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AIM  

To record and view data pertaining to company employees. 

 

SETUPS  

 Enter the Companies form to determine the company in which personnel files are to 

be maintained (i.e., the company in which the Personnel Managmt column is 

flagged).  

 Define company departments in the Departments form. 

 Define the positions in the company in the job positions form.  

 Make sure qualifications are listed in the Qualifications form and that possible values 

have been defined for each. 

 Record skills (defining skilled workers) in the Skills form.  

 

PROCEDURE 

STAGE ONE: RECORDING EMPLOYEE DATA  

Note: To open a personnel file, see the relevant standard operating procedures.  

1. Enter the Personnel File form and retrieve the desired employee. 

2. Enter the Log of Positions Held sub-level form and record the previous positions held 

by the employee in the company the period of time during which each position was 

held.  

3. Enter the Parallel Info on Position/Company Vehicle sub-level form. 

 If the employee is using a company car, click the Vehicle & Driver’s License 

tab and flag the Company Car column. Record the Vehicle Number and the 

employee’s driver's license details. 

 Click the Additional Details tab and record the duration of the employee’s 

Lunch Break(Mins). 

4. Enter the parallel Office Hours sub-level form and record the days of the week, the 

employee works, and the Start and End times for each day.  

5. To record details regarding the employee’s current position in the company, enter 

the parallel Company Specific Information sub-level form. Record the employee’s 

Skill in the Details tab.  

 

Note: This form is specific to the current company. In a multi-company environment, 

you need to fill in this form in each company in which the employee works.  
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6. To record the employee's personal details, enter the parallel Personal Details sub-

level form. Record the employee’s personal and family details, as well as the health 

insurance fund to which the employee belongs. 

7. Enter the parallel Employees Children sub-level form and record the relevant details. 

8. To record the employee’s qualifications sub-level form. For each qualification, 

specify the Qualification Code and assign the most appropriate Value describing 

the employee’s level of competence in that qualification. 

9. You can record additional data in the remaining sub-levels of the Personnel File form: 

 Employee Absences, in the Calendar of Employees Absences. 

 Certification that the employee received in the company, in the Certification 

form. 

 Medical tests that the employee underwent, and the certification that 

required such tests, in the Medical Test form and its sub-level, Medical 

Records. 

 Awards and commendations that the employee earned, in the Awards to 

Employee form. 

 Any additional details about the employee, in the Remarks form. 

STAGE TWO: PERFORMAIN EMPLOYEE EVALUATIONS 

See stage III in the SOP for processing job candidates. 

STAGE THREE: RECORDING THE EMPLOYEES CANDIDACY FOR ANOTHER JOB 

IN THE COMPANY 

1. Enter the Personnel File form and retrieve the desired employee. 

2. Change the Status of the employee to a status flagged for the In Applicant Pool 

attribute. 

3. Enter the Qualifications sub-level form and make sure all the employee's qualifications 

are recorded. 

4. Enter the jobs form and retrieve the relevant Job No. 

5. Enter the Qualified Applicants for job sub-level form. If the employee’s qualifications 

are appropriate to the job’s requirements, the employee will appear in this form. Flag 

the Ad to Applic.List column.  When you leave this form, the employee will appear in 

the parallel List of Applicants sub-level form. 

STAGE FOUR: RECORDING A NEW JOB FOR THE EMPLOYEE 

1. Enter the Personnel File form and retrieve the desired employee. 

2. Select Copy Position to the Employee’s Log from the list of Direct Activations. This 

program copies the details of the employee’s previous position to the Log of Positions 

Held sub-level form.  

3. Update the data in the personnel file and its sub-level as needed. 
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STAGE FIVE: DEFINING AN EMPLOYEE AS INACTIVE  

Employees that are no longer working for the company should be defined as inactive. 

1. Enter the Personnel File form and retrieve the desired employee. 

2. In the General tab change the employee’s Status to “inactive.” The Inactive column 

is flagged automatically.  

RESULT  

The employee is considered inactive. An inactive employee cannot enter the system or 

update any data in it. The employee’s user name continues to appear in the List off Users 

form, but will not appear in user Choose List. 


