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Introduction

With the introduction of the Employment Relations Act 2000, which came into force in October
2000, the need to manage the area of Human Resource has become more important.

The system has been designed to adapt to your particular organisation’s requirements while still
providing a structured start.

Employee Information can run fully integrated with MYOB Exo Payroll, or alternatively as a
standalone product.

It is important to remember when setting up your Employee Information system that you initially
concentrate on the areas that are important to your organisation, such as training. By setting up
one area at time and fine tuning to suit your requirements before going onto the next area you
will be building a highly effective system.

Getting Started with MYOB Exo Employee Information

Before you get underway with setting up MYOB Exo Employee Information we suggest that you
take the time to familiarise yourself with the general structure and overview of the system.

We recommend working your way around the Demonstration Company that is installed with the
package. This will help you learn how to navigate through the various windows and enhance your
understanding of the information required to set up your company.

Start the software by double-clicking on the MYOB Exo Employer Services icon on your desktop
or click the Windows Start button and choose the program from Programs > MYOB Exo Employer
Services.

The first thing you will see is the MYOB Login Screen with the Demonstration Company in the list
of payrolls. Exo Employee Information is a multi-company system (you can have unlimited
additional companies). Once you add your own company, its name will appear in this list.

MYOB Login Screen

MYOB Exo Employer Services

Lser Security

Demonstration Company

Iser Code: |

User MName:

Fassword: |

+ Add: F4 Suppaort
Delete : FB E Exit: Esc
J Regiztration

myob

The Demonstration Company line will be highlighted. To open a company, either select a
company and press enter or double-click on it. You must enter the logon details of a user account
that has been set up in the Exo Employee Information system.
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After logging in, you are presented with the main window:

r= Y OB EX0 Employee Information | The Demanstration Company | Licence Moo 1007 | Date 0211/2006 - ] =
Fil= Edt Maintznance Documents  Reports  Lhilkties  Help

2+ o & o [ S0 U (] ik 0 [ @ (31 (£ (eocmemerioman ][] oEMo-agirsion s 15 eysramorin

MYCB Exo Employes Information

myob

The main window includes the following interface features:

e All functions are available from the main menus (see page 2).

Important functions can be accessed by clicking on the icons on the main Toolbar (see
page 6). Hovering the mouse pointer over these icons (without clicking) will display tool
tips, which indicate what part of the payroll they access.

e Keyboard shortcuts are available for common operations.

Once you are familiar with the interface, you can begin to perform the main functions of the Exo
Employee Information system:

e Setting up the details of your company (see page 9)
e Maintaining employee records

e Printing reports (see page 97)



MYOB EXO Employee Information
The Menus

The menu is the main starting point in Exo Employee Information and allows access to all areas of
the system.

File Menu
Menu Item Description
New Employee Add a new employee (see page 22) into Exo Employee Information,
in preparation for logging an Accident and/or Claim against that
employee.
Open Employee Access an existing employee (see page 63) to edit contact details,

risk area, training received and job requirements.

Terminate/Reinstate  Mark ex-employees as no longer being current, i.e. not affecting
your annual license levels. Reinstate the employee if they return.

Change Company Exit to the MYOB Login Screen (see page 1) in order to select a
different company.

Exit Exit from the program and close down all related files.
Edit Menu
Undo Reverse the last keyboard action
Redo Repeat the last keyboard action
Cut Move the selected text into the Windows clipboard
Copy Copy the selected text into the Windows clipboard
Paste Copy the contents of the Windows clipboard to the current cursor position
Clear Clear the contents of the currently selected data entry field
Select All Select the entire data entry field from the current cursor position
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Maintenance Menu

Menu Item Description

Candidates Record contact details for job applicants (see page 65), and attach a CV
if appropriate. Candidates can be converted to employees at a later
stage.

Career Plan Goals List of career ambitions (see page 68) that can be combined in any
order to form a career plan.

Employee Groups Set up grouping of employees outside of departments (see page 12).
This could be grouping of different positions e.g. Managers. Office
Staff, Account Managers, etc. or areas of employees e.g.
Administration, Sales etc.

Exit Interviews This function allows you to set up Exit Interview procedures based on
Company requirements. Exit interviews are made up of individual
points (see page 69), which are combined into Exit Interview Plans (see
page 69).

Induction This function allows you to set up Induction checklists based on your
companies specific requirements. Inductions are made up of individual
bullet points (see page 71), which are combined into Induction Plans

(see page 72).
Note Types You are able to set up additional note types (see page 73) and default
note format.
Performance This function allows you to set up Performance review formats.
Review Performance reviews are made up of individual points (see page 75),

which are combined into Performance Review Plans (see page 69).

Position This function allows you to design and maintain the positions (see
page 14) that employees hold.

Skills This function allows you to establish and maintain a database of skills
(see page 78) that can be applied to employees.

Tasks/Duties This function allows you to establish and maintain a database of tasks
or duties (see page 80) that can be applied to employees.

Training This function allows you to create a list of Training Providers (see page
83) and Training Courses (see page 85), either internal or external.

Lookup Tables This function allows you to create and maintain the lookup tables (see
page 89) for Benefit Type, Ethnicity, Place of Birth, Language, Training
Course Duration, Disciplinary Descriptions, Qualification/Education, and
Skills.
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Documents Menu

Menu Item Description

Company Documents  Attach company documents relating to human resources in
general.

Document Templates  This allows you to set up document templates (see page 95).

Visitor Log The OSH department requires that companies keep an up-date
visitor log (see page 96); this requirement is part of the health and
safety auditing process.

Reports Menu

Menu Item Description

Print Reports This opens the list of available reports (see page 99).

Clarity Report Writer  This utility enables you to create your own customised reports.

ReportWriter This is an older utility for customising reports.

Utilities Menu

Menu Item Description

Backup Allows you to backup your data at any time to either floppy disks or
your hard drive.

Restore This is used when you need to restore a backup due to hardware
failure or corruption.

File Reindex This is a file repair utility.

Setup Exo Employee  Configure the company for use (see page 10).

Information

User Security This is where you set up the various users who will have access to
the payroll and allocates what rights they have. MYOB Exo
Employee Information is a multi-user system.

Security Groups This allows you to restrict user security access to a subset of your
employees (see page 107), rather than seeing all employees in the
system.

Event Tracking Setting up rules for tracking changes in employee data (see page
108).

Event Log A log of changes (see page 107) made within the system for

auditing purposes.
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Backup Options This allows you to configure settings that affect backups of your
data.
Help Menu
Menu Item Description
Help Topics Opens the online Help. Help can also be accessed anywhere in

the program by pressing F1.

MYOB Education Opens the MYOB Education Centre website in a web browser.
Centre

What’s New in this Opens PDF release notes, detailing new features and resolved
Release issues in the current version.

Online Knowledgebase Opens the MYOB Enterprise Knowledgebase website in a web
browser.

Show Reminders Displays all employee notes with Reminder dates up to today’s
date that have not yet been marked as completed.

Setup Cycle This is used to access the Setup Cycle (see page 9) when initially
setting up a company.

Upgrade Software This is a tool with which you can upgrade your current version of
software (see page 109), providing you have the most recently
available CD.

Upgrade Software This function accesses the Internet to upgrade your current

Online version of MYOB software online (see page 111).

About Shows the current version number and MYOB contact details.
Press F11 at any time to view the About window independently of
the menu.



http://help.myob.com.au/exo/index_esnz.htm
http://myobexo.custhelp.com/

MYOB EXO Employee Information
The Toolbar

The following icons are available in the toolbar of the main Exo Employee Information interface:

Icon

L

Function

New
Employee

Description

Add an employee to Exo Employee Information (see page 22). If
you have an integrated system (Exo Payroll and Exo Employee
Information) all new employees must be added through Exo
Payroll.

Edit Employee

Access existing Exo Employee Information employees (see page
22) and related items for the purpose of editing/reviewing.

%3]
Employee Opens the selected employee’s personnel notes. This window
Notes can also be accessed via the F12 key.
E' Training Access to centralised database of employees training records
Er'/ Performance Access to centralised database of employees Performance
.||| Review Review records
Disciplinary Access to centralised database of employees Disciplinary Action
Action
Skills Access to centralised database of employees Skills

Tasks & Duties

Access to centralised database of employees Tasks and Duties

3 b 2

Print Reports

Opens the list of available reports.

"~

Help

This provides you with extensive Help relating to the setting up
and the running of your Health and Safety. Help can also be
accessed anywhere in the program by pressing F1.

Backup

This is a facility to archive a copy of your data files, in the case of
needing to Restore/Rollback to them at some point.

ik

Maintenance

Provides quick access to the Maintenance Form — a central
access point for your Exo Employee Information-related
masterfiles.

T Diary Opens the Diary, which is a form of a daily planner, giving you a
31 place to enter comments on any given day, for Payroll company-
related tasks, appointments and reminders.
- Show Items Opens a window showing all available toolbar icons, where you
can choose which icons to display and which to hide.
Exit Closes the application and returns to Windows.
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Adding a Company

MYOB Exo Employee Information can have unlimited “live” companies in the same program, in
addition to the Demonstration Company.

After opening Exo Employee Information, the first screen that appears is the MYOB Login Screen.

MYOB Login Screen

MYOB Exo Employer Services

Ilser Security

Demonstration Company

User Code: |

User Name:

Fassword: |

+ Add: F4 Support
Delete : F& E Exit: Esc
J Fiegistration

myob

This screen allows you to add a new company, as a separate entity from the Demonstration
Company. Click Add or press F4 to add a Company. The following screen appears:

e Add Company 23

Cormpany Marme: |Test Company

Directony: TESTCOMP

W Copy information from an existing comparry

Copy information from: |Demonstrati0n Company j
Payroll (MZ) l Health and Safety Employee Information ‘ Time and Attendance
v Benefit Types v FPerformance Reviews
v Document Templates v Fositions
v Emploves Groups v Setup Options
v Exit Interviews v Skills
v |nduction Flans v Tasks and Duties
v Mote Types W Training
W Al Lookup Tahles v General Documents
E% Save:F1D| E Exit: Esc
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Company Name Enter the name for the new company. This is the name that will appear in the list
of companies.

Directory The directory name will be automatically generated for you, based on the first few
characters of your company name.

Copy information from an existing company This option allows you to copy the basic set up data
from another company if one exists.

Tick the Copy Information From box, and select the closest matching company from the list. If in
doubt, choose the Demonstration Company. You will then be able to specify which areas of the
other company you wish to copy by ticking the appropriate boxes.

Once the procedure is complete click Save or press F10 and you will be taken to your new
company.

Once in the new company you will be presented with the Setup Cycle screen (see page 9). This
screen will step you through the process of configuring the various essential settings.

Deleting Companies

If you wish to delete a company for any reason, select the company on the Login Screen and click
Delete or press F6. You are then prompted for the name of the company to delete. Select by
clicking on the company of your choice. You are then asked to confirm that you want to delete
this company. Click No to cancel, or click Yes to proceed. Before you delete any companies
forever, it is recommended that you make a backup first.
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The Employee Information Setup Cycle

Before you can enter any employee information and commence the preparation of your database
it is necessary to set up the system to handle your company’s unique requirements.

Although some of this preparation may be handled by MYOB in the course of their installation and
training, it is necessary to have an overview so that you may be better equipped to successfully
understand your system.

These procedures will be discussed in the order that they are usually performed.

Setup Cycle

Step 1
Enmnanpu Setup m
Enbes the Company's inhormation e.g.

Company Mame, Addrezs.
I
=\

Edit Emplovees Step 6 a |Step 2 Add Emplopes
Complete employes details. m ag gts.;l:l:mplwaa —
azzist in the setling vuo of the
p compary.
Setup Cycle

I= EJ ‘|LI Jﬂte 3

= | oy Add Positionz Pn:imns
E ¥ w Create positions: to assist in the
zetting up of the conmpar.

A ieqmre-:l ExD Ernpk:i}laa In‘r-:rmatm 51 ep 4

detals ko the company. Add Employess E -
Add all employes: details into 1he compan, AL 230

Click on each of the steps in turn to perform all of the necessary operations for setting up your
company.

e Company Setup (see page 10)

e Add Employee Groups (see page 12)

e Add Positions (see page 14)

e Add Employees (see page 22)

e Add Employee Information Details (see page 60)
e Edit Employees (see page 63)

10



MYOB EXO Employee Information
Step One - Company Setup

] [2€]

Select Step One from the Setup Cycle. The Company setup section identifies the company and its

employee group structure.

e

EXO Employee Information Company Setup

Mame: |Dem|:|n5trati|:|n Company
Address: |POBox1234

suburkb: |

City: |Auckland

Fhone: IW

IRD MNumber: lm

Default emplayee arder:

Code -

_= | User Defined = User Defined
al ) ; at ) ;
':i: =etup the title and icon "i_ =etup the title and icon for
for the first LIDF button the second LIDF buttan

Employes Group Structure

Mame
Analysis Code 1: |Area
Analysis Code 2: |L|:u:ati|:|n

Analysis Code 3: |

Analysis Code 4: |

E% Save: F10 | E Exit: Ezc

—
m
=

[Lw]
=1
=

=

Employer Details Enter the details of the company name, address, suburb, city, and the

company’s IRD Number.

Default employee order When scrolling through your employee masterfile or pay screens you can
either scroll through in alphabetical or numeric staff code order. Click on the order you wish to use

as your default.

User-Defined Click these buttons to set the name and caption of the two User Defined buttons
that appear on the Other tab (see page 30) of the Employee Maintenance window. User-Defined
information is free-form - it can be any type of information that you may want to keep.

2 User Defined Form Setup

Form Title: |

Buﬁunlcun:l

% Save: F10 | @ Delete : FB | E Exit: Ezc

N

20

11



Setting up EXO Employee Information
Employee Group Structure

This determines the overall breakdown of Employee Group Codes (see page 12), their field sizes
and number of sub-groups, which will be available when adding your employee groups
masterfile. The employee groups structure is based on a number which can be made up of a
maximum of 12 digits broken down into up to four separate levels.

The structure that you put in place here determines how the employee groups are set up.
Operators that are familiar with the Cost Centre structure in MYOB Exo Payroll will see the
similarities in this area.

In the screenshot above, the structure that is being used is as follows:
Area - 1digit
Location - 1 digit

This means that Employee Group Codes will consist of two digits: the first indicates the group’s
area (e.g. 1 = Auckland, 2 = Wellington, 3 = Christchurch), and the second indicates its location (e.q.
1= Admin, 2 = Sales, 3 = Warehouse). This would mean that a code of 12 would indicate the
Auckland Sales group and the code for the Christchurch Administration group would be 31.

In most cases the employee group structure may reflect the department set up in the payroll.

The purpose of the employee group structure is to group employees together, so that when
assigning training, skills, jobs and tasks you are able to assign these using your employee groups.
The ideal is that the employees are grouped to reflect similar requirements e.g. a lot of the training
requirements for the Administration department would be similar in skill and knowledge
requirements etc. So it would make sense to group your administration team together.

Before setting up your employee groups have a look through the system to see where the
employee groups are used i.e. the allocating of training etc to get an idea of how to set your
structure up based on your requirements.

12



MYOB EXO Employee Information
Step Two - Add Employee Groups

24

The structure for your employee groups is set up in Step One. In Step Two you set up employee
group codes and descriptive names. If you have a relatively straightforward employee group
requirement your structure would look similar to the screen shown below:

Select Step Two from the Employee Information Setup Cycle. A list of Employee Groups appears.
Click Add to create a new group, or highlight an existing group and click Select to edit it.

#= Employee Group Maintenance £3

Code: (11

Mame: | Adrmin/Staff
Manager Name: |Office Manager
Email: |

Fhaone:

Ermplovee Group Analysis

Department 1
bdanagement Lewel 1

&= Prev: F7 | =P Next: F8 ‘ [& Find: F9 | s Add: F4 | @Delete:F5| [= Esit: Esc

Code Enter the identification code for the group. This code must match the Employee Group
Structure set up on the Company Setup screen (see page 10).

Name Enter a name for the group.
Manager Name Enter the name of the manager in charge of the group
Email Enter the manager’s email address.

