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Chapter 1:  Getting Started 
 
Once the Personnel Module has been installed, it can be accessed by going to:  
Management Services -> Personnel 
 

 
 
Once in the module, the tool bar will look like this: 
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Control Files 
Before using the Personnel module, the control files need to be setup.  
Navigate to: Maintenance tab 
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Add/Delete/Modify Tables 

This section is used to setup Divisions, Employment Types, Insurance, Position, Program and Wages.  From the 
main Personnel menu bar, go to:  Maintenance > Add/Delete/Modify Tables.  From there you will select the 
area you want to work in. 
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Divisions 

Divisions are used to categorize employees that work in different departments.  This can be as broad or as 
detailed as you choose – just make sure it is manageable. 

 
 
 

Field/Button Description 

Code Enter a code for the Division. 

Descript Enter a Description for the Division 
Close Button Use the close button to return to the main Personnel module screen 

Add Button Use the Add button to add a new Division.  Enter the code and description.  
Use the tab key to navigate through each field.  Information is saved as soon 
as you leave the field. 

Delete Button To delete a division in the list, select it with your mouse and click the Delete 
button. 

Print Button To print the Division listing, click the print button.  A printer dialog box will be 
display for you to choose your printer. 
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Employment Types 

Enter the types of employees working at your agency. 

 
 

Field/Button Description 

Name Enter a descriptive name for the Employment Type. 

Close Button Use the close button to return to the main Personnel module screen 

Add Button Use the Add button to add a new employment type.  Use the tab key to 
navigate through each field.  Information is saved as soon as you leave the 
field. 

Delete Button To delete an employment type in the list, select it with your mouse and click 
the Delete button. 

Print Button To print the employment type listing, click the print button.  A printer dialog 
box will be display for you to choose your printer. 
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Insurance 

Information relating to insurance type, carrier, cost, etc. is entered here. 

 
 

Field/Button Description 

Code Code associate with the insurance. 

Type A two character code of your choosing. 

Carrier Insurance carrier. 

Cover Who the plan covers. 

Cost Cost of the plan. 

Emp Cost Employee’s cost for the plan. 

Date Date of plan. 

Close Button Use the close button to return to the main Personnel module screen 

Add Button Use the Add button to add a new Insurance.   Use the tab key to navigate 
through each field.  Information is saved as soon as you leave the field. 

Delete Button To delete an insurance in the list, select it with your mouse and click the 
Delete button. 

Print Button To print the insurance listing, click the print button.  A printer dialog box will 
be display for you to choose your printer. 
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Programs 

If your agency uses programs, these must be entered before the Positions are entered.   

 
 

Field/Button Description 

Code Code for the program.. 

Description Description of the program. 

Close Button Use the close button to return to the main Personnel module screen 

Add Button Use the Add button to add a new Program.  Enter the code and description.  
Use the tab key to navigate through each field.  Information is saved as soon 
as you leave the field. 

Delete Button To delete a program in the list, select it with your mouse and click the Delete 
button. 

Print Button To print the program listing, click the print button.  A printer dialog box will be 
display for you to choose your printer. 
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Positions 

This section allows you to document each position in your agency along with the associated approval date, 
division, program, grade and hours. 

 
 

Field/Button Description 

App Date Approval date for this position. 

Div The division this position will be assigned to. 

Prog Program this position will be assigned to. 

Grade Pay grade for this position. 

Hours Number of hours assigned for this position. 

Number Code for this position. 

Position Long name for this position. 

Bar Is this position part of collective bargaining?  Y for Yes, N for No. 

Close Button Use the close button to return to the main Personnel module screen 

Add Button Use the Add button to add a new position.   Use the tab key to navigate 
through each field.  Information is saved as soon as you leave the field. 



 

Personnel 

User Manual 
 

 
 

11 

 

Delete Button To delete a position in the list, select it with your mouse and click the Delete 
button. 

