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GHANA HR SOLUTIONS

Introduction

This guide comprises a detailed description of Ghana HR solution’s features, capabilities, and step-by-step
procedures to use this application efficiently.

Prerequisite Skills

Ghana HR solution end users do not require any specialized or additional technical skills to use the application.

How to Use This Guide

We would recommend you to follow this guide in a sequential order of the chapters. The chapters have been
placed in a progressive order to help you to use Ghana HR solution optimally. Ghana HR solution User Guide’s
chapters consist of ‘How to’ questions to make it easier for users to locate solutions for their queries. Following
are some of the frequently used conventions across the user guide:

Convention/Icon Description

iy Tip icon used in this document to highlight easy
-@" to use tips, to simplify your Ghana HR solution
experience.

Note icon used in this document to highlight
important points.

Edit icon used in Ghana HR solution application

Delete icon used in Ghana HR solution
application

More actions icon used in Ghana HR solution
application

Information icon used in Ghana HR solution
application. Hover the mouse pointer over this icon
to view
a brief description for an option
Enable/Edit/View Questions icon wused in
Ghana HR Solutions application.

'-tl
A
o View icon used in Ghana HR solution application
"
.
.
[




GHANA HR SOLUTIONS

1.1 What are the roles available in Ghana HR Solutions?

1.1.1 Super Admin

Super Admin installs the application and provides his email credentials while installing. He/she is responsible for
setting up and configuring the application to make it ready for use. The Super Admin will be the first employee in
the application, for example: EMP0O001 or SENT0001. However in Ghana HR solution, the Super Admin will not be
included in the organization’s employees’ list. The employees’ list starts from the second employee (Organization
Head/Company Admin).

The Super Admin has unlimited access over the entire application. In other words, he/she has full control, and is
responsible for administering Ghana HR Solutions.

=

'l= Since the Company Admin will not be included in the employee’s list, he/she will not
A be able to perform employee actions like raising a leave request, service request,

etc. You can add another employee to the company for the Company Admin user,
with his/her actual details like Name, Job Title, Reporting Manager etc.

1.1.2 Default Role Groups in Ghana HR Solutions

There are 7 main role groups available by default in Ghana HR solution:
e Company Admin

Management

Manager

HR

Employee

System Admin

External User

Within each role group a maximum of 5 role groups can be created. For example:
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PN

Management/Company Admin

T/
I

N N A~ AN

Board of Senior Stakeholders Senior Directors
Directors Management
Managing
Directors

1.2 How do | log in to Ghana HR solution?

1.2.1 Super Admin

After installing Ghana HR solutions your (Super Admin) credentials will be sent to your email address. To
access the application follow the link provided in the email.

1.2.2 Organization Info

Super Admin can manage the new organization

a. Click Organization in the top menu
b. Click on Organization on the left panel
c. Click on +Add button on the right side



GHANA HR SOLUTIONS

@ GHANA HR SOLUTIONS Super Admin ~

Dashboard HR | Organization | SiteConfig Logs

Home > Organization > Organization Info > Add
» Organization Info

4
Organization Admin Organization * Website* Organization Started on @ Total Employees * N Priman
=} 20-50 v

Shortcuts

‘Secondary Phone Number Fax Number Country * State * city* Main Branch Address

You have not configured your d
shorteut icons. Click here to India v | | TamilNadu v | | Chennai (Madras) v
configure 4
‘Add Country Add State ‘Add city
Address 1 Address 2 Organization Description Business Domain
a
4 Py Y
Upload Organization Logo @

Upload Logo

e

d. Enter the necessary details
e. Click on Save button to save the Organization Information
1.2.3 Organization Admin

Super Admin can able to create the organization admin for the created organization admin, company admin
credentials will be sent to provided email address.

w GHANAHRSOLUTIONS  a Super Admin~

Dashboard HR ganizatiol Site Config  Logs

Home > Organization » Organization Admin

Organization Info . [

Oranization Admin | b Organization Admin Bu(co
Action QOrganization Name & Admin Name Admin Email Phane Number
Shortcuts LT cal CGI Company Admin cgicompany@mailinator.com (098) 908-0888
You have not configured your oLl FreshWorks John Doe jhon_companyhr@mailinator.com
shorteut icons. Click here to
configure LRt Ghana HR Solutions Michael K michael@mailinator.com (123)123-1231
- Rt Ghana HR Solutions Ghana HR ghanahr+01@mailinator.com (123)123-1231
oLu Hr Org test Admin demootest25+hel@gmail.com (333)333-3333

a. Click Organization in the top menu
b. Click on Organization Admin on the left panel
c. Click on +Add button on the right side

10
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GHANA HR SOLUTIONS Super Admin ~

Dashboard HR | Organization | SiteConfig Logs

Home > Organization » Organization Admin > Add

Organization Info
¥ Organization Admin Orgarization Name * First Name * Last Name * Email * Phone Number
- . d
Select Organization v
e
Shortcuts _

You have not configured your
shorteut icons. Click here to
configure

d. Enter the necessary details
e. Click on Save button to save the Organization Admin

1.2.4 Employees/Users

After the HR/Management/Company Admin adds you to Ghana HR solution, your credentials will be sent to your
provided email address. You can access the application through the link provided in the email containing your

credentials.

LOG IN

User Name

Enter your username or email

Password

Enter your password a

Forgot Password?

© Ghana HR Solutions 2024

'
N

»@— You can log in using your employee 1D or your registered email address.

11



1.3 How do | set up the Ghana HR Solutions?

|31y GHANA HR SOLUTIONS

The Company Admin can begin setting up Ghana HR Solutions by using the Configuration Wizard.

1.3.1 Configuration Wizard

Configuration Wizard allows you to configure settings that reflect requirements unique to your organization and
make your application ready to use. Configuration Wizard is the first screen that is displayed if you are logging

into the application for the first time.

Information is gathered in 5 steps.

Step 1: Site Config

Site Confil
*,* 9

Configure the standards used in your organization

by providing the site preferences.

° aﬁ Business Units

Completed

4 Back To Site

° [2] Service Request °

Completed

Site Configuration

Add Employee

Employee Code @ * Currency @ * Date Format ‘@ *

‘ EMP ‘ US Dollar (USD) | - | | American Month, Day And Y...| ¥ ‘ ‘ Hour And Minutes, With Mer...| ¥ |
Example: 01/01/2013

Default Time Zone @ = Country @ * State @ *

‘ Africa/Accra [GMT] | » ‘ ‘ Ghana | = | Greater Accra | » |

Default Password @ *

‘Alphanumanc = ‘

The password should contain atleast one alphabet and one number. The minimum length should be 6 characters and maximum length should be 15 characters. Eg

myname123

Employment Status @ =
| % Contract || * Deputation |

| % Full Time || * Part Time |

| % Permanent |

| % Probationary |

| % suspended || ® Temporary |
Q

Save

Figure 4

12
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= P D B Configuration Wizard allows you to configure settings that reflect requirements unique to your
=
=

organization and make your application ready to use

*ﬁ Site Config @ %* Organization ° uﬁ Business Units °

n information te get your Canfigure business units and d

Service Request °

Configure serv

rtments in

uest settings used in 1

| completec | | compietec| | completed |

Site Configuration

Employee Code @ * Currency @ * Date Format ‘@ * Time Format @ =

‘ EMP ‘ ‘ Us Dollar (USD) | - | | American Month, Day And Y...| ¥ ‘ ‘ Hour And Minutes, With Mer..| ¥ |
Example: 01/01/2013 Example: 3:10 AM

Default Time Zone @ = Country @ * State @ * City @ +

‘ Africa/Accra [GMT] | - ‘ ‘ Ghana | - | | Greater Accra | - ‘ ‘ Accra | - |

Default Password @ =

‘ Alphanumeric | v ‘

The password should contain atleast one alphabet and one number. The minimum length should be 6 characters and maximum length should be 15 characters. Eq
myname123

Employment Status @ *

| contract || x Deputation |

| % Permanent |

| % Probationary |
% Suspended
(B iemie) pEmrory]

Figure 5

Step 3: Organization

£}, site config ° 6‘:‘& Organization ﬂ Business Units ° [@] service Request °
Tr — -
Pr q

Confi

N your orga

aticn informat

S8 units

departments in r Cor

ettings used in

nces

Configure Organization Information

Organization @ * Website @ Organization Started On Total Employees @ »
‘ Freshworks | http://example.com ‘ ‘ 02/04/1957 | 51-100 | - ‘
Organization Email @ - N

9 e Primary Phone Number (7] Secondary Phone Number @ Fax Number @

‘ Jhon_companyhr@mailinator.co | | |

Country [ 8 State @ = City Q- Main Branch Address @
‘ Ghana | - | ‘ Greater Accra | - ‘ ‘ Accra | - |
Address 1 @ Address 2 @

Organization Description @

Upload Organization Logo @

i Business Domain @
=
=3
==

Upload Logo

Figure 6

13
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After saving your organization’s details, an ADD Employee button will appear on the top right corner of the
configuration wizard screen. However, it is not mandatory to add an employee in this step, you can even add an
employee after the entire configuration is completed.

If you want to add an employee please refer to section

1.4 How do | add employees to Ghana HR Solutions?

Step 4: Business Units

You can create business units and departments here.

Please refer Figure 7.

113) GHANA HR SOLUTIONS

ﬁ-& Site Config ° ‘—:—. Organization o o [E] Service Request o
Business Units And Departments " Add Employee |
Business Unit * p

v
d Business Unit
n

Department Name *

_2 ADD DEPARTMENT
o}

SAVE

Figure 7

Create a new business unit by giving its name and street address.

Create a new department within the business unit

Add another department (To have multiple departments under a business unit)
Click here to add the first employee (organization head)

Qo0 oo

14



Step 5: Service Request

w GHANA HR SOLUTIONS

ﬁ-& Site Config

(] &%, Organization

Service Request Categories And Requests

Category *
Select Category | v

44 Caregory

Requet Type = Description

_," ADD REQUEST TYPE
Jooreesrrve
SAVE

Figure 8

e. Create a new service category
f.  Create a new request type
g. Add another request type

(] gl Business Units

GHANA HR SOLUTIONS

4 Back To Site

(/] (8] Service Request @
]

Add Employee

Click Back To site to go back to the application’s dashboard and exit the configuration wizard.

8

Ensure that you always after entering details in each
section of the Configuration Wizard and only then proceed.

1.4 How do | add Employees to Ghana HR solution?

Gathering management details is an important aspect of an organization. The first employee you add will be the

Organization Head.

A

adding the Organization Head.

EJ You can add other employees only after

15
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While adding employees ensure that they align with the hierarchy of your
organization (top down approach). Reporting manager is a mandatory
field, while adding employees.

Pt

1.4.1 Adding Organization Head (Employee #2)

On clicking FaselauliEEEN in the configuration wizard screen (refer Figure 8) the below screen will appear:

@ GHANA HR SOLUTIONS Logged in as Company Admin Q, Configuration Wizard Super Admin -

Dashboard  Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Modules Expenses Assets Disciplinary Payroll ~ Attendence More ¥

Home > HR > Employees
s Employees

]
Foles & Privileges MANAGEMENT DETAILS
Holiday Management » Employee Code * Employee Id * Prefix First Name * Last Name * Role*
Leave Management 4 EMPP Select Prefix v Select Role v
Exit Procedure s
Employee Configuration > Email * JobTitle Position Date of Joining * Management Description a
Contacts ' Select Job Title v Select A Position v (=)
4
Shortcuts Job itles are not configured yet. Positions are not canfigured yet, e
You have not configured your d C

shorteut icons. Click here to —
configure | Cancel ‘

Figure 9

Enter the all the mandatory details

Position can be configured later

Job title can be configured later

Go back to the configuration wizard and resume configuring your application

oo oo

16
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1.4.2 Adding Other Employees

@ GHANA HR SOLUTIONS 8, Configuration Wizard TCLHR -

Dashboard Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Document Verification  Payroll  Attendence  More ¥

a
Home > HR > Employees
s Employees

]
Roles & Privileges Al Business Units v | AllDepartment v  Select SearchCategory v @ Clear import Employees LU LS

Holiday Management 4
__ Leave Management ot @ TCLUSER H o T H @ PRabhaKarans H @ tclEmployee H @ TelHR H @ tclsytem :
Exit Procedure > () Employee MAnagement... ) HRManager ) Employee ) HRManager () System Admin
Employee Configuration » TCL-DEPTI Management TCL-DEPT1 Accounts Accounts Accounts
| Contacts ot & LLT091 & LLT0002 & LLTOO1 & LLT4s5 & LLT56 & LLTas7?
Short = tcluser@mailinator.com = com = prabhakarar = tclemp2@mailinator.com = tclh132r@mailinator.com = tclsystemadmin@mailinat
orteuts com ‘or.com
. w . .
O S .
@ cITEAMLEAD § @ tclManager e TCL H
@) Teamlead ) Manager @ Management
Accounts Accounts Management
& LLT46 & LLT44 & LLT0001
= cm = il = ftclmanagement@mailinat
o o orcom
.

@ Ter nnns

Figure 10

a. Click HR in the top menu
b. Click +Add button on the right side

@ GHANA HR SOLUTIONS 8, Configuration Wizard TCLHR -

Dashboard Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Document Verification  Payroll  Attendence  More ¥
Home > HR» Employees > Add
8 Employees
! c
Roles & Privileges Official —
Employee Code * Employee Id * Prefix First Name * Last Name
Holiday Management 4 Documents.
- LT Select Prefix -
Leave Management 4 L
[ . eave Configure Identity Codes
Exit Procedure >
N Holidays Mode of Employment * Role* Email * Business Unit * Department
Employee Configuration 4
Contacts N Salary Direct v Select Role v Select Business Unit v Select Department v
Shorteuts Personal
Reporting Manager * Job Title Position @ Employment Status * Date of Joining @ * d
o Contact
(14 Select Reporting Manager  w Select Job Title v Select Position v Select Employment Status  w
Skills Add Job Title Add Position Add Employment Status
Job History Date of Leaving @ Years of Experience Work Telephone Number Extension Fax
Experience
Education e
Training & Certification
Cancel
Medical Claims
Disability
Dependency
Visa and Immigration
Corporate Card
Work Eligibility
Additional Details
& Recently viewed -

Figure 11
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enter the Employee ID manually.
Enter the required details related to the employee
Click Save button to add the employee

1.4.3 Adding Employees in Bulk

The letters in the employee code (configured in Site Config step) will appear by default. You will need to

GHANA HR SOLUTIONS

Employees can be added in bulk using the import option. You have to download the import format excel dog, fill it
in with all the employees' details and then import it.

@ GHANA HR SOLUTIONS

Dashboard ~ Wall

s Employees

Roles & Privileges

Holiday Management
Leave Management
Exit Procedure
Employee Configuration

Contacts

Shortcuts

- l.ﬁ

Self Service

Service Request

HR

Appraisals

Recruitments

Background Check

Organization

Analytics

Site Config  Expenses

‘ |

Home > HR > Employees d
TCL USER TCL PRabha Karans  } tcl Employee
Employee MAnagement... HR Manager Employee
TCL-DEPTI Management TCLDEPTI Accounts
& LLT091 & LLT0002 & LLTOO1 & LiTds
= tcluser@mailinator.com = helm com = prabhakarar = tclemp2@mailinator.com
o o com o
.
tcl TEAMLEAD £ tcl Manager TCL
Team Lead Manager Management
Accounts Accounts Management
& LLT46 & LiT44 & LLT00OT
= tcllead@mailinator.cm = tmd@mailinator.com = tcimanagement@mailinat
orcom
. w
.
Ao anna
Figure 12

Click HR in the top menu
Click Import Format on the right side above the Employees grid to download the format
For further guidance, click on the Help link. You will be directed to the import guide, which will provide

you detailed information on how to add employees in bulk.

Ho File Edit View Format Insert Table Object Tools Window Help

Assets

TelHR
HR Manager

Accounts

& LLTS6
= tclh132r@mailinator.com
&

Recently viewed -

The dropdowns above are used to filter(by business unit, department or by category)

Disciplinary  Document Verification

&, Configuration Wizard

Payroll

tcl sytem
System Admin

Accounts

& LLTag7

= tclsystemadmin@mailinat
or.com

.

TCLHR

Attendence

More ¥

I importformat | Help IﬂAdd
b [«

8 x
DoH SEBE FEv9 - #Ee AdHE S IS v006 9"
[z Normal v | | Calibri ¥ v A« B /7 U ’__1'2 = =2 .FEHvEy?
122 8= 2
] A | e | € D | 3 3 | & ] i 1 | J | K L |~
1 |Prefix First Name Last Name Employeeld Role Type Email Busines: Departm Reporting | Job Title Position [Employment Status
2 [Mr Grame Smith 0411 manager gsmith@example com | SAU EMD EMPP0O002 MGR Manager PERM
3 |Mr Hansie .Cmnje 12359 .emplnyee .hcmnje@examp\e,com SAU EMD [EMPP0002  EPM .Emplnyee PERM
= | ! | ! | |
H
6
7

Figure 13
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In bulk import, emails containing the credentials will not be sent automatically to the employees. The employee
data will only be saved in the database. In order to send emails, you will need to run the cron job:

http://..(your domain name)../..(your application name)..

For example: http://example.com/Ghana_HR_Solution/index.php/cronjob

=)
Ati] Please logout of the application and then run the cron job in your browser.

1.5 How do | add Business Units and Departments (without using
configuration wizard)?

Business Units and Departments are the two main organizational units of Ghana HR solution. A Business Unit can

have multiple departments and not vice versa. Below is an example of the Organization Structure in Ghana HR
solution.

afl

| | | | |
oo W qoiyissce [ R coms W

19
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1.5.1 Adding Business Units

@ GHANA HR SOLUTIONS

[EEE— a

Dashboard Wall ~ Self Service Service Request HR  Appraisals Recruitments  Background Check Organization Analytics ~ Site Config  Expenses  Assets

Home > Organization > Business Units
Organization Info

Disciplinary

GHANA HR SOLUTIONS

8, Configuration Wizard TCLHR -

Document Verification ~ Payroll ~ Attendence  More ¥

4
b Business Units
Departments
Action Name Code Started On Street Address City State Country Time zone
Organization Structure
eoLu Rwanda Rw Good Bangui Banqui Central African Republic Africa/Abidjan [GMT]
Organization Hierarchy
oL TCLBU1 TB1 01/31/2024 Test Chennai (Madras) Tamil Nadu India Africa/Accra [GMT]
Policy Documents 4
Shorteuts cp Records per page | 21
LI
Figure 14
a. Click Organization in the top menu
b. Click on Business Units on the left panel
c. Click on +Add button on the right side
@ GHANA HR SOLUTIONS &, Configuration Wizard TCLHR A i

Dashboard  Wall ~ Self Service  Service Request HR  Appraisals  Recruitments Background Check  Organization ~ Analytics  Site Config

Expenses  Assets Disciplinary Document Verification ~ Payroll

Attendence  More ¥

Home > Organization> Business Units > Add
Organization Info

4
3 Business Units Name * Code @ ¢ Description Started on @ Time Zone * Country *
Departments Africa/Addis_Ababa [EAT] w India
4
Organization Structure 200 characters remaining (200
maximun)
Organization Hierarchy State* city* Street Address 1+ Street Address 2 Street Address 3
Policy Documents > Tamil Nadu v Chennai (Madras) v | | Dehi
p Y y
Shortcuts

m ‘ cancel

Figure 15

d. Enter the necessary details
e. Click on Save button to save the Business Unit

20



1.5.2 Adding Departments

@ GHANA HR SOLUTIONS

:

Dashboard  Wall  Self Service  Service Request HR  Appraisals  Recruitments

Background Check

Analytics

Site Config

GHANA HR SOLUTIONS

ﬂo Configuration Wizard TCLHR he

Expenses  Assets Disciplinary Document Verification  Payroll  Attendence More ¥

Home > Organization > Departments
Organization Info

Business Units

— Departments
I s Departments Ib
Action Name Code Started On Department Head
Organization Structure
orm good %
Organization Hierarchy
eEm System Syst
Policy Documents 4
[ ) . 7 era sdfs wq
Shortcuts
oru sdfs sdfs
()
[ 34 eora Accounts Acc
oD TCL DEPT 3 13 02/01/2024
orT TCL-DEPT1 Zucu
oD TCL-DEPT T 02/01/2024 Management User Demo ONe
c o

Records per page

Figure 16

Click Organization in the top menu
b. Click on Departments on the left menu panel
c. Click on +Add button on the right side

HR

@ GHANA HR SOLUTIONS

Dashboard Wall  Self Service  Service Request Appraisals  Recruitments  Background Check Organization

Analytics

Time Zone Business Unit
Africa/Addis_Ababa [EAT] Rwanda
Africa/Addis_Ababa [EAT] Rwanda
Africa/Addis_Ababa [EAT] TCLBUT
Africa/Addis_Ababa [EAT] Rwanda
Africa/Abidjan [GMT] Rwanda
Africa/Abidjan [GMT] TCL-BUT
Africa/Accra [GMT] TCL-BU1
Africa/Accra [GMT] TCL-BU 1
&, Configuration Wizard TCLHR

Site Config

Expenses  Assets Document Verification Attendence

Home » Organization > Departments > Add
Organization Info

Business Units Department Name * Business Unit * Department Code @ *

s Departments

Select Business Unit -
Organization Structure
Organization Hierarchy Country State city
Policy Documents 4 India v Tamil Nadu v Chennai (Madras) v
Shorteuts
Description

Figure 17

d.
e.

Enter the necessary details
Click Save button to create a new department

Disciplinary Payroll More

Department Head Started On @ Time Zane *
select Department Head ~ w Africa/Addis_Ababa [EAT] w
Add Department Head
Street Address 1 * Street Address 2 Street Address 3 d
Delhi
4 4 4
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1.6 How do | add Job Titles and Positions?

Job title is an employee’s designation and Position is the designation level. For example if the Job title is Software
Engineer, then the Position can be Senior Software Engineer or Associate Software Engineer.

1.6.1 Adding Job Titles

@ GHANA HR SOLUTIONS 4, Configuration Wizard TCLHR -

Dashboard Wall  Self Service ~Service Request Appraisals  Recruitments  Background Check  Organization ~ Analytics  Site Config  Expenses  Assets Disciplinary ~Document Verification ~ Payroll  Attendence  More ¥

Home > HR > Employee Configuration > Job Titles
‘ d

Roles & Privileges Job Titles c o

Employees

Holiday Management >
Action Job Title Code Job Title Job Description Min Experience Required Job Pay Grade Code Job Pay Frequency Comments
Leave Management >
“ @
Exit Procedure . °oza ENG Software Engineer A Test1

l Employee Configuration Ib

Employee Tabs

c o Records per page

Employment Status
Pay Frequency
Remuneration Basis

I ~ Job Titles I C
Positions
Competency Levels
Education Levels
Languages
Leave Types
Attendance Status
Bank Account Types
Identity Documents
EEOC Categories

Work Eligibility Document
Types

Veteran Status

Military Service Types

Figure 19

a. Click HR in the top menu

b. Click Employee Configuration, it will expand to give more menu items
c. Click Job Titles

d. Click +Add button on the right side

D cwermsownons  (CEEEEEE 4, Configuration Wizerd TCLHR -

Dashboard ~ Wall ~ Self Service ServiceRequest = HR ~ Appraisals Recruitments Background Check  Organization Analytics ~ Site Config  Expenses  Assets Disciplinary ~Document Verification ~ Payroll  Attendence  More ¥

Home » HA > Employee Configuration > Job Titles » Add
Employees

4
Roles & Privileges Job Title Code @ * JobTitle @ Job Deseription Min Experience Required @ Job Pay Grade Code @ * Jab Pay Frequency *
Holiday Management 4 Select Pay Frequency -
Leave Management , 200 chaactrs enaning 20 7 Add Pay Frequency e
Exit Procedure 4 Comments - f
Employee Configuration v
Employee Tabs e e

Employment Status

Remuneration Basis

3 Job Titles

Positions
Competency Levels

Education Levels

Figure 20

e. Fillin the required details

f. Click Add Pay Frequency to add different frequency categories like Monthly, Daily etc.
g. Click Save button to create a new job title
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1.6.2 Adding Positions

@ GHANAHR SOLUTIONS a &, Configuration Wizard ToLHR -

Dashboard ~ Wall ~ Self Service  Service Request =~ HR  Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config  Expenses  Assets Disciplinary  Document Verification  Payroll  Attendence  More ¥

Home > HR > Employee Configuration » Positions

Employees
ployt 4 d
Roles & Privileges Positions I Addl G o
Holiday Management 4
H e Action Position Job Title Description
Leave Management 4
| R - .
Exit Procedure ezw Software Engineer Software Engineer
Employee Configuration | ce Records per page

Employee Tabs
Employment Status
Pay Frequency
Remuneration Basis

Job Titles

| 3 Positions lC

Competency Levels

Education Levels

Figure 21

Click HR in the top menu

Click Employee Configuration, it will expand to give more menu items
Click Positions in the submenu

Click +Add button on the right side

0o oo

o 0

@ GHANA HR SOLUTIONS 0, Configuration Wizard TOLHR -

Dashboard Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Document Verification  Payroll ~ Attendence  More ¥

Home > HR > Employee Configuration » Positions > Add

Employees < —
Roles & Privileges Job Title * Position * Description
| Holiday Management 4 Select Job Title v

200 cheracters remaining (200 e
- masimum
Exit Procedure 4

Employee Tabs

7

Employment Status
Pay Frequency
Remuneration Basis
Job Titles

3 Positions
Competency Levels

Education Levels
Figure 22
e. Fillin the required details

f.  Click SAVE to successfully create a position.

A You can create a Position only after creating a Job Title
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2. Dashboard

Ghana HR solution’s dashboard enables you to have all the information you need at a glance. You can decide what
elements you need on the dashboard by configuring widgets. You can also view announcements and your
colleagues’ upcoming birthday.

2.1 How do | add Widgets?

Please refer to Figure 23.

D oo <[Z ]

Dashboard HR  Site Config  Attendence Logs

Shortcuts
You have not configured your widgets_ Click here to configure Mail Settings

b Take Tour

You have not
shortcut

Cele Recenty veweo NN

Figure 23

You can configure your widgets on your dashboard using the below methods:

a. Click the organization logo on the top left corner (This will take you to the dashboard from any other
screen)

b. Click Click here link at the center of the dashboard
Or

c. Click the logged in user’s name in the top right corner
Click Settings in the dropdown
Or

e. Click the gear icon in the bottom left corner
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Please refer Figure 24.
@ GHANA HR SOLUTIONS m Qo (Configuration Wizard TCLHR -

Dashboard ~ Wall ~ Self Service Service Request HR  Appraisals  Recruitments Background Check  Organization ~ Analytics  SiteConfig Expenses Assets Disciplinary Document Verification  Payroll  Attendence  Time

Home > Settings > Widgets 4 Back to Dashboard
Organization Info

[onessunns]g e =
- f

Departments - n
View Profile 4 Drag & Drop the menu items on the left into the box below

Organization Structure

Organization Hierarchy ﬂ& |_Business Units Ig

Policy Documents » Settings
Shorteuts ﬂ
. L)
i an Change Password

You can configure upto 10 widgets for your dashboard.

-

Figure 24
(Common for all)

f.  Click Widgets button in the settings page
g. Dragand drop the selected menu item(s) in the widgets box
h. Click SAVE button to add Widgets in the Widgets pane

2.2 How do | add Shortcuts?
Please refer Figure 25.

@ GHANA HR SOLUTIONS

Dashboard HR  Site Config  Attendence  Logs View Profile
Settings

Change Password

Shortcuts
You have not configured your 4 @ Youhavenotconfigued your widgets. Olick here o configure Mail Settings
shorteut icens. Click here to
| — Take Tour
configure
Logout
M Al B Qalesbinme N0

Figure 25

You can configure your shortcuts on your dashboard using the below methods:
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a. Click the organization logo on the top left corner (This will take you to the dashboard from any other
screen)
b. Click Click here link at the center of the dashboard

Or
c. Click the logged in user’s name in the top right corner
Click Settings in the dropdown
Or

Click the gear icon in the bottom left corner

o

Please refer Figure 26.
@ GHANAHR SOLUTIONS 8, Configuration Wizard TCLHR

Dashboard ~ Wall  Self Service Service Request HR  Appraisals  Recruitments  Background Check  Organization ~ Analytics  SiteConfig Expenses Assets  Disciplinary Document Verification  Payroll ~ Attendence  Time

. Home > Settings > Shortcuts 4 Back to Dashboard
Organization Info B
.
[ ]g & R f
Departments -
View Profile 4 Drag & Drop the menu tems on the left into the box below -
Organization Structure
Organization Hierarchy Qn, & Business Units x| ()
Policy Documents > Settings |
Shortcuts ﬂ
290 ()
PR Change Password
«
“
v
<
o
® -

Figure 26

(Common for all)

f.  Click Shortcuts button in the settings page
g. Drag and drop the selected menu item(s) in the widgets box
h. Click SAVE button to add Shortcuts in the Shortcuts pane

This is how your widgets and shortcuts will appear on the dashboard after you’ve saved them, refer the image
below:
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Service Request  HR

@ GHANA HR SOLUTIONS

Dashb Appraisals

ents  Background

penses  Assets

Disciplinary

GHANA HR SOLUTIONS

@, Configuration wizard TCLHR -

Document Verification  Payroll  Atten:

Employee KIT p Self Appraisal Manager Appraisal Appraise Your Manager Birthday & Anniversary
Tag Family 2 Birthdays Anniversaries
List of Birthdays
Today's Birthday
Infra Request
Not Configured 0 Manager Appraisal Net Configured
List Of Work Anniversary Mar 12,2024
No Birthday's Today.
shorteuts
Upcoming Birthdays
24
&« Parameters Skills
No upcoming Birthdays
. Parameters 3 . Skills 3 Company Announcements
TCLKRA TeL skill
TCL ANNONNCEME 7

KRA TCL LARAVEL Mon, Feb 12

KPI TCL PHP

view all > view All 5

Feedforward Questions Feedforward Employee Status
. Feedforward Questions 4 Feedforward Employee Status 3
TCL Quz Pending employee ratings (2)

Are YOu improving YOurself Goo
Are YOu working YOurself Good?

TCL KRA?

View All +

Completed (1)

View All 3

Recently viewed » Profilc_» [

Click cancel to exit the Widgets/Shortcuts screen

2.3 How do | add Birthday Announcements?

Birthday updates will be displayed if it’s any employee’s birthday on that particular date.

Please refer Figure 29.

£ CreateNew ~

@ GHANA HR SOLUTIONS

quest || HR

Dashb:

Home > HR>» Employees

Appraisals Ry

ruitments  Background

8, Configuration Wizard TCLHR -

Document Verificati

S Employees .
Roles & Privileges All Business Units v | | AllDepartment v Select Search Category v @ Clear import Employees JNLESCUEININUEI + BT
Holiday Management »
@ TCLUSER bE TCL H @ PRabhaKarans i @ tclEmployee i Tel HR i @ tclsytem i @ tcITEAMLEAD i
- MAnagement... HR Manager Employee HR Manager stem Admin Team Lead
W o view - X 9 | s - 9 - -
lanagement TCL-DEPT Accounts Accounts Accounts Accounts
& LLTOS1 & LLT0002 & LLTOO1 & LLT45 & LLTS6 & LLT487 & LT46
= com = com = = com com = = il em
Shortouts com orcom
L L & L
& o - «
@  tcl Manager H TCL H
B Menager ) Management
Accounts Management
& LLT44 & LLTO0O1
= com
o or.com
L

Figure 29

27



To add an employee’s birthday:

a. Click HR in the top menu
b. Click More Actions icon
c. Click Edit icon against any employee’s name

Please refer Figure 30.
@ GHANA HR SOLUTIONS

Dashboard ~ Wall ~ Self Ser Service Request Appraisals ments  Background Check  Organizat

GHANA HR SOLUTIONS

8, Configuration Wizard TCLHR -

Attender

Home > Human Resource > Employees »Edit
 Employees

Roles & Privileges

Holiday Management »

Employee Name  : Mr. TCL USER
i - Employee Id L7091
Exit Procedure »
Employee Confi

i u Email 1d : tcluser@mailinator.com
Contacts » Contact Number N

e
Shortcuts

a0
[ 14
Official
Gender Marital Status.
Documents
Male w | | select Marital Status
Leave
Holidays Date of Birth @ Blood Group
Salary 01/31/2005 )

Contact

skills
Job History

Experience

Figure 30

d. Click Personal menu option on the left menu panel (left side of the form)
e. Enter the birth date in the ‘Date of Birth’ field

f.  Click SAVE button

Language
Tamil -

Add Language

Once the birth dates of employees have been added, a birthday announcement will be displayed on their
birthdays.

Please refer Figure 31.
D crnanmsownons

Dashboard  Wall ~ Sel Service Request HR  Appraisals R ments  Background Check  Organizati Analytics

®, Configuration Wizard TOLHA -

Attendence  Time  Logs

Employee KIT B Self Appraisal Manager Appraisal

Tag Family

List of Birthdays

Infra Hequest
Not Configured 0 Manager Appraisal
List Of Work Anniversary

Shorteuts
-
Jan
& d Parameters Skills
Parameters 3
TeL skl
Kra ICLLARAVEL
wel i PHP
View all > View all 5
Feedforward Questions Feedforward Employee Status

. Feedforward Queslions 4 . Feedforward Employee Slalus.
oL quz Pending employee ratings (2)
Are YOu improving YOursslf Goo Completed (1)
Are You working Yourself 6004 el
a1 kAay
View All >

o

Figure 31

Birthday & Anniversary

Birthdays Anniversaries

Mar 12,2024
No Birthday's Today.

Upcoming Birthdays
No upcoming Birthdays.

Company Anneuncements.

TCL ANNONNCEME 2

Rocontly viewsd .
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3. Leave Management

One of the main features available in Self Service is Leave Management. You can raise leave requests and have them
approved by your Reporting Manager/HR. Below is the leave management process flowchart.

User

A User is any employee who
has a reporting manager

A User can:
-Cancel unapproved leave requests .
at any time Raises a Leave
-Cancel approved leave requests Request

|

|

|

|

| only one day before the leave date
| For example: If a User applies leave
|

|

|

|

for 25th June and it has been
approved, then he can only cancel it

on/before 24th June, Reporting (OR) HR

Manager .||.
o <

Reporting Manager/HR can
cancel a User's approved
leave request at any time

Cancel D rore S

Process Description:

® A User (Any User who has a reporting manager) raises a leave request.
e The User can cancel his leave request unapproved or approved (one day before the leave date)
e Either the Reporting Manager or HR can approve/reject/cancel (at any time) the leave request.

=
f] After an approved leave request has been cancelled,
A the leave(s) are credited back to the user’s leave balance.
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3.1 How do | configure Leave Management Settings?

The Company Admin/HR can configure the leave settings and allot leaves for employees. The employees can
then utilize the leaves allotted to them.

Leave Management Options

Please refer Figure 32.

@ GHANA HR SOLUTIONS Q“ Configuration Wizard TCLHR - 1

Dashboard Wall Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Document Verification Payroll  Attendence More ¥
a
Home > HR > Leave Management > Leave Management Options
Employees
4
Roles & Privileges .
Leave Management Options d| Baw| c o
Holiday Management L4
Action Start Month Week-end 1 Week-end 2 Department Hours Halfday Leave transferable Skip Holidays Description
Leave Management v
| oL January Sunday Sunday Accounts 8 Yes Yes Yes

Leave Management
N

Options ¢ o Records per page

Employee Leave Summary

Add Employee Leave

Exit Procedure >
Employee Configuration »
Contacts 4
Shortcuts

X0 ()

‘™ ar

Figure 32

To configure leave management options:

Click HR in the top menu

Click Leave Management on the left panel

Click Leave Management Options in the submenu
Click +Add button on the right side

o 0 T w
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Please refer Figure 33.

@ GHANA HR SOLUTIONS Qn Configuration Wizard TCLHR -

Dashboard Wall ~ Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Document Verification  Payroll  Attendence  More ¥

Home » HR> Leave Management > Leave Management Options > Add

Employees —
4
Roles & Privileges B ite . " N A .
usiness Unit Department @ * Calendar Start Month Weekend day 1 Weekend day 2 Working Hours
Holiday Management 4 Select Business Unit v Select Department v Select Calendar Start Moni » Select Weekend Start Day  w Select Weekend EndDay ~ w
Leave Management v
Leave Management Half Day Requests * Allow Leave Transfers? e Skip Holidays? * _9_ Hr Manager * Description €
Options
Yes v Yes v Yes v Select Hr Manager v
Employee Leave Summary - 4
Add Employee Leave h
) R JE
Exit Procedure m ‘ Cancel
Employee Configuration 4
Contacts 4
Shortcuts
e O
- ar

Figure 33

Fill in the required details

f.  Allow Leave Transfers: If there are any unused leaves for an employee in the current year, then by using
this option they will be carried forward to the next year

g. Skip Holidays: If a user applies for a vacation which includes any pre-declared holiday, then by using this
option, holiday will be excluded from the vacation days

h. Click SAVE button

f@_ If each business unit in your organization has different working
days and hours, then using this option you can configure the
settings.

31



3.2 How do | create Leave Types?

Please refer Figure 34.

@ GHANAHR SOLUTIONS

Dashboard Wall  Self Service  Service Request HR Appraisals

Recruitments

Background Check  Organization  Analytics

Site Config  Expenses  Assets

GHANA HR SOLUTIONS

@, Configuration Wizard TCLHR -

Disciplinary  Document Verification  Payroll  Attendence More ¥

Number Of Days Leave Code Is Pre Allocated
1 EL Yes
1 CL Yes

a

Home > HA > Employee Configuration » Leave Types
Employees «
Roles & Privileges Leave Types
Holiday Management 4

Action Leave Type
Leave Management 4

.
Exit Procedure 4 o B
Employee Configuration|ly °rw cL
Employee Tabs o

Employment Status
Pay Frequency
Remuneration Basis
Job Titles
Positions
Competency Levels
Education Levels
Languages

| 3 Leave Types IC

Attendance Status

Click HR in the top menu

Records per page

Figure 34

a
b. Click Employee Configuration on the left menu panel
c. Click Leave Types in the submenu

d. Click +Add button on the right side

Please refer Figure 35.

@ GHANA HR SOLUTIONS

Dashboard ~ Wall

Recruitments.

