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1.0 Removing the Dummy Data

Upon initial install of EFM, default dummy data will exist. You may play around with
and modify this data to get a feel for the EFM. Ultimately, when you are ready to begin
entering your company-specific information, you will need to remove the dummy data.

This can be accomplished by doing the following:

1. From the menu, access Tools -> Database - Remove all Data.

' HR File Manager

Choose "Tools™

:
Choose "Dartabase™ Database » | Remove All Data Then click here.
e e Map Masterkey Users et Update i ain
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tan Beach
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% Emploves Report ]
2. Select 'Continue' at the prompt.
Reset Database r5_<|

The Reset Databasze tool will permanently remaove all company data from the databaze.
D ata removed will include all emplopes data and any related information such as:

Emplovee Education
Ernergency Contact Information
Time OFff Accrued

Job Histary

Rerview

Attachments

In addition, all company specific information will be removed. This includes:

Locations
Departments
Benefit Plans
Incentive Plans
Time-0Fff Plans
Attachments

Thig action cannat be undone. |F iz highly recommended that you first backup the database.

Resetting the databaze will require a restart. Pleasze be patient while the application shuts

down and restarts.
Click "Continue” to prompt. el Continue ] [ o




3. Select 'OK' at the next prompt.

"j Reseting the database will permanently remove all company data From the dakabase,
L

This action cann not be undone. If is highly recommended that wou First backup the database.

Continue?

Ik ] [ Cancel

4, The default data should now be removed.

Ermnployee Profile

First: | | M | Last | |
Addiess: | T
Image Not Gy | St -
Awallable Frimary Phohe: |[_]_-_ | Cel: |[_]_-_ | wihark: |[_]_-_ | Ext: | |
Email Home: | | EmailWork: | |

Farily Motes: Hobby Maotes:

E Employes Image J

% Employes Report J

| &= Unda ‘

Note: This is noted in the prompts, but for future reference, it is best to back up your
database before removing data. For the purposes of removing the initial dummy data,
however, the backup should not be necessary.



2.0 Setting up your Company Details

Now that the default data has been removed, you will want to begin by adding your
company information. You can access the Company section of the EFM by selecting the
‘Company’ tab on the left side of the program. Once inside the Company section, select
the ‘Company Details’ tab, which is the first tab from the left in the upper navigation

bar.
* HR File Manager

File  List Maintenance Reports
8 / Company Details ‘ ‘Company Details’ tab
& Compary Profile
=
I}
>
c
&
g ‘Company’ tab
o

2.1 - Company Profile

Begin by adding your Company’s general information in the Company Profile at the top

of the page. You may also click the "Logo/Image’ button to upload an image from your
computer.

" HR File Manager

File  List Maintenance  Reports  Tools  Help

Company Details [/ Incentives ]/ Benefits Management ]/ Employee Reviews ]/Time OFff ]/E\-'ents r Organizational Chart ]
Cornpary Profile

Erployees

Apply Company Information here. Compary Mamme: |Widget Ine. |

g Addiess & Sute: | 1566 Tree Dr. |

a

E Ciky: |Atlanta | Stake: |Georgia v| Zip:
Phone: |140415551810 | Fax |__J__.__ |

&b Address: |Mdgetsinc.com

Cancel

Load Company Logo/lmage

: | E Logo,/Image here.




2.2 - Positions

The Positions tab is the first of the tabs on the left side of the screen. Setting up Positions
will allow you to prepare an Organization Chart and to assign employees to open
positions. From the Positions area, you may add new positions within your company's
hierarchy, remove or rename existing positions, assign positions to existing employees,
and detach employees from existing positions.

Company Details

Positions

Locations

Emplovee Status

Benefits

Incentives

Tirne Off

Events

Revigws

Check: List Ttems

&tkachments

=-CEO

Organization Chart

Use these functions to "Add”, "Delete”,

P GhNew - X3Remove | " Rename | € Assign 2 Defach "Rename”, and "Detach”.

Note: You may create new positions at a later time and then assign those positions to
existing or new employees.



2.2.1 Creating and Using the Organization Chart

Upon initial setup, there will be only one position at the top of the hierarchy. By default,
this is the CEO position. However, you may right click on 'CEQO' and select 'Rename’
from the lower menu or right click and select ‘Rename' from the drop-down.

Compary D etailz

PDSitIDnS lllllllllllllllllllllllllllllll
2.2 Mew Position -

Locations 3 Remove Position

Emploves Status | " Rename | Choose to "Rename”

£ Assign Employee |E

Benefits
£

Incentives

While at the top position, you will want to add relevant subordinate or assistant positions.

Subordinate positions will be those that report to the employee level above them and
generally fit directly into the company’s hierarchy. That means that as the functional
areas are identified in the Organization Chart, a Subordinate position will be directly
linked in the tree. A subordinate position may also have other subordinate employees
below them.

