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2. How to Log on into IFS Application?

>>Open Internet Explore>>Enter appropriate IP in address bar>>Press Enter>>Click IFS Application - APXTST
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Window: Internet Explore
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>>Enter User Name>>Enter Password>>Press OK
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Window: IFS Application Home Page

3. IFS Familiarization

Frequently Ask Question – FAQ

Question List

1. How to open a new window?

2. How to search a new window?

3. How to save a new record?

4. How to select data from LOV?

5. How to Search a record?

6. How to delete a record?

7. What are the shortcut keys of IFS?

Question 1: How to open a new window?

Solution:

You can open a new window using navigator path. Suppose you want to open “leave Request By Administrator” window. Each window has a name. You can open this window using navigator,

Click on arrow sign>Sub Folder will open>>Click the name of window
Path: Human Resources\Leave Administration\Leave Request\Leave Request By Administrator
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Question 2: How to search a new window?

Solution: 

If you know the window name, you just write the name of window in the navigator text box. 
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Then you will see the window in the tree menu. 
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You can also type the window name like bellow
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Question 3: How to save a new record?

Solution:

After Opening the window, you click  [image: image9.png]


 button.
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Then you will see some text fields are red color and some are normal color. 

Red color field are mandatory field. Non color field are non mandatory. But you have to understand each and every field meaning when you will work on specific window. 
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After entering all data relevant information in the window click [image: image12.png]


 button. 

One thing you have to memorize after editing any information you have to save the data.

Question 4: How to select data from LOV?

Solution:
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In the above picture you can see mouse cursor in Emp No, now you see [image: image14.png]


 List of values is enable. So you can now select data from LOV whenever the LOV button is enable.

You will care full when entering data in any field, keep an eye whether LOV button is enable or disable. If LOV is disable it means you have to enter data by typing/manually.

Question 5: How to Search a record?

Solution:
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>>Open the window>>Click [image: image16.png]


 button>>New sub window will open
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Enter search parameter. In the above picture Inventory Part field taking searching parameter. Click [image: image18.png]


 Button.

After clicking search button the master window is open with searching data items
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Question 6: How to delete a record?

Solution:
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>>Search the specific data which you want to delete>>Click [image: image22.png]


 button>>
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>>After clicking delete button screen shows like this.>>Then click [image: image24.png]


 button>>

Here you have to do like bellow

1. Search the data which going to delete

2. Click Delete Button

3. Click Save Button

Question 8: What are the shortcut keys of IFS?
Solution:
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Part 1
Employee Administration

4. Organization Levels: 
Organization level means how organization set their hierarchy for smooth running their function. i.e. Unit, Department, Section etc. For Apex organization levels are: Factory/Unit, Department, Section, Subjection, Line and Shift etc.
How to see current organization level in IFS:  Follow the following path:
Path: Human Resources\Organization Administration\Organization Definitions\Organization        Levels 

You will see the following screen in the software:
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   How to create new organization Level in IFS

  Work Process:  follow the above path of organization level and click on New (+) button 
1. Create new Organization Level (i.e. Factory, Department, Section etc. )
2. Enter Level , based on the hierarchy the user wants the level to be placed in ( Numerical value)

3. Save the record

Description: Organization Level Rank should be sequentially. For an example Department cannot be more than Factory/Unit.

The Structure will be based on a hierarchal flow to identify the Organization Structure. The main levels of the organization are as follows:

· Head Office

· Factory

· Unit

· Department

· Section 

· Sub Section

· Line 

· Shift

The organization structure will have the relevant cost centers linked to the organization, which will be linked to the IFS payroll module. The hierarchy of the organization structure is user definable, through a ranking process.
5. Organization Structure

After the organization levels are properly ranked, the structure could be created in a graphical manner. Each organization will have a unique ID and a name for identification purposes and it will be supported with a validity period, which means that the user will have the flexibility of expiring the organization. 

The IFS organization structure  facilitates the drag and drop option  of the organization units , which means that if an organization’s hierarchy  changes  the user has the option to  drag and drop the organization units into  the new reporting structure , which will update the existing structure .
See the sample organization structure as follows: 

How to view current Organization Structure in IFS :  Follow the following path to view the current organization structure in IFS :  
Path: Human Resources\Organization Administration\Graphical Organization Structure

You will see the following screen of organizational structure  : 
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How to create or change the organizational structure:  Follow the following path to create or change the organizational structure. 
Path: Human Resources\Organization Administration\Graphical Organization Structure
Work Process:

1. Select the parent  organization , which the user wants the Organization to be placed in

2. Enter specific code and name for organization code  ( Organization code will be unique and organization name will be name of organization e.g. for Unit-1 Factory you can use AAFLU1 as organization code and “AAFL Unit-1” as organization name.
3. Select Organization Level by using the LOV ( Pre-defined data as shown above) i.e. keep the cursor in the “Org level Name” Box and click on the List button and select the org Level from the list.   
4. Enter Validity period ( Validity period is a mandatory item please select the date carefully when the organization was started and  when it will be expire i.e. give a value more than 100 years difference) 
5. and save the record by clicking save button 

6. Position Structure

Description:

Authorization and access is based on position structure.

The position structure will also have the graphical structure available, in a hierarchal flow to identify the reporting lines in the organization. Each position will be linked to an employee and  any number of subordinate positions can be accommodated to each position. The position will also have a validity period, which means that if a position is of no use, the user has the option to expire the position. Each position will be linked to a parent position and it will be linked to organization code. APEX will maintain their specific position in the IFS graphical position structure, since the employees are linked to the specific position. The General position can be maintained in the property field or in the free field in the employee files. 
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For example in Unit-1 the sample position structure will be as follows ;
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How to see the position structure of your organization in IFS : 

Please follow the following path to view the position structure of your current structure; 

 Path: Human Resources\Organization Administration\Graphical Position Structure
 You will view the following screen of position structure in IFS
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How to create position Structure in IFS:  Follow the following path to create new position structure. 

