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1.0 Audience

This document is intended as a complete guidedmguOrangeHRM 2.5. This document is
specially designed for non-specialists; specialisty find the document a useful point of
reference. By reading this guide, you will learmiio use OrangeHRM through the elements
of the graphical user interface and what's behimdesof the advanced features that are not
always obvious at first sight. It will hopefully gleé you around some common problems that

frequently appear for users of OrangeHRM.

This document is an effort by the OrangeHRM teanmijarove the usability of OrangeHRM.

We hope that you find it useful, and look forwasdybur comments.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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2.0 Foreword

The next generation HR system OrangeHRM will chahgevay your company managed a
vital asset of your company. Since 2006 Orange HRs1been researching and working on a
way to produce a cost effective system to re-emgigeur HR process. As a result of your
contributions, support and our hard work, we amugrto bring you our latest release 2.5.
With an improved and highly user friendly interfabés new version is backed by many

more new features.

The module based architecture has been a key tisedify feature. The modules are as

follows.

Admin Module
The Admin Module provides you with full control afl settings that affect the action of your

OrangeHRM implementation. Through the Admin Modyiey can:

- Define the company hierarchy, pay grades, projecstsnberships, qualifications etc.
« Add other administrators, and set access leveledoh user

« Handling security issues

« Data importing and exporting

« Adding custom fields

The Admin Module is the backbone of the systemsaiting it up accurately is important for
smooth operation.

PIM — Personal Information Module

This module maintains all relevant employee relatéarmation. All information about an
employee can be entered here. Information capiartds module is utilized by all other
modules, thus eliminating data redundancy. The Middlule will be available to the admin

with full control and supervisors with restrictettass showing his subordinates.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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ESS - Employee Self Service

A module available to general users allowing therapdate vital information like contact
details, education, skills, licenses etc. Certalu$ that are defined by the admin cannot be
changed e.g. Job and Salary.

The functionality of this module spans thrbuthe entire system, making information
available anywhere, anytime. All information is gdt to company defined security

policy, where everyone can only view the infation he/she is authorized to.

Leave Module

The Leave Module automates the HR administratiskst@f recording leave and controlling
these against leave policies defined in the HResysThe module provides flexibility in
allowing you to define various types of Leave, utthg Annual Leave, Sick Leave, Travel
leave etc. The Leave Module has the ability to sestdications to covering officers and
allows you to record, track leave and view leastdry.

The web-enabled and self-service concepts signilicatreamline all leave related

procedures, eliminate paperwork and saves costs.

Time Module

Business-critical operations require reliable tragkand control in order to maximize profits
and reduce operational costs. A time managemehistooe of the vital employee work time
management features that make the entire differbateeen successful HR-Management
and a weak one.

The Time module automates the time tracking prod&4sle allowing the employee to
define and submit their timesheets the supervisansapprove/reject or even modify them.
The employee will enter the punch in/out time healb@ving attendance monitoring. The
Time module has the ability to track time spenspacific projects while project mangers

can define projects.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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Reports Module
Easy to use stand alone reports can be generateeeibyour needs. While the number of

reports is unlimited definitions can be saved toidwuplication. Using various logical data

combinations you can create reports to suit thpqae.

BUG Tracker
The Bug Tracker is integrated to report any bug yloa come across. This feature will make

sure that bugs are brought to our knowledge as asqussible so that we can fix them

promptly.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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3.0 Login Information
3.1 Starting the AMP Stack

OrangeHRM

Once your OrangeHRM system is setup you need tersate the AMP stack (Apache,
MySQL and PHP) is activated and running since Ce&tiRM requires these server

applications to function.
To activate the AMP Stack;

» Go to the root folder where OrangeHRM 2.5 is irlsthl
» Look for XAMPP-Control, double click to open

» Start The Apache and MySQL Servers

XAMPP Control Panel Application

=AMPP Control Panel | Service... | | SCM. |
Modules Click the start button for
= Apache and MySQL. Oncs

Sy Apache Start | ] and MyS
4 | 2 «l | Refresh started, it will indicate that
Swi My Sql | Start J‘! ! SrTore they are running as shown
Osve  FilezZilla | start | | | |—| on figure 3.1.2
M| Mercury | Start | | | P =
HAMPP Control Panel Wersion £.5 (9. May, 2007

WMindows 5.1 Build Z&00 Platform & Serwvice Pack Z
Current Directory: C:WwProgram Files'OrangeHPIMYWZ. 3.1

Install Directory:
*** WAPNING: Directory mismatch ***
Status Check OE

< »
Figure 3.1.1
Sve Apac Running =t adrin... s
- Stop_| | adrain, | —
Sve My Funning Stop | |.ﬁ.dmin... |
Exnlu:ure
Figure 3.1.2

Copyright © 20090rangeHRM Inc. All Rights Reserved.



7
QrangeHrm

OPEN SOURCE HR MANAGEMENT

OrangeHRM 2.5 — User Guide

3.2 Logging In
» Open your browser and enter the URL for OrangeHRM e

http://localhost/orangehrm

» Enter the password and username that you providedgithe installation.

MEW LEVEL OF HR MANAGEMENT

4
COrangeHrm

and development of your

Orange HREM comes as a comprehensive solution for the efficient
rmanagerment and developrment of your Human Resource, IE will assist you in
thie complex and strategic process of managing this crudial resource of your
enterprise, Based on rmodular architecture, it faclitates a vast range of HR
activities, with features that reflect the main HR management activities, It
cormes as a web-enabled application and considering the available flexbility,
DrangeHRM is a perfect platform for reengineeting your HR. processes and
achieving a new level of HR Management,

Login Mame :

Pazswoord |

Login

Enter Usernam
and Password

Figure 3.2

3.3 Changing Your Password

Your password can be changed at anytime. Clickherf€hange Password” link on the top

right hand side as shown in the figure.

Welcome Admin

T
-‘%‘.%
i e e

_?.':har_lg_ e Password )Logout

Figure 3.3.1

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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To change your password:
» Enter your current password next to “Old Password”

» Then enter the new password you intend to usetoeitew Password”
» Re-enter the new password next to “Confirm New Ras3’
Change Password

Code JSRO001
User Mame Admin
Old Password | |
Mew Passwaord | |
Confirm Mew | |
Fassward
[ _Fdit ] Reset |

Figure 3.3.2

Once you have logged in you should be able tolseéame page or otherwise the welcome
screen shown in figure 3.5

d
COrangeHrMm

MEW LEWEL OF HR. MANAGEMENT

Welcome Admin
i ApHin & Pt £ Leave 1 Tinve (s BENEFITS 5 RECRUIMWENT %3/ REPORTS SI9 BUG TRACKER 5 HELR

Figure 3.3.3

3.4 Logging Out
To log out of the system you can click “Logout”.

|1._ -+ |-
\_._.ﬁ_-’?}
k.

Welcome Admin Change Passwur. Logout

B HELP

Figure 3.4

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.0 Admin Module

The Admin Module, the main point of control for tivaole system. All administration tasks
such as defining company information, job desarimi qualifications, skills, memberships,
nationality & race, users, setting up email notifions, project information, creating custom
fields, setting up the Benefits module, and alghésonly user with full control over the
system.

The Admin Module allows you to Import and Exportalks on the PIM Module; this module

also gives you the option of defining user rights.

The username and password provided at the ingtallaill be your admin login.
4
rangeHrM

Coamn ] B (e

] COMPANY INFO .
- ition
JOB b
w Sear
=) GIUALIFICATION ) :I
Al SHILLS v
Empl el
[ Emplovee |
[ MBBERSHIP S L Mike Hayst

S5 MATIONALITY & RACE
& Users b
¥ EmaILMOTIFICATIONS P
b PROJECTINFO v
Ji+ DATAIMPORTEXPORT b
Ny CusTomFIELDS

Figure 4.1

Company Info - Allows you to enter/store general company istoucture of the

organization, locations of sites and property detai

Job — Define job tiles, specifications, pay gradespkayment status and EEO job categories.
Qualification — Define various qualifications and license types.

Skills — Define skill sets and languages.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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Memberships— Define membership types and memberships.

Nationality & Race — Define nationalities and ethnic races

Users— You can add multiple HR Admins who will conttbe system, create logins for
general users through ESS Users and you can sstsalevels for the HR Admins by adding
admin user groups.

Email Notifications — Configure all email notifications.

Project Info — Add customers, projects, project administraéomd the activities for projects.
Data Import/Export — You can import Employee Information into the PMddule into or
csv files.

Custom Fields— Define a custom field for a type of informatifam the PIM Module that

you require.

The Admin Module is only available to the admirastr, an ESS User ESS or ESS -
Supervisor cannot view the Admin Module unlessa nser is created and an employee is
assigned to use it. In this case the Admin can tiieeuser full access or choose the

privileges the particular user might require. Fareninformation see chaptér7.3

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.1 Company Info

All information about the company, the company &tute, location, and company property
can be defined here.
4.1.1 General

You can enter the basic details of the company.here

To start entering information click “Edit” and di¢Reset” to reset.

Company Info : General

Campany Mame* OrangeHRM mHurmhber of 4
Employees
Tax D MAICS
Phone Fax
Country |~ Select -~ |
Address Address2
Coity State / Province
ZIF Code
Comments
| _Edit | Reset |

Fields marked with an asterisk* are required.

Figure 4.1.1.1

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.1.2 Locations
Here you can store all the details of sites, weéskiens, and branches in your company.
Once you select the option from the menu the scshew on figure 4.1.2.1 will appear, to
add a detail click “Add” and the screen on figurg.2.2 will appear. Once you have added

click “Save” and the location will be listed.

Company Info : Locations

SearchBy: [Seect v|  SearchFor: [“Search | Reset
| Add |
I ] Location ID + Location Hame = City Hame =
Figure 4.1.2.1

Once a location is added it will be listed as shanrfigure 4.1.2.2. You can enter multiple
locations. To view details of a location by cli¢letLocation Id, Location name, or City

Name.

To delete a location click on the check box nexhwlocation id, it is also possible to delete
multiple entries at the same time. Once you halect the entries you wish to delete

simply click “Delete”.

Company Info : Locations

SearchBy:[Sekct v|  SearchfFor [“Scarch | Rosot
[ Add_| Delete
"] Location ID ¥ Location Name = City Hame =
| LOCoo Sales Fhaoeniz - Arizona
Figure 4.1.2.2

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.1.3 Company Structure

This feature as allows defining the hierarchy & tompany. By defining departments,
divisions and teams you can assign individuals witiiects and track the location with ease.
Since the parent company is already defined ircémepany info you will be able to see this
once you select the company structure.

Please note that you need to define the companyg mdithe parent company before you
create the company structure.

4
rangeHrm

MEW LEWEL OF HR MEAMNAGEMENT

s ADMIN S PIM £ LEAvE ] TimeE b
Company Info : Company Structure

OrangeHRM + Aol

Figure 4.1.3.1

To add a department to the company structure olicthe “Add” button next to the parent
company and the screen shown on figure 4.1.3.2appkear.

Add a sub-division to OrangeHRM

Department ID:
Marne*
Type* |Sele-:t V|
Location [ Select v
Description

| Save | Reset ] Hide

Fields marked with an asterisk ™ are reauired.

Figure 4.1.3.2

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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Once you have entered the fields click “Save” dredfollowing screen shown in figure
4.1.3.3 will appear.
Company Info : Company Structure

QrangeHR M + Aol
¥ OHRM 1 Sales Department + Add| = Delete
Figure 4.1.3.3

To add a sub-division click*Add” option next to the relevant department, dimsor team
as shown in figure 4.1.3.4.

Company Info : Company Structure

CrangeHRM + A&
¥ OHRM 1 Sales Department + Add| = Delete
# OHRERM 1.1 Local Division 4+ Add| = Delete

# OHRM 1.1 .1 klew York Team 4 Add| = Delete

Figure 4.1.3.4
To delete an entry, you can simply cliclotlete” next to the relevant department.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.1.4 Company Property
The features allow entering details of company prgpand assign them to employees. This
way you can track either who is in charge or whasisg the property.

To add properties select “Company Property”, ctisdd” and the following screen shown
on figure 4.13.1 will appear.

Company Info: Company Property
Froperty Mame*

Fields marked with an asterisk ™ are required.

Figure 4.1.3.1

Define the property and click “Save”, you can tlesign an employee from the list of

employees on the drop down under “Employee” arekc¢lBave” as shown in figure 4.1.3.2.

