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HOW CAN I HIRE AN EMPLOYEE?

The process of hiring an employee starts on the Interaction Sheet by the selection of operation
Employment. Looking further ahead, types Change and Termination concern to the update

the registration and departure of employees, respectively.

In the case of an Employment, the Employee Number shall only be completed if the
numbering is manual. Otherwise, the NAVHR will determine the number of employee in the
conclusion of the Wizard of Employment, assuming the number following at the last number

of the existing employee.
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WHERE CAN I FIND EMPLOYEE DATA?
The information about Employees in available in the Employee Card
4 View - Employee Card - 0045 - Chris - Gilligan - Griffin ;IEILI

[

- / I

Edit Subsidy Deduction

0045 - Chris - Giligan - Griffin

General

Ma.:

First Name:

Second Family Name:
Last Name:

Initials:

Search Name:

Communication
Identification
Bank

Company
Category

IRS

Actions

Navigate Report
Confract |, Current Account f_‘ Documents i
ork Schedule EE Fixed Remuneration ¢ Historic
Variable

| Assiduity | Statistic

i~ =1 | Employee Picture
|nn45 Sex: IMaIe J Employee Statistics
[enris Birth Date: |15-03—19&9 _J Current Month...  This Year
IG““QEH Nationality Code: us = Processing
July 2013
eriffin Marital Status Code:  [SOL - oo
0,00
Jess Child No.: | 0 0.0
ICGG Driver Licence: - 0,00
Plate: | 0,00
0,00
() Show more fields 0,00
555-0060 v 0,00
0,00
BI 12054098 v |
0,00
Transferéncia Bancaria v Average Value
ADM | A (=] ~ Previous Period
2 < Mext Period
Técnico de Informatica | 01-05-2013 v ext e
Notes

Retributio

NAVHR7.01 CFMD (@)

W _,I/J—‘} : i EQ_I

Assiduity | OneMote Notes
ns

Links

53

A -Dependent Work | Mon Married | Continent

No |0 vj

Close |

HOW CAN I UPDATE EMPLOYEE DATA?

There are several ways to keep the register of an employee.

Direct Maintenence

When the change is minor and there is no danger of forgetting to update a given, can be made
directly to the Employee Card.

In the example below, has changed the phone number of the employee who was hired.

Mote Notes

Links

NAVHR7.01 CFMD (@)

g ] 5

Date
General -~
Create Employee Historic MName: IManueI Mato Gongalves
Employee to.; - [0001 HstorcDate: [o307 25 5]
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After the change, the Historic Window, it gives the record date, and corresponds to the last
day on which the initial situation prevailed. By default, assumes the date of the day the change.
Note that if the change is being performed on the same day that the loan was made (regardless
of date of admission), it appears the Historic Window to the extent assumed by default that
an amendment on the same day admission is due to incorrect starting time of employee
admission, not doing so save the historic sense of the previous situation. Similarly, you cannot
make changes by registered prior to employee admission date.

Maintenance by Wizard

If the changes are more substantial and go through various aspects of the Employee Card, may
be important - not to forget any way - do it through the Interaction. This time, the Type you
choose is Change, and must identify the employee and the date of the amendment, which

DD

Next
corresponds to the last day of the initial situation. Then it is a matter of pressing the button ! *
'.“-‘,-":?
Finish
to until it is active : by changing what there is to change. An example of this type of

change is the Civil Status, which can interfere with the State Civil and address, for example.
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HOW CAN I INCREASE A SALARY OF AN EMPLOYEE?

When the information is not to update at the Employee Card but the attributes associated with
it, and these are fixed in time for dates, also may be necessary to update.

If it is to define a record, just change the date that is in the field by the date.

If it is to introduce a new (to maintain the historical baseline, so you can insert a new record and
use the Copy that exists in most attributes, the level of the leftmost button on the bottom right.

