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About this document

The purpose of this document is to provide information regarding the features of the
Human Resource Management System OrangeHRM. The intended audience for this
document is primarily the administrative users of the system.

The document is divided into the following chapters:

Chapter Description
OrangeHRM This chapter gives a brief description of OrangeHRM and its
overview main functionalities.

Login Information

This chapter provides the login details of the system.

Admin Module This chapter will give step by step instructions on how to use
the features of the Admin Module in the OrangeHRM system.

PIM Module This chapter will give step by step instructions on how to use
the features of the PIM Module in the OrangeHRM system.

ESS Module This chapter will give step by step instructions on how to use

the features of the ESS Module in the OrangeHRM system.

Leave Module

This chapter will give step by step instructions on how to use
the features of the Leave Module in the OrangeHRM system.

Time Module

This chapter will give step by step instructions on how to use
the features of the Time tracking Module in the OrangeHRM
system.

Reports Module

This chapter will give step by step instructions on how to use
the features of the Reports Module in the OrangeHRM system

Bug Tracker

This chapter explains the functionality of the Bug Tracker
Module
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We use the following text formatting conventions:

italic
Used for document titles, emphasis, and for email addresses, web URLs and file and
directory names.

Bold

Used for emphasis and for the command options you select.

Letter gothic

Used for literal code, such as configuration files, Java class names, method names and API
calls.

Letter gothic italic

Used for arguments and parameters that will be replaced with an actual value.

OrangeHRM version 2.2 © OrangeHRM Inc. 2005 - 2007 All rights reserved. 9
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1 Overview

OrangeHRM, emerging in line with the new generation of web HR systems, will assist you in
managing your company's most important asset - human resource. Orange HRM which is
applicable to diverse business industries is a perfect platform for re-engineering your HR
processes and redefining the workflow operations of HR professionals, paving the way to a
new level of HR Management.

OrangeHRM is based on modular architecture and consists of the following modules:

. Admin Module

The part of the system where the HR Manager or
other appointed personnel perform all system
administration tasks. This include defining
company structure, pay grades, company projects
and customers and other information that serves
as the backbone for the rest of the system.
Security issues are taken care of through this
module as well by defining user rights.

. PIM Module

This core module maintains all relevant employee
related information, including different types of
personal information, detailed qualifications and
work experience, job related information etc.
Picture of employee is included as well.
Information captured in this module is utilized by
all other modules, thus eliminating data
redundancy.

. Employee Self Service

Employee self service is a powerful tool providing
employees of the company with the ability to
view relevant information such as personal
information, updating personal information with
web - enabled PC, applying for leave and editing
personal timesheets without having to hassle the
HR staff.

OrangeHRM version 2.2 © OrangeHRM Inc. 2005 - 2007 All rights reserved. 1
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The functionality of this module spans through
the entire system, making information available
anywhere, anytime. Of course all information is
subject to company defined security policy, where
everyone can only view the information he/she is
authorized to. Time and cost saving effects from
this solution are tremendous.

. Leave Module

A comprehensive leave management module with
extensive possibilities of defining leave types, company
holidays and more. It caters for all application and
approval processes and is able to display information on
leave entitlement, balance, history etc. Thanks to the
web-enabled and self-service concepts, it significantly
streamlines all leave related procedures, eliminates
paperwork and saves costs.

. Time Module

The module automates time tracking related processes.
It helps to efficiently organize labour data and improve
the workforce management. Time module allows
employees to define and submit their timesheets, which
can be approved / rejected and modified by their
supervisors.

. Reports Module

This feature produces customized reports
according to your needs. Any number of reports
can be defined by selecting from a range of
search criteria and report fields. Report
definitions can be saved to avoid repeating this
task. Once the report definition is saved, the
report can be generated by providing the
required criteria data.

. BUG Tracker

In the event of any bugs being encountered while using the system, these bugs
could be immediately reported on-line using the Bug Tracker module which
would be useful for fixing them.

OrangeHRM version 2.2 © OrangeHRM Inc. 2005 - 2007 All rights reserved. 1
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Chapter 2
2 Login Information

. Make sure that the AMP stack (Apache, MySqgl and PHP) is running.

. Open your web browser and enter the url address for OrangeHRM e.g.
http://localhost/orangehrm?2/

. Login to OrangeHRM by using the login name and password previously selected
in the installation.

2} OrangeHRM - New Level of HR Management - Microsoft Internet Explorer B P[] 5
Fle Edt Yew Favortes Tools Help ‘ I
@ o = e e m 2
eaa(k - E) - \ﬂ @ ._b | f)sEarch .. Favarites .E‘}‘ SN o i 3
Adcress [ ] tetpsflocahostiorangshrmlogin.php B8 |pdf-] B fPo Feor
! - 4~| || searchweb| - | 2 [F- @~ ®| IMal ~ My ¥ahoo! - F5NCAAHoops - & Fantasy Sports ~ »
. OrangeHRM - New Level of KR .. || 4k add Tab 8
4
| "= o
= m T i ]
and development of your
Orangel comes &s a comprehensive solution For the: efficient management and
development of your Human Resource. It will assist you in the complex and strategic
process of managing this crucial resource of your enterprise, Based on modular
Fndiie architecture, It Faclitates & vastrange of HR activitiss, with FeatUres that reflect the
OGN Hame :l rhain HR management activities, Tt comes 35 3 web-snabled application and considering
Passwiard - l:| the available flesdbilicy, OrangeHRM s a perfect platform For reenginesring your HR.
processes and achieving a new level of HR Management.
Enter User
Name & rangeHRM ver 2.1 B OrangeHRM Inc. 2005 - 2007 Al ights reserved
Password
[&] Done [ [ [ [N3tocsl ntranet 7

Figure 2.1

2.1 Changing your password

You can always change your password by clicking on the Change Password link in the top
right-hand side of the screen. See Figure below.

OrangeHRM version 2.2 © OrangeHRM Inc. 2005 - 2007 All rights reserved. 13
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(Chan_ge Passwurd_) I Logout

Figure 2.2

You will now see the box shown in the figure below. Then simply click Edit, enter Old
Password, New Password, confirm New Password and click Save.

Change Password

W Back
Code USRO01
Uszer Mame Admin

Cild Pazsveord |

Mewy Password |

Confirm Pazsswoard |

< Edit

ar Clear

Figure 2.3

2.2 Logging out

Once logged in to the system, you can logout by clicking on the Logout link in the top right-

hand side of the screen.

Change Passwurd__ (_Lug_uut )

Figure 2.4

OrangeHRM version 2.2 © OrangeHRM Inc. 2005 - 2007 All rights reserved.
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3 Welcome Screen

After | in to the system you will see the screen showed below in figure 3.1. From the top
menu you can select which module to enter. E.g. Admin Module, PIM Module, Reports
Module, Leave Module and Bug Tracker (See chapter 1, Overview, for brief description of

each module).

7} OrangeHRM - Microsoft Internet Explorer

fle Edit Yiew Favortes Tools Help

@Eack - o - B @ ;h|p5earch *Favurltes @| {Sv ,; J I: a3

Address [{€] hitp:flacalhast orangehrmzinder.php

e ‘Linlﬁ B

Google“(}- jGo {»@ aid ‘ ©7 Bookmarksw |9Popups okay | P check ~ g Autolink - | epSendtow () settings—

X! - 2

L4
QrangeHrM

jﬁear[hWeb|V‘ « B - @‘ b Toobar Update ¢ Choose Buttons ) Answers = (Mal ~ (| Bookmarks ~ B Local - »
& - ‘\‘!

Home | ‘Admin | 'PIM | Leave |

Support

/5 Forum

Blog

T

Left side menu
Feature

Time | Reports | Bug Tracker

|
Top Menu

Module

and development of your

OrangeHRIM comes as a comprehensive soution For the efficient management and
development of your Human Resource, Tt will assist you in the complex and skratedic
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Figure 3.1

From the left side menu (see figure 3.1 above) there are also links for info on support as
well as direct access to the OrangeHRM Forum and OrangeHRM Blog.
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Chapter 4
4 Admin

Module

The Admin Module is the part of the system where the HR
Manager or other appointed personnel perform all system
administration tasks. This include defining company
structure, pay grades, company customers and projects and
other information that serves as the backbone for the rest of
the system. Security issues are taken care of through this
module as well, by defining user rights.

Select Admin Module from the top menu. The first screen of the Admin Module menu is
shown in the figure below. It will show the screen for general info on the company (see
chapter 4.1 for further info on entering company info).
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From the left side menu the features of the module can be selected. Each feature is
described below.




4.1 Company Info

All information related to the company is provided through the Company Info. The sub
menu consists of the following commands.

. General
. Company structure

. Locations

4.1.1General

The basic information on the company can be entered in ‘General’, see screenshot in figure
4.2 below.
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Use the action buttons to edit, clear and save the information (see description below).

NOTE: Company Name is required for proceeding with several of the other functions in
the system.




4.1.1.1Edit General info

To edit the info in General, click Edit, make the required changes and click Save. If you
type in text in a field and want to undo the change, click on the Clear button.

4.1.2Company Structure

In the company structure you can define and enter all the Departments, Divisions, Teams
etc. of the company. This will be useful later in the PIM Module so you assign a work station
to each employee and thereby can specify where he/she is located.
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4.1.2.1 Add to Company Structure

To add to the company structure click on Add shown in the figure below.
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Figure 4.4

After clicking Add the fields shown below will appear in the screen.
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Figure 4.5

You can now define a sub-division to your company by entering Name, Type (Division,
Department, Team or Other), Location and Description and then clicking Save. After
saving, it will appear below the company name as shown in Figure 4.6.
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Figure 4.6

NOTE: Locations can either be defined from the function in the Company Structure sub

menu (see below) or buy choosing Other in the drop down menu and then entering the
information and clicking Save.

4.1.2.2 Delete from Company Structure

To delete simply click Delete after the Division, Department etc. that you want to delete,
as shown in figure 4.7 below.
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Figure 4.7




4.1.3Locations

Through this feature you can add, edit and delete the different locations of the company.
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Figure 4.8

4.1.3.1 Add Location

To add a new location click Add and the screen shown in the figure below will appear. If the
save is successful, the Locations page is displayed with a ‘Successfully Added’ Notification.
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Enter the information and click Save.