Company D etails

eI - 0 I—

|2 New Position d|  subordinate Choose to add "Subordinate”.
Locations Q Remaove Position | Assistant

" Rename
Ernployee Status

£ Assign Employes
Eenefits [4

Incenkives



The Assistant Position will not fit directly into the company hierarchy, meaning that it
will not have employees below it, nor will it appear in a view of the functional area of the
company. They will simply report to the individual on the level above them in the
hierarchy. Lastly, the assistant position is not directly connected to your company tree in
the Organizational Chart.

Company Detailz

=- CED
[=h MNew Pozition

Positions

Assistant is not connected to

Mew Assistant

Locations company tree.

Employes Skatus




2.3 Locations Tab

Next, move to the Locations tab right below the Positions tab.
Here you may add pertinent information on the physical location(s) of your company,
areas within it, and also, the various departments.

Company Details

Positions Faciities | Departments |

W AFE A I 1 i 1| ik
et/ E di Laocation Mam ity
"Locations” tab \EEeliEhs

Emplovee Status

2.3.1 Adding Facilities

The system will initially contain a default location referred to as ‘Headquarters’. You
may edit the default location, Headquarters, by clicking the edit button (pencil icon).
Alternatively, you may remove this location by clicking the delete icon and proceed to
add a new location via the "Add New' button at the bottom right of the screen.

Company Details
Positions Facilties | Departments |

Locakions

LOC:3rior (Marre

Click to edit default "Location Name".




Alternatively, you may remove a “Location Name” by clicking the delete icon and
proceed to add a new location via the *Add New' button at the bottom right of the screen.

Delete "Location Name"

And click to here to "Add New".

Update the details of the location, such as name, address, phone, etc.



2.3.2 Adding Areas

Additionally, you may also add areas that exist within this particular location. To do so,
click the edit button (pencil icon) and then 'Location Areas' button, type the name of the
area, and press the enter key to save the name.

Once you have added the relevant information regarding this location and any areas
within it, click the 'OK'" button to save this location.

Repeat this process as needed for any additional locations that need to be added.

ocations %]

Location Mare: | Headquarters

|
Address: | |
dddress2: | |
City: | | State: | V|
Zo | |
Phane
Iea Delete
Mot Azzigned Q
b ain O ffice Q

2. Type name of Area

1. Click here to add "Location ; ]

3. Click "OK"




2.3.3 Adding Departments
You may also access the ‘Departments’ tab, which is to the right of the Facilities tab.

Here, you may add the Departments that exist within your company. By default, there is
an Executive department. This can be removed or renamed as needed.

Company Detailz

Positions

Facilties || Departrments | Departments Tab

Locations

Employes Status




2.4 Employee Status

Next, navigate to the Employee Status tab. Here, you may add or remove employee
statuses as needed.

Company Detailz

View/Edi

Positions

Locations Full Time

funglepoo dcisis [ Employee Status tab
Benefits L Temparary

. | Terminated

O|E|E|E|EE

Clelelelole

Tnrenfives

2.4.1 Adding a New Status
Add a new status by clicking the *Add New' button at the bottom right of the screen.

Click to "Add New™ 2 Add New

Give the status a name and choose whether the employee state for the status is active or
inactive.

You may also edit any existing status by clicking the edit button next to the status name.
When editing a status, you may rename it and/or modify the employee state (indicating
whether this status code applies to Active or Inactive employees).

Employee Status

Statuz Description: | | 1. Name the Status

Pleaze indicate the emplopes state for thiz status.

(*) Active ) Ir-active 2. Choose "Active” or "In-active”

bl Ok | [# Cancel

-The status will then appear.




Contract Labar

Example

Status will appear

Full Time

2.5 Benefits

Next, navigate to the Benefits tab. Here, you will notice two sub-tabs: Manage Plans and
Benefit Categories.

w
|
|

5 . r, 3
Positions | L Eenefit Categaories IManage Plans }
- — . -
Lacations

Emploves Skatus

(=T

2.5.1 Benefit Categories

First, access the Benefit Categories tab. Here, you specify the various categories of
benefits, such as medical, dental, etc.

To add a new category, click the *Add New' button at the bottom right of the screen.

| Eenefit Categories | Manage Flans |

Click here to add new category.




2.5.2 Managing Plans

Once you have added all of the necessary benefit categories, access the Manage Plans
sub-tab. Here you will create specific benefit plans that exist within your benefit
categories. You can have multiple plans for a given category.

-To begin, select the 'Add New' button at the bottom right of the screen. The “Benefit
Plan” window will pop-up.

-Here you will provide the plan with a name, a benefit category, a funding type (shared,
company, employee), eligibility requirements (such as age range and/or days on the job),
any relevant notes about the plan, and lastly, EEO category requirements.