Company Info: Company Property
[ Add | Save | Delete |

] Property Hame Employee
¥

Car- B3 257
Mot Azzigned

Srith Mark
Trawvalta John
Smith Kevin

Figure 4.1.3.2
To delete an entry click on the check box nexhtoparticular property and press “Delete”.
Multiple selections can be deleted simultaneously.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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All information with regards to Jobs in the compaiay be defined. The sub menu consists

of the following items:

» Job Titles
Job Specifications
Pay Grades
Employment Status
EEO Job Categories

YV V VYV VY

4.2.1 Job Specifications

After selecting “Job Specifications” from the Jolemu item click “Add” and the screen

shown in figure 4.2.1.1 will appear.

Job : Job Specifications

Marne™

Description

Duties

Fields marked with an asterisk ™ are required.

Figure 4.2.1.1

Enter the name, description and duties of the agljb and click “Save” and all the

specifications added will be listed as shown inifegg4.2.1.2. To delete an entry click on the

check box next to the particular entry and pressié”. Multiple Employment Statuses can

be deleted simultaneously.

Job : Job Specifications
Search By: Search For:

| _Add | Delete |
] D% Hame =
FI 1 Mangement

Figure 4.2.1.2

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.2.2 Pay Grades

Here you can define the pay grade by setting amum salary, maximum salary, step
increase, and the currency to be paid in.

Select “Pay Grades” from the Job menu and clickd’Aahd define a name for the pay grade
and click “Save”.

Job : Pay Grade

Marme®

Fields marked with an asterisk ™ are reguired.
Figure 4.2.2.1

Once you click “Save” you will see the screen shawa.2.2.2. You can now define the pay

grade by providing the details under “Assign Newr€ncy”. You can assign multiple
currencies here.

Job : Pay Grade

Code SALO04
Mame™® Ewecutive
| Edit ] Reset | Back |

Assign new currency

Currancy® ¢ Lmited States Dallar i

Minimum Salary

Maximum Salary

Step Increase

Fields marked with an asterisk * are reguirad.

Figure 4.2.2.2

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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Each currency you define will listed as shown guie 4.2.2.3

Zode SALO04

MHarme* Executive

Assign new currency

Currency® | ---Select Currency-- hd

Minimurm Salany

Maximum Salary

Step Increase

Assigned currencies

Currency Minimum Salary Maximum Salary Step Increase
[] united States Dollar 100000 200000 24000
Figure 4.2.2.3

You can edit details of a particular currency bgléhg on the currency e.g. United States
Dollar.

All pay grades added will be listed as shown inffegin 4.2.2.4
Job : Pay Grades

Search By: Search For: | Seach | Reset |
[ hdd |
I ] Pay Grade ID + Pay Grade Hame =
P SALOOT B
F SALOOZ A
F SALODZ A+
F SALDO4 Executive
F SALDOS Associate

Figure 4.2.2.4

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.
Multiple selections can be deleted simultaneously.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.2.3 Employment Status

Employment Status allows you to define what basistre is hired in or if they are

terminated.

By default you will see 7 types of statuses praergef, but you can either enter a new one or
edit an existing one except for “Terminated”. “Témated” remains fixed you cannot delete
this status.

Job : Employment Status

Search By: Search For: | Search | Reset |
[ Add | Delete |
] Employment Status ID = Employment Status Name =

ESTOOO Terminated
[F] ESTO01 Full Time Contract
[FI ESTOOZ Full Time Internship
FI ESTO03 Full Time Permanent
[F] ESTO04 Part Time Cantract
[FI ESTO0A Fart Time Internship
FI ESTOOG Fart Time Permanent
Figure 4.2.3.1

To add a new status click “Add” and the screemshim figure 4.2.3.2 will appear.

Job : Employment Status

Marme*
Fields marked with an asterisk * are required.
Figure 4.2.3.2

To edit an existing Employment status click on‘@tBmployee Status ID” or “Employee
Status Name” you wish to edit and click “Edit”. @ngou have made the change click

“Save”.

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.

Copyright © 20090rangeHRM Inc. All Rights Reserved.



7 18
QrangeHrm

OPEN SOURCE HR MANAGEMENT

OrangeHRM

4.2.4 EEO Job Categories

Through this feature you can add, delete and dglid Hob Categories. There are already
8 EEO Job Categories pre-defined.

Job : EEO Job Category

Search By: Search For: | Reset |
[ Add | Delete |
] EEQ Job Category Id + EEQ Job Category Hame =
] EECOM OFFICIALS AND ADMINISTRATORS
] EECO02 FROFESSIOMALS
] EECO03 TECHNICIAMS
] EECO04 FROTECTIVE SERVICE WORKERS
ol EECO04 FARAPROFESSIOMNALS
] EECO0G ADMIMISTRATVE SLUPPORT
] EECOOT SKILLED CRAFT WORKERS
| EECO05 SERVICE-MAINTEMANCE

Figure 4.2.4.1

You can enter a new category by simply clicking 8Aénd then defining a “Title” and click

“Save”.

Job : EEO Job Category

Title*

Fields marked with an asterizk™* are reguired.

Figure 4.2.4.2

To edit an existing category click on the particiBEO Job Category Name” or “EEO Job
Category Id” then click “Edit” to do the changeglanlick “Save” once you are done.

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.
Multiple selections can be deleted simultaneously.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.3 Qualification

This feature allows you to define all informatioittwregards to qualifications. You can

define educational qualifications and licenses.

4.3.1 Education
You can define various types of educational quadifions of your choice which can be later

used in the PIM Module.
To add an entry select “Education”, click on “Adatid you will see the screen shown on

figure 4.3.1.1.

Qualification : Education

Institute®
Course®
Fields marked with an asterisk * are required.
Figure 4.3.1.1

Fill the fields and click “Save” and you will seleetentry as shown in figure 4.3.1.2.

Qualification : Education

SearchBy: [Sekect | SearchFor [“Search ]| Reset |
[ Add_
] Education ID % Course = Institute =
| EDLIDDT MBA Harvard University
Figure 4.3.1.2

You can edit an entry by clicking on the particiladucation Id, Course or Institute”.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.3.2 Licenses

You can define various types of licenses of yowicd which can be later used in the PIM
Module.

To add an entry select “License”, click on “Add”dayou will see the screen shown on figure
4.3.2.1.

Qualification : Licenses

Description™

Fields marked with an asterisk ™ are reguired.

Figure 4.3.2.1

Key in a description for the type of license yowskwto enter and click “Save”. You will be

then seeing your entry as shown in figure 4.3.2.2.

Qualification : Licenses
Successfully Added

Search By: Search For: [ Search | Reset |
| Add | Delete |
] License ID ¥ License Description =
F] LIZoo [ZDOL - International Computer Driving License
Figure 4.3.2.2

You can edit an entry by clicking on the particdlacense Id, Course or License
Description”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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4.4 Skills

This feature allows you to define all informatioittwregards to skills and languages.

4.4.1 Skills
You can define various types of skill sets which ba later used on the PIM Module. To add

a skill click “Add”, you will then see the screen figure 4.4.1.1.

Skills : Skills

Mame®

Description

Fields marked with an asterisk ™ are reguired.
Figure 4.4.1.1

Key in a name and description for the type of slalll wish to enter and click “Save”. You

will be then seeing your entry as shown in figue 4.2.

Skills : Skills
Successfully Added

Search By Search For: “Scarch ] Reset |
[ Add | Delete |

F] Skill ID &
il SkI0M

Skill Hame =
Oriving
Figure 4.4.1.2

You can edit an entry by clicking on the particuigkill Id or Skill Name”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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4.4.2 Languages

Different types of languages that employees in ymumpany speak can be defined here and
can be used in The PIM Module later. To add a laggwselect “Languages” and click on

“Add”, you will then see the screen on figure 4.4.2

Skills : Languages

Marme*
Fields marked with an asterisk ™ are required.
Figure 4.4.2.1

Fill the name of the language and click “Save” gad will see the entry as shown in figure
4.4.2.2.

Skills : Languages

Successfully Added

SearchBy: [Sest @ SearchfFor: Seorch | Reset |
| Add_|
] Language ID = Language Name =
F] LAMOO French
Figure 4.4.2.2

You can edit an entry by clicking on the particdlaanguage Id or Language Name”.

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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4.5 Memberships

All information about membership types and memhbessban entered here which can be

later used in the PIM Module.

4.5.1 Membership Types

Various membership types can be defined here. aadembership type go to
“Membership Types” select “Add” and the screen shan figure 4.5.1.1 will appear.

Memberships : Membership Type

Marme*
Fields marked with an asterisk* are required.
Figure 4.5.1.1

Fill the name of the membership and click “Saved gou will see the entry as shown in

figure 4.5.1.2.

Memberships : Membership Types

Search By: [Sdect ¥ Search For: [Search | Reset |
| Add |
] Membership Type ID ¥ Membership Hame =
| MEMO0Z Life Time
Figure 4.5.1.2

You can edit an entry by clicking on the particulaanguage Id or Language Name”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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4.5.2 Memberships
You can define memberships here. To add a memipecgbk “Add”, you will see the screen
shown in figure 4.5.2.1.

Memberships : Membership

Mlame®

tdermbership Type™  f Select Membership {w

5 b em hip

Fields marked with an asterisk * are required.
Figure 4.5.2.1

Fill the name of the membership and select fromadriee membership types which you
defined earlier and click “Save” and you will ske tist of memberships as shown on figure

4.5.2.2.

Memberships : Memberships

Successfully Added
SearchBy: [ Seket v|  Search For: [“Scarch | Reset |
[ Add |
O Membership ID + Membership Hame = Membership Type =
i WMEDDT FCMA Life Time
Figure 4.5.2.2

You can edit an entry by clicking on the particulslembership Id or Membership Name”.

To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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4.6 Nationality and Race

All information about nationalities and ethnic ra@an entered here which can me later used
in the PIM Module.

4.6.1 Nationality
Various nationalities can be defined here. To addtenality go to “Nationality” select

“Add” and the screen shown on figure 4.6.1.1 wilpeaar.

Nationality & Race : Nationality

MHlame*

Fields marked with an asterisk ™ are reguired.

Figure 4.6.1.1
Fill the nationality name and click “Save” and tetionalities you defined will appear as

shown on figure 4.61.1.

Nationality & Race : Nationality

SearchBy: [Ssbct w|  SearchFor: [“scach | Reset |
[~ hdd |
] Hationality ID < Hationality Hame =
] MATOO3 Morth American
Figure 4.6.1.2

You can edit an entry by clicking on the particdldationality Id or Nationality Name”.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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4.6.2 Ethnic Races

Different types of ethnic races of the employeesdine here. To add a race select “Ethnic
Races” and click on “Add” you will the see the sameshow on figure 4.6.2.1

Nationality & Race :Ethnic Races

Marme*
Fields marked with an asterisk * are required.
Figure 4.6.2.1

Fill the race name and click “Save” and the nanmsdefined will appear as shown on
figure 4.6.2.2.

Nationality & Race :Ethnic Races

Search By: Search For: | Seach | Reset |
[ Add_ | Dowte |
] Ethnic Race ID ¥ Ethnic Race Hame =
] ETHOO1 African American
F] ETHOOZ Hispanic
] ETHOO3 Latin Ametican
Il ETHOO4 Asian
O ETHOOA White
Il ETHOOG Indian

Figure 4.6.2.2

You can edit an entry by clicking on the particdlathnic Race Id or Ethnic Race Name”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.
Multiple selections can be deleted simultaneously.
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4.7 Users

Administering of users by creating logins, groupd defining privileges are done through

this menu Item.

4.7.1 HR Admin Users
HR Admin Users feature allows you to create spdogihs for HR personnel. The Admin
can decide into what user group he will fall ifRead chaptef.7.3on how to define user
groups.
To create an HR Admin User select “HR Admin Userst click on “Add” you will then see

the screen on figure 4.7.1.1.

Users : HR Admin Users

Lser Marme™

Fassword® Confirm Password®
Status [ Enabled ~| Ermployee

Admin User | -Select User Group- |

Sroup™

Fields marked with an asterisk * are reguired.
Figure 4.7.1.1

Enter the following to create a user
» Username
Password
Confirm Password (Re-enter the password)
Status — Enabled or disabled

YV V V VY

Employee — If the HR Admin user is an existing eogpke you can select him from
here, but the employee needs to be defined inlttiedMddule.

» Admin User Group - Depending on the privilegesuker needs you can assign him
to a user group. Please note that the defaultgrsep available will be Admin,
assigning this group will give the user full accd®sad chaptet.7.3on how to

define user groups.
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Once you have defined the fields click “Save” amel group will be listed as shown on figure
4.7.1.2.

Users : HR Admin Users

Search by Search For: [SSearcn ] Reset |
|__Add__| Delete |
] User ID < User Hame =
O JSROOM Admin
F] SR005 hradmin
Figure 4.7.1.2

You can edit an entry by clicking on the particuldser Id or User Name”.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.