Path: Human Resources\Organization Administration\Graphical Position Structure
Work Process:

1. Select the parent organization where you want to create posit

2. Write the Position ID in the Position Id Box (e.g. we can write  MA for Manager Admin position ) 
3. Write the Position Title in the position title box.  (e.g. write Manager Admin ) 

4. Keep the cursor in the Org code box and click on the List button and select the Org. 

5. Double click on Valid From and select the date of Joining of the position.

6. Double click on Valid To box and select the date when the position expire.  
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As like organization structure add position structure

7. Position Access
After creating a position the position needs access or authorities to work in IFS. 
How to see the access of a position in IFS : Please follow the path and select the position to view the access of the position.

Path: Human Resources\Organization Administration\Position Definitions\Position Access
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Human Resources\Organization Administration\Position Definitions\Position Access
Description: 
1. Click new button

2. Select Position ID from LOV

3. Select Access to Position ID from LOV

4. Save 

Include Access to Lower position= if true, it will get all access 

Include Access to position Holder= if true, it will get specific access only one position.
Employee request for leave and authorize person will authorize the leave. Upper Position is authorize the leave.

8. Job Grades
 As per our practice each employee should have a Designation and  a Job grade, the job grade will be for the purpose of promotions and maintain hierarchy of jobs . All the job grades applicable in APEX can be mapped into the IFS application. The Job grades can be ranked, which allows the user to set the job grades in a hierarchal manner. E.g. For workers we have six job grade i.e. Grade-6 to Grade-1. 
How to view Job Grade in current organization: Please follow the following path to view the current job grade of organization. 
Path: Human Resources\Organization Administration\Job Definitions\Job Grades
After selecting the path you will view the following screen;
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How to create Job Grade in current organization: To create new job grade please follow the following path.
Path: Human Resources\Organization Administration\Job Definitions\Job GradesDescription:   
1. Click New Button
2. Enter Job Grade 

3. Enter Job Grade Description 

4. Enter Job Grade Rank

5. Save
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9. Job Details : 
Job details is description of a job. All existing job and when create a new job there should be a job details. Job details is a combination of Job ID, Job Title , Job Description, and when the job will be applicable and when it will be ended. 
How to view the job details of a particular job: Follow the following path and view the job details screen. 

Path: Human Resources\Organization Administration\Job Definitions\Job Detail
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How to create Job Details : Please follow the path mentioned below 

Path: Human Resources\Organization Administration\Job Definitions\Job Detail
Description: 

1. Click New Button
2. Enter Job Title

3. Enter Job Title

4. Enter Job Description

5. Enter Job Grade from LOV

6. Save
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Path: Human Resources\Organization Administration\Job Definitions\Job Details
Description:
Each employee is tagged to job ID  which will be the employees general position and the employee will be tagged with a Job grade too since the promotions of the employee are based on the change of the job grade which is aligned in  hierarchal manner
10. Create new employee
Employee administration covers the entire employee information starting from employee personal information and employment information. The employee files will consist of a summary page and full detail of an employee and employment information. 
Employee ID (Employee Number): 

The Employee Number is combination of alpha numeric characters and numerical characters based on the work locations, which is
Employee Number =  Work Location (Max three character) + 6 digits number. 
For example :  For Example 
ID of  Unit-1 Head Office employee 
U1H111130 

ID of  Unit-1 Factory employee 

U1F111130

ID of Unit-2 Head Office employee 
U2H020033

ID of Unit-2 Factory Employee

U2F020022 

ID of Gallery Apex employee 

GPX300123

ID of Modina Factory 
  

U1M330200

ID of ATL 2 Factory  


ATF330099
ID of ATL 2 Head Office


ATH330089     

How to create new employee in IFS: 

The following steps to be followed information will be maintained in the employee files.
Follow the path the create 
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>>Select option “Create a new Person ID
Path: Human Resources\Employee Administration\New Employee
Create new employee using new employee wizard.
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>>Enter Emp ID
>>Enter Person ID (Emp ID and Person ID is same)
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>>Enter First Name

>>Enter Last Name
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>>Enter Position ID from LOV

>>Select Job ID from LOV 

>>Select Employee Category from LOV

>>Select Assignment Type from LOV
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>>Enter Home address
[image: image51.png]Enter Home and Contact Information - AO01 Girish Barman

e =]




[image: image52.png]Enter Personal Data - A001 Girish Barman

Date ofarth: Plce of et Gitzenofs
707550 |
ssn: Vel tatuss Gender:

Add contact

FrstName:  LastName:

I Emergency Contact

Contacts already registered

Lot




[image: image53.png]Enter Info1 Data - A001 Girish Barman




[image: image54.png]21|
Enter Info2 Data - A001 Girish Barman




[image: image55.png][Enter Salary Information - A00L Gi

Enter Salary Information - A001 Girish Barman

Salary Information
Amount: Pay Frequency: Full Time Amount:
Currency Code:  Salry Period: Vald From:

=3 272013
Wage Class: Wage Code:

‘Additional Payment.

(Addiio y Type
y Type | Description

Type | start
Period

2| x|




[image: image56.png]Enter Schedule Information - A001 Girish Barman

Wage Class:  Schedue:  Shit: Shiftat vald Froms
Vald From: VaidTo: Time Attendance Tme Base:
Enployee Selecton Group: T Management Tme Base: L
|
Time & Attendance
Rule Type: PHC Schedtie: Energency Schedie:
Increment Schedue: _ InrementShift: __ Incr, Shft atVad From:

7 Flexible Work Time 77 Entitied to Overtime

M T TR B




[image: image57.png]Enter Shop Floor Information - A001 Girish Barman

[ Assign Employes to a Labor Class

site: Labor Clss:
Resume Opton: Defauit Team:
Indrect Job for DI - Time Ide:
Fiter: Calendar ID:
StartDate: End Date:
272013 [12/31/59%5

[V Handle Time for Others.
' Workbench User

I T T =




[image: image58.png]Enter Shop Floor Information - A001 Girish Barman

¥ Handie Time for Others.
¥ workbench User





>>Un tick Assign Employee to a Labor Class
>>Click Finished
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>>Click yes for creating another new employee or

>>Click No for not to create another employee.
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Path: Human Resources\Employee Administration\Employee
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>>RMB>Select Brose>
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Select a picture of the employee and click open.

