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Document Revision History

The following table lists the major updates made to this document.

Doc Software  Date Description
Version Version

2.0 2.0 8/7/2019 Reorganized the previous Administrator Guide into two separate
guides:
e Service Bureau Setup and Configuration Guide (for Super
Admins and Service Bureau Admins only). This guide contains
mostly one-time setup and configuration tasks.

e This guide: Administrator Guide for ALL Administrators;
Super Admins, SB Admins, and Client Admins. This guide
describes how to perform the day-to-day functions of
Advanced HR for all administrators.

2.1 2.0 Oct. 2019 Updated this guide by converting most screenshots to the new
user interface.

Audience and Additional Advanced HR 2.0 Documentation

The intended audience for this guide is ALL administrators: Super Admins, Service Bureau Admins AND the client
administrators. It contains information about how to perform the day-to-day maintenance administrative tasks
for Advanced HR 2.0. It does not contain the mostly one-time set up and configuration information about tasks
performed by the Service Bureau.

The following is a list of all the Advanced HR 2.0 User Guides; all are available on the Evolution Resource Center
for online viewing and/or for downloading.

Service Bureau Setup & Config Guide
Administrator Guide

Employee Maintenance Guide

Direct Deposit Guide

Notifications Guide

Benefits Guide

Time Off Guide

W-4 Form Changes Request Guide
Security Guide

E-Signature Guide

Applicant Tracking Guide

Reporting Guide

Customizing Security Roles/Users Guide
Implementation Guide

Advanced HR 2.0
User Guides:

n Asure Software 10/28/2019
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Employee end users should refer to the separate document Getting Started: Employee End User Guide which
describes Advanced HR 2.0 from the employee user point of view. This is the recommended resource for your
service bureau’s client end users to start with.

Evolution Resource Center

You can go to the Evolution Resource Center at https://support.evolutionhcm.com to view the latest Advanced HR
2.0:

e Release Notes

e Training Guides

e User Manuals

e Instructional Videos

e Implementation Center materials
Your comments are important to us. You can enter your feedback directly online for any specific articles/topics in
the Evolution Resource Center. We encourage you to tell us what you like, or what you would like changed about

Evolution documentation and training materials. We are committed to continually improving our product
documentation for you.

Evolution’ Hcwm s s e

How can we help you?

Evolution
Resource & 0 0
®]

"
u

Center

Evolution Clazsic
e Naws

...Is where you should go to next!

https://support.evolutionhcm.com

Evolution Resource Center

10/28/2019 Asure Software n
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You can also:

Email the Evolution HCM Support Department for questions:

support@evolutionhcm.com or by calling 802-655-8347

Email the Evolution HCM Training Department to schedule a training:

Training@evolutionhcm.com

Email the Evolution HCM Implementations Team:

AHR implementations@asuresoftware.com

“ Asure Software 10/28/2019
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Advanced HR 2.0 Administrator Guide

This User Guide is intended for ALL administrators: Super Admin, Service Bureau administrators, AND for the client
administrators. It describes how to perform the daily ongoing administrative functions of Advanced HR 2.0.

It does not contain the mostly one-time setup and configuration task information which is performed by the
service bureau. Service Bureau Admins should refer to the separate Setup & Configuration Guide.

Getting Started

This section of the guide discusses some of the basics, getting-started topics of Advanced HR such as:
e Signingin and out of Advanced HR
e  The company Dashboard
e Searching for companies, employees, and other basic information

e Using the HR Admin tab screen

Signing into Advanced HR 2.0

Advanced HR 2.0 requires all users to have a unique username and a password. For Advanced HR and Evolution
Payroll, we have implemented a Single Sign On feature, or SSO, to allow users to experience greater ease and
functionality. The SSO feature, however, requires some initial setup:

e The Username and Password for Evolution Payroll and Advanced HR 2.0 must match.

e The Username must be a valid, unique email address. You update user email addresses in the Admin -
Security - Users - Details tab in Evolution Classic.

e The SSO feature must be activated by the Evolution IT department to function for your service bureau.

When the user goes to either Evolution Payroll or Advanced HR 2.0, they will be automatically redirected to the
SSO Sign In page.

Evolution’

To access either Advanced HR 2.0 or
Evolution Payroll, if applicable, the
user is taken to the SSO Sign In
screen.

Usermame

Password

e Using their Evolution credentials

they’ll be able to sign in and access

both systems.

10/28/2019 Asure Software -
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Once they sign in successfully, users with the appropriate security can easily switch between Advanced HR 2.0 and
Evolution Payroll.

Usernames

In order to use Advanced HR 2.0, all employees must have an email address which serves as the username. This
ensures that all users have a unique username and can receive email communication through Advanced HR 2.0.

Passwords

Passwords for Advanced HR 2.0 must include at least one number, one non-alphanumeric special character, one
uppercase character, and contain between 10 and 30 characters.

The Dashboard

After entering their credentials, the user is taken to their Company Dashboard.

|_, p— . I x
Dashboard The Dashboard — with a Company selected

Birthdays

By Employes

1 Forsyth!
& runeing IT Services companies.

ing 10 Eric Claplon's ear

Time Off Requests (Pending)

Time O Start Emplapee Hoars

&% Cholce Awards for Faworite New Products! Keep on the awesome work yal

The Dashboard is a place for employees to view:
e Company announcements
e Birthdays and Employee Anniversaries
e Important dates and expirations
e Their time off balances and request history
e Links to various items such as employee benefit plans, company documents and other publications

e Upcoming reviews

- Asure Software 10/28/2019
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The Dashboard is a place for employees to view:
e Any expiring certification and license reminders
e Any pending employee W-4 Form change requests

The following is an example of the Dashboard that displays when no company is selected. The “No Company
Selected” message displays in the upper right of the screen.

Evolution

Dashboard

The Dashboard — with no Company selected

The specific look of the Dashboard will vary depending on the company and the user’s assigned level of access
(security level).

For example, a Base User (which is the lowest user role) has the ability to see the following, if configured to do so:
e Company announcements
e Time off balances and requests
e Upcoming Review dates, with corresponding Acknowledgements
e Upcoming Training Classes, with corresponding Acknowledgements

e The user’s expiring Certifications and Licenses, with corresponding Acknowledgements

The Base Admin User and Base Manager User has the ability to see the following, if configured to do so:
e Company announcements

o Time off balances and requests

Time Off Requests (Pending)

Time Off Start Employee Hours
[ 07/09/2019 Bartowski, Charles (1) 128.00
O g 07/18/2019 Jones, Betty (11) 36.00

e Upcoming employee Birthdays and Anniversaries

Birthdays

Birthday Employee

September 3 Eleanor, Woodcomb (7)
September 12 O'Davis, Kathey (10)

10/28/2019 Asure Software -
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e Employee Certificate and License Expirations

Certificate Expirations

Expire Employee Type

09/11/2019 Bartowski, Charles (1) Amazon Web Services

e  Employee Scheduled Reviews, pending time off requests, and pending W-4 Form changes

e Acknowledgments

Other functionality (set on the Home Dashboard Setup screen) that is important to make note of, is
Acknowledgements for Base Managers and Base Admins.

My Upcoming Classes - Voorhees, Christopher (2)

An Acknowledge icon displays on the
Admin or Manager’s Dashboard that when
clicked, generates an email to the user and
optionally to their supervisor or other
specific acknowledgement list.

Class

Date Employes Type Acknowledge

0BI0B0IT  Voorhess Class on
Christopher (2 Classes

Once a class, license renewal, or upcoming review is acknowledged by the employee, the Acknowledge icon will no
longer display on the Dashboard.

Base Managers, with regards to employee Birthdays and Anniversaries, Certificate and License Expirations,

Scheduled Reviews, and W-4 Form change requests can only view the employees that are assigned to them.
However, Base Admins will see these items for all employees in the company.

Acknowledgements allow the user to:

e Create Notifications for supervisors when an employee acknowledges a review.

o Note that you can Add Users to the Acknowledgements by including them in the Notifications chain.

Refer to the Notifications section later in this guide.

When the Dashboard settings for the Base Users, Base Managers, and Base Admins have been set, when those
users sign in to Advanced HR, they will be taken to their appropriate Dashboard view.

Note: System Administrators configure how the Dashboard appears to users on the HR Admin -

Company — Home Dashboard Setup screen. Refer to the Home Dashboard Setup section of this
document to learn how to configure the Dashboard.

- Asure Software
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Searching for Information

Let’s discuss how you search for information in Advanced HR 2.0, for companies, employees, and filter for other
kinds of information.

Company and Employee Searching

At the top of every screen in Advanced HR is a Company search box and an Employee search box.

Evolution

Dashboard
Search for a Company, Search for an
that you have access Employee by typing
to, by typing into the into the Employee
Company Search text Search text box.
box.

You can also type “??” into either search field to display a list of all of
the entries (all companies or all employees).

Using the Company and Employee search boxes

Searching for a Company

By entering text:

1. Atthe top of the screen, in the company search text box, start typing the name of the company you are
looking for.

HR Admin + Quick Links v & Mike Blake v

Evolution’

Dashboard

2. Asyou enter at least the first two characters, the system shows a list of company names in the dropdown
matching the text that you enter.

| bro] x | employee search

Brown's Auto Supply (BAR) (WEB1200)

3. Select the company name in the dropdown that you are looking for.

10/28/2019 Asure Software -
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By entering a double question mark:

1. Atthe top of the screen, in the company search text box, enter two questions marks (??).

| 7 | x | employee search

-

1701 Club (1701)

Brown's Auto Supply (BAR) (WEB1200)
Clay's Crab Shack (TEST2)

JS Shelburne Inn & Shoppes (Jennifer)
SB 400 Shelburne Inn & Shoppes (SB400)

SB 500 Shelburne Inn & Shoppes (SBE500)

o

2. The system displays a dropdown list of all the company names.

3. Select the company name from the dropdown that you are looking for.
Searching for an Employee
By entering text:

1. Atthe top of the screen, in the employee search text box, start typing the name of the employee you are
looking for.

Evolution
by ASUR HR Admin v Quick Links v & Mike Blake v

Dashboard

2. Asyou enter at least the first two characters, the system shows a list of employee names in the dropdown
matching the text that you enter.

Brown's Auto Supply (BAR) (WEB1200) x ma x

Couture, Thomas (1)
Marks, Jefferson (10) ke v

Marley, Tyson (9)

3. Select the employee name from the dropdown that you are looking for.

By entering a double question mark:

1. Atthe top of the screen, in the employee search text box, enter two questions marks (??).

2. The system displays a dropdown list of all the employee names.

- Asure Software 10/28/2019
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Brown's Auto Supply (BAR) (WEB1200) x x

Baker, Don (22)
Baker, John (91) ke ~

Baker, Tammy (20)

Blaine, Betty (23)
. Brown, Stephen (2)
Birthdays
Couture, Thomas (1) -
Birthday S

3. Select the employee name from the dropdown that you are looking for.

« Note: The employee search will not search on a first AND last name; only the first name or the last
name or the employee number.

Locking Down a Company / Employee

Once you select an employee and/or company, Advanced HR will lock the selections (company / employee) until
you change them. This action is referred to as “locking down a company” or “locking on an employee.”

For example, in the following screenshot the user is locked down on the Brown’s Auto Supply company and locked
down on the employee Jefferson Marks.

Brown's Auto Supply (BAR) (WEB1200) x Marks, Jefferson (10) x

& Mike Blake «

You can “unlock” a company or an employee by clicking the “x” on the right side of the company and /or employee
search field.

Brown's Auto Supply (BAR) (WEB1200) x Marks, Jefferson (10) ®

& Mike Blake «

10/28/2019 Asure Software
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It’s important to always lock into a company (and an employee if required) before attempting to perform a task.

& Mike Blake ~

If you haven’t locked down a company, the COMPANY INED
system displays a No Company Selected *No Company Selected™
message in the username dropdown.

USER INFO
.com

@ SIGN OUT

Searching for Employees Hired through the Onboarding Process

After a new hire has been approved and onboarded to Advanced HR 2.0 through the Self-Service Onboarding
process, their onboarding information can be found in the Onboarding Dashboard by using the Advanced Filter
button.

Using the Advanced Filter button may be useful if you have been having difficulty locating either employees going
through the onboarding process and/or those employees whose onboarding has been approved and who have
been onboarded.

To display a list of employees hired through the onboarding process in Advanced HR 2.0:

1. Go to HR Admin — Onboarding — Onboarding Dashboard. You must be an Admin, Manager, or SB Admin.

2. The system displays the Onboarding Dashboard showing a list of the employees currently going through the
various stages of the onboarding process.

OnBoarding Dashboard

Eouaomums L = apownLoaD filter grid v

Actions Name/ID EmailAddress Status m - Hire Date Tax Form
n = Garcia, Jerome - (7) sestahfp@sharklasers com wm'ﬁ 0229 PM 05/25/2018 w2
n = Loane, Tom- (24) tomloane@mailinator.com w/zmg OZ0EN 01/30/2019 w2
n =  Parson, Jennifer- (30) Jenparsen567@mailinator.com %ﬂsm/zolg 0156 FM 05/14/2019 w2

If you are locked into a company, the system lists only employees from that company, shown above. If you are not
locked down on a company, the list includes onboarded employees from all companies.

3. Still don’t see the onboarded employees you are looking for?

4. You can use the Advanced Filter button on the Onboarding Dashboard to expand the list of
employees the system displays to show all the employees waiting to be onboarded AND, all the employees
who were onboarded via the onboarding process. Do the following:

_ Asure Software 10/28/2019
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Click on the Advanced Filter button. The system displays the Advanced Filter popup screen, shown below.

Advanced Filter

| Include Approved Employees

NO YES

Y APPLY FILTER @) cLEARFILTER

You can use the Include Approved Employees toggle switch option as follows:

e No —which is the default setting — will cause the displayed list to contain only those employees currently
going through the onboarding process.

e  What you can also do is change the Include Approved Employees toggle switch to Yes in order to also
include all the employees waiting to be onboarded and all the employees who were onboarded via the
onboarding process.

Advanced Filter

Include Approved Employees

NO YES

Y APPLY FILTER @) cLear FITER

Click the Apply Filter button. The system displays the results. See the screenshot below.

Setting the Include Approved Employees toggle switch to Yes results
~in additional employees appearing on the screen — including those
employees who were approved and onboarded.

e Mk Blake

p

n & Pasen linnili (3 w2
B - oo bobblacknmi fsharklasers com [ — Bz wa
n B Marper, Jannider - (28] jennder hamer23a@maiknatoncom ww Q301 /2019 w2
“ = Bams Mae {03} Misc 6 TR rna fin e exeers 08 Shartnd- 06192019 0639 PI EAH010 w2
n Shouss, Dk - (90 Dainas TEODm adinanss com 0812/2019 w2
n Kirng. Jell - (92) ol hirnp 23 @rraibnat e e W_ OEAS/2019 w2
n Frena, Erin - (%) arnbre@malinatorcom e OTAIG2019 w2
n Salo, Han - (29) Fan. S0 999 Emaiknanon com SRASANE G 420N w2
n Jewwrs, Dettie - (32) ApASEmaibnater tom e 23.Pu 05/22/2019 w2
n Marks, Jefferscn. (18] JefSernont 23@shacklavers.com % BEAR20NE wa
n Wilson, Hask - (11) Handwilsonigaharklasers.com w_ o8/04v2018 wz
n Wyate, Clark - [15) elakpatFEmadator cam % 112772018 w2
n Wster, Luke - (17) ke 234 Gmaibnator com e 1261172018 w2
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8. You can click on an approved employee record on the Onboarding Dashboard and view the employee’s
onboarding information in detail. This could include the onboarding documents, if they were available during
the onboarding process.

Note: An important item to be aware of about the Advanced Filter is that it is referred to as “Sticky.” This means
that if you activate the Advanced Filter by applying some settings, then for a certain time period after you set the
filter, the system will apply your filter settings to the list of employees it displays in the screen grid. To inactivate
(“unstick”) the filter, clear the settings on the Advanced Filter screen by clicking the Clear Filter button.

(@) CLEARFILTER

Find Menu Item Filter

At the top of every Menu tab screen, there is a Find Menu Item filter. This filter allows the user to start typing a
word and Advanced HR will remove all of the menu items that do not apply. For example, on the HR Admin screen.

Account Applicant Tracking Company Setup Employee Actions
- ? Question Bank o 1 & Add New He
° 0 Cortificate & Sl Rarvins ot
8P ol .
QFR ¥ Apphcat © Compensation Ch .
% s s Find Menu Item search field
Y O Evrructty 4 Employes Summary
Company Onboarding :i s
@ Home 2 Question B © Py & Ane
o (=} © Pay &Ca
L &l

In the example below, we start to type the word “pay”. Advanced HR then displays only the menu items that have
“pay” in the title, considerably reducing the number of menu items displayed.

l

Account Applicant Tracking Company Setup Employee Actions
_ Omboarding m Employee Maintenance

Company
Benefits E
Company Structure Quick Links
Communication
Reparting
Audit Start to type “pay” and the system adjusts the menu
Time Clock screen to display only those menu items which contain the

- text you entered in the search box.
Security

To return to a display of the full HR Admin menu, delete the text in the find menu item search field.
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Module Links on the Dashboard

Located just above the Dashboard, there are links to different modules or segments of Advanced HR 2.0. The
specific links that display vary by the user’s assigned level of security role access which is set by the system
administrator.

Module links on the user’s Dashboard will vary by the user’s assigned role

=3
& @

I HR Admin v Quick Links v |

The above screenshot and the following table describes ALL of the potential Dashboard screen module links that
may display, depending on the user’s role. The specific user’s Dashboard links will probably have only one or two
of these tabs.

Module Name Tab on the Screen Description
HR Admin HR Admin Displays the HR Admin module sub-menu options where
system administrators can set up and configure the system

and end user options of Advanced HR 2.0.

My HR Displays the Advanced HR 2.0 Employee Self Service module
y HR- sub-menu options where employee users can access all of

their HR and payroll data.

Evolution’

Note: Manager role users have a unique Manager Services
link, see below.

Quick Links Displays a dropdown menu for frequently-used options such

as Add New Hire, Terminate Employee; they are specific for
the user’s assigned level of access.

Displays the Manager Service menu screen for tasks
associated with the Manager user role —the menu
categories are: Employee Maintenance, Company Setup,
Applicant Tracking, and Other.

Manager Service

After clicking on one of the module links such as HR Admin, you will be presented with a sub-menu of available
options. A sample HR Admin module sub-menu, a sample Manager Service sub-menu, and a sample My HR menu
are shown in the following examples. Note the different options on each menu.
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Browris Auto Supply (BAR) (WEB1200)

employee search x

Quick Links v & Mike Blake
Q | find menu item
Account Applicant Tracking Company Setup Employee Actions
Account List ? Question Bank & Achievement &+ Add New Hire
£ Update Account Privacy Policy % Status Setup  Certificate & Self-Service Setup
£ Payroll Data Cut-Over £ Form Setup £ Class @x Terminate Employee
@ PR Service Location List ¥ Application Version £ Compensation Change Reason
9 User/Company Assignment = Job Postin  EEO .
@ User/Company Exclude 3 App Tracking Dashboard % Employment Employee Maintenance
: Ethnicity 48 Employee Summary
. Frequency
Company Onboarding & License & Achievement
# Home ? Question Bank £ Pay Grade & Alternate Rate
# Home Dashboard Setup G Task List & Pay Group & Certificate
& OnBoard Prep # Position & Class
# Announcements 3 Onboarding Dashboard & Position/Org Change Reason & Class (rapid envoll)
i Company Documents £ Review & Compensation
B Company List & shift & Direct Deposit
& User List Benefits £ Skill & Document (empioyes)
18 Plan / Policy £ Status & Document (company)
ducation
18 Employee Benefit # Termination Reason aE
Company Structure B Comior & Worker Comp & Emergency Contact
% Division B Classes & Employment Detail
& Branch £ General Agent aro
& Department 2 Life Event Reason & Labor Allocation
£ Team % Waiting Rule & License
£ Dependents : gOtESt .
i £ Beneficiaries ay Stul
Reporting £ Open Enrollment Setup & Review
8 Standard Reports £ Monitor Open Enrollment gsal
[ Quick Report Writer & Tax (Federal)
. & Tax (state)
. Communication & Tax Form
Audit & Time Off
A Notifications
@ Auditina & Wds
= " L & Tax (State)
. Communication & TaxForm
Audit & Time Off
A Notifications Swa,
@ Auditing s
i Email Record List Tool
AErorLog ools Quick Links
& Data Import N
. Evolution Payroll
Time Clock & Payroll Data Sync D TimeClock (Admin)
@ Setup/Configuration imeClock (ESS)
© User Credentials
Security
Maintenance
& Permissions
& Resources
& Foles
& Assign Users to Roles
& Employee Record Filtering
HR Admin Menu Screen
o IS & Betty Jones ~

Employee Maintenance
& Employee Summary

& Achievement

& Alternate Rate

& Certificate

&Class

& Class (rzpid enroll)

& Compensation

& Direct Deposit

&Document (smployee)

& Document (company)

& Education

Emergency Contact

&Employment Detail
19

Labor Allocation

&Time off

Q | findmenuitem

Company Setup

 Achievement
@ Certificate
QEEO

@ Ethnicity

% Position/Org Change Reason
¥ Review

& Status
 Termination Reason
& Worker Comp

Applicant Tracking

7 Question Bank

W Status Setup

K Form Setup

¥ Application Version

= Job Postin

i App Tracking Dashboard
ol Onlboard Task List

& Onboard Dashboard

2 Onboard Question Bank List

Other
# Home
@ Auditing
AError Log

[ Quick Report Writer

B Standard Reports

O Timeclock User Creds
& User List

Manager Service Menu Screen

Asure Software
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- My HR ~ & Jacob Robertson v
Q | findmenuitem
My Employment Summary My Personal History My Payroll My Benefits
& My Compensation & My Achievement & My Direct Deposit & Open Enroliment
& My Document & My Certificates & My Labor Allocation
& Document (company) & My Classes & My Pay Stub N
& My Emergency Contact & My Education & My Tax (Federal) My Miscellaneous
& My Summary aMylo & My Tax (ste) # Home
& My Licenses & My Tax Form & My Alternate Rate
& My Reviews & My Employment Detail
& My Time off
& My Skills

My HR Menu screen for a Base User employee

Using the HR Admin Screens Overview

Dashboard
Company Announcements Admins CIiCk on the HR Admin tab at Birthdays
Kite Flving Day the top of the Dashboard to display - -
fomornt their HR Admin screen. mpumberns R
Oclober 2% Baker, Jobn (31

3 July 2Ot
d for this mesting

Scheduled Reviews

Sehtaied Empleyes Tope

ownzRNg Brwn, Shepiten (2

Employee Anniversaries

Db Ereplepes
September 23 Emmerzon, Neslon (12
Oclober 15 Hasley, Chais (13)

Summary and Detail Screens

Once you click on a specific HR Admin menu screen option, for example,

Company Setup - Achievement, you will be presented with a summary Company Setup
screen of all data within that option.
L Certificate
£ Class
#+ Compensation Change Reason
2 EEO

Summary Screen

In the following screenshot, you see that this company has set up multiple Achievement Types.
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Achievement Types
A sample Summary (dashboard) screen.

EXl : ooomuon T

Actioen Cose Dencription Actie Friceity

n E Emplo th

g -

o |

n v Toni Yaara o S

o - —

. - - - Page 1 Page NGE TioSol &

Details Screen

To see more detail, simply click on the specific line item (row) in the grid that you are interested in and the system
displays the details screen for that item. For example, the following screenshot shows the details of the Employee
of the Year Achievement Type (EY).

A sample Details screen.

Achievement Type: [B3

The Prev Record and Next

Record buttons at the bottom
PREV RECORD NEXT RECORD
o the/streen allow el 5

quickly scroll through all
available records.

Summary screens, similar to Menu tab screens, also have a filtering feature; however, to activate
the filter you must either press the Enter key or click the search filter icon (shown at right) to
initiate the search.

For example, on the Employee Types summary screen shown below, which has many entries, you
can narrow the list by entering “full” in the filter grid and clicking the Filter icon.
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Employment Types
=

m o & DOWNLOAD full T

Acti Code ~ Description Active Priority

n FullTime Full Time

n FullTimeTemp Full Time Temp

il - " Page: 1 of1 GO Pagesize: 2 CHANGE ftem 1102 of 2

The system then narrows the results on the screen to display only those with “full”.

You can enter multiple criteria by connecting each criteria with a plus sign (+), for example (Agent+Registration).
Note that when filtering with multiple criteria you are initiating an “and” search not an “or” search. In the
following example you can see that the only Achievement Type record returned contains both criteria (“Agent”
and “Registration”) .

Adding and Changing Information

m Some of the HR Admin menu screens allow you to quickly add new records with the green
+ New button shown at left. Clicking on the + New button will open a data entry screen.

Achievement Type:

Type Info Type Status
Code* Artive
Descrigtion Priarity

A sample New Record screen.

Required Fields

Position Type:

Tiske Budgeted

o "

Any required fields in Advanced HR 2.0 screens are identified with a
red asterisk at the end of the field label.

The Company and Code fields above are samples of required fields.
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Completed Fields

Throughout Advanced HR, when you complete a Type Info

field correctly, the system changes the field label Codet
and outline to the color green as shown at right. | New Position Code

Save Changes and Save & Next Record

Don’t forget to click the Save Changes button as Advanced HR 2.0 will not warn you if changes have not been
saved! However, Advanced HR will let you know if you forgot to complete a required field when you try and save
the changes.

B SAVE CHANGES B SAVE & NEXT RECORD M

If you are making changes to many records, you can use the Save & Next Record button (shown at right) to quickly
move through all records.

Downloading Data

& DOWNLOAD
The link allows you to download a summary of the information presented on a screen in Advanced

HR 2.0. Downloaded data will be presented in a basic Excel document.

CPR CPR Certification

SALESL Passed Begining Sales Training

SALES1 Passed Begining Sales Training

SALES3 Passed Advanced Sales Training

J Note: If you do not see the downloaded data, make sure in your Browser settings, the pop up blocker is
disabled. Note that the specific name of this setting will vary by Browser.

With the My Documents and Employee Documents screens, you can also download all documents or download
the actual document by clicking on the download icon.

Employee documents

ADD DOCUMENT

Document Category

FormI9 .
Uploaded August 15,2019 9 S

Ei’\?a%aeﬁkgﬁ’g“u"ﬁCﬂ?gmg{h Onboarding-Background Check Auth 1

Forml9
Uploaded August 15,2019 Onboarding-19 1

Formw4
Uploaded August 15,2019 Onboarding-W4 1
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Adding a Record on the Fly

Some fields of Advanced HR 2.0 have a blue ‘plus’ sign (+) next to the field name. This means that you can add a
new record to the dropdown “on the fly” and immediately apply the record you added.

Other Info
Change Reason

Please Choose (Represents BLAN screen

Comment

A field with a blue + Plus sign indicates that you can add a
new record “on the fly” without leaving the current

For example, if you click on the blue + sign next to the Pay Type
field shown above, the system displays the Add Pay Type screen
shown at right, which lets you add a new Pay Type field value on
the fly and apply it while you are in the process of adding a new
employee.

The advantage to using this feature is that you don’t have to stop
and display a different back-end type screen to add the new value
to the system and then return to the screen where you then select
that value you just added.

Changing the Record Length of a Page

Add Change Reason

Type Info Type Status
Code* Active

[ BN -

Description Priority

Description P

CLOSE x

Summary screen lists may have an option to change the page record length at the bottom of the screen. Simply
modify the Page size field value and click the Change button in order to show more or less number of records per
page. This is useful for those screens that have a long list of possible values from which to select.

Page: 1 of4 GO |Pagesize: 15 CHANGE

Information Icons

You can change the record length of a
page with the Page Size field at the
bottom of the screen.

Some fields in Advanced HR 2.0 have information icons next to them — a blue circle with an “i” 0 , see the
following example on the Worker Comp Code field. When you hover the cursor over a field with an information
icon, the cursor displays a question mark near the arrow. You can click on the information icon to learn how to use

that field.
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Assignments Worker Comp Code +0
Pay Grade + £

Please Choose (Represents BLANK] - Worker Comp Code Help h

Note: Changing a position's Workers
EEO Class + = -
s Compensation Code will not cascade to

Please Choose (Represens B - Employees with that Position -

Worker Comp Code + €3

Please Choose (Represems BLANK) -
Supervisor
Please Choose (Represents BLANK) -

Once you read the help information, click on the information icon again to hide the help text and complete the
field.
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This section describes how to use the HR Admin menu items for the day-to-day tasks of maintaining Advanced HR.
It is designed for ALL Admins. The setup and configuration HR Admin menu items (mostly one-time tasks) have
been split out from this guide and are located in the new Service Bureau Setup and Configuration Guide, which is

designed for Service Bureau and Super Admins only.

Here is a full screenshot example of the HR Admin tab.

- I
© ©

Account

i Account List

# Update Account Privacy Policy
Z payroll Data Cut-Over

Q@ PR Service Location List

% User/Company Assignment
@ User/Company Exclude

Company

# Home
& Home Dashboard Setup

# Announcements
i Company Documents

Q

Applicant Tracking

2 Question Bank

 Status Setup

£ Form Setup

¥ Application Version

& Job Posting

& App Tracking Dashboard

Onboarding

2 Question Bank

) Task List

& OnBoard Prep

= onboarding Dashboard

i

menu item

Brown's Aute Supply (BAR) (WEE1200)

Company Setup

# Achievement

# Certificate

& Class

& Compensation Change Reason
LEEO

& Employment

# Ethnicity

# Frequency

2 License

¥ Pay Grade

£ Pay Group

# Position

# Position/Org Change Reason
& Review

Employee Actions

&+ Add New Hire
3 Self Service Setup
& Terminate Employee

Employee Maintenance
& Employee Summary

& Achievement
& Alternate Rate
& certificate

& Class

& Class apid envol)
& Compensation

& Mike Blake v

© Setup/Configuration
@ User Credentials

Security
Maintenance

@& Permissions
& Resources

@ Roles

& Assign Users o Roles

& Employee Record Filtering

B company List & shift & Direct Deposit
& User List Benefits 2 skill & Document (employee)
1B Plan / Poliey & Status : DSWWE”‘ (company
1B Employee Benefit # Termination Reason Education
Company Structure @ Car?\ery 4 Worker Comp & Emergency Contact
 Division @ Classes & Employment Detail
# Branch # General Agent &9
& Department # Life Event Reason & Labor Allocation
% Team £ Waiting Rule & License
£ Dependents : g;‘zm
i # Beneficiaries /
Reporting £ Open Enrollment Setup & Review
B standard Reports £ Monitor Open Enrollment & skl
[ Quick Report Writer : Tax ey
. ax (stte)
Audit Communication & Tax Form
udi A Notifications :L‘Te off
@ Auditing s
B Email Record List Tools
AErorLog Quick Links
& Data Import
. - $ Evolution Payroll
Time Clock & Payroll Data Syne 9 TimeClock (Admin)

O TimeClock (ESS)

HR Admin menu

Note: Employee end users should refer to the separate document Advanced HR 2.0 Getting Started

configuration and setup information described in this guide.

Employee End User Guide to see how the HR Admin screens configured by the administrator present
from the employee point of view. The Getting Started Employee End User Guide does not contain the

Also note that the screens contained in the Employee Maintenance sub menu of HR Admin are mostly discussed
in the separate Advanced HR 2.0 Employee Maintenance Guide. You can download these guides on the Evolution

Resolution Center.
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Account Menu

For information about the HR Admin — Account menu, see the Advanced HR 2.0 — Setup and Configuration Guide.

Company Menu

The Company sub-menu on the HR Admin page lets you select from the following menu items:

Company

# Home
£ Home Dashboard Setup

4 Announcements

i Company Documents
B Company List

48 User List

Once the company has been onboarded to Advanced HR 2.0, there is some setup that is required. The company
setup is done in two locations:

e HR Admin - Company pane — this is discussed below

e HR Admin - Company Setup pane — this setup is discussed in the Company Setup section of this document

HR Admin — Company pane

Let’s first look at the HR Admin - Company pane. It is here that the user can set up the Company Dashboard of
Advanced HR 2.0. Each menu item of the HR Admin — Company pane is described below.

Home
You can click the Home item on the HR Admin — Company menu as another method to go Company
directly to the company Dashboard. T

@ Anneuncements

[l Company Documents
B company List

485 User List

Company Dashboard

Before we discuss how Admins set up the Company Dashboard, let’s first discuss what the Dashboard is.

The Company Dashboard is what the users see when they first sign in to Advanced HR 2.0. When signed in as a
Base Admin user or higher, the user has the ability to create the look and feel of what the employees will
experience when they sign in into their Company’s Dashboard (the Home Page) on Advanced HR 2.0.

Brown's Auto Supply (BAR) (WEB1200) x el ee s x
-
O O
Dashboard

HRAdmin v Quick Links v & Mike Blake v

It is important to note that Dashboard functionality is dependent on the user’s role:
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The Base User sees the following on their Dashboard:
e Their Time Off Balances and Requests
e Company Announcements
e Upcoming Review dates, with corresponding Acknowledgements
e Upcoming Training Classes, with corresponding Acknowledgements

e The user’s expiring Certifications and Licenses, with corresponding Acknowledgements

The Base Admin and the Base Manager see the following on their Dashboard:
e Their Time Off Balances and Requests

e Employee Pending Time Off Requests for those that they are the designated approver

Time Off Requests (Pending)

Time Off Start Employee Hours
[aLel 07/09/2019 Bartowski, Charles (1) 128.00
@9 07/18/2019 Jones, Betty (11) 36.00

e Company Announcements

Company Announcements

Kite Flying Day -

Tomorrow!

Pizza Lunch -
Quarterly Company Meeting July 20th!
Pizza will be provided for this meeting.

e  Upcoming employee Birthdays and Anniversaries

Birthdays Employee Anniversaries

Birthday Employee Date Employee

September 16 Jones, Edward (4) September 25 Emerson, Newton (12)
October 29 Baker, John (91) October 15 Hasley, Chris (13)
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The Base Admin and the Base Manager see the following on their Dashboard:

e Employee Certificate and License Expirations

e Employee Scheduled Reviews

Scheduled Reviews

Scheduled Employee Type

09/02/2019 Brown, Stephen (2) 01

Note: Base Managers, with regards to employee Birthdays and Anniversaries, Certificate and License
Expirations, Scheduled Reviews, and Time off Requests, will only view the employees that are assigned
to them. However, Base Admins will see all employees in the company.

Company Dashboard Setup

The Home Dashboard Setup screen is
where the Base Admin User, or higher,
can set the different parameters that will
determine what the employees will see

Company

# Home
| % Home Dashboard Setup |

® Announcements

I Company Documents when theY |{lgin.

B Company List .

48 User List The Dashboard functions as the
employee’s ESS.

Go to HR Admin — Company — Home Dashboard Setup.

Landing Dashboard Setup

Company
Select a company to proceed with Dashboard (Home Page) Setup
Company*

B Brown's Auto Supply (BAR) (WEB1200) -

You’ll be taken to the Dashboard Setup screen. Using the No/Yes toggles, you can set the Dashboard Settings for
both the Admins/Managers and for the Employee roles.

n Asure Software 10/28/2019



EVO|L£[2I’] Advanced HR 2.0 — Administrator Guide

- Make the Dashboard settings for the
. o Admin/Manager roles in this section.
[ [
. | o Make the Dashboard settings for the
Em o Employee roles (ESS) in this section.

In the Dashboard Settings tile, it’s important to note that for the various categories, if they are set to Yes:
e For the Base Admin Role, they will see ALL birthdays, expirations, time off requests, etc.

e  For the Base Manager Role, they’ll see only the employees that they supervise.

Select your company from the Company dropdown, which displays the companies that have already been
onboarded from Evolution Classic into Advanced HR 2.0. You must be a Base Admin or higher security level to be
able to make the Company Dashboard Setup settings.

Note: What displays on a user’s Dashboard is dependent on the user’s assigned security role.

The Dashboard Settings screen is divided into two main sections, one for the Admin / Manager role and one for
the ESS (End user role). Making the settings for each role is discussed below.

Setting the Dashboard View for the Base Admin and Base Manager Roles

As with other setup screens in Advanced HR 2.0, the functionality allows the user to turn on and off areas of the
Dashboard by using the No/Yes toggles. Here is the Admin/Manager section of the screen.
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Dashboard Settings

Complete each section and setting

Admin: Toggle sections (ON=Blue/Yes)

Anneuncements Birthdays

o YES no YES
Certificate Expirations License Expirations

NG YES no vES
Scheduled Reviews Time Off Requests
Anniversaries Employee W4s

O vES NG YES

Other Settings

Future Period to Review (months)

2 -]

In the example above, we can see the Yes/No toggles for the Admin view. In this case, the user would be able to
see everything except Anniversaries. As previously discussed, this would be the view for the Base Admin User and
the Base Manager User. These settings can be edited at any time.