Print Button To print the position listing, click the print button.  A printer dialog box will be 
display for you to choose your printer. 
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Wages 

This can be entered by person or by position and indicates union affiliation, wage and PERS affiliation. 

 
 

Field/Button Description 

Code Name or code for wage. 

Union Is this a union position?  Y or N 

Wage Dollar amount for wage. 

PERS Does this contribute to PERS?  Y or N 

Close Button Use the close button to return to the main Personnel module screen 

Add Button Use the Add button to add a new wage.   Use the tab key to navigate through 
each field.  Information is saved as soon as you leave the field. 

Delete Button To delete a wage in the list, select it with your mouse and click the Delete 
button. 

Print Button To print the wage listing, click the print button.  A printer dialog box will be 
display for you to choose your printer. 
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Personnel Profile 

From the Maintenance menu, navigate to:  Personnel Profile.   This section is used for NON-Union employees 
of your agency. 
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Vacation (FT) Tab 

Enter the intervals that determine vacation for full time employees here.  Use the tab key to navigate through 
each field.  Information is saved as soon as you leave the field.  

 
 

Field/Button Description 

Seniority The number of years of seniority for this vacation accrual. 

Anniversary/Calendar If this vacation accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of vacation here. 

Accrued If this vacation accrual is based on hours per pay, enter it here. 
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Sick Leave (FT) Tab 

Enter the intervals that determine sick leave for full time employees here.  Use the tab key to navigate 
through each field.  Information is saved as soon as you leave the field. 

 
 

Field/Button Description 
Seniority The number of years of seniority for this sick leave accrual. 

Anniversary/Calendar If this sick leave accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of sick leave here. 

Accrued If this sick leave accrual is based on hours per pay, enter it here. 
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Vacation (PT) 

Enter the intervals that determine vacation for part time employees here.   
 
Use the tab key to navigate through each field.  Information is saved as soon as you leave the field.  
 

 
 

Field/Button Description 

Seniority The number of years of seniority for this vacation accrual. 

Anniversary/Calendar If this vacation accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of vacation here. 

Accrued If this vacation accrual is based on hours per pay, enter it here. 
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Sick Leave (PT) 

Enter the intervals that determine sick leave for part time employees here.  Use the tab key to navigate 
through each field.   
 
Information is saved as soon as you leave the field. 
 

 
 

Field/Button Description 

Seniority The number of years of seniority for this sick leave accrual. 

Anniversary/Calendar If this sick leave accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of sick leave here. 

Accrued If this sick leave accrual is based on hours per pay, enter it here. 
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Other 

This screen is for other miscellaneous payroll items.  Use the tab key to navigate through each field.  
Information is saved as soon as you leave the field. 
 

 
 

Field/Button Description 

Hours in a pay period How many hours in a pay period? 

Overtime Rate The rate at which overtime is calculated. 

With no other time off Y for Yes, N for No. 

Min Hours for PT Vacation Minimum amount of hours for part time vacation 

Aware Sick Time for Comp 
Earned 

Y for Yes, N for No. 

Calendar  

Medicare The Medicare rate. 

Workers Comp The Workers Comp rate. 

PERS The PERS rate. 
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Personnel Profile (Optional – Union) 

From the Maintenance menu, navigate to:  Personnel Profile (Optional – Union).   This section is used for 
UNION employees of your agency. 
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Vacation (FT) Tab 

Enter the intervals that determine vacation for full time employees here.  Use the tab key to navigate through 
each field.  Information is saved as soon as you leave the field.  

 
 

Field/Button Description 
Seniority The number of years of seniority for this vacation accrual. 

Anniversary/Calendar If this vacation accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of vacation here. 

Accrued If this vacation accrual is based on hours per pay, enter it here. 
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Sick Leave (FT) Tab 

Enter the intervals that determine sick leave for full time employees here.  Use the tab key to navigate 
through each field.  Information is saved as soon as you leave the field. 
 

 
 

Field/Button Description 

Seniority The number of years of seniority for this sick leave accrual. 