Is Deductible Description
Yes
Yes
¥, Configuration Wizard TCI HR -

Self Service  Service Request HR Appraisals

Background Check  Organization  Analytics

Site Config  Expenses  Assets

Home > HR > Employee Configuration > Leave Types > Add

Employees

Roles & Privileges
o Leave Type @ *

Holiday Management

Leave Management

£

=

Exit Procedure

vyl

Employee Configuration
Employee 1abs
Employment Status
Pay Frequency
Remuneration Basis
Job Titles
Positions
Competerncy Levels
Education Levels
Languages

3 Leave Types

Attendance Status

e. Fillin the required details

Number of Days *

Leave short Gode Is Pre Allocated Is eductible

Yes - Yes

Figure 35

f. Click SAVE button to create a new leave type

Disciplinary ~ Document Verification ~ Payroll  Attendence ~ More ¥

Description

700 characters semaining (00 T l|e

8

The number of days assigned to a Leave Type denotes the maximum
number of days a User can apply for a leave at one go. It's not the total

leave balance for a leave type.
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3.3 How do | allocate Leave to Employees?
There are two ways to allocate leaves to employees:
1) Multiple employees at once (according to Business Units and Departments)

2) One employee at a time

Multiple employees at once (according to Business Units and Departments)
@ GHANA HR SOLUTIONS #; Configuration Wizard TCLHR  ~

Dashboard Wall ~ Self Service Service Request = HR | Appraisals  Recruitments Background Check  Organization  Analytics  Site Config  Expenses Assets Disciplinary ~Document Verification  Payroll ~ Attendence  More ¥

a

Home > HR > Leave Management > Add Employes Leave
Employees

Roles & Privileges Employees dIAddI cP

Holiday Management >
Action First Name Last Name Employee ID Allotted Leave Limit Used Leaves Leave Balance Allotted Year
Leave Management |0 -

oL tel Employee LLT45 4 0 4 2024

Leave Management

Options o el HR LLT56 4 [ 4 2024
Employee Leave Summary en tel sytem LLT487 4 [ 4 2024

3 Add Employee Leave | C on tel TEAM LEAD LLT46 4 0 4 2024

Exit Procedure s or tel Manager LLT44 4 0 4 2024

Employee Configuration »

Comtacts R ce Records per page

Shortcuts

LY

Figure 36

Click HR in the top menu

Click Leave Management in the left side panel
Click Add Employee Leave in the submenu
Click +Add button on the right side

o 0 T W

Please refer Figure 37

@ aranarrsowtions  (EEEEEEE 4, Configuration Wizard TCLHR -

Dashboard ~ Wall ~ Self Service Service Request ~ HR  Appraisals Recruitments  Background Check  Organization  Analytics  Site Config  Expenses  Assets  Disciplinary  Document Verification ~ Payroll  Attendence  More ¥

Home » HR»> Leave Management > Add Employee Leave > Add
Employees

Roles & Privileges

Business Units * Departments * Year*

Holiday Management 4 Q Q 2024

Leave Management M

Leave Management e f
Options

Employee Leave Summary

s Add Employee Leave

Exit Procedure 4
Employee Configuration 4
Contacts 4
Shorteuts

Lo

Figure 37
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Select the Business Unit(s)
Select the Department(s)

e.
f.

All the employees in the selected Business Unit(s) and Department(s) will be displayed.

GHANA HR SOLUTIONS

qo (Configuration Wizard TCLHR -

Service Request

@ GHANA HR SOLUTIONS

Dashboard ~ Wall ~ Self Service HR

Appraisals

Recruitments

Home > HR > Leave Management » Add Employee Leave > Add

Employees

Roles & Privileges
g Business Units *

Holiday > x TCL-BU1 (TB1) |

Leave Management v

Leave Management

Departments *

| % TB1- TCL-DEPTI (zucy) |

Background Check

Q

anization  Analytics  Site Config  Expens Assets  Disciplinary

Year

2024

cument Verific:

Payroll

Attendence

More ¥

Options
Employee Leaves for 2024 h
Employee Leave Summary —
©
3 Add Employee Leave PRabha Karans | I u g
Exit Procedure 4 -
I - TCLUSER ©
Employee Configuration »
Contacts » |
L M

g. Click Edit icon

h.

i. Click SAVE button

One employee at a time
Please refer Figure 39

Service Request

@ GHANA HR SOLUTIONS

Dashboard ~ Wall  Self Service HR

a
Home > HR> Employees
s Employees

Appraisals

Recruitments.

Background Check

Figure 38

Enter the number of leaves for each employee

Site Config  Expenses  Assets  Di

Organization

Analytics

M @ Cle

inary

4, Configuration Wizard

Document Veri

Import Employees

Payroll

Import format

Attendence

Help

Roles & Privileges All Business Units v All Department - Select Search Category
Holiday Management -
__ Leave Management g @ TCLUSER bE TCL H @ PRabhaKarans @ tclEmployee  § @ TclHR H @ tclsytem H
 ExitProcedure » [ g— mi\nagement--- @) HR Manager ) Employee ) HRManager ) System Admin
Employee Configuration . anagement TCLDEPTI Accounts Accounts Accounts
| _Contacts - g & LLT091 & LLT0002 a LLT001 & LLT45 & LLTS6 & LLT487
= tcluser@mailinator.com = com = prabt = tcl \ator.com = tclh132r com at
Shortcuts p P,
% « « %
° “ «
[
@ tcl TEAMLEAD @ tel Manager H e TC H
) Teamlead ) Manager Management
Accounts Accounts Management
a LLT46 a LLT44 a LLT0001
= em = com = tcimanagement@mailinat
“ -

a. Click HR in the top menu
b. Click More Actions icon
c. Click Editicon

[

Figure 39

TCLHR

Add
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Please refer Figure 40

Service Request

@ GHANAHR SOLUTIONS

Dashboard ~ Wall  Self Service

Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config  Expenses  Assets  Disciplinary

Document Verification

GHANA HR SOLUTIONS

£, Configuration Wizard TCLHR -

Attendence  More ¥

Home > Human Resource > Employees > Edit

s Employees
Roles & Privileges

Holiday Management >

Exit Procedure 4

Employee Configuration >
Contacts 4
Shorteuts

200 ()

‘@ ax

Payroll

Employee Name © Mr. TCL USER
Employee Id © LT
Email Id : tcluser@mailinator.com

Contact Number

Official e
Allot Leave Limit * Year*
Documents
2024
Leave = o
Holidays
Cancel ‘
Salary J

Figure 40

d. Click Leaves on the left menu panel (left side of the form)
e. Enter the number of days for this employee
f.  Click SAVE button

=

A

You can allocate leaves to employees only for the current year

3.4 How do | deduct Leaves from an Employee?

Please refer Figure 41

@ GHANA HR SOLUTIONS

Dashboard ~ Wall  Self Service

£ Create New ~

Service Request

Appraisals  Recruitments  Background Check ~ Organization  Analytics  Site Config  Expenses  Assets  Disciplinary

Document Verification

€, Configuration Wizard TCLHR -

Payroll  Attendence  More ¥

a
Home > HR> Employees

s Employees .
Roles & Privileges

 Holiday Management »

 Leave Management »

Exit Procedure

Contacts L4

Shorteuts
&

o o

(e]

Figure 41

. Click HR in the top menu
. Click More Actions icon
. Click Edit icon

All Business Units w | AllDepartment w  SelectSearchCategory  w @ Clear import Employees NG EINNIECIN + XU
@ TCLUSER bE TCL H @ PRabhaKarans @ tclEmployee H @ TclHR H @ ftclsytem H
e view @) MAnagement.. () HR Manager @) Employee @) HRManager ) System Admin

Management TCLDEPTI Accounts Accounts Accounts

& LLT091 & LLT0002 & LLT001 & LLT45 & LLTS6 & LLT487

= tcluser@mailinator.com = com g prabt = tclemp2@mailinator.com = tcih132r@mai com at

" " com " " orcom

< .
@ (cITEAMLEAD i @ tclManager e T H
) Teamlead ) Manager Management
Accounts Accounts Management

a LLT46 & LiTa4 & LLT00O0T

= cm = il com = tclmanagement@mailinat

& " orcom

<
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Please refer Figure 42
@ GHANA HR SOLUTIONS %, Configuration Wizard TCLHR -

Dashboard Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization Analytics Site Config Expenses Assets Disciplinary Document Verification Payroll  Attendence More ¥

Home > Human Resource > Employees > Edit
s Employees

Roles & Privileges

Holiday Management r Employee Name ~ : Mr. TCL USER
Leave Management 4
g Employee Id ;. LToo
Exit Procedure 4
Email Id : teluser@mailinator.com

Employee Configuration 4
Contacts N Contact Number ~ :
Shorteuts

1 L)

‘A dw

Official

‘Allot Leave Limit * Year*
Documents
2024
d )
Holidays
‘ Cancel ‘
Salary

Figure 42

Click Leaves on the left menu panel (on the left side of the form)
. Enter the number of days with a '-' sign preceding the number for the employee
f.  Click SAVE button

o You can add/remove leaves for an employee,
*@' whenever required. (Only for the current year)

3.5 How do | create HR Email Group for Leave Management?

Employees and their reporting managers are informed through email notifications about any action (leave request
raised, leave request approved etc.) taken during the leave cycle. In order to send email notifications to HR also,
you will need to configure an HR email group. If an HR group email is not configured, the following message will be
displayed:

ﬂ' Mail will not be sent to the HR as the HR group mail is not configured.

Please refer Figure 43

36



GHANA HR SOLUTIONS

@ GHANA HR SOLUTIONS ©,, Configuration Wizard TOLHR -

Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics g Expenses  Assets Disciplinary Document Verification  Payroll  Attendence More ¥

Home » Site Config> General » Email Contacts
Site Preferences b 4

] General M l Email Contacts d

Ethnic Codes

Action Business Unit Group Group Email
Identity Codes

oL Rwanda Leave Management hr@mailinator.com
Gender

Time Zones [ee] Records per page
Marital Status

Prefixes

Race Codes

Nationality Context Codes

Nationalities

Account Class Types

License Types

Figure 43

Click Site Config on the top menu
Click General on the left menu panel
Click Email Contacts in the submenu
Click +Add button

0 T o

o 0O

Please refer Figure 44

@ GHANA HR SOLUTIONS 8, Configuration Wizard TOLHR -

Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics Expenses Assets Disciplinary = Document Verification Payroll  Attendence More ¥

Home » Site Config> General > Email Contacts > Add
Site Preferences

L]
~ General T Business Unit Group ‘Group Email *
Ethnic Codes. No Business Unit v ||| selectGroup v
Identity Codes = 7
Gender g
Time Zones | I‘ Cancel ‘
Marital Status h
Prefixes
Race Codes

Nationality Context Codes
Nationalities
Account Class Types
License Types

3 Email Contacts

Number Formats

Figure 44
. Select the Business Unit

oo

Select Leave Management Group
Enter group email id
Click SAVE button

= @

=

Every HR email must be unigue for a Business Unit. If repeated,
A you will get an error message: Group email already exists
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3.6 How do | raise a Leave Request?

Before raising a leave request, ensure that you have been allotted leaves for the current year. If you have not

been allotted leave an information message will be displayed:

GHANA HR SOLUTIONS

'ﬂ' You have not been allotted leaves for this financial year. Please contact your HR

To raise a leave reguest:
@v GHANAHRSOLUTIONS

Dashboard  Wall Self Service Service Request HR  Appraisals Recruitments Background Check  Organization

Site Config

Expenses

Assets

Q“ Configuration Wizard

Disciplinary  Document Verification

Attendence

TCLHR -

More ¥

Home » Self Service > Leaves > Leave Request
Leaves v

b ¢ Click on a date to apply for 1 day of leave. chckz;]‘de:;:?onthedesweddalesloapp\yformump\edays x ME
My Leave d N e
Employee Leave IE March 2024

My Details SUN MON TUE WED THU FRI SAT
My Holiday Calendar 2 % 27 28 2 1 2
My Team
Probation 4
Shortcuts
o f
3 4 5 6 7 8 9
10 n 12 13 14 15 16
< 1 >
17 18 19 20 21 22 23
fL ]
Figure 45
a. Click Self Service in the top menu
b. Click Leave Request in the submenu
c. The current month calendar will be displayed on the right side panel
d. Click on previous and next arrow buttons to move to previous or next month
e. Click Apply Leave to apply leave for the current day
f.  Click on any date on the calendar plugin to apply for a day’s leave
g. Click and drag on the dates to apply for a long leave (multiple days)

After e/f/g a small window ‘Create: Leave Request’ will open.
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Create: Leave request

Leave Type * Available Leaves * Leave For *

Select Leave Type 22 Full Day

Please select leave type.

From * To™*
02/26/2024 T 02/26/2024

Reporting Manager *
tcl Manager

30 characters remaining (30 maximum)

Figure 46
h. Enter the required details
i. Click APPLY button

Leave requests will be displayed in 'Pending Leaves' until an action is performed by the reporting manager

Please refer Figure 47
@ GHANA HR SOLUTIONS ﬂ“ Configuration Wizard TelHR -

Expenses  Assets Disciplinary ~Document Verification ~ Payroll ~ Attendence  Time

Dashboard ~ Wall Self Service Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics

Home > Self Service> Leaves > My Leave
Leaves q

Leave Request All Pending Leaves Cancel Leaves Approved Leaves Rejected Leaves

1 1 0 0 0

s My Leave

Employee Leave My Leave ©r

My Details
To Date Days Applied On

Action Leave Type Reason From Date

My Holiday Calendar
LX) EL sick leave 03/13/2024 03/13/2024 10 03/12/2024

G o Records per page

My Team
Probation >

Shortcuts

You have not configured your
shorteut icons. Click here to
configure

Figure 47
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3.7 How do | cancel a Leave Request?

Employees can cancel an unapproved leave request at any time. Once a leave request has been approved, they
can cancel it only ONE DAY BEFORE the actual leave date. Managers can cancel approved leaves at any time.

Employee

Please refer Figure 48

@ GHANAHRSOLUTIONS 4, Configuration Wizard ToHR -

Dashboard ~ Wall Self Service Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics Expenses Assets Disciplinary Document Verification Payroll  Attendence  Time

Home > Self Service> Leaves > My Leave
Leaves q

Leave Request Al Pending Leaves Cancel Leaves Approved Leaves Rejected Leaves

o b 1 1 o ; o

Employee Leave My Leave

My Details
Action Leave Type Reason From Date To Date Days Applied On

My Holiday Calendar
C EL sick leave 03/13/2024 03/13/2024 10 03/12/2024

My Team
ce Records per page

Probation 4

Shortcuts
‘You have not configured your
shortcut icons. Click here to
configure

Figure 48

a. Click Self Service in the top menu bar
b. Click My Leave in the submenu
c. Click Cancel icon in the Action column

A confirmation message will be displayed

Please refer Figure 49

Delete Pending Leave

Are you sure you want to cancel the selected
leave request?

| |

=TT 57 717

Figure 49
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d. Click Yes button to cancel the leave

You can view your cancelled leaves in Self Service > Leaves > My Leaves > Cancelled Leaves

Manager

Please refer Figure 50

D) cwwmrsowmons 5 (IS 4, Configuration Wizard THHR -

Dashboard ~ Wall Self Service Service Request HR  Appraisals  Recruitments  Background Check  Organization Analytics Expenses Assets Disciplinary Document Verification Payroll  Attendence  Time
Home > Self Service » Leaves > Employee Leave
Leaves T4
Leave Request Employee Leave cp
My Leave
Action Employee Leave Type From To Days Leave Status
s Employee Leave b
My Details C tcl Employee cL 02/07/2024 02/07/2024 1.0 Pending for approval
My Holiday Calendar ce Records per page
My Team
Probation 4
Shortcuts
‘You have not configured your
shortcut icons. Click here to
configure
Figure 50

a. Click Self Service in the top menu bar
Click Employee Leave on the left side panel

c. Click More Action button in the Action Column
A small pop up window will open.
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Please refer Figure 51

GHANA HR SOLUTIONS

Leaverequest

Status d
Approve v

Comments

ED chacactacs cacoaining (50 max I_“:/:

-
Employee Leave Type
tcl Employee CL
From To
02/07/2024 02/07/2024
Leave For Days
Full Day 1.0

Figure 51

d. Select Cancel
e. Click SAVE button
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3.8 How do | Approve/Reject an Employee’s Leave Request?
The HR and Employees’ reporting managers will have the privilege to approve/reject leave requests.

Please refer Figure 52

@ GHANAHRSOLUTIONS & , Configuration Wizard TdHR -

Document Verification ~ Payroll ~ Attendence  Time

Dashboard ~ Wall Self Service Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics Expenses Assets  Disciplinary

Home > Self Service > Leaves > Employes Leave
Leaves «

Leave Request Employee Leave

My Leave
Days Leave Status

Action Employee Leave Type From To
s Employee Leave b
C cL 02/07/2024 02/07/2024 1.0 Pending for approval

My Details tcl Employee

My Holiday Calendar c o Records per page

My Team
Probation 4

Shortcuts

‘You have not configured your
shorteut icons. Click here to
configure

Figure 52
a. Click Self Service in the top menu

b. Click Employee Leave in the submenu
c. Click More Actions button in the Action column

A small pop up window will open.

Please refer Figure 53

Status
Approve b
C‘I\
Approve d
Reject
Cancel

Figure 53

d. Select the status

Click SAVE button to complete the selected action.

3.9 How do I view the Approved Leaves and Leave Requests of all the
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Employees Reporting to Me?

Reporting Manager can view the approved leaves and leave requests of all the employees reporting to them by
using the calendar plugin.

@ GHANAHRSOLUTIONS 5 Jothi BasuS +

Dashboard  Wall Vi Service Request HR  Appraisals Recruitments Organization Expenses Disciplinary Payroll Attendence Tax Document Verification Time

Home > Self Service > Leaves > Leave Request
Leaves v

4
s Leave Request |D @  Mail will not be sent to the HR as the HR group mail is not configured.
My Leave
Employee Leave Click on a date to apply for 1 day of leave. Click and drag on the desired dates to apply for multiple days [x mE| Apply Leave
of leave. a
My Details
Employee Reporting To Me C
My Holiday Calendar ¢ March 2024 I ploye porting |
My Team SUN MON TUE WED THU FRI SAT
Probation 4 25 26 27 28 29 1 2
Shortcuts
You have not configured your
shortcut icons. Click here to
configure
3 4 5 6 7 8 9
10 n 12 13 14 15 16
17 18 19 20 7 22 23
Figure 54

a. Click Self Service in the top menu
b. Click Leave Request in the submenu
c. Select the option ‘Employee reporting to me’

For the day(s) on which employees have taken leave(s) or raised leave request(s), a horizontal bar having the
employee’s name on it will be displayed across the dates.
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Phrase mefEr Flgume
AhinE 55
> March 2024
SUN MON TUE WED THU FRI SAT
25 26 27 28 29 1 2
3 4 5 6 7 8 9
10 m 12 13 14 15 16
| eTEETC—
Click here
17 18 19 20 2 22 23
24 25 26 27 28 29 30
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T
L

R

GHANA HR SOLUTIONS

Leaverequest

Status

Cancel

[ =
Employee Leave Type
Prabhakaran S CL
From To
03/13/2024 03/13/2024
Leave For Days
Full Day 1.0
Reporting Manager
Jothi Basu S
Figure 55
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3.10 How do | view my own Leave(s)/Leave Request(s)?
Please refer Figure 56

@ GHANA HR SOLUBONS [ Punchin | mkoto andrew~

Dashboard  Wall || Self Se Service Request HR  Appraisals  Recruitments ~ Organization  Expenses  Disciplinary Payroll  Attendence  Time

Home > Self Service > Leaves > Leave Request
Leaves v

4
3 Leave Request b @ Mail will not be sent to the HR as the HR group mail is not configured.
My Leave
Employee Leave Click on a date to apply for 1 day of leave. Click and drag on the desired dates to apply for multiple days df e mel Apply Leave
of leave. o
My Details
My Holiday Calendar « March 2024
C
My Team SUN MON TUE WED THY FRI SAT
Probation > 25 26 27 28 29 1 2
Shortcuts
R )
3 4 5 6 7 F 8 9
10 1 12 13 . 14 15 16
Wivioro Ancren Leave. ()
17 18 19 20 21 2 23
&
Figure 56

Click Self Service in the top menu

Click Leave Request in the submenu

A calendar plugin will be displayed.

Select the option ‘Me’ (It will be selected by default)

For the day(s) on which you have taken leave(s)/raised leave request(s), a horizontal bar will displayed
across those dates.

f.  You can also see holidays

o o0 T
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Your leaves requests will be categorized in to 5 types:

Pending Leaves
Canceled Leaves
Approved Leaves
Rejected Leaves
All

Please refer Figure 57

@ GHANA HR SOLUTIONS [ Puncin | mkoto andrew

Dashboard  Wall Self Service Service Request HR  Appraisals Recruitments Organization Expenses Disciplinary Payroll  Attendence Time

Home > Self Service > Leaves > My Leave
Leaves v Pl

Leave Request Al

Pending Leaves Cancel Leaves Approved Leaves Rejected Leaves

3 My Leave 1 1 0 0 0

Employee Leave My Leave o
My Details

Action Leave Type Reason From Date To Date Days Applied On
My Holiday Calendar

e Q2 casual leave personal issue 03/13/2024 03/15/2024 20 03/13/2024
My Team

i 20 v
Probation > G o Records per page

Shortcuts

e ol &

Figure 57

Click on any category to view the leaves accordingly.

An activity log will be displayed for every action performed by user(s) involved in a Leave Management Cycle. This
will provide users more clarity about the status of the process.

@ GHANA HR SOLUTIONS [ Punchin | mkoto andrew~

Dashboard Wall  SelfService  Service Request HR  Appraisals  Recruitments Organization Expenses Disciplinary  Payroll  Attendence  Time

Home > Self Service » Leaves > My Leave > View

Leaves M
Leave Request Available Leaves 37 Reason personal issue
8 My Leave Leave Type casual leave Leave Full Day
Employee Leave From Date 03/13/2024 To Date 03/15/2024
My Details
Status Approved Number of Days 20
My Holiday Calendar
Reporting Manager Management User Applied On 03/13/2024
My Team
Probation >
LEAVE REQUEST HISTORY
Shorteuts

@ Leave Request has been Approved by Management User
Iﬁ L0 03/13/2024 07:40 PM
F:‘i T

Leave Request has been sent for Manager Approval by mkoto andrew
03/13/2024 06:42 PM
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3.11 How do | create Holiday Groups?

Holiday Groups are useful for organizations having teams located in different countries or which follow different
holiday calendars.

Please refer Figure 58

@ GHANA HR SOLUTIONS Q“ Configuration Wizard Michael K~

Dashboard  Wall  Self Service  Service Request HR Appraisals  Recruitments ~ Background Check  Organization ~ Analytics  Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

Home > HR » Holiday Management > Manage Holiday Group
Employees

4
| Holday Managemert b o Manage Holiday Group d cpP
3 Manage Holiday Group C
Action Group Name Description
Manage Holidays
el Group A
. Leave Management -
Exwl Procedure 4 | cRr Records per page
_ Employee Configuration >
| Comacts o]
Figure 58
a. Click HR in the top menu
b. Click Holiday Management on the left menu panel
c. Click Manage Holiday Group in the submenu
d. Click +Add button

Please refer Figure 59

@ GHANA HR SOLUTIONS £ CreateNew ©, Configuration Wizard Michael K =

Dashboard Wall ~ Self Service ServiceRequest ~ HR ~ Appraisals Recruitments  Background Check  Organization  Analytics SiteConfig Expenses Assets Disciplinary Payroll  Attendence Tax Time Logs

Home > HR » Holiday Management » Manage Holiday Group » Add
Employees

‘ —
 Hoday Managemert Y. Gophme Descrpton
s Manage Holiday Group e
4
Manage Holidays 200 characters remaining (200
maximum)
Leave Management 4 f —

Figure 59

e. Enter the required details
f. Click SAVE
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3.12 How do | create Holidays?

Please refer Figure 60

@ GHANAHR SOLUTIONS Qo Configuration Wizard Michael K +

Dashboard  Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Payroll ~ Attendence Tax Time Logs

a

Home » HR » Holiday Management » Manage Holidays
Employees

| Holiday Management b v Manage Holidays d chP

Manage Holiday Group

Action Holiday Holiday Group Date Description
s Manage Holidays| C

— , OLT  Laborday Group A 05/01/2024
B Proceue , O©LT  womenday Group A 03/08/2024
. Employee Configuration > cr Records per page
| Contects ’
Figure 60

a. Click HR in the top menu

b. Click Holiday Management on the left menu panel

c. Click Manage Holidays in the submenu

d. Click +Add button

Please refer Figure 61

@ GHANAHR SOLUTIONS @, ConfigurationWizard ) ichaelK -

Dashboard Wall ~ Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization Analytics  SiteConfig Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

Home > HR » Holiday Management > Manage Holidays » Add
Employees

4
. Holiday Management T Holiday * Holiday Group * Date @+ Desciption
Manage Holiday Group q €

s Manage Holidays f ::jxi i e ng (200 4

L e ' g
 EitProcedure > MI\ Cancel |

Employee Configuration 4 ‘

Contacts 4

Figure 61

e. Enter the required details
f.  Add a new Holiday Group
g. Click SAVE button

By providing a Holiday Group name, you will be assigning the Holiday to a Holiday Group.
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3.13 How do | assign Holidays to Employees?

Please refer Figure 62

@ GHANA HR SOLUTIONS 4, Configuration Wizard TCLHR -

Dashboard Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Document Verification  Payroll ~ Attendence  More ¥

Home » HR» Employees

3 Employees
4
Roles & Privileges All Business Units v | AllDepartment v SelectSearchCategory  w Clear e importformat  Help [ Add
Holiday Management 4
@ TCLUSER bE @ TCL : @ PRabhaKarans : @ tclEmployee : @ TclHR : @ ftolsytem :
- MAnagement... HR Manager Employee HR Manager stem Admin
® View " - v ap el [ 9 a
lanagement TCL-DEPT1 Accounts Accounts Accounts

2 LLT091 & LLT00D2 2 LLTOD1 & LUT45 2 LUTS6 & LLT487
= teluser@mailinator.com = inatorcom g prabl il = tlemp2@mailinator.com = telh132r@mailinator.com = at
& & com & n orcom
L] . .
a
@ 1| TEAMLEAD H @ tclManager : e To :
@) Teamlead ) Manager Management
Accounts Accounts Management
2 LiT46 & LiT44 2 LLT0001
= cm = il com = tcimanagement@mailinat
& & orcom
.

Figure 62

a. Click HR in the top menu
b. Click More Actions button in the Action column
c. Click Editicon

Please refer Figure 63

@ GHANA HR SOLUTIONS £ Create New €, Configuration Wizard Michael K~

Dashboard  Wall  Self Service  Service Request HR Appraisals  Recn ound Check  Organization alytics  Site Config  Expen: Assets  Disciplinary  Payroll  Attendence Tax Time

Home > Human Resource> Employees > Edit
s Employees

Employee Name : David Mtwale

Employee Id : EMPO11

u Email Id . david@mailinator.com
Contact Number :

Shortcuts

& od R

Contacts

Official
Holiday Group Name *

Documents

Holiday group is not assigned yet.
Leave
Holidays d Holiday Group * e
Salary Select Holiday Group v

Add Holiday Group

Personal
Skills

Figure 63
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d. Click Holidays on the left menu panel (Form’s left side)
e. Select a Holiday Group from the drop down option
f. Create a new Holiday Group

Please refer Figure 64

@ GHANA HR SOLUTIONS m 4, Configuration Wizard Michael K~

Dashboard  Wall ~ Self Service  Service Request HR Appraisals  Recruitments  Background Check

Organization  Analytics ~ Site Config  Expenses  Assets Disciplinary Payroll  Attendence Tax Time Logs

Home > Human Resource> Employees > Edit

v Employees
4
Holiday Management >
Leave Management 4

Employee Name : David Mtwale
Exit Procedure >

Employee Id : EMPOT1
Employee Configuration »

Contacts R m Email Id : david@mailinator.com

Contact Number
Shortcuts

Official
Holiday Group Name *
Documents
Group A
Leave
Holidays Holiday Group *
Salary Group A v
Add Holiday Group
Personal h
Skills
Job History Group A - Holidays g co
Experience Action Holiday Group Holiday Date Description
Education © Group A Labor day 05/01/2024
Training & Certification e Group A women day 03/08/2024
Medical Rlaime (s Records perpage | 20

Figure 64

g. A grid containing the holidays in the holiday group will be displayed
h. Click SAVE

The employee will now be able to see holidays on the calendar plugin.
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4, Self Service

Self-Service enables you to raise and handle leave requests. You can access your personal information, documents
and leave details. You can also check the details of the employees working in your team. A Manager has the
privilege to add Employees to Ghana HR solution, provided he/she is their reporting manager.

4.1 Leave Requests

Please refer to Section 3.4 - 3.8 (3.Leave Management).

4.2 How do | view My Details?
Please refer Figure 65

@ GHANA HR SOLUJIONS ED mkoto andrew

Dashboard Wall  SelfService ~ ServiceRequest HR  Appraisals Recruitments Organization Expenses Disciplinary Payroll  Attendence  Time

Home » Self Service » My Details
Leaves L4

4
Eos

My Holiday Calend:
¥ Holiday balendar Employee Name : Mr. Mkoto Andrew
My Team
Employee Id : EMP010
Probation 4
u Email Id : mkoto@mailinator.com
Shorteuts Contact Number L +Add

O )
Figure 65
a. Click Self Service in the top menu
b. Click My Details on the left menu panel
(] ,
—_— Only the Company Admin/Management/HR has the
A privilege to add/edit all employees’ details.
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Official

Please refer Figure 66

@ GHanAHRsowuTions ([T [ puncnin | mkoto andrew=

ashboard ~ Wall HR  Appraisals Recruit Organization  Expenses  Disciplinary  Payroll  Attendence  Time

Home > Self Service > My Details
Leaves >

My Details
My Holiday Calendar

Employee Name Mr. Mkoto Andrew
My Team
Employee 1d EMPOI0
Email Id mkoto@mailinator com
Shortcuts
Contact Number + Add

o WA

Official
Emplayee Code EMPOTO Prefix Mr
Documents
First Name mkoto Last Name andrew
Leave
Mode of Employment Direct
Salary
Role Manager email mkoto@mailinator.com
personal
Business Unit Afiica Departmen Development
Contact
; Reporting Manager Management User
Skills
JobTitle Position
Job History
Employment Status Full Time
Experience
Date of Joining 03/01/2024
Education

. Date of Leaving
Training & Certification

N Years of Experience Work Telephone Number
Medical Claims
Extension Fax
Disability
Dependency

Visa and Immigration
Corporate Card

Wark Eligibility
Additional Details

Asset Details

Figure 66

This option displays all your official details such as Employee ID, Email, and Business Unit etc. You cannot edit/add
any detail except your contact number.
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Please refer Figure 67

GHANA HR SOLUTIONS

@ GHANA HR SOLUTIONS

Dashboard ~ Wall

Organization ~ Expenses  Dist

nary  Payroll

Attendence

mkoto andrew

a My Details
My Holiday Calendar
My Team

Probation L4

Shorteuts

o o &

Contact Number

Official

Documents Certificate 1 Anachment(s)

& Edit

@ Delete

# Download

New Document

Leave

Salary

Personal

Contact

Skills

Job Histary
Experience
Education

Training & Certification
Medical Claims
Disability
Dependency

Visa and Immigration
Corporate Card

Work Eligibility
Additional Details

Asset Details

You can upload documents like birth certificate, degree certificate, tax proof documents etc.

Figure 67
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Leaves

Please refer Figure 68

Dashboard ~ Wwall Self Servic Servic: HR Appraisals Recruitments Organization Expenses Disciplinary Payroll  Attendence  Time

» My Details
My Holiday Calendar
My Team

Probation >

Shortcuts

e ol S
Official
Documents Employee Leaves co

Leave Allotted Leave Limit Used Leaves Leave Balance Alloted Year

Action
Salary a 37 2 35 2024
Personal c P Records per page
Cantact
skills
Job History
Experience
Education
Training & Certification
Medical Claims
Disability
Dependency
Visa and Immigration
Corporate Card
Work Eligibility
Additional Details

Asset Details

Figure 68

You can view the leave limit, number of used leaves and the leave balance for a particular year.

a. Click the view icon to check the break-up of your leaves
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Salary

Please refer Figure 69

@ GHANA HR SOLUTIONS EEN ) mictoandren-

HR Payroll  Attendence

w My Details

My Holiday Calendar

= Mr. Mkoto Andrew
My Team
shorteuts u Contact Number  : + Add

o ol A

Official Salary Currency US Dollar Pay Freguency

Documents Salary 64000 Bank Name uco
Leave Account Holder Name mkoto Andrew Account Holding Since
Salary Account Class Type Account Type
Personal Account Mumber

Contact

skills

Job History

Experience

Education

Training & Certification

Medical Claims

Disability

Dependency

Visa and Immigration

Corporate Card

Work Eligibility

Additional Details

Asset Details

Figure 69

You can view your salary and account details.
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Personal

Please refer Figure 70

GHANA HR SOLUTIONS

@ GHANA HR SOLUTIONS

Dashboard ~ Wall

Service Request HR  Appraisals  Recruitments

B © rioomden-

Organization  Expenses  Disciplinary  Payroll  Attendence  Time

¥ My Details
My Holiday Calendar
My Team

Probation

Shorteuts

e ol S

Home » Self Service > My Details » Personal Details

Official

Documents Gender
Leave Nationality
Salary Race Code
Personal Date of Birth
Cantact

skills

Job History

Experience

Education

Training & Certification

Medical Claims

Disability

Dependency

Visa and Immigration

Corporate Card

Work Eligibility

Additional Details

Asset Details

Marital Status

Ethnic Code
Language

Blood Group

Figure 70

a. Click Edit icon to add or modify any details

You can add or edit details for other submenu options like Contact, Skills, Job History, and Education etc.
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The submenu options appear depending on the Employee Configuration options selected by the Company
Admin/Management/HR. Please refer section 6.5 How do | add Employee Configuration tabs?

4.3 How do | view My Holiday Calendar?

Please refer Figure 71

@ GHANA HR SOLUTIGN EEE ) mkotoandrew-

Dashboard  Wall S vic Service Request HR  Appraisals  Recruitments Organization Expenses Disciplinary Payroll  Attendence  Time

Home > Self Service » My Holiday Calendar

Leaves L
My Detaill .
y Detars My Holiday Calendar c e
¥ My Holiday Calendar| b
Action Holiday Date Description
My Team
© Labor day 05/01/2024
Probation L4 C
C women day 03/08/2024
Shortcuts
ce Records per page
o o &
Figure 71

a. Click Self Service in the top menu
b. Click My Holiday Calendar on the left menu panel
c. Click View icon in the Action column to view each holiday’s details

4.4 How do | view My Team details?

This option will appear only for users who have employees reporting to them.

Please refer Figure 72

@ GHANA HR SOLUTIONS = mkoto andrew~

Dashboard ~ Wall Self Service Service Request HR  Appraisals Recruitments  Organization Expenses Disciplinary Payroll Attendence Time

Home > Self Service > My Team C
Leaves L3

4
My Details Select Search Category v Clear AL Add

My Holiday Calendar

b

Probation g
david mtwale Ed
Shortcuts A = view
e
e O fab # Edit
& EMPO11
= david@mailinator.com

"

Figure 72
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Click Self Service in the top menu
Click My Team on the left menu panel
Click +Add button to add an employee to your team (Refer section 1.4.2 Adding Other Employees)

GHANA HR SOLUTIONS

Or

Click More Action to view applicable actions

Click View/ Edit to view or Edit

=

A

Managers can only add employees to their team in other
words they have to be the employees’ reporting manager.

60



GHANA HR SOLUTIONS

Service Request provides access to key services and information which are required by the employees. Configure
the service request workflow without coding or scripting. You can raise and handle service requests. Below is the
service request process flowchart.

= Any user except

.1. Organization Head

Raises a Service
Request

There can be multiple
executors. Any one of
Executor(s) the executors can

n close the request

Request Management

Request Manager
Approval

Approval

Close Request

Approve Approve

Executor(s)

Close Request

Description:

A User (Any User who has a reporting manager) raises a service request.
The Executor(s), Viewer(s) and the User will receive an email notification.
The Executor has 3 options:
o He/she can execute and close the service request
o0 Request for Management approval
o0 Request for User’s manager’s approval
The actual execution takes place offline
If the Executor has requested for either User’s Reporting Manager or Management’s approval, then the
request will only be closed once one/both of them have approved. The Reporting Manager or
Management will receive an email notification if an approval is sought from them by the executor(s).
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5.1 How do | create Service Request Categories?

Please refer Figure 73

@ ‘GHANA HR SOLUTIONS m €, Configuration Wizard Michael K~

Dashboard Wall  Self Service Service Request HR Appraisals Recruitments Background Check  Organization  Analytics ~ Site Config Expenses  Assets Disciplinary Payroll  Attendence Tax Time Logs
a
Home > Service Request > Configuration » Categories
Configuration b v d
y— categories a[m]o»
Request Types
Action Category Description
Settings
LT Request
Shortcuts
ce Records per page

Figure 73

Click Service Request in the top menu
Click Configuration on the left menu panel
Click Categories in the submenu

Click +Add button on the right side

Q 0 T W

Please refer Figure 74

@ GHANA HR SOLUTIONS m 4, Configuration Wizard Michael K~

Dashboard ~Wall  Self Service  Service Request = HR  Appraisals  Recruitments ~ Background Check  Organization Analytics  Site Config  Expenses  Assets Disciplinary Payroll  Attendence Tax Time Logs

Home > Service Request > Configuration > Categories > Add

Configuration v d
3 Categories Category * Description
Request Types e
4
Settings 200 characters remaining (200
f maximur)

Shortcuts —
| Save ‘ Cancel
& ol R I

Figure 74

e. Enter the Required details
f.  Click SAVE button
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5.2 How do | create Service Request Types?

Please refer Figure 75

@ ‘GHANA HR SOLUTIONS m €, Configuration Wizard Michael K~
———

Dashboard ~ Wall  Self Service S e Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config  Expenses  Assets Disciplinary Payroll  Attendence Tax Time Logs

Home > Service Request > Configuration > Request Types
b -,
Categories Request Types d co
s Request Types |C
Action Category Request Type Description

Settings
orzT Request Internet
Shorteuts
co Records per page

Figure 75

Click on the Service Request in the top menu
Click Configuration on the left side panel
Click Request Type submenu

Click +Add button on the right side

Q 0 T W

Please refer Figure 76

@ GHANA HR SOLUTIONS ©, Configuration Wizard Michael K+

Dashboard  Wall  Self Service Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

Home > Service Request > Configuration > Request Types > Add

Configuration T4
Categories category” |
3 Request Types Select Category -
Settings Add Category
e
Shortcuts Request Type * Description
o @ R 4
200 characters remaining (200
maximum
I 3 App NEW REQUEST | F§

g —
‘ Cancel ‘

Figure 76

e. Enter the Required details
f.  Click ADD NEW REQUEST to add more requests in the same category
g. Click SAVE button
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5.3 How do | configure Service Request settings?

