CIMS — Human Resource Notes
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Position Information — Accumulation in History

CIMS program PRO.300 is the module used to record and maintain all information for an employee
pertinent to Human Resources in terms of employee history and tracking where all staff has been and
done within the district. This information is appended to the existing employee demographic. Specifically,
PRO.300 is used to:

e Maintain annual employment information for all employees (ie: location, FTE, Job, grade and step

e **Further: To maintain unusual occurrence information when the payroll assignment is not complete
enough (ie: employee belongs to multiple locations, employee has more than one job title, assignment
effective dates for payroll do not match H/R)

Maintain annual teaching assignments (ie: Senior High, French, Resource, Math, Team Leader)
Maintain number of hours and with who/what resource Para's/CEA's are assigned to annually
Maintain employee leaves (ie: type of leave, expected return)

Project and report on staffing for upcoming year based on current information + anomolies and
conditions

This PRO.300 information is independent from payroll. Payroll may have access to it but the information
contained is in addition to what is included in the payroll assignment(s). It is the report that compares
current PRO.300 vs. active assignment that reconciles information between the two parties.

*You can expect that in a District with 10,000 students there will be 7,000 entries made annually. Because
CIMS is integrated (with Student to automatically collect current teaching information and Payroll to
automatically collect current job, FTE, location information) manual effort to maintain this
information is drastically reduced.

Preview of what information in history record appears like:

iw. Emplovee Hecord Profile Lines
E mployes

AEDERDEEMNY, WILL

&= p— Hire/Term /Exp
RESS PHYSELD Catg AAcad/Sloills
MAT LEALWE

WITH H. Ji

SF FTE WIT Info/Emg/Benef

Clertif + Endors

sShs Calendar
Worls Calendar

The above history record indicates that Will Abderdeeny:

a) Isa current department Head at Location 01 teaching resource and phys Ed.

b) was on Mat Leave for the end of the 1999/2000 school year

c) had a split teaching assignment at location 08 and location 02 in the 1999 school year
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Understanding the Index Screen

Information is not automatically sorted. When input is appended, remember to ‘A’dd your entry in the
appropriate spot. Most districts choose to maintain their information Newest to Oldest, ie: new
assignment information should be *A’dded before the first line in order to upkeep the top/down approach.

TIP: “‘A’dd will automatically default with the existing assignment information (to assist you in not
having to key everything over again if new assignment reflects current) indicated by Payroll.

Understanding the Input Screen

The Index screen (shown above) shows summary of each history. If you place a 'C'hange beside a line(s)
more detail will appear:

= E Session A - [24 x 80] | _ =] =]
Fil=  Edit Transfer Appearance LCommunication  Aszist Window  Help
| B o= = | " | n, | = | & | |
PrtSern Copy Paste Send FEecv Display Colar Map Record Stop F'la_l,l Gull Clipbrd Support [ Index
451603 FY 3 DEMONSTRATIONM SCHOOL DISTRICT 13:26:31 OQPADEVOOD2
EMS Employee Record Profile Lines Ref: PRO.300L .11
Emp# : 910140 ABERDULIG, JEMNNIFER V. B/20/02 CURRENT *MORE =
Record Type: art A4/16/03 TEACGH 100 .0000
Location: 01 DAKODTA COLLEGTATE DONNA TEACH 2
Hork Location: 06 ECOLE GlLENLOOD 11!04/96 124317529
Position: TEACHER ZORD PERMPROF
SubtypesJob: COACH GRS JR
Status/Leave: RETIRE RETIRED KIMND MATH FPED
Addl Title: SCI SR 1990 PRF
Effective: 9/01/02 To AS2A/703
FTE: 50 . 0000 Skills FTE POSITIONH
Hours/sDay: 2.2512 BAMND 25.0000 3
MATH 50 . 0000 3
Table/sGrd/Stp: TEACH 1 . ENG 3
Comment:
Replace/Acct:
Change/SARH : 3001
Letter Type: SCHEDD
Uork Schedule: DAY oAM - 3:30PM
mEXT1
TEXTZ2
More : Change FA=TIndex F1Z=Cancel Cancel? N
21 /002

e From and To dates identify contract start and end. This is controlled separately from payroll and
allows H/R to run reports based on any effective date range

e Type is important. It indicates types of activity and assist in reporting for major groups, namely;
- AT: Teaching Assignment info containing all FTE, location, salary, job title and subject area info
- AS: Support Assignment info (clerical,custodial..) containing all FTE, salary, comment info
- AC: Assignment Info Casuals or TOCs (Optional) We suggest that maintaining this is not
necessary within PRO.300
- LV: Identifies leave info for staff

e SubType holds job title information, ie: within some payroll groups the position field (eg: CLERIC)

does not contain enough info. Subtype allows you to further breakdown a job group into subgroups
(eg: RECEPT, HEADSEC..)
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e Status/Leave - another sub-group field that allows user to identify TERM, Leave Type, RECALL type
of information on staff.

e Skills/Subjects holds the subject areas and grade levels for the current teaching assignment. Subjects
can be added/deleted. Subject codes must first be pre-defined in EIS.132. Subjects can be auto-loaded
from the master schedule in student or from PSP records (Manitoba).

Tips regarding recording employees with multiple locations

Employees allocated to several locations require manual adjustment multiple lines. Additional lines must
be added indicating the other location(s) information (FTE, Comment). By adding multiple lines for
multiple locations, the employee will appear on multiple location listings with appropriate FTE for each
location.

im. Emplovee Record Profile Lines
ARDERDEENY, WILL

From To e —— Hire/Term/Exp
=k Bl (E)e) Ledeialialat RES/PHYSED Clatg focadiSlills
4,017,929 630,99 MAT LEAVE

2,01/, 99 F3.,31,,99 WITH H. J&
/01,92 3S315799 SF FTE WIT Info/Emg /Benef

Emploves Beports

Certif + Endors

S=zigniment

i

In the example above, in 1999 school year the employee was in total 100FTE but allocated 70% at
location 02 and 30% at location 08.

Tips regarding including position Sub-Type Information

EIS.995 reporting can sub-total employees based on SubType. If the breakdown by Position is not
adequate (ie: does not separate Principals, Admin, Resource, etc) for certain reporting, use the SubType
field. The position field should be quite generic. If you find that the position is too broken down,
generalize it and include the detail in sub-type.

Tips regarding Education Assistant (TA, CEA) Information

The History screen can be used differently for different job groups. Educational Assistants for example
require hour information and comment information could contain Student Name (and CIMS number)
information to link to student.
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Details: Entering Leaves on CIMS

1. Leave location information indicating where employee is on leave from. HINT: Input ONLY the
school/location code ... the system will fill-in the rest of the location information. If the employee is
NOT to show yp on location lists, assign him to a 'leave’ location.