4.1.3.2 Edit Location

Click on the Location ID that needs to be edited. Click Edit, make the necessary changes
and click Save.

4.1.3.3Delete Location

This would allow the user to delete a Location. Click on the checkbox against the Location
ID to be deleted and click Delete button. Multiple locations could be deleted
simultaneously.

4.2 Job

All information related to a Job can be handled by selecting Job from the menu. The sub
menu consists of the following commands:

. Job Titles
. Pay Grades

. Employment Statuses




. EEO Job Categories

4.2.1Job Titles

With the Job Titles feature you can add, delete and edit specific job titles to match the
requirements of you company. Start by clicking on Job Titles from the left side menu.

4.2.1.1Add Job Title

To add a Job Title click add from and the screen shown in figure below 4.10 will appear.
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Figure 4.10

Enter Job Title Name, Job Description and Job Title Comments if needed.

If you haven't already entered the Pay Grade you want to attach to the Job Title you can do
it by clicking Add Pay Grade. If you want to edit the Pay Grade(s) already entered click
Edit Pay Grade (for more information on Pay Grades, please go to section 4.2.2).

After finishing click Save. If the save is successful, the Job Titles page is displayed with a
‘Successfully Added’ Notification.

4.2.1.2 Edit Job Title

Click on the Job Title ID that needs to be edited. Click Edit, make the necessary changes
and click Save.




4.2.1.3Delete Job Title

This would allow the user to delete a Job Title. Click on the checkbox against the Job Title ID
to be deleted and click Delete button. Multiple Job Titles can be deleted simultaneously.

4.2.2Pay Grades

Through this feature you can add, delete and edit different Pay Grades for the company to
be connected with the Job Titles. Start by clicking Pay Grades from the sub menu of Job
in the left side menu.

4.2.2.1Add Pay Grade

Click Add and you will see the picture shown in figure 4.11. Start by entering the name for
the Pay Grade and click Save.
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Figure 4.11

Then you will get the screen shown below for specifying the currency as well as Minimum
Salary, Maximum Salary and Step Increase for the Pay Grade. Click Edit, enter the
specifications and click Save. If the save is successful, the Pay Grades page is displayed
with a ‘Successfully Added’ Notification.
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Figure 4.12

4.2.2.2 Edit Pay Grade

Click on the Pay Grade ID that needs to be edited. Click Edit, make the necessary changes
and click Save.

4.2.2.3Delete Pay Grade

This would allow the user to delete a Pay Grade. Click on the checkbox against the Pay
Grade ID to be deleted and click Delete button. Multiple Pay Grades could be deleted
simultaneously.

4.2.3Employment Statuses

From Employment Statuses you can define all the different employment statuses you need,
such as Full time contract, Part time contract, Full time internship etc.

4.2.3.1Add Employment Status

Click Add and you will see the picture shown in Figure X.X. Start by entering the name for
the Pay Grade and click Save. If the save is successful, the Employment Status page is
displayed with a ‘Successfully Added’ Notification.
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Figure 4.13

4.2.3.2 Edit Employment Status

Click on the Employment ID that needs to be edited. Click Edit, make the necessary
changes and click Save.

4.2.3.3Delete Employment Status

This would allow the user to delete an Employment Status. Click on the checkbox against
the Employment Status ID to be deleted and click the Delete button. Multiple Employment
Statuses can be deleted simultaneously.

4.2.4EEO Job Categories

Through this feature you can add, delete and edit EEO Job Categories. There are already 8
EEO Job Categories pre-defined. Start by clicking EEO Job Categories from the sub menu
of Job in the left side menu.
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Figure 4.14

4.2.4.1Add EEO Job Category

Click Add and you will see the picture shown in Figure 4.15. Enter the name for the EEO Job
Category and click Save. If the save is successful, the EEO Job Category page is displayed
with a ‘Successfully Added’ Notification.
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Figure 4.15

4.2.4.2 Edit EEO Job Category

Click on the EEO Job Category ID that needs to be edited. Click Edit, make the necessary
changes and click Save.




4.2.4.3Delete EEO Job Category

This would allow the user to delete an EEO Job Category. Click on the checkbox against the
EEO Job Category ID to be deleted and click the Delete button. Multiple EEO Job Categories
can be deleted simultaneously.

4.3 Qualifications

All information related to qualifications can be handled by selecting Qualifications from the
menu. The sub menu consists of the following commands.

. Education

. Licences

4.3.1Education

The types of education to be used in the PIM module can be entered here. Click Education
from the left side menu to enter.

4.3.1.1 Add Education

Click Add and you will see the picture shown in Figure 4.16. Enter the institute and the
course for the education and click Save. If the save is successful, the Education page is
displayed with a ‘Successfully Added’ Notification.
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Figure 4.16




4.3.1.2 Edit Education

Click on the Education ID that needs to be edited. Click Edit, make the necessary changes
and click Save.

4.3.1.3Delete Education

This will allow the user to delete an Education. Click on the checkbox against the Education
ID to be deleted and click the Delete button. Multiple Educations can be deleted
simultaneously.

4.3.2Licences

The types of licences to be used in the PIM module can be entered here. Click Licences
from the left side menu to enter.

4.3.2.1 Add License

Click Add and you will see the picture shown in Figure 4.17. Enter the License description
and click Save. If the save is successful, the License page is displayed with a ‘Successfully
Added’ Notification.
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Figure 4.17

4.3.2.2 Edit Licenses

Click on the License ID that needs to be edited. Click Edit, make the necessary changes
and click Save.




4.3.2.3Delete Licenses

This will allow the user to delete a License. Click on the checkbox against the License ID to
be deleted and click the Delete button. Multiple Licenses can be deleted simultaneously.

4.4 Skills

All information related to qualifications can be handled by selecting Qualifications from the
menu. The sub menu consists of the following commands.

. Skills
. Languages
4.4.1Skills

The types of skills to be used in the PIM module can be entered here. Click Skills from the
left side menu to enter.

4.4.1.1 Add Skill

Click Add and you will see the picture shown in Figure 4.18. Enter the Skill description and
click Save. If the save is successful, the Skill page is displayed with a ‘Successfully Added’
Notification.
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Figure 4.18

4.4.1.2 Edit Skill

Click on the Skill ID that needs to be edited. Click Edit, make the necessary changes and
click Save.




4.4.1.3Delete Skill

This will allow the user to delete a Skill. Click on the checkbox against the Skill ID to be
deleted and click the Delete button. Multiple Skills can be deleted simultaneously.

4.4.2L.anguages

The types of languages to be used in the PIM module can be entered here. Click

Languages from the left side menu to enter.

4.4.2.1 Add Language

Click Add and you will see the picture shown in Figure 4.19. Enter the Language description
and click Save. If the save is successful, the Language page is displayed with a

‘Successfully Added’ Notification.
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& Clear

4.4.2.2 Edit Language

Click on the Language ID that needs to be edited. Click Edit, make the necessary changes

and click Save.

4.4.2.3Delete Language

This will allow the user to delete a Language. Click on the checkbox against the Language
ID to be deleted and click the Delete button. Multiple Languages can be deleted

simultaneously.

Figure 4.19




4.5 Memberships

All information related to memberships can be handled by selecting Memberships from the
menu. The sub menu consists of the following commands.

. Memberships Types

. Memberships

4.5.1Membership Types

The Membership Types page is displayed in Figure 4.20. Types of memberships held by
employees are defined in the System. For example, administrator can define Professional
Membership Type.
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Figure 4.20

A search can be done on Membership Type based on Membership Type ID or Membership
Type Name. Refer Section 3.12 for steps on searching.

Click on the Next link to proceed to the next page of Membership Type. Click on the
Previous link to move to the previous page of Membership Type.

4.5.1.1 Add Membership Type

This would enable the addition of a Membership Type. Click on Add button in the
Membership Type page. The page used to add a Membership Type is displayed in Figure
4.21.

1. Membership Type ID is automatically generated.




2. Enter the Description (Membership Type Name)

Click Save button. If the save is successful, the Membership Types page is displayed with
a ‘Successfully Added’ Notification.
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H Save G Clear
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Figure 4.21

4.5.1.2 Edit Membership Type

Click on the Membership Type ID that needs to be edited. Click on Edit button, make the
necessary changes and click Save button.

4.5.1.3 Delete Membership Type

This would enable the user to delete a Membership Type. Click on the checkbox against
the Membership Type ID to be deleted and click Delete button. Multiple Membership Types
could be deleted simultaneously.

4.5.2Memberships

The Memberships page is displayed in Figure 4.22. Details of memberships held by
employees are maintained in the System.

NOTE: It is important to have defined the relevant type of membership before adding a
membership. Refer Section 4.5.1.1 to add a membership type.
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A search can be done on Memberships based on Membership ID and Membership Name.
Refer Section 3.12 for steps on searching.

Click on the Next link to proceed to the next page of Membership. Click on the Previous
link to move to the previous page of Membership.

4.5.2.1 Add Membership

This would enable the addition of a Membership. Click on the Add button in the
Membership page. The page used to add a Membership is displayed in Figure 4.23

3. Membership ID is automatically generated.
4. Enter the Description (Membership Name)
5. Select Membership Type

Click on the Save button. If the save is successful, the Membership page is displayed with a
‘Successfully Added’ Notification.
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Figure 4.23

4.5.2.2 Edit Membership

Click on the Membership ID that needs to be edited. Click on Edit button, make the
necessary changes and click Save button.

4.5.2.3Delete Membership

This would enable the user to delete a Membership. Click on the checkbox against the
Membership ID to be deleted and click Delete button. Multiple Memberships could be
deleted simultaneously.

4.6 Nationality and Race

Nationalities and races can be specified by selecting Nationality & Race from the menu. The
sub menu consists of the following commands.

. Nationalities

. Races

4.6.1Nationalities

The Nationality page is displayed in Figure 4.24. The different Nationalities of employees
can be specified in the system.
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Figure 4.24

A search can be done on Nationalities based on Nationality ID or Nationality Name.

Click on the Next link to proceed to the next page of Nationality. Click on the Previous link
to move to the previous page of Nationality.