If the Time Off Requests toggle switch is set to Yes, then all admin and manager role users will have their time off
balances and requests display on their Dashboard, in the My Time Off pane on the right.

Manager Service + & Betty Jones
Dashboard
Company Announcements Birthdays
No Birthdays in upcoming months
Welcome our new general manager - Megan Forsyth! - o
Qur new General Manager, Megan Forsyth, brings years of experience running IT Services companies Certificate EXDIratIOﬂS
She likes fishing, hanging out in farmers markets, modern art, and listening to Eric Clapton's early albums No Certificates expiring in upcoming months

Feel free to stop by her office to greet and introduce yourselves

Time Off Requests (Pending)

Time off Start Employee Hours
O 9 07/09/2019 Bartowskd, Charles (1) 128.00
O G 10122019 Bartowski, Charles (1) 16.00

Employee W-4s (Pending)
No pending W-4s

We Are The Champions! - -
Hey guess what?! My Time Off

We just won the 2018 People’s Choice Awards for Favorite New Products! Keep on the awesome work y'all!

rEORLES
14 "Goice \4

Current Balances

\ ’/mwr oicE N Description Available Balance
ORmAYOmTE
\awriooucrs .
X\ \m::.‘.l“/',/ Vacation 9.00
N 2
—= & sick 40.00

'No upcoming time off
My Upcoming Reviews

No Reviews in upcoming months

My Expiring Certifications

No Certificates expiring in upcoming months.
My Expiring Licenses

No Licenses expiring in upcoming months

Refer to the Advanced HR 2.0 Time Off Guide on the Evolution Resource Center for more information about time
off balances and requests displaying on the Dashboard and about the Time Off Accrual feature.
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Other functionality on the Dashboard Setup screen that is important to make note of, is Future Period to Review
for Base Managers and Base Admins in the Other Settings section of the screen:

Other Settings

Future Period to Review

Set a Review Period in months.
You can set how far into the future you
want the system to look.

a

Set this field to the number of months into the future that you want the system to look in order to display on their
Dashboards ALL the upcoming employee events, including Reviews, expiring Licenses and Certificates, and
Birthdays for their employees.

Setting the Dashboard View for the Base User Role

Use the ESS section of the screen to set the Dashboard view for the Base User role. Again, you use the Yes/No
toggles to set the parameters of what the user will see on their Company Dashboard.

s (ON=Blue/Yes)

; bl : ' - My Upcoming Reviews
wled: My Upcoming Classes
b ; Set Acknowledgement functionality for the
My Expiring Certifications Employee’s Dashboard by using the Yes/No
" - toggles in the ESS section.

Certificate Acknowledgement lcon My Expiring Licenses

“ e

owledgement Icon Payroll Sumimary Quick Link as Landing Box

Base Users, can be set to see or not to see the following items:
e  Their upcoming Reviews
e Upcoming Classes they’ve enrolled in

e Any expiring Certifications or Licenses

In addition, Base Users can be set to acknowledge:
e Employee reviews
e C(Classes
e Expirations
Always remember to click Save Changes when complete.

If the Time Off Requests toggle switch is set to Yes, then all employee base users will have their time off balances
and requests display on their Dashboard, in the My Time Off pane.
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Employee W-4s (Pending)
No pending W-4s Note that even ifther.e are no item.s for
each of these categories, the headings
themselves will display on the user’s

Dashboard.

Certificate Expirations
No Certificates expiring in upcoming months

Now that the Dashboard settings for the Base Users, Base Managers, and Base Admins have been set, when those
users sign in, they will be taken to the appropriate Dashboard view. Let’s examine what these different roles will
see.

Base User Role Company Dashboard

- e & Jacob Robertson «|

Q  findmenuitem

My Employment Summary My Personal History My Payroll My Benefits
& My Compensation & My Achievement & My Direct Deposit & Open Enrollment
& My Document & My Certificates & My Labor Allocation
& Document (company) & My Classes & My Pay Stub .
& My Emergency Contact & My Education & My Tax (Feceral) My Miscellaneous
& My Ssummary &My l-9 & My Tax (stte) # Home

& My Licenses & My Tax Form & My Alternate Rate

& My Reviews & My Employment Detail

& My Time off

& My Skills

A Base User role’s Dashboard has a My HR tab only.

Base Manager Role Company Dashboard

g ssux Manager Service + & Batty Jones
Dashboard
Company Announcements Birthdays

No Birthdays in upcoming months
Welcome our new general manager - Megan Forsyth! - ) o
Our new General Manager, Megan Forsyth, brings years of experience running IT Services companies Certificate Expirations
she likes fishing, hanging out in farmers markets, modern art, and listening to Eric Clapton's early albums, No Certificates expiring in upcoming months
Feel free to stop by her office to greet and introduce yourselves.

Time Off Requests (Pending)

Time off Start Employee Hours
O 9 07/09/2019 Bartowsld, Charles (1) 128.00
4% 10/12/2019 Bartowskj, Charles (1) 16.00

Employee W-4s (Pending)
No pending W-4s

We Are The Champions! -
Hey guess what? My Time Off
We just won the 2018 People's Choice Awards for Favorite New Products! Keep on the awesome work yall! Current Balances
/ PEOPLES \
\U ) el \ ) Description Avalable Balance
TORFAVORITE
\’ DRl | ’/ Vacation .00
winnen
N
— sick 40.00

No upcoming time off
My Upcoming Reviews

No Reviews in upcoming months

My Expiring Certifications

No Certificates expiring in upcoming months
My Expiring Licenses

No Licenses expiring in upcoming months
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A Base Manager role’s Dashboard has a Manager Service tab and may also have a My HR tab.. The Manager
Service tab provides additional functionality for the Manager role — more/different menu items than My HR tab.

Base Admin Role Company Dashboard

Brown's Auto Supply (BAR) (WEB1200) x emplo x
ﬁ Quick Links + & Mike Blake |
Dashboard
Company Announcements Birthdays
N Birthday Employee
Kite Flying Day -
Tomorrow! October 20 Baker, John (91)
November 13
Pizza Lunch -

Perry, Jackson (5)
Quarterly Company Meeting July 20th!

Pizza will be provided for this meeting. Certificate EXP\ rations
No Certificates expiring in upcoming months

Scheduled Reviews
No Reviews in upcoming months

Employee Anniversaries

Date Employee

October 15 Hasley, Chris (13)
November 01 perry, Jackson (5)
November 27 Smith, Hank (14)

Employee W-4s (Pending)
No pending W-4s

A Base Admin role’s Dashboard has a HR Admin tab, a Quick Links tab, and may also have a My HR tab.
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Company Announcements

This is where you will view and edit your current company announcements that will appear on the
Announcements section of the Company Dashboard. You can set up new announcements, for example, for open
enrollment or a company food drive.

The user can enable and create Company Company
Announcements to appear on the Dashboard. Go to & Home
HR Admin — Company - Announcements. £ Home Dashboard Setup

® Announcements
I Company Documents

B Company List

To create a new Announcement, click on the ¥ User List
green + New button.
Announcements
Bl : | soomnuwn -
EE— o e e
ol : o
n s 1 F
u T ] Magy Nase Yoarst u n arzma
.| - - . | - " o1 G0 | Fag " em 11086F8

Announcements (as long as they are set to ‘On’) will be visible to all users regardless of their security role. The
same announcement will appear for Admins, Managers, and Base Users.

Each announcement will be presented in chronological order with the High Priority announcements appearing at
the top of the list. You can also set a begin Post Date, delete an announcement, switch it to No to hide visibility, or
switch it to Yes to make the announcement visible. Any announcements with a value in the Expire Date column
field will automatically stop being displayed upon reaching the expiration date.

Announcements
c € DOWNLOAD filter grid T
Actions Post Date - Title on High Priority Expire Date
n 06/25/2019 Company Picnic n E 08/02/2019
n 06/23/2019 Pizza Lunch n E:
n 04/15/2019 Kite Flying Day No
n 01/02/2019 Happy New Years! n n YE! 01/03/2019
n 04/30/2018 Cinco de Mayo Lunch n 05/06/2018
" « » " Page: 1 of1 GO Pagesize: 5 CHANGE ltem1to5of 5
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You can also add documents, pictures, and links to videos in the Announcements screen.
From the Announcements dashboard, you can see:

e  Post Date of the Announcement

e Announcement Title

e  Whether it is Active or not (On)

e Ifitis a High Priority

e Expiration Date of the Announcement

To open an announcement, click on an announcement row on the dashboard. The system displays the Details
screen. You can easily create and customize any announcement that will appear on all the Dashboard for all
employee users.

Announcement:
Company Announcement Posting
Company* Title
B Brown's Auto Supply (BAR) (WEB1200) - Company Picnic
Status petal
Announcement On (shcvn - B I U £ § x® x  ROEOTO- 14+ % A - @B - = = = T c 9w
No YES
The annual company picnic will be held on Friday August 1. From 10 AM Until 8PM
High Priority Food and beverages will be provided.
NO Es
Dates
Post Date
06/25/2019 ]
Expiration Date
08/02/2019 ]
Images (only JPG, PNG, and GIF extension files allowed here)
These documents are already attached to this record.
Download Filename size (KB) Uploaded
E ferry.png 1 06/25/2019 |
E human cannonball jpg 50 08/14/2019 |

To create a new announcement:
1. Go to HR Admin — Company — Announcements.

2. The system displays the Announcements screen. The screen displays a list of all announcements, both Active
and Inactive.

3. Click on the green + New button to display the Add Announcement dialog box. This is where you
will add your content, set the announcement visibility and priority, and the posting and expiration date. You
can either drag and drop or browse and select images for each announcement.

4. Complete the information as described in the following table.
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Field / Button

Company *

Description

Select the correct company, if not already selected.

Announcement Posting section

Title

Detail

Status section

Announcement On

High Priority

Dates section
Post Date
Expiration Date
Images section

Browse or Drag/Drop
Images

* = Required Field

Enter a title for the announcement. This will appear on the Dashboard.

Enter the detailed text (the wording) for the announcement. This will appear on
the Dashboard. Note the Advanced HR editor buttons at the top of the Detail
section which allows you to format the announcement.

Detail

7~ B I U =x s | % | x ROBOTO ~ i % A v =r - = = E- T+ c o

The annual company picnic will be held on Friday August 1. From 10 AM Until 8PM
Food and beverages will be provided

Click on the No / Yes toggle buttons to set if the announcement should currently
display.

Click on the No / Yes toggle buttons to set if the announcement should be a high
priority. Selecting High Priority will cause the announcement to display at the
top of the list.

Select the date from the calendar that the announcement should first appear.

Select the date from the calendar that the announcement should expire.

You can drag and drop images for the announcement into this section. The image
can be JPG, PNG, or GIF files. Or, click the Browse button to select an image.

= BROWSE ...

5. Click Save Changes or Save and Next Record if you have another announcement to add.

Images will be displayed in the order added from left to right, so give some thought about their placement before

you add them.

Finally, the following screenshot is a sample of how an announcement you create on the Announcement screen
appears in the Company Announcements section on the left side of the Dashboard, for employees of the

company.

n Asure Software
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Dashboard

|Company Announcements

Kite Flying Day -

Tomorrow!

Pizza Lunch -
Quarterly Company Meeting July 20th!
Pizza will be provided for this meeting.

Company Announcements Display on the Dashboard for employees

Company Documents

Users can upload documents to a central company document database that can be used for employee onboarding
and for informational purposes, for example for a Benefits Packages summary document. When uploaded, these
documents are viewable by all employees. In addition, employees can download documents, personalize them,
and then upload them into their personal documents folder.

Adding Company Documents allows the user to upload documents that can be used for
employee onboarding and for informational purposes on the employee’s dashboard.

Go to HR Admin — Company — Company Documents Company

# Home
£ Home Dashboard Setup

ompany Documents

| Company Lis
% User List

Company documents

ADO DGCUMENT
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The Company Documents dashboard displays the following:

e The Company that the document is attached to.

e What type of Download the file is (JPG, PDF, csv ...).

e The Filename and Category of the document.

e TheTitle.

e Whether or not it has been Published to the Employee. See below.

e The Upload Date, Size, and who it was Uploaded By.

Publishing a Company Document to the Employees’ Document Folder

You can use the Published to Employee column field on the Company Documents screen to quickly switch an
existing company level document to be published to or from the Employee Documents screen (company) folders
for ALL of the employees in the company.

Document editor X

Document information

Company

Brown's Auto Supply (BAR) v

Display name

Pizza Lunch

Category

Announcement v

Document options

@ ) E-signature required @ ) Publish to employees

Document preview
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You can use the following column fields on the Company Documents screen:

Field / Button Description

Published to Employee

Advanced HR 2.0 — Administrator Guide

Set this toggle option to on if this company document should be published to the

Employee Documents (company) — the employee documents folder (for ALL

employees).

E-Signature Required

Set this toggle switch to on if this document should require a single employee to

E-Sign it. This type of document cannot be published to all employees.

Click on a Company Document item row on the Company Documents summary screen to display details about the

document.
Editable fields include:
Category tile:
e  (Category
o Title
e Description
Attributes tile
e  Published to Employee (No/Yes toggle)
e Published to Manager (No/Yes toggle)

Save Changes Save & Next Recora ]

Document:

Company

Company

B Shelbur

info
Filename

Benefit packages pef
Size (KB)

90

Upload Date [ZXI0

10/03/2017 10:28 AM

Uploaded By

Will.Roberts@Asuresoftware.Com

Category

Category

Benefits
Title

Benefit Packages Summary
Description

You have the right to an

Published To Employes
No.
Published To Manager

No.

Close 3¢

h plan's benefits and coverage. Insurance companies
guage Summary of Benefits and Coverage (SEC) A

10/28/2019

Asure Software H



Advanced HR 2.0 — Administrator Guide EVO;I-HE?En

Adding a New Document

. + Add Documents
To add a new document, click on the green + Add Documents button . The New Documents screen
displays and allows you to either drag and drop or browse and select multiple files from your computer to upload.
Make sure you are in the correct Company.

Documents.

Browse or Drag/Drop documents

Adding documents is easy. Make
sure you have selected a company
and simply drag and drop your file
from your computer. You can also
browse files and add them that way.

Warning: If you click on the Browse button to browse and select a document, you cannot drag and drop
documents. Attempting to do this will cause severe problems and may terminate the session.

After saving a document, click on the document’s summary line to open the dialog box and give your document a
Category, Title, and Description. This is also where you can Publish the document to your employees.

After uploading multiple documents, sort the summary list chronologically by clicking on the Upload Date column
and click on the first document summary line to open the dialog box.

Then use the Save & Next Record button to quickly move through each

document.
The document is now available for viewing by the employee.

For an employee to access a Company Document

1. Go to their My HR tab.
2. Under the My Employment Summary tile, click on Document (company).

- My HR ~ & Jacob Robertson v

Q | findmenuitem
My Employment Summary My Personal History My Payroll My Benefits
&My Compensation & My Achievement & My Direct Deposit & Open Enrollment
& My Document & My Certificates & My Labor Allocation
& My Classes & My Pay Stub :
!My Emergency Comtact & My Education & My Tax (Fecera) My Miscellaneous
18 My Summary &My l9 & My Tax (sute) # Home

& My Licenses & My Tax Form & My Altemate Rate

& My Reviews & My Employment Detail
& My Time off

& My skills
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3. By clicking on the icon in the Download column, the employee can download and open the document.

Documents (company) & [

2 & Download fiter grid v
Download Filename ~ Category Title Upload Date Size (KB) Upload By Published To Manager

Benefit packages pdf Benefits Benefit Packages Summary 1010372017 1026 AM 0 No

Employee Handbook peff 0911112017 1243 PM 1 No

Letter from the CEO.pdf 0812412017 0222 PM 1 No

« n > Page: 1 | of1 Go Pagesize: 3 |Change Item 1t0 3 of 3

Note that you can share a video via the published Company Documents to the employees. Go to HR Admin —
Company — Company Documents. Upload your video and move the Publish to Employee toggle to Yes. When the
employee looks at the My HR — Employment Summary — Document (company), the video will be available for
download. You may experience File Size limit issues if the file is very large.

Company Documents - Employee

Documents can also be used for informational purpose with employees. When assigned to an employee or
employees, documents can be accessed in the My HR tab on the Employee Dashboard.

When an employee goes to their My HR menu tab, they’ll now be able to click on the Company Document link and
see the uploaded documents.

Company Documents - The Onboarding Task List

Documents can also be added to an Onboarding Task.

Go to HR Admin — Onboarding — Task List to create a new task. Onboarding Tasks allow you to set parameters,
based on position, for new hires. When setting up an onboarding task, you have the ability to select any number of
company tasks and documents to be used for onboarding. For now, however, let’s just focus on the Documents
portion.

Steps
Mark and setup the sections below that you want included in this onboarding task list
Include Welcome Note Include Direct Deposits
NO VES NO vES
Include W4 Include 19
NO YES NO =
Include Background Check Authorization Include Custom Questions
NO VES NO veES
Include Custom Document Upload Include End Note and E-Signature

" e =

Include Company Documents

NO YES

Select/Change Company Documents

Make sure the No/Yes toggle is set to Yes for Include Company Documents. The dropdown will draw from any
company documents that you have uploaded.
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When the Include Custom Document Upload is set to Yes, this will allow the prospective new hire to upload a
document to their application.

This process is covered in detail in the Advanced HR 2.0 — Applicant Tracking Guide.

Company List

The Company List shows a list of all the companies that have been cutover (onboarded) into Advanced HR 2.0.

The Company List shows a list of all the companies that have been onboarded, including the date.
This dashboard also shows at a glance whether the company is Active and Payroll Integrated.

Company List

3 T O 0OWNLDAD Ll ADVANCED FILTER T
etioms Bt Company Nama « Code Create e [0 P PR scratea

n Traiing Brcenn At Supply (BAR WEBN2 0430/ 2018 0308 P - n

It’s important to remember that the number of companies you can view will be dependent on your role.

The number of companies a user can view depends on the user’s role:

e A Super Admin, for example, will have access to all companies that have been cutover for the
account.

e A Service Bureau Admin will only have access to the companies that are assigned to them.
e A Base Admin user will only see their own company.
To display the Company List screen:

1. Go to HR Admin — Company — Company List.
2. If a company has been selected, you will only see that company on the Company List dashboard.

Company List
z & DOWNLOAD filter grid A g ADVANCED FILTER Y
Actions ‘Account Company Name « Code Create Date m Active PR Integrated
n Training Brown's Auto Supply (BAR) WEB1200 04/30/2018 03:08 PM o E
< » " Page: 1 of1 GO  Pagesize: 1 CHANGE ltem 1101 of 1
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If, however, no company is selected, your view will include all companies:

Company List

m c & DOWNLOAD filter grid A ADVANCED FILTER ¥
Account Gompany Name - Code Create Date [3 Active PR Integrated
Training 1701 Club 1701 03/16/2018 05:58 PM no  [RES

Training Brown's Auto Supply (BAR) WEB1200 04/30/2018 03:08 PM o No

3
b

5
B

Training Clay’s Crab Shack TESTZ 12/04/2018 03:32 PM o No

Training JS Shelburne Inn & Shoppes Jennifer 07/26/2019 06:34 PM no No

]
b

Training SB 400 Shelburne Inn & Shoppes SB400 03/06/2018 08:40 PM o No

®
2
2

B

8

Training SB 500 Shelburne Inn & Shoppes SB500 03/27/2018 02:45 PM no [ ves
Training SB 600 Shelbumne Inn & Shoppes SB 600 04/19/2018 02:26 PM 1o (O =5
Training SB Shelburne Inn & Shoppes Seott 04/23/2019 03:25 PM no no Y

3. Click on the company which you want to work with to open the Company Configuration Settings screen.

Company: LY TEE A GTG)
Company Info Physical Name/Address Legal Name/Address
Account* Doing Business As Legal Name
Training - Doing Business As Legal Name
Company Name* Address Line 1% Address Line 1
Brown's Auto Supply (BAR) 324 Industrial Avenue Address Line 1
Active Address Line 2 Address Line 2
ne ves Address Line 2 Address Line 2
Timezone City* city
Please Choose (Represents BLANK) - Burlington City
Create Date [ State* State
04/30/2018 03:08 PM ] VT - VERMONT, US - Please Choose (Represems BLANK -
Service Start Date Zip Coder Zip Code
01/01/2013 ] 05401 Zip
Contact Other Info
First Name Worker Comp Policy ID
First Name Policy ID
Last Name Organization Level for Employee Assignment
Last Name Branch -
Email Enabled SwipeClock Sync for 1020 Employees
= youremail@domain.com no ves
Bus Phone
& 1234567890 x123

When a company is opened, you can view:

e Address and contact information

e Active or Inactive Status — Use the No/Yes toggles to change the status.
e Timezone and Creation date

e Organizational levels (DBDT)

e  Payroll integrations. Note the PR Integrated column should always be set to Yes.
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Other Info infegration

Woarker Comp Policy ID
Timeelock

[ |

Excluded From Updates

Branch -

Enabled SwipeClock Syne for 1099 Employees Export Block

He Yes “ Li-..

Web Clock Enabled

Organization Level for Employee Assignment

In the Other Info section of the Company List screen, the Enabled SwipeClock
Sync for 1099 Employees Yes/No toggle button has been added in order to have a
Sync Employee to Timeclock button appear on the Employee Summary screen.

Integration

General Settings

Payroll Integration Client ID
o ves 134

Company ID
WEB1200
Payroll Service Location
@  Evolution - - Hittps://Evoapi Evolutionadvancedhr.Com/V3/Api/Bureaus/Traini -
Shugo FileGuardian Sync
Shugo Company Code
¥ START TIME OFF IMPORT
Company Code for integration
Time Off records currently exist in Advanced HR. If you proceed you may be duplicating them. Please be
careful.

Note: in order for Administrators to be able to help employees enroll in Open Enroliment using the Employee
Benefits screen, in the Company List screen for this company, in the Benefits section, the Show Future-Dated
Benefit Plans for Enroliment field toggle must be set to Yes.

Benefits

Show Future-Dated Benefit Plans For Enrollment

NO YES

EBN Client ID

EBN Client ID

Termination

Status Termination Reason

Terminated - Terminated - Please Choose (Represents BLANK) -

Default Settings
Default Applicant Security Role

WEB1200 - BaseAnonymous - 0 -
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Default Settings

TR . The Default Applicant Security Role must be set to
Wil 2- BaseAnonymaus - 0 - Base Anonymous Role.

Note: With regard to Applicant Tracking, without specifying which role to use at the company level, no

permissions will be applied to Job Postings because all permission rules must be tied to Users. Once
again, this role needs to selected manually. Applicant Tracking is covered in the Advanced HR 2.0
Applicant Tracking Guide.

Company Logo Upload

Dol Finanm S (MBY Lypbad Dt

Company Logo Upload:

Before a logo can be displayed, make
m sure Display Private Label is set to Yes.

Best practice is 90 pixel height by 320
pixel width.

Drag and drop files or browse your
computer for the file.

» CLEAR KEY

Allow Private Label

[REEITARIENEY &, CREATE / CHANGE KEY

Private label Link

Preferences/Defaults section

The Preferences/Defaults section allows you to set the company level defaults for New Hire Onboarding. This is
also where you can make Emergency Contact input a requirement and identify users who should receive
onboarding notifications.
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|Preferences/DefauIts |

New Hire/Onboarding
Tax Form (Type of Hire) Pay Frequency Employment Type

W2 - Employee - BiWeekly - Bi-Weekly ~ FullTime - Full Time -

Display Emergency Contact Pay Type Status
Emergency Contact Required Compensation Change Reason Position/Org Change Reason
NO ves

Please Choose (Represens BLANK - Please Choose (Represents BLANK -

E-Verify Participant

NO YeS

Onboarding - Notification Links
Onboarding Notifications are now setup and handled from the NOTIFICATIONS page.

The Preferences/Defaults section has the following New Hire/Onboarding field defaults that you can set up for
new hires. The specific defaults you can set here depend on the items created in the Company Setup screens.
These are all optional fields.

Field / Button Description

Tax Form (Type of Hire) Select the Type of Hire you want to default in. For example:
e W2 -Employee
e 1099 - Contractor

Pay Frequency Select if you want to always default in a Pay Frequency for each new hire.

Frequency Types are created in the HR Admin — Company Setup - Frequency
Types screen.

Employment Type Select the Employment Type that you want to default in for new hires. For
example:

e  Full Time — Full Time
e Half Time — Half Time
e Seasonal —Seasonal

Employment Types are created in the HR Admin — Company Setup —
Employment screen.

Auto Pay Select the automatic pay to default in for new hires. For example:
o Hours — Pay default hours each paycheck
e Salary — Pay base salary each paycheck

Pay Type Select the Pay Type to default in for new hires. For example: E02 — Salary
Pay Types are created in the HR Admin — Company Setup — Pay Group screen.

Status Select the Status value to default in for new hires, for example: Active.
Status values are created in HR Admin — Company Setup — Status Types.

Display Emergency Select if you want to display the emergency contact info for new hires.

Contact Emergency Contacts for an employee can be added in the HR Admin — Employee
Maintenance — Emergency Contact screen.
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Field / Button Description
Compensation Change Select if you want to default in a compensation change reason value.
Reason Compensation Change Reasons are created in HR Admin — Company Setup —

Compensation Change Reasons.

Position/Org Change Select if you want to always default in a position / organization change reason
Reason value.
Position/Organization Change Reasons are created in HR Admin — Company
Setup — Position/Org Change Reasons.

Emergency Contact Select if you want to require an emergency contact for each new hire.
Required
E-Verify Participant Select if you want to make each new hire an E-Verify participant (future).

User List Screen and Adding a New User

The User List will show all the users in the system. However, if a company has been selected, only the users that
are associated with that company will display.

To view a list of all the users in the system, or just the users associated with a particular
company, go to HR Admin — Company — User List.

The User List is a key resource to Company
quickly see whether an employee is a & Home
user in the Svstem_ £ Home Dashboard Setup

® Announcements
i Company Documents
B Company List

In addition, you can ascertain which

security roles and access users have.

Important: To access their own Dashboard, an employee has to be a user in Advanced HR 2.0 in
addition to being an employee. If an employee is not a user, when they try to sign in, they will only see
a blank Dashboard.
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To view a list of all the users in the system, or just the ones associated with a particular company, go to HR Admin -
Company - User List.

User List
[+ & DOWNLOAD filter grid T
Actions Username - Active Create Date m First Name Last Name
n = - betterblan@mailinator.com N 04/16/2019 03:30 PM Betty Blaine
n = - clarkwyatt09@mailinator.com o 04/16/2019 03:30 PM Clark Wyatt
n = - collin.white78@mailinator.com v 04/16/2019 03:30 PM Collin White
n = - djpd5@mailinator.com NO 07/16/2019 05:33 PM Dottie Jones
n = - ed jones77@mailinator.com 04/16/2019 03:30 PM Edward Jones
n = - erinfee@mailinator.com 0 08/15/2019 06:49 PM Erin Frens
n = - Felix@sharklasers.com N 11/29/2018 07:05 PM Felix Kowalski
n = - Fritz629@mailinator.com o 05/22/2019 06:07 PM Jane Fitzgerald

User List dashboard screen

The User List dashboard displays all the users associated with a company. You can easily see:
e Usernames and given names

e  Status and Creation Dates

In the Actions column (shown at right) you can:
Actions
e Delete a user (the red trash can icon)
e Send a Welcome Email (the envelope icon) n =[*
e Reset a user’s password (the arrow icon)
F_r.. atic
Last Mame® Serdce Bureau Admin Comparry Rights Grasted
u - o Employoe Rights Grarted
Please Choose L £
""" = A Super Admin user can create other Super Admins or
B — Service Bureau Admins by using the Yes/No toggles.

e You can also grant Evolution Payroll access to the user.

Clicking on the Username will display a detail of their information. Linked Companies and Security Roles can be
viewed and/or edited. The User List screen is also where you can do the following tasks:

e View a user’s username, first and last names, the date the user was created, and the user’s security role
and access information
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e Inactivate a user (can also delete a user but this is not recommended, make the user Inactive instead)
e Link a user to multiple companies

e Link a user to a specific “Role”

e Locka new user out of the system until a specific date and time

e Send a new user an onboarding Welcome email (the envelope icon)

e Reset a user’s password

e If in Evolution Classic, you have set up the AHR 2 Security Groups (AHR 2 Company, AHR 2 Employee, AHR
2 Payroll) in order to ensure that the proper Payroll Rights are assigned to users who need access to
payroll data, then in the Evolution Administration section, the three Rights Granted toggle switch fields
on the right side will be set to Yes. If not set in Evolution Classic, they can be set to Yes here in Advanced
HR and that information will flow back to Evolution Classic. If these are set to No, then the user will not
have access to payroll data.

The Role a user is assigned to determines what they can see and do within Advanced HR 2.0.

The common roles in Advanced HR 2.0 are:

e Base User for employee self-service only access
e Base Manager for manager access

e Base Admin for Administrator access

Company Name P Cormparny M Harne

Leved company Hame

e Brown's Ao Supply (BAR) (WEB1200)

A user’s access is tied to their Security Role(s). If the user is a Super Admin or Service
Bureau Admin, they generally won’t be tied to a company-level role. If, on the other
hand, they are an employee of a company, they must have a company-level role.
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Employee

Company Name Name

Brown's Auto Supply (BAR) (WEB1200) Marks, Jeffersen (10) ||
Roles

Role Level Company Name

WEB1200 - BaseUser 10 Brown's Auto Supply (BAR) (WEB1200) i}

Select existing role (type to search)

(2] ty|

% LINK ROLE

search x

You can also create custom Roles with specific security settings.

Important: If you add a Role to a user in the User List screen you must also open the Employee
Summary screen and link the Employee to the User.

Super Users and Service Bureau users already setup in Evolution will use their Evolution username for signing into
Advanced HR 2.0.

To Add a New User in the System

On the User List screen, click on the green “+ New” icon m to open the New User Record screen.

User: IRETEED]

User Info Contact Administration Evolution Administration
Username * First Name* Is Super Admin Payroll Rights Granted
& | Msername (emai | First Name 0] NO YES NG YES
Password @ Last Name* Is Service Bureau Admin Company Rights Granted
Lo e o ves Ne ves
@ password 2 @
Timezone* Employee Rights Granted
Please Choose (Represents BLANK) - NO YES
Create Date [l
08/30/2019 02:15PM ]
Active
no ves

Locked Out Until Date ([

Locked Out Until Date i)

Enter the following information:
1. Username (email address is required).
2. Password (optional, the user can change the password when signing in for the first time).

3. First Name, Last Name, and Timezone (all required).
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« Note: The Super Admin user can create other Super Admins or Service Bureau Admins by using the
No/Yes toggles.

In addition, you can grant Evolution Payroll access to this user in the Evolution Administration section. This will let
Evolution know that the user is an Evolution user as well. This access corresponds with the security groups that
were created in Evolution Classic.

As you can see from the screens below there are significantly more settings options compared to the Quick Add
screen. A good best practice is to always set up new Users in this area of Advanced HR 2.0.

The Locked Out Until Date field allows you to lock a new user out of the system until a specific day and time. This
is helpful for situations where you may not want the new employee signing in and viewing information that you
have not yet communicated.

The Links section - explained below - allows you to link a user to one or more companies. Users will only have
access to the companies they are linked to in this section.

« Note: Any users accessing payroll data for multiple companies will need to have Multi-Company User
turned on.

4. Click Save Changes.

Welcome Email

N
A Welcome Email popup will appear

g e sty giving you the option to send an email
with sign in instructions.

mayal@pokemail.net

B Send Welcome Email

@ Do NOT Send

5. Now that your user has been saved:
o Find them in the User List Dashboard screen.
o Click on their Username to display their information.
o Enter additional information such as:
= Linking them to a company.

= Applying Security Role(s).
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Links
Company Employee
Company Name PR Company Name Name
Brown's Auto Supply (BAR) (WEB1200) i Brown's Auto Supply (BAR) (WEB1200) Marks, Jefferson (10) W
Select existing company (type o search)
Roles
type to search x
Role Level Company Name
WEB1200 - BaseUser 10 Brown's Auto Supply (BAR) (WEB1200) ]
Select existing role {type 1o search)
©  typetosearch %

Resetting a User’s Password

You can reset a user’s password from the User List screen.

1. Go to HR Admin — Company — User List.

2. Lockinto a Company, if not already selected.

3. Onthe User List screen, find the employee for which you want to reset the password.
4

In the Actions column, click on the arrow icon to reset that user’s password. Hover your cursor over the icons
until you see the text: reset password.

1 = = Jeff kimpZ3@mailinator.com

reset password

= = ‘ jefferson123@sharklasers.com

—n = - l=ff kir|
eset user password?
n a[«) ic
' x CANCEL
—

Click Yes. The system will send an email to the user to reset their password.

Creating Service Bureau (SB) Admins and Assigning them Clients

Create the SB Admin User

Use the following steps to create a User with a Security Role of SB Admin:
1. Goto HR Admin - Company - User List.

2. Click the green New button.

3. Enter a Username (must be an email address).

4

Contact information and Time Zone.
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5. Use the No/Yes toggle to designate them as a Service Bureau Admin.

Administration
Is Super Admin

MO YES

Is Service Bureau Admin

MO YES

Assign Company(ies) to the SB User

Now that you’ve created your Service Bureau Admin user, you can then assign them the companies that you want
them to have access to:

1. Go to HR Admin - Account User/Company Assignment

2. Choose a User from the dropdown.

3. Select the companies that you’d like them to have access to.

4

When you enable access, the system will update automatically.

User/Company Assignment

STEP 1 - Choose a User

To begin pracess, choose a user you'd like to assign to a company or multiple companies.

| a ‘ Betterblan@Mailinator.Com - Betty Blaine ~

STEP 2 - Select Companies

Select the companies that the above user should have access to.

S &DOWNLOAD fiter grid \4
CGompany Assigned Company Name = Code
n ves 1701 Club 1701
wo Brown's Auto Supply (BAR) WEB1200
n YES Clay's Crab Shack TEST2
“ ves Jsshelburne Inn & Shoppes Jennifer
“ ves $B 400 Shelburne Inn & Shoppes SB400
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Company Structure Menu

Displays information about the Company Organization (DBDT structure). Note
that if you change the company structure (DBDT) information in Advanced HR

2.0, the changes will update the DBDT information in Evolution Classic.

Company Structure
£ Division
& Branch

¥+ Department
£ Team

Note that by default, you can assign employees to Organization Types (DBDT) at any level. However, Advanced HR
2.0 does allow you to set a minimum organization level that an employee can be set to.

Division

Displays the Division Types set up for this company.

Division Types

=4 & DOWNLOAD

Actions Code « Description Active

[ o | 1 West Port
“« > Page: 1 of1 GO Pagesize: 1

CHANGE

Priority Parent Map

ltem1to10f1

Click the + New button to create a new Division type.

Branch

Displays the Branch Types set up for this company.

Branch Types

© @& DOWNLOAD

Code ~ Description Active

Actions
B 1e East

« (S Page: 1 of1 GO Pagesize: 2

CHANGE

Item 1102 0f 2

Click the + New button to create a new Branch type.

n Asure Software
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Department
Displays the Department Types set up for this company.
Department Types
m c & DOWNLOAD filter grid.. T
Actions. Code - Description Active Priority Parent Map
n 01 Admin NoO ﬂ 11—
“ » " Page: 1 of1 GO Pagesize: 1 CHANGE ltem 1101 of 1

Click the + New button to create a new Department type.

Team

Displays the Team Types set up for this company.

Team Types ¥ sa
e I v
Actions Code - Description Active Priority Parent Map
Farm
ﬂ Alpha Team Alpha Team Ne Stand, Warehouse, Customer
Service
B - Page 1 of1 Go Pagesize 1  Change fem 1101 011

Click the + New button to create a new Team type.

Reporting Menu

The following graphic indicates the two methods you can use to run reports in Advanced HR.

Two methods to run reports in Advanced IR

Standard Reports Quick Report Writer (QRW)

The system comes with a full set of The Quick Report Writer (QRW) lets you
standard reports out of the box. create customized reports.

Note: This section presents a brief overview of the reporting features. For more information, including a
list of the Standard Reports, see the separate document Advanced HR 2.0 - Reporting Guide.
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Standard Reports

Advanced HR 2.0 has a library of standard reports that you can run by clicking on the green arrow icon to the left
of the report. Go to HR Admin — Reporting — Standard Reports.

Note that you must have Base Manager user role or higher to use the standard reports.