Add picture of employee
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>>Click Yes. Picture of employee is saved in Database.
11. Add Additional Information to the Employee
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Path: Human Resources\Employee Administration\Employee
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Add Contact Person information of the employee
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>>Add Educational information
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>>Add License information 
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>>Add Work Experience 

[image: image69.png]Fom 5 o X CME - Ersere A

Jen = T T [;.,Tm P = &

[ —

Sy et vt oo G

T —




>>Add Merits information 
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Path: Human Resources\Employee Administration\Employees
This window shows all employee information together. 

12. Customizing Employee Free Field (Advanced)
Free field is additional information when we want to add additional information of a particular employee in the software. E.g. employees’ disciplinary actions record, employee’s outstanding performance record etc.   
How to view the free field of employee?
Instruction:

· Search one employee

· Select Employment Tab>>Select Info 1 tab

· You see the free field value
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Tab name Info1, Here Free Field1 can be customize according to user requirement. 
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How to store data in Employee free field?

Instruction:

1. Open Window “Employee Free Field Definition”
2. Add Field No>>Add Property Code>>Add Default Description>>Add Data Type>>Add Lenth

3. Save Open Window “Property Field Definition”

4. Click New Button>>Select Context from combo>>Enter Property code>>Enter Default Description>>Enter Data type>>Enter data length>>Tick Use LOV validation>>Save
5. Open window “Property Field Values”

6. Click new button>>Enter Property Code>>Enter Property Description>>Enter Property value>>Enter Value Description>>Save

For info 1

Path: Human Resources\Organization Administration\Additional Fields\Employee Free Field Definition
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Property Field value 
Its advanced feature of IFS application. Some fields are given in employee window so that field name and value can be configured as per user requirement.

Path: Human Resources\Organization Administration\Additional Fields\Property Field Definition
For info 2
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Path: Human Resources\Organization Administration\Additional Fields\Property Field Values
List of value is created
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13. Promotion of Employee 
Based on the performance of employee we need to recognize them for their growth and achievement. In HR we call it promotion or up gradation of employee. After completion the promotion process we will bring the change in IFS  as per following steps ;
How to upgrade or promote a new employee :

Follow the path:  

Human Resources>Administration>Employee>Employment>Assignment>Position>
Following screen will view.
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Create new position id and primary field will be ticked

Valid from and valid to is important date. Valid from is the joining date or it can be the date when promotion is given by the company. Valid to is the date of validation expire date.
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Add new job ID and primary field will be ticked.
14. Separation of Employee  
As part of business some employees leave the organization due to resign, termination, disciplinary actions etc. To separate employees we will follow the following path :

Human Resources\Employee Administration\Terminate Employment
Steps:  
>>Open Terminate Employment Window>>Enter Emp ID from LOV>Enter Employee Status from LOV>>Next>Select Former Employee Group>> Press YES
Human Resources\Employee Administration\Terminate Employment
Work Process:
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Select Former Employee Group. If no group is there keep it blank and click Finish 
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You have to select end date carefully. If you select today then the employee will be inactive from tomorrow. Back date also allow.

15. Employee Administration Practice
1. Create an Organization Graphical Structure for Head Office/Unit1/Unit2/Modina etc.

2. Create any Position as Director/Manager/ Asst. Manager etc. 

3. Create any Job ID as Manager/Planning etc.

4. Create two new employee with above graphical structure and Position and Job ID

5. Add all additional information to the employee as educational info, License etc

6. Give Promotion to one employee

7. Terminate one employee

16. Work Schedule

Work Schedule means shifting hours i.e. when employee entire the Factory and when leave. Work schedule may be set as group wise or individuals wise.  In APEX we operates multiple shifts and it depends based on seasons and work load. Normally we maintain three shifts in Apex Factories. 

How to set working schedule in IFS : 

 Before setting work schedule we will set the day type for particular group or individuals. 
Day type means setting one week’s work time. Follow the following path for setting day time.   
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Path: Human Resources\Time Management\Schedules and Rules\Work Schedules\Working Hours Schedules
Enter Day Types>Enter Day Type Description and save it and follow the next screen. 
Click on the day type name and press the right button of mouse and select “Day types Details”.
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In Day type details you will write the details description of day. 

Select the Row>RMB>Click Day Type Details
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Add new row  and write Starting time in Form Column. (i.e. 9.00 am or 6:00 am when shift start). 
In Form Day  :  In the list box, you can choose between the predefined options Current, Previous and Next. Day types describing normal day time work, only uses 'Current' in this field. 'Previous' and 'Next' are used for shifts starting one day and ending the day after, e.g., a 21:00 - 06:00 shift. The value 'Current' controls which day that will be considered the account date. I.e., for the day type with normal hours from 21:00 to 06:00, you can have it two ways. If 21:00 is set to 'Current' and 06:00 is set to 'Next', the account date will be set to the date the employee starts the shift. However, if 21:00 is set to 'Previous' and 06:00 is set to 'Current', the account date will be set to the date the employee ends the shift.

Work Period : Set to '1' by the system

Wage Type : 
The wage type specified in this field determines whether the interval refers to normal time, lunch, breaks, extra time, or overtime. For normal time, the Normal type is always used. For lunch, use the Lunch type, and for unpaid breaks, use the Break type. Paid breaks should normally not be registered. Overtime intervals can be specified by the overtime or specified type. Use the list box to select among the predefined options for the wage type interval.

