VALIANT

Filtering the Employee Selection List

The selection of employees that can be assigned to a schedule time slot can be limited based on certain
criteria. It is possible to list only those employees that meet certain post qualifications or maximum hour
restrictions. Other restriction options are discussed later in this document..

To Filter the Employees that display on the dtmployee selection Master =
ploy play : .
Selection List: ErErT————
00004 BAKER CARL - 0B/24/2002 24| ABC
0noos BARMETT SHERIKA - 06/24/2002 16[ABC
. . . R o012 GARCIA MICHAEL 0 04/26/2004 0f CARI]
1. Right-click opening and select Assign [T 7 T — S— Ex
Employee T - T CR— oo/ 6
2. Check desired Filter(s) 7 B ' R o T e oz | Telcar
00045 GARRIS TERRY il 11/03/2008 O[ENTE]
00047 JACOBS MICHAEL i} 11/03/2008 16[ENTE]
o048 FKEM&M JAMES 0 11/03/2008 13| BOBE]
. Selecting multiple filters will limit ~ ™ "™® o ! e e
the employee selection list to those
employees that meet EACH one of the o :
filter requirements COMBINED. Employee No [ Soding Selection: [Erpiyesa ] Select
° System Users must have the |7 Qualification [ Available to Work [~ Shift Code T License Lancel
. ; L. ¥ Maximum [~ Department [~ Woik History I~ Training
applicable Security Permissions to I Overtine Daily
ovverride the filter selections
. The example shows only those
employees that meet both the
Qualification and Maximum Hours
requirements.
Filter Warnings I
. . © . .. . r‘:} Training Conflict, Continue?
Filtering restrictions are not utilized when the Click 2
& Drag or Copy & Paste features are used. Ho
Warnings will be presented if an employee does
not meet the defaulted schedule requirements. Xotiant
. . .. . 6 Max Hours Conflict. Continue?
Depending on Security Permissions, the user will 1) s et cane

have the option to override the warning and
continue to schedule the employee.

No
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Division Settings for Filters

The Default Values set on the Division Settings
Payroll/System tab will automatically be checked
when the Employee Selection Master is displayed.

If the License and Training requirements have been
established on the Division Settings — Lookup tab,
then those filters will automatically display as well.

Qualification

Qualifications necessary for an employee to
work at a specific Post/Position are set at the
Post level and in the Employee Qualification
Master.

Setting Qualifications at the Post Master

1.
2.

Open Post Master
Select Qualification from bottom drop-

down
3. Select Qualification
4. Save

Setting Qualifications at the Employee
Master

1.
2.

Open Employee Master
Select Qualification from bottom drop-

down
3. Select Qualification
4., Save

Maximum

Bl i Division Settings E x|
[ cusernen Ernployes. Lockup Systern Payrollfs: ﬂ...l Vantage PRSystem2
0| | Federal Min Wages: 516 Unconfim Sereen: [Uncorfimed Only  ~]
Payroll Level: AL = Calculate Multiple Weeks: I
3 s i oy ok aver t now wooks: [y
Meal at Holiday Rate: [ Biling [ Payroll Invn’i’; Mo Sontin 2
CA 7th Day [All Overtime]: [~ 9" | Campary =l
Suppress 0 rate for Invoice: 7 Check Schedule for Flat Billing:
i : Auto Fill Range Date for Adjustment:
Daily Payroll Hours (1st): 0 [2ndk T Auto copy billng adi to payroll Ady
Week Pagroll Hours — Auto copy payroll adij to billing Ad

Check Dept permission for pay adj:
Check Dept permission for bill adi:
Auto delete duplicate adjustments in
the Generate Adiustment Utility:

Payroll Regular Type:

AVERAGE RATE B
AVERGEE RATE B
AVERAGE RATE -

Payroll Overtime Type:

Payroll Holiday Type:

AR i i |

Change Export Name:

No: ,—

Rounding Rule:
Rounding Rule (Cale Inv): [

CUSTOMER -
DEPARTMENT B

Mame:

Overtime Allocation: DefBult Val

Based On: Qualification: i
Available to Work: [~
Shift Code: r

Overtime Daily: [~

Maximum:
Department:
Work History:

I
-
I

Tax Territory:

Deduction Entiy:

mpost Qualification Master
IT—

ISEEUHITY OFFICER ARMED

Qualification: IAH MED

Qualification

Post No:

Post Hame:

;I Status: IACT\VE

=

Status

lIL"FH >|>I |Qualification ;l@|ﬂ|><|n|ﬂ:|

m Employee Qualification Master

Emp No: o043
Last Name: || OpnG First Name: IDEAN

Qualification: |AHMED x| Status: [aryie -l

Qualification Status

x|

| JFT v | v |[Qualification =D | | =] | e | - [

T4 Division Settings

The Max Hours (Week) amount is set on the
Division Setting - System tab. This indicates the
maximum scheduled hours that an employee
must not exceed for the week.