Anniversary/Calendar If this sick leave accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of sick leave here. 

Accrued If this sick leave accrual is based on hours per pay, enter it here. 
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Vacation (PT) 

Enter the intervals that determine vacation  for part time employees here.  Use the tab key to navigate 
through each field.  Information is saved as soon as you leave the field.  
 

 
 

Field/Button Description 
Seniority The number of years of seniority for this vacation accrual. 

Anniversary/Calendar If this vacation accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of vacation here. 

Accrued If this vacation accrual is based on hours per pay, enter it here. 
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Sick Leave (PT) 

Enter the intervals that determine sick leave for part time employees here.  Use the tab key to navigate 
through each field.  Information is saved as soon as you leave the field. 
 

 
 

Field/Button Description 
Seniority The number of years of seniority for this sick leave accrual. 

Anniversary/Calendar If this sick leave accrual is based on the employee’s anniversary/calendar date, 
enter the number of hours of sick leave here. 

Accrued If this sick leave accrual is based on hours per pay, enter it here. 
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Other 

This screen is for other miscellaneous payroll items.  Use the tab key to navigate through each field.  
Information is saved as soon as you leave the field. 
 

 
 

Field/Button Description 
Hours in a pay period How many hours in a pay period? 

Overtime Rate The rate at which overtime is calculated. 

With no other time off Y for Yes, N for No. 

Min Hours for PT Vacation Minimum amount of hours for part time vacation 

Aware Sick Time for Comp 
Earned 

Y for Yes, N for No. 

Calendar  

Medicare The Medicare rate. 

Workers Comp The Workers Comp rate. 

PERS The PERS rate. 

 



 

Personnel 

User Manual 
 

 
 

25 

 

Race 

Used to designate race of your employees. 

 
 

Field/Button Description 

Name Discription of race. 

Close Button Use the close button to return to the main Personnel module screen 

Add Button Use the Add button to add a new race.   Use the tab key to navigate through 
each field.  Information is saved as soon as you leave the field. 

Delete Button To delete a race in the list, select it with your mouse and click the Delete 
button. 

Print Button To print the race listing, click the print button.  A printer dialog box will be 
display for you to choose your printer. 
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Chapter 2:  Adding an Employee 
 
To add an employee, click on the Personnel tab from the Personnel Module Menu. 

 
 
This screen will be displayed.  Click Add to enter a new employee 
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Info Tab 
The top portion of the info tab contains the name and position information for the employee. 

 
 

Field/Button Description 

Employee ID# Prefills with next available employee ID #. 

First Name First name of the employee. 
Middle Name Middle name of the employee. 

Last Name Last name of the employee 

Status Typically A for Active or I for Inactive. 

Division Use the dropdown box to choose the division where the employee will be 
working. 

Program Use the dropdown box to choose the program this employee should be 
associated with, if applicable. 

Position Use the dropdown box to choose the position this employee will be filling. 
Full/Part/Seasonal Use the dropdown box to choose what hours the employee will be working. 

Union Typically Y for Yes or N for No. 

Policy  

Print Button Use to print various forms:  vacation history, sick history, comp time history 
and personal history. 

Previous Button Go to the previous employee’s record. 
Next Button Go to the next employee’s record. 

Delete Button Delete this employee’s record. 

Add Button Add a new employee. 

Modify Button Modify this employee’s record. 
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Info - Personal Tab 

Located at the bottom of the Info Tab, this area is used to record address, phone, date of birth, etc. 

 

 

 

Field/Button Description 

Street The house number and street name where the employee resides. 
City The city where the employee resides. 

State The state where the employee resides. 

Zip Code The zip code where the employee resides. 

Home Phone Employee’s home phone number, if applicable. 
Date of Birth Employee’s date of birth. 

Sex Typically M for Male, F for Female 

Race Use the dropdown box to choose the race of the employee. 

SSN The social security number of the employee. 
Cell Phone Cell phone number of the employee. 

