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Introduction

The Human Resource Control Centre application is designed to facilitate the entry,
maintenance, retrieval and archiving of key analytical data with regards to managing
employee information in a corporate or small business environment.

The core functions include

Employee information,

Salary & Appraisals,

Attendance register,

Training & Qualifications,

Grievances & Discipline,

Family details,

Accident Register,

Loans & Issues,

. Interests & Career Development,

0. Leave analysis and

1. Benefits.
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Sub-modules include a:

Membership organizer,

Event Manager,

Recruitment Manager,
KPI/QA database,

Fleet manager and

Fringe Benefits tax calculator.
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In addition there are ancillary programs like an
1 Employee In/Out board,

2. List server for mass emailing capability
3. To Do lists

4 Print ID Cards

5 Electronic Rolodex as a contact manager

If there are specific requirements you need for your company we will customize the
system to suit. It is written in a modern windows based graphical style utilizing the latest
in technology and updated regularly to keep up to date with trends.

The evaluation version of the software is restricted to a limited number of transactions and
master records. Once registered, you are limited to the number that you purchase and which
you may upgrade at any time. For example you may initially purchase a single user, 100
employee license and then upgrade it to a 5 user, 500 Employee license the next year. A
good rule of thumb is to choose number of employees as one and a half times what you
currently have eg, if you have 50 employees, choose 50 x 1.5 = 75, but the next option up is
only 100.



Print Setup

Most of the reports are set to A4 size.

The first thing you would do is set up the printer details if you are printing over a network.
Choose a printer that is set for A4 sheet feeder as all the reports in the application are set for
this. In addition all reports are previewed before being sent to the printer. Go to Properties if
you need to change the number of copies etc. You can choose which pages to print on the
File Menu of the print preview. After choosing the page range click on the Print icon.

When printing reports you may want to print a particular page and not the whole report. You
can do this by going to File (after printing to screen) and choosing “Pages to print” and then
inputting the page range eg, 1-3, 3-3, 5-6 etc. Then click on the printer icon to output those

pages only.



System Setup

This option is accessed through the System — Maintain System Setup menu.

The system setup includes all the details that are global to the whole organization. It is
important to get the details here correct as it flows through out the entire system. Most of the
fields are self-explanatory. Set up the terms correctly and the start and end dates are
inclusive. The first screen sets up the company details. Whatever you put in here will flow
through to the Registration form. It is a good idea to enter your details here first before you do
anything else.

On the second <Tab> you will find the system date and the supervisor password. The first
time you use the system to change the password you need to type “roll” as current password
and then change the password and verify it by typing it in again. It is a good idea to change it
and allow access to the “System Menu” to only the user “SUPER’.

This screen also contains the registration details. On the Registration form that will be faxed
or e-mailed back to you will contain the serial number. Any restrictions will be lifted once the



product is registered. Please note that the Serial number is based on the Company name
(case sensitive), the number of companies, the number of users and the number of
employees. A good rule of thumb is to choose number of employees as one and a half times
what you currently have eg, if you have 50 employees, choose 50 x 1.5 = 75, but the next
option up is only 100.

Control What It Does

Tax Number Your company’s IRD Number
Take Backup on Exit  Invoke the backup system on exiting the HR System
To Do List on Startup  Display the “To Do” list when starting the HR system

<Tab > 4 Deals with Lateness and attendance parameters.

These parameters are used to set up shift times to be compared against an employees arrival
for work for their allocated shift. A lateness tolerance is entered after which the employee is
considered late for work. If your company has a single shift say from 8:30am to 5:00pm, then
leave the afternoon and evening shifts blank. By default everyone should be in to work by the
morning shift time specified here but you can set individual arrival times for employees in the
employee master file. The allowable lateness is a parameter that indicates outside which time
the employee is considered late. For example if the morning shift time is 7:30am, if the
allowable lateness is 15 minutes, then anyone arriving after 7:45am is considered late and an
entry should be made in the lateness register.



The fifth <Tab> deals with user-defined fields and ID Cards.

On the left are user customizable fields that can be used in the Employee Masterfile.

On the right you can choose what prints out on the Employee ID Card by ticking the objects
that you want printed.

The sixth <Tab> lets you choose which background you would like for the application. It could
be a company banner or just some scenery that you particularly like. Putting a picture of your
family may not be wise as the wallpaper is common to all users. Also choose your company
logo for display on reports etc.

Click on the lookups and navigate to where the images are kept. You can also choose the
orientation of the image: choices are Centered, Tiled or Stretched.



The last <Tab> allows you to enter all registration information so that you may enter
information into the modules that you purchase.

No of Companies Choose number of companies for licensing. Valid choices are
1,10,20,100 and unlimited.
No of Users Choose number of Users. The number of users, number of

employees and the Company Name is used to generate the Serial
Number for registration. Valid choices are 1,5 and 10.

No of Employees Choose maximum number of employees that are input into system.
Valid choices are 20,100, 50 and unlimited.
Serial Number Enter Registration code that is supplied by the Vendor. Print out the

registration form in the ®elp Menu@and fill in the details and fax it.
You should receive a Serial number within 24 hours if paying by
Credit card. Alternatively email to: amblin@xtra.co.nz with Company
details (Name, Postal Address).