Al Edit - Employee Fixed Remuneration Card - 0045 - 01-06-2013 - 31-12-9999 =] 4
Home Actions MNavigate NAVHR7.01 CFMD ':@'
= £D) | Ny =T
= =& New i o |
Copy View . Dimensions Motes  Links
74 Delete

0045 - 01-06-2013 - 31-12-9999

General -~
Employee Mo.: |0045 Remun. Level Description: INSo Aplicavel
Name: IChris Gilligan Griffin Department Code: I d
From Date: Wj Project Code: | d
To Date: WZI Currency From Date: IW
Remuneration Category Code: NA - Currency Code: I—ZI
Remun. Category Description: |N§o Aplicivel Amount: 1.024,00
Remuneration Level Code: NA - Amount (LCY): 1.024,00

4:\ ) Show fewer ficlds

Fixed Renumeration Lines “
J . Dimensions | Filter 7 Clear Filter

Remunera... Remuneration Description Amount Percentage Qty Constant...

1000 endmento Base 1.024,00 0,00
CGA b

Ok |

This feature copies to a new record everything which appears on the original, with the exception
of dates. If these overlap in relation to the ancient record, it will suffer a limitation in terms of
their dates so that there is no overlap of records in the same time interval.

DOES THE SYSTEM KEEPS AN HISTORY OF MODIFICATIONS?

In terms of Employee Card, Employee History is available to drill down in the box or the
Administration tab button or by Employee.

Whatever form it takes, you can access the Historic List.
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Al view - Employee Historic List B [m]
1
Home Actions Mavigate NAVHRZ.01 CfMD @
-E"“J =E - N =l s®
/ ; IJ\& = ] 4 ﬂlzlJ —./—': i
Edit View Dimensions Descriptions Changes Show Show as Onelote Motes  Links
as List  Chart
Employee Historic List v| | Type to filtter (F3) | Employes No. s | = | '::V_::'
Sorting:  Entry Date « i.l,"’ Mo filters applied
Employee ... Entry Mo, | Entry Date Mame Search Ma... ID Card Pz
0045 1 04-07-2013  Chris Gilligan Griffin CGiE 12054098 PC
1| | i
Close |

By press the button Employee Historic, you can acess the card of de selected record.

The Historic is in many ways similar to the Employee Card but is not editable and contains no
Administration separator.

HOW CAN I TERMINATE A CONTRACT ?

44 Edit - Update Employee Data o ] 4|
1
Home  Actions NAVHR7.01 CfMD (@)
:_:—\ » [j> * . Dimensions I'] | - &5
= . O Picture == 4 J
View Edit < Mext  Finish Canmcel _ OneMote  Notes  Links
Back - Payroll

Update Employee Data

Step 1::Employee -

Type: ITermination j Termination Reason: I j

Original Company: I UR. Dismissal Motive Code: || j

Original Employee No.: I

Employee No.: IDD?.B j

Date: [1107-2013 j

Series Mo.:

OK |

The operation of Termination when an employee leaves the company is also made at the level of
Interaction. In this case, the type of Interaction is expected to be Termination and should
be completed not only the date but also the Employee No. The process begins by pressing a

DD

Next Finish
button | > |, repeating the process until you finish that is, when the button is enabled:
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a
=
-
Finish
. Data are not editable so that if there is certain information is missing, must be canceled

the process, updated data and then repeated the Termination process.

HOW CAN I RE HIRE AN EMPLOYEE?

There is also the process of Readmission. If an employee has left the company then returns, the
number and form of this employee can be recovered, thus making it more streamlined
registration.

DD
Mext
The Readmition process begins by pressing a button | > |, and this indicates that the system

that the current screen is given as fully completed, can advance to the next until the process
F

L
(T
Wy

Finish

finishes, that is, when the button is enabled . All data are assumed constant except
the contract, schedule and the fixed remuneration, which will appear blank.
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HOW CAN I RECORD ABSENCES AND OVERTIME?
Absences and OverTime are recorder through the Assiduity Journal.
A Edit - Assiduity Journal _I_I— jm] 5‘
Home Actions MNavigate NAVHR7.01 CfMD '@'
7
o/
L
Approved Refused
Employee No.: I vI Approve: -
Assiduity Code: I -I
Employee = Name Assiduity | Description FromDate | ToDate Assiduity | From Time  To Time Assiduity Hours | S.
MNo. Code Days H.
0001 Manuel Matos Gongalves Foo2 Falta Justificada ¢/ Remun. 15-07-2013 = 15-07-2013 1 7,5000 [~
a2 David Ricardo Pereira da Silva Foo4 Falta Injustificada 23-07-2013  23-07-2013 1 7,5000 [~
0003 Ana Sofia Borges Sotto Mayor | FOO3 Falta Justificada s/ Remun. 23-07-2013  23-07-2013 1 7,5000 [~
0004 Miguel Tomé Fonseca de Albu... TS01 Trabalhe Suplementar - 12..,  24-07-2013 | 24-07-2013 1 10:00:00 20000 7
|
<

Absences can be released in days or hours, and both may have a generally pay only the food
effect, or any remunerativediscount. Everything depends on the parameterization.

