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1.1

Figure 1-1 Members’
Sending and Receiving

Fields

Chapter 1 Overview of the Personnel System

Personnel Principles used in P ETRA

Types of Service

People join the Organisation for different lengbifisime, and BTRA supports two different
application procedures for short-term and long-tapplications.

Short-term applications are used for people joining for less than 6 mariteny of these join
under theGlobal Challengeprogramme, and participate in short-term campai@tisers join under
the STEP (Short Term Exposure Programme), whicisésl, for example, with the Ships.

Long-term applications are used for those who expect to spend longer@ith Many people join
under theGlobal Action programme, for an initial period of 1 or 2 yeéeme others may join
under theGlobal Serviceprogramme, often with a view of on-going work usprofessional skills
and abilities in work with the Organisation.

Organisation Structure

The Organisation has many groups of people worikirdifferent countries. In order to co-ordinate
the work effectively these teams are organisedsitmucture. Within OM there are a number of
differentAreas (for example Southern Africa or Western Europeithili each Area, there are
differentFields (for example Zimbabwe is a Field in the Southefricd Area). There may be
smaller sub-divisions within each Field, includifigams A Unit in PETRA can be an Area, a Field
or a team. PTRA allows this structure of Units to be recorded altdred (see section 4.4, Unit
Hierarchy, page 55Campaignsare a special sort of unit, which belong to theld~that is
organising them.

Sending and Receiving Fields

Many people working with OM live and work in a cagnaway from their home. For example, a
person from France may work with OM in Switzerlahrdthis case the French office is that person’s
Sending Field(formerly known agHome Office), and Switzerland is theeceivingField (formerly
known just ag-ield) where they are working.

Sending
Field

Receiving
Field

$

upporting
church

% %\% Team

Version 2.2a (Apr 2008) Page 7



Chapter 1 Overview of Personnel PETRA Personnel User Guide

Figure 1-2 Short-term Events

Page 8

Sometimes a person works in their own home couirirthis case their Sending Field is also their
Receiving Field. When someone wishes to work with®rganisation, they usually apply to their
own Sending Field. The Sending Field passes infioméo Receiving Fields as necessary. The
Sending Field also receives gifts from supportingrches and friends.

Short-term Participants

Many people first experience the Organisation hyiog on a short-term campaign. The main type
of short-term campaign is call&lobal Challenge and Figure 1-2 shows an example.

Malaysia
(7 days)

LRI

Malaysia
(14 days)

Brazil

QR )

Singapore
days)

%7
Sending Fields | Conference Campaigns |
Planned and managed together

Here people from the US, Brazil and other counti@sjoining a summer campaign. First, they all go
to aconferenceor (usually for one week) in, say, Malaysia. Sahthem then stay in Malaysia (for
two different lengths of time), some to Singapéta. most short-term events, the conference and the
campaigns are organised together. Actually, thage there is normally a conference for each
country (or pair of countries), but the same maghgilies, with people moving from a conference to
join one of several teams. People who wish to flsgicampaign send an application to their Sending
Field. The Sending Field enters all the relevamta da FEETRA as a short-term application, and follows
up references to check that the person is suitAblietervals before the conference, all Sending
Fields send ordownload details of all applications to the person co-aating the conference and
campaigns. This person then arranges the confedstads (accommodation, fellowship groups, etc)
and also sends the information on to the leadetisenindividual campaigns, so that they know who
will be coming. RTRA provides support in organising a conference, asri#ed in the GNFERENCE
MANAGEMENT USERGUIDE.

For short-term campaigns, the Sending Field wilbalollect the necessary funding support for the
participant in advance of the Campaign.

Long-term Participants

With long-term applications, the Receiving Fieldshagree that the applicant is suitable for work in
that Field. The Sending Field interviews the appiic and then sends details to the Field where the
person would like to work. If it is agreed, ther thending Field arranges for the applicant to dtten
one of the two conferences (usually held in Janaad/September). A representative of the
Receiving Field will usually be at the conferenod avill also interview the candidate there, before
they go on to join the team in the Field.

The Long-term application form asks for more infation than is necessary for applications for
short-term events. It is also necessary for thégiaant to arrange to raise the required level of
financial support, usually calculated on a montidgis. In addition, people working with the
Organisation long-term will also have assessmentsuiew their time and experiences at regular
intervals. RTRA allows details of such discussions and goalsuturé action to be recorded.

Version 2.2a (Apr 2008)
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1.2

Unit Job Descriptions

Many teams can be flexible in using staff with aga of skills. However, some jobs need specific
skills. For example, a team involved in publishiitgrature for Central Europe may need people with
specific language skills, people who can use DagkHublishing programs and people familiar with
the world of publishing. Some Fields may also neegialified accountantEPRA allows Units to
define such jobs, recording the job title, languskjds needed, qualifications, other abilities;.et

Job Assignments

The previous items indicate how the personnel sysi@n record (1) details of people working with
the Organisation or applying to join for a shorteor long-term period, and (2) details of the job
positions applying to a particular UniteRA also allows links to be made between these twet,Fi
individuals working with the Organisation long-tehave acommitment to spend a certain agreed
with period with the Receiving Field. Second, ibIdescriptions have been set up, it is possible to
makejob assignmentsto record the people who are doing specific jobthe Field.

Scope of Personnel System

The FETRA Personnel System allows offices to record detdibd| people working with the
Organisation (and those applying to join it) ane jibbs that they are doing. The Personnel System
has two main subsystems called ‘Individuals’ andits).

ThelIndividual subsystem is used to record all personnel datpgople applying to work with OM,

as well as those who have already joined. It esgibesonnel staff to keep the information entered
during the application process up to date, anditbreew information as it becomes available.
Applications for short term and long term campaigres supported. Personnel Data includes
information for campaign applicants as well as leergn staff. This means that personnel staff have a
comprehensive set of data about each member umeiecare.

TheUnit subsystem is used to maintain data about the @ag#ons teams. It can also be used to
show the jobs available within the site coveredigyRETRA installation. This will help personnel
staff in the whole area of team management. If juboge been set up for a unit, it is possible tomc
job assignments, that is where an individual igfil one of the job positions. Thus a link is pibed
between the individuals and units sub-systems.

Some important basic items of data (including asiskes, phone numbers, etc) are entered through the
PETRA Partner System. This applies to both individuald @ units. The Personnel System uses this
data, and adds to it the additional data itemsireddor personnel management.

NOTE To be able to add or change any data withirRtsabsystems the unit or individual muyist
already exist in PTRA as a Partner. To create personnel records anidodivmust exist as a
partner of type ‘Person’ as well as a partner petiFamily’. The RRTNER USERGUIDE explains
how to add and edit partners, including the addeess$ relationships (i.e. to churches, other
organisations, prayer secretary, parents).

Users of this guide should also obtain a copy efGaNERAL USERGUIDE and the RRTNER USER
GuUIDE which are referred to frequently by this guide.

This User Guide seeks to give a full explanatiothefvarious features within the Personnel Module,
with instructions on how to use the menus and ssrdecontains. It is essentially a help guide to
using the module. Some help is given on how totlisenodule effectively within an office, but this
user guide does not seek to explain all the praesduecessary for operatingTRA within the
Personnel department of an office. It is recommdritiat local procedures for use of therRA
Personnel module be produced to supplement thideGui

Version 2.2a (Apr 2008) Page 9
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1.3 Personnel Menu Structure

To open the Personnel Module, click on the Perddnae in thePetra Welcome Screefihe
Personnel Screeis displayed (Figure 1-3). The menu bar of thigen shows the possible options
for action, and instructions in this User Guideuass that you are starting from this screen.

* File Allows you to browse short-term and long-termlaggpions and to exit the Personnel
module (alternative to using th@ose | button on the maiRersonnel Scregn

I=E

File Individusls Units Reports Maintain Tables Petra  Help

Browse Short-Term Applications by Event
Browse Long-Term Applications

Exit

Figure 1-3 Main Personnel
Screen with File menu open

}Close Persoljljel )

* Individuals is the starting point for most personnel workhwridividuals.

I=TEd

File E_Individuals Units Reports  Maintain Tables Petra  Help

Persan...
‘Wiork, with Last Person.., ChrlHL
Recerk partners

E Enter Mew Application {with Shepherd)
Caleb Fegistration.. . (Shepherd)

Figure 1-4 Personnel Welcome
Screen, showing Individuals
menu

Previous Experience: (automated)

IClose Personngl b

Per son allows you to bring up thimdividual Data Screernthe key screen for entering or
amending any information about individual applicant members of the organisation.

Wrk with Last partner is a short-cut to take you back to thdividual Data Screen
of the last partner you worked with.

Recent part ners is a short-cut to take you back to any of the 1&spartners.

Enter New Application (with Shepherd) has two sub-menus for entering
applications for Global Challenge Campaigns orGonferences

Caleb Registration .. (Shepherd) allows you to check that all the data required
to register a Person with the Caleb system has déatened.

Previ ous Experi ence has two sub-menu items for automatically recorhdpaign
participation on a partner’s record (and reversimgprocess).

* Units allows you to record data about the structure mts)together with the individual jobs
associated with those units, and the skills require

Page 10 Version 2.2a (Apr 2008)
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r': Perzonnel [ _ (O]
Eile Individuals | Units Beports  Maintain Tables  Petra Help

Unit.. I

“whork with Last Unit...

- 2002: BA - GC Balkans Church dwk [type |
- 2002: EAP 2002 Conference [twpe LIMNIT)

- 2002 Adventure Tour [type IMIT]

- 2002 AL - Challenge Adelaide [wpe UMIT
- 2002 AL - GC Balkans 4wk [twpe UMIT]

- 2002 BA - GC Balkans Children's Camp 3¢
- 2004; G0 January Conference [ype UMIT
- 2002 BA - GLC Balkans English 3wk [type |
- 2002: BA - GC Balkans Church 3wk [type |
- 2002 AT - Teens in Mission [tepe UMIT)

. Activate Campaign Units
Figure 1-5 Personnel Welcome De-Activate Carmpaigr Urite

Screen, showing Units menu

{ [ U e 1 R M SO T [ ol P

» Reportsallows you to create customised reports and prittata in a convenient form.

=

File Individuals Units | Reports Maintain Tables  Petra  Help

Extracts...

Individual Data Report, ..
Short-Termer Reports. .,

Birthday List

Ernergency Contack

Passport Expiry

Personal Document Expiry

Office Specific Data. ..
Application Office Specific Data, .,

Start of Commitrment
End of Cammitment

Previous Experience
Progress Repork Log

Figure 1-6 Reports Menu
Options

Zampaign Oplions

Unit Hierarchy

. 5
ilose Personnel o

* Maintain Tables allows you to edit the various ‘Tables’, whicle aeally lists of items that can
be used when filling in screens. Tables are expthin the GNERAL USERGUIDE, Types of
Data.

As shown in Figure 1-7, this is a 2-level menujwvgtub-menus. There are three groups of tables.
Applications Tables allows you to edit the Tablssaziated with Applications to join an OM
team. Event Tables allows you to edit the Tablesa@ated with Congress and Campaign Events,
such as travel to and from a congress. Generak$dtiie sub-menu shown) lets you edit the
tables concerning personal information.
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E= Personnel Hi=

File  Individual: Uritz= Beports .Maintainlables EBetra Help

Lbility Areaz

Ability Levels
Professional Areas
Hualification Levels
Vigion Areas

Wision Lewels
Figure 1-7 Maintain Tables
Menu with General Tables Sub-
menu

Drrivver Status

Positions
Job Assignment Types
Leaving Codes

Languages
Language Levels
Pazzport Types
Waluable ltems

Personal D'ata Labels

Office-Specific Data Labelz

» Petra lets you to go to other the othexTRA modules. Select the module you wish to begin and
this will open at the same time as the Personneluieo You can then work in two modules at the
same time. You can use the equivalent menu in #mr onodule to swap back and forward
between modules or return to thetra Main Menu Screen

* Help The Help system is described in theNGRAL USERGUIDE. Help allows you to read the
relevant sections of the User Guides on If®out Pet r a shows you which release offRA
you are using, and which patches (updates) haveibstalled on your computer.

1.4 Structure of Personnel User Guide
The Guide is organised into 7 Chapters.
Chapter 1, Overview of the Personnel System

Chapter 2, Individual Personnel Dataexplains how to enter and edit personnel data,
concentrating on more long-term data (informatiohnelated to a specific short-term
application to join the Organisation).

Chapter 3, Applications explains how to enter and edit applications tokweith the
Organisation, both short-term and long-term.

Chapter 4, Units explains how to enter information about units,eravwy teams and fields
throughout the Organisation and including the dpegipes of job relevant to a unit.

Chapter 5, Personnel Reportexplains how to produce reports, which print edidimation
from the Personnel database.

Chapter 6, Maintaining Tablesexplains how to change the options which appe#ren
various menu lists, called Tables.

Chapter 7, Event (Conference/Campaign) Maintenanceovers some special operations to
help manage data about Campaigns and Conferences.

Page 12 Version 2.2a (Apr 2008)
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Chapter 2 Entering Individual Personnel Data

This chapter and the next describe how to entedirdata about individuals who are working with
the Organisation, or joining one of its activitid$is chapter covers all individual data entered
through the Personnel system, except data abocifisppplications to join a campaign or
conference or for longer term work with the Orgatimn (applications are explained in the next
chapter). Since some basic data about an individwaitered in the Partner System (using the record
of class Person), this chapter begins by summagribia different items of data, and where they are
entered. The remaining part explains how to erlt¢éh@ data items using thadividual Data Screen
There is a Personnel Data Shepherd, which proadasiple way of entering the most important
items of data, and this is introduced later.

2.1 Individual Personnel Data - Where do | find it?

Although this chapter explains Personnel datagtiiesome use of data that is entered in the Rartne
System. Data relating to an individual who is paptting in one of the Organisation’s activitiesyma
be entered in a number of different places, as\isl

» Partner Edit Screen (Family record): basic address information, subscriptions, spéyje,
bank accounts, relations, contacts, reminders.

» Partner Edit Screen (Person record):Many of the same items as for the Family, buttegldo
the person, but also a little more individual imh@ation, like gender, date of birth and occupation.

» Personnel Systemindividual Data Screen: all remaining individual data, both longer-ternmala
and short-term data relating to individual campaigplications, etc.

Figure 2-1, page 14, summarises the main data isgthshe module area to which they belong.
Remember to follow local office practice regardimigat is entered on a Person record and what on a
Family record.

Since it could be quite confusing knowing whichriteof data are essential, several Shepherds have
been written to help guide you through the proc€ssrently there is one Shepherd that relates to
general Personnel Data (the subject of this chpptet two which cover different types of short-term
application (see section 3.3, page 44). These Shdplautomatically take you to the correct place.
So, for example, when entering an application foorpletely new partner, the Shepherd will
automatically take you to the Partner System teresnldress information etc.

Some basic information must be entered througtPdrener Module before tHadividual Data
Screenin the Personnel module can be used. This ‘padat’ includes address, language,
occupation, relationships (i.e. to churches, patesttildren, and prayer secretaries), Family links
(parents and children) and also date of birth. €lae shown in the upper part of Figure 2-1.

This chapter explains how to access personnelsdaéens in order to enter or edit the information
items in the lower box in the figure. Informatiomcaut specific applications is covered in Chapter 3,
page 37.
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Partner Edit Screen (FAMILY)

Title and name
Local name
Previous name

Status (Family)
Address(es) for family
Phone numbers and email addresses
Marital status

Language code

Acquisition code

Special Types

Local Partner Data (Family)
Subscriptions

Notes

OMer Field

Finance details
Relationships

Interests

Contacts
Reminders

?

"Where do
I find it?"

Personnel User Guide

Partner Edit Screen (PERSON)

Title and name
Local name
Previous name
Preferred name
Date of birth
Status (Person)
Address(es)
Phone numblezsnail addresses
Marital status
Language code
Acquisition code
Special Types
Local Partner Data$Bm)
Subscriptions
Notes
OMer Field
Finance details
Relationships
Interests
Occupation
Christian since
Contacts
Reminders

Personnel Individual Data (PERSON)

Abilities
Commitment period
Driver status
Interviews

Job assignments
Languages
Passport details
Personnel budgets
Previous experience
Professional area
Progress reports
Special needs
Vision

Figure 2-1 Summary of data items about a person, showing where the different items are entered.

2.2 Entering Permanent Individual Data

This section deals with entering (or editing) indixal personnel data for a partner who alreadytexis
on your FETRA installation. If you are entering a completely neavtner, then either use the Partner
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System first, or, in the case of people who araallst applying to join the Organisation, the
Application Shepherds (see next chapter).

1.

E individual Data =100 x|
File Applications  Individual Reports  Help
Partner: 0012000002 Mousel, Jean-Claude, Mr Yigw, .. |
Skatus: ACTIVE Language Code: FR Fanily Members... |
Individual Data Elements:
\a, |applications., ..
b, Inkerview. .. 1
. Personal Data. .. Yes
d. Passport Details. ., 3
&, Personal Documents. .. 1
f. Special Meeds. .. es
Figure 2-2 Indiviqlual Dgta 9. ¥aluable Ttems. .
Scregn - the starting point for b, Local Personnel Data. . Vos
entering all Personnel data . Professional Areas. ..
j. Languages... 3
k. Abilitigs. . 2 Partner Data Elements:
| Previous Expetience. .. 2 t. Partner Edit... _
. Wision. ., s, Partner Detail... _
n. Commitment Period. .. k. Partner Contacts, ..
0. Job Assignments. ., u. Relationships... 1
p. Progress Reports, .. v, Reminders,.,
q. Personal Budgets... w. Locations. .. 1 Mainkain. . |
Shepherd. .. | Close |
|Se|ect a Data Element and double dlick or press Enter/Maintain i

On the menu bar of tHeersonnel Welcome Screeselect ndi vi dual s, thenPer son. (If
you have just worked with the partner, you cancdéérk wi th Last Partner.) A
Person Find Screeappears. Use the Find screen to locate and highhig Person whose data
you wish to update, and click Accept. Tinelividual Data Screeffor this person appears.

This screen is the starting point for entering pdating all Personnel Data.

Individual Data Elements The list on the left indicates the various elets@i Personnel data
(sometimes several items are in one group). Totaaiany item on the list, select it and then
click the[Maintain | button (or just double-click the item). Each itemexplained in the sub-

sections below, with the exception of Applicatiom$ich are considered in the next chapter.

Partner Data Elements The second list, on the right, refers to iteméclare part of the
Partner system, but which it is often useful td &dim this screen.

Shepherd The[Shepherd ] button starts the Personnel Data Shepherd, whialides a quick way
of amending most of the important items. This Sleegls described in section 2.3, page 31.

View The[View ] button brings up a single screen which summadeesin key data.

Family Members If you click this button, a list appears of dktfamily members of the partner
whom you are editing, sorted by Family ID (see RartUser Guide, Family Members). This
allows you to switch to thmdividual Data Screewnf any other member of the family, making it
easy to update the records of all members of alyaahihe same time.

The right-hand column in each lists shows whetnéries have already been made in the
categories shown. For example, in the example@irEi2-2, it can be seen that some Personal
details have been added, details of 2 passportstieen entered, etc.

Tip - Short-cuts To move quickly to an item in the lists, just éyfne letter shown to the left of
the item. For example typing ‘m’ will take you t@@mitment Period.
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221

. ¥ Perzonal Interview Maintenance M=l E3
File Edit Help
Partner Key: [0035100005  [Smith, John B, Mr
Skatus; [ACTIVE Language Code: IEN
Inkerviewer: Amanda Rudge Interview Date: I31-MAR-2IJDE
Program: % Global Challenge ¢ Global Action  Global Service
Comments: =]
Figure 2-3 Personal Interview
Screen =]
Mext Ackion: ;I
[ -
Hew Delete Save Close |
fCDmments pertaining to the interviews, v

Interviews

The Interview function keeps a record of intervidvesd by the Sending Field before an applicant

joins the Organisation. To enter details of anringav,

1. From thelndividual Data ScreeifFigure 2-2, page 15), double clickt er vi ews. The
Personalinterview List Screeappears. To edit a previous interview, highliglarid click Edit];
to enter a new interview, cli¢kew]. ThePersonal Interview Screeappears.

2. Enter the name of tHaterviewer and thdnterview Date. Select thé>rogram for which the
applicant is applying. Make a note@dmmentsand theNext Action to be taken.

3. Click[save], then|Close| (or[New|to enter another record for this partner.). Clittkse | again to
return to thdndividual Data Screen

4. Printing an Interview Report If you seld€tl e > Pri nt , you will only print a record of the

fact that an interview occurred; the Comments aagthctions are not printed. To print this too,

selectFil e >Print Details.

2.2.2 Personal Data

Page 16

Note In addition to the items described here, Pelsbasa used to include several fields which
could be defined by the local office. These fiedale now included iocal Personnel Data(see

page 21).

ThePersonal Data Screeallows you to enter driving license details. ToeeriPersonal Data, follow
the instructions below.

1. On the menu bar of tHeersonnel Welcome Screeselect ndi vi dual s, thenPer son. (If
you have just worked with the partner, you cancdéérk wi th Recent Partners.) A
Person Find Screeappears. Use the Find screen to locate and hightig Person whose data
you wish to update, and cli¢kccept . Thelndividual Data Screeffor this person appears.

2. From thelndividual Data ScreeffFigure 2-2, page 15), double cliBker sonal Dat a. The
PersonalData Screerappears.r

Emergency Contacts can be viewed from this screen. Click tEeergency Contact| buttons
(marked in Figure 2-4) to see the contact details.
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F= personal Data o =]
Flz Edit Help
00351000029 Smith, John B, Mr Wig Emergency Contact 1 >
Emergency Contact 2
— Chiistian since
Year: I?
Cornrnent ;l
Figure 2-4 Personal Data [
Screen
— Driver Informatior
[¥ Licenced Driver
[V oM Licence
Criving Licence Murnter:
Driver Status: |B ﬂ Average driver; test at congress
Save | Close |
| y

3. Enter Data as follows

Chr'n since If required, arear andComment can be enteredvarning - This may be
sensitive information.

Licensed Driver Check the box if the person has a valid drivingrise. Enter the number in
Driving License Number.

OM License Check the box if the person has passed an ONhdrtest.

Driver Status Select the appropriate option. For drivers wielalieved to be acceptable,
but have not taken an OM driving test, select drt@@ options for ‘Test at Conference’.

4. Click|Save], then|Close]. Click|Close|again to return to thimdividual Data Screen

2.2.3 Passport Details

Use thePassport Details Scredn store a passport record for each passportdividoal owns.

1. From thelndividual Data ScreefFigure 2-2, page 15), double cliPRssport Detail s.
ThePassport List Screeappears. To edit a previous passport entry, lgghlt and click Edit];
to enter a new passport, clitdew . ThePassport Details Screeappears.
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5-_'3 Passport Details Maintenance - |EI|£|
Flz Edit Help

Partner Key: (0035100009 |Smith, John B, Mr
Status: [ACTIVE Language Code: |99

Passport Murnber: IGT336?338?6

Type: IF‘ ﬂ Full Passport

Passport MName: IJDhn E (Smith)

Figure 2-5 Passport Details List Place of Birth: IElrisbaneJ Australia

Screen
Date of Birth: IDS—NO\J—lQE
Paszsport Mationality: IGEI ﬁ LMITED KIMNGDOM

Place of Issue: IPeterburDugh

Date of Issue: ID4-AUG-199¢.
Date of Expiration: |D4-ﬂ\UG-2IJDi.

ey | Delete | Save | Cloze |

Enter the passport expiration date v

2. Enter the following passport data:
Passport Number Enter the Passport Number in the box provided.
Passport Type Select the Passport Type using the menu button.

Passport Name When you tab into this box, a small screen apgpsaggesting an
appropriate format. If this is appropriate, cliok]. If you do not want to use the selected
name, edit it and then cli¢RK]. The Family name must be put in brackets (). lfana
consistency with OMSS, the recommended name osdérst name, second name,
(family name), e.g. John B (Smith).

Place of Birth Enter the place of birth stated on the passpothe form of
“Town, Country” (e.g. Brisbane, Australia)

(Date of Birth This is entered in the Partner Module. See #rrRER USERGUIDE.)

Passport Nationality Enter the country for which this is a passp®d, for a Canadian
passport, select Canada, even if the passportetaally issued at the Canadian embassy
in Spain.

Place of Issue Enter the town/city where the passport was idsue

Date of IssueandDate of Expiration Enter the Date on which the passport was isandd
the date on which it will expire.

3. Click[save], then|Close| (or[New|to enter another record for this partner.). Clitkse | again to
return to thdndividual Data Scree#t

2.2.4 Personal Documents

Use Personal Documents to record details of otegidbcuments, such as health insurance, visas,
etc.