Phone Enter the manager’s contact phone number.

Employee Group Analysis

This area displays the breakdown of the Code, according to the Employee Group Structure set up
on the Company Setup screen (see page 10).

13



Setting up EXO Employee Information
Step Three - Add Positions

|
Select Step Three from the Setup Cycle to set up the positions that will be assigned to employees.

o

£ Position Setup 23
Job Descriptions Positions
Specify various job Define various
descriptions associated positions and assign
with positions job descriptions

E4
[= Exit:Esc

The setup process has two stages:

e Job Descriptions (see page 14)
e Positions (see page 15)

Once you have made additions and alterations to each window as necessary, click Exit or press
ESC to return to the Setup Cycle.

14



MYOB EXO Employee Information
Adding Job Descriptions

=2

The Job Descriptions section of the Position Setup window (see page 14) lets you describe the
main types of activities carried out by employees.

The simplest scenario is where an employee might have one position and one job description;
however, many employers seek people who are multi-talented and capable of taking on hybrid
roles. Multiple job descriptions may combine together to form one position.

Creating Job Descriptions

Clicking the Job Descriptions button opens a list of all job descriptions. Click Add to create a new
description, or highlight an existing description and click Select to edit it. Descriptions are added
and edited on the Job Description Point Maintenance window:

== lob Description Point Maintenance £3

Mame: |Pr|:|qram Tester

Descrigtion:

Execute program code as the users would, in arder to find an existing problems before the product is J
mass-released.

=

&= Frev 7 | =P Next: F8 ‘ (& Find: F9 | s Add: F4 | Delete:FE| [= Esit:Esc

Name Enter a name for the description.

Description Enter a description of what the job description entails. This can be as long or as short
as necessary.

Once you have created your job Description Points you are then able to create your Positions (see
page 15).

15



Setting up EXO Employee Information
Adding Positions

Although it is important that all employees are assigned a position to make the system effective,
the degree to which this area is used is completely dependent on your organisation’s
requirements. For example, some organisations may wish to use this area to a very low level, they
may enter quite global options for positions such as Office Worker which would incorporate,
receptionists, office Junior, Secretary etc. Other organizations will have more complex
requirements for positions where they will use this area to enter more detailed Position Analysis.

The Positions section of the Position Setup window (see page 14) lets you set up and define the
positions that employees will be assigned. Clicking the Positions button displays list of all positions.
Click Add to create a new position, or highlight an existing position and click Select to edit it.

TIP: The Maintenance menu, which provides access to Position maintenance, can also be

accessed at any time by pressing F2.

This window contains six tabs:

e Details (see page 16)

e Skill/Trainings (see page 17)

e Tasks/Duties (see page 17)

e Job Description (see page 18)
e Incumbents (see page 19)

e User Defined (see page 20)

Details
This tab contains basic details about the position.
= Pgsition Maintenance [-23-|
Details | Skills/Trainings Tasks/Duties Job Description Incumbents User Defined
Fosition: |Clﬁi|:e tanager
Faosition Description:
Fosition Requirements:
&= Frev 7 | =P Next: F8 | Find : F9 | s Add: F4 | = Delete:FEl [= E:-:it:Esu:l

16



MYOB EXO Employee Information
Position Enter a name for the position

Position Description Enter in the position description details. The information that is entered will
be displayed in the job description. Ensure that the Job Description that you are preparing is as
clear and effective as possible.

Position Requirements This is not a required field, but may be used to enter additional
information such as personality traits needed for the position, e.g. “organised”, past industry
experience, etc.

Skills/Training

This tab is where you are able to assign skills (see page 78) and training (see page 85) to a
particular position.

2 Position Maintenance 3
Details SKills/Trainings Tasks/Duties l Job Description l Incumbents l User Defined
FPositian: |Oﬁi|:e kanager
Training allocated to this Fosition Skills allocated to this Position
PRODTRAIM Praduct Training J PUBLIC SPE  Public Speaking and Pr J
MSWORD  Microzoft YWord TELEFHOME Telephone Etiguette

TIME MAMNALG Time Management
CULTURAL & Cultural fwwareness

&= Frev 7 | =P Next: F8 ‘ (& Find: F9 | s Add: F4 | Delete:FE| [= et Esc

To assign skills and/or training, click on the Select button in the appropriate area, which displays
the skills and/or training that you have created. These areas are not compulsory but are
recommended to ensure that your system is effective.

17



Setting up EXO Employee Information
Tasks/Duties

This tab is similar to the Skills and Training tab, and is used to assign Tasks or Duties (see page 80)
to the individual positions.

2 Position Maintenance 3
Details l Skills/Trainings Tasks/Duties Job Description Incumbents l User Defined
FPositian: |Oﬁi|:e kanager

Tasks/Duties allocated to this Fosition

TIMEMAMGERTime Management J
TELEPHOM  Taking Callz

re—

‘l?‘ Select

&= Prev 7 | =P Next: F8 ‘ (& Find: F3 | e Add : F4 | Delete:FE| [= Esit Esc

Click the Select button to display the list of tasks and duties you have created and assign them to
the position.

18



MYOB EXO Employee Information
Job Description

Position

This tab lets you set up and print a Job Description for the position. You can preview and print the

job description at any time by clicking the @ button.

= Position Maintenance E3
Details l Skills/Trainings l Tasks/Duties Job Description Incumbents l User Defined
Fasitian: |Oﬁice kanager r’:ﬁ; Preview

Header: | The primary purpose of this position is divided into the following areas:

FPuaints

O | [efo

Adtitude
Answering Calls

L

Add Edit Delete

Footer: ‘ J
i

&= Frev F7 | =P Newt: Fa ‘ (& Find: F3 | e dd: F4 | Delete:FE| [= Exit: Esc

Header The information entered here will appear at the top of the Job Description you are
creating.

Points This area lists the Job Description points (see page 14) assigned to this Job Description.
Click the Add button to display a list of available Job Description points to assign.

Footer The information entered in this field will be shown at the foot of the Job Description
document for this position.

19



Setting up EXO Employee Information
Incumbents

This tab lists all employees who have currently hold this position.

2 Position Maintenance 3
Details l Skills/Trainings l Tasks/Duties Job Description Incumbents User Defined
Fasitian: |Oﬁi|:e kanager

Employees with this position:

Tate, Bernard Cedric =]

=

&= Prev 7 E}Next:Fs‘ Find:FE|| e Add - F4 | Delete:FE| [= Esit:Esc

Employees with this position A list of the incumbents is displayed once the position has been
assigned to one or more employees.

20



MYOB EXO Employee Information
User Defined

This tab contains extra generic fields that may be used to customise your data. You can rename
some of the “User Defined” fields, and use them to track information which may not have been
included in the set screens provided with the system.

== Ppsition Maintenance 5%
Details | Skills/Trainings | Tasks/iDuties Job Description Incumbents User Defined
Fosition: |Of‘fi|:e Manacer

™ User Defined User Defined I I
™ User Defined User Defined I i

Liser Defined I

Llser Defined |

Llser Defined |

Liser Defined I

Llser Defined
=l
=]

LIser Defined
=
=]

@PIEV;F?l E}Next;Fa| Find:FEIl +ﬁ.dd:F4|Delete:FE| EExit:Escl

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

NOTE: The names you enter for the User Defined fields apply to all positions, but the

information you enter for the fields’ values is specific to the plan you are currently editing.

21



Setting up EXO Employee Information

Step Four - Add Employees

g

You may add employees at any time. You can add all of your employees into the system at this
point, or you may choose to only add employee when they have had accidents. How employees
are added depends on whether or not MYOB Exo Employee Information is installed standalone or
integrated with MYOB Exo Payroll.

Standalone System (Exo Employee Information only)

Employees are added from the Setup Cycle. You will need contact phone numbers and addresses,
emergency contact details, and IRD numbers.

Select Step Four of the Setup Cycle. The following window appears:

Add Employee

Enter Mew Employee Code: I 23
Candidates | B Add : F4 | EEHit:Escl

e To add a new employee, enter the Employee Code number and click Add.

e To convert an existing candidate to an employee, click the Candidate button. A picklist of
candidates appears; double-click on the candiate that you want to convert to an employee.

In either case, the Employee Maintenance window (see page 22) opens, where you can enter
details for the new employee. When adding a new employee, only the Employee Details tab (see
page 22) is available to begin with. Once all required information is entered on this tab, the other
tabs become available.

NOTE: When converting a candidate to an employee, a new employee record is created,

but the original candidate record is not deleted. It can be deleted manually, or you can keep
it as a historical record.

Integrated System (Exo Payroll & Exo Employee Information)

Employees are not added in MYOB Exo Employee Information. When you add your employee
into MYOB Exo Payroll, the employee is automatically brought across with the same employee
code into Exo Employee Information. See the Exo Payroll documentation for information on how
to add employees.

NOTE: In an integrated system, candidates are converted to employees in Exo Payroll - if

any candidates have been added, a Candidates button is available on the Add Employee
window in Exo Payroll.
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Employee Details

When adding a new employee, only the Employee Details tab that is available initially. This is
deliberate, as there are compulsory details required on this tab before you can continue. If you are
opening/editing an existing employee, all tabs are immediately available.

Employee Maintenance

Employee Details I Contact Details User Defined Documents l MNotes l Other l Security

Fequired Infarmatian Employment Infarmation

Code: G Occupatian: |Clerk
Title: kAr - Fay Frequency: |Weekly J
Surnarme; |Ge|:|rqe IRD Number: | 033-333-34k
First Mames: |Th|:|mas Russell Tax Code: b
Alpha Code: |GEORGE - _ | _ J
Start Date: I—DL-"DB,-’EDM J Service: Froprigtar Full-tirme

, |Wage J |Permanent J
Ermp Group: 11 Akld/Office Prot

|Default Faosition j
FPersonal Details

Position:

Birth Diate: 31/0811984 ~| Age: 32.3

Gender: m

Country of Birth: | New Zealand jJ
Ethnicity: |New Zealand European/Fakeha jJ

Irzert File | Clear |

Home Language: | English

&= Prev F7 | =P Newt: Fa | (& Find: F9 | E%Save:F1u| Delete:FE| [= Exit: Esc |

The Employee Details tab contains the following details:
Required Information

The details in this section must be completed before the other tabs on the Employee Maintenance
window become available.

Code The unique numerical code that identifies the employee.
Title Select employee’s title from drop down selection box.
Surname Enter employee’s surname.

First Name Enter employee’s first name(s).

Alpha Code For sorting and listing employees the system uses the first eight letters of the
employee’s surname as a sort code. This is shown here automatically. This alpha code must be
unique. This alpha code must be unique. If a message appears that says “Alpha Code cannot be
empty and must be unique” or “invalid input”, it means that this Alpha Code is already in use,
probably for an employee with the same surname. To correct this, change the Alpha Code to
something else, e.g. by making the last character of the Alpha Code the employee’s first initial.

Start Date Enter the employee’s start date. The employee’s years of service are displayed next to
the start date. This value is calculated as the system date minus the Start Date.

Employee Group Specify the Employee Group (see page 12) that this employee belongs to.
Position Specify the Position (see page 15) that this employee holds.
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Personal Details
These are all self-explanatory. If the Birth date is entered in MYOB Exo Payroll, it will be displayed
in this field. The Gender will also come through from the Exo Payroll.
Next to some fields you will see a J button; this indicates that you have the ability to add pre-set
selections, depending on your organization’s specific requirements.

If the system is integrated with the Health and Safety module, the following information is
automatically inserted:

e Country of Birth
e Ethnicity
¢ Home Language

Employment Information

Occupation The employee’s occupation, as taken from MYOB Exo Payroll. This is not necessarily
the same as the employee’s Position. If the system is operated as a standalone system, there is no
need to enter the Occupation.

Pay Frequency Select the pay frequency this employee belongs to

IRD Number Enter the employee’s IRD number. The system will validate the number entered as
being a valid IRD number.

Tax Code Enter the employee’s tax code. Note that some tax codes are not accessible unless a
valid IRD number has been entered.

SLCIR / SLBOR If the employee has a Student Loan tax code (i.e. one that ends in “SL”), these
fields becomes available. They specify any additional Student Loan repayments that may have
been set up for the employee.

Full / Part Time Select an appropriate employment status from the following list: Full-Time, Part-
Time.

Salary / Wage Select an appropriate form of remuneration from the following list: Salary, Wage.

Permanent / Casual Select an appropriate employment status from the following list: Permanent,
Casual.

Photo

You can insert an employee’s photo if your organisation requires this. Click the Insert Photo button
and select the image file. Only bitmap (.BMP) files are supported.

To remove the employee’s photo, click Clear.
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Contact Details

The Contact Details tab of the Employee Maintenance window holds contact details for the
employee. The employee’s contact details are added from MYOB Exo Payroll if the system is
being operated as an integrated system. However you will need to enter the additional
information such as the employees cell phone and email address if applicable.

Employee Maintenance

Employee Details Contact Details I User Defined Documents \ Motes l Other I Security

Employee: | B |Georqe, Thamas Russell
Employee Contact Details
Fostal Address: |53 Howe Strest Fesidential Address (if different)
Postal Suburb: | Frankion Home Address: |
Fostal City: |Hamilton Home Suburb: |
Fhone: |236-9874 Home City: |
bdohile: | Internal exin:
Ermail: |tqeurqe@mvub.cum
Emergency Contact Supervisor Details
Marmne: |Ali|:e Worley Supervisar; |.Judy ey Whiatson
Postal Address: |46 Cray Street Ernail |juchyi@demonstration.co.nz
Postal Suburb: | Ashion Phang: 09 306 4005

Postal City: |Hamilton

Phone: 236-9874
&= Prev F7 | =P Newt: Fa | (& Find: F9 | E%Save:F1u| Delete:FE| [= Exit: Esc |

Enter the following details into the relevant fields:

Employee Contact Details

Enter the following address details for the employee:

o Postal Address

e Postal Suburb

e Postal City

e Phone number

¢ Mobile phone number

e Internal telephone extension
e Email address

e Home Address

¢ Home Suburb

¢ Home City
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Emergency Contact

Enter the following details for the employee’s emergency contact person:

e Name
e Address
e Suburb

e Phone number

Supervisor Details

Enter the following details for the employee’s supervisor:

e Name
e Email address
e Phone number

User Defined

The User Defined tab of the Employee Maintenance window contains extra generic fields that
may be used to customise your data. You can rename some of the “User Defined” fields, and use
them to track information that may not have been included in the set screens provided with the
system.

Employee Maintenance

Employee Details l Contact Details User Defined Documents l Motes l Other l Security

Employee: | B |Georqe,TthasRussell

[ UserDefined User Defined I
[ UserDefined User Defined D

User Defined |
User Defined |
User Defined |
User Defined |
Llser Defined

Lzer Defined

KNI S KO Y

&= Frev 7 | =P Next: F8 | /& Find: F9 | E%Save:F1D| Delete:FE| [= et Esc |

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.
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The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

NOTE: The names you enter for the User Defined fields apply to all employees, but the
information you enter for the fields’ values is specific to the employee you are currently

editing. For example, if you change one of the text fields to “Middle Name”, then this field
will be called “Middle Name” for all employees; however, the actual contents of the field are
entered separately for each employee.

Documents

The Documents tab of the Employee Maintenance window lets you keep a copy of all records
relating to the employee.

Ermployee Maintenance

Employee Details | Contact Details | User Defined | Motes | Other | Security

Employee: | B |Georqe,Tthas Fussell

Mame | Category | Description | File Name | Date Modified I;I
o FIRST AID TRAINING.PC Certificates FIRST AID TRAIN Z304/2013 11:28:44 ,

-
| | »

4=F'rev:F?| E}Next:Fal (& Find: F3 | @Delete:ﬂal +Add:F4v| [= Exit: Esc

Click one of the options in the Add dropdown button to add a new document for the employee.
You can:

e Attach an existing document file (see page 91).

e Create a new document (see page 91) using the built-in word processing interface. You can
create a new blank document, or create a document that is based on a Document
Template (see page 95).
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Double-click on an existing document to open it. If the document is an attached file, it will open in
the default editor for the type of file; if it is a document created in Exo Employee Information, it will
open in the built-in word processing interface, where it can be edited.

