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1 Introduction

CS Human Resources enables the recording of key personnel information including the following for employees and
contractors:

Administrative details

Employment category / classification

Organisation details

Employment periods (start / end dates and details)
Performance reviews

Correspondence

This guide provides details of how to enter and manage this information, as well as other information required to
administer and manage the software.

IMPORTANT NOTE:

Depending upon individual permissions each user may not have access to all aspects of the software described in
this Guide. This Guide provides information relating to all available aspects of the system. The ability to do some
tasks on some pages will also be restricted based on permissions, such as the deletion of records.
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2 Logging In

TO LOG IN, FOLLOW THESE STEPS:

1 - Navigate to the login screen for the CS Human Resources for your organisation.

2 - Enter your Username and Password and click Login.

3 - One logged in, your name will appear at the top right.

4 - To log out, click the exit icon in the top right.

@ Human Resources

21—

User Name:

Password:

Integral @

@ Human Resources

Employees | MyDetails

Employes Lists
Employment Periods
Performance
Wanagement
Records
Correspondence

Change Log

Tools  Actions

© Add New

ABCODEFGH I K LM N OP QRS T UV WXy z

Filters:

Last Name
test
Cruse
ZTesto2
abraham
abhiram
abhijit
abaur
abdullah
abdulkaf
abdul

=<Previous

First name.
tog

Robert
ZSelenium
abraham
abhiram
abhijit
abdur
abdullah
abaulkaf
abdul

[l 2 ext>

Employeeid 4 Division
15 Division 3
14 Division 3
13 Finance
10 Division 1
9 Division 2
8 Division 3
Operations
6 Finance
sales
4 Operstions

Location
Location 4

Location 4

Location 1
Location 2
Location 3

Location 4

Business unit
Business Units

Business Units

Business Unit 1
Business Unit2
Business Unit3
Business Unit4

Business Units

Project
Project

Project

Project 1
Project?
Project3

Projects

Email

TEST@TEST com.au
abraham

abhiram

abhijt

abaur

abauliah

abaulkar

abdul

vvvevvvvvvw

Hello ADUNSTRATOR. 8]

Select 7
Select
Select ¢
Select 7
Select 7
Select
Select ¢
Select
Select

Select ?

= Show Filters

Edit @ Delete
Edit @ Delete
Edit @ Delete
Edit @ Delete
Edit & Delete
Edit @ Delete
Edit & Delete
Edit @ Delete
Edit & Delete
Edit @ Delete
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3 Navigation, Searching and Filtering.

EACH PAGE HAS A SIMILAR LAYOUT TO
THAT BELOW.

[1] Navigate between areas within CS Human
Resources using the Tab’s on the red
bar.

[2] Within each Tab, use the Menu to access
specific records and information.

[3] Browse by Last Name using the A-Z
browser.

[4] Click the Show / Hide Filters button to
access the Search and Filters.

[5] To SEARCH - enter your search text and
click Filter.

[6] Click Clear Filters to reset the filter.

[7] Click any column heading to SORT by
that column. Click again to reverse the
sort order.

Employees

Employee List

Reports

Change Log

2|’/

@ Human Resources

My Details

Tools Actions
List Employee

& Add Ne B Excel Export

Current Filter My Filters

Within

Search

Division [[SELECT] ]| 5
Location [SELECT] |3 ~

Business Unit

-
1
[[SELECT]
1
1

Hello ADMINISTRATOR.

allaflclofelefaluliflaf[c fml[ulofelalrlsr]ullvwlx]+]z /Y 3
Current Filter: None

4

584

< Hide Filters

Project [[SELECT] ~|
Rombow. o D SELECT] ¥ 6 7
Filter Filter and Save Clear Filters
Employee ID = Lastname First Name Division Location Business Unit Project Email
1 ADMMISTRATOR  ADMINISTRATOR &7 Bt @ Dells v actions
Solo Han udo hansolog@test.com &7 Edt @ Deete | Ackons
Grant-smith Peter udo lukeskywalker@test com &7 Edt @ Delete  [SIREERS
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4 Viewing and Editing Employees

The Employee List page is the starting point for entering and managing employees. From here new employees are added [1] and existing employees
edited [2] and Deleted.