Wage Code : 
The wage code determines the payment for a certain period of time in the workday. It is linked to a sum of money in the payroll system. Before using the wage code we must prepare wage code list mentioned below. Select a item from the wage code. 

Overtime Priority : 
Overtime priority is only relevant for the overtime intervals, i.e., when the wage type is either Overtime, Extra Time or Specified. Select Priority1 and save 
Priority1 means that the time is deducted from this type of overtime to first fill up the work time norm. Priority2 means that the type is deducted after the Priority1, etc. Enter Fixed in the field if overtime compensation shall be given, even if the work time norm has not been completely fulfilled.
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Select Wage Type from LOV>Select Wage Code from LOV >after adding one row save it
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Current day= current day time

Next day= 6pm to 2 am , 2am is next day

Same as 6pm can be previous day

But in Apex use only Current day
Starting time will be 12 am. Because any employee can punch the attendant card still 12 am. After 12 am card punch is not allowed by the system. Starting and Ending will be Priority 1.

17. Cycle Schedule

After setting the schedules we need to set the cycle schedules. Cycle Schedule means the day allocation against the roster. In  IFS we can set multiple  roster allocations for a given cycle schedule.  
In Apex we have different cycle schedules i.e. 5 days for head office staff 6 days for factory  staff.  Now we will set our Cycle Schedule in IFS. 
Click on the Cycle Schedule on the screen: 
Monday – 6:00AM to 2:00PM and for Tuesday 2:00PM to 10:00PM , which means that it can be set to for any cyclic schedule for a given week
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Select tab Cycle schedules>add schedules as the same name that of day type
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Select the ROW>RMB>Click Schedule Details
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In a week day type is set up. Here Friday and Saturday will be OFF day type

18. Substitute Schedule

The substitute schedules will be used to maintain the holidays of APEX, which means if there are national holidays or any other type of holidays. The substitute holidays needs to be updated by APEX annually  , since the dates of the holidays needs to be updated . When the holidays are updated the substitute schedules will override the set daily schedules and pay overtime for the employees accordingly if there is record for attendance on given holiday.
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Enter a name. It is defined in one time in a year. All type of holy day is defined here. 
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Add all type of holy day here
19. Employee Schedule

After defined the schedule information, the schedules need to be linked to the individual employees. IFS time and Attendance would not work if the schedule is not linked to the employee. This will be a onetime setting if the schedules of the employee are not subject to change. All employee schedules should have a maturity date, i.e. when the schedule to be started and when it will be ended to be mentioned.

How to linked employee with Schedule:  Follow the path : 

Human Resources> Employee Administration > Employee >Employment>Assignment>Schedule
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Add schedule with the employee 

Select wage code from LOV>select schedule from LOV> save it
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Select wage class from LOV and Press OK
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Multiple schedule is available. Select the schedule where employee is posted. For en example employee of factory will select with the schedule which schedule is prepared for factory.  
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Schedule is added with the employee. 

20. Employee Deviation
However if the assigned day type changes for a special reason for a particular day/days, then this can be handled through the employee deviation days, which means the change will be applicable only for the particular employee. Which is like if there are busy weeks and some employees needs to work on the factory evening shift , the HR administrator can use the employee deviation to change the working shift for selected employees
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Path: Human Resources\Time Management\Schedules and Rules\Employee Deviation Days
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21. Employee Time Registration

Employees register their attendance through a T&A terminal using an external device, Time Clock or through the employee self-service. If the time registration is through a T&A terminal , the data will be sent to the IFS system online or it will be a batch data downloading process . After the data is captured through the external hardware device the clocking will be registered on the IFS Time card.

Note

· Registering attendance/Clocking means – Registering Time-In (when the employee reports to work) and registering Time-Out 

· Every “Time-in” should be followed by a Time-out. Once the attendance is completed, system would calculate the wage hours, according to the defined day type in the system.

· If the employees do not register the clocking, then the IFS system will not calculate the basic wage hours of the employee.

· If the employee fails to register his /her time in / out then the Administrator with access rights will be able to manually enter the time details.

· If the employee fails to register the IN and OUT then an authorized personnel (Admin) can register the clocking behalf of that employee in the Time card day, the authorized personnel can amend a clocking entry in the system.
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Path: Human Resources\Employee Self-Service\Time Card – Day

Manually add out information Interval tab

The Interval tab will capture the data of the employees clocking , which will have information such as the In Date, In time , Out Date and Out Time of the employee.  If the data capturing is done by an external hardware , the clocking will up recorded in the in the Interval tab and the clocking tab . The Result tab will give the breakdown of the number of hours worked by the employee, which is that one line will show the number of normal hours worked by the employee and the other line will show the number of overtime hours worked by the employee.  The Supervisor will have the option of confirming and authorizing the time card for the employees. The Authorization process is not a mandatory process, but In APEX there are over time payments paid to the employee so the employee’s attendance records needs to be authorized the supervisor. The Supervisor will have the option to edit the record if there is need , which is like if the supervisor feels that it’s an irregular clocking , the supervisor will have the option of editing the record before authorization.

Result tab come automatically, how much time is working this employee
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22. Confirmation of Time Card

After the employees have registered their In and Out on the IFS system, the Time card can be confirmed (optional). This can be used if there are two levels of authorization for the Time card, which means that the Line Manager can confirm the time card and the supervisor concludes the process by finally authorizing the Time Card.