Input Appropriate FTE% at

Position information (Job Code) time of Leave

Input Employe

owiae woiooe e oo JON #10 14:40:38 DEB
loyee Record Pcdlee Lines Ref: PRO.J00L .11

Location:

Position:
FTE
FULL Pay Rate: NS L]
Unit of Pay: MONTHLY
From 9/01/98 To 10/31/98
Accum
Comment : DEFERRED SALARY T
Type: Ly
Pay Table: UPT Grade SUPT Step 2
Misc 1:
Misc?:
Misc3d:
Miscd: S
Skills/Subjects/FTE
/ \ \ |
/ | \ |
/ \ |
Mode: [[hange Fid=Index Fl1Z=Cancel Cancel? N

3. Input Lieave From and Through Datty
4. In comment, completq type of leave and any other useful comment type information
5. CRITICAL - Type must be LV to indicate 'Leave'

6. In Status identify the appropriate Leave Type - For statistical reporting, specifically

- DS Deferred Salary Leave

- ED Educational Leave

- EX Exchange Leave

- MT Mat Leave

- PE Pension Leave

- SK Sick Leave
**Note: You can use Windows Copy and Paste to a) ask to change the active assignment line, b) highlight
with your mouse the area you wish to copy c) select Copy ... d) request to add the new line and Paste
contents of active assignment to new line!
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Entering Multiple Location Information For Employees at more than one location

On an initial assignment add at the beginning of each year, the system automatically builds a record for
each person's primarily location. In order to have the employee show in multiple location listings for H/R,
an additional record must exist in PRO.300 indicating appropriate FTE and the additional location. In the
sample below, the system would have automatically generated this teacher as a .75 FTE at OV Jewitt. In
order to provide better H/R information

- Line #7, the OVJ assignment FTE was edited

- Line #8 was 'A'dded indicating a .25 or 25% FTE at Governor Semple

= E Session A - (24 x 801

ol il B EEAET

2/14/00  Fy 0| | 15:11:55 DEB

ENMS Employee Hecord Frofile Tines Ref: PRO.300L.01

910476 ROM ACCUM : 39.50

Posn FTE TY Comment Subjects
TOP . 0¢ .00 0/00/00 0/00/00
_ 1 VICTD TEACH 100.00 41.75 8/29/95 8/30/96
_ 2 VICTOD TEACH 100.00 4.75 8/26/96 12/31/96 YR
_ 3 VICTO TEACH 100.00 5.67 1/01/97 6/27/97 TB
_ 4 YICTOD TEACH 100.00 h.67 8/27/97 6/30/98 YR ELA GRA
_ 5 VICTO TEACH 100.00 .67 8/28/98 6/30/99 YR ELA GRA4
_ 6 0Y JE SUB 100 .00 6.53 8/31/99 12/31/29 NA MARY HOMEE
_ 7 047 0 TEACH 50.00 5.33 8/30/99 6/30/00 YR HOMEE
_ 8 036 G TEACH 25.00 H.33 8/30/99 6/30/00 YR HOMEE
_ 9 0v¥ JE TEACH 25.00 5.33 8/30/99 6/30/08YPL PERSONAL L UNS
LOCATE Valid Commands: A C D F E Cancel? N

/

Record Type must indicate YR as this is the employees YR (annual
assignment)

**Special Note: Both assignments should carry the subjects
**Note: You can use Windows Copy and Paste to a) ask to change the active assignment line, b) highlight

with your mouse the area you wish to copy c) select Copy ... d) request to add the new line and Paste
contents of active assignment to new line!
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Notes - Identifying Employee Job Titles

In order to attain Employee information in appropriate H/R groupings, eg:

- Admin (VP, PRINC) - Teachers

- Resource - Guidance

- Special Needs - Music

- Physical Education - Technology & Applied Arts
- Library - Para's

- Custodial - Secretarial

Use the Sub-Type field within the H/R record. Position and Sub-Type combined provide full reporting
capabilities for you. Position and Sub-type may reflect payroll job codes to some extent but allow H/R the
flexibility to control their own.

Understanding Annual Assignment — Date Sensitive

The effective from and to dates of the history are critical. By keeping these accurate, it is possible to re-
create and pre-forecast. You can replay any date in history by selecting an effective date. You can
maintain and forecast the future by inputting future effective dates.

As a year comes to completion, the following steps are taken to begin the hiring process for the upcoming
year:

a) current ongoing active assignment information remains in tact

b) Leaves are reviewed and manual adjustments are made for returns (PAY.514 reporting)

c) Expected retirements are noted (End date adjusted, Status Updated, Letter generated EI1S.380)

d) Vacant position information is entered under one vacancy history screen

e) Maintenance begins within the next year assignment, ie: transfers, new leaves, changes in FTE etc.

EIS.995 is available for all reporting and downloading requirements. A wide variety of summary and
detail information is available (refer to EIS995 section).
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Position History - Reporting and Downloading Opportunities

E1S.995 Employee Location Listing/Roster:
Consider this option to be similar to a report writer. Based on your selection it can provide:

e Summary District Information of FTE by location, sub-totalled by Position and/or SubType
e Detail District Information of employees by either location or position
e Detail employee roster by location including subjects, FTE, comments, position, effective dates
e Summary employee roster by location sub-totalled at the bottom by position
e File download to Excel
e Employee Labels
e Skills Listing (eg: provide all employees with RESOURCE skills, or who are currently teaching
RESOURCE)
= E Session A - [24 x 80] [_ [& ] =]
File Edit Transfer Appearance Communication  Assist Window Help
B B|&a| 2l @@ @ &% &2 E|@a
PriScin Copy Paste Send Fecw Display | Color Map Fecord | Stop Flay 1 uit Clipbrd Support | Index
A4/16/03 FY 3 DEMONSTREATION SCHOOL DISTRICT 13:32:44 (PADEVOOOZ
CANEMS Employee Roster/FTE listing PRO. 300 Ref: EIS.995P .02
Default Format: OR Backdate > H0/00/00
Effective Date : _4/16/03 OR Start Range: 0/00/00 0/00/00
0/00/00 OR Stop Range: 0/00/00 0/00/00
Line Typel(s): AT __ _ _ OR Change Range: 0/00/00 0/00/00
_____ Exclude Letter Type __
Locations : Use Work Loc? N
Sector
Position .. SubType .. Changed By
_______ Chgfsar
Stat/Leave
Skills . ...
OR
Summary/Stat ONLY : N
Print Format 1 to 6 "W™ "M": 1 posH/subt¥Yp/Stat N/Y/S5: N
Sort Alpha/lLoc/locPos/Sect L Build File PEIS995D(S) N
If "L"Page Break by Location: ¥ Letter Format o
Subject NonefLong/Short NSL : S Labels None/Addr/Posn |
SubTotal by Subject Area ? N Type 1(3x10) 2(Zx10): 1
Print Address Info ¥Y/N | Label Starting Row _
F3=Exit F4=Index F5=Reset F12Z2=Cancel
03/072

e Can limit the report to specific location(s) (eg: Just one school or all or all high schools ...)