When selecting this filter, employees who
would have been scheduled over XX hours in
the week will not be displayed on the
Employee Selection Master.

= |
Division Description: [KIM_VALIANT DEMONSTRATION Federal EIN: [112223333
Refiesh Schedule: [~ 10 Min(s) Show T.R. Open: 7 Confirm Opening: [
£ . Display Loc. Hours: r
: Display Actual Schedule: i3
Mox Hours Week: [ 40 Show Check In and Clock Out in Unconfirm: [~
Atchive Stort Month: |7 < LRt SHOW ALL =
Archive Start Weok [T Time Zone: 0 Howfs)
Work Histor Levet:  [oromEr <] | Dastok [ 355 Unconlimed Every: 0 Minls)
Defaul Tou Length: [ 5 Unconfismed After Tour: [ ¢ Timels)
Dagligh 5 Range Unconfiemed: [~ 0 Hourls)
[ Start 11 End ]| Holiday Master
3 Update Date: [ Bypass Holiday [
Momth: [T o] Month: 0 > Updote Time: [~ Level for Billing:
Week: [ Wesk v] Week: [Lontweek =] | Update Rate: [~
Week Daz: [5inay <] Week Day: [50n <] | Rate Differential
o suse —J i f =l Update Time: v
E 2 : [ 2 Update Rate: 3
Hour Diff: | 7 How Dif: | 3
[ 3 [ 1 Billing: [ 0 Payolt: | 0

Bu]- e

Page | 2
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Overtime Daily

The Daily Payroll Hours amount is set on the

Division Settings—Payroll/System tab.

When selecting this filter, employees who

would have been scheduled over XX hours in a
single day will not be displayed on the selection

list.

Set for 1°t and 2"¢ shifts and are definable by

the client.

Available to Work

The days and times that an employee
is available to work are set on the
Employee Master Day/Time tab.

Selecting this filter will display only
employees that are available on the
day and time for the selected
schedule time slot.

Department

Departments are set on the
Customer Master Customer tab and
on the Employee Master Employee
tab.

Selecting this filter will list only those
employees with the same
department as the Customer to which
they are being scheduled.

515

Daily Pageoll Howss (1st): [~ 5 12

Qualification: 7

Federal Min Wages:
Payrol Lovek: NONE =] Calculate Multiple Weeks: &
. Show post notes: Y

Role Baso On Holiday: [ )

Meal at Holiday Rate: [ Biing [ Paroll Fmgvoxnn:-fmnumm ~

CA 7th Doy (Al Overtime): [~ Invoice No Soring: [y =]

5! ice Check Schedule for Flat Billing: [
Auto copy billng adi to payroll Adi: [

Week Payioll Hours: i} Auto copy paproll adi to billing Ads: [
Check Dept permissi r

Pagroll Begula: Type: [AVERAGE RATE I e e -

Papol Overtime Type:  [averace AiTE =] 5 "':‘:: ® -

Pageoll Holiday Type: [AVERAGE RATE ! No: ,—
Name: ﬁ

o T m— (AT L
Tt ot — Shit Code: r WorkHistory: [~
Daductian Enter = Overtime Dady: [~
- AN RER
A'd Employee Master [ <]
Emp S8#  [won7ean Emp No. [ga7sas Emplovee Status:
2 Foreign |
Lest Hame R[HUNTER Supervisor [ Pension [~
Firet Name: [[INDSEY M | @[ =
it | [actve =]
| R e —
[
city: [ state: [Ca <] Zie: | Addr. History |
County: (& Country Code: () | [T
Nowse | Erossi] - Ferd HA__] Day/Time)_Pite ]

Day

1230 |130c| | 1330 |1400|1430|1500|1530 |1500 |1sau [1700'1730‘1300 |1330 |1sou 1930 [ 24

Sunday

Wednesday

Saturday

“

]

>

JEH |

> |[¥1 [emproyes i e [ 0 = I =

[ [ & |

W4 Customer Master

Customer: [1550 [ooo =] ARNo: [
Company: [NATIONAL BANK

Address:  [1z3mamnstReer
[
City: [AreAwHERE

State: [y +

Zip: [i7zs Ceunuy: [Gsa~
E-Mail: [
Y customer | Y EsmcAcdes |
_ Department: _;u 500 = Type:
Ace 5 8 <] Acquisition:
Sales Account: (®@)|[none ~| Dealer:
AR Account: ®)|[none <] Industiy:
o o (e e G e e
Lost Mame: [FUNTER Foreion ,’:
Fir: [_—' L
st Memo: [[INDSEY I O S —
Address: I
ACTIVE

> [ mmpE =

[ Noe: JEmployeel] Pawot | HR | Daw/Time ]| Petwe |
sex: [y =] Bethowe: [77

Ethnic: ®)|[oThen ~ = —
Emp Type: 1] | [——— @|foera
Originel Hire Date: (04,21 /2004 r= | Shift Code: wlloeFaucT

Page | 3
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Shift Code

Shift Codes are set on the Tour
Master and on the Employee Master-
Employee tab.