Work Phone Work phone number for the employee. 

Work Ext. Work extension for the employee. 
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Info – Important Dates 

Located at the bottom of the Info Tab, this area is used to record start date, termination date and professional 
licenses and their expiration dates. 

 

 
 

Field/Button Description 

Start Date The start date of the employee. 
Adjusted Start Date The adjusted start date of the employee, if applicable. 

Vacation Anniversary Date The anniversary date to be used for vacation. 

Termination Date The date employee terminated employment. 

Professional License A professional license the employee holds. 
Expiration Date The expiration date of this professional license. 

Degree Highest degree employee holds. 

Seniority in Years The seniority of the employee (optional). 

2nd Professional Licnese The second professional license the employee holds. 
2nd Expiration Date The expiration date of the second professional license. 

3rd Professional License The third professional license the employee holds. 

3rd Expiration Date The expiration date of the third professional license. 
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Info – Automobile 
 
Located at the bottom of the Info Tab, this area is used to record information regarding driver’s license auto 
insurance, parking permit, etc. 
 

 
 

Field/Button Description 

Driver’s License # The driver’s license number of the employee. 
Driver’s License Expires The expiration date of the employee’s driver’s license. 

Health District Driver Typically Y for Yes or N for No. 

Auto Insurance Exp. Date the employee’s automobile insurance expires. 

Parking Permit #1 The number of the employee’s first parking permit. 

Parking Permit #2 The number of the employee’s second parking permit. 

Vehicle # The vehicle # typically assigned to the employee. 

Vehicle Phone # The phone number assigned to the vehicle, if applicable. 
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Info - Evaluation 
 
Located at the bottom of the Info Tab, this area is used to record evaluation information. 
 

 
 

Field/Button Description 

Evaluation Form Name of the form completed for the employee. 
Supervisor Name of supervisor doing the evaluation. 
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Emergency Tab 
This tab lets you record emergency contact information for the employee.  Click Modify to make changes to 
this screen. 

 
 

Field/Button Description 

Name Name of emergency contact for this employee. 

Phone Phone number for the emergency contact. 

Ext Extension for the emergency contact. 
Previous Button Go to the previous employee’s record. 

Next Button Go to the next employee’s record. 

Delete Emergency Contact  Button* RIGHT Click to delete the emergency contact selected. 

Add Emergency Contact Click to add an emergency contact for this employee. 
Modify Button Modify this employee’s record. 
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Ins Tab 
This screen provides the means for recording insurance information for the employee.  Click Modify to make 
changes to this screen. 

 
 

Field/Button Description 
Date Date of insurance 

Code Use the dropdown box to choose the appropriate code. 

Carrier Will auto complete based on code. 

Type Will auto complete based on code. 
Coverage Will auto complete based on code. 

Cost Will auto complete based on code. 

Emp Will auto complete based on code. 

Previous Button Go to the previous employee’s record. 
Next Button Go to the next employee’s record. 

Delete Insurance Button* RIGHT click to delete insurance selected. 

Add Insurance Button Click to add insurance to this employee. 

Modify Button Modify this employee’s record. 
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Salary Tab 
This tab allows you to record payroll information for the employee.  Click Modify to make changes to this 
screen. 

 
 

Field/Button Description 

Date Date of this payscale went into effect 

Code Use the dropdown box to choose the appropriate code. 

Wage Will auto complete based on code. 

Hours Will auto complete based on code. 

Union Will auto complete based on code. 
PERS Will auto complete based on code. 

Reason Optional 

Previous Button Go to the previous employee’s record. 

Next Button Go to the next employee’s record. 
Refresh Use this button to refresh the grid. 

Delete Salary History Button* RIGHT click to delete the salary record selected. 

Add Salary History Button Click to add salary information to this employee. 
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Modify Button Modify this employee’s record. 

NOTE:  The Wages X Hours field in the grid calculates as follows:  hours X wage X 26 pay periods. 
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Evaluation Tab 
This tab allows you to record evaluation information for this employee.  Click Modify to make changes to this 
screen. 
 

