
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 oŦ ǇŜƻǇƭŜΩǎ ŘŜǘŀƛƭǎΦ (IE address, phone number, 

SSN# Etc.) 

 

 Person’s History 

¢Ƙƛǎ ǎŜŎǘƛƻƴ ƛǎ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǘǊŀŎƪ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ƘƛǎǘƻǊȅ ǿƛǘƘ ǘƘŜ ŎƻƳǇŀƴȅΦ {ƻƳŜ 

ŜȄŀƳǇƭŜǎ ǿƻǳƭŘ ƛƴŎƭǳŘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǾƛŜǿΣ ŀƴŘ ŜƳǇƭƻȅŜŜ ǊŜǇǊƛƳŀƴŘǎΦ 

 

 Employment Details 

This is whŜǊŜ ȅƻǳ Ŏŀƴ ǘǊŀŎƪ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ vǳŀƭƛŦƛŎŀǘƛƻƴǎ ǿƛǘƘƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ CƻǊ 

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.  

 

 

PŜǊǎƻƴΩǎ 5ŜǘŀƛƭǎΥ 

 

¢Ƙƛǎ ǎŜŎǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŘŜŦƛƴŜ ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ  

 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.  

²ƘŜƴ ǎŜǘǘƛƴƎ ¦Ǉ ŀ ƴŜǿ ŜƳǇƭƻȅŜŜΥ /ƭƛŎƪ ƻƴ άbŜǿ tŜǊǎƻƴέ 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 ǇŜǊǎƻƴΩǎ 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 

ŜȄŀƳǇƭŜǎ ǿƻǳƭŘ ōŜ ά9ƳǇƭƻȅŜŜέ ƻǊ ά!ǇǇƭƛŎŀƴǘέ  

Once that is ŜƴǘŜǊŜŘ ǘƘŜ ǿŀȅ ȅƻǳ ǿŀƴǘ ƛǘΦ /ƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ƭŀōŜƭŜŘ ά!ŘŘ tŜǊǎƻƴέ  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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. 

 

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 

ǇŜǊǎƻƴΩǎ picture:  

 

Click on the picture file to highlight, then click the Open button the bottom left hand side of the 

screen. hƴŎŜ ǘƘƛǎ ƛǎ ŘƻƴŜΣ ȅƻǳ ǿƛƭƭ Ǝƻ ōŀŎƪ ǘƻ ǘƘŜ tŜǊǎƻƴΩǎ 5Ŝǘŀƛƭǎ {ŎǊŜŜƴΦ ¢ƻ ǎŀǾŜ ǘƘŜ ŦƛƭŜΣ ŎƭƛŎƪ 

on Update Information, and the picture will start its upload.  Then, the file will be saved, so 

ŜǾŜǊȅ ǘƛƳŜ ȅƻǳ Ǝƻ ƛƴǘƻ ǘƘƛǎ ǇŜǊǎƻƴΩǎ ŘŜǘŀƛƭǎ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜƛǊ ǇƛŎǘǳǊŜ ŘƛǎǇƭŀȅŜŘΦ 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 ǘƘŀǘ ǎŀȅǎ άŀŘŘ ƴŜǿ ŀŘŘǊŜǎǎέ /ƭƛŎƪ ƻƴ ǘƘƛǎ ōǳǘǘƻƴ ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ 

window pop up right below where you clicked.  

 

¢ȅǇŜ ƛƴ ǘƘŜ ŀŘŘǊŜǎǎ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŀŘŘΣ ǘƘŜƴ ŎƭƛŎƪ ά{ŀǾŜ !ŘŘǊŜǎǎέ ¸ƻǳ ŀƭǎƻ ǿŀƴǘ ǘƻ ƳŀƪŜ ǎǳǊŜ 

that you put in a descrƛǇǘƛƻƴΦ {ƻƳŜ ŜȄŀƳǇƭŜǎ ǿƻǳƭŘ ōŜ άIƻƳŜέ 9ǘŎΦ ¢Ƙƛǎ ƛǎ ƘŜƭǇŦǳƭ ǿƘŜƴ ȅƻǳ 

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 

άRemove Addressέ 

 

To add a phone number/Contact Item: 

Below the sectiƻƴ ǿƘŜǊŜ ȅƻǳ ŜƴǘŜǊŜŘ ǘƘŜ ǇŜǊǎƻƴΩǎ ŀŘŘǊŜǎǎ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƴ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ 

ƴŜȄǘ ǘƻ ǘƘŜ ǘŜȄǘ ά/ƻƴǘŀŎǘ LǘŜƳǎ hƴ CƛƭŜέ  

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 

ƛǎ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ ¢ƻ add multiple contact items, repeat the same steps. 



tŜǊǎƻƴΩǎ IƛǎǘƻǊȅΥ  

This sŜŎǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǘǊŀŎƪ ǿƘŀǘ ȅƻǳ ƘŀǾŜ ŘƻƴŜ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ ǇŜǊǎƻƴΦ .ȅ /ƭƛŎƪƛƴƎ άŀŘŘ 

bŜǿέ ȅƻǳ Ŏŀƴ ŀŘŘ ŀƴ ŜǾŜƴǘ ǊŜŎƻǊŘ ŦƻǊ ŦǳǘǳǊŜ ǊŜǾƛŜǿΦ 9ȄŀƳǇƭŜǎ ǿƻǳƭŘ ƛƴŎƭǳŘŜ ŀƴ ŜƳǇƭƻȅŜŜΩǎ 

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. 

 

Files are listed in the Below Format: 

Title:           Filename:           Last Update On:                 Download File 

 

 