Successful Registration Once you have entered the serial number that you received, the
successful registration flag should change to ‘Y’ and you it will no
longer be just a demonstration version. You will be restricted to the
number of companies, users and employees that you chose above.
Please note that the Fringe Benefits Tax software requires a
separate registration.



Employee Masterfile Setup (“Staff” button)

Most of the fields are self-explanatory and when in doubt you can right click and invoke the
context sensitive help to see what that particular field is about. The Demo system only allows
10 employees but once it is registered it allows as many employees as the license you buy
eg, 100, 500, 500+ employee license. You can find an employee by IRD Number, Last Name
or Employee number (as shown by the tabs). You can go to the record of your choice by
entering the number in the locator box and pressing <TAB>. You may choose to display only
Active, Inactive or Both by clicking that option (on the lower right of the screen). Double
clicking the highlighted record takes you into the record for that employee. You can add a new
employee by right clicking and choosing <Insert> or just hitting the <Insert> key on your
keyboard. Clicking on any of the 11 options below the browse box brings up the
corresponding records for that employee (eg, Williams Brad & Training or Salary or Discipline
etc). Note that you cannot add a record here, only change them.

An employee information report can be printed by clicking on the Printer icon. The highlighted
employee will print out. You can filter the browse by clicking on “Active”, “Inactive” or “Both” to
show a selection of the employees. Note: The browse excludes all employees who do not
have a valid “Type” or “Membership Type”. Employees with blank “Type” and “Member Type”
will be dummy employees or Pools set up in the FBT module. You cannot save an employee
here with a blank “Type” and “Member Type” even if its “N/A”. The mandatory fields are
shown in red when inserting a new record.



There are 7 mandatory fields that you are required to enter before the system will allow you to
save the record. These are: IRD No, Employee No, Department, Area and Classification,
Type and Member Type.

Control
IRD Number
Employee No

Department
Branch/Area
Type

Member Type
Classification

Date Hired
Date Left

Note:

What it Does

Enter IRD Number - Maximum of 9 whole numbers or alternatively another
unigue number. The ID number on the right is a unique number.

Enter the employee number associated with this employee. This is usually
the number supplied by the payroll department.

Enter the department to which this employee is attached.

Regional location of employee within company.

Employee type, user-defined under “Maintain” menu

Associated with club membership, user-defined under “Maintain” menu
Usually related to how many hours the employee spends at work, full-time,
part-time, casual etc

Enter the date the employee started work at this company

Enter date the employees association with the company ended. Active flag is
un-ticked when a date is entered here. Also the Email flag is inactivated to
stop emails being sent out inadvertently.

Even though Insurance details and emergency contact details are catered for
here, you may use the Benefits and Family options to enter more
comprehensive details there. For example if an emergency contact cannot be
located, you may look in the family section for another contact.



The second <Tab> on the Employee master file deals with Photos, Diaries and Email
addresses. A diary note can be added against this employee with the latest additions at the
top. A text box on the right displays the information as you scroll through the diary entries.
Once you ‘action’ the diary note, it disappears from the browse, but you can see all the entries
by ticking the “Show All” checkbox. All completed (actioned) entries are shown in green.

You may choose a photo of the employee to display and to print in ID Cards etc. Add an
employee email address to send newsletters etc using the List server. If the ‘Active Email’ flag
is un-ticked then this employee will not receive an email. If you enter a date in the “Date Left”
field, then this field gets inactivated automatically. If you then come and re-tick this flag, it will
remain ticked and the employee will still receive emails to the address specified.



The third <Tab> of the employee master file deals with User-defined fields, Driving details,
Leave details and shift work settings for this employee.

Enter the drivers license number and valid classifications. These details can be found on the
employees license. Note whether there are conditions attached like restrictions, suspensions
or corrective lenses. These may be added as ‘Notes’ in the diary section.

The employee / pool (FBT) has dual use. It can include all the vehicles assigned to an
employee or it can be used for FBT pooled vehicle calculations in which case the “employee”
is in fact a dummy employee called for example “Administration” and includes vehicles
“EMG176", “PL808", “SJIX625" etc. This is used for calculations in the FBT module.

Enter the user-defined details for the employee. Remember you have set the descriptions of
the user-defined fields in the system setup. The first 3 fields are alphanumeric and the last
two are numeric.

Enter the shift start time for this employee and what the current shift is. In the above example,
the employee is an office worker who starts at 8:30am every day and the shift number is set
to 1. For a factory worker, there may be entries in all shifts and ‘Current Shift” may change
from week to week.

Enter the Annual, Special and Leave accrued from last year. For every entry you make in the
Leave register, it will subtract from the figures entered to give you a running total of how much
leave is left. You can view the breakdown of the ‘Annual Leave Used up’ and ‘Special Leave
Used up’ by clicking on the lookup buttons on the right.



The second last <Tab> on the Employee master file deals with important documents that may
be attached to this employee. There are three fixed documents at the top, these are:

1. The employee’s employment contract. Note: You can create an employment contract

using the RTF Form builder.

2. The employees resume’

3. The employees job description
These 3 are kept apart for easy reference. The rest of the documents can be attached via the
document archive. Simply press <Insert> for a new record. The employee number, name,
date and time created and accessed are all automatically filled in. Enter the document
description and the path to the document (use the lookup).