1. From thelndividual Data ScreeifFigure 2-2, page 15), double clifer sonal Docunents.
ThePersonal Documents Maintenance Scrappears.
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Figure 2-6 Personal
Documents Maintenance

Screen

Chapter 2 Individual Personnel Data

EDucument Maintenance =10 ﬂ

Flle Edit Help

Partner key: | |

Skakus: Language Code:
Document Type: [YISA ﬂ Visa
Document ID: [BP33501 Associated Document ID: 76300189

Date of Issue; |15-MAY-Z007
Date of Expiry: |30-MNOY-2007

Place of Issue: |COkbawa
Date of Stark: [01-JUM-2007

Conkack Oo00000000
Comment: | Yisa For voluntary, unpaid work only, Need ko apply For J
extension 2 months before it expires, J

Close

| Save

Enter comments and details for the document

2. Enter special needs data as required:

Document Type Select the type of document. These are set theiPersonal Documents
Table (6.3.5, page 89.)

Document ID andAssociated Document ID Enter the reference numbers.
Place of IssueDate of Issue Date of Start, Date of Expiry Enter the appropriate dates..

Contact If there is a partner who is a contact for thlk [ Contact | to bring up a find screen.
An example might be the insurance company who gsaugealth insurance document.

Comment Add any comments that will be helpful in the figtu

3. Click[save], then|Close]. Click|Close] again to return to thimdividual Data Screen

2.2.5 Special Needs

Use theSpecial Needs Maintenance Scréemecord any special medical, diet or other needs

1. From thelndividual Data ScreeifFigure 2-2, page 15), double cli8keci al Needs. The
Special Need Maintenance Scregpears.
. " Special Need Maintenance M=l E3
File Edit Help
Partmer Key: 0010000052 Chung, Gum-bae, Mr
Status: ACTIVE Language Code: KO
Medical Meeds: Digtary Needs: Other Needs;
Diabetic ﬂ Bieqgin I:Iiahn_eticJ h_e needs ;I ;I
Figure 2-7 Special Needs E”ar'“;;?jﬁ;d'et quite
Maintenance Screen
[ [ - -]
™ Vegetarian ¥ Contact Home Office
Save | Close |
Fnter any other special need that exists, v
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2. Enter special needs data as required:

Warning  Information held on BTRA cannot always guaranteed to be secure or conigdent
Often, due to the sensitivity of such data, thevimfation should be held confidentially at the
Sending Field, and not entered G&TRA.

Medical Needs Enter whatever information needs to be recorded.

Dietary Needs Enter any necessary information about speci that this person might
need for medical reasons.

Contact Sending Field If sensitive or confidential information is hedtithe Sending Field
then do not enter the information but check this.bo

Other Needs Enter any other special information not covdrgdhe first two boxes.

3. Click|save], then|Close]. Click|Close | again to return to thimdividual Data Screen

2.2.6 Valuable item

Use theValuable Item Maintenance Scretnrecord details of valuable items owned andiediy
an individual working with the Organisation. Thésgarticularly important for individual’s traveltin
internationally within teams where customs recarelsd to be kept (e.g. on ships). Any number of
valuable items may be recorded, each as a sepalasble item record.

1. From thelndividual Data ScreelfFigure 2-2, page 15), double cligil uabl e 1tem The
Valuable Items List Screappears. To edit a previous entry, highlight d ahck Edit; to enter a
new item, click New. Th&aluable Items Screeappears.

. " ¥aluable Item Maintenance M=l B3
File Edit Help

Partner Key: |001000005% I(Zhun-;J Gum-bae, Mr

Skatus: |ACTIVE Language: IKO

Yaluable Item: Wﬂ Laptop computer
Make: [Ergo
Figure 2-8 Valuable Item Model; |Microlite700
Maintenance Screen Identifying Code: [ETS6775911

Identifying Marks: [Mame painted on underside
Currency Code: [KRW ﬂ
Amount: (2, 500,000.00

[t Delete | Save I Close |

F\Jame for this waluable item, e.g. computer, wehicle. v

2. Enter data as required:

Valuable Item Select the type of Valuable Item from the drapvd list. If the item is not
there it may be useful to add it to the Valuabéenis Table.

Make Enter the Make. This will normally be the naniehe manufacturer.
Model Enter the Model name or number.

Identifying Code Enter the Identifying Code of the valuable it@ris will normally be the
serial number, which uniquely identifies this itéimm others of the same type.

Identifying Marks Enter details of any Identifying Marks on thdéuable item. This is
useful if the item has no identifying code. Ideyitif marks include any inscriptions,
engravings or possibly minor damage which helpdeatify the item.
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Currency Code Use the button to select the Currency Code wisicised to value the item.
Amount Enter the value of the item, using the curreselected above.

3. Click[save], then|Close| (or[New]|to enter another record for this partner.). Clittkse | again to
return to thdndividual Data Screen

2.2.7 Local Personnel Data

Note Local Personnel Data replaces the items preljidemown asOffice Specific Dataand the
locally definable labels dPersonal Data

Local Personnel Data records are for storing pewsiosiata which is only relevant to one office, and
which will not therefore be exported to anotheiaaf The Local Personnel Data described here
relates to personnel data for an individual. Therdso Local Application Data, which relates to
specific Applications (see section 3.4, page 41dog-term applications) and Local Partner Data,
used in the Partner Module.

Section 6.3.9, page 92, describes how the actldsfare set up by an office to meet its needs.

1. From thelndividual Data ScreelfFigure 2-2, page 15), double clickcal Per sonnel
Dat a. TheLocal Personnel Data Screappears.

! Local Personnel Data - 12000002 Mousel, Jean-Claude, Mr 100 x|
File Edit  Help

el save | Close

Miscellaneaus

Re-entry Charge: 250.00 uso
Estimated 55TI: uso
F/L Authorization: I"l'es j
IRS Info
. SEN:
Figure 2-9 Example of W4 Form: |7

Local Personnel Data
Screen (In this case, four
different categories have vearly SECA Payment: UsD
been deﬁned' and Reciprocal Agreement:l j
several data fields set up
in each category.)

Wwithhalding agreement: [

Religious Order

RO Join Date: J
[~

RO S5 Income Worksheet:l

vear of Service:

Insurance

Life, aD&D, LTD Code:

Waorkrans Comp Code: j

|Date Joined Religious Order v

The labels on the left represent the fields thair yidfice has set up. The blue bands are headings
for the different categories.

2. Enter data as required. The fields may be of diffetypes, such as Text, Date, Number or Drop-
down option lists.

3. Click[save], then[Close|. Click[Close| again to return to thimdividual Data Screen
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2.2.8 Professional Areas

Use theProfessional Areas Screéo record details of professional qualificatiomsl &xperience.
Any number of professions may be recorded.

1. From thelndividual Data ScreeifFigure 2-2, page 15), double cliBkof essi onal Areas.
TheProfessional Areas List Screappears. To edit a previous entry, highlight i atick Edit;
to enter a new professional area, click New. Phafessional Areas Screappears.

[ professional Area Maintenance -1O] x|

Flle Edit Help

Partner Key: IDCI.LCIDEIDEIZS IBItham, Andrew, Mr

Skakus; IF\CTI\"E Lang. Code: IEN
Professional Area: ICOM-F\UDIO ﬂ Audiofvisual producer
Figure 2-10 Professional Area Quialification Lewel: IDZ ﬁ Informal Experience

Maintenance Screen

‘ears of Experience; |4 as of Date; |23-DEC-2006

¥ Informal Training

Comment: | Regulatly operates PafVideo at his church. ﬂ
[~
[ I Delete | Save I Close |
rinter data or press ESC to end. v

2. Enter data as required:

Professional Area Select the Professional Area which is most gppaite using the menu
button. (To print a complete list of options folldiae menu items from the Main
Personnel ScreerrMaintain Tables -> General Tables -> Profesdidmaa -> File ->

Print.)

Qualification Level Select the highest Qualification Level the parkas in this profession
using the menu button.

Years of Experience Enter the number of completed years of expeei¢he person has in
this profession, and in tres of Datebox enter the date on which this number was cbrrec

Informal Training If the person learned this profession withouirfal training then check
the box.
Comment If required a comment can be added.

3. Click|save], then|Close | (or|New | to enter another record for this partner.). Cligtse | again to
return to thdndividual Data Screen

2.2.9 Languages

Use thePersonal Language Maintenance Screéemold details of personal language skills and
experience. Any number of languages may be recosdaah as a separate language record. In
general the first languagm@ther tongueé is not recorded here; it is entered on the Persoord
from thePartner Edit ScreenMaintain > Additional detail.

1. From thelndividual Data ScreelfiFigure 2-2, page 15), double clicknguage. TheLanguage
List Screerappears. To edit a previous entry, highlight d ahck Edit; to enter a new language,
click New. ThePersonal Language Screappears.
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E personal Language Maintenance i -1O] x|
Flle Edit Help

Pattner: 0010000022  Blokham, Andrew, Mr
Skatus: ACTIVE Partner Language: EM English

Language: ICHN ﬂ Cantonese
ears of Experience: |3 as of Date: |23-DEC-2006
Level: IUS ﬂ LOW-INTERMEDIATE Explanation. .. |

Comment: | studying Cantonese part time (2008) and keen For ;I
opportunities ko use it

Figure 2-11 Personal
Language Maintenance Screen

=
[~ wiling Ta Translate
[~ Tramslate out of
I Tramslate Into
[ Delete | Save Close |
rinter data or press ESC to end. v

2. Enter data as required:
Language Select the Language in which the person has soperiexce.

Years of Experience Type the number of Years of Experience with targguage, and in the
as of Datebox enter the date that this number of years wes(hormally today).

Language Level Select the person’s level of ability in thisdamlage using the menu button.
For a definition of the Language Level chosen kotin the Explanation | button and an
information box appears, which describes this Laggu_evel.

Comment If required a comment can be added.

Willing to Translate Check this box if the person has said that #veywilling and able to
use this language to translate in a public setting.

Translate Into andTranslate Out Of If the Willing to Translate box is checked, thHarm
other boxes are available. Click the Translate b if the person is able to translate
from their first language (shown as Partner Languatghe top of the screen) into this
language. Click the Translate Out Of box if thesperis able to translate from this new
language into their first language.

3. Click|save], then|Close | (or|New | to enter another record for this partner.). Cligthse | again to
return to thdndividual Data Screen

2.2.10 Abilities

Use thePersonal Ability Maintenance Scre@mrecord details of skills and abilities a person
possesses. This includes such things as musidaieghispecial ministry skills, practical and a#i
skills. Any number of personal abilities may bearted for one partner.

1. From thelndividual Data ScreelfFigure 2-2, page 15), double cliéki | i ti es. TheAbilities
List Screerappears. To edit a previous entry, highlight d ahck Edit; to enter a new ability,
click New. ThePersonal Ability Screeappears.
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E Personal Ability Maintenance 1 =10 x|

Flle Edit Help

Partner Key: [0010000023  [Bloxham, Andrew, My

Skatus; |ACTIVE Lang. Code: IEN
ability Area: IMUS—CLF\RINET #| Clarinet

Ability Lesel: IDS ﬂ Competent at this ability,

Figure 2-12 Personal Ability
Maintenance Screen ‘ears of Experience: IG as of Date: |23-DEC-2006
Comment: =]
[ I Delete | Save Close |
rinter data or press ESC to end. v

2. Enter data as required:

Ability Area  Select the Ability Area which you wish to recarsing the menu button. (To
print a complete list of options follow the menerts from théviain Personnel Screen
Mai nt ai n Tabl es >General Tables>Ability Area>File>Print.)

Ability Level Use the menu button to select the Ability Lewbich best describes the
person’s competence in this ability.

Years of Experience Type the number of years of experience in thiktg, and in theas of
Date box enter the date that this number was true (allyrtoday).

Comment Use this field to record any key notes relatimghis ability.

3. Click[save], then|Close| (or[New|to enter another record for this partner.). Clittkse | again to
return to thdndividual Data Screen

2.2.11 Previous Experience

Previous Experience allows you to record any reieeaperience which the partner has, which may
be useful in the future (for example if you wanfital someone who can give advice on a particular
issue.) Any number of previous experiences mayeberded for a partner. To enter an experience:

4. From thelndividual Data ScreefFigure 2-2, page 15), double cliBkevi ous Experi ence.
ThePrevious Experience List Screappears. To edit a previous entry, highlight il alick
Edit; to add a new entry, click New. TReevious Experience Screappears.
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. " Previous Experience HI=] E3
File Edit Help

Partner Key: [002£100007  [Jones, Fiona &, Miss

Status; [ACTIVE Lang. Code; I99

[~ With OM ¥ Missions Work
Organisation: |kEk

Location: [Hiroshima, Japan

Figure 2-13 Previous
Experience Maintenance
Screen, showing typical data

Previous Role: [Student Worker
Start Date: [02-JUL-1998
End Date; [04-3EP-1995

Carnments: | Short-term summer assiskance with skudent camps.,

Mew Delete Save Close |

fCDmments 0on previous experience. v

5. Enter data as required:
With OM Check the box if the previous experience wasiwi®M.
Missions Work Check the box if the previous experience was meseort of missions work.
Organisation Enter the name of the organisation with whompéeson was working.
Location Enter the country or Field where this experiewes gained.

Previous Role Enter the post or position held within the origation. If several different
roles were held it may be best to enter these@ate previous experience records.

Start Date andEnd Date Enter the dates relating to this previous exqree.

Comments Enter any additional comments about the preveoyrience (e.g.
responsibilities held or special projects carriet).o

6. Click|save], then|Close| (or|New | to enter another record for this partner.). Clittse | again to
return to thdndividual Data Screen

7. If the person has had more than one relevant pastience, further past experience records can

be added by clicking tHelew | button and repeating steps 1 - 3. There/ia| button on both
thePast Experience List Screand on thd>ast Experience Maintenance Screenl both have
the same effect.

8. When you have finished entering previous experietatails click Close | until you return to the
Individual Data Screen

2.2.12 Vision

Vision(s) are a person’s ambitions and goals ferfthure, normally relating to an area of ministry
that they wish to develop. Several different visiomay be recorded, each as a separate vision record

1. From thelndividual Data ScreefiFigure 2-2, page 15), double cligksi on. TheVision List

Screemappears. To edit a previous entry, highlight d ahck Edit; to add a new entry, click
New. TheVision Screemppears.
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. " Personal Vision Maintenance
File Edit Help

Partner Key: | |

Status; Lang. Code:
Wision Area: |Evangelism ﬂ Communicating the gospel

Level; (03 ﬂ Very Interested

Figure 2-14 Personal Vision

. Comment: |More training and expeience is sought, Particular J
Maintenance Screen interest in cross-cultural work. in Far East.
Save Close

Information concerning this vision,

2. Enter data as required:

Vision Area Select the Vision Area using the menu buttothéf particular vision that you
wish to enter is not on the list, select Other, describe in the Comments box.

Vision Level Select the Vision Level for this vision usingtimenu button.
Comments Enter additional details to explain the visibnécessary.

3. Click[save], then|Close| (or[New|to enter another record for this partner.). Clittkse | again to
return to thdndividual Data Screen

2.2.13 Commitment Period

A Commitment Period is a period of time that a person has agreedri@ $e a particular Field.
Sometimes a person may have several valid commigmEar example, they may be working in
Greece until 30 June, then helping with a specah@aign from 1 July to 15 September and then
joining a team in Thailand from 16 September. Caltéhis has been agreed with the different
Fields, they will have three Commitment Periods eadh one is entered iEFRA as a separate
commitment period record.

1. From thelndividual Data ScreeifFigure 2-2, page 15), double cli€nmm t nent Peri od.
The Commitment Period List Screappears. To edit a previous entry, highlight il alick Edit;
to add a new entry, click New. Tigommitment Period Screappears.
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EI Commitment Period Maintenance 10O x|
Flle Edit Help
Partner Key: | |
Skatus: Language Code;

Receiving Field. .. 0001200214  Zimbabwe - Literature
Commitment Stark Date: [24-JN-2007

Commitment End Date: (01-MNOY-2007
Commitment Skatus: (OMER ﬂ CMer on OM & months or longer, not wet long-term

Sending Field... oongoooono  Canada
Recruiting Field. .. oolooooooo  ICT

Comments: | After this, hopes to continue in Zimbabwe, in & different role, but J
details are not wet certain,

| | Save Close

Comments an commitment recard

Figure 2-15 Commitment
Period Maintenance Screen

2. Enter data as required:

Receiving FieldSelect the Receiving Field for the job commitmentlicking the button and
finding the correct Unit. The Receiving Field igthield that the person will join for this
commitment.

Commitment Start Date andCommitment End Date Enter the Commitment Start Date
and Commitment End Date in the boxes providedolf gnter an End Date which is
today’s date or earlier, this means that this Camemt has already finished. A dialogue
box will ask you if you wish this information to lnsed to create a Previous Experience
record (see section 2.2.11, page 24).

Commitment Status Select the OM Status using the menu button. iBhise OM status that
will apply for the commitment that you are entering

Sending Field Select the Sending Field (formerly known as Hddifigce).

Recruiting Office If the person was recruited by a Field whicHiféerent from the Sending
Field, select this office.

Comments Enter any further details about the Commitmesridel.

3. Click|save], then|Close | (or|New | to enter another record for this partner.). Cligthse | again to
return to thdndividual Data Screen

2.2.14 Job Assignments (including Caleb Roles)

Use theJob Assignment Maintenance Scréemecord the positions or responsibilities a penmay
have within a unit (Team or Field). Jobs may bédupart-time jobs (eg Teacher) but some may be
Roles (eg an area of responsibility which may remtassarily be a main job.) Jobs can be set up for a
unit as described in section 4.5, page 57, Howde&tra can also set them up when an assignment is
made, if they do not exist already. A separategggignment record should be used for each job/role
held in the unit. Figure 2-16 illustrates Job assignt.

Job assignment is especially important for the igp&wles used in the Caleb system, to which
PETRA exports data. For example, in Figure 2-16, Teaadkeis a Caleb Role. During the period
that Han-sae is assigned to this role (Jan 07 -0®)dhe will be able to access information on Caleb
that is appropriate for the Team Leader. Job asmgits are exported periodically to Caleb to keep
the access rights up-to-date (see the section @b Export in the GNERAL USERGUIDE.)
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————————————————————————————————————

1 Team | 5 Unit Jobs 5
i Members | i i
. [Ann]  |Team Leader| ~ Jan02 - Dec06 |
Figure 2-16 Example of job ! E/J Jan07 - Aug09 r : :
Assignment. Han-Sae has ! ! ! Jan02 - Dec06
been assigned Team Leader | 5 5 Aug03 - Dec05
for the period Jan’02 to Aug’04. Samuel Sept04 - Jul05
| i I |

The following points are important.
» A person can be assigned to more than one Job/Role

» If aperson is to be assigned to a Job/Role, thanJob must be created for the unit in which it
applies. If the job does not exist already forth#& when you assign someone to &TRA offers
to create it.

* The dates of the assignment needs to be givermhéwido not need to be the same as the dates
for which the job exists in the unit.

To assign someone to a role:

1. From thelndividual Data Screeffor the person to be assigned (Figure 2-2, payledbbible click
Job Assi gnment s. TheJob Assignments List Screappears, showing job assignments
which have already been entered for this person.

IS[=] E3

;" Job Azzignments List
File Edit Help

Partner Key: | |

Skatus: Language Code:

Linit ey [IUnit

Figure 2-17 Job Assignment PEQ-RELIEF-WORK 01-JUL-2003  31-DCT-2004 F

Maintenance Screen

Edit Delete

Enter data or press ESC to end.

2. To edit a previous entry, highlight it and cligkiit|; to add a new entry, cli¢gkiew]. TheJob
Assignment maintenance Scregpears.

[ 10b Assignments Maintenance -10] x|
Flle Edit Help
Partner Key: [0010000138 | [Lee, Han-sae, pir
Skatus; |ACTIVE Language; IKO
Figure 2-18 Job Assignment Type: [F % Full-Time field
_I\/Iamtenance Screen. Since the From Date: |11-May-2007 To Date: |—20_APR_2003
job Team Leader has aI_ready Urit Key... [oo7zooo0an INepaI
been created for the unit Nepal, ﬁmj Toa Load
this position is shown in the asitionRole: —| TeamteadEr
lower portion of the screen [~ nssistant to selected Position
Leaving Code: I ﬂ
Updated: Ilﬁ-MF\Y-ZDD?
Mew I Delete | Save Close |
Fnter data or press ESC to end. v
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3. Enter data as required:
Type Select the job assignment Type (eg full or piane) using the menu button.
From Date andTo Date Enter the start and finish dates for the joligassent.

Unit Key Identify the office where the job assignmenbide carried out by clicking on the
menu button and finding the correct Unit.

Position Use the menu button to select an appropriaterigion of the Position to be held
during the job assignment. When you select a posithen one or more entries may
appear in the lower panel of the screen. These gblwsvfor the selected position that
have already been set upABTRA for that Unit (see section 4.5, page 57.) If tbeippon
has been entered more than once (for example vfidreht dates), then it will appear
more than once in the list.

Assistant If the job is as an assistant to one of the stethdositions, check this box. Jobs as
assistant are not normally defined separately.

4. Click[Save].

5. If you selected a position for which a job had bsehup for that unit, then the job assignment is
complete. ClicKClose]. Click[Close| again to return to thiadividual Data ScreerHowever, if no
jobs had been set up for the position that you lsalected, a warning message asks you if you
wish to create a job of this position for this utiithis is correct, clickyes]. Further dialogue
boxes will ask you to set the Job Type (see FigeBepage 58.)

2.2.15 Progress Reports

Use theProgress Report Screea keep a record of regular job evaluations cdroiet during and at
the end of a person’s commitment period. A sepgraigress report record should be used for each
evaluation session.

1. From thelndividual Data ScreeffFigure 2-2, page 15), double cliBkogr ess Reports.
TheProgress Reports List Screappears. To edit a previous entry, highlight i atick Edit; to
add a new entry, click New. THrogress Report Screappears.

. ¥ Progress Report Maintenance M=l E3
File Edit Help
Partnet Key: | |
Skatus: Language:
Reporter: |Gustav Mann
Report Dake: [11-APR-2002 Mext Report Date: |11-4PR-2003
. Report Type: |Annual b
Figure 2-19 Progress Report P |
Screen
Mext Action: J
e Delete Close
Indicates the name of the person writing the progress repart,

6. Enter data as required:

Reporter Enter the name of the person making the report.
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Report Date andNext Report Date Enter the date of this progress report and #te ih the
future on which the next report should be made.

Report Type Select the Report Type using the menu buttorafemial, semi-annual).

Comments Use the Comments box to enter the main dethilseoreport.

Warning  In some countries there is a legal requirementetreal all information held on |a
computer database about an individual to that idda if they should request it. Do not enter any
information that you would not want the personde.s

Next Action Use the Next Action field to record the actidedde carried out as a result of
this report.

7. Click|save], then|Close]. Click|Close | again to return to thimdividual Data Screen

2.2.16 Personal Budgets

Use thePersonal Budgets Maintenance Scréemecord financial support arrangements for Itarqn
personnel. A number of separate ‘Personal Budgetsrds can exist at the same time, referring to
different periods. This allows a record of old sogtgdigures to be kept even after figures are eis

Note If a family or couple have a common budget in@ necessary to duplicate the same
personnel records for every member of the familye- personnel records for one member of [the
family would normally be used.

1. From thelndividual Data ScreefFigure 2-2, page 15), double cliPker sonal Budget s.
ThePersonal Budget List Screappears. To edit a previous entry, highlight il atick Edit; to
add a new entry, click New. THRersonal Budgets Screappears.

[ personal Budgets Maintenance -10] x|
Flle Edit Help
Partner Key: | |
Skatus: Language:
Agreement Date: [30-APR-200° Review Date: |[31-MAR-Z00
Currency; [ELR ﬂ European Monetary Unit
Agreed Support: |1, 20800 Actual Support: (0. 00
Admin Grant: |0.00 Allowance; 0. 00 Period: [Monthly 7
Figure 2-20 Personal Budgets MOMNTHLY EXPENDITURES
Maintenance Screen Housing: |=&0.00 Insurance; |5&.00 Furlough: |£&. 00
Yehicle: |g0. 00 Childs Edu.: |0_00 Other: |100. 00
Med{Den: 0. 00 Ministry; |75. 00 | |o. 00
Food: [LZ0. 00 Training: |4D_DD 0.0ad
Personal: |50. 00 TrawiConf: |100. 00 0.00
Post/Phone: [40. 00 Pension: |100. 00 TOTAL: 1,205.00
| | Save | Close
Enter alabel fior Extra Cost 3

2. Enter data as required:

Agreement Date Enter the date when the current long-term sugffmure was agreed. Also,
in theReview Datebox type the date when this support figure wibktrige reviewed.
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Currency Select the Currency to be used in the Monthlgdixiiture boxes using the menu
button. This will normally be the currency of theuatry where the person is serving.