Standard Report List

& O DOWNLOAD filt @l ADVANCED FILTER Y

Actions Name - bascrotion Catogory Actvs r——
Absenc o g Ad

[ > | foeenes Absence Types List Regart Company Satup Supesdimi

- fehlvement  pchievement Types List Report Company Setup Managersindibove

u Audit List Full Lict of Audit recorda for the specified date range - Including system and setup records. Internal System . AdminsAndAbave
Camee = List Repor ompany Setu anagersandAbove

u G Cartficate Types List Report Gompany Setup “ Managersinditb
Compensatien

- Change Compensation Change Reason List Report Company Setup . ManagersindAbove
eason

Structure, Comper loyes Name, Employee Typa, Positon. Supervisar,Pay Type, nd Pay Rate as ofthe repart effective
- = daie (defaulted to taday), The Effective Date, Pay Type. Changs Reason, € Rate will played for any previous changes for Compensation . AdminsAndAbove
story each emplayee with multile compensation history records.

- EEOTypes  EEO TypesList Repont Company Setup Managersandabove
Employee Audit records for all Employee Address Fields including: Last Name First Name Addsess 1 Address 2.City Country, State, EmailAddress Nick Name,Cell Empl . R
Change fudt  Plione Home Phone Work Phone Suffx, sad Zip ployes anager ove

Standard Reports screen

The Standard Reports display on the summary screen in alphabetical order. Notice that you see the Name,
Description, Category, Active Status, and who the report is Available To.

For example, search on User in the filter box and click the green arrow for the Users in Roles report.

Standard Report List

Dewcroten Canmgery 2o At Ty

JK Dk Set Report Properties

User in Roles

Set Report Param

Assign your parameters that will be used in the report execution,
Company* Active

Set the Report B Brown's Auto Supply (BAR) (WEB1200) - _ ves
Properties and click Effective Date
Execute Report.

Confirm and Click

Confirm your information and click below.
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& User in Roles

= T2 HoWM oa & n a a aq
—. Employee Status
Users In Roles A
Brown's duto Suppl (BAR) In-Active
: Active Users As OF 8/30/2019 clear selection
Sorted By User Name
Ay i Effective Date
8/30/2019 |
User Name Active TFA [[+] EE Status  Role
: N _ . . Sort Order
EattarblanSenpiirator com Trus Falne Elairg Batsy A0 Aste WER1200 - Basslner
ser Name
DD Breainmne com Tra Faine W Clake a2z At User Last Name

Create Date

el whind TEBmailinase.com ot Falne LRI Whine Callin L Ay WEBI00 - Bnswliner

Active

GpLsFmatinazar.com Te  Fale Jones, Dorse PR Azve Employee Last Name
o jonatTT@mai . Tro Falte e, Echard ES FEE Role

T Employee Status Code
wrinfesfmailingtor com Trs Faas BA5/20H Frang, Erin a7 Azt WEB1I00 - Sasaliaer
Fele@srandasens.com Troe False Tvawane Kpwalio, Felo apie ATree WEB1200 « BaseUser
Fri28@madinaor.com T Faisa S0 . .
hanscloPe@malinacos com T Falsa TG0 Solo, Han a3 The Users In ROIes Repor—t dlsplavs In a
hasiey 224 @sharkiasers.com Troe  fame  AMA0N  Saskey Chos wre 58 parate win dUW.

Itis a sortable popup that can be printed or
exported as a CSV, PDF, Excel, RTF, TIFF,
Web, or XPS document.

Quick Report Writer (QRW)

The Quick Report Writer (QRW) allows you to create customized reports on selected data within Advanced HR.
Note that any custom reports you create are user-specific, they cannot be shared with other users.

Quick Report Writer (QRW)

Setup

Choose a report concept, select fields, and assign any other options and then click to generate the report.

Choose Report (Existing OR New Concept)

Existing Saved Report Report Concept*
Please Choose (Represents BLANK - Please ChoOSe (Represems BLANK -
Unselected Fields Selected Fields
Q | findfeld Q  find field
Field Name - Field Name -
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Settings
Company Filtering
B Brown's Auto Supply (BAR) (WEB1200) hd Use only 1 of Simple OR Advanced
simple Filter

Include Active Employees

[ S e -

Order Report By Advanced Filter
Please Choose (Represents BLANK] - Field 1
Please Choose (Represents BLANK) - = - enter value
Order Direction
Ascending (Low To High) - Field 2
Please Choose (Represents BLANK - = - enter value
Field 3
Please Choose (Represents BLANK) - = - enter value
Field4
Please Choose (Represents BLANK) - = - enter value
Save Report Configuration
Name* Description
Description

Name

4

Quick Report Writer (QRW) screen

Report Concepts

The first step in creating a custom report is to select the Report Concept. The report concept you choose will
determine which fields are automatically selected for the report. For example, if you select the Benefits (or the
Benefit Details) concept, Advanced HR would select fields that relate to benefits as you can see in the screenshot
below.

Quick Report Writer (QRW)

Setup
Choose a report concept, select fields, and assign any other options and then click to generate the report.
Choose Report (Existing OR New Concept)
Existing Saved Report | Report Concept*
Please Choose (Represents BLANK) - Feneﬁls - CONCEPT -
Unselected Fields Selected Fields
Q  findfield Q | find field
Field Name = Field Name 2
First Name Company Name
Last Name Company Code
Payroll Deduction Frequency Code Display Name
Employee Withdrawal Employee ID

Member Number Monthly Employee Contribution Amount

Employee Election Notes Employee Contribution Percentage

© © © © © ¢ ©
B &6 8 8 & & &

Plan Code Monthly Employer Contribution Amount

Advanced HR will also display “Unselected Fields” (on the left side) that can be added to the selected fields list (on
the right side) by clicking on the green arrow button to the right of the field name.
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Unselectad Fields

Q  find field

Field Name

First Name

Last Name

Payroll Deduction Frequency Code

Employee Withdrawal

Member Number

Employee Election Notes

© © © © © O ©

Plan Code

You can also remove a selected field by clicking on the red trash can icon.

| Selected Fields |

Q  find field

Field Name

Company Name O

Company Code )
Display Name )
Employee ID T
Monthly Employee Contribution Amount ]
Employee Contribution Percentage i)

Monthly Employer Contribution Amount m

Once you have selected the fields for your report, you can adjust the basic settings which include:
e Selecting which companies you are reporting on if you have more than one
e Reporting on only inactive employees (NO), all employees (ALL), or only active employees (YES)

e  Which field you want the report to sort on and in what direction (ascending or descending).

Important: You can only select one Report Concept at a time for each custom report created with the Quick
Report Writer tool.

You can choose from the following Report Concepts in the dropdown:

e Achievement e Alternate Rate
e  Applicants e Benefit Details (note there are two Benefit concepts)
e  Benefits o Certificates
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You can choose from the following Report Concepts in the dropdown:

e Classes e Compensation
e Direct Deposits e  Education

e Emergency Contacts e Employee

e Labor Allocation e Licenses

e  Position/Organization e Reviews

e  Skills e Time Off

Tip: Make sure that for all users, in their Browser’s settings, that pop-ups are allowed. Some Browsers
may have a setting where a pop-up blocker is on by default; if so, make sure any pop-up blocker has
been disabled. Otherwise, the user will not be able to see the reports.

Note: For the Licenses, Classes, Certifications, and Review concepts, we have also added an Email

Acknowledged option in the Unselected Fields dropdown to let you report on whether the employee
has acknowledged these emails. For example, in the Classes Concept list of Unselected Fields shown
below.

Setup
Choose a report concept, select fields, and assign any other options and then click to generate the report
Choose Report (Existing OR New Concept)
Existing Saved Report Report Concept*
Please Choose (Represents BLANK; - Classes - CONCEPT -
Unselected Fields Selected Fields
Q | find field Q | find field
Field Name - Field Name -
First Name [>] Company Name T
Last Name © Company Code T
Email Acknowledged [>] Display Name i)
Class Credits [>] Employee ID i
Class Description [>] Class Time i
Class Duration [>] Class Title T
Class Instructor [>] Class Grade or Result )
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Audit Menu

The Audit sub-menu on the HR Admin page lets you select from the following

menu items:

Auditing

Advanced HR 2.0 records details on every entry made into the database. Details include the user who made the
change, the date and time of the change, what area within Advanced HR 2.0 was impacted, the specific employee
affected by the change, the old and new value of the fields changed, and what type of change occurred (insert or

update).

Audit
@, Auditing

I Email Record List

A Error Log

This level of detail combined with the filter grids make searching for specific changes simple. You can connect
multiple search criteria with a “+” sign.

e

WEB1200
WEB1200
WEB1200
WEB1200
WEB1200
WEB1200

WEB1200

WEB1200

Audit Details

< @& DOWNLOAD

AuditDate [ -

08/26/2010 07:58
PM
08/26/2019 07:58
PM
08/26/2010 07:58
PM
08/26/2019 07:58
PM
08/26/2010 07:58
PM
08/26/2019 07:58
PM
08/26/2010 07:57
PM

08/26/2019 07:57
PM

Area

App Track Question
Bank

App Track Question
Bank

App Track Question
Bank

App Track Question
Bank

App Track Question
Bank

App Track Question
Bank

App Track Job
Posting

App Track Job
Posting

Employee  Field

ATQuestionType

Active

IsRequired

QuestionText

QuestionTitle

Sequence

ATApplicationVersionID

Description

ol
VYes/No
True

True

Have you previously been employed at Brown's
Automotive?

Have you previously been employed at Brown's
Automotive?
3

[Blank]

[Blank]

filter grid

New

Yes/No

True

True

Have you previously been employed at Brown's
Automotive?

Have you previously been employed at Brown's
Automotive?

3
7

Sales

User

sbrown123@sharklasers.com

sbrown123@sharklasers.com

sbrown123@sharklasers.com

sbrown123@sharklasers.com

sbrown123@sharklasers.com

sbrown123@sharklasers.com

sbrown123@sharklasers.com

sbrown123@sharklasers.com

A@l ADVANCED FILTER T

Type

Delete

Delete

Delete

Delete

Delete

Delete

Insert

Insert

Transaction

20190826195832210

20190826195832210

20190826195832210

20190826195832210

20190826195832210

20190826195832210

20190826195700523

20190826195700523

Advanced Filter

Audit Details screen

The Audit Details grid also has an advanced filter that allows you to narrow down results by a date or range of
dates. Click the Advanced Filter button to display the Advanced Filter popup screen.

Start [

Start Date

Audit Date €9

Advanced Filter

End I3
ﬂ End Date

Y Apeivritier | @) CLEARFILTER
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Set the Start and End date(s) to filter the results displayed as follows:
e Todisplay a list of results between two dates, select both a Start and an End date.
e Todisplay a list of results on or after a specific date, select a Start date only.

e Todisplay a list of results on or before a specific date, select an End date only.

Click the Apply Filter button after entering the date(s) to display the results. Click the Clear Filter button to remove
the date settings you specified (they will remain until you click the Clear Filter button).

You can click on the I Information icon to display these rules as a Help Topic.

AdvancedEiliac

Filter with Start and End dates

) | Between: Set both START and END.
Audit Date _
stert (3 On or AFTER: Set START ONLY.

— | On or BEFORE: Set END ONLY. | Date

Y AepivFiter | @) CLEARFILTER

Click on the | Information icon again to hide the Help text.

Email Record List

Provides a user with the proper security the ability to review emails that have been sent from the companies
which the user has access to. If no company is selected, you’ll see a list of ALL emails that have been sent.

Sent Emails
S @DOWNLOAD filter grid v

Actions Company OriginAddress Sent Date [T - Address List Subject
n S\ZZVSI";S(QX% sbrown123@sharklasers.com 08/26/2019 07:57 PM bobbobbb@sharklasers.com Brown's Auto Supply (BAR) - Job Application Notification
n g\ml"f(éggj esoftware.com  08/19/2019 06:24 PM Mac678Barns@mailinator.com Brown's Auto Supply (BAR) - Employee Onboarding Invitation
n g\’mrﬁ@;g‘; software.com  08/15/2019 06:59 PM Jeff kimp23@mailinator.com Welcome User/Password Notification
n EL‘;ﬁ."}}éXSi software.com  08/15/2019 06:49 PM erinfee@mailinator.com Welcome User/Password Notification
n gﬁ;l"f(éﬁg) suresoftware.com  08/15/2019 06:44 PM Jeff kimp23 @mailinator.com Brown's Auto Supply (BAR) - 0 Request
n gn’ﬁl“f(@ﬁ% None 08/15/2019 06:30 PM Jeff kimp23@mailinator.com, PerryS.J@sharklasars.com f;(z’)w_"iﬁ““’ Supply (BAR) - Employee Onboarding Complete for: Kimp, Jeff

Click on the email to access a detailed view of the email.
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View Email Record

Email Record
Company

Brown's Auto Supply (BAR)

Origin Address

Subject

Brown's Auto Supply (BAR) - Employee Onboarding Invitation
Address List

Mac678Barns@mailinator.com

Sent [0

08/19/2019 06:24 PM

Email Contents

Brown's Auto Supply (BAR)
Position: Sales

Employee: Barns, Mac (93) -
Mac678Barns@mailinator.com
Thank you for your interest in our company.

We welcome you to our Employee Onboarding process. Please click the link below to get started

If you have any questions please contact Jennifer At ####.

http://training.evolutionadvancedhr.com/Onboarding.aspx?onboardingkey=51b8a286-69c0-4b60-
b22c-7f75acd47e73

Error Log

Advanced HR 2.0 also logs details of any errors that occur within the system. Although this information is very
useful to our developers, it can be a bit difficult to interpret on your own! Generally it is best to contact your

support representative if the system is displaying errors.

Error Log

=4 & DOWNLOAD

Actions Error Date [ - Exception

08/26/2019 07:42PM  Not a PersistenceCapable instance or type was not enhanced. Parameter name: persistentinstance

08/26/2019 07:41PM  Nota PersistenceCapable instance or type was not enhanced. Parameter name: persistentinstance

08/15/2019 06:41PM  Row not found: GenericOID@eade512a EmployeeOnboard ID=46 UPDATE [EmployeeOnboard] SET [DD_1_Checking

08/15/201906:17 PM  Not a PersistenceCapable instance or type was not enhanced. Parameter name: persistentinstance

filter grid v

LogType Page Username

Application  OBQuestionBankList sbrown123@sharklasers.com

Application  0BQuestionBankList sbrown123@sharklasers.com
asuresoftware.com

Application  OnBoardingSummary

Application  OBQuestionBankList asuresoftware.com

Use the Download this Record button ;| on the Error Log dashboard for each error log (row) on the screen to
download it as a text file instead of copying and pasting from the Error Log details screen. This may be useful when

talking with the Support Department about an issue.

Error Log

z & DOWNLOAD

Actions. or Date [ - Exception

08/26/2019 07:42PM  Nota PersistenceCapable instance or type was not enhanced. Parameter name: persistentinstance

08/26/2019 07:41 PM  Nota PersistenceCapable instance or type was not enhanced. Parameter name: persistentinstance

08/15/2019 06:41PM  Row not found: GenericOID@ea9e512a EmployeeOnboard ID=46 UPDATE [EmployeeOnboard] SET [BD_1_Checking

08/15/201906:17PM  Not a PersistenceCapable instance or type was not enhanced. Parameter name: persistentinstance

fikier grid v

LogType Page Usemame

Application  0BQuestionBankList sbrown123@sharklasers.com

Application  OBQuestionBankList sbrown123@sharklasers.com
asuresoftware.com

Application  OnBoardingSummary

Application  0BQuestionBankList asuresoftware.com

Click on an error row on the dashboard to display the Error Log details screen — again, note this may be difficult to

interpret if you are not a developer.
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Se(e]@Wels 8/26/2019 7:42:25 PM

Company Exception
Company Ex Message
B Brown's Auto Supply (BAR) (WEB1200 . Not a PersistenceCapable instance or type was not enhanced
Parameter name: persistentinstance
Error Info
Error Date [
08/26/2019 07:42 PM ]
Ex Stack Trace
Type at Telerik.Op d pertyDescriptor(Object persister String name0fP eld) -
at Te\erlkOpenAccess EmnsmnMethods F\e\dVaIue[T](Ob ect persistentinstance, String name0 PersistentField)
Application at HRnextDAL.D: Tab| yBase'1.Loa String mappingNavProp, Object& retOrigValue, Object&
re(NewValuegm E \Jenkms\workﬁpace\asur& grem\lnS\MJ 1591 bela\asurs gremllnE\HRnsxt Source
Code\Evo\Libraries\HRnextDAL\D Tab vbrline 1
Page at HRnextDAL. DateRepository TableRepositoryBase 1 cOsur 573 Lambdas_ 57(Slrmg df)in E\Jenkms\wurkspace\asure gremlins\M.J-1891- -
beta\asure.gremlins\HRnext Source Code\Evo\Libraries\HRnextDAL \Data\Rep

0BQuestionBankList
Inner Ex Message

Username

sbrown123@sharklasers.com

Inner Ex Stack Trace

Notes

COMPANY/EMPLOYE NOTES - CompanyNameLockedin=Brown's Auto Supply (BAR), CompanylDLockedIn=600090, CompanyCodeLockedin=WEB1200,
EmployeelDLockedin=[NULL]

DIAGNOSIS NOTES - C y=, Cur dRow=, GridPagelndex=0, GridSortField=QuestionTitle, GridSortDir=Asc, GridFilterText=

Applicant Tracking Menu

The Applicant Tracking sub-menu on the HR Admin page lets you select from the following menu items:

Applicant Tracking

2 Question Bank For detailed information about how to use the

Uy Status Setup Applicant Tracking feature, refer to the separate
&3 Form Setup document: Advanced HR 2.0 Applicant Tracking
¥ Application Version Guide.

& Job Posting
% App Tracking Dashboard

This section presents a brief overview of the Applicant Tracking menu items.
e Question Bank

This is where you set up and edit questions used in the applicant screening process. The following
response options are currently available; yes/no, date, free form text, and multiple choice.

e  Status Set-up
This is where you can customize the steps in the application management process. Each step is either an

applicant’s status (for example, New Application or New Hire Complete) or a step in your internal
applicant process (for example, Interview One, Final Interview, Prep for Onboarding).

e Form Setup

This is where you create your custom email communication for thanking the candidate for applying,
rejecting the application, and presenting an offer.
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You can also create a custom Application Certification that all candidates must agree to before submitting
their applications (this is all the legal terminology at the bottom of the application that states the data
being submitted is accurate, applying for a job is not an offer of employment, etc.).

Note that, with the Notifications functionality added, three Forms that were previously set up on the
Form Setup screen can now be done with Applicant Tracking Notifications. See the next section.

e Application Version

You have the ability to create multiple applications for different job postings. Each application is given a
specific title and internal description to help distinguish between similar applications.

This is also where you link questions in the Question Bank to the application by choosing the question and
clicking on the green Link Question button.
e Job Posting

Now that you have set up your Applicant Tracking infrastructure, you can create a job posting. This is also
where you can control the status of a posting by toggling the status to No or Yes.

In the Links To section you can link your job to specific positions, workers comp codes, and company
configurations (in this example we have Job, Activity, and Material; however, your company will display
whatever you have set-up in your payroll database such as Division, Location, and Department.).

e Applicant Tracking Dashboard

This section provides a high-level listing of all applicants, date and time the application was completed,
current application status, referral source, city/state, and any keyword responses.

Communications Menu

The Communications menu on the HR Admin screen contains the Notifications menu item.

Communication
A Notifications

Notifications Feature

Notification functionality enables you to send email messages to designated recipients. Receiving automatic
notifications regarding their employees is a time saver for managers and administrators. Advanced HR 2.0 comes
equipped with a full set of event-based and date-based notifications.

There are two types of Notifications:

e Event-based notifications operate behind the scenes and are generated automatically. No setup is
required.

e However, for date-based notifications, there is some setup effort required by the user. All notifications
have default template messages that can be edited at any time.
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Event-Based Notifications Date-Based Notifications
During Applicant Tracking: Employee dates:
+ Job application notifications * Hire date reminder
+ Interview workflows = Termination date reminder
+  Offer letter submitted/rejected * Birthday and work anniversary
Employee Onboarding: reminder
+ Onboarding invitation * Employee review date reminder
+ Completed notification Licenses and Certifications:
+  Government compliance:l-9 assignment = Achievement expiration date reminder
Direct Deposits: » Certificate expiration date reminder
+  New request notification * License expiration date reminder
+ Submitted thank you email Open Enrollment:
+ Approved/rejected = Open Enrollment start date reminder

+  W-4 Form Change requests * Open Enrollment end date reminder

* Time Off Requests

* Enrolling in Training Classes

* Welcome emails to employees
* Password reset emails for users

Training class reminder

All notifications come with templates that include generic wording with some logic built in. However, you can edit
them with company-specific wording and logic. Depending on the Notification, you can choose the recipients to be
included:

e Specific employees and/or e Reports To fields for managers e Applicants and/or job
users candidates

You can set any Notification to be Active or Inactive. To access and/or edit Notifications, the user must have the
role of Base Admin or higher.

Event-Based Notifications

Go to HR Admin — Communication — Notifications.

Use the blue Notification Categories dropdown in the upper-left to select

particular categories of notifications to display. The default is All Categories.

Motifications

HLOAD

= o DOWH

At Categery - N Active Bty Lty et
canit Teacking pelianion Slanted Target Appicant

whviry whin

vent oo

pbcant Tracking Agplication Submmed Target Appicant
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Notifications Dashboard

Click the Notifications menu link, to navigate to the Notifications dashboard. If you are locked into a company,
your view will be similar to the screenshot below. However, if you haven’t selected a company, you’ll see all
Notifications for all the companies in the system.

The following is a sample of the Notifications dashboard screen for the Applicant Tracking category.

Notifications
Notification System is ON and ready for use

Applicant Tracking - Applicant Tracking - Standard - Standard Events -

< & DOWNLOAD | filter grid T
Actions Category ~ Name. Active Recipients Delivery Description
Applicant Tracking Application Started . Target Applicant Sce!z:y when event :?gt‘;L::'n‘@pep‘hocsgavp‘h;lt“h?y have Started a job application. This allows the applicant to return to their job application
Applicant Tracking Application Submitted Target Applicant Delivery when event  sant to an Applicant when they have Submitted a job application
Applicant Tracking Application Completed Recruiters Delivery when event  gent to Recruiters to notify them when an Applicant has completed a job application
Applicant Tracking Interview Scheduled Target Applicant ~ Delivery when ¥ent 5ot 1o an Applicant and Recruiters when a job interview is scheduled
Applicant Tracking Employment Offer Farget Applicant -~ Delivery when event  sent to Applicant and Recruiters to let them know an offer has been sent to the Applicant.
Applicant Tracking Application Rejected Jrast Aoptcantsy Delivery when event  gent to Applicant and Recruiters to et them know an application has been rejected
Applicant Tracking Employment Offer Accepted Recruiters Delivery when event  sant to o Recruiter when an applicant has accepted ajob offer
Applicant Tracking Employment Offer Rejected : Recruiters Delivery when event  sent to a Recruiter when an applicant has rejected a job offer.
] < > Ll Page: 1 of1 GO  Pagesize: 8 CHANGE ltem 1t0 8 0f 8

You can use the Filter Grid at the top-center of the screen to search for a particular Notification. In addition, you
can use the blue Notification Categories dropdown in the upper-left corner to select a particular category of
Notifications that you’d like to display. Of course, the user can also select a particular notification by clicking on its
name in the grid.

The Notifications dashboard has the following column fields:
Column Field Description

Category The category for the notification, for example: Applicant Tracking, User, Classes,
Direct Deposit, Open Enrollment, etc.

Name The name of the notification.

Active The Yes/No toggles indicate if the notification is Active or not.

Recipients Who the targets are for the notification.

Delivery When the notification is triggered or delivered. N/A for event-based
notifications.

Description Describes what the notification is used for.

Click on a Notification row on the dashboard to display the Details screen for a specific notification.
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Notification: JLE R e ]

The Status section allows you to make the
Notification ActivefInactive by using the
Yes/No toggles.

The Notifications Info section is read only.

Include Other Groups

Aecrunon

nclude Target
Applicant

Employees

Please Choose

Users

Pleass Chocse

Evolution® Hcw
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Applicant Teacking

Trigger Type

Evesit

Name
Application Started
Description

Sand 1o an Applicant when they have Started a job application. This allows the applicant to retum 1o their job
application &1 & later time 1o comglets it

Delivery

Delivery happens when event oceurs

Delivery

Delivery happens when event occurs

The Recipients section delivery options will
vary depending on the category of the
Notification.

Include Other Groups section allows the user
to select other people who should receive
the Notification.

The Employees dropdown will display all
employees in the system.

The Users dropdown is company-specific.

Asure Software
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Form Template

Here is an example of a Form Email Template for an employment offer:

The Form Template is what the recipient(s)
will receive. Users can make edits.

Form Template @
With email replacement keyword
Bt functionality built into the template, when the
[COMPAMNYNAME] - Job Application Nobfcation
notification is triggered, those keywords will
sow iU = 4 e w mmes = s oa - om - = = = 0 e o bereplaced with logically corresponding data.
[COMPANYNAME]
Thank you for your interest in our company.
El&fs'%f',f{?J;‘ﬁ.iu%&“n' ﬁT::;:'E’éI.'::ﬂEk to your application if you nesd 1o leave before you have a chance 1o fully camplete it. Dea't worry, we'l save your data slong the way. When you return, just use the
[PAGELINK)

[COMPANYNAME], will display the company’s name at
the top of the Notification. Users have the ability to add
any keywords. Simply click the blue information icon to
access the list of keywords.

Replacement Field Keys Help

When you have a Notification details screen displayed, you can obtain a list of all the Replacement Field Keys you
can use on the form template by clicking on the blue Information icon on the Form Template section of the screen.

(\lej{j{le=YilolgWl Application Started

Users

Flease Choose

When the correct
Replacement Field Keys are
inserted, and the
notification is triggered,

D RESET TEMPLATE BAC|

[COMPANYNAME] - Job | ‘thOSE kevwords Wi" be
replaced with logically

Copy the
corresponding data.

Replacement
Field Keys as you
see them here.
Paste them into
the body of the
Template.
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If you make any undesired changes to a Notification, you can reset the template back to its default condition by

"
clicking the Reset Template back to default button .

Form Template @

| £ RESET TEMPLATE BACK TO DEFAULT

Subject

[COMPANYNAME] - Job Application Notification

Body

= B I u = 5 | x | x | ROBOTO+ | f6v | % A v =m- -

iii
il
m
o
3

Q
o

[COMPANYNAME]

Thank you for your interest in our company.

Status - [JOBAPPLICATIONSTATUSTITLE]
Job Posting - [JOBPOSTINGTITLE]
JOBPOSTINGDESCRIPTION

The below link is your personal link back to your application if you need to leave before you have a chance to fully complete it. Don't worry, we'll save your data along the way. When you return, just use the
EXISTING application button to resume.

PAGELINK]

Date-Based Notifications

Date-Based Notifications are triggered by a date, such as for an expiring license. It’s important to remember that
Date-Based Notifications, unlike Event-Based Notifications, need to be set up and activated before they can be
used. For our example, we’ll use the License Expiration Date Reminder Notification.

Go to HR Admin - Communication - Notifications. You’ll be taken to the Notifications dashboard. Using the blue All
License & Certification - License & Certification

Categories dropdown, select License and Certification

Notifications
Notification System is ON and ready for use
License & Certification - License & Certification - | Standard - Standard Events -
Z & DOWNLOAD v
Actions. Category + Name Active Recipients Delivery Description
License & Certification  Achievement Expiration Date n Notifies recipients of an Employee’s upceming Achievement expiration date
n License & Certification  Certificate Expiration Date n Notifies recipients of an Employee’s upcoming Certificate expiration date
" “ > El Page: 1 of1 GO Pagesize: 3 CHANGE ltem 1103 of 3

Click on the License Expiration Date Reminder to open it. Once opened, you can set it up and activate it. When you
first open it, you’ll notice that all the Yes/No toggles are set to No. However, let’s add some functionality:
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Notification:

. The Notifications Info section is read only, by
default. Set the Status to Active/

B upiomang License snpiration date

Recipients allows you to set who will receive the Notification. Options
include the Employee and up to three Supervisors.

o 1 Before Target Date

The user can set the Delivery date to be any number of days
Before the Target Date or On the Target Date.

You can also Include Other Groups, such as Employees or
other Users. Remember, since you are locked into a company,
the dropdowns will only display Employees or Users from that

- company.
Expiration Date Remin 2 PLAYNAN
[COMPANYNAME]

Reminder for: [DISPLAYNAME]
Licers El

Please take the appropriate s1eps to renew the license in a timely mannes,

You can set up a form/text template to use in
the Notification.

Thank ¥ou,

Management

Note the Form Template above. As previously discussed, the Form Template is what the recipient(s) will receive.
Note that in the above example, we added some text to the template. Remember, templates can be edited at any
time. In addition, with email replacement keyword functionality built into the template, when the Notification is
triggered, those keywords will be replaced with the logically corresponding data.

Remember to click the green Save Changes button when complete.
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The following table describes all the fields on the Notifications screen when creating a date-based notification.

Field / Button
Company
Status - Active

Category

Trigger Type
Name
Description
Recipients
Include Target

Delivery

Days

Date-Based Notification Fields
Description
The company the notification is for.

Use the Yes/No toggles to make the notification Active or not.

The category for the notification, for example: Applicant Tracking, User, Classes,
Direct Deposit, Open Enrollment, etc.

Date or Event.

The name of the notification.

Describes what the notification is used for.

Who the targets are for the notification.

For example — Applicant for an Application Started notification, select Yes/No.

When the notification is triggered or delivered. N/A for event-based
notifications.

This is the number of days “BEFORE Target Date” is reached when the reminder
event should be triggered. A value of 0 (zero) or BLANK should be used for the
timing option “ON Target Date”. Note the related Timing field below.

For Date-Based Notifications, the two fields below will display:

Enter a number of days, then select the Timing value below.

Timing Choose one of these from the Timing dropdown, either:

e Before Target Date
e On Target Date

H Asure Software
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Delivery Section of the Notification Screen and the Target Date
You can set the date that the Notification is sent in the Delivery section of the Notification screen, using the
following two fields:

e Days

e Timing
You have the option to set it to a number of days before the event or, to send on the target (or trigger) date.

In the Days field, enter the number of days before the target date if you select the Timing dropdown option of
Before Target Date. If the Days field is set to “5” and the Timing field is set to Before Target Date then the system
will send the notification five days before the employee’s birthday.

Delivery

Days Timing*

E

‘ | Before Target Date -

If you want to have the reminder sent on the Target Date (the employee’s birthday) rather than x number of days
before the employee’s birthday, then set the Days field set to zero (0) or blank, and set the Timing field to On
Target Date as shown below.

Delivery

Days Timing*
(1]

E

‘ ‘ On Target Date -

Note the Information icon below the Days field. Click on the icon to display the Help text for the field.

Davs | Number of days "BEFORE Target Date” is [ping*
reached when reminder event should be On Target Date
0 triggered. A value of 0 (zero) or BLANK 9

should be used for the timing option "ON
Target Date”,

Click on the Information icon again to hide the Help text.
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The [TargetDate] Keyword on the Notification Template

Note also that on the Form Template for a Birthday Notification, for example, there is a Birthday Keyword field
“[TARGETDATE]” as shown below.

Form Template @

£ RESET TEMPLATE BACK TO DEFAULT

Subject

[COMPANYNAME] - Birthday Reminder for: [DISPLAYNAME]

Body

[COMPANYNAME]
Reminder for: [DISPLAYNAME]

| Sirthday. [TARGETDATE] |

In this case, the Targetdate keyword on the template is the date the notification is triggered to send on. So, if you
were to set a birthday notification to send today, the Targetdate field on the notification template will be
populated with today’s date. For the Birthday notification, it’s important to keep in mind that, if you want the
actual Birthday to be in the text of the notification, using the On Target Date field in the Delivery section can help
if you set the notification to send on the Birthday and not using the Days Before Target Date setting.

Example: An email is set to run 5 days before the target date of 05/01/19. In this example, if my date of birth is
5/1, the notification will send on 4/26 and the targetdate on the email would populate with the date of 4/26.

From the Notifications dashboard, we can see the specifics of our newly activated License Expiration Date
Reminder:

Notifications £\

Notification System is ON and ready for use
2 & Downoad fiter grid v
License & Certification - License & Certification -
Gategory - Name Active Recipients Delivery Description
License & Certrication  ACTevement Expiration Date u Yes Reminder for Achievement Date Expirations
Reminder
License & Certification | Ccneale Expiration Date u Yes Reminder for Certificate Date Expirations
Reminder
License Expiration Date » Delivery cccurs 10 days
License & Certiication N Target Employee ~ Reports To 1~ Employees: Mandrake, Lionel (13 Reminder for License Date Expirations
‘ get Employes ~Rep ploy o BEFORE the Target Date 4
Wl .- Page: 1  of1 |Go| Pagesize: 3 | Change ftem 1t 3 0f 3

The Notification has now been setup; note the specific values in the Recipients and Delivery fields.

Cloning Standard Notifications to Create a Custom Notification

Notifications can be cloned and customized to perform a particular function. For example, Hire Date Notifications
typically go to the new employee. However, you can clone this notification and have it go to the new hire’s
supervisor with specific instructions. To illustrate this example, let’s walk through the process.

n Asure Software 10/28/2019



EVO{]IHE:?EH nev Advanced HR 2.0 — Administ

To copy a notification to make a custom notification:

1. Go to HR Admin — Communications — Notifications.

Communication
A Notifications

2. The system displays the Notifications dashboard. Use the Category dropdown to select the category of the
notification, for example: Employee Dates.

Notifications
Notification System is ON and ready for use
|
Z & DOWNLOAD A s
Category ~ Name Active Recipients Delivery Deseription
Employee Dates Hire Date n - Notifies recipients of an upcoming New Hire's start date
Employee Dates Termination Date n vEs Notifies recipients of an upcoming termination date for a specific Employee
n Employee Dates Birthday “ Notifies recipients of an Employee's birthday
n Employee Dates Employment Anniversary n Notifies recipients of an Employee’s employment anniversary
" « > " Page: 1 of1 GO Pagesize: 4 CHANGE ltem 110 4 of 4

3. Inthe Actions column, click on the green Copy button to clone the notification. A Notification popup will
open, allowing the user to customize this notification for a specific purpose. Remember, the cloned
notification is an exact copy with all the same parameters of the original one. Let’s customize the Cloned Hire
Date Notification.

4. The system displays the details screen for that Notification, for example, the Hire Date notification.

Note that the system displays “CLONED” in the Name and Description fields.

Notification:

Company Notification Info
Company* Category
B Brown's Auto Supply (BAR) (WEB1200) - Employee Dates
Status Trigger Type
Active Date
No ves
Name
CLONED - Hire Date 2

Description

CLONED - Notifies recipients of an upcoming New Hire's start date

stom notification
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Recipients Delivery
Include Target Days Timing*
Employee ‘ On Target Date -
- “ |
Reports To 1
’ .
coports o2 Note the changes we’ve made:
" — e Specific Name
Reports To 3
™ e Recipients
Include Other Groups e Delivery timeframe

Employees

Please Choose -

Users

Please Choose -

The above example shows the edited notification that will be received by the new hire’s direct supervisor. Note
the specific instructions with corresponding keyword logic.

5. Click the Save Cloned Notification button when complete.

Bl SAVE CLONED NOTIFICATION

Best Practice is to indicate the purpose of the new version of the notification in the Name and Description fields, in
addition to using the “Cloned” text.

Once saved, you are taken back to the Notifications dashboard:

Notifications £\

2 | & Downioad fier grid v
Actions. Category « Name Active Recipients. Delivery Description

ERNCN  Empioyee Dates. No g;‘:égﬂ':,;:f&u | }:Lcueu-wmrﬁessupemsa-vfan upconning New Hire's start date

.. - Page: 1  of1 Go Pagesize: 1  Change Hem 1101 of 1

In the above example, this notification reflects our edits. It will be automatically sent to the Direct Supervisor, 5
days before the Target Date.

Note that the Standard notifications events can be made Inactive; they cannot be deleted. Custom notification
events, however, can be deleted (click the trash can icon in the Actions column).

Asure Software 10/28/2019




Evolution®

by ASURE

Advanced HR 2.0 — Administrator Guide

List of Notifications

The following table is a list of the available notifications organized by category. Note: You must have Base Admin

or higher security role to access/edit the Notifications.

Category Name

Applicant Tracking Application Started

Application Submitted

Application Completed

Interview Scheduled

Employment Offer

Application Rejected

Employment Offer Accepted

Employment Offer Rejected

Description

Sent to an Applicant when they have started a job
application. This allows the applicant to return to their job
application at a later time to complete it.

Sent to an Applicant when they Submitted a job
application.

Sent to Recruiters to Notify them when an applicant has
completed a job application.

Sent to an Applicant and Recruiters when a job interview is
scheduled.

Sent to an Applicant and Recruiters to let them know an
offer has been sent to the Applicant.

Sent to an Applicant and Recruiters to let them know an
application has been rejected.

Sent to a Recruiter when an Applicant has accepted a job
offer.

Sent to a Recruiter when an Applicant has rejected a job
offer.