Right-click on a document and select Edit document properties to edit the document’s Name,
Category and/or Description.

To remove a document from the employee’s file, select it and click the Delete button.

Notes

The Notes tab of the Employee Maintenance window enables you to make or edit personnel
notes on any employee.

Employee Maintenance
Employee Details Contact Details I User Defined l Documents Hotes l Other l Security
Employee: | B |Georqe, Thamas Russell

“iew Motes of Type: |A|I Motes j

[rate | Type |Entereu:| By M abe Femind Me|_|
Thomas has a fraining course booked for 6M12.
021112016 | G A ||
&= Prev F7 | =P Newt: Fa | (& Find: F9 | [y Save: F10 | e Add: F4 ‘ [= Exit: Esc

You can enter general Notes at any time. These notes can also be printed out in the Employees
Note report at any time.

Notes can be entered or edited from the Notes tab of the Employee masterfile screen, by selecting
Employee Notes from the File menu or by pressing F12 anywhere in the program.
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Adding a Note

From the Notes Tab, click Add or press F4 to add a Note. The following screen appears.

Add General Mote

Diate: 021172016 Feminder Date: | / / j
Entered By |4 Fecipients: | J

Mote Type: |G General

E% Save F1EI| Delete : FE| E Ewit : Ezc

Date This defaults to the current date. This would normally be left unchanged.
Entered By This field displays the User who entered the note originally.

Note Type Select one of the note types set up on the Note Types window (see page 73). In some
cases a Default note will be automatically entered by the system, such as when an employee takes
Sick Leave. These default notes can still be edited at a later stage.

Reminder Date Here you can enter a date to turn this note into a Reminder note. Reminder Notes
pop up on the Show Reminders screen when you log in to Exo Employee Information. When the
date is removed, the note will no longer appear as a reminder.

Recipients [f this note is to be a Reminder Note, you should select one or more recipients of the
note. Click the J button for a selection.

All users are listed on the left; all recipients of the reminder are listed on the right. You can click on
users and drag them from one list to the other.

> Moves the selected user to the list of recipients.

>> Moves all users to the list of recipients.

< Moves the selected user from the list of recipients back to the main list.
<< Moves all users from the list of recipients back to the main list.

To edit an existing note, select the note and double-click it, or click Edit. This opens the same
screen used to add notes, allowing you to edit the note’s details.

Click Save or press F10 to save when you are finished editing.
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Other

The Other tab of the Employee Maintenance window lets you edit the HR information for a
specific employee.

Employee Maintenance

Documents Motes

Employee Details | Contact Details | User Defined | Security

Employee: |

Iiﬁ Candidates

22 IWatsu:un, Judhy hdany

Eg Employes
Tasks

R ermuneration
Higtorny

"E Benefits Hiztary

I]% Induction

@ Training

i Wwhork History

% Uszer Defined

Performance zer Defined

Fieview

Cualification
and Education

M Skills

E Career planning

s

E =+ Leave History
Digcipline
E.[_Elb Histony

Exit Interview

-

&= Frev: F7 | =P Next: Fa | [&] Find: F3 | %Save:ﬁﬂl @Delete:ﬂal [= Exit: Esc

Click on a button to edit the relevant information. Buttons for the following areas are available:

o Candidates (see page 31)

e Induction (see page 31)

e Qualification & Education (see page 33)
e  Skills (see page 35)

e Employee Tasks (see page 37)

e Training (see page 39)

e Performance Review (see page 41)
e Career Planning (see page 45)

e Remuneration History (see page 47)
e Work History (see page 49)

e |eave History (see page 51)

e Discipline History (see page 52)

e Benefits History (see page 54)

e Exit Interview (see page 56)

The two User Defined options are customised on the Company Setup window (see page 10).

NOTE: Leave History and Remuneration History will come through from the payroll for those

organizations operating the system integrated with MYOB Exo Payroll. For organizations
operating the system standalone, information can be inserted directly into these screens.
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Candidate

If the employee was formerly a candidate, you can view the information logged against that
person when they were a candidate by clicking the Candidate button on the Other tab of the
Employee Maintenance window (see page 30).

Candidates are created on the Candidate Maintenance (see page 65) window.

Candidates are converted to employees as part of the Add Employees (see page 22) function.

Induction

Induction Plans (see page 72) are assigned to an employee by clicking the Induction button on the
Other tab of the Employee Maintenance window (see page 30).

Clicking this button displays a list of the plans already assigned to the employee; initially this list will
be empty.

= Employee Induction 23
Employee: 22 |WWatsan, Judy May
Description Completed J
Administration [
(G Edit F5 | = Delete:FE‘ [=, Exit: Esc
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Click the Add button to display a list of all available Induction Plans. Highlight a plan that is suited
to the employee’s requirement and click Select. This will take you to the following window:

2 Administration Induction Plan &3
Induction Details l User Defined Motes
Employee: 1 |Wal|ace, Edward James @ Prewisw

Header
The fallowing steps are required to be followed on the employee's first daw. J
=
Induction Bullet Points Date Completed DUneI:
Background of the Campany 13/02/1999 v
Background of the Compary I [
Computerised Fhane System 13/02/2008 v
Computerised Phone System i [
Employee Agreement 13/02/1999 v
Employment Agreement i [
Employee Policy and Procedure handboaok 13/02/1999 v j

e Add: F4 | (f Edi:F5 | @De|ete:Fs| E%Save:F'lD‘ [= Eit:Esc

In this window you will see the points (steps) displayed. Tick the box in the Done column once
each step is completed. This will automatically insert the date that the job was ticked as being
completed. If you require the date to be changed you can override it.

To enter details for a point, double-click on it and you will be taken to a window that contains a
text box for entering additional information. You also have the ability to enter in a reminder date
relating to this, which would result in a reminder being displayed on entry into the system and
thereafter until the step was signed off as being completed.

Click the @ button to preview and print out a copy of the Induction Plan.
User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
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Notes

This tab stores notes and reminders for actions relating to the induction plan.

Qualification & Education

The recording of employee’s qualifications can prove to be valuable when working with
employees in developing their roles. For those companies that have a succession planning
requirement, will also find this area extremely helpful.

By creating a database of qualification options and then assigning these at the employee level this
can become an easily managed area providing valuable information to assist in your organisation’s
human resource planning.

Access the record of an employee’s qualifications by clicking the Qualification & Education button
on the Other tab of the Employee Maintenance window (see page 30).

Clicking this button displays a list of the qualifications already recorded for the employee; initially
this list will be empty.

2= Employee Qualification & Education 23
Emplovee: | 1 [|"Wallace, Edward James
Education and Clualifications Date Attained

Diploma in Marketing 2000172008

Diploma in Business Administration 270812012

*Add:F4| (o Edi:Fs | [= Exit: Esc
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Click Add to create a new qualification, or select an existing qualification and click Edit to change
its details. Qualifications are added and edited on the following window:

Employee Qualification And Education

Qualification & Education User Defined l Motes
Employee: | 1 |Wal|ace, Edward James Feminder, | j
Cualification Mame |Dip||:|ma in Business Administration Fecipients: | J

Type | Diploma |
Date Attained: 2e/neeme j

Institution: |AUT

Course Details: Business AdministrationBusiness Accounts J
Course/Faper: Business Administration

Comments: J

&= Frev F7 | =P Next: FB | [&] Find: Fa ‘ s Add: F4 |E%Save:F1D| Delete:FE‘ [= Exit:Esc

Qualification Name Enter in the name of the Qualification.
Type Select the type of qualification. Click the J button to open a window listing all types, where
new types can be added. You are also able to edit or delete any of the existing qualification types.

Date Attained Enter the date attained if applicable; if the qualification has not been attained at the
time of entering the information leave the field empty.

Institution Enter the name of the institution that the employee attended or is attending.
Course Details Enter the details of the course.

Course/Paper Enter the course or paper that this relates to, if applicable.

Comments Enter any additional information that may be applicable.

Reminder You are able to enter in a date that you wish to receive a reminder relating to this
qualification. It may be an agreed date that you will get back to the employee to see how things
are progressing.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.
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The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Notes

This tab stores notes and reminders for actions relating to the qualification.
Skills

Although you can assign Skills (see page 78) to an Employee Group (see page 12) or Position (see
page 15), there may be occasions where you are required to assign a skill to an individual
employee, e.g. if an employee has an existing skill that is not necessarily a requirement for their
current position, and this should be kept in mind for future positions that become available
requiring that skill.

Access the record of an employee’s skills by clicking the Skills button on the Other tab of the
Employee Maintenance window (see page 30).

= Employee Skills £3
Employee: 2 |Watsc|n,Judy b @y

Code Description Type |-
MOTE-TAKIMN Mote-taking Administration

PUBLIC SPE Public Speaking and Presentation Communication
TELEPHOMNE Telephone Etiquette Communication

TIME MANAG Time Management Administration

TYPING40W Typing - 40 WPM Communication

(G Edi:Fs ‘ & Delete:FE| [=, Exit: Esc
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To add skills, click the Add button to display a list of all available skills:

2o Add Skill for Watson, Judy May &3
Tupe Code Hame | Select l:

Administration MNOTE-TAKIN Mote-taking r |
Administration TIME MAMAG Time Management I
Communication TYPING30W Typing - 30 WFM I
Communication TYPING4A0W Typing - 40 WFM I
Communication LANG WRITE Fluent Written and Spoken English I
Communication LAMNG MAORI Language - Maori I
Communication LAMNG CHIN Language - Chinese (Mandarin) I
Communication LAMNG SAMO Language - Samoan I
Communication LAMG FREMNC Language - French I
Communication PUBLIC SPE Public Speaking and Presentation I
Communication TELEFPHOME Telephone Etiquette I b
Language PROOFING Proofing ability I
Language CULTURAL A Cultural Awareness -
Software SOFT WING Software - M3 Windows 9x u
Software SOFT WINNT Software - MS Windows NT u
Software SOFT WORD Software - MS Woard u
Software SOFT EXCEL Software - MS Excel u
Software SOFT POWER Software - MS PowerPaoint r ﬂ

E% Save: F10 | E Euit: Esc

Tick the boxes for all skills you want to add and click Save. The skills are added to the list on the

Employee Skills window.

To edit an existing skill, select the skill on the Employee Skills window and click the Edit button.

This opens the following window:

Employee Skills
Details

|

User Defined

Rating

Comments

Time Management Skills for Judy May Watson

Completed | // j
] Eli

E% Save:F1D| E Euit: Esc

To view information on the skill itself, click View Skill Details. This displays the Skill Maintenance

window (see page 78), with all properties read-only.
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Completed Enter the date when this employee attained the skill.

Rating Some skills may be developed over time, and rated according to a grading system of some
sort. You can alter an employee’s grade here as they develop their skills.

Comments Enter any comments regarding the employee’s attainment of, or proficiency in, this
skill.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Notes
This tab stores notes and reminders for actions relating to the skill.
Employee Tasks

Although you can assign Tasks or Duties (see page 80) to an Employee Group (see page 12) or
Position (see page 15), there may be occasions where you are required to assign a task/duty to an
individual employee.

Access the record of an employee’s tasks/duties by clicking the Employee Tasks button on the
Other tab of the Employee Maintenance window (see page 30).

= Employee Tasks/Duties &3
Employes: | 22 |Watson, Juchy May
Code Description |_|
TIMEMANGEM Time Management |
CUSTEMQ Customer Enqguiries
MESSAGES Taking messages
efs Add: F | (& Edi:Fs | = Delele:FE‘ [ Exit: Esc
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To add tasks/duties, click the Add button to display a list of all available tasks/duties:

e Add Tasks/Duties for Watsen, Judy May

Select Tasks/Duties to assign to employee.

TELEMARKET Telemarketing J
MAM/SALES  Sales Manager - Sales
FRODUCTEMO Maintain Product Knowledge
MARKETING  Marketing & Promations
MAHAGESALE Team Management - Sales
IMTERDEPT  Internal Customer Service
SALES Obtaining Sales & Managing 5 ale:
CRM Custarmer Relationzhip Managerne
FROMO Promotional /4 ark eting
TIMEMAMGEM Time Management
CUSTEMO Custorer Enguinies
TELEPHOM Taking Call:
MESSAGES Taking meszages

=l

X

Highlight a task/duty and click Select to add it to the Employee Tasks/Duties window.

To edit an existing task/duty, select the task/duty on the Employee Tasks/Duties window and click

the Edit button. This opens the following window:

Employee Task/Duty
Details User Defined Notes

Time banagement Task/Duty for Judy kMay Watson Wiews Task/Duty
ey Perormance Indicators

-Work VYolume- Customer issues/guery resolution-Yolume of issue escalation J
Comments

- Effectively managing time by planning and adwising all relewvant parties of current status - J

Ensuring that business hours are adhered to.

E% Save: F'ID‘ E Exit: Ezc

To view information on the task/duty itself, click View Task/Duty. This displays the Task Duty

Maintenance window (see page 80), with all properties read-only.
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Key Performance Indicators Describe any Key Performance Indicators (KPIs) that relate to the
task/duty.

Comments Enter any comments relating to the task/duty as it applies to the employee.
User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

¢ Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Notes

This tab stores notes and reminders for actions relating to the task.

Training

Although you can assign Training Courses (see page 85) to an Employee Group (see page 12) or
Position (see page 15), there may be occasions where you are required to assign a course to an
individual employee.

Access the record of an employee’s training courses by clicking the Training button on the Other
tab of the Employee Maintenance window (see page 30).

£ Employee Training 23
Employee: 22 |Watson, Juchy May
Code Description Booked Complete Comment |_|
FIRSTAID First Aid Certificate 0212016 031172016 |
FIRSTAID First Aid Certificate 0zA1z01e | H [
(& Edi:Fs | = Delete:FB‘ [ Exit: Esc
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To add training, click the Add button to display a list of all available training courses:

=e Add Training for Wallace, Edward James E3

Select Training to assign to employee.

AFPDEY Fowpro Appdey i
O5sH Ozcupational Health and Safety
PRODTRAIM  Product Training

SALES Sales Techniques

TELE Telephone Technique

Y2KAPPDEY  windows 2000 Appdey

=
effe 4dd: F4 | ] select | [= et Esc

_____

Highlight a training course and click Select to add it to the Employee Training window.

To edit an existing course, select the course on the Employee Training window and click the Edit

button. This opens the following window:

Employee Training

Training Due l User Defined I

First Aid Certificate Training for Judy bMay Watson

Booked 0212016 j

Motes

Wiew Training
Course Details

Feminder Date |02/11/2016 j Fecipients: |Admin
Completed 03Neme El

Result Actual Course Cost 160.00

Comments

i

Cerificate Holder has to resit the exam every two years, or their cedificate expires

E% Save:F‘lD‘ E Ewit : Esc

To view information on the training course itself, click View Training Course. This displays the

Training Courses Maintenance window (see page 85), with all properties read-only.
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Booked Enter the date that the course is/was booked for.

Reminder Date To set up a reminder for when the training course is due to take place, enter a
reminder date and specify recipients.

Completed Enter that date that the course was completed on.
Result Enter the result of the training course, e.g. “complete”.

Actual Course Cost Enter the actual cost of the course, as opposed to the course value entered at
on the Training Courses Maintenance window (see page 85). This can cover circumstances where
you get a group discount or if you need to account for accommodation or travel costs.

Comments Enter any comments relating to the training course as it applies to the employee.
User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

¢ Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
Notes

This tab stores notes and reminders for actions relating to the training course.
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Performance Review

Performance Review Plans (see page 75) are assigned to an employee by clicking the

Performance Review button on the Other tab of the Employee Maintenance window (see page
30).

£ Please select a Performance Review E3

Flease selectthe Performance Review to assign to this emploves.

Review Code Performance Review Name J
Account Managers
3 Customer Services
Reception

.....

.....