4.6.1.1 Add Nationality

This would enable the addition of a Nationality. Click on the Add button in the Nationality
page. The page used to add a Nationality is displayed in Figure 4.25
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Figure 4.25

6. Nationality ID is automatically generated.
7. Enter the Description (Nationality Name)

Click on the Save button. If the save is successful, the Nationality page is displayed with a
‘Successfully Added’ Notification.

4.6.1.2 Edit Nationality

Click on the Nationality ID that needs to be edited. Click on the Edit button, make the
necessary changes and click on the Save button.

4.6.1.3 Delete Nationality

This would enable the user to delete a Nationality. Click on the checkbox against the
Nationality ID to be deleted and click Delete button. Multiple Nationalities could be deleted
simultaneously.




4.6.2Race

The Races page is displayed in Figure 4.26. The different races of employees can be
specified in the system.
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Figure 4.26

A search can be done on Races based on Race ID or Race Name. Refer Section 3.12 for
steps on searching.

Click on the Next link to proceed to the next page of Race. Click on the Previous link to
move to the previous page of Race.

4.6.2.1 Add Race

This would enable the addition of a Race. Click on the Add button in the Race page. The
page used to add a Race is displayed in Figure 4.27.

8. Race ID is automatically generated.
9. Enter the Description (Race Name)

Click the Save button. If the save is successful, the Race page is displayed with a ‘Addition
Successful’ Notification.
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Figure 4.27

4.6.2.2 Edit Race

Click on the Race ID that needs to be edited. Click on the Edit button, make the necessary
changes and click on the Save button.

4.6.2.3Delete Race

This would enable the user to delete a Race. Click on the checkbox against the Race ID to
be deleted and click on the Delete button. Multiple races could be deleted simultaneously.

4.7 Users

Users can be administered by selecting Users from the menu. The sub menu consists of the
following commands.

. HR Admin Users
. ESS Users

. Admin User Groups

4.7.1HR Admin Users

Through this function you can add, edit, delete and manage the HR Admin users of
OrangeHRM. To access, click on HR Admin User from the sub-menu of Users in the left
side menu.

The HR Admin users have specified rights depending on the User Group which they are
assigned to (see part 4.7.1.1 below).
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4.7.1.1 Add HR Admin User

Click on the Add button in the above page to add a new user. The following page will be
displayed.
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* Pagsword l:l * Confirm Pazswoard l:l
* User Group Im

H Save & Clear

-Fields marked with an asterisk * are required.

Figure 4.29

1. User Code is auto-generated

2. Enter user name

3. Enter password

4. Confirm Password by entering same password

5. Select status (enabled/ disabled)




6. Select employee (not required)

7. Select User Group (see part 4.7.3 for further info on the User Groups)

NOTE: Make sure, that employee information is entered into the system prior to creating
user account for the employee.

Make the above entries and click on the Save button. If the save is successful, the HR
Admin Users page is displayed with a ‘Addition Successful’ Notification.

4.7.1.2 Edit HR Admin User

Click on the user ID to be edited. Click on Edit button, make the necessary changes and
click on Save button.

4.7.1.3Delete HR Admin User

Click on the user ID to be edited. Make the necessary changes and click on Edit button.

4.7.2ESS Users

Through this function the Users for the Employee Self Service Module can be created. To
access select ESS Users from the Users sub menu in the left side menu.
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1. User Code is auto-generated

2. Enter user name

3. Enter password

4. Confirm Password by entering same password
5. Select status (enabled/ disabled)

6. Select employee

NOTE: Make sure, that employee information is entered into the system prior to creating
user account for the employee.

4.7.2.1Edit User Group

Click on the User Group ID to be edited. Click on Edit button, make the necessary changes
to the Description and click on Save button.

4.7.2.2 Delete User Group

Click on the checkbox against the user group to be deleted and click on the Delete button.

4.7.3User Groups

The user groups to be assigned to the HR Admin users can be created and maintained
using this page. Defining the user group allows to assign certain rights and permissions to
particular users, who form one group. Click on Admin Admin User Groups from the Users
sub menu to open the page.
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4.7.3.1Add Admin User Group

Click on Add button in the above page to add a new user group. The page shown below will
be displayed.
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Figure 4.32

4.7.3.1.1 Assigning user rights

Assigning of certain rights and permissions to the users will help manage the security and
integrity of the system. Once you will define the new Admin user group, please assign the
rights, as described below
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Figure 4.33

10. In the Admin User Groups page, click on the user group to which you wish to
assign rights and click on the Assign rights link.

11. Each user group can be assigned with different rights. Click on the required
module in the Assigned rights area.

12. Click on the Edit button and select the check boxes depending on the rights you
wish to assign.

13. Then, click on Save button

5. Once you have assigned all the necessary rights to the user group - click Back
button, to return to the User Group definition screen. Your changes will be saved in
the system.

4.7.3.2 Edit User Group

Click on the User Group ID to be edited. Click on Edit button, make the necessary changes
to the Description and click Save button. If you need to edit the assigned user rights,
please read through the next section.

4.7.3.2.1 Editing assigned user rights




NOTE: You are not allowed to edit the User Rights for the group, where your log in
account belongs.

To edit the assigned rights of the group, click on the link Assign User Rights. The
following screen will be displayed
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Figure 4.34

To edit the rights for the particular module - select the module from the Assigned Rights
list. The information on the rights for the module will be loaded into the section for rights
assignment. Click Edit button and modify the rights as required.

To depreciated user group of all rights click on Delete button.

4.7.3.3 Delete User Group

Click on the checkbox against the user group to be deleted and click on the Delete button.

NOTE: It is impossible to delete the User group, to which your account belongs. |




4.8 Emalil notifications

Email notifications section allows setting up the parameters for the operations related to
sending and receiving email notifications through OrangeHRM. The section allows
performing mail configuration and subscription for the various types of email notifications.

The sub menu consists of the following commands.
. Configuration

. Subscribe

NOTE: It is important to specify correct email addresses of the employees, who would
like to subscribe for email notifications. The email address setting is performed in the
Personal Information Management module Contacts tab - refer Section 5.4.

4.8.1Configuration

Configuration of mail settings is essential if the users of the system require sending and
receiving notifications, related to the operations performed within OrangeHRM (for
example, Leave management operation, Time sheets administration operations). The
Figure 4.35 shows email configuration screen.

Mail Configuration
Mzl Sent As | Drangehrm@localhost.| Sending Method ISend Mail "I
Path to Sendmail [fusrAibssendmail -t |
H Save
Figure 4.35

To configure the mail, specify appropriate values for the fields and click Save button.

4.8.2Subscribe

This sub menu section will allow you to subscribe users for receiving email notifications
through OrangeHRM system.




Subscribe to E-mail Notifications

Bl ]
Leave Applications

Leave Approvals

Leave Cancellations
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H Save

Figure 4.36

Enter the correct email address and select the types of notifications the user would like to
receive by clicking the appropriate checkboxes. Click Save button.

4.9 Customers

This section of the menu allows define and store in the system basic information on the
customers and clients of the company.

The list of the existing customers being displayed as shown on the Figure 4.37. A search
can be performed on Customers based on Customer ID or Customer Name.

Click on the Next link to proceed to the next page of Customers. Click on the Previous link
to move to the previous page of Customers.
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4.9.1Add Customer

To add the new customer into the system, click Add button in the Customers page. The
page used to add a Customer is displayed in Figure 4.38

Customer

. Back
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*Mame [ |

Description -

-

H save & clear

Fields marked with an asterizsk * are required.

Figure 4.38

14. Code is automatically generated.

15. Enter the Customer Name (It can be the name of company / organization or
individual). You can also enter company’s internal customers.

3. Description — the description and comments about the customer

Click on the Save button. If the save is successful, the newly added customer is displayed
with a ‘Successfully Added’ Notification in the Customer page.

4.9.2Edit Customer

Click on the Customer ID that needs to be edited. Click on the Edit button, make the
necessary changes and click on the Save button.

4.9.3Delete Customer

This would enable the user to delete the customer. Click on the checkbox against the
Customer ID to be deleted and click Delete button. Multiple Customers could be deleted
simultaneously.

NOTE: It is impossible to delete customer if there are any projects (Section 4.10) or any
time events (Section 8.1) associated with this customer




4.10Projects

The administrators are able to define the projects, which were / are / will be managed by
the company. The list of the existing projects being displayed as shown on the Figure 4.39.
A search can be performed on Customers based on Project ID or Project Name.

Click on the Next link to proceed to the next page of Projects. Click on the Previous link to
move to the previous page of Projects.
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Figure 4.39

4.10.1Add Project

To add the new project into the system, click Add button in the Projects page. The page
used define new Project is displayed in Figure 4.40

NOTE: Enter the Customer of the Project information into the system prior to adding
Project information. See Section 4.9 for more information.
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Figure 4.40

16. Code is automatically generated.

17. Select the Customer Name from the drop down list. Only the customers that have
been entered in to the system will appear in the list.

3. Enter the Name for the project.
4. Description — the description and comments about the customer

Click on the Save button. If the save is successful, the newly added project is displayed
with a ‘Successfully Added’ Notification in the Project page.

4.10.2Edit Project

Click on the Project ID that needs to be edited. Click on the Edit button, make the
necessary changes and click on the Save button.

4.10.3Delete Project

This would enable the user to delete the project. Click on the checkbox against the Project
ID to be deleted and click Delete button. Multiple Projects could be deleted simultaneously.

NOTE: It is impossible to delete project if there are time events (Section 8.1) associated
with this project.




5 PIM Module

This core module maintains all relevant employee related
information, including different types of personal information,
detailed qualifications and work experience, job related
information etc. Picture of employee is included as well.
Information captured in this module is utilized by all other
modules, thus eliminating data redundancy.

5.1 PIM Module - Employee Information

To access, select PIM Module from the top menu. This first screen will show a list of the
employees entered. See figure 5.1 below.