Selecting this filter will list only those
employees with the same shift code
as the Tour to which they are being
scheduled.

Work History

Work History Levels are set on the Division
Settings System tab. The specific level and
time frame (amount of days) are entered.

Selecting the Work History filter will display
only those employees who have worked at the
specific Customer, Location or Post to which
they are being scheduled.

Vi [ <]
PostName: [T

Post Name: [FRONT DOOR

= e

Time In: 2300 Time Out: [700 ~ Active
Tour Type: [DEFAULT ~1®)|
Tour Status: [FERMANENT -
Monday Tuesday ~ Wednesday  Thursday Friday Saturday Sunday
[ =N =N =i =S = o=l o=

W FT B fiom = O|@|€|x | |[@m]e

A4 Employee Master

EmpSSe 0084 Emp No. [—gac0s Employee Status:
LastMame: [1i555 i T Pension I
oY - T e —
paceesin] [acTve

[ I (e e—
ciye %s&“m Zies [ Adar. Mistory

] | p—— | ) —
Now: JEssweel Puet | Wn Y owitee) Pewe )

Sox [ =] Bethome: [77 =] vept: JJ[W]
Bttt Jjov»«:w ~| Account Manager: _u z

Seniority Date: [cer0er2003 =

Emp Type: -Eu T e & I
originat e Dutes [GERSE = Code: o
e Date: s =] —T

Union Stert: R E—
Union Code:  —
Terminetion: R —

T S I

Division Description: |K\M_VALIANT DEMONSTRATION Federal EIN: {112223333

Refresh Schedule: [~ 19 Minls) Show T.R. Open: v Confirm Opening: 7
o Display Loc. Hours: =

BrE il 0 Display Actual Schedule: [

MaxHows (Weekl: [~ 40 Show Check In and Clock Out in Unconfirm: [~

Archive Start Month: [1— <] ':"’""Z""F'"’" SHOW ALL . :][‘]
Archive Start Week: |1 <] ime Zone: [
: s Unconfirmed Every: T Min(s)

Work History Level: [one <] Dasls): [ 365
Unconfimed After Tour: [ g Timels)
Rangetmoontined: [ 0 Houts)

Default Tour Length: [NONE
Daylight Saving —

POS
[ Start/” |~ Holiday Master

e Update Date:  [v Bypals Holiday [~
el Update Time: [~ Lgw4 for Billing:
Week: 5 Update Rate:
Week Day: ]'—_lgu"day Week Day: [Sunday Rate Differential —————————————————
4 i Update Time: ~
our: | 2 Hour: [ 2 Update Rate: v
Hour Diff: [ T Hour Diff: [ g —
| 3 [ 1 | Billing: | 0 Payroll: | )

5| o] v
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Division Settings

¥ >
PayrollSystern

License and Training Customer Eraployes. Vantage PR{Sustem2
Acct.Mgr Label:  [account Manager Date Format: MM /dd/yyyy |
The License and Training Requirements are set R l;\l— S I -
PR N . . Sl ealer urrency Symbol: [¢ =
on the Division Settings-Lookup tab. Indicating | eeowatsber o — (Lo .
A . GroupB Label: IGWPB— Display Warning Date [v Properties
that an employee meets these requirements is B Lol [ | [[J55% W0 o -
CPR - CPR CERTIFIED (Waming)
. ini Industey Label: —[ingusty [T DEFALLT - DEFAULT (warning)
set on the Employee License and Training o = QEK.'ES.‘EEEE?SL%:;?"Q‘ :'
M asters SalesPerson Label:lW qLNi INS CERTIF (Waring) |
Source Label: [fowee -
IMPORTANT: Supervisor Label: [sperviosr "D'ii:‘l:'y-“w“ing e Proneve
o mr— R
e [f License filtering is V as follows, the Lo Type Label: [LocaionTips ||| 10T -84R T waring
TourType Label: lTowTe—
system REQUIRES that ALL employees have | cup 1ypotaver IEM”:—
the selected license entered in their

Bu|- e

vy

Employee Master, even if they do not

possess the |icense_ mEmpluyee License Master
e If ALL employees do not have the Emp No: [F2i2573

appropriate license, the filter does not Last Name: [FLEMING First Name: [JoHN

work. License: E“mz Expiration: [“—3
Warning: [/,'—3

. . . Renewal: [H—zl

It is recommended to utilize the Operations
Audit Report and license & training reports — e e
for monitoring warnings & expirations.

License No: ’2323448

R e o | R |
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