Agreed Support Enter the long-term support target figure, imyoffice’s currency. This is
the level of support which the person will attengpget in each support Period (see
‘Period’ below).

Note You can change the currency type accordingamteds of your office. To find out how fo
do that you need to go toNANCE USERGUIDE.

Actual Support Enter the Actual Support in your office’s curcgnThe Actual Support is
the average amount of support received for thisgrein a support Period (see ‘Period’
below).

Admin Grant If the office is subsidising the person by aroant then type the amount in
the Admin Grant box in your office’s currency.

Allowance In the Allowance box enter the amount of reglilang allowance, which is to
be paid to this individual, in your office’s cur@n The figure entered should be the
amount per support Period (see ‘Period’ below).

Period Select the support Period using the menu buftba.support period is the period
which applies to the Agreed Support, Actual Suppbdimin Grant and Allowance
figures above.

Monthly Expenditures Enter the appropriate figures in the currendgcded above. When
figures are typed in the Monthly Expenditure bottestotal monthly expenditure is
automatically calculated and displayed asTbtl. The table includes 3 fields at the end
for which the labels are blank, and these can bd tsnote any other special items of
expenditure (instead of just including them in @&er’ category.

3. Click|save], then|Close]. Click|Close | again to return to thimdividual Data Screen

2.2.17 Partner Data Elements

Thelndividual Data Screemlso allows direct access to a number of itemzadtiner data, as listed in
the Partner Data Elements list on the right ofstreen (see Figure 2-2, page 15.) This allows a
convenient way of entering or editing all relevdata from a single screen. The details of these
screens are given in the®rNER USERGUIDE, and mainly apply to the Person record; the foltmwv
data elements often need to be added when entegirspnnel Data for the first time.

Partner Edit Screen The Gender must be entered, and Special Typgsawd to be added.
Partner Detail Marital details and first language (mother torjgueed to be added.
Partner Contacts Gives direct access to partner system for rengrdicontact.

Relationships This must be used to aétnergency Contactdetails, and possiblyome
supporting church. Partner relationships are set up with these pesin

Reminders Gives access to partner system for setting worender.

Locations When dealing with an application, a temporaryrads, such as a student’s
university address may need to be added.

2.3 Personnel Data Shepherd

Section 2.2 explained how to enter all the difféledaments of ‘permanent’ personal data (as
opposed to the ‘temporary’ data relating to a dpeapplication. (Of course there is not a clear
distinction in all cases.) In practice it is ofteseful to update a number of items at one time thad
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Personnel Data Shepherd takes you through a nushiiee most important items. This Shepherd can
also be used to review and edit data (unlike sdintieeoother Shepherds, which you can only use to
enter data for the first time.) To enter or editgpnnel data using the Shepherd:

1. Select the Individual whose personal data you woshaintain. From thindividual Data
Screenselect ndi vi dual and therent er/ Update Data (w th Shepherd), as

shown below:

1 Individual Data

Figure 2-21 Upper part of Eile

Individual Data Screen showing
Personnel Data Shepherd menu

. Stakus: ACTIVE
item

2. The Shepherd then takes you through a series @fssy each of which asks you for some items

Applications | [ndivid
Enter/Update Data... [with shepherd]
Parktner: 0012

SIS E3

Wiew, ..
Perzonal [Driver etc.)... Earmily Mt
Pazzport Details... EITE e S o

of data. The first Shepherd Screen is shown below.

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

PDS-1 Passport Information

Enter all passport details in the upper 5 rows
The information marked with an asterisk (*
is essential, and must be entered. When y«
are ready, click thAdd | button. The
information is then moved to the lower part
of the screen. You can then enter a seconc
passport if required.

To edit an existing passport, double-click it il
the lower panel, and the data will appear ir
the top. Edit it and then clidk/pdate ].

For additional information, see section 2.2.3
on page 17.

Click [ Next > |

E Personnel Data Shepherd

=101 x|

PDS-1: Passport Information
NOTE: Essential information is marked with a *

* Passport Number: |34?8694DF
* Passport Type: |P Full Passpart

=

* Passport Mame! |Shane 1 Dawson)

Date of Birth: li
Issue Date: |21-3EP-2005
* Expiry Dake: |21-5EP-2015

|Type |Passp0rt Mationality |Expirati0n Drake

Place of Birth: [Ottawa
* Passport Mationality: |US UMITED STATES OF AMERICAj

Place of Issue: |BDston

add Fassport Mumber

< |

Cancel

[ stz |
|
Help

The passparts of this person

PDS-2 Emergency Contact

There are three options. If you select the
Create option, the new partner system will
open, ready for you to enter a new partner
of class Family, as the emergency contact.
If you select the second choice and click tr
button, a Find screen opens to
allow you to select an existing partner (the
Find screen is set to Class Family, but this
can be changed). If you Skip the Entry, no
emergency contact will be entered.

For additional information, see the®rNER
USERGUIDE on Relationships.

Page 32

. ¥ Personnel Data Shepherd M=l E3
PLS-2: Emergency Contack
MOTE: It is important that an Emergency Contack is entered
" Create a new Person and add it as an Emergency Contack
(+ Select an existing Person and add it as an Emergency Contack
Search..,
"~ Skip enkry
Existing Emergency Contacks:
Moke: &n Emergency Conkact can only be added, but not modified or deleted here,
Help Cancel < Back | Mext = | |
Enter data or press ESC to end.
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PDS-3 Home Church

As with the previous screen, there are three
options. You can Select an existing church
Create a new church as a partner, or Skip
the entry. The selected church will have a
relationship recorded.

For additional information, see the®rNER
USERGUIDE on Relationships.

Chapter 2 Individual Personnel Data

. ¥ Personnel Data Shepherd

PD5-3: Home Church

" Create a new Church and add it as a Home Church

{# Zelect an existing Church and add it a5 & Home Churché

Search..,

" Skip enkry

Existing Supporting Churches:

Moke: & Home Church can only be added, but not modified or deleted here,

Help < Back | Mt = | |

Enter data or press ESC to end.

Cancel |

PDS-4 Reference

Use the same options as with the previous
screen to establish a relationship of type
‘Reference’ with a partner who gave a
reference as to the suitability of this partne

For additional information, see the®rNER
USERGUIDE on Relationships.

+ ¥ Personnel Data Shepherd

PD3-4: Reference

™ Create a new Person and add it as a Reference

* Select an existing Person and add it as a Reference:

Search...

PDS-5 Special Needs

Enter special needs if appropriate in the thre
boxes.

Warning Do not enter confidential, sensitive
personal details intoE?RA. Instead check
the box labelledContact Sending Field

page 19.

" Skip enkry
Existing References:
Moke: & Reference can only be added, but not modified or deleted here.
Help Cancel < Back | Mext = | |
Enter data or press ESC to end.
. ¥ Personnel Data Shepherd | [O] x|
PDS-5: Special Needs
Medical Needs: Lietary Meeds: Cther Needs:
Diabetic J Meeds ko watch diet on J J
account of diabetes,
[~ Yegetarian [~ Contact Home Office

Help

Enter data or press ESC to end.

< Back | Mext = | |

Cancel |

' For more information see section 2.2.5, on

Version 2.2a (Apr 2008)
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PDS-6 Previous Experience " Personnel Data Shepherd I[=] B3

This screen lets you to enter and edit record ros-: Previous Experience
of previous experience.

To enter a new record, fill in the boxes in the [~ with OM ¥ Missions Waork
upper part of the screen and cI. Grganisation: [Elabal Communicatians
The information is then transferred to the Lacation; [Mania, Phiippines Previous Rele: [Radia Annauncer add
list in the lower part of the screen. Start Date: [15-MOY-1998 End Date: [10-FEB-1999

To edit an existing record. double-click it in Comments: | Alsa invalved in running training courses For audio skaff,

. . . ! Delete
the list. The information is then pasted to _pekte |
the tOp of the screen. After editing it. click Start End Location Prewvious Role Crganisation

Update |. You must clickpdat e; if you ——
click Add, a new record will be pasted in.
To delete a record, select it and click

[Delete ]

: : : Hel |
For more information, see section 2.2.11, on _teb | e <Back | [ Hext - |
page 24. Comments an this experience, details
PDS-7 First Language . " Personnel Data 5hepherd =] E3
Select therirst Language (Mother tongue) PDS-7: Mather Tongue (First Language)
of the person. MOTE: It is important that this is entered

If the person is willing to translate into or out
of other languages (from/to their first Mather Tongue (1st Language): [PT  Portuguess =l
language), check the boxes. This
information needs to be read along with
other language information to be entered ir I willing to Translats
the following screen. [ Translate Out Of

For additional information, see the®rNER
USERGUIDE, Person record, Additional

Detalil.
Help | Cancel < Back | Mext = I Eimish |
knter data or press ESC to end. v
PDS-8 Language Skills [Z rersonnel Data Shepherd i =10 x|
If the person can speak languages other tha ros-: Language skils
their first |anguage, enter them here. MOTE: It is important that language skills are entered, Do not enter the Mother Tongue,
To add a new language’ enter_ the data in the Language: |HU Hurigarian ﬂ [ willing to Translate
top part of the screen and cliokdd |. The _
. . ‘ears of Experience: |3 as of Date; [28-MAY-2007 ~
data is then transferred to the list in the -
lower part of the screen Lewel: |3 ELEMEMNTARY j Explanation...
Camment: |

To amend an existing record, double click it
in the lower part of the screen. The data is
transferred to the upper part of the screen.

add
Edit the data and clidkJpdate .
_beleee |

For additional information, see section 2.2.9
on page 22.

Delete

Help Cancel < Back | Mext = | |

The languages this person speaks, apart From their Mother Tongu

_—
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PDS-9 Abllltles E Personnel Data Shepherd

Enter abilities for the person. The technique rps-a: abilities
is the same as for the previous screen

language skills).
(languag ) Abiliey: [OM-GRAPHIC-ARTS  Graphic arts designer =]
. . . Wears of Experience: IS as of Dates: IZS-MAY-ZDD?
For additional information, see 2.2.10, on :
Lewel: I? Extremely competent at this j
page 23.
Canmment: IWUrks part-time in this sort of work
Years Abil, =
Add | ability Area Descripkion Exp. |as of Lewvel
Guitar 28/0512 ;
Help | Cancel < Back Mext = | Eimish |
v
PDS-10 Driver Status F personnel Data Shepherd . = |O] x|
If desired, enter details of spiritual POS-A0: Personal Data

background, being aware that this
information may be sensitive.
Christian since

Enter details of the partner’s ability to drive ¢ - I—
car. Enter the number of the driving licence
that they hold. Commen |

If they have taken an internal driving test for [
the organisation, note this.
Driver Informatio

Where appropriate, enter the internal driver [¥ Licenced Driver
status. [+ OM Licence

Licence Kurmber: |LAR40012855|

M Criver Statis: |1 O Criwer with a first driver rating ;I

For additional information, see section 2.2.2
on page 16.

Help | Cancel | ﬁﬁackl ﬂext}l Finish |

[The number that is stated on the current driver licence v

PDS-11 Summary
A summary is displayed of all data entered. If

everything is correct, clidinish |. This
causes PTRA to save all the data you have
entered.
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3.1

Chapter 3 Applications

This chapter explains how to enter applicationsfeople who wish to join the Organisation for
either a conference or short-term campaign, ongdoterm period of service.

Section Item Page No
3.1 Introduction to applications 37
3.2 Editing a short-term application (or enterimgpthe detailed method) 38
3.3 Entering a new short-term application usindne@erd (basic information) 44
3.4 Entering or editing a long-term application a7
3.5 Browsing a list of all applications to a pautar event. 49

Exporting applications is described in section page 95.

Introduction to Applications

Each time a person applies to join any kind of prag campaign or conference the details of the
application need to be entered. Data of these @giins can also be changed and deleted or an
application can be ‘set on hold’ or can be ‘carex¥llThe following principles apply to Applications

» Short-term and Long-term Applications

There are many types of programme that someongrawith OM, but these are classed as either
Short-term or Long-term. Different information msquired for the different situations, so different
screens are used for short-term and long-term@gins. Here are a few typical differences.

Short-term Long-term
Normally the Sending Field can agree thathe Receiving Field must agree that the
a person can join. person is suitable. This means that the

home office must send a pre-selection

form to the Field office.

Short-term campaign and conference areThe service with the Field and the
organised together attendance at a Global Action

conference are arranged separately.

The necessary funds are paid in one lumBupport is agreed on a monthly basis.
sum at the beginning.

» Applicants are Partners of Class Person!

When someone applies to join the Organisation thast be entered as a partner (if they are not one
already). Furthermore, they must have a partn@rdeaf class Person, as well as a record of class
Family (see the ARTNER USERGUIDE). The Partner system records basic details suedd®ss, and
also important points such as language, gendee(feaiale), date of birth, etc. It is not possilde t
use the Personnel system to enter an applicatitinthum person has been entered as a partner.

» Application Data and Personnel Data

The Application menu (described in this Chapter)sed enter data about an application. However, it
is also necessary to enter more ‘permanent’ daiatan applicant. This is described in Chapter 2.
Figure 2-1, page 14, summarises where all therdiftedata items are entered.

» Shepherds to Guide You

PETRA now provides Shepherds that help you to entecdineect information without switching
between lots of screens. Currently there are tvatiggtion shepherds, the Short-term application
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Shepherd (GC Application Shepherd, for Global Giraje), and the Conference Application
Shepherd (to enter conference details for long-tgpplicants.)

3.2 Short-term Applications - Entering or Editing i n Full

This section describes a full procedure for entearshort-term application. Although the Shepherds
provide a simpler way of entering a new applicatmmthe first time, they cannot be used to make
later changes, and so users need to be familiarthé ‘full’ process described here.

The procedure described here assumes that theephes already been entered inExi®a as a
partner of class Person and well as class Family.

1. From the menu bar of tHeersonnel Welcome Screeselectl ndi vi dual s and find the person
who is applying. Théndividual Data Screeappears.

E individual Data =10l x|

Flle applications Individual Reports Help

Pattner; 001Z00000Z  Mousel, Jean-Claude, Mr Wigw. .. |
Stakus: ACTIVE Language Code: FR Family Members. ., |

Individual Daka Elements:

1= n|:||:|li|:.ati|:|r|7::_.._. ________ 3
e lgterview. . )>
c. Personal Data. .. Ves
d. Passport Details. ., 3
&, Personal Documents, .. 1
f. Special Meeds. .. es
Figure 3-1 Individual Data 9. ¥aluable Items. .
Screen h. Local Personnel Data. .. es
i. Professional Areas...
j. Languages... 3
k. Abilities. .. 2 Partner Data Elerments:
|. Previous Experience... 2 t. Pattrer Edit... _
i Yision. .. 5, Pattner Detail.,, _
n. Cammitment Period. .. t. Parkner Contacts, ..
o, Job Assignments, .. u, Relationships. .. 1
p. Progress Reporks, .. v, Reminders...
q. Personal Budgets. ., w, Locations, ., 1 Mainkain. .. |

Shepherd. .. | Close |

riele-:t a Data Element and double click or press Enter/Maintain v

2. Double click orAppl i cat i ons (or selectdppl i cati ons and clickMai nt ai n.) The
Application Browseappears. This lists all existing applicationstfaat person.

o Application Browser | [O] x|
File Edit Help
Partmer: 0010000091  Ford, Susan, Dr
Date E'vent Application -
Entered [Ficld Status  |* [Twpe
Figure 3-2 Application Browser,
showing all existing applications
for the person
-
e Edit Delete Close |
Enter data or press ESC ta end. v
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3. To edit an existing application, highlight the d@pation and click Edit. This opens the
Application Browsefor this application. To enter a new applicatitirere is an intermediate

step. ClicKNew]. TheApplication Type Lisappears:

Application Type Selection ﬂ

Please select what kind of event {or commitrnent) Mr Jean-Claude Mousel
is applying For:

Tvpe Descripkion Period

DEBR.OM CONFEREMNC  People attending conferences at DeBron ¢ shork-term

Figure 3-3 Application Type GLOBAL ACTION Carnrnitrnent for one or b years long-term
List GLOBAL CHALLENGE Commitment For six months of less shart-term
GLOBAL SERVICE Lang term cormikment long-term
TEEMSTREET Attending TeenStreet andfor TIM short-term
[~ Enter details with Shepherd
Ok, I Cancel | Help |
4. Select the type of application. The steps which f@llow depend on the selection made at this
stage. The options are as follows:
Global Challengeis the most common type of short-term applicatidanference followed
by Campaign)TeenStreetis identical for all practical purposes.
Conferenceis the same as Global Challenge, but simplergsinere is no campaign
following the conference.
Global Action andGlobal Serviceare long-term applications (see section 3.4, gage
Note the check box tBnter details with Shepherd This is only visible when Global Challenge
or Conference are highlighted. In this sectionhef tyser Guide we are not considering use of
Shepherds, so select Global Action, leave the S#rddbox unchecked, and clipdk |.
5. The Application Maintenance Screen appears.
E application Maintenance o ]
File Mavigate Personrel Data  Application Data  Help
Partner: 0010000027 Pohjala, Risto, Mr
Application For: GLOBAL CHALLENGE Entered: 06-JJL-2004 Skatus: A
Ewvent: BAD41HR.EMGZ2 2004: HR - Love Balkans
| Skatus I Applicant I Ak Event I Arrival I Ceparture I Finance I Forms I
Preferred Event: [BA041FR ENGZ2 | .| Uit Key: [0001040130
Event description: 2004: HR. - Love Balkans
[~ accepted by Receiving Field Field Acceptance Date: I
Figyre 3-4 Application —Original Preferences
Maintenance - Event tab
selected Preference 1; [BA041HR ENGZ2 _I Set as Event I

Key: |0001040130
Cescripkion: 2004 HR - Love Balkans

Preference 2; [BA04ZBA.5PTIS L. | Sef as Event I
Key: |00010401Z2
Description: 2004: BA - Sports Camp

Delete Save Close |

Fnter a new record in the kable,
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This screen allows you to enter or edit all datatirg to short-term applications. It can be seen
that there are 6 tabs, and each shows differeat thaFigure 3-4, the Event tab has been
selected. Each of them will be described in turn.

6. Event Tab This is shown in the previous figure. Enter deddollows:

Preferred Event The preferred event is the event which is cutyestpected that the
applicant will participate in. Click on the find tbun|:| . On the Find screen, select the
required event and clickccept . This is the applicant’s first choice. See below f
additional choices

Accepted by Receiving FieldThis check box allows you to record that the Rexg Field
has agreed to this application, but this is noagbwsed for short-term events. If used,
then enter the date to record when acceptance otiied.

Original Preferences These fields let you record the candidate’s ogbfirst and second
choices of event. The first choice may be enteitein the Preferred Event field
(above) or the first choice. In either case itapied to the other, if the other field is
blank. A second choice can also be entered. Inaerasions when it is not possible for
an applicant to participate in either first or sstt@hoice events, the Preferred event box
must be changed to the finally agreed destination.

7. Status Tab This is shown in Figure 3-5. Enter data as dbedi

Event Status l.ﬁ.pplicant l At Event ] Arrival ] Departure l Finance l Forms ]

Application Status: |H n hold - Being processed j
Figure 3-5 Status tab on Reason: |
Application Maintenance ConcelationDate: | ncceptance Date: [T

Screen

Placement Person... | (0025100140  da Silva, Jorge N, Mr

Application Status Use the drop-down box to select the status. @ptioclude ‘on hold’
and ‘cancelled’. If appropriate a brief commemnt b& put in th&keasonbox. In the case
of Accepted or Cancelled, enter thate.

Placement Personlf required, it is possible to select a placenmarson. This is the person
in the Sending Field who is dealing with this apation. The placement person is able to
browse those applications which have been assignieitn/her (see section 3.5, page 49).

8. Applicant Tab This is shown in Figure 3-6. Enter data as shown.

Event l Skatus Applicant lnt Event l Arrival l Departure ] Finance ] Forms ]

Preference Levels

Countrys |2_ﬂ High prefere Event: |2_ﬂ High prefere
Additional Has lived in this area, and so has much local knowledge. J
Preferences [
i . Comments J
Figure 3-6 Applicant tab on
Application Maintenance Leadership Rating: |2—ﬂ Assist, up ko 25 o Fellowship
Screen Recruiting

Recruiting Mission: ﬂ

OM Contact 1 [CHURCH ﬂ Either their own church or any other chu
OM Contact 2: 3

Possible Year Program: © Mo © Yes (* Maybe T Don't Know
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Country andEvent Preference LevelsThis boxes can be used to indicate if the applica
has a particularly strong desire to join an everihis particular country or of this
particular event.

Additional preferences/Comments Enter any comments that may be useful to theteven
organisers.

Leadership Rating Using the drop-down box record any informationatility to lead a
team.

Recruiting Mission If the applicant was recruited through anothegsiain, select the name.
OM Contacts These boxes allow you to record how the persanchabout the organisation.
9. AtEventtab . Thisis shown in Figure 3-7. Enter data as desdr relating td&Event Roles etc.

Event ] Status ] Applicant AL Event lnrrival I Departure ] Finance ] Forms ]

Party: |T Stay bogether: Travel anly ﬂ
[po1o000022  Bloxham, Andrew, Mr

[~ Campaign onlky

Conference

Figure 3-7 ‘At Event' tab on

. E . ¥ ©On Site Eefore Conference
Application Maintenance

Pre-Conference Role: [WOL  Wolunteer

-
Screen - —
Conference Raole: [OMP Mormal applicant hd
Conference Language: |EN Erglish ﬂ
Fellowship Group: [EUR-1 [ Eelloveship Group Leader
Campaign Role: |OMP Marmal applicant ﬂ

Party If the person is coming as part of a group thay mant to stay together, select the
appropriate option. Click tH@arty Contact] button to select the group’s co-ordinator.

Campaign Only Check the box if the person is only participatimghe campaign, and not
the conference. (If you do this, the conferencaitietire hidden.)

On Site Before Conferencelf the person is arriving early, click this bdr.thePre-
conference Rolebox, select the role that they will have at tinset

Conference Role Select the main role that the person will havihatconference.

Conference LanguageSelect the language that the person will uskeatonference (this is
relevant in cases where interpretation is provided.

Fellowship Group Enter the fellowship group to which this persos baen assigned. If they
will lead a fellowship group, click theellowship Group Leadercheck box.

Campaign Role Use this box to indicate if the person will harey special role during the
campaign.

10. Arrival and Departure tabs  These two are similar. Thgrival Tab is shown in Figure 3-8,
andDeparture tab allows similar information to be recorded departure.
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Event ] Status ] Applicant I AtEvent  Armival | Departure | Finance ] Forms ]

Deetails
Travel Method: |.¢\IR by airplare ﬂ
Arrival Poink: |DE-A-BRE Bremen Alrpart ﬂ

Arrival Date: |20-JUL-2004  Time: |E iE Transport Code: |LHZ980

Figure 3-8 Travel details tab on ; i
[~ Transport needed From Arrival Point:

Application Maintenance
Screen Expected Arrival Date at Conference: [20-JUL-2004  Time: E B E

Arrival Comment:

The graup will kravel by public bus from the airport to the conference
centre,

Contact Information while Travelling
Phone(Email [+44 7740 42375329

Enter appropriate data for outward and return jeysn
Travel Method Select the method of travel (air, bus, train,)etc.

Arrival/Departure Point Select the arrival point from the drop-down liBhese codes have
a standard format. If the required arrival poimidg shown, it can be added to the
appropriate Table of entries (section 6.2.4, pabel®wever, the appropriate office
should be consulted to ensure that any new coagpsopriate for local use, and will not
cause confusion.

Date andTime Enter the date and time of arrival at the marivar point (airport, train
station, etc). If the person is travelling by #nis should be the arrival/departure time of
the flight.

Note If the Travel method and Arrival Point are unkmwhe date must also be cleared.

Transport Code Enter the flight number (or train, bus numbec,)et

Transport needed from arrival point Check this box if local transport needs to baraged
by the event organisers from the arrival pointi® ¢onference/campaign.

Expected Date of Arrival at Conference(andTime) Enter these times (unless you have
asked the organisers to arrange this.

Arrival Comment This field can be used for additional information

Contact Information while Travelling If appropriate enter a mobile phone nhumber oriema
address to contact the person after they havesdttreir journey. This applies to both
Arrival and Departure, but the field is only shofen the Arrival tab.