 
 

Field/Button Description 

Date The date of the evaluation. 
Type Type of evaluation completed. 

Form Form used for evaluation. 

Score Score of evaluation. 

Super Supervisor completing evaluation 
Previous Button Go to the previous employee’s record. 

Next Button Go to the next employee’s record. 

Delete Evaluation Button* RIGHT click to delete the evaluation record selected. 

Add Evaluation Button Click to add evaluation information to this employee. 
Modify Button Modify this employee’s record. 
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Comp/Overtime Tab 
Shows comp and/or overtime hours for the employee.  Click Modify to make changes to this screen. 

 
 

Field/Button Description 

Date The date of the comp/overtime. 

Prog Program associated to the comp/overtime. 
Please note… this must be entered exactly as it was entered in the control file. 

Type A one character designation of your choosing. 

Hours Number of hours of comp/overtime worked. 
Rate The rate at which comp/overtime should be calculated.  Ex:  1.5 

Total Total hours of comp/overtime for this record. 

Bal Balance of comp/overtime hours.  This is cumulative and will be calculated by 
the system.   

Wage Amount this employee is paid at normal rate.  This will usually pre-fill. 
Comment Enter any comment regarding this record. 

Previous Button Go to the previous employee’s record. 

Next Button Go to the next employee’s record. 

Refresh Use this button to refresh the grid. 

Delete Overtime Button* Right click to delete the comp/overtime record selected. 
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Add Overtime Button Click to add comp/overtime information to this employee. 

Modify Button Modify this employee’s record. 
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Sick Tab 
Shows sick time hours for the employee.  Click Modify to make changes to this screen. 
 

 
 

Field/Button Description 

Sick Leave Use this dropdown to choose the type of sick time accrual for this employee. 

Date The date of the sick day. 

Time Number of hours of sick time used. 
Bal Balance of sick time hours.  This is cumulative and will be calculated by the 

system.   

Reason Reason for sick time taken. 

Excuse Typically Y for Yes and N for No. 

Comment Enter any comment regarding this record. 

Previous Button Go to the previous employee’s record. 
Next Button Go to the next employee’s record. 

Refresh Use this button to refresh the grid. 

Delete Sick Leave Button* Right click to delete the sick time record selected. 

Add Sick Leave Button Click to add sick leave information to this employee. 
Modify Button Modify this employee’s record. 
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Vacation Tab 
Shows vacation hours for the employee.  Click Modify to make changes to this screen. 
 

 
 

Field/Button Description 
Vacation Leave Use this dropdown to choose the type of vacation accrual for this employee. 

Date The date of the vacation day. 

Time Number of hours of vacation time used. 

Bal Balance of vacation hours.  This is cumulative and will be calculated by the 
system.   

Reason Reason for vacation taken. 

Previous Button Go to the previous employee’s record. 

Next Button Go to the next employee’s record. 

Refresh Use this button to refresh the grid. 
Delete Vacation Button* Right click to delete the vacation record selected. 

Add Vacation Button Click to add vacation information to this employee. 

Modify Button Modify this employee’s record. 
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Personal 
Show or add personal hours for the employee.  Click Modify to make changes to this screen. 
 
 

 
 

Field/Button Description 

Date The date of the personal day. 

Time Number of hours of personal time used. 

Balance Balance of personal hours.  This is cumulative and will be calculated by the 
system.   

Comment Comment for personal day taken. 

Previous Button Go to the previous employee’s record. 

Next Button Go to the next employee’s record. 

Refresh Use this button to refresh the grid. 
Delete Personal  Button* Right click to delete the personal record selected. 

Add Personal Button Click to add personal information to this employee. 

Modify Button Modify this employee’s record. 
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Tardy 
Show or add tardy hours for the employee.  Click Modify to make changes to this screen. 
 

 
 

Field/Button Description 

Date The date of the tardy day. 