Classes Enrollment in Class

Class Date Reminder

Confirmation email sent to Employee when they
successfully enrolled or were enrolled by an
Admin/Manager in a Class.

Notifies recipients of an Employee’s upcoming Class date.

Compliance 1-9 Assignment

Employee being asked to complete I-9 document

Direct Deposit Request Submitted
New Request

Request Rejected

Request Approved

Sent to the Employee to let them know their request is
successfully submitted.

Sent to the people responsible to review and approve new
direct deposit requests when they are submitted.

Sent to the Employee to let them know their direct deposit
request is rejected.

Sent to the Employee to let them know their direct deposit
request is approved.

Employee Dates Hire Date Reminder

Termination Date Reminder

Birthday Reminder

Employee Anniversary Reminder

Notifies recipients of an upcoming New Hire’s start date.

Notifies recipients of an upcoming termination date for a
specific employee.

Notifies recipients of an Employee’s birthday

Notifies recipients of an Employee’s employment

10/28/2019
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Category Name Description

Employee Onboarding Employee Onboarding Invitation Invitation to new Employee to begin Onboarding process

Employee Onboarding Complete Employee Onboarding process has been completed by the
Notification Employee

Employee Review Review Date Reminder Notifies recipients of an Employee’s upcoming
Performance Review date

Employee W-4: W-4 W-4 Submitted for Approval Notifies recipients of an Employee’s W-4 submitted for
Submission & Approval approval.
(used for the W-4 Form W-4 Approved Notifies recipients of an Employee’s W-4 has been
change request feature) approved.
W-4 Rejected Notifies recipients of an Employee’s W-4 has been
rejected.
License & Certification Achievement Expiration Date Notifies recipients of an Employee’s upcoming
Reminder Achievement expiration date.
Certificate Expiration Date Notifies recipients of an Employee’s upcoming Certificate
Reminder expiration date.

License Expiration Date Reminder  Notifies recipients of an Employee’s upcoming License
expiration date.

Open Enrollment Open Enrollment Start Date Notifies recipients of Open Enrollment Start Date
Reminder
Open Enrollment End Date Notifies recipients of Open Enrollment End Date
Reminder
Time Off Time Off Request — New/Pending  New Time Off Request and/or Status of Pending
(Used for the Time Off Time Off Request — Cancellation Time Off Cancellation Request
Accrual feature) Time Off Request — Approved Time Off Approved Request
Time Off Request — Rejected Time Off Rejected Request
User New User Welcome New User/Password notification.
Reset Password User Reset Password notification and link to Reset process.
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Benefits Menu

Advanced HR Benefits functionality is being built in phases. The main functionality in phase one allows you to set
up and manage multiple benefit plans that can be assigned to employees. Once an employee is assigned a benefit
their deductions are automatically set up in payroll. Recently, support for Open Enroliment and for Basic Life plans
have been added in phase two. Later phases added STD/LTD support.

Benefits

I Plan / Policy

I8 Employee Benefit

£ Carrier

& Classes

¥ General Agent

% Life Event Reason

£ Waiting Rule

£ Dependents

& Beneficiaries

£ Open Enrollment Setup
#* Monitor Open Enrcllment

The first two menu items on the Benefits pane — Plan/Policy and Employee Benefit are the locations that HR
Administrators use to set up benefit plans and for employee benefit tracking.

« Note: For more information on how to set up and use benefits, please refer to the separate document:
Advanced HR 2.0 Benefits Guide.

Time Clock

This section provides an overview for the Administrator of how to set up integration with the Timeclock Time &
Attendance Management application and Advanced HR 2.0. This is a two-step process; you need to first set up the
TimeClock configuration and then set up the user credentials.

Time Clock Integration steps (High Level Steps — details below in the next section):
e Set up the TimeClock configuration
o Set up the client level username and password
e Set up the user credentials

o All employees must have a time clock credential setup
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Setting Up the Time Clock Configuration
To set up the Time Clock Configuration, the Administrator does the following steps in Advanced HR:

1. Go to HR Admin - Time Clock — Setup/Configuration.

Time Clock

@ Setup/Configuration
@ User Credentials

2. The system displays the Time Clock Settings screen.

Time Clock Setup

Settings
Fill out the settings for your Time Clock provider
Company*

B Browns Auto Supply (BAR) (WEB1200) -

Timeclock
Company Credentials Optionally Passed Location/Department Assignment
Timeclock Username Reportsto 1 Supervisor (SC) Map Location To:
Username for integrats No ves No ves Please Choose (Represents BLANK -
Timeclock Password Choose only 1 | i) Map Department To:
& Password forintegration 2 o Rates SSN Please Choose (Represents BLANK -

No ves wo ves
Home 1,2,3 Assignment
Title Fields Map Home 1 To:
no ves wo ves Please Choose (Represents BLANK -
Credentials (user/cards) Map Home 2 To:

Please Choose (Represents BLANK -

Map Home 3 To.

Please Choose (Represents BLANK -

3. Select the Company, if not already selected.

4. Inthe Company Credentials section, enter the Admin level Username and Password in the Timeclock
Username and Timeclock Password fields. The User should be an Account Type of Client in the time system.

5. Inthe Optionally Passed section of the screen, use the Yes/No toggles to select which representation of
“Supervisor” you want to be integrated to the Timeclock provider. The options are:

e Reports to 1 option (the regular ‘reports to’ supervisor), or the

e Supervisor (SC) (the Timeclock provider supervisor) option
You can select one or the other of these options, not both.

These fields are part of the Employee Position Organization record.
6. Using the Yes/No toggles, select which items you want to flow between Advanced HR and the Timeclock

provider:
e Rates
e SSN

o Title

e Blank Fields (Memo Fields)
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e Credentials (user/punch cards)

7. If you optionally want to enable DBDT (organization) mapping between Advanced HR and the Timeclock
provider, complete the DBDT information in the Location/Department Assignment and the Home 1, 2, 3
Assignment sections of the screen.

Home 1,2,3 Assignment
Map Home 1 To:

Please Choose (rep

Map Home 2 Tao:

Please Choose (Represents BLANK -

Map Home 3 To:

Please Choose (Represents BLANK -

8. Click the Save Changes button at the bottom of the screen.

Note: The Credentials (user/punch cards) toggle will allow the user’s the Timeclock provider SSO user to
be created in Advanced HR and then synced to the Timeclock provider. This eliminates the requirement
to create user sign ins in the Timeclock provider.

Setting Up the TimeClock User Credentials

Once a Service Bureau/Client has set up the TimeClock configuration (see above step), the users will also need to
be setup. TimeClock User Credentials can be set up in two ways. Each process is based on when in the Setup of the
Client TimeClock is configured. Each method is described below.

TimeClock User Credentials from Quick Add User

Using the Quick Add User screen is preferred

when setting up a new hire during the Quick Add User
Onboarding process, or when setting up users
after the PavroII Data Cutover Process. Remember that usemames (emails) must be unique to the sytem We will verify that your new user isnt
. already being used
Click the Quick User Add button, from within [ e B it et
the Onboarding process or from the Employee hoss o dersis
Summary. In the Time Clock section, enter the User Contact
user’s TimeClock provider SSO Username and Username &4 First Name
optionally, enter any additional user punch & | hser * Bjom u
cards (Card Numbers)‘ Send Welcome Email Last Name
Assign a Role Timezone
Please Choose (raprezants ELANK - Eastern (US and Canada) (UTC-05:00) -
Note: If new hire or user is not in TimeClock if
Credentials (user/punch cards) is marked Yes, m——
pe Clocl
then you can create the SSO username here and
. . . . . $50 Username Card Number 2 Card Number 3
it will send to the TimeClock provider, using the 2T 550 voars o S
sync option.

e Add User
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If the Employee user is also a TimeClock Admin, please see the section on TimeClock Admin setup.

Creating TimeClock User after Advanced HR User was Created

If the TimeClock user was not setup from the User Quick Add, the Advanced HR user must be created first, then
you can link this user and add the TimeClock user.

« Note: Depending on the setup in Time Clock — Setup/Configuration, Credentials (user/punch cards), if
SwipeClock users need to be created in SwipeClock prior to this setup he.

1. Goto HR Admin - Time Clock — User Credentials.

Time Clock

@ Setup/Configuration
@ User Credentials

2. The system displays the Time Clock Credentials screen.

Time Clock Credentials

© @ DOWNLOAD

Actions User «

NO Records

550

Admin

Page:

of1 GO Pagesize: 15

Card 2

CHANGE

Card3

Item 0 0 0 of 0

3. Click on the + New button

to add a record.

Time Clock Credential:

Company/User
Company*

H  Brown's Auto Supply (BAR) (WEB1200)

a Please Choose (Represents BLANK)

Timeclock

Admin User
Admin Username

&  Admin Username
Admin Password

&  Admin Password

SS0O User

550 Username

a

SS0 Username

Linked Employee

Company Name

Name

Extra Cards/Logins
Card Number 2

Card Number 2

Card Number 3

Card Number 3

4. Inthe Timeclock Admin User section, enter the Admin’s Username and Admin Password. Not all Employees

will have an Admin Username. These are reserved for Supervisors or Managers (Someone that will manage

other employee’s TimeClock punches).

Asure Software
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5. Enter the user’s SSO Username.

6. Optionally, if the user will have additional punch cards/logins, enter these in the Extra Cards/Logins section, in
the Card Number 2 and Card Number 3 fields.

7. Click Save Changes.

Syncing the Employee to the TimeClock Employee Record

Once the TimeClock Configuration is complete, the system will automatically send a sync to Timeclock of any new
Employee data changes. You can also use the Sync Employee to Swipe Clock button as a manual option for this
purpose in the system.

Setup

An Enabled TimeClock Sync for 1099 Employees Yes/No toggle button is in the HR Admin - Company List screen —
Other Info section.

Other Info
Worker Comp Policy ID

Policy ID

Organization Level for Employee Assignment

Branch -

Enabled SwipeClock Sync for 1099 Employees

NO YES

The Sync Employee to Timeclock option button will be added to the HR Admin — Employee Maintenance -
Employee Summary screen if the above option is set to Yes.

Integration

Timeclock

Excluded From Updates

Expeort Block

Web Clock Enabled

The Sync Employee to TimeClock button is a manual option for this purpose in the system.

1. Go to Employee Maintenance — Employee Summary screen for that employee and scroll down to the
Integration section of the screen.
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2. Synch the employee record between Advanced HR and SwipeClock by clicking the Synch Employee To Swipe

@ Sync Employee To Swipe Clock
I © 5 Erioree To S ook NN

Integration

Swipe Clock

@ Sync Employee To Swipe Clock

Excluded From Updates

Export Block Mobile Enabled
Web Clock Enabled Mobile Punch Enabled
Enforce Schedule Add GPS to Mobile Punch

Options

Yes

Note: If this is a salary or non Timeclock user, meaning the employee will not be using Timeclock, then
the Admin needs to set the Excluded From Updates option on this employee from No to Yes. Otherwise
each update to the employee will try to send information to TimeClock which will create errors.

Integration

Swipe Clock

© Sync Employee To Swipe Clock

Excluded From Updates

Export Block Mobile Enabled

No

5
®

Web Clock Enabled Mobile Punch Enabled
No Yes No
Enforce Schedule Add GPS to Mobile Punch

Yes. No

Options

Options

Asure Software
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The End User Experience (TimeClock)

Once the user credentials have been set up, the employee will have a seamless experience while using SwipeClock.
On the employee’s My HR tab in Advanced HR, there will be a My Time pane with a My Time Clock menu option.

Seuss Alexa Brown

Evolution® Hew N [
by ASURE [ g0 out |

- 2 Srom A 529 .

B Seuss (Seuss100)

Q | find menu iter

My Employment Summary

& My Compensation
& My Document

My Personal History

& My Achievement
& My Certificates

My Payroll

& My Direct Deposit
& My Labor Allocation

My Benefits

& Open Enroliment

& Document (company & My Classes & My Pay Stub
& My Emergency Contact 4 My Education & My Tax (Federal My Miscellaneous
& My Summary amyle & My Tax (State)
& My Licenses
& My Reviews :;ur:: e Rat
y Alternate Rate
& My Skils My Time & My Employment Detail

© My Time Clock

From the Dashboard, an option to open My Time Clock is available.

My Time OFf

" No balance information
No upcoming time off
My Time Clock 1

If the user clicks the My Time Clock menu option, they are taken to the SwipeClock application.

Hello Adexa Brown | Log Out

Employes Sell Service Portal - Evolulion In-House Demo

View 8 pay period by date: T1/8/72017 GO

Drashboard

-
‘Wb Clock . = Previous Pay Period | Mext Pay Pericd =

Time Off Requests

Time Card Oiplicns *
Date Edit In Out

Tue 1177 e (Edit][Add] 10:55a
Edit||Add] 55

Category Hours Amaunt
Missing =

Masing -
Personal Informaticn

Wed 11/8 r . . . .
Thu 1178 rd . o
Evaolution Test Fri 1110 e ,m‘
Sat 1111 I = - o
Total howrs clocked for week of 11/5 to 11/11: 0,00
Sun 11112 F . R .
Men 11113 - Add B - B
Tatal hours clocked for partial week of 11112 10 11/13: 0.00

Totals 0.00 $0.00
HOURS
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My Time

@ My Time Clock
‘D My Time Clock (Admin)

The user clicks on the Time Card option on the left of the screen to access their Timecard and punches.

If the user also has Admin access in SwipeClock, under My Time, two SwipeClock links will display.

Company Setup Menu

I Company Setup I

¥ Achievement

& Certificate

£ Class

## Compensation Change Reason

#+ EEO

& Employment The Company Setup tile on the HR Admin tab allows

# Ethnicit . K .
o Freql,el,-,ycy the back end (Admin) user to view and edit company

gé‘cegse information, such as, Positions, Pay Grades, Employee
a ragde

2 paz Group Reviews, Employee Statuses, and more.
# Position

£ Position/Org Change Reason

£ Review

£ Shift

£ skill

£ Status

# Termination Reason

£+ Worker Comp

After the Payroll Data Cutover has been performed successfully, there are a few company level setup tasks to
perform. Many fields, both company level and employee level, will be brought over from Evolution. However,
some information will not come over. It is best practice to enter some information in the early stages of
implementing Advanced HR 2.0.

Selected setup tasks to be done after the Payroll Data Cutover can involve:
e Creating Position Types. See Position Type
e Adding Position/Org Change Reasons. See Position/Org Change Reason

e (Creating an organizational structure in the Employment Detail: Reports to Fields.

The Company Setup screen is where you maintain both employee and company data fields. Depending on your
security settings, you may be able to add, edit, inactivate, and delete specific codes.
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Achievement Types

Achievements are a type of employee recognition that can be easily set up and linked to employees. An example
of an achievement might be an Employee of the Quarter award or recognition of a sales goal that has been met.

Achievement Types

i
H

Set up employee recognition types using the HR Admin
— Company Setup — Achievement screen.

Description Actie

Employee of the Cuarter

Page: 1 ofl GO Pagesize: 5

Achievements are assigned to employees on the HR Admin — Employee Maintenance — Achievements screen.

This section will discuss the following tasks related to Achievements:

e Creating an Achievement Type

e Assigning an Achievement to an Employee

e Reporting on Achievements

e Employees View their Achievements

Creating a New Achievement Type

To create a new Achievement Type:

1. Go to HR Admin — Company Setup — Achievement.

2. The system displays the Achievement Types screen which will display any existing achievements which have
already been set up.

Achievement Types

£ & DOWNLOAD

Actions Code -

]

5200

Description Active

Employee of the Year

Employee of the Quarter

Achieved 2 Million in sales

Ten Years of Service

Five Years of Service

Page: 1 of1 GO  Pagesizes 5 | CHANGE

Priority

Item 1105 of 5

10/28/2019
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3. Click the + New button m to create a new Achievement Type. The system displays the New Record

screen.
Achievement Type: BRI
Company Type Info Type Status
Company* Code* Active

B Browns Auto Supply (BAR) (WEB1200) - Code -1 no ves

Description Priority

Description Priority

Complete the information on the screen as described in the table below:

Field / Button Description
Company section
Company Select the company if not already selected.

Type Info section

Code Create a code for the Achievement Type. This is a required field.

Description Enter a description for the Achievement Type.

Type Status section

Active Set the Active Yes/No toggle switch to Yes to make this code active. To set the

code to be inactive, set this to No.

Priority This optional field is used to control the order of the values that display in the
Achievement Type dashboard. If left blank here, the values will be listed in alpha-
numeric order.

4. Click the Save Changes button or Save and Next Record if you want to

create more achievements.

Achievement Type:

Company Type Info Type Status
Company* Coder Active
B Brown's Auto Supply (BAR) (WEB1200) - ‘ EY -] | no YES

Description Priority

‘ Employee of the Year | Priority

The Achievement Type you just created will now display on the Achievement Type summary screen (Employee of
the Year).
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Assigning an Achievement to an Employee

Once Achievement Types have been created, you can assign an achievement to an employee.

To assign an Achievement to an employee:

1. Go to HR Admin — Employee Maintenance — Achievements.

2. The system displays the Achievements dashboard screen. If you are locked down on a company, the system
displays the Achievements for all employees of the company. If you are not locked down on a company, the
system displays Achievements for all employees of all client companies. If you are locked down on an
employee, the screen will show a list of that employee’s achievements, if applicable.

Achievements

£ @ DOWNLOAD

Actions Name Employee ID

Perry, Jackson 5

n Marks, Jefferson 10

Wilson, Hank 1

Achievement Code ~ Achievement Description

2] Employee of the Quarter

Q1 Employee of the Quarter

(2] Employee of the Quarter

Page: 1  of1 GO Pagesizer 3  CHANGE

Awarded Date

08/01/2018

07/01/2018

08/08/2019

Item 1103 0f 3

3. Click the + New button

. The system displays the New Record screen.

Achievement:

Employee
Company*

Bl Brown's Auto Supply (BAR) (WEB1200)

Employee*

& Please Choose (Represents BLANK)

Documents

Browse or Drag/Drop documents

Achievement Info
Achievement Type++

Please Choose (ke

Awarded Date

Awarded Date

Expiration Date

Expiration Date

Notes

Notes

Temporarily Uploaded Documents

Field / Button

Employee section
Company
Employee

Achievement Info section

Description

Select the company if not already selected.

Select the employee if not already selected. This is a required field.

10/28/2019
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Field / Button Description

Achievement Type Select the type of achievement you want to assign to the employee from the
dropdown. This is a required field.

You can also create an Achievement Type here “on the fly” if it does not already
exist in the system by clicking the blue + sign icon.

Awarded Date Enter or select the date from the calendar that the achievement was awarded.
Expiration Date Enter an expiration date for the Achievement, if applicable.
Notes Enter any notes related to the Achievement.

Achievement: [0

Employee Achievement Info
Company* Achievement Type 4 *
B Brown's Auto Supply (BAR) (WEB1200) - | Q1 -Employee Of The Quarter - ‘
Employee* Awarded Date
‘ & | Kowalsk, Felix (8) - ‘ | 00/30/2019 ‘ = ‘
Expiration Date
Expiration Date o

Notes

Enter any notes about the achievement here.

You can also upload any documents related to the Achievement in the Documents section (scroll down the
screen).

Documents

Browse or Drag/Drop documents Temporarily Uploaded Documents

Drag & drop files here ...

& BROWSE ...

4. When complete, click the Save Changes button '

The Achievement you just assigned to the employee will now display on the Achievements dashboard, which lists
all achievements assigned to all employees.
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Achievement Related Reports

You can run two Achievements-related standard reports that will list all the Achievements Types that have been
created for a company:

e Achievement Types List report
e  Expiring Achievements report

e In addition, you can create a custom report for Achievements

Each topic is discussed below.

To run the Achievement Types List Report:

1. Go to HR Admin — Reporting — Standard Reports.

Reporting

& Standard Reports
UICk Report writer

2. The system displays the Standard Report List screen.

Standard Report List
2 @oownloso fiter grid v
Actions Name - Description Category Active Available To
- ?5;:;‘“ Absence Types List Report Company Setup o SuperAdmin
| - ﬁ;;‘;‘f’“e“‘ Achievement Types List Report Company Setup ne ManagersAndAbove |
- Audit List Full List of Audit records for the specified date range - including system and setup records Internal System o AdminsAndAbove
- %j;‘e'gca‘“ Certificate Types List Report Company Setup No ManagersAndAbove

4. The system displays the Set Report Properties screen.

3. Click on the green arrow button on the Achievement Types Report List row.

Set Report Properties

Achivement Types

Set Report Parameters
Assign your parameters that will be used in the report execution.
Company*

B Brownss Auto Supply (BAR) (WEB1200) -

Confirm and Click
Confirm your information and click below.

P> EXECUTE REPORT

5. Select the Company, if not already selected.

P> EXECUTE REPORT
6. Click the Execute Report button

7. The system displays the Achievements Types report in a new window.
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\\
.
Achievement Types
. Brown's Auto Supply (BAR)
Priority Code Description Active
Employee of the Year
EY True
Employee of the Quarter
Q1 True
Achieved 2 Million in sales
5200 True
Ten Years of Service
Y10 True
Five Years of Service
Y5 True
Count - 5
Page: 1
9/3/2019 8:25:50 PM e
o e .
To run the Expiring Achievements Standard Report:
You can run a report that will list all achievements that are expiring within a specified date range:
1. Go to HR Admin — Reporting — Standard Reports.
2. The system displays the Standard Report List screen.
& HR Admin ~ Quick Links v & Mike Blake
- %?;:2“‘9 Certificate Types List Report Company Setup wo ManagersAndAbove
Compensation
- Change Compensation Change Reason List Report Company Setup o ManagersAndAbove
Reason
Or ructure, C Effective Date, Employee Name, Employee Type, Position, Supervisor, Pay Type, and Pay Rate as of the report effective
- ﬁ TPe’“‘a“"“ date (defaulted to 1odayR, The Effective Date, Pay Type, Cha?vgg Reason,cum?neynt anﬁ’kaze will also bpe displaye ffany prewoyus compensaticn ghanges for Compensation no AdminsAndAbove
istory each employee with multiple compensation history records.
- EEO Types EEO Types List Report Company Setup no ManagersAndAbove
Employee Audit records for all Employee Address Fields including: Last Name,First Name,Address 1,Address 2,City,Country, State, EmailAddress,Nick Name,Cell -
> | Acress, x Phonaiiome Phone ik PhaneSui,and 2 ! ’ o St ! . Employee I Mansgersandhbore
u Employee Includes all Employee related audits Employee no AdminsAndAbove
u Employee List at;,‘tﬁ“m, Name, Position, Supervisor and Organization Assignment as of the effective date. By default the effective date is "today” and the selected status is Employee o ManagersAndAbove
u %“pﬂfwe"‘ Employment Types List Report Company Setup no ManagersandAbove
u .Er;,"p';‘:“y Ethnicity Types List Report Company Setup no ManagersAndAbove
oo Expiration Date, Employee ID, Name, Achievement Description, Award Date, Supervisor and Organizational Assignment as of the effective date (defaulted to
u BBl nSments {092y} 11t Achievement type s not specied, Achievermentsof sl ypes hat expie it th spacifie elatie (defaulied o the curent month)daterange vl Employes wo Managersandabove
e include
E Expiration Date, Employee ID, Name, Certificate Description, Issuer, Awarded Date, Supervisor and Organizational Assignment as of the effective date (defaulted to
- ChiSies  todan) I he cetfcate ype s not specied,certfiates of ll ypea hat expre witin the specied relativ (defute to the current month) date rangewillbe ~ Employee wo ManagersAndAbove
include
Expiring Expiration Date, Employee ID, Name, License Description, Issuer, Issue Date, Supervisor and Organizational Assignment as of the effective date (defaulted to .
- Licenses today). If the license type is not specified, licenses of all types that expire within the specified relative (defaulted to the ourrent month) date rangs will be included. ~ EMPIOYee o ManagersAndAbove
3. Scroll down and click on the green arrow button on the Expiring Achievements report row.

4. The system displays the Set Report Properties screen. This report will prompt you to filter the report

parameters.

Asure Software
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Set Report Properties

Expiring Achievements

Set Report Parameters
Assign your parameters that will be used in the report execution.

Company* Relative Date Type
B Brown's Auto Supply (BAR) (WEB1200) - a Please Choose (Represents BLANK) -

Active Effective Date
e ALL ves 10/03/2019 2]

Confirm and Click
Confirm your information and click below.

P> EXECUTE REPORT

5. Select the Achievement Type and then filter by the Expiring Date wanted in the Relative Date Type
dropdown.

Set Report Properties

Expiring Achievements

Set Report Parameters
Assign your parameters that will be used in the report execution.

Company* Relative Date Type
B Brown's Auto Supply (BAR) (WEB1200) - & | Next3Months - Next Three Full Months -
Active Effective Date
Ne AL ves 10/03/2019 ]

Confirm and Click
Confirm your information and click below.

’ EXECUTE REPORT

6. You can also select an Effective Date. When complete, click the Execute Report button

P EXECUTE REPORT

7. The system displays the Expiring Achievements report in a new window.

& Expiring Achievements

ha T B 1 172 Moo a & n @ a a
= Effective Date

New Hire List Report 10/3/2019 =
Brown's Auto Supply (BAR) Rektive Dates
New Hires Between 1/1/2019 and 12/31/2019 Previous Month

Current Month
D Current YTD

b o b e e —
Taam Next Month
s 5 e B ey Nei 2 Morths
S o Nex 2 Wonths
st Bor Next Year
2 Smath Tamm, Sriver s N2 Salary Bl T Soth Previous YTD

Previous Year

& Guans amas UnnCas Aok S Suphan R Current Quarter
[ Next Quarter
IRAME 21 whine Col FmesDut e Gaees Mosigus 600 Howy  FuiTms e Previous Quarter
Previous Day
whsea
w7 ol o acine Vst RTes B Today
Tomorrow
donzam
wtams 5 Gense s s 20000 Gy ftme b Sort Order
westor Status
wwams sy s [ Somm sy natme  Swm Employee Code
— Last Name
wpars  n owsos e e sos6 swy  FaTme B Positicn
Supervisor Last Name
wchon .
b s Do - A SH0M Saawy  FaTme S Description
Division
dnzam
Ep—p— Geniwe ame e Supnen 2o sy matme S g':;::mm
et Bt Team >
TNORNE B Feens Ein Oriver et Mischel. Rob. $2500 Housy Bl T s
Wt Far Preview
THEHE B Seih delen saies Acke  Gamia Monigue SIEN0 Hewl Pl Tme Sauth -
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You can also edit the parameters of the report from within the report itself on the right side of the screen.

Bl a «

° Effective Date

New Hire List Report 10/3/2019 e
Brown's Auto Supply (BAR) i
New Hires Between 1/1/2019 and 12/31/2019 Previous Month
Current Month
) Current YTD
e pame mmpTe Lo
e Next Month
. Next 2 Months
00 Samy  FunTima Next 3 Months
Next Year
15 sy FunTime Previous YTD

Previous Year
Current Quarter
Next Quarter
Previous Quarter

00 Sslery  FullTime

00 Houry  FunTima
Previous Day
32 Sy FullTime Today
Tomorrow
westen
.00 Salary Full Time st Sort Order
WestPort Status
00 Samy  FunTima South Employee Code
viestport Last Name
55 Sy FullTime Et Position
. Supervisor Last Name
weston
0 Sslry  FullTime South Dgs_c_rlptlon
Division
00 sals FulT ol Branch
i Department
westar: Team :
0 Houly  FulTime et Team
WestPart Preview
00 Houry  sunTima South .

Creating a Custom Report for Achievements

You can create a custom report for Achievements by using the Quick Report Writer tool (QRW).
1. Go to HR Admin — Reporting — Quick Report Writer.
2. The system displays the Quick Report Writer screen.

Quick Report Writer (QRW) |

Setup

Choose a report concept, select fields, and assign any other options and then click to generate the report.

Choose Report (Existing OR New Concept)
Existing Saved Report Report Concept*
Please ChoOse (Represenis BLANK - ‘ Achievement - CONCEPT -
Q Q  find field
Field Name = Field Name -
First Name © Company Name ]
Last Name [>] Company Code [T}
Absence Code [>] Display Name [T}
Achisvement Notes [>] Employee ID w
Middle Name [>) Absence Description Ty
Prefix [>] Awarded Date Ty
Suffix [>] Expire Date Ty

3. Inthe Report Concept dropdown, select the Achievement — Concept.
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4. The system displays a list of Achievement-related fields to include on your custom report on achievements
assigned to employees in the Selected Fields section.

| Selected Fields |

Q  findfield
Field Name
Company Name
Company Code
Display Name
Employee ID
Absence Description

Awarded Date

B &5 8 & 5 5 &

Expire Date

You can also add fields from the Unselected Fields section on the left of the screen by clicking on the right arrow
icon next to the field you want to add. That field will then move to the right (Selected Fields) section of the screen.

Unselected Fields

Q | find field
Field Name
First Name
LastName
Absence Code
Achievement Notes
Middle Name

Prefix

© © © 0 © O ©

Suffix

Employees View their Achievements

Employees can view a list of their achievements by going to their My HR — My Personal History — My Achievement
screen. The system displays their Achievements dashboard.

Achievements

< & DOWNLOAD filter grid T

Achievement Code ~ Achievement Description Awarded Date

Q1 Employee of the Quarter 08/08/2019

« S Page: 1  ofl GO Pagesize: 1 CHANGE ftem 1to 10f 1
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They can click on an Achievement row to display the details of the achievement.

Achievement: [E1l)
Employee Achievement Info
Company* Achievement Type +*
B Brown's Auto Supply (BAR) (WEB1200 - Q1 - Employee Of The Quarte
Employee* Awarded Date
&  Wilson Ha - 08/08/2019 ]
Expiration Date
Expiration Date i
Notes
Notes
Ed
Certificate Type

The term certification is often used as a catch-all term for several different activities that apply to credentialing of
individuals and institutions. Certificates are designations related to skills, knowledge, or earned credentials an
employee might hold. Employee certifications and licenses are required for compliance in certain industries; they
can also serve as important designations that impact salary decisions.

Certificate Types
' Set up employee skill designations using the HR Admin

& B DoWNLOA T

— Company Setup — Certificate screen.

A

E
§
|

rmten At Pty

n n u n |

Certificates are assigned to an employee using the HR Admin — Employee Maintenance - Certificates screen.

This section will discuss the following topics:
e Setting up a Certificate Type
e Reporting on Certificates
e Assigning a Certificate to an Employee

e  Employees View their Certificates
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Creating a New Certificate Type

1. Toadd a new Certificate Type, go to HR Admin — Company Setup — Certificate.

Company Setup
ey
C;:ﬂiensahon Change Reason
O?-EEO
2. Click on the + New button , and the system displays the New Record screen.
Certificate Type:
Company Type Info Type Status
Company* Code* Active
B Browns Auto Supply (BAR) (WEB1200) - Code o s
Description Priority
Complete the information on the screen as described in the following table:
Field / Button Description
Company section
Company Select the company if not already selected.
Type Info section
Code Create a code for the Certificate Type. This is a required field.
Description Enter a description for the Certificate Type.
Type Status section
Active Set the Active Yes/No toggle switch to Yes to make this code active. To set the
code to be inactive, set this to No.
Priority This optional field is used to control the order of the values that display in the

Certificate Types dashboard. If left blank here, the values will be listed in alpha-
numeric order.

3. Click Save Changes. The Certificate Type you just added then displays on the Certificate Types dashboard.
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Certificate Related Reports

Note that you can run a Standard Report to display a list of the created certificate types.

1. Goto HR Admin — Reporting — Standard Reports.

2.  Run the Certificate Types List Report.

< @ DOWNLOAD

Actions Name -

Standard Report List

filter grid

A@ll ADVANCED FILTER ¥

Description Category Active Available To
- ﬁ;’;jﬁ”“ Absence Types List Report Company Setup o SuperAdmin
- #y“;‘é‘f’“e”‘ Achievement Types List Report Company Setup 0 ManagersAndAbove
- Audit List Full List of Audit records for the specified date range - including system and setup records Internal System 0 AdminsAndAbove
| - %EP"S'QCE‘“ Certificate Types List Report Company Setup o ManagersAndAbove
Compensation
- Change Compensation Change Reason List Report Company Setup 0 ManagersAndAbove

There is also a report that will provide a list of expiring certificates. Go to HR Admin — Reporting — Standard
Reports and run the Expiring Certificates Report.

Expiration Date, Employes ID, Name, Achievement Description, Award Date, Supervisor and Organizational Assignment as of the effective date (defaulted to

- ,E‘cﬁ'i’e‘sgmems Loday]l If the Achievement type is not specified, Achievements of all types that expire within the specified relative (defaulted to the current month) date range will ~ Employee ManagersAndAbove
< include
Expirin Expiration Date, Employee ID, Name, Certificate Description, 1ssuer, Awarded Date, Supervisor and Organizational Assignment as of the effactive date (defaulted to
u ST . today). Ifthe certificate type s not specified,certificates of all ypes that expre within the specified reletive (defauled to the current month) cate range willbe Employee ManagersAndAbove
include
Expiring Expiration Date, Employee ID, Name, License Description, Issuer, Issue Date, Supervisor and Organizational Assignment as of the effective date (defaulted to
- Licenses today). f the license type is not specified, licenses of all types that expire within the specified relative (defaulted to the current month) date range will be included. ~ EMPloyee ManagersAndAbove

You can also create a custom report for certificates.
1. Go to HR Admin — Reporting — Quick Report Writer.

2. Inthe Report Concepts dropdown, select the Certificates - Concept.

Quick Report Writer (QRW)

Setup

Existing Saved Report

Please Choose (Represents BLANK)

Unselected Fields
Q

Field Name

First Name

Last Name

Email Acknowledged

Certificate Code

Certificate Number

Certificate Notes

Middle Name

Choose Report (Existing OR New Concept)

Choose a report concept, select fields, and assign any other options and then click to generate the report.

Report Concept*

- Certificates - CONCEPT

Selected Fields

Q  findfield

Field Name

Company Name

Company Code

Display Name

Employee ID

Certificate Description

Certificate Issuer

O © © © © 0 ©

Date Issued

B &5 & 5 & & &
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Assigning a Certificate to an Employee

Once Certificate Types have been setup for a company, admins can assign a certificate to an employee:

1. Go to HR Admin — Employee Maintenance - Certificate.

& Achievement
Alternate Rate

& Certificate

dss

Employee Maintenance
& Employee Summary

2. The system displays the Certificates screen.

Certificates

|m z & DOWNLOAD
Actions Name
n Mitchell, Rob
n Brown, Stephen
n Perry, Jacksan
n Marley, Tyson
n Brown, Stephen

Employee ID

3

2

Certificate Code ~ Certificate Description

]

01

01

02

02

Fuel Pump Certification

Fuel Pump Certification

Fuel Pump Certification

Smog test

Smog test

filter grid

Issue Date Expire Date
07/17/2018

04/18/2019 04/30/2020
07/31/2018 06/04/2019
02/02/2016 10/13/2018

Cert#

1325468045

123456

45646

fasdfasdf

3. Click the + New button m . Select an Employee (if not already locked in) and assign a certificate to the

employee.

4. In the Certificate Type dropdown, select the certificate to award to this employee.

Employee
Company*

BH  Brown's Auto Supply (BAR) (WEB1200)

Employee*

Certificate:

Certificate Info
Certificate Type +*

- ‘ 02- Smog Test

Certificate Number

‘ ) ‘ Couture, Thomas (1)

- ‘ Certificate Number

Notes

Notes

Issued By
- ssued By
Issued Date
=2 ssued Date

Expiration Date

Expiration Date

Employee Acknowledged

NO vEs

Complete the information on the screen as described in the following table:

Field / Button

Employee section

Description

Company Select the company if not already selected.
Employee Select the employee if not already selected. This is a required field.
10/28/2019
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Field / Button

Certificate Info section

Certificate Type

Certificate Number
Notes

Issued By

Issued Date

Expiration Date

Employee Acknowledged

Description

Select the type of certificate you want to assign to the employee from the
dropdown. This is a required field.

You can also create a Certificate Type here “on the fly” if it does not already exist
in the system by clicking the blue + sign icon.

Enter the number of the certificate, if applicable.

Enter any notes related to the certificate.

Enter the name of the organization etc., that issued the certificate.

Enter or select the date from the calendar that the certificate was issued.

Enter an expiration date if you want to set up a Date-based Notification for a
Certificate expiration that will appear on the employee’s company Dashboard by
using the HR Admin — Communications — Notifications screen. When the
certificate is about to expire, a notification will be triggered to be sent to the
employee.

If the employee is to acknowledge the certificate, make sure the toggle switch is
set to Yes.

You can also upload any documents related to the certificate for the employee using the Browse or Drag & Drop
feature in the Documents section of the screen.

Documents

Browse or Drag/Drop documents

Temporarily Uploaded Documents

=y BROWSE ...