11. Finance Tab This is shown in Figure 3-9. Enter data as dbedrbelow

Event ] Status ] Applicant I At Event I Artival I Departure  Finance ch-rms ]

[~ ApplicationfBaaking Fee Paid
[~ Program Fee Paid

Field Charged: [0010000000 o |ICT

Figure 3-9 Finance tab on

Application Maintenance Scholatship
Screen Amount: |- 00
Period: A
Authorized By: | Rewview Date;

Application/Booking Fee Paid Use the check box to record if the initial boakiee has
been paid.
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Event ] Status I Applicant ] Ak Event ] Arrival ] Departure I Finance  Forms l
I:'):::: SENT TO FLD = | Re-:el:;:d I
DOCTRINE FQRM 1T 09-FEB-2007 J W Senton  |13-JAN-2007
DRIVER'S FORM TE | |recaretion
FULL APP PACK 05-JaN-2007 A
. IMMUNIZE FORM T Reference: (2010000030 J
Flgu_re 3_-10 qums tab on INSLIRANCE FORM A .
Application Maintenance MEDICAL FORM m CarGmE e, Jam, O
Screen ORTIONS PACK 1 Comment:
PERSCNAL DATA (77 Dr %_Photﬂetd'_tl_o Verba"ﬁé -l
confirm that his support,
FRE-LIM APF FORM He will cornplets the Farm
'REFERRAL - A 1:3:—Jnr'-l—2|:u:|.?| when back from a trip
REFERRAL - B {end Feb.})
RELEASE FORM e
TESTIMONY e - 4

3.3

Program Fee Paid Use the check box to show if the full fee hasiesid.

Field Charged Select the Field who will be charged by the cosfiee/campaign organisers
for this person’s participation in the conferenagfipaign.

Scholarship (This applies more often to long-term applicasignf a subsidy is being
provided, enter themount andperiod (eg 100 $ per month), the person veuthorised
this and the date it is to beviewed

12. Forms Tab This is shown in Figure 3-10. Enter data as dlesdrbelow.

This screen allows you to keep a record of whicmfohave been sent or received. The panel on
the right refers to the line that is highlightedtbe left. In the example shown in Figure 3-10, a
referral form was sent to the first reference per®o 13 Jan 2007. On the right hand side it is
possible to enter the date sent, a comment. Ipéingon concerned with a form is a partner (for
example in the case of the reference forms) thesrimer key can be entered.

Highlight the appropriate Application Form as sho@heck the appropriate box, enter the date,
and click[Set]. If you wish to remove an entry, highlight it, atethe box and the date and click
[Set]. Similarly select a partner for a reference per&eferral A or B) and enter a comment and

click then[Save].

13. Local Application Data  If required, enter local application data forstapplication. This is
not currently a separate Tab. From the menu blgts®ppl i cati on Dat a, thenLocal
Appl i cati on Dat a. Enter data as required, and cliskve ] then[Close] .

14. Click [ Save | then| Close | .

Short-term Applications (Shepherds)

Shepherds lead you step-by-step through the pratesgering a new application, so making it easy
to check that no important data has been omitteskever, for editing or reviewing an existing
application the ‘full’ process described in sect®8, page 38, must be used. The Global Challenge
Application Shepherd (GCAS) is for short-term egemhich include a conference followed by a
campaign. The Conference Shepherd is for applicatimly to attend a conference. It is similar to
the GCAS, but slightly shorter, since it omits datach is only relevant to campaigns. The
description which follows here concentrates onGI@AS Shepherd, since this is longer.

If the person is completely new, then GCAS firstgthe Add Person and Add Family Shepherds as
an additional preliminary stage, allowing everythto be entered as a single operation. This i@not
problem, but some users may wonder why the scrasmes keep changing. Normally the GCAS
Shepherd will just present the minimum necessamglan of screens, and will include some screens
from the Personnel Data Shepherd (PDS). This iteftnand column in Figure 3-11, page 44. If you
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are using the application Shepherd to enter a re@sop, then some additional screens will be
included (similar to the Add Person Shepherd inRbhener System.) Finally, if you are adding a new
person, and there is no existing Family recordy tyeu will also see the Add Family Shepherd

screens.
Normal path if Additional screens Additional screens
person has to enter new to enter new
already been person family for the new
entered person, using Add
Family Shepherd
Start
GCAS-l .......................
GCAS-2 ___________’:.4_ ___________
! GCAS-3 ......................
Figure 3-11 Global GCAS-4 o €
Challenge Application : . :
Shepherd, showing how ; AFS-1to ;
different screens are M O AFSS
added as required l GCAS-5to .
_________ GCAST |
GCAS-8 oo d
GOAS.S | T
PDS-1 to
PDS-11
GCAS-10to
GCAS-14
Finish

3.3.1 Starting the Short-term Application Shepherd

There are several menus that give access to the &@pherd, but the two recommended ones are
listed below, the choice depending on whether oryoa think that the applicant has already been
entered into your PrrRA system as a person.

Applicant not yet entered on P ETRA

If you believe that the person has probably notwein entered into youePRA system, then it is
convenient to enter the person and the applicati@nsingle operation. From tigartner Welcome
Screenselect ndi vi dual s ->Ent er New Application.

o]

File Eilﬁviduals- Units  Reports  Maintain Tables Petra  Help

Persan...
Wiork with Last Person.., ChrlL
Recent partners

Enter Mew application (with Shepherd)
Caleb Reqgistration. .. (Shepherd)

Figure 3-12 Personnel
Welcome Screen, showing
menu for entering application
for new partner

Previous Experience: {automated)

Applicant already entered as a person

Although you can use the previous procedure evireiperson has already been entered iBTRR,
in this case it is best to first go to timelividual Data Screeffor that person. This allows you to
check all previous and existing application datetgestarting to enter the new application. From th
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Personnel Screen, select Individuals and thentfiagartner. When thedividual Data Screen
opens, seleddppl i cati ons->Ent er New Appl i cati on, as shown in Figure 3-13.

Figure 3-13 Individual Data Maintain... I X
chreen menu for entering a new Enter New Application [with shepherd] » PgEein W4|
application for an existing " Interview.. Lonierence Appleatior, Embers. . |

person

: ¥ Individual Data [_ o] =]
Eile | Applications  Individual Beports  Help

| —

Individual Diata Elerments:

b. Interview. .,

3.3.2 Using the Short-term Application Shepherd

The following table provides notes on the variohg@erd screens. Simple screen shots have

omitted, but the more complex ones are includedfither advice on individual terms, see the
fuller descriptions given in section 3.2, page 38.

Screen Data to enter Notes
GCAS-1 | Select Site Normally just click Next. A simalimber of offices manage more than
one site, and this screen allows them to clickcthreect one.
GCAS-2 | Title (eg Mr) and First name means personal hame (in some languaiga®oit
name necessarily placed first!)
GCAS-3 | Basic data for Person
to record and Family See RRTNERUSERGUIDE, Add PartnerShepherds section
GCAS-6 record
GCAS-7 | Additional Address Since many applicantssamdents with both a university and a home
address, this screen allows you to enter an additiaddress. When
the screen opens, clifkind Address| to find an address that has
already been entered int@RA, or| New Address | to enter a
completely new address.
GCAS-8

Preferred Event . ¥ Global Challenge Application Shepherd [Mr Jorge da Silva) _ (O] x|
GCAS-8: Which campaign is being applied For?

MOTE: wou must select at leask one option

Prefered event: IEEDZIPL.CHUZI |2l302: FL - Global Challenge
Criginal preference 1: IEEDZIPL.CHUZI |2l302: FL - Global Challenge
Criginal preference 2: IEEDZIRLI.SIB2D |2l302: RU - Love Siberia

Applicant Status: IH-REF On Haold - Awaiting reference j

Country Preference: |1 Medium preference j

Target Preference: | Mo infarmation j

OM Contact 1: [CHURCH Either their own church or any ¢ ¥ |

QM Contact 2: Unknaowin I~
Help | Cancel | < Back | fext = | Eimish |
Fnter data or press ESC to end, -

Click the button to select tHereferred Event. If the applicant has
entered two choices, add these asQhginal Preferences

Applicant Status - select from drop-down box

Country andTarget Preferences- only enter these if the applicant has
expressed a particular interest in the countryjpe ©f ministry.

OM Contacts - record how the applicant heard of the Orgarasati
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Screen

Data to enter

Notes

GAS-9

Conference and
Campaign Details

Select the variouRolesto show what the applicant’s main function
will be before the conference (if they are comiagyg, at the
conference or during the campaign.

Enter theFellowship Group, if it has been decided, and indicate if th
person will bdeading a Fellowship Group.

Record thd_eadership Rating, if you have any information on this.

Field to Charge- Select the Field who the conference organiseulsh
charge for this person’s participation.

PDS-1to
PDS-11

Personal Data
Shepherd
Information

These screens are explained in detail in sectiBngage 31.

GAS-10

Year Program

If appropriate, record the @@ssinterest in a Year Program.

GAS-11

Travel (Arrival)

. " Global Challenge Application Shepherd [Mr Risto Pohjala)

GCAS-11: Travel Information - Arrival

Travel Method: |AIR by airplane ﬂ

Artival Point: |BE—A—BRLI Brussels International Airport ﬂ

Arrival Date: [02-A0G-2004 Time: [21 ¢ [50 Transpart code: [FIzat

[ Transport needed from Arrival Point

Expected Arrival Date at Conference: |03-AUG-2004 Time: (11 : |00

will spend the night at Zaventemn and will travel on by train next day

Arrival Camment:

Contact Phane/Email: |+358 006704532 {(while travelling)

Help Cancel | < Back | Mext =

Give a phone numbet/emailflste, where the applicant of registeri

Select thélravel Method (car, bus, air, etc.)

Select the major Arrival Point (eg airport or medilway station)

Enter theDate andTime of arrival of the flight or train. If a flight, d¢ar
the flight number iffransport Code.

If you want local travel from the airport/station to be arranged by th
organiser, click the button to say so. If not, teater theExpected
Arrival Date andTime at the Conference.

UnderArrival Comments, enter any special notes.

Contact Phone/Email Enter, for example, a moHileng number that
can be used after the person has started theiggur

GAS-12

Travel (Departure)

Enter similar detailAtival

GAS-13

Comments/
Preferences

Enter any further comments which may be relevathéocConference
and Campaign organisers.

GAS-14

Summary

Check the summary details. If aDi§ click|Finish].

3.4 Long-term Applications - Editing and Entering

When entering a long-term application, the follogvsieps are necessary:

Page 46

The Applicant must be entered as a Person on ttiedP&ystem.

The details of the application must be recorded §thibject of this section.)

Additional Personnel Individual Data should be atlds required (see Chapter 2.) This may
include going back to the Partner System to erdditianal detail (eg entering the emergency

contact as a relationship.)
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To enter application details for an existing partne

1. Bring up thelndividual Data Screeifor the Partner, click Applications, select thpeyof
Application (Global Action or Global Service) ankitk [OK]. This process is identical to that for
the short-term application (see section 3.2, p&yetéps 1 to 4). Thapplication Maintenance
Screerfor long-term applications appears.

E application Maintenance f 1Ol x|

File Mavigate Personrel Data  Application Data  Help

Partner: 00100000394 Perez, Francisco, Sr
Application For: GLOBAL ACTION Entered: 12-FEB-2007 Status: H-REF
Field: 31000000 Spain
Comrnitrent l Skatus l Finance l Farms l
Target Field. .. 0031000000 Spain
[ Accepted by Receiving Field Figld Acceptance Date:

. H : i : |01-JUM-2007 ini i i in:
Flgure 3-14 Appllcatlon Available From Joining Global Or([entatlon CUnF;rence in
Maintenance Screen for Long- Avalable to: [01-JUK-2009 TRy (D Sepliemiiey
term applications, showing PosttionRole; [OFF-MANAGER ﬂ Office Manager
Status tab [~ Assistart to selected Position

additional Also hopes ko spend some time in wark with universtity J

Preferences | | students.

Camments : J
Conference Application. .. | Commitment Period. .. | Job Assignment. .. |
Mew Delete | Close

Select the possible Field or Team of service,

This screen has four tabs. Enter data as follows.
2. Commitment Tab  This is shown in Figure 3-14. Enter data aofed:
Target Field Click the button. On the Find screen, selectréuired Field and clickAccept |.

Accepted by Receiving FieldThis check box allows you to record that the Rexg Field
has agreed to this application. If this is the cas¢er the date when acceptance was
notified.

Available from/to Enter the dates for which the applicant is atdéaThese fields do not
signify an actual commitment (that is entered bejow

Joining Conference Select the date that the partner will be joirangpnference.

Position/Role If this is an application for a specific job/rokelect it using the drop-down
box. The Check box allows you to indicate thatdpplication is to be an assistant to the
position shown, rather than the main holder of guition.

Additional Preferences / Comments Add any comments relevant to this application.
The following three buttons are only enabled atfterapplication has been saved.

Conference Application If it is certain that the applicant can attengbaticular new
entrant’s conference, click this button. This aliyustarts the screen to enter a new short-
term application, just for the conference.

Commitment Period Click on this button to enter a commitment reciondthe partner.
Obviously this should not normally be done unt@é fReceiving Field has accepted the
application. Enter the commitment as describeceatisn 2.2.13, page 26.)
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Figure 3-15 Finance tab on Jaining Charge: |100.00
Long-term Application Agreed Support: |1, 000,00
Maintenance Screen Support Period: |Monthhky vI
Schalarship
Amount: |100.00 Begin Date: [01-18N-Z007
Petiad: [Monthly ] End Date: [31-DEC2007
Autherized By: [Dorothea Wagner Review Date: Im

Figure 3-16 Local Application
Data Screen, showing the two
items that this office has set up
in the category Long-Term Start Work Date: 140772007

Page 48

Job Assignment Use this button to assign the applicant to a(8bke section 2.2.14, page 27,
for a more complete description of Job Assignmehib. assignments should normally
only be done for an applicant after they have lmamepted by the Receiving Field.

3. Status Tab This shows whether the application has been acdéptéhe Sending Field, and is
identical to the short-term application. See tharistermStatus Tabdescription on page 40.

4. Finance Tab This shows whether the basic joining fee has Ipadth and the agreed level of
support required.

Cammitment I Skatus  Finance |Forms I

I~ applicationyBooking Fee Paid

Application Currency: ICHF g Swiss Franc

Application Fee Paid Check this box if you wish to record that the laggtion fee has been
received.

Application Currency Select the appropriate currency for this apfilica
Joining Charge Enter the amount of the charge to join the pnogra
Agreed SupportandSupport Period Enter the appropriate figures, eg $ 1,100 pamtn

Scholarship If the person’s application is to be subsidisater theBegin andEnd dates
the Amount andPeriod, the authorising person and the date that this ieReviewed

5. Forms Tab This allows you to keep a record of which formsénaeen sent and received back
in connection with this application. It is similEr the short-term application, so for further distai
see the short-terfiorms Tab description on page 43.

6. Local Application Data If your office has set up local application déé&dds, these should be
entered now. With the current version @&TRA, this does not appear as a tab, but from the menu
bar itemAppl i cati on Dat a, thenLocal Application Data.

e

F:‘ Local Application Data - 10000058 Chung, Gum-bae, Mr - Japan .' - |El|i|
File Edit Help

A Save [ Close

Long Term

Housing Scheduled Date: 01082007

|Enter data or press ESC to end. .

Enter the data as required. In the example, thieeoffas set up one Category (Long Term) and
two items in this category. Then clidave| and thenclose | below the menu bar.

7. If appropriate, now enter additional personnel desiag the menu items on the

Per sonnel Dat a item on the menu bar (or tihedividual Data Screegan be used). When all
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information is entered, clidisave], then [Close . If required now enter additional information
from the Partner Edit Screen, such as Partner Betai

3.5 Browsing a List of Applications

PETRA allows a user in a Sending Field to browse alftstewsm or long-term applications entered on
the system. This is done from the File menu orP#esonnel welcome screen (Figure 1-3, page 10.)

3.5.1 Short-term Applications for an Event

1. To browse short-term applications, from tersonnel Screeselectri | e, thenBr owse

short-term applications by event. TheBrowse Applications by Event Screen
appears.

Il Browse applications by Event o ] 4|
Event: | «o | Mpplications with no event filled in

[ Show all campaigns in conference

Short Mame Stakus Date Entered =
ser, Ian 1, Mr 16- 2000
Bloxharn, Andrew, Mr A 19-JUN-2002
. . i EBlaxharn, Andrew, My H-REF 22-JUN-2004
Elgure 3-17 BrOWShe appllcatlon boucher, phil, mr 7 16-0CT-2000 b
y event screen (short-term) Carrington, Jonathan, Dr H-REF 02-MAY-2002
Carrington, Jonathan, Dr A 22-MAY-2002
da Silva, Jorge M, Mr H-REF 23-MAR-2002
Ford, Susan, Dr H-REF 02-MAY-2002
Ford, Susan, Dr A 01-MAY-2002
-

Help | Edit | Close

2. |Initially the screen shows all short-term applioati. To search for, and then select, the Event
that you are interested in, click | to show theSelect Event Screen

ESelect Ewent {Campaign,Conference) - |0 ﬁ
File Tools Help

Show:  Campaigns Only ¢ Conferences Only € TespsStrest Only % Combined
[v Current{Future Events Cnky

Sort BY: (¥ EventName ¢ Event Code ¢ Country ¢ StartDate ¢ EndDate
[T Reverse Crder

Event (Unit) Mame Event Code Caunkry -
2006: DOULOS - Malaysia STEP DS0635TER. .60 MALAYSIA
Figure 3-18 Select Event 2006: DOULGS - Phiippines STEP DSOESPHSTEREZ PHILIPPTHES
Screen, showing options 2007: AU - Love fustralia ALO7ZLOVEAUIS AUSTRALIA
2007 BE - Aukurnn - Bringing Hope to Gen BEOYSFALL, .05 EBELGILM
2007: BE - Summer in Gent (Entry Point 2 BED73SUMII114 EELGIUM
2007 BR. - Global Challenge Brazil ERO71MIXED. 20 ERAZIL
2007 CA - Edmonton Challenge CAN7IMIXED, 09 CAMADA
20I|J?: |CF\ - Toronto Challenge 1 CADFZTC.1,.09 CANADA Jﬂ
L 3

Accept I Close |

Enter data or press ESC to end.

3. Scroll to the required event, and cl{@kcept|. To help you find the correct event, you can
choose t&showjust campaigns, conferences, etc or all in a Coetblist. You can also choose
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just to showCurrent/Future events (normally this box should be checked. Yamu also choose
the order that the list of events shouldSmeted by.

3.5.2 Long-term Applications

1. To browse long-term applications, from tRersonnel ScreeselectFi | e, thenBr owse
| ong-term appl i cati ons. TheBrowse Applications by Event Scresgpears.

I Browse long term applications

Target Field: m o | Search For all Target Fields
Placement Persan: (0000000000 ... | Search For all Placement People

Application Status

=10l x|

{* General Search [ any I pccepred [ Canceled W Haold [ Enquiry [~ Rejected

" Detailed Search

Figure 3-19 Browse Short Marne Stakus  |Date Entered | Target Field [Email Telephone
application by event Bloxham, &ndrew, Mr 24-MAY-2004 ?
screen (short-term) Chung, Gum-bae, Mr A 22-1UM-2004 0062000000 7 ?

da Silva, Jorge M, Mr H-REF  0O4-MAY-2002 0017000000 7 T

French, Siman T, My A 16-JUL-2004 0061000000 Frenchi@linetwo.net 01603 785 22135

Lee, Han-sae, Mr A 06-JJL-2004 0072000000 7 T

Mousel, Jean-Claude, Mr - A 16-JJL-2004 0035000000 7 ?

Perez, Francisca, Sr & 04-May-2002 0031000000 perazfG07@ariescom, ar

Pohjala, Riska, Mr H-REF  0OF-JJL-2004 0032000000 ¥ 7

Srith, Joanna T, Miss H 05-0CT-1999 e B

Help | Edit. | Create Extract | Close

2. The screen lists those long-term applications whiehconsistent with the criteria selected at the
top of the screen.

Target Field or Placement Personlf you wish to search just for applications tedfield, or
applications being handled by one Placement Pectiok]...| as appropriate. This brings
up a Find screen to select the required Field acdthent Person.

Application Status The General Search allows you to select justieggdns with a specific
status, such as “On Hold”. To see all applicatidosthe selected Target Field or
Placement Person) selédt. If you required a more detailed search for a $igestatus
(such as “on Hold — awaiting reference” then sebsthiled Search A new button then
appears {Select Detailed Statues . . .| . Click this and then select the status(es) factvh
you wish to display applications.

3. When you have round the application you require garu select it and click Edit a. Alternatively

you can use thereate Extract ] button if you wish to create an extract of all igagions
displayed.
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Chapter 4 Units

4.1 Introduction to Units

A Unit is the general term used igERA to refer to a team or Field (an area where memiifaise
Organisation work). Most units are ‘teams’ andashsas fairly permanent. However, conferences
and campaigns are also entered as units. Thisarhigphainly concerned with units of the permanent
type (either Sending Field or Receiving Field). @aign and Conference Units are described in
Chapter 7, Event (Conference/Campaign) Maintendoioiis must be entered as partnersamAA
before you can add any detail. Most permanent wiltbe entered wheneRA is installed.
Temporary units, such as campaigns, will ofteadéed by means of a central update of units,
which can be imported, as described in tARTRER USERGUIDE.

Unit Hierarchy In the Organisation, all units fit into a hierarcliyat is they report to a larger unit
(known as their Parent Unit), and they may havellsmanits reporting to them (known as their
Child Units). This is illustrated in Figure 4-1

OPERATIONMOBILISATION

Parent
Child
Figure 4-1 Example of SOUTHERNAFRICAN AREA
Hierarchy Structure
Parent Parent
Child Child
SOUTH AFRICA ZIMBABWE

Jobs For eactUnit it is possible to defindobs such as team leader, accountant, or student
worker. These job positions can exist, even ifraspnt there is no-one to do them. Each job can be
described further by adding additional descriptaleels. There are four types of label that can be
associated with each job - JAbilities, JobVisions, JobQualifications and Jollanguages

The Units themselves can also have abilities, ms@nd languages associated with them. Obviously
these will often reflect the similar attributestb& individual jobs within that unit.

The main features of units are as follows:

» The Set of Units The total set of units that exist oBTRA can be changed by creating new units
and deleting existing units. See section 4.2, Grgatew Units, page 54, and to find how these
actions are performed.

» Unit Hierarchy The relationship of one unit to another is defiusing Hierarchy. See section
4.4, page 55, for further details.

* UnitJobs The job positions within each unit can be fulbfined. Unit jobs are described in
section 4.5, page 57. For each job position theggirements can be defined as Job Ability,
Job Language, Job Qualification and Job Vision.seetions 4.5.2 to 4.5.5, pages 59n, for
further details.

* Unit Abilities A list of the total set of abilities desired kit a unit can be maintained, as
described in section 4.7, page 63. This list shalinally contain all the Job Abilities defined in
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4.2

Screen

section 4.5.2, Job Ability, but may contain adutigl abilities not specified in any of the Unit
Jobs.

» Language A list of the total set of language skills desimwithin a unit can be maintained, as
described in section 4.7.2, Unit Language, pagd Bk list normally contains all the Job
Languages defined in section 4.5.3, Job Language 0 but may contain additional languages
not specified in any of the Unit Jobs.

» Vision Vision is used to describe the intended directioministry of either an individual or a
unit. It is possible for a number of different wiss to co-exist and complement each other. A list
of the total set of visions desired within a urdhde maintained, as described in section 4.7.3,
Unit Vision, page 66. This list shall normally cairt all the Job Visions defined in section 4.5.5,
Job Vision, but may contain additional visions spécified in any of the Unit Jobs.

» Costs The cost associated with running a unit caneeended as described in section 4.8, Unit
Costs, page 66.

» Evaluations Regular evaluations of a unit’'s progress careberded as described in section
4.9, Unit Evaluations, page 67.

Creating new Units

WhenPETRA is installed, the main Fields of the Organisatoa installed as Units. Any new
Organisation Fields will normally be imported if®BTRA (see BRRTNER USERGUIDE for full details)
but sometimes it may be necessary to create a mewAlso, short-term Campaigns are a special
kind of unit and the creation of these is descrileskction 7.2, page 95.

Note It is recommended that new Units relating to theal office and regional office are created
by the System Administrator. This procedure isyfulescribed in the YSTEM MANAGER USER
GUIDE.