Click the Add button to display a list of all available Performance Review Plans. Highlight a plan

that is suited to the employee’s requirement and click Select to add it to the Performance Review
window.
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To edit an existing plan, select the plan on the Performance Review window and click the Edit
button. This opens the following window:

2= Account Managers Performance Review, £%

Performance Review Details l Reviewer Details Histary l User Defined I MNotes

Employes: | 22 |Watscln, Juchy Mayy @ Preview
Completed | / j Feminder | // j

Recipients: | J

Header
Ag par of the company's review process, Account Managers' performance is reviewed regularky. J
Ferformance of the previous period is measured in the fallowing areas:

|
Perormance Review Bullet Faints Date Completed |Done|+
Prospects i [
Sales Iy s
Planning i [
Fallaw-up i [
Customer communication I [
Telephone Manner i ]

e Add: F4 ‘ (& Edi:Fs | Delete:FB| %Save:F1D| [= Esit:Esc

In this window you will see the points (steps) displayed. Tick the box in the Done column once
each step is completed. This will automatically insert the date that the job was ticked as being
completed. If you require the date to be changed you can override it.

To enter details for a point, double-click on it and you will be taken to a window that contains a
text box for entering additional information. You also have the ability to enter in a reminder date
relating to this, which would result in a reminder being displayed on entry into the system and
thereafter until the step was signed off as being completed.

Click the @ button to preview and print out a copy of the Performance Review Plan.
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Reviewer Details

I

2= Account Managers Performance Review,

Reviewer: |Sales tanager

Performance Review Details Reviewer Details History User Defined I

Employes: 22 |'Watson, Judy May @ Preview

£3

Motes

e Add: F4 ‘ (& Edi:Fs | Delete:FB| %Save:F1D| [= Esit:Esc

Fhane: |

Email: |

Dhjectives:
B
2|

Enter the details of the person who will be conducting the performance review on this tab.

History

2= Account Managers Performance Review.

Performance Review Details \ Reviewer Details History User Defined \

Cormments from Last Beview

3

Motes

Employee: | 22 |Watsc|n, Judly hay @; Preview

Comments far Mext Rewview:

-l

e Add: F4 ‘ (& Edi:Fs | Delete:FB| E%Save:F1D| [= et Esc

You can use this tab to enter a historical record of any comments that apply from one review to

the next.
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User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

¢ Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Notes

This tab stores notes and reminders for actions relating to the performance review plan.

Career Planning

Access an employee’s plan for career advancement by clicking the Career Planning button on the
Other tab of the Employee Maintenance window (see page 30).

#= Ernployee Career Plan £3
Employee: | 22 Watson, Juchy May
Code Drezcription Future Position Reminder I_l
2 Career path in management Office Manager i

o Edi:Fs | Delete:FE| [= Exit: Esc
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To add a career plan, click the Add button. To edit an existing plan, select the plan and click Edit.
Plans are added and edited on the following window:

e Career Plan for Judy May Watson 3
Details User Defined

Career Flan: |Career path in managerment

Fositian

Current: |Support Manager Future: | Office Manager |

Femind e | / { j Recipients: | J
Comment

Goals

Goal Statusg Reminder I_|
efm 4dd: F4 ‘ (& Edi:F5 | Delete:FE| %Save:ﬁﬂ‘ [=, Esit:Esc

Position In the position box the current position the employee holds will be displayed. You are
then able to select a future position the employee has expressed an interest in.

Remind Me You are able to enter in a date you wish to receive a reminder relating to this career
plan. It may be an agreed date that you will get back to the employee to see how things are
progressing.

Comment Enter any additional information if applicable.

Goals Add Career Plan Goals (see page 68) and enter any additional information. To add a new
goal, click the Add button or press F4 to display a list of Career Plan Goals to select from.

Reminder You have the ability to enter a reminder date for each goal entered. This is particularly
important if the Career plan is made up of several goals which may require individual monitoring
during the duration of the Plan.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

o Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
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Remuneration History

MYOB Exo Employee Information keeps a log of changes to employees’ salary or wages. Where it
is integrated with MYOB Exo Payroll, the payroll automatically generates a note every time there is
a change to an employee’s salary or hourly rate. These notes are displayed in Employee

Information, where new notes can be added.

Access an employee’s remuneration history by clicking the Remuneration History button on the

Other tab of the Employee Maintenance window (see page 30).

= Employee Remuneration

Employee: | 22 WWatsan, Judy May
Femuneration Details
Salary 1153.85 Annual E0000.20
Date Type |[Description Mote
031012016 P Salary Fewview salary to 4% increase.
(g o Fo| [ edps | () oo F| [ e Eso
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To add a remuneration note, click the Add button. To edit an existing note, select the plan and
click Edit. Notes are added and edited on the following window:

Remuneration

Details User Defined

Employee: |Watsn:|n, duchy bday

Date: D21 /2016
Mote Type: F

Authorised By |

Dete From:  [03/10/2016  ~| DeteTa: | // M

Comments;

Rewview salary to 4% increase. J

E% Save: F1EI| E Euit: Ezc

Date Today's date is automatically entered.

Note Type Enter a Note Type (see page 73) for the note. If you do not know the code you require,
press ENTER in this field to select a Note Type from a list.

Authorised By Enter the name of the person that authorised the change in remuneration.
Date From / To Enter the date(s) that the current wages/salary apply from/to.

Comments Enter any additional comments relating to the change in remuneration.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:
e Logical - Place a tick in the box to turn on a logical field.
e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.
e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
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Work History

MYOB Exo Employee Information keeps track of any previous positions held by employees since
being with the company. This is useful for obtaining a quick overview of the employee’s
progression. Any changes to the Position of an employee will automatically generate a note on
this window, and new notes can be added.

Note: It is important to remember that the Occupation displayed on the Employee Details
tab (see page 22) of the Employee Maintenance window is not the same as the Position

assigned in Employee Information.

Access an employee’s work history by clicking the Work History button on the Other tab of the
Employee Maintenance window (see page 30).

= Employee Work History 23

Employee: I 22 IWatSDn, Juchy May

Employment Details
Position Suppor Manager

Date Paosition Mote I;l
11/07/2016 Default Position Changed position from Default Position to Support

(G Edi:Fs | = Delete:FEil = E:-:it:Esu:l
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To add a work history note, click the Add button. To edit an existing note, select the plan and click
Edit. Notes are added and edited on the following window:

Work History
Details User Defined

Employee: |Watson, Juchy bdayy

Digte; 0212016

Mote Type: |WH  WWark Histary

Authorised By |

Fosition: |Supp|:|rt hManager

Diate From: IH—j Diate To: I,-",-"—j
Carmments:

E% Save: F10 | E Ewit: Ezc

Date Today's date is automatically entered.

Note Type Defaults to “Work History”.

Authorised By Enter the name of the person that authorised the change in position.
Position Enter the new position.

Date From / To Enter the date(s) that the current position applies from/to.
Comments Enter any additional comments relating to the change in position.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
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Leave History

MYOB Exo Employee Information keeps a log of any leave taken by the employee. Where is
integrated with MYOB Exo Payroll, the payroll automatically generates a note every time Holiday
Pay, Sick Leave, etc. is paid out to the employee. These notes are displayed in Employee
Information, where new notes can be added.

Access an employee’s leave history by clicking the Leave History button on the Other tab of the
Employee Maintenance window (see page 30).

i+ Employee Leave History =
Employee 22 |Wats iy ha
Leave Details
Holiday Pay 11.97 Days Long Service Leave 0,00 Days
Sick Pay 0,00 Hours  Alternative Leave 0,00 Deys
Date Type [ Diezcription l Mate
24no2016 Holiday Pay

s 4dd: F4 | [f Edt:F5 | 'E?jDelere'FE| [= Exit: Esc |

To add a leave history note, click the Add button. To edit an existing note, select the plan and click
Edit. Notes are added and edited on the following window:

Leave History

Details User Defined

Ermployes: |Wa15c|n, Juchy Mawy

Date: 03112016
Mate Type:

Authorised By: |

Date Fram: | // j Date To: | // j

Cormments:

E% Save:F'ID‘ E Euxit: Esc
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Date Today's date is automatically entered.

Note Type Enter a Note Type (see page 73) for the note. If you do not know the code you require,
press ENTER in this field to select a Note Type from a list.

Authorised By Enter the name of the person that authorised the leave.
Date From / To Enter the date(s) that the leave applies from/to.
Comments Enter any additional comments relating to the leave.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

¢ Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Discipline History

Although it is the hope of all organizations that the need to discipline staff is rare if at all, it is
important that if the occasion arises that the organisation records the information correctly.

Access an employee’s discipline history by clicking the Discipline History button on the Other tab
of the Employee Maintenance window (see page 30).

2= Employee Discipline E3
Employee: | e |Watsu:|n, Judhy May
Dizcipline D escription Date l_l
Verbal Warning (1st) 16/08/2018
& Edi:Fs ‘ [= Esit: Esc |
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To add a discipline record, click the Add button. To edit an existing record, select the record and
click Edit. Records are added and edited on the following window:

Disciplinary Action

Discipline Incident Details ‘ User Defined l Motes
Employee: 22 [watson, Judy May M
Discipline Description: |\a‘erbal Warning (1) jJ
Dete of Discipline: ~ [16/08/2016 ~|  Time:

Incident Witness: |Rub Caruso
Incident Details: Employee using intermal email for personal matters. L~
kMeeting Witness: Ed'allace

hMeeting Details: Employee confirmed that she was aware of the company's policy J

regarding the use of email for personal use.

=

Froposed Action: Employee to refrain fram the use of the email system for personal use. J
thiz will be monitored on a regular basis by the employee's manager.

[=]
&= Prev 7 | =P Next: F8 ‘ [& Find:Fg | s Add: F4 |E%Save:F'lD| Delete:FE| [= Esit:Esc

Discipline Description Select the type of disciplinary action taken. Click the J button to open a
window listing all types, where new types can be added. You are also able to edit or delete any of
the existing discipline types.

Date of Discipline Enter the date disciplinary action was taken.
Time Enter the time of the discipline meeting.

Incident Witness Enter the name of the witness to the incident that resulted in the disciplinary
action.

Incident Details Enter the details of the incident that resulted in the disciplinary action.
Meeting Witness Enter the name of the witness at the meeting.
Meeting Details Enter details of the meeting including the employee’s views on the incident.

Proposed Action Enter details of the proposed action to be taken.

Click the @ button to preview and print out a copy of the Disciplinary Action report.
User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.
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The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Notes

This tab stores notes and reminders for actions relating to the discipline.

Benefits History

MYOB Exo Employee Information keeps a log of any employee benefits outside of their
remuneration history, e.g. company cars, superannuation, medical insurance etc.

Access an employee’s benefits by clicking the Benefits History button on the Other tab of the
Employee Maintenance window (see page 30).

= Employee Benefits £3
Employee: | 22 |Watsun,JudyMay
Yiew Benefits that are: lm
Benefit | Reference Date To I_l
Company Yehicle Mlzsan Skyling Hi
=]
(& Edi:Fs | = Delete:FE| [= Exit: Esc
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To add a benefit, click the Add button. To edit an existing benefit, select it and click Edit. Benefits
are added and edited on the following window:

Employee Benefits
Details l User Defined
Employee: | 22 |Watsun,Judy by
Benefit; |CumpanyVehicle ﬂJ

Feterence: |N|ssan Skyline

Date Fram: |04/07/2016 _:IDmeTm ¥ _:ICURRENT
Feminder: |14111/2016 j Fecipients: |Admin J

Details:

Spare key held in register J
WOR 14M1/2016

SERVICE: 14/5/2017

E% Save: F10 | E Exit: Esc

Benefit Select the type of benefit. Click the J button to open a window listing all types, where
new types can be added. You are also able to edit or delete any of the existing benefit types.

Reference Enter a reference if applicable, e.g. medical insurance number if the company is
providing the employee with medical insurance cover.

Date From / To Enter the date(s) that the benefit applies from/to.

Reminder To set up a reminder for when the training course is due to take place, enter a reminder
date and specify recipients.

Details Enter any other additional information pertaining to the benefit.
User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
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Exit Interview

Exit Interview Plans (see page 69) are assigned to an employee by clicking the Exit Interview
button on the Other tab of the Employee Maintenance window (see page 30).

If no plan has been assigned to the employee yet, you are asked to choose a plant:

i Please select an Exit Intenview Plan E8

P Exit Interview Flan has been copied to this employee. Select the most sppropnate plan and if required the copied
plan can now be customised for this employves

Ext Inteniew Code Exit Interview Name
Genaral Sial

V] seect | [= E:-cil:Ea:.|

Once a plan has been selected, the following window appears:

P

£ General Staff Bt Interview Z3

Exit Interview Details l User Defined l Motes

Employee: | 2a |Watsu:un,JudyMay @)F‘review
Interviewstr: | Termination Date: M

Details
Upon receiving notice of termination from an employes, the following procedures needto be J
followed:

=]
Exit Interview Procedures Date Completed |[Done |~
Letter of resignation I [
Reason for Termination [ [
Return company equipment I [
Desk Clearing I [
K.anss I -
Last Day Meeting I [ ~|

e 4dd: F4 | (& Edi:Fs | Delete:FB| E%Save:F‘lEl‘ [= Exit: Esc
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In this window you will see the points (steps) displayed. Tick the box in the Done column once
each step is completed. This will automatically insert the date that the job was ticked as being
completed. If you require the date to be changed you can override it.

To enter details for a point, double-click on it and you will be taken to a window that contains a
text box for entering additional information. You also have the ability to enter in a reminder date
relating to this, which would result in a reminder being displayed on entry into the system and
thereafter until the step was signed off as being completed.

Click the @ button to preview and print out a copy of the Exit Interview Plan.
User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
Notes

This tab stores notes and reminders for actions relating to the exit interview plan.
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Security

The Security tab of the Employee Maintenance window establishes who is able to look at the
selected employee’s data. This enables security to be self-contained to one or many sets of
employees per user.

Employee Maintenance

Employee Details \ Contact Details l User Defined Documents l Motes l Other Security

Employvee: | b |Geurqe,Tthas Fussell

Employee is assigned ta the following Security Groups:

Al Employees J Security
Harnilton Office Graups

&= Prev  F7 ‘ =P Mewt: F3 | (& Find: F3 | E%Save:ﬁﬂ‘ De|ete:FE:| [= et Esc

The tab lists all User Security Groups (see page 107) that the employee belongs to. Click the
Security Groups button to change the Security Groups assigned to the employee.

e Assign User Security Groups E3

Assign Security Groups to this Employee.

2 AdminiAccounts J 1 All Employees J
3 Sales G Managers

4 Store

A Support

7 Candidates

2]~ |21

= =
E% Save: F1D‘ E Exit: Esc |
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All unassigned Security Groups are listed on the left; all Security Groups assigned to the employee
are listed on the right. You can click on groups and drag them from one list to the other.

> Moves the selected group to the list of assigned groups.
>> Moves all groups to the list of assigned groups.
< Moves the selected group from the list of assigned groups back to the main list.

<< Moves all groups from the list of assigned groups back to the main list.

Terminate/Reinstate

How employees are terminated and reinstated depends on whether or not MYOB Exo Employee
Information is installed standalone or integrated with MYOB Exo Payroll.

Integrated System (Exo Payroll & Exo Employee Information)

Employees are not terminated or reinstated in MYOB Exo Employee Information; these operations
are performed in Exo Payroll. See the Exo Payroll documentation for information on how to add
employees.

Standalone System (Exo Employee Information only)

Employees can be terminated or reinstated at any time. To terminate an employee or reinstate a
previously terminated employee, select Terminate/Reinstate from the File Menu. You will be
asked to select an employee. Enter the code for the employee you want to terminate/reinstate
and the following window appears:

= Terminate/Reinstate Employee £3

Employee: | 2 |Andrews, Thomas Harley

Employee is currently.  |ACTIVE - Started 05/06/2014

Terminate Date; 0212016

Terminate | E Exit : Esc

Employee Displays the code and full name of the selected employee.

Employee is currently Displays the employee’s current status. This will be one of:

e ACTIVE, followed by the employee’s start date
e TERMINATED, followed by the employee’s termination date

If the employee is currently active, a Terminate Date field and Terminate button appears below. If
the employee is currently terminated, a Reinstate Date field and Reinstate button appear.