23. Authorization of Time Card
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Supervisor can bulk authorize

Path: Human Resources\Time Management\Authorization
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RMB>Click Authorize
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This window Show present employee only

Path: Human Resources\Time Management\Attendance\Present Employees
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Human Resources\Time Management\Attendance\Employee Intervals

24. MIS Report
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Financials\Report Generator\Order Report
25. Practice for Work Schedule:

1. Create a working  schedule as HO_SCH/U1_SCH/U2_SCH  

2. Add Normal, Tea Break, Lunch Break, Overtime in Day Type Details

3. Add Cycle Schedule

4. Add  HO_SCH to an existing employee

5. Enter Day In and Day out to one of existing employee

6. Authorize time card

Part 2

Leave Administration

26.Leave Rule

The setting up of the leave rules is the preliminary tasks in the leave module. The following leave rules will be defined  as per the leave types of APEX. APEX has the following leave types for all the employees .

· Earned Leave

· Casual Leave

· Sick Leave 

· Maternity Leave
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Path: Human Resources\Leave Administration\Leave Rules\Leave Rule

The above window, shows the leave rules screen, APEX will define all the leave types through the leave rules .Each leave type should have an unique ID.

Casual Leave : 
· All Permanent employees are entitled for 10 days casual leave per calendar year from his/her joining date. This will be created in the leave rules in the IFS leave rules window as shown above in the leave rules window.

· An Employee can avail maximum 3 of Casual  Leave. In a given instance 

· Weekly Holidays & Government Holidays (Pre Determined) will not be counted as leave day this can be handled from leave rules in the general Tab there is a check box count days with holiday, if this is checked it will satisfy the APEX’s requirement.

How to set Leave rules for “Casual Leave”

Follow the path : Human Resources >Leave Administration>Leave Rules>Leave Rule 

You will view the above leave rule screen

For Casual Leave Write CL on Leave Type box and Write “Casual Leave” in Leave description box

Select “Days” in period box

Select leave period in “Valid from and Valid To” box for 2012-13 leave year you will select “1-Jul-2012” in Valid Form box and select “30-Jun-2013” in Valid to box. 

Select the “General” and select the rules as per above screen and Click Save Button. 

Earned Leave : Apex’s earn leave policy are as follows; 

· All Confirmed employees are entitled for 20 days earn leave after completion of one year continuous service. 

· The un-availed Earned Leave will carry forward to next year and maximum 40 days leave will be enchased during time of separation.

· Leave applied before availing leave i.e.  Earned Leave will always be planned leave.

· Weekly Holidays & Government Holidays (Pre Determined) will be counted as leave day ( Same as casual Leave)

How to set leave rules for Earn Leave:  (Girish please write the steps and screen short for EL)

Sick Leave

The employee is entitled to sick leave based on the medical certificate and the employees are entitled for 14 days . Which means that if an employee’ s sick leave is greater than two days , the employee has to submit a medical certificate. The number of days for the submission is user defined in the leave rules.
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Tab: Emplacement info

Based on the employment types the leave rule will be updated for the employees. APEX has the option of using one employment type to update leave or a combination of employment types can be used to update leave for the employees.

· Employment Type – This could be based on the employment types of APEX for eg: In APEX B annual leave is only applicable for confirmed employees only, So for Annual leave the employment type will be given as Confirmed.

· Assignment Types – Based on the given Assignment type the leave rule will be updated for the employees.

· Job Grade- Based on the given Job grade the leave rule will be updated for the employees.

· Employee Category -Based on the Employee category  the leave rule will be updated for the employees.
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Tab: Entitlement Rules

This is where the entitlement rules are set for the employees. Upon setting of the basic leave rules and the employment information , the entitlement rules needs to be set . As per the screen shot , there are many fields the user should set for the rules when setting the entitlement , the screen shot displays the entitlement rules for Earned Leave ,where the APEX Earned Leave rule states that an employee will be entitled for earned leave only upon completing one calendar year , so upon completing one calendar year the employee is entitled for 20 days of earned leave.

27. Employee Leave Master

The created leave rules will be allocated to employees by validating the employee details e.g. Date of joining, Assignment Type, Job grade and employee category, this will be an automatic process, since the basic data is defined based on the employment details. Based on the employee details the allocation of leave types & entitlements will vary. Once the leave rules have been set up the leave master will be automatically updated with the relevant leave entitlements. (Employee Leave Master will be defined below)The employee leave master will be the summary of the APEX  employees leave entitlement, leave utilized etc. This is a window which will get updated with every leave request the employee applies.
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Path: Human Resources\Leave Administration\Leave Master\Employee Leave Master

You can see leave balance

28. Leave Request/Leave Request by Administrator

There are two options available for leave application, the employee can log into the IFS system and request their leave or the HR Administrator can log into the system and apply leave behalf of the employees. 

If the HR administrator will log into the system and apply leave behalf of the employees, then the employees will fill the leave request form (Manually) and get the approval from the relevant sectional head/ department head and send the request to the Leave Administrator (HR) This will be applicable to the factory employees of APEX who does not have access to the IFS system. Thereafter Leave Administrator will enter the leave request to the system. In the case of head office  employees , they will have the option of logging  into the IFS Application and apply leave directly through the system. The employee will be able to check his available balances before requesting leave but any way the system will block the employee form requesting leave which exceeds the available balance. Facility would be available to enter the reason; as to why the leave is being applied for. (E.g. - Leave for study, Vacation etc).

The IFS application fires certain validations for the best interest of the HR policies such as Earned Leave cannot be post applied and Casual leave cannot exceed 3days at a given instance , all these validations are user defined as per the rules set by APEX
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Path: Human Resources\Leave Administration\Leave Request\Leave Request By Administrator

On behalf of leave requester
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Path: Human Resources\Leave Administration\Leave Request\Leave Request

>>Employee can request for his/her own leave request using this window if this employee has own user id to access the IFS system.  

