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The Human Resources feature lets you keep detailed records of your employees. You can register and maintain employee information, such as employment contracts, confidential information, qualifications, and employee contacts.
You can also use Human Resources to register employee absences, which allows you to analyze registered absences as necessary.
To start using Human Resources, you must set up employees and other basic information. You can also associate various codes to an employee, which allows you to filter information and view specific employees.
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To use the Human Resources feature, you must set up employees by creating a new employee card. From the employee card, you can enter basic information about the employee or update an existing employee's information. By setting up employees and related information, you ensure that relevant data is always readily available.
You can modify an employee's details at any time. Keeping up-to-date records about your employees simplifies personnel tasks. For example, if an employee's address changes, you can register this information on their employee card.
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When you set up a new employee, there are fields that must always be filled in, fields that can be filled in as needed, and fields in which you cannot enter anything.
To set up an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Create a new employee card. On the Home tab, in the New group, choose New.
3. Fill in the fields on the card. The No. field is required.
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You can use alternative addresses to keep track of your employees’ location, for example if they are stationed abroad, on a long business trip, or residing at a summer residence.
To set up an alternative address for an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Select the relevant employee card.
3. On the Navigate tab, in the Employee group, choose Alternative Addresses.
4. Fill in the fields with the information for the alternative address.
Repeat the procedure for all alternative addresses you want to set up for the employee.
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If you want to enter information about an employee that is additional to the information that you enter in the various fields on the employee card, you can enter the information as text on comment lines.
To enter comments about an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Select the relevant employee card.
3. On the Navigate tab, in the Employee group, choose Comments. The Comment Sheet window opens.
4. By default, the Date field is set to the work date, but you can modify the date, if relevant. You can also leave the field blank.
5. In the Comment field, enter the comments as text, up to a maximum of 80 characters.
6. Fill in as many lines as you need.
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If you have a digitalized picture of an employee, that is, a picture that is a file in .bmp format, you can insert it on the employee card.
To insert a picture of an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Select the relevant employee card.
3. On the Navigate tab, in the Employee group, choose Picture.
4. Right-click on the Picture field and choose Select Picture.
5. Select the drive, path, and file name, and then choose Open.
The picture is now imported into the Employee Picture window. 
If you want to copy the picture to a separate file, on the Navigate tab, in the Employee group, choose Picture. Right-click on the Picture field and choose Save Picture As. Specify the drive, path, and file name to which the picture will be exported.
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You can set up qualification codes for various qualifications, both academic and practical, that your employees have.
After you have set up the qualification codes, you can assign one or more codes to each employee.
To assign qualification codes to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Open the relevant employee card.
3. On the Navigate tab, in the Employee group, choose Qualifications.
4. In the Employee Qualifications window, fill in as many lines as necessary to register the relevant qualifications for the employee.
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You can set up relative codes for relatives or close contacts of your employees that you may want to contact in case of emergency.
After you have set up the relative codes, you can assign one or more codes to each employee.
To assign a relative code to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Select the relevant employee.
3. On the Navigate tab, in the Employee group, choose Relatives.
4. In the Employee Relatives window, fill in as many lines as necessary to register the employee’s relatives that you want to have on record.
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In the Human Resources feature, you can assign various codes to your employees. Assigning codes enables you to quickly filter all the employees to view or report specific information. You can also search all employees for specific criteria. For example, if your company has a project to complete in France, you could determine which employees are fluent in French.
For each available category, you can set up an unlimited number of codes. For example, if you hire a new employee that belongs to a union not already defined, you can create a new code in the union table and assign it to this employee. You create new codes for all categories in the Setup section of Human Resources.
After you have setup the codes, you can assign them to the relevant employees.
The following section describes a sequence of tasks and how to perform them. These tasks are listed in the order in which they are generally performed.
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You can use cause of inactivity codes to define various reasons for employee inactivity.
After you have set up the cause of inactivity codes, you can enter a code on the employee card for an employee that is inactive.
To assign a cause of inactivity code to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Open the relevant employee card.
3. On the Administration FastTab, in the Cause of Inactivity Code field, select the relevant inactivity code.
Repeat the procedure for all employees that are inactive.
	