5. Click the Save Changes button to save this certificate for this employee.

n Asure Software
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Employees Display a List of their Certificates

Employees can display a list of their certificates on their My HR - My Personal History - My Certificates screen.

- .

Q  find menuitem

My Employment Summary My Personal History My Payroll
&My Compensation My Achievement & My Direct Deposit
& My Document & My Labor Allocation
& Document (company) My Classes & My Pay Stub
& My Emergency Contact & My Education & My Tax (Feceral)
& My Summary &My9 & My Tax (Siae)

& My Licenses & My Tax Form

& My Reviews

& My Time Off

& My Skills

& Jacob Robertson +

My Benefits
& Open Enrollment

My Miscellaneous
# Home

& My Alternate Rate

& My Employment Detail

This menu option is similar to My Achievements and provides a list of any certifications with the details displayed

by clicking on a specific certification item row on the summary scr

een.

Certificates

< & DOWNLOAD

Actions Certificate Code ~ Certificate Description
01 Fuel Pump Certification
02 Smog test
CA101 California Auto Dealer Certification

W . . . Page: 1 ofl GO Pagesie

fitter grid

Issue Date
04/18/2019
02/02/2016

02/22/2017

3 CHANGE

Expire Date Cert#
04/30/2020 ©123456
10/13/2018 fasdfasdf
05/01/2022 VT13501

Item 1to3 of 3

If an employee’s certificate is about to expire, they will be notified, if this feature has been enabled, on their
company Dashboard in the My Expiring Certifications section on the right side.

Brown's Aute Supply (BAR)
=3

Joffersen Marks

Brown's Auto Supply (BAR) (WEB1200)

Dashboard

Company Announcements

No Current Announcements for Company

Marks, Jefierson {10}

My Time Off - Marks, Jefferson (10}

No balance information
Mo upcaming time off

My Upcoming Reviews - Marks, Jefierson (10)

No Reviews in upcoming months

My Expining Cenincations - Marks, Jem=rson (10)

No Certificates expiring in upcoming months

My Expiring Licenses - Marks, Jeflersan (10)

Mo Licenses expiring in upcoming maonths

10/28/2019
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Classes

In Advanced HR, Classes are used to assign to employees for continued learning and training. The Advanced HR
training class management system allows you to set up classes and track employees’ participation in training. The
Classes dashboard lists any existing classes. This is also where you can create and maintain classes.

Classes
m i3 & DOWNLOAD filter grid. T

Actions. Class Title = Class Description ﬁ"me Location Class Is Open
Auto 00/10/2018

n Sofoware  Training on how to use the Auto Software. This software is used for scheduling customer appeintments and billing customers 09030 A Off site
New Hire New Hire Orientation Items covered are the company policies, confirming benefits enrollment forms completed during the nnboardm%pmcess and any questions the employee might have. 05/25/2018 p.o oo
Orientation  Each Department head will do a presentation on what their team does and how best to communication with them. Conclusion of a Office Tour. 00:30 AM
Sexual 00/06/2018  West

n o ment Sexual Harassment required annual training for all staff 000 Bemroom

0 « - - » Page: 1 of1 GO  Pagesize: 3 CHANGE ltem 1103 0f 3

This section will discuss the following tasks:
e  Creating a Class Type
e Enrolling Employees in a Class:
o Enrolling an Individual Employee in a Class
o Enrolling Multiple Employees in a Class
e (Class Related Reporting

e  Employees View their Assigned Classes

Creating a Class Type

To create a new class type in Advanced HR:

1. Goto HR Admin — Company Setup - Class.

Company Setup

£+ Achievement
- ate

lass

& Compensation Change Reason
o}

2. The system displays the Classes dashboard.

Classes
€ DOWNLOAD filter grid. T
Actions. ClassTitle ~  Class Description Class Time Location Class Is Open
n AUlo e Trainingon how to use the Auto Software. This software is used for scheduling customer appointments and billing customers. SYIQZB  off site
n New Hire New Hire Orientation Items covered are the company policies, confirming benefits enrollment forms completed during the anboarding process and any questions the employee might have. 05/25/2018 oo n
Orientation  Each Department head will do a presentation on what their team does and how best to communication with them. Canclusion of a Office Tour. 09:30 AM
B o sewltosssmenreared sl raning forall st 09/06/2018 West
L - > - Page: 1 of 1 GO Page size: 3 CHANGE tem1t03 0f 3
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+ NEW
3. Click the + New button - . The system displays the Class New Record screen.

Class: AL 10

Company

Company*

B Brown's Auto Supply (BAR) (WEB1200)

Class Detalils
Instructor

Instructor

Duration (in hours)

© | Duration

Class Time [

Class Time

Class Info
Title

Title

Description

Location

Location

Credits
© | Credits

Class Is Open

No YES

(i]

RESET EMPLOYEE ACKNOWLEDGEMENTS D

4. Inthe Class Info section, enter the Class Title and a Description of the class.

Title

| Sexual Harassment

Description

Sexual Harassment required annual training for all staff

5. Inthe Class Details section, enter the name of the Instructor for the class, the class Location, the Duration of
the class in hours and the Class Time. Credits for the class can be assigned if needed.

Class Details

Instructor

Location

[ Jeft Jones V] [ West Boardroom V]
Duration (in hours) Credits

IO|2UD ¢| [9‘-T‘\"- VJ
Class Time [E20 Class Is Open

[ 09/06/2018 03:00 PM

[i]

Reset Employee Acknowledgements ")

This information is used when you enroll the employees in the class.

10/28/2019
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Note: If the class will run in multiple sessions, create a Class Type for each session.

If you set the Class is Open toggle switch to Yes, then the class is available to assign to employees. If you set it to
No, then the class will not be available to assign to employees.

6. Click Save Changes when complete.

Reset Employee Acknowledgements button

The Reset Employee Acknowledgements button will resend the Notification to the employee of any changes
related to their class.

i)

Reset Employee Acknowkedgements 9

Use this if you are changing pertinent class details, such as time or location, and want the acknowledgement icon
to re-appear for this class on the Employee’s Dashboard.

You can also attach documentation for each class that will be electronically available to the employees when they
are enrolled in the class.

Documents

Browse or Drag/Drop documents Temporarily Uploaded Documents

Drag & drop files here ...

B BROWSE ...

B
7. Click Save Changes or Save Changes and Continue to create additional

classes.

The Class Type you just created will now display on the Classes dashboard.

Classes
m 2 apownioan fitergrid v
Actions ClassTitle «  Class Description ﬁ"me Location Class Is Open
n AU are  Training on how to use the Auto Software. This software is used for scheduling customer appaintments and billing customers QUAVR0E off site
New Hire New Hire Orientation Items covered are the company policies, confirming benefits enrollment forms completed during the onboarding process and any questions the employee might have. 05/25/2018 c -
Each Department head will do a p on what their team does and how best to communication with them. Conclusion of a Office Tour. 00:30 AM oom =
Sexual 09/06/2018  West
| n el et Sexual Harassment required annual training for al staft e et o
-« - - Page 1 ofl GO Pagesizes 3  CHANGE ftem 1103 0f 3
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Enrolling Employees in a Class
Once you have a Class Type created you can either enroll one employee in a class, or multiple employees in the

Class at the same time. We will discuss each method below.

Enrolling an Individual Employee in a Class

1. Goto HR Admin — Employee Maintenance - Class.

Employee Maintenance
i&F Employee Summary

& Achievement
& Alternate Rate

@SS (rapid enroll)
& Compensation

2. The system displays the Class dashboard which shows employees which have been enrolled in any classes.

Classes
m < & DOWNLOAD filter grid. h g
P U — B B Loen
y
B S 6 Auto  Training on hovi 1o use the Auto Software. This software is used for scheduling customer appaintments and billng customers 09/10/2018 Off site
n ER @ Auo  Training on howo use the Auto Software. This software is used for scheduling customer appointments and billing customers psn/a01s off site
n pison. 49 AUl e Training on how 1o use the Auto Software. This software is used for scheduling customer appeintments and billing customers A Off site
Brown, 5 New Hre  Nev Hire Orentation Hems covered e the company polcies confiing benefta enolment forms cormpleted duing the onboarding process and any questionsthe  09/25/2018 050512015 Room C
Stephén Orientation employee might have. Each Department head wildo 4 presentation on what thelr tsam doss and how best to communication with the. Conclusion of 8 Offie Tour.  00:30 AM
Ty, 5 New Hire New Hire Orientation ltems covered are the comFany policies, confirming benefits enrollment forms completed during the onboarding process and any questions the 05/25/2018  05108/2018 Room C
Jackson Orientation  employee might have. Each Depariment head wil o & presentation on what thelr team does and how best to communication itth themn. Conclusion of & Office Tour.  09:30 AM

You can select any row on the screen to make edits and changes for that employee’s class enrollment.

3. Click the + New button m to enroll an employee in a class. The system displays the Class New Record

screen.
O{FES NEW RECORD
Employee Class Info
Company* Class Type* Grade or Result

H  Brown's Auto Supply (BAR) (WEB1200)

Please Choose (Represers BLANK)

- Grade or Result

Employee* Completion Date [ Expiration Date [
&  Please Choose (Represers BLANK) Completion Date s ] Completion Date
Employee ledged
no s
Send Email notification to Employee?
o ves
Notes
10/28/2019 Asure Software
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4. Select the Employee and in the Class Info section, select the Class Type.

Employee Class Info
Company* Class Type* Grade or Result
Brown's Auto Supply (BAR) (WEB1200) - Sexual Harassment - Sexual Harassment Required Ann. - Grade or Result =2
pply Lt q
Employee*® GCompletion Date [ Expiration Date [[I5)
| s ‘ Marks, Jefferson (10) - ‘ Completion Date & Completion Date e

Employee Ack

NO rES

Send Email notification to Employee?

NO YES

Notes

Note that other information in the Class Info section: Grade or Result, Completion Date, Expiration Date and any
other information can always be filled out later after the class has been completed.

5. The Employee Acknowledgement and the Employee Notification, as in other areas of the system, can be
enabled for Classes, notifying the employee of their enroliment in a class.

Employee Acknowledged

NO YES

Send Email notification to Employee?

NO YES

We recommend that you do send an email Notification to the employee about the class. Refer to the Notifications
section of this Guide for more information on how to set up the Notifications.

Class documents that were entered on the Class Type setup screen will be available to the employee here.

6. Click the Save Changes button

Enrolling Multiple Employees in a Class

You can enroll multiple employees in a class at the same time by following these steps:

1. Go to HR Admin — Employee Maintenance — Class (rapid enroll).

Employee Maintenance
2 Employee Summary

& Achievement
& Alternate Rate
& Certificate

2. The system displays the Classes screen listing any existing classes which have already been setup and are open
for enrollment.
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Classes
i & DOWNLOAD filter grid. T
Actions Class Title Class Description Class Time m - Location
Sexual Harassment Sexual Harassment required annual training for all staff 09/06/2018 07:00 PM West Boardroom
Auto Software Training on how to use the Auto Seftware. This software is used for scheduling customer appointments and billing customers. 00/10/2018 05:30 AM Off site
" < - El Page: 1 of1 GO  Pagesize: 2 CHANGE ltem 1102 0f 2

3. Click on a row for the open class that you want to enroll employees for.

4. The system displays the Classes detail screen listing all active employees. It also displays whether any active
employees are already enrolled in this current class.

(OEEEE Sexual Harassment - Sexual Harassment required annual training for all...
Send Email notification to Employee? .
Q  fiterem
Enrolled Name [} Division / Branch / Department / Team / Position Grade or Result Notes
NO YES Baker, Don 22 1/1e///03 Grade -]
%
NO YES Baker, John 91 1/1e/7/20 Grade
¥
NO YES Baker, Tammy 20 1/e///01 Grade
4
NO YES Blaine, Betty 23 1/1e///03 Grade
¥
NO YES Brown, Stephen 2 1/1e//7/150 Grade
4

5. To enroll any other additional employees into this class, under the Enrolled column, change the toggle switch
from No to Yes.

In the example above, four employees have been enrolled in the Sexual Harassment class at once.
Note that the system defaults to Sending Email Notifications to Employee for each individual you enroll in a class.

If you do not want to send an email notification to an employee, change the Send Email Notification to Employee
toggle switch from Yes to No.

6. Click the Save Changes button.
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Classes Related Reporting

You can create a custom report for Classes information using the Quick Report Writer tool (QRW).

1. Go to HR Admin — Reporting — Quick Report Writer.

2. The system displays the Quick Report Writer (QWR) screen.
3. Inthe Report Concept dropdown, select the Classes - Concept.

Setup

Choose a report concept, select fields, and assign any other options and then click to generate the report.
Choose Report (Existing OR New Concept)
Existing Saved Report

Please Choose (Represents BLANK)

Unselected Fields

Q  findfield

Field Name

First Name

Last Name

Email Acknowledged

Class Credits

Class Description

Class Duration

© © © ¢ 0 © ©

Class Instructor

Report Concept

Classes - CONCEPT

Selected Fields

Q find fiele

Field Name

Company Name

Company Code

Display Name

Employee ID

Class Time

Class Title

Class Grade or Result

B &5 &8 5 5 5

In the Selected Fields section, the system will display a list of Classes-related fields to create your custom report.
You can select additional fields for your report by moving fields from the Unselected Fields section to the Selected
Fields section on the right (click on the right arrow icon next to the field to move).

Employees View their Assigned Classes

The employees can see their assigned classes from their My HR screen by doing the following:

1. Goto My HR — My Personal History — My Classes.

- e

My Employment Summary

& My Compensation

& My Document

& Document (company)

& My Emergency Contact
& My Summary

Q  find menuitem

My Personal History

& My Achievement
My Certificates
My Education

aMylo

& My Licenses

& My Reviews

& My Time Off

& My Skills

My Payroll

& My Direct Deposit
& My Labor Allocation

My Benefits
& Open Enroliment

& My Pay Stub X
& My Tax (Feceral) My Miscellaneous
& My Tax (state) # Home

&My Tax Form & My Alternate Rate

& My Employment Detail

& Jacob Robertson +

2. The system displays the Classes dashboard screen where the employee will see the class name, date and time,
and the location of any classes that they are assigned to.

n Asure Software
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Classes
£ @DOWNLOAD filter grid T
Actions Title + Description %’““ xpiration L pcation
Ao are  Training on how to use the Auto Software. This software is used for scheduling customer appointments and billing customers A Off site
A, R e e e i R e e crairnlemtymalt (R0 (reail Geme
Sexual o Sexual Harassment required annual training for al staff oo0oi2018 et om
" “« » » Page 1 of1 GO Pagesize: 3 CHANGE ltem 1to30f 3

3. The employee can click on the Class row to display the details screen with more information about the class.

®{FEEN wilson, Hank: Auto Software - Training on how to use the Auto Software. Thi...

Employee Class Info
Company* Class Type* Grade or Result
B Brown's Auto Supply (BAR) (WEB1200 - Auto Software - Training On How To Use The Aut ~ Grade or Result
Employee* Completion Date [[EETR) Expiration Date ([EEEa)
F3 Wilson, Hank (11 - Completion Date i) Completion Date ]

Employee Acknowledged

Send Email notification to Employee?

"

Notes

Documents

Class Documents

Employee Enroliment Documents

Browse or Drag/Drop documents Temporarily Uploaded Employee Enrollment Documents

Compensation Change Reasons

The Compensation Change Reason code allows you to enter default reasons why an employee’s compensation
amount may have changed. Although the Compensation Change Reason is not a required field when you are
updating an employee’s compensation, the more information you can enter, the more informed everyone will be
about why compensation changes were made.
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You can indicate why an employee’s compensation amount may have
changed by setting up Compensation Change Reason codes.

Compensation Change Reasons

m & & DOWHLOAD T
datoms taee Dewrigion b By
B 0 Wit
n o Coa "
u 1 -
n % b

- " P o1 GO Pagemaw 5 CHANGE marn 115§ 51 5

This section displays the following topics:
e Creating a Compensation Change Reason Code
e Using a Compensation Change Reason Code for an Employee

e  Reporting on Compensation Change Reason Codes

Creating a Compensation Change Reason Code

1. To create a new Compensation Change Reason code, go to HR Admin — Company Setup — Compensation
Change Reason.

Company Setup

£ Achievement
£ Certificate

Class
£ Compensation Change Reason I

£+EEQ

& Employment
£ Ethnicity

£ Freauency

2. Click on the + New m button and the system displays the New Record screen.

Compensation Change Reason:

Company Type Info Type Status

Company* Code* Active

E  Browns Auto Supply (BAR) (WEB1200) - Code = No ves

Description Priority

Description Priority

n Asure Software 10/28/2019
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Complete the information on the New Record screen as described in the following table:

Field / Button Description

Company section
Company Select the company if not already selected.

Type Info section

Code Create a code for the Compensation Change Reason. This is a required field.
Description Enter a description for the Compensation Change Reason.

Type Status section

Active Set the Active Yes/No toggle switch to Yes to make this code active. To set the

code to be inactive, set this to No.

Priority This optional field is used to control the order of the values that display in the
Compensation Change Reason dashboard. If left blank here, the values will be
listed in alpha-numeric order.

Compensation Change Reason:

Company Type Info Type Status

Company* Code* Active

B Brown's Auto Supply (BAR) (WEB1200) - ‘ %0 | no ves

Description Priority

‘ 90 Days Increase | Priority

3. Click the Save Changes button

The Compensation Change Reason code you just added will now display on the Compensation Change Reason
dashboard.

Using a Compensation Change Reason Code

You use the Compensation Change Reason Codes when changing an employee’s compensation:

1. Gotothe HR Admin — Employee Maintenance — Compensation screen.

Compensations |
o | aoomwon g ooy |

Actions Name Employee ID Effective Date ~ Pay Type PayRate Change Reason

10/28/2019 Asure Software n
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n Emerson, Newton 12 09/25/2018 Salary 2,500.0000
n Wilson, Hank 1 08/06/2018 Hourly 26.5000
n Mitchell, Rob 3 06/25/2018 Hourly 462500 30 days of employment
n Couture, Thomas 1 06/25/2018 Hourly 31.2500 30 days of empleyment
n Perry, Jackson 5 06/22/2018 Hourly 18.9600 Merit
" « 1 2 n 4 > " Page: 3 of4 GO Pagesizer 15 CHANGE Item 31 to 45 of 54

2. Click on the applicable employee row and on the Compensation details screen, in the Change Reason
dropdown, the system displays the list of Compensation Change Reason codes that have been setup for the

company.
Compensatlon: Smith, Hellen; 7/16/2019
Employee Compensation Info Other Info
Company* Effective Date * Change Reason +
B Brown's Auto Supply (BAR) (WEB1200) - 07/16/2019 s Please Choose (Represents BLANK] -
Employee* Pay Type* |
& Smith, Hellen (88) - H- Hourly -

Please Choose (represents BLANK)
Rate (Hourl or Selery per pay period]*
30 - 30 days of employment
$  16.0000

90 - 90 Days increase
23-com

0

a

- Cost of Living

01 - Merit

3. Select the appropriate Compensation Change Reason code for this employee’s compensation change.

Note that if a Compensation Change Reason code for the reason you want to indicate has not been created, you
can create one "on the fly" here (and then apply it) by clicking the blue plus sign on the Change Reason field.

Compensation Change Reason List Report
To see reports related to compensation changes:

1. Go to HR Admin — Reporting — Standard Reports.

Reporting
I & Standard Reports I
Quick Report Writer

2. The system displays the Standard Reports screen. Scroll down to the Compensation Change Reason report.
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Standard Report List

< & DOWNLOAD filter grid. A4 ADVANCED FILTER T

Actions. Name » Description Category Active Available To

- #?::;‘“ Absence Types List Report Company Setup w0 SuperAdmin

- Achivement A pic ement Types List Report Company Setup Ne ﬂ ManagersAndAbove

- Auditlist  Full List of Audit records for the specified date range - including system and setup records. Internal System o AdminsAndAbove
Certificate Certificate Types List Report c Set wo ™ Andib
e ertficate Types List Repo ompany Setup o lanagersAndAbove
Compensation

- Compensation Change Reason List Report Company Setup w0 ManagersAndabove
Reason
@ e Effective Date, Employee Name, Employee Type, Position, Supervisor, Pay Type, and Pay Rate as of the report effective

- Com Fikapra R 1o|odayR e e P T e e T e e e e e e e e e e B Gompensation = ﬂ AdminsAndabove

istory each emp\oyse with mulfiple compensation history records.

3. Click the green arrow - and then click the Execute Report button. The report opens up in a new window.

Set Report Properties

|Compensaﬂon Change Reason |

Set Report Parameters
Assign your parameters that will be used in the report execution.

Company*

B Brown's Auto Supply (BAR) (WEB1200) -

Confirm and Click

Confirm your information and click below.

P> EXECUTE REPORT

Confirm the information and then click the Execute Report button to run the report.

You can also use the Quick Report Writer to create custom reports related to Compensation:
1. Go to HR Admin — Reporting — Quick Report Writer.

Reporting

& Standard Reports
r@ Quick Report Writer |
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2. The system displays the Quick Report Writer screen.
Quick Report Writer (QRW)
Setup
Choose areport concept, select fields, and assign any other options and then click to generate the report.
Choose Report (Existing OR New Concept)
Existing Saved Report Report Goncept*
Please Choose (Represerts BLANK) - Compensation - CONCEPT -
Unselected Fields Selected Fields
Q Q  findfield
Field Name = Field Name =
First Name [5] Company Name o
Last Name © Company Code w
Pay Type Code [>] Display Name W
Comp Reason Code © Employee ID w
Comp Reason Description [5] Compensation Effective Date T
Comp Reason Comment © Rate w
Frequency Code [5] Default Hours T

3. Inthe Report Concept field, select the Compensation - Concept.
The system then displays a list of compensation-related fields for use in your report.

Report Conceptt

H Compensation - CONCEPT | - |

Selected Fields

Q  findfield

Field Name

Company Name

Company Code

Display Name

Employee ID

Compensation Effective Date

Rate

B B & 5 & & B

Default Hours

5. Click on the Trash Can icon to delete a selected field from the report. Add any additional fields from the
Unselected Fields list on the left by clicking on the right arrow icon to move that field to the right.

Unselected Fields

Field Name

First Name

Last Name

Pay Type Code

Comp Reason Code

Comp Reason Description

Comp Reason Comment

O © 0 © © © ©

Frequency Code
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EEO Type

EEO Types reflect the Job Classification codes such as Professional, Service Workers, etc. They comprise a system
for objectively and accurately defining and evaluating the duties, responsibilities, tasks, and authority level of a
job. They may be used for the EEO-1 reporting requirements for companies with a certain number of employees.

Go to HR Admin — Company Setup — EEO.

EEO Types

m £ & DOWNLOAD filter grid A

Code ~ Description Active Priority

0 0 No EEO Class Assigned

11 1.1 Exec/Sr Level Officials & Managers
12 1.2 First/Mid-Level Officials & Managers
2 2 Professional

3 Technicians

4 4 Sales Workers

5 5 Administrative Support Workers

6 6 Craft Workers

7 7 Operatives

z
2
El

m

Click on a row to get the details of an EEO Type.

EEO Type: [EED

Company Type Info Type Status
Company* Code* Active
B Brown's Auto Supply (BAR) (WEB1200) - 1.1 -] no ves
Description Priority
1.1 Exec/Sr Level Officials & Managers Priority

Warning: For now, do not create, edit, or delete an EEO Type in Advanced HR 2.0. EEO Types should
only be created, edited, or deleted in Evolution. If you create an EEO Type in Advanced HR you will not
be able to apply it to an employee.
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Employment Type

Employment Types designate classifications of employees such as Full Time, Part Time, Seasonal etc.

Go to HR Admin — Company Setup — Employment.

Employment Types

=
s
2

& DOWNLOAD

Code ~

1009

FullTime

FullTimeTemp

HalfTime

NA

new

Other

PartTime

PartTimeTemp

PerDiem

Description Active

1009

Full Time

Full Time Temp

Half Time

N/A

new test

Other

Part Time

Part Time Temp

Per Diem

Priofity

Click on a row to view the details of an Employment Type.

Company
Company*

Employment Type:

Type Info
Code*

B Brown's Auto Supply (BAR) (WEB1200) - FullTime

Description

Full Time

Type Status

Active
= o
Priority

Priority

Warning: For now, do not create, edit, or delete an Employment Type in Advanced HR 2.0. Employment
Types should only be created, edited, or deleted in Evolution. If you create an Employment Type in
Advanced HR you will not be able to apply it to an employee.

Note: You can have the Employment Type value be defaulted in for any new hires on the HR Admin —

Company — Company List screen.

n Asure Software
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Ethnicity Type

This is the employee’s ethnicity for EEO reporting purposes.

Go to HR Admin — Company Setup - Ethnicity.

Advanced HR 2.0 — Administrator Guide

Ethnicity Types |
m z & DOWNLOAD
Actions Code - Description
n 2 Two or More Races
n A Asian
n B Black or African American
n H Hispanic or Latino
n 1 ‘American Indian or Alaska Native
n NA Not Applicable
n o Other
n P Native Hawaiian or other Pacific Islander
n w White

GO

Page size: ©

filter grid

CHANGE

Active Priority

Item 1t0 9 of 9

Warning: For now, do not create, edit, or delete an Ethnicity Type in Advanced HR 2.0. Ethnicity Types
should only be created, edited, or deleted in Evolution. If you create an Ethnicity Type in Advanced HR

you will not be able to apply it to an employee.

Frequency Type

Frequency Types
m < & DOWNLOAD

Actions Code ~ Description
n BiWeekly Bi-Weekly
n Daily Daily

n Monthly Monthly
n Quarterly Quarterly
n SemiMonthly Semi-Monthly
n Weekly Weekly

Page: 1 of1

GO

Active

Page size: 6

filter grid

CHANGE

Priority

ltem 110 6 of 6
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Click on a row to get the details of a Frequency Type.

Frequency Type: FREAEEAT
Company Type Info Type Status
Company* Code* Active
B Brown's Auto Supply (BAR) (WEB1200) - BiWeekly -] o YES
Deseription Priority
Bi-Weekly Priority
Pays Per Year
Pays Per Year

To add a new Frequency Type, click on the + New m button. The system displays the New Record screen.

Frequency Type: Bi=TA=H0:0)
Company Type Info Type Status
Company* Code* Active
H Brown's Auto Supply (BAR) (WEB1200) - Code NO YES
Description Priority
Description Priority
Pays Per Year
Pays Per Yea

Warning: For now, do not create, edit, or delete a Frequency Type in Advanced HR 2.0. Frequency Types
should only be created, edited, or deleted in Evolution. If you create a Frequency Type in Advanced HR
you will not be able to apply it to an employee.

License Type

Create types of licenses that may be applicable to record for specific employees. Add details on any license
including expiration dates and attached documents.

| License Types
m Z & DOWNLOAD filter grid. T
Actions Code = Description Active Priority
n 145 Diesel Machanic
n 276 Smog Check Technician
n 789 ASE Automotive Service Excellence
n 872 Brake and Lamp Adjusters
" « > Bl Page: 1 of1 GO Pagesize: 4 CHANGE ltem 110 4 of 4
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Creating a License Type

To create a new License Type:
1. Go to HR Admin — Company Setup — License.

2. The system displays the License Type screen which will display any existing License Types.

3. Click the + New button. The system displays the New Record screen.
License Type:
Company Type Info Type Status
Company* Code* Active
B  Brown's Auto Supply (BAR) (WEB1200) - Code = no “

Description Priority

Complete the information on the screen as described in the following table:

Field / Button Description
Company section
Company Select the company if not already selected.

Type Info section

Code Create a code for the License Type. This is a required field.

Description Enter a description for the License Type.

Type Status section

Active Set the Active Yes/No toggle switch to Yes to make this code active. To set the

code to be inactive, set this to No.

Priority This optional field is used to control the order of the values that display in the
License Types dashboard. If left blank here, the values will be listed in alpha-
numeric order.

4. Click the Save Changes button

Recording a License for an Employee
Once License Types have been set up, managers/admins can record an employee’s license information.

To record a License for an employee:
1. Go to HR Admin — Employee Maintenance - License screen.

2. The system displays the Licenses screen.
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| Licenses
+ NEW i & DOWNLOAD filter grid. T
Actions: Name Employee ID License Code = License Description Issue Date Expire Date. License #
n Perry, Jackson 5 276 Smog Check Technician
n Marks, Jefferson 10 872 Brake and Lamp Adjusters. 02/04/2014 4585HY76
" « - el Page: 1 of1 GO Pagesize: 2 CHANGE ltem 1102 of 2

3. Click the + New m button. The system displays the New Record screen.

License: fETELIELN]

Employee License Info
Company* License Type +*
B Brown's Auto Supply (BAR) (WEB1200) - Please Choose (Represents BLANK) -
Employee® License Number
F- Please Choose (Represents BLANK) - License Number -]
Issued By
Issued By
Issued Date
lssued Date ]

Expiration Date

Expiration Date B

Notes

Notes

Employee Acknowledged

No ves

Select the Company and Employee, if not already selected.

5. Complete the information in the License Info section. Add any other information including attaching any
related Documents.

The License Type dropdown here will display the License Type values you set up for this company on the HR
Admin — Company Setup — License screen.

6. Click the Save Changes button .
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Pay Grade Type

Pay Grade Types
& &DOWNLOAD filter grid v
Actions Code -~ Description Active Priority
n 01 Hourly
n 02 Salary
n 99 Pay Grade type
" “ » " Page: 1 of1 GO Pagesize: 3 CHANGE Item1to 3 of 3

Click on a Pay Grade type row to get the details.

Pay Grade Type: [[Z3)

Company Type Info Type Status
Company* Code* Active
B Brown's Auto Supply (BAR) (WEB1200) - 02 NO es
Deseription Pricrity
Salary Priority

Additional Info
Pay Range

Please Choose (Represents BLANK) -
Minimum

$  Minimum
Midpoint

$  Midpoint
Maximum

$  Maximum

+ NEW
Click on the + New button - to add a new Pay Grade Type. The system displays the New Record screen.

10/28/2019 Asure Software 115



Advanced HR 2.0 — Administrator Guide EVO;I-HEH?En

Pay Grade Type:
Company Type Info Type Status
Company* Code* Active
E  Brown's Auto Supply (BAR) (WEB1200) - Code NO YES

Description Priority

Description Priority

Additional Info
Pay Range

Please Choose (Represents BLANK -
Minimum

$  Minimum
Midpoint

$  Midpoint
Maximum

$  Maximum

Complete the information on the screen as described in the following table:

Field / Button Description

Company section

Company Select the company if not already selected.

Type Info section

Code Create a code for the Pay Grade Type. This is a required field.
Description Enter a description for the Pay Grade Type.

Type Status section

Active Set the Active Yes/No toggle switch to Active to make this code active. To set
the code to be inactive, set this to No.

Priority This optional field is used to control the order of the values that display in the
Pay Grade Type dashboard. If left blank here, the values will be listed in alpha-
numeric order.

Additional Info section

Pay Range Select a Pay Range value, such as Annual or Hourly.
Minimum Enter a minimum amount for this Pay Grade.
Midpoint Enter a midpoint amount for this Pay Grade.
Maximum Enter a maximum amount for this Pay Grade.
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Pay Group Types

£ & DOWNLOAD

Actions. Code ~

01

02

99

H-

x

Description

Hourly

Salary

Pay group type

Active

of 1 GO  Pagesize

3

filter grid

CHANGE

Priority

Item 1103 of 3

Click on a Pay Group row to display the details screen.

Pay Group Type: [(Z})

Company

Company*

B Brown's Auto Supply (BAR) (WEB1200)

Type Info
Code*

- 01

Description

Hourly

Type Status

Active

= no Yes

Priority

Priority

To create a new Pay Group Type, click on the +New button. The system displays the New Record screen.

Company
Company*

] Brown's Auto Supply (BAR) (WEB1200)

Pay Group Type:

Type Info
Code*

- Code

Description

Description

Type Status
Active

NO vES

Priority

Priority

Complete the information on the screen as described in the following table:

Field / Button

Company section
Company

Type Info section
Code
Description

Type Status section

Description

Select the company if not already selected.

Create a code for the Pay Group Type. This is a required field.

Enter a description for the Pay Group Type.
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Field / Button Description

Active Set the Active Yes/No toggle switch to Active to make this code active. To set
the code to be inactive, set this to No.

Priority This optional field is used to control the order of the values that display in the
Pay Group Types dashboard. If left blank here, the values will be listed in alpha-
numeric order.

Position Types

Note: Employees must have a position assigned to them in Advanced HR 2.0. Position Types are
required when creating New Hires and for building an organizational structure.

The Position Types Dashboard displays all the Company Setup
positions for a company o2

Position Types

Employees must have a position assigned to them in Advanced HR 2.0. The Position field from Evolution
Classic, under Employee — Employee, Details does NOT flow from Classic into Advanced HR 2.0 currently.
Position Types are required when creating New Hires and for building an organizational structure.

The positions can be specific or a generic space filler position to be assigned later. Once the Payroll Cutover has
completed, you can create the Positions in Advanced HR 2.0 in Company Setup — Position, and then assign the
position to the employee records in Employee Maintenance — Employee Detail.

This section will discuss the following topics:
e What positions are
e  Setting up a position
e Assigning a position to an employee

e  Reporting on positions
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What are Positions?

Positions are job titles used in Advanced HR 2.0 to classify employees into groups and are a key setup for Applicant
Tracking.

« Note: Because Position is a required field, it is one of the first items that should be setup when
implementing Advanced HR.

Setting Up a Position

To setup Position Types in Advanced HR 2.0, do the following:
1. Go to HR Admin — Company Setup — Position.

2. The system displays the Position Types dashboard. The dashboard will display any existing positions for a
company.

Position Types

< @ DOWNLOAD filter gric T

Code - Title Active Priority

01 Mechanic

02 Sales

Front Desk
04 Service Billing

10 Front Desk

>
8
H

=)

&

12 Service Sales

« Note: It's important to remember that if no company is selected when displaying the Position Types
screen, the user will see all the positions for all the companies that have been cutover.

As you can see above, this company already has some positions. The user can view and edit a position at any time
simply by clicking on the Position row and going to the details screen.
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Position Type: [EE)
Company Type Info Type Status
Company* Code* Active
B Brown's Auto Supply (BAR) (WEB1200) - 12 a2 o YES
Title Budgeted
Service Sales e e
Priority
Priority
Additional Info
Dates Assignments Other
Approved Date Pay Grade + FTE
Approved Date ] Please Choose (Represents BLANK) - % FTE
Effective Date EEO Class + OT Exempt
Effective Date ] Please Choose (Represents BLANK) - No Yes
Closed Date Worker Comp Code + €
Closed Date ] Please Choose (Represents BLANK) -
Supervisor
Please Choose (Represenis BLANK) -

To Create a New Position

1. Goto HR Admin — Company Setup - Position.

Click the + New button m .

Verify that you’re on the correct Company.
Create a Code (required field).
Give your Position a Title (required field).

o vk wnbN

Active Status is toggled to Yes by default. You can inactivate the position at any time by changing this to No if
wanted.
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Position Type:

Company
Company*

E  Brown's Auto Supply (BAR) (WEB1200)

Additional Info

Dates
Approved Date
Approved Date
Effective Date
Effective Date
Closed Date

Closed Date

Type Info
Code*

Title

Title

Assignments
Pay Grade +

Please Choose (Represents BLANK)

EEO Class +

Please Choose (Represents BLANK)

Worker Comp Code + €

Please Choose (Represents BLANK)

Supervisor

Please Choose (Represents BLANK)

Type Status

Active

NO YES

Budgeted

NO vEs

Priority

OT Exempt

NO vEs

The remaining fields in the Additional Info section are not required when you are first setting up a position;
however, they are very useful if you will be using Applicant Tracking. These fields can be set up and used at a later

time if needed.

Additional Info

Dates
Approved Date

Approved Date
Effective Date
Effective Date

Closed Date

Closed Date

Assignments
Pay Grade +

Please Choose (Represents BLANK)

EEOQ Class+

Please Choose (Represents BLANK)

Worker Comp Code + €9

Please Choose (Represerts BLANK)

Supervisor

Please Choose (Represens BLANK)

OT Exempt

NO vES

You can add Dates (including Effective Dates).

Create Pay Grades and assign a Supervisor.

Make the position Exempt from Overtime.

10. Add a Position (Job) Description and Requirements in the Details tile:

Position Description

Position Description on the Position.

These are the position requirements.

These Details fields can be used with Applicant Tracking to help generate your job postings.
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Note: Changing a position's Workers Compensation Code will not cascade to Employees with that Position

11. Click Save Changes when you complete all needed fields.

Once all positions have been created, they should be assigned to all the employees in the company.