Depending on whether it is an MS Word file or an Acrobat Reader file, the icon displayed will
change accordingly. In addition the library can handle scanned objects in bitmap (.bmp), jpeg
(.jpg) or compuserve graphic interchange format (.gif). As a bonus you can also attach Excel
documents to the library.



The final part of the employee details captures details of credit cards and expense accounts
that are allocated to the employee. A lot of the companies allow the employee to use their
own credit cards for company purposes. In all cases you enter details of credit cards and
enter expenses, payments, credit limits, billing dates etc here. When entering details you
have to reconcile the expenses incurred as being chargeable to the company or the
employee. If the employee is liable then you may claim the amount through a deduction in

payroll. A legitimate authorized expense is paid by the company and the details entered into
the ledgers.



The first <Tab> deals with the details of the Account:

Vendor:

Card Type:
Address1:
Address2:
City:

Area Code:
Postal Code:
Account No:
Expiry Date:
Credit Limit:

Enter name of Institution that issues the credit card. This could be a bank or other
lending company.

Choose type of credit card eg, VISA, Mastercard, Amex etc

Enter Street or Postal address. Usually address where you would send payment.
Enter second line description of vendor address.

Enter city where vendor is situated.

Choose area code for vendor.

Choose postal code for vendor.

Enter the Credit card number or expense account code.

Enter date of when card ceases to be valid.

What is the credit card limit or expense account budget?

Current What is the current outstanding amount on this credit card. This should be the Balance:
sum of all unreconciled transactions.

Interest Rate:
Billing Date:
Balance Info:
Lost Card:

Enter the rate of interest that the vendor charges for this credit card.
On what day of the month is payment due on this card.

Enter telephone number to ring for credit card balance information.
Enter telephone number to ring if your card has been lost.

The transaction <Tab> allows of transaction detail into the system.

Charge Type:

Date:

Charge is a purchase type for goods or services. It increases the balance.
Payment is made on the balance on the account. It decreases the balance.
Interest is a fee for an overdue account. It increases the balance.

Fee is a generic charge. It increases the balance.

Cash advance is monies taken out against the card. It increases the balance.
Balance Due is used to enter existing balances into the system.

Enter date of transaction or date on invoice.

Amount: Enter the amount of the transaction.

Description:
Reconcile:

Enter a description of the transaction.
Reconciling the transaction means it is dealt with in the company ledgers and does

not affect the current balance.



Maintain Areas

Add Area codes, descriptions and postcodes that are relevant to your company.
Double click on an existing area record or press <Insert> to add a new area code. The
Area code is used to validate the area the employee belongs to.

Area Code: Put a meaningful code in here to reflect the name.
Area Name: Full Name of Area
Post Code: This is the Postal code for that area.

Maintain Department

This is used to enter a department description which is used later in the Employee and
Vehicle master files.



Maintain Employee Type

This field can be used in a variety of ways. It is another variable to group employees by. In the
QA example, it is used to distinguish ‘Field’ workers from ‘Office’ and ‘Management’ workers.

Maintain Member Type

This is used to enter the employee’s membership status. This may be related to their years of
service or the amount of subscription paid or some other criteria.

Maintain Employee Classification

This is used to enter whether the employee is Full-Time, Part-Time, Casual etc. It can also be
used according to your company’s particular needs.

Maintain Family Type

This is used to enter a description of the relationship to the employee of the family member.
Some examples are ‘Son’, 'Daughter’, 'Wife’, '"Husband’, 'Ward’ etc

Maintain Frequency Options

This is used to enter custom descriptions of the frequency of something happening. For
example it could be the frequency of Salary payments, Employee benefit deductions etc
Some examples of which may be “MONTH”", “WEEK”, “ANNUAL" etc. The description is
usually preceded by “per” as in “per FORTNIGHT".

Maintain Provider

This is used to enter custom descriptions of a provider of some product or service to the
organization. These are usually educational institutions that provide courses, healthcare or
insurance companies that provide benefits for the employees



Maintain Evaluation Parameters

This entry screen is used to input all the evaluation parameters which equate to the progress
of the employee. It is used later in the Salary appraisal process.

Maintain Body Part

Enter a body part description that will be later used in the Accident register. There is no limit
to the number of parts added.

Maintain Cause of Injury

Enter a custom description of how the injury was caused. See pre-defined examples.

Maintain Accident Agency

How was the disease transmitted? or what type of equipment caused the injury? You may
add any number of agencies, and keep it generic or specific as you like.

Maintain Nature of Injury

Enter the primary action that causes the injury. See examples.

Maintain Knowledge Base

Enter topics and related notes on Employment Law that you think may be pertinent to the
successful running of the HR department. This option allows you to add to the existing
database.



Maintain Units

This is used to enter Unit Standards which forms the basis of your company’s structured
training program. Not all fields may apply to your particular situation so you can put in generic
inputs like ‘n/a’ or ‘all’. It can get quite complex if you decide to invoke the Elements layer and
the Criteria layer below it. For example a Unit can be made up of Elements which in turn
consist of Criteria (a combination of Unit, Element and Criteria Code). This is also helpful in
clearly demonstrating the scope of the unit and the various skills associated with it.