[image: image113.png]Fomira

[y P p——

E (=




 [image: image114.png]-%-XCH

A e
=== =

1| ovssoom o





29. Authorize Leave

Once the leave request is saved in the application, it will be in the ‘’to be authorized state’’. The supervisor can then log into the system and authorizes or cancel the leave request. An authorized leave request can also be cancelled by the supervisor for special instances if required. An e-mail will be generated to the supervisors after a leave request is made by the employee and employee will also get an email with an alert. The Authorization process can be defined where many levels can be set for the authorization process , for eg : there could be  a case where the leave authorization for a given employee needs the supervisors authorization and the department heads authorization , which means that the status of the leave request will not change into “Authorized” until all levels have authorized the request.

The sample e-mail alert received by the employee after the employee has requested for leave
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Path: Human Resources\Leave Administration\Leave Request\Leave Requests to be Authorized
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Authorize by supper user

RMB>select Authorize

30.Leave Adjustment

Authorized personnel will be able to increase or decrease the leave entitlement of an employee; this can be used by APEX for exceptional leave cases based on the management approval. The leave can be adjusted to one or more employees at a given time. A history will be maintained with regard to the leave adjustments done in the leave master.
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Path: Human Resources\Leave Administration\Leave Request\Overview - Leave Requests
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Part: 3

Payroll

31.Understanding Constant and Variable Data

1. Constant data

· House Rent

· Basic

· Medical

· Conveyance  

· PF = 7.5%

5 years, last basic*5

Length of service * Last Basic salary

2. Variable data

· OT

· Leave without Pay

· Intensive bonus

Earning
· Basic

· House rent

· Medical

· Conveyance  

· OT

· Car Allowance 

· Salary Areas

· Profit

· Leave Encashment

· Attendance Bonus

· Festival Bonus

Deduction
· PF- Employee

· Tax

· Loan

· Other deduction

· Leave without pay

· Fine

· Mobile

· Food allowance 

32. Wage Code Parameter

The payroll parameters will consist of variable data and constant data , the constant data and the variable data needs to be defined.

Each parameter will consist of a unique ID a parameter name and the type of the parameter whether it is constant or changeable. IFS payroll facilitates the archiving function of parameters for reporting purposes or cumulative calculations etc. All the APEX  constant and changeable parameters will be defined in this particular window.

APEX will process multiple  payrolls for their employees since they have segregated their company into different units and in that they will segregate it further more like each unit will have a payroll for workers and the management staff.

APEX (Workers ) Parameters

	Parameter Name
	Parameter type

	Basic Salary
	Constant

	House Rent
	Constant

	Conveyance Medical Allowance
	Constant

	Over Time
	Variable

	Attendance Bonus
	Variable

	Leave without Pay
	Variable

	Penalty
	Variable

	Provident Fund 7.5%
	Constant

	Loan
	Constant


APEX ( Management) Parameters

	Parameter Name
	Parameter type

	Basic Salary
	Constant

	House Rent
	Constant

	Conveyance
	Constant

	Medical Allowance
	Variable

	Car Allowance
	Constant

	Mobile Phone
	Constant

	Leave without Pay
	Variable

	Canteen Deduction
	Variable 

	Provident Fund 7.5%
	Constant

	Loan
	Constant


Changeable data needs to be uploaded thorough a text file every month this  will be handled from IFS , Changeable data such as overtime and variable deduction if applicable can be uploaded via a text file.
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Figure: Wage Code Parameters

Path: Payroll\System Administration\System Configuration\Calculation Parameters\Wage Code Parameters

Work Process:

>>Enter Parameter ID>Enter Parameter Name>Select Parameter Type>Save

33. Wage Code

After the constant and the changeable parameters are created, the wage codes need to be defined for calculation purposes. All the calculating formulas will be defined through Wage codes, this is usually a onetime data setting until there are any changes required to the defined formula. Based on the Calculating formulas provided by APEX the wage codes will be defined in IFS payroll module.

Each wage code will have a unique ID and  a name incorporated with the counting order which facilitates the calculation purposes of the defined wage codes , which means that it formulates the order of calculation . The Finance posting controls will also be defined through the wage code for the payroll process, each wage code is date specific to track wage code periods. The wage codes could be archived for reporting purposes or provision calculation for bulk payment. 

After the basic information for the wage code is set , the formula needs to be defined for the wage . When it comes to calculation functions , IFS facilitates around 200 functions for the calculation purposes and only these functions could be utilized for calculation.
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>>RMB>Click Formula
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Path: Payroll\System Administration\System Configuration\Calculation Parameters\Wage Code

34. Wage Code Calculation Group

IFS facilitates the process of defining wage codes in groups , which means the group of wage codes could be either summed or deducted for calculation purposes. For eg: for “Total Earnings” all the earning wage codes will be added together such as Basic Salary , House Rent Medical etc and the same applies for deduction . 

So based on earning , deductions and tax base calculations the users can define various wage code calculation groups.
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Figure: Wage Code Calculation Group

35.Registering Constant Data

After all the parameters and wage codes are set , the constant data needs to be assigned to the employees. This will need to be manually entered for the employees or importation  through the  text file facility is also available in the IFS system. First separate documents need to be created for the various constant data and each will be updated separately.

After the document is created each employee’s relevant constant data is registered in the doc by selecting the relevant constant parameter for the employee and entering the value. Registration of constant data is date specific, if the values needs to be changed it can only be expired in the validity period and the new one needs to be entered. So the history of the constant data is maintained by having the past and present value. In the Case of AEPX  the constant data consist of :

· Basic Salary 

· House Rent

· Medical
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Path: Payroll\Data Registration\Constant Data
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Payroll\Data Registration\Constant Data Documents\Constant Data

Open Constant Data>Populate all>Select Gross Salary GB from list>add Employee from LOV>add Parameter ID from LOV>Enter Gross Salary amount in Value>Save 
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Create MO and add all employee 

Create new Document Number>enter document name >save it>add all employee> select employee from LOV>select Parameter ID for LOV> Enter value>save it
Date from and Date To is the validation 

If increment happen add new record 

36. Update Constant Data

The constant data can be updated using another option called “Update constant data” , this could be used to update constant data , which is parameter Type wise and constant Data template wise. This option is used when there are salary increments for the employees which can be updated percentage or amount 

The changes in the constant data will be only applicable for a Payroll administrator , which means that only few people or a responsible supervisor will be allowed to change the salary particulars of the employees so no validation is required. 