Enter the date of the employee’s termination or reinstatement then click Terminate/Reinstate to
terminate/reinstate the employee.

You will be asked to confirm that you want to proceed. Click Yes to continue.

NOTE: Terminated employees will still appear in any report that covers a period in which

they attended work.
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Step Five - Add Employee Information Details

1= L,

This step lets you set up different areas that can then be associated with employees. The following
areas can be set up:

e Induction

e Training

e Skills

e Tasks and Duties

e Performance Reviews
e Exit Interviews

It is recommended that you concentrate on one area at a time, based on your priority.

Induction

All organizations handle the Induction Process differently and in a lot of cases, depending on the
different areas within their particular organisation, the Induction Process can differ from
department to department.

MYOB Exo Employee Information gives you the ability to design your own induction processes; it
is possible to have any number of Induction Plans (see page 72) prepared on your system, which
can then be assigned to employees when they start with your organisation.

The Exo Employee Information system works by creating a database of Induction Points (see page
71), containing procedures that can be assigned to one or more Induction Plans.

Induction plans are then assigned to new employees (see page 31) on an individual basis

Click the button set up induction plans for new employees.

2o Induction Setup £
Induction Points Induction Plans
Specify the induction Define various Induction
points associated with Plans and assign
the Induction Plans Induction Points

E Euit: Esc

The setup process has two stages:

e Induction Points (see page 71)
e Induction Plans (see page 72)
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Training

MYOB Exo Employee Information lets you record details of the providers of training courses that
your organisation uses, and the training courses that your employees attend.

Training courses are allocated to Positions and/or Employee Groups, and can also be assigned to
employees (see page 39) on an individual basis.

Click the E" button to set up employee training.

2= Training Setup £3
Training Providers Training Courses
Specify the Training Define various Training
Providers giving training Courses used

d = =

E Ewit : Ezc

This is the area where you set up the Training information.

The setup process has two stages:

e Training Providers (see page 83)
e Training Courses (see page 85)

Skills

MYOB Exo Employee Information lets you keep a database of skills that can be assigned to
employees. This is an optional part of the system.

Click the L button to set up a database of skills (see page 78), which can then be assigned to
the employees.

Skills are allocated to Positions and/or Employee Groups, and can also be assigned to employees
(see page 35) on an individual basis.

Tasks/Duties

MYOB Exo Employee Information lets you keep a database of tasks and duties that can be
assigned to employees. This is an optional part of the system.

]

Click the button to set up a database of tasks and duties (see page 80), including knowledge
and responsibilities. Once the task or duty has been created it can then be assigned to positions,
employee groups or a combination of both.

61



Setting up EXO Employee Information

Tasks and duties are allocated to Positions and/or Employee Groups, and can also be assigned to
employees (see page 37) on an individual basis.

Performance Review

All organizations handle the Induction Process differently and in a lot of cases, depending on the
different areas within their particular organisation, the Induction Process can differ from
department to department.

MYOB Exo Employee Information gives you the ability to design your own induction processes; it
is possible to have any number of Performance Review Plans (see page 75) prepared on your
system, which can then be assigned to employees when they start with your organisation. You
are able to set up any number of Plans depending on your requirements but there will be certain
points that will be shared between the plans i.e. Team work, Communication etc.

The Exo Employee Information system works by creating a database of Performance Review
Points (see page 75), containing procedures that can be assigned to one or more Induction Plans.

Induction plans are then assigned to new employees (see page 41) on an individual basis.

Click the =¥ | button to set up performance review plans that can be assigned to employees on
a regular basis.

== Performance Review Setup 3
Performance
Review Points Review Plans
Specify the Review Points Define Performance
associated with the Review Plans and
Performance Review Plans assign Review Points

£l

EN
[= Esit: Ese

The setup process has two stages:

e Review Points (see page 75)
e Review Plans (see page 75)
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Exit Interview

Each company handles the departure of an employee differently, but more and more
organisations are realising that when a good employee leaves, information offered by them in a
well-managed exit interview can be valuable.

MYOB Exo Employee Information gives you the ability to design your own exit interviews; it is
possible to have any number of Exit Interview Plans (see page 69) prepared on your system,
which can then be assigned to an employee at the time of their leaving.

The Exo Employee Information system works by creating a database of Exit Interview Points (see
page 69), containing procedures or questions that can be assigned to one or more Exit Interview
Plans.

When an employee leaves, an exit interview plan can be assigned (see page 56) to them on an
individual basis.

Click the 2 button to set up exit interview plans that can be assigned to employees who are
leaving the organisation.

o

e Exit Interview Setup £3
Exit Interview Points Exit Interview Plans
Specify the Exit Interview Define the Exit Interview
Points associated with Plans and assign
the Exit Interview Plans Exit Interview Points

S

E Exit: Esc

The setup process has two stages:

e Exit Interview Points (see page 69)
e Exit Interview Plan (see page 69)
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Step Six - Edit Employees

The actions of adding an employee and opening/editing an employee are essentially the same
thing; the functionality and screen layout are the same. The only difference is that when adding an
employee, you will get a new employee code and blank screen to begin with. When editing, you
will begin with a screen filled with the details you have entered in previous data entry sessions,
ready to be modified.

Having Edit Employees as a separate final step in the Setup Cycle allows you to make changes to
employees such as assigning plans and training, which may have been added after employees
were first added. Also, in the case where Exo Employee Information is integrated with MYOB Exo
Payroll, the Add Employee option is not available, as employees are added in Exo Payroll - in this
case, the Edit Employees step is the only way to alter employee details.

Select Step Six from the Setup Cycle and the following screen appears:

i 1

Staff

Enter Emploves Code or Alpha Code:
Find : F3 | [= Exit: Esc

Enter the Employee Code for the employee you want to edit and press ENTER, or click Find to
select the employee from a list. The Employee Maintenance screen for the selected employee
appears, starting on the Employee Details tab (see page 22).
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Candidates

MYOB Exo Employee Information gives you the ability to store information on candidates for
positions you are offering. You can store information on applicants and their suitability for
particular positions. You are also able to store their interview information, resume/CV etc.
Candidates who are accepted for a position can be converted to full employees (see page 22).

To access candidate records, select Candidates from the Maintenance menu. A list of candidates
appears. Click Add to create a new candidate or select an existing candidate and click Select to
edit them. Candidate records are added and edited on the Candidate Maintenance window.

Candidate Details

e

£ Candidate Maintenance £
Candidate Details ‘ User Defined Documents l Motes l Security
Feguired Infarmation Contact Details
Alpha: JOEPLUME E-mail: |
LastMame: |Plumber Fhone:
FirstName: |Joe tohile:
Date Entered: [03/11/2016 _~ | Address:
Paosition: | Default Position | Address: |
Suburb:
Staff Code: [ C'u ur I
ity
Staff Alpha: Residential Address (if different)
Flaiiet Address: |
Insert picture file here Suburb: |
City: |
Fersonal Details
Birth Diate: | g3s11/1982 j Age: 34.0
Insert File | Clear | Gender | hale :I'
42 Frew : F7? ‘ I# Mest : F8 | Find : F3 | E% Save: F10 ‘ x Cancel | Ewit: Ezc

Enter the candidate’s personal details and contact information.
You can add a photograph of the candidate by clicking the Insert File button.
User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.
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The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Documents

This tab lets you keep a copy all records relating to the candidate. This may include a letter of
offer, interview transcript, CV etc. Any documents entered in here will be transferred across if the
candidate becomes an employee.

#: Candidate Maintenance EX
Candidate Details ‘ User Defined Documents l Motes l Security
Candidate: |JOEFPLUMB Surname: |Plumber First: |._I|:|e
Name | category | Description |File Name | Date Modified | =]
JOE PLUMBER CV.FDF CWs Curriculum vitae for Joe JOE PLUMBER C' 23/04/2013 11:28:44 ,
| |Joe's References 031172016 12:04:40 |
al | >
&= Prev F7 ‘ =P New: Fa | Find: F3 | Delste : F& ‘ l:F.-’-'«dd:de| [= Exit: Esc

Click one of the options in the Add dropdown button to add a new document for the candidate.
You can:

e Attach an existing document file (see page 91).

o Create a new document (see page 91) using the built-in word processing interface. You can
create a new blank document, or create a document that is based on a Document
Template (see page 95).

Double-click on an existing document to open it. If the document is an attached file, it will open in
the default editor for the type of file; if it is a document created in Exo Employee Information, it will
open in the built-in word processing interface, where it can be edited.

Right-click on a document and select Edit document properties to edit the document’s Name,
Category and/or Description.

To remove a document from the candidate’s file, select it and click the Delete button.
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Notes

This tab stores notes and reminders for actions relating to the candidate.

Security

This tab establishes who is able to look at the selected candidate’s data. This enables security to be
self-contained to one or many sets of candidates per user.

2= Candidate Maintenance &3
Candidate Details ‘ User Defined I Documents I Motes Security
Candidate: |JOEFPLUKMB Surnarne: |Plumber First: |JDE
Security Groups:
All Employees J
QN Ecit
&= Prev F7 ‘ =P Newt: F8 | [&] Find: F3 ‘ o Add: F4 ‘ (2] Delete : F5 | [= it Esc

The tab lists all User Security Groups (see page 107) that the employee belongs to. Click the Edit
button to change the Security Groups assigned to the candidate.

£ Ascign User Security Groups E3

Assign Security Groups to this Employee.

2 AdminiAccounts J 1 All Employees J
3 Sales 5] Managers

4 Store

5 Support

T Candidates

[2 [~ [¥ v

(=] =]
E% Save Fm‘ E Euit - Ezc:
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All unassigned Security Groups are listed on the left; all Security Groups assigned to the employee
are listed on the right. You can click on groups and drag them from one list to the other.

> Moves the selected group to the list of assigned groups.
>> Moves all groups to the list of assigned groups.
< Moves the selected group from the list of assigned groups back to the main list.

<< Moves all groups from the list of assigned groups back to the main list.

Career Plan Goals

Career Plans (see page 45) can be assigned to all employees. The ability to manage employees’
career planning is a valuable asset in any organisation. Although the career planning feature is not
a compulsory one, it is nonetheless important. Career plans are made up of individual career
planning options or goals, which can be re-used in multiple plans.

TIP: This area can also be used for Succession Planning if that is a requirement in your

organisation.

To set up Career Plan Goals, select Career Plan Goals from the Maintenance menu. A list of goals
appears. Click Add to create a new goal, or highlight an existing goal and click Select to edit it.
Career Plan Goals are added and edited on the following window:

== Career Plan Goal Maintenance [-22 |
Mame: =
Description:
Issue 50 parking infrignement notices per maonth. ;l
4: Prew : F? | # Mest: F& | Find: F9 | E% Save: F1EI| x Cancel | E Euxit: Ezc |

Name Enter a short name for the goal.

Description Describe the goal in full.

68



MYOB EXO Employee Information

Exit Interviews

Exit Interview Points

MYOB Exo Employee Information gives you the ability to design your own exit interviews; it is
possible to have any number of Exit Interview Plans (see page 69) prepared on your system,
which can then be assigned to an employee at the time of their leaving. Exit Interview Plans
involve a selection of Exit Interview Points, which define the individual steps or questions involved
in the interview.

To set up Exit Interview Points, select Exit Interviews > Exit Interview Points from the Maintenance
menu. A list of points appears. Click Add to create a new point, or highlight an existing point and
click Select to edit it. Exit Interview Points are added and edited on the following window:

2: Byt Interview Point Maintenance &3
arne: |Letter|:|f resignation
Description:
Letter of resignation and notice received from employee ]
4= Prev F7 | =P Next: Fa ‘ Find - F3 | e Add: F4 | Delete:FE| [= Esit:Esc

Name Enter the name of the point.

Description Enter a full description of the procedure or question that this point involves, so the
person interviewing the departing employee has a guideline for the information required.
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Exit Interview Plans

MYOB Exo Employee Information gives you the ability to design your own exit interviews; it is
possible to have any number of Exit Interview Plans prepared on your system, which can then be
assigned to an employee at the time of their leaving. Exit Interview Plans involve a selection of Exit
Interview Points (see page 69), which define the individual steps or questions involved in the
interview.

To set up Exit Interview Plans, select Exit Interviews > Exit Interview Plans from the Maintenance
menu. A list of plans appears. Click Add to create a new plan, or highlight an existing plan and click
Select to edit it. Exit Interview Plans are added and edited on the following window:

2 Bt Interview Plan Maintenance 0
Exit Interview Plan User Defined l Motes
Exit Interview: |General Staff @ Preview
Header:
Upon receiving notice of termination from an employee, the following procedures need to be J
followed:

=

Fuoints

eq Letter of resignation
Feason far Termination

Feturn company equipment

| Desk Clearing

] Keys

Last Day Meeting

Feference Letter d|

&dd | Edit | Delete |

&= Frev F7 | =P Newt: Fa ‘ (& Find: F3 | e Add: F4 | @De|ete:Fs| [= Exit: Esc

Click the @ button to preview and print out a copy of the Exit Interview Plan.
Exit Interview Enter a name for the plan.

Header Enter information that will be displayed at the top of the Exit Interview Plan when it is
printed out. This can include instructions on conducting the interview.

Points Assign Exit Interview Points (see page 69) to the plan. The following operations are
available:

e Click the Add button to add a new point to the plan.

e Select a point and click Edit to open the Interview Points Maintenance window (see page
69) to edit the text of the point.

e Select a point and click Delete to remove it from the plan.

e Once added, points can be dragged up and down to reorder them.
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User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

o Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Notes

This tab stores notes and reminders for actions relating to the exit interview plan.

Induction

Induction Bullet Points

MYOB Exo Employee Information gives you the ability to design your own induction processes; it
is possible to have any number of Induction Plans (see page 72) prepared on your system, which
can then be assigned to employees when they start with your organisation. Induction Plans
involve a selection of Induction Points, which define the individual steps or questions involved in
the process.

To set up Induction Points, select Induction > Induction Bullet Points from the Maintenance menu.
A list of points appears. Click Add to create a new point, or highlight an existing point and click
Select to edit it. Induction Bullet Points are added and edited on the following window:

= |nduction Point Maintenance E3

Marme: |Bacqu0und ofthe Company

Description:

Mew employee’s Manager to give new employee background on the company, along with the Company J
Profile booklet.

=

&= Prev F7 ‘ =P Next: Fa ‘ [& Find: Fg ‘ o Add  F4 ‘ Delete:FE| [ Exit: Esc
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Name Enter the name of the Induction Point.

Description Enter details of the point, so that the person handling the induction has a guideline
for the information to be covered.

Induction Plans

MYOB Exo Employee Information gives you the ability to design your own induction processes; it
is possible to have any number of Induction Plans prepared on your system, which can then be
assigned to employees when they start with your organisation. Induction Plans involve a selection
of Induction Points (see page 71), which define the individual steps or questions involved in the
process.

To set up Induction Plans, select Induction > Induction Plans from the Maintenance menu. A list of
plans appears. Click Add to create a new plan, or highlight an existing plan and click Select to edit
it. Induction Plans are added and edited on the following window:

#o Induction Plan Maintenance 11

Induction Flan User Defined l Motes

Induction Flan: |Administrati|:|n @; Preview

Induction Belongs To:  |EXD Emplovee Infu:urmatiu:nj

Header:
The following steps are required to be followed on the employee’s first day: J
Foints
Background of the Company -

Computerised Fhone System

Employes Agreement

Employee Folicy and Frocedure handboaolk

First day Lunch

[ | Health & Safete Traininn ﬂ

&dd | Edit | Delete |

&= Prev F7 | = Nest : 8 | [&] Find: Fa | e 4dd : F4 | Delete:FE| [= Esit:Esc

Click the @ button to preview and print out a copy of the Exit Interview Plan.
Induction Plan Enter a name for the Induction Plan.

Induction Belongs To If you have also purchased the MYOB Health and Safety module, you can
classify the Induction as being a function of either Health and Safety or Exo Employee Information.
For example, a Safety Induction Plan could be sourced from Health and Safety, but a
Management Induction Plan could be sourced from Employee Information.