Assigning a Position to an Employee
To assign a position to an employee:

1. Go to HR Admin — Employee Maintenance — Employment Details.
2. The system displays the Employment Details screen.

Employment Detail

ADD Position/Organization

If you would like to add a Position/Organization record, please choose a company and employee to give @ better context for the effective date that you will
be choosing. We will be copying infermation from the previous effective dated record, so please keep that in mind when choosing an effective date. You
cannot pick a date that would become the first historical dated record for this employee. Also remember that itis NOT a good idea to have multiple records
for the same employee on the same day. The system can get confused on which one should be current/active.

If you wish to re-hire (or add any record) for an inactive employee, please use the top employee search to find the inactive employee rather than the
dropdown selection.

New Hire/Termination

If you want to hire or terminate an employee, please go to the special
processing pages that are setup to help you with those respecive

processes,
dx GO TO TERMINATION

Company*

E  Brown's Auto Supply (BAR) (WEB1200)

Employest

& Please Choose (Represents BLANK) -

Effective Date * Is this a RE-HIRE?
10/09/2019 NO VES
LET'S BEGIN ADDING A POSITION/ORGANIZATION -)

3. If you are adding a position to an employee after the implementation of Advanced HR, at the bottom of the
screen, click on the employee line for the person you want to add the position to.

4. The system displays the details screen for that employee. In the Position/Status section of the screen, in the

Position dropdown, assign the appropriate position to the employee.

Position/Status
Position®

‘ 01 - Mechanic - ‘

Employment Type*

FullTime - Full Time -
Status®
Active - Active -

5. Click the Save Changes button.

If there are other employees who also have this position, add the position to each employee. Some employees

may have more than one position line for each Status in Advanced HR.

Asure Software
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Updating an Employee to a New Position

If you are updating an employee to a hew position, you do this action from the Add Position/Organization section
of the Employment Detail screen.

Employment Detail

| ADD Position/Organization New Hire/Termination
IF you wouldTike to add a Position/Organization record, please choose a company and employee to give a better context for the effective date that you will If you want to hire or terminate an employee, please go to the special
be choosing. We will be copying infarmation from the previous effective dated record, so please keep that in mind when choosing an effective date. You processing pages that are setup to help you with those respecive
cannot pick a date that would become the first historical dated record for this employee. Also remember that itis NOT a good idea to have multiple records processes.
for the same employee on the same day. The system can get confused on which one should be current/active.
f you wish to - (or e any recard) foran necive employes, please s the top emplayee searchfo fn the inciive amployee rather thanfhe
dropdown selection.
Company* Employee*
E  Browns Auto Supply (BAR) (WEB1200) - &  Please Choose Represen -
Effective Date = Is this a RE-HIRE?
10/09/2019 =) no ves

LET'S BEGIN ADDING A POSITION/ORGANIZATION =)
< @& DOWNLOAD filter grid Agll ADVANCED FILTER T

Select the Employee and the Effective Date for the new position.
Click the Let’s begin adding a Position/Organization button.

The system displays the details screen for that employee,

Employment Detall:
Employee Position/Org records for employee ﬂ
Company*
B Brown's Auto Supply (BAR! - Eff Date Status Position Division Branch Department Team Hire Term
Employee* 07/16/2019 =3 Sales West Port South v
& | Smith, Hellen (88 -
Effective Date
Effective Date *
07/16/2019 s
Position/Status QOrganization Compliance
Position* Division* EEQ Category +
02-Sales - 1- West Port - Please Choose (Represents BLANK -
Employment Type* Branch* Worker Comp Code +
FullTime - Full Time - 15 - South - 7228 - 7228 Automobile -
Status®
Active - Active -
Reports To/Supervisor Benefits
Reports To 1 Benefit Class / Eligibility Group
Garcia, Monique (6) - Please Choose (Represents BLANK) -

4. Update the employee’s current position with the new position.

5. At this time, you can also make other updates to the employee as needed, such as the Division and Branch in
the Organization section.

« Note: All changes will be Effective Dated to the date entered on the Position/Organization screen. We
also recommend that you enter a reason for the change when making a position change.

6. Click the Save Changes button.

10/28/2019 Asure Software 123



Advanced HR 2.0 — Administrator Guide EVOJVL}I\E:(R)EI‘] e

Reporting on Positions

You can run a Standard Report to list the positions and you can also create a custom positions report.

Standard Report for Positions

You can run a standard report for positions which will list all of the created positions for a company along with
information that has been completed for each position.

1. Goto HR Admin — Reporting — Standard Reports.

2. The system displays the Standard Reports screen.

3. Scroll down to the Positions Types Report row.

Standard Report List
(5] & DOWNLOAD filter grid. T ADVANCED FILTER T
Actions Name ~ Description Category Active Available To
Position
- Position Of Change Reason List Report Company Setup NO ManagersAndAbove
Change Reason
| u Position Types. Paosition Types List Report Company Setup No ManagersAndAbove
u Rate Types Rate Types List Report Company Setup 0 ManagersAndAbove

4. Click on the green Execute report arrow icon on the row.
5. The system displays the Set Report Properties screen.

Set Report Properties

Position Types

Set Report Parameters
Assign your parameters that will be used in the report execution.
Company*

B Browns Auto Supply (BAR) (WEB1200) -

Confirm and Click
Confirm your information and click below.

| D> EXECUTE REPORT

6. Make sure the company is selected and click the Execute Report button.

7. The system displays the Position Types report in another window.
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& Position Types

s 1 /2 M L] a a (<] Q Q
N ryey
A Position Type:+
Active Approved  Budgeted Closed Code EEO  Effective FLSA FTE  OTExempt PayGrade Priority Wrk Cmpl
True. False o1 False
Supervisor:

Titleshiechanic
Description:
Requirements:

True False 02 False 7228
Supervisor:
Title:Sales
Descriptien:Fosition Description on the Position.
Requirements:These are the position requirements,

True False 03 False
Supervisor:
TitlesFront Desk
Description:

Requirements:

True False 04 False
Supervisor:
Titlesservice gilling

Custom Report for Positions

You can create a custom report for positions using the Quick Report Writer (QRW) tool for tracking the positions
for each employee.

1. Go to HR Admin — Reporting — Quick Report Writer (QRW).

2. The system displays the Quick Report Writer (QRW) screen.

Quick Report Writer (QRW)
Setup
Choose a report concept, select fields, and assign any other options and then click to generate the report.
Choose Report (Existing OR New Concept)
Existing Saved Report Report Concept*
Please Choose (Represents BLANK) - Position/Organization - CONCEPT -
Unselected Fields Selected Fields
Q  findfield Q | findfield
Field Name = Field Name =
First Name © Company Name w
Last Name [>] Company Code ]
Middle Name [5) Display Name W
Employment Code © Employee ID W
Employment Description 5] Active T
Status Code [>] Position/Organization Effective Date W
Status Desc © Position/Org Reason Desc W

3. Inthe Report Concept dropdown, select the Position/Organization — Concept and select the fields you want
to include in the report.
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Position/Org Change Reason

Position/Org Change Reason allows the user to create
and set job designations that are tied to:

*  Work environment
* Job duties
* New initiatives

For example, a Security Guard position could be changed
due to a re-organization of management structure.

|P{}.‘_§ilic[1."0lt_,j Change Reasons

o BOOWNAD

o - Descrgton Betve

oY Degartment Re-Organizancn

TLLIN

T Po /0rg Change Reason

Company Setup

& Achievement

& Certificate

@ Class

£ Compensation Change Reason
R EED

& Employment

£ Ethnicity

£ Frequency

& License

& Pay Grade

€ Pay Group

© Posit

£ Shift
£ Skill
@ Status

& Termination Reason

Hem 140 dofd

Click on a row in the summary screen to display the details of the Position/Org Change Reason.

Position/QOrg Change Reason: [EZ}

Company Type Info Type Status
Company* Gode* Active
H Brown's Auto Supply (BAR) (WEB1200) - 01 No YES
Description Priority
Change Priority

To create a new Position/Org Change Reason record, click the + New button m .

Position/Org Change Reason:

Company Type Info Type Status
Company* Code* Active
B Brown's Auto Supply (BAR) (WEB1200) - Code No ves
Description Priority
Desoription Priority

Position/Org Change Reason code values, once setup, can be used to specify the reason for position change for an
employee on the Employment Details screen, in the Comment Reason section of the screen, in the Change
Reason dropdown, as shown below.
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Hire/Term Comment/Reason
Hire Record Change Reason
Termination Record Comment

No ES Comment

Termination Reason

Please Choose -

It's important to note that a Position/Org Change Reason value can be set by default for all new hires. You can do
this on the HR Admin — Company — Company List screen, by selecting an option in the Preferences/Defaults —
New Hire Onboarding section in the Position/Org Change Reason dropdown.

You can default a Position/Org Change Reason value for
all new hires from the Company List screen — Preferences
/ Defaults section.

Preferences/Defaults

Pay Freguency Employmaent Typs
W2 -Emplayes - Biteskly - Bi-Weekly - FullTime - Full Time -
Display Ernargency Comtact Pay Type Statiss
Erergeniy Cortact Requced Compeneation Change Reason Fasstion/Org Change Reason
. " Please Ghoose o B Please Choose jiessents BLw -
E-Verily Participant
Please Choose | imomsesr 1

01 - Change

NOT - Departmant Re-Organizaticn

03 - Promaticn

02 - Termwinate
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Review Type
Review Types are the names or categories given to different kinds of reviews for a company to use in the
performance review process. For example:

e Anannual review

e A 90-Day review

Set up Review Types for different kinds of reviews for a
company such as an Annual Review or a 90-Day Review.

Review Types

i
I

Description Actier Priasty

Each review type might have a different reviewer, template/document, or timeline associated with it. Review
templates can be added to each review type to improve policy compliance and facilitate administration of reviews.

This section will discuss the following topics:
e  Setting up a review type
e Assigning a review to an employee
e The Manager and Employee view of reviews

e Reporting on reviews

Review Types are assigned to an employee on the HR Admin — Employee Maintenance — Review screen.

Setting Up a Review Type

To create a new review type:

1. Go to HR Admin — Company Setup — Review.

Company Setup

£ Achievement
1 Certificate
2 Class

£ Compensation Change Reason
£ EEO

£ Employment
£ Ethnicity

# Frequency

# License
 Pay Grade
£ Pay Group

# Position

£ Position/Org Change Reason

ZF ST
& skill

# Status

£ Termination Reason
# Worker Comp

2. The system displays the Review Types dashboard.
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Review Types
c & DOWNLOAD filter grid v
Actions Code = Description Active Priority
n 01 30 day 1
n 01 Annual Review
n 1 90 day
n PO Promotional Review
“ » » Page: 1 ofl GO Pagesize: 4 CHANGE ltem 110 4of 4

The Review Types dashboard displays any existing review types. Click on a review type row to display more details
about that review type.

+ NEW
3. Click on the + New button - to create a new review type.

4. The system displays the Review Type New Record screen.

Review Type:

Company Type Info Type Status
Company* Code* Active
B Brown's Auto Supply (BAR) (WEB1200) - Code = NO ves
Description Priority
Description Priority
Details

Review Template

Complete the information on the New Record screen as described in the following table:
Field / Button Description
Company section
Company Select the company if not already selected.
Type Info section
Code Enter a code for the Review Type. This is a required field.
Description Enter a description for the Review Type.

Type Status section

Active Set the Active Yes/No toggle switch to Active to make this code active. To
set the code to be inactive, set this to No.
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Field / Button Description

Priority This optional field is used to control the order of the values that display in
the Review Types dashboard. If left blank here, the values will be listed in
alpha-numeric order.

Details section

Review Template Any text you enter in the Review Template section here will appear when
you are assigning and scheduling a review to an employee using the HR
Admin — Employee Maintenance — Reviews screen.

Details

Review Template

You can enter sample text here that you want to use for this Review Type. For example "This is the Employee's 30-Day Review. Please follow the instructions below.”

5. In the Details section of the screen, you can enter text to use as a Review Template.
6. Click the Save Changes or Save and Next Record button if you are creating multiple Review Types.

The system then returns you to the Review Types dashboard and will now display the new Review Type you just
created.

Assigning and Scheduling a Review to an Employee

To assign and schedule a review for an employee:

1. Go to HR Admin — Employee Maintenance — Review.

Employee Maintenance
4% Employee Summary

& Achievement
& Alternate Rate
& Certificate
& Class
& Class (rapid enrol)
& Compensation
& Direct Deposit
& Document (employes)
& Document (company)
& Education
& Emergenoy Contact
& Employment Detail
&9
& Labor Allocation
& License
& Note
Pay Stub

& Review
i

& Tax (Feceral)
& Tax (Stete)
& Tax Form
& Time Off
& Wias

2. The system displays the Reviews dashboard.
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& DOWNLOAD filter grid.

Actions. Name Employee ID Reviewer Scheduled Date Status Review Type
n Jones, Edward 1 Brown, Stephen 10/11/2018 Scheduled Annual Review
n Jones, Edward 4 Brown, Stephen 00/26/2018 Scheduled Annual Review
n Brown, Stephen 2 Baker, Tammy 02/07/2019 Scheduled Annual Review
n Brown, Stephen 2 Mitchell, Rob 09/02/2019 Scheduled Annual Review

3. Click on the + New button m .

4. The system displays the Review New Record screen.

Review: JUATEEH L)

Employee

Company*

B Brown's Auto Supply (BAR) (WEB1200)

Employee*

& Please Choose (Represents BLANK)

Details
Review Notes

Notes

Review Info
Review Type +*

Please Choose (Represents BLANK)
Status

Please Choose (Represents BLANK)

Reviewer

Please Choose (Represents BLANK)

Scheduled Date
Scheduled Date
Completed Date
Completed Date
Rating

Rating

Employee Acknowledged

NO ves

Second Reviewer

Second Reviewer

Please Choose (Represents BLANK)

Scheduled Date
Scheduled Date
Completed Date

Completed Date

Rating

Second Reviewer's Rating

5. If you are not already locked on to an employee, select the employee now from the Employee dropdown.
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In the Review Info section, select the Review Type from the dropdown.

10.

11.

12.
13.

14.

Evolution®

by ASURE

If the Review Type you need does not exist, you can click
the blue Plus sign and create a new Review Type here ‘on
the fly.’

In the Status dropdown, indicate the current status of the
review. When first scheduling a review, you would select
the S — Scheduled Status.

Select the person who will conduct the review in the
Reviewer dropdown.

Select the Scheduled Date. This field is not required here
now and can be entered or changed later.

Once the review has been completed, you can return to
this screen to enter the Completed Date and the Rating.

The Employee Acknowledged toggle will change from No
to Yes if a Notification has been sent to the employee and
the employee acknowledged receiving it. To learn more,
refer to the Notifications section of this guide.

If needed, complete the Second Reviewer section.

Review Info

Review Type +*

01 - Annual Review

Status

S - Scheduled

Reviewer

Baker, Tammy (20)

Scheduled Date

02/07/2019

Completed Date
ompleted Date
Rating
Rating

Employee Acknowledged

NO VES

In the Details section, you can enter Review Notes and Private Notes.

Details

Enter some notes about the review here

Private Notes

You can enter private notes here that can only be seen by the reviewer and other employees who have access

The Review Notes can be viewed by the Employee.

The Private Notes can be only be seen by the Reviewer and employees who have access to the Employee

Maintenance Review.

The Review Template section here will display any review template information that was populated by the

Admin on the Review Type creation screen (HR Admin — Company Setup — Review).

Review Template

Review Template

ﬂ Asure Software
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15. In the Documents section, you can upload any needed documentation for the employee’s review and this can
be done at any time — before, during, or after the review.

Documents

Browse or Drag/Drop documents Temporarily Uploaded Documents

Drag & drop files here ...

16. When complete, click the Save Changes button .

The system returns you to the Reviews dashboard.

The Employee View of the Review

The employee can sign in to the system to view their review:
1. The employee displays their company Dashboard.

2. Onthe employee’s Dashboard, there is a My Upcoming Reviews section on the right side of the Dashboard
that displays any of their upcoming reviews at a glance.

Brown's Auto Supply (BAR) Jefferson Marks
=D
My HR-

B Srown's Auto Supply (BAR) (WEB1200) &  Marks Jeferson (10)

Dashboard

Company Announcements My Time Off - Marks, Jeffersan (10)

No balance information

No Current Announcements for Company No upcorming time of

My Upcoming Reviews - Marks, Jefferson (10)

Date Reviewer Type  Acknowledge

0920:2018 Kawalsk, Felix POt &

My Expining Certifications - Marks, Jefizrson (10)

No Certificates expiring in upcoming months

My Expiring Licenses - IMarks, Jefierson (10}
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Another location the employee can see their review history is by going to their My HR screen:

1. Go to My HR - My Personal History — My Reviews.

- My HR ~ & Jacob Robertson v

Q | find menuitem

My Employment Summary My Personal History My Payroll My Benefits
& My Compensation & My Achievement & My Direct Deposit & Open Enrollment
& My Document & My Certificates & My Labor Allocation
& Document (company) & My Classes & My Pay Stub .
& My Emergency Contact & My Education & My Tax (Federal) My Miscellaneous
48 My Summary & Myl-9 & My Tax (tate) # Home

M eNse: & My Tax Form & My Alternate Rate

& My Employment Detail
My Time O
& My Skills

2. The system displays their Reviews dashboard.

Reviews
2 &DOWNLOAD filter grid A
Reviewer Scheduled Date Status Review Type
Baker, Tammy 02/07/2019 Scheduled Annual Review
" . > " Page: 1 of1 GO Pagesize: 1 CHANGE ftem 1101 0f 1

The employee’s Review dashboard will display any of the employee’s reviews: past, present, or future that are
linked to this employee.

Manager/Reviewer View of the Review

The Manager/Reviewer can see any of their scheduled reviews from their company Dashboard, in the Scheduled
Reviews section.

Brown's Auto Supply (BAR)  Felix Kowalski
 weoew |

HR Admin- My HR~ Quick Links~

License Expirations.

No Licenses expiring in upcoming months

Schaduled Reviews

Scheduled Employee Type
092012018 Marks, Jemerson (10) =01
Time Off Requests (Pending)

No pending time off requests

My Time Off - Kowalsil, Felix (8)

Ne balance information
No upcoming time off
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Managers/Reviewers can also see their scheduled reviews by going to the HR Admin — Employee Maintenance -
Reviews screen (or Manager Service — Employee Maintenance — Reviews).

Reviews |
m e & DOWNLOAD filter grid A
Actions: Name Employee ID Reviewer Scheduled Date Status Review Type
n Jones, Edward 4 Brown, Stephen 10/11/2018 Scheduled Annual Review
n Jones, Edward 4 Brown, Stephen 09/26/2018 Scheduled Annual Review
n Brown, Stephen 2 Baker, Tammy 02/07/2019 Scheduled Annual Review
n Brown, Stephen 2 Mitchell, Rob 09/02/2019 Scheduled Annual Review
n Marley, Tyson 9 Garcia, Monique 06/29/2018 Scheduled 30 day
n Garcia, Monique 6 Brown, Stephen 06/22/2018 Scheduled Annual Review
n Marks, Jefferson 10 Kowalski, Felix 09/20/2018 Scheduled Promotional Review
L] « > » Page: 1 of 1 GO Page size: 7 CHANGE tem1to70f 7

The Reviews dashboard will list all their reviews and they can display additional details about the review.

Review: m

Employee Review Info Second Reviewer
Company* Review Type+* Second Reviewer
B Brown's Auto Supply (BAR) (WEB1200) - 01- Annual Review - Please Choose (Represents BLANK) -
Employee® Status Scheduled Date
&  Jones, Edward (4) - S -Scheduled - Scheduled Date 2]
Reviewer Completed Date
Brown, Stephen (2) - Completed Date ]
Scheduled Date Rating
10/11/2018 ] Second Reviewer's Rating

Completed Date

Completed Date uz]
Rating

Rating

Employee Acknowledged

NO vEs

Details
Review Notes

Notes
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Reporting on Reviews

Admins can get Standard Reports concerning Reviews and they can also create a custom review report.

Reviews Standard Report

To run the Standard Review report:
1. Go to HR Admin — Reporting — Standard Reports.

Reporting

| & standard Reports |
[x] Quick Report Writer

2. The system displays the Standard Reports screen.

3. Scroll down to the Review Types Report row, as shown below.

Standard Report List |
fs & DOWNLOAD filter grid. T ADVANCED FILTERY
Actions. Name « Description Category Active Available To
- Rate Types Rate Types List Report Company Setup 0 ManagersAndAbove
J_- Review Types Review Types List Report Gompany Setup ) ManagersAndAbove

Click on the green Execute Report button on the Review Types List Report row.
The system displays the Set Report Properties screen.

Make sure the Company is selected, then click the Execute Report button at the bottom of the screen.

N o v &

The system displays the Review Types report in a separate window, listing all of the Review Types that have
been created.

Set Report Properties

Review Types

Set Report Parameters
Assign your parameters that will be used in the report execution.
Company*

B Brown's Auto Supply (BAR) (WEB1200) -

Confirm and Click
Confirm your information and click below.

> EXECUTE REPORT
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Creating a Custom Review Report

To create a custom Reviews report:
1. Go to HR Admin — Reporting — Quick Report Writer (QRW).

Reporting
& Standard Reports
I T Quick Report WriteFI

2. The system displays the Quick Report Writer (QRW) screen.

Quick Report Writer (QRW)
Setup
Choose a report concept, select fields, and assign any other options and then click to generate the report
Choose Report (Existing OR New Concept)
Existing Saved Report Report Concept*
Please Choose (Represents BLANK) - Reviews - CONCEPT -
Unselected Fields Selected Fields
Q | find field Q | find field
Field Name 2 Field Name -
First Name [} Company Name T
Last Name [} Company Cade T
Email Acknowledged [>) Display Name: T
Review Code [>) Employee ID T
Review Status Code [>) Review Description T
First Reviewer Display Name [>) Review Status Description o
First Reviewer Employee Cade [>) First Reviewer Scheduled Date o

3. Inthe Report Concept dropdown, select the Review Concept. The system then displays a list of Review related
fields you can select from in the Selected Fields section of the screen.

To learn more about creating custom reports, refer to the Advanced HR 2.0 Reporting Guide. This is available for
download in the Evolution Resource Center.

Shift Type

The Shift Types dashboard lists any Shift Types that have already been setup.

Shift Types
EE 2 & DOWNLOAD filter grid A¢
Actions Code ~ Description Active Priority
n 0 standard
n 03 weekend
" < - Ll Page: 1 of1 GO  Pagesize: 2 CHANGE ltem 1102 0f 2
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To set up a new Shift Type:
1. Go to HR Admin — Company Setup - Shift.

Company Setup

£ Achievement

£ Certificate

#t Class

#+ Compensation Change Reason
#+EEQ

£ Employment

% Ethnicity

#* Frequency

£t License

£ Pay Grade

£ Pay Group

# Position

#t Position/Org Change Reason

Rt Ski

#* Status

£+ Termination Reason
£+ Worker Comp

+ NEW
2. Click on the + New button - to add a Shift Type record. The system displays the New Record screen.

Shift Type: IIEMUEEL:D]
Company Type Info Type Status
Company* Code* Active
B Brown's Auto Supply (BAR) (WEB1200) - Code -] No YES
Description Priority
Description Priority
Rates
Rate
$ | Rate
Add To Rate
$  AddToRate
Rate Multiplier
Rate Multiplier
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Complete the information on the New Record screen as described in the following table:

Field / Button

Company section
Company

Type Info section
Code

Description

Type Status section

Active

Priority

Rates section
Rate $
Add to Rate $

Rate Multiplier

Description

Select the company if not already selected.

Enter a code for the Shift Type. This is a required field.

Enter a description for the Shift Type.

Set the Active Yes/No toggle switch to Active to make this code active. To set
the code to be inactive, set this to No.

This optional field is used to control the order of the values that display in the
Shift Types dashboard. If left blank here, the values will be listed in alpha-
numeric order.

You can enter the dollar amount for this Shift Type rate.
You can enter an additional dollar amount to add for this Shift Type.

You can enter a number as a rate multiplier for this Shift Type. For example, for
this Shift Type the rate will be one and a half (1.5) times the standard rate.

3. Click the Save Changes button.

Skill Type
The Skill Types dashboard lists any existing skill types values.
Skill Types
F] & DOWNLOAD filter gr T
Actions Code - Description Active Priority
n o1 Word processing
n 02 Customer Communication
n FL Speaks a Foreign Language
n SP Speaks Spanish
. > » Page: 1 of 1 GO Page size: 4 CHANGE ftem1to 4 of 4

To create a new Skill Type record:
1. Go to HR Admin — Company Setup — Skill.
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2. Click the + New m button.

Skill Type:

Company Type Info Type Status
Company* Code* Active
] Brown's Auto Supply (BAR) (WEB1200) - Code -] No YES
Description Priority

Description Priority

Complete the information on the New Record screen as described in the following table:

Field / Button Description
Company section
Company Select the company if not already selected.

Type Info section

Code Enter a code for the Skill Type. This is a required field.

Description Enter a description for the Skill Type.

Type Status section

Active Set the Active Yes/No toggle switch to Active to make this code active. To set

the code to be inactive, set this to No.

Priority This optional field is used to control the order of the values that display in the
Skill Types dashboard. If left blank here, the values will be listed in alpha-numeric
order.

3. Click the Save Changes button.

To assign a skill type to an employee, go to the HR Admin — Employee Maintenance - Skills screen.

G e eecor

Employee skill Info
Company* skill Type 4 *
B Brown's Auto Supply (BAR) (WEB1200) - Please Choose (Represents BLAK] -

Employee* Notes

‘ a ‘ Marks, Jefferson (10) - Notes

Proficiency Percentage Years of Experience

Proficiency % 2 % Experience in Years
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Status Type

Note that Status Types cannot be added/edited. These are system values. However, note that you can use the
Active Yes/No toggles to make a specific status Active or not.

Status Types
Z & DOWNLOAD filter grid T

Code - Deseription Active Priority Indicates Active Employee
Active Active
FMLA FMLA
JuryDuty JuryDuty
LeaveOfAbsence LeaveOfAbsence
LongTermDisability LongTermDisability
MilitaryLeave MilitaryLeave
Seasonal Seasonal
ShortTermDisability ShartTermDisability
Suspended Suspended “ 2

Click on a row to see the details of a Status Type.

Status Type: [0

Company Type Info Type Status

Company* Code* Active

Brown's Auto Supply (BAR) (WEB1200) - Active = o =

Description Indicates Active Employee
Active ne =

Priority

Priority

Termination Change Reasons

This screen lists the possible reasons for termination of an employee. These codes are used on the Termination
Wizard screen when terminating an employee. Although you cannot add a new Termination Reason code, note
that the Termination Reason codes that do appear in the Termination Reason dropdown on the Termination
wizard can be set by the Admin on the HR Admin - Company Setup - Termination Reason screen, by setting the
Yes/No toggles in the Active column.
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|Termination Change Reasons |
Es & DOWNLOAD filter grid. T
Actions: Code = Description Active Priority
on test
InvoluntaryLayoff Involuntary Layoff
Involuntary TerminationDueToMiscenduct tion Due To
OtherSeeNotes Other/See Notes
ReleaseWithoutPrejudice Release Without Prejudice
Terminated Terminated
TerminationDueToDeath Termination Due To Death
TerminationDueToLayoff Termination Due To Layoff
TerminationDueToRetirement Termination Due To Retirement
TerminationDueToTransfer Termination Due To Transfer
Click on a row to see the details of a Termination Change Reason.
Termination Change Reason:
Company Type Info Type Status
Company* Code* Active
B Browns Auto Supply (BAR) (WEB1200) - Terminated = o vES
Description Priority
Terminated Priority
Workers Compensation
Workers Comp Type codes are used when classifying a worker as Workers Comp when the employee has been
injured on the job.
Workers Compensation Types |
m z & DOWNLOAD filter grid. T
Actions Code ~ Description Active Priority
n 7228 7228 Automobile
n 8303 8303 Automobile—Body Repair
" . > " Page: 1 of1 GO Pagesize: 2 CHANGE ltem 110 2 of 2

This section discusses the following topics:

e How to setup a Workers Comp Type

e Assigning a Workers Comp Type to an employee

e Workers Comp Type Reporting

Asure Software
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Setting Up a Workers Comp Type

To set up a Workers Comp Type code:
1. Goto HR Admin — Company Setup — Worker Comp.

Company Setup

£ Achievement

£ Certificate

£ Class

#+ Compensation Change Reason
LHEEO

&+ Employment

£ Ethnicity

£+ Frequency

£ License

£+ Pay Grade

#+ Pay Group

#+ Position

1+ Position/Org Change Reason
£ Review

£ Shift

£ skill

£ Status

Termination Reason
Worker Comp

2. The system displays the Workers Compensation Types screen, listing any existing Workers Comp Type codes.

Workers Compensation Types |

m 2 & DOWNLOAD filter grid... h g

Actions. Code ~ Description Active Priority

n 7228 7228 Automobile
n 8303 8393 Automobile—Body Repair
" « » » Page: 1 ofl GO Pagesize: 2 CHANGE Item 1102 of 2

3. Click on the + New button m to add a new Worker’s Compensation Type. The system displays the
Worker Comp Type New Record screen. Select a Company, if not already selected.

Worker Comp Type:

Company Type Info GL
Company* Code* GL Code
B Brownis Auto Supply (BAR) (WEB1200) - Code 6L Code
Type Status Description* GL Offset Tag
Active Description GL Offset Tag
No ves
Rating Other Info
Priority Stater E/D Group
Priority L Please Choose (Represers BLANK) - Please Choose (Represenis BLANK -
Rate Overtime To Reduce*
$  PRae None -

Experience Rating

$ | Experience Rating

4. Inthe Type Status section, mark the Workers Comp Type as Active or Inactive using the Yes/No toggles.
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5. The optional Priority is used if you want to assign the order of how the code appears in the dropdown later
when assigning an employee a Workers Comp Type code. If the Priority is blank, the system will display the
codes in alpha-numeric order.

6. Inthe Type Info section enter the Workers Comp Type Code and Description; these are both required fields.

Type Info

Code

7. Enter the remaining information if you have it in the Rating, GL, and Other Info sections of the screen. Note

that the only required field in this section of the screen is the Rating — State.

Worker Comp Type:

Company

Company*

B Brown's Auto Supply (BAR) (WEB1200)

Priority

Type Info
Code*

7228

VT - VERMONT

GL Code

GL Code

Type Status Description* GL Offset Tag
Active 7228 Automobile GL Offset Tag
No ves
Rating Other Info
Priority Stater

E/D Group

Please Choose (Represents BLANK

Rate Overtime To Reduce*

S 12156456 Nene -

Experience Rating

S ase1111M1

8. Click the Save Changes button

Assigning a Workers Comp Type to an Employee

Once Workers Comp Types have been created and marked Active, they are available to assign to an employee, if
required.

To assign a Worker’s Comp Type to an employee:

1. Go to HR Admin — Employee Maintenance — Employment Detail.

Employee Maintenance
& Emy e Summary

A L Il
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2. The system displays the Employment Detail screen.

tor Guide

Advanced HR 2.0 — Administr

Employment Detail

ADD Position/Organization

If you would like to add a Position/Organization record, please choose a company and employee to give a better context for the effective date that you will
be choosing. We will be copying information from the previous effective dated record, so please keep that in mind when choasing an effective date. You
for the same employee on the same day. The system can get confused on which one should be current/active.

If you wish to re-hire (or add any record) for an inactive employee, please use the top employee search to find the inactive employee rather than the
dropdown selection.

cannot pick a date that would become the first historical dated record for this employee. Also remember that it is NOT a good idea to have multiple records

New Hire/Termination

If you want to hire or terminate an employee, please go to the special
processing pages that are setup to help you with those respecive
processes.

& GO TO NEWHIRE | &< GO TO TERMINATION

Company* Employee*
B Brown's Auto Supply (BAR) (WEB1200) - &  Please Choose [Represenis BLANK .
Effective Date * Is this a RE-HIRE?
10/09/2019 i} N ves
LET'S BEGIN ADDING A POSITION/ORGANIZATION =)
£ & DOWNLOAD filter grid.

Y VANCED FILTER ¥

3.
Organization section of the screen.

When adding or updating Employee information, select the Company and Employee from the Add Position /

Employment Detail

ADD Position/Organization

If you would like to add a Position/Organization record, please choose a company and employee to give a better context for the effective date that you will

pick a date that would become the first historical dated record for this employee. Also remember that it is NOT a good idea to have multiple records for the
same employee on the same day. The system can get confused on which one should be current/active.

choosing. We will be copying information from the previous effective dated record, so please keep that in mind when choosing an effective date. You cannot

New Hire/Termination

If you want to hire or terminate an employee, please go to the special
processing pages that are setup to help you with those respecive
processes.

be

dropdewn selection.

If you wish to re-hire (or add any record) for an inactive employee, please use the top employee search to find the inactive employee rather than the

& GO TONEWHIRE | &« GO TO TERMINATION

Company* Employee*
B Brown’s Auto Supply (BAR) (WEB1200) ‘ & ‘ Marks, Jefferson (10} - ‘
Effective Date = I this a RE-HIRE?
10/00/2019 i) No ves
LET'S BEGIN ADDING A POSITION/ORGANIZATION <
= &DOWNLOAD filter grid. A ¢ ANCED FILTER ¥

Make sure you select the correct Effective Date for this update.
Click on the Let’s begin adding a Position / Organization button.
The system displays the Employee Detail screen.

In the Compliance section of the screen, select the Worker Comp Code to assign to this employee from the
dropdown.

EEO Category +
Please Choose (Represents BLANK) -
Waorker Comp Code 4+

Please Choose (Represents BLANK)

Or, you can also create a new Worker Comp Type Code “on the fly” here by clicking on the blue Plus sign.

8. Click the Save Changes button.
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Reporting on Workers Compensation Type Codes

As you enter more Workers Compensation Type Codes, you can run a standard report at any time in order to keep

track of them.

To run the Workers Compensation Type Report:

1. Goto HR Admin — Reporting — Standard Reports.

Reporting

&' Standard Reports
[£] Quick Report Writer

2. The system displays the Standard Reports screen.

3. Scroll down to the Workers Compensation Types report row.

Standard Report List |

2 & DOWNLOAD

Actions. Name - Description

filter grid

Gategory

Active

A@ll ADVANCED FILTERY

Available To

Workers C
| n .WOD’E;’S ©MP workers Compensation Types List Report

Company Setup

ManagersAndAbove |

Click on the green arrow Execute Report icon.

5. The system displays the Set Report Properties screen.

Set Report Properties

Workers Comp Types

Set Report Parameters '

Assign your parameters that will be used in the report execution
Company*

B Browns Auto Supply (BAR) (WEB1200) -

Confirm and Click
Confirm your information and click below.

> EXECUTE REPORT

n Asure Software
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6. Make sure you have selected the Company and click the Execute Report button at the bottom of the screen.

& Workers Comp Types

(5] 1 /1 a & a Qa q

Workers Compensation Types

3 Brown's Auto Supply (BAR)
Priority Code Description Active
7228 Automobile
7228 True
8393 Automobile—Body Repair
8393 True

Count - 2

10/9/2019 6:22:37 PM Page: 1

The system displays the Worker’s Compensation Types report.
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Creating New Users in Advanced HR 2.0

In this section (and the next) we discuss the following employee-related topics:

e The creating a new user manually process (Add New Hire) using the HR Admin — Company — User List
screen. See the section “Adding a New Hire Manually” below.

e The self-service setup process of adding a new user (Self-Service Setup) using the HR Admin — Employee
Actions — Self-Service Setup. See the section “Creating New Users with Self-Service Setup” below.

Important: For users, who are already existing client users in the Payroll system, their Advanced HR 2.0 user
accounts are automatically created the first time they sign into Advanced HR through the Evolution Single Sign
On (SSO) Sign In screen. Note that you do not have to create an existing payroll client user as a new user in
Advanced HR. You do, however, have to take additional steps to configure an existing payroll client user in order to
be fully functional in Advanced HR. See the section below “Additional Steps the Admin Needs to do to Configure
the Payroll Client User.”

Each topic is described below.

Adding a New Hire Manually

An Admin or a Manager can enter a new hire manually. Use this process where a new hire is not asked to complete
forms online and the Admin will complete all the required information for the employee.

Note: It is important to note that adding a new hire is
a two-step process. The first step is to create the new
hire by inputting their information (name, address,
position, etc.). The second step is to create them as a
user in the system. This is important because without 1. Create a new hire

being a user in the system, they will not be able to 2. Create the new hire as a user
access their ESS or other Role-dependent

functionality.