Control

Unit Code
Quialification Code
Short Description
Level

Type

Provider
Prerequisite
Category

Number of Credits
Retraining Interval:

Next Scheduled
Last Held
Positions Available
Positions Filled

What it Does

Enter a unique number for the course

Choose a qualification that this unit forms a part of

The unit course name

What level does it come under in the qualification scheme

Core — Compulsory, Elective — choice, Specialist and Common.
Choose institution which provides training for this unit

Enter units which need to be passed prior to enroliment in this unit
Enter which Faculty this unit would fall under

How many credits towards the attainment of the qualification
Enter the number of days before the employee needs to undergo
further training in this module. This is done to keep employee skills
up to date with latest developments.

Date on which provider is next holding the course

Date on which the last training was provided

Number of seats available in the classroom

Automatically totals the number from the Training <Tab>.



The Training Tab will only contain the names of those employees that are next scheduled to
take that unit test ie in the above example, it will contain all employees scheduled to take the
training on the 20/03/03. You can also use this screen to add employees to the schedule.

A unit can consist of many smaller elements, each of which the trainee may be assessed on.
These elements may also be lessons or tutorials. Looking at the elements of the unit should
give a reviewer an indication of all the topics covered and the scope of the unit.

Maintain Qualifications

A gualification is an accredited end product of completing all the unit courses that make up
that qualification.

Control What it does

Qualification Code A generic code that describes the qualification eg, BSc, NCB etc
Description Example, Bachelor of Science or National Certificate in Business
Total Credits The total number of credits required for a trainee to claim the

qualification. The sum total of all the unit course credits should equal
or exceed the number specified here.

Accreditation Which national body or institution endorses this qualification. This is
important for the qualification to be recognized.



Maintain RTF Letters (Template)

It is possible to Create your own custom documents in MS Word RTF format. A complete list
of all replaceable token fields is available in Appendix A. Once the document template is
created, it may take some playing around with <Tabs> to get the exact alignment. (Note: see
Reports — RTF Form Letter on how to apply these templates to Employees).

Note the floating toolbox on the right with the pre-defined merge fields to paste onto your
document. It is not possible to add to these fields without customization. Also when emailing
RTF documents, the name of the letter becomes the “Subject” of the email.



Maintain Document Library

The document library is an archive that attaches all the correspondence that occurs between
the employee and the organization. These documents can be in either Microsoft Word, PDF
(Acrobat Reader), MS Paint (GIF, JPG or BMP), and Microsoft Excel (XLS) formats. The
system recognizes the attachment and the icon bitmap changes accordingly. Clicking on this
icon will open the document with the correct application.

Control What it Does

Employee No Type in an employee number or use the lookup to choose an
employee

Date Entered Date on which document was attached to library. Automatically
allocated by system.

Time Entered Automatically allocated by system

Date Accessed Date on which this record was viewed

Time Accessed Time at which this document was viewed

Description Description of attached document

Document Path Name and path to attached document. Use the lookup to find the
document

Bitmap Icon Click on this icon to start up MS Word (.rtf or .doc), Acrobat

Reader(.pdf), MS Paint(.qgif, .jpg or .bmp) or MS Excel (.xIs)
depending on the extension to view attached document.



Browse Salaries

This option allows us to add/review/delete Salary details and appraisal records. It records the
progression of the employee with regards to Salary attainment. Enter salary details and
appraisal criteria using custom-defined evaluation criteria.

Clicking on the <Print> button will print the salary history for this employee alone.

After you have input the salary information and review dates you may enter notes against it
and also the evaluation criteria to justify the salary change and to monitor the
progress/regress of the employee.

Control

Salary

Per

Effective date
Review Due
Notes

Evaluation

Attachments

What it Does

Enter the remuneration which applies to the frequency you choose
The time frame of the salary quoted above

The pay run date when the salary change was effected

By default 6 months from the effective date but changeable

Enter any notes pertaining to this review

The evaluation screen allows for the reviewer to make an
assessment of the employee in terms of rating the employee against
pre-defined job qualities. The rating element itself is user-defined and
can be set up in “Maintain Evaluation Parameters”. After entering you
may print out an Employee Appraisal Report.

Add any documents that relate to this Salary record. It may be a
Word, Acrobat, Excel or Paint image (scanned document).



Browse Training Records

Enter training and qualifications for the employee through course work. Each course unit has
credits which add up to a qualification. Course units also display when next course is
scheduled, who is enrolled and how many seats are still available. Right clicking allows you to
add/delete/change an existing training record. Clicking the <Print> button will print the
Training records for this employee alone.

Control What it does

Date: The date this record was generated.

Code: The training unit course code eg, AF101

Description: Description of training/qualification code eg, Accounting
Fundamentals

Accreditation: Recognized by which body or body conferring qualification eg, MOE
(Ministry of Education).

Grade: Result of Training

Comments: Free text notes.

Attachments Add any documents that relate to this Training record. It may be a

Word, Acrobat, Excel or Paint image (scanned document).



Browse Family History

Family details recorded include names, date of birth, relationship to employee and
occupation. You may also add contact details like phone numbers and addresses in the
‘Notes’ section. Right clicking allows you to add/delete/change an existing Family record.
Clicking the <Print> button will print the Family records for this employee alone. The family
members you enter here also appear as valid choices in places where dependants are
needed (as in Benefits).

Name: Enter name of Family member.

Date of Birth: Enter date of birth of family member

Relationship: What is the relationship of the employee to this family member. More
options can be added using “Maintain Family Type”.

Occupation: What is the occupation of this family member?