-Once you have entered all of the relevant details on the plan, click the 'OK" button to
save it.

Benefit Plan

Plan Mame: | | B enefit Category:

Fill out information )
Funding Type: | v | Choose 'Benefit Category’

Eligibility Requirements Motes:

Age Range: | Dl T0:| D|

Daps On Job: l:l

EED Category Requirements

|2

[] Executive/Senior Level Officials a..
[ First/Mid Level Officialz and Mana.
[] Professionals

] Technicians

[ Sales Workers

[] administrative Suppart Waorkers

Choose a 'EEDQ Category Requirments’

bl

At a later time, you may modify the details of the plan by clicking the edit button or
delete the plan using the “delete button’.

iew/E dit Delete
| Z | | o |




2.6 Incentives

Next, navigate to the Incentives tab. Here, you will notice two sub-tabs: ‘Incentive
Categories’ and ‘Manage Incentives’.

Pasitions

e e
I ncentive Categaories I M anage Incentives )
[ -

] -

Lacations
Emploves Stakus
Benefits

E ‘Incentives’ tab

Tirne OFf

2.6.1 Incentive Categories
First, navigate to the Incentive Categories tab and click *Add New' in the bottom right
corner to begin adding categories for your various incentives.

| Incentive Categaries | Mana_gglncentivesl

Click to add new 'Incentive Category’




2.6.2 Managing Incentives
Once you have entered the desired categories, navigate to the Manage Incentives tab and
click '"Add New' to add a new incentive program.

|ncentive Categories E :EHEIEIE Incentives ;l

In the popup, give the incentive program a name, select the incentive type, which will be
one of the categories you just entered, specify the start date and end date for the program,
select the bonus type, measurement period, and enter the maximum bonus amount.

You can also enter any details on the plan in the text area at the bottom.

Incentive Program

|nzentive Program Mame

1. Fill out information

Inzentive Categany:

Start Date b |
Bonus Type: " |
Meazurament Period = |

|

|

|
End Date : | b |

|

|

b axirmum Bonuz Amount ; |

Plan Description:

2. Give description

3. Click 'OK’ to save Lkl 0K | [# cancel




2.7 Time Off

Next, navigate to the Time Off tab. Here, there are three sub-tabs: Time Off Types,
Accrual Codes, and Time Off Plans.

Benefits yd Perzonal Time
~ Sick Time
Incentives 7 Wacation Time
Tirne CFF ‘Time Off tab
2.7.1 Time Off Types

Start at the Time *Off Types’ sub-tab. You will notice several default time off types. You
may remove or modify these as needed.

Company D etailz

S Time Off Types | Accrual Codes | Time Off Plans |

= Time Off Descrih F‘-|1F'E$

To add a new time off type, click the 'Add New" button at the bottom of the screen.

52 Add Mew |

In the popup window, enter a description and select whether or not this time off type is
payable (will employees be compensated for time off in this category?). Lastly, click
'OK' to save. Add additional time off types as needed.

Time Off Types

Type "Description’ and [ escriphion: ||
check 'Payable” or not.
Payable: []

Then click "OK" to save. 0K ] [-ﬁ Cancel




2.7.2 Accrual Codes
Next, navigate to the Accrual Codes sub-tab. You will notice a few defaults already
entered. Remove or modify these as you see fit.

Company D etailz

boctione | Time Off Types {Accrual Codes b Time Of F'Ian-s| ]
~ |viewEdt  TimeOf Descipion  TimeOff T

Click the *Add New" button at the bottom to being adding a new accrual code.

52 Add Mew |

Enter a description for the accrual code, the base annual accrual hours, and the eligible
carry over hours. Click 'OK' to save, and repeat as needed.

Accrual Codes

Accrual Dezcription: |

Type Information

Base Annual Accrual Hours: | |

Eligible Cary Ower Hours: | |

Then click "OK’ to save. LL"" ok | [...u T ]




2.7.3 Time Off Plans
Once you have entered all of your desired time off types and accrual codes, navigate to
the ‘“Time Off Plans’ sub-tab.

Company D etailz

Positions

Time Off Types " Accrual Codes @ O Plang

- __|¥. T

Click "Add New" at the bottom.

