Print Appointment/Confirmation/Increment letter

Step 1: Navigate yourself to the Maintain Employee panel

SC

man Resource Payroll

Leave Inquiry Tools Wi

§£ile Edit View ReinELRREDlG=0 Payroll Leave

' Maintain Employee..

'] Maintain Department...

Click Human

4y Maintain Group..

ﬁ Maintain Category...

Maintain Project...
Step 1.2: Click

maintain employee | Maintain Job...
Maintain Task...

Maintain Race...

Maintain History Type..

Step 2: Select the employee

& Employee

Maintain Employee

OR click here straight

Code Mame

00001
00002

00003

Double Click the employee

To learn how to key in new employee,

please view the Maintain Employee guide.
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Step 2: Click preview reports
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Employee

Job Titie: |DIRECTOR | [ Active

Mame: |ALI

i
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Edit

| Personal | Grouping | Farnily | Payrall Info. | Allowance I Deduction | Note | History | Child | Atlﬁchmentsl i

l,_:.] Lj _ Cance|

sz PostDate Type Description

p|13/08/2015 [ — Entitied to PARKING with rate 50.00 Mare |,.
13/06/2015 -— Entitted to NEWSPAPER. with rate 30,00
13/06/2015 — Entiled to HOUSE with rate 1,000.00 |
13/06/2015 — Entitled to PETROL with rate 200.00
130642015 — Entitled to PHONE with rate 100.00
13/06/2015 - Revise Wages from - to 5,000,00
13/06/2015 - Revize WagesType from — to SENIOR
13/06/2015 - Revise MaritalStatus from S to M

OR click here to preview

Step 2: Select the report you want by double clicking it

Select Report

F..Employee. Appointment.Report

PCE. TP1.Repaort
PCE. TP2.Repart
PCE. TP3.Repart

HR..Employee. Confirmation.Report
HR..Employee. Increment. Report
HR..Employee. Report

Select the report you want

[=] select Al




This is the example of the appointment letter

Privis & Comtasntal.
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For increment letter, make sure increment is set in history in order for the

report to work

&

Code: 00001 v J.;.bq—.ue::ﬂ;l 1) Select History

Employee
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Marme! |ALI|
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| Personal | Grouping | Family | Payroll info. | Allowance | Decuction | note I Child | Attachments

Delate

&

Code

Description

Default History Type

Increment

Code: 00001

MName: |ALI

Personal | Grouping

(-

Post Date
13/06/2015

13/06/2015

13/06/2015

13/06/2015

13/06/2015

3) Select this

13/06/2015

Ereview =
Browse

13/06/2015
13/06/2015

M 15/06/2015

Fetch All

Revise Wages from 5,000.00 to 7,000.00

2) Click the drop down arrow
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