e Can limit report to all positions or selected (eg: TEACH)

e Can select/limit report to employees with certain skills or currently teaching certain subjects (eg:
MATH and SR)

e Can select certain record types (eg: Leaves (LV) or Just Teaching Assignments (AT) or just Support
Staff (AS) or a combination of ... for any effective date range or specific date!

e Can product either detail, summary, or statistical information

e Can run based on start date (everything that started for a particular month), ended (everything that
ended in a particular month), or effective date (anybody that was active for a specified date range
regardless of when the assignment started or stopped) AND Backdate (any items that were backdated)
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Sample Location Listing

Emplayea Razia
[R5 A% S 1202100

BOHOOL: MO Vel S0 Paal

Emplayea hama FTE Pasiian Cammams Doz Daa Sumaos

ML LR, ROE N 0500 TEACHER JabShas wilh b SmiwCa lizan 0SO0DT  0EI0M1 SRS

BLON ., KEW M 1000 TELCHER oaEEEe  0&I0Mm1  GRa

BOVC HUK . EUGEHE 1000 TERCHER 0a01A1 0EI0m1 GRS (2]
CALETO. EMANUEL 1000 TERCHER OH0 N0 0GI0M1 SRT ]
DUTTOH, SWHTH I 1000 WICE-PRIMS  Term Pazlin untildune 20 ON0 100 OG0T ADMIN
EDVE R DS, ROBIN 1000 TERCHER naTEDE  0EI0m1 SRa
HARTh, IMEH . AR EN 1000 TELCHER OaEEEE 0101 GSR3

ISa0r . EORL R 1000 TEACHER 0SI0GT  0&D0M01  EA KD MUSK: ColdP
LAHCASTER. WORSUERITE 0EET TEACHER 0&2EDZ  0EI0M1 RESOUR
MALTMAN. JUDTH 1000 TELCHER 001D 0ol ER1
MARCHEHS K. Lo 1000 TELCHER O&EEEE 0G0 GRa (]
WATYEEE. KA THL EEH 1000 TEACHER 0SDiO0 O&a0m1 SR
MINAKER. BOE 1000 FRINCIPAL OEZEAT  0GIN1 ADMIN

WA MHT 0330 TEACHER 0D 1D OG0

WA MHT 1000 LIBRARLN 0SOoMD OB

FTE Taak 12467
Emplayes Caunt: 12,000

Fikad Wasan
TEACHER 10,170 0000
WICE-P B INCIPoL 1000
FRINCIROL 1000

LIBRAR N 1000

Rrevisw: p?’* L [T [ = PR | o
Sub-Type totals, FTE, totals

o Alphabetical employee roster with FTE, comments, subjects (optional) AND summary FTE totals at
bottom of report! Can include all employees for a location or just by Job Type. Can choose to include
leaves (or not). Can show vacancies or not.

District Statistical Summary by Job Type

&1 WAFLES

Tozk: SI0 49554 44TS4 aoo 100 Z= =0 2=0 100 100 100 ooo 100

Preview: Page 1 of 1 | [ [ [ IrrA |

User can select all schools or subset.

User can select all job types or subset.

Summary at bottom identifies total FTE and FTE by type
Summary to include vacant positions as well if listed
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Listing — Active Employees with certain taught subjects

The same EIS.995 can produce listings based on subject for any date range. You can select for example
all current Resource Teachers ..... or all staff who have ever taught Physed. This can assist in the hiring
process. The information contained in this report however is based ONLY on assignment information, ie:
those subjects that staff have actually performed in your district. You would use an alternate report
(EIS.491) for details on who is qualified to teach x.

> Microsoft Excel -

el I Ercwious I i Prinkt. .. I Setup. .. I Margins= I Page Break Previewvs I Close I Help I

Elsaws Emaplares Rasler- Sub@as

ozan Dxoof ;00100 - OG0T
Lk1 Emphysss~ RESOURCE AOMIN Fram Ta

Emaplzras Hams Ssonaald Losasan FTE Cammams Da= Da= Sumaoz

B B H UK, MR Q4 DEKOTe, 1 oMoz oot RESCOUR O0MIM =l

DS, FE R RO N DS b, G1 waREHHES 1 000 oD O011019 ADMIM RESOUR

o S THS RN E Sd4 CoOLLKUTT 0500 JOE SHARE- S SWIMH OEms 0r11010 RESCUR O0MIM =l

CHOSESE LI M. BH - L0 B IE BS CoOLLKUTT 1 000 0/11714 011714 BDMIN RESOUR
IDSCAVS Kl FETER G2 W R EHHES 1 000 omEEE Or1161S BDMIN RESCOUR Py

MEIE B o TTH IS Sa LEILD HORTH ooo omcama ootz RESCUR 0D

SUMKHER. BERTHM S8 DK OTA, 1 000 o2 aoid e RESCIIR ADMIN  PE

TOELLER. FRAHK GE WA REHHES 1 000 orlae a2 RESCIIR ADMIN  PE

a
FTE: T s00

Preview: Page 1 of 1 | T [ [ (R |

Leave Report

Leave information can be reported within location listings and separately. User can select effective date
ranges, certain leave type, or ALL. Information can be reported, or downloaded.

> Microsoft Excel

Ell=ras | Erevlclusl

mplaes Bosler - Lomwes
ERE=="=E] Bl OO D0 - OGS0 1

Emplayes Hams Sehoald  Lasatian FTE Camments Date Date

B B WU, AR Ja COLLEUTT 1000 otz ol

DS, FE B HO DS, L 45 UMM ES HIS BET 1 000 Oamea ovi1019

o S THS RN E 94 CoOLLEUTT 0500 JOE SHARE- S SWITH 0@ 0011010
oo o

. [
SURBEWY. WINCEHT E 25 SUBSTITUTE TEACHER 1 000 otz oot

1a
10000

TELCHER S5 oo
PRINC E
o R, a o

Preview: Page 1 of 1 |'T [ [ ST
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EIS.995 — Direct to Excel Downloading Opportunity

Report information can always be imported into Excel, but the headings and format is not ‘data’ ideal. If
you utilize the selection:

- Build File EMSTRANS/PEIS995D ‘Y’
Then instead of a report, an excel compatible file will be produced with appropriate columns of data that
can be manipulated, merged, and fully exploited within Excel.