52 Add Mew |

In the popup, enter a description for your plan, select the relevant time off type, select the
relevant accrual code, enter the number of days on the job required for eligibility, select
an annual or monthly accrual frequency, select when the accrual will begin, and lastly,
select which employee categories are eligible for the plan.

ime OFf Plan

Time Off Description:

Time Off Type: | 1.Type and choose Information

Accrual Code:

Days On Job: I:l

dcoiual Frequency: % Annually © Monthly
Begin Accual Or: % Tst of Month[Year) { Employee

ccural Frequency' and "Accural start'

- Eligible Employes Categones

[ Administrative Support WwWorkers

[ Craft wWarkers

[ Executive/Senior Level Officials and Managers
[ FirstMid Level Dfficials and Managers 3. Select 'Eligible Employee Categories’
[ Labarers and Helpers
[ Dperatives

] Professionals

[ 5ales wWorkers

[ Service workers b

t 4.Click "OK" to save

Note: You can add or remove Eligible Employee Categories by accessing the menu
option ‘List Maintenance'. From here, select EEO Categories. Here, you may delete
existing categories or add new categories. Now, when creating a new time off plan, you
will have the option to choose any new categories that you added.

Enter as many ‘Time off Plans’ as needed. Once you are satisfied, move on to the Events
tab.



2.8 Events

At the ‘Events’ tab, there are two sub-tabs: Event Incident Types and Event Incident
Type Categories.

nt Type Cakegaories

vent Incide

al | —

Harrazzment Employes injured

2.8.1 Event Incident Type
First, navigate to the ‘Event Incident Type Categories’ tab. You will notice several
default categories. Remove or modify these as you see fit.

Click the 'Add New' button to add a new category. Provide a description for the category
and click 'OK' to save.

vent Incident Types

Incident Type Categony: | Select 'Incident Type Cateqory’

e
Type Description

Incident Type Dezcriptian: |

Then Click "OK' to save [H (1] 4 ] [-ﬁ Cancel




2.8.2 Event Incident Type Categories
Once you have the desired categories, move to the “Event Incident Types” tab. There
are many defaults here as well that may be modified or removed.

/ Event Incident Types J @vent Incident Type Cateqories i

——

Wiew/ E dit L — Ewvent Incident Categaony
7 - i Harrazzments
7 Liability
pd Safety
7~ Wiolations

-To add a new incident type, click the *Add New' button. Select the relevant incident
category and provide description for your new incident type. Click 'OK' to save.

-Navigate to the Reviews tab when you are done here.

Event Incident Type Category

Categony Description: || Type Category Description

Then Click "0K" to save [kl 0K |[# Cancel |

-The new Category will then appear.
-Navigate to the Reviews tab when you are done here.

/ Event Incident Types /Event Incident Type Categories l
Wiew E dit Event Incident Categon
7~ Harrassment
3 e Health New Category
yd Liability
7~ Safety
e Wiolations




2.9 Reviews

2.9.1 Review Types

-In the Reviews area, access the Review Types sub-tab. Here, there are several default
review types. Click the 'Add New' button at the bottom of the screen to add any
additional review types.

;E Review Type%] Review Scoring Categories

Wigw/E dit I Feview Type Deszcription

90 Dray

Anrual
End of 2nd Quater
E st

[nterim

NINNNN

Progresz

2.9.2 Review Scoring Categories
-Next, access the ‘Review Scoring Categories’ sub-tab. You will notice many pre-
existing categories. Feel free to remove or edit these as needed.

/ Review Types JE Review Scoring Categories i

Wiew/E dit

Fd Ability to remain organized

Review Categones Description

e Appearance appropriate to workplace
Fd Attendance




-You may also add new categories by clicking the *Add New" button. When adding a
new category, provide a description and comments for each scale value, where 1 is the
lowest rating and 5 is the highest.

Category Description: Type Description

Scale Walue: 1

Comment:

Scale Valus: 2

Carmment; Comments to each Value

Scale Value: 3

Comment:

Scale Value: 4

Comment:

ScaleValus: 5

Carmmet:

[kl 0K | [# cancel




2.10 Check List Items

Within the Check List Items tab, you will see many default items. You may add
additional items that you need for your hiring and termination processes.

Wigw B dit Check List Item Check List Type

3 i B ackground Check, Hire
ad Education Test Hire
ad Orientation Complated Hire
i References Checked Hire
ad Skills test Hire
o Skillz Test I Hire
i Turr ity Car T ermination
ad Turned in Credit Cards Termination
o Turned in Keys T ermnination
i Turned in Laptop T ermination

Click the 'Add New' button at the bottom to add new items. Provide an item name and
select whether this item pertains to the hiring or termination process. Click 'OK' to save
the item.

Check-List Items

Check List ltem: “ Type Check List ltem and
Check List Type: | Hire v | choose List Type.

Click to save lbd oK | [4\ Cancel ]




2.11 Attachments

On this tab, you may attach any relevant company documents. Storing and accessing
documents is an essential element of creating a paperless environment.

2.11.1 Getting Started

Before adding Attachments you must set a default program for opening files of a certain
type, then the document will open. Example: Attaching an excel file and attempting to
view the attachment on a PC without a program, such as Microsoft Excel, that is able to
read excel documents. In this scenario, the file will not open.

a. Setting a Default Location for a Basic Installation (skip if you have a Multi-User
Installation)

-Select the ‘Start’ menu from the bottom of your computer screen.