/3 OrangeHRM - Microsoft Internet Explorer =& x|

Ro Bt Wow Fomies Teds s \

Gaack 5 \ﬂ \EL‘ ;\] ‘ /7" Search \j\?Favnntes 4}‘ - :?, 4 l’@ ﬁ f“

[ €] hitpflocalhostorangehimz/index php?module=Homeamenu_no=12submenutop=home1 &menu_no_top=hr 2= \
Google Go +q‘.j i ‘ % Bookmarksv ‘Q Popups okay ‘ "% Check = 4 Autolink v |« Send tow () settings~

- 2 | search wEhH & 8- @)~ @ | £k Toobar Update 2 choose Buttans £ Answers + CIMail ~ [(fjBookmarks + BjfLocal - »

7
Qrangerim .. ... l[

Home | Admin [Pl

Leave | Time | Reports | Bug Tracker

Welcome demo Change Password | Logout
Employee Information =
d Add ¥ Delete
Search
Search By: |-Select- 2 SearhFor: [ ] Hsearch & clear
= Hame = Job Title = status = Sub-Division % isor =
- slsolon Luis Henry Brownson Director Full Time Permanert Glabal Solutians - Wiarie Blanche
HeadGuarters Division -
Finanee Department
r GL3OL002 Marie Blanche Manager Full Time Corttract Global Solutions - Marketing
and Sales Division - Marksting
Department - Public Relations
Team
- GlsoLoo: Ashok Kumara Executive  Full Time Contract Global Soltians - Luis Brawnson
Informational Technalagiss
Department
OranceHRM ver 22 RC_4 @ OrangeHRM Inc. 2005 - 2007 All rights reserved LI
[&l [0 [T [ |83 tocalintranet

Figure 5.1

If you haven’t entered any employees yet you need to add one before you can start using
the PIM Module. See part 5.1.1 below on Adding employee. If employees are already
entered you can access their details by clicking on ID.

A search can be done on Employees based on Employee ID, First Name, Last Name, Middle
Name, Job Title, Employment Status, Sub-Division, Supervisor.




Click on the Next link to proceed to the next page of Employees. Click on the Previous link
to move to the previous page of Employees.

5.1.1Add Employee to the PIM module

A new employee is added to the system using the Employee Information Page. Click on the
Add button shown in Figure 5.2.

Employee Information

== add ¥ Delete

Figure 5.2

Then the following screen will be displayed.

Employee Information

Photo | || Browse... |

Fields marked with an asterisk™* are reqguired.

. Back H Save @ Reset

Figure 5.3

Enter details and click the Save button.

18. Employee ID is automatically generated.
19. Enter First Name

20. Enter Last Name

21. Enter Middle Name (Optional)

22. Enter Nick Name (Optional)

23. Attach Photo (Optional)

NOTE: The attached photo size should not exceed 1MB




NOTE: The remaining details such as personal information, job information etc. can be
entered after clicking Save or by clicking on the relevant EmployeelD on the relevant
pages (For this, the particular employee should have been entered prior to entering
such information).

5.2 PIM Module - Main interface

When either clicking on the Employee ID of an employee already created or clicking Save
when adding a new employee, you will enter the main interface of the PIM Module. The PIM
Module menu is displayed below

/3 OrangeHRM - Microsoft Internet Explorer

SEIE
| &

Fle Edt View Favartes Todk Help

@Ba(k - - |ﬂ @ _;‘J ‘ /;)Sear[h \;ﬂ:( Favorites @}| - 77 = _J i s

Address [ ] http:iflocahostiorangehrmzfindex. php7module=Homegmenu_no=12submenwtap=home 16menu_no_top=hr

e ks >

Google[G- oo @ B+ | 1Y Bookmarker ‘Eh?upups okay | % Check » & Autolink + | Send tow () sattings~
Y7 - 2 | search wEhH & e e @ | L Toobarpdate @ Chooss Buttons £ answers = (Mal ~ ({flBookmarks ~ B Local - »
\!

4
QrangeHrm

NEW LEVEL OF HR. MANAGEMENT

Home | Admin |[PIM.|‘Leave | Time | Reports | Bug Tracker
Welcome demo

Employee Information

Conde: GLSOLOmM
Ri <
|
« Back <" Edit Q) Reset
Icon Menu |
= = foyed =) = T 4 o L[D
PIM = @ OB e T ®m &S A x i E
feature Personal  Contact  Emergency Dependerts Immigration ok Paymerts  Reportdo Wiork Education Skils  Lenguages  License  Membership Attachments
Cortact(s) experience
5N No 100000001 Metionality American >
SN No 123-456-789 Date of Birth 1970-03-14 El
Gther ID [ Marital Status [Marred =
Smoker Gender ME\E;EWE

Driver's License
Humber

Wiltary Service

001-001-001

Licenss Expiry
Dete

Ethinic Race

2017-03-01 =
Akite caucasian |

Fieltks marked with an asterisk * are reuired

CranceHRM ver 2.2_RC_4 @ OrangeHRM Inc. 2005 - 2007 Al rights reserved. =

&] Done

[&3 Locatintranet

Figure 5.4

The icon menu in the middle of the screen shows all the features for entering info in the PIM
Module. This is categorised into the following areas:

. Personal

. Contact




. Emergency contact(s)

. Dependants
. Immigration
. Job

. Payments

. Report-to

. Work experience
. Education

. Skills

. Languages

. Licenses

. Membership

. Attachments
Each category is described below.

5.3 Personal

To access personal information click on the Personal icon in the icon menu in the middle of
the screen. Bellow the icon menu you will then see the fields shown in Figure 5.5 below.

*EEN

No. 282823 | Nationiality| American =]
. Diate of
SIN Mo | | B 19431215 |
Cither harital -
D | | Stets I M arried vl
Smoker |7 Gender  pale « Female o
Drivet's License
Licenss| | Expiry  [2006-11-08 || . |
Mumker Drate
Miltary - Ethnic - - - - -
Servicelma”ne | Rane | Indian, Pakistani, Banaladeshi, ar any ather Azian _|

Fields marked with an asterisk * are required.

Figure 5.5

Use the action buttons Edit/Save above the Icon menu to edit and save the information.




The Nationality box contains the nationalities which have been entered in the Admin
Module.

The Ethnic Races box contains the ethnic races which have been entered in the Admin
Module.

5.4 Contact

To access the contact information click on the Contact icon in the icon menu in the middle
of the screen. Bellow the icon menu you will then see the fields shown in Figure 5.6 below.

Courtry | Select Country =]

Street 1 | | Street 2 | |
City e | | State / Province | |
ZIP Code | |

Home: Telephone | | Mikile

wiork Telephone | |

wiork Email | | Otter Emsil

Figure 5.6

Use the action buttons Edit/Save above the Icon menu to edit and save the information.

5.5 Emergency contact(s)

To access the emergency contact(s) information, click on the Emergency Contact(s) icon
in the icon menu in the middle of the screen. Bellow the icon menu you will then see the
fields shown in Figure 5.7 below.




REE] | | Relationzhig | |

Haome Telephonsg | | hakile | |

Wiork Telephone | |

H Save
¥ Delate
Hame Relationship Home Telephone Mobile  Work Telephone
- Bob Hope Uncle 545 5546123

Figure 5.7

Enter the information to the emergency contact and click the Save button. The emergency
contact will then appear at the bottom as the example showed in the figure above. You can
enter an unlimited number of emergency contacts

To edit the emergency contacts, simply click on the name, do the changes and click on the
Save button.

To delete an emergency contact click in the check box and then click on the Delete button.

5.6 Dependants

To access the dependent information click on the Dependants icon in the icon menu. you
will then see the fields shown in Figure 5.8.

Dependents Children
Maime | Lizie | hame | |
Relationship | wite | H save Date of Birth | 0000-00-00 |
¥ Delete H Save
Hame Relationship ¥ Delete
- Lisie wite Hame Date of Birth
r Mathew 2007-02-01

Figure 5.8




Enter the information of the Dependants/ Children and click the Save button. The
Dependants/ Children contact will then appear.

To edit the Dependants/ Children info, simply click on the name, do the changes and click
on the Save button.

To delete Dependants/ Children from the list, click on the check box and then click on the
Delete button.

5.7 Immigration

To access the immigration information click on the Immigration icon. You will then see
the fields shown in figure 5.9.

Passport | | visa Citizenship |-- Select Country — ~]
Fassportifisa | | == [oooo-00-00 [ ]
8 Status | | E::;r? [0000-00-00 |l
19 Review Date | 0000-00-00 |[ = | comments %
H save
Figure 5.9

Select if it is either Passport or Visa in from the upper left corner, enter the information and
click the Save button. The Passport / Visa information will then appear.

To edit the Passport / Visa info, simply click on the Passport / Visa column, do the changes
and click on the Save button.

To delete Passport / Visa from the list, click on the tick box and then click on the Delete
button.

5.8 Job

To access the job information click on the Job icon .You will then see the fields shown in
figure 5.10.




Job Title [ Director =l

EEC

Category |OFFICIALS AND ADMINSTRATORS |7
Joined

S [2000-04-01 ||

Employment

IFuII Time Permanent LI

Sub-division |Finanu:e Departmernt | EI

o Hide employes contracts

Employee Contracts

[

]

Cortract Extension Start Date | 0o00-00-00
Cortract Extension End Date | 0000-00-00
H Save

Assigned Contracts

¥ Deleta

Contract Extension ID

r 1 2005-04-01

Figure 5.10

Contract Start Date

Contract End Date

2003-04-01

Use the action buttons Edit/Save above the Icon menu to edit and save the job information

The Joined Date can be selected from the calendar.

5.8.1Employee Contracts

Job Titles entered into the system by Administrator will be loaded in the drop down list

Employment Statuses entered into the system by Administrator will be loaded in the
drop down list

EEO categories entered into the system by Administrator will be loaded in the drop
down list

Sub - division can be selected for the employee from the Company Structure
information, which is displayed after clicking Browse (...) button

User can select to Show/Hide Employee Contracts (contract extensions)

Enter the contract extension start and end date and click the Save button. Then Assigned
Contracts will appear.

To edit the contract info, simply click on the Contract Extension ID, do the changes and
click on the Save button.




To delete a contract from the list, click in the tick box and then click on the Delete button.

5.9 Payments

To access the payments information click on the Payments icon.You will then see the
fields shown in figure 5.11 below.