All downloading within CIMS consists of:

a) User selects information to be included in download (EI1S.995). This produces a file on the AS/400

b) Use File Transfer ICON to copy information from the AS/400 to your desktop so that you can
open/use it in Excel (From EMSTRANS/PEIS995D(userid) to whatever and wherever you wish to
copy it, Type CSV!)

c) Use File Open in Excel to open document

22 Data Transfer From AS/400 —|[=
File “iew Help

iel=a=]

—A5/400

System name: ISYSTEM1
File name: EMSTRANS/PEISA950[Darna) x ;IA Browse... |

=

[rata Options... J/

P _L | Click on Details button to change
Dutput device: e - etails.. - 1
aeres. [ ‘%‘—"r File type from ASCII to 'comma
File name: Ic::\mydoc:u"‘l \employee. cay Browse... | Se parated !

Format Options. .. |

| Transfer data from AS /400 I

Once in Excel, the information will react as if you typed in the information yourself. Add column
headings and merge to word. Sort the information. Remove information you may not require. When detail
is selected in EIS.995 the following information is downloaded, each into separate columns:

- Employee Name - Employee Address - City - Postal Code
- Location - Position -Comment - SubType
-FTE - Active From Date - End Date - Skills 1 through 10
- Miscl Field - Misc2 Field - Misc3 Field
e e —— e = L o e e e

= L | [=] | = [ = I = I [

= T = =
PR = =y e =y Ny R I I T P Sy Y S R R S Y e N ] S Wy e N T =y =1 (TN =W R N P | Ny (ST
] = P 12545 Dol T, OOl LS T e | T e HE R
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H/R - Utilize Employee Certificates (EIS.309) and reporting (EIS.491)

There is an unlimited amount of certificates available to define and assign to employees. Certificate
information can contain:

- Reason for certificate (Type) and effective and expire dates

- Additional certificate information called endorsements that further define the certificate

Utilize Certificates to Identify Staff Qualifications and Teacher Temp Certificates

A Certificate should exist for each teaching staff and Sub/TOC indicating ALL languages, grade levels,
and subjects that the teacher is qualified for regardless of current teaching assignment (Teacher skills
CAN automatically be updated based on current teaching assignment each year so that you don't have to
manually update the skills bank with assignment information).

= E Session A - [24 x 80] [_ = =]
Fil= Edit Transfer Appearance LCommonication Assist wWindows Help
B | B o= | e sl -&l-@|@-|@! @|@| |
PrtScrn Copu Paste Send Recw Display | Color tap Record | Stop Play Cluit Clipbrd Support | Index
AL2A0501 FY 0 DEMONSTRATIONW SCHOOL DISTRICT O07F:A8: 41 OQPADEVOOOZ2
ErMS Certificate Endorsement Information Ref: EIS.3J091 .01
Emp loyee : 910140 ABERDULIG. JEN V.
Certificate: TEACHSKILL TEACHING SKILLS
Certificated#: Z338-66
Verify Date: 1702798 Type Code:
Issue Date: 156299 Rank Code:
VYalid Date: 1502500 Level Code:
Expire Date: 17,0201 Regist Date: 1/,02/,02
I
_ ADHIN ADHMINISTRATIO 9,601,588
_ ENG ENGLISH 901 /99
_ FRIKMFM FRENCH IMHMERS 9/01 /99
_ JR JUHNTOR HIGH 9,601 /99
[ ] MATH MATHEMATICS 9501 /99
_ SCI SCIENCE 9/01 /96
LOCATE Valid Commands: A C D L F E Cancel”? N

The information above indicates that:

- this teacher has been an administrator since 1988 (history records would show more detail)
- 1999 current assignment is French Immersion English and Math at a Junior School

- Teacher has taught Science before (1996) but is not this year!

Certificate endorsement information can be updated automatically from the master schedule each year.
This skills information is in addition to what is held in the History record, ie: it allows some separation
between what subjects a teacher is assigned to vs. what that person is qualified to teach.

Utilize Certificates to indicate Staff Certificate-type achievements

All staff members who have qualifications that need to be tracked/reported on should be using Certificates
(Teachers for languages, subjects, levels - Bus Drivers to record License expires, First Aid certificates,
Sub/Toc staff to record teaching qualifications ...)
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EI1S.491 - Reporting Option

e User can select any or all skills and report (example below was looking for French Immersion
Resource Teachers)

e Report identifies employee's current location, teaching assignment, and telephone information
e You can select from specific locations, specific certificates, active or applicants.

Eil= Edit  Tr

= | = Al | &= ] sm | el S | e | 55 | 3] =] S |
FriScrn Copu Fast= Send Focw D isplaw Color rMap Fecord Stom == =i Clicbrd Support | 1ndew
EFe gk - ES DEMUMNS THA D LU SUHUUL D LS 1T HLC I OY 95 Dy UFADEYOOO
Erms Employese Certificate Report Ref: EIS.A91F .04
Selectiorns:
Emp loyece ESrowup: Py =T ET=1
or Emplogee  Moumbes -
NMertiFicate T = TEQrrH=sSIK T 1 SERsK T
Starting Date Range : o
Expiration Date Range : T o
Endorsement ID°s: RESOUR ERIrmm
Sclect Coertificates with NND (NLLSNMNY ) of thoose EndorsSomon to o
Primt Additiomnal Line Imnformation . . Lined oO-5 2 m=
F3—E>>xit FAa—=TXrnde s FS=—Reset Fiz—=—Cancel
1.6 =

18 S O 2

For certificates like temporary teaching certificate, you can report on expired certificates by utilizing the
effective date selects

= E Session A - [27 x 132] == E3
File Edit Transfer Appearance Communication  desizt Window  Help
B EE S o =] 5 ) Ehy = & B
PrtScrn Copy Paste Send Recw Dizplay | Color bdap Record | Stop Play Quit Clipbrd Support | |ndex
Di=play Spooled File
File P OETS491
Control A
Find F
*. 4+ 1o+ 202 B BT B+
DATE — 100300 CERTIFICATE~ENDORSEMENT REFPORT
SPECIATSEKI
TIHE — 11:42:07 RESCOUR FRIHMH
Emploves=s Locn Hm Phone Certificate
Group: ALL EMPLOYEES — ALPHABETICATLY