1. Select ‘All Programs’

2. Then Select ‘Employee File Manger’

3. Then ‘Database Maintenance’

G WINOOWE MIDYVIE MIZKEF

all Programs B

2. Choose EFM | Y Da LEnance 3. Then Database Maintenance

s =ldfl = Business Mentor

4. A window will then appear, select ‘Attachments Location’.

f® EFM Database Mainten=nce
4. Select this Button - | attachments Location |

[ Backup Databaze l [ Restore Database ]




5. Select the button to the right of the text bar to choose your Employee Attachment
Location.

£® Attachments Location

Employee Attachment location; 3. Select this Button

Compary &ttachment I-:u:atiu:un:|

Save ] [ Cancel ]

6. This window will then appear. Select the Network Location for Employee
Attachments. Then click ‘OK” and repeat the same process for ‘Company Attachment
Location’ and click ‘Save’

Browse For Folder

Select the Metwark Location For Employes Atkachments

@ Deskbop

ID My Documents

d My Computer

‘3_'! My Mebwork Places
2| Recycle Bin

6. Select a Location for Employee
Aitachments

Make Mew Folder ] [ Ok J [ Cancel




b. Setting a Default Location for a Multi-User Installation (skip if you have a Basic
Installation)

Before having the ability attach files to your Company and Employee profiles, you must
first set a default location

1. Choose “Tools’ from the top left hand side of your screen, then choose ‘Set
Attachment Locations’.

* HR File Manager

Tools | Help

Show Hidden Messages

Company Prafile

Database »

Employvess

Map Masterkey Users

2. Then click here
Set Attachement Locations I

2. Then select the button right of the text bar to view your network.

B Attachments Location

Select Button to find Location

Employes Attach

Company &ttachment location:




3. Then select the Network Location for Employee Attachment and click ‘OK” to add.
Repeat the same process for ‘Company Attachment Location’ and click ‘Save’ to
continue.

Browse For Folder

Select the Metwork Location For Employes Akkachments

" My Mekwor k Places Select Location

@ Entire MNetwork
¥ My Web Sikes an MSH

Make Mew Folder Ik




2.11.2 Attaching a New File

To attach a new file, click the "Add New" button at the bottom. Click the "Browse' button
to select the desired file.

Company Attachments

Select a file: Click to Brows e for Flles

Attachment Type:

Attachment M ame: | Filerame: | |

Stared Path: | |

e

Select the correct Attachment Type to categorize the file. If you do not see the correct
attachment type listed, you may add new Attachment Types by accessing the List
Maintenance menu option and selecting Attachment Types.

Lastly, input a name for the attachment and click 'OK" to save.

Company Attachments IEI

Select a file: |

Attachment Type: |

]

Attachment Marme: |

Filenarme: |

Stared Path: |

™

oK | [# Cancel |

Once an attachment has been saved, you may click the 'Edit' button to edit any of the
details. You may also click the "View' button to open the attachment.



3.0 Adding Employees

Now that you have set up your company-specific information, you will want to begin
adding employees. Begin by selecting the Employees tab.

Click the 'New Employee Wizard' button in the top left of the screen. Alternatively, you
may select File -> New Employee.

* HR File Manager

File  List Maintenance  Tools  Help

/5E|EE|: Employee
| .2 New Employee Wizard Employee Wizard

FullM arne

Employees

Jahn L. Srith

COmnpar




3.1 New Employee Wizard

Navigate through the wizard by filling out the relevant personal information for the
employee. Click ‘Next’ and continue filling out the Government, Tax related information.
Click ‘Finish’ to create the employee.

Employees may find it useful to print a copy of the Employee Data Sheet to use as an
information gathering tool. The Data Sheet assembles the required information in the
same order as called for in the New Employee Wizard.

Once the new employee has been created, you may add additional information by
clicking on the employee's name at the top left of the screen.

mployee Data Management Wizard

any of the data can be edited or added directly to the Emplopes File,

Personal [nformation

First: | | MI: | |
Address: | Cooune [
Primary Phone: |(__)__ - | Celb |_J_ - | Wk [_J__- | Est | |
Email Home: | | Email Wwiork: | |
DiiversLic. # | | Diivers Lic. State: | v |
Gender: | v| DOB:
Family Motes: Hobby Maotes:

E mplogrment Information

Social Security: Pay Frequency: | w |
Curent Salane | g 0.00 Pay Type: | b’ |
Hire Drate: Commission Plar: | |

EEO Code: | v | Emplovee Status: | L |
EED Categary: | A" | Area; |Not Agzigned hd |
Location: |Nnt.&ssigned v | Department: |Not Azzigned v |
Supervizar: | Mat Azzigned w | Emplopes #: | |

Position: | v |

Click Next to Conintue Mest H Cancel




3.2 Information not in the Wizard

From here, you will notice the 'Details' tab and "Tax, Government, and Payroll' contains
the information you specified when using the "New Employee Wizard'. You may add or
remove information from these tabs as needed.