	How to: Assign Grounds for Termination Codes to Employees

	See Also  


You can use grounds for termination codes to define various reasons for employee termination.
After you have set up grounds for termination codes, you can enter a code on the employee card for an employee that has been terminated.
To assign a grounds for termination code to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Open the relevant employee card.
3. On the Administration FastTab, in the Grounds for Term. Code field, select the relevant termination code.
Repeat the procedure for all employees that have been terminated.
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You can set up union codes for the various trade and labor unions that your employees belong to.
After you have set up the union codes, you can assign a code to each employee who belongs to a union.
To assign a union code to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Open the relevant employee card.
3. On the Personal FastTab, in the Union Code field, select the relevant union code.
Repeat the procedure for all employees for whom you want to assign a union code.
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You can set up employment contract codes for the various contracts you use in your company.
After you have set up the employment contract codes, you can assign a code to each employee.
To assign employment contract codes to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Open the relevant employee card.
3. On the Administration FastTab, in the Emplymt. Contract Code field, select the relevant contract code.
Repeat the procedure for all employees for whom you want to assign a contract code.
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You can set up miscellaneous article codes for employee benefits and miscellaneous articles, such as keys, computers, desks, and so on, in your employees’ possession.
After you have set up the miscellaneous article codes, you can assign one or more codes to each employee.
To assign a miscellaneous article code to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Open the relevant employee card.
3. On the Navigate tab, in the Employee group, choose Misc. Article Information.
4. In the Misc. Article Information window, fill in as many lines as necessary to register the miscellaneous articles in the employee’s possession.
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You can quickly get an overview of the miscellaneous articles that are in your employees’ possession. This can prove useful when employees resign and must return the company items that are in their possession.
To view miscellaneous articles
1. In the Search box, enter Employees, and then choose the related link.
2. On the Navigate tab, in the Employee group, choose Misc. Articles Overview. The Misc. Articles Overview window opens.
3. On the Actions tab, in the General group, choose Show Matrix.
The columns on the left list the employees. The columns on the right list the various types of miscellaneous articles and indicate which employees have them.
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You can set up confidential information codes for confidential information, such as company pension, stock option plan, salary, and so on, related to your employees.
After you have set up the confidential information codes, you can assign one or more codes to each employee.
To assign confidential information codes to an employee
1. In the Search box, enter Employees, and then choose the related link.
2. Open the relevant employee card.
3. On the Navigate tab, in the Employee group, choose Confidential Information.
4. In the Confidential Information window, fill in as many lines as necessary to register the confidential information that is relevant to the employee.
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You can quickly get an overview of confidential information related to your employees. This can prove useful for keeping track of how many employees have insurance coverage or participate in a stock option plan, for example.
To view confidential information
1. In the Search box, enter Employees, and then choose the related link.
2. On the Navigate tab, in the Employee group, choose Confidential Info. Overview. The Confidential Info. Overview window opens.
3. On the Actions tab, in the General group, choose Matrix.
The columns on the left list the employees. The columns on the right list the various types of confidential information and indicate which employees the information is valid for.
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To be able to administer an employee's absence, you must register the absence in the Absence Registration window. After you have registered the absence, the information can be viewed several ways for analysis and reporting needs.
You can view Employee Absences in two different windows:
· The Absence Registration window is where you register all employee absences, with a line for each absence.
· The Employee Absences window displays the absences for one employee only. This s the information that you entered in the Absence Registration window, filtered by the particular employee.
You can register employee absences on a daily basis or however suits your administrator. To obtain meaningful statistics, you should always use the same unit of measure (hour or day) when registering employee absences.
The following section describes a sequence of tasks and how to perform them. These tasks are listed in the order in which they are generally performed.
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In order for you to be able to manage employee absences, you must register them.
You can register employee absences on a daily basis or at some other interval that meets your organizational needs.
To register employee absences
1. In the Search box, enter Absence Registration, and then choose the related link.
2. Create a new absence registration. On the Home tab, in the New group, choose New.
3. Fill in a line for each employee absence you want to register, and then close the window.
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	To obtain meaningful statistics, always use the same unit of measure, hour or day, when registering employee absences.
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You can get an overview of an individual employee’s absences.
To view an individual employee's absences
1. In the Search box, enter Employees, and then choose the related link.
2. Select the relevant employee.
3. On the Navigate tab, in the Employee group, choose Absences.
The Employee Absences window shows all the absences and the date on which they started and ended.
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You can get an overview of an individual employee’s absences by categories.
To view an individual employee's absences by categories
1. In the Search box, enter Employees, and then choose the related link.
2. Select the relevant employee.
3. On the Navigate tab, in the Employee group, choose Absences by Categories.
4. On the Matrix Options FastTab, on the Actions tab, in the General group, choose Show Matrix.
The Empl. Absences by Cat. Matrix window shows all absences, broken down by causes of absence.
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You can view all employees’ absences, broken down by periods or categories, from the Absence Registration window.
To view all employee absences by category
1. In the Search box, enter Absence Registration, and then choose the related link.
2. On the Navigate tab, in the Absence group, choose Overview by Categories.
3. Set a filter in the Employee No. Filter field in order to view employee absences for an individual or a defined group of employees. For more information, see How to: Set Filters.
4. On the Actions tab, in the General group, choose Show Matrix.
The Absence Overview by Categories Matrix window shows all employees’ absences broken down by the various causes of absence.
	

	How to: Access an Overview of All Employees’ Absences by Periods

	See Also  


You can view all employees’ absences, broken down by periods or categories, from the Absence Registration window.
To view all employee absences by period
1. In the Search box, enter Absence Registration, and then choose the related link.
2. On the Navigate tab, in the Absence group, choose Overview by Periods.
3. Set a filter in the Cause of Absence Filter field in order to view employee absences for specified causes of absence. For more information, see How to: Set Filters.
4. On the Actions tab, in the General group, choose Show Matrix.
The Abs. Overview by Periods Matrix window shows employee absences broken down by periods.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. 
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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