Please refer Figure 77

@ GHANA HR SOLUTIONS &, Configuration Wizard Michael K~
Dashboard ~ Wall  Self Service

Appraisals  Recruitments  Background Check  Organization ~ Analytics  Site Config  Expenses Assets

Disciplinary  Payroll  Attendence Tax Time Logs

Home > Service Request > Configuration > Settings
Configuation | )

Categories

Settings
Request Types
Action Business Unit Department Applicability Request For Category
c
orm Africa No department Business Unit wise Service Request Yes
Shortcuts

ecods or pge
& o @R

Figure 77

Click Service Request in the top menu
Click Configuration left menu panel
Click Settings in the submenu

Click +Add button on the right side

o T w

o O

Please refer Figure 78

@ cranamrsowrions (T

Dashboard  Wall ~ Self Service Service Request

Q, Configuration Wizard Michael K~

HR  Appraisals Recruitments Background Check  Organization ~ Analytics

Site Config  Expenses Assets Disciplinary Payroll  Attendence

Tax Time Legs

Home » Service Request > Configuration » Settings » Add

Configuration " =]
Categories Business Unit * Applicability * Request For * No. of Approvers * Attachment Deseription e
Business unit wise Yes
Request Types Select Business Unit v © . Service v Select No. Of Approvers ~ w o
(O Department wise @Ne 4
s Settings 200 characters remaining (200
maximun)
Shortcuts Category * Executors* Request Viewers
Q Q B
& od @) ~

f

‘ Cancel ‘

Figure 78

e. Enter the Required details
f.  Click SAVE button
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5.4 Who are Approvers, Executors and Viewers?

Approvers *Management*: They are responsible for providing approval for service requests. Executor(s) send a
request for approval to the Approver(s). You can have a maximum of 3 approvers and a minimum of 1 approver.

Executors *All roles except Management®: They are responsible for executing the service request. The actual
execution takes place offline. You can have any number of executors.

Request Viewers *All roles except Management*: They don’t have any responsibility in the service request
process. They can only view the actions taken by the executors and approvers via email notifications. You can have
any number of viewers.

5.5 How do | raise a Service Request?

Please refer Figure 79

@ GHANA HR SOLUTIONS [ Punchin | mkoto andrew=

Dashboard Wall SelfService  Service Request ~ HR  Appraisals Recruitments  Organization Expenses Disciplinary Payroll  Attendence  Time

a

Home > Service Request > My Request Summary
My requestsummary |~ <

Al ! My request summary fol| + Raise a Request | Relis}
Open 1
Ticket# Request For Category Request Type/Asset Name Priority Description Raised By Raised On Status
Closed 0
SD0002 Service Request Internet High Tst mkoto andrew 03/14/2024 Open
Rejected 0
Cancelled 0 co Records per page
My action summary >
Shortcuts
O a4
Figure 79

a. Click Service Request in the top menu
b. Click My request summary on the left side panel
c. Click +Add button on the right side

Please refer Figure 80
@ GHANA HR SOLUTIONS [ Punchn | mkoto andrew~

Dashboard Wall SelfService  Service Request ~ HR  Appraisals Recruitments Organization Expenses Disciplinary Payroll  Attendence  Time

Home > Service Request > My Request Summary > Add
My request summary T e
3 Al
Open Request For * Category * Request Type * Priority * Description *

Closed Service - Select Category - Select Request v Select Priority -

Rejected

oo oiaa

Cancelled —
E | concel
My action summary > L=

Shortcuts

ER

Figure 80

d. Fill in the required details
e. Click SAVE button
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5.6 How do | view my Service Requests?
Please refer Figure 81

@ GHANA HR SOLUTIONS [ Punchin | mkoto andrew~

Dashboard Wall  Self Service | Service Request =~ HR  Appraisals  Recruitments  Organization Expenses Disciplinary  Payroll  Attendence  Time

a

Home > Service Request » My Request Summary
My requestsummary [ ¥ <

Al ! My request summary G Lo

Open d

Ticket# Request For Category Request Type/Asset Name Priority Description Raised By Raised On Status
Closed 0
C I SD0002 Service Request Internet High Tst mkoto andrew 03/14/2024 Open I e

Rejected 0

Cancelled 0 cp Records per page
My action summary >
Shortcuts

e A

Figure 81

a. Click Service Request in the top menu
b. Click My request summary on the left menu panel

Service Requests have been categorized on basis of their statuses:

All

Open
Closed
Rejected
Cancelled

Click on the category you would like to view.
Number of tickets present in each category
e. Click on any ticket record to view the details

o o

Please refer Figure 82

D shananrsoLuTIoNs [ Puncin ] micoto andrew=
. s . [T ——
vice request » My Request Surmary > View
My request summary -
= an 2
open = sponns
Closea o Imernet
Rejected o Internet connectivity
L 03/14/2024

Raiced by
Shortouts Employee Name mkolo andrew Employee ID EMPO10

<2 =@ &% Rey Manager

Executors HR Manager

Approver | Management User

REQUEST HISTORY

Request Mequest has been raised by Mkoto andrew
U/ 1872024 U526 M

Figure 82

f. You can view the service request history here
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5.7 How do | execute a Service Request?

If you have been configured as the executor or one of the executors for a service request category, then you will
receive an email when an employee raises a request (Provided the executor and employee belong to the same
Business Unit).

Please refer Figure 83

@ GHANA HR SOLUTIONS &, Configuration Wizard HR Manager ~

Dashboard  Wall  Self Service Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics Expenses Assets Disciplinary Payroll Attendence Tax Document Verification  Time

a

Home > Service Request » My Action Summary > Open
Configuration * e

My request summary ’ My action summary [eFS)

My action summary b v

All

e

Pending

Ticket# Request For Category Request Type/Asset Name: Priority Description Raised By Raised On

SD0005 Service Request Internet High It should be faster mkoto andrew 03/14/2024 |d

co Records per page

Closed

Cancelled
Due today

3

1

1

0

Rejected 0
1

0

Overdue 0
0

Sent for approval

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

Figure 83

Click Service Request in the top menu

Click My action summary on the left menu panel
Click Open in the submenu

Click on any ticket record to view the details

o 0 T W

=
A_] The actual execution takes place offline.
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Please refer Figure 84

@ GHANA HR SOLUTIONS @, Configuration Wizard HR Manager =

Dashboard Wall  Self Service Service Request HR  Appraisals Recruitments Background Check Organization Analytics Expenses Assets Disciplinary Payroll Attendence  More ¥

Home > Service Request » My Action Summary » Open

Configuration 4 q S f g
My request summary . | © cLoseREQUEST || & MANAGEMENT APPROVAL | 2, MANAGER APPROVAL
My action summary - Action * :
Select Action v el
All 3
3 Open 1 Comments *
e?
Pending 1
Closed 0 h 200 characters remaining (200 maximurr
Cancelled 1
Status Open Ticket SD0005
Due today 0
Overdue 0 Category Request Request Type Internet
Sent for approval 0 Priority High Description It should be faster
Request For Service Raised On 03/14/2024
Shortcuts
You have not configured your N
shortcut icons. Click here to Raised by
configure Employee Name mkoto andrew Employee ID EMP010
Reporting Manager Management User Approver 1 Management User
Executors HR Manager

REQUEST HISTORY

\:l Request Request has been raised by Mkoto andrew
03/14/2024 06:22 PM

©Q Close Request Request will be closed by executing or rejecting,
%« Management Request will be sent to higher authorities for Management's approval.
& Approval

&, manager Approval  Request will be sent for employee Manager's approval

Figure 84

e. Click Close request button to approve/reject the request.
el. Select an action (Approve/Reject)
e2. Provide comments.

f.  Request Management Approval for the service request (They will be the approver(s) selected while
configuring the Service Request Settings)

g. Request Manager Approval for the service request (The employee’s reporting manager)

h. Click SUBMIT button

(=] )
_] Requests can be closed at any point by the executar,
A except when Management/Manager approval is pending
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5.8 How do | approve a Service Request as Management (Approver)/Manager?

Please refer Figure 85

@ GHANA HR SOLUTIONS EEE O vanagement use.-

Dashboard ~ Wall ~ Self Service Service Request HR Appraisals Recruitments Background Check Organization Analytics Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

a
Home > Service Request > My Action Summary > To approve
Configuration 4 4
b - My action summary (]
All 2
Ticket# Request For Category Request Type/Asset Name Priority Description Raised By Raised On
sToapprove |C 1
SD0005 Service Request Internet High It should be faster mkoto andrew 03/14/2024 d
Approved 1
Rejected 0 cR Records per page
Closed/Rejected 0
All request summary 4
Shortcuts

Figure 85

Click Service Request in the top menu

Click My Action Summary on the left side panel
Click To approve in the submenu

Click on any ticket record to view the details

a.
b.
C.
d.

Please refer Figure 86
@ GHANA HR SOLUTIONS = Management Use..~

Dashboard ~ Wall  Self Service Service R HR  Appraisals Recruitments Background Check  Organization Analytics  Site Config Expenses  Assets Disciplinary Payroll  Attendence Tax  Time
Home > Service Request > My Action Summary > To approve
Configuration »
<
My action summary M acton - .
: Select Action v |e
Al 2
* To approve 1 Comments *
Approved 1 f
Rejected o g 00m
Clused/Rejecled o m
All request summary -
Status Pending approval at Management User Ticket SD0005
Shortcuts
Category Request Request Type Internet
- Priority High Description It should be faster
Request For Service Raised On 03/14/2024
Raised by
Employee Name mkoto andrew Employee ID EMPO10
Reporting Manager Management User Approver | Management User
Executors HR Manager

bal

Provide comments
g. Click SUBMIT button
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5.9 How do | close a Service Request as an Executor?

If you have requested for approval from either the Management (Approver)/Manager, you will receive an email
notification when they take an action.

Please refer Figure 87
@ GHANA HR SOLUTIONS €, Configuration Wizard HR Manager =

Dashboard Wall  Self Service Service Request HR Appraisals Recruitments Background Check  Organization Analytics Expenses Assets Disciplinary Payroll Attendence Tax Document Verification  Time
Home > Service Request > My Action Summary » Pending
Configuration > q
My request summan ' My action summary c o
b_-
Al . Ticket# Request For Category Request Type/Asset Name Priority Description Raised By Raised On
Open 1 l SD0004 Service Request Internet Medium Internet connectivity mkoto andrew 03/14/2024 d
c 1 co Records perpage
Closed ]
Rejected 0

Figure 87

Click Service Request in the top menu
Click My action summary on the left menu panel
Click Pending in the submenu

Q 0 T W

Click on any ticket record to view the details

Please refer Figure 88

@ GHANA HR SOLUTIONS Q, Configuration Wizard HR Manager ~

Dashboard Wall ~SelfService  Service Request ~ HR  Appraisals Recruitments Background Check  Organization  Analytics Expenses Assets Disciplinary Payroll  Attendence Tax  Document Verification ~ Time
Home > Service Request > My Action Summary > Pending
Configuration e
My request summary > acton - .
Select Action v |le
My action summary v
Al 2 Comments *
Open 1 f
s Pending 1 g imum
o= °
Rejected 0
Cancelled 1 Status Approved by Management User Ticket SD0004
Due today 0 Category Request Request Type Internet
Overdue 0 Priority Medium Description Internet connectivity
Sent for approval L Request For Service Raised On 03/14/2024
Shortcuts Raised by
o Q Bgﬂ Employee Name mkoto andrew Employee ID EMPO10
Reporting Manager Management User Approver 1 Management User
Executors HR Manager

Figure 88

e. Select an action (Approve/Reject)
f.  Provide comments.
g. Click SUBMIT button
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6. HR

HR (Human Resource) deals with user, leave and holiday management configuration. It stores the employee data
which includes personal, official, experience, documents, education, visa & immigration details etc.

6.1 Adding Employees

Please refer to section 1.4 How do | add employees to Ghana HR solution?

6.2 How do | manage Roles & Privileges?

Access to important data must be monitored and restricted to certain users only. Ghana HR solution understands
your need for security and enables you to protect your data from unauthorized access through the ‘Access Control’
feature.

By using the option Roles & Privileges in the module HR, each role group can be allowed or disallowed to
add/delete/edit/view certain features. Only the Super Admin role group can assign or deny privileges to users.

As mentioned earlier in section 1.1 What are the roles available in Ghana HR solution?, there are 6 main role
groups available by default in Ghana HR solution:

Management
Manager

HR

Employee
System Admin
External User

Within each role group a maximum of 5 role groups can be created.
To create a new role:

Super Admin can view/add/edit the Role & Privileges

Please refer Figure 89

@ GHANA HR SOLUTIONS

pany Admin €, Configuration Wizard Super Admin ~

Dashboard ~Wall ~ Self Service ~ Service Request HR Appraisals  Recruitments ~ Background Check  Organization  Analytics  Site Config ~Modules Expenses Assets Disciplinary  Payroll  Attendence  More ¥

Home > HR > Roles & Privileges
Cmployees P
* Roles & Privileges | P Roles & Privileges c BEadd |C o
Holiday Management >
Action Role Name Role Type Role Description Group
Leave Management >
Exit Procedure . onw@ Company Admin companyadmin Company Admin Management
Employee Configuration > ezw HR Manager hrmanager HR
Contacts - o z@ Manager manager Manager
Shorteuts o BT Agency user agency External Users
You have not configured your oz Team Lead lead Employees
shortcut icons. Click here to
configure o BT Management management Management
oW Employee employee Employees
°onw System Admin sysadmin System Admin
o BT User user External Users
c e Records per page
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a. Click HR in the top menu
b. Click Roles & Privileges in the left menu panel
c. Click +Add button on the right side

Please refer Figure 90

@ GHANA HR SOLUTIONS Logged in as Ghana HR Solutions Company Admin 8, Configuration Wizard Super Admin ~

Dashboard Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Modules Expenses Assets Disciplinary Payroll  Attendence

Home > HR > Roles & Privileges > Add

Employees
4
3 Roles & Privileges
@ You can add upto 5 pseudo-roles for each role group.
Holiday Management » e
T 1
Leave Management » .
Management (2) Role Name * Rale Type * Role Description
Exit Procedure »
Employee Configuration » Manager (1) . - g
00 characters remaining (12
Contacts > HR (1) d maximum
Privileges *
Shortcuts Employees (2) Note : The add, edit, view and delete privileges are to the grid alone. To remove a certain menu please uncheck the menu item
You have not configured your External Users (2) » [ Dashboard
shortcut icons. Click here to
configure System Admin (1) > O wall

f [ & seit service

Add
| @ edit g
| Delete
View

» [ Service Request
» OHR
» [ Appraisals
» O Recruitments
» [ Background Check
» [0 Organization
) Analytics
» [J site Config
(] Modules
» [ Expenses
» [ Assets
» O Disciplinary
» [J Payroll
» [J Attendence
» O Tax
» [ Document Verification

Time

h

Save | Cancel

©2024

a Recentlyviewed | T

Figure 90

Click on the default role you want on the left side

Fill in the required details

Click on the triangle dropdown icon to view the privilege options

Select the modules and their respective privileges you require for this role
Click SAVE button

S@m ™0 o

72



|31y GHANA HR SOLUTIONS

6.3 How do | add External Users?

External Users have limited access to information on Ghana HR solution. There are 2 types of External Users in this
application:

e Background Check Agency Users
e External User (For any purpose suitable for your organization)

For other external roles such as Vendors and Clients, please refer Contacts.
Please refer Figure 91

You (Company Admin/Management/HR) can view the External Users.

@ GHANA HR SOLUTIONS Logged in as Ghana HR Solutions Company Admin 8, Configuration Wizard Super Admin ~

Dashboard Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization Analytics  Site Config Modules Expenses Assets Disciplinary Payroll Attendence More ¥

a

Home > HR » Contacts » External Users
Employees

Roles & Privileges External Users d G L

Holiday Management
Action User ID Email Role Status

Leave Management
oz u0129 lee@example.com User Active

ce Records per page

Exit Procedure

« viviv.w

Employee Configuration

[ b

§ External Users c

Vendors
Clients

Projects

Figure 91
Click HR in the top menu
Click Contacts in the left menu panel
Click External Users in the submenu
Click +Add button on the right side

a 0 T o

Please refer Figure 92

@ GHANA HR SOLUTIONS Logged in as Ghana HR Solutions Company Admin % Configuration Wizard Super Admin ~

Dashboard  Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Modules Expenses Assets Disciplinary Payroll Attendence More ¥

Home > HR > Contacts > External Users > Add

Employees .
Roles & Privileges User Type First Name * Last Name * Email * Assign Role * Comments
Holiday Management Users(U) v Select Role -

Leave Management Configure Identity Codes

Exit Procedure

Employee Configuration

<ivivoviw

Contacts

3 External Users
Vendors
Clients

Projects

Figure 92
e. Fillin the required details
f.  Click here to change the identity code
g. Click SAVE button

=]

'li] External roles will have anly the privilege to "view'
A Organization Details will populate in the drop down option
for field ‘Assign Role’.
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6.4 Holiday Management

Please refer section 3.11 - 3.13

6.5 Leave Management

Please refer section 3. Leave Management

6.6 Employee Configuration

This feature will let you choose the tabs such as salary details, holidays, documents etc. to be displayed in every
employee record. You can also configure each tab and add details.

6.6.1 How do | select Employee Tabs?

Please refer Figure 93

@ GHANA HR SOLUTIONS Logged in as Ghana HR Solutions Company Admin 8, Configuration Wizard Super Admin ~
Dashboard Wall SelfService Service Request =~ HR  Appraisals  Recruitments Background Check  Organization  Analytics  Site Config Modules Expenses Assets Disciplinary Payroll  Attendence More ¥
Home > HR > Employee Configuration > Employee Tabs
Employees
4
Roles & Privileges
Holiday Management » © conrg o 9 d -
Leave Management » Employee Documents o Employee Leaves (]
Exit Procedure g Employee Holidays o Salary Details Q
Employee Configuration b'
| Personal Details (-] Contact Details (-]
s Employee Tabs c
Employment Status Employee Skills o Employee Job History [
Pay Frequency Experience Details Q Education Details (-]
Remuneration Basis Training & Certification Details [] Medical Claims [-]
Job Titles
Disability Details o Dependency Details [
Positions
Visa and Immigration Details Q Corporate Card Details [-]
Competency Levels
Education Levels Work Eligibility Details (] Additional Details (-]
Languages Asset Details o
Leave Types
Attendance Status
Bank Account Types
Identity Documents
EEOQC Categories

Figure 93

Click HR in the top menu
Click Employee Configuration on the left menu panel
Click Employee Tabs in the submenu

a 0o T o

Click Edit icon to configure tabs for employees
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Please refer Figure 94
@ GHANA HR SOLUTIONS Logged in as Ghana HR Solutions Company Admin 8, Configuration Wizard Super Admin~

Dashboard  Wall  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Modules Expenses Assets Disciplinary Payroll Attendence More ¥

Home > HR > Employee Configuration > Employee Tabs > Edit

Employees

4
Roles & Privileges
EMPLOYEE CONFIGURATION *
Holiday Management g Employee Documents Employee Leaves Employee Holidays Salary Details Personal Details Contact Details
Leave Management 4 Employee Skills Employee Job Histery Experience Details Education Details Training & Certification Details Medical Claims
Exit Procedure > Disability Details Dependency Details Visa And Immigration Details Corporate Card Details Work Eligibility Details e @Addmona\ Details
Employee Configuration v Asset Details

v Employee Tabs _
f

Employment Status

Pay Frequency Cancel

Remuneration Basis

Job Titles
Positions
Figure 94
e. To enable specific tabs for employees, select individual checkboxes

bal

To enable all the tabs for employees, check “Check All” checkbox
g. Click SAVE button

6.6.2 How do | set Employee Configuration?
Please refer Figure 95

@ ‘GHANA HR SOLUTIONS Logged in as Ghana HR Solutions Company Admin 8, Configuration Wizard Super Admin ~

Dashboard  Wall ~ Self Service  Service Request Appraisals  Recruitments  Background Check  Organization  Analytics ~ Site Config  Modules Expenses Assets Disciplinary  Payroll  Attendence  More ¥

Home > HR > Employee Configuration » Employment Status
Employees

4
Roles & Privileges Employment Status
Holiday Management 4
Action ‘Work Code Work Short Code Description
Leave Management »
oD Contract CONT
Exit Procedure 4 Y o
Employee Configuration | [) ~ oLEd Deputation DEP
Employee Tabs = ebd Full Time FT
s Employment Status ozm Left LEFT
Pay Frequency oBT Part Time PT
Remuneration Basis okd Permanent PERM
Job Titles ebd Probationary PROB
Positions oBE Resigned RES
Competency Levels
P 4 orT Suspended SUsP
Education Levels
oL Temporary TEMP

Languages C

Leave Types c»r Records per page

Attendance Status
Bank Account Types
Identity Documents
EEOC Categories

Work Eligibility Document
Types

Veteran Status

Military Service Types @ 2024

Figure 95

Click HR in the top menu
Click Employee Configuration on the left panel

o

Click any sub menu option you would like to add (We have chosen ‘Employment Status’ as an example)
Click +Add button on the right side panel

o o0
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Please refer Figure 96

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization  Analytics  Site Config
Employees

Roles & Privileges 4 Home » HR » Employee Configuration » Employment Status » Add

Holiday Management k. Waork Code @ * Work Shart Code @ * Description

Leave Management 3 Select Work Cade e

Employee Tabs 7\ | Cancel

s Employment Status

Figure 96

e. Enter the required details
f.  Click SAVE button

6.6.3 How do | configure Identity Documents settings?

Please refer Figure 97
You (Company Admin/Management/HR) can add/edit/view the Employees’ configuration.

Figure 97

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Background Check Organization  Analytics  Site Config

Employees a

Roles & Privileges 4 Home s HR » Employee Configuration > Identity Documents % Pinto shortcuts

Holiday Management > 7

bl i Identity Documents d|Bedw] ¢ o

Leave Management L4 < ; e
_____________________________ Action Document Name Mandatory Expiry Description

Exit Procedure > -

oEa Passport Yes Yes

Employee Configuration ||~

c P Records per page ‘ 20 '|
Employee Tabs

Employment Status
Pay Frequency
Remuneration Basis
Job Titles

Positions
Competency Levels
Education Levels

Lanquages

Attendance Status

Bank Account Types

a |dentity Documents C

EEOC Categories

Click HR in the top menu

Click Employee Configuration on the left menu panel
Click Identity Documents in the submenu

Click +Add button on the right side panel

Q 0 T w
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Please refer Figure 98
You (Company Admin/Management/HR) can view the Employees’ Configuration

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization  Analytics  Site Config More ¥

Employees
Roles & Privileges 4 Home » HR » Employee Configuration » Identity Documents » Add
Holiday Management » Document Name * e € Mandatory * e Expiry* —— 8 Description

)Yes @ No LD Yes @®No
Leave Management L4

Exit Procedure 3 h 200 characters remaining (200 maximum)
.............................. v | [

Employee Tabs
Employment Status
Pay Frequency
Remuneration Basis
Job Titles

Positions
Competency Levels
Education Levels
Languages

Leave Types
Attendance Status
Bank Account Types
Identity Documents

Figure 98

Enter document name

Select if you require a document to be mandatory or not
Select if documents needs to have an expiry date

Click SAVE button

S oo

1
N

*@— Employees will be able to add their documents in Self Service > My Details > Personal > Edit
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/. Recruitments

Recruitments simplifies your hiring process by giving you the provision to initialize a requisition, manage candidate
CVs, interviews and shortlist/select candidates. Below is the recruitment process flowchart.

Management, Manager, HR
(Specific Business Unit)

esource
Request

Manager, Management (There can
Approver 1 be a maximum of 3 approvers and

.’. (Mandatory) a minimurmn of 1 approver)

@ Goes to Rejected Requisitions

Enter Candidate HR
Details

Approve

Interviewer's Feedback/
Comments: Schedule to
Mext Round

Schedule

HR Interviews

Interviewer's Feedback/
Management's Comments: Qualified/Selected

Any Management User

Final Approval

Interviewer's Feedback/
Comments: Ineligible/
Approve Disgualified

Add Candidate as

EFHPIGWE Management, HR
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Description:

e A User (Management/Manager/HR) raises a requisition request. According to the number of approvers
selected (Min: 1 Max: 3), the approvers (Management, Manager) have to approve/reject the requisition
request. A requisition can be rejected at any level

After the requisition request has been approved, the HR can enter the details (CV) of the candidate

The HR will then schedule an interview

The interview takes place offline

The interviewer (Management/Manager/HR/Employee) provides the feedback about the candidate

The Management has to give their final consent, they can either approve/reject

Once the Management approves, the HR can add the candidate to the application

7.1 How do | create a Job Requisition/Opening?

Please refer Figure 99
You (Company Admin/Management/HR) can able to visit the page

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config Mare ¥

u Open HTQSIPOSIIO"IS

Approved Requisitions 4 Home » Recruitments » Openings/Positions E% Pin to shoricuts

Rejected Requisitions

cardidates Openings/Positions Approved Requisitions Rejected Requisitions
Interviews 1 0 0
Shoplisted &:seleried Openings/Positions c|Badd]| ¢ o
Candidates
Action Requisition Code Job Title Requisition Status Raised By No. of Positions Filled Positions
Shortcuts s : . 3
© 0 REQ/008 Software Engineer  Initiated Grame Smith 1 0
@ ' -
ax Q E" [e3¥e) Records perpage | 20 ¥

Figure 99

a. Click Recruitments in the top menu
b. Click Openings/Positions on the left menu panel
c. Click +Add button on the right side
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Please refer Figure 100

You (Company Admin/Management/HR) can able to visit the page

Dashboard  Self Service

3 Openings/Positions

Approved Requisitions 4

Rejected Requisitions

Candidates

Interviews

Shortlisted & Selected
Candidates

Shortcuts

o Q B

Service Request

Recruitments

HR  Appraisals

Home » Recruitments » Openings/Positions » Add

Requisition Code * d Business Unit

REQ/009 No Business Unit

Background Check

Organization

Department *

Select Department

Approver-1* Approver -2

Select Approver -1 Select Approver -2

Job Title * Position *

Select Job Title Select Position

Add Job Title

Job Description

-id-AB [ U

Normal

Required Skills *

Normal

Additional Information

400 characters f (400 maximum)

Priority *

Initiated

Select Priority

g

Cancel

® Sentrifugo, 2016

Requisition Status *

Add Position

Required Qualification *

Powered By Sa

Figure 100

Requisition ID will be generated automatically
Enter the required details

Select the approver(s)

Click SAVE button

ma 0 o

1
Approver -3

Select Approver -3

Required no. of Positions *

Required Experience Range @ *

Client

Select Client

Analytics

Site Config

Reporting Manager *

Select Reporting Manager

Due Date @ *

Employment Status *
Select Employment Status

Add Employment Status

Recruiters
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7.2 How do | Approve/Reject a Requisition/Opening?

Please refer Figure 101

You (Company Admin/Management/HR) can able to visit the page

Dashboard  Self Service  Service Request HR  Appraisals

Recruitments

Background Check

Organization  Analytics

cl3[:) GHANA HR SOLUTIONS

Site Config  More v

W Openings/Positions

Approved Requisitions 4

Home » Recruitments » Openings/Positions

Rejected Requisitions
Openings/Positions

i

Candidates
Interviews

Shortlisted & Selected Openings/Positions

Candidates
Action Requisition Code
C
Shorteut
PO ol[Ele REQ/008

ow Q -

a. Click Recruitments in the top menu

Approved Requisitions

0

Job Title Requisition Status

Software Engineer  Initiated

Records per page ‘ 20 '-i

Figure 101

b. Click Openings/Positions on the left menu panel

c. Click Edit icon in the action column

Please refer Figure 102

You (Company Admin/Management/HR) can able to visit the page

Dashboard Self Service  Service Request  HR

Appraisals

Recruitments

Background Check

Raised By

Grame Smith

Organization

% Pinto shortcuts

Rejected Requisitions
Add G 0
Filled Positions

No. of Positions

1 0

Analytics Site Config More ¥

s Openings/Positions

Approved Requisitions 4 Home > Recruitments » Openings/Positions

Rejected Requisitions Requisition Code

Candidates REG/008

Interviews

Shortlisted & Selected

Candidates Approver -1 Approver -2
John Michael No Approver

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

Job Title Position

Software Engineer

Job Description

Reguired Skills

Additional Information

Business Unit

Orange Blossom

Required Qualification

» Edit

Department

InformationTechnology

Approver -3
No Approver

Software Developer

Dot MNet, Java Script

Required Experience Range

B.E 0-1
Priority Requisition Status * d Client
High Select Status Select Client
e
UPDATE | [ezlyled]
Figure 102

d. Select an action (Approve/Reject) in the field requisition status

e. Click UPDATE button

Reporting Manager

Grame Smith

Due Date @
09/30/2016

Employment Status

Full Time

Recruiters
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a
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7.3 How do | enter a Candidate’s details?

Please refer Figure 103
You (Company Admin/Management/HR) can able to visit the page

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization Analytics Site Config More ¥

Openings/Positions

Approved Requisition: 4 Hiiie s REcritients )y Candidates % Pin to shortcuts

Rejected Requisitions
Candidates RS po—
b e

rr— Action Requisition Code Job Title Candidate Name Status Resume Mobile skill set Createc
Shortlisted & Selected © & @ B REQ/D03 Software Engineer  Chan Greg Not Scheduled View Besume 9797898087 SQL, Testing Rose M
Candidates = .
c L Records per page | 20 "
Figure 103

a. Click Recruitments in the top menu
b. Click Candidates on the left side panel

c. Click +Add button on the right side
Please refer Figure 104
You (Company Admin/Management/HR) can able to visit the page

More ~

Dashboard Self Service Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config

Openings/Pasitions

Approved Nequisitions -
BT R eSO Candidate First Name * Candidate Last Name *
u Candidates
Interviews
Shortlisted & Selected Contact Number * Skill Sex*
Candidates Select Source
Shortcuts F1 2
i [UPLoAD RESUME] com [ENTER CANDIDATE DETAILS |
E = E
Qualification * Woark Experience @« Education Summary Summany
Location * Country * State Ciry
Select Country Select State Select City
oA County Ada Swate Ada City e
Postal Code*
PREVIOUS COMPANY DETAILS
Comparny 1 Company Naime Designation From @
Company 2 B
Company 3
To @ Contact Number web site
=
Address
Save s ssiere [ —
© Sentrifugo. 2016 Powered By Sapplica

Figure 104

Select the Requisition ID
Enter Candidate’s
f1. Click to upload resume
Or

f2. Click here to enter candidate details in a form
g. Click SAVE button
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7.4 How do | Schedule an Interview?

Please refer Figure 105

You (Company Admin/Management/HR) can able to visit the page

Dashboard  Self Service  Service Request

HR  Appraisals

Recruitments

Background Check

Organization

Analytics

cl3[:) GHANA HR SOLUTIONS

SiteConfig  More v

Openings/Positions

Requisition Code

Job Title

Software Engineer

Approved Requisitions 4 Home » Recruitments » Interviews » Add
Rejected Requisitions .
Interviews
Candidates
v [l ==
Shortlisted & Selected ok REQ/003
Candidates
(el

a. Click Recruitments in the top menu

Candidate Name

Chan Greg

Email

Records per page | 20 '-i

Figure 105

b. Click Interviews on the left menu panel

c. Click +Add button on the right side

Please refer Figure 106

You (Company Admin/Management/HR) can able to visit the page

Dashboard  Self Service  Service Request

HR  Appraisals

Recruitments

Background Check

Organization

chan@example.com

% Pin to shortcuts

Mobile Status

9797898387 In process

Analytics Site Config More v

Openings/Positions
Approved Requisitions 4

Rejected Requisitions INTERVIEW DETAILS

Candidates

d

Requisition 1D *

8 Interviews Select Reguisition 1D

Shortlisted & Selected

Candidates
Location *

Shortcuts

L) it
o Q B
Interview Type *

Select Interview Type

Interview Name@ *

P | cancel

Select the Requisition ID

Enter the required details
Click SAVE button

R S

Home » Recruitments » Interviews > Add

Candidate Name*

Select Candidate

Add Candidate

e

Country *
select Country

Add Country

Interview Date @+

Figure 106

Add candidate details if they aren’t added

Interview Status

In Process

State*
Select State
Add State

Interview Time *

Interviewer *

Select Interviewer

City *
select City
Add City f

Time Zone

America/New_York [EDT]

The interviewer and candidate will receive email notifications informing them about the interview.
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7.5 How do | provide Feedback for an Interview?

Please refer Figure 107
You (Company Admin/Management/HR) can able to view the page

Recruitments Background Check

HR  Appraisals

Dashboard  Self Service  Service Reguest

Organization

e1[3) GHANAHR SOLUTIONS

Analytics  Site Config More v

Openings/Positions

Approved Requisitions 4 MoHes HECTTmEASY naae % Pin to shortcuts
Rejected Requisitions .

Interviews i Add C 0
Candidates

b A‘:‘li%‘l Requisition Code Job Title Candidate Name Email Mobile Status

Shortlisted & Selected QEE REQ/003 Software Engineer Chan Greg venki@mailinator.com 9797898987  In process
Candidates =

cC Lo Records per page ‘ 20 v

Figure 107

a. Click Recruitments menu option
b. Click Interviews on the left side panel
c. Click Edit icon against an interview

Please refer Figure 108
You (Company Admin/Management/HR) can able to view the page

Self Service Recruitments Background Check

HR  Appraisals

Dashboard Service Request

Organization

Analytics  Site Config  Mare ¥

Openings/Positions
Approved Requisitions 4 Home > Recruitments » Interviews » Edit

Rejected Requisitions

Candidates INTERVIEW DETAILS
3 [NTETVieWs Interview Status * Candidate Status*
shortlisted & Selected In Process Scheduled Cancel
Candidates
Shortcuts Requisition ID - REQ/003 Job Title
Candidate Name : Chan Greg Candidate Details

o Q B

Interview Rounds

Action Interview Round Interview Name Interviewer
o@ 1 Written John Michael
c Lo Records per page | 20 v ‘

Figure 108

d. Click Edit icon against an interview round

- Software Engineer

: View Resume

Add G P
Interview Date Round Status

09/12/2010
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Please refer Figure 109

Interview Rounds &
Interviewer * Location * Country *

Johnson Andrew . Manag... Brooklyn United States
State * City * Interview Type *

California Berkeley In Person
Interview Date @ * Interview Time * Time Zone

09/30/16 01:00 PM America/Antigua [AST]
Interview Name@ Interviewer Feedback Interviewer Comments

wWritten

e

FResult Status *

Select Status
UPDATE Cancel

Figure 109
e. Provide feedback, comments and select the round status

f.  Click UPDATE button

Please refer Figure 110
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service Service Request HR Appraisals Recruitments Background Check Organization Analytics Site Config More

Openings/Positions
Approved Requisitions 4 Home » Recruitments » Interviews » Edit
Rejected Requisitions

Candidates INTERVIEW DETAILS h

r ]
3 Interviews Interview Status * Candidate Status * 1

Shortlisted & Selected In Process Scheduled UPDATE Cancel

Candidates

Shortcuts Requisition ID : REQ/004 Job Title : Employee
E: E\‘, E_-/' Candidate Name - roberttrance Candidate Details : View Resume
Interview Rounds Bl ~dd| ¢ o
Action Interview Round Interview Name Interviewer Interview Date Round Status
o =z o 1 Written Bush gg 09/30/16 Schedule for next round

c o e ———

Figure 110

g. Click +Add to add another interview round (Provided you have given ‘Schedule for next round’ as
round status)
h. Provide the interview and candidate status

i. Click UPDATE button
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7.6 How do | select/reject a Shortlisted Candidate? (Management’s
Final Approval)

Please refer Figure 111
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service Service Hequest HR Appraisals Recruitments Background Check Organization Analytics Site Config More ¥

Openings/Paositions
Approved Requisitions 4 Home » Recruitments » Shortlisted & Selected Candidates % Pin to shorteuts

Rejected Requisitions

candidates All Candidates Shortlisted Candidates Selected Candidates Rejected Candidates
Interviews 1 1 0 0
o Shortlisted & Selected b Shortlisted & Selected Candidates c o
Candidates
Action Requisition Code Job Title Candidate Name Email Contact Number Status
Shoertcut
REREMES o C REQ/004 Employee robert trance robert@example.com 1234567988 Shortlisted

E & = ce S
Figure 111
a. Click Recruitments in the top menu
b. Click Shortlisted & Selected Candidates on the left menu panel
c. Click Edit icon against a requisition code

Please refer Figure 112
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service Service Request HR Appraisals Recruitments Background Check Organization Analytics Site Config

Openings/Positions
Approved Requisitions 4 Home > Recruitments 3 Shortlisted & Selected Candidates > Edit

Rejected Requisitions

candidates Candidate status d e
i S i uPDATE |[EeUlad]
Interviews

shortlisted & Selected
Candidates
Requisition 1d : REQ/004 Job Title : Employee
Shortcues CANDIDATE DETAILS
= l \ = B :
=Y = = candidate Name : robert trance Email : robert@example.com
Qualification B Work Experience : 0 vyear(s)
SKILL SETS
Skill Set = -PHE
Summary

Education Summary

INTERVIEW DETAILS

il Round Name : Written
Interviewer Bush gg
Time : 01:00 PM
Date : 09/30/16
Mode : In person
Feedback - Performance is Satisfactory
Comments : Schedule this candidate for the next round.
Status : Schedule for next round
Location :  Brooklyn street, Atlanta, Georgia, United States
® Sentrifugo, 2016 Powered By Sapplica

Figure 112

d. Select the status (select/reject)
e. Click UPDATE button
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7.7 How do | add a Candidate as an Employee?