Notes: Free text notes.

Attachments Add any documents that relate to this Family record. It may be a

Word, Acrobat, Excel or Paint image (scanned document).

Note: In places where the Insert button is not present you may press the <Insert> button on your
keyboard to insert a record.



Browse Discipline Records

What distinguishes a Disciplinary record from a Grievance action is that the former is initiated
by the organization against an employee, whereas a grievance action can be filed by an
employee against the organization (or another employee). Check out our knowledge base
section for clarification on all these and more issues.

Right clicking allows you to add/delete/change an existing Grievance/Discipline record.
Clicking the <Print> button will print the Discipline records for the highlighted employee.

Date:

Type:
Severity:
Description:
Notes:

Attachments

Note:

The date this action was initiated.

‘G’ for grievance (initiated by employee), ‘D’ for discipline (initiated by
company)

On a scale of 1 to 5 with 5 being the greatest severity.

Brief description of offence / grievance.

More comprehensive capturing of circumstances, perhaps transcripts of
interview/meeting with regards to incident.

Add any documents that relate to this Discipline record. It may be a Word,
Acrobat, Excel or Paint image (scanned document).

In places where the Insert button is not present you may press the <Insert> button on your
keyboard to insert a record.



Browse Accident Register

The accident register is especially useful for capturing details of accidents that occur in the
workplace. It also caters for vehicles, any subsequent investigation and corrective action that
follows the investigation. Right clicking allows you to add/delete/change an existing Accidents
record. Clicking the <Print> button will print the Accident records for this employee alone.

Control What it Does

Accident Date: The date this record was generated or date of accident
Report Filed: ~ Automatically today’s date
Case Number: An ACC reference or Company Internal reference

Type: OSH - the accident occurred despite following OSH regulations or
NOSH - the accident was not covered under OSH guidelines

Severity: 1 -5, 5 being most severe, perhaps resulting in Death or Paralysis.

Body Part: Choose from the drop list the part of the body was injured.

Cause: Enter cause of accident from drop list.

Agency: How was the disease transmitted or what equipment caused the injury

Specific: Enter specific nature of injury

Work Related: Did the accident occur in the course of carrying out your occupational duties

Compensation: Is the employee eligible for compensation from the company?

Vehicle: Was there a vehicle involved in the accident? If so enter Registration No.

Initial Treatment First course of treatment at injury site

Investigated by: Who investigated the accident?

Description: Short description of accident.

Results: What were the results of the investigation. What corrective action can be
done to ensure non-recurrence of current situation? Any rehabilitation,
compensation issues for the employee.

Attachments  Add any documents that relate to this Accident record. It may be a Word,
Acrobat, Excel or Paint image (scanned document).



Browse Loans and Issues

Loans are monetary and Issues are material in nature. Loans involve dollars and issues
involve quantities. It is normal to print out a report periodically to issue to payroll for example
for an automatic deduction or to make sure everything is accounted for when an employee

leaves the company. Right clicking allows you to add/delete/change an existing Loans record.
Clicking the <Print> button will print the Loans records for this employee alone.

Control What it Does

Type: ‘L’ for Loans (money is tendered) and ‘I’ for Issues (goods are taken).

Issued/Loaned: Date the transaction was made

Qty/$ Loaned: OQtyifitis an Issue & $ifitis a loan

Qty/$ Rem:  How much is remaining at audit date.

Description: Short description of transaction

Notes: Free text notes. More comprehensive details and terms of contract.

Attachments  Add any documents that relate to this Loan record. It may be a Word,
Acrobat, Excel or Paint image (scanned document).

Note: In places where the Insert button is not present you may press the <Insert> button on your
keyboard to insert a record.



Browse Career Development

Career development directly relates to the aptitude and attitude that the employee displays for
advancement within the company. Interests are those that relate to the employees activities
outside of work. These two factors together give a good insight into the “well roundedness” of
the employee. Right clicking allows you to add/delete/change an existing Career record.
Clicking the <Print> button will print the Career records for this employee alone.

Control

Date:

Type:
Description:
Notes:
Attachments

Note:

What it Does

The date this record was generated.

‘I' for interests / hobbies and ‘C’ for career development

Short Description of interests or career development

Free text notes to fully record the interest or career development plan
Add any documents that relate to this Career record. It may be a Word,
Acrobat, Excel or Paint image (scanned document).

In places where the Insert button is not present you may press the <Insert> button on your
keyboard to insert a record.



Browse Leave Records

Leave details record leave accrued, leave taken and leave due for the employees. In some

cases it may be used to analyze exceptional patterns (some companies have unlimited sick

leave !1).Right clicking allows you to add/delete/change an existing Time record. Clicking the
<Print> button will print the Leave records for this employee alone.

Control What it Does

IRD Number: Tax File number for employee.

Date Out: Date employee left

Date In: Date employee came back or expected back

Reason: Reason for absence.

Total Time: Total number of days, employee was absent

Attachments Add any documents that relate to this Leave record. It may be a

Word, Acrobat, Excel or Paint image (scanned document).

Note: In most cases your Payroll package will record time off and also calculate
Annual, sick or special leave automatically. If your current payroll does not do
this, then ask us about IMS Payroll.




Browse Benefit Records

Some employees may receive benefits from the employer and this section records dates,
contributions (employer and employee) and frequency, reference (policy) numbers, and any
dependants included in the benefit plan.