/ Details |Ta:-:, Government,&Payrulllr Education rCDntacts |f Job Histary rHire |'/ Termination |/ Benefits Histary |

Payroll ; )
| 4 EEQ Cade: |Whlte w | M arital Status: | w |
Government & Taxes EED Category: | Administrative Suppn | Ment B eview: | w |
Lazt Review: Commiszion Plan: | |
Fay Type: | v | Effective Date: | v |
Hourly Pay: | $ 0.00 | Calculated 5 alary per

Pau F ) |'& | | Period [Salaried | |

ay Frequency: | Annual - Elorass @]

Other Information;




3.3 Education Tab

At the Education tab, click the *Add New' button within the Formalized Education,
Specialized Training, or Licenses sub-tabs to add any relevant education, training, or
licenses. Note that the system will track “License” renewals based on the Due Date
specified and company officials can generate reports of licenses that are due to expire.

Emplovee D etails
Tirme QOffF ]/ Reviews ]/ Attachments l/ Incentives ]
Details ]/ Tax, Government, & Payrall / Education I/'Contacts ]/ Job History Hire Termination ]/ Eenefits History ]
Click to add new Line

armal Education :
W 'F Ak I M | | Fh ks 5 . =
iews/Edit I Instibuti ear Completed aduated
Specialized Training

3.4 Contacts Tab
At the Contacts tab, click "Add New' to add contacts for this employee. This area is
where an employee’s emergency contact information would be added.

Employee Details
Time OFf r Reviews r’ Attachments r Incentives ]

Details I/ Tax, Gowernment, & Payrol I/ Education/tuntacts I/Job Hiskory Hire: Termination ]/ Benefits Hiskory ]

Click to Add Contact Information




3.5 Job History Tab

At the Job History tab, click *Add New" to add past and present job history for this
employee. For companies that have a substantial amount of history to enter, it may be
useful to print a “Job History Worksheet” for each employee and use the worksheet to
gather the data to be entered into the system.

Emplovee Details

//‘ Time Off {Reviews_ |/ Attachments rlncentives |

/Details |/ Tax, Government, & Payroll i/Education ./Cnntacts A Job History | Hire |/ Termination ¥ Benefits History |

Click to Add Job History

| Wigw/E dit Job Title FayTvp ective Date

Delate

Going forward, each time an employee changes Job Title, Location, Department or Pay

Amount, the system will automatically generate a row in the Job History grid based on
the Effective Date.

3.6 Hire and Termination Tabs

The 'Hire' and 'Termination' tabs contain a check list of relevant items that you specified
when creating your company details. More specifically, refer back to the 'Check List
Items' tab of your company details for these items.

Employee Details

// Time OFf fReviews_ |/ Attachments i/Incentives |

/ Details |/ Tax, Gowernment, & Payroll i/Education {Contacts i/an Hiskary »{. Hire Termination }r Benefits Histary |

Check List [tem Status Date Completed - Motes
W Eackground Check
E ducation Test () Done (&) MA
Orientation Completed [0 Dore & HA,
References Checked O Dane (& Na
Skills test i) Done (50 NA
Skills Test Il [0 Done (5 Na,




3.7 Benefits History Tab

At the Benefits History tab, click the *Add New' button to add any past and/or present
benefits for this employee. The list of available benefits that your company offers is
customizable at the Benefits tab of your company details.

Employee Details
Tirne OFf ]/ Reviews I/ Attachments ]/ Incentives ]
Details ]/ Tax, Government, & Payrol ]/ Education Conkacks Iohb Histary

Click to Add Any Benefits for this Employee

Benefits History

3.8 Time Off Tab
At the "Time Off' tab, add any relevant history on this employee’s accruals. Your "Time
Off Type' list is changeable at the Time Off tab of your company details.

Time Off is entered in a pop-up box that allows entry of multiple days for an employee in
a single screen.

Employee Time OFf X
EmplD-IrIEE: |J|:|hr'| L. Smith b |
Time Off Type: | Select Time Off Plan v |
Drate T aken: | v| Haours: | tI | [ Add

Charge To Accruals

Date Taken Hours Charge to Accruals




The Time Off can be entered for a single employee in the Employee section, or can be
entered for multiple employees (one at a time) using the Time Off tab on the upper

navigation bar in the Companies section. That Time Off tab has a sub-tab for “Record
Time Off”.