Pay Grade Director Pay Grade
Currency | Select Currency -- ;I
Minimum Salary -WA-
Maximum Salary -HiA-
Basic Salary |

H Save

Assigned Salary

¥ Delete
Currency Basic Salary

Il United States Dollar 3a000

Figure 5.11

Enter the information of the payment by selecting currency, entering basic salary and then
clicking the Save button. The payment will then appear under assigned salary as the
example shown in figure 5.11.

¢ The minimum and maximum salary will be loaded into the system according to the
selected Pay Grade.

To edit an assigned salary, simply click on the currency type, do the changes and click on
the Save button.

To delete an assigned salary from the list, click in the tick box and then click on the Delete
button.

5.10Report-to

We assigned supervisors or subordinates using this menu.
To access the report-to information click on the Report-to icon . You will then see the fields
shown in figure 5.12 .




Supervizor [ Subordinate I Select - I
Employves Mame | HZI

Feporting hsthod ISEIECt Method vI

H Sawe
Supervisors Subordinates
ie. Current Employese's Supervisors ie. Current Employes's Subordinates
¥ Delete ¥ Delete
Employee Employee Reporting Employee Employee Reporting
Id Hame Methodd Id Hame Method
GENE] . Azhok .
[T GLsoLooz Elarche Direct [T GLsoL0os Kumara Direct
Figure 5.12

Enter the information of the Supervisor / Subordinate and click on the Save button . The
Supervisor / Subordinate info will then appear .

To edit the Supervisor / Subordinate info, simply click on the Employee ID, do the changes
and click on the Save button.

To delete a Supervisor / Subordinate from the list, click in the tick box and then click on the
Delete button.

5.11Work experience

To access the work experience information click on the Work experience icon in the icon
menu in the middle of the screen. Bellow the icon menu you will then see the fields shown
in figure 5.13 below.




Employer |

| Start Date | 0000-D0-00

Job Tt |

| End Date | 0000-00-00

Comments

= Internal

H Save

Assighed Work Experience

= add ¥ Delete

Work Experience
(1]

1

Start

Employer Job Title Date

Mew Company  Accourtart 10393-'31 -

Your accountant Accourting 1995-09-
Manager o7

Figure 5.13

End Date

2000-02-
|

18497-11-
11

| [
| ]

Internal

Enter the work experience info and click on the Save button below the fields. The work
experience info will then appear bellow the fields.

To edit the work experience info, simply click on the Work Experience ID, do the changes
and click on the Save button. If you want to cancel the operation and add a new work
experience instead, click on the Add button.

To delete a work experience from the list, click in the tick box and then click on the Delete

button.

5.12Education

To access the education information click on the Education icon . You will then see the

fields shown in figure 5.14.




Education I--Select Education-- ;I

MWajorf=pecialization |

|
Year | |
|

GPASSCONE |

Start Date [00D0-00-00 o]

Endl Date (0000-00-00 [l ]

H Save

Assigned Education

&= add ¥ Delete

Education Year GPAScore
C BSC, UOC 2005
Figure 5.14

Enter the information of the education and click the Save button . The education will then
appear at the bottom under Assigned Education as the example shown in the figure above.

+ The Education field contains the education info specified in the Admin module.

To edit the education history, simply click on the education name, do the changes and click
on the Save button.

To delete an education click in the tick box and then click on the Delete button.

5.13Skills

To access the skills information click on the Skills icon .Bellow the icon menu you will then
see the fields shown in figure 5.15 below.




Skill [ — Select Shill---wmmer |

Years of Experience | |

Commernts

H Lawe
Assigned Skills
= add ¥ Delete
Skill YTears of Experience
r Programimning Jo% A 3
Figure 5.15

Enter the skill info and click on the Save button below the fields. The skill will then appear
bellow the fields under assigned skills as shown in the figure above.

+ The Skill shall be selected from the drop down list. The list will be populated with the
values, specified in the Admin Module.

To edit the skill info, simply click on the skill name, do the changes and click on the Save
button. If you want to cancel the operation and add a new skill instead, click on the Add
button.

To delete a skill from the list, click in the tick box and then click on the Delete button.

5.14Languages

To access the language information click on the Language icon in the icon menu in the
middle of the screen. Bellow the icon menu you will then see the fields shown in figure 5.16
below.




Language I --Select Language-- ;I

Aren Of Competence | --Select Flusncy-- ;l
Competency | ~Select Rating— |
H Lawe

Assigned Languages
& add ¥ Delete

Language Area Of Competence Competency
r Enalish Wiriting oo
r Enilizh Speaking hother Tongue
r Enlish Feading oo
r French Wiriting Biasic
r French Speaking Biasic
r French Feading oo

Figure 5.16

Enter the language info and click on the Save button below the fields. The language will
then appear bellow the fields under assigned languages as shown in the figure above.

« The language shall be selected from the drop down list. The list will be populated with
the values, specified in the Admin Module.

To edit the language info assigned, simply click on the language name, do the changes and
click on the Save button. If you want to cancel the operation and add a new language
instead, click on the Add button.

To delete a language from the list, click in the tick box and then click on the Delete button.

5.15Licenses

To access the license information click on the Licenses icon in the icon menu in the middle
of the screen. Bellow the icon menu you will then see the fields shown in figure 5.17 below.




Licenze Type | --5Select License Type-- ;I

Start Date [n000-00-00 | ... |
End Date [0000-00-00 [ ... ]
H Sawe

Assigned Licenses
&= add ¥ Delete

License Type Start Date End Date
r Licenze & 2006-11-01 2007-03-10
Figure 5.17

Enter the license info and click on the Save button below the fields. The license will then
appear bellow the fields under assigned licenses as shown in the figure above.

+ The license shall be selected from the drop down list. The list will be populated with the
values, specified in the Admin Module.

To edit a license assigned, simply click on the license name, do the changes and click on
the Save button. If you want to cancel the operation and add a new license instead, click
on the Add button.

To delete a license from the list, click in the tick box and then click on the Delete button.

5.16Memberships

To access the membership information click on the Memberships icon. You will then see
the fields shown in figure 5.18.

hembershin Type I-— Select Membership Type -- ;I

ttember shi | Select Membership -- ;l

Subscription Ownership I.. Select Crvniership -- ﬂ

Subscription Amount l:l

Subscription Commence Date EI

Subscription Renwal Date EI
H save

Figure 5.18




Enter the membership info and click on the Save button below the fields. The membership
will then appear bellow the fields under assigned memberships.

+ The Membership Type and Membership fields are related. The lists are being populated
with the values of membership types and memberships entered in the Admin module.

To edit a membership assigned, simply click on the membership name, do the changes and
click on the Save button. If you want to cancel the operation and add a new membership
instead, click on the Add button.

To delete a membership from the list, click in the tick box and then click on the Delete
button.

5.17Attachments

To access attachments click on the Attachments icon. You will then see the fields shown
in figure 5.19.

NOTE: The size of the attached files can not exceed 1MB.

Path

| ” Browse... |
[1h M=, any larger sttachments will ke ignored]

Description j—

H Sawvea

Figure 5.19

Select a path for the attachment, enter a description and then click on the Save button.
Then assigned attachments will appear.

To access an attachment simply click on the file name, and then click on the button saying
Show file. If you want to cancel the operation and add a new attachment instead, click on
the Add button.

To delete an attachment from the list, click in the tick box and then click on the Delete
button.




6 ESS Module

Employee self service is a powerful tool providing employees of the company with the
ability to view relevant information such as personal information, updating personal
information with web - enabled PC without having to hassle the HR staff.

The functionality of this module spans through the entire system, making information
available anywhere, anytime. Of course all information is subject to company defined
security policy, where everyone can only view the information he/she is authorized to. Time
and cost saving effects from this solution are tremendous.

To use the ESS module the Employee has to be created and added as an ESS User through
the User function in the Admin Module. See part 4.7.2 for further information on creating
the ESS user.

To login to the ESS module, enter the username and password which were selected when
creating the user.

After logging in, the ESS user can access the menu shown in the figure below.

7
QrangeHrM

NEW LEVEL OF HR MANAGEMENT
Home [ PIM | Leave | Time | ESS | Bug Tracker
Welcome Luis
@ Suppart
@ Forum
@ Blog

Figure 6.1

» ESS - Through this the employee can access and edit his/hers personal information of
the PIM Module. See part 5 for further information on these functions.

+ Leave Module - Through this the employee can apply for leave to a supervisor and
approve reject leave for a subordinate. See part 7 for further information on these
functions.

+ Time Module - Through this module employee can enter and submit the time sheets
for the approval by supervisor. See part 8 for further information.

+ Bug Tracker - Through this the employee can report bugs encountered when using the
system. See part 10 for further information on this.




7 Leave Module

A comprehensive leave management module with extensive
possibilities of defining leave types, company holidays, applying for
and assigning of leave for the employees of the company. It caters
for all application and approval processes and is able to display
information on leave entitlement, balance, history etc.