4.7.2 ESS Users

Through the ESS Users function you create usernatsdor all the employees in your
company. In other words here you can create a aserand password for the ESS User.
This information has to be communicated to userualy

To create a user account select “ESS User” ankl aic‘Add” and the screen shown on

figure 4.7.2.1 will appear.

Users : ESS Users

Uzer Mame™
Pagsword™ Confirrm Password™
Status | Enabled v | Employee*

Fields marked with an asterisk * are required.
Figure 4.7.2.1

Enter the following to create a user
» Username
» Password
» Confirm Password (Re-enter the password)
» Status — Enabled or disabled
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» Employee — Select the employee who will be using dlsername and password.
Please note that employee information needs teefieat! in the PIM Module before

creating user accounts. For more information se@ten 5.0

In case the ESS User forgets the password the acimisimply type in new or default
password for the user by selecting the particuigpleyee from the ESS Users menu and

click “Edit” and type in the new or default pass@@nd click “Save.”

The user accounts you create will be listed as/ehn figure 4.7.2.2.

Users : ESS Users

Search By: Search For:
| |

] User ID % User Hame =

F LSRO02 mhays

F IJSRO04 msmith
Figure 4.7.2.2

4.7.3 Admin User Groups

By defining user groups full or partial access bargiven to other HR personnel or
employees of your choice. The admin can select winalules and in each module what
privileges he/she will have in them. E.g. Read,t@yiDelete or Full Control.
These groups will be then available for selectioritee drop down menus in the HR Admin
Users.
You can create an Admin User Group by following skeps below:

» Select “Admin User Group” and click “Add” you withen see the screen shown on

figure 4.7.3.1.

Admin User Group

Code LISG003

Mame* |

| Azzign User Rights

Fields marked with an asterizk ™ are reguired.
Figure 4.7.3.1
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» Enter a name for the user group and click “Savet, will then see the screen shown
on figure 4.7.3.2.

Rights Assigned to User Groups

ser Group 1D II5E0045

Admin Lser Group HR

Module | --Select Module-- o |
Add O Edit O
Delete ] Wiemy ]
Assigned Rights
Module Add Edit Delete View
Figure 4.7.3.2

» From the drop down box next to module, select #r¢iqular module and set the
rights by clicking on the check boxes.
v' Add — Will allow you to add information to the partlar module.
v' Delete — User can delete information from the paldir module.
v Edit — Will allow the user to edit information pieusly entered.
v View — The user will be only able to view inforntion the particular
module.
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Once you set rights to a particular module clickV&’ and you will see your entry as

shown on figure 4.7.3.3.
Assigned Rights

Module Add Edit Delete View

Admin Yes Yes Mo Yes

Plbd Mo Mo M Yes
Figure 4.7.3.3

You can define many groups with various privilegenbinations. The groups you create will
be listed as shown on figure 4.7.3.4

Users : Admin User Groups

Search By: Search For: [“Search | Resot |
[ Add | Delete
] User Group ID+ User Group Hame =
L LISG001 Admin
] LSG00z2 hradmin
L LI2G005 HR
Figure 4.7.3.4

You can edit an entry by clicking on the particdldser Group Id or User Group Name”.
To delete an entry click on the check box nexhtopgarticular group and press “Delete”.

Multiple selections can be deleted simultaneously.
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4.8 Email Notifications

This feature allows you to subscribe to receivéfigations and to configure the parameters
to setup the email so that notifications with relgatio the following will be sent to the
relavant people which will quicken the communicasip
» Leave applications
Leave approvals
Leave cancellations
Leave rejections
Job Applications
New employee hire approval requests
Tasks sent on hiring of employee

Notifications of hiring new employees

YV V. V V V V VYV V

HSP naotifications

4.8.1 Configuration
Configuration of mail settings is essential to anowdate sending and receiving
notifications related to the operations performetthnw OrangeHRM (for example, leave
management and time sheet administration). Figu#d.1 shows the email configuration

screen.

Mail Configuration

Mail Sent As™ infa(@aorangehimn, com Sending Method | SMTP w
SMTP Host* smtp.gmail.com SMTP Paort* 4E5
Use SMTP O ho @ ves
Authentication
SMTF User infokEarangehm. com SMTP Fassword LT TITY YT T
Use Secure O Mo @ 550 O TLs
Connection
Send Test Email O Test Email Address
Fields marked with an asterisk* are reguired.
Figure 4.8.1.2
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Enter the fields accurately and you can check byisg a test mail to an email address of
your choice.
Click “Save” when you have entered all the settiagd you check the email account if you

specified an address to receive the test mail.

4.8.2 Subscribe

This feature will allow the admin to subscribe tagl notifications that will be sent to the
employees and supervisors in the system.
A copy of the mail will be sent to the email addrepecified by the Admin. He can also
select what copies of notifications he should rezei

Subscribe to E-mail Notifications

E-rmail* adminighorangehrm. com

Leave Applications
Leave Approvals

Leave
Cancellations

Leave Rejections
Jab Applications

MHew employves hire
approval regquests

Tasks senton
hiring of employes

Motifications of
hiring rnews
employees

HEF Maotifications

Fields marked with an asterisk * are required.
Figure 4.8.2.1

Click “Edit” to define the email address and thetest the notifications that you wish to
receive by clicking on the check boxes. Please thateby default all notifications will be

checked.

Copyright © 20090rangeHRM Inc. All Rights Reserved.



7 35
QrangeHrm

OrangeHRM

4.9 Project Info

Here information regarding projects, project adstiaitor customers and project activities

can be defined which can be later used for prajeriagement activities.

4.9.1 Customers
You can enter details of your customers that canseel to define projects and project
activities.
To add a customer select “Customers” and click “Aglali will then see the screen shown on
figure 4.9.1.1.

Customer
MHarmne*
Description
Fields marked with an asterisk * are required.
Figure 4.9.1.1

Enter the details and click “Save” and the cust@mell be listed as shown on figure 4.9.1.2

Customers

SearchBy: [ Sdect v]  Search For: Sarch ] Reset
[ Add__
] Customer Id ¥ Customer Hame =
F] 1 Red Hat

Figure 4.9.1.2
You can edit an entry by clicking on the particdl@ustomer Id or Customer Name”.
To delete an entry click on the check box nexhtogarticular customer and press “Delete”.

Multiple selections can be deleted simultaneously.
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4.9.2 Projects

The administrators are able to define the projedisch were/are/will be managed by the
company. The projects being displayed are showthefigure 4.9.2.1.

To add a project click “Add” and the screen showrfigure 4.9.2.1 will appear.

Project

Customer Mame® | RedHat v
Marme® Custarmization]

Description

Fields marked with an asterisk * are required.

Figure 4.9.2.1

Once you have defined the project, click “Save” #rel“Project Administrators” option will
appear as shown on figure 4.9.2.2

Project Administrators

Start Typing for Hints... m
Employee
Fields marked with an asterisk * are reguired.
Figure 4.9.2.2

Click “Add” to assign employees who will be handjithe project. You can also add multiple
employees. Enter the name of the employee and ‘@iskign” you will then see the list as
shown on figure 4.9.2.3.

Project Administrators

F Employee Name
F Travalta John
FI Smith Kevin

| Add ] Delete | Figure 4.9.2.3

Fields marked with an asterisk * are required.
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You can add or delete employees from the projeahgtpoint of time you wish.

The Project Activities entered will be listed agwsin on figure 4.9.2.4.

Projects

SearchBy:[Seect v|  Search For: [“Search | Reset
[ Add |
] Project Id = Project Hame = Customer Name =
| 1 Custarnization Red Hat

Figure 4.9.2.4
You can edit an entry by clicking on the particularoject Id or Project Name”.
To delete an entry click on the check box nexhtogarticular project and press “Delete”.

Multiple selections can be deleted simultaneously.

4.9.3 Project Activities

This section allows managing the activities, asged with the projects, that the company is
undertaking.

Select “Project Activities” and the screen showrfigare 4.9.3.1 will appear.

Project Activities

Project | Dell - Silver Support v

Mo Activities defined.

Figure 4.9.3.1
To define activities to a project select the paittc project from the drop down and then

click “Add” and you will then see a text box whemeu can define the activities.

Activity

[“Save | Cancel

Figure 4.9.3.2
You can add multiple activities to a project.
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» Administrator — HRAdmin — can manage theivéas for any project of the
company.
» Project Administrator — ESS User assigned as thg&rAdministrator for one or
more projects — can manage the activities onlyhi®iprojects.
The activities you enter will be listed as showrfigare 4.9.3.3.

F Activity
Fl Leave hoduls

[Add | Delete

Figure 4.9.3.3
You can edit the activity by clicking on the pauii@&r activity and delete activities by clicking
on the check boxes.

Multiple selections can be deleted simultaneously.
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4.10 Data Import / Export

This feature allows importing and exporting of disitand out of the PIM module. Rather
than feeding employee details one by one you c@oitdetails from a csv file or you can

export details all of the employees out of theeysinto a csv file for any other use.

4.10.1 Define Custom Export
You can define criteria that need to be exportedustom export is already defined if you
are using Millennium Payroll. You can define mampert criteria with different
combinations which can be used in the “Export” deat
To define a custom export select “Define CustomdEand click “Add” you will then see

the screen shown on figure 4.10.1.1.

Define Custom Export

MHlame* Emplopee Sumrmary
Available Fields Assigned Fields
empld . firstM ame
middleMame lastM ame
ztreet] gender
street birthD ate {
ity jainedD ate J
state zalary
zip f}
25N
empStatus
wiorkStation bl

Fields marked with an asterisk * are required.
Figure 4.10.1.1

Define a Name for the export and select the figlslsneed to be exported from “Available
Fields” on the right of the screen and click “Ad@b add multiple fields press “Control” on
your keyboard while selecting.

Once you have added those fields they will reftecthe “Assigned Fields”.

To remove fields from the “Assigned Fields” selt fields and click “Remove”.

You arrange them in any order by selecting thel$i@ind moving then up or down using the

arrows on the right of the screen.
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Click “Save” once you are done and you will seedkport criteria you defined as shown on
figure 4.10.1.2

Define CSV Heading for Custom Export : Employee

Summary
Assigned Fields CSV column headings
firsthame firsth arne
lastMName lasth amne
gender gender
hithDate birthD ate
joninedDate joinedD ate
salary zalary

Edit column headings if needed.
Figure 4.10.1.2
Here you can edit the headings of the columnsrbat to be reflected on the csv.
For e.g. you can select the “Salary” field to reflas “Remuneration” or any heading of your
choice on the CSV.

Click “Save” again to confirm and then you will stae custom export you defined as shown
on figure 4.10.1.3.

Custom Export Definitions
Successfully Updated

Search By: Search For “Search | Reset |
| Add |

] D% Export Hame =

] 2 Employee Summary

Figure 4.10.1.3

You can edit an entry by clicking on the particdlaror Export Name”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.
Multiple selections can be deleted simultaneously.
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4.10.2 Export
Export allows exporting data from the PIM Moduletora csv file depending on the custom
exports that were defined earlier.
To export data select a defined export from the di@mvn and click “Export”. You will then

receive a message asking to save or open yourtr&as figure 4.10.2.1 and figure 4.10.2.2.

Export HR Data

Export Type* | Employes Surmmary A |
Export Twpes maried with (+) are defined in Pivgin flies and are not editaile via the U
Cuatorm expont hpes cah be managed here

Fields marked with an asterisk * are required.
Figure 4.10.2.1

Opening Employee Summary.csy

You have chosen to open

@ Employee Summary.csy

which is a: Microsoft Office Excel Comma Separated Yalues File
Fram: htkp:fflocalhost

What should Firefox do with this file?

(") Save File

[] oo this automatically For files like this from now on,

(a4 l [ Zancel

Figure 4.10.2.2
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4.10.3 Define Custom Import

You can define criteria that need to be importeou ¥an define many import criteria with
different combinations which can be used in thegdm” feature.
To define a custom export select “Define Customdrtipand click “Add” you will then see

the screen shown on figure 4.10.3.1.

Define Custom Import

Mlame® Employes Statistics

Zontaing Header (I selacted, QrangeH RM will aiip frst line of CEI filg)

[ Save | Reset |

Available Fields Assigned Fields
DD Account -~ laztM ame
DD Arnaunt firztM arme
DD 1AmountCode gender
DD Checking birthD ate @
DD 2R outing street]
DD 2éccount ity
DD 24maunt state V]
DD 24mountCode HomePhone
DD 2Checkin MabilePhone
E —— | WokEmail

The faliowing fieids are cormpulisans ahol must be assighecs:
fasinarme, firstiarme

Fields marked with an asterisk * are required.
Figure 4.10.3.1

Define a Name for the import and select the figiols need to be imported from “Available
Fields” on the right of the screen and click “Add@b add multiple fields press “Control” on
your keyboard while selecting.