After an employee has been selected by the Management. The candidate can be added to Ghana HR solution.
Please refer Figure 113
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Se Request HR Appraisals  Recruitments  Background Check  Organization Modules Expenses More ¥
s Employees a
Roles & Privileges 4 Home » HR > Employees @ % Pin to shortcuts
Holiday Management L4 Select Search Cat
FERIEIE SR S et A egory Import Employees Import format Help
Leave Management >
Employee Configuration L3
Contacts K
i = Jim Carl : @ | AndersonNeo § @ | RubyJackson @ | Johnty Rodhes &
Shortcuts Employee ) Manager Employee @ | Manager
ﬂ Development Human Resource g Development fﬁ Quality Assurance
L)
o B B
& EMPPD0011 & EMPP0O000S & EvpPoo & EMPPO0004
= jimcarl@example.com = anderson@example.com = ruby@example.com = johnty@example com
. 586858714589 . 354703225085 & 774478547955 . 258487845454

Figure 113

a. Click HR in the top menu
b. Click +Add button on the right side

Please refer Figure 114
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service ments Background Checlk More ¥

w Employees

Roles & Privileges 4 Home > HR > Employees » Add
Holiday Management L
- " 5 " % " - - - - official Employee Code * Employee 1d* Prefix -
>
FeaveanagEment empp select Prefix
g S Documents . :
Employee Configuration > Configure Identity Codes Add Prefix
o — N Leaves
Contacts Candidate Name * d Mode of Employment * C Requisition code
Holidays Select Candidate Interview
Shortcuts
Salary
L 3 Ed
aw = © — — Email * Business Unit
Select Role No Business Unit
Contact
Skills
Department @ * Reporting Manager * Job Title
Job History Select Department Select Reporting Manager Select Job Title
i e
Experience Add Job Title
Education Position @ Employment Status * Date of Joining @ *
- N Select Position Select Employment Status
Training & Certification
Add Position Add Employment Status
Medical Claims
Date of Leaving @ Years of Experience ‘Waork Telephone Number
Disability 1
Dependency
Visa and Immigration Extension Fax
Corporate Card
work Eligibility —
Cancel
Additional Details
Pay slips
Remuneration
Security Credentials
® Sentrifugo. 2016 Powered By Sa

Figure 114
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c. Select ‘Interview’ in the field Mode of Employment

d. The shortlisted candidates’ names will be populated here, select a candidate from the drop down list
e. Enter all the required details

f.  Click SAVE button

An activity log will be displayed for every action performed by user(s) involved in a Recruitment Cycle. This will
provide users more clarity about the status of the process.

You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service Service Request HR Recruitments Modules More ¥

Appraisals

Background Check Organization Analytics Site Config

Openings/Positions
w Approved Requisitions

Rejected Requisitions

Home > Recruitments » Approved Requisitions » View

# Edit
Candidates
Requisition Status Approved
Interviews
Shortlisted & Selected REQUISITION DETAILS
Candidates
Requisition 1d REQ/002 Job Title Employee
Shortcuts
Due Date 2016-12-16 Business Unit Unit A
You have not configured your
shortcut icons. Click here to Department Quality Assurance Position Employee
configure
Reporting Manager Johnty Rodhes Priority High
Employment Status Permanent Req Qualification BE
Req. Experience Range 5-8 Req. no. of Positions 2

Filled. no. of Positions

Raised By

Anderson Neo

Approver -1 Andrew Joel Approver -2 No Approver
Approver -3 No Approver Client Google
Recruiters Rose Mary

JOB DETAILS
Job Title Employee Job Description

Required Skills QA, 5QL and Automation Additional Information

Candidate details

Candidate Name Candidate Status

No data found

REQUISITION HISTORY

‘ - | Requisition status has been changed as Approved by
L= | Anderson Neo

2016-12-1911:23 PM

Requisition status has been Approved by Andrew Joel
2016-12-1402:17 AM

Requisition has been Created by Anderson Neo
2016-12-14 0211 AM

@ Sentrifugo, 2016 Powered By Sapplica
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Infra Request

Once Candidate accepts the offer, an infra request is raised by HR and followed by manager/System admins update and
complete the infra request process.

How do | initiate the infra request?

Please refer Figure 327

Dashboard ~ Wall  Self Service ~ Service Request R  Appraisals Recruitments. Background Check  Organization  Analytics ~ Site Config [xpenses Assets Disciplinary Payroll  Attendence Tax  Time
 —

a
Home > Recruitments > Shorllisied & Selecled Candidales
Openings/Positions
Approved Requisitions Al Candidates Shortlisted Gandidates Selected Candidates Rejected Candidates
Rejected Re
Candidates
Shortlisted & Selected Candidates c o
Interviews
Action Requisition Code Job Title Candidate Name Email Contact Number Status
o |m |2 &  REQ/001 Software Engineer BEN CAN bencan@mailinator.com 0976183181 Selected
Generate RRF Report -

c P Necords per page | 20 |

Shorteuts

a. Click Recruitments in the top menu
b. Click Shortlisted & Selected Candidates in the left menu
c. Click the infra request icon to initiate the request

Please refer Figure 328

Infra Request

RRF Number Location *

REQ/001 Africa

Gender * Employment Status * Expected DOJ *

Male Offer Accepted 03/19/2024

Department * Reporting Manager * Personal email

Development Team Manager , Technical v bencan@mailinator.com

Probation Period * Service Agreement Previous Experience

Three Month No v 4

e

d. Enter all necessary information to raise a request
e. click Submit button
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How do Manger update/request the infra request?

Please refer Figure 329

Home > Dashboard > Infra Hequest
Employee KIT

List of Birthdays

[ infra Request b

List Of Work Anniversary

Infra Request

c e
Acti

Candidate Name. Job Title Expected DOJ Statue
c REN CAN Software Frgineer 2024-03-26

Shorteuts

Initiated
< Bruk s System Engineer 20240313 completed
You have not configured your
shorteut icons. Click here to © Berlin Test Software Engineer 202403 12 Completed
configure
o Anatny Das. Software Fngineer 2024-0013 Completed
c e

Necords per page

a. Click Dashboard in the top menu
b. Click Infra Request in the left menu
c. Click to edit and update the request raised

Please refer Figure 330

Dashboard Wall  Self Service ServiceRequest HR  App

Recruitments ~ Organization ~ Expenses  Disci

Attendence  Time

Home > Dashboard > Infra Request > Edit

Employee KIT .
List of Birthdays Candidate Name * Workstation Location * Hardware Configuration * Group Email id * File server read access * File server full access *
¥ Infra Request BEN CAN Choose Configuration  w | | (other thanoffshore tag@techaf | | e (fleServeripTeamameiso) e (192.168.6.15Team NameCon
List Of Work Anniversary
Operating System * Other Service Pack
Shortcuts perating Sy

You have not configured your
shortcut icons. Click here to
configure

Yes, Skype Connection is required.
(O Yes, Landiine Extension s required. (O3 Yes, VoiP Connection is required. (O3 Yes, Xiite Connection is required. (0 Yes.Skype !

[0 Yes, Headset is required. [0 Yes, Dual monitor is required. [ Yes, VPN is required.

e

Cancel

INFRA REQUEST HISTORY

D Infra request has been Initiated by John Doe
03/19/2024 12:50 PM

Recenty viewed .

d. Enter all necessary information
e. Click Update button

Note : Once infra request update by manager it goes to system team
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How do system team update the infra request?

Please refer Figure 331

Organization

Home > Dashboard > Infra Request > Edit
Ermployee KIT
List of Birthdays

Candidate Name * Workstation Location *

S Infra Hequest e Can Afirca

List Of Work Anniversary

Operating System * Other service Pack
Shorteuts perating s
You have not configured your Windows
shorteut icons. Click here to
config:

Yes, Landline Extension is required.

Yes. leadset is required.

= Config

Hardware Configuration *

Standard

Fxpe:

- ahanaafricag@qnana.com

ayroll  Attendenc

@roup Email Id File server read access © File server full access

192,168,890 192 168.8.90

mail 1d *

skype id ~

Yes, VoI Connection s required.

Yes. Dual monitor is required,

Yes, xlite Connection is required.

Yes, VPN is required,

Ves, Skype Connection is reqy

Note

e remaining (50

-

INFRIA AEQUEST HISTORY
[[2] mirn reauest has been fiequested by feam Manager

03/19/2024 01.05 PM

Infra request has been Initiated by John Doe
09/19/2024 12:50 PM

f.  Enter Email Id and Skype Id, they should be unique

g. Enter other necessary information

h. Click Update to update the request and send to manager

How do manager complete the infra request?

Please refer Figure 333

board Wall  Self Service Recruitments

Service Request  HR

Appraisal

Home > Dashboard > Infra Hequest > Edit
Employee KIT

List of Birthdays Candidate Name * Workstation Location *

» Infra Request BEN CAN Afirca

List Of Work Anniversary

Operating System * Other Sarvice Pack

Shortcuts

You have not configured your Windows

shortcut icons. Click here to
configure

Yes, Landline Extension s required.

Yes, Headset is required

Note

All are completed

Completed i

INFRA REQUEST HISTORY

D Infra request has been Updated by System Employee
03/19/2024 01:14 PM

D Infra request has been Requested by Team Manager
03/19/2024 01:05 PM

i.  Click Completed Button

Organization

Expenses

Hardware Configuration *

Standard

Email Id *

ben@mailinator.com

Yes, VoiP Connection is required.

Yes, Dual monitor is required.

Disc

v | | ghanaafrica@ghana.com

Attendence

Group Email Id * File server read access * File server full access

192.168.8.90 192.168.8.90

Skype1d *

ben@skype.com

. Yes, Skype Connection is required.
Yes, Xite Connection is required

Yes, VPN is required.

Recenty viewed -
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Onboarding

Once the employee accepts the offer, the onboarding process shall be initiated, and the credentials will be sent to the
employee. the employee shall be able to login and upload the necessary documents and notify the HR. Later the HR
will be able to review the documents and mark the process as completed.

How do | initiate the Onboarding Process?

Onboarding process wil be initiated by company admin/HR Manager.
Please refer Figure 338

Dashboard  Wall Sl S,

ruitments >

sted & S

Jeps—— [ —— Seecten Ganidates: Regeton Ganeicatos
Shortlisted & Selected Candidates < o
Action Requisition Gode on Tite Gandidate Name f— Gontact Number Status
| 2 |& REQ/001 Software Engineer BEN CAN bencan@mailinator.com 0976183181 Selected
<
=S Recorde per page

a. Click Recruitments in the top menu
b. Click Shortlisted & Selected Candidates in the left menu
c. Click to Initiate the onboarding

Please refer Figure 339

Dashboard ~ Wall  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config  Fxpenses  Assets Disciplinary  Payroll  Altendence Tax Time logs

Home > Recruitments > Shortlisied & Selected Candidates > Fit
Openings/Positions

“
Approved Requisilions
Rejected Requisitions. Requisition Id REQ/001 Requisition Title
Gandidares
Interviews
CANDIDATE DETAILS
Shortlisted & Selected
™ Candidates Candidate Name BEN CAN Cmail bencan@mailinator.com

Generate RRF Report
Shortoute DOCUMENT

You have not configured your Employee Details Form Employee Background Ventication Form d

shorteut icons. Click here 1o

configure TR
Save & Sent ‘ ancel
e

d. check the check boxes
e. click Save & Sent button to send credentials to employee
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Please refer Figure 340

Home > Document Venfication » Document

Documents

DOCUMENT NAME

AcTION
Enmpiuyee Bavkground Verificaton Form )
Enmpluyee Detaits Fon [©)

ID Proof

 Naonat o e
Fsien ] [(Eooe

Education Documents

Experience Document @

Pocument Name ny

i

How do Employee fill and send necessary documents for onboarding?

Please refer Figure 341

Document Verifi

Home > Document Verification > Document
b N

Documents

DOCUMENT NAME ACTION

Employee Background Verification Form
Employee Details Form

ID Proof
c
National ID* Passport
AUpload ] Eu.,um

Education Documents

Document Name Document Gopy

(o

Experience Document €) + Add More

Decument Name Document Copy

Es

© Notify to HR

Click Document Verification in the top menu
Click Document in the left menu

Upload the necessary documents

Click Save to save documents

Click Notify To HR button

®ao oo
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Please refer Figure 342

Service Request HR  Appraisals Organization

Anal Site Config Disciplinary ~ Payroll  Aftendence  Tax

Time

GHANA HR SOLUTIONS

Openings/Pasitions
Approved Requisitions
Rejected Requisitions
Candidates

Interviews

Shortlisted & Selected
Candidates

Generate RRF Report

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

Home > Recruitments > Shortlisted & Selected Candidates > Edit

Requisition Id REQ/001

CANDIDATE DETAILS

Candidate Name BEN CAN

DOCUMENT

Employee Details Form Employee Background Verification Form

Actions

Document Name

Candidate Image

ID PROOF
National ID

Passport

f.  Verify the uploaded documents
g. Click Verify and Complete Button

Requisition Title

email bencan@mailinator.com

Document Name.
Employee Details Form

Employee Background Verification Form

Download

Download

Download

© FreshWarks 2024
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131y GHANAHR SOLUTIONS

A probation period is essentially a trial period of employment during which someone is employed subject to
successfully completing their probation. In this probation the manager and hr will evaluate and update their comments
based on employee performance during the probation period.

How to add Probation Category?

Please refer Figure 343

Appraisals  Recruitments  Background Chack  Organization  Analytics  Site Config

Assate  Disciplinary  Payroll  Attendence Tax Time Logs

Home > MR > Employee Configuration > Probation Category

Employees

Holiday Management.

Probation Category

Action Business unit

Department

category

B+

eozo Africa
ozo africa

eozo africa

DevelopmentHR Sales,System Team
Development HR Sales,System Team

Nevelopment HR Sales System Team

Attendance and Reliability
Job knowledge

ANAIVSIS & DFSIGN

Employment Status

Pay rrequency s nccorda per page
Rermuneration Basis

Job Tites

Positions

Gompetency Levela

Cducation Levels

Lanuages

Leave Types

Attendance Status

\dentity Documents
EEOC Cateqories

Work Eligibility Document
Types

Veteran Status

Military Service Types

Gen

e Report © Ghana HR Solutions 2024

< Probation Category | C

Contacts

Shorteuts.

o [— - | .

Click HR in the top menu

Click employee Configuration in the left menu

Click Probation category in the left submenu

We can able to view the list of probation categories
e. Click Add button

Please refer Figure 344

o0 oo

Lxpenses  Assets

ary Payroll  Attendence  lax  lime  Logs

Fmployee Configuration

Employaa 1abs

Employment Status

Job Thies

Positions
Competency Lavals

Edu, evels

status
Dank Account Types
Identity Documents

ECOC Cateq

Work Lligibility Dacumant
Types

Veteran Status

Military Service Types

© Ghana HR Solutions 2024

Recertly viewed -

f.  Enter all necessary information
g. Click Submit button

95



GHANA HR SOLUTIONS

How do manager view and update the employee probation details?
Probation initiated by HR the reporting manager can update the required details and send to HR.

Please refer Figure 345

Dashboard ~ Wall Self Service ServiceRequest HR  Appraisals  Recruitments ~ Background Check  Organization ~ Analytics Expenses Assets Disciplinary  Payroll  Attendence Tax Document Verification  Time

Home > Self Service > Probation > Employee Probation
Leaves >

My Details. Employee Probation °

My Holiday Calendar
Month of Evaluation Status Assigned To

Action Name

My Team

mkoto andrew First Month Initiated Management User

FE=lb -
My Probation o€ Records per page

s Employee Probation | C

Shortcuts

ol R ol

Click Self Service in the top menu

Click Probation in the left menu

Click Employee probation in the left submenu
Click View icon to view the details

e. Click Edit icon to edit the probation

How does a Manager approve the probation?

o0 oTow

Self Service » Probation » Employee Probation
Please refer Figure 346

EMPOT0 Employee Name : mkoto andrew
Africa Department Development

2024-0219

Management User

I First Month Review

Please select on the appropriate performance area section

pecity ddressed during the period a

a. Flll the required details
b. Click Notify To HR to send to HR
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How to send Probation to employee for acknowledgement?

Once the manager update the employee probation HR send the probation to employee for acknowledgement.
Self Service » Probation » Employee Probation
Please refer Figure 347

Employee Code

[———
a. Click Send For Employee Acknowledgement the probation send to employee
How does Employee Acknowledge the probation?
Employee can view the details filled by the manager and acknowledge it.
Self Service » Probation » My Probation
Please refer Figure 348
5 1 hereby acknowledge the first-manth probation evaluation b
L o)

a. Click the radio button
b. Click Acknowledged button
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8. Background Check

Background Check module enables the Pre and Post-Employment screening process. You can configure the

screening types and manage the agencies you wish to work with. Below is the Background Check process

flowchart.

Description:

Select Employee/

MManagement, HR
Candidate for Screening

Select Screening Type Management, HR

Choose Agency Management, HR

Provide Comments/

Feedback External User, HR

Close Process Management, HR

e A User (Management, HR) selects an employee or candidate to have a background check performed on

him/her
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The User selects the screening type and an agency for that screening type

An External User (Agency User) logs into the application and provide details/feedback about the
employee/candidate.

The User views the feedback and provides his/her own comments.

The User closes the process.

8.1 How do | add a Screening Type?

Please refer Figure 115
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Background Check Organization  Analytics Site Config More ¥

Configuration b -

) " T
a Screening Types | C 4 Home » Background Check » Configuration » Screening Types % Pinto shortcuts

Agencies Screening Types d cR

_ Scre.e.ning - __’ _ Action Screening Type Description
SHoreus okzm Education
E: E\\, E” cRp Records per page | 20 '|
Figure 115

a. Click Background Check in the top menu
b. Click Configuration on the left menu panel
c. Click Screening Types in the submenu
d. Click +Add button on the right side

Please refer Figure 116
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request  HR Appraisals  Recruitments Background Check Organization Analytics Site Config More ¥

Configuration w

oo Home » Background Check » Configuration > Screening Types » Add
s Screening Types 1 9 g g Typ
Agencies SCreening TYPe * me © Description

Screening L

f 200 characters remaining (200 maximum)

shortcuts
Cancel
E B &

Figure 116

e. Enter the required details
f.  Click SAVE button
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8.2 How do | add an Agency?

Please refer Figure 117
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Background Check Organization  Analytics  Site Config

[ovmomn [o -

Screening Types

4 Home » Background Check » Configuration » Agencies

Screening . Action Agency Name Phone Address
shoricuts ezo Predat 1234567800 Brooklyn lane.
E: E\‘, E” cp Records per page |_il_'|
Figure 117

Click Background Check in the top menu
Click Configuration on the left menu panel
Click Agencies in the submenu

Click +Add button on the right side

a.
b.
C.
d.

Please refer Figure 118
You (Company Admin/Management/HR) can able to view the page

Website URL

www.predat com

Secondary Phone

Dashboard Self Service Service Request HR Appraisals Recruitments Background Check Organization Analytics Site Config

Configuration -
Screening Types <4 Home 3 Background Check > Configuration > Agencies > Add

u Agencies Agency Name * Website URL * Primary Phone *
Screening -
Shortcuts ) 2

Screening Type Address *
EE B = Q

Add Screening Type

POC DETAILS

Contact 1 First Name * Last Name *
Contact 2
Contact 3
Email * Location *
State * City *
Select State Select City

Add State

Contact type *

Select Role

h

® Sentrifugo, 2016 Powered By Sapplica

Figure 118

e. Enter the required details
Enter POC (Point of Contact) details

g. Enter Contact Type (The roles created for an external user will be populated here. Please refer section 6.2

How do | add Roles & Privileges)
h. Click SAVE button

Mobile *

Country *

Select Country

Contact type *
Primary
Add City

GHANA HR SOLUTIONS

More ¥

% Pin to shoricuts

d[Eed o 0

User ID

BGCK180

Add Country
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8.3 How do | select an Employee/Candidate for Screening?

Please refer Figure 119
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Background Check Organization Analytics Site Config More ¥
Configuration L4
Screening b o ”'” 4 Home » Background Check » Screening » Employee/Candidate Screening B* Pin to shoricuts
s Employee/Candidate Screening | C Employees
i Employee/Candidate Screening d|Bau| ¢ o
— o Action Name Background Check Status Jobh Title Email Employee Status
eza Remo Dsouza Complete Employee remo123@mailinator. com Active
c R Records per page | 20 'I
Figure 119

a. Click Background Check in the top menu
b. Click Screening on the left menu panel
c. Click Employee/Candidate Screening in the submenu

d. Click +Add button on the right side
Please refer Figure 120
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service Service Request HR Appraisals Recruitments Background Check Organization Analytics Site Config
configuration >
S:r‘e‘e‘nin‘g T W Home » Background Check > Screening » Employee/Candidate Screening > Add

=

Select Employee / Candidate *

s Employee/Candidate Screening
Select Employee/Candid

Shortcuts

SCREENING TYPES * f
E B & @ Eaucation
CHOOSE AGENCY * —— £
Fredat @ Contact 1 (Primary)
Kevin K Atlanta,
1234567888, Atlanta,
Georgia, United Staies
Email - kevinl23@mailinator.com
h
Figure 120

Select an Employee/Candidate
Select a Screening Type
Choose the agency

Click SAVE button

> @ oo
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8.4 How do | set up HR and Management Group Emails?

Please refer Figure 121
You (Company Admin/Management/HR) can able to view the page

HR Recruitments  Background Check Organization

Appraisals

Dashboard  Self Service  Service Request

Analytics

GHANA HR SOLUTIONS

Site Preferences

[ Jb -

Ethnic Codes

Home » Site Config » General » Email Contacts

Email Contacts
Identity Codes

Action Business Unit Group
Gender e

oka Orange Blossom Background Check - HR Group
Time Zones

20 v

Marital Status @2 Recoms perpage |—|
Prefixes
Race Codes

Nationality Context Codes
Nationalities
Account Class Types

License Types

u Email Contacts C

Number Formats

Figure 121

Click Site Config on the top menu
Click General on the left menu panel
Click Email Contacts in the submenu
Click +Add button on the right side

o 0o T W

Please refer Figure 122
You (Company Admin/Management/HR) can able to view the page

HR Recruitments  Background Check Organization

Appraisals

Dashboard  Self Service  Service Request

Analytics

Site Config More ¥
d
% Pin to shortcuts
d{Baw| ¢ o
Group Email

jim@example.com

Site Config

Site Preferences

General v 4 Home » Site Config » General » Email Contacts » Add
. EthnicCodes o BUSINESS UNit se— Group * f GroUp EMEil " ee— g
Identity Codes No Business Unit | Select Group
Gender h
Time Zones Cancel

Marital Status
Prefixes
Race Codes
Nationality Context Codes
Nationalities
Account Class Types
License Types
§ Email Contacts

Number Formats

Figure 122
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Select the business unit the HR group

Enter group email id
Click SAVE button

Sm oo
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Select ‘Background Check — HR Group’ (HR)/ ‘Background Check’ Management Group (Management)

I

If repeated, you will get an error message saying ™ ~/0 ©Te

Every HR/Management group email must be unigue for a Business Unit,

already exists

i

8.5 How do | provide Feedback as an External User?

Please refer Figure 123
You (Company Admin/Management/HR) can able to view the page

Analytics

Site Config  More ¥

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Background Check Organization
Configuration 4
Screening b S '” q Home » Background Check » Screening » Employee/Candidate Screening

3 Employee/Candidate Screening | & Employees

Employee/Candidate Screening

Shortcuts
i kground Check Status Job Title Email
E._ @ @ Action Name Bac
0@ George gg In process Manager
G Lo Records per page ‘ 20 '|
Figure 123
a. Click Background Check in the top menu
b. Click Screening on the left side panel
c. Click Employee/Candidate Screening in the submenu
d. Click Edit icon against an employee/candidate name
Please refer Figure 124

You (Company Admin/Management/HR) can able to view the page

gergre123@mailinator.com

% Pinto shortcuts

B co
Employee Status

Active

Site Config More v

Analytics

Dashboard Self Service Service Request HR Appraisals Recruitments Background Check Organization
Configuration o
4 Home » Background Check » Screening » Employes/Candidate Screening » Edit

Screening )
u Employee/Candidate Screening CHptgs s Leia Clinek Shan e =

In Process Cancel

Shortcuts

E B =

Name : George Gg

Email Id : gergrel23@mailinatorcom

m - o
Background check Process
Amig Check Type Agency Name POC Email Process Status
L od W Education Predat kevinl23@mailinator.com In process
cp Records per page | 20 "

Figure 124

Add G O
Explanation @ Active Status Started On
Active 09/15/16

103



GHANA HR SOLUTIONS

e. Click on the Edit icon against an employee/candidate name in the Background Check Process Grid

Please refer Figure 125
Background check Process x
Change Background Check Status * UPLOAD FEEDBACK DOCUMENT @ = 'f
InFraress Upload Feedback File
AGENCY & POC DETAILS =
Check Type © Education ENTER COMMENTS / FEEDBACK —— h
Agency Name . Predat

Contact Person Name Kevin K

i

Contact Number . 1234567888
No comments posted
Email . kevin123@mailinator.com
Address - Atlanta, Atlanta, Georgia, United
States

CLOSE

Figure 125

Upload feedback documents
Click SAVE button

Enter comments/feedback
Click POST button

> @ o
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8.6 How do | close a Background Check Process?
Please refer Figure 126
You (Company Admin/Management/HR) can able to view the page

GHANA HR SOLUTIONS

Analytics

Site Config More ¥

Dashboard  Self Service  Service Request  HR Appraisals  Recruniments Background Check Organization
Configuration >

==, [ -] I Home » Background Gheck > Screening » Employee/Candidate Screenin
Screening b v 4 & g ey B

Employees

3 Employee/Candidate Screening | c

Employee/Candidate Screening

Shoricuts
E‘. E‘.{ E’, Action Name Background Check Status Job Title Email
GTLH George gg In process Manager
c R Records per page |E_!
Figure 126

Click Background Check in the top menu

Click Screening on the left menu panel

Click Employee/Candidate Screening in the submenu
Click Edit icon against an employee/candidate name

o 0 T w

Please refer Figure 127
You (Company Admin/Management/HR) can able to view the page

gergrel 23@mailinator.com

** Pin to shortcuts

Brd co
Employee Status

Active

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Background Check Organization
Configuration L

"""""" s e Home » Background Check » Screening » Employee/Candidate Screening » Edit
Screening Y & g ey B

§ Employee/Candidate Screening Gliange e kot Sheckoms™

In Process Cancel
shortcuts
= 4 MName George G
=B e M e
Email Id gergre123@mailinator.com
u Status : Active
Background check Process
Acti(g Check Type Agency Name POC Email Process Status
Lo d 1&4 (] Education Predat kevin123@mailinator.com In process
c A Records per page | 20 "
Figure 127

Analytics

Site Config More ¥

Add G O
Explanation @ Active Status Started On
Active 09/15/16
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Clal

To close a specific Background process:

e. Click on the Edit icon against an employee/candidate name in the Background Check Process Grid

Background check Process ®

Change Background Check Status * g UPLOAD FEEDBACK DOCUMENT @ —— f
Saplene h Upload Feedback File

AGEMCY & POC DETAILS

Check Type : Education ENTER COMMENTS / FEEDBACK

Agency Name - Predat

Contact Person Name Kevin K

Contact Mumber : 1234567888
No comments posted
Email : kevinl23@mailinator.com
Address - Atlanta, Atlania, Georgia, United
States

Figure 128
f.  You can upload feedback documents or enter comments

g. Select ‘Complete’ for the Background Check Status

h. Click SAVE button
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request  HR Appraisals  Recruitments Background Check Organization  Analytics Sie Config More ¥
Configuration >
RN R B ”' 4 Home » Background Check » Screening » Employee/Candidate Screening » Edit

Screening

s Employee/Candidate Screening Eiange BacKground Clieck-atgs 7

Complete EYAY S Cancel

i j

Shortcuts

=B B oS L i A
Email Id : gergrel23@mailinator.com

m Status : Active

Background check Process Bad co
Action Check Type Agency Name POC Email Process Status Explanation @ Active Status Started On
eza Education Predat kevin123@mailinator.com In process Active 09/15/16

c L Records per page ‘£|

Figure 130

To close all Background processes for an employee:

i. Select ‘Complete’ for the Background Check Status
j. Click SAVE button
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9. Organization

Organization lets you can manage your organizational information, Business Units and Departments,
Announcements and Policy Documents.

9.1 How do | view/edit information about my Organization?

This information was first given in the Step 3: Organization of the Configuration Wizard.

Please refer Figure 131

Dashboard  Self Service  Service Request  HR Appraisals  Recruitments Background Check Organization Analytics  Site Config  More ¥

b
Business Units 4 Home > Organization » Organization Info % Pintoshortcuts
Departments

Organization Structure d EDIT

Organization Hierarchy

Announcements
Policy Documents L
c
T Sebastopol Yourtil
Shorteuts Organization : Global Solutions £ as% e @ et Map  Address
ay Rehnert Park @ il
E B & Business Domain - Engineering Morew ) D Sonoma  Napa
- Fairfield @
) o Petaluma (7€)
Website - www example com & @ :
@ Rio Vista
Total Employees : 101-500 Nl e Velljo . &5
Point R 780
Started On - 09/01/99 Netionol: C @
Seashore - Antioch
Primary Phone : 1234567890 &5 ko ML o Ll
Mill Valley , Walnut Creek N e
Country - United States Berkeley 4 Mt Diablo
_— Fitogs
State : California %8 Fataflanes San Francisco @
- Y. &
City : Berkeley Daly City 5 550 ]
Pleasanton
Don Edwards: e
San Meteo San Frﬂ;vm;ca
Bay National
(32) Wildlife...
Palo Alto_
Go gle Mspdatai.‘ZE:E“Eacgle Terms of Use nortamap &
Figure 131
a. Click Organization in the top menu
b. Click Organization Info on the left menu panel
c. Your organization’s details will be displayed here
d. Click Edit icon to modify details

107



|31y GHANA HR SOLUTIONS

Please refer Figure 132
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service  Service Request HR Appraisals Recruitments Background Check Organization Analytics Site Config More ¥

w Organization Info

Business Units 4 Home > Organization » Organization Info » Edit
Departments QOrganization * Website * Organization Started On 0 Total Employees *
Organization Structure Global Solutions www.example.com 09/01/99 101-500

Organization Hierarchy

Announcements
Primary Phone Number Secondary Phone Number Fax Number Country *
Palicy Documents s .
L R B 1234567890 United States
Add Country
Shortcuts
— - State * City * Main Branch Address Address 1 €
B B & .
California Berkeley Brooklyn Street
Add State Add City
Address 2 Organization Description Business Domain

| = En_gmeeringﬂ

| Healthcare |

Upload Organization Logo @ —— f

2050 X 40t

Upload Logo

g

Figure 132

e. Enter or modify details
. You can change your company logo
g. Click UPDATE button

Business Units & Departments

Please refer to section 1.5 How do | add Business Units and Departments?
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9.2 How do | view my Organization Structure?

Please refer Figure 133
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service

Figure 133

Service Request HR Appraisals  Recruitments Organization Analytics More v

Organization Info
Business Units

Departments

a Organization Structure I h

Organization Hierarchy

Announcements

Policy Documents

Shortcuts

You have not configured your
shortcuticons. Click here to
configure

4 Home » Organization » Organization Structure

Organization

Orange Blossom

Human Resource Information Technology Quality Analysis

a. Click Organization in the top menu
b. Click Organization Structure on the left side panel
c. Your Organization Structure will be displayed here

* Pinto shortcuts

8

The Organization Structure is for display purpose only and cannot be edited.
It is formed according to the Business Units and Departments you add in the
application.
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9.3 How do | view my Organization Hierarchy?
Please refer Figure 134

You (Management/HR) can view the Employees’ appraisal status.

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Background Check Organization More ¥

Organization Info a

Business Units 4 Home » Organization » Organization Hierarchy (% Pin to shortcuts

Departments

Organization Structure -

Johnson An...

§ Organization Hierarchy | b .

Announcements -

Policy Documents g

Shortcuts

You have not configured your
shortcut icons. Click here to C . Jessica Jes . Jim Carol . Ron Cronje

configure - Management - Manager - Manager

. Rook Klye . Bon Jour . Smith Jan
A softwareEn.. B softwareEn.. A HumanRes..

Figure 134

a. Click Organization in the top menu
b. Click Organization Hierarchy on the left menu panel
c.  Your Organization Hierarchy will be displayed here

[ —]
—] The Organization Hierarchy is for display purpose only and cannot be edited.
A It is formed according to the employees you add to the application.
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9.4 How do | add Policy Documents?
Users will have access to view essential documents whenever required. You can easily access & store all the

organization's important policy documents

Please refer Figure 135
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization Analytics  Site Config More ¥

Organization Info
Business Units 4 Home » Self Service » Policy Documents » Categories % Pinto shortcuts

Departments .
Categories Upload policy documents (e3P e]

QOrganization Structure

Organization Hierarchy Action Category Description d
Announcements Lo MERT| Leave Policy Employee Category
e - cp Records per page
§ Categories c
Leave Policy 1
Figure 135
a. Click Organization menu option
b. Click Policy Documents on the left menu panel
c. Click Categories in the submenu
d. Click +Add button on the right side

Please refer Figure 136
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Hequest HR Appraisals  Recruitments  Background Check Organization Analytics  Site Config

Organization info

Business Units 4 Home » Self Service » Policy Documents » Categories » Add
Departiments Category * Description
QOrganization Structure

Organization Hierarchy

Announcements f o M poa ki
Policy Documents A CanCEI
§ Categories

Leave Policy 1

Figure 136

e. Enter the required details
f.  Click SAVE button
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Please refer Figure 137
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization Analytics  Site Config More *

Organization Info

Business Units 4 Home » Organization » Policy Documents » Leave Policy

Departments
Leave Policy Add multiple documents Add cp

Organization Structure
Organization Hierarchy Action Document Description Version Uploaded Document

Announcements ezo Sick Leave feedback_57df756faTed7_1474262383 pdf
Policy Documents Y
....... Y c Lo Remmsperpage

Categories

3 Leave Policy g 1

Shortcuts
+ as as
'.&‘ I-r' a8 a8

Figure 137

g. Click on the category name in the sub menu (we have selected ‘Leave Policy’ as an example)
h. Click +Add button

Please refer Figure 138
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization Analytics  Site Config More ¥

Organization Info

Business Units q Home » Organization » Policy Documents » Leave Policy » Add

Departments

Qrganization Structure Document * Category * Description Version

Organization Hierarchy Leave Policy |

Announcements Add Category

Policy Documents % Select Document @ =

Categories & Upload Document

3§ Leave Policy 1
Shortcuts

S oas ae

Cancel

Figure 138

i. Enter the required details
j.  Click +Add button
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9.5 How do | view Policy Documents?

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization Analytics  Site Config More v

Organization Info

Business Units 4 Home » Organization » Policy Documents > Leave Policy
Depariments .
o Leave Policy Add multiple documents [ Add G ©
Organization Structure
Organization Hierarchy Action Document Description Version Uploaded Document
Announcements dle]z Sick Leave feedback_57df756fa76d7_1474262383 pdf
Policy Documents hd
b LA cp Records per page
Categories
¢ !
Shortcuts

& G 38 e
Figure 139
Click Organization in the top menu

Click Policy Documents on the left menu panel
Click on the category name you want to view (We have used ‘Leave Policy’ here as an example)

o 0o oo

Click on the View icon against a document name

() If a user is not able to view Policy Documents, go to HR > User Management >
Roles & Privileges and check whether the user’s role has been granted privilege to
view Policy Documents.
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10. Analytics

Analytics uses descriptive techniques to represent your organization's data and allows you to generate custom
reports and then export them to Excel or PDF.

Your organizational data such as Employee Status, Employees on Leave, Attrition Rate will be presented in the
form of pie charts, line and bar graphs. Click on Analytics in the top menu option to view the charts/graphs.

10.1 How do | view/generate Reports?

Please refer Figure 140
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service Service Request HR Appraisals Recruitments Background Check Ana cs Modules Expenses Assets Time Logs
Shortcuts
Home > Analytics « Back to Dashboard 2 Pinto shortcuts
e ® ° ™«
“®m* ax «a =
. s % =
= 2 o 5 3 = s ™= = [e] — (o)
[ = R = 2 = o= LV v o - =
Organization Users Acquisition Employee Holidays Background Logs Service " ! Time
228 - T Leaves Check Reguest PREISELS:
. [ Vg D A d
= e - - = =
-l = s Employees Status, 2016 W Active Employees By Depariment, 2016 ) DEV Activity Logs
In-active (=% | Add
14— W Edit
. Lent = EMD
M| Resigned | DEV
W suspended - oL
-, HR
. Admi
| RBT
W ASMG
M TEST
e
o s 10 15 20 2 30
February, 2014
User logins by Day Requisitions Initialized, 2016 - 24 . New
so Approved
M Rejected
«
M Closed
.  On-hold
W complete b

M| In progress

?:!! b

2 4 5 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30

September, 2016

Employees on Leave by Day Antrition Report
12 "

|

14 2 3 4 5 8 7 & 9 10 H 12 13 14 15 16 17 18 19 20 21 22 23 24 25 25 27 28 29 30 2012 2013 2014 2015 2018

L O Y I )

September, 2016 Last5 years

© Sentrifugo, 2016 Powered By Sapplica

Figure 140
a. Click Analytics in the top menu

You will be redirected to Analytics page where graphical representation of organization statistics are
displayed

c. Click on a menu item in the Analytics menu

d. Click on the corresponding submenu
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Please refer Figure 141

Appraisals  Recruitments  Backgroun i Analytics

< Home » Analytics»> Employees » Employees Report 4 Back to Analytics 4 Back to Dashboard

R S ¥

QOrganization Users Employees Acquisition Employee Holidays Background Logs
Leaves Check

o

e

:_53 Export to PDF Export to Excel

Generate Custom Report ﬂ Employees
FEpARInG NARSF Employee ID Employee Email Mobile Role Reportin
emppl05 Mr. Robert Riyo robert123@mailinator.com - Employee William ¥
empp203 Mr. Jim Carol Jjim123@mailinator.com N Team Lead Jessica]
Business Unit empp202 Jessica jim Jessical 23@mailinator.com ] Manager Johnson
Q empp205 Mr. Ryan Ron ryan123@mailinator.com = Employee Jessica]
empp204 Mr Jackson Valley  jacksonl23@mailinator.com . Employee Jessica]
Department n
empp201 Mr. Johnson Andrew johnsonl23@mailinator.com = Management  Andersol
B empp008 Mr. Jim Kerry kery@mailinator.com - Employee Johnty R
empp00138 Mr. Quality One req@mailinator.com = Employee Johnty A
Role
[ ettt rae empp0014 Mr. Brad Pit pit@mailinator.com - Employee Johnty B
empp00i2 Mr. Jorge Bush Jjor@mailinator.com - Manager Andersol
Job Title empp0011 Mr. Richard Son son@mailinator.com - Management  Andersol
f Select Job Title | emppooio Mr. Tom Cat caty@mailinator.com - Employee Johnty B
empp009 Mr. Tommy Hillfiger  tommy@mailinator.com - Employee William ¥
Position empp007 Mr. Ram Raj rij@mailinator com - Employee William \
Select Position
empp006 Mr. James Robert admn@mailinator.com - System Admin Andersol
empp002 Mrs.. Anderson Meo  adns@mailinator. com = Management
Employment Status
empp00s Ms. Rese Mary hrd@mailinator.com . HR Manager Andersol
Select Employment Status
empp004 Mr. Johnty Rodhes  rodes@mailinator.com - Manager Andersol
empp003 Mr. William Wallace  walls@mailinator.com - Manager Andersol
Date of Joining
Records per page | 20 |
Mode of Employment
Select Mode Of Employm.