Control
Description
Start Date

End Date
Status

Employers Contribution:

Employees Contribution:

Deduction Amount
Per
Provider

Dependants

Attachments

What it Does

Enter a title for this description. It may be Generic like
“Dental Plan” or specific like “Southern Cross Ultra”.
On what date did the policy take effect, ie when did the
employees coverage commence.

Put the policy expiry date in here.

Un-tick this flag if the policy is no longer active.

What portion of the total benefit amount is paid by the
employer

What portion of the total benefit amount is paid by the
employee

Is the sum total of the two amounts above

Enter the frequency of the deductions

Name of institution or organization that provides the benefit

Any family members covered in the benefit policy. Only those
members set up in the family section will be available for
choosing as dependants.

Add any documents that relate to this Benefit record. It may
be a Word, Acrobat, Excel or Paint image (scanned
document).



Browse Medical Records

Monitoring the health and well being of your employees is quite important in that “a healthy
mind and body” invariably leads to greater performance in an employees tasks. To that end
the “Medical” option provides the necessary indicators to measure the health of the employee.

Control

Checkup Date

Next Scheduled Date
Doctor Attending

Blood Pressure

What it Does

Enter the date of the doctor/specialist visit.

When are you due to next visit the doctor/specialist.

Name of the doctor/specialist who conducted the
examination.

Enter the blood pressure statistics. Blood pressure is
measured using an inflatable arm cuff with a pressure gauge
and a stethoscope. Your blood pressure is a pair of numbers,
representing pressure in millimeters of mercury. Blood
pressure is considered high if the top number (called systolic
pressure) is above 140 or the bottom number (called diastolic
pressure) is above 90. This is written as 140/90 and spoken
as "140 over 90."To obtain an accurate measure of your
blood pressure in the doctor’s office, prepare for the test by:
Avoiding caffeine 30 minutes before your pressure is
checked. Avoiding smoking 30 minutes before your pressure
is checked. Resting at least five minutes before your
pressure is checked. Baring your arm. (Remove a long-
sleeved shirt, rather than roll it up.) Requesting a large cuff
size if you have a large upper arm. Sitting with your back
supported. Your arm should be supported so that its muscles
are relaxed. Your arm should be at heart level.



Hearing:
Cholesterol Level:
Eyesight:

Frame Type:

Weight:
Height:
Body Mass Index:

Provider

Doctors Comments:

Corrective Action:

Notifiable Disease:

Allergies:

Reactant Drugs:
Attachments

Enter the results of the audiology test

Enter the results of the cholesterol tests here.

Enter results of the visual tests here.

To find out your frame type: Place your thumb and index
finger around your wrist. If your finger overlaps the thumb,
your frame is a @mall Frame®©If they touch, your frame is a
®ledium Frame®If they do not touch, your frame is a ®arge
Frame®©

Enter your weight in kilograms.

Enter your height in cm.

The system will work out your height to weight ratio. This is
also called BMI or Body Mass Index and is calculated as:
(weight in kg / (height in m)squared eg, 70kg/(1.8 x 1.8) =
21.60

It will also compare the result with an inbuilt ideal ratio and
inform you whether the employee is overweight, underweight
or the correct weight. The result is also dependant on frame
size and gender.

Choose the Health Provider. This may be a private medical
practitioner, a medical center or a hospital.

Enter Doctors remarks concerning the state of the
employees health here.

Enter any corrective action or rehabilitation that the
employee needs to follow to improve his/her physical
condition, to be able to perform their duties.

Enter any diseases that is deemed notifiable for this
employee. It is paramount for the health and safety of other
employees.

Enter any allergies or any conditions under which an allergic
reaction may occur.

Enter any drugs which may cause a reaction.

Add any documents that relate to this Medical record. It may
be a Word, Acrobat, Excel or Paint image (scanned
document).



Browse Attendance / Lateness Register

Enter attendance register records with lateness tolerance. Also record reason for lateness,
and any mitigating factors and dispensation.

Also useful in keeping a close analysis on tardiness and provides proof for giving warnings
and subsequent disciplinary action.

Control

Date
Expected In
Arrived At
Difference

Reason
Dispensation

Attachments

What it Does

Automatically picks today’s date but can be changed

This is picked from the Shift times set up in the Employee master file
By default, it picks the current time but can be changed

This is the difference in time between the ‘Arrived’ and ‘Expected’
times. This difference should be greater than the tolerance amount in
minutes specified in the ‘System Control’ file under ‘Shift
Parameters'.

What is the employee’s reason for being late

This is the prerogative of the employee’s superior to either accept the
employee’s reason for lateness or to proceed with some form of
warning or disciplinary action.

Add any documents that relate to this Lateness record. It may be a
Word, Acrobat, Excel or Paint image (scanned document).



Reports

There are a number of reports to display the entered data in various meaningful formats.
Amblin Software can also add reports that your particular company requires. Most of the
reports can be printed either individually, by certain criteria or all records.

Employee Master file Reports

- by Last Name, Employee Number, and IRD Number.

This is the main report containing all the employee bio-data. If you need to print for all
active employees choose from the drop-down menu. If you just want to print for the
highlighted employee choose from the Employee browse screen.