To view and manage the details of an employee, click the Edit button. The Menu is then expanded as shown in [3] to display sub-menus for Details,
Employment Periods, Performance Management and Correspondence. The Sub-Menus can also be accessed from the Actions button [4].

Hello ADMINISTRATOR, 584l

@ Human Resources

Employees My Details Tools Actions

——— List Employee
R @ AddNew | B Excel Export
Change Lo
L A/B C| D E |F|G|H|I|J K/L M|N|O]P|Q |R S T U |V W[X[Y|Z s
Current Filter: Hone ; =7 Show Filters i
Employee ID + Lastname First Hame Division Location Business Unit Project Email
1 ADMINISTRATOR  ADMINISTRATOR 2 I_ﬂ & Edit @ Delete w Actions
2 Solo Han udo hansolo@test.com a/T Edit @ Delete w Actions
3 Grant-smith Peter udo lukeskywalker@test.com 6,7 Edit @ Delete w Actions
4 Organa Leia ude leiaorgana(@test.com 6_,'-' Edit @ Delete w Actions
5 Vader Darth udo darthvader@test.com G."’ Edit @ Delete: - Actions
Employee List 4
Details
Employment Periods ( |
FPerf Management | 3
Corespondence
Reporis
Change Log
V0.4
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5 Employee Details

The Employee Details screen is divided into 7 main Sections as below. The options in each drop down list can be controlled via the Tools Tab.

Details
Basic administrative information.

Contact
Personal contact information for
the employee.

Organisation
Details of the employee’s position
in the organisation structure.

Position
Job details including any
allowances.

Next of kin

Contact details for next of kin.

Employment
Current employment status and
other details.

Address

Employee’s address.

NNV

Enter Employee Details
Details: First Name: Widdle Name:
Last Name: View | Edit Phota
Date of Birth: Allergies
Conditions
HNotes
Indigenous: [ ves
Gender: Choose v Terminated: [] Do not rehire: [7]
Contact: Home phone: Wobile phone:
Email Address:
Organisation: Division: Finance v Business Unit: Head Office v
Location: aarti v Project: Airport Redevelopment v
Position: Line Manager: aarti >
Category: Site Maintenance v Job Title: Financial Controller -
Vehicle Type: Bus v
Bonus Type: Christmas v Due on:
Allowance: Training v O% O Expires:
Next of Kin: First Name: Last Name:
Relationship:
Contact #1: Contact #2:
Employment: Status: Internship v Type: Casual ~
Agreement: erich v Amount: Ow Os
Rate Type: jill v Due on
Address: Address 1:
Address 2:
Suburb: Postcode:
State: Fetching list options... v Country: Fetching list options. e
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6 Employment Periods

Employment Periods enable start and end dates for each employee to be tracked. Multiple periods can be entered for each Employee, such as when
they enter a new contract or there is a significant change in employment status (such as moving from Contract to Full Time).

* Only the Employment Periods for the selected employee are shown in the list.