" HR File Manager

File  Lisk Maintenance  Reports  Toal

/ Company Details ]f Incentives "Time Off tab . Time OFF
/ Assign Employee to Plan

ual Log # Balances

. Clear Filker |Filter By Employes A | |Filter By Deszcription v

WiewE dit Employee Mame Time Off Description [rate Eligible

Company | Erplovees




3.9 Attachments Tab
At the Attachments tab, click the "Add New' button to add any external files specific to
this employee.

Emplovee Detailz

Tirme OfF Reviews ~ Attachments | Incentives l
Details Tax, Government, & Patyrol Educ ahy

‘ 3 Add a new "Attachment’ here.

m
o
el

3.10 Incentive Tab

Within the Incentives tab, click 'Add New' to associate this employee with any incentives
programs. But an incentive program must be in place in the Company Section before you
do so. You may also click '‘Bonus Paid Report' to automatically compile a report of
bonuses paid to this employee.

Emplovee Details
Tirme OfF r’ Rewiews r Attachments/ Incentives
Details ]/ Tax, Government, & Payrall

Education Conkacts

Job Histary Hire Termipation

Filter By Prog Click to associate emplovee with incentive proarams.

I/ Benefits Histary ]

© Clear Filter

Note: Incentive programs are created under the Incentive tab of your company details.



3.11 Reviews Tab

3.11.2 Adding an Employee Review

-Access the 'Reviews' tab. Here you may generate Routine or Disciplinary reviews for an
employee. When clicking the "Add New" button, choose which review you would like to
create.

E Timeoffm Attachmentsﬁ/ Incentives i

Detailsﬁf Tax, Government, & Payroll Af Educatinndf Cnntacts[ Joh Histnrym Terminationﬁ/ Benefits Histary i

52 Add Mew -
~ __ )
_—— Discipl Rl
i Choose one to add Review ISiplinary Review

Routine Review

-For ‘Routine Reviews’, a window will appear. Enter the review details and click 'Save
& Continue’ at the bottom of the window.

Click to Save & Continue kel Save & Continue | | #% Cancel




-Next, you will be taken to the "Category Scores’. Check an appropriate category for this
review on the left. On the right side of the screen, choose the grading score and enter any
appropriate comments. Once you have scored and commented, click 'Apply' and continue
this process with each relevant category. If desired, you have the option of using the
predefined comments by clicking the 'Use Predefined Comments' button. Once you have
completed the review, click the 'Save' button.

Review Details /Eategnry SCores ]/ Results l -

Categomy ~ Score Comments

Ashility to remain orgarize 1 Often lozes things, misses meetings

becauze of dizorganization, upsets
Appearance appropiiate to | customers because lost information
workplace of mateniaz], important docurments

Attendance are aften not filed .

Attention to company policies o
and procedures Choos e the appropriate scale
hicating in a clear and

‘Workspace iz functional with
organized filez, makes uze of

| organizational toals to zave time,
needed information iz easily
available .
!Emplloyee marticination in & 4 Others easily find things he/she
::f\fw;tvemen EELCDAOL ST n organizes, keeps numeraus things
organized at once, stress doesn't
Exercize of good judgment hawve an affect on good organization .
Interaction and cormmunication 5 |dentifies organizational needs of
with cushanners company, organization skillz have
: - caused others to rely on himsher az a
Interpersonal relationships and 1

model for their awn, optimizes
organizational skill: and always
Owerall perfarmance rating seems on top of things .

communication with co-warkers

Praviding information about
workplace experiences

Quality of employes’s wark

Responzivenass to changing
work requirements

OOo.o;o|Oo|; o |oojo)o (O o i

0 Taking initiative to achieve goals | .,

P e PR W PP VN Py

Selected Predefined Comment
|Jze Predifined
Score Comments

Apply

Final Score Commet

& Preview

[H Save ][1‘5 Cancel




3.11.3 How to View an Employee Review

-Within the 'Reviews' tab, click the button in the View column for your review. This will
generate a report of the review. Within the report viewer, you may save the review as an
external file. You may also print the review.

Employee Details

// Time OFF/VReviews]/ Attachments rllzcentives | ~

/ Details r Tax, Government, & Payroll rEducatinn rContacts rJob Hiskary |VHire |V Termination |V Benefits Histary |

52 Add Mew -

Edit Wiew D

Type ActiveStats Delete

Click to view Review

i o 08/27/2009 Raoutine

&

Routine Review

Report Viewer [:]E]
iS-HNGRR 0w @0 @ree 1 ot B0 66 0[]0 H O] A
[ Paas RN v 02 3 d S b a7 (R

~

ﬂ Employee Evaluation Form

- Bnplayee: Tm Smih, Bevieners: Tdhn L Smih
~ Dute of Hire: 825200
Last Review Date: 82572009

Categrry Soares
Em Review Categry

0 Toid Scome

0 AverageScre

0 Hunber Of Colegaries

Aress OF Smengh
w Arens O Inpromment:
Cummert Sabry: $0.00 Recommerded Sahry: 800

‘Effectime Dute of Recommerded Euease:

- Doate:
Teriewal s Sigume
Enployee's C onmerts
Doate:
- Fployect Siganme

|€




4.0 Mapping Users and Employees

4.1 Multi-User Mapping
For a “Multi-User Installation”, persons other than the Primary Administrator will be
performing certain functions inside the Employee File Manager.