® Sentrifugo, 2016 Powered By Sap

Figure 141

e. Inthe selected submenu page, click on Export to PDF or Export to Excel to generate report
Or, to generate custom reports

f.  Provide the specifications required to generate report
g. Click GENERATE REPORT to generate a custom report
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Site Configuration allows you to configure the standards used in your organization such as locations, currency

codes, date formats, ethnic codes, etc.

11.1 How do | view/edit Site Preferences?

This information was first given in the Step 2: Site Config of the Configuration Wizard.

Please refer Figure 142
You (Company Admin/Management/HR) can able to view the page

Moare ¥

Site Config

(% Unpin from shortcuts

. :

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization  Analytics
b

General [ | Home » Site Config » Site Preferences

Location L I

Currency r
e e s e Default Date Format Day, menth and four digit year with dots. Default Time Format

(Example: 10.01.2013)
Shorcuts

Default Time Zone America/Antigua [AST]

T -

Default Password Alphanumeric

The password should contain atleast one
alphabet and one number. The minimum
length should be 6 characters and
maximunt length should be 15
characters. Eg: myname123

Description

Figure 142

Click Site Config in the top menu
Click Site Preferences in the left menu panel

You can view your Site Preference details here
Click Edit icon

o0 T W

Default Currency

Hour and minutes, with meridian.
(Example: 9:10 AM)

US Dollar(UsD)
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Please refer Figure 143
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Recruitments

Appraisals

Background Check

Organization

cl3[:) GHANA HR SOLUTIONS

Analytics Site Config More ¥

3 Site Preferences

General [ | Home » Site Config » Site Preferences » Edit
Location > Date Format * Time Format *

T Day, Month And Four Digi... Hour And Minutes, With ...
Currency L

A e e e e Example: 10.01.2013 Example: 9:10 AM
Shortcuts

Default Password * Description

Alphanumeric

‘s

1a

remaining (200 maximum)

Default Time Zone*
America/Antigua [AST]

Add Time zone

Default Currency *
US Dollar (USD)
Add Currency e

The password should contain atleast one alphabet and one number. The minimum length should be 6 characters and maximum length should be 15 characters

Eg: myname123
CIAY=| Cancel
T

Figure 143

e. Enter/Edit the details
f.  Click SAVE button

11.2 How do | set General Site Preferences?

You can set general preferences like time zones, nationalities, gender codes, ethnic codes etc. which will be

consistent across the entire application.

Please refer Figure 144
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service Service Request HR Recruitments

Appraisals

Background Check

Organization

Analytics Site Config

Site Preferences

b - 4 Home > Site Config » General > Gender
Ethnic Codes — iy
Identity Codes =
Action Gender Code Gender
u Gender
o B o M Male
Time Zones
o = m F Female
Marital Status
G o Records per page | 20 ¥

Prefixes c
Race Codes

Nationality Context Codes
Nationalities

Account Class Types
License Types

Email Contacts

Number Formats
Location >

currency -

Shortcuts

L]

= a8

Figure 144

Click Site Config in the top menu
Click General on the left menu panel

a0 oo

Click +Add button

Click on any option in the submenu (We've used Gender as an example)

% Pin to shortcuts

o [ o -

Desecription
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Please refer Figure 145
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recrunments  Background Check Organization  Analytics Site Config Mare ¥

Site Preferences

General v 4 Home » Site Config » General » Gender » Add

Ethnic Codes Gender Code @ * Gender @ * Description

Identity Codes e
3 Gender f 200 characters remaining {200 maximum)

Time Zones 7Y | Cancel

Marital Status

Figure 145

e. Enter/Edit the details
f.  Click SAVE button

11.3 How do | set Identity Codes?

Identity code is the alphabets used in an Employee ID. For example in the Employee IDs EMP0033 and USEROQ9,
EMP and USER are the identity codes respectively.

Please refer Figure 146
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Background Check Organization  Analytics Site Config Mare ¥

Site Preferences a

b v 4 Home » Site Config » General » Identity Codes E® Pin to shortcuts
Ethnic Codes d SH| epiT

c
_ Employee empp Background Agency BGCK

Gender

Users USER Requisition REQ
Time Zones
Description Identitfication codes for different

Marital Status categories of people in an organization

Prefixes
Race Codes
Figure 146
a. Click Site Config in the top menu
b. Click General on the left menu panel
c. Click Identity Codes in the submenu
d. Your default identity code details will be displayed here

e. Click Edit icon
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Please refer Figure 147
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service Recruitments

Service Request  HR

Appraisals Background Check Organization  Analytics Site Config More ¥

Site Preferences

General v 4 Home » Site Config » General » Identity Codes » Edit

Ethnic Codes
a |dentity Codes

Gender

Time Zones

Marital Status

Employee *

empp

g

Background Agency *

Users *

USER REQ

Requisition *

Figure 147

f.  Edit the details
g. Click SAVE button

11.4 What should | do if my Country/State/City are not available in Ghana HR
solution?

Please refer Figure 148
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request  HR Appraisals Recruitments  Background Check Organization  Analytics Site Config More ¥
Site Preferences a
General r 4 Home » Site Config » Location » Countries % Pin to shortcuts
Location | b ¥, Countries d G B
A Countries | c Action Country Country Code
S Lo M AR United States usa
Cities
cpe Records per page | 20 '|
Geo Groups .
Currency »
Figure 148
a. Click Site Config in the top menu
b. Click Location on the left menu panel
c. Click Countries in the submenu
d. Click +Add button
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Please refer Figure 149
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization  Analytics Site Config More v

Site Preferences

General [ | Home » Site Config » Location » Countries » Add f
I 1

Location v COUNTTY * e 2 Other Country * Country Code *

s o
a Countries

States

Cities 7Y Cancel

Geo Groups g

Figure 149

e. Select ‘Other’ in the Country field
f.  Provide Other Country name and code
g. Click SAVE button

Once an unavailable ‘Country’ name is added, it will be appear in the drop down option when you want to add a

state or city. You can use the same procedure shown above to add States and Cities not available in the
application.

11.5 How do | add Currency and Currency Conversions?

Currencies

Please refer Figure 150
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization  Analytics Site Config More ¥
Site Preferences a
General [ | Home » Site Config » Currency » Currencies % Pin 1o shortcuts
Goarency b N Action Currency Currency Code Description
ucanencies. |€ orE US Dollar usD
currency Conversions =
[eye Records per page ‘ 20 '_|
Shortcuts
L -
Figure 150
a. Click Site Config in the top menu
b. Click Currency on the left menu panel
c. Click Currencies in the submenu
d. Click +Add button
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Please refer Figure 151
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Recruitments

Appraisals

Background Check Organization  Analytics Site Config

GHANA HR SOLUTIONS

Site Preferences

General [ | Home » Site Config » Currency » Currencies » Add
Location L4 Currency @ * Currency Code @ * Description
currency x e

§ Currencies 200 characters remaining (200 maximurm)

Cancel
f

Currency Conversions

Shoricuts

‘s

2

Figure 151

e.
f.

Enter the required details
Click SAVE button

Currency Conversions

Please refer Figure 152
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments

Background Check

Organization  Analytics Site Config

Site Preferences a
General rdq Home » Site Config » Currency » Currency Conversions
Lacgtion r Currency Conversions
Currency b . = 3 A
i L Action Base Currency Target Currency Exchange Rate Active Start Date Active End Date
C i - 2

iaiils erd US Dollar indian Rupee 70 01.09.2016 30.09.2016

s Currency Conversions | c
c R Records per page | 20 '|
Shortcuts
oo
[ 1]

Figure 152

a. Click Site Config menu option
b. Click Currency on the left menu panel

c. Click Currency Conversions in the submenu
d. Click +Add button

% Pin 1o shorcuts

o] o+

Description
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Please refer Figure 153
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service Service Request HR  Appraisals Recrunmemts  Background Check Organization  Analytics Site Config

Site Preferences

General [ | Home » Site Config » Currency » Currency Conversions » Add
Location L4 Base Currency * Target Currency * Exchange Rate @+ Active Start Date @+
A Select Base Currenc) Select Target Currenc: i
Currency . L 3 < A 1 L L
.............................. Add Currency Add Currency e
Currencies
s Currency Conversions Active End Date @ * DesEpLon
Shortcuts —
f 200 characters remaming (200 maximum)

ﬂ‘ E& == Cancel

Figure 153

f. Enter the required details
g. Click SAVE button
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12. Logs

Logs allow you to check the amount of activity happening on the application along with the daily users' login
record.

12.1 How do | view Activity Logs?

Please refer Figure 154
You (Company Admin/Management) can able to view the page

w GHANA HR SOLUTIONS Super Admin =

Dashboard HR  Organization ~ Site Config  Payroll

Home > Logs > Activity Log
s ActivityLog | b .

Organisation

User Log
TCL v
Shorteuts Activity log ce
You have not configured your
shorteut icons. Click here to Menu Name Last Modified By Employee ID Action Last Modified Record Last Modified Date
configure
— Service Request Jothi Basu S LLT44 Edit View Record 03/15/2024 at 02:59 PM
Service Request Prabhakaran § LLT091 Add View Record 03/15/2024 at 02:57 PM
. e
Interviews Senthil Srinivasan LLT0001 Edit d 03/13/2024 t 02:58 PM
c Leave Request Rajesh N LLTO01 Add 03/07/2024 at 11:18 PM
Leave Management Options Rajesh N LLTO01 Add View Record 03/07/2024 at 11:18 PM
Appraise Your Manager Karthi M LLT46 Add View Record 03/07/2024 at 12:35 PM
Self Appraisal Karthi M LLT46 Add View Record 03/07/2024 at 12:26 PM
Initialize Appraisal Rajesh N LLT001 Add View Record 03/07/2024 at 12:18 PM
Manager Appraisal Jothi Basu S LLT44 Add View Record 03/07/2024 at 12:17 PM
Ratings Rajesh N LLT001 Add View Record 03/07/2024 2t 12:13 PM
Questions Jothi Basu S LLT44 Add View Record 03/07/2024 at 12:02 PM
Ratings Rajesh N LLTO01 Edit View Record 03/07/2024 at 11:58 AM

Figure 154

Click Logs in the top menu

Click Activity Log in the left menu panel

You can view the activity logs here

Click on View Record to view the modified record.

® o o T o

Click on the action (Add/Edit/Cancel) option to view the employees who performed those actions in
that menu.
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On clicking action (Edit/Add) option, a small window will open:

Categories - Edit x

User Employee ID Date Record

Super Admin empp0001 19.09.2016 at 07:17 AM View Record

Records per page
CLOSE

Clicking View Record will take you to the record’s page.

12.2 How do | view User Logs?

Please refer Figure 155
You (Company Admin/Management) can able to view the page

Dashboard HR  Organization ~ Site Config  Payroll Logs
a
Home > Logs > User Log
Activity Log
4 Organization
b User Log
b ToL v
Shortcuts User |Dg c Lo
You have not configured your
shorteut icons. Click here to User Employee ID Group Role Login Time Ip Address
configure
Jothi Basu S LLT44 Manager Manager 03/21/2024 at 03:10 PM 127.0.0.1
Rajesh N LLTO001 HR HR Manager 03/19/2024 at 02:08 PM 127.0.01
Karthi M LLT46 Employees Team Lead 03/19/2024 at 02:08 PM 127.0.01
c Rajesh N LLT001 HR HR Manager 03/19/2024 at 02:07 PM 127.0.01
Jothi Basu S LLT44 Manager Manager 03/19/2024 at 02:06 PM 127.0.01
Jothi Basu S LLT44 Manager Manager 03/19/2024 at 11:50 AM 127.0.01
Jothi Basu S LLT44 Manager Manager 03/18/2024 at 08:48 PM 127.0.0.1
Jothi Basu S LLT44 Manager Manager 03/18/2024 at 06:33 PM 127.0.01
Jothi Basu S LLT44 Manager Manager 03/15/2024 at 03:22 PM 127.0.01

Figure 155

a. Click on Logs in the top menu
b. Click on User log in the left panel
c. You can view the user logs here
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Expenses allows you to manage your expenses, trip budgets, advances and receipts. You can create and send your
expenses for approval to your Reporting Manager. Expenses can be placed into various categories such as food,

travel, entertainment etc.

Export (PDF)
Trip

Submit Trip Add Receipts Receipts to

Expenses

Check My Allot

Advances

Advances to
Employees

-Select Advance /Add to

-Enter Expense Details

Trip/Upload Receipts

Process Description:
e User (Any user with a reporting manager) can add a new Trip
o User can submit the Trip for approval

o User can export the trip as an expense
e Advances
o User can check the advances allotted to him/her
o User can allot advances to employees reporting to him/her
® Receipts
o User can add/upload receipts
o User can attach receipts to expenses
o User can download existing receipts
e User can add expenses
User will need to enter expense details

[e]

User can select an advance amount/add the expense to a trip/upload receipts (optional)

o)
o User can then submit his/her expense
o

The user’s reporting manager receives the user’s expense request, he/she can:

= Approve the expense
* Reject the expense

=  Forward the expense to another manager who can perform the actions on his/her behalf.
(The other manager also has the same options i.e Approve/Reject/Forward)

Note: There is no limit on how many times an expense can be forwarded.
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13.1 How do | add an Expense Category?

Please refer Figure 156
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config  More ¥
Modules
Shortcuts
‘
L) e
ax Q E’ @ vou have not configured your widgets. Click hers 1o configure. Assets
Time

Logs

Company
Announcements

Figure 156

a. Click Expenses in the top menu

Please refer Figure 157
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Background Check Organization Analytics Site Config More ¥

Expenses

b 4 Home » Expenses » Category + Add

Payment Mode

Receipts Category C c P

Trips
Action Expense Category Name Created By Created Date
Advances > _
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr Ew Travel Super Admin 09/12/2016
My Employee Expenses
Ew Food Super Admin 09/12/2016
Shortcuts =
Ew Hardware Super Admin 09/12/2016
[ - -
(T3 Q El, Ew Boarding Super Admin 09/09/2016
c o Records perpage 20 ¥
Figure 157

b. Click Category on the left menu panel
c. Click +Add button on the right side
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Or

Please refer Figure 158
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recrunments  Background Check Organization Analytics Site Config More ¥
§ Expenses
Category 4 Home » Expenses » Expenses

Payment Mode

Recelbes Expenses
Trips Payment Mode
Expense Name Project Client Category Expense date Reil le srawus
Advances L
My Employee Expenses No data found
Shortcuts
[ ] =
o Q

Figure 158

d. Click +Add on the top right corner
e. Select Category

Please refer Figure 159
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Background Check Organization Analytics Site Config More ¥
Expenses
§ Category 4 Home » Expenses » Category » Add + Add
Payment Mode
Receipts Expense Category Name * e f
Trips Lodging
Advances L2

My Employee Expenses
SAVE | fe=lleEl]
Shortcuts

o QB

Figure 159

f.  Enter Category name
g. Click SAVE button
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13.2 How do | add a Payment Mode?

The method of payment for example: credit card, net banking, cash etc.

Please refer Figure 160
You (Company Admin/Management/HR) can able to view the page

Dashboard Self Service

Service Request HR Appraisals  Recruitments  Background Check

@ GHANA HR SOLUTIONS

Analytics  Site Config More ¥

Shortcuts
4
[ ) et
[ L3 Q E‘ @ vou have not configured your widgets. Click here 1o configure.
Figure 160
a. Click Expenses in the top menu
Please refer Figure 161

You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service

Service Request HR Appraisals  Recruitments  Background Check Organization

Modules

Exzak

Assets

| Time

Logs

Company
Announcements

Analytics  Site Config More ¥

Expenses

Category

N Payment Mode b

Receipts
Trips

Advances

My Employee Expenses

Shortcuts

o @ B

4 Home » Expenses » Payment Mode

Payment Mode

Action Payment Mode Created By

B Money Super Admin

B @ Check Super Admin

cRr Records per page . 20 v-
Figure 161

b. Click Payment Mode on the left menu panel
c. Click +Add button on the right side

Or

Created Date
09/08/2016

09/08/2016
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Please refer Figure 162
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Check Organization Analytics Site Config More ¥
Expenses
Category 4 Home » Expenses » Payment Mode d + Add
a Payment Mode
Category
Recelpts Payment Mode +
il Payment Mode
Action Payment Mode Created By Created Date
Advances L4 e €
e e Ba Money Super Admin 09/08/2016
My Employee Expenses
Bo Check Super Admin 09/08/2016
Shortcuts g
c R Records per page | 20 ¥
o it E
o QB
Figure 162

d. Click +Add on the top right corner
e. Select Payment Mode

Please refer Figure 163
You (Company Admin/Management/HR) can able to view the page

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check Organization  Analytics  Site Config More ¥

Expenses

Category 4 Home > Expenses » Payment Mode » Add
§ Payment Mode

Receipts Payment Mode * e T

Trips . Bank Draft

Advances 4
© MyEmployee Bxpenses 5

LAY BCancel
Shortcuts

o Q B

Figure 163

f.  Enter Payment Mode name
g. Click SAVE button
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13.3 How do | add an Expense?

Please refer Figure 164
You (Company Admin/Management/HR) can able to view the page

Recruitments Organization

Appraisals

Dashboard  Self Service  Service Request HR

GHANA HR SOLUTIONS

Expenses Time

s Expenses | b

Receipts 4 Home » Expenses » Expenses
Trips
Advances » Expenses

My Employee Expenses Action Expense Name Project Client

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

Figure 164

a. Click Expenses in the top menu
b. Click Expenses in the left menu panel
c. Click +Add button on the right side

Please refer Figure 165
You (Company Admin/Management/HR) can able to view the page

Category

[E=]

Expense date Amount Reimbursable Status

No data found

Time

Expenses

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Organization
™ Expenses
Receipts 4 Home » Expenses » Expenses » Add
Trips
Expense Name* Category *

Advances >

My Employee Expenses

Select Category

Shortcuts
Amount * Reimbursable * a2
You have not configured your o @ves @ Mo
shortcut icons. Click here to
configure
Payment Ref # Add To Trip
Select Trip
Add Trip
—
1
Cancel
Figure 165

d. Enter the required details
e. Not functional in the current version

Praject @ Expense date *

Select Project

Select Advance e T Payment Mode *

No Advance Select Payment Mode

h

Description
i o Upload Receipts

200 characters remaining (200 maximum)
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f.  Employers can pre-allocate a certain amount of money called Advance to an employee, which can be
used for expenses incurred during trip(s) or for project(s) and client(s).

g. Add Trips for managing multiple expenses, clients and projects. A Trip comprises of the various costs
incurred in a trip like travel, food, and accommodation

h. Upload Receipts to support your expenses
i. Click SAVE button

13.4 How do | submit an Expense for approval?

You will need to create an Expense, before you can submit it.

Please refer Figure 166

Dashboard  Self Service  Service Request  HR Appraisals  Recrunments Organization Expenses Time

b -
Receipts q Home » Expenses » Expenses + Add

Trips
Advances 4 Expenses Brd co
My Employee Expenses Action Expense Name Project Client Category Expense date Amount Reimbursable Status
shortcuts C E = @ Travel Allowance  SearchEngine US Client  Travel 09/07/2016 2000.00 No saved
You have not configured your L= travel SearchEngine US Client  Travel 09/01/2016 500000 Mo submitted
shortcut icons. Click here to
corfigure c Lo Records perpage 20 ¥
Figure 166
a. Click Expenses in the top menu
b. Click Expenses in the left panel
c. Click View button in the action column
Please refer Figure 167
Dashboard  Self Service  Service Request HR Appraisals  Recrui Organization Expenses Time
§ Expenses
Receipts 4 Home » Expenses > Expenses s View
Trips
Advances g d
My Employee Expenses Travel & Edit ‘ 1 Clone ‘ [ Export expense
Allowance !
shortcuts :
INR-2000.00
You have not configured your Category : Travel
shortcut icons. Click here to
configure
Expense # Travel Allowance Client US Client
Project SearchEngine Reimbursable Mo
Exchange Rate 0.00 Payment Mode Money

Payment Ref #
Advance No Advance

Description

Figure 167
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d. Click Submit button

A confirmation message will be displayed.
Please refer Figure 168

Expense Submit

Are you sure you want 1o submit the
expense ?

| e

ves [no-

Figure 168

e. Click Yes

13.5 How do | export an Expense?
You will need to create an Expense, before you can export it.

Please refer Figure 169

Dashboard  Self Service  Service Request  HR Appraisals  Recruitments Organization Expenses Time

s Eerses | b a

Receipts 4 Home » Expenses » Expenses
Trips
Advances E Expenses Bd co
My Employee Expenses Action Expense Name  Project Client Category  Expensedate  Amount  Reimbursable  Status
Shortcuts £ E & @ Travel Allowance SearchEngine US Client Travel 09/07/2016 2000.00 No saved
You have not configured your ozE travel SearchEngine US Client Travel 09/01/2016 5000.00 No submitted
shortcut icons. Click here 10
configure :
9 cp Records perpage | 20 ¥

Figure 169

a. Click Expenses in the top menu
b. Click Expenses in the left panel
c. Click View button in the action column
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Please refer Figure 170

Dashboard  Self Service  Service Request  HR Appraisals  Recruitments  Organization Expenses Time

u Expenses
Receipts 4 Home ) Expenses Expenses » View
Trips
Advances . d
Wy Employee Expenses Travel Allowance | Seus:Swmited &1 clone |
- INR-2000.00 .

G / v
‘You have not configured your Gategory - Tranel

shortcut icons. Click here to

configure
Expense Travel allowance Client US Client
Project SearchEngine Reimbursable No
Excnange Rate 0.00 Payrment Moce Money

Payrment Ref #
Advance No Advance

Description
Figure 170

d. Click Export expense button

An expense report in PDF format will be downloaded.

13.6 How do | clone an Expense?

You can clone an expense if a new expense has similar details to the one you want to clone. It will save you the
trouble from creating a new expense from scratch.

You will need to create an Expense, before you can clone it.

Please refer Figure 171

You (Management/HR) can view the page.

Dashboard  Self Service  Service Request  HR Appraisals  Recruiiments Organization Expenses Time
b a
Receipts q Home » Expenses » Expenses + Add

Trips
Advances E Expenses Add G ©
My Employee Expenses Action Expense Name Project Client Category Expense date Amount Reimbursable Status
Shortcuts £ E = @ Travel Allowance  SearchEngine US Client  Travel 09/07/2016 2000.00 No saved

You have not configured your oEzm travel SearchEngine  US Client  Travel 09/01/2016 500000 No submitted

shortcut icons. Click here to

corfiure cp Records perpage 20 ¥
Figure 171

a. Click Expenses in the top menu

b. Click Expenses on the left menu panel
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c. Click View button in the action column

Please refer Figure 172

Dashboard Self Service  Service Request  HR Appraisals  Recruitments  Organization Expenses Time
u Expenses
Receipts 4 Home » Expenses » Expenses » View = Add
Trips
Advances L2
My Employee Expanses Travel Allowance | =@wsisummsd | & export expense
INR-2000.00
Shortcuts

You have not configured your Gategopy mhal

shortcut icons. Click here to

configure
Expense # Travel Allowance Client US Client
Project SearchEngine Reimbursable No
Exchange Rate 0.00 Payment Mode Money

Payment Ref 2

Advance No Advance

Figure 172

d. Click Clone option

You will be redirected to the Add Expense screen. The details will be auto filled by default, you can edit the

details.
Please refer Figure 173

Dashboard  SelfService  Service Request HR  Appraisals  Recruitments  Organization Time
M Expenses
Receipis 4 Home » Expenses » Expenses » Edit
Trips
Advances » Expense Name * Category * Project (7] Expense date *

e . . e =
My Employee Expenses Accommodation Traveling Delta Project 2016-09-08
Shortcuts

Amount * Reimbursable * Select Advance Payment Mode =
You have not configured your
e s S v INR 5000.00 Oves @nNo No Advanice Money

configure TINR= 65,00 USD
Payment Ref # Add To Trip Description +
T =1 Upload Receipts
12313 Trip Te Canada
Add Trip
e

Cancel

Figure 173

e. Click SAVE button
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13.7 How do | approve/reject Employee Expenses?

Please refer Figure 174

Dashboard  Self Service  Service Request  HR Appraisals  Recruitments Organization Expenses Time
b a
Receipts 4 Home » Expenses » My Employee Expenses
Trips
Advances » Employee Expenses cpo
c Action Employee Expense Trip Category Expense date Currency Amount Status

Shoricuts d Arun JJ Travel Allowance Travel 2016-09-07 Indian Rupee  2000.00 submitted

You have not configured your © Arun JJ travel Travel 2016-09-01 Indian Rupee  5000.00 submitted

shertcut icens. Click here to
conMIgoe oL Records per page | 20 ¥
Figure 174

Click Expenses in the top menu

Click Expenses in the left menu panel

Click My Employee Expenses in the submenu
Click View icon in the action column

Qa 0 T o

Please refer Figure 175

Dashboard Self Service Service Request  HR Appraisals Recruitments  Organization Expenses Time

Expenses
Receipts 4 Home » Expenses » My Employee Expenses » View
Trips
Advances L
. r-.ui Emblnyée E)V-:pew{sesr - l{%\{ggnce | Status: Submitied Category  Travel P Export expense * Forward

Shortcuis %Iab 0 U

You have not configured your
shortcut icons. Click here to

configure Expense # Travel Allowance Client US Client
Project SearchEngine Reimbursable No
Exchange Rate 0.00 Payment Mode Money

Advance Mo Advance

Figure 175
e. Click Approve/Reject

A confirmation message will be displayed.
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Please refer Figure 176

Expense Approve

Are you sure you want to approve the
expense ?

f
oo [ho”

Figure 176

f.  Click Yes Button

13.8 How do | forward an Expense to another Manager?

Please refer Figure 177

Dashboard Self Service  Service Request HR Appraisals  Recruitments Organization Expenses Time
b a
Receipts q Home » Expenses » My Employee Expenses
Trips
Advances L Employee Expenses c Lo
» My Employee Expenses | C Action Employee Expense Trip Category Expense date Currency Amount Status
Shortcuts d Arun JJ Travel Allowance Travel 2016-09-07 Indian Rupee  2000.00 submitted
You have not configured your © Arun JJ wravel Travel 2016-09-01 Indian Rupee  5000.00  submited
shortcut icens. Click here to
f
SO (e3P e} Records perpage | 20 ¥
Figure 177
a. Click Expenses in the top menu
b. Click Expenses on the left menu panel
c. Click My Employee Expenses in the submenu
d. Click View button in the action column
Please refer Figure 178
Dashboard  Self Service  Service Request  HR Appraisals Recruitments Organization Expenses Time
Expenses
Receipts 4 Home » Expenses » My Employee Expenses » View - Add
Trips
Advances L

:’nVMy Empioyeé Expenses travel Status® Submitted Category: Travel ™ Export expense Approve
" i ! e
Shoricuts HEJ%U .00 ! !

You have not configured your
shortcut icons. Click here to

configure Expenze # travel Client US Client
Project SearchEngine Rexmbursable No
Exchange Rate 0.00 Payment Mode Money
Payment Ref # #46546
Advance INR 0.00
Description
Figure 178
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e. Click Forward option

A small pop up window will open

Please refer Figure 178

Forward expense 10 x

John Michael

Ron Born

Rose Mary

Jim Carol

Figure 178

f.  Click Forward button against the Manager’s name to whom you want to forward the expense to

The other manager will receive an email notification informing him about the forwarded expense. He/she can
Approve/Reject/Forward the expense.
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13.9 How do | upload Receipts?

Please refer Figure 179

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Organization Expenses Time

Expenses
b 4 Home » Expenses » Receipts + Add

Trips
s ovmlo FALEEETVE ()l Unreported Receipts (0)

Advances

My Employee Expenses

Shortcuts Al Start Date End Date
o o o
You have not configured your 09/01/2016 09/12/2016 Clear
shortcut icons. Click here to
configure
C

or drag and drop file(s) here

Figure 179

a. Click Expenses in the top menu
b. Click Receipts on the left menu panel
c. Click here to upload receipts Or Drag and drop files here
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13.10 How do | download my Receipts?

Please refer Figure 180

Dashboard  Self Service

Expenses

=] b

Trips
Advances

My Employee Expenses

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

a 0 T o

Service Request  HR Appraisals  Recruitments

4 Home » Expenses » Receipts

»
d

All

or drag and crop fle(s) hers

Click Expenses in the top menu

Click Receipts on the left menu panel
Select the receipt you want to download
Click Download button

e. Click More Action icon

GHANA HR SOLUTIONS

Organization Expenses Time
d
PR ES )  Unreported Receipts (1)
Start Date End Date
09/01/2016 [ 09/12/2016 =] m Clear
e[
A
c
Figure 180
Or
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Please refer Figure 181

Organization

Expenses

GHANA HR SOLUTIONS

Dashboard  Self Service  Service Request HR Appraisals  Recruitments
Expenses
3 Receipts 4 Home » Expenses » Receipts
Trips
Advances 3
7 M;;En;ploﬁeetxp;ensés 7 =
All Start Date

Shortcuts
09/01/2016

You have not configured your
shortcut icons. Click here 10
configure

or drag and drop file(s) here

End Date

09/23/2016

Tickets(T

% Remove From Expense
UBD = e,
saved [t O e ]

e

& Download |f

Figure 181

f. Select Download

13.11 What are Unreported Receipts?

E* Pin to shortcuts
AR TENER  Unreported Receipts (0)

Receipts which haven’t been attached with any Expense or Trip are placed in the Unreported Receipts category.

Please refer Figure 182

Organization

Expenses Time

Dashboard  Self Service  Service Request HR  Appraisals  Recruitments
Expenses
u Receipts 4 Home » Expenses » Receipts
Trips
My Employee Expenses
Shortelts All Start Date
08/01/2016

You have not cenfigured your
shorteut icons. Click here 1o
configure

Ttac

or crag and orop flejs) hers

End Date
09/12/2016

Figure 182

All Receipts (1) JRIGEE G CLRRETER Y]

. w Clear
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13.12 How do | add Receipts to Expenses/Trips?
To upload receipts while adding expenses, please refer 14.3 How do | add an Expense?

Please refer Figure 183

Expenses Time

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Organization

Expenses

Trips
Advances > EUR T eRgh I Unreported Receipts (1)
My Employee Expenses

All Start Date End Date

Shortcuts . = o
Sea 09/01/2016 09/23/2016 Clear

You have not configured your
shartcut icons. Click here to
configure

+ Add New Expense

d | + Add ToExpense

o W Delete Recei
= E & Download

or drag and drop file(s) here

Figure 183

Click Expenses in the top menu

Click Receipts on the left menu panel
Click More Actions icon

. Click Add to Expense

o 0o T o

A small pop up window will open.
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Please refer Figure 184

Add To Expense X

Tickets

100.00

=+ Add 1o
Expense e

Figure 184

e. Click Add to Expense.

The below image shows the receipt has been added to an expense

Dashboard  Self Service  Service Request HR Appraisals  Recrunments Organization
Expenses

s Receipts 4 Home > Expenses » Receipts P Bl sHoRGUES
Trips

Advances L4 PRSIl Unreported Receipts (0)

My Employee Expenses

All Start Date End Date

09/01/2016 09/23/2016 Clear

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

Tickets(Travel)

USD-100.00
saved
or drag and drop file(s) here

If you need to add a new expense after adding a receipt, then you can add
! expenses from Expenses > Receipts > Click on More Actions Button > Add New

7 @’ Expense.
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13.13 How do | delete a Receipt?

Please refer Figure 185

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Organization Expenses Time
Expenses
b 4 Home > Expenses > Receipts B Pin to shortcuts
Trips
Advances E G e-TueREN  Unreported Receipts (0)
My Employee Expenses
All Start Date End Date
Shortcuts — -
E 09/01/2016 09/23/2016 Clear
You have not configured your
shortcut icons. Click here to
configure
Cl:
H
Tickets(T
® Remove From Expense
1% S mei s e
saved & Edit Expense

or drag and drop file(s) here

& Download

Figure 185

Click Expenses in the top menu

Click Receipts on the left menu panel
Click More Actions icon

Click Delete Receipt

Q 0 T w

A confirmation message will be displayed.

Please refer Figure 186 )
Delete Receipt

Are you sure you want to delete the
selected receipt?

=

Figure 186

e. Click YES Button

143



@ GHANA HR SOLUTIONS

13.14 How do | create a Trip?

Add Trips for managing multiple expenses, clients and projects. A Trip comprises of the various costs incurred in a
trip like travel, food, and accommodation. This helps the managers to get an overview of the employee’s entire

trip expense at one go.

Please refer Figure 187

Dashboard Self Service  Service Request  HR Appraisals  Recruitments  Organization Expenses Time

Expenses a

Receipts 4 Home » Expenses » Trips =+ Add
:
Advances " Trips ¢

My Employee Expenses . . L
¥ =mpley P Action Trip From date To date Description
shorteuts Mo data found
*You have not configured your
shortcut icons. Click here to
configure
Figure 187

a. Click Expenses in the top menu
b. Click Trips on the left menu panel
c. Click +Add Button

Please refer Figure 188

Dashboard  Self Service  Service Request HR Appraisals  Recruitments Organization Expenses Time
Expenses
Receipts 4 Home » Expenses » Trips 7 Add o+ Add
u Trips
Advances » Trip = From date To date Description d
My Employee Expenses Newyark 09/07/2016 [ 09/14/2016 Client Meeting
sh 86 cni
Shortcuts
e
You have not configured your
shortcut icons. Click here to =LV Cancel

configure

Figure 188

d. Enter the required details
e. Click SAVE button
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13.15 How do | allot an Advance to an Employee?

Ghana HR solution allows Manager to pre-allocate a certain amount of money called Advance to an employee,
which can be used for expenses incurred during trip(s) or for project(s) and client(s).

Please refer Figure 189

Dashboard  Seif Service  Service Request HR Appraisals  Recruitments  Organization Expenses Time

Expenses a
Receipis 4 Home » Expenses ; Advances » My Advances » Employee Advances o+ Add
Trips
b & Employee Advances ol | + ]
My Advances Aetiii Employee Amount Uilized
u Employee Advances | C © At 2000.00 partial
My Employee Expenses
cpe Records perpage | 20 v
Shoricuts

You have not configured your
shortcut icons. Click here to
configure

Figure 189

Click Expenses in the top menu

Click Advances on the left menu panel
Click Employee Advances in the submenu
Click +Add Button

o 0 T W

Please refer Figure 190

Dashboard  Self Service Service Request HR  Appraisals  Recruitments Organization Expenses Time

Expenses
Receipts 4 Home » Expenses » Advances » My Advances ) Employee Advances » Add m
Trips —
Advances : Employes”  enmmm— S Project  eom— f Amount Payment Mode*
""" My Advances SESS Select Employee Select Project INR Select Payment
a Employee Advances g
My Employee Expenses Payment Aef # Description
Shortcuts
You have not configured your h 0B et amadniog (00 Tkdmiing -

shortcut icons. Click here to

configure Cancel

Figure 190

Employees reporting to you will be populated in the drop down option
The Employee’s projects will be populated here

Enter the required details

Click SAVE button

Sm oo
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13.16 How do | view the Advance allotted to me?

Please refer Figure 191

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Organization Expenses Time

Expenses a

Receipts 4 Home » Expenses » Advances ) My Advances

=+ Add

Trips

Gee]b .

§ My Advances I C

Employee Advances

2000.00

Total Advance

1500.00

Utilized

500.00 0.00

Returned Balance
My Employee Expenses

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

INR-2000.00 |d
0On 09/09/2016
Added by James Stiles

Figure 191

Click Expenses in the top menu
Click Advances on the left panel

Click My Advances in the submenu

a.
b.
c.
d.

Please refer Figure 192

You can view the advance amount and the person’s name who has allotted you the advance

Dashboard  Self Service Service Request HR  Appraisals  Recruitments Organization Expenses
Expenses
Receipts 4 Home » Expenses » Advances » My Advances
Trips
Advances b4 e f g h
3 My Advances 4000.00 1500.00 500.00 2000.00
Total Advance Utilized Returned Balance ) ef—

Employee Advances
My Employee Expenses
Shortcuts

You have not configured your

shorteut icons. Click here 1o

configure
INR-2000.00 INR-2000.00

On 09/12/2016

Addad by James Stilas

0On 09/09/2016

Added by James Stiles

Figure 192

146



GHANA HR SOLUTIONS

e. Advance amount allotted to you
f.  Advance amount utilized by you
g. Advance amount returned by you
h. Balance Advance amount
i. Clck here to return Advance amount
A small pop up window will open.
Please refer Figure 193
Return Advance X
Amount * Fayment Mode * Payment Ref #
INR Select Payment
Return To * Description J

Select Employes

Cancel

k

Figure 193

j-  Enter the required details
k. Click SAVE button
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14. Assets

GHANA HR SOLUTIONS

Keep a track of your organization’s assets like computers, laptops, phones etc. and assign them to employees. It
enables the Employers to have quick access to information related to all the assets in the organization. A user can
create asset categories and subcategories. Asset details such as invoice number, vendor details, warranty status,
asset images etc. can be added and then assigned to employees.

~
. Management/HR/System Admin Employee

Add Asset Allocate/

Category Reallocate Assets
to Employee

-Create New Asset
-Enter Asset Details
-Allocate Asset to Employee

Raise Asset
Request

Executor

Close Request

Process Description:
User (Management/HR/System Admin) can add a new Asset Category

User then creates a new asset by providing asset details and allocating that asset to an employee

Request Request
Management Manager

Approval Approval

Approve ej Approve

Executor

Close Request

User can allocate/reallocating existing assets to employees
A User (Any User/Employee who has a reporting manager) raises an asset request.
The Executor(s), Viewer(s) and the User will receive an email notification.

The Executor has 3 options:

o He/she can execute and close the service request

o Request for Management’s approval
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o0 Request for User’s manager’s approval

e The actual execution takes place offline If the Executor has requested for either User’s Reporting
Manager or Management’s approval, then the request can be closed once one/both of them have
approved

e If the User’s Reporting Manager or Management reject the request, then the executor can close the
request

e The Reporting Manager or Management will receive an email notification if an approval is sought from
them by the executor(s).

14.1 How do | create an Asset Category?

Please refer Figure 194

You (Company Admin/Management/HR/ System Admin) can view the page.

Dashboard  Self Service Service Request HR  Appraisals Recruitments  Background Check  Organization Analytics SiecConfig Modules Expenses Asseis More ¥

Shorteuts a
L]

= v

=a &, L&y

E" D’ D @ Youhave not configured your widgets. Click here to configure No birthidays today

Company Announcements

e
i

20th Anniversary Celebretions:

Figure 194

a. Click Assets in the top menu

Please refer Figure 195

You (Company Admin/Management/HR/ System Admin) can view the page.

