People Place:
When you click on People Place the first screen that will show up is the recent events screen. This screen allows you to monitor the most recent events done within your HR System Monitor. Some examples would be; A person was created in the system, what time they were created, and by what user. 
You have the ability to click on four Tabs in this section. 
· Person’s Details
This section allows you to keep track of people’s details. (IE address, phone number, SSN# Etc.)

· Person’s History
This section is where you can track an individual’s history with the company. Some examples would include employee’s review, and employee reprimands.

· Employment Details
This is where you can track an individual’s Qualifications within your organization. For example what locations can he/she work? What jobs are they qualified to do?
(This section is for use by the scheduling Place) What projects are they available to work on?
You can also define a schedule for an employee in this screen. 


Person’s Details:

This section allows you to define your employee’s 
· Name
· Address for work, and home
· Status with Company
· Birth date
· Hire date


People Details: 
In this section is where you actually enter Individuals Information that you want to keep track of. 
When setting Up a new employee: Click on “New Person” at the bottom of the toolbar on the left side of the screen. 
When you click on New Person, It expands the toolbar up. You will now see a field labeled Name. Type the person’s name you want to track in this field. 
The next step would be to choose what classification of person they are being tracked as. Some examples would be “Employee” or “Applicant” 
Once that is entered the way you want it. Click the button labeled “Add Person” 
















If you want to Add an Employees Picture: 
Click on the Employees name In the Browse Menu that is displayed on the Left. This is shown in the Screenshot Below.
[image: C:\Program Files\ImageShack\QuickShot\Screenshots\08-13-2008_13-17-23.jpg]
From here, you click on the Browse Button to the left of the Picture File Field.







This opens a Windows Explorer window where you can locate the folder that contains the person’s picture: 
[image: C:\Program Files\ImageShack\QuickShot\Screenshots\08-13-2008_13-22-13.jpg]
Click on the picture file to highlight, then click the Open button the bottom left hand side of the screen. Once this is done, you will go back to the Person’s Details Screen. To save the file, click on Update Information, and the picture will start its upload.  Then, the file will be saved, so every time you go into this person’s details you will see their picture displayed. To remove a picture, just upload a new one on top of the existing one. 







To Add an Employees Address:
When you select an Employees name on the left, you will notice a button in the upper right hand corner of this Screen that says “add new address” Click on this button and you will see a window pop up right below where you clicked. 
[image: C:\Program Files\ImageShack\QuickShot\Screenshots\08-13-2008_14-58-50.jpg]
Type in the address that you want to add, then click “Save Address” You also want to make sure that you put in a description. Some examples would be “Home” Etc. This is helpful when you have more than one address on file.  To add multiple addresses follow the same steps. Each one you have entered will be displayed here.  You can remove an address at any time by clicking on “Remove Address”

To add a phone number/Contact Item:
Below the section where you entered the person’s address you will see an “Add New” button next to the text “Contact Items On File” 
When you click on add new, a box will pop up below where you clicked asking for a description, and the contact item you want to enter. Some examples would be Phone, (Home Office, Cell) Email, pager, Fax etc. Any type of contact item that you can think of can be stored here. Once it is entered, click “Save Changes” To add multiple contact items, repeat the same steps.
Person’s History: 
This section allows you to track what you have done for a particular person. By Clicking “add New” you can add an event record for future review. Examples would include an employee’s review history, and reprimand history.


Employment Details: 
This Section Tracks what Positions that the employee (Person) is qualified for and what locations they are available for. 

Document Place:
You have the option to add and Remove Documents that you can save in your records for later Review.  This would be specific to the particular Employee. 
Some Examples Include:
Employees Application, Resume, an I-9, or a W2.
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