A key objective of the Induction process is to provide a set of instructions that adequately
safeguard the physical health and well-being of new employees and/or contractors that are
coming into the workplace. OSH guidelines should be followed, when creating an Induction Plan
— refer to http://www.osh.dol.govt.nz for more details.
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Header Enter information which will be displayed at the top of the Induction Plan when it is
printed out. This may include instructions on conducting the Induction process.

Points Assign Induction Bullet Points (see page 71) to the plan. The following operations are
available:

e Click the Add button to add a new point to the plan.

e Select a point and click Edit to open the Induction Point Maintenance window (see page 71)
to edit the text of the point.

e Select a point and click Delete to remove it from the plan.

e Once added, points can be dragged up and down to reorder them.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:
e Logical - Place a tick in the box to turn on a logical field.
e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.
e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
Notes

This tab stores notes and reminders for actions relating to the induction plan.
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Note Types

Exo Employee Information automatically inserts notes into an employee’s Notes file when certain
conditions occur. Notes of various types can be created.

These notes build up in the employee’s Notes file creating a pay activity history that can be
reported on at any time via the Notes report. You can create your own Note Types and add them
to the automatically created notes.

Select Note Types from the Maintenance menu to open the Note Types Maintenance window.
Press F9 or click Find for a list of all Note Types. Press F4 or click Add to add a new Note Type:

= Note Type Maintenance 23
Twpe: 3
Marme: |General
Default Description:
B
=
4= Prev F7 | =P Next: Fa ‘ Find - F3 | e Add: F4 | Delete:FE| [= Exit: Esc

Note Type Enter the Note Type code that you wish to use. It can be letters, numbers, or a
combination of the two. Note Types are also case sensitive so you may choose between upper

and lower case letters.
Description Enter a name to describe the Note Type.

Default Note Enter a default note or template to be added whenever a note of this type is
created. Using a default note saves typing in the same information repeatedly and ensures
conformity in notes added by users. The default note can be edited or added to if necessary.
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Performance Review

Performance Review Points

MYOB Exo Employee Information gives you the ability to design your own performance review
processes; it is possible to have any number of Performance Review Plans (see page 75) prepared
on your system, which can then be assigned to employees when they start with your organisation.
Performance Review Plans involve a selection of Performance Review Points, which define the
individual steps or questions involved in the review.

To set up Performance Review Points, select Performance Review > Performance Review Points
from the Maintenance menu. A list of points appears. Click Add to create a new point, or highlight
an existing point and click Select to edit it. Performance Review Points are added and edited on
the following window:

2 Performance Review Point Maintenance X

MName: |Team hMembership

Description:
Waorks well with other team members, skillset and personality compliments the rest of the team. J

=

&= Frev  F7 | =P Newt: F8 | [&] Find: F9 | s Add: F4 | Delete:FE| [= Esit:Esc

Name Enter the name of the Performance Review Point.

Description Enter details of the point, so that the person handling the induction has a guideline
for the information to be covered.
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Performance Review Plans

MYOB Exo Employee Information gives you the ability to design your own performance review
processes; it is possible to have any number of Performance Review Plans prepared on your
system, which can then be assigned to employees when they start with your organisation.
Performance Review Plans involve a selection of Performance Review Points (see page 75), which
define the individual steps or questions involved in the review.

To set up Performance Review Plans, select Performance Review > Performance Review Plans
from the Maintenance menu. A list of plans appears. Click Add to create a new plan, or highlight
an existing plan and click Select to edit it. Performance Review Plans are added and edited on the
following window:

#: Performance Review Plan Maintenance 0
Performance Review Reviewer User Defined I Motes
Name: \Development @ Freview

Header:
Development Perdformance Appraisal. J

Puoints

e Coding standard

Follow-up

Growth of Product Line

Listening skills

hMeets Deadlines

kotivated

| New Ideas |

Add | Edit | Delete |

&= Frev F7 | =P Newt: Fa ‘ (& Find: F3 | e Add: F4 | @De|ete:Fs| [= Exit: Esc

Click the @ button to preview and print out a copy of the Exit Interview Plan.
Name Enter a name for the Performance Review Plan.

Header Enter information that will be displayed at the top of the Performance Review Plan when
it is printed out. This may include instructions on conducting the performance review.

Points Assign Performance Review Points (see page 75) to the plan. The following operations are
available:

e Click the Add button to add a new point to the plan.

e Select a point and click Edit to open the Performance Review Point Maintenance window
(see page 75) to edit the text of the point.

e Select a point and click Delete to remove it from the plan.

e Once added, points can be dragged up and down to reorder them.
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Reviewer

Enter the contact details of the person whose responsibility it is to carry out the Performance
Review.

2= Performance Review Plan Maintenance &3
Performance Review Reviewer User Defined I Motes
Name: \Account Managers @ Freview

Feviewer Name: |Sales bdanagar
Fhane:
Email; |
Ohjectives:
&= Frev F7 | =P Newt: Fa ‘ Find: F3 | e Add: F4 | Delete:FB| [= Exit: Esc

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:
e Logical - Place a tick in the box to turn on a logical field.
e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.
e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
Notes

This tab stores notes and reminders for actions relating to the performance review plan.
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Skills

MYOB Exo Employee Information lets you keep a database of skills that can be assigned to
employees. This is an optional part of the system. The importance of monitoring skills is based
entirely on each companies particular requirements; however, if it is important to be able to
manage skill levels, keeping track of employee skills can prove to be a valuable tool in managing
your organisation’s Human Resource requirements.

To set up skills, select Skills from the Maintenance menu. A list of skills appears. Click Add to create
a new skill, or select an existing skill and click Select to edit it. Skills are added and edited using the
following window:

2= Skill Maintenance £3
Details l User Defined l Allocate \ Motes
Alpha Code:  |CULTURAL A MHame: |Cu|tura| AWErEness @; Preview
Skill Type:  |Language ~| .|
skill Details:
General knowledge of various cultures and their customs. ]

Fey Performance Indicators:

Fastlearner of new cultures and customs Easily adjusts to various cultures and customs

=]
&= Frev F7 | =P Newt: Fa ‘ (& Find: F3 | e Add: F4 | Delete:FB| [= Exit: Esc

Click the @ button to preview and print out a document that details the skill.

Details

Alpha Code Enter a short code for the skill. This can be either alphabetical, numerical or a
combination of both and up to 10 characters.

Name Enter the name of the skill.

Skill Type Select the type of skill. Click the J button to open a window listing all types, where
new types can be added. You are also able to edit or delete any of the existing skill types.

Skill Details Enter the details (or description) of the skill.

Key Performance Indicators Enter any Key Performance Indicators that apply.
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User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

¢ Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Allocate

Skills can be assigned to Positions (see page 15) and/or Employee Groups (see page 12), meaning
that they will be assigned to any employees that hold one of those positions or belong to one of
those groups.

NOTE: Skills can also be assigned to employees (see page 35) on an individual basis.

£ Skill Maintenance EX
Details l User Defined Allocate l Motes
Alpha Code: |CLULTURAL A Marme: |Cu|tura| Awareness @ Preview
Faositions assigned this Skill Employee Groups assigned this Skill
Recephonizt J 10 Adminst anager J

Account b anager
Office Manager

&= Frev 7 | =P Next: F8 ‘ (& Find: F9 | s Add: F4 | Delete:FE| [= Esit:Esc
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To assign the skill to positions and/or Employee Groups, click the Select button in the appropriate
area, which displays the available positions/groups:

e Assign Cultural Awareness Skill to Employee Positions B3

Skill: | 46 |Cultural AErEness

Select the positions that will require this skill

Accounts Clerk, J Account Manager J
Drefault Pozition Office Manager
Storeman R eceptionizt

Suppart Manager
Suppart Technician
W arehouze Manager

[~ [¥ v

=l =~
E% Save: F1EI| E Euit : E=c

All unassigned positions/groups are listed on the left; all positions/groups that the skill is assigned
to are listed on the right. You can click on items and drag them from one list to the other.

> Moves the selected item to the list on the right.
>> Moves all items to the list on the right.
< Moves the selected item from the list on the right back to the main list.

<< Moves all items from the list on the right back to the main list.

Notes

This tab stores notes and reminders for actions relating to the skill.

Tasks/Duties

MYOB Exo Employee Information lets you keep a database of tasks and duties that can be
assigned to employees. This is an optional part of the system. The importance of tasks and duties
is based entirely on each company’s particular requirements; however, if it is important to be able
to manage the responsibilities and knowledge levels outside of standard skills and qualifications, it
can prove to be a valuable tool in managing your organisation’s Human Resource requirements.
This area can be used to create a database of knowledge e.g. knowledge of current market trends,
or responsibilities e.g. reporting requirements, budgets, targets etc.
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To set up tasks and duties, select Tasks/Duties from the Maintenance menu. A list of tasks/duties
appears. Click Add to create a new task/duty, or select an existing task/duty and click Select to edit
it. Tasks/duties are added and edited using the following window:

£ Task-Duty Maintenance 3
Task/Duty Details l User Defined Allocate l Motes

Alpha Code:  |TIMEMANGE  Mame: |Time Management (B Preview
Details:
- Effectively managing time by planning and advising all relevant parties of current status .- Ensuring J
that business hours are adhered to.
K.ey Perormance Indicators:
-Work Volume- Customer issues/guery resolution- Volume of issue escalation J

&= Prev F7 ‘ E}Nem:Fs| [&] Find: F3 ‘ el AddF4 | Delete:FE‘ [= et Exc

Click the @ button to preview and print out a document that details the task/duty.
Details

Alpha Code Enter a short code for the task or duty. This can be alphabetical, numerical or a
combination of both and up to 10 Characters.

Name Enter the name of the task or duty.
Details Enter the details (or description) of the task or duty

Key Performance Indicators Enter any Key Performance Indicators that apply.

User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

e Logical - Place a tick in the box to turn on a logical field.

e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.

e Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.
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Allocate

Tasks and duties can be assigned to Positions (see page 15) and/or Employee Groups (see page

12), meaning that they will be assigned to any employees that hold one of those positions or
belong to one of those groups.

NOTE: Tasks/duties can also be assigned to employees (see page 37) on an individual basis.

£ Task-Duty Maintenance

|=E2

Task/Duty Details | User Defined Allocate | Motes

Alpha Code: | TIMEMANGE — Name: | Time Management (B Preview |

- Positions assigned this Task/Duty ~ Employee Groups assigned this Task/Duty—
Account Manager ;l ;l
Storeman
Office Manager
Support Manager

Accounts Clerk

ﬂ?_ﬁ Select |

qﬂPrev:F?l E}Next;Fsl Find:FSl +Add:F4|@Delete:FE| EExit:Escl

[IZH Select

]

To assign the task or duty to positions and/or Employee Groups, click the Select button in the
appropriate area, which displays the available positions/groups:

e Assign Time Management Task/Duty to Employee Positions

=N
Task/Duty: I 16 ITime Fanagement
Selectthe positions thatwill require this Task/Duty
Default Position ;I Account Manager ;I
Receptionist

Accounts Clerk
Qffice Manager
Storeman
Support M anager

Support Technician
W arehouse Manager

A1~ 3]

= =~
E% Save: F1D| E Exit: Esc |
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All unassigned positions/groups are listed on the left; all positions/groups that the task or duty is
assigned to are listed on the right. You can click on items and drag them from one list to the other.

> Moves the selected item to the list on the right.
>> Moves all items to the list on the right.
< Moves the selected item from the list on the right back to the main list.

<< Moves all items from the list on the right back to the main list.

Notes

This tab stores notes and reminders for actions relating to the task/duty.

Training

Training Providers

MYOB Exo Employee Information lets you record details of the providers of training courses that

your organisation uses, and the Training Courses (see page 85) that your employees attend.

To set up Training Providers, select Training > Training Providers from the Maintenance menu. A
list of providers appears. Click Add to create a new provider, or select an existing provider and click
Select to edit it. Training Providers are added and edited using the following window:

2= Training Provider Maintenance £
Details Instructor/Company Profiles Motes
Training Provider. I TRAINHOUS! | The Training House
Contact Name: Hillary wilson
Fhone: \09597-6547 Fax: 08 557-6548
Email: lwilson h@traininghouse.com
Weh Site: lwarw fraininghouse.com
Street Address:
Address: |52 Bakersfield Avenue
SLburk: \Henderson
City: | Auckland
Fostal Address:
Address: \PO Box 26937
SLburk: \Henderson
City: | Auckland
&= Frev : F7 | = Next: F8 | Find: F3 | e Add: F4 | Delete:FE‘ [= Exit: Esc
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Details

Training Provider Enter a code for your Training Provider. The code can be alphabetical,
numerical or a combination of both with up to 12 characters. Enter the name of the Training
Provider in the next field.

Contact Details Enter the following contact information in the relevant fields:

e Contact Name

e Phone number

e Fax number

¢ Email address

e  Website

e Physical (Street) Address
e Postal Address

Instructor/Company Profiles

2 Training Provider Maintenance £3
Details InstructoriCompany Profiles Motes
Training Prowvider. | TRAINHOUS! | The Training House

Instructor's Profile:

Hillary schedules all training. She should be contacted for any training queries or for any J
training boaokings.

=

Location:

Branches are located throughout the city and training is usually held at the nearest J
branch.

=

Company Profile:

The Training House provide training for a variaty of Computer Software Products, though J
they specialise in Microsoft Products.

=]
&= Frev 7 | = Newt: F8 | [& Find: F9 | s Add: F4 | Delete:FE‘ [= et Esc

Instructor’s Profile Enter information relating to the individual instructor that may be relevant in
selecting training courses.

Location Enter any extra details of the location of the trainings/seminars, especially if training
courses are available at locations different from the addresses specified on the Details tab.

Company Profile Enter details of the company’s profile that may be relevant in selecting training
courses.

Notes

This tab stores notes and reminders for actions relating to the training provider.

84



MYOB EXO Employee Information
Training Courses

MYOB Exo Employee Information lets you record details of the providers of training courses (see
page 83) that your organisation uses, and the Training Courses that your employees attend.

To set up Training Courses, select Training > Training Courses from the Maintenance menu. A list
of courses appears. Click Add to create a new course, or select an existing course and click Select
to edit it. Training Courses are added and edited using the following window:

=]
&= Frev F7 | = Newt: Fa ‘ (& Find: F3 | e Add: F4 | Delete:FE| [= Exit: Esc

= Training Courses Maintenance 23
Course Details Other Details l User Defined l Provider Details l Allocate Motes
Alpha Code: FIRSTAID Name: |First Aid Certificate
Fravider: |StJDhns Ambulance j
Training Type: |Medical jJ
Course Description:

Complete, O5H accredited First Aid Course J
Course Dhjective:

Provide the necessary training to respond appropriately in an emergency ]
Frerequisites: Required Material:

Mone J All material provided at the course J

Course Details

Alpha Code Enter in a short code for the course. The code can be alphabetical or numerical, or a
combination of both with up to 10 characters.

Name Enter the full name of the course.

Provider Select the Training Provider (see page 83) that offers this course.

Training Type Select the type of training. Click the J button to open a window listing all types,
where new types can be added. You are also able to edit or delete any of the existing types.
Course Description Enter descriptive information about the course.

Course Objective Describe the objectives of the course.

Prerequisites Enter any prerequisites for the course, e.g. attendees may be required to have
completed the beginners and intermediate course prior to the commencement of an advanced
course.

Required Material Enter details of any material that is required for these courses.

85



Employee Maintenance

Other Details
= Training Courses Maintenance E3
Course Details Other Details l User Defined l Provider Details Allocate Motes
Alpha Code: FIRSTAID Mame: |Fir51 Aid Cerificate

Iv Automatically Reassign Training

Feassign training every | EI‘HYears j

From anniversany based on |Emp|u:nyee specific datgj | I J
= Reminderdue | 1 I‘HWeeks ﬂ priar to the date boaked.