Dashboard Self Service  Service Request  HR Appraisals Recruitments Background Check Organization Analytics SiteConfig Modules Expenses More ¥

Assets
b 4 Home » Assets 3 Assets Category
Asset Categories CIBr|c o
Acti Cat Sub Cat
Shortcuts ik el . egory(s)
E‘ D EJ’ ek Samsung 1
Ea = EY
v ok |05 Phones 4
LR Android 1
(o8 o} Records perpage | 20 -

Figure 195
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b. Click Asset Category on the left panel
c. Click +Add button

Please refer Figure 196
You (Company Admin/Management/HR/ System Admin) can view the page.

More ¥

Background Check  Organization Analytics Site Config Modules Expenses

Dashboard  Self Service ServiceRequest HR  Appraisals  Recruitments

Assets

8 Assets Category 4 Home » Assets ) Assets Category » Add

Category * Sub Category
+ - + Add Sub Category

Shortcuts
e

B B o
Cancel

Figure 196

d. Enter the required details
f.  Click SAVE button

14.2 How do | add an Asset?

Please refer Figure 197
You (Company Admin/Management/HR/ System Admin) can view the page.

Organization  Analytics SiteConfig Modules Expenses Assets More »

Recruitments  Background Check

Dashboard  Self Service  Service Request  HR Appraisals

Shortcuts a
- 4
B i, Dy
E" D’ D 0 You have not configured your widgets. Click here to configure. No birthdays todsy.
Company Announcements
e

20th Anniversary Celebrations
Tue, Sep 13

Figure 197

a. Click Assets in the top menu

150



GHANA HR SOLUTIONS

Please refer Figure 198

You (Company Admin/Management/HR/ System Admin) can view the page.

Dashboard  Self Service  Service Request HR  Appraisals  Recruitments Background Check

s | b

Organization  Analytics  Site Config Modules Expenses More »

Assets Category 4 Home > Assets » Assets
AEsEE c e
= Action Asset Name Category Sub Category Company Asset Code Working Condition Asset Classification Allocated To
oLd Samsung Tab  Samsung Sumsung-Family 233323 Yes Business Unit James HUL
orm Nuxxes Android Nexus 678 Yes Department Jim Carry
ez@ Iphone 105 Phones  Iphone6 S 435 Yes Depariment Tom Hanks
c Lo Records perpage | 20 v

Figure 198

b. Click Assets on the left panel
c. Click +Add button

Please refer Figure 199

You (Company Admin/Management/HR/ System Admin) can view the page.

Dashboard  Self Service  Service Request  HR Appraisals  Recruitments Background Check  Organization Analytics  Site Config Modules More ¥
¥ Assets
Assets Category 4 Home » Assets » Assets » Add
—
Category * Sub Category Company Asset Code * Asset Name *
Select Asset Category Select Sub Category | |
Shoricuts +Add Category +Add Sub Category
., = . e Sy
E: E?’ E’ Location Is Workmg_ Allocate To Asset Classification
Select Location ®Yes (No select Allocate To select Classification
Purchase Date Invoice Number Manufacturer Key Number @

Warranty * Warranty / AMC End Date Motes
®ires: Wiko 1y Upload image(s)

You C ipl 1 Im
260 cheraciers emaining.  0U Can Upload Asset Images
(Supported Formatsjpa.png jpeq,gif)

Cancel

Figure 199

d. Enter the required details
e. Click SAVE button
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14.3 How do | view my Asset(s) details?

Please refer Figure 200

Dashboard

Service Request  HR

Appraisals

Recruitments  Organization Expenses  Time

GHANA HR SOLUTIONS

Leaves a

e

My Holiday Calendar

My Team

Shortcuts

You have not configured your
shortcut icons. Click here to

AlA

Employee Name 5

Home » Self Service » My Details

Mr. James HUL
Employee Id . Emppl04

¢ jamesiz3@mailinatorcom

Contact Number

Email Id

configure

Official Assets

Documents Allocated date d

Asset Name
Leaves Samsung Tab 09/14/16
Salary

Personal

Contact

Skills

Job History

Experience

Education

Training & Certification

Medical Claims

Disability

Dependency

Visa and Immigration

Corporate Card

Work Eligibility

Additional Details

Asset Details | C

Figure 200

Click Self Service in the top menu
Click My Details on the left menu panel
Click Asset Details menu option on the form’s left side

o 0o T w

View your details here
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14.4 How do | raise a Service Request related to my Asset?

Please refer Figure 201
Dashboard  Self Service Service Request HR Appraisals Recruitments Organization Expenses
b -- @
Al 2 4 Home » Service Request: My Reguest Summary
Open 1 My request summary E cpe
Elnsed 1 Ticket# RequestFor  Category  HRequest Type/Asset Name  Prionity  Description RaisedBy  RaisedOn  Status
Hejecten g 500006  Asset Samsung Samsung Tab Medium  Kindly provide the Samsung Tab James HUL  09/14/16 Management appro
Cancelled 0
500005 Asset Samsung Samsung Tab Medium  Please replace my Keyboard. James HUL  09/14/16 Closed
Shortcuts B Records per page
‘You have not configured your
shortcut icons. Click here to
configure
Figure 201

a. Click Service Request in the top menu
b. Click My request summary on the left menu panel
c. Click +Raise a Request button on the right side

Please refer Figure 202
Dashboard  Self Service Service Request HR Appraisals Recruitments Organization  Expenses
My request summary ™
2 All < 4 Home » Service Request s My Request Summary > Add
Open 1
Aequest FOr " mm— d Asset Name* Priority * Description *
Closed 0 1 F
Asset Asset_hard_cable Medium Require a replacement.
Rejected 0
178 characters remaining (200 maximum) ! ]
Cancelled 0
My action summary L Cancel
Shortcuts f
‘You have not configured your
shortcut icons. Click here to
configure
Figure 202

d. Select Asset in the field ‘Request For’
e. Fillin the required details
f.  Click SAVE button

E—'l An asset name will only be populated if an asset is allocated to the
A employee. Also, please ensure the asset category is configured in:

Service Request > Configuration > Settings > +Add
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15. Appraisals

Performance Appraisal is a systematic evaluation of Employees’ performance and to understand their
abilities for further career transition. It is generally done by the supervisors on the basis of factors such as
parameters, questions, ratings etc. In Ghana HR solution, the appraisal is configured for an entire business
unit or for a specific department. Below is the flowchart of the appraisal process followed in Ghana HR

solution:

Initialize Appraisal consists of 3 steps;
-Provide Appraisal details and add
Ratings

-Choose Line Managers

-Configure Parameters & Questions

Enable to
Managers

Initialize
Appraisal

Management, HR
{Only Specific Dept)

Management, HR.
{Only Specific Dept}

Enable to
Employees

Eligible Employees Provide Self-
Appraisal Details and Send it to
L1 Manager

The L1 Manager can provide ratings/

Ch::;ﬁm::r;:n?iﬁs comments and add skills. The L2/L3
: gde'p raisal 'h—_':';y " Managers can only provide the overall
i -~ 0 ratings/comments.
Close Appraisal Management, HR

{Only Specific Dept)

Management

Employees provide feedback
about their Managers

View Feedbhack and Management
Close Feedforward
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Process Description:

A User (Management/HR for only specific department) initializes an appraisal
The appraisal can be enabled to Employees
The eligible Employees will submit their self-appraisal and send it to their L1 Manager.

L1 Managers will provide their comments and ratings for each question and overall comment and rating
for the Employees

e Depending on the number of appraisal levels selected, the L2/L3.. Managers can only provide overall
rating and comment

The User will close the appraisal cycle

Management will initialize feedforward for Employees who have completed their appraisal or for all
Employees

Employees will provide feedback about their Managers

Management will view the feedback and close the feedforward process

15.1 How do | add Parameters?

Parameters define the performance indicators defined by the supervisors to assess the capabilities
of the Employees.

Please refer Figure 203

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Background Check  Organization  Analytics  Site Config  More ¥
| Configuration | b - a
sibgametas e 4 Home > Appraisals » Configuration » Parameters @ Help % Pin 1o shorcuts
Questions Parameters d cP
sklls Action Parameter Description
Hallgs © KRA Key Result Area
Initialize Appraisal
Lo e dsg
Manager Appraisal
Manager Status © BenenG
Employee Status o KPI Key Performance Index
Selfppprakal c R Records per page | 20 '
Figure 203
a. Click Appraisals in the top menu
b. Click Configuration on the left menu panel
c. Click Parameters in the submenu
d. Click +Add button on the right side
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You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Cl Organization  Analytics Site Confiy More ¥
Configuration v
§ Parameters 4 Home » Appraisals » Configuration » Parameters » Add © Help
Questions Parameter @ * e Description — e— f
Skills
Hatmgs 200 characters remaining (200 maximum)
Initialize Appraisal EIAUSI Cancel
Manager Appraisal g
Manager Status
Employee Status
Figure 204

e. Enter the parameter
f.  Provide Description
g. Click SAVE button

15.2 How do | add Questions?

Questions are determined for each parameter defined in the parameters section. For each parameter, the
supervisor can provide more than one question.

Please refer Figure 205

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Background Check  Organization  Analytics  Site Config  More ¥
configuration | b v a
Bafarmetins 4 Home » Appraisals » Configuration » Questions © Help % Pin to shortcuts
Skills Action Parameter Question Description
HEMngs © KRA Verification Static testing
Initialize Appraisal
ez Generic fdgfd
Manager Appraisal
Manager Status L:4 KRA What is PMP Project management
Employee Status Lol KPI What is Metrix MNumbers
Self Appraisal © KPI Validation Dynamic testing
My earmiappcizal © Generic How leng are you working on this project.. Tell us about ypur project details and p..
Appraisal Histol B
| S I ° KRA test question
Feedforward L5 : ) . N ]
L SO R e Lod KRA Explain at high level projects that you . Explain at high level projects that you ..

Figure 205

a. Click Appraisals in the top menu
b. Click Configuration on the left menu panel
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c. Click Questions in the submenu
d. Click +Add button on the right side

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Background Check  Organization  Analytics  Site Config More ¥
Configuration >,

Parameters 1 Home » Appraisals » Configuration » Questions » Add © e
s Questions Parameter*  n— O

Select Parameter
skills
Add Parameter  en— f
Ratings

Initialize Appraisal

h

B  Description

Question @ *
Manager Appraisal

Manager Status
200 characters remaining (200 maximum)

Employee Status

2 ~obNew quesTion [l
Self Appraisal

My Team Appraisal J
>
Appratrsal History cancel
Feedforward .2

Figure 206

e. Select a parameter from dropdown

f.  Add other parameter

g. Enter the question

h. Provide description

i. Click ADD NEW QUESTION to add a new question
j.  Click SAVE button

15.3 How do | add Skills?

Skills are the skill set that enhances the Employee’s profile.

Please refer Figure 207

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Check  Organization Analytics Site Config More ¥
N a
Parameters 4 Home » Appraisals » Configuration » Skills @ Help [ Pinto shortcuts

Questions Skills d Add c L
C Action skill Description

Ratings
4 © fg
Initialize Appraisal
© sfd
Manager Appraisal
Manager Status © development
Employee Status Log Testing

Self Appraisal
op c P Records per page

My Team Appraisal

Figure 207
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Click Appraisals in the top menu
Click Configuration on the left menu panel
Click Skills in the submenu
d. Click +Add button on the right side
Please refer Figure 208

oo o

You (Company Admin/Management/HR) can view the page.

GHANA HR SOLUTIONS

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Check
Configuration »

F;a.mmmer.s N ' q Home » Appraisals » Configuration » Skills » Add

Questions Skl @ e Description sm—
a Skills

Ratings 200 ¢haracters Femaining (200 maximum)
Initialize Appraisal Cancel
Manager Appraisal 4
Manager Status

Figure 208

e. Enter the skill
f.  Provide description if necessary
g. Click SAVE button

15.4 How do | add Ratings?

Organization  Analytics  Site

Config Mare ¥

@ Help

You can add Ratings after completing the first step of Initialize Appraisal. This option is only for editing existing

Ratings, provided Employees have not initiated the self-appraisal process

Ratings are defined for each business unit or department. The rating scales 1-5 and 1-10 are available in Ghana

HR solution.

Please refer Figure 209

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Check

Organization  Analytics S

ite Config More v

ez I a

Parameters q Home » Appraisals » Configuration » Ratings
Questions Ratings
Skills

Action Appraisal Period i Unit Department

u Ratings
c eE Q2 Appraisal, 2018 Asiaglobal Human Resource

Initialize Appraisal

o Q1 Appraisal, 2017 Asiaglobal QualityAssurance

Figure 209

Mananer Annraizal

Click Appraisals in the top menu

Click Configuration on the left menu panel
Click Ratings in the submenu

Click Edit icon on the right side

o 0o T

Rating Type Appraisal Status
1-5 Open

15 Open

@ Help % Pinto shortcuts

Process Status
Enabled to Employees

Enabled 10 Employees
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Please refer Figure 210

You (Company Admin/Management/HR) can view the page.

Configuration w
Parafistens 4 Home » Appraisals » Configuration » Ratings » Edit o Help
Questions Business Unit e Department —_— f
skill Middle East Assembling
ills
3 Ratings
Initialize Appraisal Quarterly Appraisal (Q1), 2017
=
Manager Appraisal Rating Value * Rating Text @ * Rating Value * Rating Text @ *
Manager Status L poor 2z average
Employee Status
Self Appraisal Rating Value* Rating Text @ Rating Value * Rating Text @ * B
My Team Appraisal 3 good 4 very good
Appraisal History 4
Feedforward L4 Rating Value * Rating Text @ *
. . . i 5 Excellent
Shortcuts
==

[ [ = x -
ak  @mQ = Q [VihTNy= Cancel

B Em EFl osea
Figure 210

Select a Business Unit from the dropdown list
Select a Department from the dropdown list
Provide rating text for each rating value

Click UPDATE to save the ratings

> @™o

After configuring the essential details, the next step is the initialization of the appraisal process.

15.5 How do | Initialize an Appraisal process?

Please refer Figure 211

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Check  Organization  Analytics  Site Config  More ¥

Configuration L2 a

b ' d Home » Appraisals » Initialize Appraisal @ Help % Pin 1o shortcuts
Manager Appraisal - .
HER Initialize Appraisal € (i o)

Manager Status
Action Business Unit Department Financial Year  Appraisal Mode Period Appraisal Status Process Status

Employee Status

Self Appraisal L o A Asiaglobal asdf 2019-2019 Quarterly Q1 Open In progress

My Team Appraisal Lo A Middle East Assembling 2016-2017 Quarterly a1 Open In progress

Appraisal History » o Asiaglobal Human Resource 2017-2018 Quarterly Q2 Open Enabled 1o Employees
Feedforward x ok Mo Business Unit tes 2016-2017 Quarterly a1 Open In progress

Rotieudis Lo A Asiaglobal QualityAssurance 2016-2017 Quarterly Qi Open Enabled to Employees

Figure 211

a. Click Appraisals in the top menu
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b. Click Initialize Appraisal on the left menu panel

c. Click +Add button

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service

Service Request

HR

Appraisals

Recruitments

Background Check

Organization

Analytics

GHANA HR SOLUTIONS

Site Config More ¥

Configuration L4
3 Initialize Appraisal 4

Manager Appraisal

Home » Appraisals » Initialize Appraisal » Edit

© Help

Manager Status Configure Line Managers Configure Appraisal
Parameters
Employee Status .
Self Appraisal
My Team Appraisal
Appraisal History L4
Feedforward L2
Conpited
Shorteuts Configure Appraisal Details d 4 BACK
[ ] [ J =
(14 ac E‘A E} Business Unit * I Department Year Range * I Appraisal Mode *  com— S
Middle East Assembling 2016 2007 Quarterly
B B E A
[ ] Period @ em— f Appraisal Status @+ — g Enable To @+ ee— h Managers’ Due Date (@ + sem—— I
& B A - PP g -
al Open Managers 2016-5ep-22
as
® H

Step 1: Initialization

Eligibility @ * —J
:_x Contract -:_‘“Depui.é-tii)n-'
L Full Time | Part Time |
| % Permanent |
| s Pmbatiunary |

u Temporary

=Tia Cancel

m

Clear

0

Parameters @ ¢ eomm— k

[ KRA [ K1

Figure 212

Appraisal Ratings @ * e— I

15

Enter the required details (Business Unit, Department, Year Range)

@ ™o

[

k. Select parameter(s)
I.  Select a Ratings range (1-5 or 1-10)

Click SAVE button to initialize appraisal for a Business Unit/Department

There are 3 appraisal modes available: Quarterly (Q1, Q2, Q3, Q4), Half-Yearly (H1, H2), Yearly
Period will be populated automatically depending on the appraisal mode you have selected

Appraisal Status is by default ‘Open’ in Initialize appraisal
Select an option in ‘Enable To’ dropdown. You can enable to Managers/Employees

Based on the Enable To option, set a due date for the Employees/Managers to submit the appraisal details
Select one or more eligibility criteria (Employees who are eligible for the appraisal process)
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Please refer Figure 210
You will need to define the ratings before you proceed to Step 2.

Please refer Figure 213

@ Ratings not added for the appraisal. Click here to configure ratings:
= [t e a - =

Figure 213

a. Click here to provide text to represent the rating numbers

Please refer section How do | add Ratings? to find out how to provide rating text.

Step 2: Configure Line Managers

Once the appraisal process is initiated for a Business Unit/Department, the Line Managers must be
configured to evaluate the Employees’ appraisal.

The Line Managers can be configured in two ways:

1. Choose by Organization Hierarchy

e Establish appraisal process as per the organization hierarchy where the Line Managers
will be the same as the Reporting Managers
e Define the number of appraisal levels and assign Line Managers to the Employees

® Save the configuration to apply to the selected department or business unit

Please refer Figure 214
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Establish appraisal process as per the organization
hierarchy where line manager will be same as the
reporting manager

Define the number of appraisal levels and assign line
managers to the employees

Save the configuration to apply to the selected
department or business unit

Choose by Organization Hierarchy a

Y

Confirmation

You choose to configure line managers by
Organization Hierarchy. Please confirm.

Figure 214

a. Click Choose by Organization Hierarchy

button A small confirmation window will appear.

b. Click Yes button
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Please refer Figure 215

You (Company Admin/Management/HR) can view the page.

Home » Appraisals » Initialize Appraisal » Edit

v

Initialization

Initialize appraisal for a

department or a business unrt
and enable to managers or
employess

Compleied

Configure Line Managers

‘Configure line managers by using
‘the axisting organization
hierarchy or by assigning line
managers to employees
manually

In Progress

Business Unit : General Administration  Department : Hardware

Configure Line Managers by Organization Hierarchy

Raj Davuluri
SEDD0G

| L1 Manager
Admin Head

99 George Rimes
SEOD11

3 L1 Manager
| Manager

‘

Employee(s)
i

Employee(s)
1

Figure 215

c. Manager(s)’ names will be displayed

d. Click here to view the Employees reporting to the displayed Managers

(7] Help

Configure Appraisal
Parameters

Set the appraisal parameters for
all the employees or for an
employee group for a department
or & business unit

In Progress

Quarterly Appraisal (Q1), 2016

4 BACK

d|®

163



GHANA HR SOLUTIONS

You (Company Admin/Management/HR) can view the page.

Home » Appraisals * Initialize Appraisal » Edit o Help

Initialization ; Configure Appraisal
Parameters

Completed In Progress

Business Unit : General Administration Department : Hardware Quarterly Appraisal (Q1), 2016
Configure Line Managers by Organization Hierarchy 4 BACK
Raj Davulur Emol )
SE0QO6 L1 Manager mployee(s
Admin Head g i @
Employees under L1 Manager Configure Line Managers

Select Appraizal Levels

| George Rimes
(SECO11) e 2 v | —f
| Manager

L2 Manager

Clarissa Franco - IT Director | =

0 o] Coven

Figure 216

The Employees reporting to the Manager will be displayed here

f.  Select the number of appraisal levels you want (We have selected ‘2’ in this example). You can have a
maximum of 5 appraisal levels.

g. Selectyour L1/L2... Manager(s)

h. Click SAVE button

[g—] If you have only 1 appraisal level, then you don’t need to
A select any appraisal level. Click SAVE button to proceed to the
next step.

2. Assign Line Managers to Employees
e Define the number of appraisal levels
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Please refer Figure 216
e Determine the Line Managers as per the selected appraisal levels

e Add or remove Employees based on the selected Line Managers

v efine the number of appraisal levels

. Determine the line managers as per the selected
appraisal levels

+ Add or remove employees based-on the selected line
managers

Assign Line Managers 1o Employees a,

Confirmation

You choose to configure line managers by
assigning line managers to Employees. Please
confirm: .

Figure 217

a. Click Assign Line Managers to Employees
A small confirmation window will open

b. Click Yes button

Please refer Figure 218

You (Management/HR) can view the Employees’ appraisal status.
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Hams + Appraisals 1 Intislize Appreizsly Edit

@ He
Initialization Configure Appraisel Parameters
oo

Business Unit : Brooklyn

Crepartment : |T Quarterty Appraisal (Q1), 2015

Configure Line Managers

15 e C

Selact Appraisal Levels

11 Manager

al John ¥ Carol

—d

L2 Manager

Employesa (Click on an employee to edd to group) Employeea (Click on an employee to remaove)

ey (1]
ey

S@ .0 a0

Figure 218

Click +Add Line Managers

Select the number of appraisal levels

Based on the number of appraisal levels, select the Line Managers

Employees are displayed on the bottom left

Click on the Employee(s) on the left side to select them for the appraisal process
Click SAVE button

Step 3: Configure Appraisal Parameters

Configure the appraisal parameters after configuring the Line Managers. Here, the appraisal process can

be made applicable to all Employees of the Business Unit or Customized Employee Groups. This step can
be done in two ways:

1.

All Employees

Questions created for the selected parameters in initialization step will be displayed
Choose or add questions to be enabled to all Employees for the selected business unit or department

Choose ratings and/or comments for each question by Line Manager and Employee
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Please refer Figure 219

v '
Initialization Configure Line Managers . Configue Appraisal

; Posameters
carfoure e MAanBgers by usmg Lot appriea s carTTatery i
e exsting organizetion hisrerchy. &l the ermployses or for an
y assgmng ne managens to Wmfﬁlm
shorses rranually ot 8 Bugiress ymt

Buziness Unit : Sancta Clara Quarterly Appraisal (02) , 2015

4 BACK

4 Duesticnscreated for the seiected parameters in
initiaization step wil be dispiayed

o Choose of Bod Queshons to De enabied to all empioyees
for this Selacten BUSINESS Lnit of department

Choose ratings and/of comments for #ach queston oy
ling manager and employes

Confirm

You choase ta set the appraisal parameters to
All empleyess. Please confirm.

b — (]

Figure 219

a. Click All Employees
A small confirmation window will open

b. Click Yes button
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Please refer Figure 220
You (Company Admin/Management/HR) can view the page.
Home 3 Appraisals » Initizlize Appraisal » Edit 0 Help
v J
Initialization Configure Line Managers

In Progress

Business Unit : Brooklyn ~ Department: [T

Quarterly Appraisal (Q1), 2015

4 BACK

Configure Questions For All Employees
All | Selected
= ==
El Manager Comments Manager Ratings
¥ Check All d Questions
E Employee Comments !Zl Employee Ratings f
El Manager Comments E Manager Ratings
c Verification
Employee Comments Employee Ratings § 8
v - v i
E Explain about new technelogies that you have learned? D Marager Crmviets |:| Matiages atings
How you achieve your goals?
h | Employes Comments Employzse Ratings
SAVE & INITIALIZE SAVE & INITIALIZE LATER DISCARD
Figure 220

Select Questions individually by checking the checkbox respective to each question
Or

Select all the questions by checking the Check All option in the table header
Enable Manager/Employee Comments or Manager/Employee Ratings for a specific question. Enabling any
option will allow Manager/Employee to provide Ratings and/or Comments.

Or

Enable Manager/Employee Comments or Manager/Employee Ratings for all questions. Enabling any
option will allow Manager/Employee to provide Ratings and/or Comments.
Click +Add New Question option to add more questions to the appraisal process

Click SAVE & INITIALIZE button to initialize the appraisal

Or

Click SAVE & INITIALIZE LATER button to only save the appraisal details
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2. Customized Employee Groups

® Apply appraisal parameters by grouping Employees
e Choose or add questions to be enabled to all Employees for the selected business unit or
department
e Choose ratings and/or comments for each question by Line Manager and Employee
Please refer Figure 222

You (Company Admin/Management/HR) can view the page.

Business Unit : Sancta Clara

s Questions created for the selected parameters in
initialization step will be displayed

v Choose or add questions to be enabled to all employees
for the selected business unit or department

. Choose ratings and/or comments for each question by
line manager and employee

All Employees

 Assignappraisal parameters by grouping employees

 Chooseoradd questions to be enabled to all employees
for the selected business unit or department

v Choose ratings and/or comments for each question by
line manager and employee

Quarterly Appraisal (Q2), 2015

Customized Employee Groups

4 BACK

O

Confirm

You choose to set the appraisal parameters to
customized employee groups. Please confirm.

[ |

Figure 222

a. Click Customized Employee Groups

A small confirmation window will open

b. Click Yes button
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Please refer Figure 223

You (Company Admin/Management/HR) can view the page.

GHANA HR SOLUTIONS

Business Unit - Cyber Towers

Department : Development

Customized Employee Groups

Employees

Search Employee

y| Dolce Wamer
(EMPP0O043)
| Software Engineer

All | Selected

Enter group name

- o oo

CREATE NEW GROUP I DISCARD

Group Name * e d

Selected Employees (0)

Quarterly Appraisal (Q1), 2015

Q, Search Employee
- g
e
Manager Comments

Questions

Projects/ Work areas
“Briefly explain 1. At a high level, the
projects you have worked on

Personality

Briefly explain 1. The qualities/traits
that you have honed in the pastone
year

Skills

“Briefly describe 1. The skill sets that
you have worked on and the areas in
which you have bettered over the
past oneyear

&

Employee Comments

—

Manager Ratings

Employee Ratings

&

[«

Manager Comments

Employee Comments

Manager Ratings

Employee Rating

S

&

Figure 223

Click CREATE NEW GROUP button

Or

g. Select all the questions by selecting Check All
h. Enable Manager/Employee Comments or Manager/Employee Ratings for a specific question. Enabling any
option will allow Manager/Employee to provide Ratings and/or Comments.

Or

Select Employees applicable for the appraisal process
Select questions individually

Manager Comments

Employee Comments

Manager Comments

Employee Comments

Manager Ratings

Employee Rating

Manager Ratings

Employee Rating:

3

5

k Close

4 BACK
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i. Enable Manager/Employee Comments or Manager/Employee Ratings for all questions. Enabling any
option will allow Manager/Employee to provide Ratings and/or Comments.

j.  Click +Add New Question option to add more questions to the appraisal process

k. Click SAVE button

Please refer Figure 224

You (Company Admin/Management/HR) can view the page.

Initialization : 7 % Configure Line Managers

._ Completed

Business Unit : Banajara Hills Quarterly-Appraisal (Q1),;, 2015

Customized Employee Groups 4.BACK

@ Once appraisal process is initialized and employees start filling their appraisals, questions cannot be edited or added.,

Support Group

Employees Questions

‘Confirm.

- Line'Manager(s) cannot be edited afternitialization.

Appraisal will be initialized. Do you wish to continue?

e

Figure 224

I.  Upon saving the appraisal parameters, click INITIALIZE button to initialize the appraisal process
m. Click INITIALIZE LATER button to only save the appraisal process
n. Click Yes button in the confirmation box to initialize the appraisal
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15.6 How do | undo/discard Line Manager Configuration?

You can discard the Line Managers’ configuration after saving the appraisal process in Step 2.

You (Company Admin/Management/HR) can view the page.

Home » Pecformaie Appraisal.x rajsaly Edit @ Help

Initialization : i 3 T Configure Appraisal
: & Parameters
I s n

\ Completed Completed |

Quartedy Appraisal (G0); 2015;

Configure Line Managers by Organization Hierarchy 4 BAEK
1 Fogs Empldyées. Appraisal Levels s ®
Manager 1 & £ ]
a

'Empio}'ees 7
1 ©

L1’ Manager

‘OR

+ Guartery Appralsal (0} 2015

. ‘Appraisal Levéls Employees S
M ; ploy £ T
T o [E=]o

a

" Mamager

Figure 224

a. Click Discard option to remove the Line Manager configurations

172



GHANA HR SOLUTIONS

15.7 How do | enable the appraisal to Employees?

You can update the appraisal process by changing the process status from “Enable to Managers” to “Enable to
Employees” and providing Employee Due Date.

Please refer Figure 227

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Background Check  Orgamization Analytics  Site Config  More v
Configuration L4 a
s [nitialize Appraisal b T4 Home » Appraisals » Iniialize Appraisal @ Help % Pinto shortcuts

Manager Appraisal s .

Initialize Appraisal B co
Manager Status

Action Business Unit Department Financial Year Appraisal Mode Period Appraisal Status Process Status
Employee Status
Self Appraisal o 5 GlobalSolutions  SoftSolutions 2015-2015 Quarterly al Open In progress
My Team Appraisal o Orange Blossom InformationTechnology 2015-2015 Quarterly al Open Enabled to Mana
Appraisal Histo L4 = =]
.pp I ry S c Lo Records per page ! 20 v !

Feedforward 4

Shortcuts

You have not configured your
shortcut icons. Click here to
configure

Figure 227
a. Click Appraisals in the top menu
b. Click Initialize Appraisal on the left menu panel
c. Click Edit icon against an appraisal process

Please refer Figure 228

You (Company Admin/Management/HR) can view the page.

+ + '
Configure Line Managers . Configure Appraisal
Parameters

Completed Completed Completed

Appraisal Details 4 BACK
Business Unit Business Unit 1 Department -
Appraisal Mode Half yearly From Year 2014
To Year 2015 Period H2
Eligibility Full Time, Permanent, Probationary Parameters Generic, KRA, KPI
Status Open Process Status Enabled to Managers
Appraisal Status Open | - Managers Due Date 05/20/15
Enable To Enable To Employees [ | — d Employee Due Date 05/29/15 - 0
Appraisal Ratings i-5

—

Figure 229
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d. Select ‘Enable to Employees’ in the Enable To dropdown
e. Select a date as the Employee Due Date
f.  Click UPDATE button to enable the appraisal process to Employees

15.8 How do | provide Self Appraisal?

You can provide self-appraisal details such as ratings and comments. Upon completion of self-appraisal, your
appraisal details will be visible to your line Managers for further ratings and comments.

Please refer Figure 231

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Check  Organization  Analytics Expenses Assets Time
Configuration > a
Initialize Appraisal 4 Home » Appraisals » Self Appraisal » Edit @ Help
Managerappialsal Quarterly Appraisal (Q1), 2015
Manager Status

Aswin HH < = 5
Employee Status | empp104 Business Unit: GlobalSolutions i A 655
u Self Appraisal b | HR Manager Department : SoftSolutions 7 P

elf Al s
My Team Appraisal

4 PP L1 Manager
Appraisal History 4 Pavan SS
Feedforward L
Shortcuts Lt

You have not configured your

shortcut icons. Click here to d
configure KRA C
Question Rating Comments

How Would You Rate the Quality of your
Work?

How Effectively you Communicate With
Team?

How far you have achieved your goals this

year?

i SAVE AS DRAFT SEND TO L1 MANAGER Clear

T g

Figure 231

Click Appraisals in the top menu

Click Self-Appraisal on the left menu panel

The parameters are displayed above the questions grid

Provide rating and comments for every question

Click Rating Definition option to view the text for each rating

Click SEND TO L1 MANAGER button to send the self-appraisal details it to L1 Manager
Click SAVE AS DRAFT button to only save the appraisal process

@+ o0 T
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15.9 How do | provide appraisal ratings and comments for an Employee?

You (L1 Manager) will be able to view your team Employees' appraisal status. Once the Employees
complete their appraisal process, you will be able to provide ratings and comments to the Employees.
Based on the levels of appraisal, the Employee appraisal process will be enabled to the Line Managers.
Please refer Figure 232

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Organization Expenses Time
Configuration L4 a
.M;a.nag.er A.ppréisai Home » Appraisals » My Team Appraisal @ Help [ Pintoshoricuts

Self Appraisal —_—————

= | -earch Employ ee Q ‘ Select Appraisal St..
a My Team Appraisal + = 5
Appraisal History » L1 Manager Overall Rating =
| Arun JJ Appraisal Status
Feedforward L2 I . T
Software Engineer
Shortcuts d Collapse
You have not configured your Print
shortcut icons. Click here to
configure B
m Skill set
Question Employee Rating Rating Comments
How would you rate the 4 e ry good c

quality of your work? Good

How effectively you

5 excellent
communicate with your

Excellent
team?
How far you have acheived 4 very good
your goals this year? Very good

SUBMIT SAVE AS DRAFT CANCEL
h [
Appraisal Status
emppl07

| | Anish JJ
: | software Engineer
-

7] Manish HUL
emppl108

Snfrware Fnnineer

Appraisal Status

v ratinms

Pandina emr

Figure 232

Click Appraisals in the top menu

Click My Team Appraisal on the left menu panel

All the Employees in the Manager’s team will be displayed

The status of each Employee’s appraisal is displayed

Click Expand option to provide Manager’s rating

Provide overall rating and comment for an Employee

Provide the rating and comments for each question

Click SUBMIT button

Click SAVE AS DRAFT button to save the ratings and comments without submitting. This option will allow
you to make changes to your ratings and comments later.

Sm ™o o0 T
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15.10 How do | check Employee Status?
Please refer Figure 233

You (Company Admin/Management/HR) can view the page.

Dashboard Self Service  Service Request HR Appraisals Recruitments Background Check  Organization Analytics Site Config More ¥
S a

Configuration

Initialize Appraisal 4 Home » Performance Appraisal» Employee Status @ Help

e

Manager Appraisal Business Unit  e— C Department @ d Appraisal Status @

Manager Status GlobalSolutions Softsolutions Select Appraisal Status

s Employee Status

Self A isal
elf Appraisa Quarterly Appraisal (Q2), 2015

My Team Appraisal

Appraisal History L4

Anish JJ Arun JJ Manish HUL
>
Feedforward Pending employee ratings Pending L1 ratings ‘ Pending employee ratings

Shortcuts f

You have not configured your

. i )| Tanish FF M Tharun FF Warun HUL
shortcut icons. Click here 1o .
configure Pending employee ratings Pending employee ratings Pending employee ratings

Figure 233

Click Appraisals in the top menu

Click Employee Status on the left menu panel

Select the Business Unit

Select the Department

Select Appraisal Status if required

Employees and their appraisal statuses will be displayed

~0 oo T o

15.11 What is Feedforward?

Feedforward is the feedback given by the Employees to appraise their respective Line Managers. All the
configurations are done on the Management level. Only the Management can view the feedback given
by the Employees about their Managers.

15.12 How do | add Questions for Feedforward?

Questions are added by the Management to evaluate Managers’ performance.
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Please refer Figure 234

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Background Check  Organization  Analytics  Site Config  More ¥
Configuration L a
Initialize Appraisal 4 Home > Appraisals » Feedforward » Questions @ Help [ Pinto shortcuts

M. A isal E
anager Appraisa Questions d G o

Manager Status

Action Question Description
Employee Status
Self Appraisal © Appraise your manager Appraise your manager

My Team Appraisal Lo2 Rate your manager when he is handiing cl.. Rate your manager when he is handling cl..

Appraisal History L

Feedforward | p b

Initialize Feedforward

(eye] Records per page | 20 '|

Appraise Your Manager
Manager Feedforward

Employee Status

Shortcuts
@ m
o Q B

Figure 234

Click Appraisals in the top menu

Click Feedforward on the left menu panel
Click Questions in the submenu

Click +Add button

0T o

o 0

Please refer Figure 235

You (Company Admin/Management/HR) can view the page.

Configuration >
..Il;il.ia-ljze-A;.Jp;ra.is-al B T 4 Home > Appraisals » Feedforward » Questions » Add @ Help
Manager Appraisal Y 5 =
Question @ * Description
Manager Status
Employee Status
200 characters remaining (200 maximum)
Self Appraisal f B

My Team Appraisal 2. ADD NEW QUESTION 5

Appraisal History 3 Question @ * Description %
€
Feedforward -
Initialize Feedforward Question @ * Description -

Appraise Your Manager

ining (200 meximum)

Manager Feedforward

Employee Status —

Shortcuts
LAY =R Cancel

You have not configured your
shortcut icons. Click here 10
configure

Figure 235
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e. Add the question and description if required
f.  Click ADD NEW QUESTION button to add more questions
g. Click SAVE button

15.13 How do | initialize Feedforward?

e Inthe initialize feed forward page, only the appraisals which have ‘Closed’ status are displayed.
e Employee Details: Here, the Management will determine if the management can view only the feedback
given by the Employees or the feedback along with the Employee names.
o Show: Employee names and their feedbacks will be displayed
o Hide: Only the feedback information will be displayed.
e Enable to: The Management will determine if all Employees can appraise their Managers or only the
Employees eligible for appraisal
o Appraisal Employees: All the Employees eligible for appraisal process can appraise their
Managers
o All Employees: All the Employees in the organization can appraise their Managers
Due Date: The due date is for closing the Feed Forward process for Employees

e Configure Questions: All the questions added by the Management will be displayed. If more questions are
to be added, Add New Question option is also provided.

