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How to use the HR tool from the front-end

Overview
From the front-end, the HR tool can be accessed via the People application. Users will be able to see different information based on the permissions
granted by the HR tool admin.

This article will go over how to access users' HR information and set up various user information as a user.

Accessing the HR tool
HR user-profile page
HR tool and overview of user information
Exiting the HR tool

For more information on the initial HR setup and configuration, click here.

Accessing the HR tool
From the front-end of the People application, head to your personal user-profile and        select 

With HR tool permission, you can also access other users' HR information by heading to their user-profile and selecting the HR Tool button.

Please note: If you do not see this button, please check with your HR tool administrator that the HR tool has been enabled for you.
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Upon accessing the HR tool, you will be prompted to provide your personal HR Passcode:

Reminder: If you have forgotten your HR passcode, click on 'Forgotten passcode?' to reset your passcode. Before you do so, please ensure your email
address is correct.

 
HR user-profile page
When taken into the HR tool, you will be presented with the HR tool profile page:

Reminder: Depending on what permissions have been set for you from the HR admin panel, you will be able to view and edit any details within these
areas.

For more information on HR tool permissions, click here.

 

If for any reason you need to go back to the People application, click 
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HR tool & user information

Personal

From the 'Personal' tab, details on the user's Profile will be shown as well as any HR Information and Bank Account Details:

Information can be added and edited as needed. With the correct permissions, a pencil icon in the top right-hand corner will appear.

Select this pencil icon and edit the following fields:

Continue reading to get an overview of each of the HR tabs.



Reminder: Profile information can be added and edited directly from the People application rather than the HR tool.

 

Contract

From the 'Contract' tab, the Contact Details and Payroll Information will be listed:

With the correct permissions, there will be a pencil icon in the top right-hand corner.

Select this pencil icon to edit any of the following fields:



 

Salary

From the 'Salary' tab, the Salary and Pay Rate information is shown:

With permissions, you can add a new payment term by clicking  and/or edit/delete an existing payment term by selecting the pencil

icon or trash can, respectively:

When adding a new payment term, the following information will be required: (1) Effective Date, (2) Pay rate and term, (3) Contract Type:



 

Benefits

From the 'Benefits' tab, the types of Benefits and corresponding details will be noted:

More benefits can be added by selecting  and/or edit/delete existing benefits that are listed by using the pencil icon or trash can,

respectively:

When adding a benefit, the Type of benefit will be required which you can choose from the drop-down menu. All other information is optional:



 

Documents

From the 'Documents' tab, any HR-Documents will be listed (i.e. Job Descriptions, CV, Background checks):

New documents can be added using 

When adding a document, there will be an option to choose a document from your PC or from the list of pre-loaded Documents (This list shows pre-
uploaded files which you've uploaded, but not used yet.)



Additionally, existing documents can be downloaded using  or deleted by selecting the trash can icon:

 

History

From the 'History' tab, any information that has been added or change in the user HR profile, such as edits to user details and/or content will be
automatically logged:

 

Exiting the HR tool
When you are done making edits to a user's HR profile, remember to sign out from the HR tool. You can do so by clicking the following option:



Following this, you will be logged out from the HR tool:
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