Once you have added those fields they will reftecthe “Assigned Fields”.

To remove fields from the “Assigned Fields” selt fields and click “Remove”.

You arrange them in any order by selecting thel$ielnd moving then up or down using the

arrows on the right of the screen.
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Click “Save” and the custom import you defined wvaiipear as shown on figure 4.10.3.3.

Custom Import Definitions
Successfully Added

Search By: Search For:

] D+ Import Hame =
F] 2 Employee Statistics

Figure 4.10.3.2

You can edit an entry by clicking on the particUli&’.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.

4.10.4 Import

Import allows importing data from the CSV’s on he tPIM Module depending on the
custom exports that were defined earlier. Make thedields defined on the custom import
matches those fields on the csv.
To Import data select a defined import from thepdiown and click “Browse” to select the
csv file that contains the details that need targgortant. If your import is successful you
will see the screen shown on figure 4.10.4.3 arcethployees you added will reflect on the
PIM Module.

Upload Successful. Continuing with Data Import

Summary
ETA Import completed
Frograss [ 100%
Mo, of rows imported 04
Mo, of rowes which failed to import al
Final result Import Successf

Figure 4.10.4.3
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4.11 Custom Fields

Custom fields can be defined which will reflectHiiM Module to define employees. You can
define a custom field if you need to enter anyiimfation that is not available on the PIM
Module.

To add custom fields select “Custom Fields”, cliékld” and then you will see the screen

shown on figure 4.11.1.1.

Custom Fields

Field Number |1 v |
Field Mame™*
Type* | String v

Fields marked with an asterisk * are reguired.
Figure 4.11.1.1
Enter a “Field Name” and “Type” by selecting eitlgiormation to be a string type or drop
down. If you select drop down enter allowed optisaparated by commas. Click “Save” and

you will see the screen shown on figure 4.11.112 e fields you defined.

Custom Fields

| Add | Delete |

] Custom Field Id = Custom Field Hame =
F] 1 Security Clearance
F] 2 Commissions

Figure 4.11.1.2
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You can now see these fields on the PIM Module uf@astom” as shown in figure
4.11.1.3 and 4.11.2.4.

Other [-]

Membership

Attachments
Figure 4.11.1.3
Custom

Security Clearance  Lewel 3
Commissions Tes

Fields marked with an asterisk * are required.
Figure 4.11.1.4
You can edit an entry by clicking on the particdl@ustom Field Id or Custom Field Name”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.0 PIM Module

This core module maintains all relevant employé&ted information, including different
types of personal information, detailed qualifioas and work experience, job related
information etc. Information captured in this mt&is utilized by all other modules, thus
eliminating data redundancy.

Records can be either entered manually one by omepmrted from a csv file. You cannot
import all the details but you can edit the remagriields.

ey EMPLOYEELIST

I
1l ADDEMPLOYEE
Figure 5.1

5.1 Employee List

Lists all the employees’ entered and imported theoPIM. You can view details of a
particular employee by clicking on the employeasne.

Figure 5.1.1 shows an example.

Employee Information

Search By: Search For:
1 Employee Id ¥ Employee Name = Job Title = Employment status = Sub-Division =
O oo Mike Havsman CED Full Time Permanent QrangeHRM
F EMPOO1 Travolta John Sales Executive Full Time Contract QrangeHREM - Sales Department

Figure 5.1.1

You can edit an entry by clicking on the particilamployee Name”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.
Multiple selections can be deleted simultaneously.
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5.2. Add Employee

A new employee is added to the system here. Otheritmporting details this feature allows to add an
employee and define a very informative profile.

To add an employee simply click on “Add Employeetar the “PIM” menu and the following screen
shown on figure 5.2.1 will be shown.

PIM : Add Employee

Code 03
LastMame* First Mame*
Middle Marme Mick Mame
Fhoto Browsze..
| Save | Reset |
Fields marked with an asterisk * are required.
Figure 5.2.1

Enter the fields and you can also add a pictutb@employee. To add a picture click on “Browse”

and select the picture from the relavant path dick ‘©Open”. Employee code is generated
automatically, but can be changed if required.

Please note that the maximum file size of the péict@nnot exceed 1 megabyte and the picture should
be in .jpg.

Click “Save” when you have finished and you wilegbe screen shown on figure 5.2.2

Personal =]

Photograph

Personal Details

Contact Details

Emergency Contact{s}

Dependents

Immigraticn

Sarah James Butler

Employment =]
Job
Sal‘irv ethe Tu age
Tax Exemptions Select 3 Photo Brawsze.. [1h Max] [Dimensions 100x120]
Direct Deposit
—

Qualifications =)

Work experience Fields marked with an asterisk * are required,

Education
Skills

Languages

License

Figure 5.2.2
The menu on the left will show all the possibleonmhation that can be entered about an

employee.
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5.2.1 Personal details

Once you have added an employee from the screevnshio figure 5.2.1 and save the
“Personal Details” is the default screen you wadd with the details you entered about him.
You can then edit the other personal informatisteti below by clicking “Edit” on the

bottom of the screen.

You can edit the following;

» Code — Employee Id/No

» Last Name

» First Name

> Middle Name

> Nick Name

» SSN No. — Social Security Number

» Nationality — Select from a list of pre-definedinagtlities

> SIN No. — Social Insurance Number

> Date of Birth — Select the date by clicking on ta¢endar icon or enter manually
with Year-Month-Date

» OtherId

» Marital Status — Select from the drop down

» Smoker — If the employee is a smoker click on ttxe b

» Gender — Click on the relavant gender

> Driver’s License Number

> License Expiry Date

> Military Service

» Ethnic Race — Select from a list of pre-definech&thaces

Once you completed this form click “Reset” to RESEE& details that were entered last or

click “Save” to save the information. You can adstil details later on.
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5.2.2 Contact Details

Contact information of an employee can be enten@a here. You will see the screen shown

on figure 5.2.2.1 when you select “Contact Details”

Contact Details

Cauntry | United States v |
Street 1 1210 Walley Dr. Street 2

) State ——
CityTown Loz Angeles Province | Califorria b
ZIF Code 91742
Home .
Telephane 123456783 Mobile 123456783
Work
Telephone 123456789
VWark Email ian. b{@arangehim. com Other Email

Figure 5.2.2.1

You can edit the following;

>

YV V V VYV

YV V V VYV V

>

Country — Select the country from the drop down
Street 1

Street 2

City/Town

State/Province — If the country is United Sates gau select from the drop down
or you need to enter it manually

ZIP Code

Home Telephone

Mobile

Work Telephone

Work Email

Other Email

Once you completed this form click “Reset” to rethet details that were entered last or click

“Save” to

save the information. You can also adaitelater on.
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5.2.3 Emergency Contacts

Contact details of an employee which will be needieing an emergency can be entered
here. You can enter more than one emergency coiltaetscreen shown on figure 5.2.3.1
shows a defined contact and the information thattbde entered to create a new one.
To create a contact you need to enter;

» Name
Relationship
Home Telephone
Mobile
Work Telephone

YV V V VY

Enter the details and press save. Saved contattseviisted as shown on figure 5.2.3.1.

Emergency Contact(s)

*Hame *Relationship

Home Telephone Mohile

Work Telephone

| |
Assigned Emergency Contacts

Hame Relationship Home Telephone Mohile Work Telephone
| Jane Butler Sister 1234567849 123456789 123456789

Fields marked with an asterisk* are reguired.
Figure 5.2.3.1

You can edit an entry by clicking on the particuldame” of the assigned emergency
contacts.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.4 Dependants
If an employee has any dependants you can entertieee. You will see the screen shown
on figure 5.2.4.1 once you select “Dependants”.
Enter the details and press save for each itenedSiéems will be listed as shown on figure

5.24.1.

Dependents

Dependents Children

Mame * Mame

Relationship Date of Birth Y -mm-DD =

Assigned Dependents Assigned Children
[ Add | Delete _ [ Add | Delete
Hame Relationship Hame Date of Birth

(] Anne Butler fother [] Jason Butler 2003-06-11

Figure 5.2.4.1

You can edit an entry by clicking on the particildame” of the dependant.

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.5 Immigration
Immigration information can be entered here. Etiterdetails and click “Save” for each

item. Saved items will be listed as shown on figbu®5.1.

Immigration
Passport & visa O Citizenship [ . Select Country - v |
Passporthisa Mo Izzued Date v mm-DD ]
19 Status Date of Expity s ormmDD &
19 Review Date Y -rmmeD D & Comrments

Assigned Passport/Visa
| Add | Delete |

Passport/Visa Passport/Visa Ho Citizenship Issued Date Date of Expiry
[] Passport A123456789 s 2007-12-10
Fields marked with an asterisk * are reguired.

Figure 5.2.5.1

You can edit an entry by clicking on “Passport/Visa
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.6 Photograph

A picture of the employee can be added here. Siclatl “Browse” and select the file that
you will upload and click “Save”.

" Photograph at

Click on the photo to s2e the full size image

Selecta Photo Brawse. | 1M Max] [Dimensions 100x1 20]
Fields marked with an asterisk * are required.

Figure 5.2.6.1
5.2.7 Job

Describe an employee’s role in the company by dadithe fields shown on the 5.2.7.1.

Job

Joh Title [ Sales Executive |

Employment Status [ Full Time Contract |

Jab Specification Sales

Job Duties Client Yisits

EED Category |ﬁDM|NISTHﬁTNE SUFPPOF |

Joined Date 2005-09-07 =

Sub-division

Locations

mm 2 Show emplovee contracts | gl Show emploves history

Fields marked with an asterisk ™ are reguired.
Figure 5.2.7.1
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5.2.8 Salary
Information with regards to salary of an employgentered here. You can select what pay
grade he will fall into, his salary details and gay frequency. Enter the details and click

“Save” for each item. Saved items will be listedcshswn on figure 5.2.8.1.

Salary

Fay Grade A+

Currency | - Select Currency - |+

Minimurm Salary iR
hlaximurm Salary -TA-
Basic Salary

Pay Freguency | - Select - v

Assigned Salary

[ Add | Delete

Currency Basic Salary Pay Frequency
[1 United States Dallar a4000 Wieekly

Fields marked with an asterisk* are required.

Figure 5.2.8.1

You can edit an entry by clicking on the particdl@urrency”.
To delete an entry click on the check box nexhtopgarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.9 Tax Exemptions
If an employee is suppose receive any tax exenmptiorse details can be defined here. Enter
the relavant information and click “Save”.

The tax exemption screen is shown on figure 5.2.9.1
Tax Exemptions

Federal Income Tax

Status [ Single Exernptions 1000

State Income Tax

State | - Select State Status | -Select-

Exemptions 1]

LInemployrment

State | - Select State - |
Work State | - Select State |

Fields marked with an asterisk ™ are reguired.

Figure 5.2.9.1

Click “Edit” to edit make changes.
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5.2.10 Direct Deposit
If salaries of employees are to be transferrecepodited into accounts, those details can be

specified here.
Multiple accounts with different amounts can bagrssd.
Define the details and click “Save” and your entii be listed as shown on figure 5.2.10.1.

Direct Deposit
Account
Account Type Checking @ Savings O

Raouting Mumber

Amount

Transaction Type

Assigned Direct Debit Accounts
[ Add | Delete |
Account Account Type Routing Humber Amount Transaction Type
] Commercial Savinos a4454 10000.00 Flat
[F Commercial Checking 465496 45000.00 Flat

Fields marked with an asterisk * are required.

Figure 5.2.10.1

You can edit an entry by clicking on the particuladccount”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.11 Report-To
Here you can define to whom the particular employilereport-to or who his subordinates
are. Once this is done the particular supervistirogiable to view the following when he
logs in;
PIM of the particular employee
Leave Summary of his subordinates

Leave List of his subordinates

Y V V VY

Attendance Report of his subordinates

» Time Sheets of his subordinates
You can set an employee to report-to more tharsapervisor and a supervisor can have
many subordinates who report to him.
Once the details are filled in click “Save” and #eries will be listed as shown on figure
5.2.11.1.

Report-to
Supervisor f Subardinate
Emplovee Mame
Feporing Method Select Method
Supervisors Subordinates
i.e. Current Employvee's Supervisors i.e. Current Employee's Subardinates
| Add | Delete | | _Add | Delete |
Id Hame Reporting Method Id Hame Reporting Method
[] 001 Mike Haysman  Direct [] EMPOO1  Travalta John  Direct

Fields marked with an asterisk * are reguired.

Figure 5.2.11.1

You can edit an entry by clicking on the particidapervisors or subordinates “Id”.

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.12 Work Experience
Previous work experiences of an employee can lerahhere. Enter the details and click

“Save” and the details will be listed as shownigare 5.2.12.1.

