting certain subareas you may include or exclude all the selected
subareas in the report. This is done by clicking on the Include or Exclude object.
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