Please refer Figure 236

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Background Check  Organization  Analytics  Site Confiy  More ¥
Configuration 4 a
Initialize Appraisal 4 Home » Appraisals » Feedforward » Initialize Feedforward @ Help % Pin to shortcuts

M A | s
anager Appraisa Initialize Feedforward d| B ]c »

Manager Status

Action Business Unit Department Financial Year Mode Period Due Date Appraisal Status Process Status
Employee Status

Self Appraisal o WEA GlobalSolutions  SoftSolutions  2015-2015 Quarterly Q1 2016-Sep-28 Open Appraisal Employee:

My Team Appraisal cpo Records per page | 20 ¥ |

Appraisal History 4

Feedforward b &

Questions

I % Initialize Feedforward I C

Appraise Your Manager
Manager Feedforward

Employee Status

Shortcuts

You have not configured your
shortcut icons. Click here 10
cenfigure

Figure 236

Click Appraisals in the top menu
Click Feedforward on the left menu panel
Click Initialize Feedforward in the submenu

Click +Add button

o 0o oW
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Please refer Figure 237

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request HR Appraisals Recruitments Background Check  Organization  Analytics  Site Config More ¥
Configuration s
.Iﬂil.ia|iZEA[.Jpl'a.iSa| R 4 Home » Appraisals » Feedforward » Initialize Feedforward » Add © Help
Manager Appraisal Appraisal @ * e Appraisal S1ATUS ¥ e— f Employee Details — g Enanle 07" — h
Manager Status Select Appraisal Open (0 Show @ Hide ¥ Appraisal Employees
1Al Employees
Employee Status
Self Appraisal :
ki Due Date @ * 1
My Team Appraisal
(=]
Appraisal History L3
Feedforward b
Configure Questions
Questions
3 Initialize Feedforward All | Selected j I + Add New Question I

Appraise Your Manager
¥ Check All | Questions n ' Ratings
Manager Feedforward
Employee Status = Appraise your manager
Appraise your manager

Shortcuts
Rate your manager when he is handling
You have not configured your client meetings
shortcuticons. Click here to " Fiate your manager when ne is nandling W::Comments = Raligs
configure client meetings
SAVE & INITIALIZE SAVE & INITIALIZE LATER  [RezIilC]
o P

Figure 237

Select an appraisal process from the Appraisal dropdown
The Status will be to ‘Open’ by default

g. Select whether you want to view the Employee details along with their feedback ratings and comments or
have the Employee details hidden

h. Enable Feedforward to all Employees or only to Employees who are eligible for Appraisal process

i. Select a due date for Employees to provide their feedback

j- Click Add New Question to add new questions for Feedforward

k. Select Questions individually

Or

I.  Select all the questions
m. Select comments individually for all the questions

Or

n. Select comments for all questions
Click SAVE & INITIALIZE button to initialize the Feed Forward process

Click on SAVE & INITIALIZE LATER button to only save the Feed Forward process
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15.14 How do | Appraise my Manager?

You will be able to view the questions defined to appraise your Line Managers. You can provide ratings and
comments for each question and submit the feedforward.

Please refer Figure 238

You (Company Admin/Management/HR) can view the page.

Dashboard  Self Service  Service Request  HR Appraisals Recruitments Organization Expenses Time
Manager Appraisal a
Self Appraisal 4 Home » Feedforward » Appraise Your Manager » Add ) Help

My Team Appraisal
Ve oprasa 2015-2016, Quarterly Feedforward

Appraisal History »

m——— i [ :;'_::;'Dﬂo';"a”ace Business Unit : Global Systems India @ Ratings Help
: | Manager Department : Development Due Date: 09/29/18
§ Appraise Your Manager | C =
Question Rating Comments
Shortcuts
*You have not configured your How will get ROI?
shortcut icons. Click here to ROI
configure
How to impliment?
Impiiment
What is Agile Model?
Agile
Additional Comments
_
. .
Figure 238
a. Click Appraisals in the top menu
b. Click Feedforward on the left menu panel
c. Click Appraise Your Manager in the submenu
d. Provide ratings and comments
e. Enter additional comments (not mandatory)
f.  Click SAVE AS DRAFT button to make changes later
g. Click SUBMIT button

15.15 How do | view Managers’ Feedforward details?

You (Management) will be able to view Managers feedforward details. Upon selection of appraisal from the
dropdown, feed forward details along with the Manager ratings are displayed. The average ratings of all the
Employees will be highlighted. A detailed description of comments and ratings of Employees are displayed
by question or by Employee.

180



GHANA HR SOLUTIONS

Service Request HR

Appraisals

Recruitments

Background Check Organization

Analytics

More ~

Dashboard Self Service
Configuration L
Initialize Appraisal )

Manager Appraisal
Manager Status
Employee Status
Self Appraisal

My Team Appraisal

Appraisal History L
b -
Questions

Initialize Feedforward

Appraise Your Manager

3 Manager Feedforward | €

Employee Status

Shortcuts
ox en 2 B
F Ex D &

® oo oo

a

Home » Feedforward » Manager Feedforward

Feedaforward

2015-2016 Quarterly(Q1)

Feedforward Details

Business Unit
Mode Quarterly
To Year 2016

Manager Ratings

Anderson Neo
emppooz
Management
L1 Manager
Department Admin

Business Unit Giobal Systems India

Click Appraisals in the top menu
Click Feedforward on the left menu panel
Click Manager Feedforward in the submenu

Select an appraisal process to view the Feedforward details
Click on individual Manager section to view the ratings and comments provided by Employees

Manager Feedforward

Anderson Neo
empp002

Management

1 & & & &

Q|

Click on the Employee to view his/her commenis

Johnty Rodhes
emppo04
Manager

How will get ROI?

good

Global Systems India

Depariment
From Year

Period

William Wallace
emppoo3
Manager

L1 Manager Anderson Neo

Depariment Development

Business Unit Global Systems India

Figure 239

Site Config

E* Pin to shortcuts

@ Help

Development
2015

al

Department - Admin

Business Unit - Global Systems India

L1 Manager -

By Question

By Employee

How to impliment?

Good

What is Agile Model?

Super

Figure 240

g

o i v

e e ek

LB .8 8 & 4

The below options will only be available if you have selected ‘Show’ for the option Employee Details during feedforward

initialization.
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&

f. Select ‘By Questions’ to view the ratings and comments based on questions
g. Select ‘By Employee’ to view the ratings and comments of each Employee

15.16 How do | view Employee Feedforward Status?

You (Management) will be able to view the feed forward status of all Employees.

Dashboard  Self Service Service Request HR Appraisals Recrunmments Background Check  Organization Analytics  Site Config More ¥
Configuration » a
Initialize Appraisal ' 4 Home » Feedforward » Employee Status @ Help [ Pinto shortcuts
Manager Appraisal Feedforward d Feedforward Status

Manager Status 2015-2016 Quarterly(Q2) .. Select Feedforward Status

Employee Status

Self A I
Sl 2015-2016 Quarterly(Q2) Global Systems India(Development)

William Wallace Ram Raj Tommy Hillfiger
Pending employee ratings Pending employee ratings Completed

My Team Appraisal

Appraisal History ¥
— =

Questions

Initialize Feedforward
Appraise Your Manager

Manager Feedforward

s Employee Status | C

Shortcuts

o e 2 K

Figure 241

Click Appraisals in the top menu
Click Feedforward on the left menu panel
Click Employee Status in the submenu

Select a process to view Feedforward details in the dropdown

® o0 oo

The Employees of the selected process along with their Feed Forward status will be displayed

15.17 How do | view my Appraisal History?

Please refer Figure 242

Dashboard  Self Service  Service Request HR Appraisals Recruitments Organization Expenses Time

Manager Appraisal

Self Appraisal 4 Home » Appraisals » Appraisal History » My Appraisal History @ Help [ Pintoshornicuts
My Team Appraisal . i
My Appraisal History c e
appraisal History | b
= Action Business Unit Department Financial Year Appraisal Mode Period

§ My Appraisal History | G

g g d Global Systems T 2016-2017 Yearly Yearly

Team Appraisal History
Feedforward L c P Records per page | 20 '_i
Figure 242
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Click Appraisals in the top menu

Click Appraisal History on the left menu panel
Click My Appraisal History in the submenu
Click View icon

Qo0 oTo

Please refer Figure 243

Recruitments Organization

Appraisals

Dashboard  Self Service  Service Request HR

Expenses Time

Manager Appraisal
Self Appraisal 4 Home » Appraisals » Appraisal History » My Appraisal History » View

My Team Appraisal

Appraisal History bl
Jm—”(erry
Business Unit: Global Systems
§ My Appraisal History Q empp008 ¥
(3 Employee Department : IT

Team Appraisal History
Feedforward 4 :
i e ) ) Appraisal Status - | eI
Shoricuts

z L1 Manager L2 Manager
* 0 E‘_ = g -
L LI O TR ¥ x EO - Y Anderson Neo Richard San

Appraisal Rating

Appraisal Rating

B B B

& -

@ Help
Yearly Appraisal (Y1), 2017

(® Ratings Definition

Due Date: 09/19/16

2 Average
*ok

View Comments

e Print

Question Employee Rating

4 pdvance
Advance

What is Validation?

Validation

What is Walkthrough? 4 sdvance

Walkthrough

Advance

Figure 243

You can view your closed appraisal details here.
e. Click Print button to print your appraisal details

Manager Rating

2 aver age
Avg

2 average
Avg
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15.18 How do | view my team’s Appraisal History?
Please refer Figure 244

Dashboard  Self Service  Service Request HR Appraisal: Recruitments Organization Expenses Time
Configuration ¥
ManagerAppralsal ........... 4 Home > Appraisals > Appraisal History » Team Appraisal History @ Help * Pinto shortcuts
Self Appraisal . .
kR Team Appraisal History c R

My Team Appraisal

Action Business Unit Department Financial Year Appraisal Mode Period
Appraisal History | x

Global Systems IT 2015-2016 Yearly Yearly
My Appraisal History

~ Team Appraisal History | C c AP Records per page

Feedforward >
Figure 244
a. Click Appraisals in the top menu
b. Click Appraisal History on the left menu panel
c. Click Team Appraisal History in the submenu
d. Click View icon
Please refer Figure 245
Dashboard Self Service  Service Request HR Appraisals Recruitments Organization Expenses Time
Configuration >
-Mét;{age.r.;&-p.]:;réi.s.éi --------- 4 Home » Appraisals » Appraisal History » Team Appraisal History » View © Help
Self Appraisal
Search Employee Q ‘
My Team Appraisal
Appraisal History M Tommy Hillfiger Appraisal Status
- empp009
My Appraisal History Employee Pending L1 ratings
§ Team Appraisal History e
Feedforward >
- a . . william Wallace . Appraisal Status
Shortcuts empp007
You have not configured your Emplayes EENGE1isHnGS
shortcut icons. Click here to -
v Expand w
configure
Figure 245

e. Click Expand for any employee to view more details
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Please refer Figure 246

[BEELLETG] Self Service

Configuration
VMa;'lagrer Appraisai
Self Appraisal
My Team Appraisal
Appraisal History
| l~;|y A’DDFE’iISﬁri Hi;io&
» Team Appraisal History

Feedforward

Shortcuts.

You have not configured your
shortcut icons. Click here to
configure

Figure 246

e Request HR Appraisals Recruitments Organization Expenses

Home » Appraisals » Appraisal History > Team Appraisal History » View

© Help

rch Em

Tommy Hillfiger Appraisal Status
emppoog
Employee Pending L1 ratings

ROl sill set

Question Employee Rating Rating Comments

What is Validation?
validation

What is Walkthrough?
Walkthrough

What is Agile Model?

Agile
‘William Wallace Appraisal Status
emppao7
Employee Pending L1 ratings

Expand w

® Sentrifugo, 2016 Powered By S

f.  Click Print to print your employee’s closed appraisal form
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16. Disciplinary Incident Management

This module will enable users to follow a streamlined approach for disciplinary incident management process.
Employers can raise disciplinary incident(s) against employees (defaulters) in the organization. The employees
(defaulters) are given an opportunity to make an appeal by providing their statement. On the basis of the employee’s
(defaulter) statement and misdemeanour evidence, he/she can be pronounced guilty/no guilty. If found guilty, a
corrective action can be taken.

Management

Raises
Disciplinary
Incident

Provides
Employee Employee/Management

Statement

Management

Process Description:

o User (Management) raises a disciplinary incident against an employee

e Employee can provide his/her appeal statement

e If the employee does not provide his/her appeal statement within the expiry date, then he/she will not be
able to provide the appeal statement. In that case the User (Management) can provide the statement on
behalf of the employee

® The User (Management) will then decide the verdict for the employee (defaulter) and select a suitable
corrective action
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16.1 How do | create a Violation Type?

I

Please refer Figure 247

Dashboard

§ Violation Type

Raise An Incident
My Incidents
Team Incidents

All Incidents
Shortcuts

2

Er

[ ]
[ Vevs

Self Service

E

Service Request

Only a Company Admin/Management can create a violation type.

HR  Appraisals

Home » Disciplinary » Violation Type

Violation Type

Action Violation Type
Lo MR} Alcohol Abuse
c e

a. Click Disciplinary in the top menu
b. Click Violation Type on the left menu panel

Please refer Figure 248

Dashboard

~ Violation Type
Raise An [ncident
My Incidents
Team Incidents

All Incidents

Shortcuts

L_E’ éﬁv

| ]
[ Verg

Self Service

E

Service Request

HR  Appraisals

Home » Disciplinary » Violation Type

Violation Type

Action Violation Type
Lo MR} Alcohol Abuse
c e

Recruitments Background Check  Organization  Analytics  Site Config

Expenses

Disciplinary a n 1o shorcuts

Time
- | Logs
Description |

Alcohol abuse is a previous psychiatric -

Records per page | 20 v |

Figure 247

Recruitments Background Check  Organization Analytics  Site Config

Description

Alcohol abuse is a previous psychiatric -

Records per page | 20 ¥ |

Figure 248

c. Click +Add button on the grid’s top right corner

More v

Md GO

More ¥

% Pin to shoricuts

c [Bxd| o
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Please refer Figure 249

HR Recrunments  Background Check  Organization  Analytics

Appraisals

Dashboard  Self Service  Service Request

GHANA HR SOLUTIONS

Site Config Modules More ¥

a Violation Type

Raise An Incident 4 Home > Disciplinary » Violation Type » Add
LAl Violation Type* Description
Team Incidents d
AllIncidents
200 characters remaining (200 maximum)
Shortcuts cancel
B .
Figure 249

d. Enter ‘Violation Type’ name and its description
e. Click SAVE button

16.2 How do | raise a disciplinary incident?

Please refer Figure 250
You (Company AdminManagement/HR) can view the Page.

Figure 250

Background Check  Organization

HR  Appraisals

Dashboard  Self Service  Service Request Recruitments

Analytics

Site Config  More ¥

Violation Type

§ Raise An Incident | |y 4

My Incidents

Home » Disciplinary » Raise An Incident

Raise An Incident
Team Incidents

All Incidents Action ployee Name Unit Department Violation Name
eozm jessica jes Orange Blossom  Information Technology Alcohol Abuse
shortcuts
c o Records per page ‘ 20 '|

® -

o B

a. Click Disciplinary in the top menu
b. Click Raise an Incident on the left menu panel

Expenses

Disciplinary g ntoshortcuts

Time ﬂ cpo
Logs
Dmeé : Verdict
11/01/2016 Yes Guiity
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Please refer Figure 251

You (Company Admin/Management/HR) can view the Page.

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config More v

Violation Type

8 Raise An Incident 4 Home » Disciplinary » Raise An Incident % Pinto shortcuts
My Incidents i .
Team Incidents
All Incidents Action ployee Name i Unit Department Violation Name  Date Of Occurence  Appealed  Verdict
o jessica jes Orange Blossom Information Technology Alcohol Abuse 11/01/2016 Yes Guilty
Shortcuts

cpo Records perpage | 20 ¥

@ EE t?r...- E

Figure 251

c. Click Raise an incident button on the grid’s top right corner

Please refer Figure 252

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization Analytics Site Config More ¥

Violation Type

a Raise An Incident 4 Home » Disciplinary » Raise An Incident » Add
MIFINERICHL: Incident Raised By *  s— d Business Unit * Department Employee Name *
Team Incidents Super Admin Select Business Unit Select Department Select An Employee
All Incidents ' ' ' '
Shortcuts Employee Id * Job Title Reporting Manager * Date of Occurrence *
B &
e
Expiry Date * Type of Violation * Violation Description * Employee Appeal — &
Select Type Of Violation @ves Oho
Add Violation Type
. f ;
Employee Statement Verdict Corrective Action
@ity  ONot Guilty Select Corrective Action
Cancel
Figure 252

d. ‘Incident Raised By’ field will be auto populated

e. Enter the required details

f.  Click Add Violation Type to add a new violation type

g. Choose Yes to allow an employee appeal and No to disallow an employee appeal

h. Click SAVE button
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16.3 How do | view my disciplinary incidents?

Please refer Figure 253

Figure 253

Dashboard  Self Service  Service Reque HR  Appraisals Recrui ics SiteConfig  More ¥

Violation Type

Raise An Incident ] Home » Disciplinary » My Incidents a n to shortcuts
s My Incidents | b ) I
My Incidents e c R

Team Incidents

| Expenses

Logs

Action Business Unit Department Violation Name Date Of GccurJ Verdict

All Incidents

E Orange Blossom Information Technology Alcohol Abuse 11/04/2016 Yes Guilty

c P Records per page ‘ 20 v

Shortcuts

F B & B

a. Click Disciplinary in the top menu
b. Click My Incidents on the left menu panel

c. Click View icon in the Action column

Please refer Figure 254

Dashboard  Self Service  Service Request Analytics  Site Config More v

Violation Type
Raise An Incident P Home » Disciplinary » My Incidents » View
s My Incidents Print

Team Incidents

Incident Raised By Super Admin Type Of Violation Alcohol Abuse
All Incidents
Business unit Orange Blossom Department Information Technology
Shortciits Employee id EMPP201 Employee Name Kimbley Kim
= B & BB Job Title . Reporting Manager Name Andrews Lee
Violation Description Very Frequent Date Of Occurence 11/04/2016
& -am
Expiry Date 11/30/2016 Employee Appeal ves
Employee Statement | am feeling guilty, Management Verdict Guilty
Corrective Action Suspension With Pay
cancel

DISCIPLINE INCIDENT HISTORY
| o | Disciplinary incident verdict has been provided by Super
=] aAdmin
11/04/2016 05:12 PM

| ® | Disciplinary incident verdict has been provided by Super
&8 | Admin

11/04/2016 03:16 PM

| & | Disciplinary incident verdict has been provided by Super
=] Admin

11/04/2016 03:07 PM

| o | Disciplinary incident verdict has been provided by Super
=8| Admin

11/04/2016 0215 PM

| > Appeal statement has been provided by Danny DD
[ ]
11/0472016 T1:52 AM

Disciplinary incident has been raised by Super Admin
11/04/2016 11:47 AM

® Sentrifugo, 2016 Powered By 5

Figure 254
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16.4 How do | view my team members’ (employees) disciplinary incidents?

Please refer Figure 255

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization Analytics Site Config More v
Violation Type Expenses
Raise An Incident 4 Home » Disciplinary > Team Incidents a nto shartcuts
My Incidents " Ti
Team Incidents g cP
From ] A
0gs
All Incidents Action ployee Name i Unit Department Violation Name Date ¢ : . Verdict
EC jessica jes Orange Blossom  Information Technology Alcohol Abuse 11/01/2016 Yes Guilty
Shortcuts
: c P Records per page | 20 '|
S [ ] =
@ E (v By
Figure 255

a. Click Disciplinary in the top menu
b. Click Team Incidents on the left menu panel
c. Click View icon in the Action column

Please refer Figure 256

ESLGETG] Self Service Service Request HR  Appraisals

Violation Type
Raise An Incident 4 Home » Disciplinary > My Incidents > View
s My Incidents Print

Team Incidents

Incident Raised By Super Admin Type Of Violation Alcohol Abuse
All Incidents
Business unit Orange Blossom Department Information Technelogy
s
Siertotis Employee |d EMPP201 Employee Name Kimbley Kim
o [
E} it [ Vievd @»I Job Title e Reporting Manager Name Andrews Lee
Violation Description Very Frequent Date Of Occurence 11/04/2016
® .au
Expiry Date 11/30/2016 Employee Appeal Yes
Employee Statement I am feeling guilty. Management Verdict Guilty
Corrective Action Suspension With Pay
Cancel

DISCIPLINE INCIDENT HISTORY
| @ | Disciplinary incident verdict has been provided by Super
W8 | Admin
11/04/2016 05:12 P

| [ Disciplinary incident verdict has been provided by Super
B8 | Admin

11/04/2016 03:16 PM

| [ Disciplinary incident verdict has been provided by Super
&8 | Admin

11/04/2016 03:07 PM
| @ | Disciplinary incident verdict has been provided by Super
B8 | Admin

11/04/2016 02:15 PM

| ; Appeal statement has been provided by Danny DD
11/04/2016 11-52 AM

gia Disciplinary incident has been raised by Super Admin
11/04/2016 11:47 AM

® Sentrifugo, 2016 Powered By ©

Figure 256
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16.5 How do | provide my appeal statement?

Please refer Figure 257

Organization  Expenses Disciplinary Time

Dashboard  SelfService Service Request HR  Appraisals Recruitments

§ My Incidents | b

Team Incidents 4 Home » Disciplinary » My Incidents % Pinto shorcuts
My Incidents [ee
Action Business Unit Department Violation Name Date Of Occurence Appealed Verdict
Shartcuts e c Orange Blossom Information Technology Alcohol Abuse 11/01/2016 Yes Guilty
as =
Eg T il (&% o) Records per page | 20 '|
Figure 257

a. Click Disciplinary in the top menu
b. Click My Incidents on the left menu panel

c. Click edit icon in the Action column

Please refer Figure 258

Organization  Expenses Disciplinary Time

Dashboard  Self Service  Service Request HR  Appraisals Recruit

a My Incidents

Team Incidents 4 Home » Disciplinary » My Incidents » Edit

Employee Appeal " —— Employee Statement * s G

®yes O No

200 characters remaming (200 maximum,
Shortcuts ting { aXImLT)

ae T
|&_g Iudl
LL = Incident Raised By

Business unit
Employee Id

Job Title

Violation Description
Employee Appeal

Management Verdict

f - cancel

Kimbley Kim

Orange Blossom
EMPP204
Software Engineer
Very frequently
Yes

Guilty

DISCIPLINE INCIDENT HISTORY

| Disciplinary incident has been raised by Kimbley Kim
— 11/07/2016 03:08 PM

Figure 258

Type Of Violation

Department

Employee Name
Reporting Manager Name
Date Of Occurence
Employee Statement

Corrective Action

Alcohol Abuse
Information Technology
Janettr

jessicajes

11/01/2016
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d. Select Yes if you want to appeal and No if you don’t want to appeal
e. Provide your statement in the Employee Statements textbox
f.  Click SAVE button

16.6 How do | provide an appeal statement for another employee?

=
[E] Only a Company Admin/Management can provide an appeal statement for other
A mployees (if they're unavailable)

Please refer Figure 259

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization Analytics Site Config More ¥

Violation Type Expenses

b 4 Home > Disciplinary » Raise An Incident Disciplinary d o shortcuts

My Incidents ,
Raise An Incident l cpo
Team Incidents L
ogs
Al e Actiocn ployee Name i Unit Department Violation Name Date Of @ ¢ - Verdict
o w Janettr Orange Blossom Information Technology Alcohol Abuse 11/01/2016 Yes Guilty
Shortcuts
: c L Records per page -
o L ]
= B & B
Figure 259

a. Click Disciplinary in the top menu
b. Click Raise an Incident on the left menu panel

c. Click Edit icon in the Action column
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Dashboard  Self Service  Service Request HRE  Appraisals Recruitments Background Check  Orgamization  Analytics  Site Config

Violation Type

3 Raise An Incident 4 Home 2 Disciplinary » Raise An Incident > Edit
MiFiERIgaIE Incident Raised By * Business Unit* Department Employee Name *
Team Incidents Kimbley Kim Orange Blossom Iinformation Technelogy Janet Tr
v g gy
AllIncidents
Shortcuts Employee Id * Job Title Reporting Manager * Date of Occurrence *
E‘ o ° @ EMPP204 Software Engineer Jessica jes 11/01/2018
= [Er Wy v
@ ] Expiry Date * Type of Violation * Violation Description * Employee Appeal * e d
11/08/2016 Alcohol Abuse Very frequently @Yes ONo

Add Violation Type

e  Verdict® Corrective Action *
®cuity O Not Guilty Select Corrective Action

Employee Statement *

Cancel

DISCIPLINE INCIDENT HISTORY

| é | Disciplinary incident has been raised by Kimbley Kim
— 11/07/2016 03:08 PM

Figure 260

d. Select Yes if the employee wants to appeal and No if the employee cannot appeal
e. Provide the employee’s statement in the Employee Statement textbox
f.  Click Update button

16.7 How do | take a corrective action against an employee?

Please refer Figure 261

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config More ¥

Violation Type Expenses

3 Raise An Incident b 4 Home > Disciplinary » Raise An Incident

d b shortcuts

My Incidents . : T
Raise An Incident 1ImE. l e.p
Team Incidents L
ogs
All Incidents An:tiocn ployee Name i Unit Department Violation Name Date Of Q ¢ . Verdict
OE Janettr Orange Blossom Information Technology Alcohol Abuse 11/01/2016 Yes Guilty
Shortcuts

@ c L Records per page
v

[ éEf".f l.w

Figure 261

a. Click Disciplinary in the top menu
b. Click Raise an Incident on the left menu panel
c. Click Edit icon in the Action column
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Analytics  Site Config More ¥

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization

Violation Type

8 Raise An Incident q Home 2 Disciplinary » Raise An Incident > Edit
b e Incident Raised By * Business Unit * Department Employee Name *
Team Incidents Kimbley Kim Orange Blossom Information Technalogy Janet Tr
AllIncidents
Shortcuts Employee Id * Job Title Reporting Manager * Date of Occurrence *
EMPP204 Software Engineer jessica jes 11/01/2016

& B I?V EY

@ =2 Expiry Date * Type of Violation * Violation Description * Employee Appeal *

11/08/2016 Alcohol Abuse Very frequently @ves ONo

Add Violation Type

Employee Statement * Verdict * d Corrective Action * e
Feeling bad about the incident ®Guilty O Not Guilty Select Corrective Action

Cancel

DISCIPLINE INCIDENT HISTORY

& | Appeal statement has been provided by Janet tr
11/07/2016 04:41 PM

é@% Disciplinary incident has been raised by Kimbley Kim
—— 11/07/2016 02:08 PM

Figure 262

d. Select Yes if the employees is guilty and No if the employee is not guilty
e. Select a Corrective Action that needs to be taken against an employee
f.  Click Update button

16.8 How do | print my disciplinary incident?

Please refer Figure 263

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization Analytics Site Config More v

Violation Type Expenses

Raise An Incident 4 Home » Disciplinary » My Incidents Disciplinary a nto shortcuts
¥ My Incidents || )
My Incidents il cp

Team Incidents T
ogs
Al Incidents Action Business Unit Department Violation Name Date Of Occure G . Verdict
C Orange Blossom Information Technology Alcohol Abuse 11/04/2016 Yes Guilty
Shortcuts
y c P Records per page ‘ 20 '|
! [ ]
= B & B S
Figure 263

a. Click Disciplinary in the top menu
b. Click My Incidents on the left menu panel

c. Click View icon in the Action column
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Dashboard Self Service  Service Request HR  Appraisals Recruitments Background Che Organization  Analytics  Site Config More ¥

violation Type
Raise An Incident 4 Home » Disciplinary » My Incidents » View

3 My Incidents

Team Incidents

Incident Raised By Super Admin Type Of Violation Alcohol Abuse
All Incidents
Business unit Orange Blossom Depariment Information Technology ‘
Shoedis Employee Id EMPP201 Employee Name Kimbley Kim
i [ ]
E} E5 [ Ve @v Job Title i Reporting Manager Name Andrews Lee ‘
Violation Description Very Frequent. Date Of Occurence 11/04/2016
@ all
Expiry Date 11/30/2016 Employee Appeal ves ‘
Employee Statement 1 am feeling guilty. Management Verdict Guilty
Corrective Action Suspension With Pay ‘
Cancel

DISCIPLINE INCIDENT HISTORY

Disciplinary incident verdict has been provided by Super
Admin

11/04/2016 0512 PM

Disciplinary incident verdict has been provided by Super
Admin

11/04/2016 0316 PM

0

Disciplinary incident verdict has been provided by Super
Admin

11/04/2016 03:07 PM

8]

Disciplinary incident verdict has been provided by Super
Admin

11/04/2016 0215 PM

Appeal statement has been provided by Danny DD
11/04/2016171:52 AM

[me]

Disciplinary incident has been raised by Super Admin
11/04/201611:47 AM

© Sentrifugo, 2016 Powered By Sapplica

Figure 264

d. Click Print button
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16.9 How do | print an employee’s disciplinary incident?

Flease refer Figure 265
Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config  More ¥
Violation Type Expenses
Raise An Incident 4 Home » Disciplinary » All Incidents a n to shortcuts
My Incidents ] Ti
All Incidents Ly G P
Team Incidents L
| Logs
u All Incidents b Action ployee Name i Unit Department Violation Name Date ¢ g o Verdict
84 jessica jes Orange Blossom  Information Technology Alcohol Abuse 11/01/2010 Yes Guilty
Shortcuts
- [e3¥e) Records per page | 20 - i
o [ ] |
@ EEE S Vo @v
Figure 265

a. Click Disciplinary in the top menu
b. Click All Incidents on the left menu panel

c. Click View icon in the Action column

Dashboard  Self Service  Service Request HR  Appraisals Recruitments Background Check  Orgamization  Analytics  Site Config More ¥

Violation Type

Raise An Incident 4 Home » Disciplinary » All Incidents » View

WIS d

Team Incidents

Incident Raised By

3 All Incidents
Business unit

Shortcuts Employee Id
i [ ]
la_EP EEFC Ve @»I Job Title
Violation Description
@ -l
Expiry Date

Employee Statement

Cormrective Action

Cancel

Kimbley Kim

Orange Blossom
EMPP202

Manager

Very frequent.
11/25/2016

Employee Felt very guilty.

Suspension With Pay

DISCIPLINE INCIDENT HISTORY

Kim

11/04/2016 0517 PM

Please refer Figure 266

d. Click Print button

Disciplinary incident verdict has been provided by Kimbley

| Disciplinary incident has been raised by Kimbley Kim
—— 11/04/2076 04:48 PM

Figure 266

Type Of Violation
Department

Employee Name
Reporting Manager Name
Date Of Occurence
Employee Appeal

Management Verdict

Alcohol Abuse
Information Technology
jessica jes

Kimbley Kim
11/01/2016

Yes

Guilty
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17. Exit Procedure

Ghana HR solution's Exit module will provide your organization a smooth and hassle free exit process. You can create a
tailored exit process suitable for your organization. You can customize exit types, notice period, exit request approvers
and exit interview questions. Employees can raise an exit request. All the mandatory and configured approvers will be
able to provide their approval in an organized manner. Once the Exit Process has been completed, the employee will
be enabled to provide his/her feedback through the Exit Interview Questions.

User raises an Exit

? Procedure
i

o " ~
HR H System A General Finance

Ma nager Admin Admin Manager

l‘l

___________ S SR I

L1 Manager
{Reporting
Manager)

Approve Approve

Super Admin/Management/HR

Approve

\‘/

Enable Exit Interview
Questions

|
™
Gy

g

User

Submit Feedback

Close Request
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Description:

A User raises an Exit Request.

The Approvers and the User will receive an email notification.

The Approvers can approve/reject the request.

The Final approval will be done by the Super admin/Management/HR.

After final approval, Exit interview questions will be enabled to the user by the Super
Admin/Management/HR.

User submits the feedback.

e The Exit Procedure will be closed.

17.1 How do | configure Exit Types?

Please refer Figure 267

You (Company Admin/Management/HR) can view the Page.

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Modules  Expenses More ¥
Employees d
Roles & Privileges 4 Home » HR » Exit Procedure » Exit Types % Pin to shoricuts
Holiday Management > ]
: Exit Types dBad] ¢ o
Leave Management >
Action Exit Type Description
Exit Procedure | |y hd
% oEFED Resignation A resignation is the formal act of givin..
 Exit Types
|20 v
Exit Questions &P REGoMEhereRg (2 |
Settings
Figure 267

a. Click HR in the top menu
b. Click Exit Procedure on the left menu panel
c. Click Exit Types in the submenu
d. Click +Add button on the right side
Please refer Figure 268

You (Company Admin/Management/HR) can view the Page.

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Modules Expenses More ¥
Employees

Roles & Privileges 4 Home » HR » Exit Procedure » Exit Types » Add

Holiday Management L Exit Type* Description

Leave Management v ] B

Exit Procedure ¥ f 200 characters remaining (200 maximum)

N Exit Types —

Exit Questions

Settings
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Figure 268
e. Enter ‘Exit Type’ name and its description

f.  Click Save button

17.2 How do | configure Exit Questions?

Please refer Figure 269

You (Company Admin/Management/HR) can view the Page.

GHANA HR SOLUTIONS

Site Config  Modules Expenses More ¥

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check
Employees d
Roles & Privileges 4 Home » HR » Exit Procedure » Exit Questions
Holiday Management L - .
il L il Exit Questions
Leave Management >
S Action Exit type Question
oo ]p
e S S o JEAT] Resignation Why are you leaving?

Exit Types

oEm Resignation What could we have done better?
s Exit Questions |C

cpo Records per page ‘ 20 v

Settings
Initiate/Check Status

All Exit Procedures

Figure 269

Click HR in the top menu

Click Exit Procedure on the left menu panel
Click Exit Questions in the submenu

Click +Add button on the right side

o 0 oo

Please refer Figure 270

You (Company Admin/Management/HR) can view the Page.

% Pin to shortcuts
o[l o »
Description
Explain in 10 words

Explain in 10 words.

Site Config  Modules  Expenses More ¥

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check
Employees
Roles & Privileges 4 Home » HR » Exit Procedure » Exit Questions » Add
Holiday Management L= Exit Type * =]
Leave Management [ Select Exit Type
EoETasnEs S IeIaIReas Add Exit Type
Exit Procedure ¥
Exit Types Question @ *  s— f Description

3 Exit Questions

Settings 200 characters remaining (200 maximum

Initiate/Check Status # ADD NEW QUESTION g
3

All Exit Procedures
..... [ G
Contacts b

Figure 270
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Select an Exit Type

Enter a Question

Click to enter a new question
Click Save button

Sm oo

17.3 How do | configure Settings?

Please refer Figure 271

You (Company Admin/Management/HR) can view the Page.

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Modules Expenses More ¥
Employees d
Roles & Privileges 4 Home » HR » Exit Procedure » Settings % Pin to shortcuts
Holiday Management L .
ks i Sl Settings d|Bau| c o
Leave Management >
N —— Action Business Unit Department L2 Manager HR Manager System Admin General Admin Finance Manager
[er]o
= o AT Orange Blossom  HEM Garley Jr Janet Janet Jennifer Gen Kim Carl Albert Janose
Exit Types
cC P Records per page | 20 'i

Exit Questions

o]

Initiate/Check Status

All Exit Procedures

Figure 271

Click HR in the top menu

Click Exit Procedure on the left menu panel
Click Settings in the submenu

Click +Add button on the right side

o 0 T W

Please refer Figure 272

You (Company Admin/Management/HR) can view the Page.

Dashboard  Self Service  Service Request HR Appraisals  Recrumments  Background Check  Organization  Analytics Sie Config Modules  Expenses  More ¥
Employees
Roles & Privileges 4 Home » HR » Exit Procedure » Settings » Add
Holiday Management ® Business unit Department * HR Manager * L2 Manager *
Leave Management > Select Business Unit Select Department Select HR Manager Select L2 Manager
Exit Procedure .
Exit Types System Admin General Admin Finance Manager Notice Period @ *

Exit Questions
N Settings
Initiate/Check Status

All Exit Procedures

Select System Admin

f

Cance'

Select General Admin

Select Finance Manager

Figure 272
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e. Enter the required details
f.  Click Save button

='—'I The reporting manager of an employee will be considered as the L1 Manager
A during the Exit Procedure.

17.4 How do | initiate an Exit Procedure?

Please refer Figure 273

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Organization Expenses Disciplinary Time
Employees d
Exit Procedure b v 4 Home » HR » Exit Procedure » Initiate/Check Status B* Pinto shortcuts
A mmateCheek st | B Initiate/Check Status d|Bad] c o

All Exit Procedures . _ A - z =

Action Business Unit Department Exit Type Status Initiated date

Contacts L4
..... rmverve e o Orange Blossom HRM Resignation Approved 2017-04-06 10:25:47
Sy c P Records per page

E: .3 33

Figure 273

Click HR in the top menu

Click Exit Procedure on the left menu panel
Click Initiate/Check Status in the submenu
Click +Add button on the right side

a.
b.
C.
d.

Please refer Figure 274

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Organization Expenses Disciplinary Time
Employees

Exit Procedure v 4  Home> HR > Exit Procedure > Initiate/Check Status > Add

 Initiate/Check Status " o
; Exit Procedure Details

All Exit Procedures Exit Type * PR
Contacts 3 Select Exit Type e
Shoricuts maximum

E— &&-&& == M

Figure 274

e. Enter the required details
f.  Click Save button
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17.5 How do | approve an Exit Procedure?

Please refer Figure 275

Dashboard  Self Service  Service Request HR Appraisals Recrumments Organization Expenses Disciplinary Time

Employees =]

Exit Procedure b L | Home » HR » Exit Procedure » All Exit Procedures % Pin to shortcuts

Initiate/Check Status

c All Pending Approved Rejected
3 All Exit Procedures
1 1 0 0

Contacts L
o All Exit Procedures cp
Shortcuts s 2 5 s
Employee Employee ID Business Unit Department Exit Type Status Initiated date
E‘ﬁ E @ @f Jessica Jazz EMPP207 Orange Blossom IT Resignation Pending 07.04.2017 at 06:36:29 AM
cp Records per page | 20 |

igure 275

Click HR in the top menu
Click Exit Procedure on the left menu panel
Click All Exit Procedures in the submenu
d. Click Edit icon against a record
Please refer Figure 276

Dashboard Self Service Service Request i Recruitments

0T o

Employees

Exit Procedure - 4 Home » HR > Exit Procedure > All Exit Procedures > Edit
Initiate/Check Status S = P £
a All Exit Procedures
Select Status
Contacts - iz
Shortcuts Cancel
E B = Em§|oyee Details ——— h
Business Unit Orange Blossom Department HRM
Employee Kimberly jazz Employee ID EMPP207
Job Title Employee Joining Date 22042014
Exit Procedure Details i
Exit Type Resignation Raised on 06.04.2017
Comments - Process Status Pending
Relieving Date 21052017
L1 Manager Jackson Terrace Status Pending
Comments
L2 Manager Garley Jr Status Pending
Comments
HR Manager Janet Janet Status Pending
Comments
System Admin Jennifer Gen Status Pending
Comments
General Admin Kim Carl Status Pending
Comments
Finance Manager Albert Janose Status Pending
Comments
@ Sentrifugo, 2017 Powered By Sapplica

Figure 276
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Select Exit Status

Enter Comments

Click Save button

Details of the employee can be viewed

Details of the Exit Procedure along with the status of every level of approval can be viewed

® o0 oo

'-ﬂl The same procedure (18.5) can be followed by all the roles for providing an
A approval.

17.6 How do | provide the final approval for an employee’s Exit Procedure?

The final approval will be given by the Super Admin/Management/HR.

Please refer Figure 277

You (Company Admin/Management/HR) can view the Page.