Work experience

Ermployer Start Date Yo -mm-D D &
Job Title End Date om0 &
Comments Internal F

Assigned Work Experience

[ Add | Debte

Work Experience ID Employer Job Title Start Date End Date Internal
O 1 Crange Inc. Inside Sales 2004-09-01 2005-08-31 P

Fields marked with an asterisk * are reguired.
Figure 5.2.12.1

You can edit an entry by clicking on the particdMfork Experience ID”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.13 Education
Education details of an employee can be enterezl Bster the details and click “Save” the
gualifications will be listed as shown on figur3.3.1.

Education

Education | ~Select Education-- b

MajorSpecialization

Year
GPAMSCore
Start Date Ym0 D |j
End Date rr-mm-DD =]

Assigned Education
| Add | Delete |

Education Year GPA/Score

F mMBA, Harvard University 2004 9.0

Fields marked with an asterisk * are reguired.
Figure 5.2.13.1

You can edit an entry by clicking on the particuladucation”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.14 Skills
If an employee has any special talents or skiby #tan be entered here. The entries that you

enter will be listed as follows.

Skills

Skill — Select Shill--me v

Years of Experience

Comments

Assigned Skills

[ Add | Delete

Skill Years of Experience
] Diriwing 5

Fields marked with an asterisk ™ are required.
Figure 5.2.14.1

You can edit an entry by clicking on the particuiakill”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.

Copyright © 20090rangeHRM Inc. All Rights Reserved.



7 61
QrangeHrm

OPEN SOURCE HR MANAGEMENT

OrangeHRM

5.2.15 Languages
Here you can enter the various languages thatgmpioyees are competent in with the level

of competency.
Once you have entered the details click “Save”yand entry will be listed as shown on

figure 5.2.15.1.

Languages

Language |--Seleu:t Language-- v|

Fluency | —~-Select Fluency--- V|

campetency [ —Select Rating— + |

Assigned Languages
| Add | Delete |
Language Fluency Competency

¥ French YWriting Poar

F] French Speaking Good

F French Reading Basic

Fields marked with an asterisk * are reguired.
Figure 5.2.15.1

You can edit an entry by clicking on the particdlaanguage”.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.16 License
Here you can enter the licenses an employee can Eaver the details and click “Save” and

the entry will be listed as shown on figure 5.2116.

License
License Type | -Select License Type-- v |
Start Date Y -mm-D D [
End Date Y -mm-D D [

Assigned Licenses

[ Add | Delete

License Type
[] 1z0L- International Camputer Driving License

Start Date End Date
2003-01-06 2003-07-10

Fields marked with an asterisk* are required.
Figure 5.2.16.1

You can edit an entry by clicking on the particulacense”.
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.17 Memberships
If employees are members of any committee, instiétit. those details can be entered here.
Define the membership for the employee and clickv&S you will then see the entry listed

as shown on figure 5.2.17.1.

Membership
Membership Type | - Select Membership Type -+ |
Mermbership .
| - Select Membership -- v |
Subscription Ownership .
| - Select Dwherzhip - b |
Subscription Amount
Subscription Commence Date _
v -mm-D D &
Subscription Renewal Date _
DD [
Assigned Memberships
[ Add |
- Membership Subscription Subscription Commence Subscription Renewal
Memhershlp.rwe Ownership Date Date
CIFCma Life Time Individual 2009-01-01 2009-12-31

Fields marked with an asterisk ™ are required.
Figure 5.2.17.1

You can edit an entry by clicking on the particdlsliembership”.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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5.2.18 Attachments
Supporting documents of a particular employeenfight be needed by the management can
be attached here. For example you can attach datarilee personal profile, certificates or
the resume of an employee.
Please note that each document can not exceeddbgtiegbut you can attach more than one
document. To attach click “Browse” select the &led attach it.

Your attachments will listed as shown on figure. 5321.

Attachments
File Mame CIMA_BFS_Cedificate_Sample.jpg

b2,

Description

ShowFile |  Edt | Reset |

Assigned Attachments

[ Add | Delete

File Hame Description Size Type
[] ciMa_BFS_Certificate_Sample jpg A, 52539 kB imadeljiped

Fields marked with an asterisk ™ are required.
Figure 5.2.18.1

To delete an entry click on the check box nexhtopgarticular entry and click “Delete”.

Multiple selections can be deleted simultaneously.

5.2.19 Custom
Custom features will show the custom fields that gefined in the “Admin Module”. A
custom field can be defined when a particular tigia that you need is not available. On
figure 5.2.19.1 we have shown the level of accegsformation through a custom field
labeled “Security Clearance”.
Custom

Security Clearance  Full
Commissions Tes

Figure 5.2.19
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6.0 Leave Module

A comprehensive leave management module with extepsssibilities of defining leave
types, company holidays, applying for and assigoinigave for the employees of the
company.

It caters for all application and approval processed is able to display information on leave
entitlement, balance, history etc.

The functionality of the Leave module differs degieig on the rights of the user. The Leave
module will be described from the perspective oadministrator, an ESS User who is a

supervisor and the normal ESS user.

The Admin can:
View Leave Summary for each employee and entidededays of each available type
Define Days off and Specific Holidays L LewE

Define Leave Types - P> [C] EMALOYEE LEAVE SUMMAR'Y

4% DEFINEDATS OFF =
! P Davs OFF

Assign Leave for any employee ,
"7 DEFINELEAVETYPES A" SPECIFIC HOLIDAY S
See Scheduled Leave for any employeg s ,..ooni gas

. . Figure 6.1
See list of Taken Leave for any employ:# LeaeList

YV V V V V V V

If the admin user is an employee then he will seeApply’ ‘My Leave’ and

‘Personal Leave Summary’ options along with the ofshe features

The ESS User — Supervisor can: MMY X
» View the Personal or Employee (subordinate) Leavar8ary ',15_; DEF INE DTS OF F ,
> View the Leave List 'uén i
» Apply Leave Iq_x=' MY LEAVE
» Assign Leave for his/her subordinates w7 ARPLY
> Approve/Reject Leave for his/her subordinates B assion Leae
¥ APRROVELEAVE
u_x.=' LEAVELIST
The ESS User can: Figure 6.2

. /5 LERVE
» View the ‘Personal Leave Summary’ &
] LEavESumarT

» View the detailed leave information
= MY L EAWE

w7 ApRLy
Figure 6.3
Copyright © 20090rangeHRM Inc. All Rights Reserved.

» Apply for leave



7 66
rangeHrRM

N SOURCE HR MANAGEMENT

OrangeHRM

6.1 Leave Summary

This feature allows you view the summary of theséeand also assign leave quota. The
menu will show data depending on the user type.

The Admin will see “Employee Leave Summary” and hudisrights.

ESS User who is a supervisor will see “Employeevee@dummary” (subordinates only) and
the “Personal Leave Summary” and has viewing righty.

An ESS User will see “Personal Leave Summary” aasl\liewing rights only.

6.1.1 Employee Leave Summary

To view the leave summary of employees select “Byg# Leave Summary” you will see

the screen shown on figure 6.1.1.1.

Select employee or leave type

vear Employee Name
Leave Type Al w
Figure 6.1.1.1

To assign leave quota or view details select tingodar “Year”, a particular employee or all
employees, and “Leave Type” and click “View” an@ tcreen shown on figure 6.1.1.2 will

appear.

Leave Summary for All Employees for 2009
| |

Employee Hame = Leave Type - Leave Entitled (days) = Leave Taken (days) = Leave Scheduled {days) = Leave Remaining (days) =
Mike Haysman Casual 0.00 0.00 0.0o 0.00
Mike Haysman Medical 0.00 0.00 0.0o 0.00
Travalta John Casual 0.0 n.oo 0.00 n.oa
Travalta John Medical 0.on n.oo 0.00 0.on
lan Butler Casual 0.0 n.oo 0.00 n.oa
lan Butler Medical 0.0 n.oo 0.00 0.00
Jasaon Bourne Casual 0.0 n.oo 0.0 0.o0
Jasaon Bourne Medical 0.0 0.0 0.00 0.00
Figure 6.1.1.2

Please note that only the admin can add leave gGbtk “Edit” and the “Leave Entitled
(days)” will become editable and you can enter gaaticular employee’s entitlement.

Once you have entered entitlements for each “Lagpe” click “Save”.
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6.1.2 Personal Leave Summary
This feature will be available to ESS Users, ESBeBuisors.

This feature shows the leave summary of the pdati@mployee logged in.

Figure 6.1.2.1 shows an example.

Leave Summary for 2009

Leave Type = Leave Taken (days) = Leave Scheduled (days) = Leave Remaining (days) =
Casual 0.00 0.00 0.0o
Medical 0.00 n0.on n.on

Figure 6.1.2.1

6.2 Define Days Off
By selecting Define Days Off, the Admin can defthe days off that will be applicable to the

entire company and will be taken into consideratidnle calculating leave duration. Please
note that this feature has to be defined by the iAdm any other user in the Admin User
Group.
Days off have been classified into:

» Weekends

» Specific Holidays

6.2.1 Weekends
Here you can define the weekends or the days oiéek that the company does not operate
on. The screen shown on figure 6.2.1.1 is an exani@fine the days by selecting an option
from the drop down. Click “Save” once your haveided all the days. Please note that

weekends have to be defined before applying ogasgj leave.
Define Days Off : Weekend

Manday
Tuesday Half Day
Weekend

Wednesday Full Day v

Thursday
Friday
Saturday
Sunday

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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6.2.2 Specific Holidays

The admin can define “Specific Holidays”, theseideys will be applicable to the entire
company and will be taken into consideration whdaéculating leave duration.

Click “Add” you will see the screen shown on figlge.2.1.

Define Days Off : Specific Holidays
Mame of Holiday™

Date* Y -mim - DD =

Repeats annually [

Full Day/Half Day | Full Day v |

Fields marked with an asterisk * are required.
Figure 6.2.2.1

Enter the “Name of Holiday” and “Date” it will occand checking the “Repeats Annually”
will mean that the holiday will occur on the sanaedin the years to come. Click “Save” once
you have defined a holiday. You will see the lisholidays as shown in figure 6.2.2.2

Define Days Off : Specific Holidays
| |

|:| Hame of Holiday Date Full DayHalf Day Repeats annually
O Christmas 2008-12-25 Full Day Yes
O Mew Year 2010-01-01 Half Day Yes

Figure 6.2.2.2

You can edit an entry by clicking on the particildame of Holiday”.

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.
Multiple selections can be deleted simultaneously.
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6.3 Define Leave Types

Through this section the admin and any other usteradmin rights will be able to define
leave types, which are compatible with the HR petiof the company. Click “Add” and you

will see the screen shown on figure 6.3.1. Casodlnedical leave are set by default.

Define Leave Type

Leave Type Mame®

[“Save | Reset |

Fields marked with an asterisk * are required.
Figure 6.3.1

Enter name of the leave type you wish and click&aThe list of defined leave will be

displayed as shown on figure 6.3.2.

Leave Types
[ add | cdt | pelete | Reset |
"] Leave Type Id Leave Type
] LTvo01 Zasual
F] LTYO03 Maternity
] LTv002 Medical

Figure 6.3.2

To edit a leave type click on “Edit” do the changesl click “Save”. The “Reset” option will
take back to the content which was there aftefasie'Save”.
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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6.4 Assign Leave

The Admin and Supervisor have the right to assgivé. The ESS — Supervisor has rights to
assign leave to his subordinates and admin tovgll@yees.

Assign Leave

Employee Mame®

Leave Type | Casual v|
Fram Date™ TrTr-rnm-D 0 [
To Date” TrTY-mm-DD &
Comment
Fields marked with an asterisk ™ are required.
Figure 6.4.2

Select the name of the employee, you can do thentsring the first letter of his name and
you will see list of employees with that letter grodi can select the relevant employee, then
select the leave type, the dates from which Isejppose to be off and you can add a

comment if necessary.

Click “Assign” when you are done and the employeé tine admin will be notified via e-
mail.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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6.5 Apply

All users except for the admin unless he is an eygad can apply leave from this option. To
apply a leave select “Apply” you will the see tloeeen shown on figure 6.5.1.

Apply Leave

Leave Type | Casual v |

From Date” 2009-09-11 =

To Date” 2009-09-11 =

Fram time To time
Total hours -

Camment

|__Apply |

Fields marked with an asterisk * are required.

Figure 6.5.1

Select the leave type and the “From Date” and “BbeDyou require the leave, once you
select the dates you will see the “From Time”, Mme” and “Total Hours”, you can enter
the times just enter the number of hours and aglwh@anent on why you need the leave.
Once you have filled in the details click “Applyhd a mail will be sent to the Supervisor and

the Admin for approval. The status of your leavpl@aation can be seen in “My Leaves”, see
chapter 6.8 for more information.