Training Review Details:

Cerificate Holder has to resit the exam every two years, or their certificate expires J
Course Schedule: | Basic First J key Points| Emergency Procedures ]
AidPositioningBandagingCP
R

=l
Duration: |2Days jJ Course Value: 160.00

&= Frev F7 | = Newt: Fa ‘ & Find: F3 | e Add: F4 | Delete:FE| [= Esit: Esc

Automatically Reassign Training

If the course is one that should be undertaken on a regular basis, then you can set the course to
be automatically reassigned at the required intervals.

To use this option, tick the Automatically Reassign training option, then specify how regularly you
need to assign the course. You will also need to select what the anniversary is based on e.g.
specific date, employee start date etc.

To be automatically reminded that the course will be due again, tick the Reminder due option and
specify when you want to be reminded.

Training Review Details Enter the training review details, e.g. are you required to get updated
information for the course.

Course Schedule Enter the course schedule if applicable.
Key Points Enter any key points.
Duration Select the duration of the course. Click the J button to open a window listing all

possible durations, where new durations can be added. You are also able to edit or delete any of
the existing durations.

Course Value Enter the course value in dollars and cents. Remember to be consistent when
adding information relating to the course value; make a decision on whether course values
entered will be inclusive or exclusive of GST.
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User Defined

The User Defined tab contains extra generic fields that may be used to customise your data. You
can rename some of the “User Defined” fields, and use them to track information that may not
have been included in the set screens provided with the system.

With User Defined Fields you can extend the power of the Exo Employee Information system to
record items of interest that are not otherwise covered elsewhere.

The following types of User Defined Field are available:

Logical - Place a tick in the box to turn on a logical field.

Date - Enter a date in the format dd/mm/yyyy.

Text - Enter a short comment here.

Memo - Enter a long comment or description here. It can run over several lines.

To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

Provider Details

These details are filled in automatically, based on the Training Provider selected on the Course
Details tab. They can be altered manually if necessary.

== Training Courses Maintenance £
Course Details ‘ Other Details l User Defined Provider Details ‘ Allocate Motes
Alpha Code: FIRSTAID Mame: |First Aid Certificate

Prowviders Contact Details:

Contact Name: |MawWiISDn

Phone: |09 275-5879
Ermail: |maw@stiuhns.co.nz
Location: 19 Hill Valley RoadHendersonAuckland J

4= Prev F7 | =P Next: Fa ‘ & Find: F3 | e Add: F4 | Delete:FE| [= Exit: Esc
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Employee Maintenance

Training Courses can be assigned to Positions (see page 15) and/or Employee Groups (see page
12), meaning that they will be assigned to any employees that hold one of those positions or

belong to one of those groups.

NOTE: Training Courses can also be assigned to employees (see page 39) on an individual

basis.

= Training Courses Maintenance &3
Course Details | Other Details | User Defined | Provider Details Allocate | Motes
Alpha Code: IFIRSTAID Name:  |First Aid Ceificate
- Positions assigned this training - Employee Groups assigned this training
Default Position =] =]
Receptionist
Account Manager
Warehouse Manager
Support Manager
[ZE Select
&= Frev F7 | =P Next: Fa | Find; F3 | o Add  F4 | Delete:FEl = E:-tit:Escl

To assign the training course to positions and/or Employee Groups, click the Select button in the
appropriate area, which displays the available positions/groups:

£ Assign First Aid Certificate Training to Employee Positions

N

Training Course :I

e Manager
Stareman
Support Technician

Selectthe positions that will require this fraining course.

8 |First Aid Certificate

B Account banager
Default Pozition
Receptionist

Support Manager
Warehouse Manager

E% Save:F1D| E Exit: Esc |
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All unassigned positions/groups are listed on the left; all positions/groups that the training course
is assigned to are listed on the right. You can click on items and drag them from one list to the
other.

> Moves the selected item to the list on the right.
>> Moves all items to the list on the right.
< Moves the selected item from the list on the right back to the main list.

<< Moves all items from the list on the right back to the main list.

Notes

This tab stores notes and reminders for actions relating to the training course.

Lookup Tables

Several windows in the Exo Employee Information system allow you to select properties from a
lookup table or list, which can be edited and added to suit the needs of your organisation. These
lists can be edited from the window that they relate to, but they can also be edited directly from
the Maintenance menu.

Select one of the following lookup table from the Lookup Tables sub-menu under the
Maintenance menu:

e Benefit Types - used on the Benefits History (see page 54) window.

e Disciplinary Descriptions - used on the Discipline History (see page 52) window.

e Ethnicity - used on the Employee Details (see page 22) tab of the Employee Maintenance
window.

e Language - used on the Employee Details (see page 22) tab of the Employee Maintenance
window.

e Place of Birth - used on the Employee Details (see page 22) tab of the Employee
Maintenance window.

e Qualification/Education - used on the Qualification & Education (see page 33) window.
e Skills - used on the Skills Maintenance (see page 78) window.

e Training Course Duration - used on the Training Courses Maintenance (see page 85)
window.

Birth place Lookup

Australia ﬁ

China

Fiji

Great Britain
India
Indonesia
Japan
Korea
Malaysia

w | T T T T T T T T

Miue

Other

Other Pacific Islands

Pakistan

Samoa

Tonga —
United States ~|

|
eff 2dd: F4 ‘ Gf edi:Fs |Delete:FE‘ W] Select ‘ [ ExitEsc
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To add an item to a lookup table, click the Add button. Enter the new item into the text field at the
bottom of the window and click Save.

To edit an item on a lookup table, double-click on it or highlight it and click the Select button. The
text of the item appears in the text field at the bottom of the window. Make any changes and click
Save.
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Adding Documents

All documents relating to an employee are displayed on the Documents tab of the Employee
Maintenance window (see page 27). All documents relating to a candidate are displayed on the
Documents tab of the Candidate Maintenance window (see page 66).

To add a new document to an employee or candidate’s file, select an option from the Add
dropdown button on this tab. The drop down has three options:

e Click Attach File to create a new blank document using Exo Employee Information’s built-in
word processing interface.

e Click Create Document to attach an existing document.

e Click Create from Template to create a new document based on an existing document
templates (see page 95).

To add general documentation that is not specific to an individual record, use the Company
Documents option on the Documents menu (see page 94).

Attaching a File

You can attach any existing file to an employee record.

To attach an existing document to an employee record, select Attach File from the Add dropdown
button. A standard Open window appears - browse to find the document, then click OK. You will
then be prompted to enter details for the document:

Add Document Properties

Mame: [E WALLACE Cv

Calagony: s |
Description: Curriculum Vitae for E YWallace j
File Name ] CAE WAL LACE O PDF

Date hModifisd:

(g sove-710| [ B Ese |

Enter the name and a description for the document (for later reference), and select a Category
(you can enter a new category, or select an existing one from the dropdown). Click the Save
button and the new document now appears on the Documents tab of the Employee Maintenance
window. Double-clicking on an attached document opens it in the default editor for the
document’s type, e.g. a Word document will open in Microsoft Word. Right-clicking on a
document and selecting Edit document properties lets you edit the document’s Name, Category
and/or Description.
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Attached files are copied to the Database\employeefiles or Database\candidatefiles folder under
the default Employer Services folder (usually Payrollv). A separate sub-folder exists for each
employee/candidate; sub-folders are named after the employee or candidate’s ID number.

NOTE: If an employee or candidate record is deleted, that record’s folder and all of the
associated documents are also deleted.

NOTE: Files attached to employees and candidates are included in company backups if the
Include Employee Document option is ticked on the Backup Options window.

Creating a New Document

To create a new document, select Create Document from the Add dropdown button. A window
opens where you can enter details for the new document:

Enter the name and description for this document

Marme: I
Description: ;I

E% Save: F10 | E Exit: Esc

Enter the name and a description for the document (for later reference), and select a Category
(you can enter a new category, or select an existing one from the dropdown). Click the Continue
button and the word processing interface appears showing a blank document:

t= OB EXC Employes Information | The Cemansteetion Comgany | Licence Mes 1001 | Dabes 0270152006 - [m]
Fie E&t Mantinancs Doturninti  Riperli  Uiltds  Halp

File Edt M Formet

Teses Mew Fivran W e ru|FREIE(|EE [£3 84
L £ £ £ ¥ £ £ £ 4
|1 I A 14 = A T 5 15 T T A O LT T - P L T [ T P D O T I D P P - I

Paga 1 [uma 1 [Col 0 [100% [ |NUM |

&sm:rlnl @nn:n| Esm:sel
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The word-processing interface in Exo Employee Information uses the RTF (Rich Text Format)
standard. This means that plain text can be bolded, italicized, underlined and coloured, and text
can be centred or right-aligned. The formatting functions are controlled by the toolbar buttons
and the options in Format menu.

Once you have entered your document text, click the Save button.

Creating a Document from a Template

To create a new document, select Create from Template from the Add dropdown button. A
window opens where you can select the template to use:

£d

2= Select a Template

Description =]

Generic Letter of Appointment issued to all
new employees

Letter of Appointment

Unsuccessful Application Letter iszued to all unsuccessful Candidates

o

=

.IW. Select ‘ E Exit: Esc

.....

All available Document Templates are listed here. Select the template to base the document on
and click Select. A window opens where you can enter details for the new document:

Add Document Properties

Mames: JLenernf Appointment
Catagan: | j
Dezchption: Genenc Letter of Appointment issued o all new emplovess j

- E%Enn:inu-; E Exk: Esc |
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Enter the name and a description for the document (for later reference), and select a Category
(you can enter a new category, or select an existing one from the dropdown). Click the Continue
button and the word processing interface appears showing the default template text. Edit the
document as normal and click the Save button once all edits have been made.

Company Documents

Selecting Company Documents from the Documents menu opens the Company Documents
window, where you can attach document files related to human resources in general.

| Campany Decuments. =
Hame » Calegory I Descriplion Fie Hame ] Date |.".n|:|iﬁ|:d|:
| [HIAING POLICY Polcy documents Cempany hiring pelicies dacument HRNG POLICY POF 23042013
WMYOB EXD EMPLOYEEI NFOR User Guides WYOE_EX0_EMPLOYEE_NFORMATION_USER_GUIDE 21/07/2016
-
{f Edi:r5 | 5] Delete: FE| Dpen Decument | [= it Eac |

Click the Add button to attach a new company document. A standard Open window appears -
browse to find the document, then click OK. You will then be prompted to enter details for the
document:

e Edit Document Properties &3
MNarme: HIRING POLICY
Categon: ‘F"Dlil:‘y' dacuments j
Description: Company hiring policies document J

File Mame: |HIRING FOLICY.FDF

Date Modified: 23/04/2013

E% Save:F'IEI| E Euxit: Ezc
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Enter the Name and a Description for the document (for later reference), and select a Category
(you can enter a new category, or select an existing one from the dropdown). Click the Save
button and the new document now appears on the Company Documents window.

Attached files are copied to the Database\companyfiles folder under the default Employer
Services folder (usually Payrollv).

NOTE: Files in the companyfiles folder are included in company backups if the Include

Company Documents? option is ticked on the Backup Options window.

Double-click on an existing document, or select the document and click Open Document, to open
it in the default editor for the type of file.

Select a document and click Edit to edit the document’s Name, Category and/or Description.

To remove a document from the employee’s file, select it and click the Delete button.

Document Templates

MYOB Exo Employee Information includes a word processing function that can be used to create
documents to attach to Employees (see page 27) or Candidates (see page 65). You can set up
document templates to use as a basis for common types of documents.

Select Document Templates from the Documents menu. A list of templates is displayed. Click Add
to create a new template, or select an existing template and click Edit to edit it.

Document templates, like documents, are edited using the built-in word processing interface.

= WD EX0 Employee Information | The Demaonsteation Company | Licence Mes 1001 | Date: 0200102016 - O
Fla Eéit Markinanid Dodurminti  Ripseti  UilZies  Halp

File Edt ‘view Fomnet
Tirsess Hew Foman | |10 «e FU|IFAENR|IEE= |3 ¥ 4

H 3 3 3 13 3 i 3 L]
@ 0 3 ] It (O ¢ e gy v s e 2T e gis @ @l o oo ops ps oW o1 @ o oW

Paga 1 Ling 1 |[Col 0 100 % [ HUM

%s;«..rlnl IﬁjP\i’\(.F!| Esxx.sul

The word-processing interface in Exo Employee Information uses the RTF (Rich Text Format)
standard. This means that plain text can be bolded, italicized, underlined and coloured, and text
can be centred or right-aligned. The formatting functions are controlled by the toolbar buttons
and the options in Format menu.
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Once you have entered your document text, click the Save button then the Exit button. You will
then be prompted to enter a name and description for the template:

Enter the name and description for this document

Marme: |
Description: J

E% Save: F10 | E Exit: Esc

Enter the name and a description for the document (for later reference), then click the Save
button. Your template now appears in the Templates window.

Visitor Log

OSH Requires companies to keep an up-date visitor log, as this is part of the auditing procedure.
You can set up multiple visitor logs to be printed out and filled in by visitors.

Select Visitor Log from the Documents menu. The Visitor Log window appears:

Visitor Log
Wisitor Log | 1 |Receptin:un @; Preview
Header Mote

In the interest of Health & Safety, all visitors are requested to complete the Visitor Log. All ViSitDrSJ
are required to adhere to the company's Health & Safety Policies and Procedures while on the
premises.

=]
&= Frev 7 | =P Next: F8 | [&] Find: F9 | e Add: F4 ‘E%Save:F1D| Delete:FE| [= et Esc

The Visitor Log has a pre-defined format, but you can customise the header note that appears at
the top of the log. Edit the Header Note field if necessary, then click Preview to display a preview
of the visitor log. From the preview screen, you can print out copies of the log for use.

If you require multiple visitor logs for different areas, click the Add button to create more logs,
each with a different header note.
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Printing Reports

(=1

Selecting Print Reports from the Reports menu or clicking the Print Reports button on the toolbar
opens the Select Report window.

e Select Report

Employees

Maintenance

10111 evue
Disciplinary Action
Employee Benefits
Employee Career Planning
Employee Details
Employee Details Summany
Employee Exit Interviews
Employee Induction
Employee Leave Histary
Employee Notes
Employee Ferfarmance Reviews
Employee Cuals. & Education
Employee Remun. & Benefits
Employvee Remuneration
Employee Skills
Employee Tasks/Duties
Employee Training
Employee Waork Histony
Lser Definedl
Llser Defined:Z

Training Report Runs Custom
Candidate Details
Staff Code HName Address
Riley, Mark 1540 Gre
Manurewa
Auckland
Smith, Lena 29 Gllles
Epsom
Auckland
Williams, Simon  P.O. Box

=

[ Append outputfile name with date and time stamp

Report on candidates.

.....

.....

E Exit: Ezc

=]

-

This screen shows the list of reports (see page 99) you can print information from, arranged into

tabs. This also shows you what each report is used for.
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Double-click on the report that you want to print or highlight it and click Select. This opens the
Print Report options screen:

= Print Report - Employee Induction @
Sort Jrders:
Sort Order 1: Employes Code j Sort Order 2: |Empluyee Code J
Selection Ranges: Fram: To: Dptions:
Emplayes Code J Repart Options |

Induction Flan J

Output Options:
Destination: | Printer j Frinter: |AdDbEPDF j

Mumber of Copies: 1 | Setup Frinter
E@] Prirt | E% Save F1EI| E Euit: Esc

| |

Etnplovees Alpha | | J
| |
| |

Employee Group Code

Reports can be printed in a variety of ways, depending on the options selected here.

Sort Orders

Sort Order 1 If a choice of primary sort order is available for a particular report, the first choice will
be highlighted. The options in the list could include:

¢ Employee Code
e Employee Alpha
e Employee Group

Sort Order 2 If a secondary sort order is available, the first choice will be highlighted. This means
that the Sort Order 2 option will only be available if you have something other than Employee
Code or Alpha highlighted in Sort Order 1, e.g. Induction Plan. The options in the list could include:

e Employee Code
e Employee Alpha

Selection Ranges

Employee Code/Employee Alpha/Employee Group Code Enter values here if you want a report
for a particular employee or range of employees. These fields validate that you have entered a
correct code. To look up a list of employee codes, enter zero here.