You can change add/reduce any amount in one or multiple employee GB gross salar, MO Mobile allowance using this window.
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  Create update id, save it, 
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add preposition and save it. 

37.Employee Payroll Information

After the constant data has been set up, the employee payroll information needs to be set for all the employees in the APEX. Only few tabs on the employee payroll information window will be applicable for AEPX. The list of all the relevant constant data information will be maintained employee wise in the employee constant data tab.

In the Payment Tab, the employee’s salary payment information needs to be defined; the IFS application facilitates both methods of payment ,Bank  and Cash, The payment by both methods simultaneously can also be facilitated like 50% of the employee’s salary will be paid as cash and the balance 50% will be paid to the bank. The Employees loan information will also be maintained in the employee payroll information
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Window: Payroll Information

38. Creating Payroll List

A Payroll list needs to be created every month for the payroll process, this will be created date wise based on the payroll periods set in the basic data. Each Payroll list ID will have a  unique name and description, which will be date specific and the payroll list ID ,it will be supported by a state to identify the status of the payroll List. The State will change based on the tasks completed on the payroll list ID.
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Window: Payroll

39.Registering Variable Data

After the payroll List is created the variable data needs to be registered in the variable data registration doc. The Variable Data Doc will also have unique ID and description and the relevant dates. After the basic information is entered the Variable Doc needs to be connected to the Payroll List ID , this will be done by selecting the relevant Payroll List ID from the List of values.


There are two ways of entering data to the Variable doc , one is through manual entry and the other method is through excel import , IFS would recommend  APEX to import data since number of employees in the payroll is vast.
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Window: Variable Data

Payroll\Data Registration\Variable Data

40.Variable Data Import

IFS facilitates the Data upload from text file, which will ease the data entry process for the employees.

A document should be created as shown above with a unique ID and name. Like any other Data upload the position and the variable of the parameters need to be entered as shown in the screen shot. ( Only 3 parameters are available on the data import) IFS would recommend APEX to have a fixed length for the parameters so all the parameters can be uploaded in one single document.

After the positions and the lengths of the parameters are entered , Import document needs to be linked with the created variable data document and the excel file needs to be attached to the Doc, the doc can set by browsing for the location

After the data is imported the, the imported data will be available on the variable data document which was initially created. If there are any errors in data file upload the details of the errors would be maintained in the log tab.

Upload excel file into IFS, Variable data Import can be for bellow

· Leave entry file

· OT entry file

· Salary stop file
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Window: Variable Data

Path: Import Payroll\Data Registration\Data Import\Variable Data Import

41.Payroll Calculation

After the variable data is approved , the payroll needs to be processed , through the Payroll List ID. The Payroll List ID will have a sequential flow in the process where each task needs to be completed before  moving into the next.

After the calculation process is completed all the wage codes will be calculated based on the values and are  set formulas of the wage codes as shown below

The payroll Administrator has the option of checking the values of the payroll using the query button on the IFS application before finalizing and closing the payroll and even has the option of exporting the values into excel and checking the payroll (optional)

After the final checking the payroll can be closed by the administrator though the RMB option , the administrator also has the option of even opening the payroll if required. In the case of APEX Multiple users will process the payroll but limited functionality needs to be defined for the users.eg: one user could enter data to the payroll, another user will process the payroll , where as supervisor level user will finally close the payroll.
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Window: Payroll

Path: Payroll\Payroll Calculation\Payroll
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RMB>Click Get Data From
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>>Select Templete>OK
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>>RMB>Click Calculate Details
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>>RMB>Click Get Parameter and Calculate
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>>RMB>Click Close Payroll list

After close Payroll List the Status is calculated

After calculating data cannot be changed
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Window: Payroll List

All payroll are shown in this window

42.Grade Salary Range
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Grade wise salary range can be defined in this window

Working Step:

1. Open Payroll window>Create payroll id

2. RMB>select template from 

3. RMB>Get Parameter and Calculate

4. RMB>Calculation Details

5. RMB>Close Payroll List

User Activity in Payroll

a) Setting up of Wage Codes  in IFS including Formula

b) Uploading of Variable data(Excel File)  of Apex

c) Execute Payroll Process

43. over Time

Time Card Day>Entry by machine>Confirm by Supervisor>Authorize by Another Person>

User can change OT for Extra time in Result tab.

Working time schedule will add extra time after overtime is done
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After overtime excess time will consider as extra time

Part 4
IFS Time & Attendance Integration


44. Process Overview


· Event date
-
Date of the user clocking, and format should be MM/DD/YYYY
· Event time
-
Time of the user clocking, and format should be HH24:MM:SS (24 hour)

· Func code
-
To identify whether it’s an In or Out clocking.  Ex: F1= IN; F2 = OUT

· User ID

-
Employee No as defined in IFS Applications

· Event place
-
Place the scanner device is kept. (Ex: different department or site)

· Device no
-
Device number of the scanner device

· Event no name
-
Validity of the record sent. Granted; Failed; etc.

· Trans mode
-
Type of transaction. Online; Batch; etc.

· Company
-
Respective company the employee belongs to

45. Functionality & Features

· When new employees are registered in IFS applications employee files, the same employee number needs to be registered in the third party software.
· Only the employees with the active status will be processed when taking into IFS applications .
· The IFS method will have to be called upon each clocking record in order to get captured within IFS Applications. 

· IFS recommend this process to be done as an online process rather than a batch process.