Comment Comment for tardy. 

Previous Button Go to the previous employee’s record. 
Next Button Go to the next employee’s record. 

Delete Tardy  Button* Right click to delete the tardy record selected. 

Add Tardy Button Click to add tardy information to this employee. 

Modify Button Modify this employee’s record. 
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Education 
Show or add education hours for the employee.  Click Modify to make changes to this screen. 
 

 
 

Field/Button Description 

Date The date of the education hours. 
Hours Number of hours of education hours. 

Cost Cost of education. 

Comment Comment for education. 

Previous Button Go to the previous employee’s record. 
Next Button Go to the next employee’s record. 

Delete Education  Button* Right click to delete the education record selected. 

Add Education Button Click to add education information to this employee. 

Modify Button Modify this employee’s record. 
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Memo 
Click Modify to add or edit a Memo.  Type text into the memo box field.   
Previous and Next buttons navigate between employees. 
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Personnel Reports 

Navigate to Reports tab once in Personnel Module. 

 
 

Reports Description 

Address Labels Creates address labels, by employee  

Auto Insurance Due List, by employee, when their auto insurance is due. 

Birthdates  Lists birthdays of employees alphabetically including the program 
in which they are involved. 
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Checklist Alphabetical list of employees and the days the week in a table 
format. 

Comp/Overtime by Division List of employee comp/overtime by division. 

Comp/Overtime by Program List of employee comp/overtime by program. 

Current Salary List, by employee, with their current salary. 

Driver’s Lic. # Expiration Lists the date the employee’s driver’s license expires. 

Education List, by employee, with their education. 

Emergency Contact Alphabetical list, by employee, of emergency contact names and 
phone numbers. 

Employee by Supervisor Alphabetical list of employees by supervisor. 

Employee Comp Time History List, by employee, the date of the comp time, if it is accrued, paid 
or used, the program the employee is assigned to, any pertinent 
comments, the amount of actual time, the rate the employee is 
reimbursed, the amount of time the final calculations are based 
on and the balance of available time. 

Employee Personal History List, by employee, the date the time was taken or accrued, the 
number of hours, and the available balance. 

Employee Sick History List, by employee, the date sick time was taken, the reason it was 
taken, was it excused, the amount of time taken, and the available 
balance. 

Employee Vacation History List, by employee, the date of the vacation time, if it is accrued or 
used, any pertinent comments, amount of time, and the available 
balance. 

Evaluation Labels Creates labels that may be affixed to evaluation forms. 

Insurance Coverage List, by employee, of their insurance coverage. 

List Alphabetical list, by employee including occupation information 

List with Demographics Alphabetical list, by employee with demographics. 

Phone Numbers List, by employee, with all phone numbers. 

Positions List, by employee, with position and description. 

Professional Lic. Expiration Lists of the date the employee’s professional license expires. 

Salary History Provides salary history by employee. 

Start Date List, by employee, with their start date. 

Tardy List, by employee, who have recorded tardy instances. 

Time Off – Detail List, by employee (detailed), with balance of vacation time, sick 
leave, comp time, and personal time. 

Time Off – Summary List, by employee (summary), with balance of vacation time, sick 
leave, comp time, and personal time. 

Code Enter the code 

Program Enter the program 
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Close Button Closes the table 

Add Button Adds a line to the list 

Delete Button  Deletes a highlighted entry 

Print Button Prints the list  
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Browse/List/Export 
 
Click the Browse/List/Export tab to show the drop-down list of category options. 
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Select a cateogry to  Browse/ListExport 

Use Filters at the bottom right side of the screen to sort the results to export. 

Clicking the Filters button will open a new window to further constrain the Browse/List/Export results. 
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Count/Graph 

Click the Count/Graph to open the categories of options. 
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Selecting a category will open a new options menu. 

Use Filters at the bottom right side of the screen to sort the results to export. 

Clicking the Filters button will open a new window to further constrain the Count/Graph results. 

 