Employee Reviews Summary Report

This report prints out all the employee salary history. It also shows the appraisal
records and ratings gathered in that review. Selection criteria for this report is a range
of Employee names. If you just want to print for the highlighted employee choose
from the Salary browse screen.

Employee Reviews Due Report

This report prints out all the employee salary reviews that are due within the specified
period. Enter the number of days and if the review due date is within the time frame
then it will print out.

Employee Career Development / Interests Report

This report prints out all the employee interests/career history. Choose employee
name and date ranges. If you just want to print for the highlighted employee choose
from the Interests/Career browse screen.

Employee Accidents Report

This report prints out all the employee accidents history. Choose employee name and
date ranges. If you just want to print for the highlighted employee choose from the
Accidents browse screen.

Employee Loans & Issues Report

This report prints out all the employee Loans & Issues history. Choose employee
name and date ranges. If you just want to print for the highlighted employee choose
from the Loans/Issues browse screen.




Employee Lateness Report
This report prints out all the employee attendance history.

Choose the employee names and date range to filter report. Enter the tolerance
number to only print out those records that are greater than or equal to the tolerance
figure. Alternatively leave it at '00:00’ to print all records. If you just want to print for
the highlighted employee choose from the Attendance browse screen.

Employee Discipline and Grievance Report

This report prints out all the employee discipline/grievance history. Choose employee
name and date ranges. If you just want to print for the highlighted employee choose
from the Discipline/Grievance browse screen.

Employee Family Report

This report prints out all the employee Family Relationships. Choose employee hame
range to print. If you just want to print for the highlighted employee choose from the
Family browse screen.

Employee Leave Report

This report prints out all the employee Leave details. Choose employee name and
date range to print. This report shows all leave details including annual and special
leave allocation, leave taken and balance left over. It also has a detailed breakdown
and description of the leave taken. If you just want to print for the highlighted
employee choose from the Leave browse screen.

Employee Training Report

This report prints out all the employee Training history. Choose employee name and
date ranges to filter the report. If you just want to print for the highlighted employee
choose from the Training browse screen.




Employee Re-Training Schedule

This report prints all employees who are due for retraining. It works on the retraining
interval that is set up for each training unit. It works on the formula:

Last Trained Date + Retraining Interval <= Today + Cutoff Days AND

Last Trained Date + Training Interval > Today())

You have to print it periodically to prevent a schedule to be missed.

Employee Benefits Report

This report prints out all the employee Benefit plans. Choose the range of employees
that you want to print. The report will print all the details of the plan and any
dependants as well. If you just want to print for the highlighted employee choose from
the Benefits browse screen.

Print RTF Form Letter
After setting up the RTF form letter in ‘Maintain....", this options allows you to print out
the form letter.

Highlight the employee in the left frame, then click on letter that you want to print,
click on the ‘Replace Field Tokens’ button. This will replace the tokens with the
employees details. Finally click on the <Print> icon in the RTF controls to print the
report. A drawback is that you are doing one employee at a time.



Worksheets

Print Employee Worksheet
From the Worksheet menu, this report prints out a blank employee bio-data form. It is
useful to give to a new employee to fill out for entry into the HR / Payroll system.

Print Employee Attendance Worksheet

From the Worksheet menu, this report prints out a blank employee attendance form.
Choose the Date, Department and Classification ranges to print. The default is all
employees. There are two worksheets, one by employee name and the other by
department. The department worksheet prints departmental employees on a new

page.

Print Staff Application Worksheet

At the interview stage you may want the applicant to fill out these details including
bio-data, residential status, employment history, criminal history, educational
background, medical history, referees and any other information the applicant deems
relevant. The applicant also needs to enter their relevant job skills in order of
decreasing strength. This information is used in the recruitment section when
matching jobs descriptions to employees.

Print Notice of Termination Worksheet

From the Worksheet menu, this report prints out a blank employee termination form. It
is useful to when an employee leaves the company. In conjunction with the Payroll
department to pay out any dues. Print out an issues/loans report to accompany this
form.

Print Staff Requisition Worksheet

From the Worksheet menu, this report prints out a blank employee requisition form. It
is filled out by a Department Head and presented to the Personnel Manager to look
for (and justify) an employee addition to the department. It may be a temporary or
permanent move. Sometimes it may be a case of moving from one department to
another for a period of time till the work overflow is managed under control.

Print Leave Application Worksheet

From the Worksheet menu, this report prints out a blank leave application form. You
have the option of entering in either hours or days. It is the source document for
entering leave details into the system and can be used by payroll also. Note before
entering into HR System, the hours need to be converted to a fraction of a day.




Print Employee Appraisal Worksheet

From the Worksheet menu, this report prints out an appraisal form for the highlighted
employee. It records some of the key elements in assessing the development of the
employee and can be used to justify (deny) an increase in remuneration. It is also the
source document for entering the appraisal section of the Salary and review details.

Print OSH Worksheet

From the Worksheet menu, this option prints out a blank Accident record form. Enter
all the details of the accident by hand and then use it to populate the accident
database. Print, review and file the report.

Print Hazard Identification Worksheet

From the Worksheet menu, this option prints out a blank hazard identification form. It
is used to identify potential hazards around the work place and to minimize, isolate or
eliminate the risk that the hazard poses.

Print Course Worksheet

From the Worksheet menu, this option prints out a blank Course worksheet for the
highlighted course. You can then plan your attendees to the particular course, confirm
bookings before transferring that information into the training / course database.