4
TO ADD OR EDIT AN EMPLOYMENT PERIOD
© Add New 'S
[1] Navigate to the Employment Periods page. e = /i 2
Search or filter for the desired employee.
. ) . L. Smith, Bill W JpMset
[2] C||C-k Edit to m0d|fy an EXIStIng Employment Last name First name Start Date End Date Employment type Probation end date Contract end date /
PerIOd' Smith Bill 05/05/2009 18/05/2009 Emp Type 6 &7 Edit @ Delete
[3] Cllck Delete tO delete an eXIStIng record Smith Elill 15-‘0%.-'2008 D-i-'Uf-EDDQ Emp Type 1 & E(Ii[ \fg:j)l:-elete | 3
Smith Bill 07/05/1992 15/05/2008 Emp Type 1 &7 Edit @ Delete
[4] Click Add New to create an Employment < Previous [fl]net -
Period.
[5] Within each Employment Period enter key : : :
dates employment type. Update information for Employment Period.
[6] Enter termination information where
applicable.
-~ Employee  [[SELECT] v
[7] Click Save when finished.
5 < EmploymentType [SELECT] -
Probationary Period I:l
End Date
Contract End Date l:l
.
- Termination O
Interview
6 _< Termination Reason
Exit Interviewer
N—
7 f—»
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7 Performance Management

The Performance Management page enables performance and other reviews to be recorded and managed.

completed.

Attachments can be uploaded to each record, such as a scan of hard copy notes or an electronic record.

Each review has a type, due date and date

* Onlv the Emplovment Periods for the selected emplovee are shown in the list.

TO ADD OR EDIT AN PERFORMANCE REVIEW

[1] Navigate to the Performance Management
page.

[2] Click Edit to modify or complete an existing
Performance Review.

[3] Click Delete to delete an existing record.

[4] Click Add New to create an new Performance
Review.

[5] For each Performance Review enter the
review details including status.

[6] Upload attachments if required.

[7] Click Save when finished.

& Add New
Filters: \‘ 4

Smith, Bill

Last name First name Type

Smith Bill Emp Review 5
Smith Bill Emp Review 3

= Previous Next =

o set
Due date Status Date completed
07/05/2009 Open Edit & Delete
13/05/2009 Closed 21/05/2009

vSh-:--.-Fiters/i 2
&
7 Edit & Delete (\I 3

Employee
Review Type
5 < Due Date
Status

Completed Date

Upload a file

hY4

Update information for Employment Review.

E Smith, Bill v

[SELECT] v

I

Cpen hd

1

& Add Document |

|| Upload |

6 <

7|———>
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8 Correspondence

Any electronic file can be uploaded and recorded against the employee using the Correspondence page.
For each record a comment can be entered, the date of the correspondence recorded and scans or electronic copies attached.

* Only Correspondence for the selected employee is shown in the list.

Hello ADMINISTRATOR. =4

@ Human Resources

TO ADD OR EDIT A CORRESPONDENCE troiorees yposts Tos sckons
[1] Navigate to the Correspondence page. S O.tadiien
Employment Periods Smith, Bill y Unset
A A . A . Performance Last name First name Description Created At 4 Date Of Record
[2] CIICk Edlt to mOdIfy an eXIStIng record' Ianagement Smith Bil Job role change 0510512009 28/05/2009 & Edit @ Delete
smith Bill Letter of appointment 0510512009 06/05/2009 & Edit @ Delete ]

[3] Click Delete to delete an existing record.

=Previous Next=

[4] Click Add New to enter a new record.
[5] For each record enter a description and date. 4 ’/

[6] Upload scans of the correspondence or an

electronic copy. Update information for Record.

[7] Click Save when finished. -

Employee | [SELECT] v

Description

5 <

Date Entered 05/05/2009

Upload a file
@ Add Document | || uptoaa |

N

6 <
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8 My Details

A My Details page is accessible by each employee, displaying selected
information.

Some information can be updated by the employee such as address,
contact and next of kin details.

9 Tools

ppppppp

ADMINISTRATOR

SELECT. v

LLLLLL

Last Name

The Tools page is provided to enable Administrators to edit and manage
the various drop-down lists used with in the system.

The values entered against each list within the Tools page will appear in
the corresponding drop-down list within the Employees tab.

10 Actions

The Actions page provides administrators with a list of tasks that have

been generated by CS Human Resources, including the status of the
task.

Tasks are generated in response to alerts such as an approaching
Performance Review date. Tasks also generate an email.
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