· However in case of line break-down, batch process is supported in order to transfer the remaining records captured during the down-time.

· ‘Event place’ & ‘Device no.’ are kept for informational purposes to track down exactly from which machine a record has got captured. However, if these information need to be validated it can be controlled through basic data settings.

· ‘Event no name’ is the validity of the record, and will get captured into IFS Applications only if it contains the value as ‘Granted’

·  ‘Func code’ is to identify whether the clocking is an In or Out time, and the appropriate values can be set through basic data setting. Records sent from the device which does not match the In/Out Func codes, will not be process within IFS Applications.

· All records sent from the vendor will be kept separately with the status of each transaction in order to identify whether it was captured into IFS Applications or not. If there was any error during the process, one would be able to check what the error was.

· If a user executes the same clocking repeatedly within 2 minutes it will be blocked. Only the first record will be processed. (This is to handle user errors when clocking the time through T&A devices)

· The vendor must ensure that the same record is not sent twice when calling the IFS method. The vendor would need to have a flagging mechanism in order to ensure this is taken care of.

· A Separate user id will have to be created within IFS Applications in order to be used when connecting to call the IFS method. This user id should not be used by any user for any reason to log into IFS Applications.

· Day breaks are taken into consideration according to how the employee schedules are defined.

· Before employee T & A can be captured, employee’s need to be created in the employee files with a valid position and they must be linked to the relevant rosters in the system. 

· According to the defined day types their normal hours, OT hours, Extra hours etc will be calculated in the Time card day.





‘Row No’ is an automatically incremental value according to how records are received via the IFS method being called by the vendor. ‘Clockings from Device’ window will contain all records sent via the IFS method from the clocking devices.

‘Row No’ in both the windows(‘Clockings from Device’ & ‘Clocking Errors’) relate to the same record in order pin-point records with errors.

‘Status’ column in the ‘Clockings from Device’ window hold the status of the record after processing within IFS Applications. If there is an error, one could RMB and view the clocking error.

‘Device Transfer Date’ column holds information of exactly when the record was passed to IFS Applications via the IFS method.  One could match the clocking time with the device transfer time, in order to check whether it was transferred online or later.

‘Actual Clocking’ column is of type DATE and will only be filled if values of correct format are sent to Event Date and Event Time columns.
The RMB option ‘Reprocess Record’ can be used to reprocess records with errors. However, if records with incorrect formats or values are sent from the devices, and if cannot be corrected with basic data setting it will not be reprocessed.


In the clocking error table the records which were not transferred to the ‘Time card day ‘will be recorded with the error. For example if we take Row No 25 it indicates that  ‘In time clock data is not found ‘ , which means that the employee has punched the out time without recording his/her In time. 

If we take Row No 78 it indicates that company object does not exists , which means that 000999 Emp No has not been registered as an employee in the employee files . The clocking errors window provides the user the flexibility to identify errors easily and quickly as to why they were not transferred to the time card day.
If an incorrect format is sent for Event Date and Event Time columns in the Clockings from Device window, the Time Stamp column would be empty.



Basic data for each company will have to be set in this window. Although the Company information is already defined, the same company will have to be defined here again as this is an extension to the existing application. An LOV would be to choose from existing list of companies and will validate if the Company is exist in the application.

In and Out time func codes can be given according to your preference in order to identify the clocking type

If information relating to the T&A device machines and the event places need to be validated, the Validate Devices check box need to be checked. If it is activated the device information will have to be setup before receiving clocking information from devices. Error messages will be given according to your configuration when records are received.

Device hierarchy is defined as Company -> Device Place -> Device No

Using this window, flexibility is given to load employee in/out times via a file (in CSV or TXT format) as a batch process in the case of link break down and where the records cannot be transferred to IFS applications.

The order of columns in the file template should be as follows.

	EVENT_DATE
	EVENT_TIME
	FUNC_CODE
	EMP_NO
	COMPANY
	EVENT_PLACE
	DEVICE_NO
	DEVICE_STATUS

	
	
	
	
	
	
	
	


Note that all columns are mandatory and are of type String. Columns should be formatted to type text before saving the file in excel .csv format, in order to make sure that automatic data fixing function in excel is not executed.

Once data is transferred, you will be able to view the records though the ‘Clockings from Device’ window in order to verify the status of each record. The records which were transferred from the file load functionality will have the ‘Transfer Mode’ column containing the value ‘FILE_LOAD’ in the ‘Clockings from Device’ window.


From this dialog box error records for a selected period can be reprocessed if the number is too big to done one by one. Once a record is reprocessed successfully, it will be removed from the Clocking Errors window and status would be changed in the Clockings from Device window. If and when a record is reprocessed, the Reprocessed Date and Reprocessed User information would be kept in the Clockings from Device window.

NOTE:

To track to the clocking from devices with Time Card Day window, new columns have been introduced to hold Device Row No, Device Place & Device No for both In & Out times respectively. Therefore, one would be able to back track a record in Time Card Day window to the Clockings from Device window.

46. Appendix

LOV= List of Value, Set of Basic data. 

>>
= Indicate instruction for user.
RMB= You click in in mouch (Right Mouce Button)
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IFS ORACLE method





Tna_Device_Clocking_API.Capture_Time(


event_date_       	IN VARCHAR2,


 event_time_       	IN VARCHAR2,


 func_code_        	IN VARCHAR2,


 userid_           		IN VARCHAR2,


 event_place_      	IN VARCHAR2,


 device_no_        	IN VARCHAR2,


 event_no_name_    	IN VARCHAR2,


 trans_mode_       	IN VARCHAR2,


 company_          	IN VARCHAR2)


				








A new folder as ‘T&A’ Automation Tracking’ will appear under ‘Time & Attendance’ in order for you to track everything related to this integration. Security permission will have to be give accordingly to the new windows. Shown below are screen-shots of the windows.
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