A new unit can be created from the Partner modide the RRTNER USERGUIDE) or it can be
created starting at the Personnel Screen as fallows

1. From the mairPersonnel ScreeselectUni t s. ThePartner Find Screeappears.

Unit Find [ x|
Partner Mame: | Class: |UNIT 'l
Persanal (First) Mame: Partner key: |0000000000
Addr 1 OM33 Key:
Ciky Town: Post Code:
Country: ﬂ GREMADA Clear Criteria |
. . Status: % Active ( Private all Mailing Addresses Onl
Figure 4-2 Partner Find atus d I taiing i
Class |Partner harne |City |Post Code |.|'-\c|dr1 |.0.|:|c|r2 |Ac -
-
<« | 3
Press the Application key (Shift+F10) or right-click anywhere in the browse For mare Functions,
Search I Tew I Edit I Wigw I Help I Accept I Close I

Page 52

2. Use the instructions found in thea®rNER USERGUIDE to add a new unit from theartner Find
Screen

3. When you click on thENew | button to create a new unit, you will be askeybifi wish to assign a
‘parent’ unit, to which the new unit belongs. Noflpwgou should say ‘Yes’, and do this
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immediately. However, you can select ‘No’ and diatéer. The relationship between units is
explained in section 4.4 Unit Hierarchy.

4. Once the unit has been created, specific propardiede added to the new unit by following the
instructions in sections 4.4 to 4.9 below.

4.3 Editing Units - the Unit Maintenance Screen

To view or add data to a unit, or to modify exigtohata in a unit, use thénit Maintenance Screen

1. On the mairPersonnel ScreeselectUni t s and therUni t . A Partner Find Screeappears.

2. Find the appropriate unit and cligkcept . TheUnit Maintenance Screemppears, showing the
unit you have selected (Figure 4-3). This is tlatstg point for entering most Unit maintenance
data.

. ¥ Unit Maintenance | [O] x|
Eile | Urit Maintenance  Help
v ileb?_cmm cotland Wigw, ., |
Sk Job Azsigrments... Briguage Code: GD
Abilities...
Figure 4-3 Unit Maintenance Language..
Screen, showing Unit Vision...
Maintenance menu E”*‘:S'“t_
Close Unit Maintenance 4

3. TheUnit Mai nt enance menu at the top of thanit Maintenance Screeadlows you to edit a
number of items, as shown in Figure 4-3. Thesedtara described in the following sections of
this chapter.

TheFi | e menu provides a simple way of jumping to the parumit or a child unit.
The[view | button provides a quick overview of the jobs, laages and costs that have been
entered and also shows the parent of the unit.

Deleting a Unit

An existing unit cannot be deleted, but it can kzeked with partner status Inactive, to avoid it

showing up in lists of units. See theRFNER USERGUIDE for further details on changing a partner’s

status.
4.4 Unit Hierarchy

As mentioned earlier, OM is organised into Areas Bields and teams. The relationships between
theses Units, are called Unit hierarchy, and aserileed as parent-child relationships. A Parent uni
co-ordinates the work of a number of child units.

Example:SouTH AFRICA and ZMBABWE are all Child units of the Parent unb$rHERNAFRICA
AREA. Furthermore, SUTHERNAFRICA AREA is itself a Child unit of the Parent uniPERATION
MOBILISATION. See Figure 4-1, on page 53.

There are some rules associated with hierarchy:

* A Parent unit can have any number of Child unitacdied to it
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e Each Child unit can only be connected to one Pareibt

4.4.1 Accessing and viewing Unit Hierarchy

The current hierarchy assignment for the selectéidcan be viewed in thenit Structure List
ScreenFrom the pull-down menu on thnit Maintenance Scred(frigure 4-3), seledti er ar chy.
TheUnit Structure List Screeappears.

» " Unit Structure List I[=] B3
File Edit Help
Parent: 0001000000 Operation Mobilisation Change Parent... |

Jr-- Unit: 0022000000 Southern Africa Area

Children

Child Unit Ke |Short Mame -

Figure 4-4 Unit Structure List
Screen 0022000000 Zimbabwe
0033000000 Mozambigue

add child... Remove Child Close |

Enter data or press ESC ta end. v

Parent unit and Child unit assignments can be adhfrgm this screen as explained in the following
sections.

4.4.2 Adding a new Parent Unit
1. On the Unit Structure List Screen (Figure 4-4)lclice] New Parent| button and thélew Parent
Selection Screeappears.
Hew Parent Selection
Child: 0082000000 Southern Africa Area

Flease select the new parent unit:

Partnier Key [Unik Marms

0067000000 Arabian Gulf | Peninsula

Figure 4-5 New Parent 0005000000 Argentina

Selection Screen 0075000000 Australia
0021000000 Austria

0076000000 Bangladesh
0003000000 Erazil
0005000000 Canada

0054000000 Caucasus -
ok I Cancel I Help |

2. Select a unit from the list which you want as teevriParent unit and clidlok|. Alternatively, if
there is no suitable unit to use as the Parerk €incel and you will return to th&nit
Structure List Screewith no assignment being made.

3. See section 4.4.3, Adding a new Child Unit, pagéf ¥6u wish to add Child assignments.
Otherwise clickCl ose to return to thé&Jnit Maintenance Screen

4.4.3 Adding a new Child Unit

1. On theUnit Structure List ScreefFigure 4-4) click theAdd Child] button and &nit Find Screen
appeas.
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Select from the list the unit which you want asieev Child unit and clickok].

Note: You cannot use this screen to adopt a unitiwdlready has a Parent. If you want to select
a unit which already has a Parent you must firkdtdeghat Parent/Child assignment as described
in section 4.4.4, page 57, or go to the Child anid select a new parent.

4. Click d ose to return to théJnit Maintenance Screen

4.4.4 Deleting a Child Unit Assignment

A Child unit assignment can be deleted if the fefeship is no longer valid or if you wish to reagsi
the Child unit to another Parent unit. This maydbee either from the existing parent unit, or from
the child unit itself.

1. Go to Unit Hierarchy for the existing Parent uai,described in section 4.4.1. On tthat
Structure List Scree(Figure 4-4) highlight the Child unit assignmentywish to break and click

the[Delete | button.
2. A message box appears that sa&§@u have chosen to delete this record. Do youyeedint to
delete it?
Confirm Delete
@ ‘You have chosen to delete this record
Figure 4-6 Confirm Delete Box Do you really want to delete it?

1w |

3. Click only if you are really sure that you wish to deldtis Child unit. If you are not sure
that you want to delete the Child unit clislo | and the message box will disappear and nothing
will be deleted.

Note Deleting a Child unit does not actually delatg anits from thédPETRA database. Instead, |it
breaks the assignment of the Child unit to the iareit.

4. Click d ose to return to théJnit Maintenance Screen

4.5 Unit Jobs

For each unit there are a number of jobs that neagéntified as critical to the working of the unit
For example, each team needs a Team Leader. Totesegn be recorded in thimit Job
Maintenance Screesnd form the basis of job vacancy reports.

For each job there are associated records thdifidifferent aspects of the job requirement. Tdes
form part of the unit job and are more fully expkd in other sections as follows:

» Job Ability (See section 4.5.2, page 59)

» Job Language(See section 4.5.3, page 60)

» Job Qualification (See section 4.5.4, page 61)
» Job Vision (See section 4.5.5, page 62)

4.5.1 Adding or Editing Unit Jobs

1. From the menu bar of thénit Maintenance Scregfrigure 4-3), seledthi t - Mai nt enance
and thenlobs. TheUnit Job List Screeappears.
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» " Unit Job List M= E3
File Edit Help
Partner Key: [0037000002  [Scatland
Partner Skatus; [ACTIVE Language Code; IGD
Position Applications [Commikment Period |From Date To Date Job Tywp =
Figure 4-7 Unit Job List FIN-ACCOUNTANT 0 Twin years 04-MaY-2002 Long Te
Screen LDR-FIELD-LEADER 0 Two years 25-DEC-2001 Long Te
-
4 | 3
e I Edit Delete Close |
Enter data or press ESC ta end. v

This lists all existing job positions that have beatered for this Unit.

2. To edit an existing job, highlight it and clipkdit]. To enter a new job, clidkiew]. TheUnit Job
Maintenance Screeappears.

: ¥ Unit Job Maintenance M=l E3
File Edit Maintsin-Job: Help

Unit Key: [o037000003  [Seatland

Skatus; [ACTIVE Language:; IGD
Pasition: IMIN-STDNT-E\"F\N g Student Evangelist
Job Tpe: [eljs]as sl Pimirnurn Skaffs |2
Maxirnurn Staff: IG
From Date: I
Part-Timers: ID
i i To Date:
Figure 4-8 Unit Job L I Pl |_E,

Maintenance Screen

—Present Staff ————————
Commitment Period: ISix months 'I IEl
Known recards: (1)

Training Period: IOne rranth 'I Partner a

Level of Publicity : € Urit ¢ OM & Public

™ Part-Time Possible -
4 | 3

[~ OM Experience Required

Meww I Delete | Save Close |

Fnter the usual commitment length. Y

3. Enter data as required:

Position Select the Position for the job using the meuittidm. The Position is the formal
name for the job and has certain qualification negments. Once tHsave | button has
been pressed this box can no longer be edited.

Job Type Select the Job Type (short or long term) usiegrhenu button.
From Date andTo Date Enter the duration of the job.

Commitment Period Select the Commitment Period using the menwhutt
Training Period Select the Training Period for this job using thenon button.

Level of Publicity Identify where the job will be advertised byesging eithetUNI T, OMor
PUBLI Cfor Level of Publicity.

Page 56 Version 2.2a (Apr 2008)



Personnel User Guide PETRA Chapter 4 Units

Part-Time Possible Check the box if the job position could be filley a part-time worker.

OM Experience Required Check the box if the Job Position requires sameesho has
relevant experience within OM.

Minimum Staff andMaximum Staff Enter the minimum and maximum number of stdff, o
the given Position, which the unit can accommodate.

Present Staff Enter number of staff, of the given Positionoware working within the unit
now.

Part Timers Enter the current number of staff who can wak+time within the unit in the
given position.

Applications Enter the number of applications for the givesifon that are being
processed.

Known Records This panel is for information only. It relatestob Assignments (see
section 4.6), and lists the people who are culydmdlding this post. In the example in
Figure 4-8, up to 6 people can be accommodatetlidsrst evangelists, and Paula
Abernethy is the only one recorded as assigneltig@bst.

Click the[Save | button to save the data you have already entered.

At this point you can choose to create Job Abiligh Language, Job Qualification and Job
Vision records associated with this unit job or yaun choose to add these at a later date. See the
following sub-sections sections for instructionsamtling these records.

6. Click[Save], then|Close| (or[New | if you wish to enter another unit job.)

4.5.2 Job Ability

For each Unit Job record any number of Job Abikyords may be attached. For example, the unit
job record for a Field Leader may have Job Abilggords foiM N- PASTORAL andM N-
COUNSEL. These Job Ability records are used to specifyctqmabilities a person needs to do the job.

Job Ability records are accessed from insidelh& Job Maintenance Screen
1. Open theUnit Job Maintenance Scredar the job that you wish to maintain (Figure 4-8)

2. Onthe menu bar, clidkhi nt ai n- Jobs to see the various options available (Figure 4-9).

: " Unit Job Maintenance =] E3
File Edit | Maintain-Job: Help
Figure 4-9 Maintain-Jobs ~ Job Abiliy
: ni kokland
menu on Job Maintenance Job Language
Screen 3 JobQualiication Language: IGD
Job Wizion —
—v-e:vm_wrn-r———-—-——- EVar g Student Evangelist

3. From theMai nt ai n- Jobs menu at the top of this screen selbagb Abi | i ty. TheUnit Job
Ability List Screerappears.
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;" Unit Job Ability List _ (O] x|
File Edt Help

Partner Key: [o037000003  [Scatland

Skatus; [ACTIVE Language Code: IGD

Figure 4-10 Unit Job Ability AL N Lk N
List Screen " COM-SYS-MANAGER, OFF-COMP-MARN

Mew Edit Delete Close |

Fnter data or press ESC to end. Y

Job ability records can be created, edited andetefeom this screen.

Example We are entering the abilities requiredtfa job position of Computer Systems
Manager. We have already entered that fact thadheemust have experience and ability as a
computer manager (séeégure 4-10. We wish to add that some knowledge of deskubfishing
is also necessary.

4. To enter a new job ability, clidkew. (To edit an existing job ability, highlight it drelick [ Edit].)
The Unit Job Ability Maintenance Screeppears showing the particular Job position.

: " Unit Job Ability Maintenance _ O] x|
Fle Edit Help

Unit Key: [o037000003  [Seatland

Skatus; [ACTIVE Language:; IGD

Positions [COM-SYS-MARS
Ability Area: [OFF-DT-PUBLI ﬂ Desktop Publisher
Ability Level: |5 ﬂ Moderate ability

‘ears of Experience: |2

Figure 4-11 Unit Job Ability
Maintenance Screen

Hew Delete | Save Close |

Fnter the number of vears experience required, Y

5. Enter Data as required:
Ability Area  Select the Ability Area required for the jobngithe menu button.
Ability Level Select the required Ability Level for this abjlusing the menu button.

Years of Experience Enter the number of years of experience inahisity which is
required for the job.

6. Click |Savel, then Close| (or|New | if you wish to enter another ability for this jplsition.)

4.5.3 Job Language

For each Unit Job any number of Job Language reaoay/ be attached. These specify the language
skills a person needs to do the job.

1. Open theJob Maintenance Scredar the job that you are maintaining (see Figu).4

2. From the menu bar on tlleb Maintenance Scregselectlob Language (see Figure 4-9).
TheJob Language List Screappears.
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3. To edit an existing job language, highlight it aridk [Edit]. To enter a new job language, click
[New . TheUnit Job Language Maintenance Scresgpears showing the particular Job position.

. ¥ Job Language Maintenance M=l E3
Fle Edit Help

Unit Key: [o037000003  [Seatland

Status; [ACTIVE Lang. Code; IGD

Position: |MIN-STOMNT-EVAR

Figure 4-12 Job Language Languags Area: [FN English
Maintenance Screen Langusge Level: [7 *| UPP-INTERMEDIATE

‘ears of Experience: |3

Level Comment |
Hew I Delete | Save Close |

Fnter data or press ESC to end. Y

4. Enter data as required:

Language Area Select the Language Area using the menu bufioa.Language Area
identifies the actual language needed for thisqaér job.

Language Level Select the Language Level using the menu buttba.Language Level
describes the competence required in using thgukagme. To see a definition of the
Language Level chosen click on thevel Conment and an information box appears

which describes this Ability Level.
Years of Experience Enter the number of Years of Experience requingtlis language.

5. Click[save], then|Close| (or[New|to enter an additional job language.)

4.5.4 Job Qualification

Each Unit Job can have one or more Job Qualifinatassociated with it. The Job Qualifications
specifies any professional qualifications necesgado the job.

1. Open theJob Maintenance Scredar the job that you are maintaining (see Figu) 4

2. From the menu bar on tdeb Maintenance Scregselectlob Qual i fi cati on (see Figure
4-9). TheUnit Job Qualification Maintenance Screappears showing the Job position.

. Job Qualification Maintenance

File Edit Help
Unit Key: 0027000002 |Scotand
Status: |ACTIVE Language: IGD
Positions [FIR-ACCOURT A
Flgure 4-13 Job Qua“flcatlon Professional Area; [FIN-ACCOUNT ﬁ Accountant

Maintenance Screen —
Qualification Lesel: |7 ﬂ College level degree (2 vrs.)

‘fears of Experience: |5

Informal Training?

Save | Close |
fCheck b if qualifications can have been learned infarmally. v

3. Enter data as required.

Professional Area Use the menu button to select the Professiongd Ar which a
gualification is required for this job position.
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Qualification Level Select the Qualification Level using the menu dutt

Years of ExperienceEnter the number of Years of Experience, with thialification, which
is required for the job.

Informal Training If informal training is adequate, check this box.

4. Click|save], then|Close|.

45.5 Job Vision

For each Unit Job record any number of Job Visemords may be attached. These Job Vision
records are used to identify the main focus oratiloa the person needs to have to fulfil the jotr F
example, if a team is involved in outreach, whiatends to use a lot of music, the unit job of TEAM
LEADER may be assigned Job Vision records for EVANGM and MUSIC.

1. Open theJob Maintenance Scredar the job that you are maintaining (see Figu@) 4

2. From the menu bar on tleb Maintenance Scregselectlob Vi si on (see Figure 4-9). The
Job Vision List Screeappears.

3. To edit an existing job vision, highlight it andoi[Edit]. To enter a new job vision, cli¢kew|.
TheUnit Job Vision Maintenance Screappears showing the particular Job position.

. Job Vision Maintenance _ O] x|
File Edit Help

Unit Key: [o037000003  [Seatland

Status; [ACTIVE Lang. Code; IGD

Position: |MIN-STOMNT-EVAR

Figure 4-14 Job Vision e ————
Maintenance Screen Vision Area: [Evangelism ﬁ Communicating the gospel
Wision Lewvel: IS_ﬂ Wery Interested

Hew I Delete | Save Close |

r\lame for this area of vision, e.g. children's ministry, Y

4. Enter data as required:
Vision Area Select the Vision Area required for the job gsine menu button.

Vision Level Select the Vision Level for this vision areangsthe menu button.

5. Click|save], then|Close | (or|New | to enter another vision record for this job).

4.6 Job Assignments

Most of the items in this chapter are concerned tie Unit, its job positions and requirements. In
principle these exist, whether or not there is aeytm actually do any of the jobs! In this sectiom

can actually assign a person to a job, and sodeberpeople in the actual team. Job assignments ca
only be set up after the job to be assigned hasdyjrbeen entered (as in section 4.5.1, page 57).

1. To enter a job assignment:

2. From the menu bar of tHeersonnel ScreerselectUni t s, thenUni t, and use th&ind Screen
to find the unit that you wish to maintain. Clickcéept and thé&nit Maintenance Screemppears
(as in Figure 4-3, page 55).

3. From the menu bar, selddhi t Mai nt enance, thenJob Assi gnnment s. TheJob
Assignment List Screappears.
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. " Job Assignment List HI=] E3
Fle Edit Help

Job assignments For unit Scatland.

W Currently working only Position: I ﬂ

Date: |08-an-2002
rame Position Fram date To date Leavir| =
Figure 4-15 Job Assignment Abernethiy, Paula T, Miss MIN-STOMT-EWAN  28-TAM-2002  24-MOW-2002

List Screen, showing two
members assigned to the team

Iname Mow working here Iname Job assignment expired Iname Left the job
Mew I Edit | Delete I Close |

'_imit the search to a specific Classification of Partner v

This screen lists all the assignments that hava bele. Initially the list shows assignments to
all job positions that have been entered for this. if you wish just to see people assigned to
one particular position, select this position frhra drop-dowrPosition box, and clickJpdat e.

4. To enter a new assignment, clickew . To update an existing assignment, highlight @ alick
[Edit]. TheJob Assignment Maintenance Scregpears.

. " Job Assignment Maintenance M=l E3
File Edit Help
Partner Key: [o010000027  [Pohiala, Rista, Mr
Skatus; [ACTIVE Language; IFI
Type: [F ﬂ Full-Time Field
Figure 4-16 Job Assignment Fram Date: |19 MAR-2002 To Date: [13-2AN-2003
Malntenance Screen Unit Kesy. .. lDDSTDDDDDS IScotIand
Position; [FIN-&CCOUNTANT ﬂ
Leaving Code: ﬂ
Updated:
[ I Delete | Save Close |
knter the position to which this person is assigned. v

5. Enter data as required.

Position Select the position from the drop-down box. Tisednly shows job positions that
have been entered for the unit.

Type Select Full-time, part-time, etc.

From / To Date Select the period for this assignment. At presigistis not linked to
Commitment Records.

Leaving CodeThis is used when someone leaves a positionctirdehe reason.

6. Click [Save], then|Close] (or[New | if you wish to enter a new job assignment.)

4.7 Unit Abilities, Languages and Vision

In the same way that required Abilities, Languaged Visions can be assigned to specific jobs in a
unit, as described in section 4.5, they can alsassgned to the Unit as a whole. Often the Unit
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abilities, languages and visions will reflect they kequirements of the team as a whole, and so will
include many of the items specified in individuaib$.

To enter or edit Unit Abilities, Languages and giss,

1. From the menu bar of tHeersonnel Screerselectuni t s, thenUni t , and use th&ind Screen

to find the unit that you wish to maintain. Cligiccept | and theUnit Maintenance Screen
appears.

. " Unit Maintenance O[]
File | Urit Maintenance Help
v Hierarchy...

Jobs. cotland Wigw, ., |

Sk Job Azsigrments... Briguage Code: GD
Abillies. .
Figure 4-17 Unit Maintenance Language..
menu on Unit Maintenance Hision...

Screen Losts...
Evaluations...

Close Unit Maintenance A

2. Select the item that you wish to maintain fromlitmé t Mai nt enance menu. The following
subsections describe Unit Abilities, Unit Languaged Unit Visions.

4.7.1 Unit Abilities

Unit Ability records are used to specify the tatat of abilities required within the unit as a wol
To work in a unit a person need not have all thktigls recorded but would probably need at least
one of these abilities. Any number of Unit Abilitycords may be created for a particular unit.

When seeking to identify whether an applicant isafile for a particular unit the Unit Abilities
would normally be checked.

Unit Ability records should not be confused withitliob Ability Records (section 4.5.2, page 59)
which record the abilities associated with a speg@ib rather than the unit as a whole. Howevey, an
abilities defined in Unit Jobs would normally alse found under Unit Abilities.

To enter or edit Unit Abilities,

1. On theUnit Maintenance ScreeselectUni t Mai nt enance, thenAbi I i ti es (see Figure
4-17). TheUnit Ability List Screerappears.

2. To edit an existing unit ability, highlight it amtick [ Edit]. To enter a new unit ability, click
[New]. TheUnit Ability Maintenance Screeappears.

;T Unit Ability Maintenance M=l B3
File Edit Help

Unit Key: |003700000%  [Scatiand

Unit Skakus: |ACTIVE Lang. Code: IGD
. . . - e I—_ * -
F|gure 4-18 Unit Abl|lty Desired ability: [MIN-STUDENT J Student ministry

Maintenance Screen ability Level: IDG g Competent at this ability.
Years of Experience; |03

[ I Delete | Save Close |

knter the number of vears expetience. v
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3. This is similar to the individual Job Ability Mai@hance Screen (see section 4.5.2). Select the
Ability , Ability Level andYears of Experiencerelevant to the work of the Unit.

4. Click[Save], then|Close] (or[New | to enter another ability record for the Unit).

4.7.2 Unit Language

Figure 4-19 Unit Language ears of Experience: Dl|

Maintenance Screen Level Commentl

Unit Language records are used to specify the satlabf language skills desired within the unitias
whole. To work in a unit a person need not havéhalbe languages but would probably need at least
one. Any number of Unit Language records may bategefor a particular unit.

When seeking to identify whether an applicant isafle for a particular unit the Unit Languages
would normally be checked.

Unit Language records should not be confused with Ibb Language Records (section 4.5.3, page
60) which record the language requirements foregiip job rather than the unit as a whole.
However, any languages defined in Unit Jobs wooldnally also be found under Unit Languages.

To enter or edit Unit Languages,

1. On theUnit Maintenance ScreeselectUni t Mai nt enance, thenLanguages (see Figure
4-17). TheUnit Language List Screeppears.

2. To edit an existing unit language, highlight it arlidk [Edit]. To enter a new unit language, click
[New . TheUnit Language Maintenance Screappears.

. ¥ Unit Language Maintenance M=l E3
File Edit Help
Unit Key: [o037000003  [Seatland
Skatus; [ACTIVE Language:; IGD
Language Area: |MAN g Mandarin

Language Level: |04 ﬁ PRE-INTERMEDIATE

Requirerent: |Desired 'I

Camments:

Language study time is limited, so s is highly desirable that an applicant ;I
has a preliminary knowledge of the language before they come,

T I Delete Save Close |

rinter the number of wears expetience. v

3. Enter data as required. This is similar to thevialial Job Language Maintenance Scrgsee
section 4.5.3), but an additional field is addeddomments.

Language Area Select the Language Area using the menu button.

Language Level Select the Language Level required for this legg using the menu
button. To obtain a definition of the Language Lesleosen click on thigevel Comment]
button and an information box appears which dessrthis Language Level.

Requirement Use the menu button to select whether this laggus required or desired. A
r equi r ed language is one that an applicant must have toth@ unit. Adesi r ed
language is one that would be helpful for an agplico have.

Years of Experience Enter the number of Years of Experience in ldniguage which is
required for the team or unit.
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4.7.3

Flg_ure 4-20 Unit Vision Wision Area: IEvangelism ﬁ Communicating the gospel
Maintenance Screen YWision Level; IDS g Extremely Irmportant

4.8

Page 64

Comments In the Comments box enter any additional infdiomaregarding the use of this
language in the unit.