211125 BISS 037 TEACH —3388 SPECIALSKI

910110 COPPE 049 TEACH —4354 SPECIATLSKIT

920017 CORM 048 TEACH —4137 SPECIATSKET

910191 GAUDY 033 TEACH —2881 SPECIATLSKI

932344 HOCEKY IVE EENEFT —3180 SPECIALSKIT

920037 JACK 048 VPRIHN —8877 SPECIALSKI

910310 EKEOWVA 048 TEACH —9412 SPECIATLSKIT

91032331 LA W 045 TEACH —5148 SPECIATLSKIT

910353 HMACKY 032 TEACH —3497 SPECIATLSKIT

9400711 HMARTH 054 TEACH —1388 SPECIATSKIT
910386 MCHT] 047 TEACH —5911 SPECIATLSKIT
910422 HMOZED] 045 TEACH —7544 SPECIATLSKEIT

F3=E=xit Flz=Cancel Fl9=Left Fz2O0=REight FZz4d=Hore lLkey=
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Employee - Tags and Tag Report Writer

Users can create an unlimited number of tags to use with employees. A tag can contain:
- asingle item (eg: Childcheck completed YES/NO)
- columnar/spreadsheet like information (eg: Recording annual parking staff info)
- text information (eg: Word-like

Once a tag is setup you can assign it to an employee or group of employees and use the tag report writer
to report on information.

Defining a Tag
Use EIS.175 to create a tag definition. A tag need only be defined one-time. Once employees are attached
to the tag, ensure that you do not change the contents of the tag definition or delete the tag definition.

Assigning Tag(s) to Employees
Tag Report Writer

Employee Categories

In CIMS, there are many different operations to record additional employee information. Certificates are
appropriate for qualifications, skills, evaluations, and date/item oriented information. Tags are flexible in
allowing the user to select type of information to enter . Categories are ideal for simple information.
Category selection can be found in defining an Employee Group therefore making it readily available for
reporting, labels, list, and label reporting.
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H/R Integration with Employee Assignment Information (PAY.345)

Payroll utilizes information from PAY.345. Human Resource through EI1S.995 reporting utilizes
information from PRO.300. It is important to appreciate when you run reports where the information is
coming from. Other than E1S.995, information generally utilizes the active information found outside
employee history information.

Reconciliation between the two departments is attainable by running summaries and detail between the
two sets of information, ie: PAY.345 vs. PRO.300.

Other than this separation of information, both H/R and Payroll share all remaining employee
information, namely:
- Employee demographic information (SIN,Address,Spouse, Emergency, Academic ...)
- Employee Experience and reporting
- Employee Seniority and reporting
- Employee Attendance history and reporting
- Employee Pay information and reporting

H/R — Seniority and Experience Reporting

Seniority information (date and/or seniority ranking number and/or experience) is found in basic
employee information (E1S.301 — Hire/Rehire information and Experience). Each employee group sets its
own policy on how seniority is accumulated. If seniority is gained by time worked, then your payroll
processor will automatically be “upping” the experience field(s). If seniority is date based, it is the user
responsibility to maintain this information in hire/re-hire. Districts should have detail information
regarding how seniority is working in CIMS per Group.

= E Session A - [24 x 80]
Fil= Edit TIransfer Appsarance Communication Azsist window  Help
B o= | = | H | (e | B | | | =] | <& | = |
PrtScro Copy Paste Send Recw Display Color tap Record Stop F'Iay Lt Clipbrd Support | Index
AF16503 FY 3 DEMONSTRATION SCHOOL DISTRICT 13:36: 04 QPADEVOOOZ
EMS Employee Experience Information Ref: PAY .303E .11
Emp loyee : 910140
Active: h s ABERDULIG, JENNIFER V.
Elementary Exp : 2. 6490 Current Hire : 2520502
Secondary Exp : Original Hire : 17017572
Other/Rel Exp : Seniority Date : 5501 /88
Misc 4 Exp : vacation Date : 15017502
Misc 5 Exp H Seniority NHumber 590
ADDITIONAL EXPERIERNCE Union/Pension : MSUPER
Division Exp
WUithin Province Exp
Out of Province Exp: Annmnual Seniority Hours
2003 333 . 3300
2002 222 . 2700
2001 111 .1100
Mode : Change Cancel? N

OF 025

o Note: Several dates available so you can always see breaks in service periods and still maintain
original hire date information
e Separate seniority number field for groups with ranking and auto-payroll processing options
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e There are separate experience values for appropriate groups to maintain experience for seniority
purposes. The system can auto-update experience at each Pay Period automatically which can also
affect pay grade and step. For appropriate groups, Seniority Hours can be automatically calculated.

There are several columns to hold experience information. This allows you to separate types of experience
as well as add/show experience accumulated outside your school district. This information may be entered
manually per employee with auto-updating from the payroll processor if applicable.

Seniority Listing — PAY.520

Use this report to identify employees and potentially assign seniority ranking. Select the job code(s) to
include, which employees to include (Active, those on leave, those on sebatical...).

Eile Edit Iransfer Appearance Communication  Assist  Awfindow  Help

B | e - == | ., -, [y | = | | | |
PrtScrn Copy Paste Send Recw Diisplay Color tap Record Stop Flay it Clipbrd Support | Indes
AF295701 Y 1 DEFMONSTRATION SCHOOL DISTRICT 09 :30:21 OFADEVYOOOZ
EMS Employee Seniority List Ref: PAY . .5X70P .01

LIMIT REPORT TO
Job Code . . mENCH ADMMIMN

[

Employee Status YoM o

K

Assigrmnment Status b m _ _

Date to use Ffor Semniordity:
Seniority - . . . . .
Assigmnment . . . . ..

Primt:

Origimnal Hire Date
Current Hire Date A
Auto Update Rank EIS. 301 YA AHN? Y

K2 | [

F3=E=xit FA=Index FS=Reset FlzZ=Cancel

r.A =] O7FS034

Cormnected to remote: servershost SvYSTEMT wus=ing port 23
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Reviewing Employee Time Work and Time Missed Information

Absence and time worked information is maintained daily in CIMS (either manually by schools or
automatically with the assistance of TSSI). Absence reasons are pre-defined by each district along with
policies regarding both absence accrual (eg: accrue 16 hours * FTE each pay period) and what to do when
banks have been depleted (ie: dock pay or just report?). Absence history is NEVER lost in CIMS. You
can from current year go back and know exactly what date(s) an employee was away, for what reason,
who the replacement was, and what account was charged.