Adding a New Hire Process:

To add a new hire manually:

1. Navigate to HR Admin — Employee Actions — Add New Hire.

Employee Actions

&4+ Add New Hire
I'E'S'Fﬁfle BEervIice sSetup

&x Terminate Employee

2.  When the user selects the Add New Hire option, they are taken to the New Hire Process wizard. This wizard
walks the user through the process of manually adding the employee. The New Hire Process wizard is similar
to the Onboarding Prep workflow. If the user has not selected a company, they will be prompted to do so.
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New Hire Process

STEP 1 - Type of Hire
The information below helps to guide you through the rest of the New Hire process.
Company*

B Brown's Auto Supply (BAR) (WEB1200) -

Tax Form (Type of Hire)* Hire Date *
W2 -Employee - 10/09/2019 ]
Position 4= Employee 1D
Please Choose (Represents BLANK - 95
Add New Hire screen
Position4* | Eil

Please Choose (Represents BLANK) - ‘

Please Choose (represenis BLANK)
150 - Baker

158 - Driver

Employee - Employee

10 - Front Desk

03 - Front Desk

20 - Lawn Care

01 - Mechanic

Note: Required fields in Advanced HR 2.0 are indicated with a red asterisk (*).

Hire Dat
10/09/2019

STEP 1 — Type of Hire

3. Complete the fields on the Add New Hire screen — Step 1 — Type of Hire section per the following table.

Field / Button Description

Company * Select the Company, if not already chosen.

Tax Form (Type of Hire) *  Select the Tax Form the employee will use depending on which employee type
the new hire is.

e W2 -Employee
e 1099 - Contractor
The Tax Form may have been set to default to one value for this company.

Hire Date Enter the date of hire or select the date using the calendar. The Hire Date can be
the current date, a future date, or a past date.
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Field / Button Description

Position * Select the Position the new hire will fill from the dropdown menu, for example
CSR - Customer Service Representative. The list of Positions will vary by
company.

You can also add a new Position on the fly by clicking the Blue Plus Sign + icon.

positionf}

Please Ch resents BLANK)

When the Blue Plus Sign is selected, a popup window displays to guide the user
through creating a new position. You can enter a Code, Title, and select the
Status for the new position.

|Add Position Type |

Type Info Type Status
Code* Active
[ -
Title Priority

Title Priority

If you add a Position Type on the fly above, click Save when complete. The new
position will now be available.

Administrators create Positions for a company using the HR Admin — Company
Setup — Position screen.

Employee ID * The system should fill in the Employee ID field automatically with the next
available employee number for the company.

* = Required Field

« Note: Throughout Advanced HR 2.0, when a field is completed correctly, it changes from a red “X” to a
green check mark.

4. Click the Let’s begin New Hire button at the bottom of the Add New Hire screen.

LET'S BEGIN NEW HIRE -’
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Result: The system redisplays the screen with a series of sections the user completes with the new hire

information:

e  Profile information (name, address, SSN...)

e C(lassification (gender, ethnicity, education...)

e Compensation (pay type, frequency, rate...)

e  Payroll & Benefits information

Advanced HR 2.0 — Administrator Guide

e  Employment information (position status, DBDT (ORG) level, reports to...)

e Emergency contact information

e User (used to link new hire to existing user)

o By using the Quick User Add function

e  User custom defined fields

e Integration

Each section is described below.

STEP 2: Fill out Employee Information

Profile section

Enter the new hire’s name, address, Social Security Number, birthdate, and email and phone contact information.

Name
Prefix

STEP 2 - Fill out Employee information
Complete each section. Don't worry, we'll tell you if you forget anything important.

First Name*
First Name
Middle Name
dle Name
Last Name*
Last Name

Suffix

Nickname

name

Classification
Gender*

Please Choose (Represents BLANK

Marital Status

Please Choose (Represents BLANK

Ethnicity*

Address
Address Line 1%

ress Line

Address Line 2

ressLine 2

City*

Cit:

State*

Please Choose (Represenis BLANK

Zip Code*

Military Service
Military Reserve

Declined To Disclose - N/A

Veteran*

Please Choose

D
33N+

23-45-6789

Birthdate *

Birthdate

Clock Number

Contact Info
Email

Home Phone

i & | 123.456.7890 x12

Work Phone

& | 123.456.7890 x12

Cell Phone

& | 123.456.7890 x12

Note the required fields (marked with a red asterisk): First and Last Name, Address Line 1, City, State, Zip Code,

SSN, and Birthdate.

We have improved the system handling of 1099 Company/Employee Names and the EIN/SSN data collection
during the add new hire process and during the onboarding process. This adds the ability to designate a 1099

Employee as either an SSN or EIN.
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For example, when adding a new hire (HR Admin — Employee Actions — Add New Hire), in the ID section of the

screen, the user can use the toggle switches to have the system correctly format either the ID field as an SSN field
or as an EIN field:

D

456-05-4814

Identification Number Type EIN SSN

Birthdate *

Classification section

Enter the new hire’s gender, ethnicity, and veteran status, if applicable.

Classification | Military Service

Gender* Military Reserve

Please Choose (Represents BLANK) - Declined To Disclose - N/A

Marital Status Veteran*

Please Choose (Represents BLANK) - Please Choose -
Ethnicity*

Please Choose (Represents BLANK) -

Education Level

Please Choose (Represents BLANK) -

Compensation section

Enter the new hire’s pay type and rate information.

Compensation
Pay Type*

S - Salary

Rate (Hourly or Salary per pay period)*

$  Rate

Some of these fields may default in from the Company Setup.
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Payroll and Benefits sections

Complete the new hire’s payroll and benefits information.

Payroll | Benefits

Pay Frequency* Eligible For Benefits

Biweekly - Bi-Weekly hd Eligible For Benefits s
Standard Payroll Hours Medical Coverage Offered

Standard Hours None - No Medical Coverage Offered -

Benefit Class / Eligibility Group

Please Choose (Represents BLANK) -
Enter the tax related information, Federal and State.

Taxes |
Federal Tax State Tax
Federal Marital Status* Allowances State*

Choose - Allowances Please ChoOSe (Represens BLANK) -
Federal Tax Type SUI State® SDI State*

None - Please ChoOSe (Represents BLANK) - Please Choose (Represents BLANK -
Federal Tax Status State Marital Status* Allowances

Include - Withhold Tax - Please Choose - Allowances

State Tax Type

None ~

State Tax Status

Include - Withhold Tax -

Employment section

Enter the new hire’s employment information: position, DBDT information, compliance information and who the
new hire reports to / supervisor.

Employment
Position/Status Organization compliance Reports To/Supervisor

Employment Type* Division* EEO Category + Reports To 1

FullTime - Full Time - Please Choose (Represers BLANK) - Please Choose (Represents BLANK) - Please Choose (Represents BLANK -
Status* Branch* Worker Comp Code + Reports To 2

Active - Active - Please CNO0Se (Represents BLANK) - 7228-7228 Automobile - Please ChoOSe (Represents BLANK -
FLSA Classification® Reports To 3

NonExempt - Entitled To Overtime Pay (FLSA) - Please Choose (Represents BLANK -
Eligible for Rehire Supervisor (SC) €@

" Supenorse
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Emergency Contact section

Complete the new hire’s emergency contact information (contact type, name, address, email, and phone
information).

Emergency Contact
Name/Type Address Contact Info
Contact Type Address Line 1 Email

Spouse, Mother, Fathe Address Line 1 &  youremail@domain.com
Priority Address Line 2 Home Phone

Priority Address Line 2 & 123.456.7890x123
First Name city Work Phone

First Name Gity . 123.456.7890 x123
Middle Name State Cell Phone

Middle Name Please Choose (Re; ~ . 123.456.7890 x123
Last Name Zip Code

Last Name Zip

User section

The User section is where you can link the new hire to an existing user. You are basically doing two tasks; you are
adding a new hire and you are also making the new hire a user in the system.

e  You can select an existing user in the Select existing user dropdown, if you have already created them.

User
Select existing user (type to search)
= type to search

QUICK ADD USER

e  Or, and more commonly, if the user does not already exist, by using the Quick Add User function, you can
quickly add a user and assign them a role for access to the system.

Click the Quick Add User button, and the system displays the Quick Add User screen. Since, as mentioned
above, you have to create a User in the system, this ability will save time. Clicking on the Quick Add User
button, a pop up will open for you to enter a Username (email address), Assign a Role (security), enter
Contact info, and a Timezone. You can even Send a Welcome Email from this pop up that will give
instructions to the new hire on signing into their ESS, if appropriate to do so at this time. Click Add User

when complete .
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. You can create a Username, edit contact
Quick Add User 3 . !
info, and set a time zone.
Remember that usemames (emails) must be unigue to the sytem. We will verify that your new user isn't already being In the A!Sigﬂ a Role dropdown, YOU'” see
used . . .
the Roles that are associated with this
This is meant as a quick way 1o add a user to the system with the most important Nelds. If other details about the user are

10 De entered, please visit the User List page after completion here 1o review or add those other details company. As with all user roles, this will

. allow the user a level of access to the
system that is dependent on their
function within the company.

Send Welcome Email Last Name* e
— In addition, you can Send a Welcome

Email. The Welcome Email will instruct
the new employee how to access Self-
Serve Onboarding.

Agsign & Role Timezone*

Please Choose a3 BLAN - Pleage Choose

Click the blue Add User button when complete. You'll be taken back to the Employee Summary screen. Remember
to click the green Link User button to link:

Use the Link User button to link:

The User The Employee The Company

Note: Remember that usernames (emails) must be unique to the system. Advanced HR 2.0 will verify

that the new username is not already being used. Quick User Add is meant as a quick way to add a user
to the system with the most important fields. If other details about the user are to be entered, go to the
HR Admin - Company - User List screen after completion to review or add other details.

User Defined/Custom section

This optional section is for creating any user defined fields.

|User Defined/Custom |

Memo 1 Memo 3

Integration section

This section is used to integrate the new hire with other systems such as SwipeClock.
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Save Options
When all the information has been entered on the Add New Hire wizard screen sections, the user has the
following three options:

e  Submit New Hire — submits the new hire information into the system

e  Submit New Hire and start another — complete this new hire and start the add new hire wizard for a
different employee

e | did something wrong...let me start over — cancels the information you entered so far and does not save
the new hire

SUBMIT NEW HIRE &

If the Submit New Hire button is clicked at the end of the Add New Hire wizard process, the user is taken to the
Employee Summary Dashboard.

[Employee Summary |
Actions Name -~ Emp ID Status Employment Organization Structure Position Hire Date Reports To 1 EPO Link Tax Form
u Baker, Don 22 Active Full Time West Port, East Front Desk 04/23/2019 ® w2
u Baker, John 91 Active Full Time West Port, East Lawn Care 08/15/2019 Garcia, Meonique (=] w2
n Baker, Tammy 20 Active Full Time West Port, East Mechanic 12/20/2018 Jones, Edward @ w2
u Blaine, Betty 23 Active Full Time West Port, East Front Desk 01/29/2019 [©] w2
u Brown, Stephen 2 Active Full Time West Port, East Baker 06/15/2013 (=] w2

Employee Summary screen

The new hire is now an employee and ready to go.

From here, the user has the option to do a number of things:
e  Review any employee information by clicking on their name
e Add another new hire
e  Start the Self-Service Setup — invite the new hire to the employee self-serve functionality
e  Start the OnBoarding process preparation
e The user can also Download the employee list into an Excel spreadsheet

e  Start the termination process by clicking on the red icon under Actions

If you used the Quick Add button, you may want to add additional details about the user later or just to review the
details. If so, go to the Company — User List screen.

To learn how to Terminate an employee, see the section in this guide Terminating an Employee.
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Creating New Users with Self-Service Setup

Self-Service Setup is an HR Admin — Employee Actions menu option that allows for multiple employees to be
given access to Employee Self-Service en-masse (in mass) or batches. This will create users for all selected
employees and attach the user to the Employee Record. The Self-Service Setup process is described below.

It’s important to note that Self-Service Setup is different than Onboarding Prep (sometimes also referred to as
Self-Service Onboarding), which is the process where an Admin will start and the new hire will then complete the
onboarding process themselves online. The terminology of these two items can be confusing. The Onboarding Prep
process is discussed in the next section of this guide.

Note: When a company is cutover, the employees’ information will be migrated to Advanced HR 2.0
from Evolution Classic. However, the employees will still need to be created as users in the system. If an
employee is not also a user, they won’t be able to access their company’s Dashboard. Self-Service Setup
allows you to setup employees en-masse for user creation. You can choose one employee or multiple
employees.

Advanced HR 2.0 will keep track of employees that have been onboarded, but have not yet been invited to
Employee Self-Service functionality.

Using Self-Service Setup, you can invite any number of employees (one or multiple) to sign-in and access their
Employee Self-Service Portal.

1. Go to HR Admin — Employee Actions — Self-Service Setup:

Employee Actions

&+ Add New Hire
& Self-Service Setup

% | erminate Employee

2. The system displays the Self-Service Setup Dashboard.

Use the Self-Service Setup screen to choose a company, assign default settings, and confirm the list of
employees to be setup for Self-Service. The default list of employees includes all currently Active employees
who do not have Self-Service setup for them. If the employee does not currently have an email address on
record, they also will not appear in this list. If there are employees initially listed on the Excluded list, these
employees have something invalid about them such as duplicate email addresses. Once the process is started,
it will also verify any duplicate emails as this is used for the Username in the system.
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Self-Service Setup
Company/Employees
Choose a company, assign default settings, and confirm list of employees to be setup for Self-Service. The default list of employees includes all currently employees who do NOT currently have Self-Service setup for them. If the
employee does NOT currently have an email address on record, they also will not appear in this list. If there are employees intially listed on the EXCLUDED TSt these employees have something invalid about them such as duplicate email
addresses. Once the process is started, it will also verify any duplicate emails as this is used for the USERNAME in the system.
Company*
B Browns Auto Supply (BAR) (WEB1200) M

Default settings for new Self-Service users
Send Welcome Email Timezone*

o ves Please Choose (Represents BLANK) -

Assign a Role*
Please Choose (Represents BLANK) -

Employees to be setup with Self-Service Employees EXCLUDED from Self-Service setup
Employee Email Employee Email
Jones, Hale (19) halejones123@mailinator.com T
jones, bob (94) bobjj238 @mailinator.com w

SETUP SELF-SERVICE

6.

Select a Company (if one is not already selected) that you want to perform the Self-Service Setup for.

In the Default settings for new Self Service users section of the screen, you can use the Yes/No toggles to
have a Send Welcome Email. If you set this to Yes, an email will be sent to each employee with instructions on
how to sign into Advanced HR 2.0 and set their password.

Default settings for new Self-Service users |
Send Welcome Email

NO YES

Select the Company’s Timezone.

Timezone*

Please Choose (Represents BLANK) -~
Assign a Role*
Please Choose (Represents BLANK) -

You can Assign a Role to the employee(s). Select a Role from the dropdown and that Role will be assigned to
all employees that are involved in the Self-Service Setup.

Assign a Role*

‘ Please Choose (Represents BLANK) - ‘

Please Choose (represents BLANK)

WEB1200 - BaseAdmin (Level=50)
WEB1200 - BaseAnonymous (Level=0)
WEB1200 - BaseManager (Level=25)

WEB1200 - BaseUser (Level=10)

Important: Best Practice is to initially assign a Base User level role to everyone. After the employee has
completed their self-service setup, an Admin user can then assign any additional roles that may be required
for that specific person.
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7. The next step is to designate the employees to be setup with Self-Service. You can edit the list of employees.

| Employees to be setup with Self-Service | | Employees EXCLUDED from Self-Service setup |
Employee Email Employee Email
Jones, Hale (19) halejones123@mailinator.com \f
jones, bob (94) bobjj238 @mailinator.com i}

The default list of employees (Employees to be setup with Self-Service section shown on the left side of the
screen) includes all Active employees who do not currently have Self-Service setup for them. If the employee does
not currently have an email address on record, they will not appear in this list.

To exclude an employee, in the Employees to be setup with Self-Service section on the left side of the screen, use
the Trash Can icon to the right of their name. When you click on the Trash Can icon, their name is moved from the

left side of the screen to the Employees EXCLUDED from Self-Service setup section on the right side of the screen.

For example, in the above, you can see that Bruce Banner has been excluded from the self-service setup.

8. Once everything is complete, click the Setup Self-Service button at the bottom of the screen.

9. The Welcome Email is sent to all the employees that were designated for Self-Service Setup, which provides
them with instructions on how to sign in and access their Advanced HR 2.0 Employee Self Service Portal.

a |

Welcome User/Password Notification Inbox  x

Advanced HR <AdvancedHR@asuresoftware.com> 9:50 AM (0 minutes ago) -

Welcome to your HR portal of the future. Your username is: € !

To protect your security the system requires strong passwords. Please make sure your password includes at least one number, one non-alphanumeric character, one upper and one lowercase
character, and that it is between 7 and 30 characters without including any blank spaces

If you haven't used the system before or would like to change your password, please click on or paste the following link into your browser to change your password. This link will expire, so if you
don't make your change while the link is still active, please request another reset from your administrator.

I https:/isystems.evolutionadvancedhr.com/ChangePassword.aspx?changekey=d06d9ec6-2¢38-4be0-af23-3e515ac68232 I

After clicking the link above to change your password, this link should NOT be subsequently used to login to the application. If you wish to login to the application at a later time please use:

https://isystems evolutionadvancedhr.com/Secure/Home. aspx

Note: The email link on the Welcome Email sent to the employee will expire in 24 hours.
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Contained within the Welcome email are instructions for the employee to sign into the system and set their
password. The wording of this Notification can be edited in HR Admin — Communication — Notifications.

Notifications
Notification System is ON and ready for use

Employee Onboarding - Employee Onboarding - Standard - Standard Events -

£ @ DOWNLOAD filter grid T

Actions Category - Name Active Recipients Delivery Description

| Employee Onboarding  Employee Onboarding Invitation Target Employee Delivery when event ocours Invitation to new Employee to begin Onboarding process

Employee Onboarding Complete

N Target Employee ~ Reports To 1 Delivery when event occurs Employee Onboarding process has been completed by Employee

Employee Onboarding

Ll Rl > » Page: 1 of1 GO Pagesize: 2 CHANGE Item 1102 of 2

Click on the Employee Onboarding Invitation notification row.

Form Template @

i RESET TEMPLATE BACK TO DEFAULT

Subject

[COMPANYNAME] - Employee Onboarding Invitation

Body

7~ B 1 u = § | &  xm  ROBOTO~ | 1av % O

it
iii
L]
aQ
©

[COMPANYNAME]
Position: [POSITIONTITLE]
Employee: [DISPLAYNAME]

Thank you for your interest in our company.

We welcome you to our Employee Onboarding process. Please click the link below to get started

If you have any questions please contact Jennifer At ###%.

[PAGELINK]

Notification functionality is reviewed earlier in this guide.

Onboarding Prep Process

The Onboarding Prep process (also referred to — perhaps confusingly — as Self Service Onboarding) is the process
where the Admin will start and the new hire will then complete the onboarding process themselves online. The
bullet points below summarize the difference between the two methods:

e By going to HR Admin - Employee Actions - Self Service Setup, the user can send a mass welcome email,
with self-service instructions to all new hires that have not gone through onboarding yet. This task was
described previously in the Self-Service Setup Process section.

e By going to HR Admin — Onboarding - Onboard Prep, the user can enter basic information for the new
hire and send them a welcome email. This email will have a link and instructions for them to then
complete the new hire information themselves online. See the next section of this guide: Using
Onboarding Prep to Start Self-Service Onboarding.

Once the welcome email is sent, the user can keep track of new hires through the Onboarding Dashboard. Let’s
first discuss how you can use the Onboarding Question Bank and Task List to impact the Onboarding Prep process
itself, which we describe in the following section.

n Asure Software 10/28/2019



EVOJHEE(R)EI’] nev Advanced HR 2.0 — Administrator Guide

Onboarding Question Bank

Custom questions can be added to the new hire onboarding process. Questions can be Yes/No, Free Form Text,
Data, and Multiple Choice answers. Questions can also be used across multiple job postings.

Go to HR Admin — Onboarding — Question Bank to setup any questions that you want to ask the new hire.

Onboarding

e [ask List
= OnBoard Prep
& Onboarding Dashboard

Question Bank
m c & DOWNLOAD filter grid. T

Actions QuestionTitle ~ Question Type Question Text. Sequence Active
n Size Multiple Choice Whatis your uniform size? 1
" « » » Page: 1 ofl GO Pagesize: 1 CHANGE Item 1to 10f 1

Click on a question row to see the Detail screen for that question.

Question Bank: m

Company Question
Company* Question Title*
B Brown's Auto Supply (BAR) (WEB1200) - Size
Type/Status Question Text
Question Type* What is your uniform size?
4-Multiple Choice -
Active
y
No ves
Sequence* Muttiple Choice Answers
1 2 small o)
Is Required medium &
No ves
large o)
xlarge W

New Multiple Choice Answer

/Answer Text Here n
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Onboarding Task List

This is where you set up unique Onboarding experiences by position and view or edit the requirements for soon to
be onboarded new employees.

Onboarding Task List |
£ @ DOWNLOAD filter gr T
Actions Title « Description
n New Hire Onboarding New Hire Onboarding
n Seasonal New Hires Seasonal New Hires - no benefits docs and additional policy sheet.
« - » Page: 1 of1 GO Pagesize: 2 CHANGE ltem 1102 of 2

The HR Admin — Onboarding — Task List screen displays any onboarding tasks that have already been created.
You also have the option to:

e View or edit a particular onboarding task by clicking on it

o Delete an onboarding task

e Create a new onboarding task

Onboarding Tasks can include:
e Welcome notes
e Direct Deposit entry
e  Electronic W-4 and I-9 entry forms with e-signature
e  Custom questions that are specific to the Onboarding Task
e End notes
e A Background Check Authorization
e Company Documents (uploading of PDF’s)

Company Documents are uploaded using the HR Admin — Company — Company Documents screen. Once
uploaded, you can bring them in the Onboarding — Task List screen to be included in the Onboarding task.
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Onboarding Task List:

Company
Company*

B Brown's Auto Supply (BAR) (WEB1200) -

Task List

Title*

New Hire Onboarding -]

Description

New Hire Onboarding

Custom Doc Upload Note
List Documents

7~ B I U # & % x omozoTo- 12~ % A - @~ -

il
il
L]
=
a
)

Please provide a voided Direct Deposit Check for verification.

When setting up an Onboarding Task you have the ability to select a number of company tasks and documents to
be used for onboarding.

1. Go to HR Admin — Onboarding — Task List.

P
J Onboarding Dashboard

2. Tasks that have already been created are listed on the Task List summary screen. Click on a task to edit it.

Onboarding Task List |

m £ @& DOWNLOAD filter grid A

Actions Title + Description

n New Hire Onboarding New Hire Onboarding
n Seasonal New Hires Seasonal New Hires - no benefits docs and additional policy sheet.
" « > gl Page: 1 of1 GO Pagesize: 2 CHANGE ltem 1102 of 2
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To create a new Onboarding Task, click on the green + New button m on the summary screen. This displays
the Onboarding Task List dialog box where you can create a new onboarding task.

Onboarding Task List:

Company
Company*
B Brown's Auto Supply (BAR) (WEB1200) .
Task List
Title*
MNew Hire Onboarding =
Description

New Hire Onboarding

Custom Doc Upload Note
List Documents

7o B I U £ 5 ¥ x Goseto- e % A - E- - = = ®- T- ¢ O

Please provide a voided Direct Deposit Check for verification

Steps
Mark and setup the secticns below that you want included in this onboarding task list
Include Welcome Note Include Direct Deposits
NO YES NO YES
Include W4 Include 19
NO YES NO YES
Include Background Check Authorization Include Custom Questions
NO YES NO YES
Include Custom Document Upload Include End Note and E-Signature
NO YES NO YES

Include Company Documents

NO YES

Select/Change Company Documents

Documents
Privacy Policy - Privacy Policy.docx x
EE handbook.docx X
2019 Employee Handbook - Employee Handbook.pdf x
7e1578ec222ec6a9099ce74843948bdc74d88d20 X
840b91ca3eeb3646648alafacebe52c5b416ca0c x

Custom Question Selection
Choose Question and LINK to this task list

Please Choose (Represents BLANK -

% LINK QUESTION

Linked Questions
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Welcome and End Notes

s B 1 u -4 5 x X ROBOTO ~ Ta- % A - s - B I u -4 5 x X ROBOTO ~ 4w Al A -
= = = = =- T~ c 9 @ = - = = =v | TI- e 9
Welcome to Brown's Auto. Please complete the New Hire online Onboarding forms. If you have any Thank you for completing the New Hire Onboarding

questions during the process please reach out to the HR contact at HR@brownsauto.com We look forward to seeing you on your first day. Please bring with your your drivers licence and other
forms of ID.

Select the Company, give the task a Title and optionally, a Description.

When setting up an onboarding experience you can select any number of company tasks and documents to be
used for the onboarding process. Note our example below shows how the documents will be presented to the
employee for download, review, and e-signature, except the Background Check Authorization.

Stepn

Mark and setup the sections below that you want included in this onboarding task list

s Include Welcome Note

create the
Steps to he
included. o

_ ves inchude Background Check Authonzaticn
Remember
to List the Mo Inciude Company Documents

Inchude VW4

You can also Mo — Inciude Direct Deposits

Include 19

Documents SelectiChangs Company Documents
youfd I'Ike thE Employee Handbook pdi. Lether from the CEO._pdf b4
new hire to Saved Company Docurment Selection

Custom Doc Upload Mo
upload. — - -

List Documants
Letier from the CEQ: pdf

Plaans upkad the Sbowing deouments

Empizyee Randbook paf

All documents will be saved in the Employee Documents Folder along with the date, time, and name used for e-
signature.
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Remember, Onboarding Tasks can be general for all new hires or designed specifically for a particular position.

.

No Yes

MNe b

|

Using the No/Yes toggles, you can also
include:

* Custom Questions

¢ Custom Documents

* End Note

* E-Signature

Include Custom Questions

Include Custom Document Upload

Include End Note and E-Signature

Custam Do< Upload Nots

List Documents

Please upicad the following documents:

To add Custom Questions, go to
HR Admin - Onboarding
Question Bank.

Custom Questions allows the new hire to answer specific questions during their self-service onboarding. Questions

such as:
e Availability
e  Special interests

e Needs for success

Custom Question Selection

Choose Question and LINK to this task list

Please Choose (represents BLANK)

Linked Questions

Question Title

Type
Start Date Date
Interests Free Form Text
Availability Yes/No

Welcome Note and End Note

Sequence

1

2

3

B G &

For the Welcome Note email to be sent to new hires, make sure that in the Steps section of the Onboarding Task
List screen, the Include Welcome Note Yes/No toggle is set to Yes.

Steps

Mark and setup the sections below that you want included in this onboarding task list.

-

Include Welcome Note

n Asure Software
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Welcome and End Notes

The Welcome Note is the first

_— thing the new hire will see
' ¢bow o1 eec our HR Macager vl b when they logon to complete
their self-service onboarding.

The End Note is displayed End Notw
after the new hire has
submitted their information.

5.  When you are satisfied with your Task List, click Save Changes to save the Onboarding Task List. It can now be
used for Self Service Onboarding.

Once the Onboarding Task has been created, it can be used when you prepare (prep) an employee for Self Service
Onboarding.

The next sections discusses the actual Onboarding Prep process in detail.

Using Onboarding Prep to Start Self-Service Onboarding

To start the Onboarding Prep process, the first place you go to is to the Onboard Prep screen to begin the
onboarding process and get the new hire’s preliminary information into the system. With the Onboarding Prep
process, the user (you) will fill out the basic information and then the new hire employee will complete the process
themselves online.

This section describes how to perform the Onboarding Preparation Process for a new hire employee.

1. Go to HR Admin — Onboarding — OnBoard Prep.

Onboarding
? Question Bank

I = OnBoard Prep |

== Onboarding Dashboard

2. The system displays the Employee Onboarding Prep screen.
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|OnBoarding Prep Process |

STEP 1 - Type of Hire
The information below helps to guide you through the rest of the OnBearding process.
Company*

B Brown's Auto Supply (BAR) (WEB1200) -

Tax Form (Type of Hire)* Hire Date *
W2 -Employee - 10/10/2019 u:]
Position +* Employee ID*
Please ChooSe [Represents BLANK - 95

Onboarding Task List*

Please Choose (Represents BLANK) -

LET'S BEGIN ONBOARDING =)

3. Enter the basic employee preparation information, if not already entered. Note that the Tax Form, Position,
and Onboarding Task List are required fields. Remember, the Onboarding Task List includes the steps that you
want the new hire to complete, or documents that you want them to sign off on, before they can submit their
application.

4. When the correct information is entered, click the Let’s begin Onboarding button to be taken to the
Employee Information screens.

[STEP 2 - Fill out Employee information

Complete each section. Don't warry, we'll tell you if you farget anything important.

Profile
Contact
First Name* Last Name*
First Name B Last Name
Email*
= | youremail@domain.com

Compensation

Pay Type *
S - Salary -
Rate (Hourly or
s Rate
Payroll Benefits
Pay Frequency* Eligible For Benefits
Biweekly - Bi-Weekly - Eligible For Benefits i
Standard Payroll Hours Medical Coverage Offered
Standard Hours None - No Medical Coverage Offered -

Benefit Class / Eligibility Group

Please Choose (Represents BLANK -~

5. Enter the following information:
e  Profile information (First Name, Last Name, and Email).
The Email field is important as this is where the Welcome Email will be sent to invite the new hire to
complete their onboarding information.

e Compensation information (pay type and rate)
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Compensation
Pay Type *

S-Salary -

Rate (Hourly or Salary per pay period)®

S Rate

e Payroll and Benefits information, including Benefit Class / Eligibility Group.

Pay Frequency* Eligible For Benefits

Biweekly - Bi-Weekly - Eligible For Benefits i
Standard Payroll Hours Medical Coverage Offered

Standard Hours Mone - No Medical Coverage Offered -

Benefit Class / Eligibility Group

Please Choose (Represents BLANK -

e Taxinformation (State, SUI State, and SDI State — all required fields)

Taxes

State Tax
State*

Please Choose (Represents BLANK) -

SUI State* SDI State*

Please Choose (Represents BLANK) - Please Choose (Represents BLAMK) -

e Employment information (position status, DBDT level, compliance information and reports to/supervisor)

Employment
Position/Status Organization Compliance Reports To/Supervisor
Employment Type * Division* EEO Category + Reports To 1

FullTime - Full Time - Please Choose (Represents BLANK) - Please Choose (Represenis ELANK) - Please ChoOose (Represents BLANK
Status * Branch* Worker Comp Code + Reports To 2

Active - Active - Please Cho0Se (Represents BLANK) - 7228-7228 Automobile - Please ChoOse (Represents BLANK
FLSA Classification* Reports To 3

NonExempt - Entitled To Overtime Pay (FLSA) - Please ChoOS (Represents BLANK
Eligible for Rehire Supervisor (SC) €

no Superisor (SC)

e User information. (A new hire must also be set as a user in the system for security purposes.) While the
User field is not required at this time, it is recommended.
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|

Select existing user (yp By using the Quick Add User function, you can quickly add a
&  typetosearch user — create a username (email address) and assign them a

role for security rights access to the system.

QUICK ADD USER |

e User defined custom fields (use to create up to three custom fields).

6. Click the Submit OnBoarding Request button at the bottom of the screen when complete:

SUBMIT ONBOARDING REQUEST [&] SUBMIT AND START ANOTHER [&] LET ME START OVER 'O

Note: Remember that usernames (emails) must be unique to the system. Advanced HR 2.0 will verify
that the new username isn't already being used. Quick User Add is meant as a fast way to add a user to

the system with the most important fields. If other details about the user are to be entered, go to the
User List (HR Admin — Company — User List) page after completion here to review or add those other
details.

The new hire is now prepped for onboarding. The system displays the Onboarding Dashboard. See the next
section of this guide.

OnBoarding Dashboard

The OnBoarding Dashboard provides a summary for the Administrator of all employees who are in the process of
being onboarded — those who have had the Onboarding Prep process performed — described in the previous
section — and are now ready to go.

OnBoarding Dashboard
[E] onsoarpinG prep IR SINEY) filter grid Al ADVANCED FILTER T

Actions. Name/ID EmailAddress Status m - Hire Date Tax Form

n = Garcia, Jerome-(7) sestahfp@sharklasers.com Prepped _05/25/2018 02:29 PM 05/25/2018 w2

n = Loane, Tom- (24) tomloane@mailinator.com Erepped=01/30/20100750EM 01/30/2019 w2

n = | Parson, Jennifer- (30) Jenparson567@mailinator.com Prepped 05/14/2019 01:56 PM 05/14/2019 w2

n = | Black Bob-(33) bobblacknm?6@sharklasers.com Erepped=00/i2/20100C05EM 06/12/2019 w2

n = Harper, Jennifer - (26) jennifer harper234@mailinator.com WM 03/01/2010 w2

n = Bams,Mac- (93) Mac678Bams@mailinator.com WM 08/19/2019 w2
Requires Approval - 08/12/2019 08:21 PM

n Siou, Derick - (90) Dsioux780@mailinator.com 08/12/2010 w2
&=

W « - » Page: 1 of1 GO  Pagesize: 7 CHANGE ltem1t07 of 7

170 Asure Software 10/28/2019



Evolution® Hcwm

by ASURE

You can use the filter grid or click the Advanced Filter button at the top of the screen to filter the list of employees.

filter grid... T ADVANCED FILTER T

The Onboarding Dashboard allows you to:

e Send an Welcome Email by clicking on the envelope icon under Actions with sign in instructions for the
new hire so that they can complete their paperwork. If you hover the cursor over the button, the label
Send Onboarding Invitation will display.

The system then displays the Invitation Email screen.

Invitation Emalil

Resend an Onboarding Invitation email:

sestahfp@sharklasers.com

The email will contain information about starting their onboarding experience.

2= SEND INVITATION EMAIL X DO NOT SEND

Click the Send Invitation Email button.

e Delete the onboarding status record using the trash can icon.
e View a complete detail of the onboarding process by clicking on the employee’s name.
e Start a new Onboarding Prep process by clicking the blue Onboarding Prep button.
e Download the dashboard in a spreadsheet.
In our example, you can see that the employees shown are all in different statuses of onboarding.

OnBoarding Dashboard
E (UGG = & DOWNLOAD filter grid. Al ADVANCED FILTER Y

Actions. Name/ID EmailAddress Status m - Hire Date Tax Form

n =  Garcia, Jerome-(7) sestahfp@sharklasers.com Prepped -05/25/2016 02:29 PM 05/25/2018 w2

n = Loane Tom- (24) tomloane@mailinator com Exepped S01/30/201 00750 01/30/2019 w2

n = | Parson, Jennifer-(30) Jenparson567@mailinator.com Prepped ~05/14/2019 01:56 PM 05/14/2019 w2

n = Black Bob-(33) bobblacknm?6@sharklasers.com Erepped206/1 2/2U100C03BM 06/12/2019 w2

n = Harper, Jennifer - (26 jennifer.harper234@mailinator.com WM 03/01/2019 w2

n = Bams,Mac-(03) Mac678Bams@mailinator.com W”‘ 08/19/2010 w2
Requires Approval - 08/12/2019 08:21 PM

n Sioux, Derick - (90) Dsioux780@mailinator.com 08/12/2019 w2
]

" « B » Page: 1 of1 GO  Pagesize: 7 CHANGE ltem 1107 of 7
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For the New Hire, as stated earlier, they will receive a welcome email with a link and instructions on completing
their information. Information for them to complete will include:

Profile (any information that was not entered previously)
Classification (gender, ethnicity, education level...)

Taxes (federal, state, local)

Emergency Contact information (name, address, phone number...)
Direct Deposit information

W-4 setup*

1-9 setup *

Background check *

Company Document(s) (for download, review, *)

* = Electronic signature currently — future full E-Signature Verification capability.

In addition, for the sections concerning:

Taxes

Direct Deposits
W-4 information
1-9

Background check

Company Documents

The new hire will need to electronically each before they can proceed to the next section.

Manager/Admin Reviews and Approves the New Hire

For the Manager/Admin, they will need to use the Onboarding Dashboard to review and approve the new hire.

To display the Onboarding Dashboard:

1. Navigate to HR Admin — Onboarding — Onboarding Dashboard.

Onboarding

? Question Bank
L Task List

o OnBoard Pre
I L Onboarding Dashboard I

2. The system displays the Onboarding Dashboard summary page.

Reiuires ﬁiimval - 08/12/2019 08:21 PM

Sioux, Derick - (90) Dsioux780@mailinator.com

08/12/2019

w2
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From the Onboarding Dashboard summary page you can:

=
e Send an onboarding invitation by clicking on the envelope icon under the Actions column. This will
send an email with sign in information for the new hire so they can complete their paperwork.

i
o Delete the onboarding status record by clicking on the trash can icon - under the Actions column.

e View a complete detail of the onboarding process by clicking on the employee’s name.

[&] onBoARDING PREP

e Start a new Onboarding Prep process by clicking the Onboarding Prep button at
the top of the screen.

e Approve and create an employee whose Status is Requires Approval by clicking the Approve button

on the row for that employee.