6.6 Leave List

The leave list is available to the Admin and ESSupervisors. It will show all the
information with regards to leave statuses anddhewing tasks can be performed,;
» Reject
» Cancel

» Approve

Copyright © 20090rangeHRM Inc. All Rights Reserved.



P 72
rangeHrM

OPEN SOURCE HR MANAGEMENT

OrangeHRM

The ESS — Supervisor will only see the leave listis subordinates while the Admin can
view the entire list.

When an employee applies for a leave his SuperaisdrAdmin will receive a mail with a
link to the leave list and upon clicking on thaidieither the Supervisor or the Admin can
approve, reject or cancel the leave.

Once the status is changed make sure you clicke'Savmail will be then sent to the
employee and he can be the status of his leavé&capph.

Figure 6.6.1 shows a set of leave and the stattieedéave.

Leave List (All Employees)

Period Frorm  ¥yrv-mm-00 |2 To  vrre-mm-00 |2
Show leave with status: All[[] Rejected Cancelled Pending Appraval Appraved Taken Weekend Haliday
Date Employee Hame Ho of Days Leave Type Status Leave Period Comments
2008-09-11 Travolta John 1 Casual 08:00- 16:00 Unavoidable Circumsta
2008-09-14 Travolta John 1 Medical 08:00- 16:00 Surgery
2008-00-11 lan Butler 1 Casual 08:00- 16:00 Emergency
Figure 6.6.1

You can view leaves between specific periods byi§prg the “From” and “To” dates.
You can also view the complete leave list withtladl status or any combination of the
following;
> Rejected
Cancelled
Pending Approval
Approved
Taken
Weekend

V V V V V V

Holiday
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6.7 My Leave

This menu item is available for ESS Users and ES&®&isors. Personal leave details can be

viewed here.

My Leave List

Date Ho of Days Leave Type Status Leave Period Comments

2009-09-11 1 Casual Rejected 08:00-16:00 Unavoidable Circurnstances
2009-09-14 1 Medical Taken 08:00-16:00 Surgery

2008-09-24 1 Medical 0E:00- 16:00 a chronic condition whi

Figure 6.7.1

An employee can choose to cancel a pending applead or an approved leave. He cannot
make any changes to any other leave status.

He can view complete details of leaves by clickimgthe “Date”.

To make a status change click on the drop dowrts&lancel” and click “Save”.

If the email notifications functionality has beewmnfigured (see section 4.8 for more
information), email notifications on leave applicat cancellations, rejections, and approvals
will be sent to the Employee, who has applied éawvk, and to the Admin Users, who have

subscribed for the leave management mail notificesti
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7.0 Time Module

The Time Module automates attendance maintenaricewarch in/out. The functionality of
the module allows the employees of the companyeate and submit weekly timesheets and
the Supervisors to modify, approve and rejectithesheets, submitted by their subordinates.
While attendance is tracked through punch in/foytlegees can specify the time spent of

projects assigned to them.

I

*E (| PRINT TIMESHEETS

. . =| ATTENDAMCE :
Depending on each user the functions vi& QE| EWFLOYEETMESHEETS

D EMPLOYEE REPORTS Figure 7.1

The Admin can: :
.'._"_f-".'l PROJECT REPORTS

» Print Timesheets 2 B \woRrK SHIFTS
View / Edit / Approve / Reject Employee Timesheets
View any employee’s time reports

View project reports for any project undertakerthy company

YV V VYV VY

Define a work shift for an individual/group of erogkes

[ Tme
oF (3 MY TIMESHEET
The ESS — Supervisor can: (f ATTENDANCE @ PRINT TMESHEETS

Enter, modify and submit personal timeshe;@ PROJECTTIME 5" EMPLOYEE TIMESHEETS
View / Edit / Approve / Reject timesheets of hibsrdinates Figure 7.2
Enter punch in/out time

Enter time events spent on the project activities

View his subordinates’ employee time

{:_L;‘ TIMESHEETS

YV V V VYV V

The ESS User can: CE (3| PUNCH INiOUT
> Enter, modify and submit personal timeshe#‘@ FREIEE U= *-@ Mt REPORTS

I'_’-.cl_l-:-' PROJECT REPORTS

» Enter punch in/out time Figure 7.3

» Enter the time events for the activities of thejgets he/she is working on
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7.1 Timesheets

This feature functions in different ways dependimgwvho the user is.

The Admin will be able to print and view timesheet&mployees while a Supervisor can
also do the same and in addition can enter hisstiemet details, but a normal ESS User can
only enter his timesheet details.

7.1.1Entering and Submitting a Timesheet
When an ESS User clicks on “Timesheets” or an ES8pervisor clicks on “My Time
Sheets” the screen shown on figure 7.1.2.1 willkeappThis option is not available to the
Admin. Please note the starting day of the week@hb®e define before enetering details on

time sheets.

It Timesheet for week starting 2009-09-07

Status: Not submitted

Project Activity Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total
2009-09-07 2009-09-08 2009-09-09 2009-09-10 2009-09-11 2009-09-12 2009-09-13

Mo records
found!

Figure 7.1.2.1

To enter details click “Edit” and enter the timespon each project activity. You can add or
remove rows and define times for various projent$ activities at any time of the week.

Each time click “Save”. Once times have been ddfiioe the whole week then click “Save”

Suscessfully updated

Edit timesheet for week starting 2009-09-07

Project Activity Monday Tuesday Wednesday Thursday Friday Saturday Sunday
2009-09-07 2009-09-08 2009-09-09 2009-09-10 2009-09-11 2009-09-12 2009-09-13
| Dell - ilver supps| [Bug Fixing v |4 | [e | E | [z | [o | o | [o |
[Dell - silver Suprv| [Maintenance v [3 | [o | [o | [« | [a | [o | [o |
[red Hat - custonv| [Leave Module ]  [1 | [z | [o | [z | [z | [o | [o |
[Dell - silver Supp] [lpgrading v [o | [ | [o | [o | [s | [o | [o |

[““Back ] nddRow | RemoveRow | Save | Reset |
Deleted projects/actiaties are marked with an asterik ™ Click on a project/actrity to edit.

Figure 7.1.2.2
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After saving the information click “Back” and go tioe view screen and you will the details

as shown in figure 7.1.2.3.You can submit the tgineet to your superior for approval, to do

this click “Submit”, click “Edit” to make changes olick “Details” to see a detailed view.

Status: Not submitted

Project Activity Mond: Ti day Wedi day Thursday Friday Saturday
2009-09-07  2009-09-08 2009-09-09  2009-09-10 20090911  2009-09-12
Dell - Silver Bug Fixing 4 B 8 2 0 ]
Support
Dell - Silver Maintenance 3 1] 0 4 1] 0
Support
Dell - Silver Upgrading 0 0 1] 1] B 1]
Support
Fed Hat - Leave Module 1 2 0 2 2 0
Custamization
Total 3 3 ] 3 3 0
[“submit | Details |
Figure 7.1.2.3

7.1.2. Approving Employee Timesheets

Sunday Total
2009-09-13
1] 20
1] T
1] 6
1] 7
0 40

When an employee submits a time sheet it will e &ehis supervisor. The supervisor will

see the submitted time sheets as shown in figar@.7.

Select Employee
Employee Mame Start Typing for Hints.., m

Submitted timesheets pending supervisor approval

Employee Hame Timesheet period

Travalta Jahn YWeek starting 2008-08-24 m
Travalta John Yeelk starting 2009-08-10 m

Figure 7.1.2.1
Click “View” to see the details of the timesheet.

Status: Submitted

Project Activity Mond: T day Wed day Thursday Friday Saturday Sunday
2009-08-10 2009-08-11 2009-08-12 2009-08-13 2009-05-13 2009-08-15 2009-08-16
Dell - Silver Bug Fixing 8 8 8 8 8 1] 1]
Support
Total 3 8 3 3 1 0 0
Comment | |

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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The supervisor can approve or reject a timesheehbsring a comment.

Once approved or rejected the particular employilelso be updated with the status.

Status: Approved - Good Job

Sucoessfully approved

Project Activity Mond: T day Wedi day Thursday Friday Saturday Sunday Total
2009-08-10 2009-03-11 2009-08-12 2009-08-13 2009-08-14 2009-08-15 2009-08-16
Dell - Silver Bug Fixing 8 8 8 8 g 1] 1] 40
Support
Total 8 8 8 8 8 0 0 40
Figure 7.1.2.3

An approved or rejected timesheet can be withdtanathange the status by clicking “Reset”.

The employee will see an approved or rejected tmesas shown on figure 7.1.2.4.
Timesheet for week starting 2009-08-24

Status: Approved - Good Job

Project Activity Mond T day Wed day Thursday Friday Saturday Sunday Total
2009-08-24 2009-08-25 2009-08-26 2009-08-27 2009-08-28 2009-08-29 2009-08-30
Dell - Silver Bug Fixing 8 8 1] 8 g 1] 1] 32
Suppoart
Total 3 3 [] 3 3 [] [] 32
Figure 7.1.2.4

The employee can move between timesheets by afjicKrevious” and “Next”.
The Admin can view timesheets of any employee chanhot approve or reject them; a user

who is the Admin and a Supervisor can approve/téjmesheets of his subordinates.
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7.1.3 Print Timesheets

The administrators and supervisors can print tiheets of employees. Admin can print any
employee’s time sheet whereas the supervisor éantpnesheets of his subordinates.

To print timesheets go to “Print Timesheets” and wall see the screen shown on figure
7.1.3.1.

Select Timesheets
Employes Mame Stant Twuning for Hirts...
Civision [..]
Employment status | all v |
Frarn Date TYYY-mm-0DD =
Tao Date TYTr-rmm-D0 =
| view ] Reset

Figure 7.1.3.1

Enter a employees name or select “All” and seleetrelevant “Divisions”, “Employment

Status”, and the period “From” and “To” and clickiew” and you will see the screen shown
on figure 7.1.3.2.

From : 2009.09.01 To : 2009-09-30
|_Back | |

Timesheet for Travolta John for week starting 2009-08-31

Project Activity Tuesday Wednesday Thursday Friday Saturday Sunday Total
2009-09-01 2009-09-02 2009-09-03 2009-09-04 2009-09-05 2009-09-06
Red Hat- Leave Module 2 2 2 2 1 1 34
Customization
Total 8 8 8 8 1 1 34
Figure 7.1.3.2

Click “Print” if you wish to print the timesheet olick “Back” to go back to the previous
page.

Copyright © 20090rangeHRM Inc. All Rights Reserved.



7 79
e

OrangeHRM

7.2 Attendance

All attendance records are maintained and recandeér attendance. Depending on the user

the attendance functions vary.

The Admin can:
» Generate attendance reports for all the employees

» Configure user rights with regards to attendance

The ESS - Supervisor can:
» Punch In/Out
» View personal reports

» View employee reports

The ESS User can:
» Punch In/Out

» View personal time reports.

7.2.1 Configuration
The admin can select what privileges the emplogeessupervisors will have on the punch
in/out and attendance.
The screen shown on figure 7.2.1.1 shows the “A@ce Configuration”, to give rights to a

particular item click on the check box to sele@rit click “Save”.

Attendance Configuration
Emplovee can change displayed current time when he punches infout F

Emplovee can edit submitted attendance records

Supervisor can edit submitted attendance records of subordinates

| save |

Figure 7.2.3.1
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7.2.2 Punch In/Out

This feature allows capturing the number of hourg@ployee spends working for the
company. This feature is only available to the ESRupervisor and ESS User. To access the
Punch In/Out time, user should select Punch Inf@enu item under the Time Module. The
screen, shown in the figure 7.2.2.1 will be displdy

Punch In

Date  zoo9-09-25 |0

Tirme 09,00

M ote

||

Figure 7.2.2.1

7.2.3 Employee Reports

Here the Admin and ESS — Supervisor can view aitchédndance reports of employees.
To view employee reports select “Employee Repdrtsh “Attendance” and the screen
shown on figure 7.2.3.1 will appear.

Attendance Report

Employee Name From Date vvvv-MM-DC 7] To Date vrr-MM-DC 5] Report Type [Summary v

Figure 7.2.3.1

Select the employee and the “From Date” and “TceDand the type of report you wish to
view, and then click “Generate”.

Please note that edits can be only made on a depaift.

In Date In Time In Hote Out Date Out Time Out Note Delete
2009-09-17 10:54 2009-09-24 15:52 |:|
Figure 7.2.3.2

Click “Save” if you make any changes.