The Assiduity registration does not mean, however, that these records are in a position to be
processed. First, we must approve them, marking the field Approve.

A4l Edit - Assiduity Journal

Actions
ﬁ

Approved Refused

Navigate

=0l x|

NAVHR7.01 CFMD (g

Employee Mo, : I j Approve: I
Assiduity Code: I j Department Filter:
Select All: 4

Employee ... MName Assiduity ...  Description From Date To Date
0001 Manuel Matos Gongalves FOO2 Falta Justificada ¢/ Remun. 15-07-2013 | 15-07-2013
Qooz2 David Ricardo Pereira da Silva FOo4 Falta Injustificada 23-07-2013 = 23-07-2013
0003 Ana Sofia Borges Sotto Mayor FO03 Falta Justificada s/ Remun. 23-07-2013 = 23-07-2013
0004 Miguel Tomé Fonseca de Albuguergue  TS01 Trabalho Suplementar - 1%Pe... 24-07-2013 = 24-07-2013

l

OK |

By marking also in the field Approving for records to which it intends to give approval, we are
able to press the button Administration and Approve or Reject. Another way to put the records
to the Status In Approval is by pressing the Select All.
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When the records are approved, they are no longer visible in the Assiduity Journal, being

necessary to go to Employee Assiduity Card to consult, modify or delete.

HOW CAN I PAY BONUS, COMISSIONS AND OTHER MONTHLY REMUNERATIONS?

Treatment of Variable Remunerations registration is almost identical to the Assiduity. It is also
used a Journal where remuneration types are set.

i Edit - Variable Retributions Journal

MAVHR7.01 CfMD » Departments » Human Resources (MavHR) » Payroll » Tasks

[

Payroll, Tasks

Variable Retributions Journal
Assiduity Journal

Reimbursement Journal

Analysis & Reporting
Entry Month

Agsiduity by Date

Assiduity by Type

Employee Payroll By Date

Payroll by Date

Payroll by Remun. Code

Employee Payroll G/L Entry by Date
Dedarations

Reporting

Payroll
Chedks Lists

Periodic Activities
Payroll

Manage Labor Contracts

Update Employee Data

HR Notification

Strike Identification

Service Supplier

Integrate Time Entries

Create [ Update 5B51 Occurrences

Actions Navigate

v X %

Approved Refused  Import Variable
Remun.

Employee No.:

Entry Type:

:l'

Extra Payroll:

[al

=l Extra Payroll Code: -

Remuneration Code: -
Period

Month:

Year:

Approye:
Approval
Department Filter:
Select All:

=

=

-lox|

NAVHR7.01 CMD (@)

Remunera... From Date
Type

Subsidy

Employee  Name
No.

0001 Manuel Matos Goncalves

0002 David Ricardo Pereira d.. Deduction

To Date

15-07-2013  31-07-2013
15-07-2013  31-07-2013

Extra Payrol  Extra
Code

J l' 1150

Remuneration
Description

Estadias

Remunera...
Payroll | Code

3000 Sindicato

Qty  Amount Currency
Code

1,00 250,00
1,00 100,00

Corstant  App...
Code

|7

oK

Even the operation of the Journal is similar. By indicating the Employee Number, Entry Type
(Subsidy or Deduction), the Remuneration Code, the Extra Payroll the system can
simultaneously filter and insert a record with these features, assuming the dates of the first and
last days the month in the period. However, it is also possible to release records with To Date
31-12-9999 in the field. The criterion for a remuneration to be variable and not fixed concerns
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over the technical level, the fact that only a fixed remuneration to enter the calculation of the
value by hour and value by day. If the remuneration is a constant associated with the parameter,
just release the quantity that has immediate value. Remember that any decimal field allows simple
arithmetic operations on it.