4. Click[Save], then|Close] (or[New | to enter another language record for this Unit).

Unit Vision
Unit Vision records are used to identify a setisfons desired within the unit as a whole. To wiork
a unit a person need not have all these visionsvbutd probably need at least one. When seeking to
identify whether an applicant is suitable for atggafar unit the Unit Visions would normally be
checked. For example, if a team is involved in @ath then visions such as EVANGELISM and
MUSIC may be desired. A unit which has a largediog and is seeking to expand would probably
desire someone on the team to have a vision suRrAEBSTENANCE. Any number of Unit Vision
records may be created for a particular unit.

Unit Vision records should not be confused withtlab Vision Records (section 4.5.5, page 62)
which record the vision requirements for a spegdlzrather than the unit as a whole. However, any
visions defined in Unit Jobs would normally alsofbend under Unit Visions.

1. On theUnit Maintenance ScreeselectUni t Mai nt enance, thenVi si ons (see Figure
4-17). TheUnit Vision List Screeappears.

2. To edit an existing unit vision, highlight it antick [Edit]. To enter a new unit vision, cli¢kew |.
The Unit Vision Maintenance Screeppears.

: " Unit Vision Maintenance _ O] x|
Fle Edit Help

Partner Key: [0037000002  [Scatland

Status; [ACTIVE Lang. Code: IGD

[ I Delete | Save Close |

hlame for this area of vision, e.g. children's ministry, v

3. Enter data as required. This is similar to theviitlial Job Vision Maintenance Screésee
section 4.5.5).

Vision Area Select the Vision Area using the menu button.

Vision Level Select the Vision Level for this vision usingtimenu button.

4. Click[Save], then|Close] (or|[New | to enter another vision record for this Unit).

Unit Costs

Unit Cost records are used to keep track of theleegxpenses of running the unit. When the costs
change an existing record can be edited or a newdean be created. The advantage of creating a
new record is that a history of previous costslmamaintained in separate records. Each record
includes different costs for a couple, single peyrshildren, etc. Amounts must be entered in US
dollars, as well as local currency.

To create a cost record:

1. On theUnit Maintenance Screeselectuni t Mai nt enance, thenCost s (see Figure 4-17).
TheUnit Cost List Screeappears.
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2. To edit an existing unit cost record, highligh&itd click{ Edit]. To enter a new unit cost record,
click [New]. TheUnit Vision Maintenance Scre@ppears.

. Unit Cost Maintenance =] E3
File Edit Help
Partner Key: [o037000003  [Scatland
Skatus: W Language: IGD—
Charge Petiod: m Walid From: IM
cuRRenCY: [15 DOLARS  [G8P | Pound Stering
el RGEWeEE] Couple: (2, 850. 00 1,200.00
adult: |1, 62500 1,130.00
Figure 4-21 Unit Cost ]
Maintenance Screen Chid: ]0- 90 o.00
SRS EES Couple: |2, 850,00 1,900.00
Simgle: |1,635. 00 1,130.00
Child Level 1: |EZ5. 00 3E0.00
Child Level 2: |200. 00 Z00_00
Child Level 3: |200. 00 Z00.00
[ I Delete | Save Close |
Fer petiod costs for a child (Level 3).. v

3. Enter data as required:
Charge Period Select the Charge Period for the costs in #gsnd, using the menu button.
Valid From Enter the date when the costs in this recond tstapply.
Currency Select the local currency for the Unit using tienu button.

Couple, Adult andChild Enter the joining cost for a Couple, an Adultl@aChild, in US
Dollars and alsin the local currency.

Couple, SingleandChild Level 1/2/3 Enter the regular Costs per Period for a Couple,
Single and a Child, in US Dollars and aladhe local currency. There are three child
levels which can be set according to various facsoich as age of child, number of
children in family, etc, depending on local needs.

4. Click|save], then|Close

, then| Close | again.

4.9 Unit Evaluations

Unit Evaluation records are used to record perfogaaassessments or progress for a particular team
or unit. It is assumed that these evaluationslva@lmade regularly and a separate evaluation record
will be created for each assessment made. Hengeuember of Unit Evaluation records may be
created for a particular unit.

To create a Unit evaluation record:

1. On theUnit Maintenance ScreeselectUni t Mai nt enance, thenEval uati on (see Figure
4-17). TheUnit Evaluation List Screeappears.

2. To edit an existing unit evaluation record, hightig and click Edit]. To enter a new unit
evaluation record, clickvew]. TheUnit Evaluation Maintenance Screappears.
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: " Unit Evaluation Maintenance

Fie Edit Help

Lnit Kesy:
Status:

Evaluation Number:
Evaluation Date:

Ewaluator Home Country:

Figure 4-22 Unit Evaluation
Maintenance Screen

Evaluator Fanily Skatus:

Personnel User Guide

IS [=] E3

ACTIVE

Ewvaluator Age:

Evaluation Information

0037000003 [Seotland

oooooooz

]

38

16-FEE-2002

-

=

ALISTRALIA

Qe

M|

Tarried

i

Language: IGD

e

Delete

Save

Close |

Fnter the pertinent data regarding the unit evaluation.

3. Enter data as required:

Evaluation Date Enter the Evaluation Date when the assessmeatiied out.

Evaluator Home Country Select the Home Country of the evaluator udiregmenu button.
This is the Home field of the person carrying dwg évaluation.

Evaluator’'s Age andSex The Evaluator's age and sex can be entereduibitant.

Evaluator Family Status Select the Evaluator Family Status using thewunmriton.

Evaluation Information

In the Evaluation Information box enter the mdétails of the

evaluation. As much or as little detail can be mudo sufficiently assess the unit.

4. Click|save], then|Close
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Chapter 5 Personnel Reports

PETRA provides many different reports relevant to thesBrenel functions. It may be necessary from
time to time to keep printed copies &RA information as a record of past data held on yisées.
For example, at a new recruits conference an csgamay want details of arrival and departure
times for all the participants. AEPRA database which holds information about new regian be
made to print a specific report for this purpose.

Full details about performing a print operatiorgluding a description of all the printing optiorse
given in the GNERAL USERGUIDE, but this chapter introduces the specific repatsvant to
Personnel.

There are four main types of Personnel Report, wvare explained in this Chapter.

» Special Personnel Reports these give information on all members of theddrgation entered
in the office BETRA database.

* Short-term Reports - these give specific detail useful for short-terwents, and can be set to
include only those people attending a particularfeence or campaign, or already listed in an
existing extract.

» Partner Pre-selection Form- these relate to one particular application fimme individual, and
print details which can then be set to a poteRedeiving Field.

* General Reports- These allow you to print information from almeasty data entry screen.

The first two types of report can be printed frdraRepor t s menu on the menu bar at the top of
the mainPersonnel Screen

=

File Individuals Units |Reports Maintain Tables Petra  Help

Extracts...

Individual Data Report, ..
Short-Termer Reports. .,

Birthday Lisk

Emetgency Contack

Passpork Expiry

Personal Document Expiry

Office Specific Diata. .,
Application Office Specific Data. .

Figure 5-1 Personnel Screen,
showing Reports menu

Start of Commitment
End of Commitment

Previous Experience
Progress Repork Log

Campaign Options

Unit Higrarchy

The first item,Ext r act s, is a short-cut to the Extract function of thetRar Module (this allows
you to select a group of partners, and is explaingéde RRTNER USERGUIDE). Shor t - Ter ner
Report s leads to a further choice from a set of repontsfmrt-term events. The remaining items
are special personnel reports for all members@filganisation held in the local database.

5.1 Special Personnel Reports

These are selected from tRepor t s menu (Figure 5-1). The different reports are tistethe table
below. The general procedure is explained in sedid.1. However, several of the reports of special
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features and these are explained in the sectia$alhow The column “Page” in the table shows the
page number for those reports have additional indéion.

Report Description Page
Individual Data Report | Prints out all Personnel data on a selected member. 73
Birthday List Lists birthdays for all Organisation members erderethe local BTRA 71

database.
Emergency Contact Lists emergency contact details for all Organisati,embers entered in
the local BTRA database.
Passport Expiry Lists the dates that Organisation members’ passpagire.
Personal Document Lists that dates that some or all types of persdoalment expire.
Expiry
Local Personnel Data Lists details entered for the partner under thallpersonnel data labels; 72

Local Application Data

Similar to local personnel data , but relates t@a d@ms used by the locg
office to manage applications.

172

GA Start of List all people on database who have commitmeatsisg) between 71
Commitment selected dates.

End of Commitment Lists the dates that all current commitments ends.

Previous Experience Lists the items of previous experience which haserbentered in the
local FETRA database.

Progress Report Log Lists the dates of all members’ progress reports.

Campaign Options Lists all those who have applied for campaignswéhg their preferred | 72
options.

Unit Hierarchy When you select a unit, this gives a listing oft# dependent (child)

units. You can choose whether to include campaigm®nferences.

To Print a Report - General

The procedure for printing all the above reportsiigilar. Specific notes on individual reports @il

the main description on how to print.

1. From the menu bar of tHeersonnel Screefrigure 5-1), seled®eport s, then the report that
you wish to print.

2. A screen appears asking you to select the datydiatequire. For most reports this is as shown
in Figure 5-2. Select either an individual partraer,extract of partners, everyone in the Database
or a Date Range. If you wish to select an indivighgatner or an extract, in either case a Find
Screen appears to help you find the partner oextmct.

Tip — Last Partner/Extract

automatically selected.

If the partner or extract you require is the lasé you worked on
click the circle to the left of thgPartner | or | Extract| buttons, and the last partner/extract use

Select Repart Data
" Partner... [oooooooooo
Figure 5-2  Select Report Data " Estract..,

Screen, allowing you to select
the partners required

& all Current Skaff

" Evervone in the Database

o] | Cancel

3. When you clickok], aStart Print Screemppears. Print in the normal way, as describeden
GENERAL USERGUIDE. It is recommended to print to screen first, tewgr that the report is
correct before printing to paper.

Page 68
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5.1.2 Birthday List Report

) — Options
Figure 5-3 Select Report Data
chreen for Birthda LiS? Report [ Use date range W Include only persons of selected bypels)
Yy p e I To: {multiple selection is possible)

5.1.3

Figure 5-4 Select Report Data
Screen for Start of Commitment
Report, showing different
commitment statuses

To print theBirthday List Report, follow the instructions above, but there are nmpgons for
selecting who to include. THgelect Report Data Screenas follows.

Select Report Data |

— Seleckion

 partnet..,
 Extract...
Al Current Staff

" Everyone in the Database

[~ Include Family members

[a]8 I Cancel I Help |

The upper Selection allows you to specify all cotigtaff or everyone in the database. The Options
in the lower panel allow you to be more select{@nly partners with status ACTIVE are shown.)

Use Date RangeTheFrom andTo Datefields. Enter dates to give a report of all bigks between
these dates. The dates can span the end of a aalgrat, so, for example, From November To
January is possible.

Include Family Members Check this box to include all other members effémilies whose
birthdays fall in the date range given.

Include only persons or selected typedhis list allows you to select only people markéth
certain special types. When the screen is opefieshexial types in the list are selected by defatil
required, you can just click on the type that yantv To selected multiple types, hold down the
<Ctrl> key while selecting.

Start of Commitment Report

Follow the instructions for printing a report, padf& but theSelect Data Report Screeiill be as
follows:

sclectReportData x

Repart Commitments skarking between: |14-JLIL—2IJD? and: |12-OCT—2IZID.T"

¥ Include only Persons with selected Commitment Status{es)
{iZtrl-click to select mulkiple entries)

Associate OMer oF Guest needing Caleb access ~
Long-term CMer

CMer on OM & months or longer, not vet long-t
Shart-termer - less than 6 monkhs
Paid staff and emplovees not on OM
Yolunteer

[™ Include Persons with no Commitment Status set

Cancel I Help I
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When the screen opens, the check box at the upfpés hot checked, and all commitments starting
within the time range are included. If it is requdrto select certain types of commitment statuscich
this box. The main panel them opens, showing allptbssible statuses. Select the one(s) you require.
If you wish to include those for whom no commitmetgtus has been sent (status ‘UNKNOWN’),

check the box at the bottom.

5.1.4 Personal Document Expiry Report

Follow the instructions for 5.1.1, ‘To Print a RepoGeneral’ page 70, but in this case 8adect

Data Report Screewill be as follows:

e Partner...
e Extrack...
& all Current Staff

" Everyone in the Database

X

Diocurnent Type |Descri|:uti0n

INSURE-HEALTH Health Insurance

Figure 5-5 Select Report Data
Screen for Personal Document

Expiry Report Wy ORKPERMIT

Permit to work in the country

Expites between: I15-MA'1"—2EID.'-"

Sork b IExpiry Date 'I

and: [13-AUG-2007

v Include comments?

[~ Include Place and Date of Issue?

Cancel I

Help |

Select one or more types of document for whichréipert should give the expiry dates. To selected

multiple types, hold down the <Ctrl> key while s#lag.

5.1.5 Campaign Options Report

For the Campaign Options report , you can selecy#ar required (e.g. “2007") and/or the first two
letters of the campaign code (for example “BE”dampaigns in Belgium.)

5.1.6 Local Personnel/Application Data Reports

The Local Personnel Data report and the Local Appilbn Data report are a new style of report
which gives the user much more flexibility as toievhitems are included. The reports work as

follows:

* For the selected reportgRRA listsall the relevant elementsand offers a default layout.

* The user can chooseddd additional itemsfor the list of possible ones (or delete items)hsd

the report will include exactly what is required.

* The user can adjust tlseze and position of the columnshowing the different elements, and

then save theeport layout for future use.

* The user can select whiohnder the partners should be sorted in.

» Finally the user can select thartner or relevanextract of partners, andeneratethe report.

The following explains how to create the Local Barsel (or Application) Data reports.

Page 70
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1. From the menu bar of the Personnel Module screlent$®eport s, thenLocal Personnel
Dat a orLocal Application Data as required. Theocal Personnel (or Application)
Data Screerappears.

i Local Personnel Data: KF Test | -0l x|
File  Help
Control buttons > ] Close £ Gernerate 7l Save Save As load =
Tabs > General Settings lSor‘t Euy] Colurnn Settings]
Selection

(" Partner |

" Extract
Figure 5-6 Local Personnel 4 |

Data Report, showing control + Al Current Staff |D?-Dec—2006 j
buttons and tabs. Al Staf

Enter data ar press ESC to end.

The screen has thrdabs, which allow you to set up the structure of theamr you require. The
Control buttons allow you to save the structure, and to genefraeadport.

2. For the detail of how to use the various tabs arttbhs, please see the description for Local
Partner Data Reports, which is very similar. Thifnithe RRTNER USERGUIDE (at the time of
writing this is section 7.4.2 on page 164 of tA& mNER USERGUIDE, but see the index entry for
“local partner data, report”.

5.2 Individual Data Report

The Individual Data Report creates a complete pdmecord of all personnel information held on
PETRA about an individual member. This report gives pengl data but does not include ALL
information on this partner (for example it woulok mclude information on gifts made). For a
complete print of all data on that partner, askSkstem Administrator to create a Full Partner
Report, as described in thesSEM MANAGER USERGUIDE. If you are already working on a partner
and have théndividual Data Screeopen, then you can use the Report menu item oméme bar
(see Figure 2-2, page 15).

5.3 Short-termer Reports

Short-termer reports do not apply to everyone erdiditabase, but allow you to chose the particular
Conference, Campaign or Extract of interest. Tlifemint reports are as follows:

Report Description
Abilities (Ability) Lists partners’ abilities as recorded iBTRA.
Applicant General Into Lists basic information on all applicants, sortgthiame.

(Appl nf 01)

Applicant Info 2 Lists extended information on applicants, includéogne details such as
(Appl nf 02) Emergency Contact which are not included in Applnfo

Applicant Status Lists applications, showing the status (which arehold’, etc.)

(AppSt at us)
Arrival Time (Arrive) | Lists arrival details of those attending an Eventted by arrival time

Event Preference Prints accepted applicants, sorted by the recordeférred Event, and showing
(Conf Pref) original event preferences
Departure (Depart) Lists departure details of all those attending aeri, sorted by departure time.
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Dietary (Di et ary)

Lists special dietary requirements for partnehaextract.

Drivers (Dri ver)

Lists names and status of all partners who hawéngrlicence details recorded.

Emergency Contact

Lists partners’ emergency contact details andicglahips.

(Emrer Cont)

Fellowship Groups Lists Fellowship Groups for those attending a cmiee.
(Fel l Grp)

Language(Language) | Lists the recorded language abilities for eachneart

Medical (Medi cal )

Lists special medical information recorded for pars (but not those marked
‘Contact Sending Field'.

Other Needs & Notes
(& her Needs)

Lists contents or Other Needs and Notes fieldgpfieations.

Party (Party)

Lists details of those travelling together in awgr@party) to a conference.

Payment Status
(Payntst at )

Lists partners showing whether conference/campaidlglitional costs have been
received.

To print a short-term report:

1. From the menu bar of tHeersonnel ScreeselectReport s, thenShort - Ter mer
ThePersonnel Report Selection Scregpears.

Reports.

Personnel/Short-Termer Report Selection

Run Repork Faor:

i Extrack...
v  Copference... |[|UAD41CWGRSS04  2004: UA - Sports Camp Conference

- Campaign, ..

" Entire database

Application Status

W tccepted W Cancelled W Hold W Enquiry ¥ Rejected

Figure 5-7 Personnel Report

Report

Selection Screen ahilities Report Ahility
Applicant General Infa, sorted by Name AppInfol
applicant Extended Info, sorked by Mame AppInfoz
all Applications, sorted by Mame AppStatus
Applications, sorted by Arrival Date Atrive
Applications, sorted by Event ConfPref
Applications, sorted by Departure Date Depart
Dietary Report Dietary
Driver Repart Diriver -
4] | LI_‘

Help

Cancel |

2. In the lower window, select threport that you wish to create.

3. Select theApplication Statusesthat you wish to be included in the report, byngghe check
boxes (Accepted, Cancelled, etc)

4. You must now select either the partners for whomnwish to run the report. The options are
selected in the upper part of the screen. You elatsan Extract, a Campaign or a Conference
(the Conference will include all those due to att€@ampaigns associated with that conference,
even if they are marked ‘Campaign only’.)

To select a Campaignclick on thg Campaign | button. ThePersonnel Conference Find List
appears.
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Figure 5-8 Personnel Reports
Campaign Find Screen

FETRA Chapter 5 Personnel Reports
Campaign / Conference List
-
2~ el on| -E‘I‘-E‘-I'IEE‘- ---------------- 21 CHGR.

2005: G0 - January Conference GONSICHNGRSS12

2004: ZA - Experiencing God {Sporks Ministryd ZAD4ZSPORTSTZ

2004 ZA-CTC B Tour 1 &2 ZA0415UMMER.23

2004 24 - CTC & Tour 1 ZB04150MMER TS

2004: ZA - Cape Town Challenge Z80415MMER 12

2004: UZ - English Program UZ041ENGLIS1T

2004 TSGE - Teens in Mission LUKE To042GE, TIM1S

2004: T5/DE - TiM Classical Music TS0420E.MUS1E -

ok | Cancel | Help

Select the Conference that you want, and ¢isK.

To select a Conferenceclick on thd Conference | button. A screen similar to ti@ampaign Find
screen appears, but only listing Conferences.

To select an Extract click on the Extract | button. This allows you choose an existing extract

Application Status use the check boxes to select which statusegsphitation you wish to
include in the report.

5. TheStart Print Job Screeappears. Select the print destination and ¢tek.

5.4 Pre-selection form

The pre-selection form differs from the other Pars Reports, since it normally relates to a single
application from a single individual. It is theredonecessary to find and select the particular
application required before printing the form.dtriow available for both short-term and long-term
applications. In future it may be possible to pthe form with no application entered. To printra-p

selection form:

1. Open theApplication Browser Screeas described for Figure 3-2 on page 38. Highligat
application of interest.

2. On the menu bar selek€t | e, thenPri nt

< Frint Pre-zelection Fom >

Figure 5-9 Application Browser
for a partner, showing Pre-
selection Form menu item

. " Application Browser [ _ (O] x|

Fil= Edit Help
Print Chil+F

, Risto, Mr

Exit

'07-1UL-2004  Zimbabwe LT GLOBAL ACTION
07-JUL-2004  2004: AD - Angola Outreach ST GLOBAL CHALLEMGE
06-JUL-2004 2004 HR. - Love Balkans ) ST GLoBAL CHALLEMGE
26-MAR-2002  2002: FR - Easter Campaign i) ST GLOBAL CHALLEMGE

Mew Edit Delete Close

Enter data or press ESC to end.

Pre-sel ecti on For mas shown in Figure 5-9.

3. Aformis printed giving the main items of inforrat relating to the application, together with a
number of other headings for items not enterecetna? The form can be printed and then
additional information added by hand. However, &mbe better to print this to screen. it is then
possible to select and copy this to the clipboand, then paste it into a word-processor
document, into which additional information cantyyged before the form is sent to the

Receiving Field.
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5.5 General Personnel Reports

Almost all of the personnel data entry screens goaess to producing a report on the corresponding
information. There are two main types of generatpenel reports:

* Multiple Record reports This type of report is normally produced fronlist’ type screen
which shows a list of records. The report produnaatains information on athe records shown
in the ‘list’ screen.

* Single Record reports This type of report is normally produced frormeintenance’ type
screen which contains data entry fields. The repartiluced contains information on jiise
record shown in the ‘maintenance’ screen.

This concept of single and multiple records existiany parts of the personnel module including:
Unit Data (eg Jobs), the General Application InfoBser, Individual Data and Table Maintenance.
Examples are given below, which are similar to pidg all other reports from within the personnel
module.

5.5.1 Multiple Record Reports
The following is an example of a report containmgltiple records:
Example: We wish to print out all the jobs recordedone unit.

1. From the menu bar at the top of theit Maintenance Scredor the unit in question, select
Jobs. This brings up th&nit Jobs List Screen.

+ ¥ Unit Job List [_ O] x]
File_Edit Hel
C  Fint kP D
37000003 [Scotland
Exit [ TIVE Language Code: IGD
Position Applications |Commitrent Period |From Date To Date Job Twp =
Figure 5-10 Unit Jobs List FIN-ACCOUNTANT 0 Twa years D4-MAY-2002 Long Te
Screen, showing Print option on LOR-FIELD-LEADER 0 Twa vears 25-DEC-2001 Long Te
File menu MIN-STOMT-EVAN 0 Six months D4-MAY-2002  24-MAY-2002  Global £
=
4| | 3
Mew I Edit Delete Close |
Fnter data or press ESC to end. Y

2. From the menu bar at the top of teit Jobs List ScreeselectFi | e thenPr i nt . This brings
up theStart Print Job ScreerPrint in the normal way. The report printed wiitlude the
information in all the records in the list.

5.5.2 Single Record Reports
The following is an example of a report containagingle record:
Example: You wish to print out details of a passpar Risto Pohjala.

1. Open thePassport Details Maintenance Screen Risto Pohjala, as described in section 2.2.3 0
page 17. The screen appears, as shown in Figute 5-1
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. ¥ Passport Details Maintenance M=l E3
File Edit Help
Print  Ctel+P |
Eyit Language Code;

Passport Mumber: |13563EIDZ

Type: [P ﬂ Full Passport

Passport Mame: |Ri5t0 (Pohjala)

Figure 5-11 Passport Data

Screen, showing Print option on Place of irth: [Espoo, Finland
File menu Date of Birth:
Passport Mationality: [FI ﬂ FIMLAMD

Place of Issue: |He|sinki

Date of Issue: |03-JUN-1997
Date of Expiration: [03-JUN-2007

e | Delete | Close

Enter the passport number,

2. From theFi | e menu, seledfri nt . A Start Print Job Screeappears, and the data on the
screen will be printed in the normal way. This @sgible from many screens withiEfRA.
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Chapter 6 Maintaining Personnel Tables

When you enter data irefPRA, you often need to select an item from a listaggible choices. Each
set of possible choices is stored in a listTaible'. Many tables are simply lists of short codes and
their meanings, but some include more detailedmé&tion.

The FETRA Personnel System uses two groups of Tables:

» Applications Tables holds lists of choices relating to events angliagtions.

* General Tables hold lists of choices relating to the persordath screens

When EETRA s installed, the tables contain a standard sehoices for each list. You cannot edit or

delete these choices but you can stop any of #iesees from appearing orEF/RA menu lists by
marking them as ‘Unassignable’. You can add aduti@hoices to the tables according to specific
office needs. Only users who belong to the GrouB®ADMIN can maintain personnel tables.

Section 6.1 below describes the general princierfaintaining all Tables. Sections 6.2 and 6.3
explain how to edit the details in each table fppAcations and General Tables, respectively. Ad! t
Personnel Tables, and the relevant page numbelistac below and on the next page.