Absence banks are updated each time a payroll is processed. This means that there are really 2 things to
consider when reviewing attendance, ie:

Communical Lo

ssist  wwindows  Help

PreScre

B | =

Copw

e

Paste Send

Becw

-

Dlsplay I l:olcn

== 1]

MMap

=

Becord StoD

==
Pl

=]
Clipbrd

Support I lndex I

AL 25701

EMrMS

Y

Employes Abhsence Balances

1 DEMONMNSTRATION SCHOOL DISTRICT

09 :39: 27
Ref -

PAY  S0A1 .01

EmpH

Valid Commands:

D210901 A0 ABERDUL T,

TER W

C L F E

05 /003

In the above example, Jen’s SICKT balance is 240 days. She started the year with 230 days, earned 9 days
of sick time, and was away only once this year (fiscal). The current column indicates the number of days

taken during this pay period ...

processed.

Use Pay.805 to review individual absence records. From this single option you can:
view absence summary in calendar format
function key to see banks (as above)

function key to ALL YEAR detail history
function key to PRINT options

values will disappear from current and appear in used once a payroll is

FEES

i 5 >
Send I Feecvl D anNolor

Copw Past

=i L)
FMap

Becord Stop

==
Play

==
D it

1= - &=
Clipbrd Support | Indes

Y i

TON SCHOOL DISTRICT

09 : A3 :37F
Ref :

OFADEYOQOZ2
PAY . 8095 -1 1

01 SO0 1
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Best Attendance Reporting options:

a) PAIL.592 — Print individual absence detail information

b) PAI.502 - Print absence accrual/taken information in detail or summary for an employee or employee
group

c) PAI.504 — Review/Print absence problems, eg: provide list and labels for all teachers with more than
10 absence days taken between September and now.

d) PAY.595 - Summary/Statistical spreadsheet showing absences by group totals by day for selected
date range

Other Reporting Options worth special mention

Look to menu PAY365 — Employee balance Listings for additional reporting for:
a) Salary

b) Age Projection

c) Absences

d) Deduction Information

imlESession A - [24 x 80] [_ =l =]
Eil=  Edit Transfer Appearance Communication Asszist WwWindow  Help
Gy o= | = = e, | m | | & | @ |
PrtScrn Copy Faste Send Fecw Dizplay Calor kap Fecord Stop F'la}I Qult Clipbrd Support | Index
A724/01 FY ©1 DEMONSTRATION SCHOOL DISTRICT 09:52:09 [QPFADEVOOOZ
ACS Fort McMurray bWork Area access Ref: ACS.00Z .01
MENU PAY365: EMFPLOYEE BALANCE LISTINGS
1. Employee History Profile - P PAY . 790
Z2. Summary ¥TD Deduction Journal L15t1ng Loe PRAY . 795
3. Summary ¥TD Pay Journal Listing . . . . . . . PAY . 796
4. Employee Paid-To-Date Report Ce e e e e e PAY . 563
5. Schedule of Payment to Employees . e PAY .991
6. Employee Roster/FTE Listing PRO. 300 P EIS . 995
F. Anmual Salary Report with Totals . . PAY . 3A40TC
8. Payroll Cheque Listing -- Regular and Unlded PAI . 510
9. Employee Absence Report . . PAI . 504
10. Employee Time Hhsenti”nrked Detall L15t1ng . PAI . 502
11. Absence Monthly Summary Listing . P PAY . 595
1Z. Employee Work/Missed Detail Llstlng . . PAY . 592
132. Support Staff Report by Reasnnlﬂbsence Ende . SuUB . 993
14. CUPE Retirement Projection Listing [ . PAI . 530
15. TEACH Retirement Projection Listing . . . . . PAI . 531 More. . .
Option or Menu Item
A a 2275023

Connected to remote server/host SYSTEM1 using part 23

\\Dell\dellcims\Employee\hrcimsuses.doc  Last printed 1/22/2008 12:02 PM Page 18



El1S.380 — Employee/Applicant Quick Entry and Lookup

Purpose: Provide a more convenient method of adding/maintaining basic employee and skills
information to CIMS.

** Screen #1 = Employee Basics. Also new Items = Include on Sub List? Include on Applicant List?
[=ESossionA _iZawgol —_ — — — -~~~ -~ -~ -~~~ -~~~ i

= E Session A - [Z4 x 80]

File Edit Transfer Appearance Communication  dssist Window Help

| ﬁ!,l e -&|-@|@-|@!|@|@|B|

PriScrn chy F'aste Send Reacw Display | Color Fap Record | Stop FPlay Cuit Clipbrd Support | Index
A/16/702 FY 3 DEMONSTRATION SCHOOL DISTRICT 13:40:22 QPADEVOO0OZ2
EMS Employee uick Entr Screen Ref: EIS.3280 .11

Skill Type: 0 3 [INEAIEEGEEINTHETRE SN OENE App Entry Date: 952601

Access Job Posting Apps N

Emp loyee: 9101490 S.I.HMN.: 633-339-544 Sex: FE Active: Y
Name (F_.HM.L): JENNIFER VALERITE NBERDUL TG

Birthdate: 1501 /60
Address: 300 WINDING WAY Location: oz

Pay Locn: [0 |
City: LULINNIPEG Dept:
ProvsPostal: mMB ROGZ2BO Assignmt: TEACH
Alternate: [ 2044 ) 7F36-14555 Extension 441 Exit Sts:
Home : [ Z2oa ) 688-2551 Handicaps: BLD WCH
P.S.P.H : 13033 Criminal Record Check CRCY %
Certlflcateﬂ 233B-606 Child Abuse Reg Check CAR? ¥
Line One : NOT WEDHESDAYS PREFER EASTEND Include on Applicant List 7 N
Line Two : COULD BE USED FOR WORK SHEDS Include on Substitute List?
Line Three : COULD BE USED FOR ANYTHING Brand HNew Staff ¥Yr NEWSTF? 01
Line Four : AMD EVEN MORE Maintain Work at Locations? Y%
Emall ]aberdulg@SdBB bc .ca
F10 PD F11 Hst@FZ23=Eval@gF16=TD1 F 7= Pagrl F8= ﬂSSlg F17= ﬂbSC F13—UrkC F12 Can

