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MAINTAIN EMPLOYEE RECORDS

e Record information in as many as eight areas, shown on the
Personnel Master Screen. These areas are:

e Demographics e Training
e  Current Position e Education
e  Skills/Certifications e Employment History Notes
e Reviews T D O B
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e Parameter files are provided to allow user-defined codes to e e (A o e St e 7 |[SUBLEV 850

enhance customization and consistent reporting. e o B = | LA
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e Utilize the ‘Education’ tab to record names of schools attended, N =200 B e e ooz |

degrees attained, education major, education minor, and unlimited e Legloe ot evev - o1 NN |
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e An internal job history, with user-defined job codes, can be
maintained under ‘Employment”history.

PeERsONNEL MASTER - DEMOGRAPHICS

e An unlimited number of user-defined note fields can be used to
track any data elements or information not otherwise provided for
in standard fields.

2- Data Entry
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MEeAsURE EMPLOYEE PERFORMANCE
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e Certificate numbers, issue dates, and expiration dates can be oo b et e rome CT—
tracked for an unlimited number of user-defined skills and/or
certification codes.

e Employee review information includes the date of review, user-
defined rating code, name of the reviewer, date of next review, and
unlimited notes.
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e Training information includes user-defined training types, training

dates, next training date, and unlimited notes. PeErRSONNEL MASTER - EMPLOYMENT HiSTORY
REPORTING )
e  Personnel Master Reports e Training Report
e Mailing Labels e  Staff Audit Report
e (Certification Report e  Staff Directory
e Certificate Expiration Report e  Birthday/ Anniversary Lists
e Termination List e  Due for Review Report
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