Table Contents ‘ Page
Application Tables
Application Types The sort of event/service theligpgion is for, in particular long/short-term R
Application Forms The types of forms used for aggtibns, seeking references, etc. Pg. 81
Application Status The status of an applicatiortépted, on-hold, cancelled, etc) Pg. 82
Country/Event Choices indicate how strongly an applicant wisloega to particular Pg. 84

Preference Levels receiving field.

Leadership Rating The sorts of the group that agremight be suitable to lead. Pg. 85
Local Application Data Any number of data fieldatltan be defined for use by the local office. &5.
OM contact How the person heard about OM (eg fri®ndchure, web-site, etc) Pg. 8
Party Type Whether an applicant is with a grouptfavel, whole event, etc. Pg. 86
Event Role The main role a person has at an espaaker, OMer, counsellor, etc) Pg. 85
Transport Types Means of travel to/from an evens(bailway, car, etc.) Pg. 87
Arrival/Departure Points| Main arrival/departure qsifor events (airport, train station, etc.) Pg. 8
General Tables
Ability Area Different skills relevant to the woif a team (almost every skill) Pg. 88
Ability Levels Level of competence in a particusill or ability Pg. 88
Professional Areas Recognised professions Pg. 93
Qualification Levels Level of training/qualificatio (eg university degree, doctorate, diploma, et®g. 93
Vision Areas Areas of service Pg. 94
Vision Levels Degree of interest in an area of iserv Pg. 94
Driver Status Status as a driver on an event (egd@ér, driver to be tested, etc) Pg. 89
Positions Positions (jobs) to be done within a teafield Pg. 92
Job Assignment Types Types of assignment to afidktifne, part-time, visiting speaker, etc) Pg. 88
Leaving Codes Reasons for leaving an assignment Pg. 91
Languages Languages spoken by a person Pg. 90
Language Levels Level or ability in a language Pg. 90
Local Personnel Data Any number of data fields tiaax be defined for use by the local office. Pg. 92
Passport Types Types of passport (full, tempoid@rgard, etc) Pg. 92
Valuable Items Items that may need to be recordeth$urance, police purposes Pg. 93

Version 2.2a (Apr 2008)
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6.1

Vision Areas

Vision Levels
Figure 6-2 Personnel Screen Driver Status ’.
with General Tables menu Psitions

open, showing Passport Type.

. ¥ Passport Type List M=l E3
Fil= Edit Help
Passpork Type Diescripkion Unassignable? [Date =
Diplomatic
I 1D Card Mo
P Full Passport Mo
Figure 6-3 Passport Type List R Residence Permit Ma
Screen W Wisitor Mo
Mew Edit Delete Close |
Fnter data or press ESC to end. v
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Main Steps for Table Maintenance

There are three main steps in maintaining a Tdibie easiest to understand these if we look at an
example.

Example: To add a Passport Type.
Step 1 - Find the table that you wish to change:

To find the appropriate table, click & nt ai n Tabl es and then either th&ppl i cat i ons

Tabl es, Event Tabl es orGeneral Tabl es menus at the top of thdain Personnel Screen
When you click on one of these you see a drop-dmenu which allows you to choose the particular
table that you wish to maintain. Figure 6-2 showesGener al Tabl es drop-down menu.

F; Perzonnel [_[O]

File  |ndiiduals Uity Beports | Maintain Tables Peta Help

Application Tables » |

General Tables Ability Areas

Ability Levels
Professional Areas
Hualification Lewels

Job Asgignment Types
Leaving Codes

Languages
Language Levels
Waluable [tems

Personal Data Labels
Office-Specific Data Labels

When you have selected the Table that you wisthémge, you see a list of the possible choices for
that particular data item. As an example, FiguBdhows the Passport Type List Table (for
maintaining or adding a passport type).

Step 2 - Select the Table Option:

You can now view the existing data in the list gsihe scroll bars. You can then use the buttons at
the bottom of the screen either (i) to add a newito the list, or (ii) to select an existing itéaredit

it, or (iii) to select an existing item on the lasd delete it. You will not be able to delete tami if it

is a standard system code or if it has been usedd on your system. This List Screen looks simila
for all Tables (although of course the contentedtif)

Step 3 - Enter or Change the Data:
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If you choose to add a new item, or edit an exgstine, you are taken to an ‘edit’ screen which
allows you to enter (or change) the details abloatt item. These screens are different for eachelabl
and are shown in the appropriate section belowarAexample, if you wish to enter a new type of
passportTenpor ar y, click[New| on the screen shown in Figure 6-3. Hassport Type

Maintenance Screemppears. You can now edit the data in the whilel$i For our example we can
see the Passport Type and Description. Be carefthoosing the code for the passport type; once it
is used, it cannot be changed, although the de&gripan be changed. If we click thmassignable
check box to show that this type may no longerdstgaed, a date box opens allowing us to enter the
date that the type became unassignable. Chandjetstare take effect imnmediately after saving.

o Passport Type Maintenance | [O] x|
File Edit Help

Passpart Type: ITEMPORF\R‘:’

Descripkion:

Figure 6-4 Passport Type

. IShort-term Passport issued For 3-months
Maintenance Screen

i

Date: I
[t I Delete Save I Close |

I:[ndicates if this code can still be assigned? v

6.2 Application Tables

Applications Tables can be accessed from the Raisonnel ScreerSelect the appropriate
individual table from the pull-down menu at the tifighe screen.

E= Personnel [_ O]

File Individuals Units Reports | Maintasin Tables Petra Help
Application Tables » Application Tepes
General Tables Application Eorms
Applicant Status

Figure 6-5 Personnel Screen,
showing Applications Tables
menu

Country/Event Preference Levels
Leadership Rating
OM Contact

Party Type
Ewent Role

Transport Typpes
Arival/Departure Points

The Applications Tables sub-menu allows the talid¢sd to be maintained. These are described
individually below (in alphabetical order).

6.2.1 Application Forms Table

The Application Forms Table controls the list offfis that appear on the Forms Tab of Long-term
and Short-term applications (see Figure 3-10 o @&). With some forms it is important to record
that they have been received (eg an applicatioith; athers it is important to record that they have
been sent (eg an acceptance letter). N/A meanépjgicable. To add or amend Application Form
details:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, Appl i cati on Tabl es, then
Appl i cation Forns. TheApp Form Types List Screappears which looks similar to the
Passport Type List ScreémFigure 6-3, page 80.
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2. To add a new Application Form, clidlew. To edit an existing Application Form, highliglt i
from the list and click thgedit] button. TheApplication Form Types Maintenance Screen
appears.

. " Application Form Maintenance [ _ (O] x|
Fle Edit Help

Faorm Name: |PASTOR REFERENCE

Figure 6-6 App Form Types
Maintenance Screen

W Sent Farm

* Long App. ¢ Short App. ¢ Both Apps. © NOKE

Save Close

Is this a form that is received from an applicant?

3. Enter or change data in the various fields as requi

Form Name The name of the application form. (This canrotbanged if the form is from
the standard set of choices).

Received Form Check the box if you will want to record the datestform is received from
an applicant.

Sent Form Check the box if you will want to record the ddtattthe form is sent to an
applicant.

Long App. / Short App. / Both Apps. / NoneSelect whether this form should be viewed for
short-term applications, long-term applicationdoth. None is used when a form is no
longer used.

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.

6.2.2 Applicant Status Table
The standard set of options should be adequateet#swto add or amend Applicant Status details:

1. From thePersonnel Screemenu, seledvhai nt ai n Tabl es, Appl i cati on Tabl es, then
Appl i cant St at us. TheApplicant Status List Scre@ppears which looks similar to the
Passport Type List ScreemFigure 6-3, page 80.

2. To add a new Applicant Status, click button. To edit an existing Applicant Status,
highlight it from the list and click thedit | button. TheApplicant Status Maintenance Screen

appears.
o Applicant Status Maintenance | [O] x|
File Edit Help
Applicant
Status Code:
Figure 6-7 Applicant Status Description:
Maintenance Screen f
[T Unassignable Date: I
Hew I Delete Save I Close |
I'I'his code indicates the status of an applicant. v
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3. Enter or change data in the various fields as requi
Applicant Status Code The short code for the Applicant Status.
Description Textual description for the Applicant Status .

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.

6.2.3 Application Types Table
To add or amend Application Types details:

1. From thePersonnel Screemenu, seledvhai nt ai n Tabl es, Appl i cati on Tabl es, then
Appl i cation Types. TheApplication Type List Screaappears which looks similar to the
Passport Type List ScreemFigure 6-3, page 80.

2. To add a new Application Type, click theew | button. To edit an existing Application Type,
highlight it from the list and click thedit| button. TheApplication Type Maintenance Screen
appears.

o Application Type Maintenance M=l B3
File Edit Help

Type Mame; [WOLUMTEER

Description:

Conference Yaolunkeer
Figure 6-8 Application Type
Maintenance Screen

Form Type: ¢ SHORT FORM ¢ LONG FORM

Date: IU4-MAR-ZDDZ
Mew I Delete Save I Close |

fCheck box if application tvpe is no longer assignable., v

3. Enter or change data in the various fields as requi
Type Name The name of the Application Type.
Description Textual description for the Application Type.

Long Form Type Click this button if this Application type shoulahly be available for
selection on Long Term Applications.

Short Form Type Click this button if this Application type shoulaly be available for
selection on Short Term Applications.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.
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6.2.4 Arrival/Departure Points Table

These are the main travel termini (eg airportsantstations) to which people will travel before
joining a conference or campaign. There is a stahftmmat for these codes, since many offices may
use them. New codes can be added for local neatlg,rbay be well to check with the Petra
Development Team before doing this. Examples o€sagsing the standard format are as follows:

DE-A-FRA Germany - Airport - Frankfurt

NL-T-ZWL Netherlands -Train Station - Zwolle

GB-T-LONW  Britain - Train Station - London Waleo
The first part is the standard country code (seen@g Codes in Partner Tables). The second
describes the type: (A-airport; B-bus station; disirstation;) The final part is a code for the attu
point. If it is an airport, then the standard IAB&port code is used. If a train or bus statiorsth
should describe the town (eg LON for London) arelribme of the station (W for Waterloo).

To add or amend Arrival/Departure Point details:

1. From thePersonnel Screemenu, seledvhai nt ai n Tabl es, Appl i cati on Tabl es, then
Arrival / Departure Poi nt. TheArrival/Departure Point List Screeappears, which looks
similar to thePassport Type List Scre@mFigure 6-3, page 80.

2. To add a new Arrival/Departure Point, click button. To edit an existing
Arrival/Departure Point, highlight it from the lisnd click theEdit| button. The
Arrival/Departure Point Maintenance Screappears. This screen is similar to Bessport Type
Maintenance Screein Figure 6-4, page 81.

3. Enter or change data in the various fields as redui
Arrival Point Code The short code for the Arrival Point .
Description Textual description for the Arrival Point.

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.2.5 Country/Event Preference Level Table
To add or amend Country/Event Preference Leveildeta

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, Appl i cati on Tabl es, then
Country/ Target Preference Level . TheCountry/Event Preference Level List Screen
appears which looks similar to tRassport Type List ScreémFigure 6-3, page 80.

2. To add a new Country/Event Preference Level, dhefNew | button. To edit an existing
Country/Event Preference Level, highlight it froneist and click thégdit] button. The
Country/Event Preference Level Maintenance Sceggears. This screen is similar to the
Passport Type Maintenance Scréerfrigure 6-4, page 81.

3. Enter or change data in the various fields as requi

Preference Level This is the numerical preference level (O ndgmence, 2 high
preference.)

Description Textual description for the Country/target Prefeshevel.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.
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6.2.6 Event Role Table

Event Roles (previously called campaign codes)rilesevhy someone is participating in a campaign
or conference. In addition to Normal Applicantspple may be there as speakers, drivers, etc. To
add or amend Event Role details:

1. From thePersonnel Screemenu, seledvhai nt ai n Tabl es, Appl i cati on Tabl es, then
Event Rol e. TheEvent Role List Screappears which looks similar to tRassport Type List
Screenn Figure 6-3, page 80.

2. To add a new Event Role, click thew | button. To edit an existing Event Role, highligHtom
the list and click thgdit | button. TheEvent Role Maintenance Screappears.

. " Event Role Maintenance [ _ (O] x|
Fle Edit Help

Role; [AY-TECH

Description: |Audi0—visua| Technician

Can be assigned as...

[v Pre-Conference Role ™ Unassignable

Figure 6-9 Event Role
g [¥ Conference Role Date:

Maintenance Screen
[~ Carmpaign Rale

[V Discounted Fees

[~ Included in Participants

Save Close

This describes the Event Role,

3. Enter or change data in the various fields as redui
Role The short code for the Event Role.
Description Textual description for the Event Role.

Pre-Conference RoleConference RoleandCampaign Role Check the boxes to show for
which of the three different situations this rolesld be available.

Discounted FeesCheck this box if discounted fees should applydmeone taking on this
role. This setting affects the calculation in then€@rence Management Module.

Included in Participants If this report is checked, then people with ttake will be included
in reports of Participants (participants are noraggllicants, not leaders, exhibitors, etc.)

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click [Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.2.7 Leadership Rating Table

To add or amend Leadership Rating details:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, Appl i cati on Tabl es, then
Leader shi p Rati ng. TheLeadership Rating List Screappears which looks similar to the
Passport Type List ScreémFigure 6-3, page 80.

Version 2.2a (Apr 2008) Page 83



Chapter 6 Maintaining Personnel Tables PETRA Personnel User Guide

2. To add a new Leadership Rating, click tkew | button. To edit an existing Leadership Rating,
highlight it from the list and click thedit] button. The_eadership Rating Maintenance Screen
appears. This screen is similar to Bessport Type Maintenance Screerrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
Leadership Rating The short code for the Leadership Rating.
Description Textual description for the Leadership Rating.

Unassignable If you no longer want this option to be useablehimitPETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

Click [Save], then[Close] (or[New | to enter another option). Cli€klose | again.

B

6.2.8 Local Application Data Table

Local Application Data is used by an office toortdata related to a specific application which is
only relevant to that office. The local office cegt up any number of special data fields to record
this. This data is not exported when a partnexeded. BETRA contains two other similar types of
locally-defined datatocal Personnel Datawhich is used for general Personnel informatandg
Local Partner Data, which stores more general information about magiinot personnel data).

Local Application Data is set up from tRersonnel Screemenu, by selectinlyhi nt ai n
Tabl es, Appl i cati on Tabl es, thenLocal Application Data.

The procedure to follow is very similar to that taycal Partner Data, as described for the Partner
module, so it is suggested that users refer tqlinidk for “local partner data, set up labels” et
index of the RRTNER USERGUIDE — at the time of writing it was section 3.6 on @&2.) The only
difference is that Local Application Data only neféo partners of class Person, so there is notoeed
select the partner class.

6.2.9 OM Contact Table

OM Contact refers to the way that a person heaodtaihe Organisation. Do not confuse it with
contacts with partners, as entered in the Partygte®. To add or amend OM Contact details:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, Appl i cati on Tabl es, then
OM Cont act . TheOM Contact List Screeappears which looks similar to tRassport Type
List Screerin Figure 6-3, page 80.

2. To add a new OM Contact, click threw | button. To edit an existing OM Contact, highlight
from the list and click thEedit| button. TheOM Contact Maintenance Screappears. This
screen is similar to theassport Type Maintenance Scréerfrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
Contact Name The name for the type of OM Contact.
Description Textual description for the OM Contact.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New]to enter another option). Cli¢klose | again.

6.2.10 Party Type Table

Party Type indicates the options where a grougpargcipating together. To add or amend Party
Type details:
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1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, Appl i cati on Tabl es, then
Party Type. TheParty Type List Screemppears which looks similar to tRassport Type List
Screenin Figure 6-3, page 80.

2. To add a new Party Type, click thew | button. To edit an existing Party Type, highligHtom
the list and click théedit| button. TheParty Type Maintenance Screappears. This screen is
similar to thePassport Type Maintenance Screetrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
Party Type Code The short code for the Party Type.
Description Textual description for the Party Type.

Unassignable If you no longer want this option to be useablehimitteTRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.

6.2.11 Travel Types Table

To add or amend Travel Type details:

1. From thePersonnel Screemenu, seledvhai nt ai n Tabl es, Appl i cati on Tabl es, then
Travel Type. TheTravel Typed.ist Screerappears which looks similar to tRassport Type
List Screenn Figure 6-3, page 80.

2. To add a new Travel Type, click thew ] button. To edit an existing Travel Type, highlight
from the list and click thgedit] button. TheTravel TypeMaintenance Screemppears. This
screen is similar to thRassport Type Maintenance ScreerfFigure 6-4, page 81.

3. Enter or change data in the various fields as redui
Travel Type The name for the Travel Type.
Description Textual description for the Travel Type.

Unassignable If you no longer want this option to be useablenmittETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3 General Tables

General Tables can be accessed from the Batisonnel Screerselect the appropriate individual
table from the pull-down menu at the top of theesar.

E= Personnel [_ O]

File  |ndividualzs Uit Reports | Maintain Tables Peta Help

Application Tables » |

General Tables ALbility Areaz

Ability Levels
Professional Areas
Qualification Lesvels
Vigion Areas

Vision Lewvels
Drriveer Status

Figure 6-10 Personnel Screen,
showing General Tables menu

Puositions
Job Assignment Types
Leaving Codes

Languages
Language Levels
Pazzport Tupes
Waluable ltems
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The Applications Tables sub-menu allows the tablesvn to be maintained. These are described
individually below (in alphabetical order).

6.3.1 Ability Areas Table

Abilities, or Ability Areas, are used both for inglluals, listing their skills, and for Units andbJo
positions, listing what is needed. To add or am&litity Area details:

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, then
Abi ity Areas. TheAbility ArealList Screerappears which looks similar to tRassport
Type List Screem Figure 6-3, page 80.

2. To add a new Ability Area, click tHelew ] button. To edit an existing Ability Area, highligi
from the list and click thggdit| button. TheAbility AreaMaintenance Screeappears. This
screen is similar to thRassport Type Maintenance ScreerfFigure 6-4, page 81.

3. Enter or change data in the various fields as redui
Ability Area The name given to the Ability Area.
Description Textual description for the Ability Area.

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3.2 Ability Levels Table

To add or amend Ability Level details:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Abi lity Level s. TheAbility LevelList Screerappears which looks similar to tRassport
Type List Screeim Figure 6-3, page 80.

2. To add a new Ability Level, click tH@lew | button. To edit an existing Ability Level, highhigit
from the list and click thiedit] button. TheAbility LevelMaintenance Screeappears. This
screen is similar to theassport Type Maintenance Scréerfrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
Ability Level The numerical Ability Level.
Description Textual description for the Ability Level.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.

6.3.3 Job Assignment Types Table
To add or amend Job Assignment Type details:

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, thenJob
Assi gnment Types. TheJob Assignment Type List Screspears which looks similar to the
Passport Type List ScreemFigure 6-3, page 80.

2. To add a new Job Assignmeénype, click theg New | button. To edit an existing Job Assignment
Type, highlight it from the list and click thedit] button. Thelob Assignment Type Maintenance
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Screemppears. This screen is similar to Bessport Type Maintenance Screerfrigure 6-4,
page 81.

3. Enter or change data in the various fields as requi
Job Assignment Code The short code for th#ob AssignmentType.
Description Textual description for théob AssignmentType.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then|Close] (or[New ] to enter another option). Cli¢klose | again.

6.3.4 Driver Status Table

Normally the driver status should not be changemlvéier, you may need to add an entry for local
requirements. To add or amend Driver Status details

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, then
Dri ver Status. TheDriver Status List Screesppears which looks similar to tRassport
Type List Screem Figure 6-3, page 80.

2. To add a new Driver Status, click button. To edit an existing Driver Status, hightig
from the list and click thgedit] button. TheDriver Status Maintenance Screappears. This
screen is similar to theassport Type Maintenance ScreerfFigure 6-4, page 81.

3. Enter or change data in the various fields as redui
Driver Status The short code for the Driver Status.
Description Textual description for the Driver Status.

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3.5 Document Type and Document Type Category Tables

These two tables work together. It is possiblestiord details of personal documents, such as visas,
health insurance, for a person. Since there arg passibleDocument Types these are grouped

into Document Type Categoriesso, for example, we may have an Document Typedoay
INSURANCE and within this category we may have Dueunt Types TRAVEL INS., HEATH INS.,
CAR INS., etc. Categories should be set up befatvidual Document Types because when you set
up an Document Type, you must assign it to an iegistategory.

Document Type Category Table
To enter a document type category:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Docunment Type Cat egory. TheDocument Type Categokyst Screerappears which looks
similar to thePassport Type List ScreémFigure 6-3, page 80.

2. To add a new Document Type Category, click| tes | button. To edit an existing one, highlight
it from the list and click thggdit] button. TheDocument Type Category Maintenance Screen
appears. This screen is similar to Bessport Type Maintenance Screerrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
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Document Type Category The short code for the Document Type CategomndSe this
carefully, because it cannot be changed later.

Description A clear description of the document type.

4. Unassignable If you no longer want this option to be useablehimittETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

5. Click[Save], thenClose] (or[New] to enter another option). Cli¢Rlose | again.

Document Type Table
To add or amend a document type:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Docunment Types. ThePersonal Document List Screappears, which looks similar to the
Passport Type List ScreémFigure 6-3, page 80.

2. To add a new Personal Document type, click tlea | button. To edit an existing one, highlight
it from the list and click thggdit ] button. TheDocument Type Maintenance Scre@pears. This
screen is similar to theassport Type Maintenance Scréerfrigure 6-4, page 81.

3. Enter or change data in the various fields as requi

Document Type The short code for the Document Type. Choosedhiefully, because it
cannot be changed later.

Description A clear description of the document type.
Category Select the category to which this document tyglenms.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then|Close] (or[New]to enter another option). Cli¢klose | again.

6.3.6 Languages Table
To add or amend Language details:

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, then
Language. TheLanguage.ist Screerappears which looks similar to tRassport Type List
Screenn Figure 6-3, page 80.

2. To add a new Language, click button. To edit an existing Language, highligtitaim
the list and click thégdit] button. TheLanguage Maintenance Screappears. This screen is
similar to thePassport Type Maintenance Screeifrigure 6-4, page 81.

3. Enter or change data in the various fields as redui
Language Code The short code for the Language.
Description Textual description for the Language.
4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3.7 Language Level Table

The language levels cannot be altered. However pibssible to add additional requirements if
required. To add or amend Language Level details:
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1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Language Level . TheLanguage Levdlist Screerappears which looks similar to the
Passport Type List ScreémFigure 6-3, page 80.

2. To add a new Language Level, click button. To edit an existing Language Level,
highlight it from the list and click thedit| button. TheLanguage LeveWlaintenance Screen

appears.
. ¥ Language Level Maintenance M=l E3
File Edit Help
Language Level: |20
Description: IPericient + Signing For the deaf
Comment;
. Proficient and also able to communicate using sign language for the
Flg_ure 6-11 Language Level hard of hearing.
Maintenance Screen
[~ Unassignable Date: I
[ I Delete Save I Close |
Fnter data or press ESC to end. v

3. Enter or change data in the various fields as requi
Language Level The numerical Language Level.
Description Textual description for the Language Level.

Comment Enter this box the text you want to appear ifiaformation screehwhen the
Level Comrent button is pressed in thiersonal Language Maintenance Screen
(Figure 2-11, page 23) or tlnit Language Maintenance Scre@fgure 4-19, page 65).

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click [Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3.8 Leaving Codes Table

To add or amend Leaving Code detalils:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Leavi ng Code. ThelLeaving Codé.ist Screerappears which looks similar to tRassport
Type List Screeim Figure 6-3, page 80.

2. To add a new Leaving Code, click button. To edit an existing Leaving Code, hightigh
from the list and click thiedit] button. TheLeaving Code Maintenance Scremppears. This
screen is similar to theassport Type Maintenance Scréerfrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
Leaving Code The short code given to the Leaving Code.
Description Textual description for the Leaving Code.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.
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6.3.9

Local Personnel Data Table

Local Personnel Data is used by an office to regerkeral (non-application) personnel data which is
only relevant to that office. The local office cegt up any number of special data fields to record
this. This data is not exported when a partnexeaed. BETRA contains two other similar types of
locally-defined datatocal Application Data, which relates to specific applications, dratal

Partner Data, which stores more general information about pagiinot personnel data).

Local Personnel Data is set up from Bersonnel Screemenu, by selectinyhi nt ai n Tabl es,
General Tabl es, thenLocal Personnel Dat a.

The procedure to follow is very similar to that taycal Partner Data, as described for the Partner
module, so it is suggested that users refer tqlink for Local Partner Data in the index of the
PARTNER USERGUIDE — at the time of writing it was section 3.6 on @&g.) The only difference is
that Local Personnel Data only refers to partnédass Person, so there is no need to select the
partner class.

Note Local Personnel Data replaces the user-definfilgs that previously existed in Offige

Specific Data and Personal Data.