037014

** Second Screen user-definable (EIS.180) based on Applicant vs. Sub vs. Tchr vs. Support vs Casual

= E Session A - [24 x 80] [ [= =]
File Edit Transfer Apgearance Communication  Assist  Window Help
| & [ B 8] & 2] &8 &2 2
PrtScrn Cclpy F'aste Send Hecw Display | Color tap Record | Stop Play 0 uit Clipbrd Support | Indsx
A5/16/703 FY 3 DEMONSTRATION SCHOOL DISTRICT 13:490:A47 OQPADEVYOQOOZ2
EMS Employee Duick Entry Screen Ref: EIS.3860 .12
Skill Type: 1
Emp loyee: 910140 ABERDULIG. JEMNIFER V.
ADMIMNISTRATION B FRENCH IMMERSION _
GRADE ONE X
GRADE 2 X ART Lul
GRADE 3 X COACH
GRADE 4 X EMGLISH _
GRADE 5 _ GEOGRAPHY _
GRADE © X MATHEMATICS C
GRADE 7 _ OuUTCOMES _
GRADE 8 _ SCIENCE
JUNTOR HIGH _ SOCTIAL STUDIES _
SENIOR HIGH _ SPECIAL NEEDS _
COACH _ HLWORK EXPERIEMNCE
SUMHMER SCHOOL _
BAMND x
FO=Acad@F6=Demg@F13=Hiref@F1AA=Term@F 19=CatgFZ20=CrtfiFZ21=Bent@iFZZ=EmrgF 15=E xp
F10=PD Fl1l=Hst@FZ3=Eval@F16=TD1 F7=Payr |ll@F8=AssigiF17=AbsC@F18=UrkCF1Z=Can

055052

Information is updated in Certificate/Endorsement area of Employee. Classifications can be made to
Cover, Major, Primary for subjects to assist in reporting and downloading automatically to Sub-Call
systems.
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Employee Contract Print and Management - EIS.380, EIS.565 (MB)

CIMS can be used to print contracts (per person) or in batch as well as manage where the contract is (sent
for approval, sent to employee, received and filed). Everything stems from the position record, ie: when
you setup the new assignment(s) include a contract type and Board Report date in order to be able to print
contracts.

Pre-Requisites:
1. Use EIS.180 to setup contract types. Use SCHEDA (Full-time contract), SCHEDB (Term contract),
and SCHEDST (Sub-Teacher contract)

2. Ensure that Take Two has scanned in the appropriate overlays for each schedule. By default all
Manitoba customers have SCHEDA, SCHEDB, and SCHEDST included.

Process:
Use EIS.380 on the assignment line in order to describe the contract that the employee should be getting.

£l Session A - [24 « 80] =11
File Edit View Communication Actions Window Help
2% B 5% 82| o] @
8/22/05 FY 4 DEMONSTRATION SCHOOL DISTRICT 16:40:27 QPADEVOOO3
EMS Employee Record Profile Lines Ref: PRO.300L.11
EmpH: 910140 ABERDULIG, JENNIFER V. 5/26/05 CURRENT *MORE*
Record Type: AT JEIVEE TERCH  100.0000
Location: 01 WACHOVIA SECONDARY DONNA TEACH I 2
Work Location: 11/04/96 12/31/29
Position: TEACHER A PERMPROF 100. 0000
Subtype/Job: ENG GEOG GR8
Status : TERM TERM JR KIND SR
Leave Type : 1990 PRF
Effective: 12/01/04 To _6/30/05
FTE: 80.0000 AVG FTE: ___ 70.7107 Skills FTE POSITION#H
Hours/Day: GR7-12 _25.0000-
Letter Type: SCHEDA Eval Pend/Dueg COUNS 25.0000-
Table/Grd/Stp: TEAR 1 IEal Complete
Comment: \\
Replace/Acct:
Change/SAR#: 5020&\\?YMMDD]
Addl Title: ‘\\\\\
Work Schedule: 9AM \\3 30PM
TEXT1
TEXT2
Mode: Change FAd=Index F13 =COPY F14=PASTE F23=EVALSEEPEI Tl
14/017
[ 125" [1902 - Session successfully started \ |HP Color LaserJet 2500 PCL & on DOT4_001
NOTE: SCHEDA has bee inputted in Letter Type

NOTE: SAR# of 2005, February 1% has been used as the board date
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You can print the Schedule immediately upon exiting the employee. It will automatically select the legal
tray and produce both the schedule and it filled in appropriately with employee information.

= U Session A - [24 x B0] =181 x|

File Edit VYiew Communication Actions ‘window Help

B oo 2w Em @) b 2 o el

8/22/05 FY 4 DEMONSTRATION SCHOOL DISTRICT 16:43:02 QPADEVOOO3
EMS Employee Quick Entry Screen Ref: EIS.380 .01
P Employee: 910140 Default Form ¥
Add
ange
okup Index: 1 1 = Employee by Name:
int
dex 2 = Employee by #
d 3 = Employee Terminations 0/00/00
Limit to EXIT STS = ALL 4 = Employee Certificates
5 = Employee Endorsements
PRINT: 3 6 = Employee RAssignments
1. Profile PRY.510 7T = Employee VYol Deds JobCd
2. letterX PAI.S580 ___ 8 = Employee by SIN
ffective\Dates _8/22/05 9 = Employee by Other Name
8/22/05 A = Employee by First Name
3. Cpntract EISNG6E5 B = Employee by Maiden Name
Builg Rec? N SAR 50201! C = Employee by Locn (DEMOG)
4. Envelope PRI.580 D = Employee by Locn (POSITION)
21/030
[i=57 [120Z - Session successiully started |HF Calor LaserJet 2500 PCL & on DOT4_001
"P" - Print #3 Indicates print’a contract

Limit to 050201 contract informati

OPTIONAL.: If you want the system to record that you have printed the contract you can indicate "Build
Rec?" as 'Y'. Then you can use F23 to manage the dates on contract being approved, signed, and returned.

~lo] x|
Ble Lt Yew Commmrkstion Actions  Windoe el
B a8 | | w8 wlt] 2] S @l
8/22/05 FY 4 DEMONSTRATION SCHOOL DISTRICT 16:45:50 QPADEVOOD3

EMS Employee Contract Information Ref: EIS. 314 .11

Employee: 910140 ABERDULIG, JENWIFER V.

Contract Type: E};HEDH

Contract Start (MDY): 12/01/04 Stop : _B/30/05 SARH: 50201

Contract FTE : B80. 0000 Hours

Contract Semt (MDY): _8/22/05 Returned: _0/00/00

Letter Sent (MDY): _0/00/00 Returned: _0/00/00

Comment :

Mode: Change F3=Exit Fi=Index Fl2=Cancel Cancel? N
L | 06/020
1" 1902 - Session sucoesshuly Sarted ¥ Color Laser Jet 2500 POL 6 on DOTS_001
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If you are preparing many contracts, you can complete all the information in EIS.380 and position
assignments, then use EIS.565 to print the bulk of contracts.

NOTE: Printing in batch relies on the Board Date .. If you choose to use this method, make sure to use the
SAR# field wisely to prevent missing batches or re-using a date so that you cannot print new contracts,

etc.

=i Session A - [24 = 80] =12 x|
File Edit Wiew Communication Actions wWindow Help
R LNEEE A EI
8/22/05 FY 4 DEMONSTRATION SCHOOL DISTRICT 16:50:20 QPADEVOOO3
CANEMS Employee Contract Schedule Form Print Ref: EIS.565P.01
LIMIT TO:
Locations ....
Position ..... SubType/Job. ..