The functionality of the Leave module differs depending on the rights
of the user of the system. The Leave module will be described from
the perspective of Administrator, ESS User — Supervisor (the user who
has subordinates, see section 5.10 for more information) and the ESS
User (the user who does not have subordinates assigned)

The HR Admin can:

4
QrangeHrm

MEW LEVEL OF HR MANAGEMENT

+ View Leave Summary for each

employee and entitle Ieave days Of Home || Admin || PIM |Leawe | Time | Reports | Bug Tracker

each available type

+ Define Days Off - Weekends and
Specific Holidays

+ Define Leave Types

Welcome demo
D Lesrve SUmmary

DED Defing Days Off

Dsu Define Leave Types
-@ Aszign Leave

* Assign Leave for any employee

The ESS User - Supervisor can:

« View the Personal or Employee
(subordinate) Leave Summary

7
QrangeHrm

MEW LEVEL OF HR MANAGEMENT

Home | PIM |[[Leawe | Time | ESS | Bug Tracker

« View the Leave List - the detailed
leave information

« Apply for Leave

« Assign Leave for his/her subordinates
« Approve/Reject leave

The ESS User can:

« View the Personal Leave Summary

» View the detailed leave information

» Apply for Leave

Welcome Luis

D Leave Summary
@ Leawve List

-@ Appby

;@ Aszign Leave
@ Anprove Leave

7
QrangeHrm

MEW LEVEL OF HRE MAMNASEMENT

Home |Lemre Time | ESS | Bug Tracker

Welcome Ashok

= Leswve Summary

@ Leawve List

W ARl




7.1 Leave Summary

7.1.1Administrator views Leave Summary

To view leave summary click Leave Summary from the left side menu. The screen, shown
in the Figure 7.1 will be displayed.

laix
Fle Edt Wiew Favortes Tools Help | &
Qe - © - (%] (2] 4 ,-"Saarch /2 Favorites f}‘ = L e 3
Address [{E] hrtp:fflocalhost/orangehimzfindes, phpzmodule=t | _no bmenutop=LeaveModulsmenu_no_top=lsave BN |L\rvks B
Google [Gl- e @ B v | €F pookmarks~ |Er1 Popups okay | 5 Check ~ % Autolink ~ s Sendtow () settings~
¥r - ¢ | search WehH & [ @~ @ | fuToobarpdate & choose Buttons £ Answers = CMal + (] Bookmerks ~ B Local - »
7 = 7
Home | Admin | PIM |[[Leave | Time || Reports | Bug Tracker
Welcome demo Change Password |Lngnul
[T Leave Summary
W DefreDaysOft Select employee or leave type
G0 Defin Leavs
oy Assion Leave
Year - Select - - Employee Name All Employees + W view
Leave Type all - W view
OrangeHRM ver 2. 2_RC_4 @ OrangeHRM Inc. 2005 - 2007 All rights reserved. LI
[&] Done [ [ [ [N3tiocalintranet

The leave summary of the employees can be viewed for one particular year, therefore the
year must be selected from the drop down list.

There are two criteria which can be used to filter the leave summary that can be generated:
+  Employee Name

e Leave Type

If the user wants to view the Leave summary for one employee, the Employee Name shall
be selected. The Employee Name drop down list has two options “All Employee” and
“Select”. Once Select is chosen, user can browse through the employees (Figure 7.2), who
have already been entered into the system and select the particular employee. Itis
possible to search for Employee within the Employee list by Employee ID or Employee
Name.




/2 Search Employees - Microsoft Internet Expl - 0] x|
Search

Search By: |Sean:h For:

| Search | | Clear |

Employee Id = Employee Hame &

GLEoLa0 Luis Henry Brownzon

GLEoLO0 Marie Blanche

GLEoL00S Azhok Kumara

Figure 7.2

To filter the Leave Summary by particular leave type, user must select it from the Leave
Type drop down list. The list is populated with the values which have been entered into the
system through Define Leave Type functionality (refer section 7.1.3 for more information).

7.1.1.1View Leave Summary

To view all or filtered Leave Summary information, the user must click View button.

7.1.1.1.1 Edit Entitled Leave information through Leave Summary

The Administrator can edit the Entitled Leave information by pressing the Edit button. The
screen shown in the Figure 7.3 will be displayed. The appropriate leave information should
be edited and saved into the system by pressing Save button.

Leave Summary for 2007
. Back H Sawe

Employee Name Leave Type Leave Entitled Leave Taken Leave Available
Luis Brownson Casual I 10 a 10

Luis Brownson Sick I 1z 3 9

Marie Blanche Casual I z0 a 20

Marie Blanche Sick I 1z a 1z

Ashok Kurnara Casual I 15 1 14

Ashok Kurnara Sick I 15 a 15

Figure 7.3




7.1.2Supervisor views Leave Summary

The ESS User who has been assigned subordinate employees can view their leave
summary. The supervisor can view:

+ Personal Leave Summary

 Employee Leave Summary

7.1.2.1Personal Leave Summary

Personal Leave Summary Sub-menu of the left side menu item Leave Summary will
allow Supervisor to view his/her leave summary information. For more detail please, refer
to section 7.1.3.

7.1.2.2Employee Leave Summary

The Supervisor can view the leave summary information for his/her subordinates. In order
to do this, click the Employee Leave Summary sub-menu in the left side menu item
Leave Summary. The screen displayed in the Figure 7.4.

Select employee or leave type

Year I- Select - 'I Employee Name I-Select- j' B view

Figure 7.4

To view the leave summary, you must select the year from the drop down list. if you want
to display summary of one Employee select him/her in the Employee Name drop down list
and press the View button. The screen displayed in the Figure 7.5.

Leave Summary for Luis Brownson for 2007

Leave Type = Leave Taken = Leave Awailable =
Casual 0 10
Sick 3 9

Figure 7.5




NOTE: To be able to view the summary information on the subordinates, the
appropriate employees’ information and “Report-to” relationship must be entered into
the system.

7.1.3ESS User views Leave Summary

By clicking on Leaves Summary (for ESS Users) and Personal Leave Summary (for
Supervisors) the ESS user can view a list of the leave types and get a summary of the leave
taken the leave available as shown in the screen in Figure 7.6 below

Leave Summary for 2007

Leave Type = Leave Taken = Leave Awvailable =
Casual i} z0
Sick a 1z

Figure 7.6

7.2 Define Days Off

By selecting Define Days Off from the left side menu of the system, administrator of
OrangeHRM can define the days off that will be applicable to the entire company and will
be taken into consideration while calculating leave duration.

Days off have been classified into:
«  Weekends

» Specific Holidays

7.2.1Weekend

The screen used for defining weekends for the company is displayed in the Figure 7.7. For
each day of the week the administrator shall specify whether it is Full or Half working day
or Weekend. After specifying the information, it should be saved by clicking Save button.




Define Days Off : Weekend

Monday lm
Tuesday Im
Wednesday lm
Thursday lm
Friday lm
Saturday Im
Sunday lm

H Save

Figure 7.7

7.2.2Specific Holidays

The specific holidays that will not be considered as company’s working days can be defined

through this module.

With the Specific Holidays feature you can add, delete and edit Specific holidays to match
the requirements and policies of your company. Start by clicking on Specific Holidays
under the Define Days Off item from the left side menu.

The list of the specific holidays is being displayed as shown in Figure 7.8.

Define Days Off : Specific Holidays
5= add ¥ Delete
- Mame of Holiday Date Full Day fHalf Day
|l Mew vear Day 2007-01-01 Full Day
I Birthday of Martin Luther King, Ir. 2007-01-15 Full Day
|l Washingtons Birthday 2007-02-19 Full Day
I Independence Day 2007-07-04 Full Day
|l Lahor Diay 2007-09-03 Full Day
|l Colurnbus Day 2007-10-08 Full Cay
[T Thanksgiving Day 2007-11-22 Full Cay
Figure 7.8

7.2.2.1 Add Specific Holidays

To add a Specific holiday click Add from and the screen shown in figure below 7.9 will

appear.




Define Days Off : Specific Holidays

. Back

*Mame of Holiday |

*Date M

Recurring r

Full Day/Half Day IFuII Day 'I
H Save

Figure 7.9

It is compulsory to specify the Name of the Holiday and to select the date when the holiday
occurs.

By default all holidays are marked as non-recurring. To mark holiday as recurring, meaning
that the holiday will occur on the same day next year, click the Recurring check box. For
example, Christmas is recurring holiday, as every year it happens on the 25™ of December.
Easter is not recurring holiday.

It is also possible to specify, whether the holiday is full or half day.

After finishing click Save. If the save is successful, the list of the Specific Holidays will be
displayed with a ‘Successfully Added’ Notification.

7.2.2.2 Edit Specific Holiday

Click on the link with the name of Specific holiday that needs to be edited. Click Edit, make
the necessary changes and click Save.

7.2.2.3Delete Specific Holiday

This would allow the user to delete Specific Holiday. Click on the checkbox against the
Name of the holiday to be deleted and click Delete button. Multiple holidays can be
deleted simultaneously.

7.3 Define Leave Types

Through this section the administrator of the system will be able to define leave types,
which are compatible with the HR policies of the company. Start by clicking on Define
Leave Types item from the left side menu.

The list of the specific holidays is being displayed as shown in Figure 7.10.




Leave Types
&= add < Edit ¥ Delete
l Leave Type Id Leave Type
Il LTv001 | casual
r LTro0z | sick
Figure 7.10

7.3.1.1Add Leave Type

To add a Leave Type click Add from and the screen shown in figure below 7.11 will appear.

Define Leave Type

Leave Type Name

H Save

Figure 7.11

Enter the leave type name and click Save. If the save is successful, the list of the Leave
Types will be displayed with a ‘Successfully Added’ Notification.

NOTE: The entitlement of leave of each type for the employees is performed through
the Leave Summary section. The functionality is explained in the 7.1.1.1.1 section

7.3.1.2 Edit Leave Type

Click on the Edit button above the list of the Leave Types. It enables you to edit all the
leave type names. Make the necessary changes and click Save.

7.3.1.3Delete Leave Type

This would allow the user to delete Leave Type. Click on the checkbox against the Leave
Type to be deleted and click Delete button. Multiple leave types can be deleted
simultaneously.




7.4 Leave List

Leave List provides the detailed information about the leaves information for the particular
employee or his/her subordinates.

7.4.1View Leave List

To view leave list information, employee must be logged in as ESS user. Click the Leave List
menu item from the left side menu and the following information will be displayed, as
shown in Figure 7.12

Leave List

. Back

Date gg:’: Leave Type Status Leave Period Comments
2007-06-15 -> Z007- : Flu, the hostpital checlk number
te-im 3 Sick Talken Range 11552

Figure 7.12

+ Date or the range of dates the leave was applied for

+ No of days - the figure calculated excluding weekends and defined specific holidays
+ Status - Pending approval / approved / rejected / taken

+ Leave period - single or range

« Comments

The information is being displayed for all the leaves the employee has applied for or has
been assigned.

To view the detailed information on the leave, the user must click on the link with the leave
dates.

The following screen displayed in Figure 7.13 will be shown.




Leave List
. Back
Date Leave Type Status Full DayfHalf Day Comments
Friday, Jun 15, 2007 Sick Taken Full Day ;'1Ué5t29 hostpital check number
Saturday, Jun 16, 2007 Sick Taken ilféstge hostpital check number
Sunday, Jun 17, 2007 Sick Taken ilféstge hastpital check number
Monday, Jun 18, 2007 Sick Taken Full Day E'luéstge hostpital check number
Tuesday, Jun 19, 2007 Sick Taken Full Day ilféstge hostpital check number

Figure 7.13

To go back to the Leave List, click Back button.