Requires roval - 08/12/2019 08:21 PM

& & RESET STATUS

e  Reset the Status back to Started for an employee whose Status is Requires Approval by clicking the Reset

& T RESET STATUS

Status button on the row for that employee.

Employee Receives Access to Advanced HR 2.0 to Complete Onboarding

When an Onboarding Invitation is sent, the employee is given access to Advanced HR 2.0 to complete their
information and any Onboarding Tasks.

The employee receives an email similar to the following sample with a link to access the system:

EMAIL " COMPOSE " ToOoLS ][ ABOUT ]

« Backtoinbox | Reply | _Forwar d | _Show Original | Display Images |

iSystems Demo - Employee Onboarding Invitation

From: system@hrnext.com, To: Warren, Date 2017-05-08 15:02:11

iSystems Demo
Thank you for your interest in our company.

We welcome you to our Employee Onboarding process.
Please click the link below to get started.

https://isystems.evolutionhem.com/Onboarding.aspx?onboardingkey=egbga274-e8be-
46d9-b51d-bb2930300fco

When the link is selected, the employee will be taken to following screen to begin the Onboarding process:
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Onboarding

VERIFICATION - Enter Onboarding Key

‘You shauld have recived an emal with a unique link 1o your onbaarding experience. If you clicked that link fram the email or copy/pasted the link, this key
should be pro-filed in for yau. Ploase keap this link and/or key handy until you fully complete your onboarding experience. W will save infarmation along
e way, 8o if you need to leave and retum later, you you left off by using thi key.

& d9cT791-2234-45b7-b002-4de34ae51a21

The employee will be walked through completing their pertinent information. Remember, this information was
defined in the Onboarding Task List:

e  Profile (any information that was not entered previously)

e Classification (gender, ethnicity, education level...)

e Taxes (federal, state, local)

e Emergency Contact information (name, address, phone number...)
e Direct Deposit information

o  W-4setup*

e |-9setup*

e  Background check *

e Company Document(s) (for download, review, *)
* = Electronic signature currently — soon to have full E-Signature Verification capability.

When all information has been entered, the employee will have the option of submitting or going back and editing:

REVIEW - Final Step

Please review each section for accuracy and then click the Submit button below.

& Submit my Onboarding | did something wrong...Let me go back 0

Note: After each task is completed, the employee selects the Save and Continue button to proceed:

é Save and Continue | did something wrong...Let me go back 0

Once selected, a new task will open up.

Once the information has been submitted, the employee will get a Confirmation Screen:
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REVIEW - Final Step

Please review each section for accuracy and then click the Submit button below.

Success

Everything has been sent to us successfully. After things are reviewed, you will be contacted with next steps. Thank you.

Onboarding Documents

Any documents that were generated in the process will be avilable to you here. Feel free to download them. Don't worry though, because we will keep a record of them in the system for

you

Download Filename Size (KB) Category

D 2013_06_26_19_58_12_116.gpx 13 Onboarding-Company Document
@ 2017_04_19 1457 Meet Now.mp4 1547 Onboarding-Company Document
formbackgroundcheckauth.pdf 505 Onboarding-Background Check Auth
formig.paf 761 Onboarding-19

formwd.pdf 695 Onboarding-W4

Managers/Administrators Approve the Employee’s Onboarding

Base Managers and above roles can approve the new hire. Go to HR Admin - OnBoarding - Dashboard. To review
the employee’s onboarding information, click on their name.

OnBoarding Dashboard

(NGLIVOINTNZIE = | & DOWNLOAD filter grid A@ll ADVANCED FILTER T

Actions Name/ID EmailAddress Status [I3 ~ Hire Date Tax Form

n = Garcia, Jerome-(7) sestahfp@sharklasers com wzma 0220 PM 05/25/2018 w2
n = Loane Tom- (24) tomloane@mailinator.com %—m/au/zmg (Pl ] 01/30/201 w2
n = Parson, Jennifer-(30) Jenparson567@malinator.com wz‘m 0156 PM 05/12/2019 w2
n = | Black Bob-(33) bobblacknm?6@sharklasers.com %—oe/mzmg CHBFY 06/12/2019 w2
n = Harper Jennifer- (26) Jennifer harper234@mailinator.com WM 03/01/2019 w2
n = Bams,Mac-(33) Mac678Bams@mailinator.com W’” 08/19/2019 w2
Requires Approval - 08/12/2019 08:21 PM
n Sioux, Derick - (90) Dsioux780@mailinator.com 08/12/2019 w2
" « - il Page: 1 of1 GO Pagesize: 7 CHANGE ltem 1107 of 7

Note that we recommend that you use the Quick Add User feature.
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User
Select existing user (type to ssarch)
- type to search x

&+ QUICK ADD USER

This allows you to create a User in the system so that when they are eventually onboarded, they will already be in
the system as a user and ready to go. Make sure that the Send Welcome Email toggle is set to Yes and that you
Assign a Role.

Quick Add User

Remember that usernames (emails) must be unique to the sytem. We will verify that your new user isn't already being
used.

This is meant as a quick way to add a user to the system with the most important fields. If other details about the user are
to be entered, please visit the User List page after completion here to review or add those other details.

User Contact
Username™* First Name*
= Dsioux780@mailinater.com Derick
Send Welcome Email Last Name*
NO YES Sioux
Assign a Role Timezone*
Please Choose (Represents BLANK) - Please Choose (Represents BLANK) -

The role you assign will determine the new hire’s level of access. Click Add User when complete. An email will be
sent with details on how the new hire can access the system. Remember to click Save Changes before you return

to the Onboarding Dashboard.

Clicking on the Approve button back on the Onboarding Dashboard will allow the HR
Administrator to review and approve the employee’s information.

/al - 08/12/2019 08:21 PM
4

n Sioux, Derick - (90) Dsioux780@mailinator.com 08/12/2019 w2

n
& v APPROVE

&2 EsET STATUS

When the user is satisfied, they click Save Changes.

The employee is now fully Onboarded.
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Once onboarded, the employee will receive a Welcome User/Password Notification email similar to the following
sample. This email provides the sign in information for the new employee:

EMAIL " COMPOSE " TOOLS " ABOUT I

«Backtoinbox | Reply | Forward | Show Original | Display Images |

Welcome User/Password Notification

From: system@hrnext.com, To: Warren, Date 2017-05-08 16:45:28

Welcome to your HR portal of the future. Your username is: Warren@sharklasers.com

To protect your security the system requires strong passwords. Please make sure your password
includes at least one number, one non-alphanumeric character, one upper and one lowercase
character, and that it is between 7 and 30 characters without including any blank spaces.

If you haven't used the system before or would like to change your password, please click on or paste
the following link into your browser to change your password. This link will expire, so if you don't
make your change while the link is still active, please request another reset from your administrator.

https://isystems.evolutionhem.com/ChangePassword.aspx?changekey=7d1c82b8-081e-
433c¢-b395-9c6edfdacae8

After clicking the link above to change your password, this link should NOT be subsequently used to
login to the application. If you wish to login to the application at a later time please use:

https://isystems.evolutionhem.com/Secure/Home.aspx

Following the above link, the employee is taken to the Advanced HR Sign In screen:

Evolution® Hcm

by ASURE

Sign In

Username
‘ sername n‘
Password

Password 2 e

The employee’s view is based on their assigned level of access in Advanced HR 2.0. In our example, Warren was
given the “BaseUser” access level.

Note: Access level can be changed, but its default settings for new employees is set on the HR Admin — Employee
Actions — Self-Service Setup screen.
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Self-Service Setup |

Company/Employees

Company*

Send Welcome Email

o

Employee

Jones, Hale (19)

jones, bob (94)

B Brown's Auto Supply (BAR) (WEB1200)

Default settings for new Self-Service users

vES

Employees to be setup with Self-Service

Email

halejones1 23@mailinator.com

bobjj238@mailinator.com

Choose a company, assign default settings, and confirm list of employees to be setup for Self-Service. The default list of employees includes all currently

employee does NOT currently have an email address on record, they also will not appear in this list. If there are employees intially listed on the EXCLUDEDTIST, hese employees have something invalid about them such as duplicate email
addresses. Once the process is started, it will also verify any duplicate emails as this is used for the USERNAME in the system

Timezone*

Please Choose (Represen

BLANK)

employees who do NOT currently have Self-Service setup for them. If the

Assign a Role*

WEB1200 - BaseUser (Level=10)

Employees EXCLUDED from Self-Service setup

Employee

Email

Existing Payroll Client Users in Advanced HR 2.0

A payroll user is a client user who currently exists in Evolution Classic, in the Admin — Security — Users screen.

all -
g

Userld chuck

ey ~ (%

Bartowski

Charles

Browse Details |Gr0uns| Clients | D/B/DT |

User D=
chuck

Last Name*
B aowski

First Mame=
Charles

E-mail Address

chartonack B shatklazers com

Uses Signabue

| o spaces allowed)

Initial

HR Perzonnel
@ Yes ( Mo

Arcountant

8 | e

a2 < IR &

A payroll user is a client user who
currently exists in Evolution Classic:

in the Admin — Security — Users

Active Lzer=
[+ Yes T Mo
Passwod™ Confim Pazseo
Paszword Change Dale®  Security Level*
47260205 j Administraton screen.
Depattment™ Analybics Fetsonnel®
Operatiors | | |
Ulsed's sherentype™
" S4B intemal
" Web )
" Remole j

[v Evolution Payol

AHR User Type=
" Superhdmin " SBAdmin

& DOther

Note: For users, who are already existing client users in the Payroll system, their Advanced HR 2.0 user accounts
are automatically created the first time they sign into Advanced HR through the Evolution Single Sign On (SSO)
Sign In screen. You do not have to create an existing payroll client user as a new user in Advanced HR. You do,
however, have to take additional steps to configure an existing payroll client user in order to be fully functional in
Advanced HR. See the section below “Additional Steps the Admin Needs to do to Configure the Payroll Client

User”
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Evolut:‘gn'

Evolution Single Sign On (SSO)
= Sign In screen

Usemame

In Advanced HR 2.0, the username of the client user is stated as the email address in their user profile in Payroll.

User Profile in Payroll Username of the client user in Advanced HR
User D=
[no spaces allowed) f\ “No Company Selected* Kayla Tanch
o (9 _
prconpany  Sisceos o ==
artowski
]
. o,
Eall Address HR Fersonnel User List -al'-
chartowski@sharklasers.com| || % Yes " No
User Signature
B Load m 2 & Downboad coartowski v

Actions Username = Active Create Date First Name Last Name

Q- - - 3
Accountant

=l W - - Page 1 ol Go Pagesizer 1  Changs Item 1101 0f 1

However, it's important to note though, unlike a new regular Advanced HR 2.0 user, an existing Payroll client user
will always sign into Advanced HR 2.0 using their existing Payroll credentials. Refer to the following two sections.

Payroll Client User First-Time Sign In to Advanced HR

The first time that a Payroll client user signs in to Advanced HR 2.0, they will see an empty Advanced HR
Dashboard. They will not see any menu tabs or the company logo. It will also display “No Company Selected” at
the top right of the screen. The reason for this result is that the payroll client user in Advanced HR is not yet linked
to a company and has not yet been assigned a role(s). These two additional actions must be performed in order
for the existing payroll client user to be fully functional in Advanced HR.
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| *Mo Company Selected” | Charles Bartowski

= sharklasers.com |
& Sign Dut

Dashboard

The payroll client user, the first time signing in to Advanced
HR, will see a blank Dashboard and no menu tabs.

Additional Steps the Admin Needs to do to Configure the Payroll Client
User

The Admin will need to take the following additional steps to configure the Payroll client user for Advanced HR 2.0:

1. In Advanced HR, go to HR Admin — Company — User List and locate the user account. One way to do this is by
entering the user’s email address as the search term in the filter box in the center of the User List screen, as
shown below.

*No Company Selected”
¢ =
' company HR Admin- Quick Links- & Son 0w

B compon o ;-; J

User List ﬁ Enter their email address in the search filter box

Z | O Dovmload chartowski@sharklasers com h@l Advanced Filter 7
Actions Usemame - Active: Create Date [5 First Name Last Name
n = " chartowski@sharklasers.com Mo Charles Bardowski
W o Page: 1 of1 Go Pagesize: 1  Change ltem 1 to 1 of 1

=)

2. Enter the payroll client user’s email address into the Filter box and click the Filter button to the right .
Make sure that no company or employee is specified in the company search box or the employee search box
at the top of the screen.

3. The screen redisplays and should now show the username you are looking for. Click on the username. The
system displays the User List details screen for that user.
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User Into
e
&  chartowskshaniasers com

Create Date [

B

Contact

First Name

Cnaries

Last Name

Bartowski

Locked Out Until Date [

m

O Link the user to the
— company
Company Name PR
=3 e

| & Sl Procucton (KAV001)

Select existing comparny [type o search]
[ [— *

AOMINSTEION EVONDON ACTINSTAnON =
s Supsr Admin Payrodl Rights Granted
I Seraice Burean Admen Comparry Rights Granted
Empigyee Rights Granted
Employee
‘Company Name .
Add the appropriate role(s) to
the user
Roles
Role Level Company Name
KAY001 - BaseAdmin 50 A Small Producion (KAYD0T) |
KAYO01 - Basallser 10 A Small Production (KAY00) -]

4. Inthe Links section of the screen, under Company, use the Select existing company dropdown and link the

% Link Compan
user to a company using the Link Company button
5. Inthe Roles section of the screen, use the Select Roles dropdown and click the Link Role button to add the

% Link Rol
appropriate role(s) to the user .

In our sample above, the payroll client user has been linked to the A Small Production company and assigned

the roles of BaseAdmin and BaseUser.
6. Click Save Changes.

7. Go to HR Admin — Employee Maintenance — Employee Summary screen and locate the employee record

there for this user.

8. Scroll down to the Links section of the Employee Summary screen and search for the user by entering their

email address in the Select existing user dropdown.

Gender Emnicity

M- Make - 0 - Other =
Marital Status. Education Level
M- Manied - Please Choose momsarts 5L ™

Link the user account to the
employee record with the Link
User button

Military Service

Milisary Reserve

Declined to disclose - NA

Veteran

Declined to discloss - WA

User Defined/Custom

Links

Users linked to this Employee.

Username (email) Contact Status

chatowsksharkiasers.com Bafowséi, Charies En @

Select existing user (type o searcs]

& typeto searc £
(S o
Rodes for all Users.
Role Level  Company Name
KAYDOT - BaseAdmin 50 A Smal Production (KAY001)
KAYDO1 - Basalser 0 A Smal Procuction (KAY001)

% Link U
9. Link the user account to the employee record by clicking the green Link User button .

10. Click Save Changes.
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Result: Now, when the Admin returns to the HR Admin — Company — User List and locates the user’s account, the
Employee section is populated and shows that the user account is now linked to the employee record.

When the user next signs in to Advanced HR 2.0, they will see both the company’s logo (A Small Production in our
example) and the appropriate menu tabs (HR Admin, My HR, and Quick Links) at the top left of the Dashboard
based on their role(s). A sample is shown below.

A Small Proguction Charles Bartowski
= [ cow gz o=

@,

Production

HR Admin- My HR= Quick Links=-

B | & Smal Produckion (KAYDD1)

Dashboard
Company Announcements Birthdays
Bi Es
No Current Announcements for Company e e
Aprl 25 Joseghine, Ameena (30)
Aprl 26 Casey, John (03}
The payroll client user now sees Hars emes Hergan (04
May 13 Claricson, Alina (25)

the company logo and has the
appropriate menu tabs when B
signing into Advanced HR 2.0

Centificale Expirations

No Certificates expiring in upcoming months

Granting Evolution Payroll Access to an Advanced HR
User

A regular existing user in Advanced HR 2.0 will not have access to Evolution Payroll, unless the Admin takes
additional action as described below.

A high level summary of what the Admin does is the following (detailed steps are listed below). First, go to the
User List screen for the user and grant them Payroll, Company, and Employee Rights in the Evolution
Administration section.

Next, assign the user the company’s BaseAdmin role in order to be able to access Evolution Payroll.

The Admin sends a Reset Password email to the user (or the user can use the Forgot Password link) to change their
password.

Finally, the Admin assigns the company to the user in Evolution Classic.

The result of these actions are that the user will then be able to access
Evolution Payroll from within Advanced HR 2.0. The user will have an
Evolution Payroll link on the Quick Links menu.

Quick Links

$ Evolution Payroll

To grant Evolution Payroll access to an Existing Advanced HR 2.0 user:
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1. The Admin goes to the HR Admin — Company — User List screen.
2. Click on the row for the user to which you want to grant Evolution Payroll access.
3. The system displays the User List details screen for that user.

Advanced HR 2.0 — Administrator Guide

WESIW betterblan@mailinator.com

User Info Contact
First Name*
(ECIGEIEY = CHANGE USERNAME &
Betty
&%  betterblan@mailinator.com
Last Name*
Create Date [[Q5) Blaine
04/16/2019 03:30 PM EI
Timezone*
Active Hawaii (UTC-10:00)

NO YES

Locked Out Until Date [

Locked Out Until Date ]

Administration
Is Super Admin

No ves

|5 Service Bureau Admin

o ves

Evolution Administration
Payroll Rights Granted

Ne ves

Company Rights Granted

NO ves

Employee Rights Granted

Ne ves

4. Notice in the Evolution Administration section on the right, all three Rights toggle switches are set to No (red).
5. Change the Payroll Rights, Company Rights, and Employee Rights toggle switches to Yes (green) as shown

below.
WEEl@ betterblan@mailinator.com
User Info Contact Administration Evolution Administration
First Name* Is Super Admin Payroll Rights Granted
BELGENE] = CHANGE USERNAME |
Betty No ves e ves
= betterblan@mailinator.com
Last Name* Is Service Bureau Admin Company Rights Granted
Create Date [ Blaine No YES NO YES
04/16/2019 03:30 PM E!
Timezone Employee Rights Granted
Active Hawaii (UTC-10:00) e Y

No VES

Locked Out Until Date [

Locked Out Until Date s

6. Click the Save Changes button.

7. The system then creates this user in Evolution Classic.
8. The following additional steps need to be done. The first by the user (or the Admin) and the next two steps by
the Admin:

e The user will then need to change their password on the Single Sign On (SSO) screen. Or, the Admin can
have the system send a Reset Password email to the user by using the Reset Password function on the
HR Admin - User List screen.

e The Admin will need to assign the [CompanyCode] — BaseAdmin role to the user in Advanced HR so that
the user will be able to access Evolution Payroll. The admin does this on the User List screen, scroll down
to the Links section, the Select an Existing Role dropdown, select the role, then click the Link Role button.
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Company Employee
Company Name PR Company Name Name
Brown's Auto Supply (BAR) (WEB1200) [ aciive | || Brownis Auto Supply (BAR) (WEB1200) Blaine, Betty (23)
Select existing company (type to search)
Roles
B  typetosearch ®
Role Level Company Name
WEB1200 - BaseUser 10 Brown's Auto Supply (BAR) (WEB1200)

e  Finally, the Admin must sign on to Evolution Classic and assign the appropriate client to the user, similar
to the example shown below. Do this on the Admin - Security — Users, select the user, and then click on

the Clients tab.

Bmwsel Detailsl Groups  Clients I D/B/DAT I

Available clients

Selected clients

2ci < |Clname & 2loe <Ol name &
» EO0SC Kayla iy Kayla 2
_|1oa lce Cream Shack
3346 SCRAMBLED: Cathedral 160001591
4242 Wemohster Under The Bed - Dokt
_|BarbD BarbD - Shelburme Inn & Shoppes - ..
_|Betteanne  BE Shelbume Inn & Shoppes
_(Danyl Daryl- Shelburne Inn & Shoppes - Da
__|EvoPra EvoPro lnn & Shoppes
H27Es SCRAMBLED: Heaira 1600015330

Result: The user will then be able to access Evolution Payroll from Advanced HR, using the Quick Links - Evolution
Payroll menu item.

Quick Links

$ Evolution Payroll
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Terminating an Employee

Terminating an employee is a simple process in Advanced HR 2.0. You must have security access to do so — this
includes Super Admins, Service Bureau Admins, and Base Admins. You can only terminate an Active status
employee.

To terminate an employee:

1. Goto HR Admin — Employee Actions — Terminate Employee.

Employee Actions

&+ Add New Hire
& Self-Service Setup
Terminate Employee |

Note: Terminating an employee can also be accessed from the Quick Links menu item at the top of the
screen.

Quick Links ~

« 2+ Add New Hire
& Terminate Employee
3 OnBoard Prep

£ Payroll Data Cut-Over

2.  When the Terminate Employee option is selected, the system displays the Termination Process wizard. This

wizard will walk you through the process of terminating an employee.

|Termination Process |

STEP 1 - Employee Info

The information below helps to guide you through the rest of the Termination process. Remember, you can only terminate a current ACTIVE employee.
Company* Employee* Termination Date *
B Brown's Auto Supply (BAR) (WEB1200) - &  Please Choose (Represents BLANK) - 10/10/2019

]
LET'S BEGIN TERMINATION =p

3. InStep 1, select the Company, the Employee, and the Termination Date. The Termination Date will default to

the current date. However it can be changed by selecting the calendar icon.

Termination Process

STEP 1 - Employee Info

The information below helps to guide you through the rest of the Terminatien process. Remember, you can only terminate a current ACTIVE employee.
Company*

Employeer

Termination Date *
B Brown' Auto Supply (BAR) (WEB1200)

10/10/2019

- ‘ & ‘ Hasley, Chris (13) v‘

i
LET'S BEGIN TERMINATION =)

4. Click the Let’s begin Termination button.
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LET'S BEGIN TERMINATION -)

5. In Step 2, select the Status, Termination Reason, and if the employee is Eligible for Rehire. You can also add
any comments in the Comment editable field.

Termination Process

STEP 1 - Employee Info
The information below helps to guide you through the rest of the Termination process. Remember, you can only terminate a current ACTIVE employee.
Company* Employee* Termination Date *

- & | Hasley, Chris (1 - 10/10/2019 1]

B Brown's Auto Supply (BAR) (

STEP 2 - Fill out Termination information
Choose an appropriate status and optionally provide a reason and comment. Don't worry, we'll tell you if you forget anything important.

Employment
Status* Termination Reason Eligible for Rehire

Terminated - Terminated - Please ChoOSe (Represerts BLANK) - no ves

Comment

make a custom note about termination here.

z

SUBMIT TERMINATION @x 1 DID SOMETHING WRONG...LET ME START OVER "D

6. Click the Submit Termination button when complete.

SUBMIT TERMINATION @x

Note: After Terminating the employee, remember to adjust their User Security Role accordingly. Go to

HR Admin — Company - User List. Click on the user. If, for example, they were a Base Manager, that
level should be removed so they only have access as a Base User. If you choose, you can also delete or
make them inactive as a user.

Rehiring an Employee

When an existing terminated employee is being rehired you can update the employee Status from Terminated to
Active using the Rehire process.

1. To Rehire an employee, make sure you are first locked into that company and the employee using the
Company and the Employee search boxes in the upper-right section of the Dashboard:

Brown's Auto Supply (BAR) (WEB1200) x Marks, Jefferson (10) x

ﬁ HR Admin v Quick Links v & Mike Blake

2. If the employee is Eligible for Rehire, go to the HR Admin - Employee Maintenance - Employment Detail
screen. Since you are locked in, the employee’s name will appear in the Employee dropdown.
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If you did not first lock down the employee, then the terminated employee would not appear here in the
Employee dropdown on the Employment Detail field because only Active employees would normally display
here.

Employment Detail

ADD Position/Organization New Hire/Termination
If you would like to add a Position/Organization record, please choose a company and employee to give a better context for the effective date that you will be If you want to hire or terminate an employee, please go to the special
choosing. We will be copying information from the previous effective dated record, so please keep that in mind when choosing an effective date. You cannot processing pages that are setup to help you with those respecive
pick a date that would become the first historical dated record for this employee. Also remember that it is NOT a good idea to have multiple records for the processes.
same employee on the same day. The system can get confused on which one should be current/active.
If you wish to re-hire (or add any record) for an inactive employee, please use the top employee search to find the inactive employee rather than the
dropdown selection.
Company* Employse*
B Brown's Auto Supply (BAR) (WEB1200) - &  Marks, Jefferson (10) -
Effactive Date * Is this a RE-HIRE?
10/10/2019 Q NO YES

(=4 & DOWNLOAD filter grid A g ADVANCED FILTER T

Select the Effective Date for the re-hire.

Set the Is this a Re-Hire? toggle switch to Yes.
Click the Let’s begin adding a Position/Organization button.

o v AW

The system displays the Details screen. Update any necessary fields and set the Status field to Active.

Paosition/Status

Position*

01 - Mechanic -

Employment Type*

FullTime - Full Time -

Status*

Active - Active -

7. Click the Save Changes button .

The employee is now an Active employee. You can verify this by viewing the employee’s status in Evolution Classic.
Go to Employee — Employee — EE Entry tab:
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9 S ystems

2 5B Admin

0000 606 6 (P)(%)

Q-@-

— Longbottom, Jasper EE CODE WR Shelburne Inn & Shoppes
[ ain o= 144 o WR Shelburme Inn & Shoppes

U] 5B Reret g8 pionse & £ Eny | Detat| o Adktess| 53 W B Fedonl| 2 Nots| @@ HR| T 404 | [E] Docunents | (53 MaRoom | & selfServe |

ly
B . .
Breeew [ g o W
7] Clent
LERL, SoN= EE Code= Py Rmmeme Sl Federal Martal Status:
1] Company 655654550 [Biwecky = | & Single " Maried
e Last Name = Selary Amount Average Hours Federol Dependents™
ua Employee [ Longootiom ] [ I[ | [ o
o HAModde | Fisthame= M Rlate Nurber = Rate Amaurt>
= = ] )
Pzl Address 1= Postion for Pay Grade. Pay Grade 5:;‘?' =
&) Pael [1 Exploding Fostat | [ | =l
; Address 2 E/DT‘ o
=l || -
= sul
& Operctions Ciy= Staie*  Zip=
[Thepes ‘ 05248 | Healthcare Coverage™
7 Taspmits [y ot Gaderm o ER P InssHot it~ Stale Maital Status=  State Dep
1 Taveoon: [ H:| [Mae ] Dependent Coverage Avaiable Eligibe for Bensfits
A Ta
Date of Bith County Mo = =
=\ [} Assian Locals
L7 Mise [5een/1938 51 ) |
Elhnicity> Trbe TaborDataul (\L’D'k Flilms P
(e roan ot < | | Yo O
&5 Aissign D/B/DST -
Division Rctal Shelbume Inn Store |
Current Hire D ate Original Hire Date Branch Cheese Cheese Shoppe Reciprocal State
2172018 I | EEET = Department Taster | [Cheese Taster I |
Current Term Date: Eligible for Rehire * Team
272072018 == -
Default W
Curent Stalus Code ‘ =
[Active | —
Defout Job
Position §tatus = ‘ _"
-
Union

Note: If the system displays a non-eligible for rehire message when you attempt the Rehire process, the system is
letting you know that when they were terminated, the employee was marked as Not eligible for Rehire.

You should investigate this first. To proceed, if you need to update this in order to complete the rehire, go to HR
Admin - Employee Maintenance — Employee Summary, and select the terminated employee. Scroll down to the
Employment section and change the Eligible for Rehire toggle switch from No to Yes, then Save your changes.
Then you can go back and complete the Rehire process.

Payroll Employment Benefits
Pay Frequency* FLSA Classification* Eligible For Benefits

BilWeekly - Bi-Weekly - NonExempt - Entitled To Overtime Pay (FLSA) - Eligible For Benefits ]
Standard Payroll Hours Eligible for Rehire Medical Coverage Offered

40.00 Ho YES None - No Medical Coverage Offered -

Also be aware that the Rehire process does not activate the new hire self-service onboarding process. The
employee will not be prompted to perform online forms or any tests.
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Appendix 1: Glossary of Terms

A New Vocabulary
As with any new product, Advanced HR 2.0 introduces
some new terms that you should become familiar with. Exgg‘g‘:‘g EE%& ﬁ\? §§Em o s‘m
ask L8 eco homyag nes Bt 5;%."&*”‘,
V

Term

Alternate Rate

Anonymous Role

Applicant Tracking

Application Version

Base Admin Role

Base User Role

Clone a Role

coIIocatTorlsWaeam'nq Choose\nisvn.mcm* €3

g voCabulany: i

Description

This menu option displays employee's additional rates when the employee has
multiple rates. See Compensation.

The first default security level in Advanced HR 2.0 (Anonymous) is for someone
who is unknown to the system — who has no security level access set. This could
be an applicant who is filling out an onboarding application or someone who
isn’t assigned a role in general.

Users that are not signed in are anonymous users — and thus can only see the
pages that do not require signing in — specifically the application and onboarding
sections of Advanced HR 2.0.

Permissions are assigned to the anonymous user role to suppress visibility or
make fields required by applicants or onboarding candidates.

The Applicant Tracking module of Advanced HR 2.0 allows users to post jobs,
monitor applicant status, set communications, and create a library of questions
for various job postings.

Part of the Applicant Tracking system; before a job can be posted, the user must
first create an Application Version. An Application Version is a set of parameters
that can be created, titled, saved, and attached to any number of Job Postings,
thus streamlining the process.

When a user who has been assigned a Base Admin signs in, as with any other
role, they will be taken to the Dashboard. The Dashboard for a Base Admin is
similar to the Base Manager but also contains additional menu items and
functionality. This role is most likely the highest end user role you (the Service
Bureau) will assign at the client level.

The Base User role is what every user should be set to. When a user who has
been assigned a Base User signs in to Advanced HR 2.0, they are taken to the
Dashboard. Note: For a Base User, the Dashboard will display their own
information only.

Administrators have the ability to clone a security role and associate it to a
specific company. The term 'clone a default role' is more accurate than to refer
to 'copying' a role. When you clone a default base role, it is assigned to that
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Term

Company Dashboard

Compensation

Data Import Tool

Data Migration

Data Migration Tool

Job Posting Key

Notifications

Evolution®

by ASURE

Description

specific company. Using this method, you can make changes and add or remove
permissions to the default security roles for a specific company but still leave the
original default security roles unchanged for other, new clients.

Cloning allows you to copy a role multiple times, or allows the user to add or

take away permissions to a role. Permissions are what define user access. It is
important to remember that if you alter a default role, all cloning of that role

will reflect the original alterations.

The Dashboard functions as the employee portal. This will allow any employee
access to their personal information in Advanced HR 2.0.

This menu option displays the employee's Primary Rate or Salary amount. See
Alternate Rate.

Advanced HR 2.0 has the functionality to import data directly into pre-selected
employee fields. This function is called the Data Import Tool. Utilizing a
Microsoft Excel spreadsheet template that the user downloads, allows for entry
of multiple employee information.

Note: The Data Import Tool will not create information or documents, such as a
Certificate or a Training Class. The tool will only import data and attach it to an
employee. It is also important to remember that the Data Import Tool requires a
location to import the data into it. For example, if a user wants to import Class
information, the Class needs to have already been created and assigned to an
employee. The Data Import tool can also be used to import selected data from
My HR Admin to Advanced HR 2.0

This refers to the process of migrating data from Advanced HR 1.0 into Advanced
HR 2.0 immediately following a Payroll Data Cutover.

For companies that were on Advanced HR v1.0, you have the ability to migrate
selected company and employee information into Advanced HR 2.0 by using the
Data Migration Tool. Using the Data Migration Tool will now be a normal part of
performing the Payroll Data Cutover process to onboard a new company — use
the Data Migration Tool as an additional, optional, final step at the end of the
Payroll Cutover process.

This is the URL that you can place on job boards in order to direct applicants to
the application in Advanced HR 2.0. This is also where you can control the status
of a posting by toggling the status to No or Yes.

Notification functionality enables you to send email messages to designated
recipients. Receiving automatic notifications regarding their employees is a time
saver for managers and administrators. Advanced HR 2.0 comes equipped with a
full set of event-based and date-based notifications.

Event-based notifications operate behind the scenes and are generated
automatically. No setup is required. However, for date-based notifications, there
is some setup effort required by the user. All notifications have default template
messages that can be edited at any time.
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Term

Onboarding Prep

Payroll Cutover

Permissions

QR Code

Rapid Enroll

Resources

Self-Service Setup

Service Account User

Service Bureau (SB)

Description
Notifications can also be cloned to create a custom notification.

Onboarding Prep, also referred to as Self-Service Onboarding, is the process an
Admin will begin and then have the new hire complete the onboarding
themselves online.

Formerly known as Company Onboarding in Advanced HR v1.0. This is the initial
load of data that comes from Evolution to Advanced HR 2.0. The company must
exist and have a Status of Active in Evolution Classic in order to perform the
Payroll Cutover process. After the cutover is successfully executed, Advanced HR
2.0 will become the system of record.

Permissions in Advanced HR 2.0 allow the Service Bureau Admin or the Super
Admin user to set security authorization for different Resource functionality.
Advanced HR 2.0 comes by default with thousands of Permissions right out of
the box. These Permissions are divided into the following categories: Form,
Control, Menu Items, and Database. Permissions can be role based and/or user
based.

A QR (Quick Response) Code is a machine-readable code consisting of an array
of black and white squares, typically used for storing URLs or other information
for reading by the camera on a smartphone. In Advanced HR, it is used during
the optional Two-Factor Authentication process. See Two-Factor Authentication.

The Rapid Enroll feature (HR Admin — Employee Maintenance — Classes — Rapid
Enroll) lets the user enroll multiple employees at once into a training class. It
also allows you to assign grades or add notes to employees all at one time.

It’s important to remember that Rapid Enroll cannot create a class. Its function is
enrollment in an already existing class only.

In Advanced HR 2.0, every clickable item in the system is known as a Resource.
The default security roles allow different levels of access to these resources. To
change a security role to restrict or to allow access to a Resource, the service
bureau will need to set the Permission on the Resource itself.

Resources are what the user is giving (security) Permissions to (see Permissions
above).

Self Service Setup is the process of creating users en masse (in mass) or batches.
An HR Admin menu option that allows for multiple employees to be given access
to Employee Self-Service. This will create users for all selected employees and
attach the user to the Employee Record.

The Service Account User is a non-user account in Evolution Classic for the
purpose of enabling Single Sign On access. This is the Integration User.

The Service Bureau Admin (SB Admin) is a step below the Super Admin level of

Admin Role access. The functionality for the SB Admin user level is geared more toward the
administrative side. The primary difference between a Service Bureau Admin
and a Super Admin is the Service Bureau Admin users can be excluded from
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Term

Short Term Disability
(STD)

Single Sign On (SSO)

“Sticky” Filter

Super Admin Role

Two-Factor
Authentication

Description

accessing specific companies — such as when they are responsible only for
certain companies, or should not see specific companies — such as the Service
Bureau’s home company.

Short-term disability insurance pays a percentage of your salary if you become
temporarily disabled, meaning that you are not able to work for a short period
of time due to sickness or injury (excluding on-the-job injuries, which are
covered by workers compensation insurance). Advanced HR supports STD
benefit plans.

Evolution Single Sign On (SSO) allows the user to sign in to a central location and
access both Evolution Payroll and Advanced HR 2.0. With this functionality,
which is part of the ‘Stowe Release’, a user signs in with a single ID and
password to gain access to both Payroll and Advanced HR 2.0 without using
different usernames or passwords. It is important to note that Single Sign On
(SSO) functionality is for those users who need to access Evolution Payroll
functions AND Advanced HR 2.0 functions. For those users who only need
Advanced HR 2.0 access, they will sign in as normal, and do not need SSO
functionality, although they will also use the new Evolution SSO Sign In screen.

A Filter in Advanced HR may be what is referred to as “Sticky.” For example, the
Advanced Filter on the Employee Summary screen.

A “Sticky” filter means that if you activate the Filter by applying some settings,
then anytime you display the Employee Summary, the system will apply your
filter settings to the list of employees it displays in the screen grid. To inactivate
(“unstick”) the filter, you must clear the settings on the Advanced Filter screen
by clicking the Clear Filter button, shown at left.

Super Admins are the highest level of security role. Super Admins have access to
all of the clients associated with an account in Advanced HR 2.0. Super Admins
also have the ability to Exclude companies from users.

Two-factor authentication is a security tool that requires a user’s password as
well as an additional form of authorization. It adds another layer of security if
your password has been stolen, or you use the same password for multiple
websites. Two-Factor Authentication (also referred to as “2FA”) is an extra layer
of security used to make sure that people trying to gain access to an online
account are who they say they are. First, a user will enter their username and a
password. Then, instead of immediately gaining access, they will be required to
provide another piece of information. The most popular form of two-factor
authentication (and a preferred alternative to SMS and voice) uses a software-
generated time-based, one-time passcode (also called TOTP, or “soft-token”).

For information about using Two-Factor Authentication with Evolution HCM
products, refer to the following topics on the Evolution Resource Center:

Two-Factor Authentication for Service Bureaus
Two-Factor Authentication for End Users
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