To delete an entry click on the check box nexhtoparticular entry and press “Delete”.
Multiple selections can be deleted simultaneously.
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7.2.4 My Reports
Both an ESS — Supervisor and a ESS User can vieailetbor summarized attendance
reports and can edit submitted reports if the admmgiven them rights to do so. The screen

shown on figure 7.2.4.1 is a sample of a persompl@yee report.

In Date In Time In Note Out Date Out Time Out Note Delete
Z009-09-15 1z:04 2009-09-25 11:07 |:|
Figure 7.2.4.1

7.3 Employee Reports

These reports are available only to the Admin. HieeeAdmin can track the time spent by
employees on particular activities. To view an emgpk report select “Employee Reports”

from the Time Module and the screen shown on figugel will appear.

Employee Time Report

Employvee Mame

Project Lall v |
[ show Deleted
Ativity
From Date Yrrr-mm-01 [
Tao Date Trrr-mm-ol 2
[ View
Figure 7.3.1

The screen shown on figure 7.3.1.2 shows a sarapltat:

Employee Time Report : Travolta John

Project Activity Time (hours)
Red Hat- Custormization Leave Module 40
Dell - Silver Support Bug Fixing T2
Total 112
Employvee Time Report for Approved Timesheets

Figure 7.3.1.2
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7.4 Project Reports
This feature is available for the Admin, ESS — Suigers and ESS Users. The Admin can

view can reports for all projects and the ESS —eBuipors and ESS Users can view reports
on projects administered by them or projects assiga them. The screen shown on figure

7.4.1is a report generated by the Admin.

Project Reports
Project Dell - Silver Support
Fram 2009-03-01
To 2003-02-30

Activity Time (hours)

Bug Fixing 2.0 Wigy
Uporading ar.o Wiigy
Maintenance 7T Wigny
Total 206.0

Figure 7.4.1

Click “View” to see details on a particular activitA detailed view of an activity is shown on
figure 7.4.2.

Activity Details

Froject Dell - Silver Suppoaort

Activity Bug Fixing

To 2008-08-01

Fraom 2008-059-30

Tatal Tirme 72.0 {hours)
Employee Hame Time (hours)
Travolta John 720

Figure 7.4.2
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7.5 Work Shifts

The work shifts for individual or the group of erapkes can be defined only by the Admin.
This can be done by selecting the “Work Shift” frtime Time Module. The screen will be
shown on figure 7.5.1 will appear.

Add new Work Shift

Shift Mame™

Hours Per Day™

Figure 7.5.1

Enter a name for the shift and how many hours iffé will last and then click “Add”. You
will then see the shift you added listed as shawiigure 7.5.2.

Work Shifts

Successfully updated

|__add__| Delete

|:| Shift Hame Hours Per Day
F Twilight g.00

[l Marning .00

Figure 7.5.2

To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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To add employees to a shift click on the particsfaft and you will see the screen shown of
figure 7.5.3.

Work Shift Edit
=hift Mame® Twilight
Hours Fer Day™® §.00

Available Employees Assigned Employees

Milke Havsman m avaolta John
Ian Butler Sindy John
Figure 7.5.3

To add an employee to the shift, click on the erygdds name or for multiple selections hold
“Ctrl” while selecting and then press “Add”.

Vice versa you can remove employees from the bigittlicking “Remove”.
Click “Save” once you are done.

Copyright © 20090rangeHRM Inc. All Rights Reserved.



7 85
Qrangetrm_ .,

OrangeHRM

8.0 Benefits Module

This module allows the Admin to define Health SgeifPlans and define the Payroll
Schedule for the company. The Benefit Module is algilable for the ESS Users but with
limited options. On the Benefits Modulé: BeneriTs

The Admin can: ey 4 DeFNEHSP
Define a health savings plan 11" PAYROLLSCHEDULE a4 BupLOYEEHSP SUMMAR Y

View, Resume and Halt the employee HSP Summaiy] HSP PamEnTs DUE

View HSP payments due | HSP EXPENDITURES

View HSP expenditures 4 HSPUsED

View HSP used

YV V V VY V

The ESS User can:
» View personal HSP expenditure
» Request HSP

» View personal HSP summary

8.1 Health Savings Plan

The Admin can define a health savings plan andatpét via this feature. The Health
Savings Plan menu consists the following items:
» Define HSP
Employee HSP Summary
HSP Payments Due
HSP Expenditures
HSP Used

YV V V VY

8.1.1 Define HSP
Here the admin can choose the type of HSP Plaadimpany wishes to implement.
The abbreviations used are as follows:
» HSA — Health Savings Account
» HRA — Health Reimbursement Account
» FSA - Flexible Spending Account
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Define Health Savings Plans
HEA Already Defined |
HEA

HRA

FSa
HSA+FSA
HRA+FSA
HIA+HRA

® OO0 00O

Figure 8.1.1
Select the HSP and click “Save”.

8.1.2 Request HSP

This option is available only to ESS Users. An E&®r can request for a HSP, to request
select “Request HSP” from the Benefits Module, yoll see the following screen shown on
figure 8.1.2.1.

Health Savings Plan Request Form

Plan HSA If a payment is to be mailed by Human Resource to a Third Party, please enter the mail address here

Date Incurred TYYY-rmm-Dl :l

Frovider Mame

Person incuring expense

Camments{if any)
Expense Description
Expense Amount{USE)
CheckiPayment made to
Third party account numhber {if required) Emploves Mote: You must submit a written statement (such as an iternized hill fram the benefit pravider) to

resources before this request will be approved and paid.

Date paid

re-mm-DD & | submit | cancel |
Check Mumhber

HR Motes

Figure 8.1.2.1
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Enter the details and click “Submit”, the adminlwiilen be notified via an email about your

request.
8.1.3 Employee HSP Summary

The Admin can define the contributions that havbdonade for the plan, the Annual Limit,

Employer contribution, Employee contribution, ahd Total Accrued and Used will be
calculated automatically. The Admin can also haitam by clicking “Halt” at the end of

each entry. The Admin can view the HSP used list particular employee by clicking on the

employee’s name. Figure 8.1.3.1 shows an exam@e tEmployee HSP Summary” and

figure 8.1.3.2 shows an example of HSP used list.

The Admin can extract the details on to PDF bykatig on “Save as PDF”.

Employee Health Savings Plan Summary- 2009

Employee 2009 v |
Contribution per pay-day
Employee Plan Status Annual Limit Employer Employee Total Used
$) $) $) $)
Mike Haysman HEA Active 100,00 10,00 10.00 10,00 |
Travolta John HSA Active 100.00 10.00 10.00 0.00 |
Sarah Butler HSA  Active 0.00 0.00 0.00 0.00 |

Figure 8.1.3.1

Health Savings Plan Used List : Mike Haysman
H save sl

Paid ? Date Incurred Hame Of Provider Expense Description
Tes 2009-08-22 HEA Provider Health Savings Description
Mo 2009-09-16 HSA Provider Medical Claim
Mo 2009-09-10 HSA Provider Medical Claim
Figure 8.1.3.2

8.1.4 HSP Payments Due

Incurred For?
Mike Haysman
Mike Haysman
Mike Haysmani
Total Used (YTD)

Cost (US$)
10.00
10.00
10.00
30.00

The payments which are due by an employee wilEfiested here. Figure 8.1.4.1 shows an

example with a list of payments that are due.

Health Savings Plan Payments Due

H save as @

Paid? Date Incurred Hame Of Provider Expense Description
Ma 2009-09-16 HSA Provider Medical Claim
Ma 2009-09-10 HSA Provider Medical Claim

Figure 8.1.4.1
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8.1.5 HSP Expenditures
This reflects the expenditures or claims that weaele by employees on his HSP; The

Admin can view the expenditure of all the employetde an ESS User can only view his

personal HSP expenditure.
The Admin can view a HSP Used List by selecting HERPenditures from the HSP menu

and then he will see the screen shown on figur&8.1

Health Savings Plan Used List

Vear
Employee
Figure 8.1.5.1

The year has to be selected from the drop dowrtr@dmployee from the list that will pop
up upon clicking or| ... | select an employeenftbe list to view his HSP expenditure.

Figure 8.1.5.1 is shows an example of an employd8B used list.

Health Savings Plan Used List : Mike Haysman

H save asm@
Paid? Date Incurred Hame OF Provider Expense Description Incurred For? Cost (US$)
Yes 2009-09-22 HSA Provider Health Savings Description Mike Haysman 10.00
Mo 2009-09-16 HSA Provider Medical Claim Mike Haysman 10.00
Mo 2009-09-10 HSA Provider Medical Claim Mike Haysmani 10.00
Total Used (YTD) 30.00
Figure 8.1.5.1
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8.1.6 HSP Used

Here the Admin can view the HSP Used by an emplojee&iew HSP Used details of an
employee select “HSP Used” from “Health SavingsaPknd then you will see the screen
shown on figure 8.1.6.1.

HSP Used

Vear

Employee
Figure 8.1.6.1

The year has to be selected from the drop dowrtt@dmployee from the list that will pop
up upon clicking or| ... | select an employeettissiew his HSP Used.

8.1.7 Personal HSP Summary
This feature is available for the ESS User. The aaa view details of his HSP here. The
user can also request the admin to halt or resusnd3P plan by clicking on “Request Halt”
or cancel the request by clicking “Cancel Halt Rexji The actions will be notified to the

Admin via email. Figure 8.1.7.1 is an example offHSummary.

Health Savings Plan Summary for Mike Haysman - 2009

2009 v |
Contribution per pay-day
Plan Status Annual Limit Employer Employee Total Accrued Total Used
(%) $) $) (%) $)
HSA Active 100.00 10.00 10.00 20.00

Figure 8.1.7.1
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8.2 Payroll Schedule
Here the Admin can define the pay period and defofedules. The Payroll Schedule

consists of the following sub menus:
» View Payroll Schedule
» Add Pay Period

8.2.1 View Payroll Schedule

The Admin can view a payroll schedule by selectMigw Payroll Schedule” from Payroll

Schedule; upon selecting this, the following screfeown on figure 8.2.1.1 will appear.

Payroll Schedule

Chonse Year | 2009 v|

Figure 8.2.1.1

Select the year and click “View”, you will then siéee screen shown on figure 8.2.1.2.

Payroll Schedule : 2009

[ add ]
Check Date Pay Period Pay Period Closes Timesheet Approval Due
O 2009-05-28 2009-09-01 to 20059-03-30 2009-08-30 2009-059-26

Figure 8.2.1.2

This will show a summary of the payroll schedut®,d detailed view click on the “Check
Date.”
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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8.2.2 Add Pay Period

The Admin can define on how often payments wilhtede to employees. To define a Pay
Period select “Add Pay Period” from Payroll Schedahd the screen shown figure 8.2.2 will
appear.

Define: Pay Date For Pay Schedule

Pay Period TYYr-mim-DD =] to TYr-mm-DD =
Pay Period Closes ™ -rnm-DD &
Timesheet TYYY-mim-DOo =
Approval Due
Check Date TYVY-rm-D0 =
|_save ] Reset
Figure 8.2.2.1

Enter the dates for the relevant fields and cliSkve”, you will see the list of defined pay

periods as shown on figure 8.2.2.2.
Payroll Schedule : 2009

Schedule zaved succeassfully |

[~ add ] pelete |

Check Date Pay Period Pay Period Closes Timesheet Approval Due
F 2009-08-28 2009-08-01 to 2009-09-30 2009-08-30 2008-08-26
F 2008-10-02 2009-08-01 to 2009-09-30 2009-08-30 2008-10-01

Figure 8.2.2.2

To view details of a pay period click on “Check &at
To delete an entry click on the check box nexhtoparticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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9.0 Recruitment Module

The Recruitment module manages the recruitmenigsof a company. The Admin can
create vacancies which will be listed on the linkjebs.php A link has to be made on the
website to take the applicantjabs.php When applicants are rejected, approved or when
interviews are scheduled mails are send to thewreasful applicants are added to the

system.
9.1 Job Vacancies

Here the Admin can create a vacancy for a partigakatitle required by the company. To add a

vacancy select “Job Vacancies” and click “Add” @hd following screen shown on figure 8.1.1

will appear.

Add Job Vacancy

Job Title* |cED v

Hiring Manager* Travolta John

Description & Years experience in the CEO field i regivired.
Active [w
| save

Figure 9.1.1

Once the details has been entered click the “Attiheck box if you want to start hiring

right away or leave it blank if you intend to hirethe future.
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Click “Save” and the vacancy will be listed as sham figure 9.1.2.

Job Vacancies

Search By; SearchFor: TS mrm
[ Add | Delete |
O Vacancy ID ¥ Job Title = Hiring Manager =
O 1 Sales Executive Mike Haysman
O 2 CEQ Travalta John
O 3 CEQ Mike Haysman
Figure 9.1.2

9.2 Applying for a Vacancy

Both internal and external applicants can applyafgacancy througiobs.php for e.g.