Other reports have selection ranges specific to the information being reported on, e.g. Induction
Plan, Note Type, Skill or Position. Enter values to restrict the report to a subset of these items.

Options

If the report has other options specific to that report (see page 101), these can be accessed by
clicking the Report Options button.
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Output Options

Destination Select where the report should be directed to. Choose from:

e Printer
e Screen
e File (PDF)

e (CSV Qutput
e Excel Output (XLSX)

Printer This displays the name of the printer that you are printing to. Select the Setup Print option
to display printing options before the report is printed; otherwise the report will be sent directly to
the printer using the default options.

File Name This displays the name of the file that will be created when “File” or “CSV Output” are
selected.

Number of copies The default number of copies is 1. Enter the number of copies you require.

Available Reports

MYOB Exo Employee Information’s reports concern insurance providers requirements, OSH
requirements, reminders and masterfile listings.

Employee Reports

Report Content

Candidate Details Lists all Candidates in the system, with key details.

Disciplinary Action Lists all Disciplinary incidents by employee, with key
details.

Employee Benefits Lists all Benefits by employee, with key details.

Employee Career Planning Lists all employees that have been assigned a Career

Plan, including details of the Career Plans and Career
Plan Goals in each plan.

Employee Details Displays personal, contact and supervisor details for all
selected employees.

Employee Details Summary Displays summarised key details of all selected
employees.
Employee Exit Interviews Lists all employees that have been assigned an Exit

Interview Plan, including details of the Exit Interview
Plans and Exit Interview Points in each plan.

Employee Induction Lists all employees that have been assigned an
Induction Plan, including details of the Induction Plans
and Induction Bullet Points in each plan.
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Employee Leave History Lists all Leave (Holiday Pay, Sick Pay, etc.) recorded for
employees.
Employee Notes Lists all Employee Notes recorded for employees.

Employee Performance Reviews Lists all employees that have been assigned a
Performance Review Plan, including details of the
Performance Review Plans and Performance Review
Points in each plan.

Employee Quals. & Education Lists all Qualifications and Education by employee, with
key details.
Employee Renum. & Benefits Lists all remuneration changes and Benefits recorded for

all employees, with key details.

Employee Remuneration Lists all remuneration changes by employee, with key
details.

Employee Skills Lists the skills assigned to all selected employees.

Employee Tasks/Duties Lists the tasks and duties assigned to all selected
employees.

Employee Training Lists the Training Courses assigned to all selected

employees, with key details.

Employee Work History Displays the Work History of all selected employees,
showing any changes in Position.

User Defined1 Produces a report based on the user-defined fields set
up for the User Defined1 button on the Other tab of the
Employee Maintenance window.

User Defined2 Produces a report based on the user-defined fields set
up for the User Defined? button on the Other tab of the
Employee Maintenance window.

Maintenance Reports

Report Content

Employee Groups Lists all Employee Groups, displaying a breakdown of their
Codes.

Exit Interview Procedures Lists all Exit Interview Points in the system.

Induction Plan Prints out a copy of the selected Induction Plans.
Performance Reviews Prints out a copy of the selected Performance Review Plans.
Positions Lists all Positions in the system, with key details.
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Skills by Employee Group  Lists all skills, sorted by the Employee Groups that they are

allocated to.
Skills by Position Lists all skills, sorted by the Positions that they are allocated to.
Skills by Skill Lists all skills in alphabetical order.
Tasks/Duties by Lists all tasks/duties, sorted by the Employee Groups that they
Employee Group are allocated to.

Tasks/Duties by Position Lists all tasks/duties, sorted by the Positions that they are

allocated to.
Tasks/Duties by Lists all tasks/duties in alphabetical order.
Tasks/Duties
User Security Lists all the users that have access to the system and the areas

they can access.

Training Reports

Report Content

Training Courses Lists all Training Courses in the system, with key details.

Training Providers  Lists all Training Providers in the system, with key details.

Report Options
Many options are common throughout all of the reports. For example, Detailed Report means a

line for each record that meets your criteria will be displayed. Options specific to individual reports
are detailed below.

Employee Reports

Candidate Details

¢ Show employed candidates - select this option to include candidates who have since been
employed by the organisation.

Disciplinary Action
e Show terminated employees - include ex-employees in the report.

Employee Benefits
e Show only current benefits - display only those benefits that currently apply to employees.
e Show only historical benefits - display only those benefits that no longer apply to

employees.

Employee Career Planning

None.
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Employee Details

e Show terminated employees - include ex-employees in the report.
Employee Details Summary
¢ Show terminated employees - include ex-employees in the report.
Employee Exit Interviews
e Show terminated employees - include ex-employees in the report.
Employee Induction
e Show only completed induction points - display only those Induction Plan Points that have
been marked as completed.
e Show only completed induction points - display only those Induction Plan Points that have
not yet been marked as completed.
Employee Leave History
¢ Show terminated employees - include ex-employees in the report.
Employee Notes

e Show terminated employees - include ex-employees in the report.

Employee Performance Reviews
None.

Employee Quals. & Education
None.

Employee Renum. & Benefits
None.

Employee Remuneration

e Show only salary remunerations - display only remuneration records that relate to salaries.
e Show only wages remunerations - display only remuneration records that relate to wages.
Employee Skills
None.
Employee Tasks/Duties
None.
Employee Training

e Show incomplete training only - display only training that has not yet been marked as
complete.
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Employee Work History

e Show terminated employees - include ex-employees in the report.

User Defined1
None.
User Defined2

None.

Maintenance Reports

Employee Groups

None.

Exit Interview Procedures
None.

Induction Plan

None.

Performance Reviews

e Print signature line - select this option to include a line for the employee to sign on at the
end of each plan.

Positions

None.

Skills by Employee Group
None.

Skills by Position

None.

Skills by Skill

None.

Tasks/Duties by Employee Group
None.

Tasks/Duties by Position
None.

Tasks/Duties by Tasks/Duties
None.

User Security

None.
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Training Reports

Training Courses

e Show User Defined... - specify whether or not to include each of the various fields set up
on the User Defined tab of the Training Courses window.
Training Providers

None.

Report Runs

A report run is a way of grouping reports together to process several at a time. This saves the
repetitive task of having to navigate to, set up, preview, and print the same reports from the Select
Report screen every time you need them. When a report is in a run, it can be customised
permanently for that run.

Report runs are set up and run from the Report Runs tab of the Select Report window (see page
97). Selecting Report Runs from the Reports menu opens the Select Report window with the
Report Runs tab automatically selected:

e Select Report @

Employees Maintenance l Training Report Runs Custom

Settings
v “iew POF files after creation

Iv Confirm before ovenwriting existing files

=]

[ Append output file name with date and time stamp

efs Add: F4 | f Edi:Fs | Delete:FE| Bl Fint | [= Ewit:Esc
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The following options are available on the Report Runs tab, which affect all reports generated
from report runs:

e View PDF files after creation - if this option is ticked, PDF reports will be opened in your
default PDF viewer application when they are created.

e Confirm before overwriting existing files - if this option is ticked, you will be asked for
confirmation if any of the report files you are generating will overwrite an existing file. If it is
not ticked, files will be overwritten automatically. This option is disabled if Append output
file name with date and time stamp is ticked, as files will always be unique in this case.

Adding Report Runs

To add a Report Run:
1. Click Add or press F4. The Edit Report Run screen appears:

2w Edit Report Run £2

Marme |Ski|l Fepors

Description

Select Repaort Feports

lidate Details g4 Employee Skills
Disciplinany Action Skills by Employee Group
Employee Benefits Skills by Position
Employee Career Flanning Skills by Skill

Employee Details
Employee Details Summary

o
N
Employes Exit Interviews ﬂ
«

Employee Groups
Employee Induction
Emploves Leawve Histary

Employves Notes
] |

Framlaime Dadarrmanee Dansime

Zi Edit:F5| [y Save:F10| [= Esit:Esc

2. Enter a Name and Description for this report run.

3. From the Select Report window on the left, select any report for inclusion into the report
run. Double-click on a report, or select the report and click the > button to move the
selected report to the Reports window. Reports in the Reports window can be re-ordered
by dragging them up and down.

4. Customise each report. You do not need to customise a report if the default settings suit
you; however, it is a good idea to check how the current defaults.

To customise a report, double-click on a report in the reports window, or select the report,
then click Edit or press F5. The Print Report screen (see page 97) for that report appears.

Enter values into the selection ranges to print for specific departments/cost centres as
necessary.
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Set the report destination for each report.

TIP: This lets you send certain reports to go to certain printers. You can set all reports’

destinations to “Screen” to preview each report before it goes to the printer.

You can set any number of options to do with what to show or what to hide on the report,
choose between summary and detail view, or choose the page orientation.

5. Once you have finished customising the report, click Save or press F10 to permanently
save your settings, then click on Exit or press ESC to return to the Edit Report Run screen.

Click Save or press F10 to save the report run (and the reports in it) and return to the report
run selection screen, from which you can proceed to print the run.

Editing Report Runs
You can select an existing report run on the Report Runs tab and click Edit or press F5 to add,
remove or edit the reports in that report run.

Clicking Delete or pressing F6 removes the currently selected run from the report run list.

Printing Report Runs

Click Print on the Select Report screen to print the currently selected report run. All of the reports
in the run are printed in one sequence.

ReportWriter

MYOB ReportWriter is a query and report writing tool that enables you to extract information from
your MYOB system and format it into a variety of outputs including reports, spreadsheets, graphs,
labels, and others. You can access ReportWriter from within Exo Employee Information by
selecting ReportWriter from the Reports menu.

Help for the ReportWriter is available by pressing F1 while using it.
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Security Groups

Employees can be grouped into Security Groups, which are applied to individual users on the User
Security window. This determines who is able to look at which employees’ data, enabling security
to be self-contained to one or many sets of employees per user.

To set up Security Groups, select Security Groups from the Utilities menu A list of the currently
available groups appears. Click Add to create a new group, or highlight an existing group and click
Select to edit it. Security Groups are added and edited on the following window:

i

f Security Groups Maintenance

Code; 7 [ Show candidates

Group Mame: | AdminfAccounts [ Showterminated employvees
4 Smith, Sandra Olive J 1 Wallace, Edward James J
5 Keating, Karl Adrian 2 Andrews, Thomas Harley
] Russel, George Thomas 3 Houghton, Jannet Faye
7 Robinson, Henry Karuso
3 Hillary, Matthew Martin

9 Jackson, William Duncan ﬂ
20 Tate, Bernard Cedric ﬂ
21 Giles, Harrison Relf

22 Watson, Judy May

23 Bartlett, Alan John ﬂ
24 French, Fred

25 Jackson, Larry ﬂ
26 Kelly, Arthur John

27 Rogers, Sharon

=] =]
&= Prev F7 | = Newt: F8 Find: F3 | e Add: F4 | Delete:FE| [= Exit: Esc

All available employees are listed on the left; all employees that the current user is allowed to
access are listed on the right. You can click on items and drag them from one list to the other.

> Moves the selected employee to the list on the right.
>> Moves all employees to the list on the right.
< Moves the selected employee from the list on the right back to the main list on the left.

<< Moves all employees from the list on the right back to the main list on the left.
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Event Log

MYOB Exo Employee Information can be set up to keep a log of the following events:

e When an employee record is added, edited or deleted.
e When a Disciplinary Action is added, edited or deleted.
e When a Performance Review is added, edited or deleted.

Setting up Event Tracking

To specify what events should be tracked in the Event Log, select Event Tracking from the Utilities
menu. The Event Tracking window appears:

= Event Log - Event Tracking

Emplovees |Add,De|etE,Edit
Discipline |[N|:|nej| :‘

Emplovee Perormance |(Nunej

E% Save: F1EI| E Euit: Ezc

This window display which events are being tracked for each type of item. To alter the events

being tracked for an item, click the J button next to that item. This opens the Track Changes
window:

2 Track Changes 23

Delete = > Add -]
Edit
>

<]
o« =

E% Save: F1EI| E Ewit: Esc

Events listed on the left are not tracked in the Event Log; events listed on the right are tracked.
Select an event and click the > button to add it to the list of tracked events on the right. Select a
tracked event and click the < button to remove it from the list of events being tracked. The >>and
<< buttons move all events from one list to the other. Click Save when you are done.
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Viewing the Event Log

Once Event Tracking has been set up, records are automatically inserted into the Event Log. To
view the Event Log, select Event Log from the Utilities menu.

= Ewent Log 23
Date User Action  |Details [-]
Admin Add Disciplinary Action added for - Wallace, Edward James - Verbal Warning |
041112016 |Admin Add Add new Perfarmance Review for - Keating, Karl Adrian - Account Manage
041112016 |Admin Edit Employee 5 (Keating, Karl Adrian) : Date Plan Completed has been chan
04112016 |Admin Edit Employee 5 (Keating, Karl Adrian) : Date Plan Completed has been chan
04/11/2016  [Admin Edit Employee 5 (Keating, Karl Adrian)  Ethnicity Code has been changed frol
04/11/2016  [Admin Edit Employes 22 (Watson, Judy May) : Ethnicity Code has been changed fron
04/11/2016  [Admin Edit Employes 22 (Watson, Judy May) : Ethnicity Code has been changed fron
=
(& Edi:Fs | Delste : FE| [= Exit: Esc

Select an item and click Edit to see a summary of the event. For Edit events, a comparison
between the old value and the new value is available.

Select an item and click Delete to remove it from the log.
Upgrading

You can upgrade your current version of MYOB software by selecting Upgrade Software from the
Help menu.

NOTE: If several users are operating MYOB software across a network, they all must exit

their MYOB software before you start the upgrade process.

Selecting this option opens the Upgrade Software window:

P

2 Upgrade Software 3

Flease inser the latest upgrade disk and
selectthe drive.

[ C4, Hard Disk ~ .|

Vo | % coa |
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Either:
e Use the combo box to select the disk drive holding your MYOB CD.

e C(lickthe J button to specify the location of the upgrade program (upgrades.exe), which
can be stored on a file server, and run from that location on the server.

Once you have selected the location of the upgrade, you will be exited from your MYOB software,
for the upgrade process to begin. Follow all onscreen prompts to complete the upgrade of the
Exo Employee Information software. A restart may be required. After the restart, open Exo
Employee Information in the normal way. If a restart is not required, Exo Employee Information is
started automatically following the upgrade.

When you restart Exo Employee Information, the upgrade process for your company files will
begin automatically. The Upgrade Software window appears, prompting you to specify which
companies you want to back up during the upgrade process.

= |pgrade Software b

A newwversion of the Application Software has been detected and your data will be upgraded.
We recammend you backup your data now.

These companies will NOT be backed up These companies WiLL be backed up
Demonztration Compary J J
>
»>
<
<<

Backup Options

Backup To: | CAPAYROLLYA -

Upgrade Now | Don't Upgrade |

Select which companies you want to back up and click the > button to move them to the list on
the right. During the upgrade, a backup will be made for each company listed on the right of the
screen.

If you chose to back up your companies, the backup is performed before that company’s data is
upgraded. As each company is upgraded, the names of the files being upgraded are displayed in
the top right corner of the screen. Do not interrupt this process. It may take several minutes.

You may be prompted to “Convert 3.0 resource file to 6.0 format”. Click Yes.

Once the upgrade process has finished, you will be returned to the company selection window.
You can now continue using the software in the normal way.
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Upgrading Software Online

From within Exo Employee Information you can check if any updates are available online, and if
so, download and install them immediately. Select Upgrade Software Online from the Help menu.

The following window is displayed:

Exg

MYOB Exc Employer Service Welcome

Welcome to the MYOB EXO Employer Services update. Follow
the on screen instructions to search for new updates.

This process requires an active Intemet connection.

Click Mext to continue.

et = Cancel

Follow the onscreen instructions to update your software online.

If you haven’t updated your software for a while, a window will be displayed to remind you to
check for updates when you exit out of the software:

2= Upgrade Software Online

@ Do wou want ta check for software updates online now?

[ iDan't show this question again.:

Yes

Mo
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