Line Type(s) . AT

Contract Type SCHEDA

Employee .....

Autobuild Contract Record? N

F3=Exit F4=Index F5=Reset F12=Cancel

20/037

|HP Color LaserJet 2500 PCL 6 on DOT4_001

W 1902 - Session successfully started
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Employee Evaluations Process

CIMS can hold future evaluations so that you may inquire who has evaluations due -EIS.560.
Alternatively, you can use CIMS to just record completed evaluations and inquire - who has completed
evaluation(s) and in what year - EIS.561.

Evaluation Maintenance

There are several ways to consider maintaining evaluations:

a) When a person is assigned to a new position (PRO.300) at the time of that entry you could input an
expected evaluation and when it will be due (even if it is year(s) in advance). By taking care of this at
the time of position hire it means beautiful and meaningful reporting, ie: you can provide lists to
schools indicating - here is who needs to be evaluated. Likewise, when a position terminates or ends,
the system will indicate 'evaluation pending' and at the time of termination make sure to handle the
pending evaluation (cancel/close it if it is no longer applicable). This method works if you know what
evaluation is necessary when positions are opened and can apply even years in advance.

b) At each school year start - run a listing for schools of who has been evaluated and when (EI1S.561) and
have the admin indicate who they will be evaluating ... Then you can key this information into
evaluations for the appropriate staff and manage receiving completed evaluations as well by reporting
in EIS.560.

The key is to input expected evaluation information so that you can utilize the reporting from E1S.560.
Without inputting that an evaluation is due - the system cannot magically produce a listing to schools.

The system can accommaodate an unlimited number of evaluations per employee. Evaluation type(s) are
defined in EIS.207 allowing for meaningful reporting based on evaluation type (PROB, PERM, 5YEAR
...). Each evaluation acts independently for reporting.

&
=

Ble Ect Wew Commurication Actions Window Hel

) 2] | | ] | &u®| | @)

18/25/05 FY 5 TRKE TWOD INC. 16:24:22 QPRDEVDDOB
EMS Employee Evaluations Information Ref: EIS.307 .01
Employee: 1191 AFINOGENOY, CHERYL
: Loen Req Dt Due Dt Recv Dt Foll Dt Evaluator Resulft]

TOP 007 0/00/00 0/00/00 0/00/00 0/00/00

1 DIAL 007 i/01/02 1/01/02 6/30/02 0/00/00

_ 2 FORMAL DO7 1/01/898 1/01/98 6/30/88 0/00/00
LOCATE Valid Commands: ACDL F E Cancel? N

07/003

[0 1902 - Sess0n successfuly started i Color Lasserdet 2500 FLL & on D0T4_008
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File Edit Wiew Communication Actions ‘Window Help

==l

B o B | % 2 @ @)

10/25/05 FY 5 TAKE TWO INC.

16:18:31 QPADEVOOOB

EMS Employee Evaluations Information Ref: EIS.307 .11

Employee: 1191 AFINOGENOY, CHERYL

Evaluation Type: DIHL DIAL

Request/Print (MDY): _1/01/02
Due Date (MDY): _1/01/02

Location: 007 SPECTRUM
Position: TERCHER
SubType/Job:

Date Received (MDY): _6/30/02 OR Date Closed (MDY): _0/00/00

Evaluator:

Evaluator Position Result:

Evaluator PositionH :

Comments:

Follow-up Date (MDY): _0/00/00

Follow-up
Mode: Change E§=Exit Eﬂ=1ndex E}g=0ance1 Cancel? N

06/020

W 1902 - Session successfully started

|HP Color LaserJet 2500 PCL 6 on DOT4_001

The Location, Position, and SubType auto-fill once the entry is saved with where the person currently is
according to PRO.300. This information will not change if the PRO.300 record changes, ie: the location
and position are held right with the evaluation. SO, if the employee moves - then you have to assess
whether the location should be changed or whether the evaluation should be closed.

Pre-Evaluation Fields to Fill-In
Request Date: When did you handle the paperwork?
Due Date: When is the evaluation to be completed by?

Post-Evaluation Fields to Fill-In
Date Received: When was the completed evaluation handed in?

OR Date closed: When was the evaluation considered to be cancelled?
Evaluator: (Optional) Who completed the evaluation?
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Comments: (Optional)
Results: (Optional)
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Evaluation Inquiry and Reporting (EIS.560)

This report looks at evaluation records and reports based on information found in the evaluation. The only
way to select/omit records is based on evaluation type, location .. then by whether or not the evaluation
has been completed.

2 i Session A - [24 x 80] ==l
File Edt ¥ew Commumication Actions window Help
2% o] e[| e8| @] @2
10/26/05 FY 05 TAKE TWO INC. 10:01: 01 QPADEVOOO3
CANEMS Employee Evaluations Listing Ref: EIS.560P.01
Employee i Leave Blank for All
Type (s) :  FORMAL Requested: _0/00/00 - _0/00/00
Due : 090105 - DB3006
Received : _0/00/00 - _0/00/00
Location(s): Closed : _0/00/00 - _0/00/00
Follow Up: _0B/00/00 - _0/00/00
Sector : Status : N (R)eceived
Position: (NJot Received
(AI 11
BUILD File EMSTRANS/PEIS560 N Page Break by Locn: N
PRINT  (P)rimary Assignment/(SJub-Type? P Sort Order: A (A)1lpha
Employee Number? Y (LYocn
Eval Comments ? ¥ Locn/ (T) ype
Letter Format _ Locn/ (P) osn
Label None/Addr/Locn/Eval: N Type: 1 1(3x10)
Label Starting Row : __ 2(2x10)

UPDATE Auto Fill Follow-up Date with Today's Date? N Follow-up Code __
F3=Exit Fd=Index F5=Reset F12=Cancel

22/057

" 1902 - Session successfully started |HP Color LaserJet 2500 PCL 6 on DOT4_001

e There are sort and page break options - alpha, by location, by location position ...

e There is a build file option

e There is the opportunity to print letters/labels

e There is an opportunity to print all evaluations for a time period, or just those due or just those
received.

e There is an opportunity to auto-fill the followup info for evaluations not yet received.

Employee Inquiry and report on evaluations on or not on File (EIS.561)

This report looks at all employees of a certain position/group based on PRO.300 lines and then reports
what evaluations they have or are missing (user selected evaluation types). This is excellent to look for
missing evaluations or to assist in determining who should be evaluated. It is also a good checklist once
all evaluations have been completed as to all employees of a certain job type and their most current
evaluation information.
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