7.4.2Edit Leave Statuses

This functionality can be used by ESS Users to change the leave statuses from Pending
Approval or Approved to Cancelled. In other words, this section allows employees to
cancel the leaves they have applied for or the leaves they have been assigned.

NOTE: The Status of the Taken leaves can not be edited.

If the range of dates leave status is being edited, user can apply changes for the entire
leave or make changes partially.

If user wants to cancel status of the entire leave, the new Status must be selected from the
check box in the Leave list. If the partial changes need to be applied, user can open the
leave details by clicking on the link of the leave, he wants to modify, and change the
statuses for any leave days as he/she requires. The screen of the detailed leave list with the
option to change statuses is show in the figure 7.14

.. Back
Date Leave Type Status Full Day/Half Day Comments
Wednesday, Jul 25, 2007  Casual ICanceIIed vl Full Day do not need leave
Thursday, Jul 26, 2007 Casual IAppr’oved vl Full Day
Friday, Jul 27, 2007 Casual IApprUVed vl Full Day
Saturday, Jul 2&, 2007 Casual Holiday —--=
Sunday, Jul 29, 2007 Casual Haliday ——--
Monday, Jul 30, 2007 Caszual ICanceIIed 'I Full Day do not need leave
H save

Figure 7.14

After changing the leave statuses click Save button.




NOTE: If the email notifications functionality has been configured (see section 4.3 for
more information), the email notification will be sent to the Supervisor of the Employee
and to the HR Admin users, who have subscribed for the Leave management mail
notifications, once the employee modifies and saves the status of leave.

7.5 Assign Leave

The HR administrator can assign leave to any employee of the company, whose information
was entered into the system.

NOTE: Enter the Employee information (including Report-to), leave type information
and information on specific holidays and weekeds must be entered into the system for
the correct leave calculation.

To assign leave, click on the Assign Leave item on the left side menu. The screen displayed
in the Figure 7.15 will be displayed.

Assign Leave
Employee Name I
Leave Type ICasuaI 'I
From Date Tao Date
Full Day/Half Day Comment
|Full Day =l I il
w Apply
Figure 7.15

While assigning leave user must select the Employee Name.

« Administrator of OrangeHRM, the list of all the employees, who were entered into the
system prior, will be displayed.

+ ESS User - supervisor can assign leaves only for his/her subordinates. In this case the
drop down list populated with the names of all subordinates will be displayed.




Leave type drop down list will be populated with the leave types, entered by the
Administrator.

The leave range should be specified by selecting From and To dates.

The user also has the possibility to take full day or half day (morning/afternoon) leave by
selecting the appropriate value from the drop down list.

Once the necessary information is being entered, click Apply button. The necessary leave
calculations will be performed by system automatically.

NOTE: If the email notifications functionality has been configured (see section 4.3 for
more information), the email notification will be sent to the Employee (has has been
assigned leave) and to the HR Admin users, who have subscribed for the Leave
management mail notifications, once the leave is assigned.

The Assigned leave will change the status to Taken on the day of the Leave and the
information for the taken and available leave for particular employee will be modified
accordingly.

7.6 Apply for Leave

If the user is logged in to the system through the ESS, he can apply for leave through by
clicking on the Apply for Leave menu item on the left side menu.

The screen displayed in the Figure 7.16 will be shown.

Apply Leave
Leave Type ISick 'I
Frorm Date To Date
| ol |
Full Day/Half Day Comment
IFuII Day ;I | ﬂ
w Apply
Figure 7.16

The user shall select the Leave Type from the drop down list which will be populated with
the Leave Types, specified by the HR Administrator.




The From and To dates shall be chosen. If user wants to apply for the leave that is not
longer than one day, the same From and To dates shall be chosen.

User can also apply for full or half day (morning or afternoon options available) leave, by
selecting the appropriate value.

The comments can be specified.

After user finishes specification of leave details, he can apply for leave by clicking Apply
button.

The leave will be pending approval from the Supervisor of the user.

NOTE: If the email notifications functionality has been configured (see section 4.3 for
more information), the email notification will be sent to the Supervisor of the Employee,
who has applied for leave and to the HR Admin users, who have subscribed for the
Leave management mail notifications.

7.7 Approve Leave

The ESS User - Supervisor (the user has the subordinates assigned in the “Report-to” PIM
section (see section 5.10 for more information)) can approve or reject leaves, that were
applied for by his/her subordinates. To do so, the Supervisor must be logged in to the
system through the ESS and click on Approve Leave left side menu item. The screen,
displayed in the Figure 7.17 will be shown.

Approve Leave

No of  Leave Status

Days Type Period Comments

Date Employee Name

2007-
07-1&

e

Ashok Kurnara 2 Casual

1

07-
-1

=]
-1
el

H Save

Figure 7.17

To approve or reject the leave of the subordinate, Supervisor must select the appropriate
Status from the drop down list. This action will approve or reject the whole leave.

The comment can be specified by Supervisor.




System has the possibility for partial approval or rejection of the leave. To do so, Supervisor
shall click on the link with the leave dates. The screen displayed in the Figure 7.18 will be
shown.

Approve Leave Request for Ashok Kumara
. Back

Date Leave Type Status Full DayfHalf Day Comments

Wwednesday, Jul 18, 2007 Casual IPending Approval vI Full Day I
Thursday, Jul 19, 2007 Casual IPending Approval 'I Full Day I

H Save

Figure 7.18

Now the Supervisor can select Approved or Rejected Status for each day of the leave.

The changes will be saved into the system after clicking Save button.

NOTE: If the email notifications functionality has been configured (see section 4.3 for
more information), the email notification will be sent to the Employee, who has applied
for leave, and to the HR Admin users, who have subscribed for the Leave management
mail notifications.

The Approved leave will change the status to Taken on the day of the Leave and the
information for the taken and available leave for particular employee will be modified
accordingly.




8 Time Module

The module automates time tracking related processes. The
functionality of the module allows the employees of the company to
create and submit weekly timesheets and the supervisors to modify,
approve and reject the timesheets, submitted by their subordinates.
The time module allows better tracking of the employee occupancy
and the tasks that employees are working on. The effective
management and task assignment strategies can be implemented
based on the information, received from the employee timesheets.

8.1 Personal timesheets

If the user is logged into the system with the ESS (Employee Self Service) account, he/she

can create the timesheets.

Click on the Time tab at the top of the web page and select Timesheets left side menu
items. If the ESS user has subordinates assigned, he will have the opportunity to manage
his own and his subordinates’ timesheets. Therefore select Personal Timesheets in this

case.

8.1.1Edit Timesheets

The user can edit the weekly timesheets. The form for the timesheet editing is displayed in

the Figure 8.1.

Status: Not submitted

Customer Project f Monday Tuesday
Activity 2007-07- Z2007-07-
02 03
Mo records
found!
© it wf Submit

Timesheet for week starting 200?-0?-0@

Wednesday Thursday
2007-07-04 Z007-07-
05

Friday Saturday Sunday Total
2007- 2007-07- 2007-07-

07-06 o7 08

N

Figure 8.1

With the help of arrow buttons on top of the screen user must select the week, for which
the timesheet needs to be edited. Once the week is selected, press Edit button and make
the necessary modifications to the timesheets.




8.1.1.1 Add Time Events

Employee the Edit button is pressed; employee can add new time events to his timesheet.
The screen shown in the Figure 8.2 will be displayed.

Edit timesheet for week starting 2007-07--09

Customer Project / Start time End time Reported date Duration (hours) Description
ity

Activ
= [--select-- =l [--select-- =l [ [2007-07-04 [ ﬂ

) Update @ Reset ﬁ:ﬁ M Dalate

Figure 8.2

Employee must specify the customer or client for the task, he has been doing. The list of
customers will be populated with the customer names, created by the Administrator of the
system (see section 4.9 for more information).

Once the customer will be selected the project / activity drop down list will be populated
with the projects that are associated with the particular customer (see section 4.10 for
more information).

Employee shall insert thee start time for the event. The Insert Time button will insert the
current time into the field automatically and will simplify addition of the time event for the
customer.

NOTE: The start time and date of the time event specified in the timesheet must be
within the week of the timesheet. Otherwise, the time information will not be counted
in.

The End time of the event AND/OR Duration shall be specified by the employee. If one of
the fields is specified, the other is calculated automatically.

Reported date will be populated by the system automatically with the current date.

Employee can specify the description of the time event and click Update. This will update
the time sheet with the information of the time event.

Press the Reset button to reset the information entered for the particular time event.

Once the timesheet is updated the information about the event is being entered into the
weekly timesheet and the Successfully Updated notification is being displayed.




8.1.1.2 Edit Time Events

To edit the information about time events, user must select the appropriate Timesheet and
press the Edit button. The screen shown in the Figure 8.3 allows editing time event
information.

Edit timesheet for week starting 2007-07-09

Customer Project / Start time End time Reported date Duration (hours) Description

[ [Mew Office Technologies Pvt Ltd =] [BillingSys =1 [zo07-07-08 13:57 [zo07-07-08 16:00 [zo007-07-04 [z.05 Preparation of the
requirement

I [select- =l [=elect— =0 [ [2o07-07-0a [

Ll L

(O update (@ Resat (@ Insert ime 3¢ Delete

Figure 8.3

Once the necessary modifications of the time event are performed, click Update button.

8.1.1.3Delete Time Events

To delete the time event, click the check box for the time event and click Delete button.
Please, refer Figure 8.3. Deletion of multiple time events can be performed simultaneously.

8.1.2Submit Timesheets

Once the ESS user has entered his/her timesheet information, he can submit it for the
approval of the Supervisor.