Roles are established in the ‘My Account’ section of your Dashboard.

My Dashboard My Extras My Profile My Account Select 'My Account’.

Then select “My Company’s Users” and assign access to Employee File Manager to
the appropriate employees.

My Dashboard My Extras My Profile

My Account

My Company

My Company Profile

Wiy Lser Praofile ' '
My Comparn's Users Then select 'My Company's

Mansge Application Use Users'.




In making the assignment, you will be asked to specify one of three user types:
1. Administrator
2. HR User
3. Departmental User (Reviewer)

Both Administrators and HR Users will be able to access the Employee Data for all
employees. The difference is that the HR Users will not see certain information that is
visible to Administrators.

Departmental Users (or Reviewers) are only able to view employees who are their direct
reports based on the positions that have been established. The system will be unable to
determine who those direct reports are until the Administrator maps the “username” to
the “Employee Name”. This step essentially connects the Reviewer to the employees
that are under their hierarchy.

4.1.1 Mapping Users

To map the users and employees, go to “Tools” in the top level of the Employee File
Manager navigation and select “Map Masterkey Users”. Choose a “User” from the drop
dropdown, then select the matching “Employee” from the other dropdown. With both
matching names selected, choose “Add Mapping” to associate the two in the system.

' HR File Manager

1. Click Tools | Tocls | Help

Database 3

2. Then Map Mastekey

Map Masterkey Users |I
Users i Y

Set Atkachement Locations




Map Masterkey Users to EFM Employees

3. Choose Emplovee

Mazterk @ Uzer | -Select an Masterkey User--

4. Select matching ~Select an EFM Emplayee--
employee

4.2 Adding Users to another Computer.

If you have already installed a Multi-User account and need to add users to another
computer follow the instructions below.

1. Begin by selecting the Employee File Manager Application in your User Dashboard.

Application Selector |3
B _—
= = Cuystomer Relationship Management
n

Sales Communications Builder

—
I_ ] Froject Collaboration
@ Customer lssue Tracker

"'i"rq
Drag & Drop YWeb =ite Builder

F

Business Plan Buildar

Select The EFM App.

Employes File Manager



2. You will then be taken to the EFM install site where you will then select the “Install’

tab.

About

Select 'Install’.

Install

MasterFile Software Activation

When yau first run the WasterFile application, you will he
azked to activate vour copy. Your Serial Mumber for activation
is:

1BF16CB5-4CBF-4D2D-8DAB-CB6248B3D841D

When the application starts, the activate page will he
displayed.

Enteryaur Serial Mumber and yaur User Mame and Passward
that you use to access your MasterSuite Dashhoard and then
click "Activate".

litional Forms and Re

Online Activation

Thank vou for uging MasterFile.

Befare pou can use the application, you will need to activate it.
Aninternet connection is required to activate the Employes
File Manager.

Fleaze enter pour uzer name and pazsword that vou used
when wou created vour onling account and the serial nurmber
provided for your subscription. Then, click Activate.

User name

Jaohh

Pazsword




3. To add users to another computer or workstation, you may select the *Already
Installed Multi-User’ option to add a user .

Install MasterFile

Basic Installation

x'lr /
V\I

This is the option chosen by most

campanies with under 20 employees
and a single HR Administrator.

Both ofthe initial users and arny
incremental users will all perfarm their
HR tasks anthe same computer.

Note —a Basic Installation can be
reconfigured as a Multi-User
Installation at a later date.

Click Here to Begin
Basic Installation

Then follow the directions to add the Employee file Manager to the Users computers.

Multi-User Installation

Choose this option ifyou reguire
multiple uzers that need to access data
or perform reviews fram their own
computers.

Additional applications of the MasterFile

aran Employvee Review Manager (for
employee reviews anly) can then be
installed on each user's caomputer.

Click Here to Begin

Select to add another user.

Already Installed Multi-
User

Choose this option ifyou have already
downloaded and Installed a Multi-User
MasterFile applicatian.

Here you may install additional
applications on other user's
computers.

Choose between the MasterFile and
the Emplovee Review Manager ifor
emplovee reviews onlyi to put on each
workstation.

Click Here to Add
to Another Workstation




