Module 6

Category 6
6.9 Staff Details

Staff Details ﬁ

All staff details can be included into the program. It can include Full Time, Part Time and
Casual Employees. Staff details and address’s need to be completed before time sheets can
be entered.

¢ Project Control Manager 20 NOV 2004 =15]x]
File Edt Commands BRepots Site Manager Reports Records  Adminstration  window  Help

Staff Details 18] =]

? Emploves Mumber !

Title  First Ieficiclle: WITEME
|Ms |Julie | |Dutu
Street Sore:
12 Funny Court Home Phone ko
Suburk Stat Post H7 3269 9999
FUNNY FARM [ oo f4123 ,Q.h:r_ahuu_
of Kin 8463 179 833
Glenn I=| .
=l 1 UL 28@4 I
=
Pavto Year § I—

=
[ Currert employes.  Code I Emnloves Tvie - I Taxto Year § I
Hr Parv Rate Super Scheme Mame Super Scheme Suner Rate Super to ‘Year I
[ S6.58 | _
Fﬁuﬁiﬂﬂﬁ_ 8% Halidaw Sick Factor Ao Tax Holiday Hrs I
Bank Aecount Address Sick Hours I

I H
Ir-
|:{ Current People | M. Zero Incomes

ﬂlilﬁlllﬂl @I & Edit| ™& New| + 0K| % Cancel| Close [ |

To add staff details click on the ‘NEW’ Button and complete the details for the employee.
When the fields have been completed click the ‘OK’ button and then click ‘New’ to complete
information for the next employee. Continue to do this until all information is completed.

If the information changes or needs to be updated, click the ‘Edit’ button.

To move forward or backwards to find an employee listed in the module use the arrow keys
left and right. To go to the beginning or to the end of the list use the arrows with the bar.
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To ‘Zero’ all employees income, click on the ‘Zero Incomes’ button.

A dialog box will appear : ‘Are you sure you want to do this???”
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To find if an employee is currently listed in the staff details, click on the ‘Current People’
button and the following screen will appear.
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