6.3.10 Passport Type Table

To add or amend Passport Type details:

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, then
Passport Type. ThePassport Typéist Screerappears as shown in Figure 6-3, page 80.

2. To add a new Passport Type, click fRew | button. To edit an existing Passport Type, hidtlig
it from the list and click thggdit] button. ThePassport Typ#laintenance Screeappears. This
screen is similar to thRassport Type Maintenance ScreerfFigure 6-4, page 81.

3. Enter or change data in the various fields as redui

Passport Type The short code given to the Passport Type ¢dusot be changed if the
form is from the standard set of choices).

Description Textual description for the Passport Type (thishcaitbe changed if the form is
from the standard set of choices).

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3.11 Positions (Jobs and Roles) Table

Page 90

This table lists the positions that a member cae lima team or office. These are known as jobs or
roles in a unit. Some of the possible roles areoitigmt to the Caleb system, since they define sight
to access certain parts of Caleb.

To add or amend Job Position details:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Posi t i ons. Position List Screeappears which looks similar to tRassport Type List Screen
in Figure 6-3, page 80.

2. To add a new Position, click thigew ] button. To edit an existing Position, highlighfritm the
list and click theEdit] button. ThePosition Maintenance Scre@ppears. This screen is similar to
thePassport Type Maintenance Screerrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
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Position The name given to the Position.
Description Textual description for the Position.

Unassignable If you no longer want this option to be useablehimitPETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New]to enter another option). Cli¢klose | again.

6.3.12 Professional Area Table
To add or amend Professional Area details:

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, then
Pr of essi onal Area. TheProfessional Area List Screa@ppears which looks similar to the
Passport Type List ScreemFigure 6-3, page 80.

2. To add a new Professional Area, click fRew | button. To edit an existing Professional Area,
highlight it from the list and click thedit| button. TheProfessional Area Maintenance Screen
appears. This screen is similar to Bessport Type Maintenance Screeifrigure 6-4, page 81.

3. Enter or change data in the various fields as redui
Professional Area The name given to the Professional Area.
Description Textual description for the Professional Area.

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3.13 Qualification Level Table

To add or amend Qualification Level details:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Qual i fication Level.TheQualification Level List Screemppears which looks similar to
thePassport Type List ScreémFigure 6-3, page 80.

2. To add a new Qualification Level, click theew | button. To edit an existing Qualification Level,
highlight it from the list and click thedit ] button. TheQualification Level Maintenance Screen
appears. This screen is similar to Bessport Type Maintenance Screerrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
Qualification Level The numerical value for Qualification Level.
Description Textual description for the Qualification Level.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.

6.3.14 Valuable Item Table

To add or amend Valuable Item details:

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, then
Val uabl e |tem TheValuable Item Name List Screappears which looks similar to the
Passport Type List Scre@mFigure 6-3, page 80.
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2. To add a new Valuable Item, click thew ] button. To edit an existing Valuable Item, highlig
it from the list and click thggdit] button. Thevaluable Item name Maintenance Scregpears.
This screen is similar to tHeassport Type Maintenance Scréerfrigure 6-4, page 81.

3. Enter or change data in the various fields as requi
Valuable Iltem The name given to the Valuable Item.
Description Textual description for the Valuable Item.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New]to enter another option). Cli¢klose | again.

6.3.15 Vision Area Table

To add or amend Vision Area details:

1. From thePersonnel Screemenu, seledthi nt ai n Tabl es, General Tabl es, then
Vi si on Area. TheVision Arealist Screerappears which looks similar to tRassport Type
List Screenn Figure 6-3, page 80.

2. To add a new Vision Area, click theew | button. To edit an existing Vision Area, highlight
from the list and click thggdit| button. TheVision AreaMaintenance Screeappears. This screen
is similar to thePassport Type Maintenance Screerrigure 6-4, page 81.

3. Enter or change data in the various fields as redui
Vision Area The name given to the Vision Area.
Description Textual description for the Vision Area.

Unassignable If you no longer want this option to be useablehmitPETRA, check this box.
You can then enter@ate in the box to show when this option was made ugaable

4. Click[Save], then[Close] (or[New | to enter another option). Cli¢Rlose | again.

6.3.16 Vision Level Table

To add or amend Vision Level details:

1. From thePersonnel Screemenu, seledvhi nt ai n Tabl es, General Tabl es, then
Vi si on Level . TheVision Level List Screemppears which looks similar to tRassport Type
List Screerin Figure 6-3, page 80.

2. To add a new Vision Level, click theew] button. To edit an existing Vision Level, highligh
from the list and click thiedit| button. TheVision Level Maintenance Screappears. This
screen is similar to th&pplicant Status Maintenance Scraerfigure 6-7, page 82.

3. Enter or change data in the various fields as requi
Vision Level The numerical value for Vision Level.
Description Textual description for the Vision Level.

Unassignable If you no longer want this option to be useablehimitPtETRA, check this box.
You can then enter@ate in the box to show when this option was made Ligaable

4. Click[Save], then[Close] (or[New ] to enter another option). Cli¢klose | again.
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7.1

7.2

Chapter 7 Event (Conference/Campaign) Maintenance

PETRA has some administrative functions for updating @syying special campaign information.

Some of these are actually Partner module functiomsa reference is included here for
convenience. The subjects referred to in this dragre:

Exporting campaign participants so that they caimperted by other BrrRA installations.

Loading a list of campaigns distributed from thatcal office, and creating a new local
campaign.

Preparing campaign information for archive purpo3éss includes deactivating old campaigns,
and automatically recording participation on indivals’ personnel records.)

Exporting Application Data

As an office receives and processes applicatianshfort term events such as Easter and Summer
Campaigns there is a need to regularly send tfesnration to the central administration office for
the campaign. For most applications this is donexporting the partners and sending the file to the
conference/campaign organiser for loading intortRETRA system.

IMPORTANT  Sending Fields must check that all necessaprnmition has been entered befpre
exporting. This includes not just data enteredhie Application screens, but also information

which is entered through the partner module, ssaeader (for accommodation purposes), etc

Applications can be exported using the facilitieshie Partner module (see theRPNER USER
GUIDE, Chapter 4 for more detail on exporting extractsdividual partners.) To export
applications:

1.

Create a conference extract or a campaign extathé required conferences or campaigns,
giving it an appropriate name.

2. Go to theExtract List Screerhighlight the extract that you have just creatédm the menu bar,
selectFi | e, thenExport Partners in Extract.
3. A dialogue box asks if you wish to export Persarords as well as Family records. Cljdlks],

since applications are Person data. A new boxyskso select a file location for the export file.
Choose a suitable folder and cl{ck]. The data is exported into this folder as a téet Which
can then be sent to the registering office.

Entering New Campaigns and Conferences

Campaigns and conferences are partners of classdddi Unit Type Campaign or Conference. Most
of them are created centrally but it is possiblergmate local events.

7.2.1 Loading Centrally-generated Events

The central administration team will create albighl’ events, and distribute a file to all offic@is
is just a list of partners (class Unit, since iBithe class for events) in the form of an extréot.
enter these into a locaEPRA system it is only necessary to import the extodgdartners, as
described in the ARTNER USERGUIDE under Importing Extracts.
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7.2.2 Creating a Conference / Campaign for Local Use

In exceptional circumstances Campaign units cacréated at a local office, and this is described
now.

NOTE It is recommended that this operation shoulditiee by an experienced user &TRA
and that the System Administrator f@&TRA in the office should be informed.

1. To create a new Campaign Unit follow the instruasigiven in the RRTNER USERGUIDE for
"Entering a New Partner”, of class Unit, using fibieowing information:

Partner Name The name used for the unit should start witbwa tligit year, a colon (:), a

space and a description, for example "2001: CAdfasthe use of this standard format
helps when sorting a long list alphabetically.

Addressee Type select Campaign

Special Type Select the Special Type ‘Campaign’. This is usldn producing reports on
Campaigns.

Location Type Select Field.
From date andTo Date Enter the start and finish dates of the campaign
Mailing Addr. Leave this box clear.
2. From theMni nt ai n menu of thePartner Edit ScreemselectDet ai | and enter the following:

Unit Type Select a conference or campaign Unit type. Urdessof the following campaign
type codes is enteredgRA cannot recognise this as being a conference opaigm, and
so it will not appear on the list of possible casfeces to be set-up on your system.

GC-CONG Global Challenge Conference
GA-CONF Global Action Conference
TS-CONG Teen Street Conference

Country Code Use the same code as the address
Language Code The main language to be used

Acquisition Code Enter Mailroom (Load is used for codes set uprediy by the ETRA
team.)

Campaign Code The code should have 13 characters. The exptanbélow describes the
form of centrally-generated codes. If you are sgttip a local code, make sure that it is
different from any centrally-generated codes, big iecommended to follow the same
format. Codes take the following form (the purpos¢he characters is described below:

LLYYNEEEEEEDD

LL Location - normally the country code of the angang unit, bulGA -
Global Action conference§.S -Teen StreetZZ - Staff Conference

YY Year - 2-digit year, so for 2003,Y is03
N Number - Sequence number of the event at thatilme in this year, so for

the second event in a particular country in a yese?. If there are more
than 10 events in a country, then you can usesetée B, C, etc.
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EEEEEE | Event description - For simple events udesgription likeEASTER.
For a conference or congress @NGRSS. For campaigns split into two
groups of 3 characters as below.

First group of characters EEE - these give thentguwode of campaign,
followed by a full-stop (.), eg ES. (Spain), bubB (Kosova) because
it has no country code), and TPT (Turning poittt distinguish from
LUKE)

Second group of characters EEE - these give thageliam type:

URB (urban)

RUR (rural)

MUS (Muslim)

JEW (Jews)

ASI (Asian)

CHL (children)

EAS (East European)

CHU (with local church)

CHP (church planting)

MIX (mixed)
DD Days - The number or days the event will lastisTaffects the conference
cost. For a campaign, this is the total numberaysdor conference +
campaign.

Example: The code below is for campaign in Greac2001. It follows a conference in Albania,
which is the first Albanian campaign in that ye@ihe campaign involves a mixture of activities,
and will last for a total of 28 days, including thetial conference.

ALO11GR. M X28

PETRA Support Team: If units are to be used in other offices, thesstbe created by th&aPRA
support team using keys under the OM root (00010000Before creating the first unit, set
p_partner_ledger record for this to have the stgitey YY0000, where YY is the current year,|so
for 2001, use 010000). This requires a specialpatc

7.3 Changing Status of Campaign Units (Active / Ina  ctive)

Information about short-term campaigns that halmmided duration (for example, a summer
outreach) can continue to be held @t®a after the event has passed. This allows a usgewothe
information but without it appearing in many of timenu options, which would otherwise be
confusing.

Past campaigns can therefore be set to ‘Inactte#tis (this is sometimes called ‘retired’).
Campaigns are a type of Unit, and can be set tiirgastatus manually within the Partner module.
(See information on ‘Retiring a Partner’ in theRPNER USERGUIDE). However, because a large
number of campaigns require to be set to inactats each year, there are two special functions
which can be used to change the active statud ofaipaign units in a given year:

» De-activate Campaign Units Sets the status of all campaign units for a ehg®ar to the
inactive status. (PrrA actually looks for digits 3 and 4 in the campaigale.)

» Activate Campaign Units Re-sets the status of all campaign units fdia@sen year to the
active status.

When a campaign is ‘inactive’ it will only appearthe ‘Partner Find - Unit’ lists if thal | search
option is selected. Furthermore, an inactive cagipuill not appear when producing a Conference
Report.
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TIP The Activate and Deactivate functions cam &l used when change the majority, but notfall,
of campaigns to the inactive statisxample: In September, an office decides that mtsvado
change the status of 35 Easter and summer 2002 agngto ‘in-active’ as it prepares to enter
campaign data for the 2003 campaigns. However ettsge 3 remaining 2002 campaigns which
need to be kept as ‘active’. To do this use theaBterate Campaign Units function for the ygar
2002 and then change the status of the 3 remainargpaigns manually back to the ‘active’
status, using the Partner Module.

7.3.1 De-activating Campaign Units
To change the status of all campaign units foraseh year to ‘in-active’ follow the steps below:

1. From the menu bar at the top of the miae@rsonnel ScreeselectUni t s thenDe- Acti vat e
Canpai gn Uni t s. This brings up th&vents Activate / De-Activate Year Select Screen.

De-Activate Events [ x|
Enter the vear of the events that should be de-activated:
Figure 7-1 Event Activate / De- Evert Year: [z001

Activate Year Select Screen

oe_| wo_|

2. IntheEvent Year box enter the year for which you want the Campaig@onference events to
be set to in-active status.

3. Click the[oK] button to complete the de-activation process.

7.3.2 Activating Campaign Units

To restore the status of all campaign units fon@sen year to ‘active’, the procedure is the almost
the same as that described in section 7.3.1 fartidlaéing Campaign Units. However, to start it,rfro
the Personnel Screen, selelni t s, and therAct i vat e Canpai gn Uni t s. Enter the Year for
which you wish to reactivate campaigns and dla.

7.4 Converting Campaigns into Previous Experience R ecords

A method is provided for taking the details of@mpaigns and converting the information into
Previous Experience records (see section 2.2.1k p4.) for every campaign participant. This
removes the need to create these records indiydealevery participant after they have completed
a short-term campaign.

A method is also provided to reverse the convergrocess in case it has been done by mistake.

7.4.1 Converting Campaigns to Previous Experience

To globally convert all campaign information intadividuals’ previous experience records follow
the steps below:

1. From the menu bar at the top of the maarsonnel Screeselectl ndi vi dual s then
Previ ous Experience thenConvert Canpaign to Previ ous Experience. This
brings up theConfirm Creation of ‘Previous Experience’ recordmdgue Box
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Confirm Creation of ‘Previous Expenence’ records

Thig will create a 'Previous Espenence’
record for every application that has :

Flgurg 7-2 Conﬁrm Creation of 1. An 'Event’ matching the year pou pravide.
‘Previous Experlence’ records 2. An application status of &' [Accepted),

DIalOgue Box Do you want to create these records?

2. As indicated in the dialogue box ensure that the ¢enditions are true for each campaign record
you want converted to previous experience.

3. Click the[Yes]| button to continue. Thave Convert/Remove Report tiile. selection screen
appears. This is just a file browse screen for yaumputer, showing all folders.

4. Select the location of the file where you want @kena copy of the converted data, and enter a
file name (ending with .txt, since it will be a teite). Click the[OK] button. This will take you to
the Convert/Remove Previous Experience Scresth the pathname for the selected file shown

in the box.
Figure 7-3 Convert to Previous Event Year: Izuuz
Experience - select Year and File Mame: IC:".MY DacumentsiPendinglConvert | PATHl

File

Cancel | Help |

5. Enter the year for which you wish to convert cargpaito previous experience. Cli@]. A
Summary Report Screappears giving details of the Previous Experieecends which have
been created. Click on thek] button to complete the process.

7.4.2 Removing Campaigns from Previous Experience

If you wish to undo a conversion of Campaign infation into Previous Experience records, the
procedure to follow is very similar to that of magithe conversion (section 7.4.1). Follow exactly
the same procedure, except that on the Personregrgcselect Individual, then Previous Experience,
and then Remove Campaign Applications from Previyserience. Once again you will be asked to
name a text file where the results will be recorttedllow you to check them in case there is a
problem.
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Chapter 8 Caleb Registration

The Caleb Registration Shepherd provides a sinfphay of ensuring that all relevant data has been
entered for a partner before exporting froBTiRA to Caleb. This is especially useful for new people

You can run the Caleb Registration Shepherd fraheethe main Personnel Module Screen (menu
bar iteml ndi vi dual s >Cal eb Regi stration Shepherd). Alternatively, if you are
working on an individual, you can run this from theividual Data Screen, (Figure 2-2, page 15),
using the menu bar itebrmdi vi dual >Cal eb Regi strati on Shepherd.

The Shepherd takes you through screens to reviewdta needed in the Caleb Registration export,
allowing you to check and enter any missing infarora Most of the screens are simple, and it is
obvious what to do. However, some screens are owmplex, and these are explained below.

This screen is used to enter details of
commitments. More than one can be
entered.

Enter the details of the first commitment in
the upper part of the screen. For more
information on commitments see section
2.2.13, page 26.

Click | Add to List Below | to transfer this
commitment to the list of commitments in
the lower half of the screen. To add a
second commitment, clidiew |.

To edit a commitment, double-click it in the
lower list, to bring the details to the upper
part of the screen. To delete a commitmen

highlight it and clicK Delete ] .

Version 2.2a (Apr 2008)

: CAS-4 Current Address =10l x|
i The screen is |n|t|a||y disab|ed, Showing the  CAS5-4: Current Address (to edit it press the "Edit Address" Button)

E best address for the person. To edit the MOTE: Essential information is marked with a *

i address' C"C ) Addrl: | |Person's Address

+ If you know that there should be a second Straet-z; |16 Cedar Closs

¢ address for a person, this can, in theory, b Addr: |

i entered from this screen by clicking on City: [Santa Barbara Courty:

i |Find Address | for an address that already Post Code: Location Type: |HOME -]

i exists in RTRA or| New Address | for a Country: | GO GRENADA |

i completely new address. However, if this Fhone: | Alternate: | (¢ B Edrezss

i Shepherd screen does not show whether Fax: | | Mobile: |

: additional address have already been addk * Email: | From: [L4-Mav-2007 __ Mew Address

. for this partner, so if in doubt, always use WEB URL: | Toi | oo

i thePartner Edit Screemather than this

i Shepherd Screen.

E Help | Cancel | < Back | ’ﬂele Einish |

i Fnter data or press ESC to end. Y
| CAS-6 Commitment Information =10l x|

ZAS-6: Commitment Information

MNOTE: Essential information for a commitment is marked with a *

— Edit Commitment Details

* Receiving Field... 0042000000 Zaventem

* Sending Field. ..

* Commitment Start Dake: |05-JUL-2007 Commitment End Date: IZB-SEF‘-2UDB
* Commitment Status: [OMER CMer on OM & months or longer, not yet long-ter

0035000000 Switzerland

Recruiting Field. .. IDDSSDDDDDD Switzerland
Comments: =
h
=T | Add to List below |

— List of Commitments (0 Current)

Edit | |5tatus |start Date [EndDate  |Receiving Field| Sending Field [ =
Delete |
-
| | 3
Help | Cancel < Back I Mext = I Einish |
nter data or press ESC to end.
%
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CAS-7 Job Assignment Details

This screen is used to enter details of
commitments. More than one can be
entered.

Enter the details of the first commitment in
the upper part of the screen. For more
information on commitments see section
2.2.13, page 26.

Click | Add to List Below | to transfer this
commitment to the list of commitments in
the lower half of the screen. To add a
second commitment, clighiew |.

T(IJ edit Ia (t:Otml'Elt.me:]r:, ddOIiblle_(t:ll(ilr(] itin the Edit | Unit: Ky [Unik PositionfRole Assist, [From Date =
ower list, to bring the details to the upper
part of the screen. To delete a commitmen %I 0072000000 Mepal PEQ-DENTIST Mo 30-4PR-2007

highlight it and click Delete] .

E Caleb Registration Shepherd (Mr Han-sae Lee) = -10] x|
CAS-7: Job Assignment Information (only needed For specific Caleb Roles)

MOTE: Essential information for a job assignment is marked with a *

— Edit Job Assignment Details
Type: | F Full-Time Figld j

* From Date; |11-MAY-2007 Tao Date; I2D-APR-ZUDB
* Unit Key. .. | 0072000000 Mepal
* positionyRole. . || LDR-TEAM-LEADER.  Team Leader |

[ assistart to selected Position

Leaving Code: I j Updated: Ilﬁ-MF-\'f-ZDD?

Mew | Update im List belowl

— List of Job Assignments (2 Current)

0072000000 Mepal MIN-MUSICTIAM Mo DI—JAN—ZD?
4

ul |

Help | Cancel < Back Mext = | Einish |

Fnter the assignment code Y
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Index for Personnel User Guide

Tip If using Acrobat Reader to view on line, you gamp to the page. Find the item in the indgex,
click once in the box at the bottom of the Readegen to highlight the field, type the page numper
you want, and then press the <Enter> or <Rtn> Khis takes you immediately to the page.

| i4 qq 35 of 199 >L bl | o |

ability
job ability, 59
personal ability, 23
table (list of choices), 88
unit ability, 64
ability level, 88
admin grant, 31
allowance, 31
application forms
enter for application, 43
table (list of choices), 81
application office specific data (short), 43
application status
entering (long-term), 48
entering (short-term), 40
table (list of choices), 82
application type
entering (short-term), 39
table (list of choices), 83
applications, 37
browsing, 49
exporting, 95
introduction, 8
long-term, 47
short-term, 38
Area, OM, 7
arrival point
selecting, 42
setting up table, 84
table (list of choices), 84
assignment type, 63
birthday list, 71
browsing applications, 49
Caleb
assigning roles, 27
defining a role, 92
registration shepherd, 101
campaign code format, 96
campaign options report, 72
campaign role,Seeevent role
campaigns,Seealsoapplications
activate, 97
convert to previous experience, 98
de-activate, 97
entering new campaigns, 95
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exporting participants, 95

maintaining, 95
child unit, Seeunit hierarchy
commitment period, 26, 58
commitment report, 71
conference

creating, 95

maintaining, 95
conference language, 42
conference role Seeevent role
costs (unit costs), 66
country/event preference level

table (list of choices), 84
currency (for unit), 67
departure point

selecting, 42

setting up table, 84
dietary needsSeespecial needs
document type

set up category, 89

set up type, 89
download campaign data, 8
driver status

entering individual, 17

table (list of choices), 89
emergency contact

entering relationship, 31

viewing emergency contacts, 16
event maintenance, 95
event role

entering in application, 41

table (list of choices), 85
expenditure, monthly, 31
experience, 60, 61
exporting applications, 95
exporting partner, 9% eealso PARTNER USERGUIDE
fellowship group, 42
Field, OM, 7
Forms tab (applications), 43
forms, application forms table, 81
Global Action, 7
Global Challenge, 7
Global Service, 7
individual data report, 73
individual data screen, 15
interviews, 16
job ability, 59
job assignment, 27, 62
job assignment type

table (list of choices), 88
job language, 60
job positions

entering for unit, 58

table (list of choices), 92
job type, 58
job vision, 62
joining charges, 67
language

enter for person, 22

Personnel User Guide

Version 2.2a (Apr 2008)



Personnel User Guide PETRA Index

entering for job, 60

table (list of choices), 90

unit, 65
language level

table (list of choices), 90
leadership rating, 41

table (list of choices), 85
leaving code, 63

table (list of choices), 91
level of publicity, 58
local application data

enter for partner, 49

report, 72

setting up fields, 86
local personnel data

entering, 21

report, 72

setting up fields, 92
long-term applications, 47
medical needsSeespecial needs
mother tongue

enter using shepherd, 34

enter without shepherd, 22
office specific data Seelocal personnel data

application (short), 43
OM contact

entering in application, 41

table (list of choices), 86
parent unit, Seeunit hierarchy
part-time, 59
party type

table (list of choices), 86
passport details, 17
passport type

table (list of choices), 92
personal budgets, 30
personal data, 16
personal document expiry report, 72
personal documents, 18
placement person, 41
positions, Segjob positions
pre-conference roleSeeevent role
preference level

table (list of choices), 84
preferred event, 40, 48
pre-selection form, 75
professional area

entering, 22

entering individual, 61

table (list of choices), 93
progress reports, 29
publicity level, 58
qualification level, 22

table (list of choices), 93
qualification, individual, 22
qualification, job, 61
report

birthday list, 71

campaign options, 72
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commitment, 71
local personnel/application data, 72
personal doc expiry, 72
reports
general, 76
Individual Data Report, 73
multiple-record, 76
pre-selection form, 75
progress, 29
short-term events, 73
single-record, 76
special personnel, 69
shepherd
Caleb registration, 101
conference shepherd, 44
personnel data shepherd, 31
short-term (GCAS) shepherd, 44
short-term application - introduction, 8
special needs, 19
support costs, 67
personal budget, 30
table maintenance, 80
training period, 58
translating, 23
travel details, 42
travel type (table (list of choices)), 87
unassignable choices, 79
unit abilities, 64
unit costs, 66
unit evaluations, 67
unit hierarchy, 55
adding a child unit, 56
adding a parent unit, 56
deleting a child unit, 57
unit jobs, 57
adding a job, 58
unit language,Seelanguage
unit type, 96
unit vision, 66
units, 53
creating new, 53
deleting, 55
modifying, 55
valuable item
entering, 20
table (list of choices), 93
vision area
entering (for job), 62
entering (for unit), 66
table (list of choices), 94
vision level
entering (for job), 62
entering (for unit), 66
table (list of choices), 94
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