93

Status =
Active
Active
Inactive

http://localhost/orangehrm?2.5/jobs.pAphe screen on figure 9.2.1 shows couple of active

vacancies posted.

Job Vacancies

Expand All

Colapse All

Sales Executive
Sales Executive for Software Company...

CEO

5 Years experience in the CEQ field iz regivired....

Figure 8.2.1

[+]

[+]

An applicant can apply to a vacancy by clicking &d then click on “Apply”, the following

application form shown on figure 9.2.2 will therpajpr.

Application Form for a position with OrangeHRM

Fosition Applying Sales Executive

for

First Mame* Middle Mame

Last Mame*

Street 1* Street 2

Ciity* Country® [ - Select Country - L
State / Province® Zip Code*

Phone Mohile

Ernail™

Qualifications and
Experience®

Resume Brawse..
Size should he less than 1MB and only .daoc, .docx, .adt, pdf, f, bt are allowed

Fields marked with an asterisk™* are raqguired.

Figure ¢2.2
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After entering the relavant information the apphitaan choose to upload his resume or any
other document.

The applicant will see the message shown on fi§Ll2e8 and will receive a mail confirming
the submission. The Admin and the Hiring Managéralso will receive a mail about the

application.
Job Application Received

Yaur application far the position of Sales Executive was received. An email confirmation was sent ta the fallowing email
address: jsawyen@orangehrm.com

Figure 9.2.3
9.3 Applicants

All the applicants who apply for a particular vacamvill be shown here in “Applicants”

under the Recruitment Module. An example is showrfigure 9.3.1.

Applicants
Position Hiring .
Name Applied Manager Status Actions

. Sales . . Event History

Sindy John ST Mike Havsrman Hired Dietails
- Reject i
James Sales ) Application ) Ewvert History
7 Mike Haysman ] Schedule 1=t Interviewy -
Sawner Executive Subrmitted iffer Job Cetails
Figure 9.3.1

From here the Admin can:

» Reject an application
Schedule an interview
Offer job

View event history

YV V V VY

View Details
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9.3.1 Reject

The Admin or Hiring Manager can turn down an aggiian. To do so click on “Reject”

option on the particular applicants tab and theestishown on figure 8.3.1.1 will appear.

Confirm Action: Reject

Applicant Mame Jarmes Sawyer
Paosition Applying for Sales Executive
Application Status Application Submitted

Confirm Reject of above application
This wilf senct an ermall to the apalicant informing of the rejection

Motes*
| Reject | Cancel |
Fields marked with an asterisk ™ are required.
Figure 9.3.1.1

The Admin or Hiring Manager can add the reasorterrejection on “Notes” and click
“Reject” or click “Cancel” to go back to the preumscreen.

If Admin rejects the application, the applicanthveié notified via email.

Copyright © 20090rangeHRM Inc. All Rights Reserved.
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9.3.2 Schedule an Interview

The Admin or Hiring Manager can schedule an inemAvith applicant. To schedule an
interview click on “Schedule an Interview” and thereen shown on figure 9.3.2.1 will

appear.

Schedule 1st Interview for Martin Guptill

2009-09-30 i

Date® =
- 10:00 HEH

Tirme

Interiewer® Sarah Butler

Motes |

Fields marked with an asterisk * are required.
Figure 9.3.2.1

The Admin or Hiring Manager can enter the dateetand assign a person to conduct the
interview. Once done click “Save” and an email Wil sent to the applicant and the
interviewer.

After the first interview the, Admin or Hiring Magar can schedule the second interview in
the same way.

Upon successfully completing the second interviegvHiring Manger or Admin can select

to “Reject” or “Offer Job” as shown on figure 9.22

Applicants

Mame  Position Applied Hiring Manager Status Actions

2nd Interview Reject Event History
(Finished) Offer Job Details

Sindy John Sales Executive Mike Haysman

Figure 9.3.2.1
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9.3.3 Offer Job

The Admin or Hiring Manager can offer the job byes¢ing “Offer Job”. Once this option is
selected the screen shown on figure 9.3.3.1 wikap.

Confirm Action: Offer Job

Applicant Mame Martin Guptill
Fosition Applying for Sales Executive
Application Status 15t Interiey (2005-05-20 710:00]

Confirm Job Offer to above applicant.

No emalls wiil be sant by the syvsterm to the apalicant. The apoiicant will have fo be
contacted and offered the job.

Motes*
Offer Job
Fields marked with an asterisk ™ are reauired.
Figure 9.3.3.1

The Admin or Hiring Manager has to add the relevantes for hiring and then click “Offer

Job” to hire the applicant. The hiring has to benthpproved by the relavant person as shown
on figure 9.3.3.2.
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9.3.4 Mark Offer Declined

If incase the offer was declined by the applicaentit can be listed as a declined offer from
“Mark Offer Declined”. The following screen shown &igure 9.3.4.1 will appear.

Confirm Action: Mark Offer Declined

Applicant Mame hartin Guptill
Fosition Applying for Sales Executive
Anpplication Status Jaob Offered

Mark Offer Declined
Inclicates that the applicant has declined the Job Offer.

MHotes™

Mark Offer Declined

Fields marked with an asterisk * are required.

Figure 9.3.4.1
Enter the reasons for the decline and click “Maffe©Declined”.
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9.3.5 Seek Approval

The applicant will not be notified via email. Hesita be contacted manually to communicate

this information.

11 [Seek Approval to Hire Martin Guptill

" Get approved by Mike Hapsmar|

* Motes

An emall will be sent to the chosen peraon, asking for approval to hire,

Save

Fields marked with an asterisk * are required.
Figure 9.3.5.1

Select the person who has to approve the recruitem@hadd any notes if you wish and click
“‘Save”.

An email will be then sent to the Hiring Managerontas to approve the hiring.

This particular Hiring Manger can select to “Appedwr “Reject” from the Recruitment
Module on his login. The screen on figure 9.3.5@ves the status of an approved applicant.
Once the Hiring Manger approves the applicant aryemthe PIM Module will be created
for this new employee.

Applicants

Successfully Updated

Mame  Position Applied Hiring Manager Status Actions

Sindy John Sales Executive Mike Haysman Hired W}—'
Figure 9.3.5.2
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9.3.6 Event History & Details
Event history will be a log of the stages of therosgment process. An event history will be
maintained separately for each applicant.
During each stage of the recruitment the particoéason involved can edit and add
comments and change the status of the schedukadiews. An example is shown on figure
9.3.6.1. Below the “Event History” the details bétapplicant are available along with the
status of his application.

Event History - Sindy John (Application for the position
of Sales Executive)

Date Applied 2009-09-18
Application Status 1st Intenview

1st Interview

Scheduled By Mike Haysman At 2009-09-21 06:03
Interview Time 2009-09-30 10:00

Interviewer Mike Haysman

Status [Scheduted] -]

MNotes | First Interview scheduled by Mike Haysman

| Save

Figure 9.3.6.1
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10.0 ESS

This module is available to the ESS — Supervisdrtae ESS User. Both these users will see
this screen once they login or if they select “E88im the main menu.
A user can only edit certain fields from the ESSdule, but he can view all the details
relating.
The following fields are restricted.
Salary Pay Grade

Currency

Minimum salary

Maximum Salary

Basic Salary

Pay Frequency
Personal Details Code

SSN No

SIN No

Driver License No

Date Of Birth
Immigration Passport/Visa

Passport/Visa No

19 Status

19 Review Date

Citizenship

Issued Date

Date of Expiry

Comments
Photo Graph Select a Pho
Job Job Title

Employment Status

Jobs Specification

Job Details

EEO Job Category

Joined Date

Sub Division

Locations

Contract Extension Start Date

Contract Extension End Date
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Salary Pay Grad
Currency
Minimum salary
Maximum Salary
Basic Salary
Pay Frequency
Tax Exemptions Status
State
Extension
Unemployment State
Work State
Exceptions
Status
Direct Deposits Account
Account Type
Routing Number
Amount
Transaction Type
Work Experience Employe
Job Title
Comments
Start Date
End Date
Internal
Skills Skill
Years Of Experience
Comments

Custom Custom
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11.0 Reports Module

Reports of various combinations can be defined depending on the requirements.
The Report Module menu contains the following sudnos:

» View Reports

» Define Reports

11.1 Define Reports

To generate reports the admin has to first defieectiteria for the required reports. To
define a report select “Define Reports” from the&#s Module, click “Add” and you will

see the screen shown on figure 11.1.1.

Define Employee Reports : New

Report Mame

Selection Criteria

1 Employee |.-'3«|| Ermployess |
F Age Group | --Select Comparizan-- |
. Fay Grade | -Select Salary Grade-- |
] Education | --Select Education Type-- |
O] Employment Status [ ~Select Employment Type~ |
O semvice Perind [ -5 elect Comparison- |
O Joined Date [ -5 elect Comparison- |
1 Jok Title | -Select Job Title- |
| Language |--Select Language-- |
O skil [~Gelect Skil- |
Field

Ermp Mo

First Marne
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Last Mame
Address
Tel Mo
Date of Birth
Reportto
Reparting Method
Joh Title
Joined Date
Sub Division
Qualification
‘Year of Passing
Ernployrment Status [#]
Pay Grade
Languages
Skills
Contract
Wiork Experience

Figure 11.1.1
Enter a name for the report, define the selectidar@ and select the fields that need to be
displayed.

Click “Save” once you are done and you will seesbieen shown n figure 11.1.2.

Report Definition : Assign User Groups

Report 1D REFOO4
Report Mame FR
LIger Graup i - Select User Group -- i m
Assigned User Groups
User Group
] Admin

Figure 10.1.2
Here you select which user groups will have acte$se reports you define.

To edit a defined click on the particular “Repddt |
To delete an entry click on the check box nexhtogarticular entry and press “Delete”.

Multiple selections can be deleted simultaneously.
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11.2 View Reports

10t

Once reports are defined you can view them here.dEfined reports will be listed as shown

in figure 11.2.1.

View Employee Reports
Search By: Search For:

Report ID Report Hame
REPDOZ Dash Board
REFPOO3 Terminated Employees
REFDO4 PR
Figure 11.2.1

You can view a report by clicking on the “Report'ID

Figure 11.2.2 is an example of a report.

Employee  Employee First Employee Last Address Telephone Age Report to Reporting Joh Title
No Name Name Group Method
1 ike Haysman 2301 East Lamar Blivd., , Arlington, T,  +1 123123 0 — — CEOQ
S, 7E006 4567
4 Travolta John o M LS = 1] * Mike #® Direct Sales
Haysman Executive
& Sarah Butler
20 Sarah Butler 1210 Valley Dr., , Los Angeles, CA, 123456789 24 * Mike ® Direct Sales
5, 91742 Haysman Executive
22 Sindy John 1258 Valley Dr,, , Canhera, — — — — Sales
Canbera, ALl 15487 Executive
23 Martin Guptill Annie Avenue, | Alhany, MY, LS, 17524 — = = = Sales
Executive
Figure 11.2.2
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12.0 Bug Tracker

In the event of any bugs being encountered whileguhe system, these bugs could be
immediately reported on-line using the Bug TradWedule. Therefore, this would facilitate
the repair of any defects in the system. Infornmatio bugs could be queried as well which
makes it useful to determine the status of bugshvhave already been reported and also to
check whether new bugs have been reported tharesqamendments/modifications.

» Access the Bug Tracker by clicking on Bug Trackenf the top menu.

» Enter the different criteria and description. Sgare 12.1 below.

Report Bugs

Found in Releasze 2.58-heta17

Categaory® | Mone v|
Module* [ -Select Maodule- v |
Priatity® | 5 - Medium v |
Summan™

rour Email

Description®

Fields marked with an asterisk * are reguired.
Figure 12.1

Once you have entered details about the bug ctekti”.
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13.0 Help

Help features help topics, professional OrangeHRI@pSrt, Forum, and Blog.

13.1 Help Contents

Here you can get access to FAQ'’s and the OrangeMRB#ilto clarify further doubts on the
product.
http://www.orangehrm.com/wiki/index.php/Main_Page

http://www.orangehrm.com/frequently-asked-questismis|

13.2 Support
This link will take you to the OrangeHRM SupporaPRlpage and at any point of time you

can choose to subscribe for professional assistaitceueries on the product.

http://www.orangehrm.com/promotion-plans.php

13.3 Forum

The OrangeHRM Forum is a place where all the ysess there questions, comments and
find outs about OrangeHRM.

http://www.orangehrm.com/forum/

13.4 Blog

The Blog will be updated by us with articles ab@uangeHRM and information with regards
to releases and other useful topics.

http://www.orangehrm.com/blog/
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