Depending on how they are parameterized, it is possible to have registrations in value, in
percentage or amount, based on a constant or not.

The approval process is also identical to the Assiduity.

To view or modify the records after approval, we need to go Variable Remunerations in Employee
Card, Employee button and access to Subsidy and Deductions as appropriate, and the Reversal
procedure and Approval or Refusal similar to Assiduity.

HOW CAN I PROCESS COMPANY PAYROLL?

By accessing the Payroll List Card it is included in Periodic Activities, because it's not used
every day.

In this option, we can select the Payroll List Card which corresponds to periods for the
employee’s payroll. In this option, we can select the Payroll list, which corresponds to periods of
processing employees. The Payroll List Card it's also used to configure Payroll periods. Fields
used in retroactive calculation (Last Payroll Period), the date to be inserted into the Banking
Transfer List (Payment Date) and the Accounting Date (Posting Date) are completed in this
card.

A4 Edit - Payroll Card - PO - 201307 - False =1of x|
Home Actions Navigate NAVHR7.01 CFMD ':@'
En X % N so
L 1 i ]
New Delete Payroll Notes  Links

PO - 201307 - False

Payroll Code: PO - Last Payroll Year Period: |2013
Extra Payroll: - Posting Date: I31—0?—2013
Payroll Description: IProoessarnenho Geral Payment Date: |31_07_2013
Period Month: I 7 |Use Document Date: -
Period Year: I 2013 G/L Account: -
Status: IPaonI J Bank File: =
Last Payroll Period: |01-0?-20 13 Mesl Grant Bank File: =
Mon Proc Employees: a
Last Payroll Month Period: IU?
IRS Percentage: I 0,00
Use IRS Month: Il
Fixed Tax: -
Extra Proc, After Mormal Proc.: [T
Consolidation: -

In Employee Filter, are given all employees for payroll process. If the field is blank, it is assumed
that all employees are included in this payroll. Alternatively, you can process a single employee,
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a set or range. In the Payroll Code should indicate which processing to be performed. These
should be in the order of number indicated.

Pressing the Processing button, the process starts, displaying a progress bar and percentage of
records already processed, to give the user the perception of time which would take the case.

Al Edit - Execute Payroll
Home Actions Mavigate

ZZcard | P52
=" Processing gz Integrate GL
,3; Employee |55 Report

Execute Payroll

General

Report

=10l x|

NAVHR7.01 CfMD (g}

|z Receipts A4 | [ variable Retributions (

| Log

Employee Filter: I

Payroll Code: IPIZI j

8 Assiduity

Payroll
Maonth:

Year:

Extra Processing:

Log:

Motes
#= | Links

7
I 2013
-
-

(5) Show fewer fields

OK |

In case you are processing multiple records, you may see a progress bar to give the perception

of the evolution of processing

HOW CAN I ISSUE A PAYSLIP?

Once the process is finished, it can be printed or at least see the receipts (PaySlips) in the screen.

In Employee tab it is possible to filter Employees by Number.
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Edit - Remuneration Receipt

¥

Clear
Filter
Options
Extra Payroll Code:  |FO -
Extra Payroll: -
Period
Morith: I 7
Year: 2013
Mo. of Copies: I 0
Employee

Show results:

% Where

Employee Mo, ~* is || vI

=¢ Add Filter

Print Preview |

NAVHR7.01 CFMD (@)

=1ol]

Cancel |

In the second tab is to be given time and the number of copies. If not 0, for each person are sent
two copies of the receipt: one identified as the Original (s) other (s) and Duplicate (s).

NAVIWPT 7.01

ARQUICONSULT

Remuneration Receipt

Employee Ho. |
Category Description
VAT Reagistration Ho. 214027520
Period: JULy 2013
Establishment Description

2.000€

ADK

R. monthly base:
Department Code

Description Period

Manuel Matos Goncalves
Rua Siddnio Pais, n® 17
1685-028 CANECAS

Income Deduction

07-2013 0
07-2013 1
07-2013 30

Vencimento Base
Seguranca Social
RS

Totals

Liquid Total
Total to Transfer

88,67
12,31

Value day:
Value Hour:

N® of Monthly Hours

1625 Hours

2000,00 0
% 0 271,44
% 0 03,00

2000,00 824,44

1175,56 GBP
1175,56 GBP
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