Employee Mailing Labels
This option prints mailing labels for all active employees.

Print ID Cards

This option prints ID Cards for the selected employee and department range. You
have the option of choosing the fields you would like printed on the ID card. These
fields are: Photo, Barcode, Company Logo, Title, Department, and Location.

Note: All reports and worksheets can be customized by Amblin Software. If you find that the worksheet
does not quite suit your particular needs, you can also design your own worksheets using the RTF Form
letter generator.



E-Mailing Form Letters

Setting Up E-Mail Defaults

From the System menu, this option sets up the SMTP default settings for the windows
messaging system to work. You have to know the following parameters.

Control What it Does

Default SMTP Server Usually smtp.yourdomain.com or mail.yourdomain.com

Default Port Usually 25 but may be different if you are using a mail server
in-house and have changed from the default

Sender Address The mailing address the message is origination from

Domain Usually what follows the @ symbol in your address

From Header Name Put who message is from eg “Your Name’, ‘Administrator’,
‘Webmaster’ etc

From Header Address Usually same as Sender Address above

Subject This is usually the last Form Letter name that you emailed

out and is the Subject of the email.

Note: If you are unsure of the above settings, check with your internet service provider or your
server systems administrator.



Sending E-Mail Merged RTF Documents

From the Email menu, this option sends the selected form letter to all or selected recipients.
There are 4 variations of the emailing forms. The first one ‘Email out by Flag’ will send emails
out to all employees who have a valid email address (ie email field is non-blank) and have the
email flag set to true (ticked). The second option is by Employee Type. After you press <Send
Emails, a window will pop up allowing you to choose a range of Employee types. Once you
have chosen, the e-mails will be restricted to only these types. The third option is by
Department. After you press <Send Emails, a window will pop up allowing you to choose a
range of departments. Once you have chosen, the e-mails will be restricted to only this range
of departments. The last option is by Employee Member Type. After you press <Send Emails,
a window will pop up allowing you to choose a range of Employee member types. Once you
have chosen, the e-mails will be restricted to only these member types. The condition email
flag is set and email address is valid applies in all cases.

This facility is especially useful for sending emails to selected or all active employees. You
can send newsletters, party invitations, minutes of meetings etc quite easily and also save on
snail mail postage.



Employee In / Out Board

This applet is replaces the more traditional In/Out board that sits outside the receptionists
office. It is minimized on the desktop and when the employee leaves the premises, he/she
makes an entry notifying of dates and times he/she will be away from the premises and the
reason for the absence. Phone numbers are also displayed for contact purposes. If the
employee is away on leave then this is shown as a color coded entry in the browse box. You
may print a snapshot of the board at any time.

If leaving premises for a few hours, enter Date out and In as today’s date and time leaving the
premises and also time expected to be back at work. After returning just click on the last
checkbox at the bottom and the board is wiped clean, signifying that you are now back at
work. There is an executable program, ‘EIEO.exe’ which should have a shortcut to the
desktop for those who do not have access to the HR system.



Employee Change Shifts

This option is used to easily change shifts for an employee, without having to go into each
employees personal record. Double clicking on any employee in the browse will open up the
left most field for changing the shift. The attendance (lateness) will then be calculated off the
shift time, current shift and tolerance stated.

To Do List

Use this application to set up daily to do lists and mark the tasks as done during the day. You
may view/activate lists for any day, just by changing the date and bringing up the tasks for
that day. By default it will bring up today’s list.

All actioned list items will show with a tick and those yet to be actioned will appear with a
cross. If you click on the <Print> icon it will print the To Do list for the currently chosen date.
This will by default be today but may change if you use the “Change Date” option.

Electronic Rolodex

This useful utility can be found under the ‘File’ menu. Great for contact management.
Alphabetized for easy access.



Import / Export Utilities

Tick file you want to export and date range to filter out the data. A .csv (comma separated
values) file will be created in the data directory for Excel compatibility. The employee import
facility requires the input file to be called ‘employee.csv’ and must reside in the data directory.

You may see the format of this file by invoking ‘HELP’ (right click).

If the start of the date range is blank and the end is today’s date, then the whole file is
emptied (deleted), otherwise the date range come into effect if it applies. If you are deleting
an employee, all related files are deleted automatically, regardless of date.

When importing the import file, Employee.csv should be comma-delimited and reside in the
\Data directory. Right click on the screen above to find out the file format.



OA / KPI System

Every business will have a different basis for measuring their quality control and performance
indicators. We have included a sample QA system to show what can be achieved. In the
sample QA system, the data hierarchy is in the form: Jobs  Ratings  Criteria where
Criteria is broken down into Job Type, Category and Element. After entering the source jobs
on a daily/weekly basis, you can print out non-conforming jobs/elements and get the
corrective action process done. The KPI's can be summarized at the end of the month by
running a period end. These figures can then be reported on for trends and performance
evaluation by Job type, Area, Employee, Rating (passed, marginal and failed), Category etc.

If you want to have your custom QA / KPI system set up email us at amblin@xtra.co.nz to
discuss your requirements and we would be happy to give a quote.




Technical Notes

Minimum hardware requirements for the Application to run well is a Pentium 75 with 32MB
RAM.

Since the application is 32-bit you need Windows 98 and above.