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics  Expenses Assets Disciplinary  Time
Employees a
Holiday Management [ | Home » HR » Exit Procedure » All Exit Procedures % Pin to shoricuts
Leave Management »
All Pending Approved Rejected
Exit Types -
All Exit Procedures c P
Exit Questions
Action ploy ployee ID i Unit Department Exit Type Status Initiated date
Settings
- o [’.E d Kimberly jazz EMPP207 Orange Blossom HAM Resignation Pending 06.04.2017 at 06:39:09 AM
Initiate/Check Status
Employee Configuration 4
Figure 277
a. Click HR in the top menu
b. Click Exit Procedure on the left menu panel
c. Click All Exit Procedures in the submenu
d. Click Edit/More icon against a record

Please refer Figure 278

You (Company Admin/Management/HR) can view the Page.
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Update Overallstatus x

) This is the final exit procedure status.

Status: * — COmMMENTS: ¥ m— f Relieving Date:

Select Status 22.05.2017

Copae |

Employee Details

Business Unit Orange Blossom Department IT
Employee Jessica Jazz Employee ID EMPP20T
Johb Title Employee Joining Date 28.04 2015

Exit Procedure Details

Fwit Twunao Dacinnatinmn Daicard ~n N7 A 2N1°7F

Figure 278

e. Select Status
f. Enter Comments
g. Click Save button

17.7 How do | enable Questions for the Exit Interview?

Please refer Figure 279

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Background Check  Organization Analytics Expenses Assets Disciplinary Time
Employees a
Holiday Management r 4 Home » HR » Exit Procedure » All Exit Procedures B+ Pin to shortcuts
Leave Management 4
I — All Pending Appraved Rejected
Exit Types .
All Exit Procedures [eFed
Exit Questions
Action ploy ployee ID i Unit Department Exit Type Status Initiated date
Settings
. om d Jessicadazz  EMPP207 Orange Blossom T Resignation  Approved  07.04.2017 at 06:36:20 AM
Initiate/Check Status.
3 All Exit Procedures C c o Records per page ‘ 20 v|
Employee Configuration 4
Figure 279

a. Click HR in the top menu
b. Click Exit Procedure on the left menu panel
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c. Click All Exit Procedures in the submenu
d. Click Questions icon against a record

Please refer Figure 280

GHANA HR SOLUTIONS

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Background Check  Organization Analytics Expenses Assets Disciplinary Time
Employees
Holiday Management [ | Home » HR » Exit Procedure » All Exit Procedures » Edit
Leave Management 4 Configured Questions for Employee
§ - ;
Eanrocegurg e |+Add New Question
Exit Types

Questions

f [Cleheck an

Settings 7]

Exit Questions
Why are you leaving?

Initiate/Check Status @ What could we have done better?

> g Cancel

3 All Exit Procedures

Employee Configuration

Figure 280

e. Click to add new questions
f.  Check the checkbox to select questions
g. Click Save button
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17.8 How do | answer Questions for the Exit Interview?

Please refer Figure 281

GHANA HR SOLUTIONS

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Organization Expenses Disciplinary Time
Employees a
Exit Procedure b v 4 Home > HR > Exit Procedure > Initiate/Check Status

A Initiate/Check Status | C Initiate/Check Status

All Exit Procedures ) 5 s )
Action Business Unit Department Exit Type Status
Contacts ¥
o d Orange Blossom IT Resignation Approved
Shortcuts
C P Records per page

.l;-‘ E:: ae ae

Figure 281

& Unpin from shortcuts

B c o
Initiated date

07.04.2017 at 06:36:29 AM

a. Click HR in the top menu
b. Click Exit Procedure on the left menu panel
c. Click All Exit Procedures in the submenu
d. Click Questions icon against a record
Please refer Figure 282
Dashboard  Self Service  Service Request HR Appraisals Recruitments  Organization Expenses Disciplinary  Time
Employees
Exit Procedure v 4 Home » HR » Exit Procedure » Initiate/Check Status » Edit

u Initiate/Check Status

Question

All Exit Procedures

Contacts > ‘Why are you leaving?
Shortcuts
‘What could we have done better?
°8e =) as as
B e e
es ss as Clear
a8 o8 ae f

Figure 282

e. Enter Comments
f.  Click Save button

Comments

o

An email notification will be sent to the employee.




GHANA HR SOLUTIONS

17.9 How do | view an employee’s Exit Interview feedback?

Please refer Figure 283

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization  Analytics Expenses Assets Disciplinary  Time
Employees a
Holiday Management [ | Home » HR » Exit Procedure » All Exit Procedures % Pin 1o shoricuts
Leave Management >
" All Pending Approved Rejected
Exit Types .
All Exit Procedures ce
Exit Questions
Action Employee Employee ID Business Unit Department Exit Type Status Initiated date
Settings
, o El d Jessica Jazz  EMPP207 Orange Blossom m Resignation  Approved  10.04.2017 at 02:12:38 AM

Initiate/Check Status.

Employee Configuration L
Figure 283

Click HR in the top menu

Click Exit Procedure on the left menu panel
Click All Exit Procedures in the submenu
Click Questions icon against a record

a.
b.
C.
d.

Please refer Figure 284

Dashboard  Self Service  Service Request HR Appraisals  Recruitments  Background Check  Organization Analytics Expenses Assets Disciplinary
Employees
Holiday Management [ | Home » HR » Exit Procedure » All Exit Procedures » Edit
>

Leave Management @ Exit Procedure has been completed
Exit Procedure v

Exit Types Question Comments

Exit Questions Why are you leaving? | have got a new job oppertunity.

Settings o

9 What could we have done better? Everything is Awesome.

Initiate/Check Status
3 All Exit Procedures €
Employee Configuration >

Figure 284

e. Feedback of Exit Interview

An employee’s Exit Procedure can be viewed by Super Admin/Management/HR.

P
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18. Additional Features

Upload Employees’ Profile Photo as HR

HR can now upload employees’ profile photos.
Please refer Figure 285

You (HR) can view the Page.

Dashboard  Self Service  Service Request HR Appraisals Recruitments  Background Check  Organization  Analytics Expenses Assets More ¥
s Employees

Heliday Management > Home » HR » Employees » Edit

Leave Management L
SRS i A SRR B B Employee Name ¢ Wi ohi iR

Employee Configuration 4 T

Employee Id : EMPP0O002

Contacts L L
il

Shomours; @090 EE | 1000000 | S R  ES R B RS AR RIS

Contact Number : 1234567890 [ Update
Edit Profile Photo
m Inactive

FEE o
ogol

da & ga

i
R
(] ]

as as e
as as
. as Official Employee Code Employee Id Prefix
EMPP 0002 Mr
Documents .
Leaves
First Name * Last Name * Mode of Employment *
Holidays Jahn Michael Direct
Salary
Personal Role* Email Business Unit
Management kaditya@sapplica.com Asiaglobal
Contact
Skills
Department (2] Reporting Manager * Job Title
Adg Histor QualityAssurance David Brainard , Departm.. Select Job Title
Experience Add Job Title
Education Position @ Employment Status * Date of Joining @ *
Cnlnit Danirinn Crlans Ermnlaimane Cramin IANT Nier MO B '

& Recently viewed U= =0 » EmployeesEdit = » Employees Edit =

HR Configuration Wizard

The configuration wizard has been designed to aid the user in setting up the application in the right manner and to
avoid the confusion regarding how to proceed further after a certain step.



@ GHANA HR SOLUTIONS

It consists of 3 steps:

Please refer Figure 286

Configuration Wizard allows you to configure settings that reflect requirements unigue to your

@ GHANA HR SOLUTIONS organization and make your application ready to use.

L : . £ . . - .
B Configure Leave Types @ ®* Configure Holidays o i-E: Appraisals o

Caonfigure the lea your organization. Configure the holidays used in your organization Configure the performance appraisal parameters used in your

organization.

Configure Employee Leave Types

Leave Type * Mumber of Days *

2 ADD LEAVE TYPE

= Configure Leave Types: Create leave types (E.g. Sick, Vacation) and allocate the number of days for each leave

type.
Please refer Figure 287
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Configuration Wizard allows you to configure settings that reflect requirements unique to your
GHANAHR SOLUTIONS organization and make your application ready to use
5 i e - 0
B Configure Leave Types o 3 Configure Holidays

Canfigure the lea

Configure the holida!

GHANA HR SOLUTIONS

aisal parameters used in your

Configure Holidays

Holiday Group *

Select Holiday Group | -

Add Holiday Group

Holiday * Date @ +

2, ADD HOLIDAY

» Configure Holidays: Create holiday groups and assign holidays to each group.
Please refer Figure 288

Configuration Wizard allows you to configure settings that reflect reguirements unigue to your
GHANA HR SOLUTIONS organization and make your application ready to use.
L . g’ - . - - -
B Configure Leave Types o K™ Configure Holidays o f-E: Appraisals

Configure the Configure the haliday:

used In your arganization.

Configure Performance Appraisal

Appraisal Parameter *

Select Parameter | - |

Add Parameter

Question * Description

200 characters remaining (200 maximurm)

2 ADD QUESTION

= Appraisals: Add appraisal parameters (E.g. KPI, KRA) and allot questions for each parameter.

Next >
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Create New Shortcut Button

GHANA HR SOLUTIONS

This shortcut button is placed on the top left corner (beside your organization logo) of the application. This button has
been designed to save your time from menu redirections. The number of options displayed depends on a user’s role
privileges. For example, if you belong to the Management role group, then you will be able to create new Employees,
Requisitions, Appraisals, Business Units, and Departments etc. If you belong to the Employee role group you can only
create Service and Leave requests.

Please refer Figure 289
#=  Create New =
Employee
Dashboard  Self Service Appraisals Recruitments Background Check  Organization  Analytics Site Config Modules More v
Requisition
Shortcuts Appraisal
..&‘ ﬂﬂ’ a8 Business Unit
as Department ot configured your widgets. Click here 1o configure Mo birthdays today
Announcement
Company
Announcements
13
Announcemeants

You can now manage and store your organization’s external users, vendors, and clients’ details all in one place.
Please refer Figure 290

Dashboard  Self Service

Service Request

Appraisals

Recruitments

Background Check

Organization

Analytics

Site Config

Modules More ¥

Employees
Roles & Privileges
Holiday Management
Leave Management
Employee Configuration
b

External Users
a Vendors

Clients

Projects

Shortcuts

E O 32 =8

4 Home » HR » Contacts » Vendors
»
Vendors
>
Action Name
»
o B K-factor
o =Eom sdf
o g labs
o o Dacode
G o

a. Click HR in the top menu
b. Click Contacts on the left menu panel

c. You can click on any contact to add/view External Users/Vendors/Clients

Contact Person
jenna

sdfsdf

caroline

alaric

Country
Albania
India
Afghanistan

Afghanistan

Records per page | 20 ¥

State

Tirana

Assam

Balkh

Balkh

City

Tirana
Dibrugarh
Mazar-e-Sharif

Mazar-e-sharif

% Pin to shortcuts

Elrdd ¢ o
Primary Phone
4564646464
5464576876
6575675675

9879797989
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19. Employee Kit

Employee kit is used for company’s documents whether employee hand books, company structure, or other documents
in the company.

How do | create Employee Kit?

Please refer Figure 291
@ (é—hANA HR SOLUTIONS %Cnnfiguralion Wizard Michael K ~ i

Dashboard ~ Wall Self Service ServiceRequest HR Appraisals Recruitments  Background Check  Organization Analytics  Site Config  Expenses Assets Disciplinary Payroll  Attendence Tax Time Logs

Home > Dashboard > Employee KIT
» Employee KIT Ib

\ C
List of Birthdays
Infra Request

e
List Of Work Anniversary Location Document Name
select v m ciara
Shortcuts
Location a Location e
b] Employee Handbook b employee kit
Employee Handbook employee guide lines
10 E i ©viwrDF ilD E| & @ viewPDF

Click Dashboard in the top menu

Click Employee Kit on the left menu panel

Click Add Document in the submenu

Click filter to open or close the filter popup

USing this filter we can able to filter the document by business unit and department wise

®ao oo

Please refer Figure 292
@ GHANA HR SOLUTIONS @, Configuration Wizard Michael K~

Dashboard Wall  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

Home » Dashboard » Employee KIT » Add
s Employee KIT

List of Birthdays Document Name * Description Version Select Document @ *

Infra Request & Upload Document g
y

List Of Work Anniversary

Shortcuts

Tae  EE-

f.  Enter necessary information to create a kit
g. Click Save button
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How do | view the Employee Kit?

Please refer Figure 294

@ GHANA HR SOLUTIONS

Wall  Self Service Appraisals  Recruitments  Background Check ~ Organization  Analytics  Site Config  Expenses  Assets Disciplinary  Payroll

Service Request  HR

GHANA HR SOLUTIONS

€, Configuration Wizard Michael K~

Attendence Tax Time Logs

Home > Dashboard > Employee KIT
s Employee KIT

List of Birthdays

Employee KIT

Infra Request i

List Of Work Anniversary Location : E Location : El
Employee Handbook employee kit
Shortcuts
Employee Handbook employee guide lines
& o R

o E B @ viewPDF o10) L B @ viewPDF

h. click to view the kit

Please refer Figure 295

Service Request  HR

@ GHANA HR SOLUTIONS

Recruitments Site Config  Expenses  Assets Disciplinary  Payroll

Background Check

Dashboard | Wall  Self Service Appraisals Organization  Analytics

=+ Add Document ‘ Filter =

8, Configuration Wizard Michael K~

Attendence Tax Time Logs

Home » Dashboard > Employee KIT > View
s Employee KIT P

List of Birthdays

Infra Request

Employee Handbook

List Of Work Anniversary
Shortcuts P
Description
T | G Employee Handbaok
[® Category: ...

O Version:1.0

B Uploaded Document : EmployeeRpt_2_pdf

i. click to view the document

j. click to edit the employee kit
click to delete the employee kit
I. the content of the employee kit

K

o veuror | (CD)
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20. Wall

Wall is a feature designed for users to share their thoughts, events, and links with office colleagues.

Please refer Figure 296
@ GHANA Hg SOLUTIONS “g Configuration Wizard Michael K~

Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments  Background Check  Organization Analytics Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

C
Create a Post Company Announcements
B 7/ Ueoch
Test 7
Thu, Feb 29
announcement test group
Thu, Feb 22
@ Michael K .
QIP 5secondsago = post Company Celebrating 15years 7
Tue, Feb 13
new post
Like ™ Comment New Announcement 7
Tue, Feb 06
Add Comment...
Events @
event test group event test group 7 d
event trst group event test group
event
groupPPPPRRPPPPPPPPRRPPRPP
Thu, Feb 22
Employee Appreciation Week (01sf
to 03rd March 2023)
Mon, Jan 29
tomy 7
Mon, Jan 29
to 7
Mon, Jan 29
View All >
© Ghana HR Solutions 2024

Click on Wall in the top menu
View the posted thoughts

View the recent announcements
View the recent events

o0 oo
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How do | create a Post?

£ CreateNew ~

HR

@ GHANA HR SOLUTIONS

Dashboard Wall Self Service Recruitments

Assets

GHANA HR SOLUTIONS

$;, Configuration Wizard Michael K~

Attendence Tax  Time

Appraisals

Service Request Background Check  Organization

Create a Post

B 7 Ueoch

k4 Add Image

*ipg. jpeg. png

©® Michael K
Q1P 2hoursago

new post

Like ™} comment

Add Comment...

e. Enter the details also we can able to add the image
f.  Click Post to save

How to create Announcement?

Analytics  Site Config

o -

£

™ post

[SOERE Disciplinary  Payroll

Company Announcements ()

Test
Thu, Feb 29

announcement test group
Thu, Feb 22

Company Celebrating 15 years 7
Tue, Feb 13

New Announcement
Tue, Feb 06

Events

Logs

Announcements can be created by the company Admin, Management & HR. The announcements will appear

on every user’s in the wall page.

Please refer Figure 298

HR

@ GHANA HR SOLUTIONS

Dashboard EL Self Service Appraisals  Recruitments  Background Check

Service Request

Organization

Analytics

Site Config

Expenses  Assets  Disciplinary

Payroll

€., Configuration Wizard Michael K+

Attendence Tax Time Logs

Create a Post

4 Add Image

* ipg. jpeg. png

@ Michael K
4P 2hoursago

new post
Like ™ comment

Add Comment...

a. Click + (ADD) button to create a new announcement

ceart m

a
Company Annnunoemems

Test
Thu, Feb 29

announcement test group
Thu, Feb 22

Company Celebrating 15 years
Tue, Feb 13

™ Post

New Announcement
Tue, Feb 06

Events

2
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Please refer Figure 299

@ GHANA HR SOLUTIONS 4, Configuration Wizard Michael K ~

PELLLLEN Wall Self Service  Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

Home » Wall > Announcements > Add
3 Announcements

4
Announcement Categories —
Business Units * Departments * Title *
Events
Q Q
Shortcuts
JE G Description * b

Normal < i A B 7 U i= ¥

& Upload Attachment

C

d e
o | e | IR

b. Select the Business Unit(s), Department and Title and Upload Attachment if required
c. Click Post button to publish the announcements
d. Click Save Dradt button to save it

How do | add Announcements category?

Please refer Figure 301
@ GHANA HR SOLUTIONS ﬂn Configuration Wizard Michael K ~

Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments Background Check Organization Analytics Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

Home > Wall > Announcement Categories

Announcements ‘

a Announcement Categories C cr
Events Action Category b Description
Shortcuts Ie Ew Technology I

&od R c e Records per page [ 20_v|

a. Click Announcement Category on the left menu panel to list categories
b. List the announcement categories
c. click +Add button to create category

217



GHANA HR SOLUTIONS

Please refer Figure 302

@ GHANA HR SOLUTIONS 4, Configuration Wizard

Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments Background Check Organization Analytics Site Config Expenses Assets Disciplinary Payroll  Attendence Tax Time

Logs

Michael K~

Home » Wall > Announcement Categories » Add
Announcements

4
s Announcement Categories
Category * Description
Events d
4
200 characters remaining (200
Shortcuts e maximum)

& od @ Bl -

d. Enter the necessary information to create category
e. Click save button

How do | create an events?

Please refer Figure 303
@ GHANA HR SOLUTIONS 4, Configuration Wizard

Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments Background Check Organization Analytics Site Config Expenses Assets Disciplinary Payroll  Attendence Tax Time

Logs

MichaelK  ~

Home > Wall > Events
Announcements

Announcement Categories

e
Action Title Business Units Start Date b End Date Status

Events c Go

Shortcuts l oEZT Heros day Africa 2024-02-01 00:00:00 2024-02-01 00:00:00 Save as draft

o R cp Records per page [ 20~

a. Click Event on the left menu panel
b. List the created events
c. Click +Add button to create new event

Please refer Figure 305
@ GHANA HR SOLUTIONS €, Configuration Wizard

Dashboard Wall Self Service  Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config  Expenses  Assets Disciplinary  Payroll  Attendence Tax  Time

Michael K ~

Home > Wall > Events > Add
Announcements.

«
Announcement Calegories
Title - Business Units * Departments *
~ Events
< <.
Shortcuts
Status * Start Date End Date
* Sclect Status - =
Desription *
B 7 Uacae
Attachments @
& uUpload Attachment

e

d. Enter the necessary information to create event
e. Click Post to save and publish
f.  Click Save Draft to save it as a draft
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21. Payroll

GHANA HR SOLUTIONS

Payroll refers to a specific instance of a company's payroll processing. It typically includes details like employee names,
hours worked, wages or salaries, deductions (such as taxes and benefits), and the net amount paid to each employee for
a specific pay period, often on a monthly basis

Employees Allowance:

Employee allowance add to the employee by the reporting manager.

Please refer Figure 306

Dashboard ~ Wall

Self Service

Service Request

HR  Appraisals

Recruitments

Employee Payroll List
Payroll History

Payroll Configuration

Employee Allowance b

Shortcuts

ol R

®ao oo

Home > Payroll > Employee Allowance
Business Unit Department

Select Business Unit v

Employee Allowance

Action Employee Name
oD david mtwale
oz david mtwale
oo mkoto andrew
G e

Click Payroll in the top menu
Click Employee Allowance in the left menu

We can see the list of employee allowance

Click +Add button to create incentive

We can use filter to see the employee incentives

Select Department

Background Check  Organization

Employee

v — Select -

Analytics  Site Config

Allowance Amount
500.00
500.00

1,000.00

Pecorts perpace

How do | Add the Employees Allowance?

Please refer Figure 307

Dashboard  Wall  Self Service

Employee Payroll List
Payroll History

Payroll Configuration

Employee Allowance b

Shortcuts

S o R

Service Request HR  Appraisals ~ Recruitments
Home > Payroll > Employee Allowance
Business Unit Department

Select Business Unit v

Employee Allowance

Action Employee Name
©oEw david mtwale
R ] david mtwale
L ] mkoto andrew
(e

a. Click payroll in the top menu
Click Employee incentives in the left menu
Click +Add to add the employee allowance

Select Department

Background Check ~ Organization

Employee

v ~ Select -

Analytics ~ Site Config

Allowance Amount
500.00
500.00

1,000.00

ecordsper pge

Expenses  Assets  Disciplinary

Year

v 2024

Expenses Assets Disciplinary

Year

v 2024

Payroll || Attendence  Tax

Date
03/18/2024
03/19/2024

03/20/2024

Payroll || Attendence  Tax

Date

03/18/2024

03/19/2024

03/20/2024

Time Logs

Time Logs

e
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Please refer Figure 308

Dashboard Wall Self Service Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics

@ GHANA HR SOLUTIONS

Site Config Expenses Assets Disciplinary Payroll

Home > Payroll > Employee Allowance > Add
Employee Payroll List

Payroll History Employee * Allowance Name * Allowance Amount *

Payroll Configuration Select Employee -

s Employee Allowance

Shortcuts

& of R

d. Enter all necessary information
e. Click Save to add the allowance to the employee

How to configure Payroll?

In payroll configuration we can able set the maximum allowance to employee and set the cut-off date for adding the

allowance to the employee

Please refer Figure 310

Dashboard Wall  Self Service  Service Request HR  Appraisals Recruitments  Background Check  Organization  Analytics

Employee Payroll List

| . .
PayrollHistory Payroll Configuration
b Max Allowance Amount * Allowance cut-off Date c

Employee Allowance 1,00000 | | 03/25/2024
Shortcuts

.r=1. ﬁ @ m ‘ Cancel ‘

d

a. Click Payroll in the top menu

b. Click Payroll Configuration in the left menu

c. Enter all necessary information

d. Click Save to config the payroll

Site Config  Expenses Assets  Disciplinary Payroll
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How do | add Payroll to the Employee?

You (Company Admin/Management/HR) can able to view the page
Please refer Figure 311

Dashboard Wall Self Service Service Request HR  Appraisals Rec nts  Background Check  Organiz: Analytics  Site Config Expenses Assets  Disciplinary

Attendence Tax Time Logs

a
Home > Payroll > Employee Payroll List
i Employee Payroll List b 4

Payroll History Export Bank Details Export Tier Export Pension plan & contribution Export Tax sheet PYE

Export Payroll

Employee Payroll Generated Month Year Tier
Payroll Configuration .
- Select - v - Select - v - Select - v - Select - v - Select - v m | ‘
Employee Allowance —
Shortcuts Employee Payroll List
‘_:1 IE G Action Employee Name Email Date Payroll Generated
ozB mkoto andrew mkoto@mailinator.com 03/21/2024 Yes
oza Africa Africa gency com 03/20/2024 Yes
ozZa david mtwale david@mailinator.com 03/19/2024 Yes

o Records per page

Q

Click Payroll in the top menu
b. Click Employee Payroll List in the left menu
c. Click Add button

Please refer Figure 312

e Request HR  Apprai: i ckground Check  Org Analytics Expenses  Assets

Home > Payroll > Employee Payroll List > Add

Employee * Basic Salary * Tier*

Select Employee - Select Tier -

Add Allowance

Allowance Amount [+]

Add Deduction

Deduction Amount [+]

Add Reimbursement

Reimbursement Amount [+]

Add Non Cash Benefit

Non Cash Benefit Amount [+]
Total Allowance Overtime Income in GHS Banus Income in GHS Gross Salary Employee Contribution Employee S5F Employee Frovident Fund Taxable Income
Yes -
Income Tax Overtime tax in GHS Bonus taxin GHS Total Deductions Net Salary GHS Employer SSF Contribution 13% GHS  Emplayer PF Contribution % GHS Cast To Company GHC
13th Month Salary Loan Amount/Salary Advanc, Loan Deduction Loan Balance Savings Booster

e

m ‘ Cancel

(RIS » Employee PayrollList = [ ]

d. Enter all necessary information to add employees payroll
e. click Save
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&

How do | generate the Payroll & Payslip?

Dashboard Wall Self Service Service Request HR  Appraisals Recruitments Background Check  Organization Analytics Site Config Expenses Assets Disciplinary Payroll Attendence Tax Time Logs

Home > Payroll > Employee Payroll List
Employee Payroll List |

-
-

Payroll History Export Bank Details Export Tier Export Pension plan & contribution Export Tax sheet PYE Export Payroll
Employee Payroll Generated Month Year Tier

Payroll Configuration

- Select v - Select - - - Select v - Select v - Select - - m ‘ Reset |
Employee Allowance

Shorteuts Employee Payroll List [ + EATAS
rz—* lﬁ % Action Employee Name Email Date Payroll Generated
cq ©
El mkoto andrew mkoto@mailinator.com 03/21/2024 Yes
oLa Africa Africa prabhakar com 03/20/2024 Yes
oLE david mtwale david@mailinator.com 03/19/2024 Yes

o Fecds per page

Click Payroll in the top menu

Click Employee Payroll List in the left panel

Click View Icon to view the payroll details for the employee

Click Edit Icon to edit the payroll details for the employee

Click PDF Icon to generate the payslip for the employee

Click the Excel icon to download the Employee Payroll, Bank Details, Tler & Tax PYE

O o0 T oW
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22. Attendance

Attendance is a fundamental aspect of HR management, ensuring that employees are present and accounted for during

their scheduled work hours.

Attendance involves monitoring and recording the presence or absence of employees during their designated work hours.

How do | view My Attendance?

Please refer Figure 313

Service Request HR

@ GHANA HR SOLUTIONS

Dashboard Wall  Self Service Appraisals  Recruitments  Organization

Expenses

a  Pure-n

Attendence

mkoto andrew~

Disciplinary ~ Payroll

Home > Attendence > Attendance » My Attendance

Attendance | M
s My Attendance |C

Employee Attendance

Frem Date ToDate

Regularization 4
My Attendance
Shortcuts

o ol &S

Action Employee Code Employee Name

Attendance Day

First Punch-In Time Last Punch-Out Time Total Hours Attendance Status

© EMP010 mkoto andrew

03/18/2024

09:20:00 18:30:00 09:10:00 Present d

cp

Click Attendance in the top menu

Click Attendance in the left menu

Click My Attendance in the left sub menu
We can able to view the list of attendances

o0 oo

How do | request Regularization?

Please refer Figure 314
[ £ Cresteten -]

Service Request  HR

@ GHANA HR SOLUTIONS

Dashboard  Wall  Self Service Appraisals  Recruitments  Organization

Records per page

mkoto andrew~

Attendence Time

Home > Attendence > Regularization » My Request

Attendance > q
Status From Date To Date
Regularization | [y v
My Request c Pending v =]
Employee Request
My Request
Shortcuts yreq
Action Employee Code Employee Name
ol &
eEwm EMPO10 mkoto andrew
G R

Ckick Attendance in the top menu
Click Regularization in the left menu
Click My request in the left submenu
Click Add button

o0 oo

Expenses

Disciplinary  Payroll

hrmi

Attendance Day Punch-In Punch-Out Total Hours Reporting To Status

03/15/2024 08:00 16:00 08:00

ecord por e

Management User Pending
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Please refer Figure 315
@ GHANA HR SOLUTIONS [ purchin | mkoto andrew=

Dashboard  Wall  Self Service  Service Request HR  Appraisals Recruitments  Organization Expenses Disciplinary  Payroll Attendence Time

Home » Attendence > Regularization » My Request » Add
Attendance L4 q
Regularization M Attendance Day PunchIn* Punch out * Total Hours Reason
s My Request

Employee Request 30 char

Shortcuts

& od ‘ Cancel |

-

e. Enter the necessary information
f.  click Apply

How do | view Employee Attendance?

Please refer Figure 317

@ crananrsowtions  (EEEAEE a X ' vanagement Use.-

Dashboard  Wall ~ Self Service  Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics Site Config Expenses Assets Disciplinary  Payroll Attendence Tax Time Logs

b Home » Employee Attendance e f
Attendance v q

Business Unit Department Employes From Date ToDate M
My Attendance Export to Excel
Select Business Unit v Select Department v Select Employee v m‘ Clear |
s Employee Attendance C E—

Regularization »
Configuration 4 Employee Attendance ch
Shortcuts Action Employee Code EmplojeeName (| Attendance Day First Punch-In Time Last Punch-Out Time Total Hours Attendance Status

El; l L3 EMP010 mkoto andrew 03/18/2024 09:20:00 18:30:00 09:10:00 Present

Gp Records per page

a. Click Attendance in the top menu

b. Click Attendance in the left menu

c. Click employee attendance in the left sub menu

d. We can able to view employee attendance record who are all reporting to the login user

e. We can use the filter to get the list by department , business unit wise

f.  Click Export to Excel to export
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Attendance configurations

How do | configure the Attendance?

HR can configure the punch-in and punch-out by businessunit and department wise.

Please refer Figure 318
a [EEID - vanagementuse.-

@ GHANA HR SOLUTIONS

Dashboard  Wall ~ Self Service

Attendance » 4

Regularization >

b -
3 Attendance Configuration|C

Regularization
Configuration

IP Configuration

Shortcuts

o0 oo

Click Add

Service Request HR  Appraisals Recruitments  Background Check  Organization Analytics  Site Config Expenses Assets Disciplinary  Payroll Attendence Tax Time Logs

Home > Attendence > Configuration > Attendance Configuration

Attendance Configuration dc el

Action Businessunit Name Department Name Punch-In Time Punch-Qut Time

or@ Africa Development 08:00:00 20:00:00

ce Records per page

Click Attendance in the top menu
Click Configure in the left menu
Click Attendance configuration in left submenu

Please refer Figure 320
m m Management Use..~

Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics  Site Config Expenses Assets Disciplinary  Payroll Attendence Tax Time Logs

@ GHANA HR SOLUTIONS

Dashboard ~ Wall  Self Service

Attendance Yo
Regularization 4
Configuration M

s Attendance Configuration

Regularization
Configuration

IP Configuration

Shortcuts

Home > Attendence > Configuration > Attendance Configuration > Add

Busineesunit Name * Department Name * Punchin* Punch Out *

Select Business Unit v Select Department v

f —

e. Enter all necessary information to add configurations

f. click Save
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How do | configure the Regularization?

GHANA HR SOLUTIONS

Regularization config is used to set the maximum number of request allow to the

employee.

Please refer Figure 321
[ 2 orateew -]

@ GHANA HR SOLUTIONS

Dashboard Wall  Self Service Recruitments Assets  Disciplinary  Payroll

Service Request  HR

Appraisals Background Check  Organization ~ Analytics  Site Config  Expenses

a =

Attendence Tax Time Logs

Management Use..~

Home » Attendence > Configuration > Regularization Configuration

Regularization

Attendance 4 «
Regularization o Regularization Configuration e | Eaw oo
b -
Attendance Configuration (= s d Description
©ozu 5 I

Configuration

cp Records per page

IP Configuration

Shortcuts

Click Attendance in the top menu

Click configuration in the left menu

Click Regularization configuration in the left sub menu
List of the regularizations

Click Add button

a0 oo

Please refer Figure 322

@ GHANA HR SOLUTIONS

Dashboard Wall  Self Service Recruitments Assets  Disciplinary  Payroll

Management Use.~

Attendence Tax Time Logs

Service Request HR

Appraisals Background Check  Organization  Analytics  Site Config  Expenses

Home > Attendence > Configuration > Regularization Configuration » Add

Attendance 4 q
Regularization s Regularization Count * Description
Configuration M f

Attendance Configuration

Regularization g

=

Configuration
Cancel

IP Configuration

Shortcuts

f.  Enter all necessary information’
g. Click Save
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IP Configuration:

IP Configuration is used to allow the user to punch-in/punch-out with in the config IP
address.

How do | add IP Address Configurations?

Please refer Figure 324
@ GHANA HR SOLUTIONS a [ Puncivin | Management Use. -

Dashboard Wall  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization Analytics Site Config Expenses Assets Disciplinary  Payroll Attendence Tax Time Logs

Home » Attendence > Configuration » IP Configuration

Attendance 4 q
Regularization 4 IP Configuration Add c P
e P -]
Attendance Configuration iy P DNscwse
Regularization oLT 196.12.131.142
Configuration LT 49.47.218211
c co Record
ecords per page v
Shortcuts
a. Click Attendance in the top menu
b. Click Configuration in the left menu
c. Click IP configuration in the left sub menu
d. Click Add button

Please refer Figure 325

@ GHANA HR SOLUTIONS m B ) vanagement use.-

Dashboard  Wall ~ Self Service  Service Request HR  Appraisals  Recruitments  Background Check  Organization  Analytics SiteConfig Expenses Assets Disciplinary  Payroll Attendence Tax Time Logs

Home > Attendence > Configuration » P Configuration » Add

Attendance ’ q
Regularization 4 1P Address Description
Configuration v e
. . 4
Attendance Configuration 200 characters remaining (200
maximum)
Reqularization f
Configuration )
Save ‘ Cancel |

s [P Configuration -
Shortcuts

e. Enter all necessary information
f. click Save button
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23. Tax

Tax is a mandatory financial contribution imposed by governments on individuals, businesses, and other entities to fund
public expenditures and services. Taxes are levied on various sources of income, transactions, wealth, and property.

How do | view the Employees Tax?

Employee tax can add/edit/view by HR/Company Admin/Management user

Please refer Figure 334
Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config  Expenses  Assets Disciplinary  Payroll  Attendence Tax
a
Home > Tax » Employee Tax
3 Employee Tax b <
Business Unit Department Employee From Date

Export to Excel

Select Business Unit v Select Department v Select Employee v 2024 v ‘ Clea

c
Shortcuts Employee Tax Add cr
You have not configured your
shorteut icons. Click here to Action Employee Code Employee Name Businessunit Department Year
configure
Lo AT EMPO0D012 Employee One Ghana Development 2024
orT EMPOD10 System Employee Ghana Development 2024
oL EMPO002 Team Manager Ghana Development 2024

co Records per page

a. Click Tax in the top menu
b. Click Employee Tax in the left menu
c.  We can view the list of employees tax

How do | export the employees tax list?

Please refer Figure 335

Dashboard Wall  Self Service  Service Request HR  Appraisals Recruitments Background Check  Organization  Analytics  Site Config

Expenses Assets Disciplinary Payroll  Attendence Tax Logs

b Home > Tax » Employee Tax
s Employee Tax
1 Business Unit Department Employee From Date Exportto Excel
Select Business Unit v Select Department v Select Employee v 2024 v m‘ Clea

Shortcuts Employee Tax Add c L
You have not configured your
shortcut icons. Click here to Action Employee Code Employee Name Businessunit Department Year
configure
erT EMP00012 Employee One Ghana Development 2024
erw EMPOD10 System Employee Ghana Development 2024
Lo N AT EMPOD02 Team Manager Ghana Development 2024

cp Records per page

click Tax in the top menu
. Click Employee tax in the left menu
c. Click Export to Excel

T o
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How do | add Employee Tax?

Please refer Figure 336

Dashboard Wall Self Service  Service Request HR  Appraisals Recruitments Background Check Organization Analytics Site Config Expenses Assets Disciplinary Payroll  Attendence Tax

Home > Tax s Employee Tax

1 Business Unit Department Employee From Date Export to Excel
Select Business Unit v Select Department v Select Employee v 2024 v m
c
Shortcuts Employee Tax
You have not configured your
shorteut icons. Click here to Action Employee Code Employee Name Businessunit Department Year
configure

erd EMP00012 Employee One Ghana Development 2024
oEw EMP0010 System Employee Ghana Development 2024
era EMP0002 Team Manager Ghana Development 2024

co Records per page

a. Click tax in the top menu
b. Click Employee tax in the left menu
c. C;ick Add button

Please refer Figure 337

@ GHANA HR SOLUTIONS [ @, contiguration Wizard HR Manager -

Dashboard ~ Wall ~ Self Service  Service Request HR  Appraisals Recruitments  Background Check ~ Organization  Analytics Expenses Assets Disciplinary Payroll  Attendence Tax Document Verification ~ Time
Home > Tax > Employee Tax » Add
3 Employee Tax 4
Employee Residency Basic Salary Secondary Employment (¥ / N) Paid SSNIT (Y / N) Social Security Fund
Select Employee - Select Status v Select Status - Select Status v
Shortcuts
Third Tier Cash Allowances Bonus Income Final Tax on Bonus Income Excess Bonus Total Cash emolument
Accommodation Element Vehicle Element Non Cash Benefit Total Assessable Income Deductible Reliefs Total Reliefs
Chargeable Income Tax Deductible Overtime Income Overtime Tax Total Tax Payable to GRA Severance pay paid
Remarks
S
Apply ‘ Cancel

d. Enter all necessary information
e. Click Apply button
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How do | add the Tax Slab Configuration ?

Super Admin can only able to change and view the tax slab details. By default the tax slab will be configured in the
system. Tax slab configuration used for the tax calculation in the payroll system.

@ GHANA HR SOLUTIONS

Super Admin ~
—
Dashboard HR  Organization  Site Config Payroll Logs
1
a
Home > Payroll » Tax Slab Configuraton
Tax Slab Configuraton
4
b
Tax Slab Configuraton c e
Action Income Rate(%) Tax Cumulative Income Cumulative Tax
Shortcuts o[g] c 490,00 0 0.00 490,00 0.00
You have not configured your ek 110.00 5 5.50 600.00 5.50
shortcut icons. Click here to
configure oz 130.00 10 13.00 730.00 18.50
oz 3166.67 175 55407 3896.67 572.67
Lo e 16000.00 25 4000.00 19896.67 457267
© 30520.00 30 9156.00 50416.67 13728.67
oL 50416.67 35 0.00 0.00 0.00

cp Records per page

a. Click Payroll on the top menu
b. Click Tax Slab Configuration on the left panel
c. Click Edit Icon

Dashboard HR  Organization  Site Config Payroll Logs

@ GHANA HR SOLUTIONS Super Admin ~ I

Home > Payroll > Tax Slab Configuraton > Edit
§ Tax Slab Configuraton

< JES—
Income * Rate(%) * Tax* Cumulative Income * Cumulative tax * d
490.00 0 0.00 490.00 0.00
Shortcuts
You have not configured your
shortcut icons. Click here to Update ‘ Cancel
configure B
e

d. Enter the required filed
e. Click Update to update the tax slab
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