NOTE: The submitted and approved timesheets can not be edited

To submit the timesheet, click on the Submit button for the particular timesheet. Please,
refer Figure 8.4




4 Timesheet for week starting 2007-07-09 &

Status: Not submitted

Successfully updated

Customer Project J Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total

Activity 2007-07- 2007-07- 2007-07-11 2007-07- 2007- 2007-07- 2007-

o9 10 12 07-13 14 07-15

Mew Office BillingSys i} 5.05 i} a i} a i}
Technologies 5.05
Pt Ltd
Janet Billinks Brochures §.55 a a a a a a 8.55
Mew Office AccountingSys 0 i} 9.5 a i} a i}
Technalogies 9.5
Pt Ltd
Total 8.55 5.05 9.5 1] 1] 1] L] 23.1

<* Edit ' Submit

Figure 8.4

8.2 Employee Timesheets

The HR Administrators and the ESS Users - Supervisors, who have the subordinates
assigned, can view the timesheets of the other employees. Click the Employee
Timesheets sub menu of the Timesheets left side menu item.

8.2.1Administrator access to Employee Timesheets

If the HR administrator views the Employee timesheets, the screen, shown in the Figure 8.5
will be displayed.

Select Employee

Ermployee Marme I I

Figure 8.5

Administrator can view the submitted timesheet information for any employee information.
The employee selection can be performed by clicking Browse (...) button. The employees
who have been entered into the system information will be shown as in Figure 8.6. It is
possible to search for Employee within the Employee list by Employee ID or Employee
Name.




/2 Search Employees - Microsoft Internet Expla - 0] x|
Search
Search By: |Sean:h For:
| Search | | Clear |
Employee Id = Employee Hame &
GLEoLa0 Luis Henry Brownzon
GLEoLO0 Marie Blanche
GLEoL00S Azhok Kumara

Figure 8.6

Administrator shall select the Employee from the list by clicking on the Employee ID link
and press the View button (refer the Figure 8.5)

The information on the submitted weekly timesheets for the employee will be displayed as
shown in Figure 8.7. To browse through the timesheets, use the arrow buttons on top of the
screen

—

Timesheet of Luis Brownson for week starting 2007-06-25@
Status: Approved
Customer Project / Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total
Activity 2007-06- 2007-D6- 2007-06-27 Z007-06- 2007- 2007-06- 2007-
25 26 28 06-29 30 07-01
MNew Office AccountingSys 0O o 1] 2 2 1] o
Technalagies 4
Pyt Ltd
MNew Office BillingSys o o o o o 3 o
Technologies 3
Pt Ltd
Total 0 [1] 1} 2 2 3 [1] Fi
Figure 8.7

The HR administrator can approve or reject timesheets of the employee. Please refer to
8.2.3 section for further information.




8.2.2Supervisor access to Employee Timesheets

If the Supervisor can access the timesheets submitted by his/her subordinates. If the
Supervisor select Employee Timesheets from the left side menu, the screen, shown in the
Figure 8.8 will be displayed.

Select Employee

Employes Mame I-Select- ,I B vicw

Submitted timesheets pending supervisor approval

Employee Timesheet period

Name

Luis Brownson week starting 2007-07-02 B0 view
Figure 8.8

Supervisor can select the employee and from the Employee Name list, which will be
populated with the employee names that have been entered into the system and have
been assigned the current user as their Supervisor.

Click the View button and the submitted / approved / rejected timesheets of the particular
employee will be displayed. Please, refer Figure 8.7 for more information.

To increase the effectiveness of browsing through the timesheets, the subordinates’
timesheets that are pending approval are displayed in the separate list. Supervisor can
easily select the particular timesheet from the list by clicking the View button for the
timesheet.

The Supervisor can approve or reject timesheets of the subordinate. Please refer to 8.2.3
section for further information.

8.2.3Approve/Reject and Edit Other Employee Timesheets

The HR Administrator or the Supervisor can approve/reject and edit the submitted
timesheets of the other employees or their subordinates respectively.

The edition of the other employees’ timesheets can be performed in the same manner as
for the personal timesheets. Please, refer to the section 8.1.1 for more information.

NOTE: Once the timesheet is submitted, the duration field will be made read only.




Once the necessary changes (if any) have been made, the Supervisor or HR Admin can
Approve or Reject the timesheet of the Employee. The submitted timesheets that is

pending approval is shown in the Figure 8.9

Status: Submitted

Successfully updated

Customer Project f Monday Tuesday Wednesday Thursday
Activity 2007-07- 2007-07- Z2007-07-04 Z007-07-
02 03 05
Mew Office BillingSys i} i} 3 i}
Technologies
Pt Ltd
Total 0 0 3 1}

<* Edit

4 Timesheet of Luis Brownson for week starting 2007-07-02

Friday
2007-
07-06

]

Commentl

ﬁ.ﬂppmve .\g Reject

Saturday
2007-07-
o7

i

Sunday Total
2007-07-
o8
1]
3
1} 3

Figure 8.9

To Approve / Reject the timesheet, press the appropriate button, as shown in the figure

below.

NOTE: If the timesheet is Approved, the further edition and modification is

impossible.




Chapter 9

9 Reports Module

This feature produces customized reports according to your
needs. Any number of reports can be defined by selecting
from a range of search criteria and report fields. Report
definitions can be saved to avoid repeating this task. Once
the report definition is saved, the report can be generated by
providing the required criteria data.

To access the module select Reports from the top menu and
you will see the screen shown in the figure shown below.

Home | Admin | PIM | Leave

sl
Fle Edt ew Favortes ook e | A
(Peack - () - \J \ﬂ ﬂ ‘ - O Search (Favuntes @t| - :7 =0 =l ol §
Address [£] hitp: o orar hpmodle _no=1 _no_top=rep Be ‘Lm; =
Google[G- s B~ | o soolmarisw [ popups okay | F check + § Autolik ~ s sendtor () settings
¥ - 2-] dSEaF(hWEh“‘ 2 (B &+ @ | fhTookarUpdate &P Choose Buttons  £3 Answers - (Mail - mﬁnnkmarks EfLocal ~ >
Q rangeHrm
LeveLor

R MANAGEMENT

Time |(Reports | Bug Tracker

Welcome demo

Change Password | Logout

5 Ve Repots
+ Define Reports

View Employee Reports

Search
Report ID Report Name
REF001 Team managers

OrangeHRM ver 2.2_RC_4 @ OrangeHRM Inc. 2005 - 2007 Al rights reserved =

[&] Done

[ [ [ [ [S3tocalintranet

Figure 9.1

9.1 Define reports

To define and create repo

Then click on the Add but

rts start by clicking Define Reports from the left side menu.

ton shown in the figure below.

mployee Reports
\-l-ndd Delete

Figure 9.2




After clicking the Add button you will see the screen shown in the figure below.

ne [[Reports | ‘Bug Tracker

(&) ETTED Define Employee Reports : New
¥ Define Fegerts o
Repart D RePOO2
Report Hane ———
Specify
Selection Criteria
Report
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Define
Selection
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™ Lenguage
s
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First Name.
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Last Name,
ciress

KUY

TelMa
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Dete of Bith

Fields to
be
included in

Kl

Reportto

kKl

Reparting Methoe!

Jab The

KUY

Jained Date

EUBE U B R R

k]

Figure 9.3

+ To create a report you first have to specify a Report Name.

« Then select which selection criteria the report shall be based my clicking the tick box
and then selecting from the drop down menu.

» Then select which select which info fields to be included in the report.

« Finally click the Save button.

9.1.1Assign User Groups

After clicking the Save button the report is created. Then the screen shown below will
appear. The report is automatically assigned to the user group which the creator belongs
to.




Report Definition: Assign User Groups

., Back
Feport Code REPODO3
Fepart Mame Part Time Contracts

Assigned User Groups
&= add ¥ Delete

User Groups

[ A

Figure 9.4

If you want to assign other user groups click on the Add button shown in the figure above
and the screen shown in the figure below will appear.

Add User Groups
&= padd

User Group

r Group2

Figure 9.5

Click in the tick box for the user group you want to assign and click on the Add button. The
user group will then appear under Assigned User Groups. The users from this user group
will be able to use the report you have created.

9.2 Edit reports

To edit reports click on Define Reports from the left side menu and you will see a list of
the reports created as shown in the example in the figure below.




Define Employee Reports
3= add # Delete
Search Successfully Updated
Search by: | Select- |+ Searchfor: [ ] s Search @@ Clear
[ Report ID Report Hame
I REPO01 £ge 20-40
r REPOO2 Test
I REPOO3 Test2
Figure 9.6

You can then access the report you need by clicking on the reports Report ID.

Click on the Edit button as shown in the figure below. Do the wanted changes and click
Save.

| SEFYICE Ferog

I
F Job Thle I

Field

¥ Etmp Mo

Figure 9.7

9.3 View reports

To view reports click on View Reports from the left side menu and you will see a list of the
reports created as shown in the example in the figure below.




View Employee Reports

Search

Search by: | -Select- = Search for: l:l ,-)Search & Clear

Report 1D Report Hame
REFO01 Age 20-40
REFOO2 Test
REFOO2 Test2

Figure 9.8

You can then access the report you need by clicking on the reports Report ID.

The reports can be searched for by Report ID or by Report name.




10 Bug Tracker

In the event of any bugs being encountered while using the system, these bugs could be
immediately reported on-line using the Bug Tracker module. Therefore, this would facilitate
the repair of any defects in the system. Information on bugs could be queried as well which
makes it useful to determine the status of bugs which have already been reported and also
to check whether new bugs have been reported that requires amendments/modifications.

« Access the Bug Tracker by clicking on Bug Tracker from the top menu.

« Enter the different criteria and description. See figure 10.1 below.

Report Bugs

Faund in v2.2_RC_4

Release

Catenory  |wone [

hlodule [ --Select Module-- =

Priority [5 Mecium =

summary | | Your Email |
Desctiption =

>

H Sawe  Say Clear

Figure 10.1

« Click on the Save button. If the save is successful, the Bugs Information page is
displayed with a ‘Addition Successful’ Notification.




11Further information

For further information on OrangeHRM please visit our website www.orangehrm.com.

If you have any questions, comments etc. you can use the OrangeHRM forum at
www.orangehrm.com/forum

Or feel free to contact us on:

Company Information: info@orangehrm.com
Partner Information: partners@orangehrm.com
Sales Inquiries: sales@orangehrm.com
Technical Support: support@orangehrm.com

Thank you for using OrangeHRM!
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